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A.A.S. IN MEDICAL
OFFICE ADMINISTRATION

(A25310) Associate in Applied Science Degree. This curriculum prepares individuals for employment in medical and other
health-care related offices.

Course work will include medical terminology; information systems; office management; medical coding, billing and
insurance; legal and ethical issues; and formatting and word processing. Students will learn administrative and support
functions and develop skills applicable in medical environments.

Employment opportunities are available in medical and dental offices, hospitals, insurance companies, laboratories,
medical supply companies, and other health-care related organizations.

Students may be required to take one or more Developmental courses as a result of pre-enrollment placement tests;
therefore, the student may need more than the minimum number of contact hours listed for graduation.

Fall Semester 1 Lecture  Lab Credit

ACA m College Student Success 1 0 1

0sT 130 Comprehensive Keyboarding 2 2 3

as m PC Literacy 1 2 2

MED 121 Medical Terminology | 3 0 3

MED 130 Admin Office Procedures | OR 1 2 2

0sT 181 Office Procedures 2 2 3

ENG m Writing & Inquiry 3 0 3

() 136 Word Processing 2 2 3
Total 1718

Spring Semester 1 Lecture  Lab Credit

ENG 14 Professional Research & Reporting 3 0 3

MED 122 Medical Terminology Il 3 0 3

pSY 150 General Psychology OR 3 0 3

pPSY 18 Interpersonal Psychology 3 0 3

MAT 110 Math Measurement & Literacy OR 2 2 3

MAT 143 Quantitative Literacy 2 2 3

() 286 Professional Development 3 0 3

WEB 110 Internet/Web Fundamentals 2 2 3
Total 18

Fall Semester 2 Lecture  Lab Credit

0sT 134 Text Entry & Formatting 2 2 3

0ST 148 Medical Insurance and Billing 3 0 3

ACC 15 College Accounting OR 3 2 4

ACC 120 Principle of Accounting 3 2 4

BIO 161 Introduction to Human Biology 3 0 3

0sT 164 Office Editing 3 0 3
Total 16

Spring Semester 2 Lecture  Lab Credit

ACC 180 Practices in Bookkeeping 3 0 3

0ST 284 Emerging Technologies 1 2 2

0sT 122 Office Computations 2 2 3

(M) 149 Medical Legal Issues 3 0 3

() 289 Office Admin Capstone 2 2 3

0ST 236 Advanced Word Processing 2 2 3

*Humanities Gen Ed Requirement 3 0 3
Total 19

TOTAL HOURS 70/

*Please see the section titled “General Education Requirements for A.A.S. programs” at the end of the Program
of Study section for specific courses that fulfill these requirements.
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CERTIFICATE IN MEDICAL
OFFICE ADMINISTRATION

(€25310)
Lecture  Lab Credit
() 130 Comprehensive Keyboarding 2 2 3
0sT 149 Medical Legal Issues 3 0 3
0ST 148 Medical Insurance and Billing 3 0 3
MED 121 Medical Terminology | 3 0 3
MED 130 Admin Office Procedures | OR 1 2 2
0sT 181 Office Procedures 2 2 3
() 134 Text Entry & Formatting 2 2 3
Total 17/18
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