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Administrative Procedures is a capstone course for students majoring in Office
Technology. It integrates the software applications skills they have learned
previoudy, business communication skills, critical thinking, and concepts and
activities that address the workplace environment, customer service, mail, travel,
meetings, and events, records management; Students take this course because
they'll be entering the workforce as administrative professionals and need to learn
about office procedures, communication styles, financial factors and methods,
meeting preparation, and office technology among other topics.
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Editorial Review

Review

PART I: THE WORKPLACE AND YOU. 1. Stepping into the World of the Administrative Professional. 2.
Developing Y our Potential. 3. Managing and Organizing Y ourself. PART II: THE WORKPLACE
ENVIRONMENT. 4. Understanding the Workplace Team. 5. Working Ethically and Using Business
Etiquette. 6. Developing Customer Focus. PART Ill1: COMMUNICATION - THE KEY TO SUCCESS. 7.
Improving Communication Skills. 8. Developing Presentation Skills. 9. Handling Telecommunications. 10.
Planning Meetings and Events. PART IV: RECORDS MANAGEMENT, TRAVEL AND FINANCES. 11.
Handling Mail and Retaining Records. 12. Managing Records. 13. Coordinating Business Travel. 14.
Understanding Financial Responsibility. PART V: CAREER SUCCESS. 15. Seeking Employment. 16.
Leading with Confidence. Reference Guide. Glossary. Index.

About the Author

Dr. Patsy J. Fulton-Calkins experience in the field is extensive. Her past experience in the workplace
includes working as an administrative professional for large corporations for six years. Early in her career,
she completed the CPS certification. Her teaching experience includes over 13 years at the university,
community college, and high school levels. In addition to her teaching experience, she has worked as an
administrator in the following positions. « Chancellor of Oakland Community College (the chief executive
officer), Oakland County, Michigan « President of Brookhaven College, Dallas, Texas ¢ Vice-President of
Instruction at El Centro College and Cedar Valley College, Dallas, Texas ¢ Division Chairperson of Business
and Socia Science, Cedar Valley College, Dallas, Texas Her present position includes working with Tom
Monaghan Associates, Inc. as a senior consultant in institutional advancement work with clients across the
United States. Additionally, sheisan adjunct professor at the university level. Her educational credentials
includeaB.B.A., an M.B.Ed., and aPh.D. Honors include Outstanding Alumnus, University of North Texas;
Transformational Leader in Community Colleges, Who's Who in America, Outstanding Woman in
Management; Paul Harris Fellow of Rotary International; Beta Gamma Sigma, National Honorary Business
Fraternity; and Piper Professor.

Dianne S. Rankin is an author, a consulting editor, and a developer of instructional materials for textbooks,
websites, and ancillaries as well as educational publishers. Dianne has taught at the high school and
community college levels and continues to teach computer classes for businesses and organizations. In
addition, she has firsthand experience as an administrative assistant.

Kellie A. Shumack is an associate professor of instructional technology and a department head in the College
of Education at Auburn Montgomery. She has worked as an administrative assistant and has taught at the
secondary, community college, and university levels. Kellie has designed numerous college courses in both
the online and face-to-face environments. She has authored multiple peer-reviewed journal articles, two
textbooks, and several book chapters, and she has presented at over 40 professional conferences. Kellie was
awarded the 2012 Auburn Montgomery College of Education Excellence in Teaching Award, received the
2010 Ddta Pi Epsilon Outstanding Doctoral Research Award, and maintains a certificate to teach online
courses at the postsecondary level.

Users Review

From reader reviews:



Carrie Wakefield:

The book The Administrative Professional: Technology & Procedures (Advanced Office Systems &
Procedures) can give more knowledge and also the precise product information about everything you want.
So why must we leave avery important thing like a book The Administrative Professional: Technology &
Procedures (Advanced Office Systems & Procedures)? Wide variety you have a different opinion about
publication. But one aim that will book can give many info for us. It is absolutely right. Right now, try to
closer together with your book. Knowledge or details that you take for that, you may give for each other; you
could share all of these. Book The Administrative Professional: Technology & Procedures (Advanced Office
Systems & Procedures) has simple shape however, you know: it has great and big function for you. Y ou can
search the enormous world by available and read a guide. So it is very wonderful.

Teresa Randall:

This book untitled The Administrative Professional: Technology & Procedures (Advanced Office Systems &
Procedures) to be one of several books that best seller in this year, that's because when you read this book
you can get alot of benefit ontoit. You will easily to buy that book in the book retailer or you can order it by
means of online. The publisher in this book sells the e-book too. It makes you more easily to read this book,
since you can read this book in your Touch screen phone. So there is no reason for you to past this reserve
from your list.

Tom Salgado:

People livein this new moment of lifestyle alwaystry to and must have the extratime or they will get large
amount of stress from both lifestyle and work. So , once we ask do people have free time, we will say
absolutely indeed. People is human not arobot. Then we request again, what kind of activity are there when
the spare time coming to you actually of course your answer can unlimited right. Then do you ever try this
one, reading ebooks. It can be your alternative within spending your spare time, often the book you have read
is The Administrative Professional: Technology & Procedures (Advanced Office Systems & Procedures).

Vincent Espinoza:

Y ou can get this The Administrative Professional: Technology & Procedures (Advanced Office Systems &
Procedures) by visit the bookstore or Mall. Just simply viewing or reviewing it could possibly to be your
solve challenge if you get difficulties for your knowledge. Kinds of this reserve are various. Not only simply
by written or printed but can you enjoy this book simply by e-book. In the modern era such as now, you just
looking from your mobile phone and searching what their problem. Right now, choose your current waysto
get more information about your guide. It is most important to arrange yourself to make your knowledge are
still change. Let's try to choose proper ways for you.
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