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COMPUTER TECHNOLOGIES

OFFICE ADMINISTRATION
Office Professional Degree - A25370P

-Online

The Office Professional curriculum (AAS degree) prepares
individuals for employment as administrative office personnel.
Students develop skills in administrative office procedures and
tasks, along with office software applications, records
management, keyboarding, editing and advanced formatting,
office computations, oral and written communication, critical
thinking, team building, and problem solving. The degree is
available online.

Graduates should qualify for employment opportunities in a variety
of office positions in business, government, and industry. Students
are eligible to take industry-recognized certification exams.

Office Professional Certificate — C25370P

-Online

This certificate provides the technical and administrative support
skills necessary for entry-level employment in a variety of offices.
The certificate is available online.

Program Sequence

FIRST SEMESTER

ENG 111  Writing @and INQUITY ........ccoceeruireniienienieie e 3
OST 122  Office Computations............... .3
OST 137  Office Software Applications .. .3
OST 184 Records Management.........ccccuererereenienieneeneeseseenees 3
OST 164  Text Editing Applications............ccoceeveeneneneeneneneee. 3
SECOND SEMESTER

__ ENglish EIECtVE.......ccceeceeiiriirieieneeeee e 3
CTS 130 Spreadsheet.......ccoccvveiiiiiiiiiieie e 3
OST 136 Word Processing............. .3
OST 134 Text Entry & Formatting .. .3
 Math EIECHVE.....coieeeecee et 3
SUMMER SEMESTER

- Social Science Elective

- HUM / FA Elective

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

THIRD SEMESTER

OST 138 Advanced Software Applications...........c.cccceeereenenne. 3
OST 181 Introduction to Office Systems..........cccccevveeeeieienieenne.
OST 236 Adv. Word / Information Processing.

OST 135 Adv. Text Entry and Formatting .......
OST 286 Professional Development..........cccccoevereeienieneneenne. 3

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG-111, ENG Elective

FOURTH SEMESTER

CTS 230 Advanced Spreadsheet..........cccocvervenineneencnennenes 3
OST 165 Adv Office Editing............ .3
OST 233  Office Publications Design .. .3
OST 289 Office Admin Capstone...... .. 3
L OAEIECHVE oot 3
Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

Humanities and Fine Arts Electives

(Choose 3 credit hours from the following courses)

ART 111  Art APPrecCiation........cccoceerueerieseeeseeseeesieeseeseeesneennes 3

HUM 110
HUM 115

Technology and SOCIELY ......c.ccceereeerieeriesieeieeeee e 3
Critical ThINKING ......cooveeiieiie e 3

Mathematics Electives

(Choose 3 credit hours from the following courses)

MAT 110 Mathematical Measurement............cccovervenerereennenne 3
BIO 110 Principles of Biology ..........ccoceveririeienenieeseeeeeee 4

English Electives
(Choose 3 credit hours from the following courses)

ENG 114 Professional Research and Reporting...........cccceeeene 3
ENG 112  Writing/Research in the Disc
COM 120 Intro Interpersonal COmMM..........coereeiienereenienenieienns

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General PSYCholOgy .......ccccceeieerieriiiniienie e
SOC 210 Introduction to Sociology

HIS 111  World CiviliZations | ........ccovvveieriiiiceeeceeeeeeee
OA Electives

Choose 3 credit hours from the following courses:

ACC 120  Prin of Financial ACCOUNtING ........cccuervveenieenieeieeeeeeen. 4
BUS 115 BuSiNess Law | .......ccccocviiiiiiiniiiiciciccce 3
BUS 153 Human Resource Management ............c.cccoceeveeneenns 3
OST 153  Office Finance Solutions...........ccccooveciiiiciiiniicns 3
OST 155  Legal Terminology ........cccceereerienineeiienieeiesiesieeeenneee 3
OST 156 Legal Office Procedures..........ccooereeienerieeniesenieeniene 3
OST 132 Keyboard Speed Building..........cccceeveenienienneenieeiens 2
OST 284 Emerging TEChNOIOGIES........ocvveruirieiciiiiieicsieeee 2
WBL 111 Work —Based Learning |........cccccevereenenenieenienieieens 1
WBL 121 Work-Based Learning ll..........cccceveeiieniienennieeieeen. 1
WBL 112 Work-Based Learning l.........cccoceeveenieeniinninnieeieeen. 2
Graduation Requirements .........cccoceveeeveneneeneenne. 66 Credit Hours
Office Finance Degree - A25370F

