East Los Angeles College 1301 Avenida Cesar Chavez Monterey Park CA 91754

Legal Secretary

CERTIFICATE

This program prepares the
student for a secretarial po-
sition in the offices of attor-
neys, the legal department of
private industries, federal,
state, county, or city govern-
ment, and the courts.

Computer Keyboarding Il

CAOT 3** Computer Keyboarding Ill

CAOT 23** Legal Secretarial Procedures |
CAOT 24* Legal Secretarial Procedures Il
CAOT 31 Business English

CAOT 32* Business Communications
CAOT 33 Records Management

CAOT 34 Business Terminology

CAOT 35 Concepts in Information Systems
CAOT 39** Word Processing: Keyboarding &
Operations (Microsoft Word)

CAOT 82** Microcomputer Software Survey in
the Office

LAW 1 Business Law |

CAOT 91** Microcomputer Office Applications:
Advanced Word Processing

CAOT 92** Computer Windows Applications

*This course has a prerequisite.
**This course has an advisory.

Computer Applications and Office Technologies
Technology Building ET - Fourth Floor
For more information, call 323-265-8954
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