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Reasons to Consider the Office Program as a Career Choice

[image: image1.wmf]Office administration is a dynamic field that offers a variety of employment opportunities.  In the office programs, you will learn software applications such as Word, Excel, Access, and PowerPoint.  You will also learn other skills needed to be successful in an office environment, such as communication skills and interpersonal skills.

Certificate and degree programs are available.  The Office Technology certificate program prepares students for office employment using the latest techniques and computer technology.  This certificate allows students to choose from five specialty areas:  Accounting, Computer, General, Legal, and Medical.  

The Office Assistant certificate is a shorter program that provides intensive short-term preparation for office employment, particularly updating students’ computer skills.  

Credit in the Office Certificate programs can apply toward the Office Administration Associate of Applied Science (A.A.S.) degree.  The degree program requires courses in General Education Core as well as additional office courses, and it prepares students for administrative responsibilities in an office.  The Office Administration associate degree can lead to the Bachelor of Applied Science (B.A.S) degree in Administrative Management.

***Frequently Asked Questions***
1.
What kinds of jobs will I qualify for when I complete a certificate or degree program?

The Office Administration associate degree prepares students for positions as administrative professionals in various businesses and industries.  

The Office Technology certificate program prepares students for office employment in five specialty areas:

Accounting (bookkeeper, accounting clerk)

Computer (office positions using computer applications software)

General (secretary, receptionist, office clerk)

Legal (legal administrative assistant, legal secretary)

Medical (medical insurance/billing specialist, medical secretary)

The Office Assistant certificate program provides short-term preparation for general office employment.
2.
How long will it take to complete a certificate/degree?

This varies, depending upon how many classes you take each semester.  A full-time student can complete an associate degree in six semesters (two calendar years), the Office Technology certificate in three semesters (one calendar year), and the Office Assistant certificate in two semesters.  It will take longer for a part-time student
3.
If I am interested in MOS (Microsoft Office  Specialist) certification, will the courses that I take prepare me to take the tests for certification?

The computer courses that we offer do prepare students to take the MOS certification tests for Microsoft Office software, including Word, Excel, Access, PowerPoint, and Project.  MOS certification information can be found at http://www.microsoft.com/learning/mcp/officespecialist/requirements.asp.  This testing is offered, for a fee, at the Testing Center on campus.

4.
What kinds of financial aid will cover these programs?

The HOPE Grant is available for most Georgia residents enrolled in a certificate program.  This grant covers tuition, HOPE-approved mandatory fees, and a book allowance.  If a student completes the certificate program with a 3.0 or higher GPA, the HOPE Scholarship will pay for the student to continue with the associate degree and even a bachelor’s degree as long as the 3.0 average is maintained.  There are also financial aid options such as the Pell Grant available for students who qualify.  Further information may be obtained from the CSU Financial Aid Office .
5.
If I earn a certificate and decide to stay in school and work toward an associate degree, will all my courses count?
If you stay in the same area, your courses will apply toward the associate degree.  The courses that you take in the Office Assistant or Office Technology certificate programs will apply toward the Office Administration associate degree.

6.
When do your classes meet?
We offer both day and night classes.  Classes generally meet from one to three days a week.  We offer many of our classes as online courses.  Many of our students work full- or part-time, and we try to meet the needs of these students.

7.
What if I graduated from high school a long time ago?

Many of our students have been out of high school for years.  We have students who have been out of the work force raising children, students who are changing careers after many years in one field, and students who have various other reasons for returning to school.  Whatever the reason, you will not feel out of place and will quickly adjust to the fast-paced, challenging learning environment of our campus.

8. Do I have to take math?  

Students are tested upon admission to CSU.  Those students who do not meet minimum standards in math are required to take one or two courses (depending upon test scores) in Learning Support Math (Algebra).  There is no further math requirement for the certificate programs.  For the associate degree, one math class is required in addition to any Learning Support math courses that must be taken.

9. Do I have to take any remedial courses?


The math requirement is discussed above.  Students are also tested in the areas of Reading and English upon admission to CSU.  Those students who do not meet the minimum requirements are required to take Learning Support Reading and/or Learning Support English.  Learning Support courses are in addition to the required courses for the certificate or degree.
10.
What if I have never used a computer?
We start our computer courses at the beginning level so that students who have never used a computer can learn the basics.

10. What if I already have computer skills?

Students who already have some computer skills can attempt to test out of these beginning courses.  Information is available on the Credit by Exam link at http://tech.clayton.edu/bass.  Even our beginning courses, however, are very detailed and very thorough, so all students can gain knowledge from taking these courses.

11.
Do I have to buy a notebook computer?

CSU requires that all students own or have access to a notebook computer so that they can bring the computer to class if required to do so.  Recommended specifications for these notebook computers are available on the CSU website.

For more information, contact:

Renee Ahmann
678-466-4631
reneeahmann@clayton.edu
Joan Bass
678-466-4633
joanbass@clayton.edu
Lou Brackett
678-466-4634
loubrackett@clayton.edu
Laveda Pullens
678-466-4613

lavedapullens@clayton.edu
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