10

Sheriden
Siyle

Sheridan develops
‘new secretary’

A changing world, automation, Women's
Liberation — many things have combined to alter the
role of the secretary from that of the sherthand typist
to that of the administrative assistant or executary.

It's at the stage where one-ninth of the working
population of North America are secretaries, and the
most horrible thing imaginable is if all secretaries on

~ the continent went on strike.

The National Secretaries Association has been
forced to re-define the word "secretary” for the
seventies. The new definition is: -

“A secretary shsall be defined as an executive
assistant who possesses a mastery of office skills,
who demonstirates the abilily to assmume res-
ponsibility without direct supervision, who
exercises injtiative and judgment, and who makes
decisions within the scope of assigned authority."”

“Office skills'', ‘‘responsibillty,”” *'‘decislon
making’'—these qualities demand an attitude Sheridan
College hopes to instill in its secretarial students.

At the same time ‘“the abllity to get along with
other * was the quality for which Rockefeller
mwﬁﬁmmymmnmmmmmu
incorpora a human relations course in its
Secretarial

Modet Olffce | |

Graduating studenta in Executive, Legal and
Medical Secretarial Studies operate a model offlce on
each Sheridan campus.

“It's good, realistic training of what to expect in &n
office,” explains Avanell Scherer, supervisoc of the
Oakvilie model office. _

‘The office houses a variety of husiness equipment
Ed students may be asked to perform any secretarial

ty.
“It's like a real office,”” says Veriyn Francis,
second year Executive Secretarial student. *“You work
for different :;\eopla ard learn so many peopia’s likes
and dislikes.’ : ,

“There’'s a iot of confidentinl work done in the
model office for faculty and staff and the girls have to
realize it is confidential,” says Mrs. Scherer. 'In this
way the girls develop
independence. And they have to get along with

ers as in a real job.”
though the model offices have been 5et up to deal
with work for faculty and staff, students have under-

taken some work, at a small fee, for organizations in
the community.

BT arn,

Woed -
Sheridan has been training all graduating atndents to
m::mﬁc typewriters for the past few years,
processing mumup-m subject hunmer '
e .' a :
students in the near future.

a sense of responsibility and

Recipe for a medical

secretarial career

Take one individual fufl of ambition. Add: a little
knowledge of medical terminology, anstomy and
phivsiology and first-ald.

A cupful of typing skills.

A pinch of determination and willpower.,

Mix well. |

Bake for two yearsin a moderately-heated college.

‘The result is one excellent medical secretary,
mfmai for a challenging career .in this chosen
protession. This is the recipe Sheridan College uses to
produce the best medical secretaries around.

" The course is designed Wﬂde high school and
matwe stodents: with a further education enabling
them to enter a wide fleld of positions and interests

aduation. Anyone Interested in the medical

field, but with no inclination to become & doctor or
nurse should [ind this course rewarding and beneficial.
The second year of the two-year course deals

Help for
legal beagles

Perry Mason-type courtroom lawyers atiract most
of the attention in our legal systam but much of the

hard work i3 done in the office by thelr
To prepare students for such yeoman service,
Sheridan’s Legal Secretarial Program offers students
irtensive tra in the areas of roal estate, litigation,
corporation, estate and famlly law practices,
In addition to being trained in the operation of auto-

Simulation: jobs come tdl student

_ Simulation is coming to Sheridan's Secretarial
Studies Division In ; |
The new subject will be incorporated in the
Executive Secretarial Program during the first year
and then, after a trial rim, offered as an elective to all

. secretarial students. -

Simutation is designed to offer the studert a
realistic office e . The set-up used is ene in
which Sheridan e serves as Tallidata—s data

organization that handies all orders, ac-
counts recelvable, accoumts payable, correspondence
-and banking for all customers and suppliers of Lester
Hill Corporation
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hoted and motel supplies and t. It operations
will take place in a Jocal high achool.

Advantages of simulsation are that it will offer the
BE m 0 s
varied job experience; work patierns:;
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- application of their newly-acquir
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Students slmnulate medical office.

directly with the medical nspect, leaving the first year
to devglop general skills needed in the course. Direct
entry Into the second year can be obtained with a
minimum of 40 w.p.m. in typing.

“Good morning, Dr. Brown's office,"” Iz A more
than common phraze heard In the simulated doctor’s
office at the college. The students have set up and are.
operating the office aspart of thelr course of study.,

O.H.L.P. has agreed to co-operate with the
program, and studenis are continually boo
appolntments, completing 0.H.LP. claim cards a
mailing these each week to O.H.LP's office in
Hamilton.

After five months at the college the students are
ready to go into the medical world for some practical
ed skills. A work week
is arranged and the students placed in doctor’s offices,
clinles and hospitals in the location of thelr choice,

There i3 no ‘“typical-day-at-the-office’ in the
medical field. Every day reveals a new, unpredictable
experience. Routine jobs do exist but there la a
continual challenge for leaming and improvement.

Throughout the course there are guest speakers
who come to talk to the students about their future
jobs.

matic ters (IBM MT /ST and MC/ ST — now
standard equipment inmost legal offices) the students’
stenographlc skills are developed and improved
thro the use of the most modern secretarial
tea metheds, materials and machines.
Knowledge of the legal field is augmented through
field trips to local reg offices and courthouses,
films and guest speakers during the year, A cne week
session spent with local or Toronto law firms gives
students valuable Insight into their {uture careers,
practical experience and often leads to permanent
employment. |
. Business, social sclence and humanities subjects
are also an important and Integral part of the Legal
Secretarial Program. Students are atlowed to select
these sublects, based on thelr own interests, from the

options pvaﬂahle.




