                                            
                                   Los Angeles Valley College

	Short-Term Course:
	General Office Specialist

	College Representative Name:
	Helen Shrager

	Email Address
	shragehr@lavc.edu

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

	If this is an existing course, how many people have taken the course?
	250

	What is the completion rate of the "existing" course?
	85%

	What is the gainful employment rate of the "existing" course? (if available)
	85%

	Course cost:
	$3,960

	Training Description:
	THE COURSE INCLUDES COMPUTER APPLICATIONS (WORD AND EXCEL 2003) IN WINDOWS XP, KEYBOARDING, BASIC OFFICE MACHINES, FILING, BUSINESS ENGLISH AND MATH. A STUDENT EARNS A CERTIFICATE OF ACCOMPLISHMENT. 

	Contact Person:
	Helen Shrager

	Learning Outcome(s) per Course:
	Students will demonstrate ability to use Windows XP, Microsoft Word, Excel, and Internet. They will understand basic office procedures and effectively communicate.

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

	Training Duration:
	360 hours

	Labor Market Information (Job growth (%) as it applies to this type of training):
	3.4%


