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MISSION STATEMENT FOR THE BUSINESS TEACHER EDUCATION PROGRAM

The mission of the Business Teacher Education Program is to prepare future business educators to enter a profession that requires content and professional knowledge, skill competence, and the appropriate dispositions.  To this end, our development of professional educators is grounded in a comprehensive liberal arts education integrated with a professional teacher preparation program that relies heavily on the complimentary field experience.

Purpose of Course


Today’s administrative office manager has new responsibilities.  The manager must possess a broad knowledge of planning, organizing, and controlling because of the rapid and costly entrance of electronics into almost every phase of office work.


The manager must expand the knowledge and techniques of how to reduce and control office costs.  The manager will require a broad training based upon a study of office management as a vital part of administrative management.


The student will learn that an office manager has a key role to play in an organization because the manager is responsible for data collection, processing, and storage, and for communication systems development.  As a result, the manager must be able to influence what information goes to whom, factors in making of decisions.


During this course the students will learn the principles of management by objectives.  This course will define the basic philosophy of MBO and demonstrations will be given concerning a company’s objectives and how one could integrate them with individual development programs.


Much time will be devoted to communication.  Communication is the essential ingredient in almost everything a manager does, but too much frequently it is looked upon merely as an individual activity to achieve certain goals.  The student will realize 

that an effective manager motivates people toward reaching objectives when there is a translation of “language” of production and efficiency into the “language” of the employee, etc.


The course will provide comprehensive coverage and integration of business skills and issues, develop critical-thinking and problem-solving skills, and establish a foundation in business procedures to help them become decision makers.  An understanding of the roles of administrative support personnel, employment skills, office health and safety issues, organization and time management, records management, information and communications systems, national and international communications, meeting and travel planning, reprographics, and report and presentations research and development are included.

CONCEPTUAL MODEL:   Our Teacher Education Program is built upon a conceptual




         framework emphasizing reflection, inquiry, constructivism, 




         problem solving, leadership, and the importance of social




         context in teaching and learning.  Coursework and experiences




         result in the assessment of knowledge, dispositions, and 




         competencies.  Students are expected to meet standards set 




         forth by the Alabama State Department of Education.




         Consistent with the conceptual model of the ASU College of




         Education, the educator as Decision Makers, the teacher




         candidate is required to make decisions about the selection of




         skills, concepts topics an instructional adjustments to meet the




         individual learning needs of diversed and multicultural 




         students.
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Objectives


Each student will be able to:

A.
Know the functions, contributors of management.

1. List the six M’s that must be blended through the management process in

order to ensure business success.

2. Describe t he major contributions of the following persons:

a. Frederick Taylor

b. William Leffingwell

c. Henri Fayol

d. Abraham Maslow

e. Frederick Herzberg

f. Douglas McGregor

g. William Ouchi

h. Elton Mayo

i. Max Weber

j. Frank and Lillian Gilberth

k. Mary Parker Follett

B.
Identify the characteristics of leadership styles, principles of management, forms 


of organization, nature and purpose of theory in the study of administrative office


management.

C.
Comprehend that solving office problems requires the application of several 


different managerial concepts.

1. Given a problem involving the following concepts:

a. absenteeism

b. turnover

c. tardiness

d. nepotism

e. favoritism

f. Murphy’s Law

g. Gobbledygook

h. Poppycock

i. Creativity

j. Logical thinking
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Identify the concept and explain how a manager should handle the problem.

2. Explain the steps in the problem-solving process.

3. Differentiate between systems and personnel problems.

4. Describe the elements of a brainstorming session.

5. Identify problem-solving limitations of the office manager.

6. Explain the relationship of cost to office management.

7. Justify the position that problem-solving is a necessary management skill.

8. Define: (1) Office problem; (2) a productive office.

9. Explain the necessity to use a systematic problem-solving process in office

management.

10. Contrast the two common definitions of an office problem.

11. Describe the importance of administrative support in today’s business

environment.

12. Describe personal and professional skills necessary for securing and 

maintain employment.

13. Review an organizational network and describe the relationships between

positions and responsibilities.

14. Explain the importance of continuing education and professional 

development in life-long learning.

15. List the main causes of accidents in the office and identify preventive

measures.

16. Code, cross reference, file, and retrieve business papers to use in a given

situation. (SDE Standard)

17. Process incoming and outgoing mail. (SDE Standard)

18. Process from pre-dictated or written material business papers such as reports, memoranda, letters, charts, forms, form letter, labels, envelopes,

bills, index cards, manuscripts, and itineraries with the speed and accuracy necessary for employability. SDE Standard
19. Process incoming and outgoing telephone messages using accepted 

procedures in view of cost and time factors. (SDE Standard)

20. Demonstrate the ability to plan and conduct a meeting.

21. Copy documents producing quality use it to ensure quality output.

22. Determine time zones, area codes, and outline procedures for placing long

distance telephone calls.

23. Plan a national and international trip including working with travel agent,

arranging car rentals, and making hotel reservations. NCATE #4, LL,CA
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D.
Comprehend that effective communication is essential for productive office


management.

1. Explain the importance of effective feedback to the communication

process in the office environment.

2. Summarize the role of both verbal and written communication as they 

apply to office management. 

3. Defend the position that the office grapevine is not an effective 

communication technique in the office environment.

4. Compare and contrast the role of upward and downward communication 

as they apply to office management.

