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Republika ng Pilipinas
(Republic of the Philippines)
MINISTRT NG EDUKASYON, KULTURA AT ISPORTS
© (MINISTRY OF EDUCATION, CULTURE:AND. SPORTS) °
Maynila . N ._‘.; B

October 15, 1984

“

MECS ORDE R
.NOO 59; Se 1984

POLICIES AND STANDARDS FOR THE BACHELOR OF SCIENCE IN SECRETARIAL
ADMINISTRATION AND THE POST SECONDARY AND TERMINAL COURSES o

To% Bureau Directors
Regional Directors
Presidents, State Colleges and Universities
leads of Private Schools, Colleges and Universities - co
Vocational School Superintendentsf/Administrators - . i

1e The inclosged set of policies and ataridards’ ks proposed by thei’
Philippine Association of Secretarial Educators (PASE) and the Bureau

of Higher Education (BHE) embodies the general:; tinctipled and: guides
lines relative to secretarial educations The'istandards tave beenrdevel-
oped after a national conference and a series of consultative meetings
and workshops joined by school heads, deans of secretarial schools from
govermment and private colleges and universities, professional societies;
and other concerned regulating agencies and organizationss

2e As approved by this Office and as part of the approved policies
and standards for secretarial education are the (following componentis?
Minimum Curricular Requirements for the (a) Four-Year Bachelor of Science
in Secretarial Administration (b) Five-Month Post-Secondary Levels (e} One~-
Year Post-Secondary Course} (d) One Year General Clerical Course, and

(a) the Two-Year Junlor Secretarial Courses

e Secretarial Administration aims to provide the students with$

a. a common foundation of knowledge and understanding
concerning modern business through a core program
consisting of general education and professional
secretarial administration;

b. a sufficient exposure to related academic instruc-—
tion to the realities of the business world;

¢ce an adequate training to make the secretarial
administration graduates immediately employable
and/or engage in either entrepreneurship or selfw
employment; and

P

ds proper motivation for professional growths

Ly All concerned are required to prepare and make the necessary
adjustments of their programs and facilities based on the inclosed guide~
lines and standards.

Se This Order supersedes all existing policies and standards related
to Segretarial Education and will take effect beglnning the school year
1984=~1985,



6. Wide dissemination of and compliance with this Order by all
higher education institutions and all others concerned is enjoined.

" (8GD,) JAIME C. LAYA
i Minister
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 POLICIES AND STANDARDS
FOR SECRETARIAL ADMINISTRATION

*

Article I

Authorizhtion

i Section 1. Only schools/colleges, universities chartered
or non-chartered, technical and vocational schools duly autho-
'rized by the Ministry of Education, Culture and Sports shall
conduct Secretarial Administration courses. Such institutions
‘that offer Secretarial program either as separately organized
schools or as colleges of secretarial administration in the
universities and colleges Of the Philippines, Shall be referred.
to in general term as "Secretarial Schools." .

' Section 2. All curricular programs in Secretarial Adminis-

ﬁraqion must have prior authorization from the Ministry of
- Edugation, Culture and ‘Sports. :

Article II

Mission Statement and Objectives

. section 1. Secretarial Administration should be geared
. toward the preparation of the secretaries and secretarial
educators to adequately meet ‘ i3

business, in industry, and in the government service.

-+ . Section 2. Secretarial Administration aime to provide
- the students with: .

. 2.1 A common foundation of knowledge and understanding
A concerning modern business through a core program
consisting of general education and professional
secretarial administration;

2.2 A sufficient exposure to the realities of the buginess
world, thru academic instruction closely coordinated
with the business'community: 1 ' ‘

2.3 An adequate training to make the secretarial adminis-
tration graduates immediately employable and/or _

. .+ engage in either entrepreneurship or self-employment;
Some graduates of our secretarial courses venture
into entrepreneurship; .

~.' 2.4 Proper motivation for professional growth.

‘ Administration
wwwwgwmmw; by o . — o (
Section 1. Secre “ETMQWHﬁuwwash?l&mh

L& v 6. administered by
a full-time Dean/Départment Head/Department Cha $His Toed s TR
withi option to teach for .corresponding renumeration, with the
following gualifications; S

the growing d-mands of manpow r in‘

L



'
t
1

\

1.1 Must be a holder of Mastet's degree with orientation
© in his baccalaureate and/or graduate degree in business
. education. o

fl;g Must have a very satisfactory teaching experience of at.
S least five (5) years in their respective disciplines.

1.3 Must havé~at‘i@a§p a year of satisfactory office work
.7 experience. . ‘ .

Section 2. The .general functions and responsibilities of the

‘Deanxnépartment HeadyDepartment Chairman/Director are:

general academic~and;admlnistrative policies of the
institution. S

‘vzi@ To assist the-Scﬁool‘Head in all matteré affecting

' 242 To prepare, with qualified assistance from all possible
‘ . sources, the curricular programs for the different major
fields of concentration in Secretarial Administration and
© to keep the programs attuned with current trends and
I developments in education and with practices in secre-
| tarial education. , .
Section 3. The Dean/Department Head/Department Chairman/
Director, may be assisted by a Senior Faculty Assistant when the
enrollment reaches more. than one thousand students or in the
absence of the Dean. ' ‘ ,

3.1 Must have unitsg in Master's degree.

3.2. Must have a very satisfactory teaching experience of at
; least three (3) years in their respective disciplines.

3.3 Must have at least % year of satisfactory office work

" axperience.
|
1 A{Iticle v
|

' Facuity

gection 1. It is highly desirable that school employ only

full-time instructors. A full-time instructor is one whose total
working day is devoted to the school, who has no other renumerative
,emplqymenﬁ,elseWHere during regular working hours, who is paid on

a regula monthly basis, or its hourly basis and has requisite
academic fualification. In the céllegiate courses, at least 60%

of the supjects offered should be taught by permanent and full-time
teachers ;except in highly technical or specialized coursgs where the
; wition shall be regulated by the Ministry of Educatibm; Culture -

i

\ personnel in Seggetarial Mdministratior
e 1% Egucasion, thxde (3) of whidh 45 .
Secretarial subjects. - o SRR T

1 yegr, substitutes or replacements of simi-

'v:Whenvacaniiesoccur in the teaching force of the

" The ﬂq}iqwing qualifications of employment should
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4.1 The renumefétion paid to‘secretarial Faculty as a
'+ . general rule, should be the same as that of ‘the
it rate of teachers teaching academic subjects;

4.2 The probationary -employment for full-time faculty

‘ who is academically gualified should be for a period
it of not more than three (3) years. Faculty members

H who is successfully passed this probation period

? shall be considered permanent.

ection 5. Faculty members may carry a maximum teaching load
of ‘tw }ty-ﬂour hours per week of skilled and content subjects.

Section 6. The faculty in the College of Secretarial Adminis-
tration through its faculty-ranking systems, shall be assigned aca-
‘dehic ranks in accordance with the established criteria in ranking.
The uspally recognized vanks of college faculty members are instruc-

tors, assistant professors, associate professors, and professors.
Sﬁggeated critetié.for ranking:

4.1 Professor

4.1.1 T;aining - Doctor's degree preferred

4.1.2 Teaching Competence ~ outstanding
* 4.1.3 Length of service - Ten (10) or more
o years related to teachingof a highly
specialized nature.
4.1.4 Efficiengcy - evidence of successful
work in positions held, past and present
4.1.5 Productive scholarship ‘ ‘
4.1.6 Community extension services
4.1.7 Good moral character

P , ,
, ‘Q.; Associate Professor

4.2.1 Training - Doctor's degree preferred
" put at least a Master's degree or its equivalent

4.2.2 Teaching competence - very satisfactory

4.2.3 Length of service - Seven (7) to ten (10) years
related to tpaching or eminence in a profession
of highly specialized nature.

4 Efficiency - evidence of successful work in
position held, past and present '

5 Productive scholarship

6 Community extension services

7 Good moral character

‘4.3 Assistant Professor

 +4.3.1 Training - Doctor's degree preferred but at least
S a Master's degree or its equivalent.

