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Catalog Description:

Systems, procedures, and practices related to organizing and planning office work, controlling employees’ performance, and exercising leadership skills.
Course Objectives:
Upon successful completion of this course, Office Management, the student will be able to:

· Define and explain the management process.
· Discuss the organizational principles and structures.
· Explain the purpose and describe the methods of appraising employees.
· Explain the importance of job analysis and evaluation.
· Apply work measurement techniques.
· Design or modify a system.
· Describe data processing systems.
· Explain the importance of quality and quantity control and describe methods of establishing these controls.
· Discuss the budgeting process and methods of cost control.
Weekly Topical Outline:

Week One: 

Introductions / Review of Syllabus

Chapter 1: The Evolution of Management Practices
Chapter 2: Handling Administrative Management Challenges
Week Two:
Topic Due for Research Paper
Chapter 3: Administrative Management Activities in the Workplace 

Chapter 4: Emerging Elements Impacting Administrative Managing Practices
Chapter 5: Managing Information, Technology, and Training in the Workplace

In Class Activities  
Week Three: 


Chapter 6: Staffing Practices: Employment Laws and Job Analysis 

Chapter 7: On-The-Job Employee Practices

Chapter 8: Employee Compensation, Recognition, and Company Policies

In Class Activities

Week Four: 

Mid-Term Exam

Chapter 9: Health-Related and Other Workplace Issues

Chapter 10: Work Ethics and Business Etiquette Issues
Chapter 11: Leadership, Motivation, and Problem-Solving In Organizations

Week Five: 

Chapter 12: Communicating In the Workplace 

Chapter 13: Group Dynamics, Teamwork, and Conflict Issues
Chapter 14: Essential Business Communication Skills

In Class Activities

Week Six:


Chapter 15: Office Design, Space, and Health Issues
Chapter 16: Managing Workplace Safety
Chapter 17: Other Workplace Productivity Systems
Week Seven: 

Research Paper Due
Chapter 18: Computer Network Systems and Security Issues

Chapter 19: Internet Services and Computer Management Policies

Chapter 20: Business and Computer Information Systems

Review for final
Week Eight: 

Presentations
Final Exam

Method of Evaluation:              %of Grade:


Grading Scale:
Participation in class exercises           10                90 - 100  A

Mid-Term Exam                              25                80 - 89   B

Presentation                               20                70 - 79   C

Research Paper                            20                60 - 69   D
Final Exam                                25                59 & below F



Description of Methods of Evaluation: 

A. Students are expected to participate in the exercises applicable to each chapter during class instruction.
B. Tests will be closed book, in-class and may consist of multiple choice, matching and true/false questions.  Students should also expect and be prepared to answer essay questions that require a short written response.

C. A double-spaced, typed term paper on an approved case study will be required including a 10 minute minimum power point presentation. (Will discuss in class)

Additional Course Information (i.e. instructional methods, out-of-class activities, etc.): 
· This course can be used as an elective for many programs and is a required course for an Associate in Applied Science degree in the following programs: Applied Management w/Technical Options, Business Management, and Office Management.
Additional Information from the Instructor (make-up exams, rounding of grades, cell phone/pagers, etc.): 

A. Make up test will be arranged on an individual basis prior to missing of class.

B. Students are responsible for arrangements to obtain notes and related information from fellow students and instructor if they are going to miss class.

C. Please turn off pagers and cell phones prior to class.
