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FOREWORD

Seoretarial Practice was first taught in the 1930's in the secondary
schools of New York State. A syllabus was developed subsequently and
reprinted in 1967. This publication is a complete revision to include the
curriculum innovations contained in the new Office Practice Syllabus
released in 1972. The new format is in modules which can be kept in a
three-ring, loose-leaf binder by the teacher. Each module contains
objectives stated in temms of student performance goals and evaluation
techniques, teaching suggestions, and content topics are all correlated.

The mr. bers of our advisory committee were:

Thelma Aacon, Woodland Hills High School, Hartsdale
Vivian Merritt, Delaware County BOCES, Walton
Julian Milkes, Northport High School, Northport
Edda Perfetto, Nanuet High School, Nanuet

Esther Stiles, Bay Shore High Schonl, Bay Shore

Although each of the above persons was involved in writing this
Syllabus, the following should be commended for particular contributions:
Thelma Macon for Stenographic Skill Development and The In-Basket
Technique
Edda Perfetto for Related Secretarial Procedures
Julian Milkes and Esther Stiles for O0ffice Simulation
Vivian Merritt for Job Seeking

Hobart H. Conover, Chief, and Elton T. Murphy, Associate, of the
Bureau of Business Education and Alvin E. Rubin, Associate, of the Bureau
of Secondary Curriculum Development were responsible for the editorial
changes and other decisions which have resulted in this Syllabus in its
present fornm.

Constructive criticism will be welcomed from teachers who use this
Syllabus.

G. Earl Hay, Supervisor
Vocational Cwrriculum Unit
Bureau of Secomdary Curriculum
Development

Gordon E. Van Hooft, Director
Divieion of Curriculum Development
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MESSAGE TO THE TEACHER

The design of this syllabus closely approximates that used for the
Office Practice Syllabus. Teachers have reported such complete support
of the format of the Office Practice Syllabus that the committee con-
curred immediately that the modular format should be repeated.

It will be noted that several of the modules in Secretarial Practice
are, in fact, identical to those in Office Practice, This reflects the
fact that Secretarial Practice, like Office Practice, serves as a
culminating course and, in addition to the further development of the
secretarial skills, introduces students to a number of related office

competencies.

Content of most of the modules has been structured in three levels
to provide progressive steps to content mastery as the student moves from
the simple to the more complex. The tehavioral outcomes specified at each
level will help teachers to accommodate varying student learning rates and
styles and to assess student progress. The behavicral goals represent
standards that the syllabus committee considered appropriate to the various
instructional levels. Some of the expected outcoi.e; will undoubtedly
require modification dependent upon local needs an.' :onditions. Teachers
are encouraged to provide to the Bureau the benefit £ their experience as
they use the syllabus.

Of particular interest to teachers of Secretss 11 Practice should
be the modules dealing with the development of the shorthand skills. The
module dealing with Office Simulation should be of equal interest
inasmuch as Secretarial Practice should provide opportunities for secre-
tarial students to experience something close to an actual office
environment. Secretarial Practice teachers will certainly want to set
aside some time for an office simulation.

Comments from the field as to the content and arrangement of this
new syllabus will be welcomed as a means to its further refinement.

Hobart H. Conover, Chief
Bureau of Business Education

Robert H. Bielefeld, Dirgctor
Division of Ocewpational
Education Ingtruction
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CHAPTER 1
COURSE OBJECTIVES

Seoretarial Practice is a finishing course for persons taking a
vocational stenographic curriculum sequence or a three-unit sequence in
either stenography or machine transcription. It is basically a supervised
laboratory course. It should be available to those students who have com-
pleted one or more years of typewriting plus machine transcription or one
or more years of shorthand plus transcription. 1Its basic objective is to
provide the added preparation needed by many high school stenographic
majors to enable them to qualify for beginning positions as stenographers
or secretaries. A major contributicn of the course is the opportunity
provided to integrate the varied skills and important knowledges essential
to the work of a stenographer or secretary.

The nature of this subject necessitates that it be taught by practical
application of knowledges previously learned in English, typewriting,
machine transcription, or shorthand and regular transcription. Further-
more, an opportunity is provided for acquiring other essential skills and
knowledges such as: operation of commonly used office machines, filing,
and fundamentals of data processing. The importance of various inter-
personal relationships essential to successful employment is also stressed.

At the completion of the course, each student should be able to
demonstrate practical mastery of the attitudes, knowledges, skills, and
ideals expected of beginning stenographers or secretaries.

DEFINITION OF TERMS

Shorthand 1 is the introductory or first-year shorthand course. It
may consist of a symbol, alphabetic, combination symbol and alphabetic, or
machine shorthand. When offered on a single-period basis with an
additional amount of time devoted to out-of-class study and preparation,
one unit of credit may be offered for the successful completion of the
course.

Shorthand 2 is the advanced or second-year shorthand course. When
Shorthand 2 is offered on a single-period basis with an equivalent amount
of time devoted to out-of-class preparation, one unit of credit may be
granted for the successful completion of the course.

