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Introduction 
 

University institutions face constant changes and challenges that drive them to 

change teaching-learning processes.  Some of these changes and challenges are 

produced by technological advances and generational changes, which relate to inclusion 

and student diversity, affect student learning and impact curriculum review. Therefore, 

these transformations and challenges require passing judgment about learning outcomes 

to innovate and change paradigms.  In addition, they help higher-level educational 

institutions deliver quality education with greater operational agility, accountability and 

transparency across all processes. 

The University of Puerto Rico at Humacao (UPRH) defines assessment "as an 

ongoing process of reflection on the information collected that provides evidence of the 

success achieved in educational activities and programs, with the specific purpose of 

improving quality of the learning process and the product of it: the student."  The 

Institutional Effectiveness Policy: Alignment of Planning with Resource Allocation (UPRH, 

2015) defines institutional effectiveness as "the validation of all management involving 

institutional staff to achieve their mission and goals (p. 2). This process involves: 

academic programs, services and administrative processes (Addison, 2013).  The 

Institutional Effectiveness model adopted by UPRH is by Nichols and Nichols (2000), 

which integrates institutional planning and assessment, and is based on measures and 

results, operational plans, assessments processes and resource.  It also includes the 

concept of Continuous Quality Improvement (CQI), which uses the institutional mission 
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as a guide in the formulation of goals and objectives, operational plans and evidence to 

evaluate results, which are measured according to the indicators of established 

performance to determine the success achieved. 

The Office Systems Management Department (ADSO), committed to academic 

excellence, has developed its Assessment Plan so that it can demonstrate its compliance 

and alignment with the mission, vision and strategic goals of the UPRH. The scope of the 

plan is to establish a procedure for the collection of information from student learning 

outcomes that shows the areas to be improved and the actions to be followed for success 

in the learning teaching process. The plan includes three areas: general education 

competency, assessment of the common professional components (CPC-Common 

Professional Component) of the Accreditation Council for Business Schools and 

Programs (ACBSP) and professional competency of the program (Figure 1).  Table 1 

presents the corresponding competency and CPC. 

 

 

 

 

 

 

 

Figure 1.  Skills assessment areas 
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Table 1 
 
General Education Competencies, Common Professional Component and Professional 
Competences 
 

 

  

General Education Competencies CPC ADSO Professionals Competencies  

Ability to oral communication and written 
in Spanish as a vernacular 

 

Ability to examine, analyze and effectively 
use different types of communication in 
Spanish and English, both at the oral and 
written levels. Ability to oral and written communication 

in English as a second language 

Quantitative and analytical reasoning 

Quantitative-
statistical 
methods 
Finance 

Accounting 

Ability for logical and numerical reasoning 

Skills in the effective management of 
integrated information systems in office 
management 

Critical analysis in problem solving and 
decision-making 

Legal 
environment 

Ethics 

Ability to transfer knowledge and skills 
from your study discipline by applying 
critical thinking and analysis in office 
procedures and administration 

Ability to access various sources of 
information and critical management of it 

Information 
systems 

Ability to manage information by applying 
different manual resources and electronic 
technologies 

Handling and using technology 
Globalization 

Knowledge of new approaches to 
organizational culture 

Applying different research method 
Information 

system 
Marketing 

Ability to correctly search for information 
in research processes effectively using 
different manual and electronic 
resources. 

Ability to identify marketing strategies in 
the areas of digital advertising, market 
research and feasibility studies. 

Ability to work as a team  
Management 

Ability to supervise personnel and work 
with minimal supervision or without 
supervision. 

Ethical conduct 
Ethics 

Ability to distinguish and exhibit ethical 
conduct in its performance in accordance 
with company rules and procedures. 

Respect for the diversity of the human 
cultural experience 

Economy 

Ability to identify the behavior of 
individuals, their interaction with certain 
events and the effect they have on their 
environment. 

Responsibility and social commitment  

Knowledge and defense of Puerto Rican 
culture 

Globalization 
Ability to work as a team with members of 
different cultures  

Sensitivity, appreciation and respect for 
the creative capacity expressed in artistic 
and scientific works and manifestations 

Integrative 
experience 

Ability to demonstrate all skills acquired in 
the curriculum 
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Mission and vision 

ADSO's mission and vision are aligned with the mission and vision of UPRH as 

demonstrated in Table 2. 

Table 2 

Mission and Vision are Alignment of the Office Systems Management Department with 

those of the University of Puerto Rico at Humacao. 

