COURSE OUTLINE
Title:  Advanced Business Projects
Course Number:  BT 271

Credits: 4 credits

Date:  September 25, 2009
Institution:

Clackamas Community College

Outline Developed by: Tanya Patrick, Lynn Seaman, AOP state-wide degree Consortium
Type of Program:
Occupational Preparatory
Course Description:
Students participate in dynamic business simulations that provide experience in working as team members in a professional environment. This includes practice using oral and written communications, analyzing information, problem solving, decision making, prioritizing, applying time management skills, and using industry standard technology tools.
Course Objectives:
Through the use of business simulation projects, the course is intended to--
1. Encourage teamwork and collaboration
2. Build professionalism

3. Challenge students’ knowledge of office and technical skills
4. Provide experiences requiring analysis, problem solving, and productivity
5. Evaluate effective communication and information management techniques

Student Learning Outcomes:
Upon successful completion of the course, students should be able to--
1. Function professionally and effectively as an individual and as a team member in a variety of situations.
2. Perform a range of office procedures and generate documents such as letters, reports, forms, memos, and spreadsheets using a variety of industry-standard software and equipment.
3. Communicate in oral and written format in a diverse office environment.
4. Analyze and interpret information to make decisions that accomplish the goals of a project.
5. Collaborate with colleagues to recognize problems, develop potential solutions, and evaluate the effectiveness of the results.
Length of Course:
44 lecture hours
Grading Method:
Letter grade (A-F) or Pass/No Pass 
Prerequisites:

BA 131, BA 205, BA 285, BT105, BT 125, BT 176, BT 216, BT 262
Required Text:
Reference Manual




Textbook to be determined
Major Topic Outline:
TEAMWORK/COLLABORATION
1. Mentor and assist other team members.

2. Demonstrate emotional intelligence

3. Assess and strengthen personal behavior to improve team performance

4. Use influence and persuasion effectively

5. Use discretion and diplomacy

OFFICE AND TECHNICAL SKILLS
1. Demonstrate accountability by meeting deadlines

2. Use efficient procedures and processes to coordinate workflow and accomplish tasks

3. Demonstrate project management skills by establishing project goals, setting appropriate timelines, establishing methods for feedback, and evaluating outcomes

4. Exhibit accuracy and attention to detail in all tasks.

5. Plan and participate in meetings

6. Choose and implement document formats appropriate to the project

7. Select appropriate methods or tools to complete projects (software, communication channel)

8. Prepare a variety of documents integrating multiple software applications and technology.

COMMUNICATION AND INFORMATION MANAGEMENT
1. Be resourceful in obtaining, organizing, analyzing, evaluating, and managing information

2. Utilize effective reading, writing, and listening skills

3. Compose written and electronic messages using business standards
4. Use calendaring and scheduling tools to arrange meetings

5. Complete recordkeeping tasks that are accurate and orderly

ANALYSIS, PROBLEM SOLVING, PRODUCTIVITY
1. Use critical thinking skills to make effective decisions and solve business problems

2. Analyze information and use good judgment when obtaining and using information

3. Recognize problems, develop solutions, and evaluate effectiveness of results

4. Manage productivity

PROFESSIONALISM
1. Model good work ethics and professionalism including regular and punctual attendance

2. Practice ethical principles and confidentiality

3. Demonstrate appearance and mannerisms appropriate for an office environment

4. Display a positive attitude and willingness to adapt to changes and difficult situations

5. Understand and adapt to the needs and work styles of others

6. Understand importance of professional career plans, lifelong learning, and professional organizations