. 4.3.2 Teaching competence - very satisfactory
4.3.3

ralated to cdueational work and/or in profession
~ 4.3.4 Efficiency - evidence of successful work in posi-
P ., tion held, past and present.

Lengﬁh’afws%xVice - Pive (5) to seven (7)‘Years

L oLt

st Dl s ey

."§4.3;5"ProdtqtiVe ”holarship

' 74.3.6 Community extension services

43,7 bGqu”ﬁbial character.
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4.4 Instructors: - '
‘4.4.1 Training - Master's degree or its equivalent;
 honor graduates such .as Cum Laude, Magna Cum
Laude or Summa Cum Laude provided he/she
- fulfills the| requikement of a masteral degree
within a perjod of. three (3) years. In situa-
tion wheré there are no qualified applicants
(Master's Degree and Honor Graduateés) the school
; may condider|a baccalaureate degree holder pro-
N ‘vided he pospesses the necessary teaching com-
il : patence apd fulfills the requirement of a masteral
NI . dagree withina period of three (3) years.

4.4.2 Good moral character o

| e ) }

o ys a general rule, 4 new member of the faculty begings-as
instructor and is subseguently promoted, if deserving. However,

- a facylty member may be employed and appointed as assistant pro-

_ fepsot, associate professpr if his appointment/designation is

waxrasted by his training and scholarship.

Section 7. Faculty Development Program. ' The faculty pays a
major role in the effective operation of the school and shares in
delegated responsibilities; hence, there is need to maintain a
_development program, to wit: '
7.1 Attendance at in-service training programs on official
‘ time shall be encouraged at least once a year, and

records of such attendance shall be filed at the Office
of the Dean/Degartment Head/Department Chairman/Director.

Article V

' © Curriculum
BACHELOR OF SCIENCE IN SECRETARIAL ADMINISTRATION

- Majori Secretarial Education

First Year . N
First Semester - o : ‘ Units
Typeﬁfiting 1 (Fﬁndamgntal of Typewriting) 5
Shorthand 1 (Fundamentals of Shorthand) 5
PDPR : ‘ (Personality Development and
. . . Public Relations 3
English 1, ~ (Communication Skills Listening,
i ' reading and writing-elementary) 3
Social S¢ience 1 (Contemporary National Develop .
; R ment) | . 3 19
pdvapce fypewpiting) o5
(Trezbe é@@?ﬂ&m- ggkion) | LT g
(Clerical Skills with Office. '
Ethics) " : 3

. (Communication Skills Listen-

»  ing, pveading and writing-advanced) . 3

.. ""(Philippine Government & Consti- S
' tution) ‘ 3




-

Second Year':

LT

First Semester , _ ‘ ‘ Units
Typewriting 3 (Production Typewriting) 5
shorthand 3 {Elementary Transcription) 5
‘Accounking (1 . (Fundamentals of Accounting) 6
_English 3 . , - (8peech and Oral Communication) 3
Management :l. (Business Organization &

o £ Management) 3

P.E. L . (2
CMT (1.5) 22

_,__,_.._..,.q——-—--ﬂ—-"—'

SecondLSemaster

CoMpuﬁerABducation (Computer Fundamentals Word

; Processing) 3
Shorthand 4 ' (advance Transcription) 5
History 1 (Phil. History Roots & Dev't) 3
Office (Theory |& practice ingluding
Management 1 - ‘ 200 hrs. office work) 3
 Engligh 4 ' (Business English & Correspon-
AN ’ .dence) 3
Economics 1. (Principles of Economics with
o ‘ Tax and LR 3
P.E. 2 e : (2)
cMT . | | S (1.5) 17

N

'??Thgﬂﬂénst two yeans ane tenminal counses should the student wish
- . %o Btop at this point. l :

|

'Third Year
. " ' l . .
‘First Semester } N ' Units
S o ‘ | :
- Machine Shorthand 1* (Fundamentals of Machine
‘ ‘ | .~ ghorthand) ' (3)
Pilipino 1 (Gamiting pilipino: Komposisyon o
S ’ at Pagbasa) _ 3
English 5 . (Technical Report writing) 3
spanish 1 © . (Elementary gpanish) 3
Business Math II (Adv. Business Math) 3
Education 1 | (Foundation of Business Education) 3
Shorthand Elective  (Shorthand Elective) — 3
P.E. 3 —— . (2)
‘CMT. (L.,5) 18
*optionpk -
Secongd Semester . . Units
piYipino 2 ‘ ”(ﬁinigq‘ng‘Pakikipagtalastasan)‘ 3
Spanish 2 ‘ {Iptermediate Spanish) : 3
Educad Rudational psychology) .3
- Guidaee , pidance and Counseling) | - . 3
Natural Sgience L "{Barth Science) R .3
Education 3 - {Test and Measurement) - 3
. P.E. 4 . . . : (2)
_CMT e ©(1,5) 1



b [First Semester

‘Plllplnc 3
. English 6

Ed@cétion 4
Ed@gat@on‘s

Spanlsh 3
Natura& Science 2

SEQQE‘Q: Semester

'Pilipino 4°
Computir 2
Spanish 4
Phllospphy

FOURTH YEAR

(Panhtikang Pilipino) -
(Philippine Literature in
English w/ Rizal®s writings)
(Teaching Strategies: Content
Subjects)

(Teaching Shorthand and Type-
writing jand other Secretarial
Subjects)

A (Bipxogi¢al Science)

i

fPilipan sa Tanqlng Gamit)

(Compufer Programming)
(Selected Writings)
(Logic apd Ethics)

: Seeraﬁnrial'éractxce Teaching

uUnits
_Units

JOB TAEGET‘
ghard Year. Fourth Year
i clerk Stenographar : Executive Secretary
- Requtlonlst - Administrative Assistant

‘ Senxor Secretary

Teacher

BACHELOR IN‘SEkRETARIAL ADMINISTRATION

" Major: iSQGretarial Education
| SUMMARY OF UNITS
A, General Education Units

1. Communicatidn Arts

ceoocosesuvosasanee 18

English 1 .... 3 units
- English:2 ....- 3 °
Englighi3 .... 3 "
English 4 .... 3 "
Englishi® ... 3 ™ A ‘
: Engllsh 6 coo- 3 " w/ Rizal's writings
i . ; .
2. Spanlsh eeescsenccacoossoasuascsosns 12
soss 3 units
, R T
) n-'ob 3 "
#panis Coweess 3
Plliplm Mo eBOpPI B OEsE0RABD OE0ODEeRE S0 ~12
'fTPml;pmno 1 .... 3 units .
‘Pilipino 2 ew. 30"
! Pilipino 3 ... 3"
. Pilipino 4 ... 3 "




4’- SOCial 'SciED.Cé 0o wdoée»a00000000®O0 OO &
Phxlzppine History .... '3 units -
Social Science cesssss 3 v
Political Science .oo..... 3 "
Philosophy cresescasses 3 "

5. Natural SCIENCE ..ceesvervecoenseoons

~ Natyral Science'l .... 3 units
R Natural Science 2 = .... 3 "

6. Mathematics ...cvosoceccoasonscsvcass
e Buginess Math 2 ...... 3 units
7. Computer Education S AR LR R RE

H - Computer Bducation 1 .. (3)units
! Computer Education 2 .. (3)units

8. P.E./R,0.T.C.-
B. Professional Education Subjects

1., BAUGALION . sevenerneveenenceveensnnes
-Education N
Education 2 .. .cvevece 3
Edugation 3 ...vc0000. 3 "
Education 4 .....c0c00 3
Education 5 t...e00cne 3

2. Guidance and COUNSeling «.....coeese..

3. Practiaum".....,.,.,..,ﬁ; ..... crsoson

Offlce Management 1. .... 3 units.
Sect'l Practice Teaching 5 "

4. Méchlna Shorthand I (Optional) ......
C. Area of' Concentration - Professional Courses

: 3 , |
1. ‘Typewriting .... R R R

B Typewriting 1 ...... -3 units
L Typewriting 2 ...... 3 "
Typewriting cecesn 3 "

