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COURSE; See: 73, Secretarial P.rocedures
C

Cg,TALOG DESCRIP\TION:

.

course designed to help the student develop
113ersonal'oharacterfstics and traits. Subjects
include grpoming, dress,, speech, personality,
getting along with others, talking on the telcp-,
phone, applying foi a job, and other problemS

which dtuclents'may find upon enliering the
. o.busintss world.

TIIVO3 ASSIGNMENT: The class will meet two fifty-minute class periods
during a week.

CREDIT: Two semester unit.
/ ,: .)

PURPOSES': 9.ecretaria1 Procedures 'waS prepared e'speeially"for students
wishi to gain a finishing course in' office procedures

4., used it today's business and professional offices. .

r UNITS: Unit I YOUR SECRETIARIAL CAREER (l, week)
I

4 Unit II YOUR WORKING T.M.AG (.2 weeks)
so

..

Unit HD, YOU SELECT' A JOB (2 weeks)
, ,

'--"'N .
Unit IV? YOU TAKE DICTATION ;(2\weeks) 0

t \
unit V YOU ,TRANSCRIP11,2, (2 weeks)'

4

Unit VI* YOU ORGANIZE AND PLAN (2 weeks)
,ca.

Unit VII YOUR COlvtivIUNI,GATIONS (2 weeks)

Unit 'mil YQQ-WRITE REPORTS / (2 waelcs)
,,

Unit IX A SECRETARY.'S DAY (1 'week)

Unit X Y'6U11.- PROFESSIONAL DEVELOP- ,

/ MENT (1 weelc)

GENERAL OBJECTIVES: At the conclusion of this. course, enrollees will
be able to:

. .4
.

(1) demonstrate good study and wo;lt habits.
(2) understand importance of good(communications.
(3) organize and plan'short, and long range Orcjects.
(4) self-evaluate themselves.
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UNIT I

/

c

''`irbUR SECR:ETARIA4.0AREER.

G.NERAL

S,PECIFIC:

1.

2.

Object.41

The :student will understand the duties and ta..
And 'will begin to analyze his potentials in acc

ti

tvlks bf office workers
rdance to his goals.

1. During class, the student will complete ork Sheet 1../. an
. ,tanalysis of his, personal attitudes and gen ral knowledge.
.

2. ,Puring class, the 6tildent will be. timed or Work Slice( 2,

.

'on typewriting.

3. During class, the studentwill be timed on
on transcription.

Work SI eet 3

4. Giyen a list of duties performed by a seer tart',, the student
.

swill check whether the ditties are basic s ills r require-
ments beyond skills. t

5. Given a.list of kinds of 'secretarial p6sitio
match these positions aPpropriate jo

id 0

the student: will
escriptions.

6. The srtii,dent will identify various positions toithe three
specialization areas. -;, .

Tlie studentwill/be familiar witthe features ..drid the
disadvantages of various'correction,methods. ('in erasing)-.

SPECIFIC:' Given a list oltorrect,ion methods and another list of special
featuieS and uses, including disadvantages, eie studelit
make proper identification.

4.
.Melia

ti

StronY, Madeline S., Mary S. Sthith, and M. Ch..udia Garvey, The
Secretary at Work , McGraw-Hill Book Cornpanyfi 196k), Chapter 6

The Secretary at Work , p. =17) (Guide to, SelectiOn of 6oree-c't,iore'Devic.es)./
.

t3. .Handc\ut Sheet "Requirements Beyond Skills"/NO .110

4. Handout Sheet "Kind of Secretarial Positions"

5): Handout ,Sheet "Secretariaft. Syecialization

t. 'Page 2
0
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YOURWOEKING IMAGE

SI

4

.4'

-..., 11 ObjestiVes ,r) ....-

.. 41
rr.' GENERAL: The student will understand the importance.of VA way she ,or

I
. .

' . Imo looks on a job. . 't 4
N. t),

-. . "
/ '

. .
4 P.

SPECIFIC:.. L.Outside of class, ti-it student will c61-nplet a self-evaluation.
test an grooMing - cleanliness, simplicitir, harmony, and -

general. i ,--".1

i

.
1 . ....0,-

' .

. :. -'. .

s1.1. GENERAL': The student will.understhnd the imporeance-of tireWay she'sPeal:s,15.;....,,.