-Online

Office Administration has a new concentration in Office Finance
(AAS degree). Students develop skills in accounting and office
finance, along with office procedures, office software applications,
records management, office computations, keyboarding, editing
and formatting, oral and written communication, critical thinking,
team building and problem solving. The degree is available online.

Graduates should qualify for employment opportunities in
government agencies, real estate offices, financial institutions, and

large to small offices and businesses. Students are eligible to take
industry-recognized certification exams.

Program Sequence

FIRST SEMESTER

ENG 111  Writing and INQUINY.......cccoereeiieninieieseeeeee e 3
OST 122  Office COMPULALIONS.....c.oiverieeierieeieiesieeee e 3
OST 137  Office ApplICationS l.......c.ccereereieriieieniee e 3
OST 164  Office EAItiNG .....cccvevuiriiieiiiieeieeeeceeeeecseeeee 3
OST 184 Records Management..........coceeeveeneeneesieeeneeseeseens 3
SECOND SEMESTER

CTS 130 Spreadsheet........cccccooviiiiiiieniieiieeeeeeee e
OST 134  Text Entry & Formatting..

OST 136 Word Processing............

English EIECHVE .....c..coieiiiiiieeeeeeee e
Math/Science EIECtIVE ...........ccceeeeeeeeiiie e

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

2017-2018 Catalog Volume 39 | Wake Technical Community College

10f4



Last updated 06/20/2017

COMPUTER TECHNOLOGIES

SUMMER SEMESTER
- Social Science ElectiVe..........ccooeeieiiiiiieenieiiceees 3
Humanities/FA EIECtiVE .........cccoovreiiininieiecneeee, 3

THIRD SEMESTER

ACC 120  Prin of Financial AcCoUNting ..........ccceverereenienieneennens 4
OST 138  Office Applications Il..........ccceeveerirerienenieesc e 3
OST 181  Office Procedures......... .3
OST 236 AdvWord Processing...... .3
OST 286  Professional Development...........cocevereneeeenienenieenne 3

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG-111, ENG Elective

FOURTH SEMESTER

OST 153  Office Finance SolUtioNS...........cccovrveeeneneneeceneneeees 3

CTS 230 Advanced Spreadsheet

OST 165 Adv Office Editing............

OST 289  Office Admin Capstone.
OA EIECHVE. ...ttt

Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

Humanities and Fine Arts Electives
(Choose 3 credit hours from the following courses)

ART 111  Art APPreCiation........cceceeiveruereeienieniieie e see e 3
HUM 110 Technology and Society.. .3
HUM 115  Critical ThinkKing.......cccovoeenirnienieenee e 3
Mathematics Electives

(Choose 3 credit hours from the following courses)

MAT 110 Mathematical Measurement............cccceevrerrereeceneneennns 3
BIO 110  Principles of Biology........cccoirerienieneniienienceie e 4
English Electives

(Choose 3 credit hours from the following courses)

ENG 114  Professional Research and Reporting .... .3
ENG 112  Writing/Research in the Disc............... .3
COM 120 Intro Interpersonal Comm ..........ccoceeveeneneeieenienenieennes 3
Social Sciences Electives

(Choose 3 credit hours from the following courses)

PSY 150 General PSYCholOgy .......ccccueviiiiieiieiieeie e eeeeiee s 3
SOC 210 Introduction to Sociology. 3
HIS 111  World CiviliZations |.........ccoeiveinincieenencecenceens 3
OA Electives

