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Associate in Applied Science   
Toward a Degree in 

Administrative Assistant  
 

Career Curriculum: 00BUS 0009 
Minimum Hours: 64  

Major Code: 1.2 520402  
Effective Date: Fall 2024 

 
 

FIRST YEAR – FALL SEMESTER 
 
Dept.  No.  Hrs. Grade 
ORI       100       College 101                                                           1          _______ 
OFT 116 Keyboarding I1 3   
OFT 135 Office Language Skills 3   
ALH 217 Medical Terminology  3   
BUS 255 Customer Service 3   
OFT      207      Computer Applications for Business                 3    
                                                                                 16 

NOTES AND INFORMATION 
 
Fall Only Courses: Spring Only Courses: 
 
BUS 255             OFT 270 OFT 105 
BUS 282   OFT 280 MGT 112                      
MDA 129  OFT 237          OFT 120 
 
1 Proficiency exams are available for OFT 116 (requiring a production test as well 

as 40 wpm with no more than three errors on a three-minute straight-copy 
timing) and OFT 117 (requiring 55 wpm with no more than three errors on a 
three-minute straight-copy timing) for students entering the program with a 
sound background in keyboarding.  See your advisor for information. 
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