Administrative Professional

ADMINISTRATIVE

COURSES CREDITS PROFESSIONAL
ASSOCIATE DEGREE
Information Management 3 credits ° ®
Document Formatting 2 credits ® ®
Office Professionalism 3 credits ° °
Microcomputer Business Applications 2 2 credits ® ®
Keyboard-Speedbuilding 1 1 credit ®
Information Technology Essentials 3 credits [
Microcomputer Business Applications 1 2 credits [
Written Communication OR English Composition 1 3 credits ®
Math with Business Applications 3 credits [
eCommunications 3 credits °
Oral/Interpersonal Communication OR Speech 3 credits ®
Career Development 1 credits [
Office Accounting 3 credits
Web Technologies 2 credits
MS Project 2 credits
Microcomputer Business Applications 3 3 credits
Desktop Publishing 2 credits
Small Business Applications 2 credits
Economics 3 credits
Introduction to Psychology 3 credits
Microcomputer Business Applications 4 4 credits
Internship—Administrative Professional 1 credit
Training Techniques 2 credits
Event Planning and Coordination 2 credits
Introduction to Sociology 3 credits
Intro to American Government OR Principles of Sustainability 3 credits
TOTAL CREDITS 10 29
Tt
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OPERATOR
STARTING SALARY RANGE $20,000-25,100 $22,400-27,500 $23,500-29,100

This ACT program is 100% funded with a TAACCCT Round IV $19.9 million grant awarded by the U.S. Department of Labor’s Employment and Training Administration.

This program is an equal opportunity program and auxiliary aids and services are available upon request to individuals with disabilities. Voice/TTY 711
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education. It allows you to earn employer-recognized
credentials that lead to jobs & career advancement. 2017-18




