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MASTER COURSE SYLLABUS
BIS 370 Administrative Office Management 3(3-0)F
Design.  No. Title Credit (Mode)

l. Bulletin Description:
An overview of the management and organization of the business office, including
leadership, communication, problem solving, meeting management, and other human
resource and supervisory practices.

. Prerequisites:

56 semester hours completed and either admission to Professional Business
Studies or listed on a signed major or minor.

1. Rationale for Course Level:

IV.  Textbooks and Other Materials To Be Furnished by the Student:
Administrative Office Management, Kane K. Quible, Prentice-Hall, 2001.

V. Special Requirements of the Course:

VI.  General Methodology Used in Teaching the Course:

Lectures, case studies, speakers, field trips, on-line research.

VII. Course Objectives:

1. Identify managerial office information functions

2. Define basic individual needs, address each need relative to cultural diversity, and
explain how each need fits into the management function.

3. Determine the effects of office technology on education and training of office

personnel, management, and company operations.

Identify the guiding principles of organization.

Arrange an office layout using the principles of space management.

Identify the psycho-physiological factors in an automated office and make
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appropriate recommendations based on ergonomic principles.

Select the appropriate communication messages and services needed, including
the use of networks and global transmissions, for various situations.

Combine people, procedures, and equipment to form an efficient and effective
administrative support system, using appropriate planning, organizing, and
decision making skills.

Determine appropriate management and supervisory procedures.

. Decide what action to take concerning human relations and office personnel

policies, taking into account individual diversity, global, and cultural differences.
Analyze office jobs and recommend a method of job evaluation, applying
principles of systems analysis and human resources principles.

Identify the principles of budget preparation.

Develop an awareness of available career paths in managing a business office.
Develop an awareness of the critical and ethical issues in the office of the future,
including the social responsibility and accountability of companies.

VIII. Course Outline:
Week Topics
1. Principles of office management
2. Selecting and recruiting office personnel
3. Orienting, developing, and training office personnel
4, Developing and training office personnel
5. Supervising and motivating office personnel
6. Appraising, evaluating, and promoting office personnel
7. Analyzing and evaluating office jobs
8. Administering salaries, measuring output, and improving productivity
9. Space management and office design
10.  Office ergonomics and environment
11.  Office furniture and equipment
12.  Managing office systems
13.  Communication Services and telecommunications
14.  FINAL EXAM
Evaluation:
Tests 25%
Written Assignments 30%
Oral Presentation(s) 20%
Readings 25%
Total 100%
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