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The Applied Business Technology Office Assistant program
is an online 500-hour certificate program that can be taken
on a full-or part-time basis. Courses include keyboarding,
word processing, spreadsheet, database, desktop
publishing, manual and computerized bookkeeping, and
presentation software. Students also learn office
procedures, file management, business communications,
calculator skills, effective job search techniques,
professional development, and complete a minimum 60-
hour work practicum course at the end of this program.
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