PROGRAM DESCRIPTION FORM

New Program/Changes to

PROGRAM DESCRIPTION

	Proposing Department:
	Business 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*:
	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?)

This program prepares the student for a career as an administrative medical assistant. The demand for workers in this field is growing, and as the population continues to grow, so will the need for health care. Employment opportunities are diverse and health related offices require the skills from this degree.
OT 4
Machine Transcription
3
OT 10
Medical Terminology
1.5
OT 11B
Corel WordPerfect Essentials
1.5

OT 11C
Word Processing Projects
1.5

OT 28
Medical Manager
3
OT 41
Medical Administrative Assistant
3
OT 42
Medical Document Preparation
3
OT 19V
Cooperative Work Experience
1
OT 122
Skillbuilding
1-6

Select one (1):
3-4
BA 39
Finite Mathematics for Business 
 3

DS 117
Business Mathematics 
 3

STAT 7
Elementary Statistics 
 4


Total Units
21.5-27.5

Advisors: Underwood (Madera) 










