BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number:

OFTC 1621

Course Title:

Business Administrative Procedures
Credit Hours:

3

Prerequisite:

Near completion of Business Administrative Technology Degree
Division/Discipline:
Workforce Training and Community Education
Course Description:
Business Administrative Procedures is a capstone course for Business Administrative Technology students.  Upon successful completion of this course, students will be able to understand and apply professional techniques in an administrative setting.  Through the use of technology, this course explores a variety of topics including, but not limited to the following: business ethics, telephone techniques, personal development, career building skills, business etiquette, and presentation skills.
II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 
Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 
The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 
Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.
IV. COURSE AS VIEWED IN TOTAL CURRICULUM

This course provides Business Administrative Technology students with the opportunity to integrate knowledge and skills in administrative procedures, business systems, written and oral communication skills, math skills, research skills and current technology in the clerical, secretarial, or medical fields.  Also, areas of study are planned to develop competencies which may not be included in other courses offered in the Business Administrative Technology curriculum.  General administrative skill competency is assumed before a student qualifies for enrollment in this course.

V. ASSESSMENT OF STUDENT LEARNING

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton as a learning college in finding ways to improve student learning.
      Course Outcomes, Competencies, and Supplemental Competencies:


A student completing this course will:

A. Understand the process of establishing a professional administrative setting.
1. Display appropriate dress, grooming, hygiene, and etiquette.

2. Appear self-confident and demonstrates a positive attitude.

3. Perform the necessary measures to be a productive member of the organization including:  following safety practices, conserving materials and keeping work area neat and clean.

4. Follow the appropriate directions and procedures.

5. Display appropriate nonverbal and oral communication skills.

6. Maintain appropriate relationships with supervisors and peers.

7. Follow designated chain of command.

8. Display leadership skills.

9. Describe how information is transmitted electronically.

10. Recognize cultural/racial diversity.

11. Recognize harassment issues.

B. Demonstrate and understand work ethics and practices for employment retention.
1. Recognize the need to be punctual.

2. Give advance notification of planned absences.

3. Exercise professional judgment when absent from work.

4. Exhibit positive work ethics traits including dependability, respect, reliability, and initiative.

5. Handles criticism, conflicts and complaints appropriately.

6. Develop personal and professional goals.

C. Develop interview and presentation skills to facilitate communication concerning professional development.
1. Compile professional references list..

2. Determine effective interviewing listening skills.

3. Identify frequently asked interview questions.

4. Prepare frequently asked interview question and answers.

5. Prepare applicant-asked interview questions.

6. Prepare follow-up phone call interview outline.

7. Complete at least two job application forms correctly and completely.

8. Compose an effective resume.

9. Identify resume weaknesses.

10. Demonstrate effective job interview skills.

11. Write an appropriate letter of application (cover letter).

12. Schedule one interview with a prospective employer.

13. Compose an appropriate follow-up note.

14. Develop a professional letter of resignation.

D. Participate in workplace preparedness activities.
1. Describe the types of telephone systems, equipment, and features available.

2. Develop and use proper telephone techniques.

3. Identify classes of mail and determine which class should be used when preparing outgoing mail.

4. Identify and explain how special mail services are used.

5. Describe how incoming and outgoing mail is processed.

E. Demonstrate the ability to work as a team member.
1. Practice interpersonal skills by working in teams and completing one in-class presentation.

2. Assist other team members with project needs.

3. Incorporate other team member’s ideas into projects.

4. Participate effectively in team projects.

5. Evaluate other team member’s ideas.

6. Discussion and pose questions to all team members.

7. Respect, encourage and support other team members’ ideas and efforts.

F. Describe the components necessary in planning meetings, conferences, and business travel.
1. Identify the responsibilities of the administrative professional for meetings and conferences.

2. Record meeting minutes with minimal errors.

3. Discuss common meeting minute formats.

4. Prepare agendas for meetings.

5. Make travel arrangements.

6. Prepare a travel itinerary.

7. Describe duties to be performed when the executive is traveling and upon the executive’s return.

G. Define, develop and apply a code of ethics to various issues confronted by businesses (NBEA).
1. Recognize how ethics enters into the decision-making process of professionals (AICPA).

2. Utilize the characteristics embodied in actions that are deemed ethical actions (AICPA).

3. Utilize the characteristics of ethical decision-making to determine whether business actions are ethical or unethical (AICPA).

4. Describe the factors that define what is considered ethical business behavior (NBEA).

VI. INSTRUCTOR EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOK AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE

