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About this program

The Administrative Support diploma program prepares students for the workforce by focusing on the administrative and technical skills
needed to meet the demands of the current and emerging office environment. The program provides both the theory and practice
needed to succeed in an office environment. After successful completion of the program, students will be knowledgeable in business
office software, administrative procedures, communication, teamwork and problem solving. Students who pursue the Health Track will
learn to work in a variety of medical settings, handling administrative duties for private practices, hospitals and clinics. Students will be
prepared to accept responsibility for the coordination of medical office functions and patient billing processes. Students who pursue the
General Administrative Track will learn additional office skills, including software applications and business processes.

Program outcomes

1. Demonstrate professional business communication.

2. Demonstrate knowledge of electronic and manual records management.
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Demonstrate professional work behaviors, including critical thinking, problem solving, organizational skills, and diversity and
inclusion practices.

Demonstrate knowledge of financial functions within an organization.
Demonstrate proficiency using a variety of office software applications.
Demonstrate personal, social and ethical responsibility.

Demonstrate knowledge of administrative procedures within an organization.

Demonstrate knowledge and application of medical office functions.
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Demonstrate mastery of patient billing processes in a medical office setting.

Curriculum overview

Crds Requirement type
26 Required courses
6 Restricted electives in courses
32 Total

Developmental courses note: A student may be required to enroll in developmental courses in reading, writing and math. A student's scores on the
Accuplacer assessment will determine enroliment in developmental courses. The purpose of developmental courses is to prepare students for the
demands of a college-level curriculum. Credits may vary.

Accreditation: Minnesota State Community and Technical College is accredited by the Higher Learning Commission, a regional accreditation agency
recognized by the U.S. Department of Education. The Higher Learning Commission 230 South LaSalle Street, Suite 7-500 Chicago, IL 60604-1411
http://www.ncahigherlearningcommission.org Phone: 312.263.0456 / 800.621.7440
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Other requirements or restricted electives

3 credits from one or more of these Courses:

Course Crds
C titl Credit
ADMM1122 - Medical Office Procedures ...........ccccceeo..... 4 ourse e. ) ) redits
' . ACCT2211 - Financial Accounting | ......c..ocvveee. 3
ADMM1150 - Medical Billing/Insurance ..........c.cccooeeruennn 4 BUS1300 - Financial Statement Analysis ......... 3
ADMS1116 - Business Communications | ..........ccc.ccee.ee. 3
ADMS1410 - Office Administration ..........cccooeriiiiiiennn 3 3 credits from one or more of these Courses:
BUS1100 - Business COMPULES .......cocveriieeiivienieeniieeen 3 Course title Credits
BUS2150 - Legal Environment of BUSINESS .................... 3 COMM1120 - Introduction to Public Speaking . 3
HITM1151 - Introduction to Health Information 3 e L 2unication ..... 3
MANAGEMENT ...eeeeeeceeiscesiee et et ies et es et COMM1140 - Interpersonal Communication ... 3
HLTH1116 - Medical Terminology 3 COMM2200 - Intercultural Communication ...... 3
ENGL1101 - College Writing .....ccccveeevvivvvneneennn. 3
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Course summaries

ADMM1122 - Medical OffiCe PrOCEUUIES ..........ccoiiiiiiiiiii bbb b b e bt b e e bt b e e b e e bt e b b e bt e bt s b e e bt bs e abeen e (4 credits)
This course offers hands-on training in the tasks performed by medical administrative personnel in medical office settings. Topics include the role of the

medical administrative professional, exploration of health care careers, legal and ethical responsibilities, medical appointments and calendars,
professional communication including telephone techniques, reception and registration of patients, electronic health record responsibilities, introduction
to billing and insurance procedures, and an introduction to medical office management.

