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SN-DIKTI Based Study
Program Learning
Outcome

1. S5 :Menghargai keanekaragaman budaya, pandangan, agama, dan kepercayaan, serta pendapat atau

temuan orisinil orang lain (C3, C5)

2. S9 :Menunjukkansikap bertanggung jawab atas pekerjaan di bidang keahlian secara mandiri. (C4)

3. P5 :Menguasasi prinsip dan teknik komunikasi baik lisan maupun tulisan dengan Bahasa

Indonesia, Bhs. Inggris, dan Bahasa Jepang/Mandarin;

4, KU5: Mampu bekerja sama, berkomunikasi, dan berinovatif dalam pekerjaannya
5. KK8: Mampu berkomunikasi secara lisan dan tulisan dalam pekerjaan administrasi perkantoran dengan
menggunakan Bahasa Inggris dengan kemampuan pada tingkat menengah (intermediate)

Cc5-Based Spirituality
to develop

Cc2 Competence — Cc3 Conviction — Cc4 Creativity — Cc5 Community

Subject Learning
Outcome

1. Students are expected to be capable of handling managerial activities as Office Support Assistant (Clerk)

reporting to Supervisor / Coordinator

2. Students are expected to be able to explain written discourses relevant to lower office managerial

functions (S5, S9, P5, KU5, KK8)




WEEK LEARNING OUTCOME DISCUSSION SUBJECT METHOD TIME LEARNERS’ ACTIVITY SCORING INDICATOR SCORE
(1) (2) (3) (4) (5) (6) (7) (8)
1 Students are Introduction, Student 100’ Students make sentences using The comprehension
expected to be able Warming Up Activities, | centered words in TWL. questions can be
to explain TOEIC Word List (TWL) | learning answered correctly.
written discourses | 1-300 as Tugas Mandiri The grammar items
relevant to lower are practiced
2 office  managerial | Topic: Business Student 100" |1. Studentsreadand correctly. 10
functions: activities centered comprehend the reading The words of TWL
1.Text:  Business Text: Business Card learning texts. can be used
English (British Cour.1cil —Al) 2. Students answer the appropriately.
2. Grammar: Grammar: Simple comprehension questions. 4. The TWL
Contextual Presgnt and Present 3. Students practice grammar Minitest 1-150
3. TOEIC Word List Continuous ) contextually. is done 80%
1-150 TOEIC Word List 1-25 4. Students make sentences correctly.
using words in TWL.
3 Topic: Business Student 100" |1. Studentsread and 10
'?'fei\tlzltllleostes At Work cente.red comprehend the reading
(British Council —A1) | learning texts.
Grammar: Simple 2. Students answer the
Present and Present comprehension questions.
Continuous 3. Students practice grammar
TOEIC Word List 1-50 contextually.
4. Students make sentences
using words in TWL.
4 Topic: Business Trip Student 100’ |1. Students read and 10
Text: An Airport centered comprehend the reading
Departure Board learning texts.

(British Council — A1)
Grammar: Past Simple
and Past Continuous

2. Students answer the
comprehension questions.




TOEIC Word List 1-75 3. Students practice grammar
contextually.
4. Students make sentences
using words in TWL.
Students are Topic: Business Trip Student 100’ |1. Studentsreadand The comprehension 10
expected to be able | Text: Holiday Home | copioreqg comprehend the reading questions can be
. Advert (British Council .
to explain ~A2) learning texts. answered correctly.
written discourses | Grammar: Past Simple 2. Students answer the The grammar items
relevant to lower and Past Continuous comprehension questions. are practiced
office  managerial TOEIC Word List 1-100 3. Students practice grammar correctly.
functions: contextually. The words of TWL
1. Text:  Business 4. Students make sentences can be used
English using words in TWL. appropriately.
2. Grammar: The TWL
Contextual Topic: Business Student 100’ |1. Studentsreadand Minitest 1-150 10
3. TOEIC Word List Entertainment centered comprehend the reading is done 80%
1-150 Te)gt; Restaurqnt Menu | . text correctly.
(British Council — A1) earning exts. y
Grammar: Simple 2. Students answer the
Future comprehension questions.
TOEIC Word List 1-125 3. Students practice grammar
contextually.
4. Students make sentences
using words in TWL.
Review Written 100’ Students do TWL Minitest 1-
TOEIC Word List & 150
Minitest 1-150 Individual
(TOEIC Practice test) Test

