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1. Course Description:  Office Administrative Technology focuses on self-directed skills in various office concepts. The course content is varied and may include customer care, office etiquette, office management, records management including filing, mailing procedures, transcription and basic business mathematics. Skills may also be gained in a variety of office equipment such as computers, calculators, and fax machines.
Topics covered: 
· Careers in Office and Business
· Communication in an Office Setting
· Skills in Office Communication 
· Technology in Office Management and Administration

Prerequisites:  NONE                                        Length: 1 to 2 Semesters
Grade Level:  10th, 11th & 12th Grade

2. 	Instructional Philosophy   :  Students will be expected to meet all course goals listed below and demonstrate competency with a minimum of 68% accuracy. Content expectations correlate with the National Business Education Association (NBEA) Information Technology standards and South Dakota standards for Office Administrative Technology.

3. 	Core Technical Standards

OTECH.1.1 Investigate office and technology careers in office and business industry
OTECH.1.2 Develop employability skills.
OTECH.2.1 Demonstrate effective customer relation skills.
OTECH.2.2 Demonstrate positive interpersonal communication within the workplace.
OTECH.3.1 Design business documents using the correct format.
OTECH.3.2 Use computer technology to manage office records.
OTECH.4.1 Integrate functions of word processing, databases, spreadsheets and presentation applications to various workplace scenarios.
OTECH.4.2 Use digital communication and examine the risks involved.


4. 	Major Course Projects
· Business Communication Simulation (OTECH.3.1, OTECH.3.2)
· Database Simulation (OTECH.4.1, OTECH.4.2)

5. 	Instructional Delivery Plan

Some methods of instruction that will be used include: direct instruction, cooperative learning and hands-on activities. Coursework will require students to draw on academic writing and language arts. The text will be used to help students achieve course goals.
 

6. 	Assessment Plan

Evaluation Criteria	Methods of Evaluation	Weight
	Tests/Quizzes/Simulations
	Chapter and Unit Tests, Quizzes and Simulations
	50%

	Projects
	Major course projects
	40%

	Daily Work
	Daily chapter problems, attendance, class behavior, participation
	10%




	Grade
	Scale
	Description of Work

	
A
	100% - 94%
	

	
B
	93% - 87%
	

	
C
	86% - 78%
	

	
D
	77% - 68%
	

	
F
	67% - 
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