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PROGRAM DESCRIPTION

	Proposing Department:
	Business Department, Office Technology

	Department Chair Signature:
	

	Dean of Instruction’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*:
	Medical Administrative Assistant





(check one box only; submit a separate form for each program description)


(
Certificate of Completion


(
Certificate of Achievement


(
Associate in Arts Degree (Major)




(
Associate in Science Degree (Major)


(
Transfer Preparation


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

Upon completion of this certificate, students will be able to perform secretarial duties utilizing specific knowledge of medical terminology and hospital, clinic, or laboratory procedures. Students will be able to perform duties including scheduling appointments, billing patients, and compiling and recording medical charts, reports, and correspondence.
OT 10
Medical Terminology
3
OT 28
Medical Manager
1.5

OT 41
Medical Administrative Assistant
3

OT 42
Medical Document Preparation
3

OT 44
Filing Procedures
1.5


Total Units
12

Advisors: P. Gilmore, Underwood (Madera), M. Sorensen

