OT 148  Today’s Receptionist

Monday, Wednesday, Friday    1:00 – 1:50 p.m.

Room:  Por 4
Summer 2004 Semester

Instructor:
Teresa F. Smith

Phone:
638-3641  Ext. 3832

E-mail:
businesspro2002@hotmail.com


Office Hours:
By appointment

Textbook:
Telephone Techniques, Neal

Course Objectives:

To introduce the student to telecommunications for today’s automated office by focusing on basic telephone communications equipment and concepts using voice, data, and image terminal equipment.  To provide an understanding of telephone (public and private) networks, regulations, and diversities thereby providing the essential information to select and use digital and analog business telephone systems.  

Requirements:

· Attend all class meetings on time, prepared to participate, with a positive attitude.

· Have textbook and required materials.

· Consistently complete assignments at a passing level or above.

· Participate in class activities, ask questions, and get involved.

Attendance/Make-up Policy/Late Assignments

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Whenever possible, the student is to notify the instructor in advance of an absence as you would at your place of employment; when that is not possible, the student is to contact the instructor at the earliest time possible so arrangements can be made for missed assignments.  All required work is to be made up and submitted the following class meeting.  It is the responsibility of the student to meet with the instructor (outside of class) to find out what work was missed.  A student may be dropped from the course after missing 3 consecutive class sessions (3 tardies = 1 absence).  It is the responsibility of the students to drop courses they no longer wish to be enrolled in.  A student may also be dropped if his or her behavior is disruptive to the classroom-learning environment [disrespect towards students/teacher, answering phone, etc.].   



Grading Policy:
Attendance

10%


Homework/Assignments
30%


Tests

60%

Final Grade Distribution:
A
90 – 100%


B
80 – 89%


C
70 – 79% 



D
60 – 69%


F
  0 – 59%

