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Better Office Skills Course -- Basic —
(SAID: 67000)

DATE/TIME 2,4,8,10,& 15 November 2004 (0900 — 1600)
Plus a follow-up session after 5 months
COST NONE
Provides the basic knowledge and techniques to perform office work
efficiently and courteously. Also covers the things which are needed for
DESCRIPTION | office workers in the Navy. The course consists of group works mainly
to understand the importance of team-work and communication.
* The course is conducted in Japanese.
ELIGIBILITY MLC/IHA clerical and administrative employees
LOCATION HRO Classroom, Bldg. #1472
NOMINATION | Submit Training Request (DD Form 1556) via appropriate management
PROCEDURES| chain and activity training coordinator to CNFJ, RTO (N114) NLT 22 Oct
04.
POC Ms. Yamada, CNFJ, RTO (N114) at 243-8181 for more information.
COURSE SCHEDULE
DATE HOURS SUBJECTS
Elements and role of office work;
Efficiency in office work; Receiving a direction;
11/2 (Tue) 0900-1600 Carrying out assignments and providing feed-
back; Good office practices; Constructive office
work
Communication by E-mail;
11/4 (Thu) 0900-1600 Navy forms; Filing;
Efficient handling of documents and
information
Naval abbreviation; Naval terminology;
11/8 (Mon) 0900-1600 Useful English expressions in Naval offices;
Importance of teamwork
11/10 (Wed) | 0900-1600 Improvement of office work; Problem solving;
Good human relations in offices
Effective communication in offices;
Self-development;
11/15 (Mon) 0900-1600 What your bosses want (comments by
supervisors);
Open discussions “What we can do to improve
our office work efficiency.”
5 months Follow-up session to discuss the application
later (TBA) 1300-1600 and effectiveness of course learning




