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QUESTION 1: What are the Student Learning Outcomes (SLOs) for your unit? How do you inform the public 
and other stakeholders (students, potential students, the community) about your SLOs? 

The Administrative Office Technology (AOT) program provides students with the academic knowledge, 
independent learning skills, and confidence to successfully complete a technical certificate or a certificate of 
proficiency. Earning a degree in the Administrative Office Technology provides entry into one of many career 
pathways. 

Students successfully completing the Office Support Certificate of Proficiency should demonstrate basic 
competencies in an office environment for limited entry‐level office support positions and/or for continuation 
onto the technical certificate program in Administrative Office Technology. 

Students successfully completing the technical certificate in Administrative Office Technology will be able to: 

1.	 Demonstrate abilities to produce appropriate business documents such as letters, forms, tables, graphs, 
financial documents, and other materials inherent in office technology using appropriate software. 

2.	 Demonstrate the ability to rapidly and appropriately respond to multiple requests within a
 
contemporary office environment.
 

3.	 Demonstrate the integration of theory, lab, and field content necessary to obtain employment in entry‐
level business offices. 

Student learning outcomes for the Administrative Office Technology program are located: 

1.	 on the UAM College of Technology‐Crossett (UAM‐CTC) program Website at 
http://www.uamont.edu/uamctc/pdf/aot.pdf 

2.	 in the AOT classroom 

3.	 in a promotional brochure used for recruiting purposes (See Appendix A: Promotional Brochure) 

4.	 in the UAM‐CTC Program Information booklet on page 12 at 
http://www.uamont.edu/uamctc/pdf/CTC%20Program%20Book.pdf 

5.	 in each course syllabus (See Appendix B: Sample Syllabus) 

QUESTION 2: Describe how your unit’s Student Learning Outcomes fit into the mission of the University. 

The mission the University of Arkansas at Monticello shares with all universities is the commitment to search 
for truth and understanding through scholastic endeavor. 

A.	 Students assess and apply appropriate societal and work ethics in the global environment. Learners 
develop personal, social, and employability skills. 

B.	 Students produce appropriate business documents inherent in an office setting (See Appendix C: 
Sample Syllabus) 

The University seeks to enhance and share knowledge, to preserve and promote the intellectual content of 
society, and to educate people for critical thought. 

A.	 AOT students are equipped to attain excellence in a global economy as world‐class employees and 
citizens by successfully completing the AOT program. 

http://www.uamont.edu/uamctc/pdf/CTC%20Program%20Book.pdf
http://www.uamont.edu/uamctc/pdf/aot.pdf


 

                         
                               

                        
     

                        
                   

                       
                           

       

                             
                         
             

                            
                            

                     

                      
           

                                 
           

                      

                            
                      

                             
                   

                        
                       
 

                            
               

                           
                       

                            
                     

         

                     

   

B.	 Real world applications are reinforced using case studies. Students use problem‐solving skills, 
imagination, reasoning, and critical thinking to solve case studies or situations with which they have no 
personal experience. Students demonstrate their competencies in a safe environment before entering 
the workforce. 

C.	 Emphasis on critical thinking, creative problem solving, and professional development prepare students 
for challenges they will face in today's global market place. 

The University provides learning experiences that enable students to synthesize knowledge communicate 
effectively, use knowledge and technology with intelligence and responsibility, and act creatively within their 
own and other cultures. 

A.	 Students integrate theory, lab, and field content to obtain employment in entry‐level business offices. 
Students complete student learning outcomes that are introduced, reinforced, and mastered in the 
prescribed courses for the AOT program. 

B.	 Students demonstrate the ability to rapidly and appropriately respond to multiple requests within a 
contemporary office environment by completing documents on time individually or as a team member. 
Multiple assignments are assigned with due dates to reinforce time management. 

C.	 Students are encouraged to communicate learning outcomes effectively in class discussions,
 
brainstorming, and conversations (Turn‐to‐Your‐Partner activities).
 

D.	 Subject materials in each course are linked with other courses in the AOT program. Student learning 
outcomes are reinforced and mastered. 

E.	 Students prepare for initial employment, continuing education, and practical life skills. 

The University strives for excellence in all its endeavors. Educational opportunities encompass the liberal 
arts, basic and applied sciences, selected professions, and vocational/technical preparation. These 
opportunities are founded in a strong program of general education and are fulfilled through contemporary 
disciplinary curricula, certification programs, and vocational/technical education or workforce training. 

