
 

Date of Current Revision:  February 2003 

 

 

 
            EFFECTIVE: SEPTEMBER 2003 
 

CURRICULUM GUIDELINES 

A. Division: Commerce & Business Admin. 
Office Administration 

Effective Date: 
 

September 2003 

B. Department / 
Program Area: 

 Revision X New Course  

 If Revision, Section(s)  
Revised: 

D,F,H,J,K,M,N,O,P,
Q 

 Date of Previous Revision:  
Date of Current ReO,Pm
(r)Tj
10.01384.3787 558.0601 T1702 0 0 1078051e

 



OADM 245 Employability Skills for Office Personnel                                                                Page 2 of 3 
 

M: 





OADM 245 Employability Skills for Office Personnel                                                                Page 4 of 3 

Date of Current Revision:  February 2003 

 
Q: Means of Assessment 

 
Assignments (minimum three)   15% 
In-class presentation(s)    10% 


