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Program Background and Goal 

The mission of the Office Administration Technology program is to prepare 
individuals to enter and progress in office administration careers in a variety of fields, 
with appropriate skills to administer office tasks, including records management, 
reception, scheduling, word processing, computer data-entry, management reports, 
desktop publishing,  and paraprofessional support. 

 
Curriculum Design 

This program is based on curriculum approved by the Program Advisory 
Committee for the Office Administration Technology program.  The program awards 
a 72-hour associate degree in applied technology that includes 21-hours of general 
education and emphases available in information/word processing, legal secretary, 
medical secretary, graphic communications, and computer applications.  The program 
also offers a 39-hour certificate in office administration, a 21-hour specialized 
training certificate in automated office applications, and a 39-hour certificate in 
paraprofessional office administration. 

 
Occupational Demand 

According to occupational statistics provided by the Alabama State Department of 
Industrial Relations, the Montgomery metropolitan area will need 405 additional 
secretaries, office administrators, and paraprofessional administrators annually over 
the next ten years.  The state forecasts a need for 3,140 additional secretaries, office 
administrators, and paraprofessional administrators annually statewide over the next 
ten years. 

 
Assigned Faculty 

The instructors assigned to this program are Helen Chambry-Johnson, Vernon, 
John James, and Melissa Pritchett. 

 
Operating Costs 

Operating cost for this program in the fiscal year 2003-2004 was $409,745, an 
increase of $144,447 over the previous year. 

 
Viability 

The program currently enrolls 200 students, an increase of 27 students over the 
prior year. With 39 graduates in 2003-04, an increase of 13 students over the prior 
year, the completion rate was 100%, a gain of 29 percentage points over the prior 
year.  The placement rate was 91%, an 11-percentage point gain over the prior year. 



 
Findings 

The Program Review Committee found that the Office Administration program is 
a viable program with growing enrollments, qualified instructors, a strong curriculum 
and high completion and placement rates.  The faculty expressed a concern over the 
complications of advising for the program, with options in a number of areas that 
splinters class loads in the final two semesters of the degree: medical office, legal 
office, transcriptionist options, etc.  The Program Review Committee, with the 
faculty’s concurrence, recommended that the Office Technology program be 
simplified to one degree with no options. 

 
Conclusions and Recommendations 

The Program Review Committee recommends that the college continue the 
program for the next five years with the simplification of the degree into an option 
less offering being the only change recommended.  

 


