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Curriculum Department: |OST Virtual Ofice Assistance

Pur pose/ M ssi on St at enent :

Vision Statenent: (3-5 years)

The curriculumis designed to prepare individuals to
becore i ndependent contractors who possess the
ability to offer adm nistrative support services via
e-mail, courier, fax, and tel ephone. Students wll
acquire office skills required in today’s business
environnent including utilization of word processing,
spreadsheets, desktop publishing, and presentation
graphics software as well as the ability to inplenent
el ectronic comrerce via the Internet.

Students are devel oping office skills or building on their
existing skills to become confident professionals able to offer
a variety of office and adm nistrative services through the

| at est nethods of deliver such as file transfer, Internet and
fax. They are devel opi ng professional portfolios and are
learning to market their services effectively. Instructors are
updating their knowl edge by working with other faculty who
possess e-conmerce and I nternet expertise.

Program Strengt hs:

Pr ogram Weaknesses:

Instructor has taken and passed the VOA certification
test. The program shares courses and instructors
with other programs and is, therefore, inexpensive to
run.

The field is new and not nany people have heard of it.

Program Qpportunities:

Program Thr eat s:

Wth the growth of on-line comerce, demand for

t he program shoul d i ncrease.

Lack of know edge in service areas on canpus about the
program’s career potential for our population.

el s | o 2005- 2006 Depart nent Success Criteria Pl an of Action
2 < 5 Qut cones/ Goal s (e.g. outcones, enrollnent (including resources needed)
#® | 0 Q i ncreases)
s | @
4 2
§ (2]
@
1 6 1 | Graduates will be satisfied with 90% of graduates surveyed wil|l Monitor the results of the survey of
9 the skills they obtained in this i ndicate they are satisfied graduat es as conducted as part of the
pr ogram with the skills gained in this annual programrevi ew process.
program
2 6 1 | Enployers will be satisfied with 90% of enpl oyers surveyed wil | Moni tor results of the survey of
9 the entry-level skills of i ndicate they are satisfied enpl oyers as conducted as part of the
graduates fromthis program with the entry-level skills of annual programrevi ew process.
graduates fromthis program
3 6 1 | Student Services personnel wll Enroll ment will increase 50% Program coordinator will nmeet with
9 understand the nerits and details Phil Wast, Barrie Rogers, Matthew
of this program so they can assi st Chadwi ck, and Jan Smith to seek their
t he program coordinator in support.
pronmoting it.




Budget |tem Description: Current Year Budget Ongoi ng Oper ati onal Expansi on
(Budget itenms requested from coll ege funds) (Total Request): Budget : Budget :
Suppl i es- $400 $400
Equi pnent - 975 975
Travel - 50 50
Program Accredi tation-
O her -
TOTALS $1425 $1425

Note: OST and VOA budgets are conbi ned.

request.

This is a copy of the OST budget and not an additi onal