A.	 Students demonstrate abilities to produce appropriate business documents such as letters, forms, 
tables, graphs, financial documents, and other materials in office technology using appropriate 
software. 

B.	 Students use instruction, information, and training related to academic and technical skills required to 
enhance career‐related skills in technology, ethics, and professionalism. 

The University assures opportunities in higher education for both traditional and non‐traditional students and 
strives to provide an environment that fosters individual achievement and personal development. 

A.	 Students demonstrate the ability to rapidly and appropriately respond to multiple requests within a 
contemporary office environment by successfully completing Tech Business Practicum, a capstone 
course in the AOT program. 

B.	 Students establish standards of excellence recognized by the business community. 

[2]
 



 

                                       
      

                             
                            
                 

	 	

     
     
   
     

     
   
     
     

   
   
 

     
       
   
     
     

   
 

 

     
     
       
     
     
   

 

       
         
         
         
               
         
             
           
         
             
         
           
         

         
        
       

	 		

                             
                           
               

                      
                        

                                
       

                        
                             
                                  
                               
     

                          
                          
                                 

QUESTION 3: Provide an analysis of the student learning data from your unit. How is this data used as 
evidence of learning? 

Assessment data is used to profile what students should know and communicate information about student 
progress and achievement in Administrative Office Technology courses. The table below maps where student 
learning outcomes are introduced, reinforced, or mastered by course. 

Required Courses 

SLO #1: Demonstrate 
abilities to produce 
appropriate business 
documents such as 
letters, forms, tables, 
graphs, financial 
documents, and other 
materials inherent in 
office technology 
using appropriate 
software. 

SLO #2: Demonstrate 
the ability to rapidly 
and appropriately 
respond to multiple 
requests within a 
contemporary office 
environment. 

SLO #3: Demonstrate 
the integration of 
theory, lab, and field 
content necessary to 
obtain employment in 
entry‐level business 
offices. 

BUS 1123 Tech Accounting I I R 
BUS 1203 Tech Keyboarding I, R I R 
BUS 2143 Tech Business Mathematics I 
BUS 2003 Tech Business English I R 
BUS 1303 Tech Computer Apps for Bus. I, R I 
BUS 1213 Tech Keyboarding Applications M R M 
BUS 1563 Tech Admin Support Proc. R I R, M 
BUS 1503 Tech Word Processing R, M R M 
BUS 2013 Tech Business Communications R R R 
BUS 2153 Tech Computerized Accounting R, M R, M M 
BUS 1603 Tech Vocabulary Development I I 
BUS 2163 Tech Spreadsheet Applications R, M M M 
BUS 2623 Tech Business Practicum M M M 
I = SLO Introduced 
R = SLO Reinforced 
M = SLO Mastered 

Student Assessment 

Students are evaluated in numerous ways adaptable to address students’ diverse needs and foster students’ 
learning experience. Instruction is adapted based upon assessment and reflection. Frequent monitoring and 
tutoring is employed to tackle students’ deficiencies. 

Formative Assessment Tools. Formative assessment tools include reading quizzes, multiple‐choice concept 
exams, observation (See Appendix D: Technique Rating Sheet), class discussion, and conversations (Turn‐to‐
Your‐Partner activities). This type of assessment allows learners to use prior knowledge or skills to comprehend 
the student learning outcomes. 

Summative Assessment Tools. Summative assessment tools include performance tasks and exams (See 
Appendix E: Tech Word Processing Exam), presentations (See Appendix F: Presentation Rubric), portfolios (See 
Appendix G: Portfolio Rubric), and mock interviews (See Appendix H: Mock Interview Rubric). All assessment is 
geared to make a connection with the instructional unit necessary for students to obtain employment in entry‐
level business offices. 

Computerized Exams. Students utilize computer generated and administered exams in SAM 2010, Keyboarding 
Pro Deluxe, and CengageNOW to allow immediate feedback and assessment. Instructor(s) obtain information 
on the percentage of time spent on particular questions, as well as identifies specific “problem” questions where 

[3] 



 

                                
                                

                              
                        
                            

                          
     

                              
                                

                            
                        

	 		

                               
         

                            
                            

           

                                   
         

a large percentage of students miss the question. Instructor(s) can revisit these questions to determine if 
sections related to the question need to be covered again or if the question was unclear. 

Production Exams. Hands‐on testing is utilized in application courses for the certificate of proficiency and 
technical certificate. These assessments provide instructor(s) with visual confirmation that students have 
learned and can integrate lecture information. Production testing can include performing certain tasks related 
to the course including word‐processing, desktop publishing, media presentation, etc. (See Appendix I: 
Keyboarding Production Exam). 

