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ABT 111 Applied Business Technology 1.5

COURSE NAME/NUMBER FACULTY/DEPARTMENT UFV CREDITS
Office Practices and Management

COURSE DESCRIPTIVE TITLE

CALENDAR DESCRIPTION:

Introduction to common office procedures and management. Emphasis on the roles and responsibilities of the
administrative professional in an office setting and the importance of career management as a success factor.

PREREQUISITES: Admission to the ABT program.
COREQUISITES:
PRE or COREQUISITES:

SYNONYMOUS COURSE(S): SERVICE COURSE TO: (department/program)
(&) Replaces:

(b) Cross-listed with:

(c) Cannot take: for further credit.

TOTAL HOURS PER TERM: 22.5 TRAINING DAY-BASED INSTRUCTION:

STRUCTURE OF HOURS: Length of course:

Lectures: 22.5 Hrs Hours per day:

Seminar: Hrs

Laboratory: Hrs OTHER:

Field experience: Hrs Maximum enrolment: 24

Student directed learning: Hrs Expected frequency of course offerings: Twice a year

Other (specify): Hrs (every semester, annually, every other year, etc.)

WILL TRANSFER CREDIT BE REQUESTED? (lower-level courses only) [1Yes X No
WILL TRANSFER CREDIT BE REQUESTED? (upper-level requested by department) [ Yes X No
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE: [ Yes X No

Course designer(s): Christine Nehring, Liana Thompson, Mary Higgins

Department Head: Christine Nehring Date approved: December 8, 2013
Campus-Wide Consultation (CWC) Date of meeting: December 13, 2013
Curriculum Committee chair: Beverly Jones Redekop Date approved: February 4, 2014
Dean/Associate VP: Sue Brigden Date approved: February 17, 2014

Undergraduate Education Committee (UEC) approval Date of meeting: February 28, 2014
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LEARNING OUTCOMES:

Upon successful completion of this course, students will be able to:

Complete and manage office documents, records, systems, and financial information
Arrange and document meetings and employ common meeting practices

Use and maintain business office equipment

Identify career path and set short- and long-term career goals

Demonstrate self-awareness and self-management skills

Identify and implement strategies for being part of an effective team

Demonstrate conflict-resolution skills and positive working relationships

Interact and collaborate effectively with others

ONoOR~WNE

METHODS: (Guest lecturers, presentations, online instruction, field trips, etc.)

Lecture, group work

METHODS OF OBTAINING PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR):

X Examination(s) X Portfolio assessment L1 Interview(s)
1 Other (specify):
1 PLAR cannot be awarded for this course for the following reason(s):

TEXTBOOKS, REFERENCES, MATERIALS:
[Textbook selection varies by instructor. An example of texts for this course might be:]

Fulton-Calkins, P. & Blaney, D. (2013). The Administrative Professional: Procedures and Skills. Second Canadian
Edition. Toronto, ON: Nelson Education Ltd.

SUPPLIES / MATERIALS:

Minimum 8 GB flash drive

STUDENT EVALUATION:

[An example of student evaluation for this course might be:]

Assignments  30%
Projects 30%
Exams 40%

COURSE CONTENT:

[Course content varies by instructor. An example of course content might be:]

Customer service

Career management

Records and systems management

Meetings and minute taking (Robert’s Rules of Order)

Systems management: Purchasing cycles

Office documents: purchase/sales invoices, expense claims/forms, bank reconciliation
Self-management skills: time, stress, anger, work ethic, self- and other awareness
Office equipment: scanner, photocopier, multi-line phone

Electronic scheduling: meetings and appointments

Team work
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