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AC COUNTING/
COM PUTING
Ac count ing with 

Com puters/Di ploma
Ac count ing/As so ci ate in 

Sci ence - Busi ness De gree
Ac count ing/Trans fer Cur ric u lum

IN FOR MA TION 
TECH NOL OGY
E-Commerce, Web De sign, and 

De vel op ment
In for ma tion Sys tems Tech nol ogy
Se nior Net work Ad min is tra tor

MAR KETING/
MAN AGE MENT
En tre pre neur ship
Fi nan cial Man age ment/In sur ance
Gen eral Busi ness

Banking Op tion
Mar keting and Sales Op tion - Di ploma

Re tail Man age ment
Soft ware Ap pli ca tions Spe cial ist
Sport Man age ment
Su per vi sion and Man age ment

Di ploma
Ca reer Op tion

OF FICE  TECH NOL OGY
De gree Pro grams

Ad min is tra tive Sec re tary
Ad min is tra tive Med i cal Sec re tary
Ad min is tra tive Med i cal Sec re tary / 

Tran scrip tion Spe cial ist Op tion
Ad min is tra tive Le gal Sec re tary

Di ploma Pro grams
Gen eral Sec re tary
Le gal Sec re tary
Med i cal Sec re tary
Med i cal Tran scrip tion
Soft ware Ap pli ca tions Spe cial ist

BUSI NESS DI VI SION
The Busi ness Di vi sion pro vides courses and pro grams
for stu dents who wish to trans fer to a bac ca lau re ate de -
gree grant ing in sti tu tion, for stu dents who are un de -
cided and are in ter ested in a ca reer op tion pro gram, or
for stu dents who want a spe cific ca reer pro gram.

Trans fer Stu dents

Stu dents need to take courses that will fa cil i tate 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
be ac count ing, com put ers, sta tis tics and spread sheets.
Other busi ness courses may also trans fer to many in sti -
tu tions (see pages  214-217 for spe cific de gree re quire -
ments).

Ca reer Op tion Stu dents

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 flex i bil ity these stu dents need. Upon
com ple tion of a ca reer-option pro gram a stu dent may
choose to pur sue a bac ca lau re ate de gree or go di rectly
to a cho sen oc cu pa tional area.  Ca reer Op tion pro -
grams are avail able in Ac count ing/Com puting, Mar -
keting/Man age ment, and Of fice Tech nol ogy (see
pages 214-217 for spe cific de gree re quire ments).

Ca reer Stu dents

Stu dents who are fo cused on a par tic u lar oc cu pa tion
may choose from a va ri ety of busi ness ca reer pro -
grams.  These pro grams fol low a cur ric u lum that as sists 
each stu dent in de vel op ing the knowl edge, skills, and
abil i ties nec es sary to be suc cess ful in his/her cho sen
field.

The Busi ness Di vi sion’s high est pri or ity is to as sist  stu -
dents in reach ing their in di vid ual ed u ca tional goals.
Each in struc tor is ded i cated to pro vid ing the high est
qual ity in struc tion to fa cil i tate this pro cess.
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AC COUNTING/
COM PUTING
Ac count ing with Com puters/Di ploma
Ac count ing/As so ci ate in Sci ence -

Busi ness De gree
Ac count ing/Trans fer Cur ric u lum

The fo cus in this clus ter is ac count ing and com puter
tech nol ogy.  Each pro gram pro vides courses that range
from en try-level knowl edge and skill de vel op ment to
more ad vanced lev els.  Stu dents com plet ing these pro -
grams are well pre pared to be suc cess ful in en ter ing the 
busi ness field or in trans fer ring to an other in sti tu tion.

Ac count ing with Com puters/ 
Di ploma
The Ac count ing with Com puters/Di ploma is de signed to 
pro vide stu dents with the skills, at ti tudes, and knowl -
edge nec es sary to en ter the field of book keep ing and
ac count ing; or the courses may be ap plied to ward an
As so ci ate in Sci ence-Business de gree or an As so ci ate
in Gen eral Studies de gree.  The pro gram may be com -
pleted in two se mes ters by fol low ing the sug gested cur -
ric u lum, or it may be spread out over three or more
se mes ters.  Upon sat is fac tory com ple tion of the pre -
scribed cur ric u lum with an av er age grade point of 2.00
(C), the stu dent is awarded a di ploma.  This rec og ni tion
is granted to a per son who has com pleted at least thirty
(30) se mes ter hours of credit.

The cur ric u lum is im ple mented with class room work,
lab o ra tory in struc tion and prac tice, and com put er ized
ac count ing. Sev eral ac count ing sim u la tion pro jects, in -
clud ing man ual and com put er ized, are com pleted to
give the stu dents ex pe ri ence in keep ing a com plete set
of books.  Many hours of com puter ex pe ri ence in ac -
count ing, keyboarding, and word pro cess ing pre pare
stu dents for full-time em ploy ment or for more ad vanced
ed u ca tion in the ac count ing field.

Some of the oc cu pa tional ar eas in which job op por tu ni -
ties may be found are:
* Ac count ing Clerk              *   Data En try
* Ac count ing Tech ni cian     *   Data Pro cessing
* Ac counts Pay able            *   Gen eral Of fice Clerk
* Ac counts Re ceiv able        *   Pay roll
* Book keeper

For spe cific in for ma tion con tact the North Iowa Ca reer
Cen ter or the NIACC Busi ness Di vi sion.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.
RE QUIRED COURSES:
15:107*Key boarding for Of fice Tech nol ogy ........3 s.h.
15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:118 Ac count ing Pro ce dures ..........................3 s.h.

 15:119 Ac count ing Ap pli ca tions ......................... 5 s.h.
 15:134 Com puter Ap pli ca tions ...........................3 s.h.
15:155 Pay roll Ac count ing.................................. 3 s.h.
15:160 Com puter Ac count ing.............................3 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.h.

 89:150 Em ploy ment Strat egies ..........................1 s.h.

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

ELEC TIVE COURSES:
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:120 Busi ness Law I .......................................3 s.h.
15:121 Busi ness Law II ......................................3 s.h.

 15:140 In tro duc tion to Com puters 
and In for ma tion Sys tems........................3 s.h.

15:144 Prin ci ples of Su per vi sion........................3 s.h.
15:149 Man aging Hu man Re sources .................3 s.h.
15:175*Elec tronic Spread sheets......................... 3 s.h.
15:211*Word Pro cessing ....................................2 s.h.
15:221 Mar keting................................................3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
89:100 Co op er a tive Work Ex pe ri ence ............2-5 s.h.

* Rec om mended Elec tives

For ad di tional elec tives, see list of Busi ness trans fer courses
near end of cat a log.

SUG GESTED SCHED ULE
(For stu dents plan ning to com plete the pro gram in
one ac a demic year)

First Term
15:107 Key boarding for Of fice Tech nol ogy........3 s.h.
15:110 Elec tronic Cal cu la tors.............................1 s.h.

 15:118 Ac count ing Pro ce dures ..........................3 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.

 15:212 Busi ness Com mu ni ca tion.......................3 s.h.
Elec tive...................................................2 s.h.

15 s.h.

Sec ond Term
15:119 Ac count ing Ap pli ca tions ......................... 5 s.h.

 15:155 Pay roll Ac count ing.................................. 3 s.h.
15:160 Com puter Ac count ing.............................3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Elec tive...................................................3 s.h.
15 s.h.

To tal Hours 30 s.h.
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Ac count ing/As so ci ate in 
Sci ence - Busi ness De gree
NIACC’s Ac count ing/As so ci ate in Sci ence - Busi ness
Pro gram is a dual-purpose pro gram de signed to give
the stu dents the op tion of pre par ing for em ploy ment us -
ing their ac count ing and com puter skills or trans fer ring
to a four-year in sti tu tion and re ceiv ing a bac ca lau re ate
de gree.  For spe cific place ment in for ma tion or for trans -
fer re quire ments, please con tact the North Iowa Ca reer
Cen ter, the NIACC Busi ness Di vi sion, or your coun -
selor.

Upon com ple tion of the cur ric u lum with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence-Business De gree/Ac count ing.  Stu -
dents who plan to pur sue a four-year de gree and need
to meet gen eral ed u ca tion re quire ments of trans fer in -
sti tu tions should strive for an As so ci ate in Arts de gree.
Sev eral of the first-year re quire ments are the same for
both the ASB de gree and the AA de gree.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

RE QUIRED COURSES/SUG GESTED SCHED ULE
First Term

 15:110 Elec tronic Cal cu la tors.............................1 s.h.

 15:112 Key boarding Level I ............................... 1 s.h.
OR 15:113 Key boarding Level II (1 s.h.)
OR 15:107 Key boarding for Of fice 
       Tech nol ogy (3 s.h.)

 15:109 In tro duc tion to Ac count ing...................... 3 s.h.
OR 15:118 Acctg. Pro ce dures (3 s.h.)
OR 15:150 Acctg. Prin ci ples I (3 s.h.)

15:134 Com puter Ap pli ca tions ...........................3 s.h.
OR 15:140 In tro duc tion to Com puters and
       In for ma tion Sys tems (3 s.h.)

30:101 Com mu ni ca tion Skills I ...........................4 s.h.

40:121 Math for De ci sion Making.......................3 s.h.
OR  Ap pro pri ate level math course un til
min i mum re quire ment is met (3 s.h.)

15/17 s.h.
Sec ond Term
15:119 Ac count ing Ap pli ca tions ......................... 5 s.h.

OR 15:151 Acctg. Prin ci ples II (3 s.h.)

15:175 Elec tronic Spread sheets ....................... 3 s.h.
30:102 Com mu ni ca tions Skills II ........................4 s.h.

Elec tive in Hu man ities/So cial
Sci ence...................................................3 s.h.
Elec tive...................................................3 s.h.

16/18 s.h.

Third Term
15:120 Busi ness Law I .......................................3 s.h.
15:160 Com puter Ac count ing.............................3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.

Elec tive...................................................3 s.h.
15 s.h.

Fourth Term
15:155 Pay roll Ac count ing.................................. 3 s.h.
80:134 Microeconomics..................................... 3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Busi ness Elec tives .................................4 s.h.
Elec tive...................................................3 s.h.

14 s.h.
To tal 60/62 s.h.

Busi ness Elec tives
15:101 Intro to Busi ness..................................... 3 s.h.
15:107 Key boarding/Of fice Tech........................3 s.h.
15:114 Com puter Lit er acy.................................. 1 s.h.
15:118 Ac count ing Pro ce dures ..........................3 s.h.
15:119 Ac count ing Ap pli ca tions ......................... 5 s.h.
15:121 Busi ness Law II ......................................3 s.h.
15:140 In tro duc tion to Com puters 

and Info Sys tems....................................3 s.h.
15:141 Intro to MIS.............................................3 s.h.
15:150 Ac count ing Prin ci ples I ...........................3 s.h.
15:151 Ac count ing Prin ci ples II ..........................3 s.h.
15:171 Intro to En tre pre neur ship........................3 s.h.
15:174 Da ta base Man age ment ..........................3 s.h.
15:210 Busi ness Sta tis tics .................................3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.h.

As so ci ate in Sci ence - Busi ness Re quire ments

* 30 s.h. of 15:xxx courses
* 8 s.h. of Com mu ni ca tions
* 9 s.h. of So cial Sci ences and/or Hu man ities
* 3 s.h. of  Nat u ral Sci ences (40:121, Math for De ci -

sion Making is min i mum re quired for trans fer)
* A to tal of 60 s.h.

Ac count ing/Trans fer Cur ric u lum
Some of the courses listed on this page which ap ply to -
ward an As so ci ate in Sci ence - Busi ness de gree will not
count as trans fer courses for an As so ci ate in Arts de -
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 -
sis tance in de ter min ing your sched ule to meet your
goal.
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BUSINESS  31
COURSE DE SCRIP TIONS  -
Ac count ing/Com puting

15:101 In tro duc tion to Busi ness (3 s.h.) An over view
of the phases and func tions of the busi ness en ter prise.
Units of in struc tion in clude the or ga ni za tion, fi nanc ing,
pro duc tion, and con tem po rary is sues in busi ness. The
course pro vides an aware ness and un der stand ing of
the com plex i ties of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3 s.h.)
Pre req ui site: 15:112, Key boarding Level I, and/or
15:113, Key boarding Level II, OR keyboarding skill of
30 wam (words a min ute) with 3 or less er rors 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, nu meric, and sym bol keys.  Stu dents de velop
skills in for mat ting, pro duc ing, and proof read ing the fol -
low ing doc u ments:  memos, let ters, en ve lopes, ta bles, 
re ports, and other mis cel la neous busi ness doc u ments. 
(30-30)

15:109 In tro duc tion to Ac count ing (3 s.h.)  A ba sic
un der stand ing of the pro cess of col lect ing and us ing fi -
nan cial in for ma tion in busi ness.  (45-0)

15:110 Elec tronic Cal cu la tors (1 s.h.) [Struc tured or
Open En try/Open Exit]  A study of the 10-key, elec -
tronic cal cu la tor. Ap plied busi ness prob lems on the cal -
cu la tor.  This course has been des ig nated as a pass/no
pass course.  (5-20)

*  *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   
Open En try/Open Exit

15:112 Key boarding Level I (1 s.h.) [Open En -
try/Open Exit]  Pre req ui site:  None.  This course cov ers 
the de vel op ment of keyboarding tech niques us ing the
touch method on the com puter to learn/re view the al -
pha betic keys.  The keyboarding goal is a min i mum rate
of 20 words a min ute with 3 or less er rors.  Stu dents with
lit tle or no keyboarding skill would be gin at this level. 
This course has been des ig nated as a pass/no pass
course.   (0-30)

15:113 Key boarding Level II (1 s.h.) [Open En -
try/Open Exit]  Pre req ui site:  Key boarding Level I OR
abil ity to key board at 20 words a min ute.  This course
cov ers the de vel op ment 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 des ig nated as a pass/no pass
course.  (0-30)

15:114 Com puter Lit er acy (1 s.h.)  [Open En -
try/Open Exit]  Pre req ui site:  None. Em pha sis on us ing
the com puter as a tool to cre ate per sonal and busi ness
doc u ments.  In tro duc tory win dows, word pro cess ing,
spread sheet, pre sen ta tion, da ta base, and Internet units 
give stu dents an op por tu nity to view soft ware ca pa bil i -
ties and use some of the fea tures.  Stu dents with lit tle 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 Pro cessing (2 s.h.) This course is de -
signed to in tro duce stu dents to com put ers and the fun da -
men tals of word pro cess ing. The stu dents will prog ress
from ba sic through in ter me di ate fea tures of word pro cess -
ing soft ware. Also Open En try/Open Exit.  (20-20)

*   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *

15:118 Ac count ing Pro ce dures (3 s.h.)  An in tro 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 i ous jour -
nals, post ing to the led gers, the worksheet, fi nan cial
state ments, ad just ing and clos ing en tries, de pre ci a tion
and in ven tory meth ods, plant as sets, de fer rals and ac cru -
als.  (45-0)

15:119 Ac count ing Ap pli ca tions (5 s.h.)  Pre req ui site: 
15:118 Ac count ing Pro ce dures or 15:150 Ac count ing
Prin ci ples with a grade of “C” or above.  A con tin u a tion of
Ac count ing Pro ce dures in clud ing voucher sys tem, part -
ner ships, and cor po ra tions.  In cludes com ple tion of an ac -
count ing sim u la tion pro ject. (75-0)

15:120 Busi ness Law I (3 s.h.) Law as ap plied to busi -
ness trans ac tions and busi ness re la tion ships. An in tro -
duc tion to ju ris pru dence and the courts, con tracts,
com mer cial pa per, sales, and se cu rity agree ments.
(45-0)

15:121 Busi ness Law II (3 s.h.) Pre req ui site: 15:120,
Busi ness Law I, or per mis sion of the in struc tor.  A con tin u -
a tion of 15:120. Agency, cor po ra tions, part ner ships,
bailments, real prop erty, wills, trusts, in sur ance, bank -
ruptcy, and gov ern ment reg u la tion of busi ness. Some in -
for ma tion on in ter na tional law and li a bil ity of ac coun tants.
(45-0)

15:134 Com puter Ap pli ca tions (3 s.h.) Em pha sis on
busi ness ap pli ca tions of com puter soft ware.  Stu dents do
busi ness prob lems us ing word pro cess ing, elec tronic
spread sheet, and da ta base man age ment soft ware.  Stu -
dents are also ex posed to Win dows op er at ing sys tems,
pre sen ta tion soft ware, and the Internet.   (30-30)

15:140  In tro duc tion to Com puters and In for ma tion
Sys tems (3 s.h.) Em pha sis on com puter lit er acy and
busi ness ap pli ca tions of com puter soft ware. Stu dents do
busi ness prob lems us ing elec tronic spread sheets, word
pro cess ing soft ware, da ta base man age ment soft ware,
and pre sen ta tion soft ware. Stu dents also are ex posed to
some pro gram ming and web page de vel op ment.  (45-0)

15:141 Man age ment In for ma tion Sys tems I (3 s.h.)
Pre req ui site: 15:140, In tro duc tion to Com puters  and In -
for ma tion Sys tems,  or per mis sion of the in struc tor. The
pri mary goal of MIS I is to pre pare stu dents to be pro duc -
tive par tic i pants in an in for ma tion so ci ety. The course is
de signed to de velop a broad un der stand ing of busi ness
in for ma tion sys tems, var i ous ways to dis cern in for ma tion
from an in for ma tion sys tem, and look at ways to dis trib ute
this in for ma tion.  The stu dent will also learn the ba sic prin -
ci ples and tech niques for de vel op ing sim ple com -
puter-based in for ma tion sys tems for man a ge rial de ci sion



sup port sys tems through an ex ten sive group pro ject
com po nent of the course. (45-0)

15:144 Prin ci ples of Su per vi sion  (3 s.h.) This course
is de signed for in di vid u als who hold, or who will hold, su -
per vi sory po si tions. The course in volves the study of the 
ma jor man a ge rial func tions (plan ning, or ga niz ing, staff -
ing, di rect ing, and con trol ling) and is aug mented by
other per va sive ar eas of su per vi sion such as com mu ni -
ca tion, mo ti va tion, de ci sion-making, and hu man re la -
tions. (45-0)

15:149 Man aging Hu man Re sources (3 s.h.) Course
de scribes the tran si tion from per son nel man age ment to
hu man re sources man age ment.  The fo cus is on the
sys tem atic pro cess of re cruit ment, se lec tion, de vel op -
ing, and ap prais ing em ploy ees. (45-0)

15:150 Ac count ing Prin ci ples I (3 s.h.)  An in tro duc -
tory ac count ing course:  an a lyz ing trans ac tions, match -
ing prin ci ple, ad just ing and clos ing en tries, fi nan cial
state ments, re ceiv ables, in ven to ries, fixed as sets and
in tan gi ble as sets, cur rent li a bil i ties, cor po ra tions (cap i -
tal stock trans ac tions, div i dends, in come and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay -
able, in vest ment in bonds.   (45-0)

15:151 Ac count ing Prin ci ples II (3 s.h.) Pre req ui site:
15:150 Ac count ing Prin ci ples I, or equiv a lent.  Course
cov ers State ment of Cash Flows, fi nan cial state ment
anal y sis, job or der and pro cess cost sys tems, cost be -
hav ior, bud get ing, stan dard cost ing, dif fer en tial anal y -
sis and prod uct pric ing, cap i tal in vest ment anal y sis,
ac tiv ity-based cost ing, and just-in-time man u fac tur ing. 
Em pha sis is on man age ment’s use of ac count ing in for -
ma tion.  (45-0)

15:155 Pay roll Ac count ing (3 s.h.) Pre req ui site:
15:109 In tro duc tion to Ac count ing or 15:118 Ac count ing 
Pro ce dures or 15:150 Ac count ing Prin ci ples I with a
grade of “C” or above.  A study of ba sic busi ness taxes.
Em pha sis on pay roll taxes in clud ing so cial se cu rity
taxes, in come taxes, and un em ploy ment taxes; com -
ple tion of quar terly and an nual re ports and a pay roll
sim u la tion pro ject. (45-0)

15:160 Com puter Ac count ing (3 s.h.) Pre req ui site:
15:109 In tro duc tion to Ac count ing or 15:118 Ac count ing 
Pro ce dures or 15:150 Ac count ing Prin ci ples I with a
grade of “C” or above.  De signed to pro vide stu dents
with re al is tic ex pe ri ence with au to mated ac count ing
con sist ing of five sys tems:  gen eral led ger, ac counts
pay able, ac counts re ceiv able, de pre ci a tion, and pay -
roll. Stu dents will find them selves as hav ing taken an
ac count ing po si tion in a com pany al ready us ing a com -
put er ized ac count ing sys tem. Stu dents will be work ing
in an in di vid u al ized in struc tion en vi ron ment. (45-0)

15:171 In tro duc tion to En tre pre neur ship (3 s.h.) 
Pre req ui site:  15:101, In tro duc tion to Busi ness.  This
course pro vides stu dents with an in tro duc tion to en tre -
pre neur ship and new ven ture cre ation.  Stu dents will

ex am ine the char ac ter is tics of suc cess ful en tre pre -
neurs and de velop in sight on de vel op ing and en hanc ing 
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 un -
der stand the com po nents of a busi ness/fea si bil ity plan. 
(45-0)

15:174  Da ta base Man age ment (3 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems, or per mis sion of the in struc tor.  This course in tro -
duces stu dents to da ta base con cepts, with top ics such
as da ta base struc ture and de sign, plan ning, mod el ing,
da ta base soft ware and serv ers, SQL, re ports, fault tol -
er ance, and ad min is tra tion be ing cov ered.  Ex po sure to
cur rent and pop u lar da ta base sys tems will be pro vided.  
(30-30)

15:175 Elec tronic Spread sheets (3 s.h.) Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems, or 15:134, Com puter Ap pli ca tions.  Learn the fun -
da men tals of spread sheets, da ta bases, and busi ness
graph ics us ing ap pro pri ate soft ware. (30-30)

