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BUSINESS ADMINISTRATION
Financial Aid  availab le for those w ho qualify.

LOCATION TIME DAYS TERM CLOCK HOURS FEE**

School of Career Educat ion , Main  Cam pus,
2100 E. Alessandro Blvd ., Riverside, CA 92508 8:00 a.m . - 4 :30 p.m . T-F* 20 w eeks 600 $9,400

Don F. Kenny Reg ional Learn ing  Center, Branch
Cam pus, 47-336 Oasis St reet , Ind io, CA 92201 8:00 a.m . - 4 :30 p.m . T-F* 20 w eeks 600 $9,400

*Prog ram  fee DOES NOT include enrollm ent  p rerequ isites, p rog ram  requ irem ents, test ing  fees, or requ ired  m aterials. 
*In ternsh ip  port ion  of the p rog ram  w ill t ake p lace Monday - Friday.  *Schedu le and  fees are sub ject  to change w ithout  not ice.

**Data based upon wages and  em ploym ent  averages for Secretaries, Except  Legal, 
Med ical, and  Execut ive in California: w w w.laborm arket info.edd .ca.gov. 

MEDIAN 2021 WAGES*

HOURLY ANNUALLY

CALIFORNIA $22.02 $45,805

INLAND EMPIRE $21.24 $44 ,167

W HERE W OULD I W ORK?
- Governm ent  includ ing  city, county, state, 

and  federal off ices
- Schools and  School Dist rict s
- Med ical and  Dental Off ices
- Legal Off ices

COURSE DESCRIPTION:

The Business Adm in ist rat ion  course is designed for 
persons in terested  in  w orking  in  a p rofessional business 
environm ent , w ith  an  em phasis in  Sm all Business 
Account ing  and  Payroll and  Business Com m unicat ions. 
The Business Adm in ist rat ion  course equ ips students w ith  
a variety of skills used  in  large and sm all businesses 
includ ing  p rofessional com m unicat ion , M icrosoft  Off ice, 
includ ing  Word , Excel, Pow erPoin t , and  Pub lisher, and    
Account ing  w ith  QuickBooks. An essent ial com ponent  of 
th is p rog ram  is a requ ired  business in ternsh ip  w here 
students p ract ice all skills learned in  an  actual off ice 
environm ent  to gain  hands-on  experience and netw ork 
w ith  p rofessionals. Th is p rog ram  prepares students w ith  
the skills necessary to successfu lly pass the Microsoft  
Off ice Specialist  (MOS) in  Microsoft  Word  and Excel.  

ADMISSION REQUIREMENTS:
- Off icial h igh  school or equ ivalen t  t ranscrip t .

- Successfu l com plet ion  of requ ired  assessm ent  test .

- Curren t  governm ent -issued photo ID.

- Social Security card  or righ t -to-w ork docum entat ion .

PROGRAM REQUIREMENTS:

- Main tain  a m in im um  76% g rade-poin t  average and a 93% 
at tendance rate.

- Com m unity site t rain ing  is a requ ired  com ponent  of th is 
p rog ram . Transportat ion  to and  f rom  site is at  the 
student 's expense.

- Access to com puter or lap top  w ith  W indow s Operat ing  
System  and Word /Excel 2016 or later.

INCLUDED IN THE COST OF PROGRAM FEES:

- Textbooks.

- In ternsh ip  included in  p rog ram .

- Microsoft  Off ice Specialist  cert if icat ion  Word  & Excel 
exam .


