This information pertains to Dual Credit students.

OFFICE ADMINISTRATION

Office Administration courses equip you with the skills needed to excel in various office

careers, offering great pay, flexible hours, and a comfortable work environment. You'll gain
expertise in keyboarding, word processing, databases, spreadsheets, accounting, office
procedures, and business communications. As a Dual Credit student, you can complete all
Office Administration courses to earn your Office Administration Certificate and up to 28
credits towards your high school diploma. Alternatively, you can take a few courses to build

your skills and explore the field.
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QUESTIONS? Email dualcredit@northernlakescollege.ca
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