Office Technology 48
today’s receptionist
reedLEY COLLEGE

Quarter 2 Spring 2005
MWF 2:00 pm – 2:50 pm 
03/14/905 – 05/20/05
Ms. Cheryl Lingo
INC-4
PHONE: 637-9888
Office Hours: by appt.
EMAIL:  cheryl_lingo@verizon.net


COURSE OBJECTIVES:

This short-term course includes:

· Communicating on the Telephone

· Handling Incoming Calls

· Making Outgoing Calls

· Processing the Mail

· Scheduling

· Travel

· Front Desk Issues

· Career Opportunities

REQUIRED TEXT and SUPPLIES:

· Telephone Techniques, Second Edition, Neal, Dorothy; Glencoe, 1997.

ATTENDANCE:

Students are expected to attend all class meetings, be on time, and be in class the entire class session.  The only excused absences are those due to a school-related activity or a requirement to appear in court.  Calling me to tell me you will be absent does not excuse you but is considered a professional courtesy.  STUDENTS LEAVING CLASS BEFORE THE END OF CLASS WILL BE COUNTED AS BEING ABSENT!  Your classmates and I would greatly appreciate that students in the class take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins.  If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

HOLIDAY:

Spring Break Mar 21-25
DROP DEADLINE: TBA

TARDIES:

Students are expected to be on time.  It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late.  Class participation points will be deducted for tardies.

HOMEWORK:
Some homework will be collected.  Each assignment collected will be graded on completeness, neatness, and effort.  Homework should be written or keyboarded on one side of a standard sized paper 8 ½ x 11 (No spiral paper, please) stapled in the upper left-hand corner, and in order.  Record the class name, your name, homework (chapter and problems), and date on each homework assignment.  On graded homework, a selected few problems will be graded.  You will also be given homework checks.  NO LATE HOMEWORK WILL BE ACCEPTED!  Note:  Being absent the day homework is collected does not entitle you to turn it in late!

CLASS PARTICIPATION

This course requires class participation.  Participation points will be earned on a daily basis.  There are no bad questions unless they are intended to disrupt the learning process. You may not work on  homework during class.  You may not study for another class, sleep, or read a book during class.  CELL PHONES AND PAGERS ARE TO BE IN SILENT-MODE.  Accepting non-emergency calls during class will reduce your class participation points.

QUIZZES:

Quizzes may be announced.  There are no makeup’s for missed quizzes.  NO EXCEPTIONS!

TESTS:

There are no makeup’s for missed tests.  If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test early.  No late tests will be allowed.  NO EXCEPTIONS!

FINAL EXAM:

A two-hour comprehensive final exam will be given at the end of the quarter.  The date and time of the exam is TBD.  

GRADING:

Your Class Participation Grade is worth 30%.  Your Test Grade is worth 40% of your grade.  Your labs/homework grade is worth 30%.  

	Percent of Total Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	0-59
	F
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