Medical Office Technology
Certificate - 32 credit hours

Purpose: With the medical industry’s climate changing almost daily, the demand
for office professionals trained in health care is growing. The MOT program
prepares students to become professionally dedicated to assisting in patient care
and proficient in a number of skills. The MOT professional transcribes dictation,
greets patients, schedules appointments, maintains medical records, bills patients
and insurance companies for office visits and treatments, and may assist
physicians with reports and articles. Office professionals in medicine have the
opportunity to work in a variety of settings. Medical office professionals are
necessary to the smooth operation of physician’s offices, clinics, and other health
care facilities.

Career Opportunities: Career options include: office manager, office assistant,
medical secretary, transcriptionist, coder/abstractor, unit secretary, patient
registration, receptionist, billing manager, billing clerk, or medical records clerk.

Program Educational Outcomes: Upon completion of the certificate curriculum in
the medical office technology program, the graduate is prepared to:

1. Demonstrate understanding of commonly used medical terms that are
encountered in physical exams, medical correspondence, x-ray and
pathological reports. Evaluate and perform medical office procedures
including specialties of medical transcription.

2. Take specialized clerical positions in medical administration, including

records management, billing, and insurance claims.

Utilize word processing and accounting applications.

4. Demonstrate professional conduct and interpersonal communication skills
with patients, health care professionals, and the public.

5. Qualify for medical office positions in clinics, hospitals, doctors’ offices, and
home health care facilities.
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Medical Office Technology
Certificate - 32 credit hours

Course # Course Title Credits
Semester 1
CPT112 Keyboarding and Document Formatting | 3
CPT140 Word Processing 3
ENG101 College Composition 3
FYE100 First Year Experience 1
MAT106 College Mathematics for Technologies or Higher 3
Level Mathematics
MDT125 Medical Terminology 3
Total 16
Semester 2
BUS205 Business Communications 3
MDT130 Medical Office Management 3
MDT133 Medical Documentation 3
MDT135 Clinical Office Procedures | & Lab 4
MDT221 Insurance Coding and Billing 3
Total 16




