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O f f i c e  A s s i s t a n t  C e r t i f i c a t e  

* I n t e g r a t e d  B a s i c  E d u c a t i o n  a n d  S k i l l s  

 

You will learn the skills employers 

need while earning college credit 

 

 Learn Microsoft Office Applications 
 

 Learn Keyboarding 
 

 Improve your reading and writing 

skills 
 

 Gain strong communication skills 
 

Eligible students are: 

ESL Level 5 or 6 and ABE Level 3 or 4 

B e g i n s  S p r i n g  2 0 1 2  

This 2 quarter program combines Job 

Skills Training with ABE and ESL clas ses 
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