OAD 231: Office Applications

This course is designed to provide the student with a foundation in the use of computerized equipment and
application software as tools in the performance of a variety of office tasks through classroom instruction and lab
exercises. Emphasis is on the role of the office professional in the selection and application of appropriate
technology to the specific task or combination of tasks. Upon completion, the student should be able to

demonstrate proficiency in the selection of appropriate computerized tools to complete designated tasks.
Credits: 3

Lab Hours: 0
Lecture Hours: 3
Program: Office Administration
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