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Associate in Applied Science Degree
The Office Systems program prepares students to work in an integrated office environment of people, processes, and technologies.  Job titles may include administrative assistant, office assistant, and office manager.  These personnel use a variety of office technology and computer‑based applications (word processing, electronic mail, Internet research, desktop publishing, graphics, database, and spreadsheet).  They support and help facilitate accurate communication and information exchange to internal and external customers on a timely basis.

Technical courses combined with general education courses in writing, oral communications, science, economics, mathematics, and heritage/humanities prepare students for today's workforce and provide a basis for lifelong training, a necessity for the workforce of the future. Students may choose an office emphasis by enrolling in specific technical courses such as Medical Terminology, Medical Office Procedures, Medical Coding, Advanced Information Processing, Web Design, or Desktop Processing.  All program students must complete a supervised work experience according to their emphasis in an office prior to graduation.

Program graduates are employed in professional offices, education, government, businesses, and industries.  Graduates may choose to sit for  the Certified Professional Secretary7 Examination.
Certified Professional Secretary7 Rating

The CPS rating is a highly respected professional designation.  Many corporations use the rating as a hiring and/or promotion standard.  The Exam is administered on the JCC campus twice a year for those who make application through International Association of Administrative Professionals7.  Community colleges in the Kentucky Community and Technical College System award 24 credit hours to those who pass the CPS Exam and earn 12 credit hours at the college from which they want to receive the credit.

Office Proficiency Assessment and Certification7 Exam
Students in the semester prior to their graduation should take the OPAC7 Exam.  It is offered twice a year.  This is a computerized system for measuring skills needed in today's automated office.

Scholarships
The International Association of Administrative Professionals7, Louisville Chapter, awards scholarships annually. For information on these    and other scholarships, contact the JCC Student Services Office.

Admissions Procedures:
Submit the following:

1.   College application form.

2.   Scores from the American College Test (ACT).   ACT scores are not required for students with previous college credit

      (Advanced Standing).

3.   Official transcripts of college work completed.

For Financial Assistance, Contact:
Financial Aid Officer

Jefferson Education Center

Jefferson Community College

200 West Broadway

Louisville, KY 40202

Phone:  502/213‑2137


For Further Information, Contact:
Office Systems Advisors

Business Division, VTI 224

Jefferson Community College

109 East Broadway

Louisville, KY 40202

Phone:  502/213‑2185


Jefferson Community College does not discriminate on the basis of race, color, national origin, age, religion, marital status, sex, or handicap in employment, educational programs, or activities as set forth in Title IX, Title VI, and Section 504.  Jefferson Community College will comply with Section 504 of the Rehabilitation Act and Title IX.  Disabled students can receive individual assistance by contacting the College's handicapable services counselors.

OFFICE SYSTEMS PROGRAM

Recommended Course Schedule
First Year
First Semester
ENG 101
Writing I 

 3

OS 118
Intermediate Word Processing 

 3

OS 100
Introduction to Information Systems or 

 3

CIS 100
Introduction to Computers 

 (3)

MAH 121 or MAH 151 or a higher level math 

 3

_______
Oral Communication Course 

 3 

15

Second Year

First Semester
OS 215
Administrative Office Procedures * 

 3

OS 225
Introduction to Desktop Publishing 

 3

OS 235
Business Communications Technology 

 3

_______
Accounting Course 

 3

_______
Economics Course 

 3

_______
Program Approved Course (See list below.)

 3 

18



Second Semester
ENG 102
Writing II 

 3

OS 140
Advanced Word Processing 

 3

OS 150
Office Technology and Transcription 

 3

OS 160
Database and Records Management 

 3

______
Science Course 

 3 

15

Second Semester
OS 220
Administrative Office Simulations 

 3

OS 240
Integrated Information Processing or 

 3

CIS 130
Microcomputer Applications & Development 

 (3) 

OS 271
Office Internship or COE 199: Co‑op 

 3

OS 275
Office Management 

 3

______
Heritage/Humanities Course 

 3

______
Program Approved Course (See list below.) 

 3 

18

This recommended schedule does not include other courses that may be required as indicated by JCC assessment results.

Courses may be taken during summer sessions.

*According to a student's office emphasis, OS 276, Legal Office Procedures, or OS 278, Medical Office Procedures, may be substituted for OS 215.

Program Approved Courses
Choose 6 hours from the following program approved courses.  The selection will be determined by your office emphasis:  administrative, medical, information processing, or legal.

ACC 202
Managerial Uses of Accounting Information 

3

ACT 102 
Basic Accounting and Applications II 

3

AHS 240 
Medical Economics and Medical Records 

3

BE 120 
Personal Finance 

3

BE 160 
Introduction to Business or 

3

B&E 100 
Introduction to Business and Economics 

1

BE 267
Introduction to Business Law 

3

BE 274
Human Resource Management 

3

BE 282
Principles of Marketing 

3

BE 283
Principles of Management 

3

BE 288
Personal & Organizational Leadership

3

BNK150
Principles of Banking 

3

CIS 110
Operating Systems Concepts 

3

CIS 152
Introduction to Web Page Design 

1

CIS 153
Intermediate Web Page Design 

2

CIS 230
Advanced Microcomputer Applications 

3


CLA 131
Medical Terminology from Greek & Latin

3

ECO 202
Principles of Economics II 

3

OS 102
Office Financial Applications 

3

OS 104
Speedwriting Theory and Laboratory 

4

OS 110
Introduction to the Legal Profession 

3

OS 119
Theory and Principles of Shorthand 

3

OS 212
Accelerated Shorthand 

3

OS 216
Selected Topics in Office Systems 

1-3

OS 226
Advanced Desktop Publishing 

3

OS 276
Legal Office Procedures* 

3

OS 278
Medical Office Procedures* 

3

OS 279
Medical Coding I 

3

QT 101
Quality Management Principles 

2

______
Social Interaction Course 

3

(cannot be used to fulfill core requirement)
Total AAS Degree Requirements      66 
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