Eii OFFICE TECHNOLOGY

Degree Outcomes & Employment

> | Use Microsoft Office applications to assemble reports and
publications.

LEARNING ~——>— Apply administrative skills to solve problems.

OUTCOMES p g
OF THE Resolve customer questions and problems satisfactorily.
OFFICE h .

TECHNOLOGY >—  Use spreadsheet software to maintain records.
PROGRAM > o
~—— Communicate clearly, effectively and appropriately in writing.
Present ideas effectively orally and visually.

The Office Technology program focuses on the principal software applications

used in the modern electronic office including:

[ | | 1

[ Woro! ] [ Spreadsheets ] [ Databage, ] [ Email ] [ Ir}ternet ]
Processing Presentation Literacy

Students who graduate with an A.O.S DEGREE IN OFFICE TECHNOLOGY
are prepared for a wide range of entry-level office administration and
office technology positions.

Please see job listings posted below on Indeed in the Office Technology field:

—— *  Receptionist e Administrative Assistant ——
*  Front Desk Receptionist o  Front Desk Assistant
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The above positions require their candi- Business Applications of

dates to demonstrate and integrate 7
S L . Personal Computers
proficiency in using microcomputer \ J
applications to assemble reports and | 3 N
other publications with word process- 1T Office P d
ing, spreadsheets, database, and pre- (_ZTTice Froceaures
sentation software. These skills are g )
taught in: >
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Introduction to Computers |

These positions also require their candi-

N Records Management dates to integrate the various Microsoft
) - | Office programs to assemble reports E
and other publications. These skills are
 Administrative Management | taught in:
p
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Office Proced ures |

> Human Relations in the
Workplace

Also, these positions ask their candi-
@ dates to be qualified in demonstrating Administrative Management

leadership skills as a(n) receptionist,
office clerk, information clerk, secretary,
or administrative assistant. These skills N
are taughtin:

— ( )

Customer Service
) Management

\ Office Procedures

According to the New York State Department of Labor,
the Regional Long Term State Projections that in New York City by 2028 there

will be a 0.5% increase increase in Office and Administrative support positions.
The annual entry level salary for a Office and Administrative support candidate
is $36.610 with a mean salary of $57,280.
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https://dol.ny.gov/statistics-regional-long-term-occupational-projections
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