GRANDE PRAIRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION
COURSE OUTLINE

OA 1240
Practicum 1, Citizenship

INSTRUCTOR:

Evans Forsyth
Office: C 415

538-2008

Home: 532-1031

PREREQUISITES:

Succeszful completion of first semester courses,

COURSE DESCRIPTION:

This course pravides the opporunity for the student to observe work In an office
environment, apply skills and knowledae in a work experience situation, and work in
a simulated modal office environment. Approximately 80 hours of work experienca
and 15 hours of class ime are invalved,

COURSE OBJECTIVE:

The student will:

GRADING:

learn proper resume and cover latler styles.
practice good oral communications and inlerpersonal skills.

receive an on-the-job performance evaluahon for voluntaer work and work
completed in the model office

develop a portfolio for job interviews

If the sludent has satisfactorily meat the expectations of the supervisors and
the faculty advisor during the practicum penod, the studenl will receive
credil for the course. Mo number grade will be assignad 1o this course.
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