GRANDE PRAIRIE REGIHONAL COLLEGE
OFFICE ADMINISTRATION
COURSE OUTLINE
Practicum |

&
Instructor: L R. Boyle

Office: C-214

Office Hours:  Mon-Fri 11-11°30 am, and by appoimment

Phone # 539-28249 {office)

Prevequisite: successtul complenon of a mnimum of 12 credits in the Certificale
Program.

Text: Forms and mstructions are provided, [nstructor, in consultation with the
stident, will arrange placements and scheduling of model office howrs and
duties,

rIn addition the Instructor may use other resources to supplement the
above materials,

Course

Description: Provides the opportunity for ihe student 10 observe work in an office
ENVITOIITIENL, aﬁppij-' the skills and knowledge learned in the program o
work in the Office Admiustration model office and for a non-profit or
community club/ profit erganization or other form of organization

Course

Objectives:

i The student shall, though structured obscrvanon, assess how the various functions
ol an office are imlegrated and coordinated to provide a service both internally and
externally. )

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

3, The student shall teceive an mlernal on-the-job performance evelavation for
volunteer work.

4. The student shall review and interpret the on-the-job evaluation and together with
the faculty advisor determine wavs and means of implementing and perceived
ppporuiities for improvements.

5. The student shall analvze the practicum experiences in determining their education
goals and future employment goals.

Grading It'1he student has satisfctorily met the expectations of the supervisors and the

faculty advisor during the practicum period. the student shall receive credit for the
contrse. Mo grade shall be assigned (o this course,

The student is also expected W prepare & practicum review report, a refirerment
essay and a number of shorl assignments durmg the class period



