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WASHTENAW COMMUNITY COLLEGE 
1 PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: CT ADA Program Name: Administrative Assistant I Effective Term: Fall2013 

Division Code: BCTD Department: Business Office Systems 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

ORe view 
rgjRemove course(s): BOS 107 
rgjAdd course(s) 6/'16 11$5; J9PJG 60'7 
0Program title (title was __ ) 
rgjDescription 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the attached n~we from the catalo~t. 

Rationale for proposed changes or discontinuation: 

0Program admission requirements 
0Continuing eligibility requirements 
D Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther ___________ _ 

Content from BOS 107 (Office Administration I) is being merged into BOS 250 (Office Administration II). BOS 250 is 
currently included within the Office Administration II Advanced Certificate. 

Financial/ staffing/ equipment/ space implications: 
No changes in or additional staffing/ equipment/ space resources required. 

List departments that have been consulted regarding their use of this program. 
N/A 

Si atures: 
Reviewer Print Name 

Initiator enkins 

De artment Chair enkins 

Division Dean/ Administrator Rosema Wilson 

Vice President for Instruction 

President 

Date 

..€-t/ /p_~,q«fa/J.::;../;3 ~/ 
Qi offfH of Currlcul~~ & ~sessment http://www.wccnet.edu/departments/currlculum 
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Program Information Report 

Administrative Assistant I (CTADA) 
Certificate 
Program Effective Term: Fall 2013 

Offit;.~ o.fC:Lirriculum and Ass~SSJ17~Jlt 

This program prepares students for immediate employment in entry-level information processing, receptionist, and general office 
positions. Students will obtain skills in document formatting, electronic organization and collaboration, record management, and 
Internet communication and scheduling. It also gives students credits that can be used toward an associate degree in Business Office 
Administration. 

;u;~·;o:'·"i::Jl'· ·"·\riii'.;t··" I, , ,., ···~·;;,{l;t:iii£-"1·'"''4i!~rt1Wi:;;;%-!&J!&','i,j!j!,~~~lll\l'ilfllll.lllfiltlllli~ wJQI>iJ''Il,'"rtUli!Smo.q,!,l~neme~Mol!ll\¥%JM iiilll~'iiml:!Mll!i\'li!lii'lill!!11!il~ ':. .. . · ·•' 
BMG 155 Business on the Internet 3 
BMG 207 Business Communication 3 
BOS 101C Advanced Keyboarding 1 
BOS 157 Word Processing and Document Formatting I 3 
BOS 184 Spreadsheet Software Applications I 3 
BOS 206 Scheduling and Internet Office Applications 2 
BOS 257 Word Processing and Document Formatting II 3 

Minimum Credits Required for the Program: 18 

Friday, March 29, 2013 12:50:3 p.m. 
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ACADEMICS 
~ C J ta_ bu ra.:H ~Y\ 
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(~fl\tt Adn1inistrative Assistant I (CTADA) 
Certificate s+uck~~ w'l { ( obtaJn L ~oi(L L 

D v 
2010-2011 2011-2012 2012-2013 

Description V P.- \Q C: 

;~~~t~~~~:~~~:~n 5~~::~~!~;~:::.~~~~~~~~~~r~:~:~~~i:t?-level tnf~rmatton p~esstng,.dita er~try, recepttontst, and general office J · j {;- . 
.IIO'IF'Otldllnt also gtves students credtts that can be used toward an Yasso~ate de.grerecoertn A:agement, a;d Internet commumcatton ikills-e:fe. QYD::J7QC/lllfl1 ' 11\nsbebve SSiSlCiiil ietliliblogy J 

Contact Iriformation 1j u~l f\Q_S S ()\~\ l Q ~\m\v[\~-\rcdi 0V1, 
Division: Business/Computer Technologies 

Department: Business Office Systems Dept 
Advisors: Joyce Jenkins 

Requirements 

Major/Area Requirements 

Title Credits Class 

~ Advanced Keyboarding fl ,.,---, - i _,('l.. 1 

er~ce Adllthlisttattortt t3fYJ6 155 /3u.S/!~ t;.r} Me ~ 1/0" 4 , 

~ 

BOS 184 

Word Processing and Document Formatting 1 If 'fer/ ~>t:::..-·f 

~ 

~ 

Total 

Spreadsheet Software Applications 1 

Scheduling and Internet Office Applications 

Word Processing and Document Formatting 11 

~ Gainfol Employment Disclosures 

Home I Academics I Serv1ces I Act1v1t1es I News & Events 1 About Us 1 Contact Us 1 Jobs ii 

