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Program Name: Office Clerk III Certificate Program 
 

Semester: Fall 2011 
 

Instructors: R. Shamieh, C. Pollack, D. Gertsch, P. Sternau, M. Hanford 
 
Directions:  This model is suggested, but not mandatory: 
 

Column 1. Write one SLO in each row (samples on page 2).  Use action verbs 
(samples on page 3).  For most courses, 3-6 SLOs are recommended. 

Column 2. Write your measurement method(s) and progress indicator(s) in each row 
for each SLO. 

Column 3. Using the list of Core Competencies (Institutional Learning Outcomes) on 
pages 4 & 5, list each of the Core Competencies addressed by each SLO in 
each row.  

Column 4. Choosing from the list of “Expected Exit Levels” of Competency (below), 
write the appropriate overall level for each SLO. 

 

1 = Knowledge 2 = Comprehension 3 = Application 4 = Analysis 5 = Synthesis 6 = Evaluation 
 

 

Student Learning Outcome Assessment Method(s) 
and/or Progress 

Indicator(s) 

Core Competency 
(or Competencies) 

Expected 
Exit Level 

Program Certificate in Office Clerk 
III: 
Support business office operations 
and work independently from a 
variety of inputs; apply time 
management skills, prepare a wide 
variety of business correspondence, 
compile and edit spreadsheets using 
common business software. 

- Office Clerk  III 
assessment exam (still in 
development) 

7 6 
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