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Accountingwith
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BUSINESS DIVISION

The Business Division provides courses and pro grams
for students whowishtotrans ferto abac calaure ate de
gree granting institution, for students who are unde
cided and are inter ested in a career op tion pro gram, or
for stu dents who want a spe cific career pro gram.

Transfer Students

Students need to take courses that will facilitate their
trans fer to the in sti tu tion of their choice. Courses that
would as sist stu dents who are busi ness ma jors would
beaccounting,computers, statisticsand spreadsheets.
Other busi ness courses may also trans fer to many in st
tutions (see pages 214-217 for spe cific de gree re quire-
ments).

CareerOption Students

For stu dents in ter ested in the busi ness area but un de-
cided as to what de gree to pur sue, ca reer-option pro-
grams pro vide the flexibil ity these students need. Upon
com ple tion of a ca reer-option pro gram a stu dent may
chooseto pursueabaccalaure atedegree orgodirectly
to a chosen occupational area. Career Option pro-
grams are available in Accounting/Computing, Mar -
keting/Management, and Office Technology (see
pages 214-217 for spe cific de gree re quire ments).

Career Students

Students who are focused on a particular occupation
may choose from a variety of business career pro-
grams. These programsfollowacurriculumthatassists
each stu dent in de vel op ing the knowl edge, skills, and
abilities nec es sary to be suc cess ful in his/her cho sen
field.

The Business Division’s highestpriorityistoas sist st
dents in reaching their individual educational goals.
Each instructor is dedicated to providing the highest
qualityinstructiontofacilitate thispro cess.



ACCOUNTING/
COMPUTING

Accounting with Computers/Diploma

Accounting/Associate in Sci ence -
BusinessDegree

Accounting/TransferCurriculum

The fo cus in this clus ter is ac count ing and com puter
technology. Each program provides coursesthatrange
from entry-level knowledge and skill development to
more ad vanced lev els. Students com pleting these pro
grams are well pre paredto be suc cessfulinentering the
businessfield orintransferringto an otherin stitution.

Accounting with Com puters/
Diploma

The Ac countingwith Com puters/Diplomaisde signedto
provide students with the skills, attitudes, and knowl-
edge nec es sary to en ter the field of book keep ing and

accounting; or the courses may be ap plied toward an

Associatein Science-BusinessdegreeoranAssociate

in Gen eral Studies de gree. The pro gram may be com-
pletedintwo se mesters byfollowingthe sug gested cur
riculum, or it may be spread out over three or more
semesters. Upon satisfactorycompletion of the pre-
scribed cur ric u lum with an av er age grade point of 2.00

(C),the studentisawarded adiploma. Thisrecognition

is granted to a per son who has com pleted at least thirty
(30) se mes ter hours of credit.

The curriculum is implemented with classroom work,
laboratory instructionand practice, and com puterized
accounting. Severalaccountingsimulationprojects,in
cluding manual and computerized, are completed to
givethe studentsexperienceinkeepingacomplete set
of books. Many hours of com puter ex pe ri ence in ac-
counting, keyboarding, and word processing prepare
stu dents for full-time em ploy ment or for more ad vanced
educationintheaccountingfield.

Some of the oc cu pational ar eas in which job op por tu ni
ties may be found are:

* Accounting Clerk * DataEntry

* AccountingTechnician * Data Pro cessing

* AccountsPayable * Gen eral Office Clerk
* AccountsReceivable * Pay roll

* Bookkeeper

For spe cific in for mation con tact the North lowa Career
Centerorthe NIACC BusinessDivision.

BUSINESS 29
ENTRANCEREQUIREMENTS

High schoolgrad uationorthe equivalent.
RE QUIRED COURSES:

15:107*Keyboardingfor Office Technology ........ 3s.h.

15:110 ElectronicCalculators............cccceevvenene. 1s.h.
15:118 AccountingProcedures............ccceeeuerenee. 3s.h.
15:119 AccountingApplications............cccccvvennee. 5s.h.
15:134 ComputerApplications..........cccceevvvneeenns 3s.h.
15:155 PayrollAccounting..........ccceeeeeiiiieeeeennne 3s.h.
15:160 ComputerAccounting.......ccccceevevveeeeennne. 3s.h.
15:212 BusinessCommunication..............cc....... 3s.h.
89:150 EmploymentStrategies.......ccccceevvveeennne 1s.h.

* Pre req ui site: Pass keyboarding test at 30 wam with 3 er rors
or less.

ELECTIVECOURSES:
15:101 IntroductiontoBusiness..............ccecuuueee 3s.h.
15:120 BusinessLaw| .....cccoeeveeiiiviiiiiieeeiieiiinnnn, 3s.h.
15:121 BusinessLawll.......ccccoovvvviiivviieeeenennnnn. 3s.h.
15:140 Introductionto Computers
andInformationSystems............ccccc....... 3s.h.
15:144 PrinciplesofSupervision..........cccceee...... 3s.h.
15:149 ManagingHumanResources................. 3s.h.
15:175*ElectronicSpreadsheets...........ccccceeennee 3s.h.
15:211*WordProcessing .......ccccvveeeeeeeeniiunnneennn. 2 s.h.
15:221 Marketing........oooouvveeeeeeiiiiiiieiee e 3s.h.
15:241 HumanRelations..........cccccvveeeeeiiiivnneen.. 3s.h.
89:100 CooperativeWorkExperience........... 2-5 s.h.

*RecommendedElectives

Foradditional electives, seelistof Businesstransfer courses
near end of catalog.

SUGGESTED SCHEDULE
(For stu dents plan ning to com plete the pro gramin
oneacademicyear)

First Term

15:107 Keyboardingfor Office Technology........ 3s.h.
15:110 ElectronicCalculators...........ccccceervennee. 1s.h.
15:118 AccountingProcedures...........cccveeeennee. 3s.h.
15:134 ComputerApplications ..........ccccvveernnen. 3s.h.
15:212 BusinessCommunication.............c......... 3s.h.
Elective ... 2 s.h.
15s.h

Second Term
15:119 AccountingApplications.............ccceeeenne 5s.h.
15:155 PayrollAccounting.......cccceeeeeiiiveeeeennnnen. 3s.h.
15:160 ComputerAcCCouNnting.........coceevveercverenne 3s.h.
89:150 EmploymentStrategies .........ccocceeeruveenn. 1s.h.
EleCtive ... 3s.h.
15s.h

TotalHours 30 s.h.
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Accounting/Associatein
Science - Business Degree

NIACC’s Accounting/Associate in Science - Business
Pro gram is a dual-purpose pro gram de signed to give
the studentsthe optionof pre paring forem ploy mentus-
ing their ac counting and com puter skills or trans fer ring
toafour-yearinstitutionandreceivingabaccalaure ate

degree. Forspecific place mentinformationorfortrans-
ferre quire ments, please contactthe North lowa Career

Center, the NIACC Business Division, or your coun-
selor.

Upon completion of the curriculum with an average
grade point of 2.00 (C), the stu dentis awarded an As so-

ciate in Science-Business Degree/Accounting. Stu-
dents who plan to pur sue a four-year de gree and need

to meetgen eral ed u cation re quire ments of trans ferin

Sev eral of the first-year re quire ments are the same for
both the ASB de gree and the AA de gree.

ENTRANCEREQUIREMENTS
High schoolgrad uationorthe equivalent.

RE QUIRED COURSES/SUG GESTED SCHEDULE
First Term

15:110 ElectronicCalculators........ccccoeeeeeeeiiinnnns 1s.h.

15:112 Key boarding Levell.........ccccoevvveeeennene. 1s.h.

OR 15:113 Key boarding Level Il (1 s.h.)
OR 15:107 Key boarding for Of fice
Tech nol ogy (3 s.h.)

15:109 IntroductiontoAccounting...........c.cc..... 3s.h.

OR 15:118 Acctg. Pro ce dures (3s.h.)
OR 15:150 Acctg. Principles (3 s.h.)

15:134 ComputerApplications ...........ccccvveeeeen... 3s.h.

OR15:140Intro ductionto Com puters and
In for mation Systems (3 s.h.)

30:101 CommunicationSKillsl..............ccoeeeeeens 4 s.h.

40:121 Math for De cision Making....................... 3s.h.

OR Ap pro priate level math course until
minimum re quire mentis met (3s.h.)

15/17 s.h.

Second Term

15:119 AccountingApplications.............cccccueennee. 5s.h.

OR 15:151 Acctg. Principles 1l (3s.h.)

15:175 ElectronicSpreadsheets ............cccueee... 3s.h.
30:102 CommunicationsSKillsll ............cccce....... 4 s.h.
ElectiveinHumanities/Social
SCIBNCE ... i i 3s.h.
ElECHVE ...ovveeeieieieeeeee e 3s.h.

16/18 s.h.

Third Term
15:120 BusinessLaw | ........cocovvvvvveieieiiieienenennnnd 3s.h.
15:160 ComputerAcCounting.........ccceevveerceeeenne 3s.h.

15:241 HumanRelations
80:133 Macroeconomics
EIECHVE . .covveveveeiieiee

Fourth Term

15:155 PayrollAccounting.........ccccveviveennineennne 3s.h.
80:134 Microeconomics

89:150 EmploymentStrategies..........cccovvveeennen. 1s.h.

BusinessEIeCtiVeS .......cooeeevivvviiiieneeininns 4 s.h.

EleCtiVe ... 3s.h.

14 s.h

Total 60/62 s.h.

BusinessElectives
15:101 Introto BUSINESS.......ccveiiiiiiiieeiiiiiieeeee 3s.h.
15:107 Keyboarding/OfficeTech...........cccccc...... 3s.h.
15:114 ComputerLiteracy........cccoovvveeviivnieeennns

15:118 AccountingProcedures

15:119 AccountingApplications
15:121 BusinessLawll.......ccoooveieveieieieiiiniiinns

15:140 Introductionto Computers

and Info Sys tems
15:141 Introto MIS.........cccvvvennen.

15:150 AccountingPrinciples!...........cccccvvveee.... 3s.h.
15:151 AccountingPrinciplesll..........cccccveeneee. 3s.h.
15:171 IntrotoEntrepreneurship.........ccccceovuveee.. 3s.h.
15:174 DatabaseManagement.............cccceeenneee. 3s.h.
15:210 BusinessStatistics ......cccuveeeeeeeeiiiiiieeennn. 3s.h.
15:211 WordProcessing........ccccvvvveeeeeivcvvnneennn. 2 s.h.
15:212 BusinessCommunication...........cc.cee..... 3s.h.

AssociateinScience-Business Re quire ments

30 s.h. of 15:xxx courses
8s.h.of Communications
9s.h. of So cial Sci ences and/or Hu man ities

* 3s.h. of Natural Sci ences (40:121, Math for De ci
sion Making is min i mum re quired for trans fer)

* Atotal of 60 s.h.

Accounting/Transfer Curriculum

Mmmmw , X .
gree. Please re fer to the NIACC Col lege Cat a log for
spe cific re quire ments or con tact your coun selor for as-
sistance in determining your schedule to meet your
goal.
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COURSE DESCRIPTIONS -
Accounting/Computing

15:101 Introductionto Business (3s.h.)Anoverview
ofthe phases and func tions of the busi ness en ter prise.
Unitsofinstructionin clude the organization, financing,
production,and contem poraryissuesinbusiness. The
course provides an awareness and understanding of
the com plexities of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3s.h.)
Prerequisite: 15:112, Keyboarding Level |, and/or
15:113, Key boarding Level I, OR keyboarding skill of
30 wam (words a minute) with 3 or less errors on a
3-minute timed writing. This course cov ers the con tin
ued de vel op ment of speed and ac cu racy onthe al pha
betic, numeric, and symbol keys. Students develop
skillsinfor matting, pro ducing, and proof read ing the fot
lowing documents: memos, letters, envelopes, tables,
re ports, and other mis cellaneousbusinessdocuments.
(30-30)

15:109 Intro duc tion to Ac counting (3s.h.) Abasic
under stand ing of the pro cess of col lectingand using ft
nan cialinformationinbusiness. (45-0)

15:110Electronic Calculators(1s.h.) [Structuredor
Open En try/Open Exit] A study of the 10-key, elec-
tronic cal culator. Ap plied busi ness prob lems onthe cat
culator. This course has beendesig nated as a pass/no
pass course. (5-20)

*x ¥ % % * *x * * % % * *x *x *x * % * * * *x

Open Entry/Open Exit

15:112 Keyboarding Level | (1 s.h.) [Open En-
try/Open Exit] Prerequisite: None. Thiscoursecovers
the de vel op ment of keyboarding tech niques us ing the
touch method on the computer to learn/re view the alt
phabetickeys. The keyboarding goalisaminimumrate
of 20 words a min ute with 3 or less errors. Stu dents with
little or no keyboarding skill would be gin at this level.
This course has been designated as a pass/no pass
course. (0-30)

15:113 Keyboarding Level Il (1 s.h.) [Open En-
try/Open Exit] Prerequisite: Key boarding Level | OR
abil ity to key board at 20 words a min ute. This course
covers the development of the touch method on the
com puter key board to learn/re view the al pha betic, nu
meric, and sym bol keys. The keyboarding goal is a min
i mum rate of 30 words a min ute with 3 or less er rors.
This course has been designated as a pass/no pass
course. (0-30)

15:114 Computer Literacy (1 s.h.) [Open En-
try/Open Exit] Prerequisite: None.Emphasisonusing
the com puter as a tool to cre ate per sonal and busi ness
documents. Introductory windows, word processing,
spreadsheet, pre sentation,database, and Internetunits
give stu dents an op por tu nity to view soft ware ca pa bil
ties and use some of the fea tures. Students with little or
no com puter back ground are en cour aged to take this

course. This course has been des ig nated as a pass/no
pass course. (0-30)

15:211 Word Processing (2 s.h.) This course is de-
signedtointro duce studentsto com puters and the funda
men tals of word pro cess ing. The stu dents will prog ress
frombasicthroughintermediate features ofword process
ing soft ware. Also Open En try/Open Exit. (20-20)

* *x *x * % % % % *x *x * * % * * *x *x * * *

15:118Accounting Procedures (3s.h.)Anintroductory
course us ing a pro ce dural ap proach ap ply ing the prin ci
ples of debit and credit, re cord ing of data in var i ous jour-
nals, posting to the ledgers, the worksheet, financial
statements, adjusting and closing entries, depreciation
andinventory methods, plantassets, deferralsandaccru
als. (45-0)

15:119 Ac counting Ap plications (5s.h.) Prerequisite:
15:118 Accounting Procedures or 15:150 Accounting
Prin ciples with agrade of “C” or above. A continuation of
Accounting Proce duresin clud ing voucher system, part
nerships,andcorporations. Includescompletionofanac
countingsimulationproject. (75-0)

15:120 Busi ness Law | (3 s.h.) Law as ap plied to busi-
ness trans actions and businessre lation ships. Anintro
duction to jurisprudence and the courts, contracts,
commercial paper, sales, and security agreements.
(45-0)

15:121 Business Law Il (3 s.h.) Prerequisite: 15:120,
BusinessLawl, orpermissionoftheinstructor. Acontinu
ation of 15:120. Agency, corporations, partnerships,
bailments, real property, wills, trusts, insurance, bank-
ruptcy, and gov ern mentreg ulation of business. Somein
formationoninternationallawandliabilityofaccountants.
(45-0)

15:134 Computer Applications (3 s.h.) Emphasis on
businessap plications of com puter software. Studentsdo
business problems using word processing, electronic
spread sheet, and data base man age mentsoftware. Stu
dents are also ex posed to Win dows op er ating sys tems,
pre sen ta tion soft ware, and the Internet. (30-30)

15:140 Introduction to Computers and Information
Systems (3 s.h.) Emphasis on computer literacy and
businessap plications of com puter software. Studentsdo
business prob lems us ing elec tronic spread sheets, word
processing software, database management software,
and pre sentation software. Students also are ex posed to
some pro gram ming and web page de vel op ment. (45-0)

15:141 Management Information Systems | (3 s.h.)
Pre req uisite: 15:140, Intro duc tion to Com puters and In
for mation Sys tems, or per mis sion of the in struc tor. The
primary goal of MIS l is to pre pare stu dents to be pro duc
tive participantsinaninfor mation so ciety. The course is
de signed to de velop a broad un der stand ing of busi ness
informationsystems,variouswaystodiscerninformation
fromaninformationsystem, andlookatwaystodistribute
thisinformation. The studentwill alsolearnthe basic prin
ciples and techniques for developing simple com-
puter-basedinformationsystemsformanagerialdecision
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support systems through an extensive group project
com po nent of the course. (45-0)

15:144 Principles of Su pervision (3s.h.) This course
is de signed forin divid u als who hold, or who will hold, su
pervisory positions. The courseinvolvesthe study ofthe
majormanadgerialfunctions(planning,organizing, staff
ing, directing, and controlling) and is augmented by
otherpervasive areasofsupervisionsuchascommuni
cation, motivation, decision-making, and human re la
tions. (45-0)

15:149 Man aging Hu man Re sources (3 s.h.) Course
describesthetransitionfrom personnelmanagementto
hu man re sources man age ment. The fo cus is on the
systematic pro cess ofre cruitment, se lection, de vel op
ing, and ap prais ing em ploy ees. (45-0)

15:150 Ac counting Principles(3s.h.) Anintroduc-
toryaccounting course: analyzingtransactions, matchr
ing principle, adjusting and closing entries, financial
state ments, re ceivables, inventories, fixed as setsand
intangibleassets, currentliabilities, corporations(capt
tal stock transactions, dividends, income and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay-
able, in vest mentin bonds. (45-0)

15:151 AccountingPrinciples |l (3s.h.)Prerequisite:
15:150 Ac counting Principles|, orequivalent. Course
covers Statement of Cash Flows, financialstate ment
analy sis, job or der and pro cess cost sys tems, cost be-
havior, bud geting, standard costing, differential anal y-
sis and product pricing, capital investment analysis,
activity-based costing, and just-in-time man ufacturing.
Emphasisisonmanage ment'suse ofac countingin for-
mation. (45-0)

15:155 Payroll Accounting (3 s.h.) Prerequisite:
15:109Introductionto Accountingor15:118 Accounting
Procedures or 15:150 Accounting Principles | with a
grade of “C” or above. A study of ba sic busi ness taxes.
Emphasis on payroll taxes including social security
taxes, income taxes, and unemployment taxes; com-
pletion of quarterly and annual reports and a payroll
simulationproject.(45-0)

15:160 Computer Accounting (3 s.h.) Prerequisite:
15:109Introductionto Accountingor15:118 Accounting
Procedures or 15:150 Accounting Principles | with a
grade of “C” or above. Designed to provide students
with realistic experience with automated accounting
consisting of five systems: generalledger, accounts
payable, accounts receivable, depreciation, and pay-
roll. Stu dents will find them selves as hav ing taken an
accountingpositioninacom pany already using acom-
puterized ac counting system. Stu dents will be work ing
inanindividualizedinstructionenvironment. (45-0)

15:171 Introduction to Entrepreneurship (3 s.h.)

Prerequisite: 15:101, Introduction to Business. This
course provides students with anintro ductionto entre
preneurship and new venture creation. Students will

examine the characteristics of successful entrepre
neursanddevelopinsightondevelopingandenhancing
cre ativ ity and in no vation. Stu dents will also learn the
pro cess of as sess ing new ven ture pro pos als and urn+
derstandthe com po nents ofabusiness/feasibility plan.
(45-0)

15:174 Database Man age ment (3s.h.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems, or per mis sion of the in struc tor. This course intro-
duces stu dents to da ta base con cepts, withtopics such
asdatabase structure and de sign, plan ning, mod eling,
database soft ware and serv ers, SQL, re ports, fault tot
erance,andadministrationbeingcovered. Exposureto
currentand pop ulardatabase systemswill be pro vided.
(30-30)

15:175Elec tronic Spread sheets (3s.h.)Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems, or 15:134, Com puter Ap plications. Learnthe fun
damentals of spread sheets, databases, and business
graphicsusing ap pro pri ate software. (30-30)

15:210 Business Statistics (3 s.h.) Prerequisite:
40:125, Quan ti ta tive Methods; 40:140, Intro to Sta tis-
tics; or40:151, Col lege Al ge bra & Trig I. The use of sta
tistical methods as an analytical tool in business
situations. Data collection, tab ularand graphical pre-
sentations, frequency distributions, probability, sam-
pling, dataanalysis, hy poth esistestingandregression,
andcorrelationanalysis. Theuse of statistical software
isin cor po rated into the course. (45-0)

15:211 Word Pro cessing (2 s.h.) This course is de-
signedto in tro duce stu dents to com put ers and the fun-
damentals of word processing. The students will
progress from basic through intermediate features of
word pro cess ing software. Also Open En try/Open Exit.
(20-20)

15:212BusinessCommunication(3s.h.) This course
willhelpthe studentbe comeaneffectivecommunicator
inthe businessworld. Basic written com mu nication will
be em pha sized through prac tice in gram mar struc ture,
vocabulary building, and organization of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes businesslettersandinter office mem o
randums. Asecond ary em pha sis will be placed on oral
communication, listeningskills,and nonverbalcommu
nication.(45-0)

15:221 Mar keting (3 s.h.) A study of the role of mar ket
ing in so ci ety as well as a study of tar get mar ket (cus-
tomer)determination and selection, product strategy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo
tional activities thatare used in busi nessto day. (45-0)

15:241 Human Relations (3 s.h.) The study of how
peo ple satisfy both per sonal growth needs and or ga nr
zationalgoalsintheircareers. Althoughalsointerested
inthe why of humanbe havior, humanrelations goes fur
ther and looks at what can be done to an tic i pate prob-
lems, re solve them, or pre vent them from hap pening.
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Thisfield em phasizes knowl edge that can be ap pliedin

practicalwaysto problemsofinter personalrelations at
workorinourpersonallife. Significantde velopmentsin

re centyearsinthe work place haveincreasedtheimpor-
tance ofinter per sonal skills in almostev ery type of work
setting; thesetrends provide sup portforthe ne ces sity of
acquiringcompetenceinhumanrelations. (45-0)

30:101 Com mu ni cation Skills I (4 s.h.) Improvement
of skillsinreading, writing, speaking, and listening, with
an emphasis on expository methods of development
and per sonal ex pe ri ence as sup porting mate rial. Stur
dents may be re quested to use word pro ces sors and the
Writer's Workbench analyses programs, the Writer's
Work bench STEPS pro grams, and the struc tur ing sen
tences video series. Students must meet minimum
competencyre quire mentsinwritingand speakingtore
ceive a grade of “C” or higher. (60-0)

30:102 Com mu ni cation Skills 1l (4 s.h.) Prerequisite:
30:101, Communication Skills I. Students must have
earned a “C” or higher grade in Com mu ni ca tion Skills | be-
fore enrollinginCommunication Skills1l. Acontinuationof
30:101withanemphasisonargumentative and persua
sive writing and speaking, on re search meth ods, and on
lan guage. Stu dents may be re quested to use word pro-
ces sors, Writer's Work bench anal y ses, Writer's Work-
bench STEPS, and sentence structuring vid eos.

