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COU"RSE:‘ Sec, 73, Secretarial Procedures o o -~ )
'L | o E 1"' l . .‘ : . | "..

’,

'CntALOG DESCRIPTION course deszgned to help the': student develop
*ﬂ)ersonal characteristics and traits. Subjects
include grooming, dress,, speech, personality,
-~ = getting along with _others, talking on the telan
) , .phonc, applying: for a job, and other problems
el ; ‘which students'may find upon enl;ermg the
Y, o husm‘ess world. , . ) A

TIMB ASSIGNMENT: The cla.ss will meet two fifty-minute class periods$
durmg a weck . o

CREDIT' Two semester units,

PURPOSES: Secre\arlal Procedures wab pr epared e"spee1a11y for students
‘'wishing to gam a finishing course in' office procedures

<, . used inf today's business and pr ofcssmnal offices.
- UNITS: Unit 1 YOUR SECRE'I‘{XRIAL CAREER' (1 week)
. Umt II ~ YOUR WORKING IMAGE (2 weeks)
Unit UF. = YOU SELECT'AJOB | - (2 weeks)
f s / . ' A o
* Unit Iv)ﬁ YOU TAKE DICTATION oo ;(Z\Wecks) I
4 . - . - [ .\‘
Uénit Y YOU TRANSCRIBY {2 weeks)
. . . o g, 4 . A \
. Unit VI’ YOU ORGANIZE AND PLAN (2 weeks)
Unit VII YOUR COMMUNILOATIONS (2 wéeks)
Unit VEEf. YQU WRITE RL‘PORTS < (2 waeks)
'\\. e . . . .
Unit IX A SECRETARY'S DAY (1 weck) - \
Umit X 'YéUR PROFESSIONAL DEVELOP- . .
. ) . ) MENT (1 week) -
GENERAL OBJECTIVES At the conclUSlon of this. course, enrollees w1]]
. . be able to! B .. :
. . ,J . '
(l) -demonstrate good study and woik hablts..’ : s

"(2) understand importance of good‘communications. o
(3) organize and plan short and long range qfrOJects. L

(4) self-~ evaluate themselves.

. . . . ) ) ?4% -0 ' ‘ v V . .
) o \ o ’ Y ' ) ,‘,S Y
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.A.’,

‘YOUR SECRETARIAL CAREER

UNIT I
@ { \ _ ‘ f |
P o ObiectiVﬁ; ] , S |
VL _C_iIL‘NERALE The student will understand the dutzeo and tafkgybf office wm:lgc'rs . b‘.
- . ;md will begin to analyze lus potentials in accorclance to his goals.
SPECI¥IC: 1. During class, the student will compléte Work Sheet 1. .4 an
"analysis of his‘pcrsonal attitudes-and genpral knowledfe.
N 2, Durmg class, the student will be tlmed oy Work Shecé 2 _
‘on typewrltmg o o L :
3. Durmg class, the student will be txmed on| Work Sli{eet 3 +
. on transcr1pt10n. ' . e
VI . * : . ' // . -
4, Given a list of dutiles performed by a secrgtary,/the gludent
R «will check whether the duties are basic skills gr requite~
i+ ments heyond skills. v : N
. - 3 v
5. Given a list of kmds of secretarlat pnsitions, the stadent will {
match these pos1t10ns W1t‘T approprlate jobs descriptions.
' 4,.4 o t ¢
. . 6. The student wzll tdentify variouys positions to'the three . .
. : oo : specl;{hzatlon areds. - 4 ) . e ,'_ "
1I. .' CNERAL: The student will Be fam111ar w1th ‘the features. ./and the . .
A\, . disadvantages of varmug conectlon methods. / {in erasnm,) < "’

SPECIFICY (.uven a list of. COrrcct‘xon methods and anothc-gr hst of spcmal
e features and uses, including dmadvantages he student will
. make proper 1dent1f1cat1on. : ! o
o Mceha : N / )

:

Strony, Madeline S., Mary S. Smlth, and M. Cl,_ud)a Uarvcy, 'lhé .
Secretary at Work , McGraw-~Hill Book Cornpany, 1966, Chaptm 1. , T .
I / [

The Secretary at Work » Pe 17,} Gu1de tor Sel‘ocmdn of (torf“éft,mn-"l?ew.em;)./ ’ ’

o . o " R

IIandC\ut Sheet -~ "Reqmrements Beyond Sk1lls AR o /
" Handout oheet - "Kmd of Secrctanal P051t10ns I/ . b : Y
Handout Sheet -~ "Secretariapl‘ S{pe‘cializatior& | . e e o, '
. , . S o B \ 3 ~
“ A\
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UNIT [1 YOUR WOEKING IMAGE | - ,
. v ' N . - |' r N “
: : P ’ . , " '
. . > g ObJectives ‘r} 2 L e
(JENERA.L The student will uxldexstand the 1mportance of thL way qho
) oL ;;g,loo]\s on a JOb. /‘; Lo v ) 5, . v “
. PS D. .

