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	Short-Term Course Title:
	Microsoft Office

	College Name:
	Cerritos College

	College Representative Name:
	Bellegran Gomez

	Email Address:
	bgomez@cerritos.edu

	Please provide the following information that applies/relates to the proposed course
	New Course

	Course cost:
	$1000

	Please indicate if this cost is...
	Customized

	Training Description:
	This course is designed to teach students business applications software and office skills using Windows compatible computers and Microsoft Office (Word, Excel, Access, and PowerPoint) to integrate the multifaceted tasks within the office environment. Concepts and skills include creating, editing, and printing letters, memos, reports, presentations, graphics, overheads, business figure analysis, miscellaneous office documents, and maintenance/modification of databases.

	In the past 12 months, have you spoken to employer(s) about this course and it's potential for job growth?
	Yes

	Learning Outcome(s) per Course:
	Upon completion of the training, student will be able to understand the office applications used in Microsoft Office that apply to Windows environment and are designed to improve office efficiency. Student will have the ability to create a spreadsheet using Excel and maintain and modify a database using Access. Student will be able to organize and present information by using PowerPoint, link information among applications to increase accuracy and productivity within the office, enter text to produce error-free, professional copy, and apply the basic features of Word to create professional documents. Student will understand the main components of Excel that are applicable to the efficiency of office work. Student will be able to use Access to maintain/modify a database, create and modify a table, enter and edit records, preview and print the database from collected information, and integrate Word, Excel, and PowerPoint. 

	What would a participant receive upon successful completion of training? (check all that apply):
	Completion Certificate

	Training Duration:
	50 total hours. 5 hours per meeting for 10 meetings. 

	Labor Market Information (Job growth (%) as it applies to this type of training):
	2010-2011 0.7%

	Are you interested in providing this course to the Veteran Community?
	Yes