. SPECIFIC: 1". Outside of class, the student Will,coviplete Mork SlAt 5 '.,. ,
..

on "How Do YouSoubd?" .
,

. .

1 .(1 ,rye
IV .., I'..,

N III. , ..6 ENERAL:I . ,,,
SPECIFIC:

.. r, bn "How Do You Act ..1
'

...
*2. Outside of class, the stude.nt will complete Work Sheet 4as'

) .i instructed in the Se reta-r-tia Prdjects.- No 2. '.
, , .

,
, .

... 'IV. GENERAL : T)iie stud nt will understand the uses of quoti-ttions and folt-
( ) I notes in the typing of papers.

t'., '''' . .,
.,;...,'

SPEGI444C: I. The ptudent will identify the various methods bf showing
. .

i quotations,on written reports.t.... 4..

P ,elf . . ' * .

2. 'Pile student will identify the various Triethods'Otypi:ng,
lodinotes on Writtft reports.

< ,
:A=

, .

03.- The student will be able to match: terminologPorPgiven
lists of quot'ations and footnotes.

.:--r
,

...1

; V. ..GENERAL: The student. will write repo is on magazine articles and
,. ' citapteys oftiooks. ,-- .

4 4
.1.

N
. SPECIFIC:. 1. Outside of class, alb student 'w . make a selection from

T'he Student will uhc erstand the riortance of the way she acts. .

1. Outside. of cla0s, the student Will' complete. Work Shedt.6

Group.Xof the Recominended Readings'and writet'a brief
summary of the article and t:} an state, his own personal

sreactions to the article.. I

14 . t:
2. Qutside of class, the stutientiwill make a sglection from

Group B or C and do as request in No. 1 above. .

.Media .
1. The Secretary at Work, ChaOt x---27e
2. The Secretary at Work, p. 182181.(Quotations and FtoOtnotdi).
3a Recommended frbm Chapter 2. .. \ 1

4. Gregg Sedretarial Training Records--Set Ond, Recorcig 2, '5, and 6.
5. 'Rescirce Speaker. , ..

<
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UNIT I iI YOU sELE"Oy A JOB
5)

Objective

I. GE ERAL: The student will embarlpon a.*job hunting campaign. (This
4 can be for make'believe orl'for real.) /

SPIT CIFIC: 1. The student different means ofifinding job openings.

2. The stutrent will identify the factors involved in the issue of
whether to wok in large or small office.

ot

rn

3. Outside of class the student will prepare a letter of
application for himself.

4. Outside of class,,the student will 'develop a resume on himself.

5. The student Will identify appropriate and inappropriate pro-
cedures concerning the job interview an/the follow..up.

o

-6: The' student will complete Work Sheet 24 on menial alertness
under timed conditions during class.

7. During class under timed conditions, the student will complete
Work Sheet, 25 on English grammax.

8. During clAss under timed conditions, thestuclent will con).-
plete Work Sheet 26 on spefling.

.9. .During class under timed conditions, the student will corn-
Work Sheet 27 on typing and dictation-transcribing.

I,

GENERAL: The student will become familiar with the ten spelling rules.,

SPECIFIC: h Theo student will demonstrate his knowledge of the spotting
rules on a spelling test.

III. GENERAL; See Unit II, Objective V.

Media

1.
2.
3.
4.
5.
6.

The Secretary at Chapter 9,
.

TheSecretary at Work, p. 177 -8 (Spelling Rules).
Recommended .Readings from. Chapter '9.
Gregg Secketari,a1 Training Records - Set one, Record 1.
Resource Speaker .

Handout pamphlets on applying for jobs.

,0

41,
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tiNix IV YOU TAKE DICTATION

, Objectives

I. GENERAL: The, student will develop proper dictation ha.bit.S.

'SPECIFIC: 1. The student will identifypprappriate and inappropriate
practices in taking dictation from the boss...

II. GENERAL: The student will develop iknowledge procedures.

SPE.CIFIC: 1. The student will identify, proper procedures on incoming

III. GENRAL:
. .

SPECLFIC:

mail practices. ,si,

The student Will be familiar with various 'refarenee books..

1. The student will be able to identify sources usod in finding
various information.

Z. The student.will-be. able to use various sources in Hie:,
finding, of cletai.led.inforthation.

GENERAL: The student will improve dictation, skills.