25 Shdrthand ....;J.;,uu....}.,.;.......

o Shorthand..l costeaes 5 units
_ Shorthand 2 ........ 5 "
i Shorthand 3 ........ 5
A Shorthand 4 ~ ........ 5 "

uT#GQO.thHHvonI.l.!B.-l

;lﬁeqrﬁbﬁﬁﬁal-hqéountlng n.,..,..,é,,y},

"}*{Clerlwaghmtamniné D S
B 7. :Economics 'L .;o;;.au...&.....,........'
' 8, Shorthand Electwe cercsesceabscacscas
¥ ‘ x Total No. of Units

5, Personality Development eeeeeserienns

12

(6)

15

(3)

15

20

W W W W W
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' BACHELOR OF §CIENCE IN SECRETARIAL ADMINISTRATION
SR S g

Wﬁﬂa Oﬁgicé,uanagement

UMMARY OF UNITS

General Education
1. Cemmunigation Arts B TR RRAR L
_ English 1 o '
L English 2 ° ’
e Englisdh 3 1
. : English 4 .
English 5 v : '
English 6 with Rizal's writings .
+ 2. Spanish D R R R AR
o spanish 1 ; . ' ,
Spanish. 2 '
spanish 3 ..
Spanish 4

3, Bocial Sciences R
T philippine History
gocial 8¢ience 1.
Political science 1
psychology
Philosophy 1
-~ gocial Science Elective

4. Mathematics B At

Mathematics 2 A
s, Computer Education ..un........,.,....Q......,
Computer Bducation 1
| o Computex;@ducation‘Z»
ig. Pilipino ;4;;.,...;.,.,......d,,.........J,,;.
fg pilipino 1 - .
S pilipino 2
7. PuE./ROTC scessecsonnssascosnsoosunnosonesodts
B. Professional Courses
1. Personélity Develobment* T XL
2. Cleriqal'Txaining‘ ,.....e.g.;...,.ag..fc...,.;

3. Finance 1 weseasecssnsassssnasoosssenaonene oo

4./ Business Law 1 B LR

Q_ .
_ﬁ:sq]mrketing 1 ll.l,"l‘hl.l‘b.‘l'o-eoa-.bu.a‘a.ﬁ-e;.'won

6.

Economics 1

nrﬁyjﬁ;nnmolnuonunuouolugu--ﬂ;.

8 Jay onnnu‘oou'-oa-»'aa dagsopeae
iy : - L

Mt

CL. Mag emant.2. . o oo
, Management Elept;vgv
acbtarial AGBOURELNG .oooerrssersorantestiert
segretarial Adcounting 1 . . ... o 6 units
Secretarial Agcounting 2. ....3 "
‘ ‘ﬁﬁﬁtﬁﬁaxial*A¢¢9ﬂnting 3.0 0. 03"
T e -

Qnits

18

12

18

(6)

(4/6)
3
3
3
3
3
3
9

12



~10~
' Units

9,, Typewriting ‘.@;.;gg....,....;,..,.....,.o,.,.. 15°
"Typewriting”lf. - units )
Typewriting 2 i. - ) "
Typewriting 3. . - o o o oo 5 "

feeeeseoneane 20
.5 units
5 ! "

98 °

104 Shorthand ....sees
: “Shorthand 1 . .

4 Shorthand 2 . .
shorthand 3 . -
Shorthand 4 . .

o
©
a
e
.

e o ° o ©

0}
e
B
b
a

e © @ © ©

. . 5
. . 5 "

‘113'_Machine Shorthand‘(Opﬁional), ,,.;.;..Q........ (3)

12, Practicum R R L L R LS 9
, Ooffice Management T o o o0 o3 units
~office Management 2 . . o o 3 "
. practicum 3 (Sect'l Adm. :
, . ' Pragtice) . - o 3 "

13, Shorthand Elective I R AR A 3
© 14, Free Elective eeeeresenssuesasesnarerene s 3.

140

Article VI

InStfuqtional standards

~ !'section 1. The undergraduate courses in Secretarial
Administration and the major field of Concentration must show
evidence of having developed strength in their rospective areas
by attaining the objectiveness of the course. '

! i

;Section‘za The college should at all times maintain a high

standard of instruction and|a system of evaluation of teaching

competence. A gystem of. su ervision shall be adopted for complianc
with rules and regulations overning academic standards.

' segtion 3.- The differlent curricular programs in Secretarial
Administration must -adopt d standard rextbook and use other books
as. reference for the use o each particular school which is of
fairly recent edition and which reflects current trends in the
secretarial Administration, up~-to-date in methods or presentation
.and in content, does not violate the laws of the Philippines and
‘preferably written by Filipino authors.

Segtion 4. The,Déaﬁ/Department Head/Department Chéirman/
,;Directqt,af;Secretarial'Administration should see to it that
ingtrugtons and students must have the necesszary textbooks and

. instruggional materials, Arrangements shall be made to eanble
q;s;@dants to acguire. them. ‘ S

‘*ngﬁgqﬁ may change their textbooks only once

PR N ‘ R .
pabion : ahit, ty ing and - stenogpaphy may be offered.

VRRRY - PE ad.-that.the number df.hoursmcqrresppnd,touﬁmm
ot hqurs-ln_a_reguta;semester. :

/

B
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 Article VII
:Librarx

i Section 1. Every college offering the Secretarial Administra-
tiop program should have library resources relevant to business
eédugation, adequate in quality| and quantity, helpful in serving the .
needs af scholarshlp and research, as well as progressively develop-.
ing ‘and grawing in accordanee ‘1th institutional development and
expansion plans. ? :

. 151 Quality refers to bubh factors as breadth and
. - depth of coverage anﬁ representativeness of
authority in the varjious disciplines.

1.2 Quantity refers to the numpber of holdings and

i reference materials which shoiilld be proportio-

3 nate to the total number of enrolment, and be
responsive.to the nepds of the students.

Sectlon 2. The followmng are the minimum staff requirements:

2, l A college should have a full-time llbrarlan
. who is a holder of Master of Library Science
degree or its ‘eguivalent.

2,2 In terms of enro;ment‘there should be one
© o full-time librayxian for the first 500 students,
two for an enrolment of 1000. For every
increase of 1000 students or a fraction thereof,

S a professznnal librarlan should be added to
‘. the. staff

Sectlon 3. A llbra:y‘collection should CODSLEt of the follow:ng

3.1 A basic. collection of 5, 000 titles should be
deemed adequate| to support the curricular needs
of a college with an enrolment of not more than
500 students.

3.2 For an enrolment of more than 500 requirement is
ag follows:.‘ -

Enrolment Title per Student No. of Vol.
500 oxr more - 10 5,000
501 ~ 1.000 ‘ 10 ‘ 10,000

1001 = 3.000 . _ 8 24,000

3001~ 5,000 6 _ 30,000

5001 - above" ‘ 5 per cent’

3. 3 At least f1ve (5) per cent of ‘the book collection
should be ;llp;nlana and Orlentalla.

Aﬁ*leaat ﬁa;ty ive:(45) per cent of the book
E uld: b on . the majm; flelds.:

3.5 'The curtriculum mist have approprlate ‘and ddegquate
library supportLo Every dlSClpllne should be
provided wikh enough books in proportlon to the
requmred numher of volumes.
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3.6 The Lihrdry resources $hou1d include, in addition
to books, a substantial number of appropriate
profesdional publication, such as journals, biblio-
graphies, annuals, monographs, sexials, periodicals,
and magazines, ih varied quantity and pamphlets,
documents, newspapers and non-book materials.

of the total book |collection should be of recent
edition (published during the last five years).

©.3.7 It is required thjt at least twenty (20) per cent

3.8 1In the field of social sciences and in pure as well
as applied sciences the collection must consist of
books of recent edition.

f3;9 There should be at least 1 subscription to 10 diffe-
: rent magazine titles and/or periodicals for each of
the different disqgiplines.

' 'Section 4. The following afe the minimum requirements for
. Library quarters either as part of the main library of as
separate library. -
. [

4.1 There should be adequate reading space for the student .
‘ population : v

4.2 The reading room should be able to accommodate at

'~ - one seating a minimum of 15 to 20% of the student
enrolment. ' The reading room should provide,at
least 2.79 sq. m. per reader, a space that includes
allowance for furniture and equipment.

