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* Office administration * Business law and ethics

* Microsoft Office Suite ¢ Economics

¢ Accounting/payroll * Entrepreneurship

* Human Resources * Promotion and communication strategies

Associate of Applied Science Degree (A.A.S.)



A SUCCESSFUL COMPANY RELIES ON THE PRINCIPLES
OF BUSINESS.

No office can operate without the skills of trained administrative staff. They are the
ones who stay on top of the day-to-day tasks and keep the business organized and
running. They are often viewed as the glue that holds the company together.

Administrative staff can be found in every organization. While you may think of these
individuals as the ones answering phones and greeting customers, they may also be
responsible for scheduling, maintaining documentation, accounts payable and
receivable, as well as marketing. Offices depend on individuals who not only have the
ability to do their job quickly and efficiently, but who also pick up tasks and step in
where needed.

Graduates go to work in positions such as bookkeepers, payroll clerks,
administrative assistants, accounts payable and receivable clerks, and human
resources representatives.

All types of businesses and organizations need support in the accounting,marketing,
human resources, and administrative offices to manage their everyday business. With
almost no limitations to the type of company you can work for, this is a field that should
continue to be in demand in the future.
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For more information about our graduation rates, the median debt of students who completed the program, and other important
information, please visit our website at: http://www.perrytech.edu/programs/disclosures/ Perry Technical Institute does not
discriminate on the basis of race, color, religion, national origin, age, ancestry, sex, veteran or military status, sexual orientation, or the
presence of any sensory, mental, or physical disability or the use of a trained guide dog or service animal by a person with a disability
inits programs and activities. The following person has been designated to handle inquiries regarding the nondiscrimination policies:
Title IX Coordinator | Perry Technical Institute | 2011 W. Washington Ave. | Yakima, WA 98903 | 509.453.0374 or 888.528.8586
titleix@perrytech.edu