5. Distinguish between the formal and informal communication networks as 

each effects office management.

6. Explain the need for both lateral and diagonal communication in the 

process of office management.

7. Distinguish between verbal and nonverbal communication as they apply

to office management.

8. Explain how reports may be written in office management.

9. Define the following terms: (a) kinesics, (b) proxemics, (c) semantics,

(d) paralanguage

E.
Comprehend that employment tests may be used by the AOM as supplemental 


tools in the employee selection process.

1. Cite the position that government regulations can influence the 

employment process.

2. Summarize the advantages and disadvantages of the sources of personnel 

for small and large companies.

3. Differentiate between private and public employment agencies.

4. Summarize the role of the interviewer and interview process.

5. Distinguish between these two factors: test reliability and test validity.

6. Differentiate between direct and indirect interviews.

7. Differentiate between achievement and aptitude tests.

F.
Comprehend how factors such as discipline, counseling, and career goal planning 


are used by office supervisors in their human approach to supervision.

1. Explain how the technique of participatory management in the office are 

applied.

2. Explain how management by objectives may be used as a motivational 

technique.

3. Explain the meanings of job enrichment, morale, expectancy theory, value

system, emotional problems, and delegation.

4. Compare and contrast the office supervisor’s upward and downward

responsibilities.

5. Identify how several theories of motivation, ethics and values systems of 

office workers relate to effective supervision.
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G.
Comprehend the principles of office training, appraising, and promoting office


personnel.

1. Distinguish between the concepts of training and learning.

2. Describe the outcomes of effective office training.

3. Differentiate between massed vs. spaced learning.

4. Identify the factors that are usually considered when decisions about

promotions are being made.

5. Explain the various types of job transfer.

6. Explain the steps involved in the initial training program.

7. Identify the characteristics of a successful promotion plan.

8. Identify the characteristics of a successful trainer.

9. Distinguish between formal training and OJT.

10. Differentiate among training methods.

11. Describe the uses and design of performance appraisal forms.

H.
Compare and contrast the methods of job evaluation by identifying the major 


features of each method.

1. Distinguish between a job description and a job specification by indicating

the purpose of each.

2. Describe the techniques that makes use of all three job analysis methods-

questionnaire, interview, and observation.

3. Differentiate between methods of job evaluation.

I.
Comprehend how the office salary administration program and employee benefits


Enhance the office staff.

1. Identify the objectives of the office salary administration program.

2. Distinguish among the three different plans for providing salary increases:

(a) automatic progression, (b) cost-of-living allowance, and (c) merit increase.

3. Identify the employee benefits for the office staff.

4. Identify t he provisions of the following:

a.   Fair Labor Standards Act

b.   Equal Pay Act of 1963

c. Salary Survey

d. Herzberg’s Research and Study of Motivation

e. Red-circle rates

f. Merit increase plans

g. Group incentive plans

5. Explain the interrelationship among office salary administration, job 

analysis, job evaluation, and employee appraisal.
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J.
Comprehend the major characteristics of recent developments in labor-


management relations that are designed to aid in meeting the workers’ needs


for job and personal security.


1.
Describe the steps involved in organizing a group of office workers.

2.
Compare the role of the office manager in office unionism under each of

the following situations: (a) before union activity, (b) while attempts are

being made to organize, and © after the workers become organized.

3. Describe the operation of a typical flexible work schedule.

4. Differentiate among job sharing, telecommuting, mediation, arbitration,

reconciliation, participation, staggered work schedule, a flexible work

schedule, and fixed work week, and compressed work week schedule.

5. Describe the reasons why white-collar workers join unions.

6. Define the three duties included in collective bargaining.

7. Identify the various court orders and union agreements in Labor-Manage-

ment relationships.

8. List the provisions of the various legislative acts involved in labor-

management relationships.



9.
Describe the trend in union membership during the years 1900 to 1984.

K.
Comprehend and describe the major office personnel problems that affect 


Worker’s physical and mental well-being.


1.
Describe the steps involved in dealing with alcoholic workers and drug 



abusers.


2.
Describe some of the measures taken by firms to eliminate smoking in 



the office.

3.
Describe the kinds of policy statements that are found in companies with

regard to office socializing.

4. Compute turnover and absenteeism rates.

5. Describe the guidelines for nepotism, sexual harassment, tardiness,

absenteeism, turnover and job termination.

L.
Know the major characteristics of space management for administrative services.


1.
Describe the main human needs of office personnel in office space.


2.
List some objectives of the space management program.


3.
Explain how the Gantt Chart is used in planning an office layout.


4.
Describe the work center concept.


5.
Define the open-plan concept as it is used in space management.

6. Describe the automated work center.

7. Describe the administrative services function in a modern office.

M.
Know the key factors in Ergonomics in the office.


1.
Define the following:

a. Ergonomics

b. reflection ratio
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2.
List the main ways that color influences a firm’s image and the health, 


morale, and efficiency of its employees.

3.
Compare the relative advantages of incandescent, fluorescent, and high-


intensity discharge lamps.

4.
Identify the factors that should be considered in selecting floor coverings.

5.
Identify the four categories of human activities performed in the office.

6. Cite three effective methods for conserving light, cool temperatures, and 

heat in the office.

