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ADMITTING CLERK /HOSPITAL UNIT 
Business English A-Language Arts 
Business English B-Writing  
Introduction to Computers 
Keyboarding 
Medical Support Services/Office Management 
Medical Office Procedures using MediSoft 
Medical Terminology I, II & III 
Microsoft Office 2003 
Orientation to Health Care Providers 

 

MEDICAL SECRETARY / 
ADMINISTRATIVE MEDICAL 
ASSISTANT 
Business English A-Language Arts 
Business English B-Writing 
Communications 
Customer Service/Interpersonal Skills 
Introduction to Computers 
Keyboarding (45 wpm) 
Medical Support Services/Office Management 
Medical Coding, Billing, & Ethics 
Medical Office Procedures using MediSoft 
Medical Terminology I, II & III 
Medical Transcription I & II 
Microsoft Word 

PEDIATRIC MEDICAL SECRETARY / 
ADMINISTRATIVE ASSISTANT 
Business English A-Language Arts 
Business English B-Writing 
Communications 
Customer Service/Interpersonal Skills 
Keyboarding (45 wpm) 
Medical Support Services/Office Management 
Medical Coding, Billing, & Ethics 
Medical Office Procedures using MediSoft 
Medical Terminology I, II & III 
Medical Transcription I  
Microsoft Word 
Principles of Child Development 

 

MEDICAL TRANSCRIBER  
Business English A-Language Arts 
Business English B-Writing 
Customer Service/Interpersonal Skills 
Keyboarding (60 wpm) 
Medical Support Services/Office Management 
Medical Terminology I, II & III 
Medical Transcription I, II & III 
Microsoft Word 

INSURANCE CLERK /MEDICAL BILLING  
Business English A-Language Arts 
Business English B-Writing 
Customer Service/Interpersonal Skills 
Keyboarding (35 wpm) 
Medical Support Services/Office Management 
Medical Coding, Billing, & Ethics 
Medical Office Procedures using MediSoft 
Medical Terminology I, II &III  
Microsoft Word 

NUTRITIONAL AIDE/CLERK  
Customer Service/Interpersonal Skills 
Introduction to Computers 
Keyboarding (40 wpm) 
Medical Support Services/Office Management 
Medical Office Procedures using MediSoft 
Medical Terminology I  

 

RECEPTIONIST 
Business English A-Language Arts 
Business English B-Writing 
Keyboarding (40 wpm) 
Intro to Computers 
Medical Support Services/Office Management 
Medical Office Procedures using MediSoft 
Medical Terminology I & II 
Microsoft Word 
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CNA 
The Certified Nurse Assistant (CNA) Program 
is approved by the State of California 
Department of Health Services.  The program 
consists of 71 hours in a classroom setting 
learning basic nursing skills, and 100 hours in 
a long-term care facility experiencing hands- 
on training with licensed nurse instructors 
 
 
 
 
 
 
 
*Students must pass course with a C  
or better to sit for State exam . Licensing 
requires meeting State criteria. 

PHARMACOLOGY  
Acute Care CNA’s develop skills in medicine 
administration. Topics include: basic math, 
ratios, and dosage calculations. General 
pharmacological categories address all 
systems and disease processes in relation to 
specific drug therapies. Each system and it's 
response to the disease process and medical 
intervention, is evaluated as to the efficacy of 
drug absorption, metabolism, therapeutic 
actions, side effects, and adverse effects. 
 
 
 
 
* Students must pass course with a B  
 or better to sit for State exam. Licensing 
requires meeting State criteria. 
 

CAREER PROGRAM ADVISING 
Drop in at the Career Center (H3) or call (510) 
293-8595 ext. 5428 to schedule an 
appointment. 
 
