JCC OFFICIAL COURSE OUTLINE

Course number, title and credits; total time allocation

	Course Number
	CIS 245
	Credits
	3
	Title
	Internship/Externship

	Lecture/Discussion
	45
	hrs/semester
	
	Lab
	
	hrs/semester
	
	Clinical
	
	hrs/semester


Catalog description and Pre- and Co-requisites (Same as taxonomy and catalog)
	Cooperative work experience conducted through conferences. The

position must be obtained by the student and approved by the

department before registration is permitted.

Prerequisite: Instructor’s consent required.


Knowledge, skills and abilities Students Acquire from this Course (Educational Objectives)
	· Learn soft skills of working in an office environment

· Learn to be productive

· Learn to handle adverse situation with customers and co-workers


Associate Degree Outcomes Addressed in this Course (These must appear in course syllabus)

	ADO 7p Developing: Critical Thinking


Units/topics of Instruction
An Administrative Assistant internship should include every day activities such as support skills in answering the telephone, faxing, writing letters, memos, mail merges, filing, helping with projects, looking for ways to improve the job, meeting/travel planning, taking notes at meetings, usage of other areas of MS Office, and will be expected to have good soft-skills. 

Instructional Techniques and Procedures
	Working at actual companies in an administrative assistant support environment.


Instructional Use of Computer or Other Technology

	None


Instructional Materials and Costs to Students

	Access to  Microsoft Office software program


Skills and abilities students should bring to the course
	
	 FORMCHECKBOX 

	a limited amount of material
	
	 FORMCHECKBOX 

	basic, pre-algebraic problems

	Able to read
	 FORMCHECKBOX 

	an average amount of material
	Able to compute
	 FORMCHECKBOX 

	simple algebraic problems

	
	 FORMCHECKBOX 

	an above average amount of material
	
	 FORMCHECKBOX 

	higher order mathematical problems

	
	 FORMCHECKBOX 

	relatively easy material
	
	 FORMCHECKBOX 

	short compositions

	Able to read
	 FORMCHECKBOX 

	moderately difficult material
	Able to write
	 FORMCHECKBOX 

	medium length compositions

	
	 FORMCHECKBOX 

	technical or sophisticated material
	
	 FORMCHECKBOX 

	lengthy compositions

	
	 FORMCHECKBOX 

	keyboard skills/familiar with computer
	
	 FORMCHECKBOX 

	

	Able to use
	 FORMCHECKBOX 

	computer application
	Other necessary
	 FORMCHECKBOX 

	     

	technology
	 FORMCHECKBOX 

	web navigation
	abilities
	 FORMCHECKBOX 

	


The course is usually scheduled
	Day:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	X
	Spring

	
	
	
	
	
	
	

	Evening:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	X
	Spring


	Prepared by  Chris Olds
	
	Date   11/18/2011

	Approved by Dept.       
	
	Date        

	Approved by Dean      
	
	Date        

	Approved by Curriculum Committee
	
	Date        
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