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CAREER PROGRAMS

Law Office Administrative Assistant

Law Office Administrative Assistant Certificate

This 28 credit-hour certificate program is designed for individuals who possess a high degree of office skills and
are interested in pursuing employment in law firms, government or legal departments of corporations.

A minimum keyboarding speed of 30 words per minute is recommended to enter the program; 40 words per
minute is recommended to progress through internship. The program may be taken part-time, and many
courses are available on an evening schedule; however, not all courses are offered every semester.
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Source: 2003-2004 Catalog

BUSINESS LAW Leeiiiiiiiiiiiii e 3
Survey of Law Office PractiCe ........uvvvveeiiiiiiiiiiiiiiiceii, 3
Introduction to Administrative Technology ..........ccccceiveiieiii, 1
Administrative Human Relations.............iiiiiiis 1
Administrative Time Management ............ccccvvviiiiiiiiiiiieieieeeeeeeeeee 1
Internet ApPlICatioNS ........ooiiiiiiiii 1
Word Processing SOftware ..o 2
Topics in Administrative TeChNOIOGY ...........vvvviiiiiiiiiiiiieieeeeeeeeee, 1-6
BUSINESS PresentationS ..........viiiciiiiiiiiiiiieeeee e 1
Records Control for the OffiCe.......cuuiiviiiiiiiie 1
Meeting and Conference Planning ........cccccvvvveeeeeeeei e 1
Document Processing in the Law OffiCe ....vvvvivvieiieiiiiiiiiiiiiiieee, 3
Legal Office ProCeAUIES ... .uvviiiiiiiiee e 3
Legal TranSCrPLION . ..ccii i 3
Administrative Technology Internship l.........cccoeeviiiiiiiiiii, 3
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