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EXEQUTI VE OFFI CE PROCEDURES - GOPE200

TQUI

yait HiMjg = 75

Prereoui sitefs) - CPELOO

PH LOSCPHY/ GOALS:

This course introduces the student to internediate-Ievel
executive admnistrative tasks requiring the integration of
skills (tyPing, mat hemati cs, English) and techni ques such as
probl emsol ving, routine task time-savers, and tine
managenent through a sinmul ation approach. Enphasis is also
given to researching business information, banking and
related office reports, professional growh, and running a

j ob canpai gn.

STUDENT PERFCRHANCE CBIJECTI VES
successful conpletion of this course, the student will have:

Gai ned an understanding of how to obtain infornation from
ref erence books.

Gai ned an understandi ng of secretarial duties associated
wi th banking routines and recordkeepi ng procedures.

Gai ned an understandi ng of the use and conposition of a
press rel ease.

Gai ned under standi ng of courier services.

Gai ned know edge with respect to the preparation of
appropri ate enpl oynent docunentati on and pre-and post steps
required (applications, interviews, etc.).

Gai ned exposure to procedures and conditions of the "real"
world of office work in a variety of office settings
(exanpl e - personnel, real estate, office manual, etc.).

TCP CS

REFERENC NG ( BUSI NESS) TECHN QUES
BANKI NG PRACTI CES & RECCRDS

PETTY CASH

EMPLOYMENT PRCBPECTI NG
PRCFESSI ONAL  GROAMTH

PRESS RELEASE

QOR ER SERMVI CES

I N-BASKETS (| NTEGRATED OFFI CE TASKS)
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V.  LEARN NG GBJECTI VES - SEE PAGES 6-11

EVALUATI ON METHCDS

90% - 100% - QONSI STENTLY QUTSTAND NG
80% - 89%- QUJTSTAND NG ACH EVEMENT
70% - 79% - QONSI STENTLY ABOVE AVERACE ACH EVEMENT

60% - 69% - SATI SFACTCRY OR ACCEPTABLE ACH EVEMENT

BELON 60% - REPEAT - (BJECTI VES O THE COURSE HAVE NOT BEEN
ACH EVED AND THE COURSE MUST BE REPEATED.

;UOCDIDJ_'? <

M D- TERM REPCRTI NG

S - Satisfactory Progress
U - Unsatisfactory Progress
R - Repeat (objectives have not been net)

NR - Gade not reported to Registrar's (Ofice. This grade
issued to facilitate transcript production when faculty,
because of extenuating circunstances, find it inpossible to
report grades by due dates.

TEST NO. PRQJECT VAEI GHT1 NG OBJECTI VE COVERAGE
1 15% CH 12 - References
1 10% tf tr n
2 15% CH. 14 - Banking
2 10% I rt H
3 10% CH. 15 - Job Cpgn.
CH 16 - P. Gowth
Press Rel ease
Couri er
3 15% CH. 15 - Job Cpgn.
* if Ofice Manual project is selected by instructor, %for Tests
1 and 2 will be reduced to 10%each and project wll be assigned
a 10% wei ghti ng.
PH THS-- JO5S
1 5% The Bouti que
2 5% Garson Industries
3 5% Pronto Construction
4 5% | vanhoe Bus. | nst.
5 5% G Prescott, MD.

PERCENTACE - TESTS - 40%
PERCENTAGE - PRCDUCTI ON - 60%
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TESTS AND ASSI GNMVENTS will be allotted points based on degree of
difficulty. Above any deductions for content errors, where

applicable, there will be deductions fromthose points for
finished quality. Deductions will be based on the follow ng:
- proofreading error = -5
- work division = 1/2 to -2
- punctuation (mnor error) = -2
- punctuation (major error - proper noun
or sentence ending) = -5
- all other errors (poor corrections, no enclosure notation,
uncorrected carbon copies, etc.) = -2
- formatting error (mnor) = -2
- formatting error (major) = -5

Or'HER COMMENTS:

1. TESTS - If a student is not able to wite a test because of
illness, or a legitinmate emergency, that student nust
contact the instructor prior to the test and provide an
expl anati on which is acceptable to the instructor (nedical
certificates or other appropriate proof may be required).
In cases where the student has contacted the instructor;
and, where the reason is not classified as an energency
(i.e. slept in, forgot, etc.), the highest achievabl e grade
is a"C" |In cases where the student has not contacted the
instructor, the student will receive a mark of "0" on that
test. THERE WLL BE MO REWRI TES OP TESTS.

2. ASSI GNVENTS:
FULL PO NTS - assignnents in by date and time specified.

LATE PENALTY - for each |late assignnment, the student wll
receive a 10% reduction of the total cunulative points for
t hat assi gnment.

The above penalty will not be applied to those in the
Secretarial Centre who may turn work in one week late

wi thout a penalty. However. where possible, it is
recommended that the student attenpt to meet any deadlines
as early as possible after the due date to mnimze any
handi cap the student nay experience at test time as a
result of delayed feedback from instructor.

