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Federal Financial Aid available for those who qualify.

LOCATION TIME DAYS TERM CLOCK HOURS FEE*
School of Career Education Main Campus, 
2100 E. Alessandro Blvd., Riverside, CA 92508 8:00 a.m. – 4:30 p.m. T-F 24 weeks 680 $9,200

Don F. Kenny Regional Learning Center, Branch 
Campus, 47-336 Oasis Street, Indio, CA 92201 8:00 a.m. – 4:30 p.m. T-F 24 weeks 680 $9,200

*Program fee DOES NOT include enrollment prerequisites, program requirements, testing fees, or required materials. *Schedules and fees are subject to change 
without notice.  Taking this course does not guarantee a job.

Where would I work?

 

Course Description:

keyboarding, formatting, communications, word processing, spreadsheets, databases, and computerized accounting 

organization, and multi-task with ease. An essential component of this program is a required business internship 

in Microsoft Word and Excel. Graduates of this program may go on to enjoy careers as secretaries, receptionists, 
executive assistants, administrative assistants, data entry operators and much more.
Admission Requirements:

Social security card or right to work documentation.

Program Requirements:
Maintain a minimum 76% grade-point average and a 93% attendance rate.
Basic keyboarding and computer skills to facilitate learning of software.
Internship included in program.
Fingerprinting and background check may be required.

Included in the Cost of Program Fees:
Textbooks.

MEDIAN 2020 WAGES*
Hourly Annually

California $18.26 $37,989
Inland Empire $17.70 $36,812


