PREREQUISITE:

COURSE
DESCRIFTION:

COURSE
OBJECTIVES:

GRADIMNG &

‘ Fall 1591

GRANDE PRAIRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION _ -
COURSE OUTLIKE C . Me 2

QA 210 - PROFESSTIOHAL COMMUNICATIONS

Fersonalitwv Dew ment for Weork, Sth ed.,

Wallzsce
and Masters

Workbook: FPersonality evelopment for Waork

OA 183 and OA 104, or OA LQ4M

Emphasizes job search techniques, attitude, non-
verbal communication, dealing with stresg, time
managemnent., personal presentatian, li=tening
skills, role and functien of meetings, and the
development of a positive career philosaophy.

The atudent will  develap a pasitive carser
attitude, communications skills, 3job search and
interview techniques, recruitment and selection

technigues; and will organize and implement a Mmajor
project.

Theory Tesats el Jrd
Letter of Applicatian 2%
Resume a%
Interview 15%
Recruitments/Selection 13%
Hajor Project 3%



