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The basic office administration skills already
learned will be used and further developed through

work experience in the Meodel Office and in real
office situaticns.

Students will complete basic office tasks, in a
professional and timely manner,

Students will demonstrate acceptable professicnal
behavicurs.

Oh 1240 Practicum 1 is a CREDIT/NON CREDIT course.
If a student meet= the bhaszic course expectations
as presented below, the student will receive
credit for the course.

Students will be evaluated according to achleving
acceptable performance ratings on the following:

~-Juality of work completed in Model Office--
evaluated by self, inatruetor, and employer.

-Sponsor/employer (work experience) ewvaluation of
performance.

-Profegsional conduct in Model Office and work
experience situations.

-Attendance during classroom sessiens/meetings.
-Completion of assigned rtasks/activities.

MOTE: Absentestism from Model Office Assignment and or Work experisnce 1a

unacospbanlea
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