Students must meet minimum competency re quire-
ments in writing and speak ing to re ceive a grade of “C”
or higher. (60-0)

40:121 Mathematics for Decision Making (3 s.h.)
Prerequisite: Basic Arithmetic and Algebra skills as
shown by one of the fol lowing: 1. A score of 16 or higher
on the ACT Math Test or the AS SET Nu mer i cal Math
Skills Test, or a score of 51 or higher on the Pre-Algebra
part of the COM PASS Test AND a grade of “C” or better
in40:060, Be ginning Alge bra (atNIACC), orequivalent;
2. A score of 20 or higher on the ACT Math Test or the
AS SET Nu mer i cal Math Skills Test or 51-75 on the AF
ge bra section of the COM PASS test. Mathematicsfor
DecisionMaking provides asurvey of math e maticstop
icsthatincludessets, logic, probability, statistics, sets of
numbers, alge bra,geometry,and consumermath. This
course will ful fill 3 hours of Nat u ral Sci ences re quire-
ment for the A.A. De gree. (45-0)

80:133 Macroeconomics (3 s.h.) An introductory
study of how peo ple use scarce re sources to satisfy ur
lim ited wants. After anintro ductionto eco nomics, the
emphasis is on the determinationof nationalincome,
out put, em ploy ment, and the gen eral price level in the
national economy including an examination of the
money and bank ing sys tem. (45-0)

80:134 Microeconomics (3 s.h.) Prerequisite:80:133,
Macroeconomics. Anintroductory study ofhowpeople
use scarce re sources to sat isfy un lim ited wants. The
em phasisis onthe be havior and decisionmaking by in-
dividualconsumers, entre pre neurs,workers,andother

re source own ers in the prod uct and re source mar kets

and the resulting effects on the efficiency with which
re sources are used. (45-0)

89:100B-C-D-ECooperativeWork Experience (2-5
s.h.)Practicaltrainingonthejobunderthecooperative
supervision of the college and work supervisor. De-
signed primar ily for the col lege-transfer stu dents to pro-
vide an ex pe ri ence that: (1) is di rectly re lated to their
col lege pro gram and ca reer ob jec tives; or (2) will help

themtestoutcareerinterestand/or dis covernewcareer
pos si bilities. Credit is de ter mined on the ba sis of one

se mes ter of credit for each 60 hours of ap proved em-
ploy mentto be completedinaterm. Ap pro priate ness of
learningobjectivesisanessentialfactorintheapproval

pro cess. This course is re peat able up to 12 se mes ter
hours. (0-120 to 300)

89:150Em ploy ment Strat egies (1s.h.)Develop skills
necessary to enter the job market and experience
long-term career growth. Stu dentslearnbasicjob seek-
ing techniques, job keeping skills, and strategies for
continued growth. (15-0)
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INFORMATION
TECHNOLOGY

E-Commerce, Web Design
and Development

E-Commerce, Web De signand De vel op ment provides
stu dents an op por tu nity to gain both a gen eral knowt
edge of this dy namic pro fes sion as well as greater lev-
elsof spe cializationinastu dent-chosen option of study.
As such, each grad u ate will be ex posed to a com mon
core of knowl edge in E-Commerce, Web De sign and
Developmentaswellasspecializededucationinone of
four pro gram matic op tions: 1) Web Ap pli cation De vet
op ment; 2) Web Graphic De sign; 3) E-Business; and 4)
E-Entrepreneurship.

WebApplicationDevelopment

Plans and takes re spon si bil ity for the suc cess of a Web
businessoperation/venture. Oftenworksinateamenvi
ronmentwithtalented professionals. Experiencedand
knowledgeable about configuring and maintaining

server, network or se cu rity sys tems for Intranet or Web
operations. Experienced in the design and develop
ment of soft ware, middleware, or sys tems utilizing new
technologyanddemonstratinganddeliveringservices
through a Web presence. Experienced site designer
and de vel oper, in clud ing the man age ment of teamsto
im ple ment the busi ness Web plan.

Web Graphic De sign

Directs and im ple ments the cre ative de vel op mentand
utilization of all Web-based tools; cre ates and im ple-
ments newtech nol ogy thatin creases efficiency of prod
uct/service delivery systemsandim proves client/user
interactivity. Of ten worksin ateam en viron mentwith tat
entedprofessionals. Experiencedinthede signandpro
duction of graphics/images that are compatible with
Web stan dards, pro fi ciently uti lizes stan dard graph ics
applications with skills producing vector images, bit
map images, HTML, animation 2D, and photo ma nip u-
lation. Directs the vi sual iden tity of Web site de sign as
well as en sures con tent pro duc tion is met on time and
withinbud get.

E-Business

Provide strategic e-commerce marketing planning, in-
cluding com petitive anal y sis, electronic business plan
ning, systems plan ningand organizational structuringto
sup portand en hance the com pany's over all mar ket ing
efforts. De velops com plete busi ness strat egy, tech nok
ogy ar chitecture and planning, de signand de vel op ment
of new ap pli ca tions uti liz ing the Web/Internet, Intranet,
EDI, and se curity au dits. Of ten works in ateam en viron
ment with talented professionals. Experienced in Web
technology surroundingde livery meth ods and systems,
isableto planand cre ate mar keting strat e gies for full ser-
vice/product exposure us ing the Web's state-of-the-art
technology, and is able to rationalize and formulate
new/cur rentmarketingtechniquesforanorganization's

return on investment (ROI) and cost savings. Directs
corporate Web mar keting and e-business strat e gies i
volving prod uct/service delivery,advertising, coordina
tion of public and media relations, special events,
overseeing customer sup portand satis faction surveys.
Directs Web de part ments to ward meet ing busi ness ob-
jectives. Focusisto de velop over all strat egy and im ple-
mentation of corporate Web efforts including brand
man age ment, look and feel, site in tent, prod uct and ser-
vicedelivery. Teamwithawidevariety of internalde part

mentsto coordinate Weboperations.

E-Entrepreneurship

Perceivesand utilizesthe Internetas astrate gicad van
tage to achieve business goals. Designs and builds
com plex elec tronic busi ness sys tems for e-commerce
start-ups. Of ten works in a team en vi ron ment with tat
ented pro fes sion als. Un der stands that the Web in her-
ently involves the creation, transformation of
relationshipsforvalue creationwithinorganizations, be
tween organizations (business-to-business
e-commerce),andbetweenorganizationsandindivid u
als (busi ness-to-consumer e-commerce). Skilled in de-
vel oping andim ple menting abusiness plan,including
marketing and financial resource development and
man age ment. Ac cepts higherrisks with the potential for
higher re wards.

Upon completion of the curriculum with an average
grade point of 2.00 (C), the stu dent is awarded an As so
ciate in Science-Business Degree in E-Commerce,
Web De sign and De vel op ment.

ENTRANCEREQUIREMENTS

1. Com ple tion of Al ge bra Il in high school with a “C” or
better, or

2.CollegelIntermediate Algebraorequivalentwitha
“C” or better, or

3. COMPASS Al ge bra test with a score of 76 - 100, or

4. ACT math score of 20 or above.

5. Students must have completed 15:140, Introduction
to Computers and Information Systems, or
equivalent before entering this program.

SUGGESTEDSCHEDULE

E-Commerce Core Courses

15:156 Networking |l ........cccoeeeeiiiiiiiiiiiiiieeeeee 4 s.h.
15:167 NetworkSecCurity........ccvvvvveeeeeiicivieeene. 3s.h.
15:169 MediaEXperience..........cccocvveeivciveeeennnnnn 3s.h.
15:186 InternetProgramming|l........cccoccvveennnen. 3s.h.
15:191 IntroductiontoE-Commerce .................. 3s.h.
15:194 E-Commerce Cases.......ccccvvvvvvnnnanienenns 4 s.h.
15:196 StructureandDesign.......cccccevvviivieeeennn. 3s.h.
15:201 VisualCommunication..............ccceveeeennne 3s.h.

26 s.h

GeneralEducationRequirements

COMMUNICALIONS ..evvvviiieieieeieeeeeeeeeee e e eeeeeees
Social Sciencesand/orHumanities

NaturalSCIENCES..........vvvvveeeeeieeeeeeeeeeeeee e
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E-Business SpecializationRequirements

15:101 IntroductiontoBusiness..............ccecuuueee 3s.h.
15:142 PrinciplesofManagement...................... 3s.h.
15:197 Internet Law.......coooeeeeeiiiiveeeiiiiiccceeeeeeee, 3s.h.
15:221 Marketing........ccccvveerieeiiiiiiieeee e 3s.h.
ElECtIVES ... 6-10 s.h.

18-22 s.h.

E-Entrepreneurship SpecializationRequirements

15:171 IntroductiontoEntrepreneurship............ 3s.h.
15:172 ManagingtheEntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship.................. 3s.h.
15:197 Internet Law........ccovcvviveeireenienicneenn 3s.h.
EleCtVES....cvveeiiieee e 6-10 s.h.

18-22 s.h.

WebApplicationDevelopmentSpecialization
Requirements

15:187 Internet Programmingll...........cccceenneee. 3s.h.
15:188 WebServerDevelopment...................... 4s.h.
15:199 WebApplicationDevelopment ............... 3s.h.
15:202 WebDesSign.......ccccvveveeivciviree e 3s.h.
15:203 Server Side SCripting.........covveevevverernnena 4 s.h.
15:204 JAVA...iiiiiiiiiiiiiiiiiee et 4s.h.

21 s.h

10:201 2-DDeSIgN ...ccovviiieeeee et 3s.h
10:202 GraphicDesign.........cccoccvvvviereeeiiiiinneennn. 3s.h
10:220 Digitallllustration..........cccccveeeeeiiiivnnenn... 3s.h.
15:202 WebDeSign.......ccooveeeeeiiiiieee e 3s.h.

Electives
16-21 s.h.

Note: Summerenroll mentis re quired.

Information Systems
Technology

NIACC'sInformation Systems Technology Programisa
di verse pro gram al low ing stu dents to choose their ca-

reer path. The IST programin cor po rates sev eral op-

tions -- Network Administration, Management
Information Systems, Desktop Systems, and Web Sys-

tem Sup port. Students havethe optionofobtainingenm

ploy mentusing their com puter skills ortransferringto a

four-yearinstitutionandre ceivingabaccalaure ate de

gree.

The programprovidesop portunitiesfor students to pur
sue avariety of com puter profes sional certificationsin
cluding: Cisco’s Certified Network Associate,
Microsoft's Certified System Engineer, Novell's Cer -
tified Administrator,and A+ Certification.

Grad u ates may workas LAN or WAN ad ministrators or
specialists, Web systems support, PC support, help

deskadministrators,ormany otherpositionsinthetech
nol ogy field.

Upon completion of the curriculum with an average
grade point of 2.00 (C), the stu dent is awarded an As so
ciate in Science-Business DegreeinInformation Sys-
tems Tech nol ogy.

ENTRANCEREQUIREMENTS

1. Com ple tion of Al ge bra Il in high school with a “C” or
better, or

2.CollegeIntermediate Algebraorequivalentwitha
“C” or better, or

3. COM PASS Al ge bra test with a score of 76 - 100, or
4. ACT math score of 20 or above.

5. Students must have completed 15:140, Introduction
to Computers and Information Systems, or
equivalent before entering this program.

SUGGESTEDSCHEDULE

First Year - IST Core Classes

15:141 ManagementinformationSystemsi....... 3s.h.
15:156 Networkingl........cccovevieiiiiiiiie e 4 s.h.
15:157 Networking |l ......c.covvveeiiiiiiiiienee e 4 s.h.
15:161 OperatingSystemsl........ccccveevvviivieeennns 3s.h.
15:177 OperatingSystemsll......ccccccevviiivinnenn... 3s.h.
15:169 MediaEXperience.........ccccocveevivieeeennnee. 3s.h.

15:196 Structure & De sign (3 s.h.--MISrequirement
onlyinplace of Me diaEx perience)
20 s.h.

FirstYear-General EducationRequire ments

ComMMUNICALIONS .....cceeeeeiiiiieiciirrreeree e 8 s.h.
SocialSciencesand/orHumanities ..................... 9 s.h.
NaturalSCIENCES..........evvveeeeeeeeeeeeeeeeeeee e 3s.h.

20 s.h

TotalHours 40 s.h.
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2nd Year Op tions**

NetworkAdministration

15:158 Networking ll .........ccoovviiiniiieniieeiiee 4 s.h.
15:159 Networking V..o 4 s.h.
15:163 NetworkOperatingSystems .................. 4s.h.

15:166 Inter/IntranetApplicationManagement..4 s.h.
15:167 NetworkSecurity .
ElECHVE® ..o

MIS

15:164 Groupware Applicationsl...........ccccee..... 4s.h.
15:165 Groupware Applications|l ..................... 4s.h.
15:168 IntroductiontoProgramming ................. 4s.h.

15:169 MediaEXperience.........cccoccveevniveeeennnnn

15:174 Database Manage ment
15:204 JAVA.....iiiiiiiiiieeeieeee e

Desktop Systems
15:163 NetworkOperatingSystems................... 4s.h.
15:164 Groupware Applications!..........cccccc...... 4s.h.
15:165 Groupware Applicationsll ............cc....... 4s.h.
15:174 DatabaseManagement............ccccceeenneee. 3s.h.
15:176 AdvancedDesktopApplications............. 3s.h.
15:178 Hardware Serviceand Support.............. 4 s.h.
22 s.h
Web Sys tems Sup port

15:163 NetworkOperating Systems
15:164 Groupware Applicationsl..........cccceeu.ee.
15:165 Groupware Applicationsll .....................

15:166 Inter/IntranetApplicationManagement..4 s.h.
15:167 NetworkSecCUurity........coceeevcviieriiieeninen. 3s.h.

*Choose one of the fol low ing elec tives for the Net work
Administrationoption:

15:179Novell Administration .........ccccoevcvveeninneen 4s.h.
15:164 Groupware Ap plications|.............c.......... 4 s.h.
15:178 Hard ware Service and Re pair ................. 4s.h.

**The programre quires 60 credithoursforcomple tion.

Note: Sum mer enrollmentmay be re quired.

Note: Some sec ond year options can notbe com pleted
at night.

Rec om mended Elec tive Courses are as fol lows:

15:142 PrinciplesofManagement...................... 3s.h.
15:109 Introductionto Accounting...........c.cc.ee..... 3s.h.
OR
15:118 Accounting Pro cedures (3s.h.)
OR

15:150 Ac counting Principles|(3s.h.)

15:151 AccountingPrinciplesll...........cccoeeeneee. 3s.h.
15:171 IntrotoEntrepreneurship.........ccccceeveneee. 3s.h.
15:172 Managingthe EntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship.................. 3s.h.
15:175 ElectronicSpreadsheets ..............ccccc..... 3s.h.
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Senior NetworkAdministration

The Senior Network Ad ministrator Programisde signed
to pre pare stu dents for em ploy ment in net work de sign
and implementation in Fortune 500 corporations,
Internet ser vices pro vid ers, tele phone com pa nies, and
consultingcom panies. This programallowsthe student
topre pareforseveral Cisco Certificationsincluding:

The CCNP certification (Cisco Certified Network Profes
sional) indicates ad vanced or jour ney man knowl edge of
networks. With a CCNP, a net work pro fes sional can in-
stall, config ure, and op erate LAN, WAN, and dial ac cess
services for organizations with networks from 100 to
more than 500 nodes, in clud ing but not lim ited to these
protocols and topics: IP, IGRP, IPX, Async Routing,
AppleTalk, Extended Ac cess Lists, IP RIP, Route Re dis-
tribution, RIP, Route Summarization, OSPF, VLSM,
BGP, Serial, Frame Relay, ISDN, ISL, X.25, DDR,
PSTN, PPP, VLANS, Ethernet, Access Lists, 802.10,
FDDI, Trans par ent and Translational Bridging.

The CCDP certification (Cisco Cer tified De sign Profes-
sional)indicatesadvancedorjourney manknowledge of
network de sign. Witha CCDP, a network pro fes sional
can design routed and switched networks involving
LAN, WAN, and dial access services for businesses

and or ga ni za tions with 100 to more than 500 nodes.

Students also gain pro ject man age ment skills and study
emerging Internetand networkingtechnol o gies.

NIACC'’s com puter labs are equipped with the lat est in
computersandnetworking equipmenttoallowstudents
the high est qual ity hands-on ex pe ri ence. Classes are
lead by Cisco cer tified in struc tors.

ENTRANCEREQUIREMENTS

Toenrollinthe Se nior Network Ad ministrator Program,
students must meet at least one of the fol lowing re quire-
ments:

*

Passed the CCNA exam and have a com-
puter-related col lege de gree, such as MIS.

Passed the CCNA exam and have 2 years of pro fes-
sional computerexperience, preferably in network-
ing.

Com pleted Net working I-IV from NIACC or an other
Cisco Academy with 70% or better final Cisco as-
sessments.

Suc cessfully com pleted equiv alent cor porate Cisco
CCNAtraining.

Stu dents must also meet all other gen eral NIACC and
ISTrequirements.

In di vid uals who do not meet these re quire ments, and
wish to attain the CCNA and/or CCNP certification,
should complete NIACC's Information Systems Tech
nol ogy Pro gram.

Classes may be sched uled day or night and stu dents
may need to take sum mer classes to com plete the pro-
gram in a timely man ner.

REQUIRED TECHNICAL COURSES/SUGGESTED
SCHEDULE**

15:277 NetworkRouting.........c.ccoecvvvieiiniiineennne 5s.h.
15:278 NetworkRemote ACCESS ........ccuvveerrunnenn. 5s.h.
15:285 Multi-Layer Switching .........cccoevcveeeeennee. 5s.h.
15:286 NetworkSupport.........cccvvvveiieeenineennne 5s.h.
15:287 Emerging Re mote Ac cess Technologies...3 s.h.
15:288 NetworkDesignl.......cccccuvvvieiieiiiiiiineenen. 3s.h.
15:289 NetworkDesignll.........cocoveveeiiiieneennnn, 4 s.h.
15:290 FundamentalsofProjectManagement..4 s.h.

TotalHours 34 s.h.

**Courses at night will be 8 weeks in duration. Day
courses will fol lowthe NIACC ac ademic calendar.

Inordertore ceivethe A.S.B. de greein Se nior Network
Administration, students must satisfactorily complete
the above tech ni cal core courses, satisfy 20 s.h. of gen
eral ed u cation (per page 215), com plete 6 s.h. of elec-
tive cred its, and main tainan overall 2.00 (C) grade point
average.

COURSE DESCRIPTIONS

E-Commerce, Web De sign and
Development

Information Systems Technology
SeniorNetwork Administration

10:201 Two-Dimensional Design (3 s.h.) Stu-
dents/artists ex plore the pro cess of visual prob lem solv
ing through participationin class critiques of in divid ual
projects. Perceptionand structure: ex ploringvisual or
derem phasizing two-dimensional con cepts. (20-50)

10:202 Graphic De sign (3 s.h.) Prerequisite:10:201,
Two-Dimensional Design. Creative problem solving
through the ex plo ra tion of aes thetic and tech ni cal as-
pects of graphic design using computer-aided design
software. (20-50)

10:220 Digital lllustration (3 s.h.) Prerequisite:
10:201, Two-Dimensional Design. Recommended:
10:150, Cre ative Pho tog ra phy, or 10:202, Graphic De-
sign. Creationandmanipulationofdigitalimageryisex
plored in the context of creative expression. User
interactivity, animation, full-color printing, and com puter
artthe oriesare cov ered. The studentcom pletes visual
projectswithinstructor guid ance. (30-30)

15:101IntroductiontoBusiness (3s.h.) Anoverview
ofthe phases and func tions of the busi ness enter prise.
Unitsofinstructionin cludethe organization, financing,
production,and contemporaryissuesinbusiness. The
course provides an awareness and understanding of
the com plexities of the busi ness world. (45-0)

15:140 Introductionto Com puters and Infor mation
Systems (3 s.h.) Em phasis oncom puter liter acy and
business ap pli cations of com puter software. Students
do business problems using electronic spreadsheets,



38 CAREER PROGRAMS

word processingsoftware, database manage mentsoft
ware, and pre sentation software. Studentsalso are ex-
posed to web use, file management, and sim ple web
page de velopment. (45-0)

15:141 Man age ment In for mation Systems 1(3s.h.)
Prerequisite: 15:140, Introductionto Com puters and I
formation Systems, or permissionoftheinstructor. The
pri mary goal of MIS | is to pre pare stu dents to be pro-
ductive participants in an information society. The
courseisde signedtodevelopabroadunderstanding of
businessinformation systems, variouswaystodiscern
information from an information system, and look at
waystodistrib utethisinformation. The studentwillalso
learnthe basic prin ciplesandtechniquesfordeveloping
simple com puter-based infor mation systemsformana
gerial de cision sup port sys tems through an ex ten sive
group pro ject com po nent of the course. (45-0)

15:142 Prin ci ples of Man age ment (3s.h.) 15:101,
In tro duc tion to Busi ness, is rec om mended. Pro vides
students with a general introductory management
learning experience. Role of management in today’s
businessenvironment;management’'sinfluenceonem
ployee productivity,em ployee satis faction and or ga ni
zational effectiveness; major control devices of

man age ment. (45-0)

15:156 Networking I (4s.h.) Prerequisite: 15:140, Irr
troduction to Computers and Information Systems or
per mis sionofthe in structor. This course pro vides an
overview of networking, includ ing suchtopics as net-
working ad vantages, OSl lay ers, ad dress ing and rout
ing protocols,and LAN de sign, topologies, and cabling.
(60-0)

15:157 Networking Il (4 s.h.) Prerequisite: 15:156,
Networking | or permis sion oftheinstructor. A continu
ation of Networkingl. Provides overview of Ether net, to
ken ring, ATM, and FDDI; examines routing and
ad dressingis sues; studiesrouter setup and configura
tion; examines LAN de signing, testing, and switch ing;
and stud ies TCP/IP pro to col and ad dress ing. (45-30)

15:158 Net working Il (4 s.h.) Prerequisite: 15:157,
Networking Il orpermissionoftheinstructor. Acontinu
a tion of Net working Il. Ad dresses such top ics as ad-
vanced router configurations, LAN switching,
networking management, and advanced network de-
sign. (45-30)

15:159 Net working IV (4 s.h.) Prerequisite: 15:158,
Networking Ill or per mis sion ofthe in structor. Acontinr
u ation of Networking lll. Using pri mar ily hands-on, pro-
ject-based learning, this course includes advanced
network de sign pro jects and ad vanced net work man-
age mentprojects. Wide Area Networks are dis cussed.
(45-30)

15:161 Operating Systems | (3 s.h.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems or per mis sion of the in struc tor. This course in tro-
duces students to the use of such popular operating
systems as Microsoft DOS, Windows 98, Windows
2000 Professional,and Windows NT Work station. This
course alsoad dressesop erating systeminterface and

controls;file systemmanage ment;applicationmanage
ment; and network clientconfig uration. (30-30)

15:163 Net work Op er ating Sys tems (4s.h.) Prereg
uisite: 15:177, Op er ating Sys tems Il, or per mis sion of
the in struc tor. This course goes into de tail on top ics of
network op erating systemsuch asde sign, planning, in
stallation, configuration,security, performance,ad min
istration, trouble shooting, faulttolerance, and disaster
re cov ery. Clientsetup, file and print sharing, direc tory
services, re mote ac cess, along with other net work ser-
vices will be ex plored. (30-60)

15:164 Groupware Ap plications | (4 s.h.) Prerequi
site: 15:140, Introductionto Com putersandInformation
Systems; 15:156, Networking |; and 15:161, Op er ating
Systems or permission of the instructor. This course
provides an introduction to such ap plicationsaselec
tronic mail, shared cal en dars, doc u ment shar ing, and
applications within a networked environment. The
course will also include anexamination of groupware
applicationfeatures, groupware configurationand man
age ment, the re lation of desk top ap pli cations to group
prod ucts, acom parison of spe cific groupware prod ucts,
andim ple mentationis suesre lated to groupware ap pli
cations. (45-30)

15:165 Groupware Ap plications Il (4 s.h.) Prerequt
site: 15:164, Groupware Ap plications | or per mis sion of
thein struc tor. This course builds onthe Groupware Ap-
plications|. The course cov ers such top ics as the ad-
vantages and disadvantages of groupware
applications,implementationconsiderations, serverin
stallation requirements, initial configuration, and trou-
ble shooting. (45-30)

15:166 Inter/Intranet Application Management (4
s.h.) Prerequisite: 15:163, Network Operating Sys-
tems, and 15:177, Op er ating Systems I, or per mis sion
of the in struc tor. This course en ables stu dents to de-
sign, set up, configure, and manage Internet and
Intranet ser vices such as web, e-mail, DNS, se cu rity,
and FTP along with gain ing knowl edge and in sight into
management of emerging Internet technologies.

