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ALLIED HEALTH

Associate of Applied Science Degree

ADMINISTRATIVE SUPPORT TECHNOLOGY- MEDICAL OFFICE SPECIALIST
(298-02)

Purpose

The Medical Office Specialist program is designed to prepare individuals for administrative support positions in
medical offices. Individuals currently employed in medical office positions will also benefit from the program. The
programincludes coursesthat provide the knowledge and skills necessary foreffective job performancein entry-
level medical office administrative support positions.

Program Learning Outcomes
_Upon successful completion, students will be able to:

1. Written Communications: Students will apply effective writing and formatting techniques to the composition of
e-mailmessages, interoffice memos, routineletters, goodwillmessages, persuasivemessages, negative messages,
informal reports, proposals, and formal reports.

2. Scientific Reasoning: Students will demonstrate proficiency in recording, analyzing, and reporting data using

computerized tools andmethods.

Critical Thinking: Students will be able to select, analyze, interpret and evaluate arange of source materials.
Quantitative Reasoning: Students willbe able toexplaininformation presentedingraphs, diagrams, andtables.
Information Literacy: Studentswill be abletorecognize wheninformationis needed and havethe abilitytolocate,
evaluate, and effectively use the needed information. '

o

Employment Opportunities

Medical Office Specialists generally work in hospitals, clinics, and private practice offices, assisting with billing and
maintaining patient accounts, and performing general office and routine administrative duties. These professionals
exhibit expertise in professional conduct, telephone etiquette, computer applications, filing and records management,
patient scheduling, and medical office management.

Program Requirements

Students should have English and Mathematics skills assessed. Deficiencies in these areas may be corrected by complet-
ing the appropriate developmental studies courses.

FOR FURTHER INFORMATION, CONTACT:

Jane Jones Sabrina Ward Tommy Clements, Dean
jiones@mecc.edu sward@mecc.edu tclements@mecc.edu
276.523.2400ext. 249 276.523.2400ext. 224 276.523.2400 ex. 431
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ALLIED HEALTH

ADMINISTRATIVE SUPPORT TECHNOLOGY - MEDICAL OFFICE
SPECIALIST PROGRAM OF STUDY

Course # Course Title Credit Pre-Requisite Courses
(if applicable)
FIRSTYEARFALL

AST 101 Keyboarding | 2
AST 102 Keyboarding Il 2 AST 101
AST 107 Editing/Proofreading Skills 3
ENG 111 College Composition | 3
HIM 111 Medical Terminology | 3
HIM 130 Healthcare Information Systems 3
ELIGIBLE FOR HDM HIPAA Certification

SDV100 College Success Skills 1
FIRST YEAR SPRING
AST 141 Word Processing | 3 AST 101

Humanities Elective 3
ELIGIBLE FOR MICROSOFT OFFICE SPECIALIST WORD CORE & EXPERT CERTIFICATIONS UPON COMPLETION OF AST 141 AND AST 238
HIM112 Medical Terminology I 3
AST137 Records Management 3
HIM230 Information Systems & Technology

in Healthcare 3
MTH 132 Business Math 3
SECOND YEAR FALL
ACC115 Applied Accounting 3
AST205 Business Communications 3
AST243 Office Administration | 3 AST 141
BUS241 Business Law | 3
PSY 120 Human Relations 3

ELIGIBLE FOR MICROSOFT OFFICE SPECIALIST EXCEL CERTIFICATION CORE UPON COMPLETION OF ITE 140
SDV106 Preparation for Employment 1
SECOND YEAR SPRING
AST 108 Telephone Techniques 1
AST244 Office Administration I 3 AST 243
AST271 Medical Office Procedures 3 AST 102
AST290 Coordinated Internship 3
ELIGIBLE FOR CAREER READINESS CERTIFICATIONS WHILE ENROLLED iN AST 290

ITE 140 Spreadsheet Software 3

Humanities or Social Science Elective 3
TOTALPROGRAM CREDITS 67

Notes and Additional Curriculum Options
Course substitutions may be available. Please see your advisor.

71




