John W. Hallahan Catholic High for Girls

Office Procedures and Technology Course
Instructor:  
Mrs. Patricia Sheetz
Credentials:
Bachelors Degree in Business Education

Master’s Degree in Health Education

Block Scheduling Syllabus/Fall Semester (tentative-subject to change)


(Each week you will have interactive notes and lectures, indexing, business forms, office practices, and limited computer time for current business trends, graded projects will be assigned accordingly)
9/7
Introduction to Course expectations and guidelines, Interactive lecture and notes, Chapter 1, 
Intro to Business forms, Intro to Alphabetic Indexing 

The Business World
9/12
Chapters 2 
Office Competencies


Friday:  Test on Chapters 1 
9/19
Chapters 3
Effective Communication

Friday:  Test on Chapter 2
9/26
Chapters 4
Information Resources

Friday:  Test on Chapter 3
10/3
Chapter   5 and follow-up of previous chapters
Communication
Friday: 
No test/Project grading/Library research/ Philadelphia Free Library
10/10
Chapters 6
Presentations



Friday:  Test on Chapter 4
10/17
Chapters 7
Finances/Payroll


Friday:
  Test on Chapter 5
10/24
Chapter 8
Time Management/TQM

Friday:  Test on Chapter 6
10/31
Chapter 9
Meetings and Travel


Friday:   Midterm
11/7
First quarter ends, grades discussed, Q & A session, newspaper research Business Section






Friday:  Test on Chapter 7
11/14
Chapter 10
Records Management

Friday:  Test on Chapter 8
11/21
11/23 Holiday begins at end of school day       
HAPPY THANKSGIVING!
11/28
Chapter 11
Systems & Procedures

Friday:  Test on Chapter 9

12/5
Chapter 12
Telecommunications


Friday:
  Test on Chapter 10
12/12
Chapter 13
Telephone Procedures

Friday:  Test on Chapter 11
12/19
12/23 Holiday begins at end of day
12/26
MERRY CHRISTMAS AND HAPPY NEW YEAR!!
1/2
Classes resume


Friday:  Test on Chapter 12
1/9
Chapter 14,15
Internet/Career/Resume

Friday:  Test on Chapters 13,14
1/16
Chapter 16
Personnel/Human Relations

Friday:  Test on Chapters 15,16
1/23


First semester ends/Final Examination
