Occupational Program 2009/2010

Chaffey College BUSINESS AND OFFICE TECHNOLOGIES:
---------- ’ GENERAL OFFICE ASSISTANT

The General Office Assistant Certificate offers professional preparation for entry-level business and office positions. Emphasis on developing the essential skills for today’s
workplace: computer keyboarding and word processing, records management, language skills, and interpersonal skills. General Office Assistants may be employed as general
clerks, receptionists, word processors, and in other entry-level positions.

Requirements for the General Office Assistant Certificate Level I: (L055)

*Certificates of Career Preparation GRADE IP NEED | UNITS Student Name:
BUSOT 29 Fundamentals of Computer Keyboarding (or BUSOT 15

40A, Beginning Computer Keyhoarding, 3) ' ID #:
BUSOT 30 Fundamentals of Microsoft Word 15
BUSOT 50 Filing and Records Management 3 Date:
BUSOT 400 Job Search and Interviewing Techniques 15
BUSOT 452 Office Financial Recordkeeping 3 Counselor:
BUSOT 455 Fundamentals of English for Business 3

COUNSELOR NOTES:

Recommended: GRADE IP NEED | UNITS
|[BUSOT 496ABcD | Internships in Business and Office Technologies 1-4
Level I1: (LO56)
*Certificates of Career Preparation GRADE IP NEED | UNITS
BUSOT 408 Computer Keyboarding: 3

Speed and Accuracy Development
BUSOT 60A Microsoft Office Word-Specialist 3
BUSOT 88 Written Communication for Business (or BUSOT 3

460, Proofreading: Text Editing Skills)
BUSOT 444 Concepts and Techniques of Data Entry 2
BUSOT 470 Electronic Office Procedures 3
Recommended: GRADE IP NEED | UNITS
|[BUSOT 496ABcD | Internships in Business and Office Technologies 1-4

Plus a minimum keyboarding speed of 35 wam for 5 minutes verified by the Business
and Office Technologies Department Proficiency Certificate.

*Certificates of Career Preparation do not appear on the transcript.

All courses required for a certificate must be completed with a minimum grade of C.
07/20/09 5885 Haven Avenue, Rancho Cucamonga, CA 91737-3002 (909) 652-6000, 652-6200




	GRADE
	IP

	UNITS
	GRADE
	IP


	UNITS
	IP

	UNITS
	GRADE
	IP


	UNITS
	Plus a minimum keyboarding speed of 35 wam for 5 minutes verified by the Business and Office Technologies Department Proficiency Certificate.

