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SPRINGFIELD TECHNICAL COMMUNITY COLLEGE 

ACADEMIC AFFAIRS 

MAST Medical Assistant 

Cla~s/Lec Lab 
Course Number: MASTI62 l. Hours: 3 Hours: 0 Credits: 3 
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Dept.: 

Course Title: Medical Office Administration I Semester: Fall Year: :2014 ------------------------------------------- ----------

Course Description, Prerequisite, Corequisite: 
Cour5e description for MAST -162: This course is designed specifically to introduce the Medical Assistant to a wide variety of medical 
oftice administrative procedures, such as scheduling appointments, creating and maintaining medical records, performing office 
inventory, mailing and shipping, and routine maintenance of office equipment. Students will be introduced to office computer hardware 
and software; they will learn basic word processing and formatting techniques in order to create professional business communications. 
Students will also become proficient in the use of electronic healthcare records. Prerequisite: Demonstrated proficiency in keyboarding; 
completion of OFFS-1 00 or score of OFFS-110 on keyboard placement exam. Three lecture hours; 3 credits. 














