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| CurriculunfDepartnent: [Office Systems Technol ogy

Pur pose/ M ssi on St at enent :

Vision Statenent: (3-5 years)

The OST degree program prepares students to
enter the job market as professional office
assistants ready to neet the challenges of a
constantly changi ng busi ness environnent.

Graduates of the OST program will be “life-|ong

learners” who understand the importance of
updating their skills continuously throughout
their careers.

Students are learning to efficiently and effectively use cutting edge
technology in the areas of word processing, desktop publishing,
spreadsheets, database, business graphics and conmuni cation software.
They are using state-of-the-art conputers in nodern |abs or are
accessing the acadenmic [ ab from personal conputers at home. Students
are learning to performbasic software and hardware installation and
mai nt enance tasks as well as |earning the basics of local area
networks. Students are offered opportunities to conplete courses via
di stance education opportunities, at night, on weekends, and at off-
canpus sites. Instructors are interacting with enployers to
continuously update course content to neet their needs. All graduates
of the program have created portfolios to denonstrate conpetencies to
prospective enpl oyers.

Program Strengt hs:

Pr ogram Weaknesses:

Instructor has 17 years teaching
experience and over 12 years in-field
experi ence.

Heal thy | ocal job demand for graduates.
Enpl oyers are pleased with quality of
gr ads.

Low enrol | nent.

Program Qpportunities:

Program Thr eat s:

Possibility of devel oping early coll ege
agreenents with | ocal high schools.

Erroneous (and negative) assunption that the program produces
“secretaries” rather than office professionals and an incorrect
belief that these are dead-end jobs.
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1 6 1 | Gaduates will be satisfied 90% of graduates surveyed Monitor the results of the survey
9 with the skills they obtained will indicate they are of graduates as conducted in the
in this program satisfied with the skills annual programrevi ew process.
gai ned in this program
2 6 1 | Enployers will be satisfied 90% of enpl oyers surveyed Monitor results of the survey of




with the entry-level skills of
graduates of this program

will indicate they are
satisfied with the entry-

| evel skills of graduates of
thi s program

enpl oyers as conducted as part of
t he annual program revi ew process.

3 6 1 |Curriculumw |l be updated to Changes will be approved by Prepare and present curriculum
9 reflect changes in NCCCS the C &1 Committee. changes to the C & | Conmittee.
requirements and to make Report changes to Advisory
changes reconmended by the Commi tt ee.
Advi sory Conmittee.
Budget Item Descri ption: Current Year Budget Ongoi ng Oper ati onal Expansi on
(Budget itens requested from coll ege funds) (Total Request): Budget : Budget :
Suppl i es- $400 $400
Equi pnent - 975 975
Travel -
Program Accreditation- 50 50
O her -
TOTALS $1425 $1425




Criteria Results

End of Year Anal ysis

Goal Be sure to utilize nost current data avail abl e (CGoal s achi eved, inpact of equi pnment purchased,
i mprovenents to your program contingencies, etc.)
Descri be how you used the results to inprove your program
90% of graduates surveyed will indicate According to the Annual Program Review, 100% of the
they are satisfied with the skills gained respondents were “very satisfied” with the quality
1. in this program of instruction in program area courses and 100% were
“wvery satisfied” with the overall quality of the
academ c program
90% of enpl oyers surveyed will indicate According to the Enployer Satisfaction survey, 100%
they are satisfied with the entry-Ievel of the enployers were satisfied with the graduates
skills of graduates of this program they enployed and with the technical skills of the
2. graduat es they enpl oyed.
Curriculumwi Il be updated to reflect Sel ected Topics in Ofice Technol ogy was dropped
3 changes in NCCCS requirenments and to make fromthe programto conply with state requirenents,

changes reconmended by the Advisory
Conmi ttee.

and Executive Termi nol ogy was added.




