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Assessment Record 
 

 

Program: Office Management and Supervision   Assessment period: 2021-2022 
 

Program or Department Mission:      
         
The Department of Business and Information Systems includes the areas of Accounting, Business, Computer Science, and Office Administration. The 
department provides all students access to quality educational opportunities and experiences that will meet the needs of an ever-changing and increasingly 
demanding technological society. In addition, the department provides outstanding educational instruction which prepares students for transfer to a college 
or university.  

The Office Management and Supervision Program Student Learning Outcomes are: 
 

• Demonstrate an understanding of the operation of American businesses as a dynamic process in a global setting. 
• Demonstrate an understanding of management and supervision within an American business. 
• Demonstrate an understanding of accounting and finance within an American business. 

 

Instructional Program Student Learning Outcomes & Assessment Plan – Business Management Program 
Core Courses 

 

Intended Outcomes Means of 
Assessment Criteria for Success Summary & Analysis of 

Assessment Evidence Use of Results 

SLO 1 
Demonstrate an 
understanding of the 
operation of American 
businesses as a dynamic 
process in a global 
setting. 
 

BUS 146: Understand 
what is meant by a 
progressive income tax 
structure. 
 
 
 

70% of students will 
choose the correct 
concept or terminology 
when answering the 
embedded exam 
questions 
 

44 of the 61 students (72%) 
attempting the assessment 
achieved success 
 
 
 
 

The benchmarks for all course outcomes were 
met. During the reporting period, BUS 146 
courses moved from an online format due to 
the pandemic to a traditional classroom format 
with an online option in the summer term only. 
Instructors changed exercises relating to 
progressive income tax structure from an in-
class group format to individual assignments in 
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 BUS 263: Demonstrate 
an understanding of 
the basics of 
employment and 
employment 
discrimination laws 
 
 
BUS 285: Develop a 
working knowledge of 
the terminology of 
marketing to prepare 
students for the 
advanced study in the 
field of marketing 
 
MST 111: Identify the 
four basic purposes of 
meetings, differentiate 
between the leader-
controlled approach 
and the group-
centered approach 
used in meetings and 
describe the actions 
that a supervisor can 
take before, during 
and after the meeting 
to make it effective 
 

70% of students will 
choose the correct 
concept or terminology 
when answering the 
embedded exam 
questions 
 
 
70% of students will 
choose the correct 
concept or terminology 
when answering the 
embedded exam 
questions 
 
 
70% of students will 
complete an essay 
and/or research paper 
naming the four basic 
purposes of meetings, 
identifying the purpose 
requiring the most skill, 
differentiating between 
the leader-controlled 
approach and the 
group-centered 
approach and 
describing the actions 
that a supervisor can 
take before, during and 
after a meeting to make 
it effective 
 
 

162 of the 167 students 
(97%) attempting the 
assessment achieved 
success 
 
 
 
 
34 of the 42 students (81%) 
attempting the assessment 
achieved success 
 
 
 
 
 
72 of the 73 students (99%) 
attempting the assessment 
achieved success 

Connect, a publisher provided software. To help 
students master the material, SmartBook 
readings were assigned. The readings enforce 
learning by presenting short answer questions.  
 
SmartBook Reading Example 
 
Question Example 
 
Due to the addition of the above-mentioned 
learning tools, student questions have 
increased and often lead to deeper discussion 
of financial matters than originally anticipated. 
Student interaction and engagement has 
improved. Instructors have decided to add 
publisher provided videos and numerous other 
learning tools available in Connect to increase 
student learning and master student learning 
objectives. See below for a video example: 
 
BUS 146 – Video Example 
 
All other SLOs will be evaluated, and changed, if 
necessary.  
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SLO 2 
Demonstrate an 
understanding of 
management and 
supervision within an 
American business. 
 
