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Abstract

The purpose of this study is to analyze content of curriculum for Office Administration
offered in many Secretarial Science & Office-related department at junior colleges. To
analyze the curricllum of Office Administration, the study focuses on IAAP’s contents of
Office Systems and Administration and NVQs’ contents of Office Administration, which has
been selected as a subject for national vocational qualifications in USA and Britain separately.

The result of this study are summarized below:

1. TAAP’s contents of Office Systems and Administration is divided into two main

categories which are an Office Technology and an Office Administration/Communication.
2. Whereas, Britain's NVQs contents of Office Administration is divided into 4 parts,
which are Basics Concepts in Administrative Office Management, Managing Human
Resources, Managing Administrative Services, and Managing Administrative
Systems.

3. To provide indepth knowledge of office automation in today’s office environment, the
curriculum of Office Administration should include both the theoretical and practical
aspects of office works.
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1 #AA2h 1% input 53
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