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This course is designed for those who are looking to continue developing their knowledge of applications software, business communications and problem solving skills.  Business communication systems have many important aspects.  These include the nature of business information, the proficiency with which technology is used to manage information, the interpersonal skills required to effectively share and present information, and the privacy of information and standards of conduct associated with holding and seeking information.  Working in teams and independently, students will use industry standard software to create industry standard documents.
Software:

· Microsoft Office (Word, Excel, PowerPoint, Access, Publisher)

· Photoshop and other Adobe software

· Dreamweaver and other Macromedia software

Topics Include:

a) Document creation using word processing and desktop publishing software
b) Web page creation and management

c) Database creation and records management

d) Development of communication and presentation skills

e) Standard business practices

f) Development of interpersonal skills and leadership qualities

Evaluation:


Assignments and projects

60%


Term projects



20%


Tests and Quizzes


20%









