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A certificate in Office Management prepares students for a variety of positions in an office environment. This program provides
software and technology skills necessary to succeed in today’s business world.

FIRST SEMESTER CREDIT HOURS
ITSC 1409 Integrated Software Applications | OR..........c..civeieiiierirtie st er s er e s s aes s st ssasesane 3
POFT 1329 Beginning Keyboarding OR BCIS 1305 Business Computer Applications

BIMIGT 1301 SUPEIVISION....cuuiuieuereieeieeiretreirsestessessereeseeseeueeueeseeueses ses sessesses st sessessensessessessessensessessesseseesenssnsensesessessessesen 3
HRPO 1311 HUMAN REIATIONS ...t eiieeeieerieire ettt et e es et et sss s e seseseses e sseses s sessssses st esesnsanssensesasssssnssesesesensesasen 3
POFI 2301 WOIA PrOCESSING....ccueviiviictereietieetesieteeete st et aetese st ssassse st es et asssbasasbesassasesansessssasessesassnsensssssessssanes 3
BMGT 1325 OffiCE MaN@BEMENT....c.uiiiciiiieietieete st etietete sttt st sttt st ses bt sseses et aessaesesessesaseebesasbesarsesesnsteres 3
POFT 1319 Records and Information ManagemeNt .......cccc.eeeerreeeereiesereerseeseessscrsses e s ssssessessseseseessnsasens 3
SECOND SEMESTER

ACNT 1303 Introduction tO ACCOUNTING L.ucuiiiiviiereieiireie ettt er et eses s sresessss e b s evessstesebesaessesnenns 3
POFT 1325 Business Math and Machine Applications..... 3
POFI 1349 Spreadsheets.......ccceoviimriveeesrrereresvesreerennas 3
HRPO 2301 Human ReSOUIrce ManagemENt........cuuririireiriertiriereeeeieereeiesaesreereseeseeseeses e e e e e es s sssese s eseeneenee 3
ITSW 1307 Introduction to Database........... 3
MRKG 1311 PrinCiples Of Marketing.......coie ettt ettt v e st bbb st s et aeaebeseseseases saann 3

TOTAL CREDIT HOURS FOR GRADUATION - 36 - 37

Please review the requirements listed on this page. This degree is active for six (6) years from the catalog year above. All students must comply
with Texas Success Initiative (TSI) requirements.
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