FFICE ADMINISTRATION
ONE-YEAR CERTIFICATE

e Fall Semester

OST 131 Keyboarding
OST 137 Oftice Software Applications

¢ Spring Semester

OST 136 Word Processing
CTS 130 Spreadsheets

e Fall Semester

OST 236 Adv. Word/info Processing
OST 184 Records Management

FOR MORE INFORMATION CONTACT:

Judy Anderson, Department Head

Office Administration/Medical Office Administration
910.938.6356

andersonj@coastalcarolina.edu

Tyler Willis, Instructor
Office Administration
910.938.6383
Willist@coastalcarolina.edu

April LaFave, Instructor

Office Administration/Medical Office Administration
910.938.6350

lafavea@coastalcarolina.edu



