OT48:  today’s receptionist (52076)
Reedley College Room:  INC-2

Ms. Cheryl Lingo
10/17/05 – 12/19/05

Office Hours:  By arrangement

MWF 2:00pm – 2:50 pm    
Phone:  8596071  /  EMAIL:  cheryl_lingo@verizon.net


COURSE OBJECTIVES:

This short-term course is intended to prepare students for work as administrative support employees in today’s business environment.  Coursework includes:
	· Office Communications
	· Travel Arrangements
	· Career Opportunities

	· Incoming / Outgoing Call Management
	· Office Challenges
	

	· Scheduling Appointments
	· Incoming / Outgoing Mail 
	


REQUIRED TEXT and SUPPLIES:

· Phone Skills for the Information Age, Third Edition, Maxwell, Dorothy; McGraw-Hill/Irvin, 2006;  8.5” x 11” notebook; 
Current Fresno-Madera County Phone Book
ATTENDANCE:

· There are no excused absences.  I expect students to practice what will be required of you in the business world.  Specifically, I expect you to be here for every class meeting, and to be prepared to participate fully in all classroom activities.
· As adults, I know it is possible you will face the difficult choice of handling an urgent issue in your personal life or attending class.  An employer would probably excuse a valued employee’s rare but unavoidable absence from work.  I am willing to work with a student who must miss class.  To be eligible for this 1-time opportunity, you must have a consistent record of good participation and classroom conduct (see CLASSROOM CONDUCT section below). 
· If you must miss a class, contact me in advance.  Though you will not receive daily participation points for the missed class, I will assess whether you may complete and turn in a late assignment.  Unless we have talked in advance, no homework or assignments can be turned in late.  
· If you miss three consecutive classes, I reserve the right to drop you from the class.  
· If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office.  
PUNCTUALITY:

· You are expected to be in class, ready to participate, at the start of every class session.    
HOMEWORK:
· Some homework will be collected and graded.  If it is not collected, it will be used in classroom discussion on the due date, and awarded participation points.   It is, however, your responsibility to complete all assignments.  
· When homework is collected and graded, it is assessed for three things:  1) is it complete?  2)  Is it neatly prepared?  3)  Is it correct?  The effort you expend on homework is directly related to the grade you receive.  

· For all assignments:   keyboard or NEATLY write on one side of an 8 ½ x 11 paper, or on the handout given to you during class.  I will not accept assignments on spiral paper, unstapled or out of order assignments, or unreadable handwriting.  Make sure to include in the upper right-hand corner your name, date, and the assignment (chapter, problem number, etc.).
· Unless you and I have made prior arrangements due to a missed class, no late homework is accepted.
CLASS PARTICIPATION

· This course requires class participation in all learning activities, including homework and classroom discussion.  Up to 10 points are earned for each class session, based on preparation for class, completed assignments, punctuality, and active participation in all classroom activities.   

· Participation points are lost when you are not actively participating in the class.  Points are lost for disruptive behavior, leaving class early, arriving late, being unprepared for class; doing other work (home or school), reading, internet surfing, text messaging, talking, receiving or making phone calls, and any other activity that distracts you from class instruction.
QUIZZES:

· Quizzes are not announced in advance.  They cannot be made up.  
· Quizzes are designed to assess your understanding of a particular topic, such as a recent homework assignment or lecture.  
Exams
· Exams will be announced at least two class sessions in advance.  Exams cannot be made up.  You can, however, make arrangements to take the test in advance of the scheduled date, if you make foresee an unavoidable absence on the test date. 

· Exams are based on the most recently covered material.  
· A two-hour comprehensive final exam will be given 
Plagiarism and Cheating
· Plagiarism and cheating are not acceptable behaviors anywhere.  If I believe you committed either act, no credit will be given for the assignment.   A second act of cheating or plagiarism will result in being dropped from the class. 

Accommodations for students with disabilities
· If you have a verified need for an academic accommodation, or materials in alternate media (i.e. Braille, large print, electronic text, etc.) per the Americans with Disabilities Act or Section 504 of the Rehabilitation Act, please contact me as soon as possible.

GRADING:

· Grades are based on points earned, and weighted as follows:  

Class Participation - 30%  
Exams - 40% 
Labs/homework - 30%
· Final grades are assigned based on the following grading scale:
	Percent of Total Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	0-59
	F



