PROGRAM OF STUDY          GEORGIA NORTHWESTERN TECHNICAL COLLEGE                      http://www.gntc.edu
Technical College Major: __Business Administrative Technology  High School Career Pathway:   Admin. / Information Support
	Courses
	Grade 9
	Grade 10
	Grade 11
	Grade 12
	1st Year College
	2nd Year College

	English
	Ninth Grade Literature and  Composition
	Tenth Grade Literature and Composition
	American Literature and Composition
	12th Grade Literature and Composition

	  GENERAL CORE

*ENG 1010 - Fundamentals of 
  English I

  ENG 1012 - Fundamentals of  

  English II

  EMP 1000 - Interpersonal 
  Relations 

  and Prof. Dev

*MAT 1011 - Business Math or
  MAT 1012 – Business Math
OCCCUPATIONAL COURSES

  ACC 1101 – Principles of 

  Accounting I

  BUS 1120 – Business Document

  Proofreading

Complete one of the following specializations:

Business Administrative Assistant

Medical Administrative Assistant

    
	#ENG 1101 – Composition 
   & Rhetoric

   ENG 1102 – Literature &  

   Composition, or

   HUM 1101 – Introduction 
   to Humanities

#MAT 1111 – College 
   Algebra or

#MAT 1101 – Mathematical
   Modeling
#SPC 1101 – Public 
   Speaking

#SOC 1101 Introduction to 
  Sociology

#PSY 1101 – Introductory 
   Psychology

OCCUPATIONAL COURSES:

( Same as Diploma Courses)



	Mathematics
	Math I  or

Accelerated Math I
	Math II or

Accelerated Math II


	Math III or

Accelerated Math III/

AP/IB
	Math IV or 

Calculus or

AP Calculus


	
	

	Science
	 Biology I


	Physical Science or 

Physics
	Chemistry or 

Environmental

Science
	Science Elective 
	
	

	Social Studies


	American Government/

Civics
	World History
	US History
	Economics/Business
	
	

	Career/Technical 


	Possible Courses
Computer Applications

High School 101

	Possible Courses

Computer Applications I
Computer Applications II

Business Communication and Presentation

	 Microsoft Office Application Professional 

and General Office Assistant Technical 
Certificates of Credit 
TCC may be earned while still in High School
	
	

	
	
	
	*SCT 100 - Intro. To Microcomputers
+BUS 1130 – Document Processing

+BUS 1140 – Word Processing

+BUS 1150 – Database Applications

+BUS 2120 – Spreadsheet Applications

+BUS 2150 – Presentation Applications
+BUS 1240 – Office Procedures
        Total College Credits:  33
	
	

	
	
	
	Microsoft Office Application Professional 

and General Office Assistant
Technical Certificate


	Business Administrative Technology Diploma
	Business Administrative Technology Associate of Applied Science

	  The sample  Business Administrative careers listed below can be viewed at: www.occsupplydemand.net

	Career
	US Average Annual  Salary
	GA Average Annual  Salary
	2006-2016 Employment Outlook

	Secretary
	$29,050
	$25,730
	Average Growth

	Executive Secretary or Administrative Assistant
	$40,030
	$37,510
	Little or No Change


	Award Conferred
	
	  Required College Credits for Diploma:   76
	
	   *  Possible Articulated Credit

	Technical Certificate, Diploma, or
	
	  Earned College Credits:                           25                
	
	   + Dual Enrollment Courses

	Associate Degree of Applied Science
	
	  Hours Remaining to Reach Diploma:     51     
	
	   # ACCEL Courses


                                                                                                        Average College Savings:  $1,000                                  JOINT Enrollment also available for high school students.









