OST 2120

Advanced Keyboarding
CATALOG DESCRIPTION: OST 2120 Advanced Keyboarding (3) (A.S.). Three hours per week, plus labs necessary to complete assigned work.  Prerequisite: OST 1110 or equivalent.  This course stresses speed and accuracy skill building on straight copy and production work.  Emphasis is placed on application of skills to advanced office problems including business letters, forms and reports.  

PERFORMANCE STANDARDS:
At the successful completion of this course, the student should be able to:

1. Key at 45 wpm on a five minute straight copy timing with a total of five errors or less focusing on good accuracy.

2. Apply keyed text to previously learned situation which may occur in an office or business.

3. Plan a job task.

4. Edit and proofread manuscript material.

5. Identify medical/legal terminology.

6. Locate and record information found in a medical dictionary.

7. Transcribe recorded medical dictation.

8. Transcribe dictation notes into usable, typed copy within one hour, given dictation tapes of legal material at a rate of 55-60 wpm for five minutes, keying instructions, a machine transcriber and headsets, and access to a legal dictionary and a word-division manual.

9. Key straight copy at a speed of 60 GWAM, making no more than five errors, given a typewriter and five minutes in which to type straight-copy legal material.

10. Identify the sources by correctly matching each source with its description given a list of ten sources of legal reference and brief descriptions of these sources.  At least eight of the ten sources must be identified correctly.

11. Spell correctly at least 80 terms, given dictation of 100 legal/medical terms.
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