The instructor(s) review each unit exam, production work, and verbal responses. An electronic grading program 
is used to determine mean, median, lowest, and highest scores. Instructors utilize this data to analyze 
performance, course content, and learning outcomes. Data is reviewed annually to revise testing materials, 
course content, student learning outcomes, emphasis areas, and software and textbook selections. 

Achievement Data 

Analyzing the grade distribution showed that 75 percent of all students enrolled in the Administrative Office 
Technology program successfully completed courses. 

Seventy percent of enrolled students successfully completed courses in the fall semester. Seventy‐nine percent 
of students successfully completed courses in the spring semester. Ninety‐eight percent of students successfully 
complete courses in the summer semester. 

Twenty‐five percent of students enrolled in one or more courses in the AOT program failed the course or 
withdrew with a W. 

[4]
 



 

                                
                                   

                                  
                                   

                            
                 

                                    
                                        
                                      
           

                          
     

                                    
         

                                    
                                     
                                      
                 

                                
                              

                       

                                          
                      

                            
                                  

                              
       

                                  
                                

                                

BUS 2003 Tech Business English. In addition to using CengageBrain, students have access to the author’s 
Website at www.meguffey.com. In each chapter, students take a pre‐test and a post‐test. A spelling test is 
given weekly that encompasses the 500 most misspelled words in the English language. Students are given the 
option to use the Web site resources and additional assignments in the textbook; however, only a small number 
of students choose to complete the reinforcement assignments. Historically, the students who chose to 
complete the resources improved their scores on exams. 

All students must complete Tech Business English with a grade of C or higher. Data shows that seventy‐six 
percent of students enrolled in this course pass with a grade of C or higher. Fourteen percent of the students 
enrolled must retake the course to pass with 70% or above. Ten percent of the students enrolled dropped this 
course due to attendance issues. 

BUS 2013 Tech Business Communications. Students use CengageBrain, the author’s premium Website at 
http://college.cengage.com/business/guffey_9781111821258/student/student_home.html, and Cengage 
Learning Write Experience 2.0, a Web site used to improve composition skills. In each chapter, students take a 
pre‐test and a post‐test. 

BUS 2143 Tech Business Mathematics. All students must complete any mathematics course with a grade of C or 
higher. Fifty‐six percent of students enrolled in Tech Business Mathematics passed with a grade of C or higher. 
Fifteen percent of all students completing this course must retake the course to pass with 70% or above. Thirty 
percent of all students enrolled withdrew from the course. 

Students are given multiplication table assessments every class meeting for the first three weeks. Students must 
complete multiples up to 12 in five minutes. Historically, students who cannot complete their multiplication 
tables in five minutes do not succeed in Tech Business Mathematics. 

Year 1 shows the highest number of students who must retake the course. All of the students in Year 2 passed 
the course. Year 3 showed the highest percentage of withdrawals. 

Tech Keyboarding and Tech Keyboarding Applications. Students enrolled in the keyboarding courses may work 
in the classroom, any UAM‐CTC lab, or at home. On each submitted document, students are given immediate 
feedback for proper formatting and keystroke accuracy. Students have the opportunity to correct errors and 
resubmit the document. 

An error diagnostics tool tracks accuracy problems on all timed writings. To help students improve accuracy, the 
program provides reinforcement drills. A Timed Writing Report captures results from the last 40 Timed Writings 
that provides the instructor a timely snapshot of student performance and progress. Students have shown a 

[5]
 

http://college.cengage.com/business/guffey_9781111821258/student/student_home.html
http:www.meguffey.com


 

                                       
              

                          
                        

                                   
                       

	

	 	

                                     
                                
                                
   

         

               

               

       

	 	

                             
                              

                  

marked improvement over the past two years by attaining the goal of 45 GWAM by the end of Tech Keyboarding 
Applications (See Appendix J: Timed Writing Report). 

Computer Applications. BUS 1303 Tech Computer Applications for Business, BUS 1503 Tech Word/Information 
Processing, and BUS 2163 Tech Spreadsheet Applications compose the computer application courses. Seventy‐

six percent of all students pass the computer application courses. Eight percent fail. Eighteen percent of the 
students enrolled in the computer applications course withdraw by the withdrawal date. 