15:210 Busi ness Sta tis tics (3 s.h.) Pre req ui site:
40:125, Quan ti ta tive Methods; 40:140, Intro to Sta tis -
tics;  or 40:151, Col lege Al ge bra & Trig I. The use of sta -
tis ti cal meth ods as an an a lyt i cal tool in busi ness
sit u a tions. Data col lec tion, tab u lar and graph i cal pre -
sen ta tions, fre quency dis tri bu tions, prob a bil ity, sam -
pling, data anal y sis, hy poth e sis test ing and re gres sion,
and cor re la tion anal y sis. The use of sta tis ti cal soft ware
is in cor po rated into the course. (45-0)

15:211 Word Pro cessing (2 s.h.) This course is de -
signed to in tro duce stu dents to com put ers and the fun -
da men tals of word pro cess ing. The stu dents will
prog ress from ba sic through in ter me di ate fea tures of
word pro cess ing soft ware. Also Open En try/Open Exit. 
(20-20)

15:212 Busi ness Com mu ni ca tion (3 s.h.) This course 
will help the stu dent be come an ef fec tive com mu ni ca tor
in the busi ness world. Ba sic writ ten com mu ni ca tion will
be em pha sized through prac tice in gram mar struc ture,
vo cab u lary build ing, and or ga ni za tion of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes busi ness let ters and in ter of fice mem o -
ran dums.  A sec ond ary em pha sis will be placed on oral
com mu ni ca tion, lis ten ing skills, and non ver bal com mu -
ni ca tion. (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) de ter mi na tion and se lec tion, prod uct strat egy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo -
tional ac tiv i ties that are used in busi ness to day. (45-0)

15:241 Hu man Re la tions (3 s.h.) The study of how
peo ple sat isfy both per sonal growth needs and or ga ni -
za tional goals in their ca reers.  Al though also in ter ested
in the why of hu man be hav ior, hu man re la tions 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. 
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This field em pha sizes knowl edge that can be ap plied in
prac ti cal ways to prob lems of in ter per sonal re la tions at
work or in our per sonal life.  Sig nif i cant de vel op ments in
re cent years in the work place have in creased the im por -
tance of in ter per sonal skills in al most ev ery type of work
set ting; these trends pro vide sup port for the ne ces sity of 
ac quir ing com pe tence in hu man re la tions. (45-0)

30:101 Com mu ni ca tion Skills I (4 s.h.) Im prove ment
of skills in read ing, writ ing, speak ing, and lis ten ing, with
an em pha sis on ex pos i tory meth ods of de vel op ment
and per sonal ex pe ri ence as sup port ing ma te rial. Stu -
dents may be re quested to use word pro ces sors and the 
Writer’s Work bench anal y ses pro grams, the Writer’s
Work bench STEPS pro grams, and the struc tur ing sen -
tences video se ries.  Stu dents must meet min i mum
com pe tency re quire ments in writ ing and speak ing to re -
ceive a grade of “C” or higher.  (60-0)

30:102 Com mu ni ca tion Skills II (4 s.h.) Pre req ui site:
30:101, Com mu ni ca tion Skills I.  Stu dents must have
earned a “C” or higher grade in Com mu ni ca tion Skills I be -
fore en roll ing in Com mu ni ca tion Skills II.  A con tin u a tion of
30:101 with an em pha sis on ar gu men ta tive and per sua -
sive writ ing and speak ing, 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 sen tence struc tur ing vid eos. 
Stu dents must meet min i mum com pe tency re quire -
ments in writ ing and speak ing to re ceive a grade of “C”
or higher.  (60-0)

40:121 Math e mat ics for De ci sion Making (3 s.h.)
Pre req ui site:  Ba sic Arith me tic and Al ge bra skills as
shown by one of the fol low ing:  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
in 40:060, Be gin ning Al ge bra (at NIACC), or equiv a lent;  
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 Al -
ge bra sec tion of the COM PASS test.   Math e mat ics for
De ci sion Making pro vides a sur vey of math e mat ics top -
ics that in cludes sets, logic, prob a bil ity, sta tis tics, sets of 
num bers, al ge bra, ge om e try, and con sumer math.  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 Mac ro eco nom ics (3 s.h.) An in tro duc tory
study of how peo ple use scarce re sources to sat isfy un -
lim ited wants.  Af ter an in tro duc tion to eco nom ics, the
em pha sis is on the de ter mi na tion of na tional in come,
out put, em ploy ment, and the gen eral price level in the
na tional econ omy in clud ing an ex am i na tion of the
money and bank ing sys tem.  (45-0)

80:134 Microeconomics (3 s.h.) Pre req ui site: 80:133,
Mac ro eco nom ics.  An in tro duc tory study of how peo ple
use scarce re sources to sat isfy un lim ited wants.  The
em pha sis is on the be hav ior and decisionmaking by in -
di vid ual con sum ers, en tre pre neurs, work ers, and other
re source own ers in the prod uct and re source mar kets

and the re sult ing ef fects on the ef fi ciency with which
re sources are used.  (45-0)

89:100 B-C-D-E Co op er a tive Work Ex pe ri ence (2-5
s.h.) Prac ti cal train ing on the job un der the co op er a tive
su per vi sion of the col lege and work su per vi sor. De -
signed pri mar 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
them test out ca reer in ter est and/or dis cover new ca reer 
pos si bil i ties. 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 ment to be com pleted in a term.  Ap pro pri ate ness of 
learn ing ob jec tives is an es sen tial fac tor in the ap proval
pro cess.  This course is re peat able up to 12 se mes ter
hours.  (0-120 to 300)

89:150 Em ploy ment Strat egies (1 s.h.) De velop skills
nec es sary to en ter the job mar ket and ex pe ri ence
long-term ca reer growth.  Stu dents learn ba sic job seek -
ing tech niques, job keep ing skills, and strat e gies for
con tin ued growth.  (15-0)
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IN FOR MA TION
TECH NOL OGY

E-Commerce, Web De sign 
and De vel op ment
E-Commerce, Web De sign and De vel op ment pro vides
stu dents an op por tu nity to gain both a gen eral knowl -
edge of this dy namic pro fes sion as well as greater lev -
els of spe cial iza tion in a stu dent-chosen op tion 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
De vel op ment as well as spe cial ized ed u ca tion in one of
four pro gram matic op tions: 1) Web Ap pli ca tion De vel -
op ment; 2) Web Graphic De sign; 3) E-Business; and 4)
E-Entrepreneurship. 

Web Ap pli ca tion De vel op ment
Plans and takes re spon si bil ity for the suc cess of a Web
busi ness op er a tion/ven ture. Of ten works in a team en vi -
ron ment with tal ented pro fes sion als. Ex pe ri enced and
knowl edge able about con fig ur ing and main tain ing
server, net work or se cu rity sys tems for Intranet or Web
op er a tions.  Ex pe ri enced in the de sign and de vel op -
ment of soft ware, middleware, or sys tems uti liz ing new
tech nol ogy and dem on strat ing and de liv er ing ser vices
through a Web pres ence. Ex pe ri enced site de signer
and de vel oper, in clud ing the man age ment of teams to
im ple ment the busi ness Web plan.

Web Graphic De sign
Di rects and im ple ments the cre ative de vel op ment and
uti li za tion of all Web-based tools; cre ates and im ple -
ments new tech nol ogy that in creases ef fi ciency of prod -
uct/ser vice de liv ery sys tems and im proves cli ent/user
interactivity. Of ten works in a team en vi ron ment with tal -
ented pro fes sion als. Ex pe ri enced in the de sign and pro -
duc tion of graph ics/im ages that are com pat i ble with
Web stan dards, pro fi ciently uti lizes stan dard graph ics
ap pli ca tions with skills pro duc ing vec tor im ages, bit
map im ages, HTML, an i ma tion 2D, and photo ma nip u -
la tion. Di rects 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
within bud get.

E-Business 
Pro vide stra te gic e-commerce mar ket ing plan ning, in -
clud ing com pet i tive anal y sis, elec tronic  busi ness plan -
ning, sys tems plan ning and or ga ni za tional struc tur ing to
sup port and en hance the com pany's over all mar ket ing
ef forts. De velops com plete busi ness strat egy, tech nol -
ogy ar chi tec ture and plan ning, de sign and de vel op ment
of new ap pli ca tions uti liz ing the Web/Internet, Intranet,
EDI, and se cu rity au dits. Of ten works in a team en vi ron -
ment with tal ented pro fes sion als. Ex pe ri enced in Web
tech nol ogy sur round ing de liv ery meth ods and sys tems,
is able to plan and cre ate mar ket ing strat e gies for full ser -
vice/prod uct ex po sure us ing the Web's state-of-the-art
tech nol ogy, and is able to ra tio nal ize and for mu late
new/cur rent mar ket ing tech niques for an or ga ni za tion's

re turn on in vest ment (ROI) and cost sav ings. Di rects
cor po rate  Web mar ket ing and e-business strat e gies in -
volv ing prod uct/ser vice de liv ery, ad ver tis ing, co or di na -
tion of pub lic and me dia re la tions, spe cial events,
over see ing cus tomer sup port and sat is fac tion sur veys.
Di rects Web de part ments to ward meet ing busi ness ob -
jec tives. Fo cus is to  de velop over all strat egy and im ple -
men ta tion of cor po rate Web ef forts in clud ing brand
man age ment, look and feel, site in tent, prod uct and ser -
vice de liv ery. Team with a wide va ri ety of  in ter nal de part -
ments to co or di nate Web op er a tions.

E-Entrepreneurship
Per ceives and uti lizes the Internet as a stra te gic ad van -
tage to achieve busi ness goals. De signs 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 tal -
ented pro fes sion als. Un der stands that the Web in her -
ently in volves the cre ation, trans for ma tion o f
re la tion ships for value cre ation within or ga ni za tions, be -
tween or ga ni  za t ions (busi  ness-to-business
e-commerce), and be tween or ga ni za tions and in di vid u -
als  (busi ness-to-consumer e-commerce). Skilled in de -
vel op ing and im ple ment ing a busi ness plan, in clud ing
mar ket ing and fi nan cial re source de vel op ment and
man age ment. Ac cepts higher risks with the po ten tial for
higher re wards.

Upon com ple tion of the cur ric u lum with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence-Business De gree in E-Commerce,
Web De sign and De vel op ment. 

EN TRANCE RE QUIRE MENTS

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

2. Col lege In ter me di ate Al ge bra or equiv a lent with a
“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.

SUG GESTED SCHED ULE

E-Commerce Core Courses
15:156 Net working I ........................................... 4 s.h.
15:167 Net work Se cu rity....................................3 s.h.
15:169 Me dia Ex pe ri ence...................................3 s.h.
15:186 Internet Pro gramming I...........................3 s.h.
15:191 In tro duc tion to E-Commerce ..................3 s.h.
15:194 E-Commerce Cases............................... 4 s.h.
15:196 Struc ture and De sign..............................3 s.h.
15:201 Vi sual Com mu ni ca tion............................ 3 s.h.

26 s.h.
Gen eral Ed u ca tion Re quire ments
Com mu ni ca tions ................................................. 8 s.h.
So cial Sci ences and/or Hu man ities .....................9 s.h.
Nat u ral Sci ences................................................. 3 s.h.

20 s.h.
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E-Business Spe cial iza tion Re quire ments
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:197 Internet Law............................................3 s.h.
15:221 Mar keting................................................3 s.h.

Elec tives............................................6-10 s.h.
18-22 s.h.

E-Entrepreneurship Spe cial iza tion Re quire ments
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:197 Internet Law............................................3 s.h.

Elec tives............................................6-10 s.h.
18-22 s.h.

Web Ap pli ca tion De vel op ment Spe cial iza tion 
Re quire ments
15:187 Internet Pro gramming II..........................3 s.h.
15:188 Web Server De vel op ment...................... 4 s.h.
15:199 Web Ap pli ca tion De vel op ment ...............3 s.h.
15:202 Web De sign............................................3 s.h.
15:203 Server Side Scripting..............................4 s.h.
15:204 Java........................................................4 s.h.

21 s.h.

Web Graphic De sign Spe cial iza tion Re quire ments
10:201 2-D De sign .............................................3 s.h.
10:202 Graphic De sign.......................................3 s.h.
10:220 Dig i tal Il lus tra tion....................................3 s.h.
15:202 Web De sign............................................3 s.h.

Elec tives..............................................4-9 s.h.
16-21 s.h.

Note:  Sum mer en roll ment is re quired.

In for ma tion Sys tems
Tech nol ogy
NIACC’s In for ma tion Sys tems Tech nol ogy Pro gram is a 
di verse pro gram al low ing stu dents to choose their ca -
reer path.  The IST pro gram in cor po rates sev eral op -
tions -- Net work Ad min is tra tion, Man age ment
In for ma tion Sys tems, Desk top Sys tems, and Web Sys -
tem Sup port.  Stu dents have the op tion of ob tain ing em -
ploy ment us ing their com puter skills or trans fer ring to a
four-year in sti tu tion and re ceiv ing a bac ca lau re ate de -
gree.

The pro gram pro vides op por tu ni ties for stu dents  to pur -
sue a va ri ety of com puter pro fes sional cer tif i ca tions in -
clud ing:  Cisco’s Cer tified Net work As so ci ate,
Microsoft’s Cer tified Sys tem En gi neer, Novell’s Cer -
tified Ad min is tra tor, and A+ Cer tif i ca tion.

Grad u ates may work as LAN or WAN ad min is tra tors or
spe cial ists, Web sys tems sup port, PC sup port, help
desk ad min is tra tors, or many other po si tions in the tech -
nol ogy field.

Upon com ple tion of the cur ric u lum with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence-Business De gree in In for ma tion Sys -
tems Tech nol ogy. 

EN TRANCE RE QUIRE MENTS

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

2. Col lege In ter me di ate Al ge bra or equiv a lent with a
“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.

SUG GESTED SCHED ULE

First Year - IST Core Classes
15:141 Man age ment In for ma tion Sys tems I....... 3 s.h.
15:156 Net working I ........................................... 4 s.h.
15:157 Net working II ..........................................4 s.h.
15:161 Op er ating Sys tems I............................... 3 s.h.
15:177 Op er ating Sys tems II..............................3 s.h.
15:169 Me dia Ex pe ri ence...................................3 s.h.
15:196 Struc ture & De sign (3 s.h.--MIS re quire ment

only in place of Me dia Ex pe ri ence )
20 s.h.

First Year - Gen eral Ed u ca tion Re quire ments
Com mu ni ca tions ................................................. 8 s.h.
So cial Sci ences and/or Hu man ities .....................9 s.h.
Nat u ral Sci ences................................................. 3 s.h.

20 s.h.
To tal Hours 40 s.h.
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2nd Year Op tions**

Net work Ad min is tra tion
15:158 Net working III .........................................4 s.h.
15:159 Net working IV.........................................4 s.h.
15:163 Net work Op er ating Sys tems ..................4 s.h.
15:166 Inter/Intranet Ap pli ca tion Man age ment.. 4 s.h.
15:167 Net work Se cu rity....................................3 s.h.
Elec tive* ..............................................................4 s.h.

23 s.h.

MIS
15:164 Groupware Ap pli ca tions I.......................4 s.h.
15:165 Groupware Ap pli ca tions II .....................4 s.h.
15:168 In tro duc tion to Pro gramming .................4 s.h.
15:169 Me dia Ex pe ri ence...................................3 s.h.
15:174  Da ta base Man age ment..........................3 s.h.
15:204 Java........................................................4 s.h.

22 s.h. 

Desk top Sys tems
15:163 Net work Op er ating Sys tems................... 4 s.h.
15:164 Groupware Ap pli ca tions I.......................4 s.h.
15:165 Groupware Ap pli ca tions II .....................4 s.h.
15:174 Da ta base Man age ment ..........................3 s.h.
15:176 Ad vanced Desk top Ap pli ca tions............. 3 s.h.
15:178 Hard ware Ser vice and Sup port ..............4 s.h.

22 s.h.

Web Sys tems Sup port
15:163 Net work Op er ating Sys tems ..................4 s.h.
15:164 Groupware Ap pli ca tions I.......................4 s.h.
15:165 Groupware Ap pli ca tions II .....................4 s.h.
15:166 Inter/Intranet Ap pli ca tion Man age ment.. 4 s.h.
15:167 Net work Se cu rity....................................3 s.h.

19 s.h.

*Choose one of the fol low ing elec tives for the Net work 
Ad min is tra tion op tion:
15:179 Novell Ad min is tra tion ..............................4 s.h.
15:164 Groupware Ap pli ca tions I........................4 s.h.
15:178 Hard ware Ser vice and Re pair .................4 s.h.

** The pro gram re quires 60 credit hours for com ple tion. 

Note:  Sum mer en roll ment may be re quired. 

Note:   Some sec ond year op tions can not be com pleted
at night.

Rec om mended Elec tive Courses are as fol lows:

15:142 Prin ci ples of Man age ment...................... 3 s.h.

15:109 In tro duc tion to Ac count ing...................... 3 s.h.
OR
15:118 Ac count ing Pro ce dures (3 s.h.) 
OR
15:150 Ac count ing Prin ci ples I (3 s.h.)

15:151 Ac count ing Prin ci ples II ..........................3 s.h.
15:171 Intro to En tre pre neur ship........................3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.



Se nior Net work Ad min is tra tion
The Se nior Net work Ad min is tra tor Pro gram is de signed
to pre pare stu dents for em ploy ment in net work de sign
and im ple men ta tion in For tune 500 cor po ra tions,
Internet ser vices pro vid ers, tele phone com pa nies, and
con sult ing com pa nies.  This pro gram al lows the stu dent
to pre pare for sev eral Cisco Cer tif i ca tions in clud ing:

The CCNP cer tif i ca tion (Cisco Cer tified Net work Pro fes -
sional) in di cates ad vanced or jour ney man knowl edge of
net works.  With a CCNP, a net work pro fes sional can in -
stall, con fig ure, and op er ate LAN, WAN, and dial ac cess
ser vices for or ga ni za tions with net works from 100 to
more than 500 nodes, in clud ing but not lim ited to these
pro to cols and top ics:  IP, IGRP, IPX, Async Routing,
AppleTalk, Ex tended Ac cess Lists, IP RIP, Route Re dis -
tri bu tion, RIP, Route Sum ma ri za tion, OSPF, VLSM,
BGP, Se rial, Frame Re lay, ISDN, ISL, X.25, DDR,
PSTN, PPP, VLANS, Ether net, Ac cess Lists, 802.10,
FDDI, Trans par ent and Translational Bridging.

The CCDP cer tif i ca tion (Cisco Cer tified De sign Pro fes -
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 net works in volv ing
LAN, WAN, and dial ac cess ser vices for busi nesses
and or ga ni za tions with 100 to more than 500 nodes.

Stu dents also gain pro ject man age ment skills and study 
emerg ing Internet and net work ing tech nol o gies.

NIACC’s com puter labs are equipped with the lat est in
com put ers and net work ing equip ment to al low stu dents
the high est qual ity hands-on ex pe ri ence.  Classes are
lead by Cisco cer ti fied in struc tors.  

EN TRANCE RE QUIRE MENTS

To en roll in the Se nior Net work Ad min is tra tor Pro gram,
stu dents must meet at least one of the fol low ing 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 com puter ex pe ri ence, pref er a bly in net work -
ing.

* Com pleted Net working I-IV from NIACC or an other
Cisco Acad emy with 70% or better fi nal Cisco as -
sess ments.

* Suc cess fully com pleted equiv a lent cor po rate Cisco
CCNA train ing.

Stu dents must also meet all other gen eral NIACC and
IST re quire ments.

In di vid uals who do not meet these re quire ments, and
wish to at tain the CCNA and/or CCNP cer tif i ca tion,
should com plete NIACC’s In for ma tion Sys tems 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.

RE QUIRED TECH NI CAL COURSES/SUG GESTED
SCHED ULE**

15:277 Net work Routing..................................... 5 s.h.
15:278 Net work Re mote Ac cess ........................5 s.h.
15:285 Multi-Layer Switching .............................5 s.h.
15:286 Net work Sup port..................................... 5 s.h.
15:287 Emerging Re mote Ac cess Tech nol ogies...3 s.h.
15:288 Net work De sign I ....................................3 s.h.
15:289 Net work De sign II ...................................4 s.h.
15:290 Fun da men tals of Pro ject Man age ment.. 4 s.h.

To tal Hours 34 s.h.

**Courses at night will be 8 weeks in du ra tion.  Day
courses will fol low the NIACC ac a demic cal en dar. 

In or der to re ceive the A.S.B. de gree in Se nior Net work
Ad min is tra tion, stu dents must sat is fac to rily com plete
the above tech ni cal core courses, sat isfy 20 s.h. of gen -
eral ed u ca tion (per page 215), com plete 6 s.h. of elec -
tive cred its, and main tain an over all 2.00 (C) grade point 
av er age.

