PLANNING/OUTCOMES DOCUMENT

Name of person(s) conpleting form | |jnda Talbott |Curriculunm Departnent: | Virtual Office Assistance

Pur pose/ M ssi on St at enent Vision Statenent (3-5 years)

The curriculumis designed to prepare individuals to becone Students are devel oping office skills or building on

i ndependent contractors who possess the ability to offer their existing skills to becone confident professionals

adm ni strative support services via e-nmail, courier, fax, and able to offer a variety of office and administrative

tel ephone. Students will acquire office skills required in services through the |l atest nmethods of deliver such as

today’s business environment including utilization of word file transfer, Internet and fax. They are devel opi ng

processi ng, spreadsheets, desktop publishing, and presentation prof essional portfolios and are |earning to nmarket

graphics software as well as the ability to inplenent their services effectively. Instructors are updating

el ectronic conmmerce via the Internet. their know edge by working with other faculty who
possess e-commerce and | nternet expertise.

el s | o 2004- 2005 Depart nent Success Criteria Pl an of Action

21 < = e.g. outcones, enroll ment i ncl udi ng resources needed

. 8|2 Qut cones/ Goal s (e.g g ( 9 )

s | g
[

o "

S

a

1 (2,61 |Gaduates will be satisfied 90% of graduates surveyed Monitor the results of the survey
with the skills they obtained will indicate they are of graduates as conducted as part
in this program satisfied with the skills of the annual programreview

gained in this program process.

2 16,91 |Enployers will be satisfied 95% of enpl oyers surveyed Monitor results of the survey of
with the entry-level skills of will indicate they are enpl oyers as conducted as part of
graduates fromthis program satisfied with the entry- t he annual program revi ew process.

| evel skills of graduates
fromthis program
3 |56|1 | Qutlines for all VOA courses New outlines will be filed in | Programcoordinator will print
7 will be reviewed and updated as |the division office. copi es of every outline, review
needed. them carefully for accuracy and
rel evance, and ask others in the
di vision who play a role in the
program to make suggesti ons.




Criteria Results
Be sure to utilize nobst current data avail abl e

End of Year Anal ysis

(CGoal s achi eved, inpact of equi pnrent purchased, inprovenents to
your program contingencies, etc.)

Descri be how you used the results to inprove your program

1. One hundred percent of students in the Virtual Office Assistance
program reported that they are “very satisfied” with the skills gained
in this program.

Students in the VOA program have access to up-to-date computers and current software.
Courses are aimed at giving them maximum hands-on learning opportunities in the most
commonly used programs in their field. Special emphasis is placed on learning Web page
development and management skills. Degree seekers write a viable business plan and
create a professional portfolio.

2. One hundred percent of employers surveyed indicated that they
are “very satisfied” with the entry-level skills of graduates of this
program.

During program completion, special emphasis is placed on helping students develop
professionalism. Most graduates plan to establish a business and will need to develop a
client base. They are expected to work independently and deliver quality work in a timely
manner. Courses are aimed at making sure students achieve those skills and abilities.

3. The program coordinator will update all outlines this summer in
order to incorporate new software to be adopted during fall
semester.

Since we are adopting new software in the fall, the program coordinator will work during
summer semester to update all outlines.




