Digital and Social Media - Certificate of Achievement

DIGITAL AND SOCIAL
MEDIA - CERTIFICATE OF
ACHIEVEMENT

Plan Code: 3135

This program prepares students to use digital and social media
productively and gives students the framework for understanding and
evaluating new technology tools and platforms as they are developed.
Students learn the design and impact of digital and social media
technologies, the most updated criteria for evaluating social media
platforms and generating branding content, and social media etiquette
and ethics.

Program Student Learning Outcomes

 Evaluate social media platforms to determine suitability for a variety
of digital content.

Program Requirements

Code Number Course Title Units
REQUIRED COURSES

BCOM 15 Business Communications 8
BCOM 25 Digital and Social Media 3
BCOM 263 Customer Service 3
Total Units 9









Telecommuting Fundamentals - Certificate of Completion 1

TELECOMMUTING
FUNDAMENTALS -
CERTIFICATE OF COMPLETION

Plan Code: 6001

This program provides students with the fundamentals skills for
effectively working remotely.

Program Student Learning Outcomes

» Apply tools, methodologies, and etiquette to work remotely
effectively.

Program Requirements

Code Number Course Title Hours
REQUIRED COURSES

BCOM 660 Channels of Business Communication 18
BCOM 664 Business Telecommuting Fundamentals 54

Total Hours 72



BUSINESS DIGITAL
LITERACY - CERTIFICATE OF
ACCOMPLISHMENT

Plan Code: 4130

Progh@nfr Student LearnMdOutcomes



COMPUTER HARDWARE
TECHNICIAN - CERTIFICATE
OF COMPLETION

Plan Code: 6009

Students will learn the basic IT skills involved in computer systems setup,
repair, and management. Skills include component replacement of PC
systems, operating system installation and configuration, local area
network setup and operations, and basic office productivity software
operations.

Program Student Learning Outcomes

* Analyze common software and hardware problems on personal
computers.

» Distinguish and explain the introductory core computer and IT
concepts and technology that are used personally, in society, in
government, and business.

Program Requirements

Code Number Course Title Hours
REQUIRED COURSES

COSA 650 Intro to IT Concepts & Applications 72
COSN 605 Computer Hardware Fundamentals 72

Total Hours 144

Computer Hardware Technician - Certificate of Completion

1



OFFICE TECHNOLOGIES
— JOB SEARCH SKILLS -
CERTIFICATE OF COMPLETION

Plan Code: 6003

This program will certify that students have developed occupational
competence for obtaining desired positions in the workforce. This
certificate will serve to verify that students have undergone self-
evaluation, researched careers and companies, prepared required

Office Technologies — Job Search Skills - Certificate of Completion

1






OFFICE TECHNOLOGIES
— MICROSOFT EXCEL -
CERTIFICATE OF COMPLETION

Plan Code: 6005

Students will learn how to use Microsoft Excel for the PC and its editing,
formatting, language tools, functions, and arguments to create, format,
save, revise, and print various business and personal spreadsheets.
Students are required to complete the entire series of three courses

Office Technologies — Microsoft Excel - Certificate of Completion

1