COURSE DE SCRIP TIONS

E-Commerce, Web De sign and 
De vel op ment 

In for ma tion Sys tems Tech nol ogy
Se nior Net work Ad min is tra tion

10:201 Two-Dimensional De sign (3 s.h.)   Stu -
dents/art ists ex plore the pro cess of vi sual prob lem solv -
ing through par tic i pa tion in class cri tiques of in di vid ual
pro jects.  Per cep tion and struc ture:  ex plor ing vi sual or -
der em pha siz ing two-dimensional con cepts.  (20-50)

10:202 Graphic De sign (3 s.h.) Pre req ui site: 10:201,
Two-Dimensional De sign. Cre ative prob lem solv ing
through the ex plo ra tion of aes thetic and tech ni cal as -
pects of graphic de sign us ing com puter-aided de sign
soft ware. (20-50)

10:220 Dig i tal Il lus tra tion (3 s.h.) Pre req ui site:
10:201, Two-Dimensional De sign.  Rec om mended: 
10:150, Cre ative Pho tog ra phy, or 10:202, Graphic De -
sign.  Cre ation and ma nip u la tion of dig i tal im ag ery is ex -
plored in the con text of cre ative ex pres sion. User
interactivity, an i ma tion, full-color print ing, and com puter 
art the o ries are cov ered. The stu dent com pletes vi sual
pro jects with in struc tor guid ance. (30-30)

15:101 In tro duc tion to Busi ness  (3 s.h.) An over view
of the phases and func tions of the busi ness en ter prise.
Units of in struc tion in clude the or ga ni za tion, fi nanc ing,
pro duc tion, and con tem po rary is sues in busi ness. The
course pro vides an aware ness and un der stand ing of
the com plex i ties of the busi ness world. (45-0)

15:140  In tro duc tion to Com puters and In for ma tion
Sys tems (3 s.h.)  Em pha sis on com puter lit er acy and
busi ness ap pli ca tions of com puter soft ware.  Stu dents
do busi ness prob lems us ing elec tronic spread sheets,
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word pro cess ing soft ware, da ta base man age ment soft -
ware, and pre sen ta tion soft ware.  Stu dents also are ex -
posed to web use, file man age ment, and sim ple web
page de vel op ment.  (45-0)

15:141 Man age ment In for ma tion Sys tems I (3 s.h.)
Pre req ui site: 15:140, In tro duc tion to Com puters  and In -
for ma tion Sys tems,  or per mis sion of the in struc tor. The
pri mary goal of MIS I is to pre pare stu dents to be pro -
duc tive par tic i pants in an in for ma tion so ci ety. The
course is de signed to de velop a broad un der stand ing of
busi ness in for ma tion sys tems, var i ous ways to dis cern
in for ma tion from an in for ma tion sys tem, and look at
ways to dis trib ute this in for ma tion.  The stu dent will also
learn the ba sic prin ci ples and tech niques for de vel op ing 
sim ple com puter-based in for ma tion sys tems for man a -
ge rial de ci sion 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  (3 s.h.)   15:101,
In tro duc tion to Busi ness, is rec om mended.  Pro vides
stu dents with a gen eral in tro duc tory man age ment
learn ing ex pe ri ence. Role of man age ment in to day’s
busi ness en vi ron ment; man age ment’s in flu ence on em -
ployee pro duc tiv ity, em ployee sat is fac tion and or ga ni -
za tional ef fec tive ness; ma jor con trol de vices o f
man age ment. (45-0)

15:156 Net working I (4 s.h.)  Pre req ui site:  15:140, In -
tro duc tion to Com puters and In for ma tion Sys tems or
per mis sion of the in struc tor.   This course pro vides an
over view of net work ing, in clud ing such top ics as net -
work ing ad van tages, OSI lay ers, ad dress ing and rout -
ing pro to cols, and LAN de sign, to pol o gies, and ca bling.
(60-0)

15:157 Net working II (4 s.h.)  Pre req ui site:  15:156,
Net working I  or per mis sion of the in struc tor.  A  con tin u -
a tion of Net working I.  Pro vides over view of Ether net, to -
ken ring, ATM, and FDDI; ex am ines rout ing and
ad dress ing is sues; stud ies router setup and con fig u ra -
tion; ex am ines LAN de sign ing, test ing, and switch ing;
and stud ies TCP/IP pro to col and ad dress ing.  (45-30)

15:158 Net working III (4 s.h.)  Pre req ui site:  15:157,
Net working II  or per mis sion of the in struc tor.  A con tin u -
a tion of Net working II.  Ad dresses such top ics as ad -
vanced router con fig u ra tions, LAN switch ing,
net work ing man age ment, and ad vanced net work de -
sign.  (45-30)

15:159 Net working IV (4 s.h.)  Pre req ui site:  15:158,
Net working III  or per mis sion of the in struc tor.  A con tin -
u a tion of Net working III.  Using pri mar ily hands-on, pro -
ject-based learn ing, this course in cludes ad vanced
net work de sign pro jects and ad vanced net work man -
age ment pro jects.   Wide Area Net works are dis cussed.  
(45-30)

15:161 Op er ating Sys tems I (3 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or per mis sion of the in struc tor. This course in tro -
duces stu dents to the use of such pop u lar op er at ing
sys tems as Microsoft DOS, Win dows 98, Win dows
2000 Pro fes sional, and Win dows NT Work sta tion.  This
course also ad dresses op er at ing sys tem in ter face and

con trols; file sys tem man age ment; ap pli ca tion man age -
ment; and net work cli ent con fig u ra tion. (30-30)

15:163 Net work Op er ating Sys tems (4 s.h.)  Pre req -
ui site:  15:177, Op er ating Sys tems II, or per mis sion of
the in struc tor.  This course goes into de tail on top ics of
net work op er at ing sys tem such as de sign, plan ning, in -
stal la tion, con fig u ra tion, se cu rity, per for mance, ad min -
is tra tion, trou ble shoot ing, fault tol er ance, and di sas ter
re cov ery.  Cli ent setup, file and print shar ing, di rec tory
ser vices, re mote ac cess, along with other net work ser -
vices will be ex plored.  (30-60)

15:164 Groupware Ap pli ca tions I (4 s.h.)  Pre req ui -
site:  15:140, In tro duc tion to Com puters and In for ma tion 
Sys tems; 15:156, Net working I; and 15:161, Op er ating
Sys tems or per mis sion of the in struc tor. This course
pro vides an in tro duc tion to such ap pli ca tions as elec -
tronic mail, shared cal en dars, doc u ment shar ing,  and
ap pli ca tions within a net worked en vi ron ment.  The
course will also in clude an ex am i na tion of groupware
ap pli ca tion fea tures, groupware con fig u ra tion and man -
age ment, the re la tion of desk top ap pli ca tions to group
prod ucts, a com par i son of spe cific groupware prod ucts, 
and im ple men ta tion is sues re lated to groupware ap pli -
ca tions.   (45-30)

15:165 Groupware Ap pli ca tions II (4 s.h.)  Pre req ui -
site:  15:164, Groupware Ap pli ca tions I or per mis sion of
the in struc tor.  This course builds on the Groupware Ap -
pli ca tions I.  The course cov ers such top ics as the ad -
van tages and d is  ad van tages of groupware
ap pli ca tions, im ple men ta tion con sid er ations, server in -
stal la tion re quire ments, ini tial con fig u ra tion, and trou -
ble shoot ing.  (45-30)

15:166 Inter/Intranet Ap pli ca tion Man age ment (4
s.h.)  Pre req ui site:  15:163, Net work Op er ating Sys -
tems, and 15:177, Op er ating Sys tems II, or per mis sion
of  the in struc tor.   This course en ables stu dents to de -
sign, set up, con fig ure, and man age 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
man age ment of emerg ing Internet tech nol o gies. 
(30-60) 

15:167 Net work Se cu rity (3 s.h.)  Pre req ui site: 
15:156, Net working I or per mis sion of the in struc tor. 
This course will pro vide an over view of is sues re lated to
se cu rity in a net worked en vi ron ment, in clud ing such
top ics as se cu rity and di sas ter re cov ery, se cu rity within
in for ma tion ser vices, se cu rity within an or ga ni za tion, vi -
rus pro tec tion, and Internet se cu rity/fire walls. (30-30)

15:168 In tro duc tion to Pro gramming (4 s.h.)  Pre req -
ui site:  15:140, In tro duc tion to Com puters and In for ma -
tion Sys tems, and 15:196, Struc ture and De sign, or
per mis sion of the in struc tor. This course pro vides stu -
dents ex po sure to com puter pro gram de sign, struc ture,
de vel op ment, and trou ble shoot ing through an ex am i na -
tion of such top ics as logic con cepts, vari ables, in -
put/out put, it er a tive con structs, con di tional flow,
mod u lar de sign, and the com par i son of pro gram ming
lan guages.  (45-30)



15:169 Me dia Ex pe ri ence (3 s.h.) Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or per mis sion of the in struc tor.  This course cov ers 
com pre hen sively the lat est ver sion of HTML.  Stu dents
will learn good cod ing prac tices and be in tro duced to
web de vel op ment tools and FTP pro grams.  Stu dents
will also be in tro duced to CSS (Cas cading Style
Sheets), im age man age ment, and ba sic JavaScript.
(30-30)

15:171 In tro duc tion to En tre pre neur ship  (3 s.h.) 
Pre req ui site:  15:101, In tro duc tion to Busi ness.  This
course pro vides stu dents with an in tro duc tion to en tre -
pre neur ship and new ven ture cre ation.  Stu dents will
ex am ine the char ac ter is tics of suc cess ful en tre pre -
neurs and de velop in sight on de vel op ing and en hanc ing 
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 un -
der stand the com po nents of a busi ness/fea si bil ity plan. 
(45-0)

15:172 Man aging the En tre pre neur ial Ven ture (3
s.h.)  15:101, In tro duc tion to Busi ness, or 15:171, In tro -
duc tion to En tre pre neur ship, are rec om mended.   The
course pro vides stu dents with the tools nec es sary to
man age and grow a small busi ness.  Stu dents will ex -
am ine the char ac ter is tics of suc cess ful small busi -
nesses and de velop in sights on de vel op ing strat e gies
for suc cess fully grow ing ex ist ing ven tures.  Stu dents
will also learn the pro cess of eval u at ing the mar ket ing
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan.  (45-0)

15:173 Sem i nar in En tre pre neur ship (3 s.h.)  Pre req -
ui site:  15:171, In tro duc tion to En tre pre neur ship, and
15:172, Man aging the En tre pre neur ial Ven ture.  Course 
will com bine group dis cus sions with an ac tual case pro -
ject at a lo cal en tre pre neur ial firm.  Stu dents will have 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 for a lo -
cal en tre pre neur ial ven ture.  Stu dents also will dis cover
key en tre pre neur ial suc cess char ac ter is tics.  (38-15)

15:174  Da ta base Man age ment (3 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems, or per mis sion of the in struc tor.  This course in tro -
duces stu dents to da ta base con cepts, with top ics such
as da ta base struc ture and de sign, plan ning, mod el ing,
da ta base soft ware and serv ers, SQL, re ports, fault tol -
er ance, and ad min is tra tion be ing cov ered.  Ex po sure to
cur rent and pop u lar da ta base sys tems will be pro vided.  
(30-30)  

15:176 Ad vanced Desk top Ap pli ca tions (3 s.h.)  Pre -
req ui site:  15:140, In tro duc tion to Com puters and In for -
ma tion Sys tems or per mis sion of the in struc tor. 
Ad vanced top ics in desk top com puter ap pli ca tions will
be stud ied in this course.  Stu dents will also ex am ine in -
te grated soft ware pack ages such as Microsoft Of fice
Pro fes sional in this class.  They will uti lize in te grated
soft ware to solve sev eral busi ness prob lems pre sented
to them al low ing them to gain an un der stand ing of in te -
grated soft ware, as well as other desk top ap pli ca tions,

through hands-on ex pe ri ence.  The course will be pro -
ject-based, pro vid ing the stu dent with a col lab o ra tive
en vi ron ment.  (30-30)

15:177 Op er ating Sys tems II (3 sh.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems, and 15:161, Op er ating Sys tems I, or per mis sion
of the in struc tor.  This course is a con tin u a tion of Op er -
ating Sys tems I. It ad dresses ad vanced top ics such as
file man age ment, shell pro gram ming, se cu rity, net work
and ser vice ad min is tra tion, fault tol er ance, re cov ery,
trou ble shoot ing, and op er at ing sys tem struc ture. This
will be ac com plished by study ing the Unix or Linux op er -
at ing sys tems.  (30-30) 

15:178  Hard ware Ser vice and Sup port (4 sh.)  Pre -
req ui site:  15:140, In tro duc tion to Com puters and In for -
ma tion Sys tems, 15:161, Op er ating Sys tems I, or
per mis sion of in struc tor.  This course pre pares the stu -
dent to prop erly in stall, con fig ure, up grade, trou ble -
shoot and re pair mi cro com puter hard ware.  This
in cludes ba sic knowl edge of desk top and por ta ble sys -
tems, ba sic net work ing con cepts, and print ers.  The stu -
dent must also dem on strate knowl edge of safety and
com mon pre ven tive main te nance pro ce dures.  Topics
in clude ad vanced DOS and Win dows con cepts such as
batch files and mem ory man age ment, in stall ing and
uninstalling soft ware, ba sic hard ware in stal la tion, and
trou ble shoot ing.  (30-60)

15:179  Novell Ad min is tra tion (4 s.h.)   Pre req ui site: 
15:161, Op er ating Sys tems I or per mis sion of the in -
struc tor.  This course pro vides an over view of where
net work ing op er at ing sys tems fit into the net work so lu -
tion, in clud ing such top ics as the com po nents and fea -
tures of a net work op er at ing sys tem, ma jor net work
op er at ing sys tems, op er at ing sys tem setup and con fig -
u ra tion, net work cli ent is sues, WAN is sues, and net -
work op er at ing sys tem se lec tion cri te ria.  (45-30)

15:186 Internet Pro gramming I (3 s.h.)  Pre req ui site: 
15:169, Me dia Ex pe ri ence, and 15:196, Struc ture and
De sign, or per mis sion of the in struc tor.  This course will
teach the fun da men tals of cli ent-side web script ing with
JavaScript.  Stu dents will learn about browser-related
ob ject mod els and their as so ci ated prop er ties, events,
and meth ods.  Stu dents will work with these mod els to
cre ate doc u ments on the fly, cre ate pop-up doc u ments,
man age im ages, man age framesets, cre ate roll-overs,
en able and val i date form el e ments, man age cook ies,
cre ate and main tain ba sic da ta bases, de fine and en -
able cus tom ob jects, and cre ate var i ous web-related
tools.  (30-30)

15:187 Internet Pro gramming II (3 s.h.)  Pre req ui site: 
15:186, Internet Pro gramming I or per mis sion of the in -
struc tor.  This course will al low stu dents to con tinue
build ing their JavaScripting tools while learn ing how to
pro gram in PERL.  Stu dents will learn how to ac cess
server doc u ments, cre ate and man age da ta bases, 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 De vel op ment (4 s.h.) Pre req ui -
site:  15:187, Internet Pro gramming II or per mis sion of
the in struc tor.  This course gives stu dents a solid un der -
stand ing of what is go ing 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 sup port and main tain these serv ers.  Topics
such as plan ning, con fig u ra tions, test ing, pro to cols,
ser vices, per for mance, di sas ter re cov ery, se cu rity, fault 
tol er ance, da ta bases, in dex ing, cli ents, trans ac tions,
SSL, and DNS will be cov ered.  The course will pro vide
ex pe ri ence with pop u lar web serv ers and soft ware. 
(30-60) 

15:191 In tro duc tion to E-Commerce (3 s.h.)  Pre req -
ui site:  15:140, In tro duc tion to Com puters and In for ma -
tion Sys tems or per mis sion of the in struc tor.  This
course pro vides stu dents with foun da tional skills and
gen eral in for ma tion about elec tronic busi ness so lu tions
on the World Wide Web. Topics will in clude fea tures of
Internet mar ket ing, sales, com puter graph ics, and net -
work se cu rity.  Stu dents will also be in tro duced to
Internet-related pro gram ming con cepts and tools used
to cre ate web-based so lu tions.  (30-30)

15:194 E-Commerce Cases (4 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or per mis sion of the in struc tor.  In ves ti gate cur rent
E-Commerce ba sics and real life sce nar ios re gard ing
elec tronic busi ness prac tices.  This cap stone course
will tie to gether pre vi ous E-Commerce courses to real
life ap pli ca tions. (30-60)

15:196 Struc ture and De sign (3 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or per mis sion of the in struc tor.   A fun da men tal re -
quire ment for peo ple in the In for ma tion Tech nol ogy field 
is the abil ity to or ga nize a so lu tion to a prob lem.  This, in
and of it self, is a dif fi cult task.  Of ten, how ever, this skill
takes a backseat to learn ing code or is lost in the com -
plex ity of the task.  Struc ture and De sign con cen trates
on the pro cess of de vel op ing a log i cal al go rith mic so lu -
tion to a prob lem.  (45-0)

15:197 Internet Law (3 s.h.) Pre req ui site:  15:140, In -
tro duc tion to Com puters and In for ma tion Sys tems or
per mis sion of the in struc tor. Stu dents will learn and ex -
am ine le gal is sues as so ci ated with e-commerce, in -
clud ing but lim ited to, in tel lec tual prop erty pro tec tion,
rights of pri vacy, con tent con trol, an ti trust, and prob -
lems of ju ris dic tion. (45-0)

15:199 Web Ap pli ca tion De vel op ment (3 s.h.)  Pre -
req ui site:  15:187, Internet Pro gramming II or per mis -
sion of the in struc tor.  This course will build on the
stu dent’s prior Internet Pro gramming knowl edge and
give them an over view of var i ous web ap pli ca tion de vel -
op ment re sources, tools, lan guages, and tech nol o gies.  
Stu dents will be in tro duced to var i ous cur rent tools and
tech nol o gies avail able to a Web De vel oper for de vel op -
ment and be gin to un der stand the sit u a tions each works 
best in.  Em pha sis will be on com pare and con trast tech -
niques, proper plan ning, re lat ing the syn tax and el e -
ments to other tools and lan guages, knowl edge
trans fer, how in ter ac tion takes place, de sign, and de vel -

op ing an un der stand ing and use of pro gram ming
re sources. (30-30)

15:201 Vi sual Com mu ni ca tion (3 s.h.)  Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or per mis sion of the in struc tor.   This course is an
in tro duc tion to vi sual prob lem solv ing and com mu ni ca -
tion through the World Wide Web.  This course will
cover ba sic tech ni cal ter mi nol ogy, an over view of soft -
ware and equip ment for web graphic de sign and an in -
tro duc tion into dig i tal im ag ery.  Stu dio as sign ments will
be dig i tized and sent elec tron i cally for eval u a tion and
cri tique.  The goal is to ex pand stu dent com pe tency in
ba sic vi sual and tech ni cal skills, de vel op ing and un der -
stand ing of how per cep tion re lates to com mu ni ca tion,
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.)  Pre req ui site:  15:201, Vi -
sual Com mu ni ca tions or per mis sion of the in struc tor. 
This course is an ex pan sion of graphic de sign con cepts
merg ing tra di tional page de sign, ty pog ra phy, and dig i tal 
im ag ery into the con cepts and prac tices of web de sign. 
This stu dio course will cover the prep a ra tion of dig i tal
im ages, compositional dy nam ics, and se quenc ing of
im ages into a com plete work ing web de sign.  Stu dents
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.)  Pre req ui site: 
15:204, Java, or per mis sion of the in struc tor.  Stu dents
will learn to de velop and im ple ment web ap pli ca tions
us ing server side script ing with em pha sis on a sin gle
lan guage.  Ad di tional server side script ing 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
fo cus on how to work with these ob jects and pro ce -
dures.  Stu dents will gain hands-on ex pe ri ence while
writ ing real world-based web ap pli ca tions from the
ground up.  Da ta base ba sics will also be learned along
with SQL.  Sim ple da ta bases will be cre ated for use with
web ap pli ca tion back-ends. Stu dents will learn to ac -
cess and mod ify their da ta bases by build ing front-ends
for them us ing server side script ing and em bed ded
SQL.  Suf fi cient time will be spent build ing so lu tions that
re quire us ing ASP, HTML, JavaScript, and var i ous
other server side script ing tech nol o gies to gether. 
(30-60)

15:204 Java (4 s.h.)  Pre req ui site:  15:187, Internet
Pro gramming II, or per mis sion of the in struc tor.  This
course in tro duces stu dents to do ing purely ob -
ject-oriented pro gram ming us ing the Java syn tax.  Em -
pha sis is 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 ob jects as so lu tions to com mon real
world-based web prob lems us ing ap pli ca tions and ap -
plets.  Stu dents will learn to cre ate in ter ac tive el e ments
and sim ple GUI el e ments.  Use of the java.awt com po -
nents, event-handling model, con tain ers, and lay out
man ag ers will also be em pha sized.  File han dling tech -
niques and multithreading will be pre sented, along with
JavaBeans.  Ap pli ca tions and ap plets will be built from
but ton up to fa cil i tate in deeper un der stand ing 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) de ter mi na tion and se lec tion, prod uct strat egy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo -
tional ac tiv i ties that are used in busi ness to day. (45-0)

15:277 Net work Routing (5 s.h.)  Pre req ui site: 
15:159, Net working IV or per mis sion of the in struc tor. 
This course fo cuses on ad vanced rout ing us ing Cisco
rout ers con nected in lo cal-area net works (LANs) and
wide-area net works (WANs) typ i cally found at me dium
to large net work sites.  Upon com ple tion of this train ing
course, the stu dent will be able to se lect and im ple ment
the ap pro pri ate Cisco IOS ser vices re quired to build a
scal able routed net work.  (45-60)

15:278 Net work Re mote Ac cess (5 s.h.)  Pre req ui site:  
15:277, Net work Routing or per mis sion of the in struc tor.  
Re mote Ac cess fo cuses on ad vanced WAN con fig u ra -
tions, build ing re mote ac cess net works.  The course
teaches stu dents how to build a re mote ac cess net work
to in ter con nect cen tral sites to branch of fices and home
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 uti li za tion over the re mote
links.  (45-60)

15:285 Multi-Layer Switching (5 s.h.)  Pre req ui site: 
15:277, Net work Routing or per mis sion of the in struc tor. 
This course leads to the CCNP or CCDP.  In this course, 
net work ad min is tra tors learn how to build cam pus net -
works us ing multilayer switch ing tech nol o gies over high 
speed Ether net.  This course in cludes both rout ing and
switch ing con cepts, cov er ing both Layer 2 and Layer 3
tech nol o gies.  (45-60)

15:286 Net work Sup port (5 s.h.)  Pre req ui site: 
15:277, Net work Routing; 15:278, Net work 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 -
shoot an en vi ron ment us ing Cisco rout ers and switches
for multi-protocol cli ent hosts and serv ers con nected
with the fol low ing:  Ether net and Fast Ether net LANS,
Se rial, 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 IOS soft ware and Cat a lyst soft ware tools to
di ag nose and cor rect prob lems on widely in stalled
Cisco prod ucts.  (45-60)

15:287 Emerging Re mote Ac cess Tech nol ogies (3
s.h.) Pre req ui site:  15:159, Net working IV or per mis sion 
of the in struc tor.  In tro duces end-to-end Dig i tal Sub -
scriber Line (DSL) and ca ble mo dem tech nol o gies with
fo cus on hands-on lab train ing for tech ni cians on in stall -
ing, con fig ur ing and trou ble shoot ing DSL CPE equip -
ment and in fra struc ture in a small  busi ness
en vi ron ment.  Also touches upon Wire less and other
emerg ing tech nol o gies com mu ni ca tions.  (30-30)

15:288 Net work De sign I (3 s.h.)  Pre req ui site: 
15:158, Net working III or per mis sion of the in struc tor. 
This course leads to the CCDA cer tif i ca tion.  The CCDA
cer tif i ca tion (Cisco Cer tified De sign As so ci ate) in di -
cates a foun da tion or ap pren tice knowl edge of net work
de sign for the small of fice/home of fice (SOHO) mar ket. 