7. State the relationship of lighting to various office activities.

8. State the relationship of noise to office productivity.

N.
Know the criteria in equipping the physical environment in the office.


1.
Identify the main characteristics of good furniture or equipment.


2.
Differentiate between fixed and variable cost.


3.
List the advantages and disadvantages of leasing office equipment.


4.
Identify the factors in making the decision to lease or buy the needed 



equipment.


5.
List the reasons for undertaking a feasibility study.

6. Define service contract, selection, procurement, maintenance, and replace-

ment of equipment.

7. Organize, manage, and maintain classroom and laboratory facilities using proper safety procedures.SDE(1)(B)(4)

O.
Comprehend how the key written communication media and their purposes in


word processing and mailing systems enhance office automation through the 


telecommunication system.


1.
Identify what steps occur in written communication process.


2.
List the types of written communication media often used in both internal



and external office communication.


3.
Describe the composition of a word processing system.


4.
Differentiate between nonverbal and verbal communication.


5.
Differentiate between the decentralized function and centralized function.


6.
Compare the principal uses of manual, standard electric, and electronic



typewriters.

8. Identify several key reasons for the existence of problems in written 

communication.

9. Summarize the function of UPS.

10. Summarize how written or oral communication is transcribed.

11. Identify the tasks of word processing operators.

12. Explain how the office surveyor system works.

13. Identify the conditions that should be considered before designing a voice

communication system.

14. Identify ways in which large and small firms expand their telecommunica-

tions systems to meet the needs of modern business.
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15. Cite several of the automatic functions that have been added to the 

telephone.

16. Define audio-response and voice-recognition as used in telecommunica-

tion systems.

17. Define data communication system.

18. Differentiate between the types of loop systems.

P.
Know each of the key phases or steps in records management program.


1.
Define record and form and show how the two terms are related.


2.
Identify the four principles of forms management.


3.
Explain how the design of forms may be automated.


4.
Identify the most common types of filing systems.


5.
Compare the advantages and disadvantages of decentralized filing, 



centralized filing, and network filing.


6.
Distinguish between the periodic and the continuous methods of records



transfer.


7.
Define the various levels and types of positions typically found in a record



management program.


8.
List the most common types of forms used in manual systems and in



automated systems.

9. Describe the organizational setting for records management in a small firm

and a large firm.

10. List the main records costs in administrative operations.

11. Differentiate between the various types of record forms.

12. Describe the selection process for various types of record forms.

Q.
Know the various types of micrographic and reprographic services.


1.
List the steps involved in the creation and use of micro-records.


2.
Identify the various kinds of micro-records and compare the relative 



advantages of each.


3.
Define the computer-output-microfilm (COM) process.


4.
Differentiate between the terms duplicating and reprographic services.


5.
Compare the three mechanical duplicating processes (fluid, stencil, and



offset).


6.
Identify the principal copying processes.


7.
Identify the nature and purpose of a reader in a micrographic services 



system.

8. Define an intelligent copier/printer.

9. Identify the factors that should be considered in the process of selecting

copiers for an office.

10. Explain how data are stored and retrieved in computer assisted retrieved

(CAR) systems.

11. Compose and contrast the primary machines used in office copying.
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R.
Comprehend the basic concepts in administrative office systems and prototypes


of basic systems analysis.


1.
Explain the nature and purpose of an administrative office system.


2.
Explain the relationship that exists among a system, a procedure, and a



method.


3.
Identify several of the most important problems found in administrative 



office systems.


4.
Describe the purpose of each of the following phases of an administrative



office system: input, process, output, feedback, and control.


5.
Describe the advantages of a database.


6.
Identify each of system levels.


7.
Define systems approach.

8. Describe the nature and purpose of PERT.

9. Compare and contrast the terms effective and efficient as they are used to 

describe desirable qualities of systems.

10. Define what a work simplification model is.

11. List the major types of communication tools used in systems analysis.

12. Define task analysis and work distribution.

13. List the purposes of work-flow analysis.

14. Define a systems analysis prototype.

15. Define an input-output analysis model.

16. Define documentation.

S.
Identify the basis characteristics of computers and office automation.


1.
Define computer literacy.


2.
List the basic characteristics that digital computers have in common.


3.
Cite several reasons for the fast growth of mini-computers and micro-



computers in business firms.


4.
Describe the personal computer and its capabilities.


5.
Describe the various classes of input technology used in computer systems


6.
Define office automation.


7.
Discuss the principal benefits of office automation.


8.
List four common applications of large computers systems.


9.
Define a feasibility study.

9. Compare traditional offices with modern offices in terms of the 

organization and operation of basic information functions.

10. Differentiate between the basic nature and purpose of clerical executive

workstations.

11. Compare and contrast micro, mini and mainframe computers.
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T.
Identify the principles of budgetary control and improving office productivity.


1.
List the benefits available to an organization that establishes a program



 of work standards.


2.
Describe the role played by first-line supervisors in administering a work



measurement program.


3.
Explain how office employees participate in the measurement of their 



work when the log time, log method is used.


4.
Compare the advantages and disadvantages of using predetermined times 



in setting standards for office work.


5.
Describe how performance standards may be established for nonroutine 



office jobs.


6.
Define nominal group technique (NGT).


7.
Explain how the use of quality circles aids in improving the productivity 



of office workers.


8.
List the objectives of a time management program.


9.
Name the function of a budget committee.

10. List the objectives of budget performance reports.

11. Explain how control over costs and expenses is provided through the

establishment of a responsibility accounting system.

12. Distinguish between direct expenses and indirect expenses by giving an

example of each kind.

