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Proposing Department:
Department Chair Signature:
Dean’s Signature:

Note: following approval, the information you provide here will appear in the college catalog. Please take care to be brief. clear
and accurate.

Program Name*: Administrative Assistant (formerly General Office Secretarial)
(check one box only; submit a separate form for each program description)

£ Certificate of Completion
Certificate of Achievement
O Associate in Arts Degree (Major)
[3 Associate in Science Degree (Major)
[0 Transfer Preparation
1 Other

Intended Outcomes (maximum 150 words; be succinct, but be as concrete as possible; what can students expect?)

This program prepares students to efficiently perform general office work including: using application software to create and edit
documents, spreadsheets, and database files; managing a records system; applying basic accounting skills; sorting and distributing
mail; and managing a phone system. Positive communication skills are developed throughout the program including skills
necessary o attain a position in an office and succeed in the work place.
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Recommended Courses
Business Administration 5 or English 1A

Ensz, P. Gilmore, Underwood (Madera)

Applied Accounting ..
Computer Basics ...
Document Formatting ...
Data Entry Essentials
Microsoft Word Essentials
Corel WordPerfect Essentials .
Word Processing Projects ...
Microsoft Excel Essentials
Spreadsheet Projects
Microsoft Access Essentials
Preparing for a Job Interview
Job Retention and Responsibilities
Filing Procedures
Today’s Receptionist..
Business English ...
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Championship Typing
Speed Typing
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