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1.
Course Number:

CTCT 7240/7246

Course Title:

Administrative Management


Credit Hours:

3 semester hours 


Prerequisites:

CTCT 4200 or departmental approval 


Corequisites:

None

2.
Date Syllabus Prepared:  January 2011
3. Texts:  

Required:  Odgers, P. and Keeling, B. L.  (2005).  Administrative Office Management.  (13th ed).  Cincinnati, OH:  South-Western Publishing Co. ISBN-13: 9780538438575
Optional:  Odgers, P. and Keeling, B. L.  (2005).  Administrative Office Management Workbook.  (Cincinnati, OH:  South-Western Publishing Co.

4.
Course Description:
Management of office systems, information, and personnel.  Managing and controlling administrative services.

5.
Course Objectives:
Upon completion of this course, students will be able to project themselves as competent, committed, and reflective professionals through their ability to:


a.
Develop an understanding of managerial functions as applied to the administrative resources of an organization to achieve the organizational objectives.


b.
Identify the skills and knowledge needed to succeed as an administrative office manager.


c.
Analyze the office of an organization according to the principles of organizational structure and design.


d.
Analyze the basic components of a system and explore the applications of systems to the office.


e.
Compare the various methods of organizing the systems functions within small and large offices and evaluate the advantages and disadvantages of each method.


f.
Evaluate the impact of automation and the electronic office on the human factor.


g.
Integrate factors related to managing a culturally diverse workforce.

h. Assess effective reference resources and communication practices and systems to solve business problems.

i. Appraise the physical environment of the office including office layout and work flow.

j. Discuss word processing/administrative support systems and their impact on the office.

k. Display a knowledge of telecommunications, mail, reprographics, and records management systems.

l. Critique methods of controlling administrative services.

6.
Course Content and Schedule:
Week 1
Course Introduction and Syllabus


Chapter 1 Traditional Office Management Practices


Chapter 2 The Impact of Emerging Elements of Management

Week 2
Chapter 3 Resource Areas Influenced by Administrative Office Managers


Chapter 4 Forces that Influence Emerging Management Practices

Week 3
Chapter 5 Restructured Office Systems and Workplace Training Needs


Chapter 6 Leadership, Motivation, and Problem Solving in Organization.
Week 4
Chapter 7 The Communication Process and Office Communication Networks


Chapter 8 Groups, Teamwork, and Conflict Issues

Week 5
Chapter 9 Staffing Practices:  Trends, Laws, and Job Analysis


Chapter 10 On-the-Job Employee Practices

TEST 1

Week 6
Chapter 11 Work Ethics and Business Etiquette Issues


Chapter 12 Computer Systems and Related Equipment
Week 7
Chapter 13 Telecommunications and Office Network Systems


Chapter 14 Internet Services, Distant Office Systems, and Other Computer Issues

Week 8
Chapter 15 Trends and Challenges in Administrative Office Management


Chapter 16 Other Essential Communication Skills

Week 9
Chapter 17 Employee Recognition and Compensation


Chapter 18 Health-Related and Other Workplace Issues

Week 10
Chapter 19 Office Design, Space, Health and Safety Issues


Chapter 20 Other Office Systems:  Records, Copying, Telephone, Mail, and Accounting


TEST 2
7.
Course Requirements/Evaluation:

1. Read all assigned materials.

2. Complete text and workbook assignments as directed on assignment sheet. (Assignments will be organized in a portfolio.)
3. Take each of two required 100-point examinations.  


The final grade for the course will be based on the following:

Research paper



  20 percent 


Presentation


  
  15 percent


Article summaries (2)

  10 percent


Case studies/Application projects 
  20 percent


Two exams



                30 percent


Discussions



    5 percent





Total


100 percent


The following grading scale will be used:


90  - 100% 

= A



80% - 89.9%

= B



70% - 79.9%

= C



60% - 69.9%

= D



Below 60% 

= F
NOTE TO DISTANCE LEARNING STUDENTS: 

Distance Learning students will be responsible for locating a qualified proctor and completing all proctor forms prior to and after closed resource exams. The following descriptions of a proctor are provided by the University:

 “Students in distance education courses shall take all closed resource examinations under the supervision of an approved proctor. Examples of approved proctors include a School Superintendent, a Principal of a high school, or a Dean or Department Head of a College. Proctors shall be verified. The proctor will manage the examination in a secure manner, requiring students to present a picture ID.” 

The pre-test Proctor Form must be received least three days prior to EACH exam in order to verify the proctor. The post-test proctor form must be received immediately after completion of the exam. Proctor Forms can be found on Blackboard web site.
8.
Class Policy Statements:


Participation:  Students are expected to participate in all class discussions and participate in all exercises. It is the student’s responsibility to contact the instructor if assignment deadlines are not met. Students are responsible for initiating arrangements for missed work.
Attendance/Absences:  For on campus students, attendance is required at each class meeting.  Distance learning students must log on and participate in Blackboard (BB) weekly. If an exam is missed, a make-up exam will be given only for University-approved excuses as outlined in the Tiger Cub. Arrangement to take the make-up exam must be made in advance.  Students who miss an exam because of illness need a doctor’s statement for verification of sickness and should clear the absence with the instructor the day they return to class.  Other unavoidable absences from campus must be documented and cleared with the instructor in advance.

Unannounced quizzes:  There will be no unannounced quizzes.

Accommodations:  Students who need accommodations are asked to arrange a meeting during office hours the first week of classes, or as soon as possible if accommodations are needed immediately.  If you have a conflict with my office hours, an alternative time can be arranged. To set up this meeting, please contact me by e-mail. Bring a copy of your Accommodation Memo and an Instructor Verification Form to the meeting. If you do not have an Accommodation Memo but need accommodations, make an appointment with the Program for Students with Disabilities at 1244 Haley Center, 844-2096 (V/TT).

Honesty Code:  The University Academic Honesty Code and the Tiger Cub Rules and Regulations pertaining to Cheating will apply to this class.

Professionalism:  As faculty, staff, and students interact in professional settings, they are expected to demonstrate professional behaviors as defined in the College’s conceptual framework. These professional commitments or dispositions are listed below:

· Engage in responsible and ethical professional practices

· Contribute to collaborative learning communities

· Demonstrate a commitment to diversity

· Model and nurture intellectual vitality

Distance Learning Students: Unless specific instructions have been given for a designated course, students in distance education courses shall take all closed resource examinations under the supervision of an approved proctor.  Examples of approved proctors include a school superintendent, a principal of a high school, or a dean or department head of a college.  Proctors shall be verified and exams shall be sent directly to the proctor who will manage the examination in a secure manner, requiring students to present a picture ID.
9. Justification for Graduate Credit:






Graduate students will learn how to plan, organize, manage, and evaluate administrative functions and services as well as analyze trends and issues concerning administrative services.  An indepth analysis of one area of administrative services will be required.  Students are expected to present a written analysis and synthesis of their findings and to give an oral presentation based upon their research.  
(Research Project = 20%)
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