13. Describe incremental budgeting and name the disadvantages associated 

with incremental budgeting.

14. Describe zero-base budgeting and list the major benefits to be realized 

from using this budgeting method.

15. Explain how a monthly budget performance report is prepared.

16. Define a cycle billing system aid.

17. Describe how the use of work standards contribute to the preparation of

of realistic budgets and planning the number of workers needed for a future time period.

18. Define work-study specifications and terminology.

19. Distinguish between fixed and variable costs.

20. Describe a sound administrative expense budget.

U.
Know accounting, business communications, information processes, business law, 


economics, management, administrative procedures, office procedures which 


serve as a foundation for all business subjects and develop specific abilities 


needed to perform satisfactorily in business occupations. 290-3-3.25 (1)(a)


1.
Compose business letters, reports, and memoranda; process incoming and



outgoing telephone messages applying cost and time factors; apply current



business terminology in writing, speaking, and interpreting business 



information; select alternative communications systems by applying



procedures based on cost and time factors; process incoming and outgoing
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mail; select and use references in solving business-related problems; and 



plan, develop, and deliver oral presentation using presentation software.


2.
Process written business papers with the speed and accuracy necessary for



employability; evaluate, and recommend printing processes for selected 



tasks; layout and organize an office work station and plan a typical day’s



work, setting priorities for maximum efficiency; and code, cross reference,



file, and retrieve business papers and plan a filing system to use in a given



situation. 290-3-3.25 (1)(b)7.

INTASC Standard 1, Subject Matter.

1.31

The teacher effectively uses multiple representations and explanations of disciplinary concepts that capture key ideas and link them to students’ prior understandings.

1.34

The teacher engages students in generating knowledge and testing hypotheses according to the methods of inquiry and standards of evidence used in the discipline.

Sandard 2, Student Learning.

2.10

Knowledge

2.13

The teacher is aware of expected developmental progressions and ranges of individual variation within each domain (physical, social, emotional, moral, and cognitive), can identify levels of readiness in learning, and understands how development in any one domain may affect performance in others.

220 Dispositions

2.21

The teacher appreciations individual variation within each area of developments, shows respect for the diverse talents of all learners, and is committed to help them develop self-confidence and competence.

2.22

The teacher is disposed to use students’ strengths as a basis for growth, and their errors as an opportunity for learning.












12

2.30 Performances

2.31

The teacher assesses individual and group performance in order to design instruction that meets learners’ current needs in each domain cognitive, social, emotional, moral, and physical) and that leads to the next level of development.

2.32

The teacher stimulates student reflection on prior knowledge and links new ideas to already familiar ideas, making connections to students’ experiences, providing opportunities for active engagement, manipulation, and testing of ideas and materials, and encouraging students to assume responsibility for shaping their learning tasks.

2.33

The teacher accesses student’s thinking and experiences as a basis for instructional activities by, for example, encouraging discussion, listening and responding to group interaction, and eliciting samples of student thinking orally and in writing.

Standard 3, Diverse Learners.

The teacher understands how students differ in their approaches to learning and creates instructional opportunities that are adapted to learners from diverse cultural backgrounds and with exceptionalities.

3.10 Knowledge

3.11

The teacher understands and can identify differences in approaches to learning and performance, including different learning styles, multiple intelligences, and performance modes, and can design instruction that helps use student’s strengths as the basis for growth.

3.12

The teacher knows about areas of exceptionally in learning—including learning disabilities, visual and perceptual difficulties, special physical or mental challenges and gifted and talented.

3.13

The teacher knows about the process f second language acquisition and about strategies to support the learning of students whose first language is not English.
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3.14

The teacher understands how student’s learning is influenced by individual experiences, talents, and prior learning, as well as language, culture, family and community values.

3.15

The teacher has a well-grounded framework for understanding cultural and community diversity and knows how to learn about and incorporate student’s experiences, cultures, and community resources into instruction.

3.20 Dispositions

3.21

The teacher believes that all children can learn at high levels and persists in helping all children achieve success.

3.22

The teacher appreciates and values human diversity, shows respect for student’s varied talents and perspectives, and is committed to the pursuit of “individually configured excellence.”

3.23

The teacher respects students as individuals with differing personal and family backgrounds and various skills, talents, and interest.

3.24

The teacher is sensitive to community and cultural norms.

3.25

The teacher makes students feel valued for the potential as people, and helps them learn to value each other.

3.30 Performance Indicators

3.31

The teacher identifies and designs instruction appropriate to students’ stages of development, learning styles, strengths, and needs.

3.32

The teacher uses teaching approaches that are sensitive to the multiple experiences of learners and that address different learning and performance modes.
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3.33

The teacher makes appropriate provisions (in terms if time and circumstances for work, tasks assigned, communication and response modes) for individual students who have particular learning differences or needs.

Standard, Instructional Strategies

The teacher understands and uses a variety of instructional strategies to encourage students’ development of critical thinking, problem solving, and performance skills.

4.10 Knowledge

4.11

The teacher understand the cognitive processes associated with various kinds of learning (e.g. critical and creative thinking, problem structuring and problem solving, invention, memorization and recall) and how these processes can be stimulated.

4.20 Dispositions

4.1

The teacher values the development of students’ critical thinking, independent problem solving, and performance capabilities.

4.22

The teacher values flexibility and reciprocity in the teaching process as necessary for adapting instruction to student responses, ideas and needs.

