MEDICAL OFFICE MANAGEMENT
ASSOCIATE OF SCIENCE
Quarter Credit Hours Required = 96

The Medical Office Management program is designed to prepare students for positions in the medical field, combining knowledge of
automated medical office and patient contact. This program is designed to teach the student to work closely with doctors to
organize and monitor patient care services. In addition, this program will focus on medical terminology, medical office procedures,
and insurance billing.

Upon successful completion of this program, students should be able to

function in a healthcare setting by providing clinical and administrative skills in a medical setting;

prepare and maintain the examination treatment area under the supervision of a physician;

manage a clinical office under minimal supervision;

use computer technology and administrative skills in a healthcare environment;

provide emergency care including Cardiopulmonary Resuscitation (CPR);

provide the professional employer with strong computer and administrative skills leading to greater efficiency for the office,
clinic, hospital, or other healthcare setting;

describe relevant aspects of patient care, automated medical office administration, and insurance billing; and

e coordinate a successful job search.
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GENERAL EDUCATION:
These courses are to be selected in consultation with the Program Director so as to effectuate a balanced educational program.
Select a total (minimum) of 24 credit hours as indicated below:
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