‘Section 5. 'The’open shelf system should be encouraged.

“Article VIII

Physﬂcal Facilities

A. Typewriting '

1, One to one ratio of manual typewriters in good working
~ condition, every gchool year, must be observed.

2, Electric typewnite% --at least one per one hundked
. students. :

i

3. PBach student must have one typing book and one short-
hand book for his use in the classroom.

4, vVisual aids. -
—— 5. Tablé bell o

JR

e S bt e

1. .There must be at '1etast one duplicating machine
'* 2. Filing cabinsts
‘3. A paif o£ télephone/pair of intercommunication

’

k - -



4. Addind and/or,calcﬁlation machines

- 5. Tape recorder and/or record player
‘C, Shorthand o i
1. Visual aids ‘
‘2. Stop watch

3. Tape tecorder s

ticle IX

Admissibn Requirements
¥ —
| )
‘1. PFour-Year Programs F
| Passing of NCEE anﬁ other admission requirements pres-
cribed by the schpol. The school is given privilege

to require standard admission adherent in their manual
of regulation for: students.,

A. High School Graduate - for those starting college
1. Form 138 or Report Card

2. Certification of Good Moral Character and other
requirements prescribed.

3. NCEE for the F ur-Year Course,
B. Transferees

1. Honorable Dig ssal; Good Moral Character;
! Information copy of Transcript of Records duly
‘ certified by the school last attended.
2, Validating/Qualifying examination especially in
shorthand, typewriting, and English proficiency

Article X

Residence and Unit Requirements

Section 1. As a general rule, no degree should be conferred
upon a student unless he has taken the last curriculum year of
the codurse in the institution which is to confer the degrea.

. $ectipn 2. No student should.be permitted to take any
“subject uq$i1ghe&h@gﬂgaﬁﬁagactorily‘passed the pre=requisite.
- sul LSy ﬁgagiimuéaqaﬁggho‘Hd:ﬁa‘reﬂerred,to the Ministry

n, Cultu 8ports: through the Regional Office

B

[

(N i RIS B . . S . “!;F "-‘\,‘!:. RS
tipn 3. As a general rule, a student shall be allowed
amaximum. load of. tw nty-one (21) units each semester.

3]

' "8
to .ca :
Units in excess of thig requirements shall need a permit from
-th¢‘Ministryﬂéf“ﬂdqu@ibn. Culture and Sports through the
Regional Office. o ~ -
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Lo v N co
/.. Bgction 4. If a student obtain a grade of INCOMPLETE for

non-compliance with the core requirements of the course he
. shonldinot be given any credit for the subject or course unless
‘he satisfactorily removes the incomplete grade within one year
from.the date it was ‘obtained. The incomplete grade not removed
withinlone year shall be recorded and submitted immediately on

a supplementary Porm XLX. 'No ‘'school shall give a final grade of
24" or’ "condition". -

Article XI

Effectivity

Section 1. These rules and standards shall take effect
this sghool year, 1984-85. ‘ ‘

Section 2. This Order supersedes all previous circulars,
memoranda regarding Secretarial Education.

COURSE. DESCRIPTION

BACHELOR - IN. SECRETARIAL ADMINISTRATION
‘ Majora.VSecretarial Education
TYPEWHITING 1 (Fundamentals of Typewriting)

. This course is designed to develop skill in manipulating the
typewniter! to learn the different techniques of basic typing; to -
utilize these skill and techniigues in the production of typewritten

. .makerials on the acquiantanceship level; to attain a speed of 20-30

. corregt words a minute with error tolerance of 3 per minute; to
build a fund of_applied know1edge as to correct English and accept-
able typographical usage relative to typewritten materials; to

. develpp the habit of proofreading accurately, to learn to arrange
materjals attractively; and to form good work habits.

5 hours a week.  Credit - 5 units
Prerequisite - ‘none

'SHORTHAND 1 (Fundamentals of Shorthand) . - R

Thig:course lays emphasis on reading and copying from short-

- hand plates. The objectives of this course is to develop the
ability to read shorthand at the rate of 10-20 word a minute from
Lessons - 1 - 15, "It embraces the following features: Intensive
drill on reading connected matter until copying from shorthand
plates, in ¢ v . to develop shorthand writing skills; and-develop

: n@ transgpiption from.shorthand plates. . Systematic

“of makerials from the text is introduged. Empha-~

Ligat on of the rules of grammar, pun§tuation

4| theddevelopment, of an. adegyate business

‘ ﬁﬁﬁﬁ“&%ﬁ@%wﬁ'ﬁw hte ”zgmfﬁ&w divatie

1, WiFh'lo-ZO%'efrof tolerance (Xonghand~ = ~

‘,'5”houxs.avweekﬁ Credit - 5 units
~ Prerequisite - none

\




o -15-
.PERSOEA%ITY‘DEVELOPMENT_wikersonality Development.,

; ‘This course aims to help the student obtain an effective per-
sonality to help him venture into an office career. Topics include:
definition of personality, its facets - health, nutrition, exercise,
good grpoming, make-up . 8¥gss, voice and speech, social graces, office
etiquette, getting along with people, intelligent behavior, motives,
and emotions, moral behaviqr, and values and attitudes.

. -3 hours a‘wgék. Credit -~ 3 units
P;erequisiteﬁ-fnone '

mypswnxmlue'z (sdvanced Typewciting)

- This course is designed to develop proficiency in typing business
. letterg in different styles and forms with emphasis on proper letter
- placemént. It also covera inter-office communidations, simple tabu-
jlatiohﬁ; rough drafts; simple manuscripts (with footnotes and stencil
cutting) Continued emphagis is given to- the development of typing
power- gu that students may-attain a speed of 30-40 correct words a
minuteﬁwith error tolerance of 1 per minute on a 5 - minute.
. 8] . S

! 5 hours a week. Credit - 5 units

Prereguisite - Typewriting 1

SHGRTHAND 2 (Introductory Transcription)

.~ This course has the following objectives: review and strengthen
the student's knowladge of 'Gregg Shorthand, to develop their ability
toﬁcanptxupt‘outlines for unfamiliar words, to increase their
knowledge of the basic non-shorthand elements of transcription, to
in¢rease their dictation speed from 60-70 words a minute on a 3~
‘minute take, with 10-15 error tolerance-on outside materials (long-
hand transcription)- DA ‘ ,

Five hoars’é‘week. Credit - 5 units
- Prerequisite - Shorthand 1

CLERICAL TRAINING (Clerical Skills with Office Ethics)

.This course deals with clerical office procedures, such as
telephoning, meeting people; purchssing, receiving and selling.
Bxercises are given to develgp these skills. The second part
gives‘an‘overview-of'iil&ing system and intensive rules of alpha-
betic indexing. The third part gives the gstudents, principles
of office: ethics, human and public relations.

seck. Credit - 3 units
none

Three hours a
" Prerequisite -

TYPEWRITING 3 (Production rping)
This course is designed to provide the student with oppor-
tunities for the application of typing skills previously learned.
‘ability to.p¥ mailaple guantities of problems for typical
) 3bs, : jzed.  'Problem-solving experiencdes are
and ¢rnment offices. Speed: &t least
i X inuge takes SRR e

i

“M'Pi$e3hoqrs a week:i™ Créditt- 5juﬁits;
 Brereguisite vl'mwriting 1ede
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' BHGRTHAND 3 (Elementary Transcription)

' This course aimsﬂto:ﬁéview the principles of Gregg Shorthand,

"to develop further the students ability to construct outlines

under ‘the stress of dictaktion, to extend the student ability to
spell ito punctuate, to develop further the students command of the
meghanice of English, to learn to place letters attractively on
stationery, to handle probklems of office-style dictation, to learn
furthdr, efficient and transcription techniques. This course
introduces machine transcription.

Five hours a week. Credit - 5 units
S - Prereguisite: Shorthand 1 & 2

SHORTHAND 4 (Advanced Tiahacription)
" . This course emphasizes the training of secretarial students

in the expert level. It ponsist of dictation on business letter
materials at the rate of 80-100 words a minute, on a 5-minute take,

* with J0% error tolerance.. It involves word-list theory recall,

introduction of shortcuts, derivative drill, high speed takes

" .. and court materials. Supplementary materials are utilized.