UPRH ADSO 

Mission  Mission  

The University of Puerto Rico in Humacao, as the 
main institution of higher education in the eastern 
area of Puerto Rico: 

Establishes the student as the central axis of the 
university activity, for this reason directs its 
teaching efforts, research and services towards 
the ethical, cultural, aesthetic, humanist, 
technological and intellectual development of the 
student; it also contributes to the training of 
citizens with integrated knowledge and values 
that promote the strengthening of participatory 
democracy, ecological sustainability, justice and 
equity in the eastern region, Puerto Rico and the 
Caribbean. 

Develop office professionals from the eastern 
region of Puerto Rico with the standards of 
excellence required in the work stage and promote 
a commitment to the values of the profession and 
of Puerto Rican society through a varied 
curriculum offer empowering the graduate to 
continue graduate studies.  

Vision  Vision  

The University of Puerto Rico in Humacao aims to 
be the model of excellence recognized for its 
contribution to the intellectual, social, economic, 
democratic and cultural development of the 
eastern region, Puerto Rico and the Caribbean, 
by expanding its offers including evening 
programs and graduates that are tempered to 
emerging technology and the need for 
comprehensive education. 

The Office Systems Management Department is 
aspirational to offer comprehensive training of 
excellence that contributes to the development of 
trained office professionals to stand out in various 
office scenarios.  

 

Goals 

 The goals serve as a guide in the university work to guide decision-making and 

make it more flexible the effective implementation of university public policy; are the ones 

that guide efforts to fulfill the mission.  The five targets set out in the UPRH Strategic 

Development Plan, 2013-2018 are: 
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Goals University of Puerto Rico at Humacao 
 
 
 

 
Enhancing the successful performance of the student through a general and 
professional education of excellence

Improving the quality of life of the UPRH service area through 
educational programs, services and community projects that 
promote socio-economic development

Promote, preserve and disseminate the values and characteristic 
features of Puerto Rican culture and enrich it through regional, 
national and international exchange

Promote an institutional climate in which the university community 
can share and discuss mutual ideas and interests in a safe and 
respectful environment to bring about the necessary changes 
consistent with internal and external reality

Revitalize research through a participatory role of constituents based on 
increasing parameters of competitiveness in the natural, administrative and 
human sciences in a way that contributes to the advancement of knowledge 
and the solution of problems in the eastern region, Puerto Rico, the Caribbean 
and the outside

GOAL 
A 

GOAL 
E 

GOAL 
D 

GOAL 
C 

GOAL 
B 
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The goals set in the Office Systems Management Department meet institutional 

goals.  These are: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 

Learning Assessment Cycle 
 

The assessment is conceptualized as a systematic process of collecting, reviewing 

and using information from educational programs with the purpose of improving student 

learning and its development (Marchese, as cited in Palomba and Banta, 1999). It is 

based on the theory of constructivism, which holds that learning is something that is built 

on the part of the student.  It is the formal tool for assessing the impact on the 

effectiveness of the teaching-learning process.  To this end, ADSO has revised its 

GOAL 
A 

To ensure that graduates have a general and professional education of excellence 
that allows them to achieve their integral development and respond to the demands 
of a changing and technologically advanced society. 

GOAL 
B 

Promote the quality of life of the UPRH service area through education oriented to 
community service, diversity and to meet socio-economic needs. 
Fomentar la calidad de vida del área de servicio de la UPRH mediante una 
educación orientada al servicio comunitario, a la diversidad y a atender las 
necesidades socioeconómicas.  

GOAL 
C 

 
Promoting Puerto Rican and international culture 

GOAL 
D 

 
Achieve a collaborative and participatory climate in which students, faculty and 
support staff can share and discuss mutual ideas and interests. 

GOAL 
D 

Promote research and creativity initiatives through projects that contribute to 
technological, administrative and managerial work to contribute to the solution of 
problems in local and international labor scenarios. 
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assessment plan to incorporate processes and activities to review and increase the 

effectiveness of the program. This process seeks to meet the following goals:  

1. Follow the teaching-learning process to enhance student success. 

2. Improve and design academic courses based on results. 

3. Design, plan, and improve student-facing activities. 

4. Design, plan, and improve support activities for students.   

5. Evaluate the effectiveness of the program in tone with the mission, vision and 

profile of the student graduated from ADSO. 

The assessment cycle: 

Goals 

 

 
 
 
 
 
 
 
 
 

Table 3 presents the alignment of ADSO's general education, CPC and 

professional competencies.  In addition, the instances in which they will be assessed 

are included; Table 4 includes the hours.

Set learning 
goals

Providing opportunities

learning

(assessment instruments)

Collecting 
data

Evaluate data and 
learning process

Take

action



 

 
 

Table 3 
 

Aligning General Education Competencies, Common Professional Component and Office Systems Administration Professional Competencies 

 

General Education 
Competencies 

CPC Professional Competencies 

Instance where at least one aspect of 
this competition develops and evaluates 

(Start phase) 

Instance where at least one aspect of 
this competition develops and 

evaluates (Development phase) 

Instance where at least one aspect of 
this competition develops and evaluates 

(Domain/Close Phase) 

1. Ability to 
communicate orally 
and written in Spanish 
as a vernacular 

Globalization 

Ability to examine, analyze and effectively 
use different types of communication in 
Spanish and English, both at the oral and 
written levels 

ESPA 3101 

ADSO 3067 

 

Activity: Project 

Instrument: Rubric 

ESPA  3102 

ADSO 4166 

 

Activity: Project 

Instrument: Rubric 

ESCO3002 

ADSO 4168 

 

Activity: Project 

Instrument: Rubric 

2. Ability to 
communicate orally 
and written in English 
as a second language 

INGL 3101 

ADSO 3068 

 

Activity: Writing Exercises 

Instrument: Language Exam 

INGL 3102 

ADSO 3077 

 

Activity: Writing Exercises 

Instrument: Language Exam 

INCO 3006 

ADSO 3078 

 

Activity: Writing Exercises 

Instrument: Language Exam 

3. Quantitative and 
analytical reasoning  

Quantitative-
statistical 
methods 

 

Finance 

 

Accounting 

Demonstrate ability for logical-numerical 
reasoning 

 

Skills in the effective management of 
integrated information systems in office 
management 

CONT 4065 

 

Activity: Accounting Cycle Project 
Instrument: Premises systemic exam 

ADMI 3676 

 

Activity: Finance Project  

Instrument: Premises systemic exam 

ADSO 4210 

 

Activity: Market study 

Instrument:  Rubric 

4. Critical analysis in 
problem solving and 
decision-making  

Legal 
environment 

 

Ethics 

Ability to transfer knowledge and skills 
from your study discipline by applying 
critical thinking and analysis in office 
procedures and administration 

ADSO 4155 

 

Activity: Community Activity 

Instrument: Rubric 

ADSO 4037 

 

Activity: Book analysis 

Instrument: Rubric 

ADSO 4210 

 

Activity: Work case analysis 

Instrument: Rubric 

5. Ability to access 
various sources of 
information and 
critical management 
of it 

Information 
systems 

 

 

Ability to manage information by applying 
different manual resources and electronic 
technologies 

 

ADSO 3065 

 

Activity: Portfolio 

Instrument: Departmental Test 

ADSO 3077 

 

Activity: Portfolio 

Instrument: Departmental Test 

ADSO 4057 

 

Activity: Portfolio 

Instrument: Departmental Test 

6. Handling and use of 
technology 

Globalization 

Knowledge of new approaches to 
organizational culture 

ADSO 3068 

 

Activity: Project 

Instrument: Rubric 

ADSO 4057 

 

Activity: Project 

Instrument: Rubric 

ADSO 4095 

 

Activity: Project 

Instrument: Rubric 
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General Education 
Competencies 

CPC Professional Competencies 

Instance where at least one aspect of 
this competition develops and evaluates 

(Start phase) 

Instance where at least one aspect of 
this competition develops and 

evaluates (Development phase) 

Instance where at least one aspect of 
this competition develops and evaluates 

(Domain/Close Phase) 

7. Application of different 
research methods 

Information 
systems 

 

Marketing 

Ability to correctly search for information 
in research processes effectively using 
different manual and electronic resources 

                                                             
Easily identify marketing strategies in the 
areas of digital advertising, market 
research and feasibility studies 

ADSO 4029 

 

Activity: Analysis of newspaper articles 

Instrument: Rubric  

 

ADSO 3067 

 

Activity: Internet Project 

Instrument: Rubric 

ADSO 4037 

 

Activity: Field research 

Instrument: Rubric 

 

ADSO 4166 

 

Activity: Website Project  

Instrument: Rubric 

ADSO 4210 

 

Activity: Viability Study 

Instrument: Rubric 

 

ADMI 3676 

 

Activity: Marketing Plan 

Instrument: Rubric 

8. Ability to work as a 
team  Management 

 

