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

EXECUTIVE ASSISTANT

This program is designed
to prepare students to
know the fundamentals of
business and human rela-
tions skills and to excel in
language arts and com-
puter skills.

CERTIFICATE

UNITS
CAOT 2** Computer Keyboarding I .........cccoceeverrerrierrieniieneeneenensiessiesseesseeseenne 3
CAOT 3** Computer Keyboarding IIL.........ccccceeverruerrierrierieneeneesenniensiesieesseeseenne 3
CAOT 7* Machine TranSCription ......cccocceeeveerrernnieenseenieerseesseesseeessseesssesssseesses 3
CAOT 31 Business English 3
CAOT 32* Business COmMMUNICATIONS.......ccccecureeeeiiereeeiieeeeeireeeeecreeeecveeeeeseeeeesnnes 3
CAOT 33 Records Management .........ccecueeerveerruernreeenseessreesseessseessseessseesssesssssessses 2
CAOT 34 Business TermMinolOZY ........cccevvereererrerrueriuerseeniteneeseesesssesssessaessaeseenee 2
CAOT 35 Concepts in Information SySteImMS..........cceeeveervereeseeseeseesesseesreessesseenns 3
CAOT 39** Word Processing: Keyboarding & Operations (Microsoft Word) ....... 3
CAOT 82** Microcomputer Software Survey in the Office........ccccevverviervierveenennne 3
CAOT 85** Microcomputer Office Applications: Spreadsheet (Excel for Windows)
OR

CAOT 86** Microcomputer Office Applications: Database

(Access for WINAOWS) coiieecieeeiee ettt eee e ree e e re e e e aae e e s saaaeenas 3
CAOT 41** Office Methods OR
CAOT 941 Cooperative EAUCAtION.......cccceeerviiriiiiriiinieenieeeseesieeeseeeeseeeseeessaeesees 4
CAOT 91** Microcomputer Office Applications:Advanced Word Processing....... 2
CAOT 92** Computer Windows Applications .........c.cceecververerreenersiessiesseenseenieenne 2
CAOT 97** Intro. to the Internet for Computer Applications

and Office TeChnolOgIes........couirueiririiriinienteteee et 3
CAOT 110** Microcomputer Office Applications: Presentation Design ................ 3
CAOT 111** Microcomputer Office Applications:Electronic Communications .....2
TOURAL.......oiiiiieceeeeee ettt s e e st e s e te e s te s e sbe e st e s s ba e st e eesbaesseeeessaenseans 47

Computer Applications and Office Technologies
Technology Building E7 - Fourth Floor

For more information, call 323-265-8954
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