Machine transcription. is intensified.

Pive hours & week. Credit - units
Prerequisitg: Shorthand 1, 2, and 3

ACCOH&TiNG 1 (Fundamentals of Accounting)

this first course in accounting introduces the secretarial

student to basic accounting concepts and provides him with a

" knowledge of how bookkegging methods and techniques are utilized

in a single proprietorship business engaged in rendering servicos.

% Five‘hmutawéwweek,‘ Credit ~ 6 units
I Prerequisite

ogr:da MANAGEMENT 1 (Theory & Practice)
This course covers the important phases of business procedures

that the gecretary is called upon in addition to Shorthand and
Typewriting. These include filing, handling of mail, receiving

. .callers, making and answering telephone calls, handling appoint-

1

“te-oenst
, miputes. of the meeting, memoranda and social-business corres-

ments, and operation of the electric typewriters and various
modern-machines. Desirable attitudes, good work habits and
proper office decorum are developed. Emphasis is on prioritizing
of word and decision making. This is conducted using the lecture,

‘role plaj%ng, and gimulation office practice methods.

As requirement to complete the course, students work for

.20Q hour%gin’a private or government office.

Three hqurs‘a,ﬁeek. Credit ~- 3 units .
Prerequisite® Shorthand 3, Typewriting 3
iand Clerical Training

wg§ﬁh§5ﬂ‘ﬂ‘ kL  il ﬁf“ﬁﬁviisﬂ and qQﬁrespondence)

: ‘ ﬁr' e ‘»

fragi. DL ey

ruet -different types of business letters, —Simple Teport, =

gk 4 1o

skil

i '
¢

. 'Three hours a week. Credit - 3 units
I Prerequisite English 1,2, & 3



?ﬁkﬂﬂlﬁﬂ SHORTHAND‘i (Fun@aﬁeﬁtals of Machine Shorthandi(Optional)
‘ i BN |

materials. o

R Lo

ot

T*hiaicourse encompasgeé@all the theory that students must
learn in jbrder to be proficient with the shorthand machine. It

starts with reading of stenographic symbols, then using of the

shorthand machine for word djctation, sentence® dictation, \
paragraph dictation, then letter dictation. Dictation speed of
at least 80 wam is attained.’ : ’

‘COMPUIER, {EDUCATION 1 - (Computer Fundamentals/Word Processing 1)

' Phig course digcusses what are computers, hardware and

. softwared standard types‘ofginput/output devices: definition
~of word | rocessing, history of WP, advantages and disadvantages,

and bagic operating procedutes.

S v S

.. i Three hours a week. Credit - 3 units
EDUQ%T;QF 1 (Foundation of?Businéss Education)

?Thjs course is designed to introduce the prospecéiVe
teacher to teaching as a, profession. Tt includes the historical,

psychology, philosoph;caliﬁand sociological bases of education.
The latker part of the counse zeroes in on Business Education

in g@negal,iand ite historical beginnings to the present status.

- It discusaes the philoaophy*pf business education, as well as its

organization, administration,'and supervision, here and abroad.
g ) o N
SHORTHAND ELECTIVE (Fundamentals of Pilipino Shorthand)

Fﬁ%daMQﬁtals of Pilipino shorthand is a course which acquaints
the' students with the‘principles.and rules of Gregg Pilipino Shorthand
It gtresses various principles governing every sound in the vernacular
that wgll lead to efficiency in reading and writing pilipino shorthand
The important features of the jcourse are the following® intensive
drills-on ¥eading and w;iﬁing{connected matters; dictation of businegs
letters and 1iterary‘piec59} Qevelopment~of writing connected matters
dictation of business latnersiand literary pieces; development of Co
writing speed at 40-50 words é minute; and transcription of dictated
oo
~ o
Three hours a weék. Credit - 3 units
Prerequisitar—;shorthand 1,2,3,84,

EDUCA&ION,S-(Methodsioifméaching Typewriting, ghorthand and
o Secretarial Subjects)

This course deals with the various methods  and techniques in
‘teaching shorthand and typewriting at various levels and discusses
_pnoblems,ls;;uations, conditions, cold practices, and the latest trel
in teachi$Q-shorthand and typewriting. It is planned to train o

‘y‘prospectiﬁe‘teachers to teach in any school for secretaries.

. Three hours a week. Credit - 3 units

site: A two-year gecretarial course
Tl b . . ‘

to’ apply
i n

ity R H:i’ iy 8- oo

"satisfy the reqdiréﬁenfs‘df“ﬁﬁé“%ﬁﬂfsé?“tﬁe" -
h s taught in a Secretaxial School (Voca=

emester. C . o

‘ 2iﬂ§_hbnxs‘a week - Credit - 5 units



BACHELOR IN SECRETARIAL ADMINISTRATION
‘ : Major: .Office Management
'COMPQEE$1EDUCAEION 1l (Compqtef Fundamental/Word Processingl)

, Thiﬁ‘course digcusses what are computers: hardware and
softwarg; standard types of input/output devices; definition of

- word: prgcessing; history of WP, advantages and disadvantages, and
basi¢ operating procedures. :

‘ 'Three hours a week. Credit - 3 units
MACHINE [SHORTHAND 1 (Fundamentals of Machine) (Optional)

.., 'This course encompasses§ all the theory that you must learn to
become g proficient writer. It| starts with reading of stenographic
symbols, then using of a shorthand machine for word dictation, sentence
dictatign, then paragraph dictation. Dictation speed of 80 WAM is’
attained. s

. _ Three hours a week. Credit - 3 units
ACCOUNTING 2 (Partnership Abcounting)

This course is intended to provide secretarial students with
basic knowledge of the accounting problems and transactions peculiar
_to a partnership formation and operations, admission of a new partner,
partnership dissolution ang liquidation, and preparation of partner-
ship financial statements.

N Three hours a week. Credit - 3 units
COMPUTER EDUCATION 2 (advanced Wopd Processing)
. This course goes,béyond‘tﬁe'basic commands of the WP system.
The student is taught the word?tar, Mail merge, and PPS programs.

. These are advanced programs for a word processor operator and the
executive secretary. :

!

ic Word Processing
. Credit - 3 units.

Prerequisite Ba
Three hours a wee

ACCOUNTING 3 (Corperation Accounting)

ended to provide secretarial students
ounting problems and transactions
business organization. Topics covered .
_of a corporate financial statements.
and control of office costs is

‘ 1 This course.is in
with basic knowledge of the ac
peculiar to:;corporate forms of
. include formation and operatio

. A short dispussion of analysis
. included. :

Three hours a wee

. Credit - 3 units

SHORTHAFD ECTIVE. (Fundamg tals of Pilipino Shorthand)
'%F Fuhdamknqagg‘ajg y o-éhorthand:is a course which acquiants
i W the principles and rules of Gregg Pilipino Short-
L . pq@plegyﬂpv QW&ﬁ%ﬂ‘ A ’
# i g nd

writing Pili-

: he course are-the-feklow-—--
sive dari ary pieces; development of writing

4@%50'w9¥' ,hte,r;ndptranscription‘qf dictated materials.

'y Three hours a week. ' Credit - 3 units °
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" OFFICE MANAGEMENT 2..(siﬁglated office Experience)

A course designed tqipiepare students for immediate employment.

Masteryilof office procedures, solving office provlems, a review of

techpiques and understanding of skills previously learned are taken
up."ﬂlthemphasizes efficient and effective use of materials and'human
resourcgs. This course serves as a laboratory for practical office
projects using special forms. and business machines under typical

'uoiiipe-ﬁituation, The work concept. is emphasized.

