








Community College Programs

Office

Administration

DIPLOMA COMPLETABLE IN 1 YEAR

CERTIFICATE JUST 6 COURSES 2-3
SEMESTERS

All certificate courses count towards
completion of the diploma program.

The Office m<mﬂm3m Technology curriculum
prepares individuals for positions in
administrative support careers. Coop work

experience, service learning, and computer |

software certification opportunities are
available.

Office programs are designed to develop
proficiency in the use of 21st century office
software, oral and written communica-
tions, analysis and coordination of office
duties, multi-tasking, and teamwork.
Additionally, emphasis is placed on
organizational skills, critical thinking, work
ethic, time management, and customer
service.

Employment Opportunities

Graduates should qualify for employment
in a variety of positions in business,
government, and industry.

(This program of study is for students
starting the Fall 2008 Semester.)

1. General Education Courses
ENG 111 Expository WrlIng. ... 3

Humanities/Fine Arts Elective......oin 3

I1. Major Courses

ACC 115 College ACCOUNTING oovieiiieiiecie e 4
BUS 135 Principles of Supervision ... 3
BUS 270 Professional Development............cooe 3
Cis 111 Basic PC LUeracy......ccoocoooviiiiiiiniee 2
COE 111(OS)  Co-op Work Experience L. 1

CTS 130 Spreadsheet.

DBA 110 Database COncepts ..o 3
OST 131§ Keyboarding. ..o 2
OST 136 Word Processing ..o, 2
OST 164 Text Editing Applications ..o 3
OST 184 Records Management...............ooooiiccenn. 2
OST 233 Office Publications Design................ccccceenne 3

111. Office Systems Technology Electives

Students must take at least 2 SHC from the following:

ACC 150 Accounting Software Applications.................... 2
BUS 125 Personal Finance ... 3
BUS 137 Principles of Management...........cccoooin 3
BUS 280 R.E.A.L. Small Business. 4
MKT 223 CUSIOMET SETVICE oot 3
WEB 210 Web Designi ..o 3
COL 121(0S)  Co-op Work Experience 1

COE 131(0S)  Co-op Work Experience Il....................... 1
TOTAL HOURS ...t 39

FALL SEMESTER I SPRING SEMESTER 1

ACC 115 CTS 130

BUS 135 OST 136

CiS 111 OST 164

ENG [ OST 184

OST 131 BUS 270

OST Elective Humanities/Fine Arts Elective
SUMMER SEMESTER |

DBA 110

COL 111 (OS)
OST 233

Office Computer Software
Certificate

The Computer Soflware Certificate Program prepares graduales
for employment as information processing specialists, sofiware
help desk clerks, office managers, computerized office project
managers, office entreprencuss, and administrative assistants.
Upon completion of courses, students will be provided with
opportunities to earn international certitication as a Microsofl
Computer  Application  Specialist (MCAS). The MCAS
certification arcas are: Excel, Access, Word Proficient, Word
Lxpert and PowerPoint.

Major Courses

CIS 11 Basic PC LICracy....ocooooovviiiiicc i 2
CTS 130 Spreadsheet ..o 3
DBA 110 Database Concepts ... 3
OST 131 Keyboarding ... 2
OST 136 Word Processing .........ococooovovovioiiic i 2
OST 233 Office Publications Design.............occovee 3
TOTAL CREDITS NEEDED ..ot cesinci 15

FALL SEMESTER I SPRING SEMESTER 1

CIS 111 DBA 110
CIS 130 OST 130
OST 131 0ST 233

CAPE FEAR
COMMUNITY COLLEGE

NORTH CAMPUS
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