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: Procedures & Theory for Administrative Professionals,  5th Edition, by Fulton – Calkins Stultz, 


	Course Objectives: 
1.  Identify forces that are changing the workplace environment.

2.  Determine the effects of stress in the workplace.

3.  Explain the importance of ethical behavior in the workplace.

4. Develop an understanding of effective team behavior and workplace team composition.

5. Demonstrate effective verbal communication.

6. Demonstrate organizational skills when composing written communication.

7. Produce a formal report with graphics, using appropriate style and placement. Prepare and deliver a verbal presentation using visuals.

8. Use proper cell phone and standard telephone etiquette.

9. Identify mail classifications and mail services. Process incoming and outgoing mail.

10. Describe computer classifications, computer components, and storage devices.

11. Describe systems and applications software.

12. Describe copier maintenance, copier selection, and copy centers.

13. Define telework and its advantages and disadvantages.

14. Explain payroll deductions, including federal, state, and city taxes.  Analyze organizational financial statements.

15. Describe the responsibilities of the administrative professional in assisting with conventions and conferences. Describe the roles and responsibilities of individuals associated with a meeting.

16. Make domestic travel arrangements.

17. Define leadership and describe effective leadership characteristics.



	Course Content:      


	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




