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Business Administrative Technology

Mission Statement
The Business and Public Service Division supports 

the mission of the College by offering business/public ser-
vice-related courses and programs that prepare students 
for employment or advancement in Georgia’s economy.

The mission of the Business Administrative Technology 
program is to provide a comprehensive educational pro-
gram designed to enhance the ability of our students to 
participate in Georgia’s development. To accomplish this 
mission we provide courses that introduce, develop, and 
reinforce academic and occupational knowledge, skills, 
and attitudes required for job acquisition, retention, and 
advancement in today’s automated offices. The programs 
provide opportunities for enrollment in a general educa-
tion curriculum to encourage students to develop intellec-
tual, personal, and social values and an understanding of 
society. Additionally, we sponsor co-curricular activities 
to assist students in the development of leadership, schol-
arship, and fellowship traits.

Associate Degree and Diploma Programs
The associate degree and diploma programs in 

Business Administrative Technology prepare students for 
employment in a variety of positions in today’s technology-
driven workplace. The programs provide learning opportu-
nities that introduce, develop, and reinforce academic and 
occupational knowledge, skills, and attitudes required for 
job acquisition, retention, and advancement. The diploma 
program provides opportunities to upgrade present knowl-
edge and skills or to retrain in the areas of business admin-
istration technology. Graduates of the diploma program 
receive a Business Administration Technology diploma 
with a specialization of Business Administrative Assistant.

The associate degree program emphasizes the use of 
word processing, spreadsheet, presentation, and data-
base applications software. Program instructors also 
introduce students to accounting fundamentals, elec-
tronic communications, internet research, and electronic 
file management. The associate degree program also 

includes instruction in effective communication skills 
and technology innovations for the office. Additionally, 
the program provides opportunities to upgrade present 
knowledge and skills or to retrain in the area of admin-
istrative technology. Graduates of the program receive 
an associate of applied science degree. Individuals who 
passed the Certified Professional Secretaries (CPS) exam 
and achieved the CPS rating can receive up to 29 quarter 
credit hours toward an associate degree.

Career Opportunities
Diploma program graduates qualify for positions as 

administrative assistants, senior administrative office 
professionals, receptionists, data entry and information 
processing clerks, office assistants, typists, general office 
clerks, information specialists, senior word processing 
specialists, customer service representatives, administra-
tive office professionals, and bank tellers in a variety of 
business settings. The associate degree program provides 
graduates with opportunities for career mobility and 
facilitates continuing education at the baccalaureate level. 
Associate degree program graduates qualify for positions 
as administrative associates, administrative assistants, 
administrative specialists, executive administrative assis-
tants, senior executive assistants, executive assistants, 
office managers, project planners, senior administrative 
assistants, and executive administrative office profession-
als in a variety of settings.

Admission Requirements
Applicants must submit the following information to 

the Admissions Office:
Completed and signed application for admission and 
a $20 nonrefundable application fee;
Official high school or GED transcripts and/or official 
college transcripts from all colleges attended in the 
past (see General Admission Requirements); and
Valid COMPASS, ASSET, SAT, or ACT test scores (see 
ASSET and COMPASS Placement Tests).

a.

b.

c.

Business Administrative Technology Curriculum Outline
Diploma Program (Major Code: BAT2)

Credits Required for Graduation: 74 quarter credit hours

    Credits
General Core   18
EMP	 1000	 Interpersonal Relations and Professional Development	  3
ENG	 1010	 Fundamentals of English I	  5
ENG	 1012	 Fundamentals of English II	  5
MAT	 1011	 Business Mathematics	  5
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Business Core 20
BUS	 1130	 Document Processing	  6
BUS	 1140	 Word Processing	 5
BUS	 2200	 Office Accounting
	 OR		  6
ACC	 1101	 Principles of Accounting I
SCT	 100	 Introduction to Microcomputers	  3

Business Major 36
ACC	 1106	 Spreadsheet Applications
	 OR		  3
BUS	 2120	 Spreadsheet Applications
BUS	 1120	 Business Document Proofreading and Editing	 3
BUS	 1170	 Electronic Communication Applications	 5
BUS	 1240	 Office Procedures	  5
BUS	 2150	 Presentation Applications	 3
BUS	 2210	 Applied Office Procedures	 5
BUS	 2250	 Business Administrative Assistant Internship II
	 OR		  12
		  Occupational-Guided Electives

Students choosing to take electives in lieu of BUS 2250 must select from the following list:
BUS	 1100	 Introduction to Keyboarding	 3
BUS	 1110	 Speed and Accuracy Keying	 2
BUS	 1150	 Database Applications	 3
BUS	 1160	 Desktop Publishing	 3
BUS	 2110	 Advanced Word Processing	 5

Business Administrative Technology Curriculum Outline
Associate of Applied Science Degree Program (Major Code: BAT3)

Credits Required for Graduation: 95 quarter credit hours

    Credits
General Education  25
ENG	 1101	 Composition and Rhetoric	  5
ENG	 1102	 Literature and Composition
	 OR		  5
HUM	 1101	 Introduction to Humanities
MAT	 1100	 Quantitative Skills and Reasoning
	 OR		  5
MAT	 1111	 College Algebra
PSY	 1101	 Introduction to Psychology	 5
SPC	 1101	 Public Speaking	 5

Professional Core  31
ACC	 1101	 Principles of Accounting I	 6
ACC	 1102	 Principles of Accounting II	 6
ACC	 2155	 Legal Environment of Business	 5
BUS	 1130	 Document Processing	 6
FIN	 1191	 Introduction to Finance
	 OR		  5
MKT	 101	 Principles of Management
SCT	 100	 Introduction to Microcomputers	 3
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Business Major  37
ACC	 1106	 Spreadsheet Applications	
	 OR		  3
BUS	 2120	 Spreadsheet Applications
BUS	 1120	 Business Document Proofreading and Editing	 3
BUS	 1140	 Word Processing	 5
BUS	 1150	 Database Applications	 3
BUS	 1170	 Electronic Communication Applications	 5
BUS	 1240	 Office Procedures	 5
BUS	 2110	 Advanced Word Processing	 5
BUS	 2150	 Presentation Applications	 3
BUS	 2210	 Applied Office Procedures	 5

Occupational-Guided Electives 2
Students must select from the following list:
BUS	 1100	 Introduction to Keyboarding	 3
BUS	 1120	 Speed and Accuracy Keying	 2
BUS	 1160	 Desktop Publishing	 3
BUS	 2160	 Electronic Mail Applications	 3

Microsoft Office Applications Professional Curriculum Outline
Technical Certificate of Credit (Major Code: 5CG1)

Credits Required for Completion: 22 quarter credit hours

    Credits
Technical Certiýcate	 22
BUS	 1140	 Word Processing	 5
BUS	 1150	 Database Applications	  3
BUS	 2120	 Spreadsheet Applications
	 OR		  3
ACC	 1106	 Spreadsheet Applications
BUS	 2150	 Presentation Applications	 3
BUS 	 XXXX	 Electives	 5
SCT	 100	 Introduction to Microcomputers	  3

 


