Computer Applications

The Computer Applications program at Mission College has two areas of emphasis. The Office Administration area is designed to provide skills necessary for success in an office setting, from clerk to supervisor/manager. The Office Information System area is focused on computer application skills necessary to effectively use the computer to increase productivity (without working harder) in an office environment. Upon completion of courses in Computer Applications students will be able to:

· Classify software into appropriate categories (application, operating system, etc.);

· Design and publish WebPages; design and create databases, reports, forms and presentations;

· Analyze, assess, and produce a business document that is a solution to a given problem (reservation letter, report and budget);

· Demonstrate an increase in keyboarding speed and productivity;

· Apply computer skills with knowledge of application software (PowerPoint, Excel and Access) to create a professional business document;

· Demonstrate the ability to use a computer operating system (printing and file management);

· Design, predict, assess, estimate, classify a plan to manage a project (launching a new product and starting a company);

· Produce a professional business document from dictated material, and

· Demonstrate appropriate academic and professional use of the Internet.

Students will be assessed through exams and work that reflects their ability to design and publish webpages, produce professional business documents and use the Internet for business applications. 

