OFFICE MANAGEMENT (0435)

COLLEGE CREDIT CERTIFICATE

This program prepares students to be receptionists, information clerks, information processing agents, software applica-
tion specialists, and office system specialists. This program prepares individuals to assist management by expediting and
facilitating the maintenance and production of correspondence, records and planning. In addition, the program provides
supplemental training for persons previously or currently employed in these occupations.

This program is an intermediate step toward an Associate in Science degree in Office Administration - Office Management.
For additional information, call (386) 312-4183.

CERTIFICATE SPECIFIC COURSES:

CGS 1100 Microcomputer Applications SOFEWALE. .....c.coveveeriereririerinrerertnreereeteteteceereeee e 3
+ CGS 1515 Spreadsheet Concepts for BUSINESS ......c.coviuiirieuiniiicirieiiieereceeee e 3
CGS 1560 Microcomputer Operating SYStemS ........c.evevirieririiieinietiiietee e 3
GEB 1011 INtrodUCtiON 10 BUSINESS. . ..covviiuriiiiirietieeteeeteecre ettt e et e eteeeeeeeaeeeteeeseeenssenseeveessseeseesaneensean 3
OST 1355 Electronic Records Management ..........cocouviviriiieiiiceiiiininiiiieccciee e 3
OST 1764 Microsoft Word for WindOWS ........ccceeiecieisierierieieeesiesieeetesesseeetestesse e eressessessessesessessessesens 3 o
OST 2335 Business COMMUNICATIONS. ..c..eveutruirterteteierientetetesentestetese st steeere b stestesesbessestesessessenseneesenne 3 3
+ OST 2773 AdVANCEd WOId.....eviceiierieteeeeeeee ettt ettt ettt eae e et e ete e teeereeeareeabeenreenaeennes 3 ]
+ OST 2850 Microsoft Office Professional...........c.oceeuievevuieieeieeeeeeeeeeeeeeeeeee et ereeneenns 3 g
7
REQUIRED TOTAL CREDIT HOURS ...ttt sttt sttt sttt sttt st a s s et s s st st e e st s e s sessess st sterensnns 27 i
_|
+Prerequisite course required. See course description in catalog. §
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