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Can’t stay?

Please contact our Office
Technology Instructor:

Judy Leonha
jleonhar@ocmboces.org

315-453-4642

Hope to see you next semeste
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in its programs and activities. Inquiries @
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Facts you need to know

mhhq*mmmnol.lﬁm Requirements for
ndividual Concentration Areas

Program Description

All students entering the Office Techn
program must successfully comple
General Business Education curricu
addition to their individual certificate
requirements.

Office Support Specialist

MS Word 2007-Course 2, MS Power-
Point 2007, Business Simulation 2, min.
grade of 90% in all computer classes

e Business Protocols E : Executive Secretarial

. S Word 2007-Course 2, MS Excel-
urse 2, MS PowerPoint 2007,
achine Transcription, Business
imulation 2, min. keyboarding speed of
55 wpm (w/ no more than 5 errors)

e Keyboarding

e  MS Windows XP

¢ Business Simulation 1

s  MS Word 2007—Course 1
e MS Access 2007

e  MS Excel 2007—Course 1 3
,a—am:mm:&?o Assistant

‘Word 2007-Course 2, MS Excel
2007—Course 2, MS PowerPoint 2007,
Aachine Transcription, Business Simula-
tion 2, min. keyboarding speed of 55
‘wpm (w/ no more than 5 errors), 95%
‘min. attendance, min. grade of 90% in
.Eammu English, min. 2 years prior office
work experience

Hours of Operation
Monday through Friday
8:00am to 3:00pm

Career Training Center
4500 Crown Road
Liverpool, New York 13090

Free parking provided for all students.