Transcription is a one-half unit, single-period course that requires
no out-of-class preparation. The course must be scheduled so that it can
be conducted in a typewriting room or in a special transcription or
secretarial practice room where typewriters are available for transcription
purposes for all students.

Machine Transoription is taught as & module of instruction in
secretarial practice or office practice or as a separate one-semester or
two-semester course. When taught as a separate course 1/2 or 1 unit may be
granted for its successful completion when scheduled on a single~-period
basis with regular out-of-class preparation. )

Of fice Simulation is a teaching technique suggested as a culminating
activity in secretarial and office practice. The activities of a
functioning office are planned around the work assignments and job
specifications of an actual business organization. Students experience the



relationships and interrelated tasks of a functioning business or office.
Additional course credit is not granted when office simulation is included
as a culminating activity in Office Practice or Secretarial Practice.

Directed or In-School Supervised Work Experience is recommended as a
learning technique where cooperative work experience cannot be scheduled.
Students are assigned job stations in school offices or perform office-
clerical tasks for faculty as a culminating course activity, Separate
course credit is not granted for directed work experience scheduled as
part of the requirements of Office Practice or Secretarial Practice.

Cooperative Office Bxperience is recommended where a school is able
to arrange office job statiors in local business establishments where
Students may be employed on a half-day basis. Special credit is granted
for paid, supervised work experience based upon the number of hours the
student is employed. A maximum of two units of graduation credit may
be applied toward Regents graduar -n requirements.,

The Rotation Plan is a met' of teaching individuals or small groups
that are working on different éyL.yment or projects so that the pupils
rotate in the uses of equipment or project materials in an effort to obtain
maximum utilization of limited equipment, materials, and supplies.

The Battery Plan is a method of teaching involving all pupils working
on the same project or type of equipment at the same time. Instruction is
on & group basis rather than on a small group or an individualized basis.

Automation is the process of handling clerical operations of a busi-
ness with little human intervention once the data have been programmed
into the system.

Data Processing is the handling of all paper work resulting from the
production and distribution of goods and services.

GENERAL OBJECTIVE

The basic general objective of Sserctarial Practice is to provide
sufficient instruction and practice in a wide variety of secretarial
skills and procedures so that students completing the course will be well
qualified for initial employment as stenographers or secretaries and
attitudinally ready for promotional training that will enable them to
advance to senior stenographic and secretarial positions.

SELECTED SPECIFIC OBJECTIVES

Among the expected outcomes of Sseretarial Practice are the
following
1. To provide instruction and supervised practice leading to
increased skills in
. reading and writing of shorthand notes, including the
maintenance and improvement of shorthand and transcribing skills
oral transcription of shorthand notes
typewritten transcription of shorthand notes
speed in copying typewritten material
speed of planning and typing tabulated or rough-draft material
typing letters artistically
command of the fundamentals and mechanics of business English
ability to spell accurately terms cummonly used in business
correspondence
. proficiency in proofreading and error detection and correction



2. To provide instruction and supervised practice leading to
reasonable proficiency in the use of commonly used business
machines and equipment; such as

fluid, stencil, and offset duplicating machines

photocopy machine

electric typewriters

adding/calculating machines

transcribing machines

dictating machines

selected specialized data and word processing machines

3. To provide instruction and supervised practice leading to increased
understanding of secretarial duties, knowledges, attitudes, and
ideals, such as
. how to handle incoming and outgoing mail

good telephone etiquette and techniques

how to meet and take care of the needs of callers

use of appropriate office reference books

procedures for handling manual recordkeeping respmsibiuties

procedure for good records retention and

how to select, purchase, store,md use office stntimery and

supplies

. proprieties of dress and office deportment

. practices conducive to good on-the-job human relationships

» ® ® L] L] [ ]

SYLLABUS ORGANIZATION

The course content of this syllabus has been divided inte 12 major
areas:
Advanced Typewriting
Duplicating
Adding/Calculating Machines Operation
Machine Transcription
Data Processing
Commumication

Filing and Records Management
Human Relations

Stenographic Skill Development

Related fecretarial Procedures

Office Simulation and The In-Basket Technique
Job Seeking and Behavior on The Job

Content in each of the above areas has been organized on three levels
with specific student behavioral outcomes identified for each level.

The principal objective for Seoretarial Practice is to continue the
development of the skill of verbatim dictation and tramscription. This
instructional module, therefore, should be given primary attention. It is
recognized that not all students can be expected to reach the highest level
of proficiency in each of the 12 major content areas. The teacher,
therefore, must assist each student in formulating a course goal coamen-
surate with her abilities and interests.

Level I in each instructional module should be covered as a basic
requirement by all students. Furthermore, students should reach Level 11
in at least three areas and Level III in at least two content areas before
the completion of the year's work. Recognizing the importance of motivating
each student to her highest possible level of attaimment, these course
standards should be considered desirable goals rather than fixed standards.



It is important that every student completing Secretarial Practice be
well: grounded, generally, in the knowledges and skills essential for entry-
level stenographic employment. The course should help students integrate
the various knowledges and skills and bring them together as a functional
whole. It is important, therefore, that teachers set aside time for directed
work experience, simulated office practice, or cooperative work experience
so that students will experience the Paper flow and inter-relationships of
an operating business office.