(30-60)

15:167 Network Security (3 s.h.) Prerequisite:
15:156, Networking | or permission of the instructor.
This course will pro vide an overview ofis sues re lated to
security in a networked environment, including such
topicsassecurityanddisasterre covery, security within
informationservices, securitywithinanorganization, v
rus protection, and Internet se curity/fire walls. (30-30)

15:168Introductionto Programming (4s.h.) Prereg
uisite: 15:140, Introductionto Com puters and In for ma
tion Systems, and 15:196, Structure and Design, or
per mis sion of the in struc tor. This course pro vides stu-
dents expo sure tocom puter programde sign, structure,
development,andtroubleshootingthroughanexamina
tion of such topics as logic concepts, variables, in-
put/output, iterative constructs, conditional flow,
modular design, and the comparison of programming
lan guages. (45-30)
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15:169 Media Experience (3 s.h.) Prerequisite:

15:140, Introductionto Com putersand Information Sys-
temsor permissionoftheinstructor. Thiscourse covers
com pre hensively the latestver sion of HTML. Students
will learn good cod ing prac tices and be in tro duced to
web de vel op menttools and FTP pro grams. Stu dents
will also be introduced to CSS (Cascading Style
Sheets), image management, and basic JavaScript.
(30-30)

15:171 Introduction to Entrepreneurship (3 s.h.)
Prerequisite: 15:101, Introduction to Business. This
course provides stu dents with anintro ductionto entre
preneurship and new venture creation. Students will
examine the characteristics of successful entrepre
neursanddevelopinsightondevelopingandenhancing
cre ativ ity and in no vation. Stu dents will also learn the
pro cess of as sess ing new ven ture pro pos als and urn-
derstandthe com po nents ofabusiness/feasibility plan.
(45-0)

15:172 Managing the Entrepreneurial Venture (3
s.h.) 15:101, Introductionto Business,or15:171, Intro
ductionto Entre pre neur ship, arerecommended. The
course provides students with the tools necessary to
man age and grow a small busi ness. Stu dents will ex-
amine the characteristics of successful small busi-
nesses and de velopin sights on de vel op ing strat e gies
for successfully growing existing ventures. Students
will also learn the pro cess of eval u ating the mar keting
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan. (45-0)

15:173SeminarinEntrepreneurship (3s.h.) Prereq
uisite: 15:171, Introduction to Entrepreneurship, and
15:172,Managingthe EntrepreneurialVenture. Course
will com bine group dis cus sions with an ac tual case pro-
jectatalocalentre pre neurial firm. Studentswillhave an
op por tu nity to ap ply busi ness skills learned through out
their NIACC pro gram as they com plete a pro ject foralo-
calentrepreneurialventure. Studentsalsowilldiscover
keyentre preneurialsuccesscharacteristics. (38-15)

15:174 Database Man age ment (3s.h.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems, or per mis sion of the in struc tor. This course intro-
duces stu dentsto data base con cepts, with top ics such
asdatabase structure and de sign, plan ning, mod eling,
database soft ware and serv ers, SQL, re ports, fault tot
erance,andadministrationbeingcovered. Exposureto
currentand pop ulardatabase systemswill be pro vided.
(30-30)

15:176 Advanced Desktop Applications (3s.h.) Pre-
requisite: 15:140, Introductionto Com putersand Infor-
mation Systems or permission of the instructor.
Advancedtopicsindesktop com puter ap pli cations will
be stud ied in this course. Stu dents will also examinein
tegrated software packages such as Microsoft Office
Professional in this class. They will utilize integrated
software to solve sev eral business prob lems pre sented
tothemallowingthemto gainanunderstanding ofinte-

grated software, as well as other desktop ap plications,

through hands-on ex pe ri ence. The course will be pro-
ject-based, providing the student with a collaborative
environment. (30-30)

15:177 Operating Systems Il (3 sh.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems, and 15:161, Op er ating Sys tems |, or per mis sion
oftheinstructor. Thiscourseisacontinuationof Oper-
ating Systems|. Itad dresses ad vanced top ics such as
file manage ment, shell program ming, se curity, network
and service administration, fault tolerance, recovery,
troubleshooting, and operating system struc ture. This
willbe ac com plished by study ing the Unix or Linuxop er-
ating systems. (30-30)

15:178 Hard ware Ser vice and Sup port (4sh.) Pre-
requisite: 15:140, Introductionto Com putersand Infor-
mation Systems, 15:161, Operating Systems 1, or
per mis sion of in struc tor. This course pre pares the stu
dent to properly install, configure, upgrade, trou ble
shoot and repair microcomputer hardware. This
in cludes ba sic knowl edge of desk top and por ta ble sys-
tems, basic networking con cepts, and printers. The stu-
dent must also demonstrate knowl edge of safety and
common pre ventive mainte nance pro ce dures. Topics
include ad vanced DOS and Windows con ceptssuchas
batch files and memory management, installing and
uninstalling soft ware, ba sic hard ware in stal la tion, and
trouble shooting. (30-60)

15:179 Novell Ad ministration (4s.h.) Prerequisite:
15:161, Operating Systems | or permission of the in-
structor. This course provides an overview of where
networkingop erating systemsfitinto the network so lu
tion, in clud ing such top ics as the com po nents and fea
tures of a network operating system, major network
operatingsystems,operating systemsetup and config
uration, network client issues, WAN issues, and net-
workoperatingsystemselectioncriteria. (45-30)

15:186 Internet Pro gramming | (3 s.h.) Prerequisite:
15:169, Me dia Ex pe rience, and 15:196, Struc ture and
Design, or per mis sion of the in struc tor. This course will
teachthe fundamentals of client-side web scripting with
JavaScript. Stu dents will learn about browser-related
objectmod elsandtheiras so ciated prop erties, events,
and meth ods. Stu dents will work with these mod els to
createdocumentsonthefly, cre ate pop-up documents,
man age im ages, man age framesets, cre ate roll-overs,
enable and validate form ele ments, manage cookies,
create and maintain basic data bases, de fine and en-
able custom objects, and create various web-related
tools. (30-30)

15:187 Internet Pro gramming 1l (3s.h.) Prerequisite:
15:186, Internet Pro gramming | or per mis sion of the in-
structor. This course will allow students to continue
build ing their JavaScripting tools while learn ing how to
pro gram in PERL. Stu dents will learn how to ac cess
serverdocuments, cre ateand manage databases, and
build bul le tin boards. A lot of time will be spent build ing
so lu tions that re quire PERL, HTML, and JavaScript to-

gether. (30-30)
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15:188 Web Server Development (4 s.h.) Prerequt
site: 15:187, Internet Pro gramming Il or per mis sion of
theinstructor. This course gives studentsasolid under
stand ing of whatis going on be hind the scenes of a Web
site and the Internet. Stu dents will learn the con cepts
and com po nents that make up Web serv ers along with

how to support and maintain these servers. Topics
such as planning, configurations, testing, protocols,

services, performance, disasterrecovery,security, fault
tolerance, databases, indexing, clients, transactions,

SSL, and DNS will be cov ered. The course will pro vide
experience with popular web servers and software.
(30-60)

15:191 Intro ductionto E-Commerce (3s.h.) Prerecr
uisite: 15:140, Introductionto Com puters and In for ma
tion Systems or permission of the instructor. This
course provides students with foundational skills and
generalinformationaboutelectronicbusinesssolutions
on the World Wide Web. Topics will in clude fea tures of
Internet mar ket ing, sales, com puter graph ics, and net-
work security. Students will also be introduced to
Internet-related pro gram ming con cepts and tools used
to cre ate web-based solutions. (30-30)

15:194 E-Commerce Cases (4 s.h.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
temsorpermissionoftheinstructor. Investigate current

E-Commerce ba sics and real life sce narios re gard ing
electronic business practices. This capstone course
will tie to gether pre vi ous E-Commerce courses to real
life ap plications. (30-60)

15:196 Structure and Design (3 s.h.) Prerequisite:

15:140, Introductionto Com putersand Information Sys-
tems or per missionoftheinstructor. Afundamentalre
quirementforpeopleinthe Information Technologyfield
isthe abilityto organizeasolutiontoaproblem. This,in

and of it self, is a dif fi cult task. Often, how ever, this skill

takes a backseat to learn ing code or is lost in the com-
plexity of the task. Struc ture and De sign con cen trates
onthe processofdevelopingalogicalalgorithmicsolu
tion to a prob lem. (45-0)

15:197 Internet Law (3 s.h.) Prerequisite: 15:140, In-
troduction to Computers and Information Systems or
per mis sion of the in struc tor. Stu dents will learn and ex-
amine legal issues associated with e-commerce, in-
cluding but limited to, intellectual property protection,
rights of privacy, con tent con trol, an ti trust, and prob-
lems ofjuris diction. (45-0)

15:199Web Ap plication Develop ment(3s.h.) Pre-
req ui site: 15:187, Internet Pro gramming Il or per mis-
sion of the instructor. This course will build on the
student’s prior Internet Programming knowledge and
givethemanoverviewofvariouswebap plicationde vet
opmentre sources, tools, languages, andtechnologies.
Studentswillbeintroducedto various currenttoolsand
technologiesavailabletoaWeb De vel operfordevelop
mentand be gintounder stand the situ ations each works
bestin. Em phasiswill be on com pare and contrasttech-
niques, proper planning, relating the syntax and ele
ments to other tools and languages, knowledge
transfer, howinteractiontakesplace, design,and devet

oping an understanding and use of programming
re sources. (30-30)

15:201 Visual Com mu nication (3s.h.) Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems or per mis sion ofthein structor. This course is an
introductiontovisual problemsolvingand communica
tion through the World Wide Web. This course will
cover bassic tech nical ter mi nol ogy, an over view of soft-
ware and equip ment for web graphic de sign and an in-
troductionintodigitalimagery. Studioas signmentswill
be digitized and sentelectronically for evaluationand
critique. The goalis to ex pand stu dent com pe tency in
basicvisualandtechnicalskills,developingandunder-
stand ing of how per cep tion re lates to com mu ni cation,
and ex pose stu dents to cur rent is sues re lated to web
graphic de sign. (30-30)

15:202 Web De sign (3 s.h.) Prerequisite: 15:201, Vi
sual Com mu ni cations or per mis sion of the in struc tor.

This course is an ex pan sion of graphic de sign con cepts
mergingtraditionalpagedesign, typography,anddigital
im ag ery into the con cepts and prac tices of web de sign.

This stu dio course will cover the prep aration of dig i tal

images, compositional dynamics, and sequencing of
im ages into a com plete work ing web de sign. Students
will work with cur rent graphic and dig i tal im ag ing soft-
ware and web authoring soft ware. (30-30)

15:203 Server Side Scripting (4 s.h.) Prerequisite:
15:204, Java, or per mis sion of the in struc tor. Students
will learn to develop and implementwebapplications
us ing server side script ing with em pha sis on a sin gle
lan guage. Ad ditional server side scripting lan guages
and tech nol o gies will be dis cussed. Much of the lan-
guages ob ject model and meth ods will be cov ered with
focus on how to work with these objects and proce
dures. Stu dents will gain hands-on ex pe ri ence while
writing real world-based web applications from the
ground up. Data base ba sics will also be learned along
with SQL. Sim ple databases will be cre ated for use with
web application back-ends. Students will learn to ac-
cess and mod ify their data bases by build ing front-ends
for them using server side scripting and embedded
SQL. Sufficienttime will be spentbuilding solutions that
require using ASP, HTML, JavaScript, and various
other server side scripting technologies together.

(30-60)

15:204 Java (4 s.h.) Prerequisite: 15:187, Internet
Pro gramming Il, or per mis sion of the in struc tor. This
course introduces students to doing purely ob-

ject-oriented pro gram ming us ing the Java syn tax. Enr
phasisis placed on us ing Java for web de vel op ment.

Stu dents learn how to cre ate their own ob jects and em-
ploy these objects as solutions to common real
world-based web prob lems us ing ap pli cations and ap-
plets. Studentswilllearntocreateinteractive ele ments
and sim ple GUI el e ments. Use of the java.awt com po-
nents, event-handling model, containers, and layout
man ag ers will also be em phasized. File handling tech-
nigues and multithreading will be pre sented, along with

JavaBeans. Ap plications and ap plets will be built from
button up to facilitate in deeper understanding of the

con cepts used in OOP. (30-60)
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15:221 Mar keting (3 s.h.) A study of the role of mar ket
ing in so ci ety as well as a study of tar get mar ket (cus-
tomer)determination and selection, product strategy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo-
tional activities that are used in busi nessto day. (45-0)

15:277 Network Routing (5 s.h.) Prerequisite:
15:159, Networking IV or per mis sion of the in struc tor.
This course fo cuses on ad vanced rout ing us ing Cisco
routers connected in lo cal-area net works (LANs) and
wide-area net works (WANSs) typi cally found at me dium

to large net work sites. Upon com ple tion of this train ing
course, the studentwill be ableto se lectandim ple ment
the ap pro pri ate Cisco |OS ser vices re quired to build a
scal able routed net work. (45-60)

15:278 Network Remote Access (5s.h.) Prerequisite:
15:277,Network Routing or per mis sion oftheinstructor.
Re mote Ac cessfo cuses onadvanced WAN configura
tions, building remote access networks. The course
teaches students howto build are mote ac cess network
tointerconnectcentral sitesto branch officesandhome
of fices for telecommuters. The course fur ther teaches
stu dents how to con trol ac cess to the cen tral site and
how to max i mize band width utili za tion over the re mote
links. (45-60)

15:285 Multi-Layer Switching (5 s.h.) Prereq uisite:
15:277,Network Routing or per mis sion ofthein structor.
This course leads to the CCNP or CCDP. Inthis course,
network ad ministratorslearn howto build cam pus net
works using multilayer switching tech nol o gies over high
speed Ether net. This course in cludes both routing and
switch ing con cepts, cov er ing both Layer 2 and Layer 3
technologies. (45-60)

15:286 Network Support (5 s.h.) Prerequisite:
15:277, Network Routing; 15:278, Network Re mote Ac-
cess; and, 15:185, Multi-Layer Switching, or per mis sion
of the in struc tor. This course leads to the CCNP. This
course teaches stu dents how to base line and trou ble-
shootanenviron mentusing Ciscorouters and switches
for multi-protocol client hosts and servers connected
with the fol low ing: Ether net and Fast Ether net LANS,
Serial, Frame Re lay, and ISDN BRI WANS. The course
pro vides stu dents with me thod i cal prac tice us ing spe-
cific Cisco 10S soft ware and Cat a lyst soft ware tools to
diagnose and correct problems on widely installed
Cisco prod ucts. (45-60)

15:287 Emerging Remote Ac cess Tech nol ogies (3
s.h.)Prerequisite: 15:159, Networking IV or permis sion
of the instructor. Introduces end-to-end Digital Sub-
scriber Line (DSL) and ca ble mo demtech nol o gies with
focusonhands-onlabtrainingfortech niciansonin stalt
ing, configuring and troubleshooting DSL CPE equip-
ment and infrastructure in a small business
environment. Also touches upon Wireless and other
emergingtechnologiescommunications. (30-30)

15:288 Network Design | (3 s.h.) Prerequisite:
15:158, Net working Il or per mis sion of the in struc tor.
This course leads to the CCDA certification. The CCDA
certification (Cisco Certified Design Associate) indr
catesafoundationorap prentice knowl edge of network
de sign for the small of fice/home of fice (SOHO) mar ket.

CCDA certified professionals can design routed and
switched net works in volv ing LAN, WAN, and dial ac-
cess services for businesses and organizations with
net works of fewer than 100 nodes. (45-0)

15:289 Network Design Il (4 s.h.) Prerequisite:
15:288, Network Design I; 15:277, Network Routing;
15:278, Network Remote Access; and 15:285,
Multi-Layered Switching; or per mis sion ofthein structor.
This course leads to the CCDP certification. The CCDP
certification (Cisco Certified De sign Profes sional) in di

cates ad vanced or jour ney man knowl edge of net work
de sign. With a CCDP, a net work pro fes sional can de-
sign routed and switched networks involving LAN,
WAN, and dial ac cess ser vices for busi nesses and or-
ga ni za tions with 100 to more than 500 nodes. (60-0)

15:290 Fundamentals of Project Management (4
s.h.) Prerequisites: 15:141, MIS | and 15:158, Net-
working 11, or per mis sion of the in struc tor. Fundamen
tals of Pro ject Man age ment de fines a pro ject and the
role of projectsinbusiness. Studentsidentify and dem-
on strate the basicknowledge ar eas of Project Man age
mentand the Pro ject Man age ment Frame work. These
knowledge areas focus on managing project com po-
nentsincluding: Integration, Scope, Time (scheduling),
Cost, Quality, Human Resource, Communications,
Risk, and Pro cure ment. Fun damentals of Pro ject Man
agementclarifiestherelationshipbetweenProjectMan
age mentand other man age mentdis ciplinesin cluding
gen eral man age mentknowl edge and practice, and ap-
plication-areaknowl edge and practice. Studentslearn
to apply the breakdown of project phases and pro-
cesses and con struct pro ject plans that em ploy pro ject
phas ing and knowl edge ar eas. Stu dents also learn to
identifytheaspectsofproject-basedorganizational sys
tems and clas sify busi ness or ga ni za tions by type and
projectcharacteristics. Critical PathMethod (CPM) pro
jectschedulingislearnedand utilized to co ordinate pro
ject planning, execution and analysis throughout a
pro jectlife cy cle. (45-30)
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MARKETING/
MANAGEMENT

Entrepreneurship

Financial Management/Insurance

General Business
Banking Option
Mar keting and Sales Op tion -
Diploma

Retail Management

Software Applications Specialist
Certificate

Sport and Fitness Management

Supervision and Management
Diploma
Career Option

MARKETING/MANAGEMENT

Pro grams in this area are broad in scope and pro vide
each studentwith avariety of skills nec es sary to be suc-
cessful in the business environment. Marketing and
man age mentop portunities are readily avail able for stur
dents that have well-developed “high tech and high
touch” skills.

Entrepreneurship and Small
BusinessManagement

The John Pappajohn Business and Entrepreneurial
Center be ganop er ations at NIACC in April 1997. The
center offers comprehensive entrepreneurial training
and support programs for entrepreneurs, small busi-
ness own ers, and stu dents.

The program pro vides studentswith an un der standing
of the many facets of entre pre neur ship. Students will
learnthe pro cess ofidentify ing a business op por tu nity
anddevelopinganorganizationtoestablishanewven
ture. The curriculum will provide students with the
proper tools to eval u ate the fea si bil ity of a new ven ture
and to iden tify the avail able re sources for as sisting an
entrepreneurduringthestart-up phase ofthe business.

Once a new ven ture has been launched, a new di ver-
gent set of chal lenges face the en tre pre neur. The en-
trepreneur is typically responsible for strategic
planning, financialmanage ment, marketing, humanre
source man age ment, and op er ations. Althoughthe en
tre pre neur may not be re quired to have a strong grasp
of ev ery spe cific de tail, he/she must have a solid un der-
standing ofthecriticalissuesfacingthe business. Thus,
students will also receive instruction on managerial
functions as so ciated with own ing a small business.

NIACCisworkingtocombine classroominstructionwith
practicalexperiencetoenhancethedevelopmentofa

student'sentre pre neurialand small business manage
mentskills. For spe cificin for mation about the pro gram,

contact the NIACC Business Division or Pappajohn

Center.

Integrationinto NIACC’s Credit Pro gram

The entrepreneurship option is included as an addr
tional component of the Marketing/Management pro-
gram in the Business Division. However, we do not
be lieve the courses should be lim ited to busi ness stu-
dents.

We of fer three courses with primary em pha sis within the
Business Division: (1) Introduction to Entrepreneur
ship; (2) Managingthe Entre pre neurial Venture; and (3)
SeminarinEntre pre neurship. Abriefde scription ofthe
courses s pro vided be low.

