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These curricula prepare students for administrative careers in industry, government, medicine, and law. Each program seeks to provide
students not only with technical skills, but also with the necessary analytical and conceptual skills to perform successfully in the modern
office environment. Many of the courses offered in the Office Technology program may be taken in a self-paced mode of instruction.
Students may wish to take individual courses to meet personal or vocational goals, complete one or more Letters of Recognition, or earn
a Certificate in Office Technology.

Office Technology Certificate

The Certificate in Office Technology is designed to provide opportunities for students to obtain and validate information technology
skills that will be valued in the workplace. Students may complete the program within one year of full-time study, or over multiple terms
as a part-time student. Upon successful completion, students will be qualified for employment as administrative assistants, executive
assistants, and office managers.

Prerequisite Courses:

OFFC-101 Kevhoarding 1 for Computer Usage 1
READ-091 Basic Readina 0

Certificate Requirements/Recommended Sequence:

BUAD-101 Introduction to Business 3

MIS-101 Information Technoloav for Business 3
OFFC-102 Kevboardina 2 for Comouter Usaae 3
OFFC-105 Introduction to Word 2
OFFC-135 Introduction to Excel 3
BUAD-150 Human Relations 3
OFFC-160 Introduction to PowerPoint 3
OFFC-165 Introduction to Access 3
OFFC-205 Advanced Word 3
OFFC-235 Advanced Excel 3

Total Credits 29

Refer to page 39 for General Education options Refer to ARTSYS and the receiving institution catalog to select transferable courses | & Limited offering—see course descriptions, pages 129167
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