CCDA cer ti fied pro fes sion als can de sign routed and
switched net works in volv ing LAN, WAN, and dial ac -
cess ser vices for busi nesses and or ga ni za tions with
net works of fewer than 100 nodes. (45-0)

15:289 Net work De sign II (4 s.h.)  Pre req ui site: 
15:288, Net work De sign I; 15:277, Net work Routing;
15:278, Net work Re mote Ac cess; and 15:285,
Multi-Layered Switching; or per mis sion of the in struc tor.  
This course leads to the CCDP cer tif i ca tion.  The CCDP
cer tif i ca tion (Cisco Cer tified De sign Pro fes 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 net works in volv ing 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 Fun da men tals of Pro ject Man age ment (4
s.h.) Pre req ui sites: 15:141, MIS I and 15:158, Net -
working III, or per mis sion of the in struc tor. Fun da men -
tals of Pro ject Man age ment de fines a pro ject and the
role of  pro jects in busi ness.  Stu dents iden tify and dem -
on strate the ba sic knowl edge ar eas of Pro ject Man age -
ment and the Pro ject Man age ment Frame work.  These
knowl edge ar eas fo cus on man ag ing pro ject com po -
nents in clud ing: In te gra tion, Scope, Time (sched ul ing),
Cost, Qual ity, Hu man Re source, Com mu ni ca tions,
Risk, and Pro cure ment.  Fun da men tals of Pro ject Man -
age ment clar i fies the re la tion ship be tween Pro ject Man -
age ment and other man age ment dis ci plines in clud ing
gen eral man age ment knowl edge and prac tice, and ap -
pli ca tion-area knowl edge and prac tice.  Stu dents learn
to ap ply the break down of pro ject 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
iden tify the as pects of pro ject-based or ga ni za tional sys -
tems and clas sify busi ness or ga ni za tions by type and
pro ject char ac ter is tics.  Crit i cal Path Method (CPM) pro -
ject sched ul ing is learned and uti lized to co or di nate pro -
ject plan ning, ex e cu tion and anal y sis through out a
pro ject life cy cle.  (45-30)
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MAR KETING/
MAN AGE MENT

En tre pre neur ship

Fi nan cial Man age ment/In sur ance

Gen eral Busi ness
Banking Op tion
Mar keting and Sales Op tion - 
  Di ploma

Re tail Man age ment

Soft ware Ap pli ca tions Spe cial ist  
  Cer tif i cate

Sport and Fit ness Man age ment

Su per vi sion and Man age ment
  Di ploma

 Ca reer Op tion

MAR KETING/MAN AGE MENT
Pro grams in this area are broad in scope and pro vide
each stu dent with a va ri ety of skills nec es sary to be suc -
cess ful in the busi ness en vi ron ment.  Mar keting and
man age ment op por tu ni ties are readily avail able for stu -
dents that have well-developed “high tech and high
touch” skills.

En tre pre neur ship and Small
Busi ness Man age ment
The John Pappajohn Busi ness and En tre pre neur ial
Cen ter be gan op er a tions at NIACC in April 1997. The
cen ter of fers com pre hen sive en tre pre neur ial train ing
and sup port pro grams for en tre pre neurs, small busi -
ness own ers, and stu dents. 

The pro gram  pro vides stu dents with an un der stand ing
of the many fac ets of en tre pre neur ship. Stu dents will
learn the pro cess of iden ti fy ing a busi ness op por tu nity
and de vel op ing an or ga ni za tion to es tab lish a new ven -
ture. The cur ric u lum will pro vide stu dents 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 sist ing an
en tre pre neur dur ing the start-up phase of the busi ness.

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 -
tre pre neur is typ i cally re spon si ble for stra te gic
plan ning, fi nan cial man age ment, mar ket ing, hu man re -
source man age ment, and op er a tions. Al though the 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 -
stand ing of the crit i cal is sues fac ing the busi ness. Thus,
stu dents will also re ceive in struc tion on man a ge rial
func tions as so ci ated with own ing a small busi ness.

NIACC is work ing to com bine class room in struc tion with 
prac ti cal ex pe ri ence to en hance the de vel op ment of a
stu dent’s en tre pre neur ial and small busi ness man age -
ment skills. For spe cific in for ma tion about the pro gram,
con tact the NIACC Busi ness Di vi sion or Pappajohn
Cen ter.

In te gra tion into NIACC’s Credit Pro gram
The en tre pre neur ship op tion is in cluded as an ad di -
tional com po nent of the Mar keting/Man age ment pro -
gram in the Busi ness Di vi sion.  How ever, we do not
be lieve the courses should be lim ited to busi ness stu -
dents. 

We of fer three courses with pri mary em pha sis within the 
Busi ness Di vi sion:  (1) In tro duc tion to En tre pre neur -
ship; (2) Man aging the En tre pre neur ial Ven ture; and (3)
Sem i nar in En tre pre neur ship.  A brief de scrip tion of the
courses is pro vided be low.

15:171 In tro duc tion to En tre pre neur ship (3 s.h.) 
Pre req ui site:  15:101, In tro duc tion to Busi ness.  This
course pro vides stu dents with an in tro duc tion to en tre -
pre neur ship and new ven ture cre ation.  Stu dents will
ex am ine the char ac ter is tics of suc cess ful en tre pre -
neurs and de velop in sight on de vel op ing and en hanc ing 
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 un -
der stand the com po nents of a busi ness/fea si bil ity plan. 
(45-0)

15:172 Man aging the En tre pre neur ial Ven ture (3
s.h.) 15:101, In tro duc tion to Busi ness, or 15:171, In tro -
duc tion to En tre pre neur ship, are rec om mended.  The
course pro vides stu dents with the tools nec es sary to
man age and grow a small busi ness.  Stu dents will ex -
am ine the char ac ter is tics of suc cess ful small busi -
nesses and de velop in sights on de vel op ing strat e gies
for suc cess fully grow ing ex ist ing ven tures.  Stu dents
will also learn the pro cess of eval u at ing the mar ket ing
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan.  (45-0)

15:173 Sem i nar in En tre pre neur ship (3 s.h.)  Pre req -
ui site:  15:171, In tro duc tion to En tre pre neur ship, and
15:172, Man aging the En tre pre neur ial Ven ture.  Course 
will com bine group dis cus sions with an ac tual case pro -
ject at a lo cal en tre pre neur ial firm.  Stu dents will have 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 for a lo -
cal en tre pre neur ial ven ture.  Stu dents also will dis cover
key en tre pre neur ial suc cess char ac ter is tics.  (38-15)
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Fi nan cial Man age ment/
In sur ance Pro gram
As so ci ate in Sci ence-Business (ASB)

NIACC’s Fi nan cial Man age ment/In sur ance Pro gram is
de signed to pre pare grad u ates with em ploy able skills
re lated to the in sur ance and fi nan cial man age ment ca -
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 ment in busi ness. 

Upon the com ple tion of the cur ric u lum with a grade
point av er age of 2.00 (C ), the stu dent is awarded an As -
so ci ate in Sci ence-Business De gree/Fi nan cial Man -
age ment (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 and want to meet gen eral ed u ca tion re quire ments
of trans fer in sti tu tions should pur sue the A.A.  de gree. 

RE QUIRED COURSES/SUG GESTED SCHED ULE

(Two-Year Pro gram)
First Term
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:140 In tro duc tion to Com puters and In for ma tion

Sys tems..................................................3 s.h.
15:190 Gen eral In sur ance.................................. 3 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
40:121 Math e mat ics for De ci sion Making.......... 3 s.h.

16 s.h.
Sec ond Term
15:175 Elec tronic Spread sheets ........................3 s.h.
15:195 Prop erty & Ca su alty In sur ance...............3 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.
40:125 Quan ti ta tive Methods .............................3 s.h.

Gen eral Ed u ca tion Elec tive....................3 s.h.
16 s.h.

Third Term
15:109 Intro to Ac count ing .................................3 s.h.

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

 15:120 Busi ness Law I .......................................3 s.h.
15:200 Life, Health, & Dis abil ity In sur ance.........3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.

Elec tive...................................................3 s.h.
15 s.h.

Fourth Term
15:121 Busi ness Law II ......................................3 s.h.
15:151 Ac count ing Prin ci ples  II......................... 3 s.h.

OR 15:119 Acctg. Apps. (5 s.h.)
80:134 Microeconomics..................................... 3 s.h.
89:100 Co op er a tive Work Ex pe ri ence................ 3 s.h.

Elec tive...................................................3 s.h.
15 s.h.

To tal Hours 62 s.h.

Elec tive Courses
15:107 Key boarding for Of fice Tech nol ogy........3 s.h.
15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:112 Key boarding Level I................................1 s.h.
15:113 Key boarding Level II............................... 1 s.h.
15:142 Prin. of Man age ment..............................3 s.h.
15:160 Com puter Ac count ing.............................3 s.h.
15:210 Busi ness Sta tis tics .................................3 s.h.
15:221 Mar keting................................................3 s.h.
15:223 Prin. of Selling........................................ 3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
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Gen eral Busi ness
NIACC’s Gen eral Busi ness Pro gram is a dual-purpose
pro gram de signed to give the stu dent the op tion of ob -
tain ing em ploy ment upon grad u a tion or trans fer ring to a 
four-year in sti tu tion. It is for the stu dent who is in ter -
ested in busi ness but does not have a par tic u lar area in
mind.

Grad u ates are gen er ally placed in sales, man age ment,
or gen eral busi ness (of fice, ship ping and re ceiv ing,
qual ity con trol) po si tions with in dus trial and re tail firms.
For spe cific place ment in for ma tion, con tact the North
Iowa Ca reer Cen ter or the NIACC Busi ness Di vi sion.

Upon the com ple tion of the cur ric u lum with a grade
point av er age of 2.00 (C ), the stu dent is awarded an As -
so ci ate in Sci ence-Business De gree/Gen eral Busi ness
(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 and want to meet gen eral ed u ca tion re quire ments
of trans fer in sti tu tions, should pur sue the A.A. de gree
(see pages 200-203).  This will ne ces si tate a slightly dif -
fer ent cur ric u lum.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Year
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:120 Busi ness Law I .......................................3 s.h.
15:121 Busi ness Law II ......................................3 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.
       OR 15:140  In tro duc tion to Com puters and

In for ma tion Sys tems (3 s.h.)
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.
40:121 Math e mat ics1 ..........................................3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.
80:134 Microeconomics..................................... 3 s.h.

Elec tive...................................................3 s.h.
32 s.h.

Sec ond Year
15:109 Intro to Ac count ing .................................3 s.h.

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

15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.
15:221 Mar keting................................................3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
40:125 Quan ti ta tive Methods .............................3 s.h.

Elec tive in Hu man ities or
So cial Sci ence........................................ 3 s.h.
Elec tive2 ................................................. 7 s.h.

28 s.h.
To tal Hours 60 s.h.

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

Elec tive Courses

15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:144 Prin ci ples of Su per vi sion........................3 s.h.
15:149 Man aging Hu man Re sources .................3 s.h.
15:151 Ac count ing Prin ci ples II ..........................3 s.h.
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:190 Gen eral In sur ance.................................. 3 s.h.
15:210 Busi ness Sta tis tics .................................3 s.h.
15:222 Prin ci ples of Ad ver tis ing......................... 3 s.h.
15:223 Prin ci ples of Selling................................3 s.h.
89:100 Co op er a tive Work Ex pe ri ence ............2-5 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
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Gen eral Busi ness/Banking 
Op tion
This pro gram is de signed to help per sons pres ently em -
ployed in bank ing to fur ther their ca reers and to pre pare
stu dents en ter ing the job mar ket for en try-level po si -
tions in bank ing and other fi nan cial firms. For spe cific
place ment in for ma tion, con tact the North Iowa Ca reer
Cen ter or the NIACC Busi ness Di vi sion.

Upon com ple tion of the cur ric u lum with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence-Business De gree/Gen eral Busi -
ness-Banking (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 want to meet gen eral ed u ca tion
re quire ments of trans fer in sti tu tions should pur sue the
A.A. de gree (see pages 214-217). This will ne ces si tate
a slightly dif fer ent cur ric u lum.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Com mer cial / Ag Lender  *   Proof Op er a tor
* Con sumer Lending           *  Real Es tate Lending
* Mar keting Of fi cer             *   Re tail Banking Of fi cer
* Night Pro ces sor                *   Teller
* Per sonal Banker               *   Teller Man ager

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

RE QUIRED COURSES/SUG GESTED SCHED ULE
First Year
15:109 Intro to Ac count ing .................................3 s.h.

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

15:151 Ac count ing Prin ci ples II ..........................3 s.h.
15:170 Prin ci ples of Banking Op er a tion............. 3 s.h.
30:101 Com mu ni ca tion Skills I........................3-4 s.h.
30:102 Com mu ni ca tion Skills II.......................3-4 s.h.
80:101 Gen eral Psy chol ogy ............................... 3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.
85:101 Pub lic Speaking1 ....................................2 s.h.

Math e mat ics
2
..........................................3 s.h.

Elec tives..............................................4-5 s.h.
30-33 s.h.

Sec ond Year
15:120 Busi ness Law I .......................................3 s.h.
15:121 Busi ness Law II ......................................3 s.h.
15:140 In tro duc tion to Com puters and 

In for ma tion Sys tems............................... 3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
40:125 Quan ti ta tive Methods .............................3 s.h.

Elec tive in Hu man ities or
So cial Sci ence....................................... 3 s.h.
Elec tives............................................9-12 s.h.

27-30 s.h.
To tal Hours 60 s.h.

Elec tive Courses
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:107 Key boarding for Of fice Tech nol ogy........3 s.h.
15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:112 Key boarding Level I................................1 s.h.
15:113 Key boarding Level II............................... 1 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.
30:120 Col lege Read ing Skills ...........................3 s.h.
80:110 So ci ol ogy................................................3 s.h.
80:111 So cial Prob lems..................................... 3 s.h.
80:120 Intro to Amer i can Gov ern ment ...............3 s.h.
80:121 Amer i can, State and Lo cal 

Gov ern ment .......................................... 3 s.h.
80:134 Microeconomics..................................... 3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
90:105 Busi ness  Math .......................................2 s.h.

1
Not re quired if the stu dent en rolls for Com mu ni ca tion Skills (8 s.h.)

2
 40:121 or higher level math course
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Gen eral Busi ness/Mar keting
and Sales Op tion
Di ploma Pro gram

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 pri mar ily at night. Suc cess ful com ple tion of the
cur ric u lum should make a grad u ate em ploy able in sales 
and mar ket ing. In ad di tion, all the courses ap ply to ward
the two-year As so ci ate in Sci ence-Business de gree.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum with an av er age grade point of 2.00 (C ), the stu dent
is awarded a di ploma.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas
* Sales clerk
* Sales rep re sen ta tive
* Man age ment trainee

RE QUIRED COURSES/SUG GESTED SCHED ULE

15:120 Busi ness Law I .......................................3 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:221 Mar keting................................................3 s.h.
15:222 Prin ci ples of Ad ver tis ing......................... 3 s.h.
15:223 Prin ci ples of Selling................................3 s.h.
30:101 Com mu ni ca tion Skills I (30:101C).......... 3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.
85:101 Pub lic Speaking OR............................... 2 s.h.

85:105 Group Dis cus sion (2 s.h.)
Elec tives................................................. 4 s.h.

To tal Hours 30 s.h.

Elec tive Courses
15:101 Intro to Busi ness..................................... 3 s.h.
15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:121 Busi ness Law II ......................................3 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.
15:140 In tro duc tion to Com puters and

In for ma tion Sys tems............................... 3 s.h.
15:144 Prin ci ples of Su per vi sion........................3 s.h.
15:149 Man aging Hu man Re sources .................3 s.h.
15:151 Ac count ing Prin ci ples II1......................... 3 s.h.
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.

15:241 Hu man Re la tions....................................3 s.h.
30:102 Com mu ni ca tion Skills II (30:101C)2 ........3 s.h.
80:134 Microeconomics..................................... 3 s.h.
89:100 Co op er a tive Work Ex pe ri ence ............2-5 s.h.

Math e mat ics........................................... 3 s.h.
1 Pre req ui site Ac count ing Prin ci ples I
2 Pre req ui site Com mu ni ca tion Skills I
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Re tail Man age ment
Re tail Man age ment is a ca reer pro gram de signed to
pre pare grad u ates for a ca reer in the field of re tail ing. 
Grad u ates usu ally have re tail man age ment or busi ness
own er ship as a per sonal ca reer goal.  

The re tail pro gram cur ric u lum is a com bi na tion of class -
room in struc tion and learn ing on the job.  The class room 
in struc tion fo cuses on ba sic busi ness prin ci ples that
busi ness peo ple need to know.  It also teaches the ba -
sics of re tail ing.  The re tail field ex pe ri ence (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 re tail field ex pe ri ence also al lows the
stu dent to gain valu able work ex pe ri ence and build a re -
sume while en rolled in col lege.

When the pre scribed cur ric u lum is com pleted with a
grade point of 2.00 or above, the stu dent is awarded an
As so ci ate in Ap plied Sci ence De gree in Re tail Man age -
ment.

Suc cess ful grad u ates can find em ploy ment op por tu ni -
ties in the field of re tail ing which of fers a wide as sort -
ment of job pos si bil i ties.  Visit careersinretailing.com  for 
ex am ples of ca reer op por tu ni ties.  For spe cific place -
ment in for ma tion re gard ing this pro gram, con tact the
NIACC Workforce De vel op ment Cen ter or the pro gram
co or di na tor.  

EN TRANCE RE QUIRE MENTS
Stu dents plan ning on en ter ing this pro gram should
com plete a col lege ap pli ca tion.  They should be a
high school grad u ate or the equiv a lent.  It is 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. 

SUG GESTED SCHED ULE
Se mes ter One
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:223 Prin ci ples of Selling................................3 s.h.
90:105 Busi ness Math........................................ 2 s.h.
90:125 Re tailing................................................. 3 s.h.
90:123 Re tail Field Ex pe ri ence ..........................5 s.h.

16 s.h.

Se mes ter Two
15:134 Com puter Ap pli ca tions ...........................3 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.h.
15:221 Mar keting................................................3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
90:126 Re tail Field Ex pe ri ence ..........................5 s.h.

17 s.h.

Se mes ter Three
15:109 In tro duc tion  to Ac count ing .....................3 s.h.
15:144 Prin ci ples of Su per vi sion........................3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
90:233 Re tail Field Ex pe ri ence ..........................5 s.h.

Elec tive...................................................3 s.h.
15 s.h.

Se mes ter Four
15:120 Busi ness Law I .......................................3 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
90:234 Re tail Buying ..........................................3 s.h.

Elec tive...................................................3 s.h.
12 s.h.

To tal Hours  60 s.h.

Re tail Field Ex pe ri ence

The re tail field ex pe ri ence por tion of this cur ric u lum is a
very im por tant part of the cur ric u lum.  Once a stu dent
has de ter mined the pro gram meets his/her ed u ca tional
needs, he/she should meet with the pro gram co or di na -
tor as soon as pos si ble to dis cuss the nec es sary em -
ploy ment.  

The fol low ing list con tains rec om mended elec -
tives based on the idea of strength en ing a stu -
dent’s busi ness ex per tise:

15:149 Man aging Hu man Re sources .................3 s.h.
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.
15:222 Prin ci ples of Ad ver tis ing......................... 3 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.
80:134 Microeconomics..................................... 3 s.h.
90:237 Re tail Field Ex pe ri ence ..........................5 s.h.

While the above courses are rec om mended elec -
tives, other courses may be taken with the ap proval
of the pro gram co or di na tor.



Soft ware Ap pli ca tions 
Spe cial ist - Cer tif i cate
The Soft ware Ap pli ca tions Spe cial ist - Cer tif i cate is de -
signed to ex pose stu dents to Microsoft soft ware and
pre pare stu dents to take the Microsoft Of fice User Spe -
cial ist (MOUS) ex am i na tion.

These courses are busi ness elec tives and may ap ply to
di plo mas or de grees.  Many of these courses are of -
fered on an ar ranged ba sis or on line.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 15 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a cer tif i cate.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

RE QUIRED COURSES
15:134 Com puter Ap pli ca tions ...........................3 s.h.
15:136*Ad vanced Doc u ment Pro cessing ...........3 s.h.
15:175** Elec tronic Spread sheet ........................3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228*** Soft ware In te gra tion............................ 1 s.h.

15 s.h.

* Pre req ui sites:  15:134 and 15:211

** Pre req ui sites:  15:134 or 15:140
*** Pre req ui sites:  15:134, 15:136, 15:175, 15:211, 15:225,
15:226, and 15:227
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Sport and Fit ness Man age ment
As so ci ate in Sci ence-Business (ASB)

Sport and Fit ness Man age ment is a field of study which
pre pares stu dents for ca reers in the sport, rec re ation,
and fit ness in dus try.  Stu dents in the pro gram will learn
prin ci ples of busi ness, in clud ing mar ket ing, fi nance,
man age ment, and law while ap ply ing those prin ci ples to 
dif fer ent ar eas of the sport in dus try.

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 tern -
ship credit for 3-6 se mes ter hours.  In tern ships give
stu dents the op por tu nity to ap ply their knowl edge
gained in the class room to work in the field.  

Upon com ple tion of the cur ric u lum with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence-Business De gree/Sport and Fit ness
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 want to meet gen eral ed u ca tion re quire ments
of trans fer in sti tu tions should pur sue the A.A. de gree
(see pages 214-217). This will ne ces si tate a slightly dif -
fer ent cur ric u lum.

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
in a wide range of fields, in clud ing in ter col le giate ath let -
ics, high school ath let ics, pro fes sional sport, rec re ation
and fit ness or ga ni za tions, and a va ri ety of other
sport-related busi nesses.  Em ploy ment op por tu ni ties
abound in the sport and rec re ation field.  