Completion Rates 

In the past three years, UAM‐CTC has awarded a cumulative total of 32 certificates of proficiency (CP) in Office 
Support and 20 technical certificates (TC) in Administrative Office Technology programs. That is a 57 percent 
increase in graduates. Each year UAM‐CTC reports its annual completion, placement, and licensure rates in an 
annual report. 

Student Completers 2007‐2009 2009‐2011 2012‐2014 

Administrative Office Technology Technical Certificate 24 25 20 

Office Support Certificate of Proficiency 14 19 32 

Totals 38 44 52 

Placement Rates 

A Graduate Follow‐Up Survey is conducted six months after students graduate from the Administrative Office 
Technology program. (See Appendix K: Graduate Follow‐Up Survey Form). Students who complete this program 
have historically been placed in jobs within the field. 

[6]
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QUESTION 4: Based on your analysis of student learning data in Question 3, include an explanation of what 
seems to be improving student learning and what should be revised. 

The comprehensive predictor given at the end of each unit, chapter, or module helps to improve student 
learning by showing what the student has not mastered. This motivates the student to increase the time and 
effort put in to reviewing and studying course material. The predictor also measures the improvement made by 
each student. 

The addition of companion Web sites and online resources seems to be improving student learning outcomes. 
The following courses have used Cengage Learning student companion Websites at www.CengageBrain.com 
and/or SAM 2010 (http://sam.cengage.com/Login.aspx), a testing tool for Microsoft Office products to reinforce 
learning for each chapter or unit. 

 BUS 2003 Tech Business English 
 BUS 2013 Tech Business Communications 
 BUS 1563 Tech Admin Support Procedures 
 BUS 1303 Tech Computer Applications for Business 
 BUS 1503 Tech Word/Information Processing 
 BUS 2163 Tech Spreadsheet Applications 

Each learning section lists the learning objectives and includes such tools as a chapter exam, tutorial exam, 
practice quiz, glossary, flashcards, interactive flashcards, crossword puzzles, Web links, reinforcement exercises, 
enrichment, skill building, BTW (By the Way), Q and A, and/or learning games such as Computer Genius or 
Wheel of Terms. 

Courses 

BUS 2003 Tech Business English. Students use CengageBrain and have access to the author’s Website at 
www.meguffey.com. In each chapter, students take a pre‐test and a post‐test. A spelling test is given weekly 
that encompasses the 500 most misspelled words in the English language. 

BUS 2013 Tech Business Communications. Students use CengageBrain, the author’s premium Website at 
http://college.cengage.com/business/guffey_9781111821258/student/student_home.html, and Cengage 
Learning Write Experience 2.0, a Web site used to improve composition skills. In each chapter, students take a 
pre‐test and a post‐test. 

[7]
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Tech Accounting I. Students use www.CengageNow.com in BUS 1123 Tech Accounting for homework and 
assessment. Each chapter lists the student learning outcomes in the front of the chapter and on the student 
companion Website. Students incorporate resources available for each chapter which include chapter e‐books, 
flashcards, crossword puzzles, quiz bowls, animated e‐concepts, and personalized study plans. Personalized 
study plans are based on a pre‐test, study plan, and a post‐test. If a student does not successfully complete the 
post‐test, a new study plan is implemented. 

CengageNOW provides the instructor with a Student Response Statistics Report on each student for every 
homework assignment and exam. The average, maximum, minimum, and standard deviation are used as 
indicators for the instructor to use in assessment. 

Tech Computerized Accounting. Students use the Labyrinth instructional design 
(http://www.lablearning.com/quickbooks‐pro‐2013‐comprehensive.html?sc=37&category=11062) for 
QuickBooks 2013. Students complete step‐by‐step activities with practice exercises to increase learner 
understanding and retention and participate in comprehensive group and individual end‐of‐unit projects. 
Students use collaborative learning to work real‐world situations using case studies. Students incorporate 
problem‐solving skills, reasoning, and critical thinking to solve case studies or situations with which they have no 
personal experience. 

Tech Keyboarding and Tech Keyboarding Applications. Students use the software program Keyboarding Pro 
Deluxe 2 (KBP2) for BUS 1203 Tech Keyboarding and BUS 1213 Tech Keyboarding Applications. KBP2 helps 
students build skills, keeps students motivated to learn the essentials of keyboarding and word processing, and 
has interactive videos and 3‐D animations to review proper hand and finger positions (Keyboarding Pro Deluxe 2 
Overview). KBP2 includes a reference guide with presentations of Word 2010 commands and coverage of 
language arts skills, document formats, and communications skills review. 