4.30 Performances

4.31

The teacher carefully evaluates how to achieve learning goals, choosing alternative teaching strategies and materials to achieve different instructional purposes and to meet student needs (e.g. developmental stages, prior knowledge, learning styles, and interests).

4.32

The teacher uses multiples teaching and learning strategies to engage students in active learning opportunities that promote the development of critical thinking, problems solving, and performance capabilities that help students assume responsibility for identifying and using learning resources.

4.33

The teacher constantly monitors and adjusts strategies in response to learner feedback.
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4.34

The teacher varies his or her role in the instructional process (e.g. instructor, facilitator, coach, audience) in elation to the content and purposes of instruction and the needs of students.

4.35

The teacher develops variety of clear, accurate presentations and representations of concepts, using alternative explanations to assist students’ understanding and presenting diverse perspective to encourage critical thinking.

Standard , Learning Environment

The teacher uses an understanding of individual and group motivation and behavior to create a learning environment that encourages positive social interaction, active engagement in learning, and self-motivation.

5.10 Knowledge

5.11

The teacher can use knowledge about human motivation and behavior drawn from the foundational sciences of psychology, anthropology, and sociology to develop strategies for organizing and supporting individual and group work.

5.12

The teacher understands how social groups function and influence people, and how people influence groups.

5.13

The teacher knows how to help people work productively and cooperatively with each other in complex social settings.

5.14

The teacher understands the principles of effective classroom management and can use a range of strategies to promote positive relationships, cooperation, and purposeful learning in the classroom.

5.15

The teacher recognizes factors and situations that are likely to promote or diminish intrinsic motivation, and knows how to help students become self-motivated.
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5.20 Dispositions

5.21

The teacher takes responsibility for establishing  positive climate I the classroom and participates in maintaining such a climate in the school as a whole.

5.22

The teacher understands how participation supports commitment, and is committed to the expression and use of democratic values in the classroom.

5.23

The teacher values the role of students in promoting each other’s learning and recognizes the importance of peer relationships in establishing a climate of learning.

5.24

The teacher recognizes the values of intrinsic motivation to students’ life-long growth and learning.

5.25

The teacher is committed to the continuous development of individual students’ abilities and considers how different motivational strategies are likely to encourage this development for each student.

5:0 Performances

5.31

The teacher creates a smoothly functioning learning community in which students assume responsibility for themselves and one another, participate in decision making, work collaboratively and independently, and engage in purposeful learning activities.

5.32

The teacher engages students in individual and group learning activities that help them develop the motivation to achieve, by, for example, relating lessons to students’ personal interests, allowing students to have choices in their learning, and leading students to ask questions and pursue problems that are meaningful to them.

5.33

The teacher organizes, allocates, and manages the resources of time, space, activities, and attention to provide active and equitable engagement of students in productive tasks.

5.34

The teacher maximizes the amount of class time spent in learning by creating expectations and processes for communication and behavior along with a physical setting conducive to classroom goals.
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5.35

The teacher helps the group to develop shared values and expectations for student interactions, academic discussions, and individual and group responsibility that create a positive classroom climate of openness, mutual respect, support, and inquiry.

5.36

The teacher analyzes the classroom environment and makes decisions and adjustments to enhance social relationships, student motivation and engagement, and productive work.

5.37

The teacher organizes, prepares students for, and monitors independent and group work that allows for full and varied participation of all individuals.

Standard 7, Planning Instruction.

The teacher plans and manages instruction based upon knowledge of subject matter, students, the community, and curriculum goals.

7.10 Knowledge

7.11

The teacher understands learning theory, subject matter, curriculum development, and student development and knows how o use this knowledge in planning instruction to meet curriculum goals.

7.12

The teacher knows how to take contextual considerations (instructional materials, individual student interests, needs, and aptitudes, and community resources) into account in planning instruction that creates an effective bridge between curriculum goals and students’ experiences.

7.13

The teacher knows when and how to adjust plans based on student responses and other contingencies.

7:20 Dispositions

7.21

The teacher values both long term and short term planning.
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7.22

The teacher believes that plans must always be open to adjustment and revision based on student needs and changing circumstances.

7.23

The teacher values planning as a collegial activity.

7.30 Performance

7.31

As an individual and a member of a team, the teacher selects and creates learning experiences that are appropriate for curriculum goals, relevant to learners, and based upon principles of effect instruction (e.g. that activate students’ prior knowledge, anticipate preconceptions, encourage exploration and problem-solving, and build new skills on those previously acquired).

7.32

The teacher plans for learning opportunities that recognize and address variation in learning styles and performance modes.

7.33

The teacher creates lessons and activities that operate at multiple levels to meet the developmental and individual needs of diverse learners and help each progress.

7.34

The teacher creates short-range and long-term plans that are linked to student needs and performance, and adapts the plans to ensure and capitalize on student progress and motivation.

7.35

The teacher responds to unanticipated sources of input, evaluates plans in relation to short- and long- range goals, and systematically adjusts plans to meet student needs and enhance learning.

Standard 8, Assessment

The teacher understands and uses formal and informal assessment strategies to evaluate and ensure the continuous intellectual, social and physical development of the learner.

8.10 Knowledge
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8.11

The teacher understands the characteristics, uses advantages, and limitations of different types of assessments (e.g. criterion-referenced and norm-referenced instruments, traditional standardized and performance-based tests, observation systems, and assessments of student work) for evaluating how students learn, what they know and are able to do, and what kinds of experiences and technology will support their further growth and development.