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

REQUIRED COURSES/SUG GESTED SCHED ULE

Gen eral Ed u ca tion Re quire ments
Com mu ni ca tions ................................................. 8 s.h.
Nat u ral Sci ences................................................. 3 s.h.
Hu man ities/So cial Sci ences................................9 s.h.

20 s.h.

Sport and Fit ness Man age ment Courses 
15:126 In tro duc tion to Sport Man age ment.......... 3 s.h.
15:127 Cur rent Is sues in Sport ...........................3 s.h.
15:128 In tern ship in Sport Man age ment ..........3-6 s.h.

9-12 s.h.

Busi nesses Courses 
15:109 Intro to Ac count ing .................................3 s.h.

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

15:241 Hu man Re la tions..................................... 3 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.
       OR 15:140  In tro duc tion to Com puters and

In for ma tion Sys tems (3 s.h.)
Elec tive Busi ness courses (15 pre fix)*...........9-12 s.h.
   15:101 In tro duc tion to Busi ness (3 s.h.)
   15:120 Busi ness Law I (3 s.h.)
   15:142 Prin ci ples of Man age ment (3 s.h.)
   15:144 Prin ci ples of Su per vi sion (3 s.h.)
   15:175 Elec tronic Spread sheets (3 s.h.)
   15:212 Busi ness Com mu ni ca tions (3 s.h.)
   15:221 Mar keting (3 s.h.)
   15:222 Prin ci ples of Ad ver tis ing (3 s.h.)

18-21 s.h.

*For ad di tional Busi ness elec tives, see list of Busi ness trans fer 
courses on page 157.

Elec tives ..........................................................10 s.h.
Rec om mended Phys i cal Ed u ca tion Courses:
   60:113 Phys i cal Fit ness (1 s.h.)
   60:114 Phys i cal Fit ness Lab (1 s.h.)
   60:115 Games & Of fi ci ating I (2 s.h.)
   60:116 Games & Of fi ci ating II (2 s.h.)
   60:118 Care & Pre ven tion of Ath letic 

    In juries (2 s.h.)
   60:150 The ory, Eth ics, and Pro fes sional

   Re spon si bil ity of Coaching 
    Interscholastic Ath let ics (1 s.h.)

   60:152 In tro duc tion to Anat omy and
   Phys i ol ogy for Coaching (1 s.h.)

   60:153 Hu man De vel op ment in Sports (1 s.h.)
10 s.h.

To tal Hours 60 s.h.
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Su per vi sion and Man age ment
Di ploma Pro gram

The Su per vi sion and Man age ment Di ploma Pro gram is
de signed to meet the needs of stu dents who want a
foun da tion in de vel op ing skills in the ar eas of su per vis -
ing peo ple and the over all man age ment of a busi ness
en ter prise.

Suc cess ful com ple tion of the pro gram will as sist stu -
dents in de vel op ing an aware ness and un der stand ing
to or ga nize, co or di nate, and eval u ate the func tions of a
unit, de part ment, or branch of an or ga ni za tion ei ther in
an in dus trial man age ment or ad min is tra tive ca pac ity.

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

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum with an av er age grade point of 2.00 (C ), the stu dent
is awarded a di ploma.  This rec og ni tion is granted to a
per son who has com pleted at least thirty (30) se mes ter
hours of credit.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Su per vi sor  clerks            *   Su per vi sor, ac count ing
* De part ment su per vi sor    *  Su per vi sor, as sem bly stock
* Su per vi sor, au dit clerks    *   Su per vi sor, cod ing clerk

SUG GESTED SCHED ULE
15:109 Intro to Ac count ing .................................3 s.h.

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

15:120 Busi ness Law I .......................................3 s.h.
15:140 In tro duc tion to Com puters and

In for ma tion Sys tems............................... 3 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:144 Prin ci ples of Su per vi sion........................3 s.h.
15:149 Man aging Hu man Re sources .................3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
80:133 Mac ro eco nom ics ....................................3 s.h.

Elec tive...................................................3 s.h.
To tal Hours 31 s.h.

Ca reer Op tion

NIACC’s Su per vi sion and Man age ment Pro gram is de -
signed to pre pare grad u ates with in ter ests in the area of
su per vis ing peo ple and be ing part of the over all man -
age ment of a busi ness en ter prise.

The in tent of this pro gram is to de velop abil i ties to or ga -
nize, co or di nate, and eval u ate the func tions of a unit,
de part ment, or branch of an or ga ni za tion ei ther in an in -
dus trial man age ment or ad min is tra tive man age ment
ca pac ity.

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 dent is awarded
an As so ci ate in Sci ence-Business De gree/Su per vi sion
and Man age ment.

Stu dents in the Su per vi sion and Man age ment Ca reer
Op tion Pro gram sup ple ment the di ploma pro gram with
the fol low ing ad di tional courses:

RE QUIRED COURSES/SUG GESTED SCHED ULE
15:121 Busi ness Law II ......................................3 s.h.
15:151 Ac count ing Prin ci ples II ..........................3 s.h.
15:221 Mar keting................................................3 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.
40:121 Math e mat ics for De ci sion Making.......... 3 s.h.
80:134 Microeconomics..................................... 3 s.h.

So cial Sci ence or Hu man ities Elec tive...3 s.h.
Gen eral Elec tives ...................................7 s.h.

29 s.h.
To tal Hours 60 s.h.

Rec om mended elec tives:
15:171 In tro duc tion to En tre pre neur ship............3 s.h.
15:172 Man aging the En tre pre neur ial Ven ture.. 3 s.h.
15:173 Sem i nar in En tre pre neur ship..................3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.
89:100 Co op er a tive Work Ex pe ri ence, as ar ranged
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BUSINESS  51
COURSE DE SCRIP TIONS
Fi nan cial Man age ment/In sur ance
Gen eral Busi ness 
Gen eral Busi ness/Banking Op tion
Gen eral Busi ness/Mar keting and Sales   

Op tion
Re tail Man age ment
Soft ware Ap pli ca tions Spe cial ist 

Cer tif i cate
Sport and Fit ness Man age ment
Su per vi sion and Man age ment
   Di ploma and Ca reer Op tion

15:101 In tro duc tion to Busi ness (3 s.h.) An over view
of the phases and func tions of the busi ness en ter prise.
Units of in struc tion in clude the or ga ni za tion, fi nanc ing,
pro duc tion, and con tem po rary is sues in busi ness. The
course pro vides an aware ness and un der stand ing of
the com plex i ties of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3 s.h.)
Pre req ui site: 15:112, Key boarding Level I, and/or
15:113, Key boarding Level II, OR keyboarding skill of 30
wam (words a min ute) with 3 or less er rors 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, nu meric,
and sym bol keys.  Stu dents de velop skills in for mat ting,
pro duc ing, and proof read ing the fol low ing doc u ments: 
memos, let ters, en ve lopes, ta bles,  re ports, and other
mis cel la neous busi ness doc u ments.  (30-30)

15:109 In tro duc tion to Ac count ing (3 s.h.)  A ba sic
un der stand ing of the pro cess of col lect ing and us ing fi -
nan cial in for ma tion in busi ness.  (45-0)

15:110 Elec tronic Cal cu la tors (1 s.h.) [Struc tured or
Open En try/Open Exit]  A study of the 10-key, elec -
tronic cal cu la tor. Ap plied busi ness prob lems on the cal -
cu la tor.  This course has been des ig nated as a pass/no
pass course.  (5-20)

*  *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   
Open En try/Open Exit

15:112 Key boarding Level I (1 s.h.) [Open En -
try/Open Exit]   Pre req ui site:  None.  This course cov ers 
the de vel op ment of keyboarding tech niques us ing the
touch method on the com puter to learn/re view the al -
pha betic keys.  The keyboarding goal is a min i mum rate
of 20 words a min ute with 3 or less er rors.  Stu dents with
lit tle or no keyboarding skill would be gin at this level. 
This course has been des ig nated as a pass/no pass
course.  (0-30)

15:113 Key boarding Level II (1 s.h.) [Open En -
try/Open Exit]  Pre req ui site:  Key boarding Level I OR
abil ity to key board at 20 words a min ute.  This course
cov ers the de vel op ment 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 des ig nated as a pass/no pass course. 
(0-30)

*   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *

15:118 Ac count ing Pro ce dures (3 s.h.)  An in tro 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 i -
ous jour nals, post ing to the led gers, the worksheet, fi -
nan cial state ments, ad just ing and clos ing en tries,
de pre ci a tion and in ven tory meth ods, plant as sets, de -
fer rals and ac cru als.  (45-0)

15:119 Ac count ing Ap pli ca tions (5 s.h.)  Pre req ui -
site:  15:118 Ac count ing Pro ce dures or 15:150 Ac -
count ing Prin ci ples with a grade of “C” or above.  A
con tin u a tion of Ac count ing Pro ce dures in clud ing
voucher sys tem, part ner ships, and cor po ra tions.  In -
cludes com ple tion of an ac count ing sim u la tion pro ject.
(75-0)

15:120 Busi ness Law I (3 s.h.)   Law as ap plied to busi -
ness trans ac tions and busi ness re la tion ships. An in tro -
duc tion to ju ris pru dence and the courts, con tracts,
com mer cial pa per, sales, and se cu rity agree ments.
(45-0)

15:121 Busi ness Law II (3 s.h.) Pre req ui site: 15:120,
Busi ness Law I, or per mis sion of the in struc tor. A con tin -
u a tion of 15:120. Agency, cor po ra tions, part ner ships,
bailments, real prop erty, wills, trusts, in sur ance, bank -
ruptcy, and gov ern ment reg u la tion of busi ness. Some
in for ma tion on in ter na tional law and li a bil ity of ac coun -
tants. (45-0)

15:126 In tro duc tion to Sport Man age ment (3 s.h.) 
For in di vid u als en ter ing into the sport and phys i cal ed u -
ca tion pro fes sion, it is crit i cal to un der stand the the ory
and prac tice of eth i cal man age ment prin ci ples in
sport/fit ness or ga ni za tions.  Ad min is tra tors need to un -
der stand mar ket ing, fi nan cial and le gal as pects re gard -
ing the man age ment of fa cil i t ies, events, and
or ga ni za tions.  These prin ci ples are ap plied to or ga ni -
za tions within interscholastic, in ter col le giate, in ter na -
t ional and pro fes sional sport along with the
health/fit ness and com mu nity rec re ation in dus tries. 
(45-0)

15:127 Cur rent Is sues in Sport (3 s.h.) Pre req ui site: 
15:126, In tro duc tion to Sport Man age ment.  Sport,
health/fit ness, and rec re ation or ga ni za tions have been
fac ing many changes in re cent years.  These changes
have ex posed many prob lems that these or ga ni za tions
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 sues in or der
to pre pare them for man age ment ca reers in the sport,
health/fit ness, and rec re ation fields.  (45-0)

15:128 In tern ship in Sport Man age ment (1-3 s.h.)
Pre req ui site:  Rec om mended 15:126, In tro duc tion to
Sport Man age ment, or per mis sion of in struc tor.  This
course is re peat able for up to six cred its.  For in di vid u als 
en ter ing into the sport and phys i cal ed u ca tion pro fes -
sion, it is crit i cal to gain prac ti cal ex pe ri ence in the field. 
In tern ships in sport man age ment are de signed to give
the stu dent an in side look at the day-to-day op er a tion of
busi nesses in the sport in dus try.  They are also de -
signed to give each stu dent work ex pe ri ence within the
cho sen in dus try.  (15-165)



15:134 Com puter Ap pli ca tions  (3 s.h.) Em pha sis on
busi ness ap pli ca tions of com puter soft ware.  Stu dents
do busi ness prob lems us ing word pro cess ing, elec -
tronic spread sheet, and da ta base man age ment soft -
ware.  Stu dents are also ex posed to Win dows op er at ing 
sys tems, pre sen ta tion soft ware, and the Internet.  
(30-30)

15:136 Ad vanced Doc u ment Pro cessing (3 s.h.) 
Pre req ui sites:  15:134, Com puter Ap pli ca tions, and
15:211, Word Pro cessing.  Stu dents will learn in ter me -
di ate to ad vanced func tions of Microsoft Word in clud ing
cus tom iz ing tem plates, re cord ing mac ros, cre at ing
on-screen forms, man ag ing long doc u ments, cre at ing
hyperlinks, and pub lish ing 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  In tro duc tion to Com puters and In for ma tion
Sys tems (3 s.h.) Em pha sis on com puter lit er acy and
busi ness ap pli ca tions of com puter soft ware. Stu dents
do busi ness prob lems us ing elec tronic spread sheets,
word pro cess ing soft ware, da ta base man age ment soft -
ware, and pre sen ta tion soft ware. Stu dents also are ex -
posed to some pro gram ming and web page
de vel op ment.  (45-0)

15:142 Prin ci ples of Man age ment (3 s.h.) 15:101, In -
tro duc tion to Busi ness, is rec om mended. Pro vides stu -
dents with a gen eral in tro duc tory man age ment learn ing
ex pe ri ence. Role of man age ment in to day’s busi ness
en vi ron ment; man age ment’s in flu ence on em ployee
pro duc tiv ity, em ployee sat is fac tion and or ga ni za tional
ef fec tive ness; and, ma jor con trol de vices of man age -
ment. (45-0)

15:144 Prin ci ples of Su per vi sion (3 s.h.) This course
is de signed for in di vid u als who hold, or who will hold, su -
per vi sory po si tions. The course in volves the study of the 
ma jor man a ge rial func tions (plan ning, or ga niz ing, staff -
ing, di rect ing, and con trol ling) and is aug mented by
other per va sive ar eas of su per vi sion such as com mu ni -
ca tion, mo ti va tion, de ci sion mak ing, and hu man re la -
tions. (45-0)

15:149   Man aging Hu man Re sources (3 s.h.) Course
de scribes the tran si tion from per son nel man age ment to
hu man re sources man age ment. The fo cus is on the
sys tem atic pro cess of re cruit ment, se lec tion, de vel op -
ing, and ap prais ing em ploy ees. (45-0)

15:150 Ac count ing Prin ci ples I (3 s.h.)  An in tro duc -
tory ac count ing course:  an a lyz ing trans ac tions, match -
ing prin ci ple, ad just ing and clos ing en tries, fi nan cial
state ments, re ceiv ables, in ven to ries, fixed as sets and
in tan gi ble as sets, cur rent li a bil i ties, cor po ra tions (cap i -
tal stock trans ac tions, div i dends, in come and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay -
able, in vest ment in bonds.   (45-0)

15:151 Ac count ing Prin ci ples II (3 s.h.) Pre req ui site:
15:150, Ac count ing Prin ci ples I, or equiv a lent.  Course
cov ers State ment of Cash Flows, fi nan cial state ment

anal y sis, job or der and pro cess cost sys tems, cost be -
hav ior, bud get ing, stan dard cost ing, dif fer en tial anal y -
sis and prod uct pric ing, cap i tal in vest ment anal y sis,
ac tiv ity-based cost ing, and just-in-time man u fac tur ing. 
Em pha sis is on man age ment’s use of ac count ing in for -
ma tion.  (45-0)

15:160 Com puter Ac count ing (3 s.h.) Pre req ui site:
15:109 In tro duc tion to Ac count ing or 15:118 Ac count ing 
Pro ce dures or 15:150 Ac count ing Prin ci ples I with a
grade of “C” or above.  De signed to pro vide stu dents
with re al is tic ex pe ri ence with au to mated ac count ing
con sist ing of five sys tems:  gen eral led ger, ac counts
pay able, ac counts re ceiv able, de pre ci a tion, and pay -
roll. Stu dents will find them selves as hav ing taken an
ac count ing po si tion in a com pany al ready us ing a com -
put er ized ac count ing sys tem. Stu dents will be work ing
in an in di vid u al ized in struc tion en vi ron ment. (45-0)

15:170 Prin ci ples of Banking (3 s.h.) Fun da men tal
bank func tions pre sented in a de scrip tive fash ion so
that the be gin ning banker may view the pro fes sion in a
broad (and op er a tional) per spec tive. (45-0)

15:171 In tro duc tion to En tre pre neur ship (3 s.h.) 
Pre req ui site:  15:101, In tro duc tion to Busi ness.  This
course pro vides stu dents with an in tro duc tion to en tre -
pre neur ship and new ven ture cre ation.  Stu dents will
ex am ine the char ac ter is tics of suc cess ful en tre pre -
neurs and de velop in sight on de vel op ing and en hanc ing 
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 un -
der stand the com po nents of a busi ness/fea si bil ity plan. 
(45-0)

15:172 Man aging the En tre pre neur ial Ven ture (3
s.h.)  15:101, In tro duc tion to Busi ness, or 15:171, In tro -
duc tion to En tre pre neur ship, are rec om mended.  The
course pro vides stu dents with the tools nec es sary to
man age and grow a small busi ness.  Stu dents will ex -
am ine the char ac ter is tics of suc cess ful small busi -
nesses and de velop in sights on de vel op ing strat e gies
for suc cess fully grow ing ex ist ing ven tures.  Stu dents
will also learn the pro cess of eval u at ing the mar ket ing
and fi nan cial needs of the ven ture and un der stand the
com po nents of a busi ness plan.  (45-0)

15:173 Sem i nar in En tre pre neur ship (3 s.h.)  Pre req -
ui site:  15:171, In tro duc tion to En tre pre neur ship, and
15:172, Man aging the En tre pre neur ial Ven ture.  Course 
will com bine group dis cus sions with an ac tual case pro -
ject at a lo cal en tre pre neur ial firm.  Stu dents will have 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 for a lo -
cal en tre pre neur ial ven ture.  Stu dents also will dis cover
key en tre pre neur ial suc cess char ac ter is tics.  (38-15)

15:175 Elec tronic Spread sheets (3 s.h.) Pre req ui site: 
15:140, In tro duc tion to Com puter and In for ma tion Sys -
tems or 15:134, Com puter Ap pli ca tions. Learn the fun -
da men tals of spread sheets, da ta bases, and busi ness
graph ics us ing ap pro pri ate soft ware. (30-30)
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15:190 Gen eral In sur ance (3 s.h.) Prin ci ples of in sur -
ance and risk, in clud ing per sonal and busi ness view -
points in re gard to life, health, prop erty, and li a bil ity
risks. (45-0)

15:195 Prop erty and Ca su alty In sur ance (3 s.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 in sur ance. Topics cov ered will in clude fire,
home own ers, dwell ing, auto, busi ness and pro fes sional 
li a bil ity, crime and fi del ity, work ers’ com pen sa tion, and
ap pli ca tions from a per sonal and com mer cial per spec -
tive. (45-0)

15:200 Life, Health, and Dis abil ity In sur ance (3 s.h.)
Pre req ui site: 15:190, Gen eral In sur ance. This course is
de signed to pro vide in struc tion in a va ri ety of ar eas giv -
ing the stu dent a good un der stand ing of life in sur ance,
health in sur ance, and the role and ap pli ca tion within the
in dus try. (45-0)

15:210 Busi ness Sta tis tics (3 s.h.) Pre req ui site:
40:125, Quan ti ta tive Methods; 40:140, Intro to Sta tis -
tics;  or 40:151, Col lege Al ge bra & Trig I. The use of sta -
tis ti cal meth ods as an an a lyt i cal tool in busi ness
sit u a tions. Data col lec tion, tab u lar and graph i cal pre -
sen ta tions, fre quency dis tri bu tions, prob a bil ity, sam -
pling, data anal y sis, hy poth e sis test ing and re gres sion,
and cor re la tion anal y sis. The use of sta tis ti cal soft ware
is in cor po rated into the course. (45-0)

15:211 Word Pro cessing (2 s.h.) This course is de -
signed to in tro duce stu dents to com put ers and the fun -
da men tals of word pro cess ing. The stu dents will
prog ress from ba sic through in ter me di ate fea tures of
word pro cess ing soft ware. Also Open En try/Open Exit. 
(20-20)  

15:212 Busi ness Com mu ni ca tion (3 s.h.) This course 
will help the stu dent be come an ef fec tive com mu ni ca tor
in the busi ness world. Ba sic writ ten com mu ni ca tion will
be em pha sized through prac tice in gram mar struc ture,
vo cab u lary build ing, and or ga ni za tion of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes busi ness let ters and in ter of fice mem o -
ran dums.  A sec ond ary em pha sis will be placed on oral
com mu ni ca tion, lis ten ing skills, and non ver bal com mu -
ni ca tion. (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) de ter mi na tion and se lec tion, prod uct strat egy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo -
tional ac tiv i ties that are used in busi ness to day. (45-0)

15:222 Prin ci ples of Ad ver tis ing (3 s.h.) Prin ci ples
and prac tices in com monly used ad ver tis ing me dia.
(45-0)

15:223 Prin ci ples of Selling (3 s.h.) This course is
cen tered around the study of con cepts and prac tices
used by pro fes sional sales peo ple in to day’s mar -
ket-driven econ omy. The course also in cludes a study
of sell ing as a pro mo tional strat egy 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 a ra tion for the Microsoft Of -
fice User Spe cial ist (MOUS) cer tif i ca tion 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 prep a ra tion for the
Microsoft Of fice User Spe cial ist (MOUS) cer tif i ca tion
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 cial ist (MOUS) cer tif i ca tion test.  (5-20)

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

15:241 Hu man Re la tions (3 s.h.) The study of how
peo ple sat isfy both per sonal growth needs and or ga ni -
za tional goals in their ca reers.  Al though also in ter ested
in the why of hu man be hav ior, hu man re la tions 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
prac ti cal ways to prob lems of in ter per sonal re la tions at
work or in our per sonal life.  Sig nif i cant de vel op ments in
re cent years in the work place have in creased the im por -
tance of in ter per sonal skills in al most ev ery type of work
set ting; these trends pro vide sup port for the ne ces sity of 
ac quir ing com pe tence in hu man re la tions. (45-0)

30:101 Com mu ni ca tion Skills I (4 s.h.) Im prove ment
of skills in read ing, writ ing, speak ing, and lis ten ing, with
an em pha sis on ex pos i tory meth ods of de vel op ment
and per sonal ex pe ri ence as sup port ing ma te rial. Stu -
dents may be re quested to use word pro ces sors and the 
Writer’s Work bench anal y ses pro grams, the Writer’s
Work bench STEPS pro grams, and the struc tur ing sen -
tences video se ries.  Stu dents must meet min i mum
com pe tency re quire ments in writ ing and speak ing to re -
ceive a grade of “C” or higher.  (60-0)