HUMAN RELATIONS

Good interpersonal relationships are extremely important to any
smoothly functioning business organization. Study after study of reasons
for job failure emphasizes the need for good human relations,

Although the irodule devoted to Human Relations has been organized as
a separate body of content, it is recognized that most of the factors
affecting employee attitudes toward dress, fellow employees, and job per-
formance are not learned in a vacuum. Teachers may, therefore, prefer to
integrate opportunities for developing positive job attitudes and good peer
relationships in a variety of carefully planned class activities. With this
approach, teachers will want to read the module in its entirety and then

delineated. Effecting attitudinal changes is difficult; teachers sre urged
to provide students with opportunities to work on projects in teams and to
structure work sequences that will emphasize cooperation, sensitivity to

one’s peers, and the interlocking relationships of task sequences in a
functioning office.



CHAPTER 11
ADMINISTRATIVE CONSIDERATIONS
SUGGESTED SCHEDULING PATTERNS

Secretarial Practice is most effective when pupils are scheduled for
class instruction on a double-period basis. This scheduling provides the
time necessary for machine practice and for classroom projects which
approach those that will be encountered later on the job. Other scheduling
arrangements are dependent upon available classroom space, out-of-class
assignments, teacher availability, and utilization of paraprofessionals for
student supervision during the laboratory practice periods.

In order to facilitate scheduling, Secretarial Practice can de
offered in the following ways:

Recommended Order

Time Outside Total Periods

Block Preparation In Class Out-of Class Units
1 Double

Period None 360 None 1
3 Single

Period Daily 180 180* 1
2 Double

Period Daily 360 180 1

*Supervised in-school work experience may be substituted for the daily
outside preparation.

PREREQUISITES

Secretarial Practice is an advanced business course requiring certain
basic knowledges and skills upon enrollment. It is suggested that students
enrolled in Secretarial Practice

. be in the twelfth grade

. be interested in seeking employment upon graduation as stenographers

. have successfully completed at least a year of typewriting

. have completed the requirements for Machine Transcription, or

Shorthand 2 and Transcription, or be currently enrclled in

Shorthand 2

. be able to transcribe with reascnable accuracy shorthand notes

dictated at the following minimum rates --

a. 80 wpm for those pupils who have completed Shorthand 2
and Transcription

b. 50 wpm for those students who have completed only
Shorthand 1 and Transcription




. be able to transcribe mailable letters from machine dictation,
if the pupil is specializing in machine transcription
« have the potential to succeed ultimately in a stenographic position

MAJOR SEQUENCES AND DIPLOMA REQUIREMENTS

Administrators, business teachers, and guidance personnel should
have available the Administrative Handbook for Business and Office Fducation
(1971 edition) for suggested major sequences and curriculums w involve
Secretarial Practice.

It is recommended that some opportunity be provided students to
participate in actual or simulated work experience. A separate chapter of
this syllabus is devoted to the various work experience arrangements. It
should be noted that students who participate in supervised, cooperative
work experience may be granted one additional unit of graduation credit
for a minimm of 300 hours of paid-work experience. Teachers and admini-
strators are urged to read carefully the apter "Integrated Learning

Experiences” for a detailed discussion of the relative advantages of various
work exnerience procedures.

MINIMUM EQUTPMENT

The Secretarial Practice lzboratory must have facilities for developing
skills on a variety of basic office machines. The range of duties per-
formed by the typical office secretary requires skills in machine trans-
cription, recordkeeping, adding-calculating machines, filing and records
management as well as in general shorthand and transcription.

The following 1ist of equipment is suggested for a class of 20 pupils:

Typewriting Equipment
e typewriter is desirable at each pupil station. Half or more

of these machines should be electric models; and at least one type-
writer should be of the variety that permits varied type face and/or
card punch simulation. Both pica and elite type face should be
represented. Some of the typewriters should be equipped with
carbon ribbons.
1 Long carriage typewriter with carbon ribbon, electric
1 Electric typewriter with varied type face should be represented
20 Typewriter desks, adjustable as to height, preferably L-shaped
25 Chairs for general use; adjustable posture chairs are
recommended

duplicating Equipment
1

Duplicator, stencil type, electric

1 Duplicator, liquid or direct-process, manual or electric
1 Duplicator, offset process, electric
1 Copier
1 Illuminated drawing board
Letter guides

Styli and shading screens
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» Listing, and Calculating Machines

Full-keyboard adding 1isting machine, electric

Ter-key adding-1isting machines, electric

Calculators, printing, electric or electronic (at least one
electronic)

Calculators, non-printing, electronic or rotary (at least one
electronic)

Dictating Machines
6 Transcribing machines (tape, belt, disk). Include one dual-
purpose dictation/transcription machine
Permanent training records, tapes, or belts

Filin E%uigggnt
g ertical cabinet file, combination letter size and card

size, 4-5 drawer
1 Vertical cabinet file, 4-5 drawer, letter size
1 Vertical cabinet file, 4-5 drawer, legal size
20 Card file boxes, 3x5 inches, with alphabetic indexes
20 1Individual filing sets, minature or full-size, covering
alphabetic, numeric, subject, and geographic filing
Guides, folders, letter trays, sorting trays, and visable
index equipment
Qut cards

Optional Equipment

The items listed here could be purchased or rented depending
upon the availability of funds. The presence of these machines in the
classroom will unquestionably make for a more comprehensive learning
experience, even if they are rented for only a few weeks during the
school year.

