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Program Overview 
Today many companies view information as the way to 
gain a competitive edge.  As a result, secretarial 
positions are becoming more important and more 
administrative.  To be successful in today’s technical 
environment, excellent skills in oral and written 
communication, word processing and keyboarding are a 
necessity. 
 
The Office Technology program encourages an active, 
hands-on learning environment that helps students 
develop the knowledge and skills necessary to prepare 
them for tomorrow’s job market. Student learning tools 
encourage both professional and personal growth.  
 

Program Objectives 
Provide a broad based program of liberal, technical and 
professional studies to prepare graduates who are 
knowledgeable, successful, and self-confident in a 
complex and constantly changing society. 
 
Prepare graduates who are proficient in oral and written 
communication. 
 
Provide a core curriculum based on the disciplines of 
accounting, business, marketing, management, and 
technology related to the office technology area. 
Integrate diverse learning activities in classroom and 
lab settings necessary to permit graduates to work with 
existing and emerging software and hardware systems.  
 

Program Options 
Program Name: # of Credits, # of Semesters 
Administrative Assistant (AAS Degree):  
   64 cr, 4 sem 
Office Support (Diploma): 48 cr, 3 sem 
Office Assistant (Certificate): 30 cr, 2 sem 
 

Curriculum at-a-glance 
The following is a list of the types of courses that are 
involved in this program. 
 

Major Courses: 
Keyboarding 
Microsoft Word 
Advanced Word Processing 
Microsoft Excel 
Microsoft Access 
Microsoft PowerPoint  
Accounting 
Technical Writing/Business Communication  
Records Classification Systems 
Administrative Office Procedures 
Desktop Publishing 
Introduction to Business 
Human Relations in Business 
Web Design, Creation and Management 

 
General Education Courses: 
For the AAS degree, students select a minimum of 20 
credits in the following areas: 
English Composition  
Communication 
Science/Mathematics 
History/Social & Behavioral Sciences 
Humanities/Fine Arts 
 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

Important Telephone Numbers 
Admissions Office   (651)773-1700 
Counseling & Career Center            (651)779-3285 
Financial Aid Office   (651)779-3305 
Program Instructors:   
       Connie Poferl   (651)779-5770 
       Carol Libson   (651)779-3345 
 

Financial Aid 
Financial aid is available to those who are eligible. 
Students must apply for financial aid early as it can take 
6-8 weeks to be processed.  Please contact the 
Financial Aid Office for more information and a free 
financial aid application. 
 

Costs 
In addition to tuition costs, supplies for the program will 
vary depending on software purchased. Policies are as 
of the publication date and subject to change. 
 

Placement Services  
Some placement assistance may be provided by 
program advisors/instructors and advisory committee 
members from the field. 
 

Career Services 
Assistance with resumes, job searching, interviewing 
skills, and networking is available during usual hours or 
by appointment. 
 
Check our website for current tuition rates. 

 
 

 

 

 

 

 

 

 

 

 

 



Thank you for choosing Century College to 

begin building your future success. We’re 

glad that you are here! 

 

As Minnesota's largest two-year community 

and technical college, Century offers students 

the state's most comprehensive selection of 

professional and technical career programs 

as well as academic transfer options. Century 

College offers over 60 different career 

programs. 

 

At Century College, our faculty and staff are 

also committed to assist you in the 

development of a LifePlan. The GPS LifePlan 

will be a useful tool to help you navigate your 

college experience and get you where you 

want to go. 

 

Century College is known for having a 

nationally respected teaching faculty, friendly 

and supportive learning environment and 

affordable tuition. Through Century's strong 

relationship with the business community, 

many of our students are offered employment 

opportunities while still enrolled at Century 

College. We're here to help you succeed in 

your career goals. 

 

We are confident your experience at Century 

College will be a rewarding one. 

 

Higher Education. Lower Tuition. 

Century College. 

 

Welcome! 
 

 

 

 

Discover Century’s other great 
Business, Computer, Marketing 
and Office Career programs. 
Accounting 
Business Administration 
Business Management  
Computer Science 
Computer Forensics 
Computer Information Systems 
Information Telecommunications Technology 
Marketing, Sales & Retail 
Office Technology 

 Administrative Assistant 

 Medical Office 

 Transcription & Coding 
Sports Facility Management 
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