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Office Technology Certificate (16 cr. hr.) 
Program Outcomes Assessment 

2008-09 Report 
 

The target for all Office Technology Certificate program outcomes is at least 70%.   
 
Program Outcome #1 
 
Demonstrate the use of basic office machines. 
 

YEAR COURSE 
COURSE 
TITLE 

CRSE 
OTCM 

# STDNTS 
ASSESSED 

WEIGHTED 
AVERAGE % 

GOALS 
MET 

GOALS 
UNMET 

GOALS 
MET % 

GOALS 
UNMET% 

08-09 CSIS 100   Computer Concepts and Applications:  Office 
2008 1 155 94 8 1 89% 11% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 1 114 80 4 0 100% 0% 

08-09 OTEC 101   Keyboarding I 1 16 69 1 1 50% 50% 

08-09 OTEC 102   Keyboarding II 1 2 53 0 1 0% 100% 

08-09 
 

TOTALS 4 287 87 13 3 81% 19% 
 
Analysis 
 
Student learning of this outcome is demonstrated with the weighted average mean 
score of 87%, meeting the target of 70%.  Additionally, students could take OTEC 123 
Office Machines to enhance their learning of this outcome.  At this time there are no 
program changes that need to be made with regard to this outcome. 
 
The new computers installed in 338 lab in 2009 contributed to student learning of this 
outcome.  Computer labs and software are up-to-date and must continue to be kept 
current to facilitate student learning of this outcome.  New versions of software must be 
purchased and implemented as they become available.  Budgetary considerations 
include printers in labs 333 and 338 that are fairly old and that will need to be replaced 
soon.     
 
Program Outcome #2 
 
Demonstrate effective oral and written communication skills. 
 

YEAR COURSE 
COURSE 
TITLE 

CRSE 
OTCM 

# STDNTS 
ASSESSED 

WEIGHTED 
AVERAGE % 

GOALS 
MET 

GOALS 
UNMET 

GOALS 
MET % 

GOALS 
UNMET% 

08-09 BUSI 118   Business Communications 1 12 72 1 1 50% 50% 

08-09 BUSI 118   Business Communications 2 12 78 2 0 100% 0% 

08-09 BUSI 118   Business Communications 3 12 69 1 1 50% 50% 
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08-09 BUSI 118   Business Communications 4 12 57 0 2 0% 100% 

08-09 BUSI 118   Business Communications 5 12 50 0 2 0% 100% 

08-09 BUSI 118   Business Communications 6 12 60 0 2 0% 100% 

08-09 BUSI 118   Business Communications 7 12 88 2 0 100% 0% 

08-09 BUSI 118   Business Communications 8 NA NA NA NA NA NA 

08-09 OTEC 101   Keyboarding I 2 16 66 0 2 0% 100% 

08-09 OTEC 101   Keyboarding I 3 16 65 0 2 0% 100% 

08-09 OTEC 102   Keyboarding II 1 2 53 0 1 0% 100% 

08-09 OTEC 102   Keyboarding II 2 2 53 0 1 0% 100% 

08-09 OTEC 102   Keyboarding II 3 2 34 0 1 0% 100% 

08-09 
 

TOTALS 13 122 66 6 15 29% 71% 
 
Analysis 
 
The target of 70% was not met in regard to this outcome, as the weighted average 
mean score was only 66%.  Low levels of mastery reported in BUSI 118, OTEC 101 and 
OTEC 102 are addressed in the individual course assessment reports.  All courses 
were offered solely online and this may have had an effect on student learning.  Due to 
the demand for the courses and the availability of adjunct instructors, the use of the 
online modality is the most feasible option to provide access to these courses.  Offering 
these courses face-to-face may need to be considered.  At this time, there are no other 
program changes or budgetary considerations that need to be made with regard to this 
outcome. 
 
Program Outcome #3 

Utilize computer application software. 
 

YEAR COURSE 
COURSE 
TITLE 

CRSE 
OTCM 

# STDNTS 
ASSESSED 

WEIGHTED 
AVERAGE % 

GOALS 
MET 

GOALS 
UNMET 

GOALS 
MET % 

GOALS 
UNMET% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 2 155 92 8 1 89% 11% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 3 155 89 8 1 89% 11% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 4 155 95 9 0 100% 0% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 5 155 93 9 0 100% 0% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 6 155 82 9 0 100% 0% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 7 155 74 7 2 78% 22% 

08-09 CSIS 100   Computer Concepts and Applications:  
Office 2008 8 155 91 9 0 100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 2 114 79 4 0 100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 3 114 82 4 

 
100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 4 114 96 4 0 100% 0% 
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08-09 CSIS 130   Introduction to Computer Information 
Systems 5 114 94 4 0 100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 6 114 81 4 0 100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 7 114 93 4 0 100% 0% 

08-09 CSIS 130   Introduction to Computer Information 
Systems 8 114 95 4 0 100% 0% 

08-09 OTEC 101   Keyboarding I 2 16 66 0 2 0% 100% 

08-09 OTEC 101   Keyboarding I 3 16 65 0 2 0% 100% 

08-09 OTEC 102   Keyboarding II 1 2 53 0 1 0% 100% 

08-09 OTEC 102   Keyboarding II 2 2 53 0 1 0% 100% 

08-09 OTEC 102   Keyboarding II 3 2 34 0 1 0% 100% 

08-09 
 

TOTALS 19 1921 88 87 11 89% 11% 
 
Analysis 
 
Student learning of this outcome is demonstrated with the weighted average mean 
score of 88%, meeting the target of 70%.  Academic integrity and ethics in general 
should be monitored in this area because they are increasingly more of a concern.  At 
this time, there are no program changes in regard to this outcome. 
 
The new computers installed in 338 lab in 2009 contributed to student learning of this 
outcome.  Computer labs and software are up-to-date and must continue to be kept 
current to facilitate student learning of this outcome.  New versions of software must be 
purchased and implemented as they become available.    Budgetary considerations 
include printers in labs 333 and 338 that are fairly old and that will need to be replaced 
soon.     
 
 
Program Outcomes Grand Totals 
 

YEAR 
  

CRSE 
OTCM 

# STDNTS 
ASSESSED 

WEIGHTED 
AVERAGE % 

GOALS 
MET 

GOALS 
UNMET 

GOALS 
MET % 

GOALS 
UNMET% 

08-09 
 

GRAND TOTALS 36 2330 87 106 29 79% 21% 
 
 
Analysis 
 
An overall analysis indicates that students at Neosho County Community College were 
achieving the desired level of competency of Business Certificate – Level I Program 
Outcomes based upon the results generated with respect to course outcomes for the 
courses in the program for this reporting period.  For the 2008-09 year, the overall 
weighted average mean score of 86% well exceeds the target of 70%.  This data leads 
to the conclusion that the program has achieved its goals.  The goals (course 
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outcomes) which were unmet are addressed in the course assessment reports.  
Continued analysis should be undertaken to determine if students consistently score at 
the levels indicated in this report.  Budgetary considerations include maintaining current 
hardware and software in the computer labs and replace of printers in labs 333 and 338. 
 
  