Choose 2 credit hours from the following courses:

BUS 115 BUSINESS LAW | ..uoviiiiiiiiiiiiniciceccee e 3
BUS 153 Human Resource Management...........ccccevverceeenieenns 3
OST 132  Keyboard Skill BUilding ..........cccoeoeeriennieiiiieeiceeene 2
OST 135 Adv Text Entry & Format. .3
OST 155 Legal Terminology........... .3
OST 156 Legal Office Procedures...... .3
OST 233  Office Publications Design .. .3
OST 284 Emerging Technologies ...... 2
WBL 111 Work —Based Learning l........ccccccveveereeenieeniesieeieenns 1
WBL 121  Work-Based Learning Il ........cccccveveeveiieenieeieeeens 1
WBL 112 Work-Based Learning | .........cccoceevieieeniieenicnieeieens 2
Graduation Requirements ..........ccceveerieeeieeneenne 66 Credit Hours

Legal Office Degree - A25370L

-Online

Office Administration has a new concentration in Legal Office
(AAS degree). Students develop skills in legal office procedures
and tasks, along with legal terminology, business law, office

software applications, records management, office computations,
keyboarding, editing and advanced formatting, oral and written
communication, critical thinking, team building, and problem
solving. The degree is available online.

Graduates should qualify for employment opportunities in
government agencies, the court system, law offices, real estate
offices, financial institutions, and large to small offices and
businesses. Students are eligible to take industry-recognized
certification exams.

Legal Office Certificate — C25370L

-Online
This certificate provides a study of the office skills necessary for
employment in a legal setting. The certificate is available online.

Program Sequence

FIRST SEMESTER

ENG 111  Writing and INQUINY......ccccueeieeiienie e 3
OST 134  Text Entry & FOrmMatting.........ccccevvereeiienenieiieneeeeiee 3
OST 136  WOrd ProCeSSING ......ccceeeeruereeeerienieeiesieseesiesieseeneeas 3
OST 137  Office AppliCations l........cccccvuereerieenienieeieenee e 3
OST 155 Legal Terminology .......ccccceereereeruereeniesieeeesie e 3
SECOND SEMESTER

CTS 130  Spreadsheet .......cccocereeiieniiiieiieneeeeriesee e
OST 135 Adv Text Entry & Formatting .

OST 156 Legal Office Procedures.........cccooereevieninieeiicninicnnene

English EIECtVE ..o
Math/Science EIECHIVE ........ccceecveeveecieceeecee e

Eligible for Legal Office Certificate (C25370L): OST-134, OST-
136, OST-155, OST-135, OST-156

SUMMER SEMESTER
Social Science Elective...
HumanitieS/FA EIECHVE..........ccoueeeeieeeeeiee e

THIRD SEMESTER

OST 122  Office COMPULALIONS ........ccverieieriiriieienieeesreeeeeeeeee
OST 138  Office Applications II ....
OST 164  Office Editing................
OST 184 Records Management ..........cccceeereereeneneenieneneennene
OST 236  AdvWOrd ProCessing .........cccceeueruereenienesieeniesieeeeniene

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

FOURTH SEMESTER

BUS 115  BUSINESS LaW l...cooiiiiiiiiiiiiicicicccseeeee e

OST 165 Adv Office Editing

OST 286  Professional Development...........ccccevereeieenieseeieenienne 3

OST 289  Office AdmMIn CapStoNe.........ccccevereeieeninienicsieeeiee 3
OAEIECHVE ... 3

Humanities and Fine Arts Electives
(Choose 3 credit hours from the following courses)

ART 111  Art APPrecCiation .......c.coceereeeeeeiieenie et 3
HUM 110 Technology and SOCIetY .........ccccererrvenieneeienieneeeene 3
HUM 115  Critical ThinKing .......ccccoeveieiieiienie e 3

Mathematics Electives

(Choose 3 credit hours from the following courses)

