
OA250 Office Procedures
Published on GUAM COMMUNITY COLLEGE (https://guamcc.edu)

  

  OA250 Office Procedures  

  This is a finishing course for students in the Office Technology Program.  It prepares students for work in today’s
modern office.  Topics include:  the work environment, workplace technologies, written communication, records,
and presentations, customer and employee satisfaction, mail, travel, meetings and conferences, and career.
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