SOUTHERN
CRESCENT

TECHNICAL COLLEGE

Administrative Support Assistant (AS21) 20 Credit Hours

Program Description:

The Administrative Support Assistant program prepares individuals to provide
administrative support under the supervision of office managers, executive
assistants, and other office personnel. Courses include: Introduction to Computer

Literacy, word processing, and office procedures.

Contact:

Michael Cook, Ed.D.
Program Coordinator
770-412-4410
michael.cook@sctech.edu

Website:
https://sctech.smartcatalogig.com/en/curren
t/catalog/business-programs/as21-
administrative-support-assistant-technical-
certificate-of-credit

Certificate Requirements

Program Specific

e Courses are offered online only

S = Semester; CR = Credit Hours; FA = Fall; SP = Spring; SU = Summer; ALL=any semester

\/ Grade

Notes and Milestones

S ter 1 S CR . . .
emester Prerequisites must be passed with a “C” or higher
COMP 1000 Introduction to Computer Literacy ALL 3
BUSN 1240 Office Procedures ALL 3 Prerequisite COMP 1000 - Introduction to
Computer Literacy with a grade of C or better
BUSN XXXX Occupational Guided Elective ALL 3 List of Occupational Guided Electives
BUSN XXXX Occupational Guided Elective ALL 3 List of Occupational Guided Electives
12 | Program Semester Hours
\/ Grade Semester 2 S CR Notes and Milestones
BUSN 1400 Word Processing Applications ALL 4 | Prerequisite COMP 1000 - Introduction to
Computer Literacy with a grade of C or better
BUSN 1440 Document Production ALL 4 Required typing test indicating the ability to key at
least 25 words per minute
accurately, OR successfully pass BUSN 1100 with
grade of "C" or
better. https://www.typingtestpro.com/
Access Code: SCTCstudent TestID: ndbntk6z
8 Program Semester Hours

Meet with your Academic Advisor to ensure you are viewing the latest and most accurate information.

Employment Opportunities: https://www.sctech.edu/career-services/

Financial Aid by Program: https://www.sctech.edu/sctc-programs-by-financial-aid-fund-type/

Southern Crescent Technical College does not discriminate on the basis of race, color, creed or religion, military status, national or ethnic origin, sex, age, or disability.
The following persons has been designated to manage inquiries regarding the non-discrimination policies: Eben Risper, Title IX Coordinator for the Griffin Campus,
Henry County Center, and Fayette County Center, 501 Varsity Road, Griffin, GA 30223, eben.risper@sctech.edu, 770-228-7382; Teresa Brooks, ADA/Section 504
Coordinator for the Griffin Campus, Henry County Center and Fayette County Center, 501 Varsity Road, Griffin, GA 30223, teresa.brooks@sctech.edu, 770-228-7258;
Mary Jackson, Title IX and ADA/Section 504 Coordinator for the Flint River Campus, Butts County Center and Jasper County Center, 1533 Highway 19 South,

Thomaston, GA 30286, mary.jackson@sctech.edu, 706-646-6224.
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