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Medical Office Option: Administrative Professional Technology Technical
Certificate

The Medical Office Option of the Administrative Professional Technology Technical Certificate is intended to prepare students for employment in a
medical environment.

Summary of Required Hours

Fall Credit Hours

ADMN 1302 - Keyboarding/Formatting I or BUSN 1302 - Keyboarding with Word Processing  3

ADMN 1305 - Business English  3

ADMN 1306 - Medical Terminology I  3

ADMN 1309 - Records Management  3

   

Spring  

ADMN 1308 - Office Procedures  3

ADMN 1311 - Word Processing I  3

ADMN 1312 - Keyboarding/Formatting II  3
1Guided Elective 3

Total 24

1In consultation with academic advisor, students may select appropriate guided elective (ACCT, ADMN, BUSN, CITC, CPED, CULN, ENTR, INFS,
LOGI).
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