 
 

BUS 285:  Develop an 
understanding of 
marketing 
communication, media 
strategy and message 
strategy 
 
MST 111:  Define 
management and 
describe in detail the 
five functions of 
management 
 
 

70% of students will 
answer a discussion 
question identifying and 
describing the four 
bases of segmenting 
consumer markets 
 
70% of students will 
complete an essay 
and/or research paper 
identifying and 
explaining the five 
functions every 
manager must perform  
 

36 of the 51 students (71%) 
attempting the assessment 
achieved success 
 
 
 
 
71 of the 73 students (97%) 
attempting the assessment 
achieves success 

The prescribed program learning outcome was 
attained.  
 
The group project was eliminated from BUS 
285. The decision to drop the group project was 
strongly influenced by the COVID-19 pandemic. 
The students’ health was top priority. The 
format of the class also changed from in-person 
to online. Consequently, assessments revealed 
a significant decline in meeting course 
objectives.  
 
The group project will be added back to the 
course. Student learning outcome data has 
proved the project helps students meet course 
objectives relating to marketing 
communication, media strategy, and message 
strategy.  
 
BUS 285 – Marketing Project 
 
Student success will be continually monitored 
by faculty. Instructional staff will make any 
adjustments needed to improve student 
learning. 

SLO 3 
Demonstrate an 
understanding of 
accounting and finance 
within an American 
business. 
 
 
 

BUS 146: Prepare a 
personal financial plan 
 
 
 
 
 
 
BUS 146: Understand 
what is meant by a 

70% of students will 
successfully complete 
the worksheet that 
involves recording 
income and cash 
outflows to determine 
net cash flow 
 
70% of students will 
choose the correct 
concept or terminology 

48 of the 65 students (74%) 
attempting the assessment 
achieved success 
 
 
 
 
 
44 of the 61 students (72%) 
attempting the assessment 
achieved success 

The benchmarks for all course outcomes were 
met.  
 
Completed lecture notes were added to BUS 
241 – Principles of Accounting I to enhance 
student learning. Although the examples in the 
lecture notes follow the examples given in the 
textbook, students had difficulty 
comprehending the flow of information. Faculty 
decided completed lecture notes would 
enhance student learning success.  
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progressive income tax 
structure. 
 
 
 
BUS 241: Complete the 
accounting cycle 
through closing entries 
 
 
 
 
 
 
BUS 241: Prepare an 
Income Statement, 
Statement of Owner’s 
Equity and Balance 
Sheet  
 
 

when answering the 
embedded exam 
questions 
 
 
70% of student will 
successfully complete 
journal entries to 
complete the 
accounting cycle 
through closing entries 
 
 
 
70% of students will 
successfully complete 
an exercise or problem 
requiring the 
completion of the 
Income Statement, 
Statement of Owner’s 
Equity and Balance 
Sheet 

 
 
 
 
 
196 of the 241 students 
(81%) attempting the 
assessment achieved 
success 
 
 
 
 
 
193 of the 240 students 
(80%) attempting the 
assessment achieved 
success 

BUS 241 – Competed Lecture Notes Example 
 
During the reporting period, classes moved 
back into a traditional classroom setting. Online 
courses were still available to those students 
who needed or wanted an online option. Live 
lectures were recorded and added to BUS 241 
course shells in Blackboard. This allows 
traditional classroom students to review 
information as needed and online students to 
have an additional resource to enhance 
learning. Positive feedback has been received 
from students about the addition of the live 
lecture videos. See below for an example: 
 
BUS 241 – Live Lecture Example 
 
Faculty will continue to monitor student 
success and make any necessary adjustments to 
improve student learning based on the results 
of outcome data. 
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SLO 1 

 

SLO 1 

 

 

 

Return to SLO 1 

Return to SLO 2 

Return to SLO 3 
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SLO 1 

 

SLO 2 

 

Return to SLO 1 

Return to SLO 2 

Return to SLO 3 
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SLO 3 

 
SLO 3 

 

Return to SLO 1 

Return to SLO 2 

Return to SLO 3 