Posting and/or accounting machine

Keypunch machine

Telephone switchbrard

Collator

Folding machine

Addressing machine

Justowriter

Flexowriter

Electronic facsimile copier

Varityper

Postage meter

Computyper

Add-T'unch

Teacher Station
1 Teacher's desk, double pedestal
1 Teacher's chair
1 Legal file, two drawer, with lock
1 Demonstration stand




General Room §gg§§§§¥t
Generous etin board space

Adequate chalkboard space

Generous storage cebinets for supplies
Wastepaper baskets

Paper cutter

Paper staplers--1, heavy duty, 1 electric
Combination time and date stamp or separate time and date
stamps

Paper punch for three-ring binder
Interval timer

Stop watoch

Postage scale

Staple remover

Numbering machine

= D) s D)
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Utility §§uig§ggt
Tables, 30x60x29 inches high, masonite or plastic top

Overhead projector

Tape recorder

Pencil shazjener

Sink with soap dispenser
Recordplayer

Paper towel dispenser
Scissors

B bt ot Pt et pub b D)

Instructional Iggg;_

-instructional tapes are recommended for use with dictating-
transcribing equipment, typewriting equipment, and the card punch
machine.

Supplies
Supplies for classroom use should include such items as
Stencils, master sets, psper suitable for duplicating equipment
available, and ribbons for typewriters, adding-calculating and
other machines

Cleaning supplies

Stencil inks and/or paste

Tapes for tape recorder

Belts, disks, tapes and/or cassettes for transcription equipment

Correction fluid

Adding and calculating machine paper tapes

Supplies related to the various duplicating processes
(These supplies are not aiways interchangeable from one
process to another.)

Basic Textbooks
ting
Filing



Basic Textbooks (Cont'd)
Operator manuals for basic office machines
General secretarial practices and procedures
Teacher made, employer made, or publisher developed workbooks,
of basic mathematics problems to be solved with the various
business muchines

Reference Texts
Dictionaries, 20 desk-type
Dictionary, unabridged, with stand
Atlas
Alnanacs
City directory
Telephone directory
Biographical directories
Thesaurus
U.S. postal manual
Etiquette book
Timetables
Secretarial handbooks
Book of quotations
Style manuals
Hotel guide/Motel guide

Practice Sets
One or more practice sets or teacher developed materials should
be available to give students the experience of a functioning office.

Job Instruction Sheets

Individualized Instruction may be provided by the teacher who
is willing to develop job instruction sheets for her students to use
in processes conducive to drill or skill development. Three sample
job instruction sheets have been provided at the end of the modules
on the Full Keyboard Adding-Listing Machine, Duplicating, and Filing.




CHAPTER II1
MODE® OF INSTRUCTION

Several instructional modes are feasible and potentially effective
for a course such as Secretarial Practice. "Traditional modes are not
necessarily either the best or the worst for any given purpose. What is
needed in each case is thoughtful design and menagement of the learning
environment. This requires decisions that match the requirements of the
conditions of learning in each case with the available media and their
characteristics."l

The various modes as listed by Gagné are readily recognized:

Lecture Recitation
Discussion Tutoring .
Laboratory Homework

Other authors use these and/or other terms to describe mode or method
of instruction. Merle B. Karnes, Prof.ssor of Special Education, Institute
for Research on Exceptional Children, University of Illinois, makes the
following suggestions with respect to learning

. A multisensory approach would tend to indicate that a more
concrete type learning experience has been accomplished.

. Much responsibility is placed on the teacher to differentiate
instruction to meet the student's specific needs.

. Interesting materials and the possibility of success will tend
to make the learner's attention span more adequate.

. Repetition may be needed to reinforce learning; overlearning
could become especially important.

. Knowledge must be used in meaningful contexts.

. Activities should be chosen carefully so that success is
possible and that a minimum amount of time is required for the
completion of a task.

. Recognition of competition is necessary and is important to
encourage future efforts.

. Better response can be expected to immediate goals than to
delayed ones.

. Students must see a reason here and now for engaging in a task.

. Opportunities are needed to practice language by talking about
firsthand experiences involving

What student has seen
What student has heard
What student has done
What student plans to do

. The greater the facility in the use of words, the more
effective a student's thinking will become.

. Teachers must accept standards for what they are and provide
a warm friendly atmosphere where students feel secure and have
a sense of belonging.

