MiSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon


Course Title and Number: Office Management -- BOTE 209


Credits: 3 


Prerequisite: none
	Course Description:  An introduction of office management concepts and technology, including office facilities development, office systems, oral and written communication, human relations, office ethics and etiquette, and various administrative duties and responsibilities.


	Required Text: Technology & Procedures for Administrative Professionals, Twelfth Edition, by Patsy Fulton-Calkins, South-Western Publishing, ISBN 0-538-72590-7


	Course Objectives: 

Describe the changing workplace and develop effective communication skills for the environment


Effectively use telecommunications, computer, and records management technology


Succeed in the work environment by behaving ethically, controlling stress and anger, and managing time


Compose effective correspondence and develop verbal presentation skills


Handle travel, meetings, and mail


Plan and manage your career
MSU-B General Ed goals 1,2,3,4, 6, 8, 9, and 10 apply throughout these objectives.




	Course Content: This course reflects the changing work environment in the twenty-first century, which includes a more diverse workforce, globalization of our economy, and different work patterns (telework being one example) as a result of technological advances. Throughout the course, current technology, patterns of work, and skills and abilities necessary to succeed in the ever-changing work environment are addressed. A major emphasis is placed on soft skills because in a high-performance workplace, human factors strongly impact the ability of organizations to succeed. The soft skills identified in Policy Statement No. 67 and by the National Association of Colleges and Employers (NACE) in 2000 are stressed in these chapters:


Chapter 1—critical thinking


Chapter 2—value clarification


Chapter 3—self-management


Chapter 4—continual learning


Chapter 5—email ethics


Chapter 6—decision making


Chapter 7—community involvement


Chapter 8—stress, anger, and time management


Chapter 9—ethical and legal obligations in written correspondence


Chapter 10—creativity and verbal presentations


Chapter 11—positive attitude


Chapter 12—conflict resolution


Chapter 13—teamwork 


Chapter 14—living values in the workplace


Chapter 15—leadership values 



	Course Requirements and Evaluation: Completion of assignments, tests, and taking the final exam are required. Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     75-79=C     65-74=D     below 65=F




