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Curricul um
Depart nment :

O fice Systens Technol ogy

Pur pose/ M ssi on St at enent :

Vision Statenent: (3-5 years)

The O fice Systens Technol ogy (OST) degree
program prepares students to enter the job

mar ket as admi nistrative professionals
ready to nmeet the challenges of a

constantly changi ng busi ness environnent.

G aduates of the OST programw || be
“life-long learners” who understand the
i nportance of updating their skills
conti nuously throughout their careers.

Students are learning to identify and utilize the required
skills, know edge, tools, and technical information necessary
to effectively function as a professional office assistant.
Students are learning to efficiently and effectively use
cutting-edge technology in the areas of word processing,
deskt op publishing, spreadsheets, database, business graphics,
and communi cation software. They are using state-of-the-art
computers in nodern | abs or are accessing the academc lab from
personal conputers at home. Students are learning to perform
basi c software and hardware installation and nai ntenance tasks
as well as learning the basics of |ocal area networks.

Students are offered opportunities to conplete courses via

di stance education opportunities, at night, on weekends, and at
of f-canpus sites. Instructors are interacting with enpl oyers
to continuously update course content to neet their needs. Al
graduates of the program have created portfolios to denonstrate
conpetenci es to prospective enpl oyers.

Program Strengt hs:

Progr am Weaknesses:

e Lead instructor has over five years
teachi ng experi ence and over 24 years
busi ness adm ni stration in-field
experi ence.

e Healthy local job demand for graduates.

e Enpl oyers are pleased with quality of
gr aduat es.

e Excellent facilities are provided to
students.

e I ndividual attention can be provided to

students because of | ow student-to-
instructor ratio.

e Addi ti onal courses are being devel oped
to be offered online to neet demand of
st udent s.

e Peopl e can prepare for administrative
and office-related jobs within two
years.

e Low enrol | ment.

e Current course alignnment may not assure that graduates are
acquiring the know edge and skills needed to be successful in
the work place.




Program Qpportuniti es:

Program Thr eat s:

e Possibility of developing certification
exanms so as to enhance the enployability
of graduates.

e Possibility of developing early college

e Erroneous (and negative) assunption that the program produces

“secretaries” rather than administrative professionals.

e An incorrect belief that these are dead-end jobs.

agreenents with | ocal high schools.
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1 S 1 | Students conpleting the Over a three-year period, Program Coordi nator will ronitor
o programwi || obtain enpl oynent 75% of graduates in the the results in the survey of
In the adm nistrative services OST program whose goal was graduat es as conducted as part
field. to obtain a job will of the annual programreview
indicate that, within six process.
mont hs of graduation, they Pr ogr am Coor di nat or wi | |
are enployed in the field establ i sh and admi ni ster
or _they are _Contl nui ng certification exans for
their education. graduates (e.g., |nternational
FTE enrol Il ment in the OST Associ ation for Adm nistrative
programwi || increase by Prof essi onal s, National Wrk
50% by fall 2007. Readi ness Credenti al)
2 g é Upon graduation, OST majors On the annual survey of Proogram Coordi nator will nonitor
> |wll express satisfaction with graduates for the past the results in the survey of
their instructional program three years, 90% of OST graduates as conducted as part

program graduates wil |

I ndi cate satisfaction with
the overall quality of the
academ c program

On the annual survey of
enpl oyers for the past
three years, 90% wil |

i ndi cate they are
satisfied with the skills
and knowl edge of graduates
fromthis program

of the annua
pr ocess.
Program Coordi nator will nonitor
the results in the survey of
enpl oyers as conducted as part
of the annual programreview

pr ocess.

Program Coordi nator will neet

wi th appropriate SCC staff
menbers to seek ideas and
support for recruitnment and

programrevi ew
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Success Criteria

(e.g. outcones, enroll nent
i ncr eases)

Pl an of Action
(i ncl udi ng resources needed)

e FTE enrol Il nent in the
O fice Systens Technol ogy
programw || increase by
50% by fall 2007.

retention by the end of the fall
2006 senester.

Program Coordi nator will neet
with at |east five |ocal

enpl oyers per senester to

devel op insight as to their
needs with regard to the

requi red know edge and skills of
of fi ce assistants.

Program Coordi nator will make at
| east one presentation per
senmester to groups from which
potential students m ght be
recruited (e.g., high school

cl asses, Rotary clubs).

Program Coordi nator will ensure
that all OST courses can be

of fered as web-centered courses
by the end of the 2006-2007
academ c year.

O~NOOIN P

Busi ness Know edge and Skills:
Students will denonstrate a
basi ¢ understandi ng of conmon
busi ness practices

80% of all prospective e At the end of each semester the
graduates over a three-year Program Coordi nator will collect
period will score an average | the pertinent data from each of
of 80% or above in each the course instructors and
applicable course to anal yze the results.

I ndi cate « At the end of the 2006-2007

 a basic understanding of acadeni ¢ year the Program
conmon busi ness concepts Coordinator will conpare the
and practices results with the desired

e a basic understandi ng of out cones and devel op corrective
accounting principles and action for those desired
the ability to apply this out cones not achi eved.
know edge to a business
or gani zati on
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Pl an of Action
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e a basi ¢ understandi ng of
the financial records of
t he organi zation and the
ability to maintain such
as directed

ethe ability to anal yze
basi c tax scenari os,
research applicabl e tax
| aw, and conpl ete vari ous
i ndividual tax formns

e the ability to use
Qui ckbooks

e the ability to anticipate
and resol ve human resource
concerns

ethe ability to deal with
the public and custoners
in a professional and
ti mely manner

O~NOOIN P

O fice Admnistration

Know edge and Skills:
Students will denonstrate the
ability to identify and
utilize the required skills,
know edge, tools, and
technical information
necessary to effectively
function as a professional
of fi ce assi stant

80% of all prospective

graduates over a three-year

period will score an average

of 80% or above in each

appl i cabl e course to

i ndi cate

e the ability to keyboard
wi th speed and accuracy

ethe ability to operate
word processing software
so as to produce
docunents that are
grammtically correct,
error free, and in the

e At the end of each senester the
Program Coordi nator will collect
the pertinent data from each of
t he course instructors and
anal yze the results.

e At the end of the 2006-2007
academ c year the Program
Coordinator will conpare the
results with the desired
out cones and devel op corrective
action for those desired
out cones not achi eved.
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Pl an of Action
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correct form

the ability to conpose
and/or edit correspondence
the ability to produce
accurate and
under st andabl e reports or
the data for reports as

di rected

the ability to produce
esthetically pleasing,
readabl e, and infornmative
publi cati ons

the ability to create,
nodi fy, and/or conplete
forns

the ability to create,

nmai ntai n, and access
records in the appropriate
manner and form

the ability to use machi ne
transcription, desktop

cal culators, facsimle
machi nes, phot ocopyi ng
machi nes, postage neters,
and ot her standard office
equi pnment

the ability to organize
work stations for
effective work fl ow

the ability to plan and
organi ze work so as to
neet deadl i nes

the ability to select the
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appropriate technol ogy
tool (s) for an identified
pur pose and use the
sel ected tool (s)
effectively and
efficiently
Budget |tem Descri ption: Current Year Budget Ongoi ng Oper ati onal Expansi on
(Budget items requested from coll ege funds) (Total Request): Budget : Budget :
Supplies - Printer cartridges, paper, USB $1, 290
foot pedals for machine transcription
Equi prent -
Travel - Computer Instructors Conference $400
Program Accreditation -
O her -
TOTALS $1, 690