1 Robert M. Gagné. The Conditions of Learning. New York: Holt, Rinehart,
and Winston, Inc., 1964, p. 295.

2 Merle B. Karnes. NEA Journal, April, 1970.
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Directions must be very specific and definite; and consideration
must be given as to how many directions can be given at one time.
_As indicated earlier, Secretarial Practice presents endless oppor-

tunities to use many modes of instruction. As the teacher seeks to develop
and refine shorthand dictation and transcription skills, group dictation,
lgcturef laboratory (including taped dictation and teacher demonstration),
discussion and homework are the common modes. The design of the instruction
should be planned in advance and, of course, modified according to class
needs. Remedial shorthand instruction might be provided through personal
tutoring or with the use of previously recorded dictation.

Group modes will be more common as the teacher covers the content of
Level I in most of the instructional modules. However, as students pro-
gress to the succeeding achievement levels, shere will probably be less
need for lecture and recitation and more discussion (for transfer), indi-
vidual study and tutoring. At Level III independent study, directed and
simulated work experience will be emphasized.

Obviously, as the student reaches the higher levels of content, he
should be expected increasingly to work on his own with less and less
teacher supervision.

MOTIVATIONAL PROCEDURES

Within the framework of Gagné's six basic modes of instruction, it is
possible to use a variety of motivational procedures familiar to students
and teachers of business education.

Role Playing. Especially important to students is the opportunity to
engage in role playing for the purpose of creating awareness of acceptable
office behavior. Role playing will be found to be a most effective
teaching technique when covering aspects of the content of the human
relations module. Role playing is an excellent means for stimulating dis-
cussion or for demonstration in a laboratory situation.

Case Study. This procedure, while developing much the same result
as role playing, probably requires less time for preparation on the part
of students. In fact, to consolidate points made in a previous discussion,
a case study created by the teacher, a student, or the combination of the
two, can be manufactured on the spot. More practical, however, is selecting
from the many case studies available those which introduce, review, or
develop further those concepts under consideration. The case study, like
role playing, is particularly applicable in covering many of the topical
details included in the human relations module.

Contract, Project. The contract or project instructional procedures
fall within Gagné's definition of the laboratory or homework modes of
instruction. The contract method has the very great advantage of per-
mitting the student to see a total task laid out befu.e him. He can then
plan his work so that it can be accomplished within a given time frame:
The contract procedure has the added advantages of self-pacing and giving
the student considerable satisfaction as he completes one contract and
moves to another.

Demonstration. Demonstration, which can be classed as a laborgtory
procedure, is especially desirable in presenting an overview of equipment
to be used. A demonstration of adding/calculating equipment, for example,
will serve to point up similarities and differences among various machines
as well as unique techniques in its operation. A demonstration by a sales

11



representative is also an excellent method for giving students the
opportunity .o see new machines available on the market or equipment not
available in the classroom.

Demonstration for operation of equipment is best given before small
groups and, whenever possible, by bringing the students into the demon-
stration. Teacher and/or student demonstration, accompanied by job instruc-
tion or operation breakdown reference sheets gives the student hoth the
opportunity to observe the operation visually and to follow the printed
job breakdown step by step.

Independent Study. This procedure is becoming increasingly important
as our schools strive to provide better opportunities for students to pro-
gress at their own rate and style. Improved library facilities, audio-
visual media, and resource centers designed for independent learning and
practice apart from the assigned class period are all contributiag to the
possibilities for maximiziny student achievement. Students can be guided
to references and directed toward research activities relating to specific
topics under discussion, or, through the use of job instruction sheets, a
body of knowledge absorbed or a series of activities accomplished with
minimal teacher assistance. With this instructional procedure, the
teacher assumes the role of guide--providing routes and directions to var-
ious learning resources, suggesting steps to be taken as the student pro-
gresses toward his goal, and observing the student to make certain that
steps and procedures are properly followed.

Independent study can be very useful in a course such as Secretarial
Practice where students may have a wide divergence of preparation.

Some students entering Secretarial Practice will need remedial instruction
in written and oral communication, typewriting, English mechanics, spelling,
and shorthand. Independent study can be used to accomplish much of this
remedial work without requiring the participation of the entire class.

All Secretarial Practice teachers will undoubtedly use independent
study as a means for motivating students to their best effort and for
achieving many of the expected behavioral outcomes.

Programmed Learning. Programmed learning materials may be used as
a means for independent study, for tutoring, or homework, or perhaps in
a laboratory setting as a means of stimulating discussion.

Some programmed learning materials are designed primarily for new
learning while others are more useful for remedial instruction. The
advantage of many programmed materials is the immediate opportunity for
students to see their progress through built-in checking devices. Many
students find programmed instruction extremely challenging and mentally
stimulating. )

Brainstorming. Brainstorming is a procedure effective in a laboratory
or discussion setting for generating maximum student participation on a
given topic. The object in a brainstorming session is for students to
speak freely so as to generate as many ideas as possible within a pre-
scribed time. This procedure is used widely in business to elicit
maximum contributions from all members of the group and to stimulate new
approaches to problem situations.

Operation Breakdown or Job Instruction Sheets. The job instruction
sheet, a by-product of analysis of business operations and procedures, is
particularly suited to a course such as Secretarial Practice, where
students are apt to be engaged in a variety of class activities.
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Where does the teacher secure operation breakdowns? A volume of
sample job instruction sheets is availsble from the Bureau of Business Edu-
cation for teachers of office and secretarial practice. Based upon the
format illustrated in this volume, teachers will be able to develop job
instruction sheets for many of the topics included in the various instruc-
tional modules.