15:171 Introduction to Entrepreneurship (3 s.h.)
Prerequisite: 15:101, Introduction to Business. This
course provides students with anintro ductionto en tre-
preneurship and new venture creation. Students will
examine the characteristics of successful entrepre
neursanddevelopinsightondevelopingandenhancing
cre ativ ity and in no va tion. Stu dents will also learn the
pro cess of as sess ing new ven ture pro pos als and ur+
derstandthe components ofabusiness/feasibility plan.
(45-0)

15:172 Managing the Entrepreneurial Venture (3
s.h.) 15:101, Introductionto Business, or15:171, Intro
ductionto Entre pre neur ship, are recommended. The
course provides students with the tools necessary to
man age and grow a small busi ness. Stu dents will ex-

amine the characteristics of successful small busi-
nesses and de velopin sights on de vel oping strat e gies
for successfully growing existing ventures. Students
will also learn the pro cess of eval u ating the mar keting
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan. (45-0)

15:173SeminarinEntrepreneurship(3s.h.)Prereqt
uisite: 15:171, Introduction to Entrepreneurship, and
15:172,Managingthe Entre preneurial Venture. Course
will com bine group dis cus sions with an ac tual case pro-
jectatalocalentre pre neurialfirm. Studentswillhave an
op por tu nity to ap ply busi ness skills learned through out
their NIACC pro gram as they com plete a pro ject foralo-
calentrepreneurialventure. Studentsalsowilldiscover
keyentre preneurialsuccesscharacteristics. (38-15)
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FinancialManagement/
Insurance Program

AssociateinScience-Business (ASB)

NIACC’sFinancialManage ment/Insurance Programis
de signed to pre pare grad u ates with em ploy able skills
re lated to the in surance and finan cialman age mentca
reer fields.

The pur pose of this de gree is to pro vide a de gree goal
for stu dents who choose to fol low a course of study de-
signed to give the stu dent the op tion of ob tain ing em-
ploy mentin business.

Upon the completion of the curriculum with a grade
pointaverageof2.00(C), the stu dentis awarded an As-
sociate in Science-Business Degree/Financial Man-
agement (see pages 214-217 for specific degree
requirements).

Stu dents who know they wish to pur sue a four-year de-
gree andwanttomeetgen eraled u cationre quire ments
oftransferinstitutionsshould pursuethe A.A. degree.

RE QUIRED COURSES/SUG GESTED SCHEDULE

(Two-YearProgram)

First Term
15:101 IntroductiontoBuSiness..............eeeuvvnee 3s.h.
15:140 Introductionto ComputersandInformation
SYSIEMS....iiiee e 3s.h.
15:190 Generallnsurance........ccccveeeeeeeeeiiiccnnns 3s.h.
30:101 CommunicationSKkills!..........ccccoeeeeeen..n 4 s.h.
40:121 MathematicsforDecisionMaking.......... 3s.h.
16 s.h
Second Term
15:175 ElectronicSpreadsheets ................c....... 3s.h.
15:195 Property&Casualtylnsurance............... 3s.h.
30:102 CommunicationSKillsll.............cccuvvveee. 4 s.h.
40:125 QuantitativeMethods .............ccccvvvnneeen. 3s.h.
GeneralEducationElective.................... 3s.h.
16 s.h
Third Term
15:109 Introto ACCOUNting ....cccvvvveveeeeeeiiiiiieene. 3s.h.

OR 15:118 Acctg. Pro ce dures (3s.h.)
OR 15:150 Acctg. Principles|(3s.h.)

15:120 BusinessLaw!l ......ccccoeeevieiiiiiviiiinieeeneennns 3s.h.
15:200 Life,Health, & Disability Insurance......... 3s.h.
80:133 MacCrOECONOMICS ......ccvvveeeeeeeeeririeeeeeeeenas 3s.h.

EIECHVE oo 3s.h.

Fourth Term

15:121 BusinessLawll......cccccoviieiiiniieneennne, 3s.h.

15:151 AccountingPrinciplesIl.......cccccoeeennnne 3s.h.
OR 15:119 Acctg. Apps. (5s.h))

80:134 MICro€CONOMICS........ceeeveeieecrrrrrrrrreeeeen. 3s.h.

89:100 CooperativeWorkExperience................ 3s.h.

EleCtiVe ... 3s.h.

15s.h

TotalHours 62 s.h.

Elective Courses
15:107 Keyboardingfor Office Technology........ 3s.h.

15:110 ElectronicCalculators............cccccevvenene. 1s.h.
15:112 Key boarding Level l.........ccccceevvvvencinnnne. 1s.h.
15:113 Key boarding Levelll............cccocvveevneennne. 1s.h.
15:142 Prin.ofManagement.........c.ccccocvvrernnneen. 3s.h.
15:160 ComputerAccounting........cccceeecvveeeeennee. 3s.h.

15:210 BusinessStatistics .......cccovvvveeerivreennineen. 3s.h
15:221 Marketing........ccovvvrereeeiiiiiiieeee e 3s.h.
15:223 Prin. of Selling.......ccccceeevviiiiieciiiiiee e 3s.h.
15:241 HumanRelations..........ccccceeveeiiiiiiineen... 3s.h.
89:150 EmploymentStrategies..........cccevvvveennen. 1s.h.
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General Business

NIACC's Gen eral Busi ness Pro gramis a dual-purpose

pro gram de signed to give the stu dent the op tion of ob-

tainingemploy mentupongraduationortransferringtoa
four-year in sti tu tion. It is for the stu dent who is in ter-

ested in busi ness butdoes nothave a particularareain

mind.

Graduatesaregenerallyplacedinsales, manage ment,
or general business (office, shipping and receiving,
quality control) po sitions within dus trial and re tail firms.
For spe cific place mentin for mation, con tact the North
lowa Career Cen ter or the NIACC Busi ness Di vi sion.

Upon the completion of the curriculum with a grade
pointaverage of2.00(C), the stu dentis awarded an As-
sociateinScience-BusinessDegree/GeneralBusiness
(see pages 214-217 for spe cific de gree re quire ments).
Stu dents who know they wish to pur sue a four-year de-
gree andwanttomeetgen eraled u cationre quire ments
oftrans fer in sti tu tions, should pur sue the A.A. de gree
(see pages 200-203). This will ne ces sitate a slightly dif
ferentcurriculum.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

RE QUIRED COURSES/SUG GESTED SCHEDULE

First Year

15:101 IntroductiontoBusiness..........ccoeeeeennn.... 3s.h.
15:120 BusinessLawl .....ccccoeeeevieviiiiiiieeeiieiiinnnn, 3s.h.
15:121 BusinessLaw ll.....ccccovvvvieieieieeeiiiniiiinns 3s.h.
15:134 ComputerApplications...........cccccvvveeeee... 3s.h.

OR 15:140 Intro ductionto Com puters and
Information Systems (3s.h.)
30:101 CommunicationSKillsl..............ccoeeeeenns 4 s.h.
30:102 CommunicationSkillsll.............cc........... 4 s.h.
40:121 MathematicS! .....coveeveeeeeeieeeeeeeeeeeeee i
80:133 Macroeconomics

80:134 MiICrO€CONOMICS.......cceeeeeeeeirrrrrrrreeeeeen.
ElECHVE ..ovvveeieieeeeeeee e

Second Year
15:109 Introto ACCOUNLING ...oovvevieieeeeeeiiiiieeene 3s.h.
OR 15:118 Acctg. Pro ce dures (3s.h.)
OR 15:150 Acctg. Principles|(3s.h.)
15:142 PrinciplesofManage ment
15:175 ElectronicSpreadsheets .................
15:221 Marketing........ccccuvveeeeeeiiniiiieeeeee s .
15:241 HumanRelations...........cccoevvveeeeeeeeeennnnnn.

40:125 QuantitativeMethods ..............cccvvvvveeeen.
ElectiveinHumanitiesor

SOCIalSCIENCE.... vt 3s.h.
EIQCHVE <..voeeeeeeeeeeeeeeeeeeee e, 7 s.h.
28 s.h

TotalHours 60 s.h

1 40:121 or higher level math course
2Recommended electives

Elective Courses

15:110
15:144
15:149
15:151
15:171
15:172
15:173
15:190
15:210
15:222
15:223
89:100
89:150

ElectronicCalculators...........ccccocvveinenne 1s.h.
Principlesof Supervision............cc.c.c...... 3s.h.
ManagingHumanResources.................. 3s.h.
AccountingPrinciples|l............ccccoceeeee. 3s.h.
IntroductiontoEntrepreneurship............ 3s.h.
Managingthe EntrepreneurialVenture.. 3 s.h.
SeminarinEntrepreneurship.................. 3s.h.
Generallnsurance..........ccocceeevveeviineenne 3s.h.
BusinessStatistiCs .......cccvevveeeiiiiiienns 3s.h.
Principlesof Advertising...........cccceeevee. 3s.h.
PrinciplesofSelling.........ccccocceviiniineeen. 3s.h.
CooperativeWorkExperience............ 2-5 s.h.
EmploymentStrategies ..........cccccoevuneeen. 1s.h.



General Business/Banking
Option

Thisprogramisde signedto help personspresentlyem-
ployed in bankingto fur thertheir careers andto pre pare
students entering the job market for entry-level po sk
tions in bank ing and other fi nan cial firms. For spe cific
place mentin for mation, con tact the North lowa Career
Centerorthe NIACC Business Division.

Upon completion of the curriculum with an average
grade point of 2.00 (C), the stu dentis awarded an As so
ciate in Science-Business Degree/General Busi-
ness-Banking (see pages 214-217 for specific
re quire ments). Stu dents who know they wish to pur sue
afour-yearde gree and wantto meetgeneraleducation
re quire ments of trans fer in stitu tions should pur sue the
A.A.de gree (see pages 214-217). This will ne ces sitate
aslightlydifferentcurriculum.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Commercial/AgLender * Proof Operator

* ConsumerLending * Real Estate Lending
* MarketingOfficer * Retail Banking Of fi cer
* NightProcessor * Teller

* Personal Banker * Teller Man ager

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

REQUIRED COURSES/SUG GESTED SCHEDULE
First Year

15:109 Introto ACCOUNtiNg ....ccvvvvvveeeeeeiiiiiieeenen. 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Principles1(3s.h.)

15:151 AccountingPrinciples|l...........ccccceenee. 3s.h.
15:170 PrinciplesofBankingOperation............. 3s.h.
30:101 CommunicationSkKillsl............ccceeee... 3-4 s.h.
30:102 CommunicationSKillsll............ccccoe.... 3-4 s.h.
80:101 GeneralPsychology ........c.cceevvevieiennnen. 3s.h.
80:133 MaCrOeCONOMICS ......uuveeeeeaeiaiiiiieeeaaaaanns 3s.h.
85:101 Public Speaking® .........ccocvvevveeereernnn 2s.h.

MANEMALCS. «...veoereeeeeeeeeeeereeeeeeeeseeeen 3s.h.

EleCtives........ocvveiiii 4-5 s.h.

30-33s.h

Second Year

15:120 BusinessLaw | ......cccccevvveveveieieieienenennnnd 3s.h.
15:121 BusinessLawll.......cccoovvieveieeeeeeeiniiinn, 3s.h.
15:140 Introductionto Computersand
InformationSystems...........ccoceeeiiiineeeen. 3s.h.
15:241 HumanRelations.........cccccccvvvvveviveienennnnd 3s.h.
40:125 QuantitativeMethods ..............ccccvvvvneeeen. 3s.h.

ElectiveinHumanitiesor
SocialScience.........cccceeeeeeeeeiiiiiiiieeeee, 3s.h.

ElEeCtiVEeS.....cccooeieiicceeee e 9-12 s.h.
27-30 s.h.

TotalHours 60 s.h.
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Elective Courses

15:101 IntroductiontoBusiness............cccccvvennee. 3s.h.
15:107 Keyboardingfor Office Technology........ 3s.h.

15:110 ElectronicCalculators........cccceeeeeeeeeennen..

15:112 Key boarding Level l.........cccccevviveveennnne.
15:113 Key boarding Level I................

15:142 PrinciplesofManagement

15:171 IntroductiontoEntrepreneurship............ 3s.h.
15:172 ManagingtheEntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship.................. 3s.h.
15:175 ElectronicSpreadsheets ................c....... 3s.h.
30:120 CollegeReadingSKills .........cccccovvveennnnns 3s.h.
80:110 SOCIOIOGY .. .vveeirreeeiirieeiireee e 3s.h.
80:111 SocialProblems........cccccceiviiieieiiiiieee. 3s.h.
80:120 Introto AmericanGovernment ............... 3s.h.
80:121 American, State and Lo cal
GOVEIMNMENL.....eeiiiiiiieiiieie e 3s.h.
80:134 MICrO€CONOMICS.......cceeeeeeeeirrrrrrrrreeeeen. 3s.h.
89:150 EmploymentStrategies..........cccevvvveennen. 1s.h.
90:105 Business Math ........ccccccoiviiiiiieiieeninnnes 2 s.h.

1Not re quired ifthe stu dent enrolls for Com mu ni cation Skills (8 s.h.)
240:121 or higher level math course
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General Business/Marketing
and Sales Option

DiplomaProgram

Mar keting and Sales is a 30-semester hour pro gram de-
signed to meet the needs of the adult who is at tend ing

classes primarily at night. Suc cess ful com ple tion of the

curriculumshouldmakeagraduateemployableinsales
and marketing. Inaddition, allthe courses ap ply toward
the two-year As so ciate in Science-Businessde gree.

Uponsatisfactory com pletion ofthe pre scribed curric
lumwith an av er age grade point of 2.00 (C), the stu dent
is awarded a di ploma.

ENTRANCEREQUIREMENTS
Highschoolgraduationorequivalent.

Suc cess ful grad u ates can find job op por tu nities in the
followingoccupationalareas

* Salesclerk

* Salesrepresentative

* Managementtrainee

RE QUIRED COURSES/SUG GESTED SCHEDULE

15:120 BusinessLaw| ......cccccoceviiiviiininiennennenn. 3s.h.
15:142 PrinciplesofManagement...................... 3s.h.
15:109 Introto ACCOUNtING ...oovvevieieeeeeeiiiiieeene 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Principles|(3s.h.)

15:221 Marketing........ocovvvvereeeiiiiinieeee e 3s.h.
15:222 Principlesof Advertising...........cccvveeeene 3s.h.
15:223 PrinciplesofSelling.......ccccoceeviiieriinennnn 3s.h.
30:101 CommunicationSkills1(30:101C).......... 3s.h.
80:133 MaCrO€CONOMICS ......uuvvereeaeiaiiiiieeeaaaaann 3s.h.
85:101 Public Speaking OR.......c.coccvieeeiiiiinennn. 2s.h.
85:105 Group Dis cus sion (2 s.h.)
EleCtiVeS....cccoviiiiiieeeeee e 4 s.h.
TotalHours 30 s.h.

Elective Courses

15:101 INtroto BUSINESS......ccovvvivieieiiieeeieeeee 3s.h.
15:110 ElectronicCalculators...........ccccovevcvernee. 1s.h.
15:121 BusinessLawl.......cccoccovviiiiiiiininnincnn 3s.h.
15:134 ComputerApplications .........ccoccvveerunen. 3s.h.
15:140 Introductionto Com putersand
InformationSystems..........cccvevveeeiiineenns 3s.h.
15:144 PrinciplesofSupervision............cccccee..... 3s.h.
15:149 ManagingHumanResources................. 3s.h.
15:151 AccountingPrincipIesII1 ......................... 3s.h.
15:171 IntroductiontoEntrepreneurship............ 3s.h.

15:172 ManagingtheEntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship
15:175 ElectronicSpreadsheets ..................

15:241 HumanRelations..........cccovcvveeniiiceninenn. 3s.h.
30:102 Communication Skillsll(:%O:lOlC)2 ........ 3s.h.
80:134 MICrOECONOMICS...ccceiuvrreeeeariirreeeeaniieeeenns 3s.h.
89:100 CooperativeWorkExperience........... 2-5 s.h.

MathematiCs..........covveveeriienicieeece, 3s.h.

1Prerequisite Accounting Principles|
%pre requisite Communication Skills|
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Retail Management

Retail Management is a career program designed to
pre pare grad u ates for a ca reer in the field of re tail ing.
Graduatesusuallyhaveretailmanage mentorbusiness
own er ship as a per sonal career goal.

Theretailprogramcurriculumisacombination of class-
roominstructionandlearningonthejob. The classroom
instruction focuses on basic business principles that
busi ness peo ple need to know. It also teaches the ba-
sicsofretailing. Theretail field ex pe rience (on-the-job)
pro vides the stu dent the op por tu nity to ap ply the class-
room learn ing on the job as well as learn from the em-
ployer. The retail field experience also allows the
studenttogainvaluableworkexperience andbuildare
sume while enrolled in col lege.

When the prescribed curriculum is completed with a
grade point of 2.00 or above, the stu dent is awarded an
Associatein Applied Science De greeinRetailManage
ment.

Successfulgrad u ates can find em ploy mentop portu ni
ties in the field of re tail ing which of fers a wide as sort-
mentofjob possibilities. Visitcareersinretailing.com for
examples of careerop por tu nities. For spe cific place-
ment information regarding this program, contact the
NIACC Workforce De vel op ment Center orthe pro gram
coordinator.

ENTRANCEREQUIREMENTS

Stu dents plan ning on en ter ing this pro gram should
com plete a col lege ap plication. They should be a
high school grad u ate or the equiv alent. Itis strongly
rec om mended that they meet with the pro gram co or-
di na tor to dis cuss the pro gram as it re lates to their ca-
reer goals.

SUGGESTEDSCHEDULE

SemesterOne

15:101 IntroductiontoBusiness............ccceeeuunnns 3s.h.

15:223 PrinciplesofSelling.......c.ccccocivieviinen.. 3s.h.

90:105 BusinessMath...........cccovvvvviivvvviieneeennnn. 2s.h.

90:125 Retailing......ccoovevevrieiiiieneeesee e 3s.h.

90:123 RetailFieldExperience.........ccccceeeennnee 5s.h.
16 s.h

SemesterTwo

15:134 ComputerApplications..........ccccccveeeeeennns 3s.h.

15:212 BusinessCommunication...........ccceeuen.. 3s.h.

15:221 Marketing......ccoeveeeirrerenniiee e
15:241 HumanRelations .h.
90:126 RetailFieldExperience...........ccccueeeeneee. 5s.h.

Semester Three
15:109 Introduction to Accounting ..........cc.c...e. 3s.h.
15:144 PrinciplesofSupervision..........ccccc.o...... 3s.h.
89:150 EmploymentStrategies...........ccceeeennee. 1s.h.
90:233 RetailFieldExperience.........ccccceeeennnne. 5s.h.
ElECHVE ... 3s.h.
15s.h
SemesterFour
15:120 BUSIiNESSLaW | ..occvvivieiiiiiiiiieeeee e 3s.h.
15:142 PrinciplesofManagement...................... 3s.h.
90:234 Retail Buying
EleCtiVe......oveiiiiice e
Total Hours 60 s.h.

Retail FieldExperience

Theretailfield ex perience portionofthiscurriculumisa
very im por tant part of the cur ric u lum. Once a stu dent

has deter mined the programmeets his/hered u cational
needs, he/she should meet with the pro gram co or dina

tor as soon as pos si ble to dis cuss the nec es sary em-
ploy ment.

Thefollowinglistcontainsrec om mended elec

tives based on the idea of strength en ing a stu-
dent'sbusinessexpertise:

15:149 ManagingHumanResources................. 3s.h.
15:171 IntroductiontoEntrepreneurship............ 3s.h.
15:172 ManagingtheEntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship.................. 3s.h.
15:175 ElectronicSpreadsheets ............cccoeenneee. 3s.h.
15:222 Principlesof Advertising..........cccccccveee.. 3s.h.
80:133 MaCrOECONOMICS ...ceeveuieiieiieaeeeeaiiieeeeens 3s.h.
80:134 MIiCro€CONOMICS......cevvrierreeeiieeerieeennnes 3s.h.
90:237 RetailFieldExperience..........cccccuvveennnee. 5s.h.

While the above courses are recommended elec-
tives, other courses may be taken with the ap proval
oftheprogramcoordinator.
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Software Applications
Specialist - Certificate

The Software Ap plications Spe cialist- Certificateisde
signed to expose students to Microsoft software and
pre pare stu dents to take the Microsoft Of fice User Spe-
cialist(MOUS)examination.

These courses are business elec tives and may ap ply to
diplomas or degrees. Many of these courses are of-
fered on an ar ranged ba sis or on line.

Uponsatisfactory com pletionofthe pre scribed curric u
lum (atleast 15 se mester hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a cer tif i cate.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

RE QUIRED COURSES
15:134 ComputerApplications ..........ccccuvveerunen.

15:136* Ad vanced DocumentPro cessing
15:175**Electronic Spreadsheet................c.......

15:211 WordProcessing.........cccuvveeeeeeennnns

15:225 MICroSOftACCESS ....vvvveveeeeiiiiiiiieeeeeeeiianen,
15:226 Microsoft PowerPoint .........cceceeeeeeeeeenn...

15:227 MicrosoftOutlook ...........cccceeeviiveiinnnnnn
15:228*** Software Integration.............ccccoevvennee

*Prerequisites: 15:134and 15:211

**Prerequisites: 15:134 or 15:140
***Prerequisites: 15:134, 15:136, 15:175, 15:211, 15:225,

15:226, and 15:227



Sport and Fitness Management
Associatein Science-Business (ASB)

Sportand Fitness Man age mentis afield of study which
pre pares stu dents for careers in the sport, rec re ation,
andfitnessindustry. Studentsinthe pro gramwill learn
principles of business, including marketing, finance,
man age ment, and lawwhile ap ply ingthose principlesto
differentareas ofthe sportindustry.

As a key part of the sport and fit ness man age ment de-
gree at NIACC, stu dents will be re quired to gain in term
ship credit for 3-6 semester hours. Internships give
students the opportunity to apply their knowledge
gained in the class room to work in the field.

Upon completion of the curriculum with an average
grade point of 2.00 (C), the stu dent is awarded an As so
ciate in Science-Business Degree/Sport and Fitness
Man age ment. (see pages 214-217 for spe cific re quire-
ments).

Stu dents who know they wish to pur sue a four-year de-
gree and wanttomeetgen eraled u cationre quire ments
of transfer institutions should pur sue the A.A. de gree
(see pages 214-217). This will ne ces sitate a slightly dif-
ferentcurriculum.