MAT 110 Mathematical Measurement...........ccceeevveeeeieeeeiveeennnns 3
BIO 110 Principles of BiOlOgQY ........cccceeiierireiieeiiesie e esee e 4

English Electives

(Choose 3 credit hours from the following courses)

ENG 114  Professional Research and Reporting..........c.cccceevenee. 3
ENG 112  Writing/Research in the DISC ..........cceeieeiiiiiiiieiieieee 3
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COM 120  Intro Interpersonal Comm ..........ceceeevenereeeeneeneninennes 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General PSYCholOgy .......cccceeriiriieiiniie e 3
SOC 210 Introduction to SOCIOIOGY .......cccevueruereerierierieeierieeeenes 3
HIS 111  World CiviliZations |..........coeeveeninceineiceeeneeeens 3
OA Electives

(Choose 3 credit hours from the following courses)

ACC 120  Prin of Financial ACCOUNtING.........cceoververereenienieneenens 4
BUS 153 Human Resource Management...........cccceevercveenieennns 3
CTS 230 Advanced Spreadsheet...........ccoooevenieeiiiniieenieeneens 3
OST 153  Office Finance Solutions . 3
OST 132  Keyboard Skill Building ... 2
OST 181  Office Procedures ........ 3
OST 233  Office Publications Design .. .. 3
OST 284 Emerging Technologies ...... 2
WBL 111 Work —Based Learning l.........ccccceeveerienieeneniieeieenns 1
WBL 121  Work-Based Learning Il .........cccceeiienienieeninnieeeens 1
WBL 112  Work-Based Learning | .......c.cccoevereeienenennicneneenne 2
Graduation Requirements .........ccccceeveveeieneneenne. 66 Credit Hours

Office Software Degree - A25370S

-Online

Office Administration has a new concentration in Office Software
(AAS degree). Students develop skills in advanced office software
applications, along with office procedures, records management,
office computations, keyboarding, editing and formatting, oral and
written communication, critical thinking, team building, and
problem solving. The degree is available online.

Graduates should qualify for employment opportunities in
government agencies, financial institutions, and large to small
offices and businesses. Students are eligible to take industry-
recognized certification exams.

Office Software Certificate — C25370S

-Online

This certificate provides an in-depth study of commonly used office
software applications to prepare students for employment and to
pass certification exams in word processing, spreadsheet, and
presentation software. The certificate is available online.

Program Sequence

FIRST SEMESTER

ENG 111  Writing @and INQUIY ........cooeriiniriienienieie e
OST 122  Office Computations..
OST 137  Office Applications | .......cccocueeieeririieeiie e 3
OST 164  Office EditiNg.....cceervereeieieniieienie e 3
OST 184 Records Management.........cccceruereeeenieniesieeneesieseenes 3
SECOND SEMESTER
CTS 130 Spreadsheet........cccccoieiieiieiiiiniceeeee e 3
OST 134  Text Entry & Formatting .. .3
OST 136 Word Processing............. .3
__ __ English Elective............ .3
Math/Science Elective...........ccccooniienninicnciecee, 3

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

SUMMER SEMESTER
o Social Science Elective.........ocvevvereeiieiieeieeeeiees 3
HumanitiesS/FA EIECHIVE .........ccvveviiiieeiiee e 3

THIRD SEMESTER
CTS 230 Advanced Spreadsheet............ccooeveerieeniinieenieennene 3

OST 138  Office Applications Il ........cceeeevvererieiineeieseseeeeee 3
OST 181  Office Procedures .........cccoerieveninieiiiiinieieseeeeee 3
OST 236  AdvWOrd ProCessing .........ccceeerereenieneneenieseneennenns 3
OST 286  Professional Development...........ccocevereeieenienenieenienns 3

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG 111, ENG ELective

Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

FOURTH SEMESTER

OST 153  Office Finance Solutions ..........cccocvvevecoenincncieinenene 3

OST 165  Adv Office Editing .......ccceveereeriirieeiie e 3

OST 289  Office AdmIn Capstone..........ccceerveeerieereesiieeneesee e 3

OST 233  Office Publications Design ............cccerereeiienienenieeniens 3
OAEIECHVE ...t 3