MID SEMESTER TEST




WEEK LEARNING OUTCOME DISCUSSION SUBJECT METHOD TIME LEARNERS’ ACTIVITY SCORING INDICATOR SCORE
(1) (2) (3) (4) (5) (6) (7) (8)
8 Students are Midterm Feedback Student 100’ Students make sentences using The comprehension
expected to be able centered words in TWL questions can be
to explain learning answered correctly.
9 written discourses | Topic: Texting Student 100" |1. Studentsread and The grammar items 10
relevant to lower Text: Text Messages to h h i are practiced
'v w. A Friend (British Council centgred comprehend the reading practic
office  managerial —Al) learning texts. correctly.
functions: Grammar: Present 2. Students answer the The words of TWL
1. Text:  Business Perfect and Present comprehension questions. can be used
English Perfect Continuous 3. Students practice grammar appropriately.
2. Grammar: TOEIC Word List 1- 175 contextually. The TWL
Contextual 4. Students make sentences Minitest 1-300
3. TOEIC Word List using words in TWL. is done 80%
1-300 correctly.
10 iopiC:SDacily'l'ROUti'lr']ebl Student 100’ |1. Studentsread and 10
ext: Study Time Table :
(British Council — A1) cente.red comprehend the reading
learning texts.
Grammar: Present
2. Students answer the
Perfect and Present . .
. comprehension questions.
Perfect Continuous 3. student "
TOEIC Word List 1-200 - ctudents practice grammar
contextually.
4. Students make sentences
using words in TWL.
11 Topic: Secretarial Student 100" |1. Students read and 10
'I?:)Elt(:ai‘dministrative Icente.red comprehend the reading
Assistant earning texts.

(Administrative
Assistant and
Secretarial Handbook
Fourth Edition)
Grammar: Past Perfect

TOEIC Word List 1-225

2. Students answer the
comprehension questions.

3. Students practice grammar
contextually.




4. Students make sentences
using words in TWL.
12 Students are Topic: Secretarial Student 100" |1. Studentsreadand The comprehension 10
expected to be able Duties ] centered comprehend the reading guestions can be
to explain Text: Duties and learning texts. answered correctly.
written  discourses Responsibility of A 2. Students answer the The grammar items
relevant to lower Secrejca'ry . comprehension questions. are practiced
office  managerial (Admlnlstratlve 3. Students practice grammar correctly.
functions: A55|stan‘F and contextually. The words of TWL
1. Text:  Business Secretarla'l 'Handbook 4. Students make sentences can be used
English Fourth Edition) using words in TWL. appropriately.
2. Grammar: Grammar: quals The TWL
Contextual TOEIC Word List 1-250 Minitest 1-300
3. TOEIC Word List . _ is done 80%
13 . Topic: Secretarial Student 100" |1. Studentsread and 10
1-300 Duti correctly.
uties centered comprehend the reading
Text: Receiving Visitor learning texts
(Admmstratwe 2. Students answer the
AsswtanF and comprehension questions.
Secretanall .Handbook 3. Students practice grammar
Fourth Edition) contextually
Grammar: quals 4. Students make sentences
14 Review Written 100’ Students do TWL Minitest 1-
TOEIC Word List & 300
Minitest 1-300 Individual
(TOEIC Practice test) Test

FINAL SEMESTER TEST
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3 2023130002 AGNES PUTRI JAYANTI 63412
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17 2023130016 GENDHIS TYATIRA 63412
18 2023130017 GISELA AGATA REGINA 63412
19 2023130018 IVANKA GABE SIAGIAN 63412
20 2023130019 JESICA RUTH ANASTASIA 63412
21 2023130020 JESLLIN CIAM 63412
22 2023130021 JESSICA LARAS PANGGABEAN 63412
23 2023130022 JESSLYN SINDY WINATA 63412
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25 2023130024 KARMENITA DEBORA 63412
26 2023130025 KARTIKA LAKSONO 63412
27 2023130026 KENY ROSE YANUAR 63412
28 2023130027 MARIA ANGELICA PUTRI ARIENI 63412
29 2023130028 MARIA JANNETE ANGELA BOCHEM 63412
30 2023130057 AMANDA FISCA NOVIANTI 63412
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