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Prerequisite: Successful completion of first semester courses or permission of instructor.

Course

Description: The course provides the opportunity for you to observe work in an office
environment, apply skills and knowledge in a work experience situation, and work
in a simulsted model office environment.

Course
Objectives:  The student will;

L The student shall, through structured observation, assess how the various functions of an
office are integrated and coordinated to provide to service internally and externally,

2 The student shall apply the knowledge, technical and interpersonal skills knowledge they
have acquired in the program.

3. The student shall practice good oral communications and interpersonal skills.

4. The student shall receive an internal on-the-job performance evaluation for voluntesr
work and work completed in the model office.

5, The student shall review and interpret the on-the-job evaluation and together with the
faculty advisor determine ways and means of implementing any perceived opportunities
for improvement.




