
OAD 217: Office Management 

This course is designed to develop skills necessary for supervision of office functions. Emphasis is on issues relating to the 
combination of people and technology in achieving the goals of business in a culturally diverse workplace, including the 
importance of office organization, teamwork, workplace ethics, office politics, and conflict-resolution skills. Upon 
completion, the student should be able to demonstrate effective supervision in the modern office. 

Credits: 3 
Transfer Code: Transfer Code 

Code C 
Lab Hours: 0 
Lecture Hours: 3 
0 
Prerequisites: 
None. 
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