Computer Applications. Success in the computer application courses is dependent on how well the student can 
keyboard. BUS 1303 Tech Computer Applications for Business, BUS 1503 Tech Word/Information Processing, 
and BUS 2163 Tech Spreadsheet Applications compose the computer application courses. 

QUESTION 5: Other than course level/grades, describe/analyze other data and other sources of data whose 
results assist your unit to improve student learning. 

The faculty, tutors, counselor, retention specialist, and student services director engage in activities to retain at‐
risk students. Also, students have the opportunity in the workforce environment to apply and enhance the 
knowledge and skills obtained in the AOT program to successfully complete Tech Business Practicum. 

Retention Specialist/Career Coach 

UAM‐CTC Administrative Office Technology program faculty, retention specialist/career coach, and student 
services director engage in activities to retain at‐risk students. Students are provided with academic reviews 
monthly and with an academic mid‐term review. Current students are counseled by the retention 
specialist/career coach if determined to be at‐risk by low academic achievement, poor attendance, or low self‐
esteem. Instructors often schedule individual lab sessions with students who are identified as at‐risk. 

Tutoring 

Tutors in math and English are available for students who may need assistance. Career Pathways also provides 
tutoring in the Career Pathways computer lab. The tutoring schedule is posted on the lab door. An onsite 
computer lab and a media center with technical support materials are available for student use. 

[8]
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Capstone Course 

Students complete BUS 2623 Tech Business Practicum at the end of the Administrative Office Technology course 
work. On‐the‐job training is designed to prepare students for employment as data entry and/or word 
processing operators, accounting clerks, receptionists, administrative assistants, executive secretaries, or 
management personnel. 

The Tech Business Practicum checklists from site supervisors provide valuable insight into what needs to be 
taught, reinforced, and mastered (See Appendix L: Tech Business Practicum Student Evaluation). Site 
supervisors are required to send a weekly evaluation of the Tech Business Practicum students. Any concerns or 
issues are addressed by the instructor in a timely manner. 

Students receive constructive criticism to enhance their performance during the next week. This type of 
constructive criticism is used as a learning tool for students from prospective employers. In the first three years 
of requiring the practicum, 80 percent of Tech Business Practicum students were offered jobs where they 
completed their practicum. Twenty percent of students were not offered positions because jobs were not 
available. This indicator proves that students at UAM‐CTC are successfully utilizing skills learned in the 
classroom and applicable for the business industry in southeast Arkansas. 

Business and Industry 

The Administrative Office Technology program utilizes information from field trips, one‐on‐one meetings with 
businesses and industries, and advisory committee meetings. Tech Business Practicum work sites are surveyed 
and the data utilized to update the Administrative Office Technology curriculum (See Appendix M: Work Site 
Survey). 

The Administrative Office Technology program staff and faculty meet with the Office Occupations Advisory 
committee. Members of this committee represent local and regional businesses and industries that employ 
UAM CTC Administrative Office Technology and Healthcare Technology graduates. Committee members 
provide input on curriculum, equipment, training aids and facilities, as well as specific skill sets needed from 
employees (See Appendix N: Office Occupations Advisory Committee Minutes). 

Graduate Follow‐Up Surveys 

A Graduate Follow‐Up Survey is conducted six months after students graduate from the Administrative Office 
Technology program. (See Appendix J). Students who complete this program have historically been placed in 
jobs within the field. Students provide valuable feedback for the program. 

Textbooks 

Textbooks are reviewed annually according to 1) material covered, 2) ancillaries, and 3) cost to students. The 
addition of companion Web sites and online resources seems to be improving student learning outcomes. Each 
learning section lists the learning objectives and includes such tools as a chapter exam, tutorial exam, practice 
quiz, glossary, flashcards, interactive flashcards, crossword puzzles, Web links, reinforcement exercises, 
enrichment, skill building, BTW (By the Way), Q and A, and/or learning games such as Computer Genius or 
Wheel of Terms. 

Students must read each chapter before coming to class. They can incorporate resources available for each 
chapter which include chapter e‐books, flashcards, crossword puzzles, quiz bowls, animated e‐concepts, and 
personalized study plans on their own to enhance learning. 

[9]
 



 

	 	 	

                           
                               
                       

                              
                                

                                    
                                
                        

                             
         

	

                              
                                
                                  
                                    

                             
                                

                            
                                  

                         
                                  

                         

                               
                                

                   

                              
                                 

     

                          
                              
                                
                                        

                                            
                                 

                        
                              
                          
                     

      
              

Evaluation of Instructor 

The instructor(s) analyzes the information gathered from the student evaluations for each course every 
semester. When feasible, the instructor(s) incorporates changes as a result of the student evaluations. The 
instructor may modify teaching strategies, textbooks, and/or resources for each course. 