N
SPECIFIC: 1a Outeude oi class, th& student will completL a self-evaluation.
- test cn groommg - cleanhnes‘s, simplicity, harrnony, and
* -general. o |~ - ~
J i ' - -,

N } ) ' %/. ) ) . A ‘( ’ l"._,' "~‘-. . .x'-' . » /\, .

'
. o C, « ,
" )

- .

. “II.. _QENERAL: The student w.111 understbnd the 1mportance of th'e;bvay she’ Sp@d" e

4_ SPECIFIC: 1. Outs 1de Gf class, the student w111:cognplet;e Work Sh(;‘c-t 5 ‘<«
- on, "How Do You Sound? " l .
. ) i ,rf..} o

. ’ \ g . A ~ . -
l'GENERAL The student W111 uﬁc?/‘rstand the 17Jportam.e of the Way Bho acts.
/.\

SPEC{.IC 1., Out51de of class, the student W111 comp]nfn Wozk Sheét 6
e f\' ,on "How Do You Act?" . ,
. s . ’ ' C~

' 2, Outside of claBs, the sludent W111 complete Work ohnnt 4 ae.
s mstructed in the Sezjeta/nﬂ Prdjects. ~ No. 2. -,

: ! . .
,Ig . . . .
£ ‘

) " \ R - ‘ ’ - . . 'J .
C . IV GENBRAL ~ The stud{t will understand the usea of quotzttlons and foot« _

( notes in the typmg of papers. \
, O

’ / SPECI"‘IC I ’,I'he student will 1dent1fy the var1ous methods bf showing ’
" / quotatmns on written reports.v. : 4
- ' ‘ : ’
s
T 2 'Pfxe student will’ 1dentxfy the various methodq c'ﬂtypmp
. o *foo?notes on wrrttén reports. , C
. %f%} ] oo . ‘ Q , *
: A The student w111 b,e able to match termmologf on mvcn
. lists of quotatlons and foot notet;.
’l..' ’ N N ‘ . ’ . . ’

! ‘l °
: v GENERAL: The student will write repo ts 'on magazing articles and
v cHapters of hooks. oy ' .
. L . . . AR .. ..
.. SPECIFIC: - 1. Outside of class, the student w'™. make a selection from
' B Group. X of the Recommended Readings and writg a brief
_summary “of the article and then state his own persmnl

. .reactxons to the article.

2. Qutside of class, the stuﬁent\wﬂl make a sdectlon i om
Group B or C and do as request in No. 1 ~above. °
* «Media . ‘ ,

1. The uecret’ary at Wor].c, Chaétor 2, .
2. The Secretary at Work, p. 182~183 (Quotatlon& and I;‘<)otnotes)

3» Recommended Readings from Chapter 2. :
, 4. Gregg Secretarial Trammg Records--Set Oné, Records 2,5, and 6. -
5.. Re-source Speaker. - : . S

) Page 3 : '_. _." o * l\
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UNIT Il  YOU SELEGT A JOB  ~ W ,
. ) . P , N S .-1 . . , . )
' .Objectives - '
. . tl:’t , .
I. GE \TDRAL The student will cmbarh\;qon a’job hunting camp-ugn. (This
5 can be for make believe nrVfor real.) 3 )
L4

[¥5]

PLCIFIC! l‘., The student will4is dxffcrent means of finding job openingn. '

e antmead

2. The atu*c!‘ent will id ntlfy the factora 1’nvo)ved in the issue of
“a - hether to wotk in 4 large or small offlr'o.
. .3, _Outsudc of claas the student will prepare a letter of ’
! apph(:atlon for himself.

