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Foran Associate in Applied Science (A AS) Office T echnology

Office Technology

>  The Office Technology Program prepares administrative support professionals for today's
technological offices. The program offers three (3) options leading to an Associate in Applied Science
(A.A.S.) degree: Administrative Assistant, Legal Administrative Assistant, and Medical Office
Manager. Students in degree options are provided with work-related experience through a requived
internship program.

>  The Office Technology Program also offers three (3) credit bearing certificate programs:
Administrative Assistant, Legal Administrative Assistant and Medical Office Manager. Courses in
the certificate programs can be applied toward degree options.

»  Course content incorporates the latest technology and software programs. Students are made aware

of critical thinking skills, communications skills, and teamwork skills essential for success in today's

challenging workplace.

Administrative Assistant, Legal Administrative Assistant, Medical Office Manager

General Education REQUIFEMENTS ........cccveiiiieiiiiiie et Credits
ENG 110 oo, Expository Writing ..o, 3.0
ENG 111 ..o, Literature and COmposition ...........ccceevevvevnvrinnnn. 3.0
Mathematics .......cccoovvvrvriernne MAT 100 0 120 ..ooeerieiiinierenie e 3.0
Behavioral & SOCIal SCIENCES .......cceveeeieiiice e 3.0
NALUFAL SCIENCES ..veveieieiisieeiesie ettt st et te et e e sreeeesteeneeneas 4.0
HUMANITIES ..ottt e e sre e ste e e 3.0
Liberal ArtS EIBCHIVE ......ocoiiiieieieee e 3.0
L0 | PS PP 22.0
MajJor REQUITEMENTS .......ceeiiiieiie ettt sttt s re e te e nas Credits
BUS 100 ..o Introduction t0 BUSINESS ........cccceevreriereerieinnnnens 3.0
BUS 201 ... Principles of Management ..........c.ccocevevvereiinnne. 3.0
OT 101 .o Basic Computer Keyboarding

& Document Formatting ..........cccoeeeveveeveiennenne. 3.0
OT 102.....ciiiiiiiiiiiniee e Intermediate Computer Keyboarding

& Document FOrmatting..........c.coeevenereeinennneens 3.0
OT 103, Introduction to Computer software

PaCKAGES ..o 3.0
OT 104 ..o, Office Systems and Procedures............ccoceevvvrnnne. 3.0
OT 201 .o, Advanced Computer Keyboarding

& Document Formatting...........ccooeeevveienennene. 3.0
OT 202....cciiiiiiieieneeeeiee, TransCription ......cccoovevvvinienine e 3.0
BUS 203 ... Business Communications ..........cccccceevevervinenne. 3.0
COOP 101 ..o, Introduction to Career Practices............cccocveeeneene 1.0
COOP 102 ..o, WOrk EXPerience | .......ccoovvvevinineiceeeiiins 1.0



Select one option from the following:
Administrative Assistant

ACC 100 ..o, Introduction to Accounting .........ccccceeevevieveeiennns 2.0
BUS 240 ..., Entrepreneurship .......cccccevveveiececce e, 3.0
BUS 210 ..o BUSINESS LaW | ..oovveivieciceee e 3.0
Free eleCtiVe CrEOIt .......occoiiiiieeee e 1.0
OR

Legal Administrative Assistant

LEG 101 ..o Intro to the Legal System .........ccccovveieiciininnnns 3.0
OT 205 ..o, Legal Terminology/Transcription ...........c.c..c...... 3.0
Free eleCtive CreditS .......oovii it 3.0
OR

Medical Office Manager

HLT 124 oo, Medical Terminology ........cccccvveeveevieiieevcneseee, 3.0
OT 204 ..., Medical Terminology/Transcription.................... 3.0
OT 206 ..o, Medical Billing and Insurance.............ccccccevvennenee. 3.0
Total Option REQUIFEMENTS .......ccviiieiiceiie e s re e 9.0
0] - PSSRSO 60.0

Certificate Programs in Administrative Assistant, Medical Office Manager,
and Legal Administrative Assistant

FIFSt SEBMESTEN ...t et Credits
OT 102....ccoeivireirciene Intermediate Computer Keyboard
and Document Formatting............ccccceveeveeenne. 3.0
OT 103 Introduction to Computer
Software Packages.........ccccvevvvevveieiiieiecienens 3.0
OT 104 ..o Office Systems and Procedures..................... 3.0
OT 202.....cccviiveieren Transcription ......ccccevvviieveiece e 3.0
Elective.....cccooevverinnnen. HUMANITIES ..o 3.0
SUDTOTAL ... s 15.0
SECONA SEMESTEN ....eviiiiiiis ettt et Credits
Elective.....cccooevverinnnen. Behavioral/Social Sciences ..........cccccevvennne. 3.0
OT 201....ccviieiiiicne Advanced Computer Keyboarding
and Document Formatting...........c.cccceeeevvennene 3.0
ENG 110.....cccoevennneen, Expository Writing .......cccccvvveviiieiieieiienns 3.0

Select one Option from the following:

Medical Office Manager (6 credits)

OT 204.....cceiiiein Medical Terminology/Transcription ............. 3.0

OT 206.....cccvviierenne Medical Billing and Insurance ...........c..c....... 3.0
Legal Administrative Assistant (6 credits)

OT 205....ccciiiiiere Legal Terminology/Transcription................. 3.0

LEG101....ccooveieneen. Introduction to Legal System ............cccen.... 3.0
Administrative Assistant (6 credits)

OT 208 ..o Professional Office Management.................. 3.0

BUS 240 .......cccoeevuen. Entrepreneurship ........ccocveveveeveiecie e 3.0
SUDTOTAI s 15.0

B0 F=Y IR (o) g OF=Y ) 07= (IR 30.0



