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Administrative Management
Certificate of Proficiency — Level One

Texas Southmost College
Division of Humanities

A certificate in Administrative Management prepares students for positions such as administrative
assistants and office specialists in every type of business and organization. It also prepares students
to assume supervisory responsibilities.

FIRST SEMESTER CREDIT HOURS
BCIS 1305 Business Computer APPHCAIONS .......cc.oiiiiiiiiniiinieiee e 3
BMGT 1325 OFffice Man@gEMENT.......c.uiiiiiiiieeie sttt ettt e et e e e sraeabeesreeanne e 3
POFT 1319 Records and Information Management L............coovveininineneneseeeeeese e 3
POFT 2301WOIT PrOCESSING ...vveivveiiieitieeiteesiie et e st e steesteeataestaeaste e taeabaesseessbaesteessbeesneeanbeesseeanneens 3
SECOND SEMESTER

BMGT 1341 BUSINESS ENICS ..voiveiieieiicie ettt 3
MRKG 1301 Customer Relationship Management...........cccooeiveieiiieneeiesieeseesie e e see e 3

TOTAL CREDIT HOURS FOR GRADUATION - 18

A minimum grade of “C” must be obtained in each (ACNT, BMGT, POFT, MRKG, POFI) course required in the certificate
plan.
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http://40.76.91.73/courses/course_19-20.aspx?courseid='BCIS-1305'
http://40.76.91.73/courses/course_19-20.aspx?courseid='BGMT-1325'
http://40.76.91.73/courses/course_19-20.aspx?courseid='POFT-1319'
http://40.76.91.73/courses/course_19-20.aspx?courseid='POFI-2301'
http://40.76.91.73/courses/course_19-20.aspx?courseid='BGMT-1341'
http://40.76.91.73/courses/course_19-20.aspx?courseid='MRKG-1301'

