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Certificate of Proficiency — Level One

TEXAS SOUTHMOST COLLEGE
Health Care, Career and Technical Education Division

A certificate in Administrative Management prepares students for positions such as administrative assistants and office specialists in
every type of business and organization. It also prepares students to assume supervisory responsibilities.

FIRST SEMESTER CREDIT HOURS
ACNT 1303 INtroduction tO ACCOUNTING ....cviciieieeierieeie ettt sttt e s ea et st ses bbb sea s sesbe e s et asebesnssesssanas 3
BMGT 1325 OffiCe MANAZEMENT......ccireeireeteeereeseeire ettt eteeses e ses et et sseses e esssssteseseassenseesssesasesenesssensesesnsesasesensnes 3
POFT 1319 Records and Information ManagemeNt L......c.ccceeeeeeeseereserneesesseesss e s e s sesasess s sesssessssssssesensnes 3
SECOND SEMESTER

BIMGT 1301  SUPEIVISION..cititiiieieieeeieeieeitssestestestesessessessessessessessassessessessesseseessesessassassessassasessessessessessessessssessessessessens 3
HRPO 2301 Human Resource ManagemMeENt........cccoverererierienieeieiiesieiiee s e esee e e s eneeneeneeneeneseesee seesessessessessesnenes 3
MRKG 1311 PrinCiples Of Mark@ting.......ccceeeeeeirieirireeesieireees s stsseesseses e e esssesesesssessssstssesasesssassssssssssssssassssssnsssssesasens 3

TOTAL CREDIT HOURS FOR GRADUATION- 18

Please review the requirements listed on this page. This degree is active for six (6) years from the catalog year above. All students must comply
with Texas Success Initiative (TSI) requirements.
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