 Office Management Course Outline 2006-2007
 Mrs. Raney, Instructor

 Textbook: Thomson/Southwestern: Office Skills, 2003
	· Introduction to Classroom

· Class Rules

· Login Procedures

· Leaving Classroom

· Safety Rules
	

	Unit 1: Technology
	FRAMEWORK

	Technology

· Unit 1 Vocabulary and Discussion
· Discuss software applications for office technology
· List examples of software and practical applications: Word Processing, Spreadsheets, Data Processing, Desktop Publishing, and Presentations

· Chapter 5: Office Computer Systems

· Chapter 5 Discussion and Activities

· Chapter 5 Test
	1.1, 1.2, 1.3

	Word Processing Activities

· Chapter 10: Processing Business Documents

· Key four memos

· Key four letters

· Key two reports

· Key four tables

· Test on Word Processing
	1.4

	Database Activities

· Parts of a database

· Key four databases

· Create own databases

· Test on databases
	1.5

	Electronic Records Management

· Chapter 9: Filing and Managing Records

· Discuss and solve electronic management problems

· Chapter 9 Activities

· Chapter 9 Test
	1.6

	Spreadsheet Activities

· Create spreadsheets with simple formulas

· Create own spreadsheet
	1.7

	Presentation Software Activities

· Learn basics of PowerPoint: Slide Choices, Transitions, Layout/Design, Storyboarding, Rules to Remember

· Create presentations for the class
	1.8


	Desktop Publishing Software Activities

· Discuss applications
· DTP Features in Word: Clipart, Word Art, Columns, Objects, Color

· Create a company newsletter

· DTP Simulation
	1.9

	Ten-Key Calculator and Numeric Keypad

· 10-Key Simulation

· Application to Numeric Keypad
	1.10, 1.11

	Office Ergonomics

· Chapter 1: The Office Environment

· Layout of Automated Office Equipment Activity

· Practice with fax machine, scanner and copier

· Chapter 1 Activities

· Chapter 1 Test
	1.12, 1.13

	Unit 2: Human Relations
	

	Discuss the different types of offices

· Unit 2 Vocabulary

· Chapter 2: Career Opportunities in the Office

· Chapter 2 Activities

· Chapter 2 Test
	2.1

	Acceptable Social Environments

· Chapter 3: Your attitude and work

· Personality Profile (Meyers/Briggs)

· Chapter 4: Getting Along with People

· Role Play and Team Work Project
· Ethics in the office
	2.2, 2.3, 2.4, 2.5

	Unit 3: Communications
	

	· Unit 3 Vocabulary

· Define Communications

· Chapter 14: Essentials of Office Communication

· Chapter 14 Activities: Listening, Reading, Writing, Speaking

· Prepare a speech and present to class using presentation software

· Listening Activities

· Reading Activities

· Writing Activities

· Five C’s of Communication

· Proofreading and editing documents

· Chapter 14 Test
	3.1, 3.3, 3.4, 3.5, 3.6, 3.7, 3.8, 3.9, 3.10, 3.11

	Types of Communication

· Chapter 15: Communication in a Changing Workplace

· Verbal and Nonverbal communication activities

· Chapter 15 Test
	3.2

	Unit 4: Financial Information
	

	Cash and Checking Accounts

· Opening a checking account

· Types of endorsements

· Deposit slips

· Writing a check

· Reconciling a bank statement

· Analyzing electronic banking

· Internet research

· Banking Simulation
	4.1, 4.2, 4.3, 4.4, 4.5, 4.6, 4.7, 4.9

	Petty Cash

· Creating a petty cash system

· Making transactions using petty cash
	4.10, 4.11

	Compensation Plans

· Analyze various plans: Salary, Hourly, Commissions

· Regular pay and overtime pay

· Time cards

· Payroll Register

· Various deductions (Voluntary and Required)

· Gross pay and net pay

· Employee Earnings record
	4.12, 4.13, 4.14, 4.15, 4.16, 4.17, 4.18

	Unit 5: Records Management
	

	Records Management Information

· Unit 5 Vocabulary

· Filing Simulation
	5.1, 5.2, 5.3, 

	Unit 6: Employment Skills
	

	Goal Setting

· Discussion of goals

· Job/Income Research

· Chapter 18: Choosing Your Office Career
	6.1, 6.2

	Job Folder

· Chapter 19: Finding and Applying for a Job

· Job Openings—various sources
· Government Agencies

· Resume

· Letter of Application

· Employment Application

· Interview Skills

· Follow-up (Thank you) letter

· Job Benefits: Personal leave, sick leave, job termination
	6.3, 6.4, 6.5, 6.6, 6.7, 6.8

	Job Features

· Evaluations

· Career Advancement and Performance Improvement

· Chapter 21: Moving Ahead Toward Your Career Goal
	6.9, 6.10

	Job Simulation
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