8.12

The teacher knows how to select, construct, and use assessment strategies, technology and instruments appropriate to the learning outcomes being evaluated and to other diagnostic purposes.

8.13

The teacher understands measurement theory and assessment-related issues, such as validity, reliability, bias, and scoring concerns.

8.20 Dispositions

8.21

The teacher values ongoing assessment as essential to the instructional process and recognizes that many different assessment strategies, accurately and systematically used, are necessary for monitoring and promoting student learning.

8.22

The teacher is committed to using assessment to identify student strengths and promote student growth rather than to deny students access to learning opportunities.

8.30 Performance

8.31

The teacher appropriately uses a variety of formal and informal assessment techniques (e.g. observation, portfolios of student work, teacher-made tests, performance tasks, projects, student self-assessments, peer assessment, and standardized tests) to enhance her or his knowledge of learners, evaluate student’s progress and performances modify teaching and learning strategies.
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8.32

The teacher solicits and uses information about students’ experiences, learning behavior, needs, and progress from parents, other colleagues, and the students themselves.

8.33

The teacher uses assessment strategies to involve learners in self-assessment activities, to help them become aware of their strengths and needs, and to encourage them to set personal goals for learning.

8.34

The teacher evaluates the effect of class activities on both individuals and the class as a whole, collecting information through observation of classroom interactions, questioning, and analysis of student work.

8.35

The teacher monitors her/his own teaching strategies and behavior in relation to student success, modifying plans and instructional approaches accordingly.

8.36

The teacher maintains useful records of student work and performance and can communicate student progress knowledgeably and responsibly, based on appropriate indicators, to students, parents/guardians, and other colleagues.

Pre-Assessment


Answer the following questions:


1.
Identify the four schools of management thought.


2.
Contrast the underlying assumptions of McGregor’s Theories X and Y of



worker behavior.


3.
Define administrative office management.


4.
Name the six M’s that must be blended together through the management 



process in order to ensure business success.


5.
List some of the kinds of business problems that may be solved by the 



management science approach to decision making.
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Evaluation


All objectives will be tested with 10 objective questions including the mid-term and final exams.  You must correctly answer 7 out of 10 to get credit for an objective.


Objective A and B will be evaluated on Test 1.


Objective C and D will be evaluated on Test 2.


Objective E and F will be evaluated on Test 3.


Objective G and H will be evaluated on Test 4.


Objective I and J will be evaluated on Test 5.


Objective K and L will be evaluated on Test 6


Objective M and N will be evaluated on Test 7.


Objective O and P will be evaluated on Test 8.


Objective Q and R will be evaluated on Test 9.


Objective S and T will be evaluated on  Test 10.

Computation of Grade


In order to pass the course with a grade of A, you must Pass all objectives with an average of 90%.


In order to pass the course with a grade of B, you must Pass all objectives with an average of 80%.


In order to pass the course with a grade of C, you must Pass all objectives with an average of 70%.


To achieve a grade of Din the course, you must Pass all objectives with an average of 60%.


Failure to meet any one of the standards under D grade criteria will result in a grade of F.
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Remediation


Students will be required to attend writing, speech, and any other necessary labs by the professor if minimum requirements are not met on any of the stated objectives.  Labs will be opened three hours per week.

Methodology


The courses, instructional strategies, and equipment may be modified to ensure that special populations have equal access to the full range of learning experiences and skill development in Business Education.  Individual needs of students must be determined by assessments of their interests, abilities, and special needs.  Once individual needs have been determined, a support service program, planned cooperatively with the 

business teacher an d support personnel, may be initiated.

Student Activities


A.
Pass tests covering different chapters in the textbook.


B.
Participate in class discussions and group projects.













C.
Give oral reports concerning different phases of administrative



management.


D.
Pass in different assignments and case studies at the end of the chapter.


E.
Pass in a notebook that will consist of hand-outs, projects, etc., that were



prepared in class.

NOTE OF INTEREST:  Late assignments will not be accepted without a university 




    excuse.   Cell Phones and Pagers should be turned off or placed




    on vibrate.
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Required Resources

Keeling, and Odgers, Administrative Office Management South-Western Publishing Co.,

     12th Edition, 2000.

Keeling, and Odgers 2000:  Practical Experience Assignment South-Western Publishing

Co., 12th Edition, 2000.

Bibliography

Cleary, Joseph B. and Joan McCoola Lacombe, English Style Skill-Builders, Second 

     Edition, Gregg Division/McGraw-Hill Book Company.

Brendel and Near, Spelling Drills and Exercises, Third Edition, Gregg Division/McGraw-

     Hill

Administrative Office Management

Instructional Sequence Calendar
Topics









Dates

Introduction to Administrative Office Management

Administrative Office Management in the Information Age

Principles of Administrative Office Management

Solving Problems in Administrative Office Management

Managing Human Resources

Selecting and Orienting the Office Staff

Supervising the Office Staff
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Training and Promoting Office Personnel

Office Job Analysis

Office Salary Administration

Employee Benefits for the Office Staff

Labor-Management Relations in the Office

Managing Administrative Services

Space Management for Administrative Services

The Psycho-Physiological Office Environment

Equipping the Physical Environment of the Office

Communication Services and Word Processing

Mimeographic and Reprographic Services

Controlling Administrative Operations

Administrative Systems

Forms Management

Administrative Systems Analysis

Computer Systems

Measuring Office Productivity

Budgetary Control

The Office of the Future
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BUS 405

Rubric

A.    
Written tests 10 (including mid-term and final exam) at 100 points each 


1000 points.


