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	1. Describe the types of business organizations and workplace structures and how they are evolving.
	
	 
	

	
	2. Identify the role and responsibilities of the administrative professional.
	
	
	

	
	3. Describe the importance of ethics as relate to the entire organization and to the employee.
	
	
	

	
	4. Distinguish between ethical and unethical workplace behaviors.
	
	
	

	
	5. Explain how computer hardware, software, local area networks and the Internet are utilized in the workplace.
	
	
	

	
	6. Demonstrate skills needed in a culturally diverse workforce.
	
	
	

	
	7. Develop and use effective verbal and nonverbal communication skills
	
	
	

	
	8. Produce effective e-mail, memorandum, letters, and reports.
	
	
	

	
	9. Develop and deliver individual and group presentations using visuals.
	
	
	

	
	10. Identify the characteristics of a customer service, organization.
	
	
	

	
	11. Develop and evaluate the administrative professional customer service skills.
	
	
	

	
	12. Identify the types of workforce teams and characteristics of successful teams.
	
	
	

	
	13. Develop effective verbal and nonverbal communication processes.
	
	
	

	
	14. Analyze his/her skills, abilities and interests.
	
	
	

	
	15. Identify sources of information about jobs in various organizations.
	
	
	

	
	16. Prepare a letter of applications and a resume.
	
	
	

	
	17. Develop job interview skills.
	
	
	

	
	18. Make a plan to commit to for living your values in the workplace.
	
	
	


