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O K L A H O M A   S T A T E   U N I V E R S I T Y  -  O K L A H O M A   C I T Y

Office Management Emphasis

Taking a look at the many office management duties and 

responsibilities provides a great deal of insight as to the 

education and skills required to become a professional 

office manager are: administrative services and skills, 

facilities, equipment and supplies, information technology, 

business law and finance, human resources, management, 

leadership and communication.  This degree is designed to 

provide all of these skills to enable the student to be ready 

and competitive in today's job market.

Computerized Accounting

Financial Accounting

Managerial Accounting

Business Communications

Computer Concepts with Applications

Microcomputer Applications - Microsoft Office

Spreadsheet Application

Database Design

Database Application

Principles of Management

Human Resources Management

Introduction to Microsoft Word

Electronic Commerce

Principles of Marketing

Business Ethics

General College Math

U.S. History to 1865

Leadership

English Composition I

Changes in the office environment have increased the 

demand for office managers who are competent, 

professional adaptable and versatile.  Office managers 

must have a core set of education, abilities and skills.  The 

three skills most vital to employment are conceptual, 

people and technical.  Conceptual skills include the ability 

to analyze problems and come up with solutions. People 

skills include good oral and written communication abilities, 

the ability to resolve conflicts and build consensus, and the 

ability to motivate and inspire employees.  Technical skills 

should include knowledge in areas such as communication 

systems, records management, finance, human resources, 

facilities, mail processing and business methods.

or

U.S. History Since 1865

College Algebra

American Government

Introductory Psychology

or

Introduction to Speech Communication
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ACCT 2041 COMPUTERIZED ACCOUNTING 
Independent study, analysis, design and construction of solutions to case studies in accounting automation. Prerequisites: ACCT 2103 and 

ACCT 2103 FINANCIAL ACCOUNTING
Covers the accounting process and principles of accrual accounting. The study of financial statements and the information required for their preparation. 

ACCT 2203 MANAGERIAL ACCOUNTING
Managerial accounting concepts and objectives, planning and control of sales and cost, analysis, variance analysis, capital budgeting and the measurement of 
divisional performance. Prerequisite: ACCT 2103.

BUS 1011 BUSINESS ETHICS
A study of contemporary and classical views relating to moral judgments and conduct within the business environments.

BUS 1543 ELECTRONIC COMMERCE
Understanding e-commerce (electronic commerce) is essential for success in today’s economy. This course explores both sides of business on the Internet 
from the viewpoint of the consumer and of a business. Prerequisites: CIS 1103 or CIS 1113 or TCOM 1323. (Same as TCOM 1523.) 

BUS 2113 BUSINESS COMMUNICATIONS
Includes effective communication strategy, effective report presentation (both written and oral), effective summarizing skill s and analytical reasoning skills. 
Focuses on the dynamics, qualities, functions and methods of administrative communication; problems and practices of preparing effective material. 
Prerequisite: ENGL 1113.

*CIS 1113 COMPUTER CONCEPTS WITH APPLICATIONS
Provides students with an introduction to concepts and applications of the personal computer in business. Topics include spreadsheets, databases, word 
processing, ethics, vocabulary, Internet skills and file system management. Theory and hands-on computer instruction is included. Prerequisite:  READ 0033 or 
[R].

*CIS 1503 MICROCOMPUTER APPLICATIONS-MS OFFICE
Familiarizes the student with fundamental terminology and concepts of microcomputers, their operating systems and disk management, as well as major 
production applications including word processing, spreadsheets, data base management systems, and may include graphics, data communications and 
desktop publishing. Familiarity with computer keyboard is recommended. Hands on computer instruction.

*CIS 2263 SPREADSHEET APPLICATION
An in-depth study of the use and theoretical concepts of an integrated microcomputer software spreadsheet application. Hands-on instruction involves individual 
aspects of computerized spreadsheets, as well as the integration of all spreadsheet components. Prerequisites: CIS 1103 or CIS 1113. 

*CIS 2363 DATABASE DESIGN
Provides students with basic knowledge of database planning, design and implementation. Exercises will take the student through database planning, design 
and construction, implementation and maintenance. Prerequisite: CIS 1113.

*CIS 2463 DATABASE APPLICATIONS
The student will use a selected database management program to create and edit database files. The student will also search, organize and build reports, 
forms and templates with the database files. Prerequisites: CIS 1103 or CIS 1113 and CIS 2363.  Spring only

MGMT 2103 PRINCIPLES OF MANAGEMENT
An introductory course presenting the basic concepts and practices of management, both private and public. Topics include his torical development of 
management; basic definitions and philosophy; fundamentals managerial functions, including planning, organizing, staffing, directing and controlling; current 
trends in management; possible future developments in organization and administration.

MGMT 2143 LEADERSHIP
A study of organizations and the effective use of power and authority to motivate, lead and influence people. Course discusses the historical view of leadership, 
situational leadership, influence of organizational climate on leadership styles and current and future trends affecting leadership. Prerequisite: MGMT 2103.

MGMT 2213 HUMAN RESOURCES MANAGEMENT
Focuses on developing students’ understanding of human resource issues and the practical application of methods for solving these issues. Topics covered 
include job analysis, recruitment, interviewing, selection, performance appraisal, training, compensation and equal employment opportunity. Issues are 
reviewed within the context of the historical and current social environment, labor market, legal and global economic conditions influencing practice. 
Prerequisite: MGMT 2103.

MKT 2273 PRINCIPLES OF MARKETING
Focuses on the relationship between the organization and its customers and the other members of the channel of distribution. Introduces students to the 
marketing function of an organization, the environmental factors influencing marketing decisions, the discovery of market opportunities, the development of 
marketing strategy and the development of marketing programs.

*TCOM 1033 INTRODUCTION TO MICROSOFT (MS) WORD
Study of word processing using MS Word. Course will teach the basics of word processing through advanced presentation techniques. Requires basic typing 
skills.  Spring only.