3. Field trips and guest speakers are arranged to suppl enent
classroomactivities. Attendance is mandatory. |If a
student is not in attendance, then the student will have a
choice of either: (a) a loss of 10% of the accumul ative
senester mark on all daily work aspects (excluding tests).
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or (b) preparing a paper relating to the £ield trip or
topi c under discussion - particular topic to be approved by
instructor, or (c) an alternative designated by instructor.

TEXTBOOKS, PACKAGES, KITS, ETC,

Secretarial Procedures for the Autonmatic Office, Canadian Edition
Lucy Mae Jenni ngs, Lauralee Kilgour (1990 - Prentice-Hall)
| SBN

Note - continuation of First Senester text. |If student did not
take First Semester in 1990, suggest that rather than purchasing
new text that student purchase used text. Note - only purchase
as 1990 edition and check to see that all working paper pages at
the end the of book are conplete for the chapters covered by
these objectives. Best source - any student who in 1990 was in
OPC100 and has elected to take the Legal option.

ON THE JOB (MODERN OFFI CE SI MULATIONS . 1)
Rosemari e McCaul ey (1979, 1984 - Copp dark Pitnman Ltd.)
| SBN 0-7730-4322-5

Recommended - THE GREGG REFERENCE MANUAL, Third Canadi an edition,
WIlliam A Sabin and SheilTa A ONeill (1986 - McGawH ||

Ryer son)

MATERI ALS:
- notepaper for lecture notes
- typing paper (not corrasable bond)
- newsprint (for file copies)
- onionskin (for distribution copies)
- manilla file folders (8-1/2" x 11" only) - 3
- pocket file folder for ON THE JOB TASKS (because of nunber of
|l oose itens will not be accepted in standard file folders
- expandabl e folder or binder (to be determned later - do not
buy at this point for JOB CAMPAI GN
- erasing material - NOTE - for OPC200 the use of correction tape
other than machine tape will not be accepted
- carbon paper (onus on student to have carbon w th of
acceptable quality - worn-out carbon not acceptable (marks
will be deducted)

- dictionary

- pen, pencil, ruler
Reconmended but not nandatory:
- cal cul ator

- typing ruler (new one in Canpus Shop now avail abl e)
- erasing shield
- liquid paper (both original and carbon copy quality)
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VI1. ADD TI ONAL RESOURCE MATERI ALS AVAI LABLE | N THE COLLEGE
LI BRARY

Following are on reserve at Grculation Desk (Sault Coll ege
Li brary) under nane El sie Lal onde.

Books in Print Supplenent 1981-1982
Fraser's Trade D rectorv, 1982
Canadi an Almanac & Directory. 1978
The U tinmate Source, 1988

The following are in the Sault College Library Reference
Secti on: -

Bl ack's Law Dictionary

The Financial Post Directory of Directors
Canadi an Who's Wo

Bartlett's Famliar Quotations

Col onbo' s Canadi an Quot ati ons

Speaker's Handbook of Epigrans & Wtticisns
Robert's Rul es of Oder

VI1. SPECIAL MOTES - Each student will be required to keep a
file in a designated classroom This will facilitate the
return of assignnments, grades, and any nessages the Ofice
Adm ni stration Faculty need to relay to student.
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W, OP

Jan. 7
Jan. 14

Jan. 21
Jan. 28
Feb, 4
Feb. 11
Feb. 18
Feb. 25
Mar. 4

Mar. 11

Mar. 18
Mar. 25

Apr. 1
Apr. 8
Apr. 15
Apr. 22

BSTI MATBD Tl METABLE

Rv. bjectives
Ch. 12 - Ref,
Tour/Ch. 12 - Ref.
Tour/Proj. Intro,
OverviewLib, Proj.
TEST - CH 12
Ch. 14 - Banking
MARCH BREAK

Banki ng Speaker
CH. 14 - Banking

Banking - CH 14

CH 15 - Job

CH 15 - Job

Courier - speaker

Press Rel ease

Press Rel ease - The Star

TEST " CH 15, 16
- Press Rel.
- Courier

OT.J.#1
QT. J.ttl
OT.J.»2
OT.J.#2
OT.J.#3
OT.J.#3
OT.J.#4

OT.J.»5

OT.J.»5

CH. 15 - Speaker Panel
TEST - CH 14

CH. 15 - Jobs Canpaign
Project - Job Canpaign
CH 16 - P.S.|.

TI METABLE SUBJECT TO CHANGE AS REQUI RED DUE TO UNFORESEEN
Cl RCUMSTANCES.
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OBJECTI VE - | N-BASKETS (I NTRODUCTCORY DI FFI CULTY LEVEL)

G ven in-class In-Basket work the student will denonstrate the
ability to enploy basic level cognitive abilities and technica
skill through the conpletion of assigned tasks at a satisfactory
level within a given tinmefrane.

