  Business & Hospitality Programs:  Business Technology (BUS)


     The Business Technology Career Ladder is competency-based and focuses on the skills, knowledge, and attitudes needed to prepare individuals for employment in office positions in government or industry.  Sequences of courses include information processing, medical, and legal specialties, as well as general offerings to broaden the student’s background and enhance employment and promotion possibilities.  Under the Business Technology umbrella, one Certificate of Competence (Basic Office Skills), one Certificate of Achievement (Business Technology), and an Associate in Applied Science Degree (with specialties in Information Processing, Medical Office, Health Unit Coordinator, and Legal Office) are offered.

     The courses or competencies in the Basic Office Skills Certificate of Competence (Cert. Co) are also pre-Business Technology requirements.  Achievement of these competencies prepares students for entry-level positions such as receptionist, general office clerk, file clerk, and clerk typist.   Achievement of these competencies may also be demonstrated through pre-testing prior to registration, through high school articulation or transcript evaluation, or be waived with the consent of the Business Technology Program Coordinator.   The Business Technology Certificate of Completion (CC1) prepares students for positions such as word processing operator, data entry clerk, and general secretary.   The Medical Assistant I Certificate of Completion (CC2) prepares students for the Med-Assist I position.  The Business Technology Certificate of Achievement (CA) prepares students for the more advanced responsibilities of administrative assistant and computer operator. The A.A.S. Information Processing Specialty further prepares students for responsible positions using integrated word processing, database, and spreadsheet applications as well as preparing them for certification as Microsoft or Corel Experts.   The A.A.S. Medical Office Specialty includes preparation for students for entry level positions in a medical office or pharmacy setting, preparing students for certification as a pharmacy assistant or as a Medical Assistant I and/or a medical office administrator.  The A.A.S. Health Unit Coordinator includes courses related to patient care and administration of basic nursing tasks in a health care setting.  This specialty provides students a broader perspective of the medical environment and is especially appropriate for individuals aspiring to become Certified Health Unit Coordinators or having a broad range of responsibilities in a small medical office.  This degree also includes the Medical Assistant I Certificate of Completion (CC2). The A.A.S. Legal Office Specialty prepares students to work in a legal office as an entry-level legal secretary.

     Business Technology majors are encouraged to meet with the Business Technology Coordinator early in their studies for academic advising.  A grade of “C” or better in each required course (excluding electives) must be attained to qualify for all certificates and degrees in the Business Technology program.

Requirements for Certificate of Competence (Cert.Co)

    
Basic Office Skills (Pre-Business Technology) 5-11 credits BCIS20 (3), BUS19 (1), BUS40 (1), ENG 22 or 55 (3) or placement at ENG100, MATH22 (3) or placement at MATH23 or MATH24.

Requirements for Certificate of Completion (CC)

     Business Technology 16 credits (CC) BCIS161 (3), BUS120 (3) or BUS121 (3), BUS140 (3), BUS155   

      (3), ENG100 (3), IS105C (1), 


     Medical Assistant I 23 credits: (CC) BCIS161 (3), BCIS127 (3), BIOL100 (3), BUS121 (3), BUS155 (3), ENG22 (3), NURS10 (1), NURS50 (4). 

Requirements for Certificate of Achievement, Business Technology 33 (16+17) credits (CA)
      CC requirements for Business Technology: (17 credits) plus BCIS127 (3), BCIS162 (3), BCIS180 (3) or 

      BCIS181 (3), BCIS122 (2), BUS/COMM130 (3), ENG209 (3), 

Requirements for Associate in Applied Science Degree: 63-64 (48 Core +15-16 Specialty credits (AAS)

Core Courses (48) for A.A.S.  in Business Technology - All C.A.  courses (33) plus:

ACC124 or ACC201(3), BUS193V(3),  BUS292(3),

General Education elective (3)

Social Science elective(3)



Information Processing (AAS1 - 63 credits)

Legal Office Specialty - (AAS2 - 63 credits)

Core courses (48) plus (15) specialty credits
Core courses (48) plus (15) specialty credits

BCIS139 or BCIS261 (3) and

      One of the following Business  Electives
BCIS139 or BCIS261 (3), BLAW200(3), BUS283(3), 

Business Elective (3)

      BCIS180(3) or BCIS262(3)
Natural Science Elective (3)

      BCIS246(3), BCIS247(3)


Natural Science Elective (3)





Medical Office Specialty (AAS3 - 64 credits)
Health Unit Coordinator Specialty - (AAS4 - 63 credits)

Core courses (48 plus (16) specialty credits:
Core courses (48) plus (15) specialty credits:

BCIS139 or BCIS261(3), BIOL100 (3), BUS185 (3), NURS50(4), PHARM106(3) 
BIOL100 (3), BUS185 (3),  NURS16(5), NURS50(4)