30:101C Com mu ni ca tion Skills I (3 s.h.) Im prove -
ment of skills in read ing and writ ing with an em pha sis on 
ex pos i tory meth ods of de vel op ment and per sonal ex pe -
ri ence as sup port ing ma te rial. Stu dents may be re -
quested to use word pro ces sors and the Writer’s
Work bench anal y ses pro grams, the Writer’s Work -
bench STEPS pro grams, and the struc tur ing sen tences
video se ries.  Stu dents must meet min i mum com pe -
tency re quire ments in writ ing to re ceive a grade of “C” or 
higher.  (45-0)

30:102 Com mu ni ca tion Skills II (4 s.h.) Pre req ui site:
30:101, Com mu ni ca tion Skills I.  Stu dents must have
earned a “C” or higher grade in Com mu ni ca tion Skills I be -
fore en roll ing in Com mu ni ca tion Skills II.  A con tin u a tion of
30:101 with an em pha sis on ar gu men ta tive and per sua -
sive writ ing and speak ing, 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 sen tence struc tur ing vid eos. 
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Stu dents must meet min i mum com pe tency re quire -
ments in writ ing and speak ing to re ceive a grade of “C”
or higher.  (60-0)

30:102C Com mu ni ca tion Skills II (3 s.h.) Pre req ui site:
30:101C, Com mu ni ca tion Skills I.  Stu dents must have
earned a “C” or higher grade in Com mu ni ca tion Skills I be -
fore en roll ing in Com mu ni ca tion Skills II.  A con tin u a tion of
30:101C with an em pha sis on ar gu men ta tive and per -
sua sive writ ing, 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 sen tence struc tur ing vid eos. 
Stu dents must meet min i mum com pe tency re quire -
ments in writ ing to re ceive a grade of “C” or higher. 
(45-0)

30:120 Col lege Read ing Skills (3 s.h.)  De signed to
help stu dents be come more ef fi cient and ef fec tive in
read ing col lege text books, re quired ma te ri als, lei sure
ar ti cles, and books.  Course adapts to the style and
needs of each in di vid ual to im prove vo cab u lary, com -
pre hen sion, rate, and study skills. (45-0)

40:121 Math e mat ics for De ci sion Making (3 s.h.)
Pre req ui site:  Ba sic Arith me tic and Al ge bra skills as
shown by one of the fol low ing:  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
in 40:060, Be gin ning Al ge bra (at NIACC) or equiv a lent; 
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 Al -
ge bra sec tion of the COM PASS test.   Math e mat ics for
De ci sion Making pro vides a sur vey of math e mat ics top -
ics that in cludes sets, logic, prob a bil ity, sta tis tics, sets of 
num bers, al ge bra, ge om e try, and con sumer math.  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 Quan ti ta tive Methods (3 s.h.) Pre req ui site:
Two years of high school al ge bra with a “C” or higher or
40:120, In ter me di ate Al ge bra, with a “C” or higher.  Fur -
nishes the stu dent with the math e mat ics re quired for an
un der stand ing of var i ous quan ti ta tive meth ods used in
busi ness. Set the ory, lin ear pro gram ming, ma tri ces,
prob a bil ity, lin ear sys tems, and ap pli ca tions. (45-0)

60:113 Phys i cal Fit ness (1 s.h.) A lec ture course de -
signed to teach the stu dent about the im por tance of be -
ing phys i cally fit. The course ma te rial will pro vide in sight 
into var i ous meth ods of test ing phys i cal fit ness as well
as iden ti fy ing what good phys i cal fit ness is. The stu dent
will be able to as sess his/her own level of phys i cal fit -
ness. (15-0)

60:114 Phys i cal Fit ness Lab (1 s.h.) A lab course de -
signed to in crease a per son’s in ter est of his/her own level of
phys i cal fit ness. The course pro vides ac tiv i ties with which
the stu dent can im prove his/her level of phys i cal fit ness in
the ar eas of strength, flex i bil ity, and en dur ance. The stu dent 
will be re quired to par tic i pate in class ac tiv i ties twice a week. 
(0-30)

60:115 Games and Of fi ci ating I (2 s.h.) Guiding prin ci ples 
and stan dards: rules, me chan ics, and pro ce dures for com -
pet i tive sports of fi ci at ing. Stu dents will work to ward be com -
ing a reg is tered of fi cial in the Iowa Ath letic As so ci a tions.
Em pha sis will be on foot ball of fi ci at ing, vol ley ball of fi ci at ing,
and boys’ and girls’ bas ket ball of fi ci at ing. Each stu dent will
gain ac tual of fi ci at ing ex pe ri ence. (28-4)

60:116 Games and Of fi ci ating II (2 s.h.) Pre req ui site:
60:115, Games and Of fi ci ating I. This course is a con tin u a -
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 In juries (2 s.h.)
Rec om mended: one se mes ter course in anat omy and
phys i ol ogy. In tro duc tory prep a ra tion in ath letic train ing, in -
jury, treat ment tech niques, tap ing, wrap ping, etc. Pre ven ta -
tive mea sures to re duce ath letic in ju ries. Course may be
used to ful fill par tial re quire ment for Iowa Coaching Cer tif i -
ca tion. (30-0)

60:150 The ory, Eth ics, and Pro fes sional Re spon si -
bil ities of Coaching Interscholastic Ath let ics (1 s.h.) 
Guiding prin ci ples and tech niques of coach ing
interscholastic ath let ics. Dis cus sion of the ory, eth ics,
and pro fes sional re spon si bil i ties as they re late to
coach ing interscholastic ath letes.  (20-0)

60:152 In tro duc tion to Anat omy and Phys i ol ogy for
Coaching (1 s.h.) An in tro duc tion to anat omy and phys i ol -
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
phys i ol ogy. (15-0)

60:153 Hu man De vel op ment in Sports (1 s.h.) A
one-semester course with em pha sis on hu man growth
and de vel op ment and re la tion ship to phys i cal ac tiv ity,
with spe cial at ten tion to chil dren and ad o les cents.
(15-0)

80:101 Gen eral Psy chol ogy (3 s.h.) Corequisite:  New
stu dents with en ter ing ACT or COM PASS read ing
scores be low col lege level will be re quired to co-enroll in 
30:120, Col lege Read ing Skills.   An in tro duc tion to the
sci en tific study of be hav ior; a brief his tory of psy chol ogy
as a sci ence, and top ics fun da men tal to hu man be hav -
ior in clud ing de vel op men tal is sues, sen sory abil i ties,
cog ni tive per for mance, so cial and emo tional fac tors in
be hav ior, and ab nor mal be hav ior and ther a pies.  (45-0) 

80:110 So ci ol ogy (3 s.h.) An in tro duc tory sur vey
course, so ci ol ogy is the sci en tific study of so ci ety.  In -
quires into what holds so ci et ies to gether, what causes
so ci et ies to change, and how so cial forces af fect our
daily lives.  Topics cov ered in clude:  cul ture and so ci ety, 
so cial iza tion, so cial re search, groups, or ga ni za tions, in -
sti tu tions, de vi ance, gen der, race and eth nic ity.  An em -
pha sis is placed on cul tural di ver sity.  (45-0) 

80:111 So cial Prob lems (3 s.h.) Pre req ui site:  80:110,
So ci ol ogy, is strongly rec om mended.  In tro duc tion to
the study of con tem po rary so cial prob lems.  The course
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ex am ines how so cial prob lems are iden ti fied, ex plores
un der ly ing con di tions and causes of so cial prob lems,
and con sid ers pos si ble so lu tions and pol icy im pli ca -
tions.  Em pha sis is on so cio log i cal and crit i cal think ing
frame works.  Topics of ex plo ra tion in clude:  men tal ill -
ness, sub stance abuse, crime, prej u dice and dis crim i -
na tion, pros ti tu tion,  pov erty, and more.  (45-0)

80:120 In tro duc tion to Amer i can Gov ern ment (3
s.h.) A sur vey of the Amer i can fed eral sys tem of gov -
ern ment in clud ing a de scrip tion and anal y sis of the con -
sti tu tion, the leg is la tive, ex ec u tive, and ju di cial
branches of gov ern ment, and the Amer i can po lit i cal
pro cess. (45-0)

80:121 Amer i can State and Lo cal Gov ern ment (3
s.h.) A sur vey of state and lo cal gov ern ments in the
United States in clud ing an anal y  s is  of  fed -
eral-state re la tions, state con sti tu tions, state and
lo cal leg is la tive, ex ecutive, and ju di cial sys tems, and
ma jor is sues in state and lo cal pol i tics. (45-0)

80:133 Mac ro eco nom ics (3 s.h.) An in tro duc tory
study of how peo ple use scarce re sources to sat isfy un -
lim ited wants.  Af ter an in tro duc tion to eco nom ics, the
em pha sis is on the de ter mi na tion of na tional in come,
out put, em ploy ment, and the gen eral price level in the
na tional econ omy in clud ing an ex am i na tion of the
money and bank ing sys tem.  (45-0)

80:134 Microeconomics (3 s.h.) Pre req ui site: 80:133,
Mac ro eco nom ics.  An in tro duc tory study of how peo ple
use scarce re sources to sat isfy un lim ited wants.  The
em pha sis is on the be hav ior and decisionmaking by in -
di vid ual con sum ers, en tre pre neurs, work ers, and other
re source own ers in the prod uct and re source mar kets
and the re sult ing ef fects on the ef fi ciency with which re -
sources are used.  (45-0)

85:101 Pub lic Speaking (2 s.h.) Pub lic speak ing as an
in tel lec tual tool for use in ar gu men ta tion and per sua -
sion in a dem o cratic so ci ety. (30-0)

85:105 Group Dis cus sion (2 s.h.) Prin ci ples and tech -
niques of group dis cus sion meth ods and pro ce dures
based on par lia men tary meth ods. (30-0)

89:100 B-C-D-E Co op er a tive Work Ex pe ri ence (2-5
s.h.) Prac ti cal train ing on the job un der the co op er a tive
su per vi sion of the col lege and work su per vi sor. De -
signed pri mar 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
them test out ca reer in ter est and/or dis cover new ca reer 
pos si bil i ties. 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 ment to be com pleted in a term.  Ap pro pri ate ness of 
learn ing ob jec tives is an es sen tial fac tor in the ap proval
pro cess.  This course is re peat able up to 12 se mes ter
hours.  (0-120 to 300)

89:150 Em ploy ment Strat egies (1 s.h.) De velop skills
nec es sary to en ter the job mar ket and ex pe ri ence
long-term ca reer growth.  Stu dents learn ba sic job seek -
ing tech niques, job keep ing skills, and strat e gies for
con tin ued growth.  (15-0)

90:105 Busi ness Math (2 s.h.) Math e mat i cal ap pli ca -
tions that ap ply to a va ri ety of busi ness prob lems. 
Topics cov ered in clude math e mat i cal fun da men tals;
ac count ing ap pli ca tions in clud ing bank ing, pay roll, and
taxes; fig ur ing per cent ages re lated to com mis sions,
dis counts, and mark ups; busi ness prob lems in credit
and in ter est; busi ness and per sonal in sur ance; in ven -
tory and turn over; fi nan cial state ments; and em ploy -
ment tests.  (30-0)

90:123 Re tail Field Ex pe ri ence (5 s.h.) The on-the-job 
train ing com po nent of the Re tail Man age ment Pro gram. 
(15-225)

90:125 Re tailing (3 s.h.) The study of the sell ing of
goods and ser vices to ul ti mate con sum ers, in volv ing
dis tri bu tion, in ven tory con trol, site se lec tion, pric ing,
and other top ics per ti nent to suc cess ful re tail busi ness
op er a tions. (45-0)

90:126 Re tail Field Ex pe ri ence (5 s.h.) Pre req ui site:
90:123, Re tail Field Ex pe ri ence. The on-the-job train ing 
com po nent of the Re tail Man age ment Pro gram.
(15-225)

90:233 Re tail Field Ex pe ri ence (5 s.h.) Pre req ui site:
90:123 and 90:126, Re tail Field Ex pe ri ence. The
on-the-job train ing com po nent of the Re tail Man age -
ment Pro gram. (15-225)

90:234 Re tail Buying Fun da men tals (3 s.h.) Buying
du ties and pol i cies, how to buy, how much to buy, buy -
ing meth ods, source se lec tion, price lines, and sales re -
cords. Prod uct knowl edge and anal y sis rel a tive to the
buy ing func tion and value anal y sis of prod ucts. (30-30)

90:237 Re tail Field Ex pe ri ence (5 s.h.) Pre req ui site:
90:123, 90:126, and 90:233, Re tail Field Ex pe ri ence.
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 ca tions I (3 s.h.) Study de signed to
as sist stu dents in im prov ing and/or re fin ing skills in the
ar eas of read ing, writ ing, lis ten ing, and speak ing to help
meet com mu ni ca tion needs in col lege and for suc cess
and ad vance ment in a ca reer. (45-0)

Quot able Quote:

The truth of the mat ter is that you al ways know
the right thing to do.  The hard part is do ing it.      
             -Gen. H. Nor man Schwarzkopf
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OF FICE 
TECH NOL OGY

De gree Pro grams

Ad min is tra tive Sec re tary
Ad min is tra tive Med i cal Sec re tary
Ad min is tra tive Med i cal Sec re tary /

      Tran scrip tion Spe cial ist Op tion
Ad min is tra tive Le gal Sec re tary

Di ploma Pro grams

Gen eral Sec re tary
Le gal Sec re tary
Med i cal Sec re tary
Med i cal Tran scrip tion

OF FICE TECH NOL OGY

Of fice Tech nol ogy Pro grams pro vide for a rap idly
chang ing oc cu pa tional clus ter. Em ploy ment op por tu ni -
ties are avail able for grad u ates with well-developed
“peo ple and tech ni cal skills.”

NIACC’s Of f ice Tech nol  ogy Pro grams are
dual-purpose pro grams de signed to give the stu dent
the op tion of ob tain ing em ploy ment upon grad u a tion or
trans fer ring to a four-year in sti tu tion.

Upon the com ple tion of the cur ric u lum with a grade
point av er age of 2.00 (C), the stu dent is awarded an as -
so ci ate de gree (see pages  214-217 for spe cific de gree
re quire ments).

Stu dents who know they want to pur sue a four-year de -
gree and want to meet gen eral ed u ca tion re quire ments
at trans fer in sti tu tions should pur sue the A.A. de gree
(see pages 214-217).
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Ad min is tra tive Sec re tary - De gree
The Ad min is tra tive Sec re tary De gree Pro gram is de -
signed to pre pare stu dents for em ploy ment with fi nan -
cial in sti tu tions, re tail es tab lish ments, man u fac tur ers,
pri vate or ga ni za tions, and Civil Ser vice.

The grad u ate’s du ties in clude:  tran scrib ing dic ta tion;
keyboarding cor re spon dence, re ports, and re cords; fil -
ing; han dling tele phone ser vices; mak ing ap point ments
and re ceiv ing vis i tors; or der ing sup plies; mak ing travel
ar range ments; tak ing care of gen eral of fice ad min is tra -
tion; and us ing com put ers for word pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 60 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded an As so ci ate in
Sci ence Busi ness De gree/Ad min is tra tive Sec re tary.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Ex ec u tive sec re tary         *  Ad min is tra tive as sis tant
* Re cords man ager            *  Re cep tion ist
* Of fice man ager                 *  In for ma tion pro cess ing 

                                             su per vi sor

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Year
First Term
15:107*Key boarding for Of fice Tech nol ogy ....... 3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.

Hu man ities Elec tive  OR 
So cial Sci ence ...................................... 3 s.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

Sec ond Term
15:211 Word Pro cessing....................................2 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.

Busi ness Elec tives ...............................10 s.h.
16 s.h.

Sec ond Year

First Term
15:134 Com puter Ap pli ca tions ...........................3 s.h.

 OR 15:140 In tro duc tion to Com puters and
  In for ma tion Sys tems (3 s.h.)
15:212 Busi ness Com mu ni ca tion.......................3 s.h.

Hu man ities Elec tive................................3 s.h.
So cial Sci ence Elec tive ..........................3 s.h.
Busi ness Elec tives .................................4 s.h.

16 s.h.

Sec ond Term
15:136*Ad vanced Doc u ment Pro cessing ...........3 s.h.
15:175**Elec tronic Spread sheets .......................3 s.h.
15:218***Pro fes sional Of fice Pro ce dures ...........4 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Nat u ral Sci ence Elec tive ........................3 s.h.
14 s.h.

*  Pre req ui sites:  15:211 and 15:134 or 15:140
** Pre req ui sites:  15:134 or 15:140
***Pre req ui sites:  15:211 and 15:212

Rec om mended elec tives
15:101 Intro to Busi ness..................................... 3 s.h.
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:221 Mar keting................................................3 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228 Soft ware In te gra tion............................... 1 s.h.
15:241 Hu man Re la tions....................................3 s.h.
15:280 On-the-Job Training ............................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 pro gram co or di na tor and/or the stu dent’s
ad vi sor in mak ing course se lec tions.
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Ad min is tra tive Med i cal Sec re tary -
De gree
The Ad min is tra tive Med i cal Sec re tary De gree  Pro gram 
is de signed to pre pare stu dents for em ploy ment in phy -
si cians’ of fices, hos pi tals, clin ics, pub lic health de part -
ments,  Civ i l  Ser vice, med i cal lab o ra to  r ies,
phar ma ceu ti cal houses, in sur ance com pa nies, busi -
ness and in dus trial firms with large med i cal de part -
ments, and foun da tions de voted to med i cal re search.

The grad u ate’s du ties in clude pre par ing cor re spon -
dence and med i cal re cords, fil ing, mail ing, or der ing
sup plies, han dling tele phone ser vices, mak ing ap point -
ments and re ceiv ing vis i tors, tak ing care of gen eral of -
fice ad min is tra tion, and us ing a com puter for word
pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 60 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded an As so ci ate in
Sci ence - Med i cal Sec re tary De gree.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Med i cal sec re tary             *   Med i cal re cords man ager
* Ap point ment clerk            *   Med i cal in for ma tion
* Re cep tion ist                          pro cess ing op er a tor

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Year
First Term
15:107*Key boarding for Of fice Tech nol ogy........3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
94:104 Body Struc ture & Func tion .....................4 s.h.

OR 70:111 Hu man Bi ol ogy (4 s.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

Sec ond Term
15:134 Com puter Ap pli ca tions ...........................3 s.h.

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

15:211 Word Pro cessing....................................2 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.
70:101 Bi o log i cal Prin ci ples............................... 3 s.h.
70:102L Bi o log i cal Prin ci ples Lab .......................1 s.h.

Elec tives................................................. 3 s.h.
  16 s.h.

Sec ond Year
First Term
15:175*Elec tronic Spread sheets ........................3 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.h.
15:251 Med i cal Ter mi nol ogy I............................ 3 s.h.

Elec tives................................................. 6 s.h.
15 s.h.

*Pre req ui site:  15:134 or 15:140

Sec ond Term
15:136*Ad vanced Doc u ment Pro cessing............3 s.h.
15:250**Ba sic  Med i cal  In sur ance  &  Coding.... 2 s.h.
15:252 Med i cal Ter mi nol ogy II ...........................3 s.h.
15:259***Med i cal  Of fice  Pro ce dures.................3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
90:134 Phar ma col ogy........................................ 2 s.h.

  14  s.h.
*Pre req ui sites:  15:134 OR 15:140 and 15:211
**Pre req ui site: 94:104 or per mis sion from in struc tor and
15:251
***Pre req ui sites: 15:211 and 15:212

Rec om mended Elec tives
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228 Soft ware In te gra tion............................... 1 s.h.
15:241 Hu man Re la tions....................................3 s.h.
15:280 On-the-Job Training ............................1-6 s.h.
70:250 Anat omy and Phys i ol ogy I...................... 4 s.h.
90:141 Clin i cal Pro ce dures I and Lab................ 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 pro gram co or di na tor and/or the stu dent’s
ad vi sor in mak ing course se lec tions.

58 CAREER PROGRAMS 



Ad min is tra tive Med i cal Sec re tary
De gree Tran scrip tion Spe cial ist
Op tion
The Ad min is tra tive Med i cal Sec re tary De gree Tran -
scrip tion Spe cial ist Pro gram is de signed to pre pare stu -
dents for em ploy ment in phy si cians’ of fices, hos pi tals,
clin ics, pub lic health de part ments, Civil Ser vice, med i -
cal lab o ra to ries, phar ma ceu ti cal houses, in sur ance
com pa nies, busi ness and in dus trial firms with large
med i cal de part ments, and foun da tions de voted to med -
i cal re search.

The tran scrip tion spe cial ist’s du ties pri mar ily in clude
tran scrib ing med i cal doc u ments and pre par ing cor re -
spon dence and med i cal re cords; other sec re tarial du -
ties in clude fil ing, mail ing, or der ing sup plies, han dling
tele phone ser vices, mak ing ap point ments and re ceiv -
ing vis i tors, tak ing care of gen eral of fice ad min is tra tion,
and us ing a com puter for word pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
field.  Upon sat is fac tory com ple tion of the pre scribed
cur ric u lum (at least 60 se mes ter hours) with an av er age
grade point of 2.00 (C), the stu dent is awarded an As so -
ci ate in Sci ence De gree/Med i cal Sec re tary with a Tran -
scrip tion Spe cial ist Cer tif i cate.

EN TRANCE RE QUIRE MENTS
High School grad u a tion or the equiv a lent.

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Year

First Term
15:107*Key boarding for Of fice Tech nol ogy........3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:251 Med i cal Ter mi nol ogy I............................ 3 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
94:104 Body Struc ture and Func tion ..................4 s.h.

OR  70:111 Hu man Bi ol 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.

Sec ond Term
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:249 Med i cal Tran scrip tion I ...........................3 s.h.
15:252 Med i cal Ter mi nol ogy II ...........................3 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.
90:140 Lab Tests................................................1 s.h.

  15 s.h.

Sec ond Year

First Term
15:134 Com puter Ap pli ca tions ...........................3 s.h.

