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Medical Administrative Assistant
Associate in Applied Science [ Short-Term Certificate
Full Time (;)or::; Course Description Eroejrz Sgr:;ziedrs Area
ORI 110 Freshman Seminar 1 Fa Sp Su \Y,
ENG 101 English Composition | 3 Fa Sp Su I
Semlester +0OAD 103 Intermediate Keyboarding 3 Fa Sp Su Vv
OAD 138 Records/Information Management 3 Fa \Y
BUS 150 Business Math 3 Fa Su Vv
OAD 125 Word Processing 3 Fa Sp Su Vv
ENG 102 English Composition Il 3 Fa Sp Su I
MTH 100 Intermediate College Algebra 3 Fa Sp Su I
Semeter CIS 146 Computer Applications 3 Fa Sp Su 1l
OAD 126 Advanced Word Processing 3 Su
OAD 246 Office Graphics and Presentations 3 Su
BUS 241 Principles of Accounting | 3 Fa Sp Su
*POL 211 American National Government 3 Fa Sp Su v
OAD 214 Medical Office Procedures 3 Fa Vv
Sem;Ster *PHL 206 Ethics and Society 3 Fa Sp Su I
HIT 110 Medical Terminology 3 Fa Sp Su \Y
BUS 276 Human Resource Management 3 Fa \Y
OAD 243 Spreadsheet Applications 3 Fa Sp Su Vv
CIS 149 Digital Literacy 3 Fa Sp \
Semester OAD 137 Computerized Financial Record Keeping 3 Sp \Y
¢ OAD 244 Database Applications 3 Fa Sp \Y
OAD 218 Office Procedures 3 Sp Vv
BUS 215 Business Communications 3 Sp Su \Y
Associate in Applied Science TOTAL HOURS 67
Medical Office Assistant Short-Term Certificate TOTAL HOURS 24
Human Resource Applications Short-Term Certificate TOTAL HOURS 18

+OAD 101 is required for students with speed of less than zowpm
*May be substituted per Business advisor’s approval.

For transfer information to a four-year school: https://alabamatransfers.com/
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Falabamatransfers.com%2F&data=05%7C01%7Cbralee.glenn%40wallacestate.edu%7Cbdb408c4978149910d8708db2b09252b%7Cd69d6ea97dc344eeb33946c154a9e519%7C0%7C0%7C638151090509132793%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=K2fZR6%2FnWCWnCycuStwSHgxWYyKlzyhVuVsgxSMAKU0%3D&reserved=0

