MEDICAL OFFICE MANAGEMENT
TRAINING PROGRAM

The Profession of Medical Office Assistant . . .

...is an important one for many physician offices and health care clinics. Medical Office Assistants
have job functions that may include administrative, clerical, computer, bookkeeping and receptionist
duties. Specific responsibilities will vary by location and physician preferences, but may include:

Maintaining scheduling
Greeting patients

Answering telephones

Filing insurance or other reports
Handling office correspondence
And much more!
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National Certified Medical Office Assistant (NCMOA)

Medical Office Assistants usually work in physician's offices. They are usually considered front office
staff and primarily handle administrative duties. They are responsible for the organization and ability
to make the office function smoothly.

This training includes the following areas of study: Computer Literacy, Microsoft Word 2003, Microsoft
Excel 2003, Medical Terminology, Medical Transcription, Medical Billing & Coding, Law & Ethics,
Insurance, Office Procedures, and OSHA Regulations.

Each student successfully completing all requirements of the program will take the NCMOA exam and
also take the MOS (Microsoft Office Specialist) exams for MS Word and MS Excel Core levels.

September 19, 2008 — February 6, 2009
373 total hours
$3,583 (Tuition - $2,985 Books/Supplies/Certification Exams - $598)

Class meets on a varied schedule...please call to have a schedule sent to you!
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Call 753-3511 or 1-800-637-6508, ext. 4483 for

: Career Center more information! www.tricountyhightech.com
Your Choice for a Better Firture!