Total Credits Required: 

© 2013 Washtenaw Community College, 4800 E Huron R1ver Drive, Ann Arbor, Ml 48105-4800, 734-973-3300 

3 

2 

3 

/ 
3 -
~18 

·3 

Feedback & Suggestions 



Garrett, Joy 

From: 
Sent: 
To: 
Subject: 

Joy, 

Jenkins, Joyce 
Tuesday, March 19, 2013 9:13 PM 
Garrett,Joy 
Administrative Assistant I Certificate - Fall 2013 

Along with BMG 155, I would also like to add BMG 207. I asked about 8 OPT's and former students and the majority of 
them suggested some type of writing or speech (similar to what you suggested). Two OPT's specifically mentioned BMG 
207, since it covers writing, giving presentations, and lots of group work. I hope you are happy with my choices ... if not, 
please let me know. 

Thanks! 

Administrative Assistant I (CTADA) 

2013-2014 Program Year 

Class Title 
Semester Final 

Completed Grade 

BOS 
Advanced Keyboarding 

101C 

BOS 157 
Word Processing and Document 

Formatting I 

BOS 184 
Spreadsheet Software 

Applications I 

BOS 206 
Scheduling and Internet Office 
Applications 

BOS 257 
Word Processing and Document 
Formatting II 

BMG 
Business on the Internet 

155 

BMG 
Business Communication 

207 

Total Credits Required 

~H'! I h·! );!1: :l •! 

\\;lshtcnaw ('c,Jmnuuil\' 

(l:ll.) 1.77-H:JH2 

1 ), pai I 

Credits 

1 

3 

3 

2 

3 

3 

3 

18 



WASHTENAW COMMUNITY COLLEGE 
PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: Program N arne: Administrative Assistant I Effective Term: 201109 
CTADA 

Division Code: BCT Department: BOSD 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 
1:8JRemove course(s): ""B=O'-'=S'--'1...,.8""'3 ________ _ 
I:8JAdd course(s): BOS 184 __________ _ 
OPtogram title (title was __ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the attached na~>e from the catalo!!. 

Rationale for proposed changes or discontinuation: 

OPtogram admission requirements 
0Continuing eligibility requirements 
0 Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther ___________ _ 

BOS 183 Spreadsheet Software Applications is being replaced by BOS 184 Spreadsheet Software Applications I. 

Financial/ staffing/ equipment/ space implications: 
No changes in or additional staffing/ equipment/ space resources required. 

List departments that have been consulted regarding their use of this program. 
BOSD,CISD 

Si atures: 
Reviewer Print Name 

Initiator enkins 

De artment Chair enkins 

Division Dean/ Administrator Rosema Wilson 

Vice President for Instruction Stuart Blacklaw 

President Lar Whitworth 
" fe~iil'~"B~ner';'~·'<', .. :~n.m:h•se .·, 'L.OgF · 

Please submit completed form to the Office of Curriculum and Assessment and e::f' · 
posting on the website. 

Office of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 
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Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates 
generally prepare students for entry-level jobs. 

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a 
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from 
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General 
Education requirements. 

Business Office S stems 
Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these 
programs can help you achieve your goals. 

Administrative Assistant I (CTADA) 
Certificate 
Program Effective Term: Fall 2011 

This program prepares students for immediate employment in entry-level information processing, data entry, receptionist, and 
general office positions where skills in keyboarding and document formatting using computers, record management, and Internet 
communication skills are important. It also gives students credits that can be used toward an associate degree in Administrative 
Assistant Technology. 

M~J"atilitill!kacro•tlmlls'::i!i'~~&~*''::;~,j,;f:~' 
BOS 101C Advanced Keyboarding 
BOS 107 Office Administration I 
BOS 157 Word Processing and Document Formatting I 
BOS 184 Spreadsheet Software Applications I 
BOS 206 Scheduling and Internet Office Applications 
BOS 257 Word Processing and Document Formatting II 

Minimum Credits Required for the Program: 

Thursday, Aprll7, 2011 11:6:28 a.m. 

'(j16 ,credftt~l 
1 
4 
3 
3 
2 
3 

16 
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