Scme equipment manufacturers also include such instructions with
various items of equipment. It is recognized, however, that the teacher
may have to prepare the breakdown for operating a particular machine to
obtain the best results.

A teacher need not be overcome at the thought of preparing breakdowns
for the many operations performed in the classroom. If he first prepares
breakdowns for those procedures or operations which he and the students find
frustrating, he will find considerable gains in student efficiency, class-
Troom control, and student satisfaction. If this procedure is repeated
annually, and whenever new equipment is purchased, the teacher will in
time have breakdowns appropriate for the entire course.

Flowcharting. This instructional procedure is appearing increasingly
as a means for helping to present visually the sequence of a series of
activities or events. Symbols, representing activity, decision, equipment,
input, output, type of operation, etc., are used to picture flow of data
through a system, its source and destination, and the sequence of operations
in between. Flowcharting is used extensively in business in connection
with work simplification and methods and procedure analysis. Teachers will
find the flowchart very useful to present to a class an overview of a job
involving a sequence of operations and the "flow" of materials and respon-
sibilities from one worker to another.

Office Simulation. Ideally, every student of office education should
be given some opportunity to integrate his knowledge and skills as a
functioning whole in an actual or simulated job experience. Some teachers,
recognizing this need, assign students regularly to selected faculty
members whose responsibilities warrant the part-time service of a steno-
grapher. Other schools may prefer to organize part-time cooperative work
experience in the offices of local business establishments. A more exten-
sive program is presented in a separate Department publication.

The "In Basket/Out Basket' and office simulation organizational
patterns are so important to teachers of Secretarial Practice that they are
described fully in a succeeding chapter of this syllabus.

The obvious advantage of each of the procedures described briefly
above, is the opportunity for students to organize their work, be faced
with decisions as to work priorities, and to encounter some of the inter-
locking routines faced in any functioning office.
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CHAPTER IV
CLASSROOM MANACEMENT

The work conducted in the Secretarial Practice classroom should include
regular dictation and transcription of all kinds of office material.
Letters, speeches, interoffice memorandums, instructions to employees and
many other such types of material should be dictated to pupils. Provision
should also be made for regular speed and accuracy building exercises in
both shorthand and typewriting. As the course progresses, office-style
dictation should become a regular part of the classroom dictation/tran-
scription practice.

If the subject is taught on a basis which requires out-of-class
assignments, it is important that this work be assigned on a regular basis
and include activities which emphasize punctuality, accuracy, neatness,
thoroughness and other similar characteristics associated with top office
performance,

Regular periodic testing should also be conducted so that pupil pro-
gress from one level to another in an instructional module is clearly
cvident to both pupil and teacher.

PRETEST ING

Because the content of Secretarial Practice is arranged on achievement
levels, wherever possible the teacher should use a pretest to help to
identify the status of the pupil's development. For the typewriting,
shorthand, adding/calculating machine modules, pretesting is particularly
desirable for helping the teacher assess remedial teaching that will be
necessary. A variety of appropriate material is available from commercial
publishers that will assist the teacher in pretesting.

POST -TESTING

Siudents will be progressing at various rates in the several content
areas arnd testing of achievement will necessarily be staggered at each
pupil's point of readiness. Obviously, testing should not be scheduled
every class day or the teacher will be inundated with these details. It is
suggested, however, that at least one day every other week be set aside as
"potential" testing days. This should relieve the teacher of the constant
routine of testing and also motivate students to a point of readiness to
m:et the test schedule.

The philosophy emphasized in this syllabus is that achievement stan-
dards be clearly evident to students for each level of content but that
the time span needed by individual students to attain these standards be
flexible. Obviously teachers may be required occasionally to prod some
students toward maintaining a production schedule. The secret will be
in the teacher's ability to plan a work schedule with each student com-
mensurate with his abilities and to motivate his maximum effort toward
achievement of mutually accepted achievement goals.
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DICTATION AND TRANSCRIVTION

Because taking dictation and transcription are frequent duties in the
secretary's work day, each class period should provide some opportunity for
Pupils to continue the development of these skills. An excellent procedure
is to begin the class each day by dictating some material to be transcribed
either during the class period or as an outside assigrment. This material
should be varied, representing as broadly as possible the range of
material encountered in typical secretarial dictation.

Many types of commercial dictation are available, including tapes and
records. The secretarial practice teacher should seek to develop a library
of appropriate recorded material that pupils may use on a loan basis for
regular and remedial dictation and transcription. Several companies will
furnish office style dictation materials that will be especially desirabie
as the course progresses.

BUILDING PUPIL SCHEDULES

A great deal of the learning in Secretarial Practice will take place
in small student groups and through self-paced individualized methods and
materials. Certain learning activities can best be scheduled as a total
class activity, and the teacher will eriodically be called upon to
interrupt pupils to interject suggestgons for what has become a common pro-
blem.

