	Instructor Information 
	 BOTE 209 Office Management – 3 credits – Fall 2008

	Name
	Diane R. Keller / Associate Professor

	Phone
	(701)228-5453

	Mailing Address
	105 Simrall Boulevard 
Bottineau, North Dakota 58318

	Credentials
	MS-Management/Management Information Systems / Minot State University, Minot North Dakota

BS-Business Education / Minot State University, Minot North Dakota

AAS-Management, Minot State University, Minot North Dakota

Over twenty years of retail and consumer relations/sales experience


	Prerequisites:
None

	Textbook
· Procedures and Theory for Administrative Professionals 
Authors: Fulton-Calkins, Stulz 
ISBN: 0-538-72740-3
Published by: Thompson/Southwestern 

	Course Description
This course is a study of office management concepts and technology, including office facilities development, office systems, human relations, office ethics and etiquette and various administrative duties and responsibilities.

	Course Objectives: It is expected that students will:
· Demonstrate knowledge of the latest office management procedures. 

· Know what constitutes professional appearance. 

· Use proper techniques for managing issues of consumer relations and employee relations 

· Examine, recognize and use proper techniques in telephone communications. To exhibit the knowledge and capacity to conduct oneself with appropriate action within varying situations. 

· Understand how to organize an office environment for efficiency and ergonomics. 

· Be familiar with office supplies, office equipment and costs. 

· Demonstrate the ability to recognize problems, and analyze, synthesize and evaluate data necessary to solve that problem. 

· Understand concepts of business etiquette and protocol. 

· Demonstrate the ability to communicate effectively in varying media. 

· Develop an understanding of cultural differences in the business environment. 

· Apply the concepts presented in the course by completing assigned activities. 

	Course Requirements
· Students will complete all assignments in a professional manner. 

· Assignments are graded as the instructor deems appropriate. 

· Work completed is expected to be the student's own. Any instances of plagiarism will result in significant grade reduction. 

· Assignments will consist mainly of essay-type questions. Answers will be submitted to the instructor via e-mail. 

· Assignments must be submitted by the designated due date or students will receive significant point reductions. 

· Exams are given & taken on a Web-based format. Students receive immediate feedback on scores earned on all exams except the final exam. 

· Exams are available to students on a given date between certain hours of the day or evening. Exams will be presented on a timed basis. When the time allowed for a student to take an exam, the exam will automatically turn off and the exam will be scored. 

· Exams may be taken at any computer with Internet access. Hence, students need to set up or select an environment conducive for testing. (e.g. distraction-free area at home, a computer lab in a library, etc.) 

· Exams are not proctored. Students may use their books and/or notes while taking them. 

· Five unit exams and a final exam may consist of multiple choice, true & false, matching and short essay questions. 

	Methods of Instruction
· Every assignment and test is given online. 

· Students will have to mail a completed portfolio type project to the instructor. 

· Students are NOT expected to come to the campus at any time. 

	Grading
· Grades will be determined from points accumulated from assignments, exams, and projects. 

Grading scale is as follows:

93-100%=A

84-92%=B

74-83%=C

65-73%=D

0-64%=F




