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	NHC - North Harris College
	KC - Kingwood College
	TC - Tomball College

	MC – Montgomery College
	CFC - Cy-Fair College
	DL - Distance Learning
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- Some Courses Offered


Definition of Occupation:

As the reliance on technology continues to expand in offices, the role of the office professional has greatly evolved. Office automation and organizational restructuring have led secretaries and administrative assistants to assume responsibilities once reserved for managerial and professional staff. Many secretaries and administrative assistants now provide training and orientation for new staff, conduct research on the Internet, and operate and troubleshoot new office technologies. In spite of these changes, however, the core responsibilities for secretaries and administrative assistants have remained much the same: Performing and coordinating an office’s administrative activities and storing, retrieving, and integrating information for dissemination to staff and clients.

Secretaries and administrative assistants are responsible for a variety of administrative and clerical duties necessary to run an organization efficiently. They serve as information and communication managers for an office; plan and schedule meetings and appointments; organize and maintain paper and electronic files; manage projects; conduct research; and disseminate information by using the telephone, mail services, Web sites, and e-mail. They also may handle travel and guest arrangements.

Description of typical work activities/transferable skills:

· Open, sorts and distributes incoming correspondence, including faxes and e-mail. 

· Reads and analyzes incoming memos and reports to determine their significance and plan their distribution. 

· Prepares invoices, reports, memos, letters, financial statements and other documents. 

· Manages and maintains executives' schedules. 

· Prepares agendas and makes arrangements for meetings. 

· Files and retrieves corporate documents, records and reports. 

· Orders supplies, maintains record management systems and performs basic bookkeeping work. 

· Prepares responses to correspondence containing routine inquiries. 

· Greets visitors and determines whether they should be given access to specific individuals. 

· Coordinates office services, such as records and budget preparation. 

Levels of Education:

Certificate:  Administrative Assistant, Administrative Support Specialization, Bilingual Office Specialist and Office Assistant Specialization
Associate:  Business Administrative Support Specialization
PLEASE NOTE:  Transferability of degree or certificate to other institutions will vary depending on the institution and the department.  Speak to a counselor or advisor for options.

Special Admissions/Prerequisite Courses:

The certificates and AAS degree do not have special admissions criteria.  Students must follow the prerequisites listed in the catalog to take specific classes.
Method of Delivery:  

 FORMCHECKBOX 
  Traditional/On-Campus

 FORMCHECKBOX 
  Distance Learning

 FORMCHECKBOX 
  Distance Learning and Traditional

 FORMCHECKBOX 
  Fast - Track

Some typical job titles for Professional Office Technology:
Certificates: 

· Receptionist
· Bilingual Office receptionist

· Office Assistant

Associate Degree:
· Administrative Assistant
· Executive Assistant

· Office Coordinator

· Office Manager

Types of companies that typically hire graduates:

Secretaries and administrative assistants are employed in organizations of every type. Around 9 out of 10 secretaries and administrative assistants are employed in service providing industries, ranging from education and health care to government and retail trade. Most of the rest work for firms engaged in manufacturing, or construction, or the oil and gas industry.
Workplace Skills:

Secretaries, administrative assistants, and receptionists must be tactful in their dealings with people. Employers also look for good customer service and interpersonal skills. Discretion, good judgment, organizational or management ability, initiative, and the ability to work independently are especially important for higher level administrative positions. Well-organized work habits with ability to handle a variety of tasks/projects and meet deadlines, and the ability to listen carefully and prioritize tasks are also valued skills.  They must also have excellent oral and written communication skills, patience for checking details, sense of responsibility and willingness to take initiative. Must make favorable impression in speech, manner and dress.  Must have courtesy, discretion, and tact in dealing with those in higher positions.  Must be flexible and able to work with a team. 
The following information is provided for individuals seeking career counseling.  The MBTI provides information regarding an individual’s personality preferences and the Holland code provides information regarding an individual’s interest.  If you are interested in learning more about how your interests and personality fit in with this and other career options, please see a career counselor at any of the NHMCCD campuses

Myers-Briggs Type (MBTI):
· INFJ
· INTJ
· ENFJ
· ENTJ


Holland Interest Code:

· Conventional

· Enterprising

· S
ocial
Working Condition Requirements:

Secretaries and administrative assistants usually work in schools, hospitals, corporate settings, government agencies, or legal and medical offices. Their jobs often involve sitting for long periods. If they spend a lot of time keyboarding, particularly at a computer monitor, they may encounter problems of eyestrain, stress, and repetitive motion ailments such as carpal tunnel syndrome.

Office work can lend itself to alternative or flexible working arrangements, such as part-time work or telecommuting—especially if the job requires extensive computer use. About 19 percent of secretaries work part time and many others work in temporary positions. A few participate in job-sharing arrangements, in which two people divide responsibility for a single job. The majority of secretaries and administrative assistants, however, are full-time employees who work a standard 40-hour week.

Industry Certification/Licenses:

Testing and certification for proficiency in entry-level office skills is available through organizations such as the International Association of Administrative Professionals; National Association of Legal Secretaries (NALS), Inc.; and Legal Secretaries International, Inc. As secretaries and administrative assistants gain experience, they can earn several different designations. Prominent designations include the Certified Professional Secretary (CPS) and the Certified Administrative Professional (CAP), which can be earned by meeting certain experience or educational requirements and passing an examination.
Earnings:

Salaries vary a great deal, reflecting differences in skill, experience, and level of responsibility. Certification in this field usually is rewarded by a higher salary.

The Texas average annual income for administrative assistants is $38,600 and the National average annual income is $40,700.  
Source:  2008 CHOICES Planner, access.bridges.com, 2008-09 editions
PLEASE NOTE:  Earnings and salaries will vary with industry, region and experience of employee.

Employment Outlook:

Texas’s Employment Outlook for Administrative Assistants is stable, growth is estimated to be +18%.  The National Employment Outlook is also stable.  The national employment change from 2006 to 2016 is estimated to be +14.8%. 
(The National average for all occupations is +13%). 
In addition to jobs created from growth, numerous job opportunities will arise from the need to replace secretaries and administrative assistants who transfer to other occupations, especially exceptionally skilled executive secretaries and administrative assistants who often move into professional occupations. Job opportunities should be best for applicants with extensive knowledge of software applications and for experienced secretaries and administrative assistants. Opportunities also should be very good for those with advanced communication and computer skills. 
Source:  2008 Choices Planner, access.bridges.com, 2008-09 editions
