SHAWNEE STATE UNIVERSITY

COURSE SYLLABUS

BUOA 2120-01

Office Administration
Credit Hours:

3
Course Description:

This class is designed to emphasize the responsibilities and opportunities of an office administration position. It encompasses a variety of administrative duties such as preparing effective written communications, assisting with travel arrangements, planning meetings and conferences, processing incoming and outgoing communications, using the Internet for research, functioning as a part of the workplace team, and operating efficiently in the office environment. The personal qualities of a professional administrative assistant and job opportunities available to the university-trained office professional are also discussed.
Prerequisite: BUOA 1140 Word Processing
Goals and Objectives: 
The goals of this course are as follows: 
· To increase cognitive knowledge of the workplace environment
· To increase technical skills
· To develop human relations, communications, and critical thinking skills 
The objectives of this course are as follows:
· Students who complete this course will be able to describe the changing nature of the office environment including the role and responsibilities of the office professional and can identify skills and qualities necessary for the office professional as evidenced by exams and class projects.

· Students who complete this course will be able to recognize the importance of ethical behavior, the characteristics of an ethical organization, traits of ethical employees, and steps necessary for ethical change as evidenced by class projects and exams.

· Students who complete this course will be able to define the causes of stress and identify stress reducers and time wasters as evidenced by class projects and exams.

· Students who complete this course will be able to explore the present and future of telecommunication technologies, define workplace collaboration tools and explain how they are used, and explain the importance of e-mail use policies as evidenced by exams and class projects.

· Students who complete this course will be able to identify the steps in planning and organizing written materials, produce effective instant messages, e-mail, memorandums, and letters, and choose the appropriate written communication method as evidence by class projects and exams. 
· Students who complete this course will be able to develop and deliver individual and group verbal presentations using visuals as evidenced by exams and class projects.

· Students who complete this course will be able to identify the types of workforce teams and determine characteristics of successful teams as evidenced by exams and projects.

· Students who complete this course will be able to process both incoming and outgoing mail and identify USPS mail services and mail classifications as evidenced by class projects and exams.

· Students who complete this course will be able to make domestic and international travel arrangements and explain the administrative professional’s responsibilities before and after a trip as evidenced by class projects and exams.

· Students who complete this course will be able describe the various types of meetings, explain the characteristics of effective meetings, and describe the responsibilities of the administrative professional in assisting with meetings and conferences as evidenced by class projects and exams.

· Students who complete this course will be able to demonstrate career planning skills including the preparation of a resume and letter of application and proper interview techniques as evidenced by class projects and exams.

Student Responsibilities
Attendance: Class attendance is mandatory since all work that is completed for a grade is completed during class time under the supervision of the instructor. Students missing class because of legitimate reasons must consult with the instructor by telephone concerning the absence. Legitimate absences do not excuse the student from class responsibilities. Examples of reasons to be excused by the instructor are serious illnesses, death in the family, or institutional activities. 
You must call in to explain why you are not going to be in class. If it is determined to be an excused absence, work must be made up within one week of the absence. Late assignments will receive half credit. Quizzes and tests must be made up immediately upon returning to class. Documentation for absences may be required. A zero is recorded for all work missed during an unexcused absence. 

Being late to class will result in reduced time to complete assignments. Any tests, quizzes, or projects completed prior to your arrival will result in a zero.

Academic Integrity: You are required to do your own work on all tests and assignments. Any form of cheating may result in a grade penalty or your being withdrawn from the course as well as dismissal from the University. See page 38 of the Shawnee State University catalog.
University Disability Statement
Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990 require Shawnee State University to provide reasonable academic adjustments or accommodations for students with documented disabilities which would not compromise the integrity of the academic program.  Examples of documented disabilities include physical, psychiatric, and/or learning impairments that substantially limit one or more major life activities of the student.  Students seeking academic adjustments or accommodations must self-identify with the Coordinator of Disability Services, Student Success Center, Massie Hall, 740-351-3276.   After meeting with the Coordinator, students are encouraged to meet with their instructors to discuss their needs, and if applicable, any lab safety concerns related to their disabilities.

Evaluation:

60% of final grade: tests from unit content
All tests will be graded using the following scale:

A: 
90-100%

B: 
80-89%

C:
70-79%

D:
60-69%

F: 
Below 60%

40% of final grade: daily class work, simulation projects, and quizzes 

All mailable copy will be graded using the following scale:

A:
Perfect Copy

B: 
1 Correctable Error

C:
2 Correctable Errors

D:
3 Correctable Errors

F:
4 or More Errors

Instructional Delivery Method:
This course will be conducted onsite. The lecture method will be used to cover the textbook material. There will be daily work and quizzes taken from the chapters in the textbook. Written tests will be given after each part of the textbook is covered.
Lab work or simulation materials which correlate with each part of the textbook will be completed allowing you to make professional decisions, assign priorities to your work, and perform various administrative assistant duties.

Licensure or Accreditation Statement
Not applicable
Topics to be Covered (Tentative Schedule)
	Week
	The Administrative Professional
	Project

	1
	Chapter 1 The Ever-Changing Workplace
	1-1, 1-2, 1-7
Communication Power DCD 1-b

	2
	Chapter 2 Ethics—Essential in the Workplace
	2-2, 2-3
Critical Thinking Case

CPower DCD 2-b

	3
	Chapter 3 Stress, Anger, and Time Management
	3-1, 3-2, 3-3, 3-4
Critical Thinking Case

CPower DCD 3-b

	Week
	The Administrative Professional
	Project

	4
	Test 1—Chapters 1, 2, and 3
Chapter 5 Telecommunications
	5-2, Handout exercises

Critical Thinking Case

CPower DCD 5-b

	5
	Chapter 6 Written Communication
	6-1, 6-3, 6-4, 6-5

Critical Thinking Case

	6
	Complete Chapter 6
	Complete C6 projects
CPower DCD 6-b

	7
	Chapter 8 Presentations
	8-1, instructor assignment

Communication Power DCD 8-b

	8
	Chapter 9 The Workplace Team
	9-1, 9-2

Critical Thinking Case

CPower DCD 9-b

	9
	Test 2—Chapters 5, 6, 8, 9

Chapter 11 Workplace Mail and Copiers
	11-1, 11-2, 11-3

Critical Thinking Case

CPower DCD 11-b

	10
	Chapter 12 Travel Arrangements
	12-1, 12-2, handout exercises

Critical Thinking Case

CPower DCD 12-b

	11
	Complete Chapter 12
	Complete C12 projects

	12
	Chapter 13 Meetings and Conferences
	13-2, handout exercises

Critical Thinking Case

CPower DCD 13-b

	13
	Complete Chapter 13
	Complete C13 projects

	14
	Chapter 14 Job Search
	14-3, 14-4

Critical Thinking Case

	15
	Complete Chapter 14
	Complete C14 projects

CPower DCD 14-b
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