Spring 2010
Office Occupations Preparation Program
CIS R007 & CIS R003K
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Receive a Proficiency Award after 14 units!  The Office Occupations Preparation Program is designed for students interested in obtaining entry-level office skills; although, the skills acquired in the program are applicable to a wide range of career options as well.  Most of the classes within the program are also required and may be applied toward the Administrative Assistant Certificate/Degree. The Office Occupations Preparation program can be completed in one semester or up to three. 
	TO REGISTER FOR THE OFFICE OCCUPATIONS PREPARATION PROGRAM, REGISTER FOR THE TWO SECTIONS INDICATED BELOW: 

	Section/Course No./Instructor
	Course Name
	Units
	Class Dates and Times

	32835/CIS R007/Pinto-Casillas
	Office Occupations Preparation
Modules include: Keyboarding, Basic and Intermediate; Intro. to Windows; Intro. to Excel; Microsoft Word; Filing; Ten-Key Calculators; Office Procedures.  
	12

	January 11-May 19, 2010
9 a.m.-12:50 p.m. M-W-F
and

9 a.m.-3:20 p.m. T-TH 

	37362/CIS R003K/Iverson
	Proofreading Skills
	 2
	January 20 –April 21, 2010
8-8:50 a.m. MWF  

	Total Units Required
14

	· Modules are short term and have varying starting and ending dates.
· Enrollment in fewer units is available throughout the semester.

To obtain section numbers to enroll in fewer units and/or to obtain additional information on the program, please call 986-5800, Ext. 1979.

Students, including those enrolled in fewer units, must attend an orientation the first day of the semester, January 11, at 9 a.m. in LA-7.
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