                                            
                                   Los Angeles Valley College
	Short Term Course:
	Microsoft Academy with Legal Secretary Option

	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?
	420

	What is the completion rate of the "existing" course?
	91%

	What is the gainful employment rate of the "existing" course? (if available)
	89%

	Course cost:
	$4,000

	Training Description:
	INSTRUCTION IS IN WINDOWS XP, MICROSOFT OFFICE SUITE 2003 (WORD, EXCEL, POWERPOINT, ACCESS, INTERNET, EMAIL, OUTLOOK AND KEYBOARDING SKILLS. STUDENTS WILL UNDERSTAND AND DEMONSTRATE ABILITY TO DO FUNCTIONS IN MICROSOFT OFFICE SUITE 2003. STUDENTS WILL LEARN HOW TO ACCESS THE INTERNET AND USE A BROWSER TO NAVIGATE TO WORLD WIDE WEB. STUDENTS WILL LEARN TO COMPOSE, SEND, RECEIVE, AND MANAGE EMAIL MESSAGES AND UTILITIES. THE PROGRAM IS DESIGNED TO PREPARE FOR ENTRY LEVEL IN LEGAL FIELD IN PRIVATE OR PUBLIC SECTOR. STUDENTS MUST COMPLETE AND PASS ALL MODULES WITH A 2.0 GRADE AN EXIT KEYBOARD SPEED OF 70 WPM OR HIGHER. STUDENTS WILL LEARN TO RECOGNIZE AND COMPREHEND LEGAL TERMINOLOGY, UNDERSTAND CIVIL PROCEDURE AS IT PERTAINS TO LAW AND COURTROOM IMPLEMENTATION, COMPETENCY IN DOCUMENT MANAGEMENT AND FILING METHODS, IDENTIFY THE FUNDAMENTALS OF INVESTIGATIONS AND PROCESS SERVICE, COMPREHEND THE PRINCIPLES AND STRUCTURE OF LEGAL CONTRACTS, IDENTIFY THE CONCEPT, STRUCTURE, AND SUBSYSTEM OF MULTIPLE LAW TYPES. STUDENTS WILL RECEIVE A CERTIFICATE WITH COMPLETION OF THE PROGRAM AND REQUIREMENTS. 

	Contact Person:
	Helen Shrager

	Learning Outcome(s) per Course:
	Students will be able to demonstrate ability to use Windows XP and Microsoft Suite. They will understand fundamental knowledge of legal terminology, rules, policies, and procedures.

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

	Training Duration:
	297

	Labor Market Information (Job growth (%) as it applies to this type of training):
	3.3%


