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EXECUTIVE SUMMARY 

 
This program was referred to as Office Systems Technology until the Fall 2009 semester.  At 
that time, the North Carolina Community College System Office issued that the program 
change its name to Office Administration.  It also issued many other program changes such 
as course names, course descriptions, and course hours.   
 
The Office Administration is a two-year A.A.S. program with open enrollment.  Carteret 
Community College also offers two diploma programs in this area: Office Administration and 
the Medical Receptionist program. The curriculum prepares individuals for positions in 
administrative support careers.  It equips office professionals to respond to the demands of a 
dynamic computerized workplace. 
 
The two full-time instructors, Lynn Judy and Glenda Chagaris, have a combined total of 59 
years of teaching experience. In addition to the extensive teaching experience of these two 
instructors, they have both achieved advanced levels of learning by obtaining Masters 
Degrees. We have seen many changes in the Office Administration area throughout our 
careers. We have seen many technologies come and go.  We feel this experience has 
allowed us to better evaluate the needs and demands of the ever changing office as well as 
the technology involved.  
 
Students will complete courses designed to develop proficiency in the use of integrated 
software, oral and written communication, analysis and coordination of office duties and 
systems, and other support topics.  Emphasis is placed on non-technical as well as technical 
skills. 
 
Graduates should qualify for employment in a variety of positions in business, government, 
and industry.  Job classifications range from entry-level to supervisor to middle management. 
 
This program coursework requires the completion of 69/71 semester hours.  Of the courses 
taught, 50 percent are taught online, 50 percent are taught using the hybrid or web-based 
classes. We are constantly striving to improve the quality of our instruction by utilizing current 
technologies such as Camtasia and video web cams. 
 
There are many support services available on our campus for our students. We have the 
Academic Support, Student Resources, the Computer Lab, the TRiO program. 
 
The Office Administration has a strong Advisory Committee from various types of businesses 
in our community. We always have well-attended meetings with valuable contributions. 
 
Our budget has been limited during the past few years due to state funding reversions. This 
also means that we have been limited in traveling resources and professional development. 
 
Mrs. Judy and Mrs. Chagaris have spent a great deal of time accessing their program at the 
administrative level, program level, and student level. The instructors meet two hours per 
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week to discuss the Office Administration program.  Our discussions led us to determining our 
outcomes and assessments. During these weekly meetings, we are constantly discussing 
ways to improve the curriculum. 
 
Another way to evaluate our program was to form a SWOT team.  This team consisted of 
members of the Curriculum Advisory Board, former graduates, current students, and 
members of the community working in this area. They addressed a set of questions that we 
had formulated and made recommendations. The major recommendation was to offer an 
Office Administration orientation each year. 
 
We have collected data and have developed an action plan for next year.  

 