Stu dents who grad u ate with a 4-year sport and fit ness
man age ment de gree will be pre pared for em ploy ment
inawide range offields, includingintercolle giate athlet
ics, highschool athletics, profes sional sport, recre ation
and fitness organizations, and a variety of other
sport-related businesses. Employment opportunities
abound in the sport and rec re ation field.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

REQUIRED COURSES/SUG GESTED SCHED ULE

GeneralEducationRequirements

COMMUNICALIONS ..evvvviieieeeeieeeeeeeeee e e e e eeeens 8 s.h.
NaturalSCIENCES..........evvveeeeeeeeeeeeeeeeeeee e 3s.h.
Humanities/SocialSciences..........cccceeeeeeeeeeeennn.. 9s.h.

20 s.h

Sportand Fit ness Man age ment Courses

15:126Introductionto SportManage ment......... 3s.h.
15:127 CurrentIsSsuesin Sport ........cccoccvvveernnen. 3s.h.
15:128 Intern ship in Sport Manage ment.......... 3-6 s.h.

BUSINESS 49
Businesses Courses

15:109 Introto ACCOUNLING ...vvveeeiiiieeeiieeee e 3s.h.
OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Principles1(3s.h.)

15:241HumanRelations.......ccccevveeeeeeeeeiiiiiicnnns 3s.h.
15:134 ComputerApplications ..........ccccvveerunen. 3s.h.
OR 15:140 Intro ductionto Com puters and
Information Systems (3s.h.)
Elective Business courses (15 pre fix)*........... 9-12 s.h.
15:101 Introductionto Business(3s.h.)
15:120 Business Law | (3 s.h.)
15:142 Prin ci ples of Man age ment (3 s.h.)
15:144 Prin ci ples of Su per vision (3s.h.)
15:175 Elec tronic Spread sheets (3s.h.)
15:212 Business Com mu ni cations (3s.h.)
15:221 Mar keting (3 s.h.)
15:222 Prin ciples of Ad vertising (3s.h.)
18-21 s.h.

*Foradditional Business electives, see listof Businesstransfer
courses on page 157.

EIECtIVES oo 10 s.h.
RecommendedPhysicalEducationCourses:
60:113 Physical Fitness (1s.h.)
60:114 Phys ical Fitness Lab (1 s.h.)
60:115 Games & Officiating I (2 s.h.)
60:116 Games & Officiating Il (2 s.h.)
60:118 Care & Pre ven tion of Ath letic
In juries (2 s.h.)
60:150 The ory, Ethics, and Pro fes sional
Re spon si bil ity of Coaching
Interscholastic Ath letics (1 s.h.)
60:152 Intro ductionto Anat omy and
Phys i ol ogy for Coaching (1 s.h.)
60:153 Hu man De vel op mentin Sports (1 s.h.)
10 s.h.
TotalHours 60 s.h.
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Supervision and Management
DiplomaProgram

The Supervisionand Manage mentDiplomaProgramis
designed to meet the needs of students who want a
foundationinde velopingskillsinthe ar eas of su per vis-
ing peo ple and the over all man age ment of a busi ness
enterprise.

Successful completion of the program will assist stu-
dentsinde vel op ing an aware ness and un der standing
toorganize, coordinate, and evaluatethefunctionsofa
unit, de partment, or branch of an or ga nization eitherin
anindustrialmanage mentorad ministrative capacity.

All the courses taken in the di ploma pro gram ap ply to
the Su per vi sion and Man age ment Career Op tion Pro-
gram.

Uponsatisfactory com pletion ofthe pre scribed curric
lumwith an av er age grade point of 2.00 (C), the stu dent
is awarded a di ploma. This rec og nitionis granted to a
per sonwho has com pleted atleast thirty (30) se mester
hours of credit.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Supervisor clerks * Supervisor,accounting

* Departmentsupervisor * Supervisor,assemblystock

* Supervisor,auditclerks * Supervisor,coding clerk

SUGGESTEDSCHEDULE
15:109 Introto ACCOUNLING ..ovvvveeiiiiieeiiieee e 3s.h.
OR 15:118 Acctg. Pro ce dures (3 s.h.)

OR 15:150 Acctg. Prin. | (3 s.h.)
15:120 BusinessLawl|l .....ccccoeeveviiviiiiiiieeeiiiiiinnnn, 3s.h.

15:140 Introductionto Com putersand

InformationSystems..........cccoceeeeeiivneennn.
15:142 PrinciplesofManagement......................

15:144 PrinciplesofSupervision...........ccccoovee...

15:149 Managing HumanResources
15:241 HumanRelations.............c.........
30:101 CommunicationSKills!......ccccoeeeeieeieennnn
80:133 MaCrOECONOMICS ...cceeeeeeeeeeeeiieieieieeeeeeenns
ElECHVE ...ovveeeieieieeeeee e
TotalHours

CareerOption

NIACC's Su pervisionand Man age ment Programis de-
signedto pre pare grad u ates withinter estsinthe area of
su per vis ing peo ple and be ing part of the over all manr
age mentofabusinessenter prise.

The intentofthis pro gramis to de velop abil itiesto or ga
nize, coordinate, and eval u ate the func tions of a unit,
de partment, or branch ofanorganizationeitherinanin
dustrial management or administrative management
capacity.

Upon com ple tion of the pre scribed cur ric u lum with an
av er age grade point of 2.00 (C), the stu dentis awarded
anAssociateinScience-BusinessDegree/Supervision
andManagement.

Students in the Supervisionand Manage mentCareer
Option Pro gram sup ple mentthe di ploma pro gram with
thefollowingadditional courses:

RE QUIRED COURSES/SUG GESTED SCHEDULE
15:121 BusinessLaw ll......ccccoooiiviiiiiiienninnnnnn

15:151 AccountingPrinciplesll ....
15:221 Marketing..........occouveeeeeennnnne
30:102 CommunicationSKillsll............cccceeuveeee.

40:121 MathematicsforDecisionMaking.......... 3s.h.
80:134 MICroECONOMICS....cuvvveieeeeeeeeeeeeereenrennnens 3s.h.
Social ScienceorHumanitiesElective...3 s.h
GeneralElectives ......ccoovvvvveeeeeieeieiiicins 7 s.h

29 s.h

TotalHours 60 s.h.

Recommendedelectives:

15:171 IntroductiontoEntrepreneurship............ 3s.h.
15:172 ManagingtheEntrepreneurialVenture..3 s.h.
15:173 SeminarinEntrepreneurship.................. 3s.h.
15:175 ElectronicSpreadsheets ............ccccouve... 3s.h.

89:100 CooperativeWorkExperience,asarranged
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COURSE DESCRIPTIONS

FinancialManagement/Insurance
GeneralBusiness
General Busi_ness/Banking Option
Gen eral Busi ness/Mar keting and Sales
Option
Retail Management o
SoftwareApplications Specialist
Certificate
Sportand Fit ness Man age ment
Supervisionand Management
Di plomaand Career Option

15:101Introductionto Business (3s.h.)Anoverview
ofthe phases and func tions of the busi ness en ter prise.
Unitsofinstructionincludethe organization, financing,
production,and contemporaryissuesinbusiness. The
course provides an awareness and understanding of
the com plexities of the busi ness world. (45-0)

15:107 Keyboarding for Office Technology (3 s.h.)
Prerequisite: 15:112, Keyboarding Level I, and/or
15:113, Key boarding Level Il, OR keyboarding skill of 30
wam (words a min ute) with 3 or less er rors on a 3-minute
timedwriting. This course coversthe continued de vel op
mentofspeed andac curacy onthe al phabetic, numeric,
and sym bol keys. Stu dents de velop skills in for matting,
pro ducing, and proofread ing the fol low ing doc u ments:
memos, letters, envelopes, tables, reports, and other
mis cellaneous business doc u ments. (30-30)

15:109In tro ductionto Ac counting (3s.h.) Abasic
under stand ing of the pro cess of col lecting and us ing ft
nan cialinformationin business. (45-0)

15:110Electronic Calculators(1s.h.) [Structuredor
Open En try/Open Exit] A study of the 10-key, elec-
tronic cal culator. Ap plied business prob lems onthe cat
culator. This course has been desig nated as a pass/no
pass course. (5-20)

Open Entry/Open Exit

15:112 Keyboarding Level | (1 s.h.) [Open En-
try/Open Exit] Prerequisite: None. Thiscourse covers
the de vel op ment of keyboarding tech niques us ing the
touch method on the computer to learn/re view the al-
phabetickeys. The keyboardinggoalisaminimumrate
of 20 words amin ute with 3 orless errors. Students with
little or no keyboarding skill would be gin at this level.
This course has been designated as a pass/no pass
course. (0-30)

15:113 Keyboarding Level Il (1 s.h.) [Open En -
try/Open Exit] Pre req uisite: Key boarding Level | OR
abil ity to key board at 20 words a min ute. This course
cov ersthe de vel op ment of the touch method onthe com-
puter key board to learn/re view the al pha betic, nu meric,
and sym bol keys. The keyboarding goal is a min i mum
rate of 30 words a minute with 3 or less errors. This
course has been des ig nated as a pass/no pass course.
(0-30)

* *x *x * * * % *x *x *x * * * * *x *x *x * * *

15:118 Accounting Procedures (3s.h.) Anintro duc-
tory course us ing a pro ce dural ap proach ap ply ing the
prin ci ples of debit and credit, re cord ing of data in var ¢
ous jour nals, posting to the led gers, the worksheet, fi-
nancial statements, adjusting and closing entries,
de pre ciation and in ven tory meth ods, plant as sets, de-
ferralsand ac cru als. (45-0)

15:119 Accounting Ap plications (5s.h.) Prerequi
site: 15:118 Accounting Procedures or 15:150 Ac-
counting Principles with a grade of “C” or above. A
continuation of Accounting Procedures including
voucher system, partnerships, and corporations. In-
cludescompletionofanaccounting simulationproject.
(75-0)

15:120Business Law | (3s.h.) Law as ap plied to bust
nesstransactionsand businessrelation ships. Anintro
duction to jurisprudence and the courts, contracts,
commercial paper, sales, and security agreements.
(45-0)

15:121 Busi ness Law Il (3 s.h.) Prerequisite: 15:120,
BusinessLawl, orpermissionoftheinstructor. Acontir
uationof 15:120. Agency, cor po rations, part ner ships,
bailments, real prop erty, wills, trusts, in sur ance, bank-
ruptcy, and gov ern mentreg u lation of busi ness. Some
informationoninternationallawandliability ofac courr
tants. (45-0)

15:126 Intro duction to Sport Man age ment (3s.h.)
Forindividualsenteringintothe sportand physicaled u
cation profession, itis criti cal to un der stand the the ory
and practice of ethical management principles in
sport/fitnessorganizations. Administratorsneedtoun
derstandmarketing, financialandle galaspectsregard
ing the management of facilities, events, and
organizations. These principlesare ap pliedto organk
zations within interscholastic, intercollegiate, interna
tional and professional sport along with the
health/fithness and community recreation industries.
(45-0)

15:127 Cur rent Is sues in Sport (3 s.h.) Prerequisite:
15:126, Introduction to Sport Management. Sport,
health/fitness, andrecreationorganizations have been
fac ing many changes in re cent years. These changes
have ex posed many problemsthatthese organizations
must solve in or der to en sure fu ture suc cess. This class
is de signed to ex pose stu dents to these is suesin or der
to pre pare them for man age ment careers in the sport,
health/fit ness, and rec re ation fields. (45-0)

15:128 Internship in Sport Management (1-3 s.h.)
Prerequisite: Recommended 15:126, Introduction to
Sport Man age ment, or per mis sion of in struc tor. This
courseisre peatableforuptosixcredits. Forindividuals
entering into the sport and physicaleducation profes-
sion, itis criti calto gain practi cal ex pe rience in the field.
Intern ships in sport man age ment are de signed to give
the studentanin side look atthe day-to-day op er ation of
businesses in the sport industry. They are also de-
signed to give each stu dent work ex pe ri ence within the
chosenindustry. (15-165)
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15:134Com puter Ap plications (3 s.h.) Emphasison
business ap pli cations of com puter software. Students
do business problems using word processing, elec-
tronic spreadsheet, and database management soft-
ware. Studentsare also ex posedto Windows op erating
systems, presentation software, and the Internet.
(30-30)

15:136 Advanced Document Processing (3 s.h.)

Prerequisites: 15:134, Computer Applications, and
15:211, Word Pro cessing. Stu dents will learnin ter me-
diatetoad vanced functions of Microsoft Wordin cluding
customizing templates, recording macros, creating
on-screen forms, managinglongdocuments, creating
hyperlinks, and publishing on the World Wide Web.
Upon com ple tion of the course, the stu dents may be
pre pared to take the MOUS (Microsoft Of fice User Spe-
cial ist) ex pert exam for Microsoft Word 2000. (30-30)

15:140 Introductionto Com puters and Infor mation
Systems (3 s.h.) Em phasis on com puter liter acy and
business ap pli cations of com puter software. Students
do business problems using electronic spreadsheets,
word processingsoftware, database manage mentsoft
ware, and pre sen tation soft ware. Stu dents also are ex-
posed to some programming and web page
development. (45-0)

15:142Principlesof Management(3s.h.) 15:101, In-
troductionto Business, isrecom mended. Provides stur
dentswithageneralintroductorymanage mentlearning
ex perience. Role of man age mentinto day’s business
environment; management’s influence on employee
productivity,employee satisfactionandorganizational
effectiveness; and, ma jor con trol de vices of man age-
ment. (45-0)

15:144 Principles of Supervision (3s.h.) This course
isde signed forin divid u als who hold, orwho will hold, s
pervisory positions. The courseinvolvesthe study ofthe
majormanagerialfunctions(planning,organizing, staff
ing, directing, and controlling) and is augmented by
other pervasive areasofsupervisionsuchascommunt
cation, motivation, de cision making, and humanre la-
tions. (45-0)

15:149 Man aging Hu man Re sources (3s.h.)Course
describesthetransitionfrompersonnelmanage mentto
human resources management. The focus is on the
systematic pro cess ofre cruitment, se lection, de vel op
ing, and ap prais ing em ploy ees. (45-0)

15:150 Ac counting Principles|(3s.h.) Anintroduc
toryaccounting course: analyzingtransactions, match
ing principle, adjusting and closing entries, financial
state ments, re ceivables, inventories, fixed as setsand
intangibleassets, currentliabilities, corporations(capt
tal stock transactions, dividends, income and taxes,

stock holder’s eq uity, in vest ment in stocks), bonds pay-
able, in vest mentin bonds. (45-0)

15:151AccountingPrinciples1l(3s.h.)Prerequisite:
15:150, Accounting Principles|, orequivalent. Course
covers Statement of Cash Flows, financialstate ment

analy sis, job or der and pro cess cost sys tems, cost be-
havior, bud geting, stan dard costing, differential anal y-
sis and product pricing, capital investment analysis,
activity-based costing, andjust-in-time manufacturing.

Emphasisisonmanage ment's use of ac countingin for-
mation. (45-0)

15:160 Computer Accounting (3 s.h.) Prerequisite:
15:109Introductionto Accountingor15:118 Accounting
Procedures or 15:150 Accounting Principles | with a
grade of “C” or above. Designed to provide students
with realistic experience with automated accounting
consisting of five systems: generalledger, accounts
payable, accounts receivable, depreciation, and pay-
roll. Stu dents will find them selves as hav ing taken an
accountingpositioninacompany already usingacom-
puterized ac counting system. Stu dents will be work ing

inanindividualizedinstructionenvironment. (45-0)

15:170 Prin ci ples of Banking (3 s.h.) Fundamental
bank functions presented in a descriptive fashion so
that the be gin ning banker may view the pro fes sionina
broad (and op erational) per spective. (45-0)

15:171 Introduction to Entrepreneurship (3 s.h))
Prerequisite: 15:101, Introduction to Business. This
course provides stu dents with anintro duc tionto en tre-
preneurship and new venture creation. Studentswill
examine the characteristics of successful entrepre
neursanddevelopinsightondevelopingandenhancing
cre ativ ity and in no va tion. Stu dents will also learn the
pro cess of as sess ing new ven ture pro pos als and ur-
derstandthe components ofabusiness/feasibility plan.
(45-0)

15:172 Managing the Entrepreneurial Venture (3

s.h.) 15:101, Introductionto Business, or15:171, Intro
ductionto Entre pre neur ship, arerecom mended. The
course provides students with the tools necessary to
man age and grow a small busi ness. Stu dents will ex-
amine the characteristics of successful small busi-
nesses and de velopin sights on de vel oping strat e gies
for successfully growing existing ventures. Students
will also learn the pro cess of eval u ating the mar keting
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan. (45-0)

15:173SeminarinEntrepreneurship(3s.h.)Prereq
uisite: 15:171, Introduction to Entrepreneurship, and
15:172,Managingthe Entrepreneurial Venture. Course
will com bine group dis cus sions with an ac tual case pro-
jectatalocalentre pre neurialfirm. Studentswillhave an
op por tu nity to ap ply busi ness skills learned through out
their NIACC pro gram as they com plete a pro jectforalo
calentrepreneurialventure. Studentsalsowilldiscover
keyentrepreneurialsuccesscharacteristics. (38-15)

15:175Elec tronic Spread sheets (3s.h.)Prerequisite:
15:140, Introductionto Com puter and Information Sys-
tems or 15:134, Com puter Ap pli ca tions. Learn the fur-
damentals of spread sheets, databases, and business
graphicsusingap pro pri ate software. (30-30)
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15:190 Gen eral In sur ance (3s.h.) Principlesofinsur
ance and risk, in clud ing per sonal and busi ness view
points in regard to life, health, property, and liability
risks. (45-0)

15:195Prop erty and Casualty Insurance(3s.h.) This
course is de signed to pro vide in struc tion that will pro-
vide a high level of un der stand ing of prop erty and ca su
alty insurance. Topics covered will include fire,
home owners, dwelling, auto, businessandprofessional
liability, crime andfidelity, work ers’com pensation,and
ap plications from a per sonaland commer cial per spec
tive. (45-0)

15:200Life, Health,and Dis abil ity Insurance(3s.h.)
Prerequisite: 15:190, Generallnsurance. Thiscourseis
de signedto provideinstructioninavariety of ar eas giv
ing the stu denta good un der stand ing of life in sur ance,
healthinsurance, andtheroleand applicationwithinthe
industry. (45-0)

15:210 Business Statistics (3 s.h.) Prerequisite:
40:125, Quan ti ta tive Methods; 40:140, Intro to Sta tis-
tics; or40:151, Col lege Al ge bra & Trig I. The use of sta
tistical methods as an analytical tool in business
situations. Data collection, tab ularand graphical pre-
sentations, frequency distributions, probability, sam-
pling,dataanalysis, hy pothesistestingandregression,
andcorrelationanalysis. Theuse of statistical software
isin cor po rated into the course. (45-0)

15:211 Word Pro cessing (2 s.h.) This course is de-
signedto in tro duce stu dents to com put ers and the fun-
damentals of word processing. The students will
progress from basic through intermediate features of
word pro cess ing soft ware. Also Open En try/Open Exit.
(20-20)

15:212BusinessCommunication(3s.h.)This course
willhelpthe studentbe come aneffectivecommunicator
inthe businessworld. Ba sic written com mu ni cation will
be em pha sized through prac tice in gram mar struc ture,
vocabulary building, and organization of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes businessletters and inter of fice memo
randums. Asecond ary em phasis will be placed on oral
communication, listeningskills,and nonverbalcom mu

nication. (45-0)

15:221 Mar keting (3s.h.) Astudy ofthe role of mar ket
ing in so ci ety as well as a study of tar get mar ket (cus-
tomer)determination and selection, product strategy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo
tional activities that are used in busi ness to day. (45-0)

15:222 Principles of Advertising (3 s.h.) Principles
and practices in commonly used advertising media.
(45-0)

15:223 Principles of Selling (3 s.h.) This course is
cen tered around the study of con cepts and prac tices
used by professional salespeople in today’s mar-
ket-driven econ omy. The course also in cludes a study
of selling as apro motional strategy used by mar ket ers.
(45-0)

15:225 Microsoft Ac cess (1 s.h.) This course is de-
signed to take stu dents through the core com pe ten cies
for Microsoft Ac cess in prep aration for the Microsoft Of
fice User Spe cial ist (MOUS) certifi cation test. (5-20)

15:226 Microsoft PowerPoint (1 s.h.) This course is
de signed to take stu dents through the core com pe ten
cies for Microsoft PowerPoint in preparation for the
Microsoft Office User Specialist (MOUS) certification
test. (5-20)

15:227 Microsoft Outlook (1 s.h.) The course is de-

signed to take stu dents through the core com pe ten cies
for Microsoft Outlookin prep arationforthe Microsoft Of
fice User Spe cial ist (MOUS) certifi cation test. (5-20)

15:228 Software Integration (1s.h.) The stu dent will
integrate concepts learned from Microsoft Word, Ac-
cess, PowerPoint, Ex cel, and Out look in a pro ject ap-
proach. (5-20)

15:241 Human Relations (3 s.h.) The study of how
peo ple satisfy both per sonal growth needs and or ga ni
zationalgoalsintheircareers. Althoughalsointerested
inthewhy of humanbe havior, humanrelations goesfur-
ther and looks at what can be done to an tic i pate prob-
lems, re solve them, or pre vent them from hap pening.
Thisfield em phasizes knowl edge thatcan be ap pliedin
practicalwaysto problemsofinterpersonalrelations at
work orinour personallife. Significantde velop mentsin

re centyearsinthe work place haveincreasedtheimpor
tance ofinter per sonal skills in al most ev ery type of work
setting; thesetrends provide sup portforthe ne ces sity of
acquiringcompetenceinhumanrelations. (45-0)

30:101 Com mu ni cation Skills I (4s.h.) Improvement
of skillsinread ing, writing, speaking, andlistening, with
an emphasis on expository methods of development
and per sonal ex pe ri ence as sup porting mate rial. Stu-
dents may be re quested to use word pro ces sors and the
Writer's Workbench analyses programs, the Writer's
Work bench STEPS pro grams, and the struc turing sen
tences video series. Students must meet minimum
com petencyre quire mentsinwritingand speakingtore
ceive a grade of “C” or higher. (60-0)

30:101C Communication Skills I (3 s.h.) Improve
mentof skillsinread ing and writing withanem phasison
expositorymethodsofdevelopmentandpersonalexpe
rience as supporting material. Students may be re-
quested to use word processors and the Writer's
Workbench analyses programs, the Writer's Work-
bench STEPS programs, and the structuring sentences
video series. Students must meet minimum com pe
tencyre quire mentsinwritingtore ceive agrade of “C" or
higher. (45-0)

30:102 Com mu ni cation Skills 1l (4 s.h.) Prerequisite:
30:101, Communication Skills I. Students must have
earned a“C” or higher grade in Com mu ni ca tion Skills | be-
foreenrollingin Communication Skillsll. Acontinuationof
30:101withanemphasisonargumentative and persua
sive writing and speaking, on re search meth ods, and on
lan guage. Stu dents may be re quested to use word pro-
ces sors, Writer's Work bench anal y ses, Writer's Work-
bench STEPS, and sentence structuring vid eos.
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Students must meet minimum competency require
ments in writ ing and speak ing to re ceive a grade of “C”
or higher. (60-0)

30:102CCommunication Skills |l (3 s.h.)Prerequisite:
30:101C, Communication Skills 1. Students must have
earned a“C” or higher grade in Com mu ni ca tion Skills | be-
fore enrollinginCommunication Skills1l. Acontinuationof
30:101C with an em pha sis on ar gu men ta tive and per-
suasive writing, on research methods, and on lan-
guage. Students may be requested to use word
processors, Writer's Workbench analyses, Writer's
Work bench STEPS, and sen tence struc tur ing vid eos.
Students must meet minimum competency require
ments in writing to receive a grade of “C” or higher.

