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Administrative Assistant Major – 660 hours

Student Name​ ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​______________________________________

Date _____________________________________

Student Signature ___________________________________

Advisor Signature __________________________

Parent/Guardian Signature (if required)__________________
Student Status ___Secondary     ___Post-Second

This plan of study should serve as a guide, along with other career planning materials, as you continue your career path. 

	
	Major Courses
	Date Completed
	Hours


	Major Courses
	Date Completed
	Hours



	
	Fundamentals of Technology
	
	120
	Fundamentals of Administrative Technologies II
	
	120

	
	Professionalism
	
	
	
MS Access
	
	

	
	Keyboarding 
	
	
	
MS PowerPoint
	
	

	
	Computer Fundamentals
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	Office Administration & Management
	
	120

	
	Customer Service
	
	60
	
Business Communications
	
	

	
	
Customer Service Basics
	
	
	
Management Fundamentals
	
	

	
	
	
	
	
Desktop Publishing
	
	

	
	
	
	
	
MS Outlook
	
	

	
	Fundamentals of Administrative Technologies 
	
	120
	
	
	

	
	
Office Procedures 
	
	
	
	
	

	
	
MS Word
	
	
	Career Major Capstone 
	
	120

	
	
Document Formatting
	
	
	
Career Development
	
	

	
	
MS Excel
	
	
	
	
	

	
	


	
	Redlands Community College Credit

	
	Redlands Courses
Canadian Valley Technology Courses

Grade

Date Completed

Instructor Signature

ACCT 2213 Computerized Accounting
QuickBooks Pro 2011
AMT 1043 Document Formatting
Document Formatting
AMT 2153 Word Processing
MS Word
BUS 2093 Business Communications
Business Communications
CMSC 1223 Business Application Software
MS Word, MS Excel, MS Access, MS PowerPoint
CMSC 1233 Spreadsheet Applications
MS Excel
CMSC 1243 Database Application
MS Access


	
	Work-based Learning Options
	BrainBench Certifications

	
	Activity
	Date
	Test
	Date
	Test
	Date
	Test
	Date

	
	Internship/Mentorship
	
	MS Word
	
	MS Excel 
	
	MS Office Fundamentals
	

	
	OJT
	
	MS PowerPoint 
	
	MS Access 
	
	Data Entry 10 key 
	

	
	Prof Dev/Spelling
	
	Filing
	
	MS Outlook
	
	Business Math 
	

	
	Attendance
	
	Office Procedures
	
	Business Concepts 
	
	Accts Receivable
	

	
	
	
	Customer Assist. 
	
	Office Management
	
	Accts Payable 
	

	
	
	
	Phone Etiquette
	
	Managing People 
	
	QuickBooks
	

	
	
	
	Computer Fundamentals
	
	Business Communications
	
	Interpersonal Communication 
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