OFFICE ADMINISTRATION DEPARTMENT

Administrative Assistant Certificate (ADAC)
Quick Facts 2011-2012

The Administrative Assistant program is a 3¢-week program designed for students who Hittle or no prior
business education or experience and is suitabke fidde range of students including recent hidtost
graduates, career changers, as well as maturenssudishing to upgrade their business technologissk
The program includes a comprekere set of courses designed to prepare graditatasvide range c
employment opportunities in private, corporate gadernment business office

Students in this program will learn business comigation; administrative office procedures; busirmath;
accounting, including payroll and computerized acttimg; word processing, spreadsheet, datal
presentatiorand desktop publishi; Webpage maintenance and effective job searcmigabs. The
Administrative Assistant program may also be comged online. Graduates frorthe ADAC program
receive course equivalency credits for Business iAtnation BUAD 111, BUAD 128 and CMNS 1:

Attendance Options

Cost $5,171*

* estimated costs for on-
campus students based
on 2009 rates and are
subject to change

Employment
Opportunities:

Success Expectations:

ADAC Courses ca
lead to further
education in:

September to June (10 months) full- or partime day classes Kelowna,
Penticton, Salmon rm, and Vernon

» September 6, 2011 — June 22, 2012

» Monday —Friday, six hours per day (30 hours per w:
Y ear -round online through Okanagan College and BC Canr
Tuition $3,566 *
Texts approximately $950 * if purchased newsed texts are availak
Dental/Extended Health $225 * (may be wai

Student actixty and other ancillary fees $430 *

Eligible for sponsorship througgovernment agenci

Financial assistance may be available to eligibldents in the c-
campus prograr Online courses are not eligible for student Ic

Administrative Assistal * Real Estate Assiste
Account Payable/Receivable ClI |« Financial Services Cle
Accounting (erk « Payroll Clerl
Receptionis » Government Clel

90 percent of recerADAC graduates are working in business offi
throughout the Okanagan and bey:

After five years’ work experiencADAC graduate can expect to earn betwe
$3E,000 and $45,000 per year, plus benefits.

There is a high demand fAdministrative Assistants in the Okanagan and
acros Canada

Legal Administrative Assistant Corporate/Conveyag- Okanagan College
Legal Administrative Assistant Litigatic— Okanagan Colle(

Medical Administrative Prograr Okanagan Collec

Payroll Management Certificaticwww.payroll.ca

Professional Bookkeeping Certificawww.cibcb.con

International Association of Administrative Professls (IAAP) certificatiol
www.iaaf-hg.org/

Business Administratic Diploma and DegreesOkanagan Colleg

Business Administration Office Management Certific— Okanagan College
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Admission e Graduation from Grade 12 (or equivalem);mature student status (age 19 and
Requirements: out of full-time high school for at least one ygaior to program start)
¢ A minimum of 67% in any math 11 course or equiva@ma minimum score o1
70% on a basic business mathematics assessment.
A minimum of 67% in English 11 or an equivalent Adeced Level Adult Basi¢
Education English cours®# a minimum score of at least 70% on a basic
English comprehension assessment.
e Touch typing and a keyboarding speed (20 wpm) siralele
» Mature students are encouraged to contact the tiegrarfor a PLA*** review

CoursesInclude~: (All courses are available on-campus antine for full- or part-time study)

Course Number and Name Hours PLA Available **
OADM 10C  Word Processir 12C Yes
OADM 11C  Communication 9C Yes
OADM 111  Letter & Report Writin 45

OADM 12C  Office Procedures & Records Managen 6C Yes
OADM 121  Administrative Office Procedur 75

OADM 12€  Transcriptiol 30

OADM 127  Administrative Simulatio 3C

OADM 13C  Business Math . Electronic Calculato 6C Yes
OADM 14C  Accounting 10t Yes
OADM 142  Payroll Accountin 30

OADM 152  Simply Accountin 75

OADM 165  Presentation Graphi 3C

OADM 167  Computer Essentials & the Inter 5C Yes
OADM 168  Databas 50 Yes
OADM 16¢  Spreadshee 5C Yes
OADM 17C  Managing a Website for Busin 45

OADM 171  Desktop Publishir 45

OADM 18C  SelfManagement Skil 30

OADM 181  Job Search Techniqt 3C Yes
OADM 182  Office Practicum ** 9C

** Transfer credits may be accepted from or by othstitutions or departments. Please contactimartment chair for
full details or visit the BC Transfer Guidewtvw.bctransferguide.ca/program/abt.cfm

*** Prior Learning Assessment (PLA) Credit for pregidearning. PLA may involve an evaluation exameliview
and/or portfolio assessmeMOTE: In order to receive the Okanagan College Adnriaiive Assistant Certificate, a
minimum of 50 percent of course credits (not inahgdPLA credits) must be completed at Okanaganegell

**** Students are responsible for obtaining thewrm practicum placements. This is the final coursthe ADAC
program; therefore, students do not return to aase the practicum is complete.
Further Information | « Web: www.okanagan.bc.ca/oadm
» Office Administration Department Chair: Teresa Kisilevich
Email: tkisilevich@okanagan.bc.dhone: 1-877-755-2266 ext 4393
e Online Coordinator: Edie Lowes
Email: elowes@okanagan.bc.ta877-755-2266 ext. 2219
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