Ability to supervise personnel and work 
with minimal supervision or without 
supervision 

ADSO 4155 

 

Activity: Community Activity 

Instrument: Rubric 

ADSO 4037 

 

Activity: Book analysis 

Instrument: Rubric 

ADSO 4210 

 

Activity: Book analysis 

Instrument: Rubric 

9. Ethical conduct  

Ethics 

Ability to distinguish and exhibit ethical 
conduct in its performance in accordance 
with company rules and procedures 

ADSO 4029 

 

Activity: Analysis of newspaper articles 

Instrument: Rubric 

ADSO 4157 

 

Activity: Training proposal 

Instrument: Rubric 

ADSO 4096 

 

Activity: Community Action 

Instrument: Reflection 

10. Respect for the 
diversity of the human 
cultural experiences  

Economy 

Ability to identify individuals' behavior, 
interaction with certain events and the 
effect they have on their environment 

ADSO 4155 

 

Activity: Community Activity 

Instrument: Rubric 

ADSO 4037 

 

Activity: Cultural Event 

Instrument: Rubric 

ADSO 4210 

 

Activity: Book analysis 

Instrument: Rubric 11. Responsibility and 
social commitment 

12. Knowledge and 
defense of Puerto 
Rican culture  Globalization 

Ability to work as a team with members of 
different cultures 

ADSO 4155 

 

Activity: Community Activity 

Instrument: Rubric 

ADSO 4037 

 

Activity: Cultural Event 

Instrument: Rubric 

ADSO 4210 

 

Activity: Book analysis 

Instrument: Rubric 

13. Sensitivity, 
appreciation and 
respect for the 
creative capacity 
expressed in artistic 
and scientific works 
and manifestations  

Experience 

Integrative 

 

ADSO 4095-4096 

 

This course involves 120 hours of field practice, where the student demonstrates all the skills acquired in the study program 
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Table 3 
 

Alignment of CPCs and contact hours within the curriculum1 

 

CPC 

Courses 

Total 

ADSO 
3065 

ADSO 
3067 

ADSO 
3068 

ADSO 
3077 

ADSO 
3078 

ADSO 
4029 

ADSO 
4155 

ADSO 
4037 

ADSO 
4166 

ADSO 
4168 

ADSO 
4210 

ADSO 

3067 

ADSO 
4057-
4058 

ADSO 
4157 

ADMI 
3676 

CONT 
4065 

ADSO 
4095-
4096 

1.  Marketing  10       15      15   40 

2.  Finance           10    15 15  40 

3.  Accounting           5    5 30  40 

4.  Management       5 5   30       40 

5.  Legal environment       10 15   15       40 

6.  Economics       10 10   20       40 

7.  Ethics      5 5 5   5   5   15 40 

8.  Globalization   5    5 10   5  5    10 40 

9.  Information systems 40   40  10  5   5  30     130 

10.  Quantitative-statistical methods           15    5 20  40 

11.  Integrative experience                 120 120 

 
______________________________ 
1The table shows where the CPC topics are introduced, the numbers identified in red are where they are directly assessed according to the alignment table.  

1
0
 



 

 
 

UNIVERSITY OF PUERTO RICO AT HUMACAO 
OFFICE SYSTEMS MANAGEMENT DEPARTMENT 

 
 

TABLE OF DATA ALIGNMENT AND COLLECTION 
Course:__________________________________________________________________    Academic year _______________ 

 
 

General education 
skills 

CPC 
Professional 

skills 
Execution level Objective Expected results Results Action taken Observations 

         

         

         

         

         

         

         

1
1
 



 

12 

 

References 
 
Nichols, K. & Nichols, J. (2000). The Department Head’s Guide to Assessment 

Implementation in Administrative and Educational Support Units. New York, New 
York: Agathon Press. 

 
Palomba, C. & Banta, T. (1999). Assessment essentials: planning, implementing and 

improving assessment in higher education. San Francisco, California: Jossey-
Bass. 

 
Universidad de Puerto Rico en Humacao.  (2013).  Plan estratégico de desarrollo 2013-

2014 al 2014-2018.  Humacao, Puerto Rico:  Junta Administrativa, Certificación 
Número 2012-2013-36. 

 
Universidad de Puerto Rico en Humacao.  (2015).  Política de efectividad institucional:  

alineamiento de la planificación con la asignación de recursos.  Humacao, Puerto 
Rico:  Junta Administrativa, Certificación Número 2015-2016-050. 

 

 
 
 