The assistant vice chancellor meets with the instructor during the annual performance evaluation. Results are 
discussed and the instructor addresses what changes will be incorporated (See Appendix O: Course Evaluations). 

QUESTION 6: As a result of the review of your student learning data in previous questions, explain what 
efforts your unit will make to improve student learning over the next assessment period. Be specific 
indicating when, how often, and by whom these improvements will take place. 

The following are changes the Administrative Office Technology program faculty and staff will implement after 
the Assessment Report in 2014. 

Recommendations 

AOT Curriculum. Curriculum and textbooks will be revisited annually to align relevancy to employment trends, 
student accountability, and student learning outcomes. After the final grades are given, the instructor holds an 
informal meeting with students. Students are encouraged to give verbal feedback as to what they thought was 
beneficial, what needed to be modified, or what needed to be deleted or removed. In addition, feedback from 
the Office Occupations Advisory Committee, local business employers, and area industries will be used to 
determine changes, if any. Instructors from the Crossett and McGehee campuses will meet to find solutions. 

The Office Occupations Advisory Committee meets twice annually to discuss the Office Occupations programs. 
Committee members are updated on the curriculum and encouraged to make suggestions. An example of this is 
when a committee member employed at the hospital suggested we incorporate telephone etiquette, 
professional attire, and interpersonal skills in our programs. As a result, the instructors will incorporate this into 
the curriculum by completing units on telephone etiquette, professional attire, and interpersonal skills. 

Another example is when an area business owner suggested that students enrolled in the Tech Computerized 
Accounting course use Intuit QuickBooks as the software program. After research, the instructor found that this 
was the preferred accounting software program in southeast Arkansas. 

Students use Intuit QuickBooks 2013 in Tech Computerized Accounting. Students who do not complete the 
mastery problem with at least 80% accuracy will be required to complete the chapter review before beginning 
the problem. 

Another recommendation is to delete Tech Word/Information Processing from the curriculum. The course 
content is identically to the course materials used in Tech Keyboarding Applications. Students purchase a 
textbook in the fall that covers Tech Keyboarding and Tech Keyboarding Applications. Another factor is that 
students are required to take 18 hours in the spring semester. For some students, this course load is too heavy 
a load when they have a family and work a job. For other students, the course load is more than they can 
academically handle; this results in students taking two years to complete the technical certificate for AOT. 

Student Learning Outcomes Revisited. Student learning outcomes for the Administrative Office Technology 
program need to be revisited and adjusted to accommodate current industry standards. These should also 
include skills needed for workforce readiness. According to O’Net Online (www.onetonline.org), the following 
tasks are suggested for general office clerks (Summary Report for 43‐961.00): 

 Operate office machines 
 Answer telephones, direct calls, and take messages. 

[10]
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 Maintain and update filing, inventory, mailing, and database systems, either manually or using a 
computer. 

 Communicate with customers, employees, and other individuals to answer questions, disseminate or 
explain information, take orders, and address complaints. 

 Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail. 
 Compile, copy, sort, and file records of office activities, business transactions, and other activities. 
 Compute, record, and proofread data and other information, such as records or reports. 
 Type, format, proofread, and edit correspondence and other documents, from notes or dictating 

machines, using computers or typewriters. 
 Complete work schedules, manage calendars, and arrange appointments. 
 Review files, records, and other documents to obtain information to respond to requests. 

Workforce readiness skills need to be included in the prescribed courses. This includes skills such as reading for 
information, oral communications, written communications, applied mathematics, locating information, 
problem solving, critical thinking, professionalism, work ethics, teamwork, and interpersonal skills. 

Comprehensive Predictor. The revision will be to add pre‐ and post‐tests for each chapter, unit, or module in 
each course in order to measure learning. Students need to use prior knowledge or skills, problem‐solving skills, 
imagination, reasoning, and critical thinking skills. 

Assessments. Instructor(s) will add alternative format questions to the exams to better integrate student 
learning outcomes and incorporate more of Bloom’s Taxonomy (remembering, understanding, applying, 
analyzing, evaluating, and creating). Data from exams will be used to analyze learning and forecast changes in 
the exam, exam questions, or the instructor’s teaching method(s). 

