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Foran Associate in APPliecl Science (AA.S.) Office chhno|ogg

Office Technology (A.A.S.)

>  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 thvee (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 incovporates 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 Requirements Credits
ENG 110 i EXPOSItOry WIIHING ...ccvevvieeieiieeieniieieie ettt e e enas

ENG 111 ... Literature and Composition
Mathematics ........c..ceevvevreeeneeeneens MAT 100 07 120 ..eoiiiiiiieeeeeeceee e
Behavioral & Social Sciences
Natural Sciences .........cccoeeeune...
HUMANITIES ...eviiiiiiiicece s ettt e et e e et e e e et e e eeat e e e eteeeeeaaeeeeeateeeesseeeensseeeeaseeeesaeeeenseeas
LiAbEral ArtS EICCHIVE ....ooiiiiiiiiiiiis ettt ettt e et e e et e e e ate e e e eta e e e eaaeeeeeateeeeraeeeenneeas

Total

Major Requirements

Introduction to BUSINESS ........ccceviriirieriinieieiiiriseneeeeececee e
Principles of Management ...........cceecverierierieesieseeieneesieseeeeseeenenes
Business Communications
... Basic Computer Keyboarding & Document Formatting
Intermediate Computer Keyboarding & Document Formatting......... 3
Introduction to Computer software Packages
... Office Systems and Procedures ............cccoceevenienenienenienenne

Advanced Computer Keyboarding & Document Formatting ............ 3
TTANSCIIPHION ..eevvieieiieiieiieieie e ste ettt e e aesre e e s reensesseenseenas

COOP 101.... ... Introduction to Career Practices
COOP 102 ... ... Work Experience I .......ccccvvvennnnee.
Total

Select one option from the following:
Administrative Assistant

ACC 100 i Introduction t0 ACCOUNTING......cccuerverieriirienieeienieete et 2
BUS 210 ... Business Law I

BUS 240 ..o Entrepreneurship

FTEe €lECtIVE CIEAIL .....eouiiuiiiiiiiiiiit ettt ettt sttt ettt st ettt be e
OR

Legal Administrative Assistant

LEG 1071 oot Intro to the Legal System .........cocevineniiiieinininnecceeeeceeneeenee 3
OT 205 ..o Legal Terminology/Transcription .........c..ccceceeveverenvenieenrencnenennenn 3
FIee €leCtiVE CIEAILS ....c.eiuiiuiriiiiiiis ettt sttt ettt sttt ettt be st besae e 3
OR

Medical Office Manager

HLT 124 e, Medical TerminologY .......ccceverieriieieniirienieeieeeeee e 3
OT 204 .... ... Medical Terminology/Transcription... .23
OT 206 ..o Medical Billing and INSUrance............c.ccoeceeeerenenenencencencnenennene 3
Total Option Requirements 9

Total 60




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

First Semester Credits
OT 102, Intermediate Computer Keyboard

and Document Formatting............cc.ccceceeeee 3
OT 103, Introduction to Computer

Software Packages.........ccccccevevvevrienienieennennn, 3
OT 104 ..o Office Systems and Procedures..................... 3
OT 202...cccvieieeieeene, TransSCription .......c.eecveevveereerverreereereeseeenenes 3
Elective.....cccooeevenuennne Humanities ..........coceveeienenieeneneeeeee 3
Subtotal 15
Second Semester Credits
Elective.....cccoooveveennennne. Behavioral/Social Sciences .........c.cceeeeneee. 3
OT 201...ciieieieee Advanced Computer Keyboarding

and Document Formatting...........c...ccccevvennenne 3
ENG 110....uccieerennee. Expository Writing .........cccceeeveevveeveerieenenennns 3

Select one Option from the following:

Medical Office Manager (6 credits)

OT 204 Medical Terminology/Transcription ............. 3

OT 206.....ccovereereeennee, Medical Billing and Insurance ...................... 3
Legal Administrative Assistant (6 credits)

OT 205...cccceeieereeine, Legal Terminology/Transcription ................. 3

LEG 101 ..cvveiveirenee, Introduction to Legal System......................... 3
Administrative Assistant (6 credits)

OT 208 ..ccveereereene, Professional Office Management................... 3

BUS 240 .....cccceeveneenee Entrepreneurship ........ccccevevevviencnccncncennene 3
Subtotal 15

Total for Certificate 30