3 Th#ee hours a week. 'Credit - 3 units
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. POLICIES AND STANDARDS
. ppST-SECONDARY AND PERMINAL COURSES .
FOR SECRETARIAL ADMINISTRATION

Arqiéle 1

D R , Auth%rization

. 1

. . [ , |

section 1. oOnly schools,. techjical and yocational, duly authorized by

the Ministry of Education, culture an sports ehall conduct Post~Secondary

©.and Terminal gecretarial ¢ourses. weh institutions that offer gecretarial
Coursesjas stated above shall be refexred to in general terms as " Secreta~
rial schools". : :

L gection 2. ALl curricular programs. in post-Secondary and Terminal Sec—
retarial, courses must have prior aut.kgorization f£rom the Ministry of Education,
Culture and Sports. ' ,

A#ticle 11

.  Migsion statement and Obd ectives

éeaf.&e’n 1. Pos&-seqqndary and Terminal Secretarial courses ghould be
ge#eﬂ toward the ptepa;ration of secretaries to adequately meet the growing '

dem'&:ﬁs .Qfﬁ' manpower in husiness, industry, and government service.

gection 2. Post-gecondary and tetminal courses aim to provide the stu-

2.1 A comman foundation of knowledge and understanding concerning
modexrn pusiness through a core program consisting of general
education. and professional secretarial adm:l.nistratiom
2.2 A gufficient exposure to related academic instruction to the

. realities of  the pusiness world: ) '

2.3 An adeduate training to make the secretarial graduate
immedistely employable and/or engage in either entreprenuer-
ship ‘L’ self-employment : and : o ‘

2.4 Droper mptivation for p‘zofessional growth.

Article 11l

section 1. Seewetarial schools shall be administered by a Head/Director,
with option to teach for corresponding remuneration, with the following quali-
ficatiops: L )

R W Must have units in Master's Degree :

2 Mugt have.2 very ‘gsatisfactory teaching experience of at least
three, (3) years in their respective digcipline c
- Must have at least a year of satisfactory office work 'experience

T
1.4 Must have taken at least three (3) units of Methods of teaching
- sem;t.ari.al subjeqts/shorthand and typewriting. :
g . ‘article IV
i . Fagulty
' . B

ghly &ésif.rabl 1y

oyment W ewhere
: hoursg, WY ig paid on.2 regular monthly basis, or its
e gecuisite a sl ; wlification. At least SivtY (60%)
T the s&jggtswgofiafgd ‘should be taught. by full-time instructors.
nighdy mw:i,qal‘-ﬁpr»'specialiaed courses Education, culture and



. Seé%tion 2. ' The teaching personnel in Post-Secondary and Terminal Secreta-
rial courses must have a Baccalaureate degree with nine (9) units in education
and thrge (3} of which is Methods of 'I‘ea‘ching’Secretarial/shorthand ‘and Typing
subjectd. o : ‘

'Sgﬁ!tiqn 3. When vacancies occ\ir in the teaching force of the school during
the ‘schgol year, substitute or replacements with similar or higher gualification
_should he employed. ' 1 ' ‘

. »Seq:tian» 4. The remuneration paid to secretarial faculty as a general rule,
should be the same as that of the rate of teachers teaching academic subjects:
the. probationary employment for. full-time faculty who is ‘academically qualified
. shotzld ke for a period of not more than three (3) years. Faculty members who
have suq:cessfully passed this probation peried chall be congdidered pexmanent.

|, seption 5, Faculty members may carry a maximum teaching load of thirty
. (30) hours per week of skilled and contemt subjects: :

o Sa tion 6. Faculty Develepment Program. The faculty plays a major role
in theiéffective operation of the school and shares in delegated responsibili-
ties; hence, there is need to maintain a development program.
ji : ..

' Instrugtional Standards

" Article V

Se‘.ct:i.ou'/ 1, The Post-Secondary and Terminal Courses must show evidence of
. having developed strength in their respective areas by attaining the following
objectives: .

'1,1 ' Five-Month Post-Secondary Course
; ¥ T T -

. Job Targets: Cleikﬁ'ﬁ(pi?t Filing Clerk
g _ - Receptichist

" Objectives: At the end pf the course, the student must be able to:
type at the rate of thixty {30)' correct words a minute.  Take dictation at the ’
rate of sixty (60) words a minute. Do correct filing, answer the telephone,
and do reception work correctly. - ‘

%

1.2 Qne-Year Post-Secondary |Secretarial Course’

Job Targets: Clerk-Typist
' Receptionist
Stenographer

"Filing Clerk

‘ ‘Objectives: At the end|of the course, the student must be able to:
Type gt the rate of forty(40) correct words a minute. Take dictation at the
. rate of seyenty (70) words a minufe. Do correct filing, answer the telephone,
make appointments for boss, handle general office procedures.

-

1.3 ‘Pne-Year General Clerk Course.

Job Targets: Clerk-Typist .
Lo ‘ Receptionist

" the cours e stude

- :|.Iﬁg‘ EREWET
)andle general office procedures.

t arial Gourse
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Filing Clerk
Clerk-Typist o
Junior Secretary )

t [ 4. Objectives: | At the end of the course, the student must be able to:
Type’ at/the rate of forty-five (45) coxzect words a minute. Take dictation
at the rate of geventy-five (75) words a minute. Can handle general office -
progedures, hake appointments for the bossy file, answer the telephone, .

astﬁhlish priorities, write simple business correspondence.

. Section.2. The echiool should maintain a high standard of instruction.

A system of supervision should be instituted and implemented for the purpose

of evaluatinq teachei competence. Teachers must present theiy Bachelor's
diploma and Pranscript of Racords to be able to teach the particular subjects

_ assigned. Teachers ghould be encouraged to update their academic qualifications
thr in-service trainings, M.A. units and other similar means. o

" géction 3.. The different curricular programs in the school must adopt
a gtangard textbook ‘and use other books as reference for the use of gach par-
tigulay subject, which is of fairly recent edition and which reflects current
trends in the field; up-to-date in methods or presentation and in content,
do¢s not vielate the laws-of the philippines and preferably written by Filipino
authors. o " .

Section 4. The _He\ad/Di'rector should see to it that instructors and
students muﬁst‘_have ‘the necessary textbooks and instructional materials.
Arrangements shall be made to enable the students to dequire them.

Section 5. The school may change their textbook only once every five
years. - g o

. Section .6. Typing and _shorthand may be offered dnxﬁ.ngl summey provided
that the number of hours correspond to the number of hours in a regular
sémester. - ‘

Library

Section 1, Secretarial schools offering the fivé-month post-secondary,
one-yeatr postsecondary, dne-year general clerical, and two-year junior
seconﬂaxy‘cpurses\should have library resources relevant to secretarial admi-
nistration, adequate in quality and quantity, helpful in serving the needs
of scholaxship and research, and progressively developing and growing in '

accordance with iz@sti@ﬁtxonal development and expansion plans.

1.1 Quality réfexs to such factors as breadth and depth of coverage, '
' representativeness of authority in the various disciplines, extent
of correlgtjvgs depending -upon the field of concentration.

'_’1.2 Quantity rafﬁrs to the number of holdings and reference materials
‘ which should be in proportion to the number of students and
responsive ;o the needs of these students,

b section 2. For. staff ;eguire:hents, a favulty member would suffice to

‘ ,mas part-tipe librarian/an officer designated by the school head. This

. ‘gtaff member must himsglf have had some secretarial trainings and be conversant
_with sec! etarial materials. ‘ '

c;:g‘:y;ecymh-nfﬂht Least five bapks of different
H‘faughtand subscription to at least one journal regard-

. adequate reading space, with adequate 1lighting
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.. article VII
.eﬂ.img gical Facilities

‘1, |jone to one ratio of manual gypewiters in good working: conditions
.|l every school year ms@_ft‘:e' observed. B

2. *;jElect:ic typewriters at least one per one hundred students.

. 3./ Bach student: st havv%.‘ one Shorthand pook and one” Fyping book
© 71 " gox his use in the classroom. ‘ ‘ .

4. visual aids; sﬁch as oﬁéxhe«ad and slide project;ors.