OR 15:140 In tro duc tion to Com puters
             and In for ma tion Sys tems (3 s.h.)
15:212 Busi ness Com mu ni ca tion.......................3 s.h.
15:256*Med i cal Tran scrip tion II..........................3 s.h.
70:250 Anat omy and Phys i ol ogy I...................... 4 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

14 s.h.
*Pre req ui sites:  15:249

Sec ond Term
15:175****Elec tronic Spread sheets.....................3 s.h.
15:250*Ba sic Med i cal In sur ance and Coding.....2 s.h.
15:259***Med i cal Of fice Pro ce dures................... 3 s.h.
15:265**Med i cal Tran scrip tion III ........................3 s.h.
90:134 Phar ma col ogy........................................ 2 s.h.

Elec tives (Strongly rec om mend ............. 2 s.h.
70:251***** OR Anat omy and 
Phys i ol ogy II, 4 s.h.)

  15 s.h.
*Pre req ui sites:  94:104/70:101/70:250 or per mis sion from in -
struc tor and 15:251
**Pre req ui sites:  15:249
***Pre req ui sites:  15:211 and 15:212
****Pre req ui sites:  15:134 OR 15:140
*****Strongly rec om mend pre req ui site 70:250

Sum mer Term:
Strongly rec om mend tak ing 90:147, Pathophysiology
as your elec tive from Sec ond Year, Sec ond Term.  This
course is only of fered in the sum mer ses sion.  Pre req ui -
sites:  15:251 and 70:250; corequisite 70:251.
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Ad min is tra tive Le gal Sec re tary -
De gree
The Ad min is tra tive Le gal Sec re tary De gree  Pro gram is
de signed to pre pare stu dents for em ploy ment in law of -
fices, in sur ance com pa nies, fi nan cial in sti tu tions,
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 grad u ate’s du ties in clude pre par ing let ters,
memos, court and cli ent doc u ments; fil ing; han dling
tele phone ser vices; mak ing ap point ments and re ceiv -
ing cli ents; or der ing sup plies; mak ing travel ar range -
ments; tak ing care of gen eral of fice ad min is tra tion, and
us ing a com puter for word pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 60 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded an As so ci ate in
Sci ence Busi ness De gree/Ad min is tra tive Le gal Sec re -
tary.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Le gal sec re tary                 *   Re cep tion ist
* Le gal tran scriber               *   Le gal re cords man ager
* Le gal in for ma tion             *   Ap point ment clerk
     pro cess ing op er a tor

RE QUIRED COURSES/SUG GESTED SCHED ULE
First Year

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
30:101 Com mu ni ca tion Skills I ...........................4 s.h.
80:120 Intro to Amer i can Gov ern ment ...............3 s.h.

   14 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

Sec ond Term
15:211 Word Pro cessing....................................2 s.h.
30:102 Com mu ni ca tion Skills II ..........................4 s.h.

So cial Sci ence/Hu man ities Elec tives .....6 s.h.
Busi ness Elec tive ...................................3 s.h.

15 s.h.

Sec ond  Year

First Term
15:120 Busi ness Law I .......................................3 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.

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

15:212 Busi ness Com mu ni ca tion.......................3 s.h.
Nat u ral Sci ence Elec tive   .....................3 s.h.
Busi ness Elec tive ...................................3 s.h.

15 s.h.
Sec ond Term
15:122*Le gal Of fice Pro ce dures........................ 5 s.h.
15:136**Ad vanced Doc u ment Pro cessing .......... 3 s.h.
15:175***Elec tronic Spread sheets...................... 3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Busi ness Elec tives .................................4 s.h.
16 s.h.

*Pre req ui sites:  15:211 and 15:212
**Pre req ui sites:  15:211 and 15:134 OR 15:140
***Pre req ui site:  15:134 or 15:140

Rec om mended Elec tives
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:121 Busi ness Law II ......................................3 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228 Soft ware In te gra tion........................................
15:142 Prin ci ples of Man age ment...................... 3 s.h.
15:241 Hu man Re la tions....................................3 s.h.
15:280 On-the-Job Training ............................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 pro gram co or di na tor and/or his/her ad vi sor in 
mak ing course se lec tions. 

Quot able Quote:

The world is be fore you, and you need not
take it or leave it as it was when you came in.    

-James Baldwin
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COURSE DE SCRIP TIONS - 
(De gree Pro grams)
Ad min is tra tive Sec re tary 
Ad min is tra tive Le gal Sec re tary
Ad min is tra tive Med i cal Sec re tary/

Tran scrip tion Spe cial ist Op tion

15:101 In tro duc tion to Busi ness (3 s.h.) An over view
of the phases and func tions of the busi ness en ter prise.
Units of in struc tion in clude the or ga ni za tion, fi nanc ing,
pro duc tion, and con tem po rary is sues in busi ness. The
course pro vides an aware ness and un der stand ing of
the com plex i ties of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3 s.h.)
Pre req ui site: 15:112, Key boarding Level I, and/or
15:113, Key boarding Level II, OR keyboarding skill of
30 wam (words a min ute) with 3 or less er rors 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, nu meric, and sym bol keys.  Stu dents de velop
skills in for mat ting, pro duc ing, and proof read ing the fol -
low ing doc u ments:  memos, let ters, en ve lopes, ta bles, 
re ports, and other mis cel la neous busi ness doc u ments. 
(30-30)

15:109 In tro duc tion to Ac count ing (3 s.h.)  A ba sic
un der stand ing of the pro cess of col lect ing and us ing fi -
nan cial in for ma tion in busi ness.  (45-0)

15:110 Elec tronic Cal cu la tors (1 s.h.) [Struc tured or
Open En try/Open Exit] A study of the 10-key, elec -
tronic cal cu la tor. Ap plied busi ness prob lems on the cal -
cu la tor.  This course has been des ig nated as a pass/no
pass course.  (5-20)

15:118 Ac count ing Pro ce dures (3 s.h.)  An in tro 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 i -
ous jour nals, post ing to the led gers, the worksheet, fi -
nan cial state ments, ad just ing and clos ing en tries,
de pre ci a tion and in ven tory meth ods, plant as sets, de -
fer rals and ac cru als.  (45-0)

15:120 Busi ness Law I (3 s.h.) Law as ap plied to busi -
ness trans ac tions and busi ness re la tion ships. An in tro -
duc tion to ju ris pru dence and the courts, con tracts,
com mer cial pa per, sales, and se cu rity agree ments.
(45-0)

15:121 Busi ness Law II (3 s.h.) Pre req ui site: 15:120,
Busi ness Law I, rec om mended. A con tin u a tion of
15:120. Agencies, cor po ra tions, part ner ships,
bailments, real prop erty, wills, trusts, in sur ance, bank -
ruptcy, and gov ern ment reg u la tion of busi ness. Some
in for ma tion on in ter na tional law and li a bil ity of ac coun -
tants. (45-0)

15:122 Le gal Of fice Pro ce dures (5 s.h.) Pre req ui site:
15:211, Word Pro cessing, and 15:212, Busi ness Com -
mu ni ca tion. Man age ment of a law yer’s of fice that in -
cludes top ics cov er ing gen eral le gal doc u ments,
per sonal and real prop erty, busi ness or ga ni za tions and
meet ings, bank rupt cies, wills and es tates, civil cases,

and fam ily law. In cludes us ing a word pro ces sor,
de vel op ing tran scrip tion skills, us ing the Internet to ac -
cess in for ma tion, fil ing, han dling tele phone ser vices,
dis cuss ing pro fes sion al ism, ap ply ing gram mar rules,
and tak ing care of gen eral of fice ad min is tra tion. Stu -
dents are ex pected to spend time out side of class work -
ing in the com puter lab. (60-30)

15:134 Com puter Ap pli ca tions  (3 s.h.) Em pha sis on
busi ness ap pli ca tions of com puter soft ware.  Stu dents
do busi ness prob lems us ing word pro cess ing, elec -
tronic spread sheet, and da ta base man age ment soft -
ware.  Stu dents are also ex posed to Win dows op er at ing 
sys tems, pre sen ta tion soft ware, and the Internet.  
(30-30)

15:136 Ad vanced Doc u ment Pro cessing (3 s.h.)
Pre req ui sites:  15:134, Com puter Ap pli ca tions, and
15:211, Word Pro cessing.  Stu dents will learn in ter me -
di ate to ad vanced func tions of Microsoft Word in clud ing
cus tom iz ing tem plates, re cord ing mac ros, cre at ing
on-screen forms, man ag ing long doc u ments, cre at ing
hyperlinks, and pub lish ing 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  In tro duc tion to Com puters and In for ma tion
Sys tems (3 s.h.) Em pha sis on com puter lit er acy and
busi ness ap pli ca tions of com puter soft ware. Stu dents
do busi ness prob lems us ing elec tronic spread sheets,
word pro cess ing soft ware, da ta base man age ment soft -
ware, and pre sen ta tion soft ware. Stu dents also are ex -
posed to some pro gram ming and web page
de vel op ment.  (45-0)

15:142 Prin ci ples of Man age ment  (3 s.h.)  15:101, In -
tro duc tion to Busi ness, is rec om mended.  Pro vides stu -
dents with a gen eral in tro duc tory man age ment learn ing
ex pe ri ence. Role of man age ment in to day’s busi ness
en vi ron ment; man age ment’s in flu ence on em ployee
pro duc tiv ity, em ployee sat is fac tion and or ga ni za tional
ef fec tive ness; ma jor con trol de vices of man age ment.
(45-0)

15:150 Ac count ing Prin ci ples I (3 s.h.)   An in tro duc -
tory ac count ing course:  an a lyz ing trans ac tions, match -
ing prin ci ple, ad just ing and clos ing en tries, fi nan cial
state ments, re ceiv ables, in ven to ries, fixed as sets and
in tan gi ble as sets, cur rent li a bil i ties, cor po ra tions (cap i -
tal stock trans ac tions, div i dends, in come and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay -
able, in vest ment in bonds.   (45-0)

15:175 Elec tronic Spread sheets (3 s.h.) Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems, or 15:134, Com puter Ap pli ca tions. Learn the fun -
da men tals of spread sheets, da ta bases, and busi ness
graph ics us ing ap pro pri ate soft ware. (30-30)

15:211 Word Pro cessing (2 s.h.) This course is de -
signed to in tro duce stu dents to com put ers and the fun -
da men tals of word pro cess ing. The stu dents will
prog ress from ba sic through in ter me di ate fea tures of
word pro cess ing soft ware. Also Open En try/Open Exit. 
(20-20)  
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15:212 Busi ness Com mu ni ca tion (3 s.h.) This course 
will help the stu dent be come an ef fec tive com mu ni ca tor
in the busi ness world. Ba sic writ ten com mu ni ca tion will
be em pha sized through prac tice in gram mar struc ture,
vo cab u lary build ing, and or ga ni za tion of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes busi ness let ters and in ter of fice mem o -
ran dums.  A sec ond ary em pha sis will be placed on oral
com mu ni ca tion, lis ten ing skills, and non ver bal com mu -
ni ca tion. (45-0)

15:218 Pro fes sional Of fice Pro ce dures  (4 s.h.)  Pre -
req ui site: 15:211, Word Pro cessing and 15:212, Busi -
ness Com mu ni ca t ion. Of f ice pro ce dures and
tech niques nec es sary to per form gen eral of fice du ties.
In cludes us ing a word pro ces sor, de vel op ing tran scrip -
tion skills, us ing the Internet to ac cess in for ma tion, fil -
ing, han dl ing tele phone ser vices, dis cuss ing
pro fes sion al ism, ap ply ing gram mar rules, and tak ing
care of gen eral of fice ad min is tra tion. Stu dents are ex -
pected to spend time out side of class work ing 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) de ter mi na tion and se lec tion, prod uct strat egy,
chan nels of dis tri bu tion, pric ing con cepts and pro mo -
tional ac tiv i ties that are used in busi ness to day. (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 a ra tion for the Microsoft Of -
fice User Spe cial ist (MOUS) cer tif i ca tion 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 prep a ra tion for the
Microsoft Of fice User Spe cial ist (MOUS) cer tif i ca tion
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 cial ist (MOUS) cer tif i ca tion test.  (5-20)

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

15:241 Hu man Re la tions (3 s.h.) The study of how
peo ple sat isfy both per sonal growth needs and or ga ni -
za tional goals in their ca reers.  Al though also in ter ested
in the why of hu man be hav ior, hu man re la tions 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
prac ti cal ways to prob lems of in ter per sonal re la tions at
work or in our per sonal life.  Sig nif i cant de vel op ments in
re cent years in the work place have in creased the im por -
tance of in ter per sonal skills in al most ev ery type of work
set ting; these trends pro vide sup port for the ne ces sity of 
ac quir ing com pe tence in hu man re la tions. (45-0)

15:249 Med i cal Tran scrip tion I (3 s.h.)  This course is
de signed to sim u late med i cal tran scrip tion prac tices
used in a healthcare en vi ron ment.  The main ob jec tive
is to pro vide the stu dent with knowl edge of the con tent
and for mats of med i cal doc u ments and re ports typ i cally
dic tated in phy si cians’ of fices, hos pi tal clin ics, and hos -
pi tal an cil lary and sup port fa cil i ties.  (15-60)

15:250 Ba sic Med i cal In sur ance and Coding (2 s.h.)
Pre req ui site:  15:251, Med i cal Ter mi nol ogy 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
in sur ance claims, sub mis sion guide lines, and ba sic
cod ing pro ce dures.  In ad di tion, the stu dent will work
through a num ber of rel e vant case stud ies.   (30-0)

15:251 Med i cal Ter mi nol ogy I (3 s.h.) A study of med i -
cal ter mi nol ogy which should be taken con cur rently with 
70:250, Anat omy and Phys i ol ogy, or 94:104, Body
Struc ture and Func tion, as a part of the Med i cal Sec re -
tary and Med i cal As sis tant cur ric u lum. In tro duc tion of
ba sic med i cal ter mi nol ogy uti liz ing a pro grammed,
word-building sys tem to learn word parts to con struct
and an a lyze new terms.  Em pha sis is placed on spell -
ing, def i ni tion, us age, and pro nun ci a tion.  (45-0)

15:252 Med i cal Ter mi nol ogy II (3 s.h.) Pre req ui site:
None. How ever, 15:251, Med i cal Ter mi nol ogy I is highly 
de sir able.  A con tin u a tion of 15:251. To be taken con -
cur rently with 70:251, Anat omy & Phys i ol ogy, by those
in the Med i cal Sec re tary cur ric u lum.  A brief re view of
ba sic med i cal ter mi nol ogy fol lowed by a sys tems ap -
proach to learn ing terms as so ci ated with the an a tom i -
cal, phys i o log i cal, and patho log i cal as pects of the body.  
Clas si fi ca tions of as so ci ated phar ma ceu ti cal agents
are stud ied with each re lated sys tem.  (45-0)

15:256 Med i cal Tran scrip tion II (3 s.h.) Pre req ui site
15:249, Med i cal Tran scrip tion I.  This course is de -
signed to in tro duce stu dents to hos pi tal dic ta tion.  The
stu dents will prog ress through var i ous lev els of dic ta tion 
in clud ing some ad vanced doc u ments.  (15-60)

15:259 Med i cal Of fice Pro ce dures (3 s.h.) Pre req ui -
site: 15:211, Word Pro cessing, and 15:212, Busi ness
Com mu ni ca tion. Man age ment of a med i cal of fice that
in cludes pre par ing cor re spon dence and pa tient 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 -
point ments, de vel op ing tran scrip tion skills, com pos ing
let ters, dis cuss ing pro fes sion al ism, ap ply ing gram mar
rules, and tak ing care of gen eral of fice du ties. Also in -
cludes med i cal eth ics and et i quette, med i cal law, and
use of a com puter for word pro cess ing. Stu dents are ex -
pected to spend time out side of class work ing in the
com puter lab.  (45-0)

15:265 Med i cal Tran scrip tion III (3 s.h.)  Pre req ui -
sites:  15:249, Med i cal Tran scrip tion I.  This course is
de signed to in tro duce stu dents to live med i cal dic ta tion
from the clin i cal and ra di ol ogy set tings.  The stu dents
will also be ap ply ing the is sues of con fi den ti al ity and us -
ing med i cal ref er ence books.   (15-60)
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15:280 On-the-Job Training (1-3 s.h.) On-the-Job
Training is de signed to pro vide a stu dent an op por tu nity
to ap ply his/her skills in a job set ting.  The On-the-Job
ex pe ri ence is co or di nated with an iden ti fied school co -
or di na tor and on-site spon sor. This is re peat able credit
for a max i mum of 6 hours.  (0-60 to 180)

30:101 Com mu ni ca tion Skills I (4 s.h.) Im prove ment
of skills in read ing, writ ing, speak ing, and lis ten ing, with
an em pha sis on ex pos i tory meth ods of de vel op ment
and per sonal ex pe ri ence as sup port ing ma te rial. Stu -
dents may be re quested to use word pro ces sors and the 
Writer’s Work bench anal y ses pro grams, the Writer’s
Work bench STEPS pro grams, and the struc tur ing sen -
tences video se ries.  Stu dents must meet min i mum
com pe tency re quire ments in writ ing and speak ing to re -
ceive a grade of “C” or higher.  (60-0)

30:102 Com mu ni ca tion Skills II (4 s.h.) Pre req ui site:
30:101, Com mu ni ca tion Skills I.  Stu dents must have
earned a “C” or higher grade in Com mu ni ca tion Skills I be -
fore en roll ing in Com mu ni ca tion Skills II.  A con tin u a tion of
30:101 with an em pha sis on ar gu men ta tive and per sua -
sive writ ing and speak ing, 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 sen tence struc tur ing vid eos. 
Stu dents must meet min i mum com pe tency re quire -
ments in writ ing and speak ing to re ceive a grade of “C”
or higher.  (60-0)

70:101 Bi o log i cal Prin ci ples (3 s.h.) Study of or gan is -
mic bi ol ogy in clud ing or ga ni za tion, me tab o lism, and re -
pro duc tion of liv ing sys tems. In cludes evo lu tion ary
pat terns, in her i tance, growth, de vel op ment, eco sys -
tems, and struc ture-function re la tion ships among or -
gan isms. (45-0)

70:102L Bi o log i cal Prin ci ples Lab o ra tory (1 s.h.)
Pre req ui site: Credit for 70:101 or cur rent en roll ment in
70:101. (0-30)

70:111 Hu man Bi ol ogy (4 s.h.)  Course pro vides over -
view of hu man bi ol ogy for nonscience ma jors.  In cludes
study of cells, tis sues, or gans, and sys tems with em -
pha sis on in ter re lat ed ness. Cov er age also in cludes ge -
net ics, ag ing, hu man ecol ogy, and as pects of var i ous
hu man dis eases. (45-30)

70:250 Anat omy and Phys i ol ogy I (4 s.h.) Pre req ui -
site:  70:111, Hu man Bi ol ogy or 70:101, Bi o log i cal Prin -
ci ples, highly rec om mended. A study of the hu man body 
em pha siz ing the com ple men tary na ture of struc ture
and func tion, mo lec u lar and cel lu lar in ter ac tions, ho -
meo sta sis, and met a bolic pro cesses. A cat dis sec tion
con sti tutes a ma jor por tion of the lab o ra tory ex er cises.
70:250 in cludes a study of cells, tis sue, mem branes,
skel e tal, mus cu lar, and re pro duc tive sys tems. (45-30)

70:251 Anat omy and Phys i ol ogy II (4 s.h.)  Pre req ui -
site:  Suc cess ful com ple tion of 70:250, Anat omy and
Phys i ol ogy I,  strongly rec om mended.  A con tin u a tion of
70:250, Anat omy and Phys i ol ogy I. In cludes a study of
the cir cu la tory, re spi ra tory, di ges tive, en do crine, and

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

80:120 In tro duc tion to Amer i can Gov ern ment (3
s.h.) A sur vey of the Amer i can fed eral sys tem of gov -
ern ment in clud ing a de scrip tion and anal y sis of the con -
sti tu tion, the leg is la tive, ex ec u tive and ju di cial branches 
of gov ern ment, and the Amer i can po lit i cal pro cess.
(45-0)

89:150 Em ploy ment Strat egies (1 s.h.) De velop skills
nec es sary to en ter the job mar ket and ex pe ri ence
long-term ca reer growth.  Stu dents learn ba sic job seek -
ing tech niques, job keep ing skills, and strat e gies for
con tin ued growth.  (15-0)

90:134 Ba sic Phar ma col ogy (2 s.h.)  Pro vides a ba sic  
foun da tion of the study of drugs in clud ing gen eral con -
cepts, bi o log i cal fac tors af fect ing the ac tion of drugs,
and ef fects of med i ca tions on body sys tems. In cludes 
al lergy over view, the med i ca tion or der, and dis cus sion
of le gal and eth i cal is sues re lated to phar ma col ogy.
(30-0)

90:140 Lab o ra tory Tests (1 s.h.) To fa mil iar ize the stu -
dent with lab tests and their nor mal ranges in the ar eas
of he ma tol ogy, urol ogy, and mi cro bi ol ogy. (15-0)

90:141 Clin i cal Pro ce dures I (4 s.h.)  As sist phy si cian
with ex am i na tions and treat ments, pre pare pa tients for
ex am i na tions and di ag nos tic pro ce dures, ad min is ter
first aid and CPR, main tain and use asep tic tech niques,
ob tain and re cord pa tient data. Per form rou tine tests,
ster il ize in stru ments, and learn re lated ter mi nol ogy.
(45-30)

90:147 Pathophysiology (3 s.h.) Pre req ui site: 15:251, 
Med i cal Ter mi nol ogy I;  70:250,  Anat omy & Phys i ol ogy
I; and Corequisite: 70:251, Anat omy & Phys i ol ogy II.
Pres ents clin i cal dis or ders and dis eases com monly
treated in phys i cal ther apy. Pa thol ogy, eti ol ogy, di ag no -
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.) A ba sic
study of the anat omy and phys i ol ogy of the hu man
body. Study pro gresses from the cell to tis sues, or gans
and sys tems with em pha sis on their in ter re lat ed ness.
Dis cus sion in cludes some of the al ter ations which oc cur 
in ill ness. Us age of ap pli ca ble med i cal ter mi nol ogy is
stressed. (45-30) 
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Gen eral Sec re tary - Di ploma
The Gen eral Sec re tary Pro gram is de signed to pre pare
stu dents for em ploy ment with fi nan cial in sti tu tions, re -
tail es tab lish ments, man u fac tur ers, pri vate or ga ni za -
tions, and Civil Ser vice. 

