
COURSE OUTLINE AND ASSESSMENT

Subject: Office Administration

Term: Academic Year: 2017-2018

Grade: 10

Level: Caribbean Secondary Education Certificate (C.S.E.C)

Teacher’s Name: Miss. T. Lawrence

Assessment # Week Objective for the Task Task Due
Date

1. Office Orientation

2. Communication

1-3

4-13

1. Research on the dos and
don’ts of the office. This
research should include a
scrapbook displaying relevant
entries such as: artifacts,
magazine clipping and artifacts

2. Interpretation of case study
which highlight interpersonal
relationships with the office

3. Describe the contribution of
various types of equipment to
office efficiency

1. Describe the various
channels of communication
used in the office

2. Identify factors affecting the
flow of communication

3. Select appropriate types and

Field research on the dos and
don’ts of the office

(Marks 25)

Interpretation and analysis of case
studies (Marks 10)

Create a scrapbook on the
different types of office
equipment.

Observation of an office
personnel on duty (Marks 15)

End of Unit Test ( Marks 30)

Group role play using different
communication channels and
techniques to send and receive
messages. (Marks 20)

Sept. 8

Sept.
20

Oct. 2

Oct 11

Oct. 25



3. Recruitment and
Orientation

18-20

sizes of stationery for a variety
of uses.

4. Select relevant sources of
information

5. Assess the communication
services offered by
telecommunication providers

6. Describe the services
available for dispatching mail

7. Outline procedures for
sending and receiving parcels

8. Outline procedures for
dealing with incoming and
outgoing mail in large and
small offices

1. Identify sources of
information on job
opportunities

2. Prepare applications for jobs
and other letters

3. Explain factors to be
considered when preparing for
a job interview

Field trip to a telecommunications
facility, wherein students will use
relevant data collection
instruments to investigate and
document the types of
communication devices seen
there. (Marks 25)

Field trip to a traditional postal
service organization. Wherein
students will use relevant data
collection instruments to
investigate and document the
types of communication devices
seen there. (Marks 25)

End of Unit Test ( Marks 30)

END OF TERM
EXAMINATION (Marks 60)

Group research on sources of job
information, and list the features,
strengths and weaknesses of each.
The findings will be shared in
class. (Marks 15)

Create a career portfolio with
selected job vacancies,

Nov.2

Nov.

23

Nov.
27

Dec.

Jan. 17



NOTE: DATES & ASESSMENTS SUBJECT TO CHANGE.

4. Records and
Information
Management

 Meetings

21-26

May

1. Differentiate between
centralized and
departmental records
Management systems.

2. Organize different types of
meetings

Revision

application letters/forms, and
résumé and acceptance letter.

( Marks 10)

Mock Interview (Marks 25)

Group Activity: Students will
engage in hands-on activities
including filing, batching and
other relevant tasks over a short
period of time. (Marks 15)

Each member of the class will
arrange at least one meeting for
an in-school or out-of-school club
or group of which they are a
member of. ( Marks 25)

END OF YEAR
EXAMINATION

Feb.8

Mar.7

Mar.
29

April.
18

May


