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GRANDE PRAIRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION
COURSE OUTLINE
0CT 22 105
SKILLBUILDING 111
A 2250 (Fall 1998)

1. R. Boyle

Office: C-214

Olfice Hours:  Mon-Fri. 9-10am, and by appeimntment,
Phone # 539-2829 {olTice}

40 mwpm of permission of instructor

Marg Melanson. Keyboarding Preficiency Drills. Copp Clark Pitman
Lid., Toronto, 1993,

irln addition the Instructor may use other resaurces w supplement the
above matenials.

This course focuses on the development of employable keyhoarding speed
and aceuracy.

The student will able to key by touch at & mumimum of 50 net words per
minute on five-minute straight copy imed writings which are administered
in the final days of the course.

Daily attendance mandatory! 1I you are ill you must notify vour
mstructor by telephone.
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standard File Folder, two 3.5" High Density Computer Dhisks



