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Catalog Description: (40 Word 

Limit)

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.

Clinical:

List the Major Course Segments (Units)

Supervised Occupational Experience: Relates to his/her training and environment

Pass/Fail (Y/N):

Contact Hours (Minutes Per Week)

Lake Land College

Contact 

Lecture 

Hours

12 - 52. 9998 IAI Code

COURSE NUMBER: BUS-081 TITLE: (30 Characters Max) Office Assistant Internship

3 Lecture: 0 Lab:

Work Based 

Learning

Contact Lab 

Hours

Work-based 

Learning

225

Clinical 

Practicum

Course Information Form

Prerequisites: BUS-079

Supervised Occupational Experience related to student's training and 

environment (312.5 actual work hours) 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 

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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The student will be able to:

EVALUATION 

Supervisor Evaluation

00 225TOTAL 0

COURSE OUTCOMES* At the successful completion of this course, students will be able to:
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225
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Career/Technical

Dev Ed/ Not in Degree Audit



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