The grad u ate’s du ties in clude keyboarding, fil ing, re -
cord keep ing, op er at ing of fice ma chines, tran scrib ing,
us ing a com puter for word pro cess ing, han dling tele -
phone ser vices, and tak ing care of gen eral of fice ad min -
is tra tion.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors  in the 
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 30 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Sec re tary                          *    Re cep tion ist
* Re cords man ager            *   In for ma tion pro cess ing
* Ma chine tran scriber             op er a tor

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:134 Com puter Ap pli ca tions ...........................3 s.h.

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

15:211 Word Pro cessing....................................2 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.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

Sec ond Term
15:175*Elec tronic Spread sheets ........................3 s.h.
15:218**Pro fes sional Of fice Pro ce dures............. 4 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Busi ness Elec tives .................................7 s.h.
15 s.h.

*Pre req ui site:  15:134 or 15:140
**Pre req ui sites:  15:211 and 15:212

Rec om mended Elec tives
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:136 Ad vanced Doc u ment Pro cessing ...........3 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228 Soft ware In te gra tion............................... 1 s.h.
15:241 Hu man Re la tions....................................3 s.h.
15:280 On-the-Job Training ............................1-6 s.h.
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Le gal Sec re tary - Di ploma
The Le gal Sec re tary Pro gram is de signed to pre pare
stu dents for em ploy ment with law of fices, in sur ance
com pa nies, fi nan cial in sti tu tions, 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 grad u ate’s du ties in clude pre par ing let ters,
memos, court and cli ent doc u ments; fil ing; han dling
tele phone ser vices; mak ing ap point ments and re ceiv -
ing cli ents; or der ing sup plies; mak ing travel ar range -
ments; tak ing care of gen eral of fice ad min is tra tion; and
us ing a com puter for word pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 30 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Le gal sec re tary                 *   Re cep tion ist
* Le gal tran scriber               *   Le gal re cords man ager
* Ap point ment clerk            *   Le gal in for ma tion

                                             pro cess ing op er a tor

RE QUIRED COURSES/SUG GESTED SCHED ULE

First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3 s.h.
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:134 Com puter Apps. ..................................... 3 s.h.

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

15:211 Word Pro cessing....................................2 s.h.
15:212 Busi ness Com mu ni ca tion ...................... 3 s.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

Sec ond Term
15:120 Busi ness Law I ......................................3 s.h.
15:122*Le gal Of fice Pro ce dures......................... 5 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.

Elec tive...................................................6 s.h.
15 s.h.

*Pre req ui sites:  15:211 and 15:212

Rec om mended Elec tives
15:101 In tro duc tion to Busi ness......................... 3 s.h.
15:136 Ad vanced Doc u ment Pro cessing ...........3 s.h.
15:175 Elec tronic Spread sheets ........................3 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228 Soft ware In te gra tion............................... 1 s.h.
15:241 Hu man Re la tions....................................3 s.h.
15:280 On-the-Job Training ............................1-6 s.h.
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Med i cal Sec re tary - Di ploma
The Med i cal Sec re tary Di ploma Pro gram is de signed to
pre pare stu dents for em ploy ment in phy si cians’ of fices,
hos pi tals, clin ics, pub lic health de part ments, Civil Ser -
vice, med i cal lab o ra to ries, phar ma ceu ti cal houses, in -
sur ance com pa nies, busi ness and in dus trial firms with
large med i cal de part ments, and foun da tions de voted to
med i cal re search.

The grad u ate’s du ties in clude pre par ing cor re spon -
dence and med i cal re cords, fil ing, mail ing, or der ing
sup plies, han dling tele phone ser vices, mak ing ap point -
ments and re ceiv ing vis i tors, tak ing care of gen eral of -
fice ad min is tra tion, and us ing a com puter for word
pro cess ing.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
sec re tarial field.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 30 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

Suc cess ful grad u ates can find job op por tu ni ties in the
fol low ing oc cu pa tional ar eas:
* Med i cal sec re tary                * Ap point ment clerk
* Med i cal re cords man ager   * Re cep tion ist
* Med i cal in for ma tion

pro cess ing op er a tor

RE QUIRED COURSES/SUG GESTED SCHED ULE
First Term
15:107*Keybrdng for Of fice Tech nol ogy............. 3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:212 Busi ness Com mu ni ca tion ...................... 3 s.h.
15:251 Med i cal Ter mi nol ogy I............................ 3 s.h.
94:104 Body Struc ture & Func tion .....................4 s.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

Sec ond Term
15:109 Intro to Ac count ing .................................3 s.h.

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

15:110 Elec tronic Cal cu la tors.............................1 s.h.
15:250*Ba sic Med i cal In sur ance and Coding.....2 s.h.
15:252 Med i cal Ter mi nol ogy II ..........................3 s.h.
15:259**Med i cal Of fice Pro ce dures ....................3 s.h.
89:150 Em ploy ment Strat egies ..........................1 s.h.
90:134 Phar ma col ogy........................................ 2 s.h.

15 s.h.
*Pre req ui sites:  94:104 and 15:251
**Pre req ui sites:  15:211 and 15:212

 

Med i cal Tran scrip tion - Di ploma
The  Med i cal Tran scrip tion Di ploma Pro gram is de -
signed to pre pare stu dents for em ploy ment in phy si -
cians’ of fices, hos pi tals, clin ics, pub lic health
de part ments, Civil Ser vice, med i cal lab o ra to ries, phar -
ma ceu ti cal houses, in sur ance com pa nies, busi ness
and in dus trial firms with large med i cal de part ments, and 
foun da tions de voted to med i cal re search.

NIACC’s of fice tech nol ogy class rooms are equipped
with the lat est in com put ers, of fice ma chines, and
equip ment and are staffed by qual i fied in struc tors in the
field.  

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 30 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a di ploma.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.  Key boarding
speed of at least 45 words per min ute with no more than
two er rors.

RE QUIRED COURSES/SUG GESTED SCHED ULE
First Term
15:249 Med i cal Tran scrip tion I ...........................3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:212 Busi ness Com mu ni ca tion.......................3 s.h.
15:251 Med i cal Ter mi nol ogy I............................ 3 s.h.
94:104 Body Struc ture and Func tion ..................4 s.h.

OR 70:111 Hu man Bi ol ogy (4 s.h.)
15 s.h.

Sec ond Term
15:252 Med i cal Ter mi nol ogy II ...........................3 s.h.
15:256* Med i cal Tran scrip tion II..........................3 s.h.
15:265* Med i cal Tran scrip tion III......................... 3 s.h.
90:140 Lab Tests................................................1 s.h.
90:134 Phar ma col ogy........................................ 2 s.h.

Elec tives (Strongly rec om mend..............4 s.h.
70:111 Hu man Bi ol ogy or 
70:250 Anat omy & Phys i ol ogy I)

16 s.h.

*Pre req ui sites: 15:249
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Soft ware Ap pli ca tions 
Spe cial ist - Cer tif i cate
The Soft ware Ap pli ca tions Spe cial ist - Cer tif i cate is de -
signed to ex pose stu dents to Microsoft soft ware and
pre pare stu dents to take the Microsoft Of fice User Spe -
cial ist (MOUS) ex am i na tion.

These courses are busi ness elec tives and may ap ply to
di plo mas or de grees.  Many of these courses are of -
fered on an ar ranged ba sis or on line.

Upon sat is fac tory com ple tion of the pre scribed cur ric u -
lum (at least 15 se mes ter hours) with an av er age grade
point of 2.00 (C), the stu dent is awarded a cer tif i cate.

EN TRANCE RE QUIRE MENTS
High school grad u a tion or the equiv a lent.

RE QUIRED COURSES
15:134 Com puter Ap pli ca tions ...........................3 s.h.
15:136*Ad vanced Doc u ment Pro cessing ...........3 s.h.
15:175** Elec tronic Spread sheet ........................3 s.h.
15:211 Word Pro cessing....................................2 s.h.
15:225 Microsoft Ac cess ....................................1 s.h.
15:226 Microsoft PowerPoint .............................1 s.h.
15:227 Microsoft Out look ...................................1 s.h.
15:228*** Soft ware In te gra tion............................ 1 s.h.

15 s.h.

* Pre req ui sites:  15:134 and 15:211

** Pre req ui sites:  15:134 or 15:140
*** Pre req ui sites:  15:134, 15:136, 15:175, 15:211, 15:225,
15:226, and 15:227
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COURSE DE SCRIP TIONS - 
Di ploma Pro grams
Gen eral Sec re tary
Le gal Sec re tary
Med i cal Sec re tary
Med i cal Tran scrip tion
Soft ware Ap pli ca tions Spe cial ist

15:101 In tro duc tion to Busi ness (3 s.h.) An over view
of the phases and func tions of the busi ness en ter prise.
Units of in struc tion in clude the or ga ni za tion, fi nanc ing,
pro duc tion, and con tem po rary is sues in busi ness. The
course pro vides an aware ness and un der stand ing of
the com plex i ties of the busi ness world. (45-0)

15:107 Key boarding for Of fice Tech nol ogy (3 s.h.)
Pre req ui site: 15:112, Key boarding Level I, and/or
15:113, Key boarding Level II, OR keyboarding skill of
30 wam (words a min ute) with 3 or less er rors 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, nu meric, and sym bol keys.  Stu dents de velop
skills in for mat ting, pro duc ing, and proof read ing the fol -
low ing doc u ments:  memos, let ters, en ve lopes, ta bles, 
re ports, and other mis cel la neous busi ness doc u ments. 
(30-30)

15:109 In tro duc tion to Ac count ing (3 s.h.)  A ba sic
un der stand ing of the pro cess of col lect ing and us ing fi -
nan cial in for ma tion in busi ness.  (45-0)

15:110 Elec tronic Cal cu la tors (1 s.h.) [Struc tured or
Open En try/Open Exit]  A study of the 10-key, elec -
tronic cal cu la tor. Ap plied busi ness prob lems on the cal -
cu la tor.  This course has been des ig nated as a pass/no
pass course.  (5-20)

15:118 Ac count ing Pro ce dures (3 s.h.)  An in tro 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 i -
ous jour nals, post ing to the led gers, the worksheet, fi -
nan cial state ments, ad just ing and clos ing en tries,
de pre ci a tion and in ven tory meth ods, plant as sets, de -
fer rals and ac cru als.  (45-0)

15:120 Busi ness Law I (3 s.h.) Law as ap plied to busi -
ness trans ac tions and busi ness re la tion ships. An in tro -
duc tion to ju ris pru dence and the courts, con tracts,
com mer cial pa per, sales, and se cu rity agree ments.
(45-0)

15:122 Le gal Of fice Pro ce dures (5 s.h.) Pre req ui site:
15:211, Word Pro cessing, and 15:212, Busi ness Com -
mu ni ca tion. Man age ment of a law yer’s of fice that in -
cludes top ics cov er ing gen eral le gal doc u ments,
per sonal and real prop erty, busi ness or ga ni za tions and
meet ings, bank rupt cies, wills and es tates, civil cases,
and fam ily law. In cludes us ing a word pro ces sor, de vel -
op ing tran scrip tion skills, us ing the Internet to ac cess in -
for ma tion, fil ing, han dling tele phone ser vices,
dis cuss ing pro fes sion al ism, ap ply ing gram mar rules,
and tak ing care of gen eral of fice ad min is tra tion. Stu -
dents are ex pected to spend time out side of class work -
ing in the com puter lab. (60-30)

15:136 Ad vanced Doc u ment Pro cessing (3 s.h.)
Pre req ui sites:  15:134, Com puter Ap pli ca tions, and
15:211, Word Pro cessing.  Stu dents will learn in ter me -
di ate to ad vanced func tions of Microsoft Word in clud ing
cus tom iz ing tem plates, re cord ing mac ros, cre at ing
on-screen forms, man ag ing long doc u ments, cre at ing
hyperlinks, and pub lish ing 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  In tro duc tion to Com puters and In for ma tion
Sys tems (3 s.h.) Em pha sis on com puter lit er acy and
busi ness ap pli ca tions of com puter soft ware. Stu dents
do busi ness prob lems us ing elec tronic spread sheets,
word pro cess ing soft ware, da ta base man age ment soft -
ware, and pre sen ta tion soft ware. Stu dents also are ex -
posed to some pro gram ming and web page
de vel op ment.  (45-0)

15:150 Ac count ing Prin ci ples I (3 s.h.)  An in tro duc -
tory ac count ing course:  an a lyz ing trans ac tions, match -
ing prin ci ple, ad just ing and clos ing en tries, fi nan cial
state ments, re ceiv ables, in ven to ries, fixed as sets and
in tan gi ble as sets, cur rent li a bil i ties, cor po ra tions (cap i -
tal stock trans ac tions, div i dends, in come and taxes,
stock holder’s eq uity, in vest ment in stocks), bonds pay -
able, in vest ment in bonds.   (45-0)

15:175 Elec tronic Spread sheets (3 s.h.) Pre req ui site: 
15:140, In tro duc tion to Com puters and In for ma tion Sys -
tems or 15:134, Com puter Ap pli ca tions. Learn the fun -
da men tals of spread sheets, da ta bases, and busi ness
graph ics us ing ap pro pri ate soft ware.  (30-30)

15:211 Word Pro cessing (2 s.h.) This course is de -
signed to in tro duce stu dents to com put ers and the fun -
da men tals of word pro cess ing. The stu dents will
prog ress from ba sic through in ter me di ate fea tures of
word pro cess ing soft ware.  Also Open En try/Open Exit. 
(20-20)  

15:212 Busi ness Com mu ni ca tion (3 s.h.) This course 
will help the stu dent be come an ef fec tive com mu ni ca tor
in the busi ness world. Ba sic writ ten com mu ni ca tion will
be em pha sized through prac tice in gram mar struc ture,
vo cab u lary build ing, and or ga ni za tion of thoughts.
These skills will then be im ple mented when the stu dent
plans and writes busi ness let ters and in ter of fice mem o -
ran dums.  A sec ond ary em pha sis will be placed on oral
com mu ni ca tion, lis ten ing skills, and non ver bal com mu -
ni ca tion. (45-0)

15:218 Pro fes sional Of fice Pro ce dures  (4 s.h.)  Pre -
req ui site: 15:211, Word Pro cessing and 15:212, Busi -
ness Com mu ni ca t ion. Of f ice pro ce dures and
tech niques nec es sary to per form gen eral of fice du ties.
In cludes us ing a word pro ces sor, de vel op ing tran scrip -
tion skills, us ing the Internet to ac cess in for ma tion, fil -
ing, han dl ing tele phone ser vices, dis cuss ing
pro fes sion al ism, ap ply ing grammar rules, and tak ing
care of gen eral of fice administration. Stu dents are ex -
pected to spend time out side of class work ing in the
com puter lab. (45-30)
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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) de ter mi na tion and se lec tion, prod uct strat egy,
chan nels of dis tri bu tion, pric ing con cepts, and pro mo -
tional ac tiv i ties that are used in busi ness to day. (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 a ra tion for the Microsoft Of -
fice User Spe cial ist (MOUS) cer tif i ca tion 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 prep a ra tion for the
Microsoft Of fice User Spe cial ist (MOUS) cer tif i ca tion
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 cial ist (MOUS) cer tif i ca tion test.  (5-20)

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

15:241 Hu man Re la tions (3 s.h.) The study of how
peo ple sat isfy both per sonal growth needs and or ga ni -
za tional goals in their ca reers.  Al though also in ter ested
in the why of hu man be hav ior, hu man re la tions 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
prac ti cal ways to prob lems of in ter per sonal re la tions at
work or in our per sonal life.  Sig nif i cant de vel op ments in
re cent years in the work place have in creased the im por -
tance of in ter per sonal skills in al most ev ery type of work
set ting; these trends pro vide sup port for the ne ces sity of
ac quir ing com pe tence in hu man re la tions. (45-0)

15:249 Med i cal Tran scrip tion I (3 s.h.)  This course is
de signed to sim u late med i cal tran scrip tion prac tices
used in a healthcare en vi ron ment.  The main ob jec tive is
to pro vide the stu dent with knowl edge of the con tent and
for mats of med i cal doc u ments and re ports typ i cally dic -
tated in phy si cians’ of fices, hos pi tal clin ics, and hos pi tal
an cil lary and sup port fa cil i ties.  (15-60)

15:250 Ba sic Med i cal In sur ance and Coding (2 s.h.)
Pre req ui site:  15:251, Med i cal Ter mi nol ogy 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
in sur ance claims, sub mis sion guide lines, and ba sic cod -
ing pro ce dures.  In ad di tion, the stu dent will work
through a num ber of rel e vant case stud ies.   (30-0)

15:251 Med i cal Ter mi nol ogy I (3 s.h.) A study of med i -
cal ter mi nol ogy which should be taken con cur rently with
70:250, Anat omy and Phys i ol ogy, or 94:104, Body
Struc ture and Func tion, as a part of the Med i cal Sec re -
tary and Med i cal As sis tant cur ric u lum. In tro duc tion of

ba sic med i cal ter mi nol ogy uti liz ing a pro grammed,
word-building sys tem to learn word parts to con struct
and an a lyze new terms.  Em pha sis is placed on spell -
ing, def i ni tion, us age, and pro nun ci a tion.  (45-0)

15:252 Med i cal Ter mi nol ogy II (3 s.h.) Pre req ui site:
None. How ever, 15:251, Med i cal Ter mi nol ogy I is
highly de sir able.  A con tin u a tion of 15:251. To be taken
con cur rently with 70:251, Anat omy & Phys i ol ogy, by
those in the Med i cal Sec re tary cur ric u lum.  A brief re -
view of ba sic med i cal ter mi nol ogy fol lowed by a sys -
tems ap proach to learn ing terms as so ci ated with the
an a tom i cal, phys i o log i cal, and patho log i cal as pects of
the body.  Clas si fi ca tions of as so ci ated phar ma ceu ti cal 
agents are stud ied with each re lated sys tem.  (45-0)

15:256 Med i cal Tran scrip tion II (3 s.h.) Pre req ui site
15:249, Med i cal Tran scrip tion I.  This course is de -
signed to in tro duce stu dents to hos pi tal dic ta tion.  The
stu dents will prog ress through var i ous lev els of dic ta -
tion in clud ing some ad vanced doc u ments.  (15-60)

15:259 Med i cal Of fice Pro ce dures (3 s.h.) Pre req ui -
site: 15:211, Word Pro cessing, and 15:212, Busi ness
Com mu ni ca tion. Man age ment of a med i cal of fice that
in cludes pre par ing cor re spon dence and pa tient 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 -
point ments, de vel op ing tran scrip tion skills, com pos ing
let ters,  dis cuss ing pro fes sion al ism, ap ply ing gram mar
rules, and tak ing care of gen eral of fice du ties. Also in -
cludes med i cal eth ics and et i quette, med i cal law, and
use of com puter for word pro cess ing. Stu dents are ex -
pected to spend time out side of class work ing in the
com puter lab. (45-0)

15:265 Med i cal Tran scrip tion III (3 s.h.)  Pre req ui -
sites:  15:249, Med i cal Tran scrip tion I.  This course is
de signed to in tro duce stu dents to live med i cal dic ta tion
from the clin i cal and ra di ol ogy set tings.  The stu dents
will also be ap ply ing the is sues of con fi den ti al ity and us -
ing med i cal ref er ence books.   (15-60)

15:280 On-the-Job Training (1-3 s.h.) On-the-Job
Training is de signed to pro vide a stu dent an op por tu nity 
to ap ply his/her skills in a job set ting.  The On-the-Job
ex pe ri ence is co or di nated with an iden ti fied school co -
or di na tor and on-site spon sor. This is re peat able credit
for a max i mum of 6 hours.  (0-60 to 180)

89:150 Em ploy ment Strat egies (1 s.h.) De velop skills 
nec es sary to en ter the job mar ket and ex pe ri ence
long-term ca reer growth.  Stu dents learn ba sic job
seek ing tech niques, job keep ing skills, and strat e gies
for con tin ued growth.  (15-0)

90:134 Phar ma col ogy (2 s.h.)  Pro vides a ba sic  foun -
da tion of the study of drugs in clud ing gen eral con cepts , 
bi o log i cal fac tors af fect ing the ac tion of drugs, and ef -
fects of med i ca tions on body sys tems. In cludes  al lergy
over view, the med i ca tion or der, and dis cus sion of le gal
and eth i cal is sues re lated to phar ma col ogy.  (30-0) 



90:140 Lab o ra tory Tests (1 s.h.) To fa mil iar ize the stu -
dent with lab tests and their nor mal ranges in the ar eas
of he ma tol ogy, urol ogy, and mi cro bi ol ogy. (15-0)

94:104 Body Struc ture and Func tion (4 s.h.) A ba sic
study of the anat omy and phys i ol ogy of the hu man
body. Study pro gresses from the cell to tis sues, or gans
and sys tems with em pha sis on their in ter re lat ed ness.
Dis cus sion in cludes some of the al ter ations which oc cur 
in ill ness. Us age of ap pli ca ble med i cal ter mi nol ogy is
stressed. (45-30)

Med i cal As sis tant

In for ma tion re gard ing the Med i cal As sis tant Pro gram
can be found in the Health Sec tion of Ca reer Pro grams. 
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Are you con sid er ing trans fer ring
to a four-year col lege or uni ver sity?

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.  For fur ther in for ma tion
on such op tions in busi ness stud ies as ac count ing, busi ness ed u ca tion, en tre pre neur ship, fi nance, in sur ance,
man age ment, man age ment in for ma tion sys tems, mar ket ing, and real es tate at Buena Vista Uni ver sity, Drake
Uni ver sity, Iowa State Uni ver sity, Min ne sota State Uni ver sity-Mankato, Simpson Col lege, Uni ver sity of Iowa,
Uni ver sity of North ern Iowa, Up per Iowa Uni ver sity, and Wartburg Col lege, please see pages 1 25-149 in the cat -
a log or speak with a NIACC ad vi sor.
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