The instructor covers each question on each exam with the students. Students give feedback about why they 
missed a question. The instructor uses this data if necessary to update, reword, or delete the question. The 
instructor also marks what questions were missed by most of the students and provides feedback as to why they 
missed that question. 

Retention. Instructor(s) will work with the counselor, retention specialist/career coach, student services 
director, and tutors to engage in activities to retain at‐risk students. Students will be given the option of 
completing additional assignments. 

Tech Business Mathematics. The faculty, retention specialist/career coach, and student services director will 
engage in activities to retain at‐risk students. Students with low math scores on the ACT, ASSET, or COMPASS 
exams must utilize tutoring and online resources available onsite. Students should utilize additional handouts 
and online resources from the instructor during the first three weeks to improve basic math skills including 
addition, subtraction, multiplication, division, fractions, and decimals while enrolled in Tech Business 
Mathematics. 

In addition, all students who fail an exam in Tech Business Math will be required to complete tutoring sessions 
to improve specific skills. A certified instructor will facilitate learning during the tutoring sessions. The tutor will 
report to the course instructor that the required tutoring session(s) was completed. 

Office Occupations. The Administrative Office Technology and the Health Information Technology departments 
work very closely together. Both educators are certified business education instructors. The department will 
initiate mandatory advisor meetings with advisees each semester. The advisors will utilize the registration form 
for their program (See Appendix P: AOT Registration Form). Advisors will also send out e‐mail notices to 
advisees about upcoming deadlines and any information needed for their program. 

[11]
 



 

                              
                    

                                   
                            
                              
                               

                                         
                                

                                
                             

                                  
                                

                              
                                  

             

                                
                              

                                        
                           

                              
                            

                             

                              
                            
                         
               

                                
                                    

                            
                                        

                            
                            
             

                              
        

                         
                                
                     

                         
                          
                                       

QUESTION 7: What new tactics to improve student learning has your unit considered, experimented with, 
researched, reviewed or put into practice over the past year? 

Students are placed in real‐time business settings at the end of their coursework so they can gain hands‐on 
experience. This experience is essential to students developing their understanding of the program’s learning 
objectives. Employers in the community are able to observe and evaluate the student learning process. 
Students also learn that the lessons being learned are relevant for future employment in their communities. 

Field Trip. Students participate in a field trip to a local clothing store in April. The manager helps them choose 
the type of professional attire suitable for an interview. The manager does an outstanding job matching 
students with sizes, styles, colors, and accessories. Students are not required to purchase any of the 
professional attire; however, many do purchase the outfit to use in their mock interview. 

Mock Interviews. Two mock interviews are scheduled for students during the last week of classes in Tech 
Administrative Support Procedures where students use the portfolios created in this course. One of the mock 
interviews is conducted by the retired Human Resources Director at Georgia‐Pacific, Inc. The other mock 
interview is conducted by the director of Career Pathways Initiative. Students may use many of their documents 
for certification with Career Pathways Initiative. 

Software. Software programs used in the AOT program are installed on computers in the Administrative Office 
Technology lab, Healthcare Technology lab, Media Center, and the Career Pathways lab. Students have access 
to computers from 8 a.m. until 8:30 p.m. Monday through Thursday, and 8 a.m. until noon on Friday. The labs 
are utilized by students to complete course work, receive additional help, or practice skills. 

Teaching Methodology. The instructor is an experienced educator with a master’s degree in business education 
who plans instructions based upon curriculum goals. The instructor is knowledgeable of the andragogy 
approach to engaging adult learners in learning activities to change behavior, knowledge, skills, or attitudes. 

The instructor understands that students vary in their approaches to learning. Students are evaluated in 
numerous ways adaptable to address students’ diverse needs and foster students’ learning experience. The 
instructor also adapts instruction based upon assessment and reflection. The instructor employs frequent 
monitoring and tutoring to tackle students’ deficiencies. 

In several of the AOT courses, worksheets/study guides are given. Sometimes, these are required to be 
completed as part of the grade for that chapter/unit. Some courses, such as Tech Accounting and Tech Business 
Math, homework is assigned, but not necessarily graded on a regular basis. However, random 
workbook/notebook checks are done to see if students are doing the work. This check is counted as a grade. 

Tech Business Mathematics. The instructor uses manipulatives such as candy, paper cutouts, cash register 
receipts, and multiplication spreadsheets to teach concepts in Tech Business Mathematics. She also schedules 
tutoring sessions to tackle students’ deficiencies. 

QUESTION 8: How do you ensure shared responsibility for student learning and assessment among students, 
faculty, and other stakeholders? 

