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COURSE DESCRIPTION
Office Administration is a Business Education subject concerned with the study of administrative principles, policies, procedures and technological competencies governing the modern office environment. The content and teaching strategies used should therefore reflect current trends in the office.  This course is designed to provide students with the knowledge, skills and attitudes to function effectively within a modern office environment. It is aimed at equipping students with the technical and professional skills to perform effectively, as clerical and administrative support personnel within an organization. It also provides the foundation for students desirous of furthering their education in a range of disciplines including Events Management, Human Resources Management, Office Administration, Chartered Accounting, Procurement and Projects Management, and Logistics and Supply Chains Operations.
COURSE OBJECTIVES
The course aims to: 
1. Provide students with the knowledge, skills, attitudes and competencies to function in the
modern office environment.
2. Develop awareness of the principles, policies, procedures and technological competencies
involved in office administration.
3. Develop technical, human, planning, organising, problem-solving and management skills
necessary for functioning in a modern office environment.
4. Provide students with the capability to adapt to changes that impact the business
Environment.
5. Help students appreciate the wide range of attitudes, attributes and behaviours necessary for success and advancement in the world of work.
6. Lay the foundation for career development and further studies in the business field.
STRUCTURE OF COURSE 
*This outline should be used along with the syllabus (uploaded to the online classroom) for specific details of each area.
OCTOBER
Section 4 - Records and Information Management
*SBA Draft due…..October 
NOVEMBER
Section 5 - Reception and Hospitality
Section 6 – Meetings
DECEMBER
Section 7 - Travel Arrangements
Section 8 - Human Resources Management
JANUARY
Section 9 - Accounts and Financial Services
*Final SBA submissions due…..January
FEBRUARY
Section 10 - Procurement and Inventory Management
MARCH
Section 11 - Sales, Marketing and Customer Service
APRIL
Section 12 - Operations, Dispatch and Transport services


METHODS OF DELIVERY
· Lecture
· Explanation
· Discussion
· Guided Research
· Presentation
· Video Tutorial

METHODS OF ASSESSMENT AND EVALUATION
Term 1 (Christmas Term)
End of Section Test…..…………….November		25%	
End of Section Test…………………December		25%
Classwork….……………….………….Throughout term	20%
Assignments…………………………..Throughout term	20%
Class Participation………………….Throughout term	10%

Term 2 (Easter Term)
End of Section Test…..…………….January		25%	
End of Section Test…………………February		25%
Assignments…………………………..Throughout term	20%
Classwork……………………….….….Throughout term	20%
Class Participation………………….Throughout term	10%


RESOURCE MATERIAL
Office Administration for CSEC by Ann Margaret Jacob;
CSEC Past Papers Office Administration by Macmillan Publishers;
Various video tutorials;
Handouts