Corequisites:
e ADMM1104 Medical Language Applications | OR HLTH1116 Medical Terminology

ADMM1150 - Medical BillING/INSUIANCE ...........cociiiiiiiiiie et e et e s e st et e e te e st e e s te e e bt e e seeaateeasee e tee e seeanseeasae e teeesteeesseesnseennneetaeerneenn (4 credits)
This course provides information related to medical billing and health insurance. Topics covered include billing and statement preparation in the medical

office, introduction to medical coding, types of health insurance coverage, insurance claim processes and related ethical and legal issues.
Corequisites:
e ADMM1104 Medical Language Applications | OR HLTH1116 Medical Terminology

ADMS1116 - Business COMMUNICALIONS | ...ttt ettt ettt e e ettt e e e st et e e eabb e e e e atb e e e e bbb e e e bbb e e e bbe e e e anbeeeeanbeeaeanes (3 credits)
This course prepares students for oral, written and non-verbal business communication skills and competencies required within the workplace. Students

will apply proper business formats in memos, letters and other business documents using the direct, indirect and persuasive approaches in both formal
business and social business style formats. The principles of grammar, punctuation, spelling and word usage will be applied and developed to gain a
greater mastery to impart information professionally while matching style and tone in business writing. Other topics may include strategies for internal
and external communication situations, audience analysis and communication through technology individually or within teams.

Prerequisites:

e C or higher in one of the following: ENGL0096, ENGL0097, ELL1080, or ENGL0098
OR

e Placement by assessment into ENGL1101

ADMS1410 - Office AAMINISTIAtioN ... e e e e e et e e e et bt e e e e b e e e e aa b b e e e aabb e e e e bt e e e sbbeaeatneees (3 credits)
This course covers skills and procedures required for the administrative office professional within today’s office. Students will develop skills in customer

service, telephone techniques, appointment scheduling, meeting and event planning, virtual office procedures, records management and project
management. Topics will focus on professional practices occurring in the modern work environment using technology applications.

BUSI1100 - BUSINESS COMPUEETS .......couviiiiiiiiiiiiieiit ettt ettt st et et e e se e as bt e sk e e st e o1 bt e 48 et e 18t e ea b e e a8 bt e e h bt e eh b e e b e e e Rkt e e st e e e st e e b b e et e e nbeenrbeennbeentes (3 credits)
Students will utilize business computer software applications including word processing, spreadsheets, databases and presentation software to solve

business problems, emphasizing professional design and organization. Additional topics include basic computer hardware, computer security and ethics,
privacy concerns and professional communication standards.

BUS2150 - Legal ENVIronmMENt Of BUSINESS .........cooiuiiiiiiiiiiiiii ittt bt h et e e e a b bt e e s b bt e e e be e e e e kbt e e e abbe e e e abbe e e e anbbeeesnbneaeannees (3 credits)
This course offers an overview of the American legal system and provides an introduction to what a business person should know about the law and the

American legal system. Major content areas include the court system, trial process, alternative dispute resolution, business and the Constitution, the
administrative process, torts and product liability, common law of contracts, employment law, employment discrimination, anti-trust law, international
business and ethics.

HITM1151 - Introduction to Health Information Management ... (3 credits)
This course is an introduction to the delivery of health care in the United States and the health information management profession.

HLTH1116 - MediCal TEIMINOIOGY .......ooiiiiiiiiiiiieiie ettt h ettt e 1t e s b bt e bt e skt e e b bt e nh bt e b b e e b e e e s bt e e b bt e nh bt e b e e e st e e s bb e e nbneennreanees (3 credits)
This course covers prefixes, suffixes and root words used to compose medical terms. The student learns to spell, pronounce, define, analyze and

formulate terminology related to body structure, disease, diagnosis and treatment. Medical abbreviations are also included.

ACCT2211 - FINaNCial ACCOUNTING | .....ooiiiiiiiiiiiii ettt b e E e e s b e e b e R b e e b e e b e e e b e e e s bt et b e e b e e beean b e e s bbeeteas (3 credits)
This course introduces students to the content and concepts underlying financial statements. Course content includes study of the accounting model,

financial statements, merchandise accounting, internal controls and accounting for assets. The course will focus on using accounting information for
decision making.
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BUS1300 - Financial StatemeEnt ANAIYSIS .............ooiiiiiiiii et ettt et e et e s s b e e s ta e et e e e been b e e arb e e te e teenrnee s (3 credits)
This course covers principles used in analyzing financial statements and budgets. Students learn how to prepare, read and analyze financial statements.