Seventy (70) points are required to pass the test.

B.
Project


1.   Objective and purpose                    

40


2.   Organization




20


3.   Support





20


4.   Use of Language – 1 point lost for                       20

                  each error in spelling, punctuation, or                 100 points


      grammar; loss of all points in this area will


      result in an overall failure of the paper.


Seventy (70) points are required to pass the project.

C.
Oral Reports


1.
Subject clear




10 points


2.
Introduction




10 points


3.
Discussion of main ideas


10 points


4.
Summary




10 points


5.
Closure




10 points









50 points


Forty-five (45) points are required to pass the project.

D.
Case Studies and Assignments


1.
A Introduction




20 


2.
Three Supporting Statements citing an



author





20


3.
A concluding statement


10









50 points


Forty-five points are required to pass the case studies/assignments.
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E.
Notebook/portfolio


1.
Title sheet




5


2.
Table of Contents


          10


3.
Cover letter




5


4.
Introduction



          10


5.
Organization of presentations

          50


6.
Instructor’s notes and handouts
          10


7.
Summary




5


8.
References



            5








         100 points


Seventy (70) points are required to pass the portfolio/notebook.

Grading






Points

Letter Grade of A





1300-1200

“                   “    





1199-1000

“                   “






  999-900

“                   “






  899-800

“                   “






  799- and less
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Assignments

Project
   1-1____________


Due Date____________

     “         1-2____________


      “       ____________

     “         1-3____________


      “       ____________

     “         1-4____________


      “       ____________

     “         2-1____________


      “       ____________

     “
   2-2____________


      “       ____________

     “        2-3____________


      “
  ____________

     “
  2-4____________


      “      ____________

     “
  3-1____________


      “ 
 ____________

     “
  3-2____________


      “
 ____________

     “
  3-3____________


      “
 ____________

     “
  3-4____________


      “     ____________

     “
  3-5____________


      “
 ____________

     “
  4-1____________


      “
 ____________

     “
  4-2____________


      “
 ____________

     “
  4-3____________


      “
 ____________

     “
  4-4____________


      “
 ____________

     “
  4-5____________


      “
 ____________

     “
  4-6____________


      “
 ____________

     “
  5-1____________


      “ 
 ____________

     “
  5-2____________


      “
 ____________

     “
  6-1____________


      “
 ____________

     “
  6-2____________


      “
 ____________

     “
  6-3____________


      “
 ____________

     “        7-1____________


      “     ____________

     “
  7-2____________


      “
 ____________

     “
  7-3____________


      “
 ____________

     “
  7-4____________


      “
 ____________

     “
  7-5____________


      “
 ____________

     “
  8-1____________


      “
 ____________

     “
  8-2____________


      “
 ____________

     “
  8-3____________


      “
 ____________

     “
  9-1____________


      “
 ____________

     “
  9-2____________


      “
 ____________

     “      10-1____________


      “
 ____________

     “      10-2____________


      “
 ____________

     “
10-3____________


      “
 ____________

     “      11-1____________


      “
 ____________

     “      11-2____________


      “
 ____________

     “      11-3____________


      “
 ____________

     “
 11-4____________


      “
 ____________
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      “
   12-1_____________

            “
_____________

      “
   12-2_____________


“
_____________

      “
   12-3_____________


“
_____________

      “        12-4_____________


“
_____________

      “
    12-5_____________


“
_____________

      “
    13-1_____________


“
_____________

      “
    13-1_____________


“
_____________

      “
    14-1_____________


“
_____________

      “
    14-2_____________


“
_____________

      “
    14-3_____________


“
_____________

      “
    14-4_____________


“
_____________

      “
    14-5_____________


“
_____________

      “
    15-1_____________


“
_____________

      “
    15-2_____________


“
_____________

      “
    15-3_____________


“
_____________

      “
    16-1_____________


“
_____________

      “
    16-2_____________


“
_____________

      “
    16-3_____________


“
_____________

      “
    17-1_____________


“
_____________

      “
    17-2_____________


“
_____________

      “
    18-1_____________


“
_____________

      “        18-2_____________


“
_____________

      “
    18-3_____________


“
_____________

      “
    19-1_____________


“
_____________

      “
    19-2_____________


“
_____________

      “
    19-3_____________


“
_____________

      “
    20-1_____________


“
_____________

      “
    20-2_____________


“
_____________

      “
    20-3_____________


“
_____________

      “
    21-1_____________


“
_____________

      “
    21-2_____________


“
_____________

      “
    21-3_____________


“
_____________

      “
    22-1_____________


“
_____________

      “
    22-2_____________


“
_____________

      “         22-3_____________


“
_____________

      “
    22-4_____________


“
_____________

      “
    22-5_____________


“
_____________

      “
    22-6_____________


“
_____________

      “
    22-7_____________


“
_____________

      “
    23-1_____________


“
_____________

      “
    23-2_____________


“
_____________

      “
    23-3_____________


“
_____________

      “
    24-1_____________


“
_____________

      “
    24-2_____________


“
_____________










29

Reference Magazines

Academy of Management Journal (quarterly.  Academy of Management, P.O. 