SPECIFIC: 1. -During class, the 'student will demonstrate va.rio,ns skills:
4 ' a." Spelling - Work Sheet 7

b. Similar-words - Work Sheet 8.
c. Finding and correcting errors - Work Sheet.9
d. Selecting punctuation and figures or words

'0...GENERAL,: The stuckent.will become familiar with various typing an4
.

erasing shortciits. . \ -, .
, ^

/ SPECIFIC: 1. The student will orally demonstrate various tyPinlY,',a1141
i.,

1.
erasing shortcuts to the class. ..

V I . G E 14AIM; : The, student will become familiax with similar words.
. .

.. . . . 6

... 0
, P

SPECIFIC: 1. Given 50 sentences using similar words, the student
cliotise the correct response.°

VII. GENERAL: See, Unit II, objective V.

I
Media

1. The Seciietary t Work, Chapter 3:'
Z. The Secretary. t Wo:k, p. 171 (typewriter ribbons).
3. The Se.cretary at Work, p. 179 -180 (similar words).
4. Recomrnencied.Readings from Chapter .

Gregg Secretarial Training Records - Set Two,: Record

Page 5

;
will

.



. .

I

1.11\11.T V YOU TRANSCRIBE ,

4

Objectives

I.
.

(..1ENTAL: The student will learb to'malce effective use of the three
bas:x steps in the transcription process.

1.. The student will 'clalisify steps in .Vie preparation for
transcription, transcribing of slIhrthand notes, and the
follow-up duties that 'complete the job.

. GENERAL:' The student will become acquainted with basic letter; memo,
and report styles.

1. jtudcnt will type lett/ors iri any of the styles recputsfed.

2. The student will use carbon paper and the special notations
illazolaved with,its use.

4 . 3..The. student will liege correct procedures for preparing
'envelopes.

S PECIF1Ce

III. GENEB.

SPECIFIC:

4. The 'student will identify and know the most appropriate.
types of mail seevice to use for various kinds of mail.

The student will have a basic, knowledge of all types of
office machines. ' '4
1. Giperl a list of duplicating machines,. the student will decide

on the appropriate,machine to use on a list of ten various
.types of duplicating jobs which might 'be required in office
work. In some cases either of twQ answers rbight fro ac.reptnd.

A

2:-.The student will be 'able to identify and define purpohes of
other types of office equipment suchas transcribing and
adding or calculating machines. ,:.

.

A

IV. GENERAL: The student will perform various tasks accurately in a
'minimum amount of time.

SPECIFIC: 1'. The student will type, in cl,...sq.airicler timed conditions,
.- .,Work Sheet 11 it final copy frorn rough draft.

1

Z. The studentwill\type, in class undex-timed conditions, the
letter in, 117.ork-Sheet12 according to the dire.ctionss- given.

3.. The student will type, in class under timed conditions,' tlin
project in Work Sheet 13 according to the directions .given.,

''',

4. The .student will ,cornplete Work Sheet 14.

V. ,GENERAL: The stude'nt'Will become familiar'with punCtua,tiOn rules.

#

4,13ECIFIC: 1. Students will demonstrate punctuation ability by
punctuating 25 septbnces!.,

.
Page 6 a.
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UNIT V U TRANSCRIBE (continued)

Objectives
kr-

VI. GENERAL:-' See Unit II, ONN:tive V.

1. The Secretary
2. The Secrerary
3. Rectmunended

a

Media

at Work, Chapter 4.
at Work, p. 173 -177 (Punctuation
Readings from Chapter 4. \

V
...

Page.'6a-.

in 13rief).

rf



.n

.,

UNIT VI YOU ORGANIZE AIM. PLAN

4

ti

/5

Objectives I

I. GEIERAL: The student Will learn proper organization and planning.

SPECIFIC: 1. The student. will be able to identify proper work-habitn.

- 2. The st ident will identify, in a matching situation, the
various typen'of filing and reininder systems./

3. The student will lint the steps and 'Practices to follow in
organizing. a conference.

11. GENERAL:, The student will une filing procedures and rules.

SPECIFIC: 1. In class', the student will complete Work Sheet 15on
Wing procedures.

2. In clasp, the student will cone ete Work Shetit 16 on
alphabetic filing.

3.' In class, th(;.. student complete Work Sheet 17 on
subject filing.-

4. Outside.of class, the student will type the biographical data
sheet in Work Sheet 18 as instructed in the direction';.