Day                       Hours of Operation 
M-F                       8:30 am –   4:00 pm 
M-Th                     5:00 pm –   8:00 pm 
Sat                        8:30 am – 12:30 pm 
 
 
 
 
 
 
Advisors: 
Veronica Ewing, Cecilia Matasol, Jim Rigney, 
Rachel Thaning 

 

Advanced Placement Units are available from Chabot College and Las Positas College for 
Medical Terminology I, II & III, Child Care Aide I & II & Child Care Concepts I & II  
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ACCOUNTING CLERK  
Accounting I, II, III & IV 
Business English A-Language Arts 
Business English B-Writing 
Business Math 
Customer Service/Interpersonal Skills 
Electronic Calculator I & II 
Keyboarding (45 wpm) 
Introduction to Computers 
Microsoft Excel 
Office Procedures 
QuickBooks Pro 
Corel WordPerfect X3 or Microsoft Word 
 
 

 

SECRETARY 
Business English A-Language Arts  
Business English B-Writing  
Communications 
Customer Service/Interpersonal Skills 
Electronic Calculator I 
Introduction to Computers 
Keyboarding (50 wpm) 
Office Procedures 
Corel WordPerfect X3 or Microsoft Word 
 
 
 

 

SECRETARY/ ADMIN. ASS’T. 
Accounting I (optional) 
Business English A-Language Arts 
Business English B-Writing 
Business Math 
Communications 
Customer Service/Interpersonal Skills 
Electronic Calculator I 
Introduction to Computers  
Keyboarding (65 wpm) 
Microsoft Excel 
Microsoft PowerPoint (optional) 
Microsoft Word 
Office Procedures 
Corel WordPerfect X3 

LEGAL SECRETARY/ADMIN. ASS’T. 
Business English A-Language Arts 
Business English B-Writing 
Business Math 
Communications 
Customer Service/Interpersonal Skills 
Introduction to Computers 
Keyboarding (65 wpm) 
Legal Procedures 
Legal Terminology 
Legal Transcription 
Microsoft Excel 
Microsoft Word 
Office Procedures 
Corel WordPerfect X3 

LEGAL TRANSCRIBER  
Business English A-Language Arts 
Business English B-Writing 
Communications 
Customer Service/Interpersonal Skills 
Introduction to Computers 
Keyboarding (65 wpm) 
Legal Terminology 
Legal Transcription 
Microsoft Word 
Office Procedures 
Corel WordPerfect X3 
 

 

CLERK /OFFICE ASSISTANT 
Business English A-Language Arts 
Business English B-Writing 
Business Math or Math Review 
Communications 
Customer Service/Interpersonal Skills 
Electronic Calculator I 
Introduction to Computers 
Keyboarding (45 wpm) 
Office Procedures 
Corel WordPerfect X3 or Microsoft Word 
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MICROSOFT CERTIFIED 
APPLICATION SPECIALIST  
Microsoft Access 
Microsoft Excel 
Microsoft Outlook 
Microsoft PowerPoint 
Microsoft Word 

 

WEB PAGE DESIGN 
Introduction to Computers (competency) 
Web Page Design (sub-courses) 
Hypertext Markup Language (HTML) 
Dynamic HTML (DHTML) 
Javascript 
Macromedia Dreamweaver 
Marcromedia Flash 

 

DESKTOP COMPUTER TECHNICIAN  
Customer Service/Interpersonal Skills 
Computer Repair 
Office Procedures 
Windows 
(Knowledge of desktop software: Microsoft Word, 
Microsoft Excel.  Browser knowledge helps user 
surf the Web and utilize programs) 

 

COMPUTER TECHNICIAN 
Computer Repair 
Introduction to Computers (proficiency) 
Keyboarding (proficiency) 
Windows 
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OFFICE SKILLS CERTIFICATION (OPAC) 
Employment verification is offered in the 
following areas:  alphabetic and numeric filing, 
bank reconciliation, database, keyboarding 
(wpm), machine transcription, petty cash 
reconciliation, spreadsheet, ten-key, and word 
processing.  Fee:  $10 per test. Fee is waived for 
students retesting within three months.  FREE for 
HAS Career Technical Education (CTE) 
students.    
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CHILD DAYCARE CENTER 
WORKER 
Child Care Worker Exp I & II 
Principles of Early Childhood I & II 
CPR/First Aid (certified) 
Customer Service/Interpersonal Skills 
English (proficiency) 
Math (proficiency) 

CUSTOMER SERVICE 
REPRESENTATIVE 
Customer Service/Interpersonal Skills 
Customer Service/Workplace Skills 
Keyboarding (45 wpm) 
Office Procedures 

 

CUSTODIAN 
This course prepares students for a  
successful career in the custodial field. 
 
 
 
 

 
7-week program 

     Revised:  October  15, 2008     *requirements subject to change without notice 