(45-0)

30:120 Col lege Read ing Skills (3 s.h.) De signedto
help students become more efficient and effective in
reading college textbooks, required materials, leisure
articles, and books. Course adapts to the style and
needs of eachin divid ual to im prove vo cab u lary, com-
pre hen sion, rate, and study skills. (45-0)

40:121 Mathematics for Decision Making (3 s.h.)
Prerequisite: Basic Arithmetic and Algebra skills as
shown by one of the fol lowing: 1. A score of 16 or higher
on the ACT Math Test or the AS SET Nu mer i cal Math
Skills Test, or a score of 51 or higher on the Pre-Algebra
part of the COM PASS Test AND a grade of “C” or better
in40:060, Be gin ning Alge bra (at NIACC) or equiv alent;
2. A score of 20 or higher on the ACT Math Test or the
AS SET Nu mer i cal Math Skills Test or 51-75 on the AF
ge bra section of the COM PASS test. Mathematicsfor
De cision Making provides asurvey of mathe maticstop
icsthatincludessets, logic, probability, statistics, sets of
numbers, alge bra,geometry,and consumermath. This
course will ful fill 3 hours of Nat u ral Sci ences re quire-
ment for the A.A. De gree. (45-0)

40:125 Quantitative Methods (3 s.h.) Prerequisite:
Two years of high school al ge bra with a“C” or higher or
40:120, Interme diate Alge bra, witha“C” or higher. Fur-
nishesthe studentwiththe math e maticsre quiredforan
understandingofvarious quantitative methodsusedin
business. Set theory, linear programming, matrices,
probability, linearsystems, andap plications. (45-0)

60:113 Physical Fitness (1s.h.) A lec ture course de-
signed to teach the stu dent about the im por tance of be-
ing physicallyfit. The course material will provide in sight
into various meth ods of testing physi cal fit ness as well
asidentifyingwhatgoodphysicalfitnessis. The student
will be able to as sess his/her own level of phys i cal fit-
ness. (15-0)

60:114 Physiical Fitness Lab (1s.h.) Alab course de-
signed toin crease a per son'sinter est of his/fher own level of
physicalfitness. The course provides activities with which
the stu dent can im prove his/her level of physi cal fit nessin
theareasofstrength, flexibility,andendurance. The student

willberequiredtoparticipateinclassactivitiestwice aweek.
(0-30)

60:115 Games and Offi ciating I(2s.h.)Guiding principles
and stan dards: rules, me chanics, and pro ce dures for conr
petitive sports of fi ciating. Stu dents will work to ward be com+
ingaregistered official inthe lowa Ath letic As so ciations.
Emphasiswillbe onfootballofficiating, volleyballofficiating,
and boys’ and girls’ bas ket ball of fi ciating. Each stu dentwiill
gainactualofficiatingexperience. (28-4)

60:116 Games and Of fi ci ating Il (2 s.h.)Prerequisite:
60:115, Games and Officiating . This courseisacontinua
tion of 60:115. At ten tion di rected to ward the study of wres-
tling, track, base ball, and soft ball. (28-4)

60:118 Care and Pre ven tion of Ath letic Injuries (2s.h.)
Rec om mended: one se mester course inanatomy and
physiology. Introductorypreparationinathletictraining, in-
jury, treatmenttech niques, taping, wrap ping, etc. Preventa
tive mea suresto re duce ath letic in ju ries. Course may be

used to fulfill par tial re quire ment for lowa Coaching Cer tif
cation. (30-0)

60:150 Theory, Ethics,and Pro fes sional Re spon si-
bilities of Coaching Interscholastic Athletics (1s.h.)
Guiding principles and techniques of coaching
interscholastic athletics. Discussion of theory, ethics,
and professional responsibilities as they relate to
coach ing interscholastic ath letes. (20-0)

60:152Introductionto Anatomy and Physiol ogy for
Coaching (1 s.h.) Anintroductiontoanatomyand physiot
ogy with stress on the re la tion ship to ath letic ac tions. This
course is de signed as an in tro duc tory course for pro spec-

tive coaches with lit tle or no back ground in anat omy and
physiology.(15-0)

60:153 Human Development in Sports (1 s.h.) A
one-semester course with em pha sis on hu man growth
andde velopmentandrelation shipto physicalactivity,
with special attention to children and adolescents.
(15-0)

80:101 Gen eral Psy chol ogy (3 s.h.) Corequisite: New
students with entering ACT or COMPASS reading
scores be low col lege level will be re quired to co-enrollin
30:120, Col lege Read ing Skills. Anintroductiontothe
scientificstudy ofbe havior; abriefhistory of psy chology
asascience, andtopicsfundamentalto humanbe hav-
ior including developmental issues, sensory abilities,
cog nitive perfor mance, so cialand emotional factorsin
behavior,andabnormalbehaviorandtherapies. (45-0)

80:110 Sociology (3 s.h.) An introductory survey
course, so ci ol ogy is the sci en tific study of so ci ety. In-
quires into what holds so ci eties to gether, what causes
so ci et ies to change, and how so cial forces af fect our
daily lives. Topicscoveredinclude: cultureand society,
socialization,socialresearch, groups, organizations,in
stitutions, deviance, gender, race and eth nicity. Anem-
phasisis placed on cul tural di ver sity. (45-0)

80:111 So cial Problems (3s.h.) Prerequisite: 80:110,
Sociology, is strongly recommended. Introduction to
the study of contem porary social problems. The course
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examines how so cial problems are identified, ex plores
underlying con di tions and causes of so cial prob lems,
and considers possible solutions and policy implica
tions. Em phasisisonsociologicaland critical thinking
frame works. Topics of ex plo rationin clude: mentalilk
ness, sub stance abuse, crime, prej u dice and dis crim
nation, prostitution, pov erty, and more. (45-0)

80:120 Introduction to American Government (3
s.h.) A sur vey of the Amer i can fed eral sys tem of gov-
ernmentincludingade scriptionand analy sis ofthe con
stitution, the legislative, executive, and judicial
branches of government, and the American political
pro cess. (45-0)

80:121 American State and Local Government (3
s.h.) A survey of state and local gov ern mentsinthe
United States including an analysis of fed-
eral-staterelations, state con stitutions, state and
locallegislative, ex ecutive, andjudicial systems, and
ma joris suesin state and lo cal politics. (45-0)

80:133 Macroeconomics (3 s.h.) An introductory
study of how peo ple use scarce re sources to satisfy un-
lim ited wants. After anin tro duction to eco nomics, the
emphasis is on the determinationof nationalincome,
out put, em ploy ment, and the gen eral price level in the
national economy including an examination of the
money and bank ing sys tem. (45-0)

80:134 Microeconomics (3 s.h.) Prerequisite:80:133,
Macroeconomics. Anintroductory study ofhowpeople
use scarce re sources to sat isfy un lim ited wants. The
em phasisis on the be hav ior and decisionmaking by ir-
dividualconsumers, entre pre neurs,workers,and other
re source own ers in the prod uct and re source mar kets
and the re sulting ef fects on the ef fi ciency with which re-
sources are used. (45-0)

85:101 Pub lic Speaking (2 s.h.)Publicspeakingasan
in tel lec tual tool for use in ar gu men ta tion and per sua
sioninademo cratic society. (30-0)

85:105Group Dis cus sion (2s.h.) Principlesandtech
niques of group discussion methods and procedures
based on par liamen tary meth ods. (30-0)

89:100B-C-D-ECooperative Work Experience(2-5
s.h.)Practicaltrainingonthejobunderthecooperative
supervision of the college and work supervisor. De-
signed primar ily for the col lege-transfer stu dents to pro-
vide an ex pe ri ence that: (1) is di rectly re lated to their
col lege pro gram and ca reer ob jec tives; or (2) will help

themtestoutcareerinterestand/ordiscovernewcareer
pos si bilities. Credit is de ter mined on the ba sis of one

se mes ter of credit for each 60 hours of ap proved em-
ploy mentto be completedinaterm. Ap pro priate ness of
learningobjectivesisanessentialfactorinthe ap proval

pro cess. This course is re peat able up to 12 se mes ter
hours. (0-120 to 300)

89:150Em ploy ment Strat egies (1s.h.)De velop skills
necessary to enter the job market and experience
long-term career growth. Studentslearnbasicjob seek-
ing techniques, job keeping skills, and strategies for

continued growth. (15-0)

90:105 Busi ness Math (2 s.h.) Mathematicalapplica
tions that apply to a variety of business problems.
Topics covered include mathematical fundamentals;
accountingapplicationsincludingbanking, payroll,and
taxes; figuring percentages related to commissions,
discounts, and markups; business prob lems in credit
and in ter est; busi ness and per sonal in sur ance; in ven
tory and turnover; financial statements; and employ-
ment tests. (30-0)

90:123 Retail Field Experience (5s.h.) The on-the-job

trainingcomponentofthe RetailManage mentProgram.
(15-225)

90:125 Retailing (3 s.h.) The study of the selling of
goods and services to ultimate consumers, involving
distribution, inventory control, site selection, pricing,
and othertopics pertinentto suc cess ful re tail busi ness
operations. (45-0)

90:126 Re tail Field Ex perience (5s.h.) Prerequisite:
90:123, Retail Field Ex perience. The on-the-jobtraining
component of the Retail Management Program.
(15-225)

90:233 Retail Field Ex peri ence (5s.h.) Prerequisite:
90:123 and 90:126, Retail Field Experience. The
on-the-job training component of the Retail Man age-
ment Pro gram. (15-225)

90:234 Re tail Buying Fun damen tals (3 s.h.) Buying
du ties and pol i cies, how to buy, how much to buy, buy-
ing meth ods, source se lection, price lines, and sales re-
cords. Prod uct knowl edge and anal y sis rel a tive to the
buyingfunctionandvalue analysisofproducts. (30-30)

90:237 Retail Field Ex perience (5s.h.)Prerequisite:
90:123, 90:126, and 90:233, Retail Field Experience.
The on-the-job train ing com po nent of the Re tail Man-
age ment Pro gram. (15-225)

95:130 Com mu ni cations 1 (3 s.h.) Study de signed to
assiststudentsinim proving and/orre fining skillsin the
areasofreading, writing, listening, and speakingtohelp
meetcom mu ni cation needs in col lege and for suc cess
and ad vance mentinacareer. (45-0)

QuotableQuote:

The truth of the matter is that you al ways know
the rightthingto do. The hard partisdoingit.

-Gen. H. Nor man Schwarzkopf
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OFFICE
TECHNOLOGY

DegreePrograms

AdministrativeSecretary
AdministrativeMedical Secretary
AdministrativeMedical Secretary/

Tran scrip tion Spe cialist Op tion
AdministrativeLegal Secretary

DiplomaPrograms

GeneralSecretary
Legal Secretary
MedicalSecretary
MedicalTranscription

OFFICETECHNOLOGY

Office Technology Programs provide for a rapidly
changingoccupationalcluster. Employmentop portunt
ties are available for graduates with well-developed
“peo ple and tech nical skills.”

NIACC’s Office Technology Programs are
dual-purpose programs designed to give the student
the optionof obtainingem ploy mentupongraduationor
transferringtoafour-yearinstitution.

Upon the completion of the curriculum with a grade
pointav erage of 2.00 (C), the stu dent is awarded an as-
sociatedegree (see pages 214-217 for spe cificde gree
requirements).

Stu dents who know they want to pur sue a four-year de-
gree and wantto meetgen eraled u cationre quire ments
at transfer institutions should pur sue the A.A. de gree
(see pages 214-217).
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Administrative Secretary - Degree

The Administrative Secretary Degree Program is de-
signed to pre pare stu dents for em ploy ment with fi nan-
cial institutions, retail establishments, manufacturers,
private organizations, and Civil Service.

The grad u ate’s dutiesin clude: tran scrib ing dic ta tion;
keyboarding cor re spon dence, re ports, and re cords; fi
ing; handlingtele phone services; making ap pointments
andre ceivingvisitors; ordering sup plies; making travel
arrange ments; taking care ofgen eral officead ministra
tion; and using com puters for word pro cessing.

NIACC'’s office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
secretarialfield.

Uponsatisfactory com pletion ofthe pre scribed curric u
lum (atleast 60 se mester hours) withan av er age grade
point of 2.00 (C), the studentisawarded an Asso ciate in
ScienceBusinessDegree/Administrative Secretary.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Administrative assistant

* Receptionist

* Informationprocessing
su per visor

* Executivesecretary
* Recordsmanager

* Officemanager

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Year
First Term

15:107*Key boarding for Of fice Tech nology ....... 3s.h.
15:109 Introto ACCOUNLING ..coovvvvvieieeeeeeiiiiieeenen 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators........ccceeeeeeeeerennnn.. 1s.h.

30:101 CommunicationSKillsl.............cceeeeeeens 4 s.h.
Hu manities Elec tive OR

SocialSCience........cccevevveeiiieiieeeeeeeeeees 3s.h.

14 s.h

*Pre req ui site: 15:112, 15:113 OR abil ity to pass keyboarding
test 30 wam with 3 er rors or less

Second Term
15:211 WordProcessing........ccccvveveeeeeeniiivinneenen.

30:102 CommunicationSkillslI
BusinessEIectives .........ccceeeeeeeeeeeeeennns

Sec ond Year

First Term
15:134 ComputerApplications ..........ccccvveernnen. 3s.h.
OR 15:140 Intro duc tion to Com puters and

Information Systems (3s.h.)
15:212 BusinessCommunication.......................

HumanitiesElective..........ccccccvvvvvvvvnnnnnn.

Social Science Elective.....
BusSinesSEIECHIVES .......cooeeeviiiviiiiieieene

Second Term

15:136* Advanced DocumentProcessing ........... 3s.h.
15:175**ElectronicSpreadsheets ....................... 3s.h.
15:218***Professional Office Procedures ........... 4s.h.
89:150 EmploymentStrategies .........ccoceveervneenn. 1s.h.
NaturalScienceElective ...........cc.cceen. 3s.h.

14 s.h

* Prereq uisites: 15:211 and 15:134 or 15:140
**Pre requisites: 15:134 0r15:140
***Pre requisites: 15:211and 15:212

Recommendedelectives

15:101 Introto BUSINESS.....c.ccceeeeeeveevvvviiieeeenn. 3s.h.
15:142 PrinciplesofManagement...................... 3s.h.
15:221 Marketing.......coocueveeeeeeiiniiiieeeee e 3s.h.
15:225 MICroSOftACCESS ....cevvvvvvviieieieieeeeeeeeeeeees 1s.h.
15:226 Microsoft PowerPoint.........cccccceeeeveiinnnns 1s.h.
15:227 MicrosoftOutlook .h.
15:228 Softwarelntegration............ccccoeeuveeeennnee 1s.h.
15:241 HumanRelations............cccevvveeeeeeeieennnnn. 3s.h.
15:280 On-the-Job Training .........cccceeevveeeennnes 1-6 s.h.

Stu dents have the op por tu nity to fo cus on courses that
will be most ap pro pri ate to help pre pare them for em-
ploy ment. How ever, each stu dent should seek the ad-
vice of the program coordinator and/or the student’s
advisorinmaking course selections.
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Administrative Medical Secretary -
Degree

The Administrative Medical SecretaryDegree Program
is de signed to pre pare stu dents for em ploy mentin phy-
si cians’ of fices, hos pitals, clinics, pub lic health de part-
ments, Civil Service, medical laboratories,
pharmaceutical houses, insurance companies, busi-
ness and industrial firms with large medical depart
ments, and foun dations de voted to medical re search.

The graduate’s duties include preparing correspon
dence and medical records, filing, mailing, ordering
supplies, handlingtele phone services, making ap point
ments and re ceiv ing vis i tors, tak ing care of gen eral of-
fice administration, and using a computer for word
processing.

NIACC'’s office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
secretarialfield.

Uponsatisfactory com pletion ofthe pre scribed curric
lum (atleast 60 se mester hours) with an av er age grade
point of 2.00 (C), the stu dentis awarded an As so ciate in
Science-Medical SecretaryDegree.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

Suc cess ful grad u ates can find job op por tu nities in the

followingoccupationalareas:
* Medicalsecretary * Medicalre cords manager

* Appointmentclerk
* Receptionist

* Medicalinformation
processingoperator

RE QUIRED COURSES/SUG GESTED SCHEDULE

First Year

First Term

15:107*Key boarding for Office Technology......... 3s.h.
15:109 Introto ACCOUNLING ...oovvevieiieeeeeiiiiieeenen 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators.........ccccceeeeeveiinnns 1s.h.
30:101 CommunicationSKkills!........c.ccceeeeeennnnnn: 4 s.h.
94:104 Body Structure & Function ..................... 4s.h.

OR70:111HumanBiology (4s.h.)
15 s.h.
*Pre req ui site: 15:112, 15:113 OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less

Second Term
15:134 ComputerApplications ...........occcuvvveeeee.. 3s.h.

OR 15:140Intro ductionto Com puters and
In for mation Sys tems (3 s.h.)

15:211 WOrdProcCessing.......ccoeeeevvveeeriveeesninene. 2s.h.
30:102 CommunicationSKillsll..............cceeneee. 4s.h.
70:101 BiologicalPrinciples.........c.ccccvveveiinnenns 3s.h.
70:102LBiologicalPrinciplesLab....................... 1s.h.
EleCtives........coveviiiiiccc 3s.h.
16 s.h
Second Year
First Term
15:175*ElectronicSpreadsheets .............cc.ouo.... 3s.h.
15:212 BusinessCommunication............c.ccee..... 3s.h.
15:251 MedicalTerminologyl.........cccccoeuvieeenee 3s.h.
EleCtiVes.......ooouiiiiiiiieee e 6 s.h.
15s.h
*Prereq uisite: 15:134 or 15:140
Second Term
15:136*Advanced DocumentProcessing............ 3s.h.
15:250**Ba sic Medical Insurance & Coding....2 s.h.
15:252 MedicalTerminologyll .........ccococvvveeeennn. 3s.h.
15:259**Medical Office Procedures................. 3s.h.
89:150 EmploymentStrategies .........ccocvveeruvneenn. 1s.h.
90:134 Pharmacology........cccceeveernnieririeeniieens 2 s.h.
14 s.h

*Pre req ui sites: 15:134 OR 15:140 and 15:211
**Prerequisite: 94:104 or permission from instructor and
15:251

***Prereq uisites: 15:211and 15:212

RecommendedElectives

15:142 PrinciplesofManagement...................... 3s.h.
15:225 MICroSOft ACCESS ...vvvvviieeeiiiiiiieieeeeeeeiiiaan,
15:226 Microsoft PowerPoint
15:227 MicrosoftOutlook .............eevvveeeieeeeeeeennn.
15:228 Softwarelntegration............ccccoeeuveeeennnne
15:241 HumanRelations.............ccovvveeieeeeieennnnnn.

15:280 On-the-Job Training..........cccceevvveeeennns .h.
70:250 AnatomyandPhysiologyl.........ccccevene 4s.h.

90:141 ClinicalProcedureslandLab................ 4 s.h.

Stu dents have the op por tu nity to fo cus on courses that
will be most ap pro pri ate to help pre pare them for em-
ploy ment. How ever, each stu dent should seek the ad-
vice of the program coordinator and/or the student’s
advisorinmaking course selections.
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Administrative Medical Secretary
DegreeTranscriptionSpecialist

Option

The Administrative Medical Secretary Degree Tran-
scription Spe cialist Programis de signedto pre pare stu
dents forem ploy mentin phy sicians’ of fices, hos pitals,
clinics, pub lic health de part ments, Civil Ser vice, med +
cal laboratories, pharmaceutical houses, insurance
companies, business and industrial firms with large
medical de partments, andfoundations de votedtomed
icalresearch.

The transcription specialist's duties primarily include
transcribing medical doc u ments and pre paring cor re-
spon dence and med i cal re cords; other sec re tarial du-
tiesin clude filing, mail ing, or der ing sup plies, han dling
tele phone ser vices, making ap point ments and re ceiv-
ingvisitors, taking care ofgeneral officead ministration,
and us ing a com puter for word pro cessing.

NIACC's office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
field. Upon satisfactorycompletion of the prescribed
curriculum (atleast60se mesterhours)withanaverage
grade point of 2.00 (C), the stu dentis awarded an As so
ciatein Science De gree/Medical Secretarywitha Tran
scription SpecialistCertificate.

ENTRANCEREQUIREMENTS
High Schoolgrad uationorthe equivalent.

REQUIRED COURSES/SUG GESTED SCHEDULE
First Year

First Term

15:107*Key boarding for Office Technology......... 3s.h.
15:211 WordProcessing........ccccvvvveeeeeivcvvnnnennn. 2 s.h.
15:251 MedicalTerminologyl......c..cccccoevuvveeennns 3s.h.
30:101 CommunicationSKkillsl...........ccccceeeernn 4 s.h.
94:104 Body Struc ture and Function................... 4s.h.

OR 70:111 Human Biol ogy (4 s.h.)
16 s.h.
*Pre req ui site: 15:112, 15:113 OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less.

Second Term

15:109 Introto ACCOUNLING ...oovvevieieeeeeeiiiiieeene 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)
15:110 ElectronicCalculators...........cccocveerveennee.
15:249 MedicalTranscription! ...........cccccvvveeeen...

15:252 MedicalTerminologyll .........ccoccvvveennnnn.
30:102 CommunicationSkillsll.............cc..c.......