: -

~ 4., Dutside of c}ass,\the student will develop a“resume on himself.

i . 5, The student \%111 1dent1fy appropriate and mappropnatc pro-
cedures concerning the job interview an}l/the follow_ .up.

o ' 0 J
re & ‘ ® 6, The'student will complete Wrrk Sheet 24 on ment'll alortneﬂa
) ) under timed conditions durmg class. e

9
'

7. Durmg class unde1 timed conditions, the student will rorhpletc
Work Sheet, 25 on Enghsh grammay. -
I'4

Yo
o T 8. Dunnp class under hmed conchtlon's, the: student wdl com-
B : ", plete Work Sheet 26 on spelling.

. 9. Durmg class un,der timed cond1t10ns, the student will com-~
-plete Work Sheect 27 .on typing and dictation-tr anscnbmﬂ,

R GENERA'L The student w111 bccome familiar with the ten spcllmg rules,
SPEC[I‘[C l The student w111 demonstrate his knowledge of the speling
o ' rules on a spelling test. ° > 5 ;
. I GENERAL; See Unit II, Objectivé Y. - . . . e

o % — ~ V - )
o \/ Media Lo . ’
1. The Secretax;ygat Work, Chapter .9 o
2. The'Sccretary at Work, p. 177-8 (Spelling Rules)
- 3. Recommended Readings {from Chapter ‘9.

4, Gregg Secretarial Training Records -~ Set bne,»Rascord 1.
5. Resource Speaker . , o.‘z,,

6. Handout pamphlets on applymg for jobs.

]
ey

¢ ' ¢ Paged4 . o

IRl
x




| UNIT IV YOU TAKE DICTATION

4

. AI. GT‘NLRAL " The. stullent W111 dcvclop propcr dictation halntn
‘e : _ SPLCII'IC 1. The stuclcnt will Jdcntxfyru)pip;n iate and 1napprop1 qate
‘ ' practices in taking dictalion f'lom the boqs »

4

IL. GT,NERAL The Btudent will develop a%knowleclge of mail procedurcs.

v

] .
. t

SPE\;II"ICﬂ 1. The student will identify, proper proceclureq on incoming
: \ . mail practxccs. . , .
« .o III. GENERAL: Tﬁe student 'wiill be familiar with vnri'bus"refércncr" boolk.
. " 'SPECIFIC: ' 1. Thc student will be able to 1dent1fy sources used in imrhng
) various mformatmn . ‘ ‘
! o 2. The student'wilk-be. able to use various gsources in the, .

. finding, o.f detailed. information.

[ [l ’ ! . . . . .
- \ [

L -+ % IV. GENERAL: The student’ W111 improve dictation skills. =~ . v
o, SPECIFIC: 1, Duung class, the studont will dnmonq'tratc wvarions slkills:
e . " - ai Spelling - Work Sheet 7 ' .
N SN " b. Similar words - Work Sheet 8
&,) o ' €. Finding and rorrcctmp erfors - Work Sheet. 9
" g R d. Selectmg, punctuatlon and f1gurcs or words ,
‘ V.. GENERAL The student will become fam111a1 w1th Var101.s typing and »
erasmg shortcuts. - . ° > B SR, .
_ : 4 SPECI'I‘:‘IC: " 1. The studént w in orally cl(,mcpnstrate various typinfiiand -
v A . ' Ty e"rasing shortcuts to the cl'mss. ‘ e
. - . . ‘ * 5 . . .
L .. VI, GENERAL: The. student wxll becqme fam1ha,gr wfth 91m11ar words, ‘
Ly ’ e . : 3 P -
N SPECITIC: ' 1. Given 50 sentences using sxm11ar words, the student will
| ) . o cho6se the correct response. , . - ]
v ' . - + . N e, . v g
. . - [ o ;‘.. R .3 .
‘ VII. GENERAL: Sec, Unit II, Objective V. )
:.L_ 1. The Seci‘etarc[ At Work, Chapter 3 . ‘
g 2. The Secretarwx 3t Work, p. 171 (ty,wwrater rxbbons) N
- 3. The Secretary/at Work, p. 179-180 (mrmla-r worde) . (
: 4. Recommended\Readingg from Chapter 1.
s, Gregg Secretanal Training Rerords - Set Two, Record l.A ’
b . ) ' ) . ‘ -
a
" ’ o
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UNIT V-

)

" GENBRAL:

hutibevadull Mfufaulelutios

b

*° SPECIF o

Prtmnns b 5 oemaa——.

”»

. L

SPECIFIC:

W

. GENER

C o

' SPECIFIC:

GENERAL:

“

IvV.
A,q_o - .
¥ - SPECITIC:

z&v.‘?l )
3\ -
. - g
] . he
J \ ;
N “>.