Students enrolled in the UAM‐CTC Administrative Office Technology program complete end of semester 
evaluations of the course, instructor, and facilities. These evaluations are compiled by UAM and provided to 
supervisory staff on the UAM‐CTC campus to be shared with faculty. 

The Administrative Office Technology program faculty also participates in the UAM‐CTC Technical Student 
Graduate Follow‐up Report process (See Appendix K). The faculty contacts graduates, completers, and non‐
completers of the program on the telephone and by e‐mail to ask a series of questions that provide the student 
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with the opportunity to evaluate the program and provide current employment information. Data from this 
report are considered when making curriculum/program decisions. 

Instructors in the Office Occupations Department meet to discuss and plan for each semester. These meetings 
provide coherence with material, assignments, and exams in the courses. An attendance policy was adopted by 
the faculty prior to Fall 2012. The results have been improved attendance and higher retention rates. 

QUESTION 9: Describe and provide evidence of efforts your unit is making to recruit/retain/graduate 
students in your unit at the University. (A generalized statement such as “we take a personal interest in our 
students” is not evidence.) 

Recruitment 

Instructors participate in a number of recruitment activities each year. These activities include speeches to area 
high schools, Rotary Clubs, Chamber of Commerce meetings; College Goal Sunday, and job fairs. Suggested 
recruitments for next year include the rodeo, Wiggins Cabin Festival, and the area’s county fairs. 

When a prospective student completes a survey requesting information about the AOT program, a letter is sent 
to that student inviting them to visit the UAM‐CTC campus. An AOT brochure and the instructor’s business card 
are included with the letter. 

Perspective and current students are counseled by advisors when registering concerning test scores, course 
load, outside activities, and tutoring (See Appendix P: AOT Registration Form). The UAM‐CTC Special Student 
Services representative provides screening, referrals, and assistance to students with disabilities, and the 
student services director evaluates and assists with additional student needs. 

Students are provided information regarding the Associate of Applied Science in General Technology through 
the UAM Website at http://www.uamont.edu/catalog/UAM%20Catalog%2013‐15.pdf on page 103 in the UAM 
2013‐2015 catalog and in the UAM CTC Program Information booklet. Current students receive the specific 
learning outcomes for each course from the course syllabus. 

Retention 

UAM‐CTC Administrative Office Technology program faculty and staff engage in activities to retain at‐risk 
students. Students are provided with academic reviews monthly and with an academic mid‐term review during 
the fall and spring semesters. 

Current students are encouraged to meet with their instructor(s) and/or their advisor. The students are 
counseled if determined to be at‐risk by low academic achievement, poor attendance, or low self‐esteem. 
Instructors often schedule individual lab sessions with students who are identified as at‐risk. Instructors’ office 
hours can be found in their syllabi, posted outside the office door, and inside the computer lab. All instructors 
are willing to come in early or stay late to accommodate students as needed. 

Students must sign the degree audits during a meeting with their advisor where they are advised of their 
academic progress. The audit lists which courses have been completed, are in progress, and are needed to 
complete graduation. Potential graduates are instructed to apply for graduation. The instructor also e‐mails 
instructions for how to apply for graduation. 

Tutors in math and English are available for students who may need assistance. During the fall semesters, 
tutoring is scheduled Mondays through Thursdays, 12:30‐2 p.m. in the AOT lab. Tutoring is available on 
Mondays and Wednesdays from 1‐3 p.m. for students enrolled during the spring semesters. Career Pathways 
also provides tutoring in the Career Pathways computer lab. The tutoring schedule is posted on the lab door. 
Technical support materials are available for student use in an onsite computer lab and in the Media Center. 

[13]
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Graduates 

A Graduate Follow‐Up Survey is conducted six months after students graduate from the Administrative Office 
Technology program. (See Appendix K). Students who complete this program have historically been placed in 
jobs within the field. Students provide valuable feedback for the program. 

Students enrolled in Tech Business Practicum are evaluated on a weekly basis by their site supervisors (See 
Appendix M). Tech Business Practicum work sites are surveyed and the data utilized to update the 
Administrative Office Technology curriculum. The results are also used in planning for next year to ensure 
students are learning practical workforce skills in order to obtain employment in local businesses and area 
industries after graduation. 

According to the data from the last class completing Tech Business Practicum, students need to master critical 
thinking skills and oral communications including telephone skills. These areas will be revisited at the beginning 
of the fall semester to incorporate critical thinking skills in each course and emphasize how important oral 
communications are in the workplace. 
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