90:140 Lab TeStS.....ccvvveeieeeeeeeeieeeee e

Sec ond Year
First Term
15:134 ComputerApplications ..........ccccvveernnen. 3s.h.
OR15:140Intro ductionto Com puters
and In for ma tion Sys tems (3 s.h.)

15:212 BusinessCommunication.............c......... 3s.h.
15:256*Medical Transcriptionll............ccccceeneee. 3s.h.
70:250 AnatomyandPhysiologyl..........ccccceennee 4s.h.
89:150 EmploymentStrategies .........ccocveeeruvneenn. 1s.h.

14 s.h

*Prerequisites: 15:249

Second Term

15:175****ElectronicSpreadsheets..................... 3s.h.
15:250*Basic Medical Insuranceand Coding.....2 s.h.
15:259***Medical Office Procedures................... 3s.h.
15:265**Medical Transcription|ll ........................ 3s.h.
90:134 Pharmacology........ccceeeeeeiueeeeeeaiiiieaeene 2s.h.

Electives (Stronglyrecommend............. 2s.h.

70:251***** OR Anat omy and
Physiologyll,4s.h.)
15 s.h.

*Pre req ui sites: 94:104/70:101/70:250 or per mis sion fromin-
struc tor and 15:251
**Prerequisites: 15:249
***Prerequisites: 15:211and 15:212
****Pre req uisites: 15:134 OR 15:140
*r%Strongly recommend pre req uisite 70:250

SummerTerm:

Strongly recommend taking 90:147, Pathophysiology
asyourelective from Second Year, Second Term. This
courseisonly of feredinthe sum mer session. Prereq ur
sites: 15:251 and 70:250; corequisite 70:251.
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Administrative Legal Secretary -
Degree

The Administrative LegalSecretary Degree Programis
de signedto pre pare stu dents forem ploy mentin law of-
fices, insurance companies, financial institutions,
courts, and po lice de part ments as well as in le gal de-
part ments of busi ness firms and gov ern ment of fices.

The graduate’s duties include preparing letters,
memos, court and client documents; filing; handling
tele phone ser vices; making ap point ments and re ceiv-
ing clients; ordering supplies; making travel arrange-
ments; taking care ofgen eral office ad ministration, and
using acom puter for word pro cessing.

NIACC's office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
secretarialfield.

Uponsatisfactory com pletion ofthe pre scribed curricu
lum (atleast 60 se mester hours) with an av er age grade
point of 2.00 (C), the stu dentis awarded an As so ciate in
ScienceBusinessDegree/Administrative Legal Secre
tary.

ENTRANCEREQUIREMENTS

Highschoolgrad uationorthe equivalent.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Receptionist

* Legalrecordsmanager

* Ap pointmentclerk

* Legalsecretary
* Legaltranscriber

* Legalinformation
pro cess ing op er ator

RE QUIRED COURSES/SUG GESTED SCHEDULE
First Year

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3s.h.
15:109 Introto ACCOUNLING ..coovvvvvieieeeeeeiiiiieeenen 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators........ccceeeeeeeeeeennn... 1s.h.
30:101 CommunicationSkillsl.............. ...4s.h,
80:120 Introto AmericanGovernment ............... 3s.h.

*Pre req ui site: 15:112, 15:113 OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less

Second Term

15:211 WOrdProcCessing.......ccoeeevvreeernneeennnene. 2s.h.
30:102 CommunicationSkillsll.............cc..c....... 4 s.h.
SocialScience/HumanitiesElectives ..... 6 s.h.
BUSIiNESSEIECtiVE .....ceeveveeeeiiiiiciiiirieee, 3s.h.

15s.h

Second Year

First Term
15:120 BusinessLaw | ........ccoceeveiiiiienniiniennneen. 3s.h.
15:134 ComputerApplications .........ccoccvveerunen. 3s.h.

OR15:140Intro ductionto Com puters
and In for mation Sys tems (3 s.h.)

15:212 BusinessCommunication

Natural Science Elective
BusinessElective ............coovvvvvvvvvvvinnnnnn.

Second Term

15:122*L egal OfficeProcedures..........ccccceeeen.. 5s.h.
15:136**Advanced DocumentProcessing.......... 3s.h.
15:175**Electronic Spreadsheets...................... 3s.h.
89:150 EmploymentStrategies .........ccccceeevuveenn. 1s.h.
BUSINESSEIECHIVES ..o 4 s.h.

16 s.h

*Prerequisites: 15:211and 15:212
**Pre req ui sites: 15:211 and 15:134 OR 15:140
***Prereq uisite: 15:134 0r15:140

RecommendedElectives

15:101 IntroductiontoBusiness.............cceeuuees 3s.h.
15:121 BusinessLawll.......cccccoovvvviivviieeeenennnn.. 3s.h.
15:225 MICroSOftACCESS ...uvvvveeeeeeeeiriieeeeeeeeeiiiann, 1s.h.
15:226 Microsoft PowerPoint .........cccceeeeeeeeeenn... 1s.h.
15:227 MicrosoftOutlook .......cccvveeeveeeieeiiiiiiinnns 1s.h.
15:228 SoftwareIntegration..........ccccovcveeevieeniieeennnen.
15:142 PrinciplesofManagement...................... 3s.h.
15:241 HumanRelations...........c.oovvvveeeeeeiiivinnnnn. 3s.h.
15:280 On-the-Job Training .........cccceeevveeeennee 1-6 s.h.

Stu dents have the op por tu nity to fo cus on courses that
will be most ap pro pri ate to help pre pare them for em-
ploy ment. How ever, each stu dent should seek the ad-
vice ofthe program co or dinatorand/or his/heradvisorin
making course se lections.

QuotableQuote:

The world is before you, and you need not

takeitor leave it as it was when you camein.
-James Baldwin
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COURSE DESCRIPTIONS -
(Degree Programs)

AdministrativeSecretary

AdministrativeLegal Secretary

AdministrativeMedical Secretary/
TranscriptionSpecialistOption

15:101Introductionto Business (3s.h.)Anoverview
ofthe phases and func tions of the busi ness en ter prise.
Unitsofinstructionincludethe organization, financing,
production,and contemporaryissuesinbusiness. The
course provides an awareness and understanding of
the com plexities of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3s.h.)
Prerequisite: 15:112, Keyboarding Level I, and/or
15:113, Key boarding Level I, OR keyboarding skill of
30 wam (words a minute) with 3 or less errors on a
3-minute timed writ ing. This course cov ers the con tin-
ued de vel op ment of speed and ac cu racy on the al pha
betic, numeric, and symbol keys. Students develop
skillsinfor matting, pro ducing, and proofread ing the fot
lowing documents: memos, letters, envelopes, tables,
re ports, and other mis cellaneousbusinessdocuments.

(30-30)

15:109 Introduc tionto Ac counting (3s.h.) Abasic
under stand ing of the pro cess of col lecting and us ing ft
nan cialinfor mationin business. (45-0)

15:110Electronic Calculators(1s.h.) [Structuredor
Open En try/Open Exit] A study of the 10-key, elec-
tronic cal cu lator. Ap plied busi ness prob lems onthe cak
culator. This course has been desig nated as a pass/no
pass course. (5-20)

15:118 Accounting Procedures (3s.h.) Anintro duc-
tory course us ing a pro ce dural ap proach ap ply ing the
prin ci ples of debit and credit, re cord ing of data in var ¢
ous jour nals, post ing to the led gers, the worksheet, fi-
nancial statements, adjusting and closing entries,
de pre ciation and in ven tory meth ods, plant as sets, de-
ferralsand ac cru als. (45-0)

15:120 Busi ness Law | (3 s.h.)Law as ap plied to bust
nesstransactions andbusinessrelationships. Anintro
duction to jurisprudence and the courts, contracts,
commercial paper, sales, and security agreements.
(45-0)

15:121 Busi ness Law Il (3 s.h.)Prerequisite: 15:120,
Business Law |, recommended. A continuation of
15:120. Agencies, corporations, partnerships,
bailments, real prop erty, wills, trusts, in sur ance, bank-
ruptcy, and gov ern mentreg u lation of busi ness. Some
informationoninternational lawandliability ofac coun
tants. (45-0)

15:122 Legal Office Pro cedures (5s.h.) Prerequisite:
15:211, Word Pro cessing, and 15:212, Busi ness Com-
munication. Management of a lawyer’s office that in-
cludes topics covering general legal documents,
personal andreal prop erty, businessorganizationsand
meet ings, bank rupt cies, wills and es tates, civil cases,

and family law. Includes using a word processor,
developingtran scription skills, using the Internetto ac-
cess information, filing, handling telephone services,
discussing professionalism, applying grammar rules,
and taking care of general office administration. Stu-
dents are ex pected to spend time out side of class work-
ing in the com puter lab. (60-30)

15:134Com puter Ap plications (3 s.h.) Emphasison
business ap pli cations of com puter software. Students
do business problems using word processing, elec-

tronic spreadsheet, and database management soft-
ware. Studentsare also exposedtoWindowsoperating
systems, presentation software, and the Internet.
(30-30)

15:136 Advanced Document Processing (3 s.h.)
Prerequisites: 15:134, Computer Applications, and
15:211, Word Pro cessing. Stu dentswilllearninter me-
diate to ad vanced functions of Microsoft Word in cluding
customizing templates, recording macros, creating
on-screen forms, managinglongdocuments, creating
hyperlinks, and publishing on the World Wide Web.
Upon com ple tion of the course, the stu dents may be
pre pared to take the MOUS (Microsoft Of fice User Spe-
cial ist) ex pert exam for Microsoft Word 2000. (30-30)

15:140 Introductionto Com puters and Infor mation
Systems (3 s.h.) Em phasis on com puter liter acy and
business ap pli cations of com puter software. Stu dents
do business problems using electronic spreadsheets,
word processingsoftware, database manage mentsoft
ware, and pre sentation soft ware. Stu dents also are ex-
posed to some programming and web page
development. (45-0)

15:142PrinciplesofManagement (3s.h.) 15:101, In-
troductionto Business, isrecommended. Provides stu
dentswithageneralintroductorymanage mentlearning
ex perience. Role of man age mentin to day’s business
environment; management’s influence on employee
productivity,employee satisfactionandorganizational
effectiveness; major control devices of management.
(45-0)

15:150Accounting Principles1(3s.h.) Anintroduc
toryaccounting course: analyzingtransactions, match
ing principle, adjusting and closing entries, financial
state ments, re ceiv ables, inventories, fixed as sets and
intangibleassets, currentliabilities, corporations(capt
tal stock transactions, dividends, income and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay-
able, in vest mentin bonds. (45-0)

15:175Elec tronic Spread sheets (3s.h.)Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems, or 15:134, Com puter Ap plications. Learnthe fun
damentals of spread sheets, databases, and business
graphicsusingap pro pri ate software. (30-30)

15:211 Word Pro cessing (2 s.h.) This course is de-
signhedto in tro duce stu dents to com put ers and the fun-
damentals of word processing. The students will
progress from basic through intermediate features of
word pro cess ing soft ware. Also Open En try/Open Exit.
(20-20)
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15:212BusinessCommunication(3s.h.) This course
willhelpthe studentbe come aneffectivecommunicator
inthe businessworld. Basic written com mu nication will
be em pha sized through prac tice in gram mar struc ture,
vocabulary building, and organization of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes businesslettersandinter office memo
randums. Asecond ary em phasis will be placed on oral
communication, listeningskills,and nonverbalcommu
nication.(45-0)

15:218Professional OfficeProcedures (4s.h.) Pre-
req ui site: 15:211, Word Pro cessing and 15:212, Busr
ness Communication. Office procedures and
tech niques nec es saryto perform gen eral of fice du ties.
Includesusingaword pro cessor, developingtranscrip
tion skills, us ing the Internet to ac cess in for ma tion, fik
ing, handling telephone services, discussing
professionalism, applying grammar rules, and taking
care of gen eral of fice ad minis tration. Stu dents are ex-
pected to spend time outside of class working in the
com puter lab. (40-30)

15:221 Mar keting (3 s.h.) A study of the role of mar ket
ing in so ci ety as well as a study of tar get mar ket (cus-
tomer)determination and selection, product strategy,
channels of distribution, pricing con cepts and pro mo-

tional activities that are used in busi ness to day. (45-0)

15:225 Microsoft Ac cess (1s.h.) This course is de-
signed to take stu dents through the core com peten cies
for Microsoft Ac cess in prep aration for the Microsoft Of
fice User Spe cial ist (MOUS) cer tifi cation test. (5-20)

15:226 Microsoft PowerPoint (1 s.h.) This course is
de signed to take stu dents through the core com pe ten
cies for Microsoft PowerPoint in preparation for the
Microsoft Office User Specialist (MOUS) certification
test. (5-20)

15:227 Microsoft Outlook (1 s.h.) The course is de-
signed to take stu dents through the core com pe ten cies
for Microsoft Outlookin prep aration for the Microsoft Of
fice User Spe cial ist (MOUS) cer tifi cation test. (5-20)

15:228 SoftwareIntegration (1s.h.) The stu dent will
integrate concepts learned from Microsoft Word, Ac-
cess, PowerPoint, Ex cel, and Out look in a pro ject ap-
proach. (5-20)

15:241 Human Relations (3 s.h.) The study of how

peo ple satisfy both per sonal growth needs and or ga nr
zationalgoalsintheircareers. Althoughalsointerested

inthe why of human be havior, humanrelations goes fur
ther and looks at what can be done to an tic i pate prob-
lems, re solve them, or pre vent them from hap pen ing.

Thisfield em phasizes knowl edge that can be ap pliedin

practicalwaysto problemsofinterpersonalrelations at
workorinour personallife. Significantde velopmentsin

recentyearsinthe work place haveincreasedtheimpor
tance ofinter per sonal skills in al most ev ery type of work
setting; thesetrends provide sup portforthe ne ces sity of
acquiringcompetenceinhumanrelations. (45-0)

15:249Medical Transcription|(3s.h.) This course is
designed to simulate medical transcription practices
usedin ahealthcare environ ment. The mainobjective
is to pro vide the stu dent with knowl edge of the con tent
andformatsofmedicaldocumentsandre portstypically
dictatedinphy sicians’ offices, hos pital clinics, and hos-
pitalancillary and sup portfacilities. (15-60)

15:250Basic Medical Insuranceand Coding (2s.h.)
Prerequisite: 15:251, Medical Terminology I, and
94:104, Body Struc ture and Func tion. This course will
pro vide the stu dents with an over view of medical health
insurance claims, submission guidelines, and basic
coding procedures. In addition, the student will work
through a num ber of rel e vant case stud ies. (30-0)

15:251Medical TerminologyI(3s.h.)Astudy of med#
calter minol ogy which should be taken con cur rently with
70:250, Anatomy and Physiology, or 94:104, Body
Struc ture and Function, as a part of the Med i cal Sec re-
tary and Medical Assistant curriculum. Introductionof
basic medical terminology utilizing a programmed,
word-building sys tem to learn word parts to con struct
and an a lyze new terms. Em phasis is placed on spelt
ing, definition, usage, and pronunciation. (45-0)

15:252 Medical Ter minology Il (3s.h.) Prerequisite:
None.However,15:251, Medical Terminology lis highly
de sirable. A continuation of 15:251. To be taken con
currently with 70:251, Anat omy & Phys i ol ogy, by those
inthe Medi cal Secretary curric ulum. A brief re view of
basic medicalterminology followed by a systems ap-
proachtolearningterms as so ciated withtheanatom
cal,physiological,andpathologicalas pectsofthe body.
Classifications of associated pharmaceutical agents
are stud ied with each re lated sys tem. (45-0)

15:256 Med i cal Tran scrip tion I1 (3 s.h.) Prerequisite
15:249, Medical Transcription I. This course is de-
signedtointro duce studentsto hos pital dictation. The
studentswillprogressthroughvariouslevelsofdictation
in cluding some ad vanced doc u ments. (15-60)

15:259 Med i cal Of fice Pro cedures (3s.h.) Prerequi
site: 15:211, Word Processing, and 15:212, Business
Commu nication. Man age mentofamedical of fice that
includes preparing correspondence and patient re-
cords, us ing the Internet to ac cess in for ma tion, fil ing,
han dling tele phone ser vices, mak ing and keep ing ap-
pointments, de velopingtranscriptionskills,com posing
letters, discussingprofessionalism,ap plyinggrammar
rules, and tak ing care of gen eral of fice du ties. Also in-
cludes medical ethics and etiquette, medi cal law, and
use of acom puter forword pro cessing. Students are ex
pected to spend time outside of class working in the
com puter lab. (45-0)

15:265 Medical Transcription 11l (3 s.h.) Prerequt
sites: 15:249, Med i cal Tran scrip tion I. This course is
designedtointroduce studentstolive medicaldictation
fromthe clinical and ra di ol ogy settings. The stu dents
willalsobeapplyingtheissuesofconfidentialityand us-
ing medicalreference books. (15-60)
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15:280 On-the-Job Training (1-3 s.h.) On-the-Job
Trainingis de signedto provide astudentan op por tu nity
to ap ply his/her skills in a job set ting. The On-the-Job
experienceiscoordinated withanidentified school co
ordinatorand on-site spon sor. Thisis re peatable credit
for a max i mum of 6 hours. (0-60 to 180)

30:101 Com mu nication Skills I (4s.h.) Improvement
of skillsinreading, writing, speaking, and listening, with
an emphasis on expository methods of development
and per sonal ex pe ri ence as sup porting mate rial. Stu-
dents may be re quested to use word pro ces sors and the
Writer's Workbench analyses programs, the Writer's
Work bench STEPS pro grams, and the struc turing sen
tences video series. Students must meet minimum
com petencyre quire mentsinwritingand speakingtore
ceive a grade of “C” or higher. (60-0)

30:102 Com mu ni cation Skills Il (4 s.h.) Prerequisite:
30:101, Communication Skills I. Students must have
earned a“C” or higher grade in Com mu ni ca tion Skills | be-
fore enrollinginCommunication Skills1l. Acontinuationof
30:101withanemphasisonargumentative and persua
sive writing and speaking, on re search meth ods, and on
lan guage. Stu dents may be re quested to use word pro-
ces sors, Writer's Work bench anal y ses, Writer's Work-
bench STEPS, and sentence structuring vid eos.

Students must meet minimum competency re quire-

ments in writ ing and speak ing to re ceive a grade of “C”
or higher. (60-0)

70:101BiologicalPrinciples(3s.h.)Studyoforganis-
micbiologyincludingorganization,metabolism,andre
production of living systems. Includes evolutionary
patterns, inheritance, growth, development, ecosys
tems, and structure-function relationships among or-
ganisms. (45-0)

70:102L Biological Principles Laboratory (1 s.h.)
Prerequisite: Creditfor 70:101 or cur rentenroll mentin
70:101. (0-30)

70:111HumanBiology (4s.h.) Course provides over
view of human bi ol ogy for nonscience majors. Includes
study of cells, tis sues, or gans, and sys tems with em-
phasisoninterrelatedness.Coveragealsoincludesge
netics, ag ing, hu man ecol ogy, and as pects of vari ous
humandis eases. (45-30)

70:250 Anat omy and Physiology | (4 s.h.) Prerequt
site: 70:111, Human Biology or 70:101, Biologi cal Prin
ciples, highlyrecommended. A study of the human body
emphasizing the complementary nature of structure
and function, molecular and cellular interactions, ho-
meo sta sis, and met abolic pro cesses. A catdis section
constitutesamajorportionofthelab oratoryexercises.
70:250 in cludes a study of cells, tissue, membranes,
skeletal, muscular,andre productive systems. (45-30)

70:251 Anatomy and Physiologyll(4s.h.) Prerequk
site: Successful completion of 70:250, Anatomy and
Physiologyl, stronglyrecommended. Acontinuation of
70:250, Anatomy and Physiology I. In cludes a study of
the circulatory, respiratory, digestive, endocrine, and

nervous sys tems. Cat dis sec tions con tin ued, plus kid-
ney, brain, and eye dis sec tions. (45-30)

80:120 Introduction to American Government (3
s.h.) A sur vey of the Amer i can fed eral sys tem of gow-
ernmentincludingadescriptionand analy sis ofthe con
stitution,thelegislative,executiveandjudicialbranches
of government, and the American political process.
(45-0)

89:150Em ploy ment Strat egies (1s.h.)De velop skills
necessary to enter the job market and experience
long-term career growth. Studentslearnbasicjob seek
ing techniques, job keeping skills, and strategies for
continued growth. (15-0)

90:134Basic Pharmacology(2s.h.) Providesabasic
foun da tion of the study of drugs in clud ing gen eral corr
cepts, biologicalfactors affecting the action of drugs,
and ef fects of med i cations on body sys tems. In cludes
allergy overview, the medication order, and dis cus sion
of legal and ethical issues related to pharmacology.
(30-0)

90:140Laboratory Tests(1s.h.) Tofamiliarize the stu
dent with lab tests and their nor mal ranges in the ar eas
ofhematol ogy, urology,andmicrobiology. (15-0)

90:141Clinical Procedures|(4s.h.) Assistphysician
withexaminations andtreatments, pre pare patientsfor
examinations and diagnostic procedures, administer
firstaid and CPR, main tain and use asep tic tech niques,
ob tain and re cord pa tient data. Per form rou tine tests,
sterilize instruments, and learn related terminology.
(45-30)

90:147 Pathophysiology (3 s.h.)Prerequisite: 15:251,
Medical Terminologyl; 70:250, Anatomy & Physiol ogy
I; and Corequisite: 70:251, Anatomy & Physiology II.
Presents clinical disorders and diseases commonly
treatedinphysicaltherapy. Pathology, etiology, diagnc
sis, signs, symp toms, and prog no sis will be cov ered.
(45-0)

94:104 Body Struc ture and Func tion (4 s.h.) Abasic
study of the anatomy and physiology of the human
body. Study pro gresses from the cell to tis sues, or gans
and systems withem phasisontheirinterre lated ness.
Discussionincludessome ofthe alterationswhichoccur
in illness. Usage ofap plicable medicalter minologyis
stressed. (45-30)
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General Secretary - Diploma

The General Secretary Programis de signedto pre pare
stu dents forem ploy mentwith fi nan cial in stitu tions, re-
tail establishments, manufacturers, private organiza
tions, and Civil Ser vice.

The graduate’s duties include keyboarding, filing, re-
cordkeeping, op erating office machines, transcribing,
us ing a com puter for word pro cess ing, han dling tele-
phoneservices, andtaking care ofgen eral of fice ad mir
istration.

NIACC's office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedin structors inthe
secretarialfield.

