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Course Learning Outcomes 

 
 
By the end of this course, a student should be able to 
 

1. Apply academic knowledge and office skills in a professional setting. 
2. Practice interpersonal skills such as communication and collaboration. 
3. Demonstrate workplace professionalism such as positive attitude, professional appearance, and 

punctuality. 
 
 
Course Outline 
 
I. Secure internship 
II. Work Experience (100 hours) 
 A. Internship reflections 
III. Internship Evaluation 
 


