[image: ]

Student Name:
[bookmark: _GoBack]Date:

Administrative Professional with Microsoft Office 2016 Master (Exam Vouchers Included)
Program Code: GES 872
Learn to be an integral part of any professional office team, from small businesses to major corporations. This program will teach you the fundamental skills you need to work as an administrative professional.
You will also learn Microsoft Office 2016 software and be prepared to sit for the Microsoft Certification Exams 77-727 and 77-728 (Excel), 77-725 and 77-726 (Word), 77-729 (PowerPoint), and 77-731 (Outlook). The registration fee for these exams are included with this program.

Clock Hours: 365

Program fee:  $2895 

Program Type: fully online, self-paced

Length: students have up to six months to complete this program

POC name: Bryana Ramos
Phone number: 760-750-8778 or 760-750-4020
Email: bramos@csusm.edu
Mailing Address: 	Extended Learning
			California State University San Marcos
333 Twin Oaks Valley Rd. 
San Marcos, CA 92069-0001

Objectives
You will learn essential administrative skills, such as how to work in a modern professional office, personal and professional ethics, communication essentials, records and financial management, event and travel planning, working with different personality types, and business writing.
You will learn an advanced level in Microsoft Word, Excel, PowerPoint, and Outlook 2016.
Careers
· Administrative Assistant
· Receptionist
· Executive Assistant
· Department Secretary
· Administrative Representative
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