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	Name
	
	
	Instructor:  

	Address
	
	
	Date(s) of Attendance:

	City/State/Zip
	
	
	Entrance:  

	Telephone
	
	
	Exit:  

	E-Mail
	
	
	Additional Information:

	Date of Birth
	
	
	

	Social Security No
	
	
	Business Core  Yes ____  No _____

	Brainbench Transcript #
	
	
	ODCTE (OD6601) _____,    IC3_____,  or  Computer Fundamentals ______ ___________________


	Cluster:             Business Management and Information Technology

	Pathway:           Administrative & Information Support

	Career Major:   Office Information Specialist

	Courses
	Date Started
	Date Completed
	Grade

	Business Communications (120 Hours)
	
	
	

	    Office Safety and Ergonomics
	
	
	

	    Keyboarding and Ten Key 
	
	
	

	Fundamentals of Technology (120 Hours)
	
	
	

	    Practical PC and Office
	
	
	

	    Computer Basics (Hardware, Software)
	
	
	

	Fundamentals of Administrative Technologies I (120 Hours)                            0             
	
	
	

	    Office Suite Basics (10 Hours)
	
	
	

	 ** Microsoft Word (30 Hours)
	
	
	

	     E-Commerce (10 Hours)
	
	
	

	 ** Microsoft Excel (30 Hours)
	
	
	

	 **Office Procedures (20 Hours)
	
	
	

	    Telephone Etiquette (20 Hours)
	
	
	

	Fundamentals of Administrative Technologies II (120 Hours)                           0             
	
	
	

	 **Microsoft Access (60 Hours)
	
	
	

	 **Integration of MS Word, Excel and Access (60 Hours)
	
	
	

	Office Administration & Management (120 Hours)                                              0             
	
	
	

	 **Microsoft PowerPoint (40 Hours)
	
	
	

	    Microsoft Outlook (40 Hours)
	
	
	

	    Microsoft Publisher (40 Hours)
	
	
	

	Desktop Publishing and Graphic Design (120 Hours)                                         0             
	
	
	

	 **Adobe Photoshop CS2
	
	
	

	 **Adobe InDesign CS2
	
	
	

	Fundamentals of Web Design (120 Hours)                                                          0              
	
	
	

	  CIW Training Materials (Foundations)
	
	
	

	Multimedia & Image Management Techniques (120 Hours)                               0             
	
	
	

	 **Adobe Photoshop CS2 (40 Hours)
	
	
	

	 **Adobe Illustrator  CS2 (40 Hours)
	
	
	

	 **ArcSoft DVD SlideShow/ShowBiz 2 (40 Hours)
	
	
	

	Office Information Specialist Capstone   (120 Hours)
	
	
	


** Denotes College Credit

0    Denotes OHLAP Credit
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	Required Certifications
	Score
	Date Received
	Required Certifications
	Score
	Date Received

	Media Production: Production Assistant (ODCTE)
	
	
	CIW Foundations Exam
	
	

	Microsoft Word (any level)
	
	
	Interpersonal Communications
	
	

	Microsoft Excel (any level)
	
	
	Office Management
	
	

	Telephone Etiquette
	
	
	Managing People
	
	

	Office Procedures
	
	
	Adobe InDesign
	
	

	Microsoft Access (any level) 
	
	
	Adobe Photoshop
	
	

	Microsoft Office Fundamentals
	
	
	Web Design Concepts
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Course #
	Credit Hours
	Date Completed
	Grade

	Office Information Systems Technology Courses – (31 hours)
	
	
	
	

	CS 1013 Computer Literacy and Applications
	8406
	3
	
	

	OIS 1013 Office Procedures
	8406
	3
	
	

	OIS 1333 Document Production
	8406
	3
	
	

	OIS 1343 Advanced Document Production
	8406
	3
	
	

	OIS 2101 Employment Orientation
	8406
	1
	
	

	OIS 1383 Customer Service (Capstone)
	8409
	3
	
	

	OIS 1413 Business Computer Applications
	8406
	3
	
	

	OIS 1423 Integrated Computer Applications
	8407
	3
	
	

	OIS 1143 Desktop Publishing
	8408
	3
	
	

	OIS 1373 Business Communications
	8408
	3
	
	

	MGMT 2313 Principles of Management
	8408
	3
	
	

	                                                                                              Total Hours
	
	31 Hrs
	
	


My advisor and I have selected the areas above based on my long-term goals. I realize that my grade and financial aid may be penalized if I do not complete the selected courses and exams in the time designated by the career major.

______________________________________________


___________________________

Student Signature









Date


_______________________________________________


___________________________

Advisor Signature









Date

business, Administrative, & Information Technology


Plan of Study


 (1080)


Office Information Specialist


2009-2010








2009-2010 Administrative & Information Support
November 09