     Drawer KL, Mississippi State, M/S?  39762.

Advanced Management Journal (quarterly). Society for the Advancement of 

     Management, American Management Associations, Inc., 135 West 50th Street,

     New York, NY  10020.
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     Management Associations, 135 West 50th Street, New York, NY  10020.

Business Horizons (bimonthly).  Graduate School of Business, Indiana University, 
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Creative Computing (monthly).  Published by Creative Computing, P.O. Box 789-M,

     Morrison, NY  07960.

Data Management (monthly).  Data Processing Management Association, 505 Busse

     Highway, Park Ridge, IL  60068.

Datamation (monthly). Technical Publishing Co., 1301 South Grove Avenue,

     Barrington, IL  60068.

Dun’s Business (monthly).  Dun and Bradstreet, Inc., 666 Fifth Avenue, New York, 

     NY  10103.

Forbes (biweekly).  Forbes Inc., 60 Fifth Avenue, New York, NY  10011.

Fortune (biweekly).  Time Inc., 541 North Fairbanks Court, Chicago, IL 60611.

Harvard Business Review (biweekly).  Harvard Business Review, P.O. Box 3000,

     Woburn, MA  01888.

Human Resources Management (quarterly). Graduate School of Business Administration,

     University of Michigan, Ann Arbor, MI  48109.

Impact (monthly).  Administrative Management Society, AMS Building, Maryland 

     Road, Willow Grove, PA  19090.
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Inc. (monthly). Inc. Publishing Company, 38 Commercial Wharf, Boston, MA 02110.

Information and Records Management (IRM) (monthly). PTN Publishing Corp.,

     250 Fulton Avenue, Hempstead, NY  11550.

Infosystems (monthly).  McGrawHill House, Shoppenhangers Road, Maidenhead,

     Berkshire, SL62QL England.

Journal of Business Communication (quarterly). American Business Communication

     Association, 911 South 6th Street, Champaign, IL  61820.

Journal of Human Resources (quarterly). Board of Regents of the University of 

     Wisconsin System, 1180 Observatory Drive, Madison, WI 53706.

Management Information Systems Quarterly.  The Society for Management Information

     Systems Research Center of the University of Minnesota’s School of Management,

     269 19th Avenue, South University of Minnesota, Minneapolis, MN  55455.

Management Review (monthly). AMA Membership Publication Division, American

     Management Associations, Trudeau Road, Saranac Lake, NY  12983.

Management Science (monthly). Institute of Management Sciences, 146 Westminister

     Street, Province, RI  02903.

Management World (monthly). Administrative Management Society, AMS Building,

     Maryland Road Willow Grove, PA  19090.

Managing (three times per year). University of Pittsburgh Graduate School of Business,

     1917 Cathedral of Learning, University of Pittsburgh, Pittsburgh, PA  15260.

Mimi-Micro Systems (monthly). Cahners Publishing Company, 221 Columbus Avenue,

     Boston, MA  02116.

Modern Office Procedures (monthly).  PENTON/PC, Inc., 1111 Chester Avenue,

     Cleveland, OH  44114.

National Productivity Review (quarterly).  Executive Enterprises, 33 West 60th Street,

     New York, NY  10023.

Occupational Outlook (quarterly). Bureau of Labor Statistics, U.S. Department of Labor,

     Washington, DC  20212.

The Office (monthly). Office Publication, Inc., 1200 Summer Street, Stanford, CT 06904.
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Office Administration and Automation (monthly).  Geyer-McAllister Publications,

     Inc., 51 Madison Avenue, New York, NY  10010.

Personnel (bimonthly). AMACOM Periodicals Division, American Management

     Association, Trudeau Road, Saranac Lake, NY  12983.

Personnel Administrator (monthly).  American Society for Personnel Administration,

     30 Park Drive, Berea, OH  44017.

Personnel Journal (monthly).  A.C. Froft, Inc., 886 West 18th Street, Costa Mesa,

     CA  92627.

Public Personnel Management (bimonthly).  International Personnel Management

     Association 1850 K Street, N.W., Suite 870,  Washington, DC  20006.

Records Management Quarterly (quarterly).  Association of Records Managers and 

     Administrators. 4200 Somerset Drive, Suite 215, Prairie Village, KS  66208.

SAM  Advanced Management Journal (quarterly).  Society for Advancement, 135 West

     50th Street, New York, NY  10020.

Supervisory Management (monthly). AMACOM-S, A Division American Management

     Associations, Trudeau Road, Saranac Lake, NY  12983.

Today’s Office (monthly).  Hearst Business Communications, Inc., UTP Division, 645

     Stewart Avenue, Garden City, NY  11530.

Training/HRD (monthly). Lakewood Publications, 731 Hennepin Avenue, Minneapolis,

     MN  55403.

Training and Development Journal (monthly). American Society for Training and

     Development, Suite 305, 600 Maryland Avenue, S.W., Washington, DC  20024.

White Collar Management (semimonthly). McLean Hunter Ltd, 481 University Avenue,

     Toronto, Ontario, M5W1A7, Canada.

Words(quarterly).  International Information/Word Processing Association, 1015 North

     York Road, Willow Grove, PA  19090.

Worklife(monthly).  Employment and Training Administration, U.S. Department of 

     Labor, 601 D Street, N.W., Washington, DC  20213.

