Course Syllabus

(Tentative)

OT 48 – Receptionist

Instructor:  
Mike Sorensen


Email: mike.sorensen@scccd.com

Office:

HUM 52



Phone: 638-3641 Ext. 3615

Office Hours:
 
Text: 

Phone Skills for the Information Age, Maxwell
Objectives:

This course will cover:

· Communicating on the Telephone

· Handling Incoming Calls

· Making Outgoing Calls

· Customer Service
· Scheduling

· Travel

· Front Desk Issues

· Career Opportunities

Grading

Your final grade will be dependent on written tests, homework, and attendance.  



Tests



60%



Homework/Assignments
40%

Final grades will be based on the following scale:



90%-100%


A



80%-89%


B



70%-79%


C



60%-69%


D



Below 60%


F

Attendance:

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in business.  Therefore, excessive absences will not be tolerated.  If you are absent more than three class meetings your grade may be reduced by one letter grade.  Continued absences beyond three meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you can not be late to work you can not be late to this class.  If you are tardy for more than three class meetings your grade may be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

Last day to drop this course:


