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*:
	General Office Secretarial





(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?)

Purpose: To prepare the student to efficiently perform general office work including: using application software to create and edit documents, spreadsheets, and database files; managing a records system; sorting and distributing mail; and managing a phone system. Positive communication skills are developed throughout the program.
	Total Units Required:
	21.5-25


Major Courses (list by prefix, number, course title and units)


OT 122 or
Keyboarding Improvement
1.0-3.0



OT46 and
Championship Typing
1.5



OT7
Speed Typing on Computers
.5



OT 1
Computer Basics
1.5


OT 5
Document Formatting
1.5

OT 6
Data Entry Essentials
1.5


OT 11A or
Microsoft Word Essentials
1.5


OT 11B
Corel WordPerfect Essentials
1.5


OT 11C
Word Processing Projects
1.5


OT 12A
Microsoft Excel Essentials
1.5


OT 12C
Spreadsheet Projects
1.5


OT 13A
Microsoft Access Essentials
1.5


OT 44
Filing Procedures
1.5


OT 48
Today’s Receptionist
1.5


OT 49
Business English
1.5


Select one (1):

3.0-4.0


BA 39
Finite Mathematics for Business


DS 117
Business Mathematics


STAT 7
Elementary Statistics

Recommended Courses (list by prefix, number, course title and units)


BA 103
Customer Service in Business
1.5

OT 8
Practicum in Customer Relations
1.5


OT 13C
Database Projects
1.5
Additional Information (optional—maximum 100 words)

Advice concerning Transfer:  Students planning to transfer to an upper-division program in a related major at another institution should become familiar with and try to meet the requirements of that institution.  In addition to the catalog of the transfer institution, students may consult a counselor, advisor or online resources such as ASSIST (www.assist.org) or CollegeSource (www.collegesource.org) for additional guidance. 

(For appropriate programs only.  Optional:  Add to this statement any caveats that would be important for a prospective student.)

Advisor(s) (list by last name only, **and list at a minimum all regular faculty in the discipline)

	P. Gilmore

	M. Sorensen

	F. Underwood (Madera)


**List first name also when there is more than faculty member with a particular last name; show location in parentheses when primary work location is not the Reedley campus.