Progress through Level I of several of the modules may conceivably be
scheduled as "battery" class activities. The battery plan involves instruc-
tion on a group basis involving all pupils on the same project or type of
equipment at the same time. After Level I has been reached in the 10 con-
tent areas, the teacher will be called upon to help each pupil plan a
course of action with respect to the content areas that is compatible with
the pupil's job objectives, interests and abilities. At this point the
teacher should endeavor to map a course of action for each student, taking
into consideration the limitations that may by imposed by the equipment in
the instructional laboratory.

STUDENT REFERENCE NOTEBOOK

It is suggested that throughout the year each student be required to
develop an office reference manual or notebook. As each topic is covered,
pertinent facts should be typed and added to the manual so that students
may have a basis for review as well as a reference volume for possible
use once on a job.

Several excellent secretarial handbooks are available from commercial
publishers, and students should have one or more of these references to
handle a variety of routine questions. The student-developed manual should,
however, become a compilation of facts relating to secretarial practices
and procedures garnered from a variety of sources as well as teacher hints
provided throughout the year.

Suggested major areas of content for such a list is presented below:

Office Procedures

Filing rules

Suggestions for handling mail
Receptionist duties

How to plan an itinerary
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» Office Procedures (cont'd)
Duties of a secretsary
How to plan a tabulation
Procedures for maintaining a checking account
Payroll procedures :
Income tax hints

« Transcription Hints
Letter and envelope forms, notations of special services
Rules of punctuation and grammar
Spelling demons
Guide to reference materials

. Business Machines
Operating techniques
Automated data processing terms

. Interview and the Jod
Form for letter of application
Data sheet
Preparing for an interview
Sources of job information
Hints for job success

COMMUNICATION SKILLS

The secretarial practice teacher recognizes that skill in language
is the most basic business tool. The secretary is primarily a commmicator--
orslly, in writing, or by telephone. Commmication skill is equally
important to all pupils. It has been demonstrated that, generally,
superiority in language skills is the distinguishing achievement between
success or failure in a large majority of occupations. Every high school
course can make a contribution in this area if a concerted effort is made
by the total school faculty.

Pupils will make the most effective use of their class time if they
have already learned standardized language mechanics. A coordination of
what has previously been taught in other classes with what is red in
business should be the cooperative effort of the members of the faculty.
Obviously, a major responsibility of the teacher of Secretarial Practice
will be to diagnose weaknesses in pupil commmication skills and plan
remedial activities designed to help each student with her particular pro-
blems. Even at the end of the school year, some students will be less
able in the commumication skills than others. Students must be helped to
recognize certain areas of weakness and to rely, wherever possible, on
aids and references that will be of assistance. Secretarial Practice
should instill in pupils an interest in learning and in discovering new
bits of information, pertinent knowledge, and facts that are characteristic
of the working resources of an effective secretary.
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SAMPLE STUDENT SELF-EVALUATION SCALE

YES

Are you interested in office work?
Are you relaxed while working?

Are you in good health?
Are you alert?

Have you a sense of humor?

Do you work well with others?
Is your shorthand satisfactory?

Uo you verify and correct dictated material?

W 0O ~N O U B W N
® o & e s @ s

Is your typewriting satisfactory?

—-b
<o
[ ]

Do you check your work?

maed
-
L]

Can you erase properly?

b
»
L J

Do you know proper mafling procedures?

—ed
(7
L J

Do you know postal rules and rates?

-—d
F-S
L]

Can you do production jobs?

wnld
(34
[ ]

Do you know correct indexing and f{1ing procedures?

ol
¢
[

Can you handle supplies effectively?

wand
~)
[ ]

wad
o
»

Can you meet the public?

]
0
L]

Is your telephone manner a pleasant one?

S

Do you use proper telephone techniques?

Are you a good office housekeeper? F

™~
nd
L]

Do you understand banking practices?

22. Can you arrange your employer's work effectively?

23. Can you diplomatically protect your employer from
interruption?

24. Are you aware of the necessity for econony in the office?

25. Are you systematic?

T1

26. Are you famili{ar with the use of charts and graphs?

. Are you familiar with manuscript typing rules?

. Are you tactful?

27

28

29. Can you use reference books effectively?

30. Can you accept responsibility and authority?

L-19
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Sample Student Self-Evaluation Scale (continued)

31.
32.

3.
34‘

35.
36.
37.
39.
41,
42.
43.
45.
47,

49,

ERIC

Full Tt Provided by ERIC.

Can you accept criticism constructively?

Is your grammar, punctuation, and spelling what it
should be?

Do you use the dictionary?

Are you aware of proper capitalization, abbreviation,
and numeric rules?

Do you strive to improve your vocabulary?

Can you avoid the use of stereotyped expressions?
Are you familiar with synonyms and antonyms?

Can you follow directions?

Can you compose a business letter?

Do you understand proofreading?

Can you take and transcribe minutes of a meeting?
Can you type a tabulated report?

Can you prepare for a business meeting?

Can you schedule your work according to priorities?

Do you know the importance of confidence in the office?

