PROGRAM DESCRIPTION FORM

New Program/Changes to

PROGRAM DESCRIPTION

	Proposing Department:
	Business Department, Office Technology

	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*:
	Receptionist





(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?)

The Receptionist Certificate of Achievement prepares the student for an entry-level position as a receptionist. The student will acquire the skills of customer service and greeting customers and visitors; word processing, record keeping and filing, and telephone communications; process incoming and outgoing mail; and, managing voicemail.

OT 1
Computer Basics
1.5

OT 5
Document Formatting
1.5

OT 11A
Microsoft Word Essentials

  or OT 11B
Corel WordPerfect Essentials
1.5

OT 11C
Word Processing Projects
1.5

OT 44
Filing Procedures
1.5

OT 48
Today’s Receptionist
1.5

Select one: 
 1.5-3

OT 49 or
Business English
1.5

    BA 5
Business Communication
 3
Select from keyboarding skills:
2-3

OT 46 taken twice or
Championship Typing
1.5
   OT46 AND OT7 taken once
Speed Typing
 .5


Total Units
12.5-15
Advisors: Ensz, P. Gilmore, Underwood (Madera)

