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Comments
f . Semester
TCT%(:;:SE Reqmr:icilgourses g::lr': Course Grade Comments
Completed
Certificate Courses — 42 Total Hours

POFT 1127 Introduction to Keyboarding®’ 1

POFT 1329 Beginning Keyboarding'? 3

HRPO 1280 Cooperative Education — Hum'an. Res<?urces 2
Management/Personnel Administration, General®’

POFT 1309 Administrative Office Procedures I* 3

POFT 1319 Records and Information Management I** 3

POFT 1291 Special Topics in Business Communications®’ 2

POFT 2203 Speed and Accuracy Building*? 2

POFT 2401 Intermediate Keyboarding®’ 4

POFT 1325 Business Math Using Technology*’ 3

POFT 1321 Business Math'? 3

LEAD 1100 Workforce Development with Critical Thinking'? 1

POFT 2333 Advanced Keyboarding'? 3

POFI 1349 Spreadsheets'’ 3

POFT 1492 Spe.cial Topics in Afimin!strative a
Assistant/Secretarial Science, General*?

HRPO 2288 Internship — Human Resource? . . 2
Management/Personnel Administration, General*’

POFT 2387 Internsh_ip - A_dministrative Assistant and 3
Secretarial Science, General **
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