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	PREREQUISITES: 
	


	Catalog Description (40 Word Limit): 
	Enables the student to participate in discussions relating

	to successful employment.

	

	


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	Ethical Theories and Behaviors
	
3
	

	Leadership
	
3
	

	Customer Service
	
3
	

	Global Communication—Technology and Etiquette
	
3
	

	Personal Finance and Investment Strategies
	
3
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	EVALUATION:
	  Quizzes
	
	  Exams
	X
	  Oral Pres.
	
	Papers
	X

	
	Lab Work
	
	Projects
	X
	Comp Final
	
	   Other
	


	Textbook:
 
	Title
	Procedures & Theory for Administrative Professionals

	
	Author 
	Stulz, Shumack, Fulton-Calkins

	
	Publisher
	Cengage Learning

	
	Volume/Edition
	7th edition

	
	Copyright Date
	2013
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	Major Course Segment

	Hours
	Learning Outcomes

	
	
	The student will be able to:


	Ethical Theories and Behaviors
	3
	1. Understand the basics of ethics and consider the importance of ethical behavior in the workplace.
2. Develop a framework for making ethical decisions.

	
	
	

	Leadership
	3
	1. Discuss leadership theories, styles, and traits.
2. Describe the qualities and strategies of an effective leader.

	
	
	

	Customer Service
	3
	1. Define customer service and explain the importance of an organization’s commitment to customer service.
2. Develop skills for providing effective customer service.

3. Describe strategies for delivering effective customer service.

4. Describe how to handle difficult customer service situations.

	
	
	

	Global Communication—Technology and Etiquette
	3
	1. Understand how people communicate globally.
2. Identify technology issues that impact the business environment.

3. Examine technology etiquette.

	
	
	

	Personal Finance and Investment Strategies
	3
	1. Identify the purpose and steps for financial planning and budgeting.

2. Understand investing for retirement and future wealth.

3. Describe the costs and benefits of credit.
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Course Outcomes:  At the successful completion of this course, students will be able to:

· Explain the importance of customer service.

· Describe effective leadership qualities.

· Discuss workplace situations an employee may encounter on the job.

