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Health Information Technology Certificate of Proficiency and Technical Certificate


Growing opportunities for 

employment and advancement
At UAM College of Technology-McGehee we can help
 you develop your skills and knowledge to prepare for a 
career in Health Information Technology.

UAM College of Technology-McGehee


Administrative Office Technology





To learn more about the UAM CTM Administrative Office Technology program contact a member of the staff:





 Veronica Studards, Instructor


�HYPERLINK "mailto:Studards@uamont.edu"�Studards@uamont.edu� 





 





Trudy Stringfellow, Instructor


�HYPERLINK "mailto:Stringfellot@uamont.edu"�Stringfellot@uamont.edu�











Phone:  870-222-5360





Or visit our website at http://www.uamont.edu/McGehee/  











UAM College of Technology-McGehee does not discriminate on the basis of race, color, national origin, sex, age or disability.





     Financial Assistance





If you wish to pursue Certificate of Proficiency, Technical Certificate or an Associate of Applied Science in General Technology and you need financial assistance the UAM College of Technology- McGehee (UAM CTM) Student Services program will try to help you find the best program for your needs.





Contact a Student Services representative for information on programs, financial aid and the application process.





UAM CTM Student Services Department


P.O.  Box 747�McGehee, AR  71654 �Telephone: (870) 222-5360, 5220�Fax: (870) 222-1105




















University of Arkansas at Monticello


College of Technology-McGehee  


1609 East Ash


�McGehee, AR 71654


�Telephone: 870-222-5360





Fax:  870-222-4709


�http://www.uamont.edu/mcgehee/





UAM CTM Administrative Office Technology 


.





UAM CTM Administrative Office Technology  








Many experienced business majors command much higher salaries.  Therefore, we ask for input from local employers, the State Employment Security Division, our own advisory council, and other community agencies to ensure we offer the most up-to-date technology and the professional skills needed to be successful in your field of study.  





Student Learning Outcomes:


Students successfully completing the UAM CTM Administrative Office Technology program will be able to:





Demonstrate abilities to produce appropriate business documents such as letters, forms, tables, graphs, financial documents and other materials inherent in office technology.  





Demonstrate the ability to rapidly and appropriately respond to multiple requests within a contemporary office environment.





Demonstrate the integration of theory, lab and field content in manners to obtain employment in entry level business office.
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Nearly every business office today has a computer of some kind.  The demand for people trained to use computers is growing rapidly.  In fact, the computer field offers several of the fastest growing occupations in this decade.


A person trained in business technology uses and adapts to software to perform business functions such as computerized accounting, databases, and spreadsheets.  





Our Administrative Office Technology program will provide you the training you need to learn skills in being a computer operator, word processor, data processor or data entry clerk.    











