MSU – Bottineau

Course Outline
Office Management—BOTE 209

Fall 2003

Class Meeting Time:

Monday, Wednesday, and Friday from 9:00-9:50

Room:



Admin 160 (Minot) Arntz IVN (Bottineau)

Instructor:


Mr. Wayne Johnson

Office Hours:
10:00 to 11:30 a.m. and 2:00 to 4:00 p.m. on Monday, Wednesday & Friday in Bottineau

By arrangement in Minot on Tuesday and Thursday

Office and Phone #:

Thatcher 207
Phone # 228-5444 (Bottineau)





Admin 152
Phone # 858-3208 (Minot)

e-mail address


johnwayn@misu.nodak.edu
REQUIRED TEXT:

Procedures & Theory for Administrative Professionals, Fulton-Calkins and Stulz, 5th Ed., Thomson/South-Western; 2004.  ISBN # 0-538-72740-3

COURSE DESCRIPTION:


This course is a study of office management, procedures and administration.  It prepares students to enter the business world as an office professional.

COURSE OBJECTIVES:


Students will be able to:

1. Identify the basic concepts and trends of office management.

2. Apply leadership and communication skills.

3. Describe how to manage human resources in the office.

4. Describe how to manage the office environment and systems.

5. Plan office environment issues such as office design, health and safety issues.

6. Define professional behavior in the office environment.

7. Practice time management skills.

8. Practice appropriate telecommunications skills.

METHOD OF INSTRUCTION:


Lecture, class discussion, and problem solving in class will be employed.  Many class sessions will include lab time to work on assignments, which provides feedback of assessment of students’ practical application of the concepts.  Testing will also aid in reaching class objectives.  Learning concepts will be supported with prompt feedback on results of tests and homework assignments.

GRADING PROCEDURE:


Grade Calculation:



40% Chapter Test Scores




10% Homework and group work



30% Office Project



10% Final Test 



10% Time Management Project


Grading Standards



A=90%
B=80%
C=70%
D=60%
F=Below 60%

