East Los Angeles College 1301 Avenida Cesar Chavez Monterey Park CA 91754

This program is designed
for students who want to
work in an office and
possess the skills
necessary to assist
managers in the daily
operations of an office.
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CAOQOT 2** Computer Keyboarding IT ..........cccceeveeeveenernenneenseeneeneenen. 3
CAOT 3** Computer Keyboarding ITT ........cccccecceeveevernerseenseeneenueenens 3
CAOT 31 Business English......ccccoecevvieniinennienniiniineceseeseesceseeeens 3
CAOT 32** Business Communications..........ccceeeeeveeeeccveeeeciieeeeeiieeeennns 3
CAOT 33 Records Management.........cocueeeeeeerernessuessuesseeneeneessessnens 2
CAOT 34 Business Terminology ........cccceeeveeveeereenieenersessuesseenveneennens 2
CAOT 35 Concepts in Information Systems.........ccceecveeevueesvveresueennenn. 3
CAOT 39**  Word Processing: Keyboarding &

Operations (Microsoft Word)........ccceeevvereierreeiniessiiessieesseesseessseesseennns 3
CAOT 82**  Microcomputer Survey in the Office......cccceevviernienniennnnnnns 3
CAOT 92**  Computer Windows Applications.......c.ccceceerveerveeruerrueneennes 2
CAOT 97 Internet for BUSINESS ....cc.vvveeeciiieeeeiieeeeiieeeeeieeeeeaeeeeeenaeeenns 3
CAOT 111**  Microcomputer Office Applications:

Electronic CommuniCations .........ceerverrverruerseenreenernersiesseeseeseeseessesssens 2
CAOT 140 Technology for the Virtual Office ........ccceveveveeverviersienennne. 3

Total ............ WSs TSR . ............ooooeBnnieeeneiecernnee 35

**This course has an advisory course.

Computer Applications & Office Technologies
Technology Building E7 - Fourth Floor, Room E7-420
For more information, call 323-267-3738
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