, ;
o o
%'ysz.g’ gtopwatch
P : ‘
- B4l Keyboard chart in typing zpoms
7y Actual telephones oF' pock ‘telephones (at- least one)
.8y Calculators ‘of\add;i.r':lgf -f@achines ' o
" B Cowbined office and, dlassroom space of at least 200 sq.m. no
) n¢cessari]:9 mfmed,ﬂf,but 1eased ﬁor at least 5 years. ‘
Article VIII '
Curriculum
o S-MONTH PO@T-SECONDARY SECRETARIAL CURRICULUM
 shoxthand _{Eundmental-s ‘of Shorthand) ( ' 100 hours
Types riting (Fundamentals pﬁgfxypewriting) , 100 hours
offige Progedures (TheoLy' ang practice) 30 hours
Persgnality Developmént (Bexponality Dev. & Attitudes) . 20 hours
‘gusiness Bnglish .(Business Gpxre pondence) 30 hours
Bookkeeping (Accounting cyele & ank Reconciliation) : © ' 20 hours
Complitex Qpération/Word Py gaing (Machine Operation) (op,tionalpo.hou_:_s)
O X R TOTAL o 300 hours
| ONE-YEAR: POST- SECONDARY SECRETARIAL CURRICULUM
‘First § ﬁs '3 T
Shorthand 1 (Fundamental .of . Shorthand) : ‘ -100 hours
pityng 1 (Fundamentals of Typewriting) 100 hours
c:_cmifunicatibn Arts 1 {Graimer) ) 50 hours
Parsonalg,ty pevelopment {pexponality Dev.. & Attitudes) 30 hours
Bookkeeping (accounting Cycle and ‘Bank Reconciliation) 30 hours
" pffice E dedures’ heory and practice) : 40 hours
. Compute: ?‘Operatﬁ,onmrd Procassing (Machine operation) (optional) (30 hours)
‘ A . ‘ : ‘ 350 hours
: 5 o : '
Second [§emester. .. | .
S ancéd Shorthand) 100 hours’
Typewr) ting) 100 hours
st _* 50 hours
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(WE-VEAR GENFRAL CLYPTICAL CrYEE

First Semester _ ' Units
Typewriting 1 (Fundamentals of Tvperriting) 5
Fhorthend 1 ~ (Yundarentals of fhorthanc') 5
PDFR {(Personalit Tevelomment and ™ihlic Pelations) 3
Foglish 1 (Com. Skilll listening, reading, writing 3
focial Science 1 (Contermpo National Nevelorrent) 3
ia
Second Semester
Tynewriting 2 (Advanced Typewriting) 5
Shorthand 2 (Introductary Tyanscrintion) 5
Clerical Training - (Clerical fkills with Nffive Fehies) 3
English 2 (Com, Skills: listening, reading, writing-
advanced) ' : 3
Political Science 1 (Thil. fovermment & Constitution) 3
v ' : U
JNE TARGET
Clerk-Typist
Tiline Clerk
¢an type (30) correct words ner minute
Can teke dictation of sixty {6n) words rer nimte
Can do correct filing, knows recantion work.,
ﬂemnd Vony
First femester l. ‘ Tnits
Typewriting 3 ("roduction Typewriting) 5
fhorthand 3 (Flementay Transerintion) 5
Accounting 1 (Fundarentals of Accountinge) . 6
Tnglish 3 (Sneech and Oral Corrminication) 3
Managerent 1 (Pusing Organization & Manaperent) 3
rF. 1 (M
crry ‘ ) (1.5) _?_L
fecond Sferester |
Corputer Fducation (Corputer Wmndamentals Tord rocessing) (3)
Shorthand 4 (Advanced Transcription) 5
History 1 (Phil, Tistory, Toote & Nev't) 3
nffice Managarent 1 (Theory rractice including 20 hrea, :
office work) 3
Tnglish 4 (Business Fnglish & Corresnondence) 3
Feonardes 1 (Princinles of Teonceies with Tax and IR) 3
».T. 2 _ &)
o ’ : a.s) 17

———— iy —

*The fiyst tvo years are {erminal courses should the student mish to stop at thic
pqpin‘t. . o
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(NE-YEAR (FENERAL, CLERYCAY, OXF2FT ‘

i .
mmmro.w e

L i

A, General Tiducation |

1. Cormunication Arts cn.boooco---c-ooos‘:-----.-o--c;.--nuoo-qu

¥nglish 1
Tnprlish 2

2. Pmial chimce ..q-uo.nh-‘-bn.--n'.c.-.c-o--.-connﬁoinc.-u.---

focial Science 1
Tolitical Seience 1

B, TProfeswional Courses
1. Clerical Treining .ev.vesesessseossassasssssrssssassassnssess
2. Pefsonnlity!kaveirgrent, R TR R R R Y EEERRRE

3- TYDGWTitiW noc--nooolo-l-----ﬁon-c-u.oo.-uo---nc.c---ou.'ut-u

Tomenriting 1
Tynenriting 2

4, Shorthand ciiieveeciraaniienciiiiaaniieniiiiaenes

csvassenane

Fhoethand 1
Shorthand 2

Motal No. of Thits

1n

10
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TIO-VEAT, JUNIR SRNRARI AL, OO FT
" : oA O MINTT
A GENEPAL FDUCATION o o
1. Corumication Arts : | 12 units

English 1, 2, 3, and &

2, Cocisl Science 'ﬁﬂ%ﬂ&mw 9 units
Social Science 1 and W ,
3. Philipnine Iistory - ‘w3 ‘ot : 3 units

F. TROFESSIONAL COURTES

Management 1 . ' 3 units
Loomcedes 1 3 units
Tericed Training l - 3 units
Pérsonality Develorment . 3 units
Fracticum (Office !{anagement) 3 units
Ceeretarial fccounting 6 units
Tywewriting (1, 2 2nd 3) (5 uwnits ench) 15 units
Shorthand (L, 2, 3 and 4) (5 units each) ’ 20 units.
: 77 units

.

FIVE ~ MOTIH POST-SEONMDARY SICIFARIAL, COURRE

SEOVTLALD - This Course includes the resding and writing of freew Shorthand,
The ahility to read Sherthand corvectly and to transcribe accurately is empha-
gized, Dictation is introduced and a systermtic nattern of dictation of ma-
terinls fron text and outside rmatdrial is included. Fneed objective is 7TN-
90 words a ninute. o v g i ‘
TP MITING -~ This course is & 2 to develop skill in reninlatineg the
typewriter. This include rastess @ the letter and nuber kevhoard, intro-
duction to ranuseript tyning amd to $he Pasic tynes of letter styles. Tnve-
lope typing, tabulation, and typing of financial statements are inecluded in

the course. ’
TEOSCMALITY DEVELAPVNT - This of airms to heln the student obtain an

effective parsonality to help her venture into an cffice carccr., Tenics
includo the physiecal, intellectual, soeial, emotional, and roral aspects of
personality, e : . :

OFTICE PROCEDORES - This course. cpvers the irmortant phases.of office work;
such as answering the telephone, receiving callers, records renagereat,
raking and cancelling ~mpointrents, ete, Good vork habits are ermhasized,
This is a 3)=hour course with office practice in a nrivate cr governrent
office included,

HOLTRS FOLISE ~ This cowree aipw to develop in the stucents, a orofessiongl
ashce - BratnosS Tettrs, i nrande., ranutes of the reptior, seeinl-
Lusiness correspondence, and business reports. :

~
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BOOKKEEPING ~ This first course in bookkeeping introduces the secretarial

students to the pbasic accounting concepts and provides him with a knowledge of
how bookkeeping methods and techniques are utilized.

ARTICLE IX

RESIDENCE AND UNITS REQUIREMENTS

gection 1. As a general rule, no degree should be conferred upon a
student unless he has taken the 1ast curriculum year Or in the case of the
five~month course, unless he has taken most of the subjects in the school which
is to confer the certificate. )

Section 2. No student should be permitted to take any of the skill courses
unless he satisfactorily passes a test in the pre—requiéite subject.

gection 3. In the case of the one-year and 2—ye§r courses, the student
may be allowed to take a maximum load of twenty-one units (21) each semester.

section 4. If a student obtains a grade of "INCOMPLETE" he should not
be given credit for it until hevsatisfactorily Yemoves the "INCOMPLET u
grade within one year. .

