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CTCT 7240/7246
Administrative Management
Spring 2012
Business Education

College of Education

Elisha Wohleb

wohleec@auburn.edu
334-844-8724 or 334-844-3800
GTA:

Marissa Kane

kanemar@auburn.edu
or

Eric Skinner (video questions)

skinnwe@auburn.edu
Office Hours:

M/W 12-3
Other times by appointment
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AUBURN UNIVERSITY

SYLLABUS

1.

Course Number:
CTCT 7240/7246




Course Title:

Administrative Management


Credit Hours:
3 semester hours (Lecture 3)



Prerequisites:

Departmental approval



Corequisite:

None

2.

Date Syllabus Prepared:  2012
3.

Texts/Supplies:
Newstrom, J. W.  (2007). Supervision: Managing for Results. McGraw-Hill Publishing. ISBN 0-07-354508-2
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:

1.
Develop an understanding of managerial functions as applied to the administrative resources of an organization to achieve the organizational objectives.
2.
Identify the skills and knowledge needed to succeed as an administrative office manager.
3.
Analyze the office of an organization according to the principles of organizational structure and design.
4.
Analyze the basic components of a system and explore the applications of systems to the office.
5.
Compare the various methods of organizing the systems functions within small and large offices and evaluate the advantages and disadvantages of each method.
6.
Evaluate the impact of automation and the electronic office on the human factor.
7.
Integrate factors related to managing a culturally diverse workforce.
8.
Assess effective reference resources and communication practices and systems to solve business problems.
9.
Appraise the physical environment of the office including office layout and work flow.
10.
Discuss word processing/administrative support systems and their impact on the office.
11.
Display a knowledge of telecommunications, mail, reprographics, and records management systems.
12.
Critique methods of controlling administrative services.
6.
Course Content/Evaluation:
1. The Supervisor’s Role in Management
2. Creating a Positive Workplace within a Dynamic Environment

3. Setting Goals, Making Plans, and Improving Costs

4. Problem Solving and Managing Information

5. Organizing an Effective Department

6. Staffing with Human Resources

7. Training and Developing Employees

8. Leadership Skills, Styles, and Qualities

9. Understanding and Motivating People at Work

10. Effective Employee Communication

11. Appraising and Developing Employees

12. Counseling and Performance Management

13. Building Cooperative Teams and Resolving Conflict

14. Managing a Diverse Workforce

15. The Supervisor’s Role in Employee Safety and Health, and Labor Relations

16. Achieving Personal Supervisory Success

7.
Course Requirements/Evaluation:
A. Successful and timely completion of all assignments in accordance with the instructor’s standard or approval
B. Student participation in class
C. Case Studies
D. Five Tests and a comprehensive final examination
E. Interview and Response
The final grade for the course will be based on the following:

Test 1, Chapters 1-4



100 points
Test 2, Chapters 5-7



100 points
Test 3, Chapters 8-10
 


100 points
Test 4, Chapters 11-13



100 points
Test 5, Chapters 16-18



100 points
Comprehensive Final



100 points
Interview and Response



200 points

Case Studies (2 each chapter 25 points each)

400 points

Total





1200 points
Late assignments will not be accepted. All students must turn assigned work in through Canvas (https://auburn.instructure.com/login) by the assigned due date. 
ALL WRITTEN ASSIGNMENTS: All assignments are expected to be typed, neat, double spaced, 12 point Times New Roman font. Grades will not only be based on content but also grammar, thought, and neatness. Multiple page papers must be stapled. You will need to upload or turn in assignments by the assigned date. 
Case Studies:  You should choose two case studies from each chapter covered in class to analyze. Your response should require thought and include knowledge learned from each chapter. I would expect your response to be one page following the guidelines of all written assignments. If you have a case study that has ranking, you must rank and then describe whey you ranked in that order. If the questions are written out in a, b, c order, please write the question and answer. We will cover 1 chapter per class. Case studies will be due Sunday at midnight. An example: If we cover chapter 12 on Monday and chapter 13 on Wednesday, then 2 case studies for chapter 12 and 2 for chapter 13 will be due that Sunday at midnight. Fridays will be considered lab days which will allow you time to complete each weekly assignment. You must upload / turn in all assignments  by the assigned date to Canvas.
Tests: All tests will be closed resource exams. This requires the use of a proctor for distance students. Distance students will have one week to take the exam from the date on campus students test. Proctor information is provided below.

Interview: You should begin to think of a supervisor that you could interview. I will provide you with a list of questions that you can use as a guide during this interview. We will discuss this more during class time. You will also be required to write an analysis/response to the interviewees answers.  

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 watching all class videos.
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.

8. Class Policy Statements:
1. University Policies will be followed in this class (https://sites.auburn.edu/admin/universitypolicies/default.aspx). Students must attend all class meetings and participate in all classroom exercises.  Should students need to be absent for any reasons, please contact the course instructor before missing that class meeting.  Students are responsible for initiating arrangements for missed work due to excused absences.  Make-up quizzes and exams will be given only for University-approved excuses as outlined in the. Arrangements to take the make-up a quiz or an exam must be made in advance.  Students who miss a quiz or 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 cannot be made up under any circumstances.

2. 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 alternate time can be arranged. To set up this meeting, please contact me by e-mail. If you have not established accommodations through the PSD office, but need accommodations, make an appointment with The Program for Students with Disabilities, 1228 Haley Center, 844-2096 (V/TT).
3. Honesty Code:  The University Academic Honesty Code and Policies will be followed pertaining to Cheating will apply to this class.

4. Approved proctor necessary for closed resource exams.

5. 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

6. The instructor reserves the right to make changes to the syllabus, class requirements, and schedule.

	Date
	Assignment

	January 9
	Introduction and Course Overview

	January 11
	Chapter 1

	January 16
	Holiday – School Closed

	January 18
	Chapter 2

	January 23
	Chapter 3

	January 25
	Chapter 4

	January 30
	Test 1… Chapters 1 - 4

	February 1
	Chapter 5

	February 6
	Chapter 6

	February 8
	Chapter 7

	February 13
	Study day

	February 15
	Test 2 … Chapters 5 - 7

	February 20
	Chapter 8

	February 22
	Chapter 9

	February 27
	No Class!!!

	February 29
	Chapter 10

	March 5
	Test 3 … Chapters 8 - 10

	March 7
	Interview Assignment

	March 12
	Chapter 11

	March 14
	Spring Break

	March 19
	Spring Break

	March 21
	Chapter 12

	March 26
	Chapter 13

	March 28
	Test 4 Chapters 11 - 13

	April 2
	Chapter 16

	April 4
	No Class!!!

	April 9
	Chapter 17

	April 11
	Chapter 18

	April 16
	No Class!!! (study day)

	April 18
	Test Chapters 16-18

	Distance Students: Plan to take your final between: April 23-April 27

	April 23
	Study day

	April 25
	Final Exam (Comprehensive Chapters 1-13)
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