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Designed to provide employment experience in a position using specialized skills. Field experience: minimum of 225 hours required of Office
Assistant (Executive and Legal) and Office Manager majors.
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The student will be able to:

environment (312.5 actual work hours)

Supervised Occupational Experience related to student's training and

225

1. Apply the skills learned in the classroom to an
office environment.

2. Document work experience and responsibilities in
timesheets and weekly journals.

3. Enhance the vocabulary, procedures, and job
activities related to the individual's job position.

4. Learn to use good human relations skills.

5. Successfully complete the activities required in the
individual job position.

6. Update resume to incorporate knowledge and
skills acquired during the internship.
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[ COURSE OUTCOMES* [

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

¢ Apply office technology knowledge to a work environment.

¢ Demonstrate professionalism in a work environment.

® Prepare weekly journals and a final report regarding the internship.




* Course Outcomes will be used in the Assessment Software for Outcomes Assessment. Limit to 3 - 5.



