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Skill Certificate
Computer Applications and Office Technology (CAOT): GENERAL OFFICE ASSISTANT
In order to earn a Skill Certificate in Computer Applications and Office Technology (CAOT): General Office Assistant the student must complete all REQUIRED COURSES with a grade of “C” or better.

Required Courses:

	Course:
	Title:
	Units:

	CAOT 2
	Microcomputer Keyboarding II
	3

	CAOT 31
	Business English
	3

	CAOT 33
	Records Management and Filing
	2

	CAOT 43
	Office Procedures 
	3

	CAOT 47
	Applied Office Practice
	2

	CAOT 82 
	Microcomputer Software Survey in the Office 
	3

	TOTAL UNITS
	16
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