Can you be loyal to an employer?
Can you work under pressure?
Do you know the importance of punctuality?

Are you aware of rules for keeﬁing the office running
smoothly?

Do you realize the {importance of self improvement?

L-20
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SAMPLE PERSONAL DATA SHEET

Name

Address

Telephone

Type of employment desired
Personal data:

Age
Height

Education:
Hignh School

Marital Status

Weight

College

Other

Experience:
Employer

Duties

from

Employer

Duties

from

References:
1.

2.

3.

Other qualifications:

©

ERIC

Aruitoxt provided by Eic:
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SAMPLE FORM FOR FOLLOW-UP
PERSONAL INFORMATION SHEET

Name Date

Present address

Toyment:

Employer
Address of emplicyer

Your duties or title

Employment dates - from — to
Education: Since attending High school -~

School

Address of school

Course Period of attendance
General Information:

Salary or wage you recefve (gross)

How do you 1ike office work now you are employed?

Your comments on the education you received at school, pro-con,

or both. (Areas you felt valuable, useless, etc.)
Do you feel information given in school regarding job application, interviews,
resume, and application forms, etc. was valuable?

Yes No
If yes, please check one you feel most benefictal:

Class discussions

F{Im strips
Textbooks
Brochures on job interviews

Role playing

©

EC L-22

Aruitoxt provided by Eic:



RESOURCLS
Careers and Occupations. Encyelopedia of Coreers and Vocational Guidance,
Vol. 11. Doubleday and Company, Inc. Garlen City, New York. 1967.

General Motors. Can I Be An Office Worker? Fublic Relations Staff.
Detroit, Michigan 48202.

Can I Get the Job? Public Relations Staff. Detroit, Michigan 48202.
Marketing, Business and Office Specialties. Career Opportunities.
F. G. Ferguson Publishing Company. Chicago, Illinois.

New York Life Insurance Company. Career Opportunities. New York,
New York - or local representative.

Making the Most of Your Job Interview. New York, New York - or
local representative.

New York State. Department of Labor. Expanding Office Opportunitiee for
Girls. Albany, New York 12226.

Guide to Preparing a Resume. Albany, New York 12226,

How the New York State Labor Law Protects You. Albany, New York
12226.

How to Get and Hold the Right Job. Division of Employment,
Albany, New York 12226.

Job Guide for Young Workers. Division of Employment. Albany,
New York 12226.

Job Hunting Made Practical. Retraining and Reemployment
Administration. Washington, D.C.

Manpower Requirements for Which Voecational Edueation Prepares
Workers. Bureau of Lsbor Stastics. July, 1969.

Merchandising Your Job Interests. Washington, D.C. 20210.

Oecoupational Outlook Handbook, Bulletin #1660. Bureau of Vital
Statistics. Washington, D.C. 20210. :

Why Young People Fail to Get and Hold Jobs. Albany, New York 12226.

Science Research Associates. Choosing Your Career. 259 East Erie Street,
Chicago, Illinois 60611. )

Digoovering Your Real Interests. 259 East Erie Street, Chicago,
Illinois 60611.
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How to Get the Job. Dreese, Mitchell. 2859 East Erie Street,
Chicago, Illinois 60611.

If You're Not Goimg to College. 259 East Erie Street, Chicago,
Illinois 60611.

Jobg in Clerieal Work, Exploring the World of Jobs. 259 East Erie
Street, Chicago, Illinois 60611.

What Bmployere Want. Worthy, James C. 259 East Erie Street,
Chicago, Illinois 60611.

Your Personality and Your Job. 259 East Erie Street, Chicago,
Illinois 60611.

U.S. Government Printing Office. Choosing Your Oceupation. Washington, D.C.
20210.

Transition From Sehool to Work. Washingten, D.C. 20210.

Your Social Security. Washington, D.C. 20210.
TEXTS

Anderson, Ruth, and others. The Adminietrative Seeretary: Resource.
Gregg Division, McGraw-Hill Book Company, New York. 1970.

Gregg, John Robert, and others. Applied Seceretarial Practice. Gregg
Division, McGraw-Hill Book Company, New York. 1968.

Meehan, James, and others. Secretarial Office Procedures, 8th ed. South-
Western Publishing Company, Cincinnati, Shio. 1972.

Witherow, Mary. The Seeretary on the Job, A Practice Set for Seeoretarial
Students. Gregg Division, McGraw-Hill Book Company, New York. 1967.

American Aviation Publications, Inc. Official Airline Guide. 1001 Vermont
Avenue, N.W., Washington, D.C. 20005.

American Hotel Association Directory Corporation. The Hotel and Motdl Red
Book. 221 West 57 Street, New York, New York 10019.

Doris, Lillian and Miller, Besse May. Complete Secretary's Handbook,
3rd ed. Prentice-Hall, Inc., Englewood Cliffs, New Jersey. 1970.

Janis, J. Harold and Thompson, Margaret. New Standard Refsrence for
Secretaries and Administrative Assistants. The Macmillan Company,
New York. 1972.

National Railway Publication Company. The Official Guide of the Railways.
434 West 33 Street, New York, New York 10001.

L-24




