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	Columbus State Community College Business Programs
Business Office Administration Course Syllabus



Course Number and Title: BOA 1150 Office Procedures
Credits: 3
Class Hours per week: 3
Prerequisites: Placement into ENGL 1100 and Placement into MATH 1104 or higher
Instructor : Maria Welter (mwelter1@cscc.edu)
Description of the Course: This course introduces the student to the skills needed for success as an administrative professional. The main responsibilities, the soft skills and knowledge, and the required technical skills necessary for success in the 21st century office are emphasized.

Course Student Learning Outcomes
Upon successful completion of this course, you should be able to:
· Explain the role of the office professional and identify common office support functions.
· Describe the technical skills, knowledge, and personal qualities needed for success as an office professional.
· Discuss the importance of the communications process and describe verbal and written methods.
· Demonstrate the communication skills and professionalism needed for effective use of the telephone, including voice mail.
· Explain the importance of working efficiently and working effectively, and describe tools and strategies to improve time management.
· Describe ways to improve the organization of a workstation.
· Correctly schedule and confirm appointments and greet and direct office visitors.
· Describe the office professional's responsibilities in planning business and team meetings from beginning to end.
· Identify unethical workplace behaviors and steps for working ethically.
· Describe strategies and skills for developing and providing effective customer focus and service.
Program Outcomes
· Demonstrate effective and appropriate formal and informal communication (verbal and written) in diverse work environments.
· Work effectively and efficiently both independently and as part of a team.
· Employ critical thinking, analytical problem–solving skills, and ethical decision-making techniques to address work-related issues
· Plan, implement, and manage business data and information by applying and adhering to standard office policies, procedures, and practices.
· Research information using a variety of resources to accomplish a task in the workplace environment.

Outcomes Based Assessment of Student Learning
For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:
· Critical Thinking

· Quantitative Skills
· Technological Competence
· Communication Competence
· Professional & Life Skills
In class students are assessed on their achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.
Course Materials Required
This is an Instant Access course, so all enrolled students have access to the eBook.
System Requirements
1. Microsoft Office 365/2021 – For instructions on downloading Office 365 free for students at Columbus State, please visit this link: https://www.cscc.edu/services/office-365.shtml
2. High-speed Internet
3. Google Chrome
Units of Instruction
· Entering the Workforce
· Becoming a Professional
· Managing and Organizing Yourself
· Working Ethically
· Understanding the Workplace Team
· Developing Customer Focus
· Improving Communications Skills
· Communicating with Technology
· Seeking Employment
· Planning Meetings and Events
General Instructional Methods
· Online Presentations
· Virtual Discussions
· Multimedia Videos/Demonstrations
Student Responsibilities
As a student in this course, it is your responsibility to:

1. Read all BOA 1150 course materials and information on Blackboard including the course syllabus and calendar.
2. Meet the objectives of any prerequisite courses.
3. Check your CSCC e-mail and course announcements daily.
4. Use your CSCC student e-mail to communicate with the instructor (E-mail Instructor button available in Blackboard course).
5. Assignments must be completed and submitted by the published due date. Late assignments are not accepted in this course.
6. Complete all exams according to the course schedule. There are no exam make-ups in this course.
7. All assignments, assessments, and exams are to be your own work. Any and all instances of possible academic misconduct where students collaborate on assessments will be given a score of zero and reported to the Student Conduct Office.
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8. If you have a concern of any kind regarding this course, instructor, etc., the protocol is to contact your instructor first. If the issue is not resolved, you should contact the lead instructor for the course and BOA program coordinator, Amy Popovich at apopovich@cscc.edu.
9. Students should expect to spend about two hours each week for every credit hour (6 hours per week for this class). (Policy Number 5-05).
10. Students need to be aware that inability to fulfill the requirements for a course may result in failure.

Standards and Methods for Evaluation

	Assessment
	Points

	Assignments (7)
	175

	Discussion Boards (3)
	25

	Midterm Exam
	100

	Final Exam
	200

	Total Points
	500



Grading Scale and Point Distribution
Course grading is based on the total points earned of the total points possible (total points earned divided by total points possible equals percentage earned).

	Points
	Percentage
	Grade

	450-500 points
	90-100%
	A

	400-449 points
	80-89%
	B

	350-399 points
	70-79%
	C

	300-349 points
	60-69%
	D

	0-299	points
	59% and below
	E



Attendance Policy
Attendance will be measured by the successful and timely completion of course assignments and exams. Simply showing up or logging into Blackboard will not count as attendance.

Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported quarterly by each instructor, and results in a student being administratively withdrawn from the class section. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.

