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	Technical Certificate of Credit Consolidation Probe

	

	Recommended Action – DTAE Staff:

	

	It is recommended that the proposed revisions to the certificate of credit be approved as listed.  Note:  Courses reflect recommended curricular revisions by the BOT/AOT IFCC Executive/Working Committee.

	

	Recommended Action – VPAA Council:

	     

	

	Recommended Action – Presidents Council:

	     

	

	Recommended Action – DTAE Board (if necessary):

	     

	

	Program Name:
	General Office Assistant

	Major Code:
	GO01
	

	CIP Code:
	52.0408
	

	PAS Code / PAS Group Name:
	0250 - Business Office Technology

	Proposed Implementation Date for Newly Consolidated TCC:
	Spring 2008
	

	Proposed Termination Date for Consolidated TCCs:
	Spring 2009

	Curriculum Program Specialist:
	Dr. Frances Roberson

	Program Description:

	This certificate program prepares students for entry-level positions in business office administration. Courses will cover word processing, keyboarding, English and office procedures.  

	Curriculum


	Course 
Code
	Course Title 
	Class
Hours
	Demo
Lab
Hours
	Practical
Lab
Hours
	Contact
Hours
	Credit
Hours
	Course
Type

	SCT 100
	Introduction to Microcomputers
	1
	4
	0
	5
	3
	Standard

	BUS 101
	Document  Processing
	2
	8
	0
	10
	6 
	Standard

	BUS 106
	Office Procedures
	2
	6
	0
	8
	5
	Standard

	BUS 108
	Word Processing
	2
	6
	0
	8
	5
	Standard

	BUS xxx
	BUS Electives
	0+
	0+
	0+
	3+
	3
	Standard

	TCC Minimum Required Hours:
	7+ 
	24+
	0+
	34+
	22
	


	Required Age:
	16

	High School Diploma or GED Required:
	Yes

	Test:
	Asset/Compass

	Minimum
Test
Scores
	Reading:
	38/70

	
	English:
	35/23

	
	Mathematics:
	35/26

	
	Algebra:
	n/a

	Other Conditions for Admission (if any):
	No

	If yes, explain:
	     


	Replacing TCCs:  6
	Offered at Technical College(s): 14

	Major 
Code
	Replacing TCC(s) 
	College(s) Offering

	GO01 
	General Office Assistant
	Atlanta Technical College

	REC1
	Receptionist
	Central Georgia Technical College

	GO01
	General Office Assistant
	Columbus Technical College

	IOM1 
	Business Office Assistant
	Columbus Technical College

	OS01 
	Office Assistant
	Coosa Valley Technical College

	GO01 
	General Office Assistant
	Gwinnett Technical College

	DPA1 
	Document Design and Production
	Heart of Georgia Technical College

	GO01 
	General Office Assistant
	Lanier Technical College

	TY01 
	Office Support Assistant
	Middle Georgia Technical College

	GO01 
	General Office Assistant
	Moultrie Technical College

	TY01 
	Office Support Assistant
	Northwestern Technical College

	GO01 
	General Office Assistant
	Ogeechee Technical College

	GO01 
	General Office Assistant
	Okefenokee Technical College

	REC1
	Receptionist
	Sandersville Technical College

	GO01 
	General Office Assistant
	Southwest Georgia Technical College


By utilizing the BUS electives, each technical college may use courses that will most benefit their students based upon the requirements of business and industry in their respective areas.
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