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A.  Critical Thinking Skills 
 1.   Troubleshoot exercises and situations that don’t have clear directions or results. 
 2.   Read instructions and determine the intent by using the information given. 
 3. Consult with other students to determine results. 
  a. Critical thinking skills will be assessed by observation of certain course exercises where  
   students indicate the thought process behind the result. 
  b. The instructor will observe students’ ability to complete exercises independently and  
   accurately. 
B. Reference Skills 

Use reference manuals, dictionaries, online references, and Help options to find the answer to questions or 
exercises in each course. 

  To assess this skill the students will complete reference skills worksheets indicating the use of  
  the reference materials (Gregg reference sheets and medical reference sheets). 
 
C. Software skills 

Complete business-related documents using the various functions—basic, intermediate, and advanced—of the 
software programs:  Word, Excel, PowerPoint, InDesign. 
 These functions will be assessed by specific document assessments in each course. 
 

D. Communication skills 
 1. Demonstrate the ability to use successfully basic English language skills (grammar, punctuation,  
  capitalization, etc.) in business documents. 
   This ability will be assessed by review of exercises, business letters, and reports. 

2. Demonstrate the ability to work as a team. 
  This ability will be assessed by human interaction exercises in several of the core courses in the 
  degree.  

E. Broad scope of learning skills 
 Students should have a well-rounded educational experience.  The institutional learning outcomes will be used 
 to evaluate the broad scope of education which includes courses throughout the disciplines of the institution. 
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