Uponsatisfactory com pletionofthe pre scribed curricu
lum (atleast 30 se mester hours) withan av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

Suc cess ful grad u ates can find job op por tu nities inthe
followingoccupationalareas:

* Secretary
* Recordsmanager
* Machinetranscriber

* Receptionist
* Informationprocessing
operator

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3s.h.
15:109 Introto ACCOUNLING ..coovvvvvieieeeeeeiiiiieeenen 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators...........cccocvevvnrnnee. 1s.h.
15:134 ComputerApplications ...........occcuvvveeeen.n. 3s.h.

OR15:140Intro ductionto Com puters and
In for ma tion Sys tems (3 s.h.)

15:211 WordProcessing........ccccvvvveeeeeivcvvnnnennn. 2 s.h.
15:212 BusinessCommunication....................... 3s.h.
15 s.h.

*Prerequisite: 15:112,15:113, OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less

Second Term

15:175*ElectronicSpreadsheets ................c....... 3s.h.
15:218**Professional OfficeProcedures............. 4 s.h.
89:150 EmploymentStrategies..........ccccvveeennen. 1s.h.
BusinessElectives ...........ccccceeeeeeeen. 7 s.h.

15 s.h

*Prereq uisite: 15:134 or 15:140
**Prerequisites: 15:211and 15:212

RecommendedElectives

15:101
15:136
15:225
15:226
15:227
15:228
15:241
15:280

IntroductiontoBusiness............cccvveeee... 3s.h.
Advanced DocumentProcessing ........... 3s.h.
MiICroSOft ACCESS .....cvvvveeeeeeeiiiiiieee e, 1s.h.
Microsoft PowerPoint...........ccccceeeevnneen. 1s.h.
Microsoft Outlook .............ccceeevenvivnnnenen. 1s.h.
Softwarelntegration..........cccccccvverineennne 1s.h.
HumanRelations.........cccoooovvvvvviieeeeeenenns 3s.h.
On-the-Job Training .........ccccoeeveeeeennis 1-6 s.h.
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Legal Secretary - Diploma

The Le gal Secre tary Pro gram is de signed to pre pare
students for employment with law offices, insurance
com panies, finan cial in stitu tions, courts and po lice de-
part ments, as well as in le gal de part ments of busi ness
firms and gov ern mentof fices.

The graduate’s duties include preparing letters,
memos, court and client documents; filing; handling
tele phone ser vices; mak ing ap point ments and re ceiv-
ing clients; ordering supplies; making travel arrange-
ments; taking care of gen eral office ad ministration; and
using acom puter for word pro cessing.

NIACC'’s office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
secretarialfield.

Uponsatisfactory com pletion ofthe pre scribed curric u
lum (atleast 30 se mester hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

ENTRANCEREQUIREMENTS
High school grad uationorthe equivalent.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Receptionist

* Legalrecordsmanager

* Legalinformation
pro cess ing op er a tor

* Legalsecretary
* Legaltranscriber
*  Appointmentclerk

RE QUIRED COURSES/SUG GESTED SCHEDULE

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3s.h.
15:109 Introto ACCOUNLING ..vvveeeiiiiieeiiieee e 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators........cccceeeeeeeeeennnn.. 1s.h.
15:134 ComMPULErAPPS. ..cuvveeeeeieirieeeeeeiiieeee e 3s.h.

OR 15:140Intro duc tionto Com puters and
In for ma tion Sys tems (3 s.h.)

15:211 WOrdProcCessing........coceeevvreeerneeeennnene. 2s.h.
15:212 BusinessCommunication...................... 3s.h.
15s.h

*Prerequisite: 15:112,15:113, OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less

Second Term

15:120 BusinessLaw | ......cccccooviieniiniiicnienee, 3s.h.
15:122*Legal OfficeProcedures............ccceeeennee 5s.h.
89:150 EmploymentStrategies ........ccocveeevunnen.. 1s.h.
ElECHVE ... 6 s.h.

15s.h

*Prerequisites: 15:211and 15:212

RecommendedElectives

15:101 IntroductiontoBusiness..............ccccuuueee 3s.h.
15:136 AdvancedDocumentProcessing ........... 3s.h.
15:175 ElectronicSpreadsheets ..............cccc..... 3s.h.
15:225 MiICroSOftACCESS .....cceevuvvvrireeeeecicirieeenen. 1s.h.
15:226 Microsoft PowerPoint.........ccccccceeevviinnns 1s.h.

15:227 MicrosoftOutlook .............eevvvveieeeeeenennn.

15:228 Softwarelntegration
15:241 HumanRelations.........cccccccvvvveveveiinnnnnnd

15:280 On-the-Job Training
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Medical Secretary - Diploma

The Medical Secretary DiplomaProgramisde signedto
pre pare students forem ploy mentin phy sicians’ offices,
hos pitals, clinics, pub lic health de part ments, Civil Ser-
vice, medicallaboratories, pharmaceuticalhouses, in
surance com pa nies, business and in dus trial firms with
large medicalde partments,andfoundationsdevotedto
medicalresearch.

The graduate’s duties include preparing correspon
dence and medical records, filing, mailing, ordering
supplies, handlingtele phone services, making ap point
ments and re ceiv ing visitors, tak ing care of gen eral of-
fice administration, and using a computer for word
processing.

NIACC's office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
secretarialfield.

Uponsatisfactory com pletionofthe pre scribed curric u
lum (atleast 30 se mester hours) withan av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

Suc cess fulgrad u ates can find job op por tu nities in the
followingoccupationalareas:

* Medicalsecretary * Ap pointmentclerk

* Medicalrecordsmanager *Receptionist

* Medicalinformation
processingoperator

RE QUIRED COURSES/SUG GESTED SCHEDULE
First Term

15:107*Keybrdng for Office Tech nol ogy............. 3s.h.
15:211 WordProcessing.......coccvveeeeeeeeniiiineeenn. 2 s.h.
15:212 BusinessCommunication............ccc....... 3s.h.
15:251 MedicalTerminologyl..........cccooeuuieeennne 3s.h.
94:104 Body Structure & Function ..................... 4 s.h.
15s.h

*Pre req ui site: 15:112, 15:113 OR abil ity to pass keyboarding
test at 30 wam with 3 er rors or less

Second Term

15:109 Introto ACCOUNting ....cccvvvveveeeeeeiiiiiieene. 3s.h.

OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin. (3 s.h.)

15:110 ElectronicCalculators...........ccccvevcvernee. 1s.h.
15:250*Basic Medical Insurance and Coding.....2 s.h.

15:252 MedicalTerminologyll...........cccvveenene.

15:259**Medical Office Procedures
89:150 EmploymentStrategies .........ccccvveervneenn.

90:134 Pharmacology.........ccccouvrernreenireeeininnenas

*Pre req uisites: 94:104 and 15:251
**Prerequisites: 15:211and 15:212

Medical Transcription - Diploma

The Medical Transcription Diploma Program is de-
signed to prepare students for employment in phy st
cians’ offices, hospitals, clinics, public health
departments, CivilService,medicallaboratories, phar
maceutical houses, insurance companies, business
andindustrialfirmswith large medicalde partments, and
foundationsdevotedtomedicalresearch.

NIACC'’s office technology classrooms are equipped
with the latest in computers, office machines, and
equip mentand are staffed by qualifiedinstructorsinthe
field.

Uponsatisfactory com pletion ofthe pre scribed curric u
lum (atleast 30 se mester hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

ENTRANCEREQUIREMENTS

Highschool grad uation orthe equivalent. Keyboarding
speed of at least 45 words per min ute with no more than

twoerrors.

RE QUIRED COURSES/SUG GESTED SCHEDULE
First Term

15:249 MedicalTranscription| .........cccccovvveeennns 3s.h.
15:211 WOrdProcessing......cccoocvvverrveeeeniinneennns 2s.h.
15:212 BusinessCommunication....................... 3s.h.
15:251 MedicalTerminologyl.......cccccoeeeeninnenn. 3s.h.
94:104 Body Struc ture and Function.................. 4 s.h.
OR70:111HumanBiology (4s.h.)
15s.h
Second Term
15:252 MedicalTerminologyll ........ccccccovvveeennnns 3s.h.
15:256* Medical Transcriptionll..........ccccoeevineee. 3s.h.
15:265* Medical Transcriptionlll..........ccccoeuveeee. 3s.h.
90:140 Lab TestS.....cccovvviiiiiieriic e 1s.h.
90:134 Pharmacology........cccecveeriieeeiiiereniineenane 2 s.h.
Electives (Stronglyrecommend.............. 4s.h.
70:111 Human Biol ogy or
70:250 Anatomy & Physiol ogy )
16 s.h

*Prerequisites:15:249
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Software Applications
Specialist - Certificate

The Software Ap plications Spe cialist- Certificateisde
signed to expose students to Microsoft software and
pre pare stu dents to take the Microsoft Of fice User Spe-
cialist(MOUS)examination.

These courses are business elec tives and may ap ply to
diplomas or degrees. Many of these courses are of-
fered on an ar ranged ba sis or on line.

Uponsatisfactory com pletionofthe pre scribed curric u
lum (atleast 15 se mester hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a cer tif i cate.

ENTRANCEREQUIREMENTS
Highschoolgrad uationorthe equivalent.

RE QUIRED COURSES
15:134 ComputerApplications ..........ccccuvveerunen.

15:136* Ad vanced DocumentPro cessing
15:175**Electronic Spreadsheet................c.......

15:211 WordProcessing.........cccuvveeeeeeennnns

15:225 MICroSOftACCESS ....vvvveveeeeiiiiiiiieeeeeeeiianen,
15:226 Microsoft PowerPoint .........cceceeeeeeeeeenn...

15:227 MicrosoftOutlook ...........cccceeeviiveiinnnnnn
15:228*** Software Integration.............ccccoevvennee

*Prerequisites: 15:134and 15:211

**Prerequisites: 15:134 or 15:140
***Prerequisites: 15:134, 15:136, 15:175, 15:211, 15:225,

15:226, and 15:227
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COURSE DESCRIPTIONS -
Diploma Programs

GeneralSecretary

Legal Secretary
MedicalSecretary

Medical Transcription
SoftwareApplicationsSpecialist

15:101Introductionto Business (3s.h.)Anoverview
ofthe phases and func tions of the busi ness en ter prise.
Unitsofinstructionincludethe organization, financing,
production,and contemporaryissuesinbusiness. The
course provides an awareness and understanding of
the com plexities of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3s.h.)
Prerequisite: 15:112, Keyboarding Level I, and/or
15:113, Key boarding Level I, OR keyboarding skill of
30 wam (words a minute) with 3 or less errors on a
3-minute timed writ ing. This course cov ers the con tin-
ued de vel op ment of speed and ac cu racy on the al pha
betic, numeric, and symbol keys. Students develop
skillsinfor matting, pro ducing, and proofread ing the fot
lowing documents: memos, letters, envelopes, tables,
re ports, and other mis cellaneousbusinessdocuments.
(30-30)

15:109 Intro duc tionto Ac counting (3s.h.) Abasic
under stand ing of the pro cess of col lecting and us ing ft
nan cialinfor mationin business. (45-0)

15:110Electronic Calculators (1s.h.)[Structured or
Open En try/Open Exit] A study of the 10-key, elec-
tronic cal cu lator. Ap plied busi ness prob lems onthe cak
culator. This course has been desig nated as a pass/no
pass course. (5-20)

15:118 Accounting Procedures (3s.h.) Anintroduc
tory course us ing a pro ce dural ap proach ap ply ing the
prin ci ples of debit and credit, re cord ing of data in var ¢
ous jour nals, post ing to the led gers, the worksheet, fi-
nancial statements, adjusting and closing entries,
de pre ciation and in ven tory meth ods, plant as sets, de-
ferralsand ac cru als. (45-0)

15:120 Busi ness Law | (3 s.h.) Law as ap plied to busi
ness trans ac tions and busi ness re lation ships. Anin tro
duction to jurisprudence and the courts, contracts,
commercial paper, sales, and security agreements.
(45-0)

15:122 Legal Office Pro cedures (5s.h.) Prerequisite:
15:211, Word Pro cessing, and 15:212, Busi ness Com-
munication. Management of a lawyer’s office that in-
cludes topics covering general legal documents,
personalandreal prop erty, businessorganizationsand
meet ings, bank rupt cies, wills and es tates, civil cases,
andfamily law. In cludes using aword pro ces sor, de vet
opingtranscriptionskills, usingthe Internettoac cessin
formation, filing, handling telephone services,
discussing professionalism, applying grammar rules,
and taking care of general office administration. Stu-
dents are ex pected to spend time out side of class work-

ing in the com puter lab. (60-30)

15:136 Advanced Document Processing (3 s.h.)
Prerequisites: 15:134, Computer Applications, and
15:211, Word Pro cessing. Stu dentswill learnin ter me-
diate toad vanced functions of Microsoft Word in cluding
customizing templates, recording macros, creating
on-screen forms, managinglongdocuments, creating
hyperlinks, and publishing on the World Wide Web.
Upon com ple tion of the course, the stu dents may be
pre pared to take the MOUS (Microsoft Of fice User Spe-
cial ist) ex pert exam for Microsoft Word 2000. (30-30)

15:140 Introductionto Com puters and Infor mation
Systems (3 s.h.) Em phasisoncom puterliteracy and
business ap pli cations of com puter software. Students
do business problems using electronic spreadsheets,
wordprocessingsoftware, database manage mentsoft
ware, and pre sentation software. Stu dents also are ex-
posed to some programming and web page
development. (45-0)

15:150 Ac counting Principles(3s.h.) Anintroduc-
toryaccounting course: analyzingtransactions, match
ing principle, adjusting and closing entries, financial
state ments, re ceiv ables, inventories, fixed as sets and
intangibleassets, currentliabilities, corporations(cap#
tal stock transactions, dividends, income and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay-
able, in vest mentin bonds. (45-0)

15:175Elec tronic Spread sheets (3s.h.)Prerequisite:
15:140, Introductionto Com putersand Information Sys-
tems or 15:134, Com puter Ap pli cations. Learn the fur-
damentals of spread sheets, databases, and business
graphicsusing ap pro pri ate software. (30-30)

15:211 Word Pro cessing (2 s.h.) This course is de-
signedto in tro duce stu dents to com put ers and the furr
damentals of word processing. The students will
progress from basic through intermediate features of

word pro cess ing software. Also Open En try/Open Exit.
(20-20)

15:212BusinessCommunication(3s.h.)This course
willhelpthe studentbe comeaneffectivecommunicator
inthe businessworld. Ba sic written com mu ni cation will
be em pha sized through prac tice in gram mar struc ture,
vocabulary building, and organization of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes businesslettersandinter of fice memo
randums. Asecond ary em phasis will be placed on oral
communication, listeningskills,and nonverbalcommu
nication. (45-0)

15:218Professional Of fice Procedures (4s.h.) Pre-
req ui site: 15:211, Word Pro cessing and 15:212, Busi
ness Communication. Office procedures and
tech niques neces saryto perform gen eral of fice du ties.
Includesusingaword pro ces sor, developingtran scrip
tion skills, us ing the Internet to ac cess in for ma tion, fik
ing, handling telephone services, discussing
professionalism,applying grammar rules, and taking
care of gen eral of fice administration. Stu dents are ex
pected to spend time outside of class working in the
com puter lab. (45-30)



BUSINESS 6 9

15:221 Mar keting (3s.h.) A study of the role of mar ket
ing in so ci ety as well as a study of tar get mar ket (cus-
tomer) determination and selection, product strategy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo-
tional activities that are used in busi nessto day. (45-0)

15:225 Microsoft Access (1 s.h.) This course is de-
signed to take stu dents through the core com pe ten cies
for Microsoft Ac cess in prep aration for the Microsoft Of
fice User Spe cialist (MOUS) certifi cation test. (5-20)

15:226 Microsoft PowerPoint (1 s.h.) This course is
de signed to take stu dents through the core com pe terr
cies for Microsoft PowerPoint in preparation for the
Microsoft Office User Specialist (MOUS) certification
test. (5-20)

15:227 Microsoft Out look (1 s.h.) The course is de-
signed to take stu dents through the core com pe ten cies
for Microsoft Out look in prep a ra tion for the Microsoft Of
fice User Spe cialist (MOUS) cer tifi cation test. (5-20)

15:228 Soft ware In te gration (1 s.h.) The stu dent will
integrate concepts learned from Microsoft Word, Ac -
cess, PowerPoint, Ex cel, and Out look in a pro ject ap-
proach. (5-20)

15:241 Human Relations (3 s.h.) The study of how
peo ple sat isfy both per sonal growth needs and or ga ni
zational goalsintheir careers. Althoughalsointer ested
inthe why of hu man be havior, humanrelations goes fur
ther and looks at what can be done to an tic i pate prob-
lems, re solve them, or pre vent them from hap pen ing.

This field em pha sizes knowl edge that can be ap plied in
practicalwaysto problems ofinter per sonalre lations at
work orinourpersonallife. Significantde velop mentsin
re centyears inthe work place have in creased the im por-
tance ofinter per sonal skillsin almostev ery type of work
setting; thesetrends provide sup portforthe ne ces sity of
acquiringcompetenceinhumanrelations. (45-0)

15:249Medical Tran scrip tion1(3s.h.) This course is
designed to simulate medical transcription practices
usedinahealthcareenvironment. Themainobjectiveis
to provide the studentwith knowl edge of the contentand
formats of medicaldocumentsandre portstypically dic-
tatedin physicians’ offices, hos pitalclinics,and hos pital
ancillaryand sup portfacilities. (15-60)

15:250Basic Medical In suranceand Coding (2s.h.)
Prerequisite: 15:251, Medical Terminology I, and
94:104, Body Struc ture and Func tion. This course will
pro vide the stu dents with an over view of med i cal health
insuranceclaims, submissionguide lines,andbasic cod
ing procedures. In addition, the student will work
through a num ber of rel e vant case stud ies. (30-0)

15:251Medical Terminology|(3s.h.) Astudy of med
calter minology which should be taken con cur rently with
70:250, Anatomy and Physiology, or 94:104, Body
Struc ture and Func tion, as a part of the Med i cal Sec re-
tary and Medical Assistant curriculum. Introduction of

basic medical terminology utilizing a programmed,
word-building sys tem to learn word parts to con struct
and an alyze new terms. Em phasis is placed on spelt
ing, definition, usage, and pronun ciation. (45-0)

15:252 Med i cal Ter minol ogy Il (3s.h.) Prerequisite:
None. However, 15:251, Medical Terminology | is
highly de sirable. Acontinuationof15:251. Tobetaken
concurrently with 70:251, Anatomy & Physiology, by
those inthe Med i cal Secretary curric ulum. Abriefre
view of basic medical ter minol ogy fol lowed by a sys-
tems ap proach to learn ing terms as so ci ated with the
anatomical,physiological,andpathologicalaspectsof
thebody. Classificationsofassociated pharmaceutical
agents are stud ied with each re lated sys tem. (45-0)

15:256 Med i cal Tran scrip tion Il (3 s.h.) Prerequisite
15:249, Medical Transcription |I. This course is de-
signedtointro duce studentsto hos pitaldictation. The
stu dents will prog ress through var i ous lev els of dic ta-
tionin cluding some ad vanced doc u ments. (15-60)

15:259Medical Office Procedures (3s.h.) Prerequi
site: 15:211, Word Pro cessing, and 15:212, Busi ness
Communication. Manage mentofamedical office that
includes preparing correspondence and patient re-
cords, us ing the Internet to ac cess in for mation, fil ing,
han dling tele phone ser vices, making and keep ing apr
pointments,developingtranscriptionskills,composing
letters, discussingprofessionalism,applyinggrammar
rules, and tak ing care of gen eral of fice du ties. Also in
cludesmedical ethicsand etiquette, medicallaw, and
use of com puter for word pro cess ing. Stu dents are ex
pected to spend time outside of class working in the
com puter lab. (45-0)

15:265 Medical Transcription Il (3 s.h.) Prerequi
sites: 15:249, Med i cal Tran scrip tion |. This course is
designedtointroduce studentstolive medicaldictation
fromthe clinical and ra diol ogy settings. The students
willalsobeapplyingtheissuesofconfidentialityandus
ingmed ical reference books. (15-60)

15:280 On-the-Job Training (1-3 s.h.) On-the-Job

Trainingisde signedto provide astudentan op portu nity
to ap ply his/her skills in a job set ting. The On-the-Job
experienceiscoordinatedwithanidentified schoolco

ordinatorand on-site sponsor. Thisisre peatable credit
for a max i mum of 6 hours. (0-60 to 180)

89:150Em ploy ment Strat egies (1s.h.)De velop skills
necessary to enter the job market and experience
long-term career growth. Students learn basic job
seekingtech niques, job keep ing skills, and strat e gies
for con tin ued growth. (15-0)

90:134 Phar macology (2s.h.) Provides abasic foun
dation ofthe study ofdrugsincludinggen eralcon cepts,
biologicalfactors affecting the action ofdrugs, and ef
fectsof medicationsonbody systems. Includes allergy
overview,themedicationorder,anddiscussionoflegal
and ethicalis suesre lated to phar ma col ogy. (30-0)
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90:140Laboratory Tests(1s.h.) Tofamiliarize the stu
dent with lab tests and their nor mal ranges in the ar eas
ofhematol ogy, urology,andmicrobiology. (15-0)

94:104 Body Struc ture and Func tion (4 s.h.) Abasic
study of the anatomy and physiology of the human
body. Study pro gresses from the cell to tis sues, or gans
and sys tems withem phasis ontheirinterre lated ness.
Discussionincludessome ofthealterationswhichoccur
in illness. Usage ofap plicable medicalter minologyis
stressed. (45-30)

Medical Assistant

Information regarding the Medical Assistant Program
canbefoundinthe Health Section of Career Programs.

alog or speak with a NIACC ad vi sor.

Are you considering transferring
to a four-year college or university?

Stu dents who earn as so ci ate de grees in the Busi ness pro grams at NIACC may wish to ap ply their stud ies to
ward a bach e lor's de gree in busi ness-related fields at a four-year col lege or uni ver sity. Forfurtherinformation
onsuchoptionsinbusinessstudiesasaccounting, businesseducation, entre pre neurship, finance,insurance,
man age ment, man age mentinfor mation systems, marketing, and real es tate at Buena Vista Univer sity, Drake
Uni ver sity, lowa State Uni ver sity, Min ne sota State Uni ver sity-Mankato, Simpson Col lege, Uni ver sity of lowa,
University of Northern lowa, Up per lowa Univer sity, and Wartburg College, please see pages 1 25-149 in the cat
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