Business Technology (BUS)

A full time student would take courses in this sequence:

Pre-Business Technology Cert.Co. - Basic Office Skills

Summer bridge courses, Fall offerings, articulation, or testing

         Credits

BCIS20 Computer Keyboarding





3

BUS19 Electronic Calculating





1

BUS40 Basic Filing






1

ENG22 or  ENG55 or Writing Skills Placement at ENG100**


3

MATH20 Signed Numbers or Placement at Math 23 or 24



1










9

Business Technology CC1*


      Business Technology CA

 First Semester (Fall)
Credits     Second Semester (Spring)                                
      Credits
*BCIS161 Intro to Business Computing** 

3

*BCIS122 Keyboard Mastery***

2

*BUS120 Principles of Business (F,S) or 




*BCIS127 Word Processing for Business**

3  

        BUS121 Customer Service/Human Relations**
3
    *BCIS162 Intermediate Business Computing
         
3  

*BUS140 Records & Information Management  

3

*BCIS180 Office Computer Troubleshooting & Maint.


*BUS155 Computational Problems in Business**    
3

     or BCIS181 Executive Transcription (S)

3

*ENG100 Expository Writing
 
3

*BUS/COM130 Business Communication-Oral

3

*SC105C Orientation to Employment
     1
   

*ENG209 Business & Managerial Writing

3

                                                                                     16                                                                                                          17

Medical Assistant I CC2**
  


First Semester (Fall)
Credits   

       Second Semester (Spring)                                
      Credits
BCIS161 Intro to Business Computing**

3

BUS155 Computational Problems in Business**    

3

BCIS127 Word Processing for Business**

3 

NURS50 Health Unit Coordinator**
  _ 
4
ENG22 or Writing Skills Placement at ENG55**

3

BUS121 Customer Service/Human Relations**

3

BIOL100 Human Biology (Natural Science)**    

3 

NURS10 Vital Signs

1



   12  




        11


                                       1
    





Information Processing Specialty - AAS1
Third Semester (Fall)                                         
Credits
   
Fourth Semester (Spring)                                        
     Credits
ACC124 Principles of Accounting or

3

General Education Elective (See pg. 13)

3

     ACC201 Intro to Financial Accounting





Business Elective (One of the following)                  
3

BCIS139 Desktop Publishing or




BCIS180 Computer Troubleshooting & Maint. or    

BCIS261 Web Page Construction Fund. & Mkt.

3


BCIS262 E-Commerce                                         



BCIS246 Business Computer Spreadsheets

3

BCIS 247 Business Computer Database

3

Natural Science Elective
     
3

BUS193V Business Coop Education

3

Social Science Elective Business Computer Database
3

BUS292  Integrated Ofc. Procedures (MS/COREL)
       
3

15 





15


Legal Office Specialty - AAS2

Third Semester (Fall)
Credits

Fourth Semester (Spring)                              
     Credits
ACC124 Principles of Accounting or

3

BUS 193V Business Coop Education

3

     ACC201 Intro. to Financial Accounting 




BUS283 Legal Terminology and Procedures

3


BCIS139 Desktop Publishing or

3

BUS292 Integrated Office Procedures.

3

     BCIS261 Web Page Construction Fund & Mkt.




Business Elective 
     
3

BLAW200 Legal Environment of Business

3

General Education Elective
      
3


Natural Science Elective

3




        15

Social Science Elective
 
3




   
   15







Medical Office Specialty AAS3

Third Semester (Fall)
Credits

Fourth Semester (Spring)                                      
     Credits
ACC124  Principles of Accounting or




BCIS139 Desktop Publishing or 

3

      ACC201 Intro to Financial Accounting

3

      BCIS261 Web Page Construction Fund. & Marketing

BIOL100 Human Biology (Natural Science)

3

BUS193V Business Coop Education

3

General Education Elective

3

BUS292 Integrated Office Procedures
          3

PHARM106 Pharmacy Technology
     
3

BUS185 Processing Physician’s Orders

3

NURS50 Health Unit Coordinator

4   

Social Science Elective
        
3   




    16




       15
Health Unit Coordinator AAS4

Third Semester (Fall)
Credits

Fourth Semester (Spring)                                      
     Credits
        ACC124 Principles of Accounting I or

3

BUS185 Processing Physician's Orders
  
3

                ACC201 Intro to Financial Accounting

 


BUS 193V Business Coop Education

3

BIOL100 Human Biology (Natural Science)

3

BUS292 Integrated Office Procedures                                   3

NURS16 Nurse Aide Training

5

Social Science Elective

3

NURS50 Health Unit Coordinator**
  _ 4
  

General Education Elective
      _ 3


   15





        15

   *Note:  Courses required for the Certificate of Achievement  **Courses required for Medical Assistant I CC. 

***Prerequisite for Medical Assistant I CC