SPECIEIG:
. \
\

GENERAL:

4

YOU TRANSCRIBIE |

‘ ~ A . .

Obicctivcs

Thc studant W1Il lvarh to'make effective use of the tln oo
4bas c steps in the trans;m iption proccss

IR

1
Tho student will claéaxfy Bteps in the preparation for
transcnptton, transcubmg of sibrthand notes, and the

follow-up duhes that complctc the job. . /
)

'I‘hc student will bccomo acqualnted with basic lettel. maemao,
and report qtylos.

1.,

2,

!
4

3.

"4,

A}

1.

The studont w111 perform various tasks accuratcly in a
‘minimum amount of time.

1.

> :
T}Q,e i;tudcnt will type letters in any of the styles reguestad.

The student will use carbon pa.pe and the special notations
\wollvml W1th its use. S

'The studont Wlll yso correct procedures for preparing
'envolopcs. vy - ’

The student will identify and know the most appropriate
types of mail ser’vice to use for various kinds of mail.

The studcnt will have a basic knowledge of all typen of
office machines. “

.’

L ’ .o .
Giver a list of duplicating machines,. the student will deaide
on the appropriate,machine to use on a list of ten varions
types of duplicating jobs which might be required in office

‘work In some casies either of twg answers r’mpht bn ac rnplml
L}

‘-The student will be abl.o to identify and dcfme purpoties of

other types of office equipment such as transm ihing and
. addmg or calculating machines.

.
1.“*.

- »
ﬁ
.

and ¢

I

The studertt will type, in clusa,.aun'dcr'timed corfditim.m,

..~ Work Shect 11 a final copy from rough draft.

2.

3

4.

!

The gtudent, vull\type, in class under - timed condrhonq, the
letter in Work Sheet 12 accordmg to the directions ;"vnn

1

The student will type, in class under timed condnlmntz, the

progect in Work Sheet 13 accordmg to the directions ,nvo

s, -

The student will complete Work Sheet 14,

V. ,GENERAL: *’The student w111 become famzhar with punctuatlon rules.

[N o - .
.

1. Students will demonstrate punctuatlon ability by -

punctuatmg 25 sentbnces. :
page 6 . : ) . ..
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UNIT V U TRANSCRIBE (continued) . -
B " 4 . } .
. ¢ ' - Ob_iQCtiVQS . , ) N - . N . ey
‘ : ' . - - - : : S
. L o ) . \ ‘ .
. _\ . . 4 b A\ .
VI. GENERAL: " Sce Unit II, ObJ&:tive V. . ' ' y
- N L . ,
.o ‘v _Media_ ' " . . .
. The Sceretary at Work, Clmptvr 4, <
2. The Secretary at Work, p. 173-177 (Punctuation m Brmf) :
3. Rc;:bmmendcd Readings from’ Chapter 4. | t “\4 ¥
' ! ' A
e . Q\ .
. ),J - Yoy ' R
" . , “
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) UNIT VI YOU ORGANIZE AND PLAN g '
. / . , . ’ .
~ ) glp(:clx.VQS . : / »
L. GJ.‘)I\'IJE)RA:]_J_;_ The student will learn proper organization and planning.
' SPECIFI_(:)_: , 1o The student will be able to identify propar work-habitsa, .
» 2. The stident will fdentify, in a matching situation, the '
various types of filing and rcmindcr systemas, .
3. The student will list the steps and’ prnctmcq to follow in
o organizing a conference. .
. GENERAL:. Thc student will nne filing procedures and rules. = .
-
SPECIFIG: 1. In class, the student will complctc Work Shvet 15.0n
‘ . filing procedures. “
QJ ,.' 2. In Ql{lSo, the student will conm\cto Worlc Sheat 16 on .
' " alphabetic filing. :
s 3. In class, the student will complete Work Sheet 17 on

‘ “subject Iilin/p.v- , ,
) : 4. Outsuﬂc of clase, the student will type the blO['raphl( al data
sheet in Work Shoct 18 as m'structcd in the directions.
) . &
- . UI. GENERAL: The student will hccomc famxhar with proper mecthods of
. ‘using figures. . | \
SPECIFIC: 1, The-studcnt will be given a list of 25 multiple sentencas
in which he must choose the correct response. s

/

IV. GENERAL: See Unit I, Objective V.

. v oo )
P . 1. The Sccretary at Work, Chapter 5. .
, «2. The Secretary at Work, p. 180-181 (Figures or Words.)
3. Reccommended.Readings from Chapter 5. ’

et et i tettalonteos: attllaed N




y UNIT VII YOUR COMMUNI®ATIONS - ST
. N I} v .
3 \ P
® Objectives - '
. e v . \
13 , A Y 1 R
L _(ILNI‘RAL.. ’l’hc,s’f‘udcnt will practice proper communications, o AN

5 PILCIFIG:
A al-Tded

.
* . If.-*GENERAL.