ARTICLE X
EFFECTIVITY

Section 1. These rules and gtandards shall take cffect this school year,
1984-85. :

section 2. This order supersedes-all previous circulars, memoranda regaxd-
ing POS';‘-SECONDARY AND T}'::RMINAL CQURSES FOR SECRETARIAL ADMINISTRATION,

ONE-YEAR POS'T—SECONDARY SECRETARIAL COURSE
SHORTHAND - (1 and 2) ‘

This course includes fundamentals of shorthand and transcription. It

covers reading and writing of shorthand plates, develop the student's dicta-
tion speed to the highest point possible, to lay a solid foundation foxr rapid
and accurate transcription, and to be able to transcribe mailable correspendence.
gpeed objective is 120 words a minute for 3 minutes.

TYPEWRITING (1 and 2) '

This course is designed to develop skill in manipulating the typewriter.

It includes mastery of the letter and mimber keyboard, typing of special
materials such as tabulation and centering exercises. It also covers manuscript
typing, letter typing, memos legal forms, stencils, minutes of the meeting,

and financial statements. Speed objective is 50-60 words a minute.

IS



ENGLISH 1 and 2

This course includes listening, reading and writing, grammar review, com-
position of sentences and paragraphs, and preparation of simple regearch paper.
It also includes increasing the student’'s skill in oral and aural comprehension.

BUSINESS MANAGEMENT/COMPUTER PROGRAMMING -

Business Management is a course designed to familiarize the student with the
fundamental concepts of organizing businesses. ‘It covers the specialized
activities of each department which includes financing sales and marketing,
manufacturing, manpower selection, personnel relations, etc.

Computer programming is the optional course for students who are quali-

fied (after passing an aptitude test) to handle electronic data processing
fundamentals, input-output devices, hardware and software concepts with emphasis
. on the BASIC LANGUANGE, specifically, thd apple BASIC LANGUAGE in general. and
its historical beginnings to the present status. It discusses the philosophy
of business education, as well as its organization, administration, and
supervision, here and abroad.

SHORTHAND ELECTIVE (Fundamentals of Pilipino shorthand)

Fundamentals of pilipino Shorthand is a course which acquainhs the students

with the principles and rules of Gregg Pilipino Shorthand, It stresses various

principles‘governing every sound in the vernacular that will lead to efficiency
in reading and writing pilipino shorthand. The important features of the course
are the following" intensive drills on reading and writing connected matters;

" dictation of business Jetters and literary pieces; development of writing
connected matters; dictation of pusiness letters and literary pieces: develop—

ment of writing speed at 40-50 words a minute; and transcription of dictated
‘materials. :

Three hours a week. Credit - 3 units
Prerequisite - Shorthand 1, 2, 3 & 4

EDUCATION 5 (methods of teaching Typewriting,'Shd§thand and Secretarial
Subjects)

This course deals with the various methods and techniques in teaching
shorthand and typewriting at various levels and discusses problems, situations,
conditions, cold practices, and the latest trends in teaching shorthand and .
typewriting. It is planned to train prospective teacher to teach in any school
for secretaries. : )

Three hours a week. Credit - 3 units
Prerequisite: A two-year secretarial course

SECRETARIAL. PRACTICE TEACHING

This course provides the students with opportunities to apply principles
" and methods course. He also acquired the experience in meeting.classroom
problems and in handling teaching materials and aids efficiently. [To‘satisfy
the requirements of the course, the student must show that he has taught in a.
Secretarial School (Vocational/Collegiate) for one semester. ’

Five hours a week. Credit - 5 units

BACHELOR IN SECRETARIAL ADMINISTRATION

PR ,WmﬂwﬂthM I

COMPUTER EDUCATION 1 (Computer Fundamentals/Word Processing 1)

This\cﬂurse discusses what are computers: hardware and software;
stafdard types of input/output devices; definition of word processingi

Y
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BACHELOR OF SCIENCE LN SECRETARLAL ADHMINISTRATION

. Majors Office Managemeﬁtf
Third Year
First Semester _ , Unitks
Pilipino 1 (Sining ng Palkikipagtolastasan 3
Machine Shorthand (Fundamental of Hachinc (3)
Accounting 2 (Partnership Accounting) .3
English 5 . (Technipal Report Writing) 3
Spanish 1 ' (Elementary Spznish 3
Business Math 2 (Advanced Buss Math) 3
Shorthand Elective ‘ 3
Pole 3 (2)
CMT (1 52
‘ . 1
*Optional :
Seco S s
Computer Educe 2 (Computer Programming) (3)
Accounting 3 (Corporation'kccounting) 3
Psyoholo%y 1 (Principles of Psychology) 3
English (Philippine Literature in
 English w/ Rizalls writings) 3
Social Science Electe . ‘ . 3
Spanish 2 (Intermediate Spanish) 3
OffiCﬁ Management 2 (Simulated Office Ixperience (%)
POE.
ClT : (1 gﬁ ).
. * 1
. . Fourth Year
First Semeske *
Pilipino 2 (Pgnitikang Pilipino)
SFanish 3 (advanced Spanish)
rhilosophy 1 (Logic)

Management 2
Marketing 1
~ Business Law 1

J=1e} . Semeste

Spnish %
Finance 1

Practicum 3

Management Electl

?&ae Elective
¥ B TARGET

Tgir% Year |
Clerk Seenorgrapher
Receptionist
Seniior Seccretary

(Personnel Management)
- (Principles of
(Obligations

(Selected Writings)
(Principles of loneys

Barking).
(Sectfl Adm
200 hours)

inistrat dive Practice

Mgrketing)
& Contracts)

i)
Lolo oot

Credit &

3
3
3
+
Fourth Year '
Exécutive secretary

ﬁ~ Administrative Agsistant
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history of word processing, advantageS'ahd disadvantages and basic operating
proceduxes. .

Three hours a week. Credit - (3) units
MACHINE SHORTHAND 1 (Pundamentals of Machine) (optional)

This course encompasses all the theory that you must learn to become 2
proficient writer. It starts with reading of stendgraphic\symbols, then using

of a shorthand machine for word dictation., sentence dictation, then paragraph
dictation. pictation speed of BO wam is attained. :

Three hours a week. credit - 3 units
ACCOUNTING 2 (Partnérship Accountinq)

This course is intended to provide secretarial students with pbasic knowledge
of the accounting problems and transactions peculiar to & partnership form of
business organization. Topics covered include partnership formation and operations,
admission of a new partner, partnership dissolution and liguidation, and prepara-
tion of partnership financial statements. ) :

Three hours a week. credit - 3 units
COMPUTER EDUCATION 2 (advanced Woxd Processing)

Thig course goes pbeyond the pasic commands of the Word Process-
_ing system. The student is taught the wordstar, Mail merge, and PPS programs.
These are advanced programs for a word probessor-operator afgd the executive
secretary.- ’

prerequisite: pasic Word Processing
Credit - (3) units. Three hours & week

ACCOUNTING 3 (Coxporation Accounting)

 This course is intended to provide secretarial students with basic
knowledge of the accounting problems and transactions peculiar to corporate
forms of business organization. Topics covered include formation and operation
of a corporate financial statements. A short discusgsion of analysis and control
of office costs ig included. ' :

fhree hours a vieek. credit ~ 3 units
SHORTHAND ELECTIVE (Fundamentals of pilipino Shorthand)

Fundamentals of Pilipino Shorthand is a course which acquaints the students:
with the principles and rules of Gregd pilipino shorthand. It stresses various
principles governing every sound in the vernacular that will lead to efficiency
in reading and writing Pilipino Shorthand. The important features of the course
are the following: intensive drills and literary pieces; development of writing
speed at 40-50 words a minute, and transcription of dictated materials.

* Three houfs a week. credit - 3 units

OFFICE MANAGEMENT 2 (simulated office Experience)

A course designed t prepare students for immediate employment. Mastexy
office procedures, solving office problems, 2 review of technigques and
erstanding of skills previously 1earned are taken up. It emphasizes effi~
L and reffiective useet, mate i I soyrces . This course serves

-laporatory for practica “office prgﬁédtéhdéing o oo
hines under typical office situation. The work concept is emphasized.

~ ) . : =
A .. 'Three hours a week. Credit - 3 units

.,



