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MYCAA EDUCATION & TRAINING PLAN
STUDENT NAME: 
EXECUTIVE ASSISTANT PROGRAM
WITH MICROSOFT OFFICE 2007 TRAINING
[bookmark: _GoBack]Course Code: 602796   |   Tuition: $1,870   |   Program Level: Certificate
The Career Step Executive Assistant online training program is designed to help students gain the knowledge and skills necessary to work as administrative assistants. Students will learn how to successfully run front office operations across a broad range of industries, and the training includes a heavy emphasis on the 2007 Microsoft Office suite. Students will also be educated on general office procedures and business communication. The Career Step training program consists of 16 modules, containing numerous exercises and assessments throughout each module to ensure that students master each concept before moving on. Knowledgeable student support advisors are available from program start to finish. Upon graduation, students are prepared to enter the workforce and earn the Microsoft Office Specialist Master credential and will receive an exam voucher to take a Microsoft Office Specialist certification exam (a $120 value).  

	MODULE
	HOURS

	Program Orientation
	1

	Working as an Administrative Assistant
	3

	Computer Fundamentals
	5

	Keyboard Kinetics
	10

	Beginning Microsoft Word 2007
	10

	Beginning Microsoft Excel 2007
	10

	Beginning Microsoft Outlook 2007
	8

	Beginning Microsoft PowerPoint 2007
	8

	Grammar and Punctuation
	18

	Business Writing
	15

	Advanced Microsoft Word 2007
	10

	Advanced Microsoft Excel 2007
	10

	Advanced Microsoft Outlook 2007
	8

	Advanced Microsoft PowerPoint 2007
	8

	Office Procedures
	15

	Final Exam Preparation
	1

	TOTAL
	140



PROGRAM DURATION: 6 months (due to open enrollment, start/end dates are determined by student)
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