Topics include analysis of income statements, balance sheets, flow of funds, risk, obtaining and spreading statements, cash flow projections, capital
accounts and financial ratios.

COMM1120 - Introduction 0 PUBIIC SPEAKING ........cooiiiiiiiiiii et r e (3 credits)
Meets MnTC Goal Area 1. This course clarifies the process of oral communication, clarifies the basic principles of public speaking and allows the student

to increase the application of these principles while both speaking and listening.

COMM1130 - Small Group COMMUNICAtION .........oiiiiiiiiiiii e e e e b et e e e bbbt e e e st b e e e a st e e e e asbb e e e asbb e e e et beeesbbeaennnans (3 credits)
Meets MnTC Goal Areas 1 and 2. This course focuses on communication issues in small groups and the importance of small group work in business

today. An emphasis will be placed on improving communication skills for successful teamwork, group cohesiveness and the responsibility to group goals
and tasks. Students will be provided with opportunities to build their group communication skills through practice.

COMM1140 - Interpersonal CoOMMUNICATION ............ooiiiiiiii e et e e e e e e e b e e e st b e e e st b e e e e eab b e e e anba e e s antbeees (3 credits)
Meets MnTC Goal Area 1. This course will focus on improving students' abilities to communicate effectively in one-to-one dyadic encounters by providing

experience-based instruction. Extensive in-class and out-of-class analyses allow the student to examine his/her own and others' informal social
interactions. The long-term goal is for the student to apply interpersonal communication theories to daily interactions and draw his/her own conclusions
about the effectiveness of interpersonal communication.

COMM2200 - Intercultural ComMmMUNICATION ..ot (3 credits)
Meets MnTC Goal Areas 1 and 7. This course explores the nature of communication within and between cultures and co-cultures. This class will challenge

students to think about their own cultural assumptions and explore ways in which these assumptions differ from those held by people in other cultures.
Students will review theories of communication and culture and will examine how culture is evident in languages, behaviors, rituals, norms and
worldviews. Students will observe and describe their own cultural background and will learn to respectfully communicate with members of other
cultures.

ENGLI10I - Coll@ge WIFEING .......oooiiiiiiiiiiiiiie ettt e bbbt e et et e bt e e bt e s b e e e R et e s b et e b et e a b e e e st e e bt e e nh e e e b e e e R e e e sn e e nn e e e nn e enbeeenne s (3 credits)
Meets MnTC Goal Area 1. This is an introductory writing course designed to prepare students for later college and career writing. The course focuses on

developing fluency through a process approach, with particular emphasis on revision. Students will consider purpose and audience, read and discuss
writing and further develop their own writing processes through successive revisions to produce polished drafts. Course work will include an introduction
to argumentative writing, writing from academic sources and a short research project.
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Program Plan — "Primary Plan"
Locations: Online

1st Fall Term (16 credits)

Courses
Course Crds
ADMM1122 - Medical Office Procedures ........coccevvvveeanns 4
ADMS1116 - Business Communications | .........ccccccvveeens 3
ADMS1410 - Office Administration .........cccccevviiieiiiinennnns 3
BUS1100 - Business COMPULETS .......cccovveviverriveenineeninennns 3
HLTH1116 - Medical Terminology ........cccocevevvvverveennennne 3

1st Spring Term (16 credits)

3 credits in one or more of the following:

Courses
ACCT2211 - Financial Accounting | ......ccccevivveninrnnnn. 3
Course Crds BUS1300 - Financial Statement Analysis ................. 3
ADMM1150 - Medical Billing/Insurance ..........ccoceevvvennnen. 4
BUS2150 - Legal Environment of Business ............cco...... 3 .
HITM1151 - Introduction to Health Information 3 3 credits in one or more of the following:
MNAGRMENL v vvvss vt COMM1120 - Introduction to Public Speaking ......... 3
COMM1130 - Small Group Communication ............. 3
COMM1140 - Interpersonal Communication ............ 3
COMM2200 - Intercultural Communication ............. 3
ENGL1101 - College Writing ......cccvevevvveeiiiiieniiinnnn. 3
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