
Course Description:

Designed to prepare students for entry-level administrative positions in healthcare
facilities. Students learn foundational medical front-office procedures, health
record management, patient scheduling, basic billing/coding concepts, and 24
hours of dedicated healthcare computer software training in Microsoft Outlook,
Word, and Excel.

Total Clock Hours: 59 Hours (Lecture: 25 Hours, Lab/Practical: 34 Hours)
Instructional Delivery: Online Google Classroom LMS
Prerequisites: High School Diploma or GED equivalent

WHAT YOU'LL LEARN

Medical office workflow and daily operations
Patient registration and appointment scheduling
Appointment management and patient support
Front-office and back-office responsibilities
Professional communication and customer service
Telephone etiquette and workplace professionalism
Medical terminology
Electronic Health Records (EHR)
Insurance basics
Confidentiality and HIPAA compliance

PRACTICAL, HANDS-ON TRAINING
Learn through realistic healthcare office scenarios and administrative exercises
that connect your skills to real-world medical office workflows.