Lir. GENERAL: The student will hqcome f4miliar with proper methods of
'using figures.

SPECIFIC: It Thestudent will be given a list of 2'5 multiple sentences
in which he must choose the correct response.

IV. GENERAL: See Unit II, Objective V.

Media

I. The Secretary at 'Work, Chapter 5.
2. The Secretary'at Work, p. 180-181 (Figures or Words.)
3. Recommended.Readings from Chapter 5.

Page 7
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UNIT VII YOUR COMMUNIalkATIONS

ti

Objectivca

I. Gli:111%;RAI.: The,student will practice proper communications.

SIJ =CII ICs 1..The student vill.develop a thorough knowledge of televisime
technitfru

Z. The student will identify Qie I ypi.,s of tel servietii;
and th-e purposes of each. Ile will complete the fifth
problem in the Secretarial Projects.

-
3. The student wilt practice proper procedures ivhen

rec?iving office callers or visitor --- to be done at
dos at all times.

t

4. The student will' corni.olie andlirpe letters as instructer.1 in
Work Sheet 19%

5. The student will prETare telephone messages as instructed
in Work Sheet .10.

62 The student till cotirplete'theenpeaking and the vocOml.trry
test on Vork Sheet

I.I..'GENERAL. See Unit II, Objective V.

Meklia

1. The Secretary at Work, Chapter 6.
24, Recomrnetided Readings f;orn Clv 6.
3. Greug Training Recti.rde- Set. One, Records 3 and 4.
4. Resource Speaker
5. --Handout materials

'a

Page 8
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UNIT VIII' YOU WRITE REPORT:,

.Ohjectives

I. CICN1 ;RAL: The student will. become familiar with writing various kinds
of reports.-

SP EGIFIC: 1. The s udent will orally discuss the report format,
' re,. a 'citing the report, organizing the report, and

pr sting the report in appropriate form.

LI. GE ERAL: The student will become familiar with typing expense reports.

S I iFOLFIC 1. The student will 'convict,: the detailed expense form for
Mr. Avery by filling in. Work Sheet Za according to the
instructions.

Ill. GENERAL: The .student will develop a written prq,ject.

SPECIFIC: .1. The student will choose ,. topic from the sugge.stions
given in Sect-O.:trial Projects, No. 3, and develop a
report which will be due at a later date.

JV. GENERAL: Sec Unit II, Objective V.

Media

1. The Secretary at Work, Chapter 7._The
Readings from Chapter 7.

Gregg Tr-,Lring Recoros - Set ,Twe, Records I and Z.

Page 9
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UNIT IX

Gaut

v

A SECRET P.YIS DAY

Objectives ,
1.

I. GENERAL:

SPECIFIC:

GENERAL:.

SPECIFIC:

The studentwill become Iatniliar with daily secretarial
duties.

1. The student will be given va)....our difficult sittiations
which miry,ht arise and &cc' .ss the Pbssible solutions.

The student wily. develop a travel schedule for an employer.

1. Outside Of clasa; the studt.,-nt will prepai2e-eR travel
schedule for Jonathan P...Darcy,. as instructed in-

4:Secretarial Procedures; No. 1, complete the detailed
itinerary and the.summary schedule. on the. Itinerary Form
(Work, Sheet 23) as instructed in the directiOns.

III. GENERAL: See Unit II Objective V.

Media.

I. The Secretary at Work, C1-6nter 8.
Z. Recomrnentkad Re,ading's from.. Chapter 8.
3. Gisegg Tv..in'ing Records `.1. Set Two, Record 3.

.2)

11

NA .

UNIT X YOUR PROFESSIONAL DEVELOPMENT

a

a,

I. GENERAL:

PEC1FIC:

II. GENERAL:

SPECI!'TC:

O tjectLves

The student will become familiar with professional
(secretarial) ,terminology.

.1. The student will be able to identify. and define the
pl,ofesstonal organizations, their starylarc1S of achievement
and conduct and. eoritinuiri\g study.

The staidel,. wi..1 ciovelop a plan for his future growth and
professional growth. ).

)7. Outside of class, the student will type in report form his
plan as suggested in Secretarial Projects No. 5.

. /.

Media

1., Theetary'at Work, Chapter 10.
2. 'Recommended Reading= f rbm .Chapter 10.,
3. Gregg Training Records A Set Two, .Recorcia 4 and 5.
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