	Name of Degree/Diploma or Certificate
	Diploma in Office Systems Technology  - Office Assistant

	

	Coordinator 
Contact 
Information
	Name
	Jamie Clark
	

	
	Office
	Regency Campus, Lexington, KY
	

	
	Office Phone
	859-246-6651
	

	
	Email
	Jamie.Clark@kctcs.edu
	

	Assistant Dean 
Contact Information
	Name
	Jenny Jones
	

	
	Office
	Regency Campus, Room  115, Lexington, KY
	

	
	Office Phone
	859-246-6653
	

	
	Email
	Jenny.Jones@kctcs.edu
	

	Recommended 
Sequencing
	
	Courses
	Date Complete

	
	
Prior to Start*

	Students must be ready to enroll in college-level courses.
	

	
	First Year, Fall
	· OST 105 – Intro to Information Systems
· OST 108 Editing Skills for the Office Professional or ENG 101 Writing I
· OST 213 – Business Calculations for the Office Professional or MT 105 Business Mathematics
· OST 110 Document Formatting and Word Processing
	

	
	First Year, Spring
	· OST 160 Records and Database Management 
· OST 215 Office Procedures 
· OST 210 Advanced Word Processing 
· OST 240 Software Integration
	

	
	First Year, Summer
	
	

	
	Second Year, Fall
	· OST 235 Business Communications
· Electives ( 9 credit hours) – See List Below
	

	
	
	
	



Choose three courses (9 credit hours) from the following list:
	BAS 160	Introduction to Business
	BAS 120	Personal Finance
	ENG 102	Writing II
	OST 255	Introduction to Business Graphics
	OST 150	Transcription and Office Technology
	OST 108	Editing Skills for the Office Professional
	OST 272	Presentation Graphics
	OST 250	Advanced Desktop Publishing
	OST 295	Office Systems Technology Internship OR
	COE 199	Cooperative Education
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*The following ACT/COMPASS scores are required to complete the OST curriculum in two years:
	
	
	
	
	

	
	
	Math
	Reading
	Writing

	
	
	
	
	

	
	
	
	
	

	Office Systems Technology
	
	29
	69
	47

	Scores for all OST Programs except those listed below
	D
	
	
	

	
	
	25
	62
	32

	       Data Entry Operator
	C
	
	
	

	       Receptionist
	C
	
	
	