Humanities and Fine Arts Electives
(Choose 3 credit hours from the following courses)

ART 111  Art APPrecCiation .......ccoceereeeeeeieeenee e
HUM 110 Technology and Society .
HUM 115  Critical ThinKing .......ccccoeiiiiiiiiieiie e

Mathematics Electives

(Choose 3 credit hours from the following courses)

MAT 110 Mathematical Measurement............cccceevvevvereneennenne. 3
BIO 110 Principles of Biology ..........cccevererierienieneeieseeeeeee 4

English Electives
(Choose 3 credit hours from the following courses)

ENG 114  Professional Research and Reporting..........c.cccceeevenee. 3
ENG 112  Writing/Research in the DiSC .........ccccevivieiicninicienne. 3
COM 120 Intro Interpersonal ComMmM..........ccceveevienierienieneeeeniene 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General PSYcholOgy .......cccccceeieviirieieeniinieeneeeeeeee
SOC 210 Introduction to Sociology

HIS 111 World Civilizations | ........

OA Electives

Choose 3 credit hours from the following courses:

ACC 120  Prin of Financial ACCOUNtiNG .......cccevverierieiieniesieieens 4
BUS 115 BuSINesSS Law | ..o 3
BUS 153 Human Resource Management ............c.cccoceeneeneenns 3
OST 135 Adv Text Editing and Formatting ............ccccevereeieeniene 3
OST 155  Legal Terminology ........cccceereevueruireeiieniieresiesieeeeeeee 3
OST 156 Legal Office Procedures.........cccocereerienenieeniesenieeniene 3
OST 132 Keyboard Speed BUilding..........ccccooeveneniiniienieieee 2
OST 284 Emerging Technologies. ........ccceeveereeniesiiieniesieeeenne 2
WBL 111 Work —Based Learning |........cccoceeereenienenieenieneeeeens 1
WBL 121  Work-Based Learning Il.........cccccevereneninienicneeeene 1
WBL 112 Work-Based Learning l.........cccoeceeiieieeeiienineieeeeee. 2
Graduation Requirements ..........ccceeeeveneneenene. 66 Credit Hours

Office Professional Diploma - D25370P

-Online

The Office Administration Diploma is designed for the individual
entering, upgrading, or retraining in the office field. Students
develop skills in records management, office computations,
software applications, office procedures, keyboarding, editing and
advanced formatting, critical thinking, and problem solving. The
diploma is available online.

Graduates should qualify for entry-level employment opportunities
in a variety of office positions in business, government, and
industry. Students are eligible to take industry-recognized
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certification exams.

Program Sequence

FIRST SEMESTER
ENG 111  Writing and INQUINY .......ccceoeeriinieenie e
OST 122  Office Computations........
OST 134 Text Entry and Formatting...
OST 181  Office Procedures ........ .
OST 184 Records Management..........cccceereereennieesieesieesseeseenns

wwwww

SECOND SEMESTER
OST 135 Adv Text Entry & FOormatting.........cccceeeereeriiennennnenne
OST 136 Word Processing...........ccc......
OST 137  Office Applications I ..
OST 164  Office Editing........cccceceeruennee .
OST 286 Professional Development..........ccccceveneeieenenenieene.

SUMMER SEMESTER

CTS 130  SPreadsheet.........cccoceeeeerireniienienieiene e 3
- ENG EIECHVE.....c.eeeiiiiiiieeee e 3
English Electives

(Choose 3 credit hours from the following courses)

ENG 112  Writing/Research in the DiSC........ccccovvveeiieneeiiieeieenns 3
ENG 114  Professional Research and Reporting ............cccceeenee. 3
COM 120 Intro Interpersonal Com .........cccoeeereenieeseesieenieesnens 3
Graduation Requirements ..........cccccovevveivcneneenne. 36 Credit Hours
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