Certificate in Office Management

The curriculum leading to a Certificate in Office Management includes 45 credit hours of skills courses and work experience necessary for employment in the modern business office. Through the Certificate program, students are able to develop or upgrade their skills in business data processing, software applications, basic accounting, business communications, and or business law. In addition, students are required to complete a practicum (internship) in a business office.

Course #

Title



Credits



BA 101 Introduction to Business


3 

BA 131 Business Data Processing


3 

BA 114  - Access




1

BA 114 – Excel




1

BA 114 – Power Point



1 

BA 225 Report Writing



4

WR 121Expository Prose Writing

            4

BA 254 Business Law




4

BA 211 Financial Accounting


4 

BA 220 Gender/Work in Society


5 
ECON 201 Micro Economics



5
MATH 100 or above




4

BA 209 Practicum




6



Total



45