Cognitive abilities include:

* an understandi ng of assigned task
using previously |earned conpetencies in new situations

* gathering facts from various sources and determ ning course of
action

LEARNI NG ACTI VI TI ES AND APPLI CATI ONS
ON THE JOB (MXDERN OFFI CE SIMJLLATIONS 1) - Jobs 1-5

Instructor review and ongoi ng assistance as |n-Baskets are
conpl eted. Then, feedback after each In-Basket is turned in.

As work will be judged on quality of finished product, the

student should renenber the instructor will automatically assume
the student believes the work turned in is up to business
standards for acceptable quality and will mark accordingly. This

includes typing format, correction techniques, |egible
handwiting, grammar, spelling, etc.

EVALUATI ON
Each I n-Basket will be graded out of 100% w th each item graded

for difficulty; and the average of the In-Baskets conpleted wll
constitute 25% of the grade.

ESTI MATED TI ME TO ACHI EVE: 31 in-class periods
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OBJECTI VE - RESEARCH NG | NFORVATI ON

G ven in/out-of-class assignnents, the student will denonstrate
the ability to use the techniques involved in researching

i nformati on needed by an enployer (using the nost common busi ness
reference aids) and present it in usable form

Gven an in-class test, the student will be able to:

Identify the services provided by libraries.

O assify reference books used in business.

Recommend sources to consult to find articles in print.
Use references to locate information.

El aborate on the gui delines, features, cost, etc.,

related to a conputer search by a library of a data
base.

LEARNI NG ACTI VI TI ES

abhwbdE

Readi ngs: Ch. 12 - "UWsing References"
Secretarial Procedures for the Automated
O fice, Canadian Edition

Pages 232-240

Lecture I nstructor

Tour Sault College Library

Denonstration Conputeri zed Data Base Search

Practi cal Research Assi gnnment provi ded by instructor
Job 12-B, pgs. 242 (above text)

EVALUATI ON:

Li brary Assignnent

Job 12-B

Test

ESTIMATBP TIME TO ftCHIPVg §8§ 50-min. class periods
1) 30-50 min. test period
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OBJECTI VE - BANKI NG AND RECORDKEEPI NG TRANSACTI ONS

Gven an in-class test the student will denonstrate the ability
to:

1. Define the following: (a) cheque, (b) certified cheque, (c)
bank draft, (d) traveller's cheque, (e) bank noney order

2 Expl ai n magnetic ink characters on cheques.

3 Prepare currency for deposit and nake out a deposit slip.

4. Fill in a cheque form

5. Describe how to stop paynment on a cheque.

6 Conpare a restrictive endorsenent, a blank endorsenent, and

7

8

a full endorsenent. _
Reconcil e a bank statenent with a cheque book or cheque

register.
. Type a bank reconciliation statenent.
9. List the standard procedures for keeping a petty cash fund.

10. Make out petty cash vouchers.
11. Type a petty cash report.
12. Describe office inventory recordkeepi ng procedures.

LEARNI NG ACTI VI TIES AND APPLI CATI ONS:

Readi ng: Secretarial Procedures for the Automated Office,
Canadi an Edition

Pgs. 278-293
Speaker/ Tour (if feasible)
Practi cal Jobs 14-A, -B, -C, -D
Lecture, deno, handouts

ESTI MATED Tl ME TO ACHI EVE; (16) 50-mn. class periods
(1) 30-50 min. test period
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CBJECTI VE - JGB CAWAI (N

Aven an in-class test and/or class assignments and/or be
required to prepare a portfolio of job-canpaign materials, the
student will be able to:

State sources for |ocating jobs

Suggest net hods for researchi ng enpl oynment opportunities.
I nventory his/her job qualifications.

Prepare and type a prospecting letter of application.
Prepare and type a personal resune and cover letter.
Describe the preparations necessary for a job interview
Qutline the expected course of a job interview

Describe types of job followup letters and conpl ete sane.
: Conpl ete an application form

10. Conplete a tax exenption return form

11. ldentify requirenents for job advancenent.
12. List professional associations which offer educational and
I nformnational services.

LBARPABNARR OPFPEBIARECSERT b BRGS essi onal  growt h.

Read: Secretarial Procedures for the Automated
Gfice> Canadi an Edition
Ch. 15, pgs. 300-316
Ch. 16, pgs. 321-330

©CoOoNoO~wNE

Lecture | nst ruct or

Speaker s

Appl i cati on: Job 15-A (portions assigned by instructor)
Job- Canpai gn Activities

gVALVATI Q t 7

Test

Assi gnrent s

Job-Profile

BSTt MATgP TTMy TO ACH EVB: (10) 50-min. periods

(1) 50-mn. test period
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OBJECTI VE - M SCELLANEQUS OFFI CE RELATED ACTI VI TI ES
G ven in-class assignnents, the student will be able to:

1. Conplete a press rel ease
2. Read and interpret courier information
3

Prepare a office reference manual (optional - instructor
di scretion.)

LEARM MG ACTI VI TIES AND APPLI CATI ONS
Lecture, Denpbs, Handouts and Assignnents as given by instructor.

Speaker if avail able.

ESTI MATED TI ME TO ACHI EVE; (4) in-class periods




