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1.
Program Objective #1: Students will successfully develop a portfolio that reflects skills and accomplishments related to a career in office administration and/or accounting.
	2.  Intended Outcome(s)1
	3.  Criteria or Target
	4.  Comparison2
	5.
Assessment Methods


or Tools
	6.
When/How Assessment 
will be Accomplished

	Students will apply successful organizational strategies of planning, goal setting, prioritizing, and managing time to document their best work. 

	100% of certificate- and degree-seeking students will complete the portfolio.
	
	Students will develop an organized professional portfolio of individual skills and accomplishments that demonstrate the achievement of technology, communication, and accounting competencies.
	The portfolio will be assessed using a rubric for evaluating completeness, organization, and quality of work at the completion of the OFTEC 280 course.


7.  What were the result of the assessment(s)?
All 2010-2011 certificate- and degree-seeking students completed the portfolio project. Student portfolios were evaluated for relevant content, organization, and overall quality of the portfolio presentation. The quality of the portfolio presentations continues to meet the standards and expectations of the department. Student feedback about the relevance of the portfolio as both a reflective learning piece and as an employment tool has been extremely positive. Most notable this year was the pride demonstrated by students in this display of their program accomplishments.    
8.  How were the results used to improve?
The results revealed that students were prepared to develop their portfolios in this culminating program course and to effectively demonstrate their achievement of technology, communication, and accounting competencies. As a result, the OFTEC faculty will continue to communicate the importance of the portfolio project to current students by these methods: (1) orientation to the portfolio project in OFTEC 110, (2) reference to the portfolio project in the OFTEC Student Handbook, (3) reference to the portfolio project in all course syllabi, (4) verbal and e-mail reminders to students about the upcoming portfolio project, and (5) providing students a portfolio grading rubric prior to assembling the portfolio. 
1.
Program Objective #2: Students will demonstrate general education outcomes in communication and technology and accounting for entry-level office and/or accounting positions.

	2.  Intended Outcome(s)1
	3.  Criteria or Target
	4.  Comparison2
	5.
Assessment Methods


or Tools
	6.
When/How Assessment 
will be Accomplished

	Communication

Students will integrate professional writing into written and spoken projects.

(Learning Outcome 3.4)
	100% of OFTEC certificate- and degree-seeking students will complete a learning plan, reflection paper, and course-specific assignments.
	
	Instructors’ assessment of targeted skills demonstrated 1) in courses, and 2) the students’ learning plan and reflection paper using appropriate rubrics.
	Formative assessments in OFTEC 116 and/or 215. Summative assessments in OFTEC 280.

	Technology

Students will use technology appropriate to the context and task to effectively retrieve and manage information, solve problems, and facilitate communication. (Learning Outcome 10.3)
	
	
	
	Formative Assessments in OFTEC 122, 132, 134, 242, 244 and/or OFTEC 232. Summative assessments in OFTEC 280.

	Accounting

Students will apply logical reasoning and accounting principles to identify, interpret, and evaluate accounting data.
	
	
	
	Formative assessments in OFTEC 142, 145, 242, and/or 146, 147, and 244.

Summative assessments in OFTEC 280.


7.  What were the result of the assessment(s)?
All certificate- and degree-seeking students completed reflection papers which were evaluated for the quality of reflection, organization of content, and writing conventions. Students provided thoughtful reflection about their learning and wrote favorably about the communication, technology, and accounting skills they had acquired through their course work. Students effectively identified areas of strength and areas for continued improvement. Common themes noted in the reflection papers and exit interviews have led to the following improvements:
8.  How were the results used to improve?

a. Focused effort to improve student satisfaction and success with e-learning courses. The department’s current goal is to strengthen the quality of e-learning in an attempt to match student satisfaction and success with that of on-ground classes. Faculty has been involved in trainings through the Sloan-Consortium to assess and improve online learning and teaching. Faculty is currently in the process of evaluating online courses using the Quality Matters rubric. In addition, a number of instructional technologies are being incorporated into the department’s e-learning classes to enhance student and instructor engagement.
b. Improve use of the formative assessment tool. The department will strive to ensure that there is consistency in the way the formative assessment tool is administered and used by all instructors.
c. Consider providing advanced Microsoft Excel training. Students continue to express a desire for advanced Excel training. The department will consider developing and offering advanced Excel training as budget and personnel limitations allow. 
1.
Program Objective #3: Students will apply technology, communication, and/or accounting skills in a workplace setting.

	2.  Intended Outcome(s)1
	3.  Criteria or Target
	4.  Comparison2
	5.
Assessment Methods


or Tools
	6.
When/How Assessment 
will be Accomplished

	Students will demonstrate standards of professionalism and apply successful organizational strategies appropriate to the workplace environment. 
	100% of degree-seeking students will complete a minimum of one credit of OFTEC 199(cooperative education) and earn a satisfactory employer evaluation.
	
	Supervisor’s evaluation and student’s self-evaluation.
	At the completion of OFTEC 199.


7.  What were the results of the assessment(s)?
All students completing an OFTEC ATA degree did complete OFTEC 199 Cooperative Education. Student satisfaction with the co-op learning experience is positive, and supervisor evaluations reveal that students consistently scored above average on dependability, attitude, human relations, quality of work, skills improvement, and overall performance. Additional training needs recommended by employers were for industry- or task-specific skills. Limited work experience in the field continues to be a negative for students.
8.  How were the results used to improve?
The department will continue to encourage students to gain work experience—volunteer or paid—and will disseminate job announcements and work opportunities to students as they become available. 
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