1. The Seczctary at Work, Chapter 6.

b

1. JThe student will d(’vo)op a thorauph knnwlml;vr- of teleghone

- 2. 'I'he stuident will xdcnhfy the types nf telegrath servicgs

o Work c;hc(‘t 194 -

See Unit I, Objective V. . *

5 . £ ) *

A

tec hmqmm. ) 2

Iy

and the purposes of cach. e will complete,the fifth ¢
problem m the Sccretarial Projects. .
- . R A

3. The qmdcnt Wlh practice ploPnr procedures vhen
receiving office callers or vigitor q, - to be done at

. dis {lon’k at all times., . o ‘

4. The smdont will’ cnm;oae and type letters as mqtrm ted in

¥

5, Lhe student wxll prbparo lclcphono messages as instructed
in Wnrk Sheet 20.

6. The student will cmn]»lotc/thr:,npcnking and the voc;.hul.\r'y'
test on Wovk Sheet 21, - ¢

~

' Mcldia

2y, Recommehided Readings from Chapter 6. ' \
3. Gregg Tr aining Record® - Sct One, Records 3 and 4.

4. Recsource Speaker
5. ~Handout materials -

. . ’




L/

M.

V.

1.
&

Ex]
hal
.

UNIT VI’

GL’\II RAL:

P Sy

SI? ZCIFIC:
GENERAL:

ol’l CiFIC:

e e sty e s

GENERAL:

D e e Y

SPLCIFIC:

GEN GENERAL:

et gt e |

I3

The Secretary_at Work, Chapter 7.

Recommended R Readings from Chapter 7.
Gregg Trriming Records - Set Twe,

YOU WRITE REPORTS

Sce Unit II, Objective V.,

' Medin | / -

' / 1
SIS
\ o

~

Objectivesn
4 \
The student will become familiar with writing various kinds
of reports, -

" respatrching the report, organizing the report, and | g

1. The sgudent will orally dircuss the report format,
pr(,;j

iting the rerort in appropriate form,

The student will become familiar with typing expense reports,
G
l. Thc student will complot., the detailed oxpense form for
Mr. Avery by filling in Work Sheat 22 according to the
instructions. c

The student will develop a written prgject.

1. The student will choose . topic from the supgpgestions
given in Sccretarial Projects, No. 3, and develop a
report whiclh will be due at a later date.

Records I and 2.

Page 9
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® NIT CRET ey B : " | o) UNTE YOUR PROFESEibNAL DEVELOPMENT U ‘ .

UNIT (X A SECRETEP_‘{'S DAY ' - : \ )
B I . N o L - o 5 o
Qbjectives ‘ - | ot L - Opjectives - ' o o .

\

schedule for Jonathan P. Darcy, as instructed in-
.Secretarial Procedurcs, No. 1} a:d complete the de.t'ulcd
itinerary and the.summary schedule.on the Itmerary Form

"I GEN{E_RAL:  The student: Wlll become farm,har with daily secretanal ‘ S L 9}5_{‘1};&@: ;r;::(i::f?::xnatl)wtli];r:?rclgigeyfhﬂlhar thh p o,fescuonal i
’ : - duties. o . « Lo _ . g gy- '
R C - ’ S ‘ PECIFIC: .l. The student will be able to identify and define the
SCIFIC: b Saur ) ZERCAEIG: d be abl.
?.’EE_(:I_}:‘.,I_Q. 1. T;:e,_ﬁtudi"rl‘tt WIrl;ls e gavg“q:a;s‘mh dl\if::lhfa"’it;ia?;zss . , professional organizations, their gtan-lards of aclx\levement
o I which might arise a ' ce p - u ) i . and c:onduct and r.;untinuiri\g study. _—
v - ; e K » .
0. GENERAL: Th‘? student wil: develop_g::'ravel schedile for an ‘employ(f.r. lﬁ II. GENERAL: The studern. wi.i davelop a plan for his future growth and '
SPECIFIC:.” 1. Outside of class, the studunt will preparea travel ! | \ professional growth. o

spnm “Iu

J. Ouiside of class, the student will type in report form his -
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