OFFICE ADMINISTRATION (2148) mebicaL oFFice

ASSOCIATE IN SCIENCE DEGREE

This program is designed to meet the needs of students desiring college-level training in office administration
and meets the needs of students desiring employment as medical secretaries and medical transcriptionists in
offices and hospitals.

For additional information, call (904) 276-6758.

GENERAL EDUCATION COURSES:

ENC 1101 Composition L.......ccoiiiiiiiiiiiii s
+ ENC 1102 Composition IT ...
PSY 2012 General PSYChology .......c.ccuiiririiiiiiiiiiciiieee e
STA 2023 ElemMeEntary STAtiSTCS. . .c.covevetrieueriereirierenieietntettteteetsrete et se ettt ses bt st seeebe e s seeesesennens
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DEGREE SPECIFIC COURSES:

BUL 1241 Business Law L....coooovuiiiiiiiiiiici s
CGS 1100 Microcomputer Applications SOFTWAre........c.c.curururiiieiicicieierrr e
é + CGS 1515 Spreadsheet Concepts for BUSINESS ..o s
= + HIM 1000 Introduction to Health Information Management.........c.cceueueueueeiininininieieieciinineseeenenenes
5 + HIM 2012 Health Care Law ..o
(2 HSC 1000 Introduction To Health Care Delivery System.......c.coururiiiiicuciemririncccceeesssecenecenenes
s + HSC 1531 Medical Terminology.........ccouviiiiiiiiiniiiiiiiiiici s
3 MAN 2021 Principles of Management.......ccceucueueueueuiininieinieieieeiciie et
& MAN 2300 Human Resource Management ..........ccueviuiiniiiiniiiiiniiiiic e
OoSsT 1581 Professional Development in the Work Environment...........cccccocvvinniiicccnnnncnccnennns
osT 1764 Microsoft Word for WIndows.........c.eeeiriririririereieeiirineeeeieeeeteseee e sesees
OST 2335 Business COMMUNICATIONS. ......cuiiiiuiiiiiiiiiiiiiiiie e
+ OST 2850 MS OfFice Professional .........c.eueueueririniriiiereieicinenirieeeieieieecse sttt eb et aeaene
ELECTIVES (CHOOSE 10 CREDIT HOURS):
+ ACG 2021 Principles of Financial ACCOUNTING .....c.cviiririiieiiiiiiiininieceececte e
BSC 2085 Human Anatomy and Physiology I .........ccoviiiiiiiiiiiiiiiiiccceenee
2 BSC 2085L  Human Anatomy and Physiology I Lab.......ccccccoviiiiiiiniccceeerrcccce e
w + BSC 2086 Human Anatomy and Physiology IL........ccccoviieeeeiiinninieeicciienee e
a BSC 2086L  Human Anatomy and Physiology IT Lab ........cccccccevininiiiiieiiinininiccccicrneecccceaes
G GEB 1011 Introduction t0 BUSINESS..........ovviuiuiiiiiiiiiiiiceciee s
+ HIM 1211C  Health Information SYStEMS ......c.cueuiirireririrrerereuiiirerenieteserertie st sese st e e saeseseseseaeseaenes
+ HIM 1260C  Health Care Billing and Reimbursement...........c.cueceinininininieicciininnneeecicceee e
+ HIM 1282C  Basic ICD-9-CM COdING....c.ccuriririiiiieiiiiiiiiirinieieieieittiesee ettt
+ HIM 2432 ConCepts Of DISEASE .....vvvuiuiiiiiiiiciceii e
+¥ OST 2611 Medical Transcription T .......cocciiiiiiiniiiiiii e
+¥ OST 2612 Medical Transcription IL.......cooveuiieieeiiininnieeceetrre et
REQUIRED TOTAL CREDIT HOURS ...ttt 63

*Refer to A.A. degree general education requirements.
+Prerequisite course required. See course descriptions in catalog.
V¥ NOTE: Students who want to pursue a career in transcription should take OST 2611 and OST 2612 as elective choices.

74

SJRCC CATALOG 2009 - 2010



