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Basic vocabulary and expressions used in office work. Multi-skill course in
office jobs, terms of office equipment, instructional and work processes in business
situations. Computer programming office work using typing skills.
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1 Introduction 3 Review course outline -Course 2.250y0N
Unit 1 - Starting to Exercises: outline
work in a company e Introduction
e Office organization -Textbook
e Self-introduction
e Pretest -Handouts
-Test
prompts
2 Unit 1 — Starting to 3 e News of the day -Textbook | a.afyoun
work in a company e Review secretarial
(continued) vocabularies -Handouts
e Listen to the
conversation -Typing
e Team work programs
e Lecture and discussion
e Role play
e Reading
Comprehension 1-3
Computer:
e Learning typing
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(continued)

e Lecture and discussion

A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
i Falua
programs and practice
Editing #1
3 Unit 2 - 3 e News of the day -Textbook | a.2¥yan
Telephoning and * Review types of
taking messages telephoning and taking -Handouts
messages
e Finding the -Typing
telephoning and taking program
messages vocabularies
e Teamwork -Microsoft
Office
Computer:
e Touch typing practice
4 Unit 2 - 3 e News of the day -Textbook | a.25yan
Telephoning and e Review teamwork
taking messages assignment -Handouts
(continued) e Lecture and discussion
e Role play -Typing
program
Computer:
e Touch typing practice -Microsoft
e Microsoft Word Word
documents
Editing # 2
5 Unit 3 - 3 e News of the day -Textbook | a.afyan
Welcoming visitors e Review secretarial
and appointments vocabularies -Handouts
¢ Finding the secretarial
vocabularies -Typing
e Speaking useful program
expression
e Teamwork -Microsoft
Word
Computer:
e Touch typing practice -Test
e Microsoft Word prompt
documents
Written Test # 1 (10%)
6 Unit 3 - 3 e News of the day -Textbook | a.2fyan
Welcoming visitors e Reading
and appointments comprehension -Handouts
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e Touch typing practice
e Microsoft word
documents

A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
i Falua
eRole play -Typing
program
Computer:
e Microsoft Word -Microsoft
documents Word
Editing # 3
Typing Test #1 (5%) Typing
record
7 Unit 4 - Filing 3 e News of the day -Textbook | a.2¥yan
e Review office
document vocabularies | -Handouts
¢ Finding the office
document vocabularies -Typing
e Reading program
comprehension 1 -4
about filing system -Microsoft
e Grammar: Present Word
tense
e Teamwork -Pgwer
e Lecture and discussion | POINt
computer:
e Touch typing practice
e Microsoft Word
documents
Editing # 4
8 Midterm exam 3 Unit 1 -4 (20%) Test a.950ynn
prompts
9 Unit 5 — Business 3 e News of the day -Textbook | a.05ymyun
correspondence e Review business
correspondence -Handouts
vocabularies
e Finding the business | -Typing
correspondence program
vocabularies
e Team work -Microsoft
e Practice writing word
Computer: -Projector
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A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
i Falua
Editing #5
10 Unit 5 — Business 3 e News of the day -Textbook | a.2¥yan
correspondence e Lecture and discussion
(continued) e Reading -Handouts
comprehension
e Discussion -Typing
e Practice writing program
e Role play
-Microsoft
Computer: Excel
e Touch typing practice
e Microsoft Excel -Test
documents prompt
Typing Test #2 (5%)
11 Unit 6 — Travel 3 e News of the day -Textbook | a.a5an
planning and e Review modes of travel
reservation and business trip -Handouts
e Finding the travel
planning and reservation | -Typing
vocabularies program
e Teamwork
e Practice writing -Microsoft
itinerary Excel
Computer: -Power
e Touch typing practice | Point
e Microsoft Excel
Editing # 6
12 Unit 6 — Travel 3 e News of the day -Textbook | a.250yan
planning and e Listening to the
reservation conversation -Handouts
(continued) e Grammar
e Lecture and -Typing
discussion program
e Role play
-Microsoft
Computer: Excel
e Touch typing practice
e Microsoft Excel -Power
Written Test # 2 (10%) point
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A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
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13 Unit 7 — Meeting 3 e News of the day -Textbook | a.2¥yan
e Review types of
meetings -Handouts
e Finding the meeting
and process -Typing
vocabularies program
e Meeting arrangement
e Team work -Microsoft
e Lecture and discussion | Excel
e Role play
-Power
computer: point
e Touch typing practice
e Microsoft Excel
Editing # 7
14 Role play #1 3 Role play #1 (10%) Test 8.9501
prompts
15 Unit 8 — Office 3 e News of the day -Textbook | a.05yoyun
equipment e Review office
equipment -Handouts
vocabularies
e Finding the office
equipment
vocabularies
e Conversation
e Grammar
e Team work
e Lecture and discussion
e Role play
Editing # 8
16 Review 3 Review for Final Exam -Textbook | a.afyoun
Final Typing Test (10%) -Handouts
Post Test -Typing
program
Check assignments
-Power
point

10
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-Typing
Record
-Post Test
17 Final Exam 3 Unit 5 - 8 (30%) Test .57
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