Discussion Board
One of the requirements for this course is to participate in discussion boards. You may participate in the discussion forum at any time during the specified week. Participation points are based on quality and quantity of responses and replies. To receive the maximum points/credit, you must participate in the class discussion at least two times for each topic. These discussion board points are a percentage of your total points for the course.

Instructor Feedback and Availability
Grades for assignments and exams will be posted within one week of the due date for the assignments and exams. The instructor will respond to e-mail and voicemail messages within 24 hours during the standard business week.

Course Calendar
Refer to the Course Calendar posted on Blackboard under the Course Information section for a weekly course schedule which indicates units of instruction, assignments, and due dates.

College Syllabus Statements
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

Department Policies and Resources
Available in our Blackboard course under Course Information.

BOA 1150 Office Procedures Course Calendar – Spring Semester 2026
First-Term - WEB

	UNIT
	UNIT OF INSTRUCTION
	LEARNING OBJECTIVES/GOALS
	ASSIGNMENTS
	DUE DATE (11:59 pm)

	Unit 1 1/19-1/26
	Chapter 1
Entering the Workforce
	· Assess the demand for administrative professionals and describe their work and work settings.
· Describe the skills, knowledge, and traits employers expect of an administrative assistant.
· Compare the responsibilities of the employer and employees in a work relationship.
· Describe the culture and structure of a business organization.
	1. Read Chapter 1 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 1
3. Post a thread and a response to Discussion Board 1
	Discussion Board 1 Thread due Friday, 1/23




Discussion Board 1 Response & Assignment 1 due Monday, 1/26

	Unit 2 1/27-2/2
	Chapter 2
Becoming a Professional
Chapter 3
Managing and Organizing Yourself
	· Describe the qualities that make a worker a professional.
· Explain why critical-thinking, decision-making, and problem-solving skills are essential to an administrative assistant.
· Describe how factors such as appearance, communication, and teamwork skills affect your professional image.
· Describe the importance of following business etiquette.
· Explain steps for setting and meeting goals and priorities
· Describe strategies and tools for organizing your work area and workload.
	1. Read Chapters 2 and 3 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 2
	Assignment 2 due Monday, 2/2





	Unit 3 2/3-2/9
	Chapter 4 Working Ethically

Chapter 5 Understanding the Workplace Team
	· Describe basic ethical terms and concepts.
· Explain characteristics of ethical businesses and organizations.
· Describe resources and methods for making ethical decisions at work.
· Identify unethical workplace behaviors and steps for working ethically.
· Describe the benefits of teams and identify common types of workplace teams.
· Describe qualities and skills of effective teams, members, and leaders; identify team challenges.
	1. Read Chapters 4 and 5 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 3
3. Post a thread and a response to Discussion Board 2
	Discussion Board 2 Thread due Friday, 2/6


Discussion Board 2 Response &
Assignment 3 due Monday, 2/9

	Unit 4 2/10-2/16
	Midterm Exam on Blackboard covers Chapters 1-5

Chapter 6
Developing Customer Focus
	· Define customer focus and describe strategies for developing it.
· Develop skills for providing effective customer service.
· Describe how to effectively handle customer service situations.
	1. Complete Midterm Exam
2. Read Chapter 6 eBook
3. Complete all Activities and Assignments posted on Blackboard under Learning Unit 4
	Midterm and Assignment 4 due Monday, 2/16

	Unit 5 2/17-2/23
	Chapter 7
Improving Communication Skills

Chapter 8 Communicating with Technology
	· Describe the communication process and ways to improve listening skills.
· Describe factors related to effective verbal and nonverbal communication.
· Describe methods and effective techniques used for collaborating in the workplace.
	1. Read Chapters 7 and 8 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 5
3. Post a thread and a response to Discussion Board 3
	Discussion Board 3 Thread due Friday, 2/20

Discussion Board 3 Response &
Assignment 5 due Monday, 2/23

	Unit 6 2/24-3/2
	Chapter 15
Seeking Employment
	· Identify sources of job information.
· Research organizations and prepare a letter of application and resume.
· Develop job interview skills.
· Develop skills for job advancement and job changes.
	1. Read Chapter 15 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 6
	Assignment 6 due Monday, 3/2
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	Unit 7 3/3-3/9
	Chapter 10
Planning Meetings and Events
	· Describe the office professional’s responsibilities in planning business and team meetings.
	1. Read Chapter 10 eBook
2. Complete all Activities and Assignments posted on Blackboard under Learning Unit 7
	Assignment 7 due Monday, 3/9

	Final Exam 3/10-3/12
	Final Exam on Blackboard covers Chapters 6, 7, 8, 15,
10
	
	Final Exam
	Final Exam must be completed & submitted by 11:59 pm on Thursday, 3/12
to receive credit.
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