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BASIC OFFICE SKILLS
Designed for graduates seeking entry level employment
in general office support positions.

OFACE TECHNOLOGY
Designed for students who are either beginning or
updating skills in Office Technology and want to

specialize in software applications or financial

OFACE TECHNOLOGY
Entry- to intermediate-level skills are emphasized for
employment in general office positions.

administrative assistant.

LEGAL OFFICESPECIALIST

Program of legal and technology courses for the

ACCOUNTING
Helps prepare students for entry level positions as
accounting clerks and pavroll assistants.

person seeking employment in a law office or related

organization.

ADVANCED OFHFCE SKILLS
Designed for the person who already has good office
skills and recent office work experience and now wants
to undate office technoloav knowledaoe.

ACCOUNTING
Designed for students seeking
managers, administrative  assistants,

jobs as office
program
managers, small business owners, and others who

will  be working with budgets and financial

MEDICAL TRANSCRIPTION
Use electronic equipment to transcribe a variety of
medical reports dictated by health care professionals.

information.

OFFICE SUPERVISIONAND MANAGEMENT

Program of advanced office, business and

MEDICAL OFFICE CLERK
Designed to prepare the graduate for positions as entry-
level medical office support professionals.

management courses for the person who has office
experience and wants to move into a supervisory,
managerial, or executive assistant position.

MEDICAL ADMINISTRATIVE ASSISTANT
Designed for medical employees who seek additional
training.

MEDICAL INFORMATION TECHNOLOGY
Designed to prepare the graduate for employment as
a coder/technician or manager/supervisor in a

hospital or ambulatory health care facility.

MEDICAL BILLING SPECIALIST
Administrative support positions including medical billing
coordinator, medical claims clerk, and insurance claims
nrocessor.




