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Office Administration Certificate
Pathway: Office administration
Student: Click or tap here to enter text.		Advisor: Click or tap here to enter text.

About the certificate
Who should earn this certificate? Students who are looking for the knowledge and skills to work as an office clerk, administrative assistant, information and records clerk, executive secretary or front office manager in business or government. 
Other options: Other degrees and certificates that lead to business or government jobs include accounting, finance, hospitality and tourism management, and retail business management. If you’d like to study business management in more depth, WCC offers transfer and non-transfer associate’s degrees in business, as well as a Bachelor of Applied Science degree in Applied Business Management.  
Transferring: This certificate’s courses may apply toward WCC’s (non-transfer) Associate of Applied Science-Business Administration degree. The certificate is not designed for transfer to a university. 
An important reminder
You are responsible for understanding and fulfilling all graduation requirements.


Academic year: 2025-26			rev. 4.18.25
Action items
☐	Complete your English placement.
☐	Complete your math placement.
☐	Have official transcripts sent from previous colleges (includes AP/IB/CLEP score reports).
☐	Submit a request for an official evaluation of prior credits.
☐	Join the Business Area of Study. Choose your specific pathway by the end of 30 credits.
☐	Make a plan that includes all the courses you'll take to complete your certificate.
☐	Participate in career explorations such as an interest assessment, job shadowing or internship.
☐	Submit your graduation application at the beginning of your second-to-last quarter.

General graduation requirements
☐	25 or more 100- and 200-level credits from Whatcom.
☐	Minimum overall 2.0 GPA in courses applied to this certificate.
Advisor notes
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2025-26 Office Administration Certificate Courses (45 credits)
Core Requirements: 33-37 credits.
	Course Type
	Course #
	Course Title
	Quarter
	Credits

	Core
	Course #	Choose from accounting options	Quarter	3-5
	Core
	ACCT 130
	QuickBooks
	Quarter	3

	Core
	BTEC 101
	Intro to business computing
	Quarter	5

	Core
	BTEC 104
	Advanced keyboarding and MS Outlook
	Quarter	3

	Core
	BTEC 121
	Word processing I
	Quarter	3

	Core
	Course #	Choose from business technology options	Quarter	3-5
	Core
	OFFAD 105
	Records management
	Quarter	3

	Core
	OFFAD 150
	Office procedures
	Quarter	5

	Core
	OFFAD 160
	Office management
	Quarter	5





Accounting options:
ACCT 100 Intro to Accounting
ACCT& 201 Principles of Accounting I
Business technology options:
BTEC 122 Business document design
BTEC 161 Database management I
BTEC 181 Intro to Presentation Software


General Education: 11-15 credits.
	Course Type
	Course #
	Course Title
	Quarter
	Credits

	Composition
	Course #	Choose from composition options	Quarter	3-5
	Computation
	Course #	Choose from computation options	Quarter	5

	Communication
	Course #	Choose from communication options	Quarter	3-5


Composition options:
ENGL& 101 English Composition I
BUS 140 Business research and communication

Computation options:
BUS 100 Business math
Other computation (see WCC catalog webpage for computation course list)
Communication options:
CMST& 230 Small group communication
CMST 245 Intro to organizational comm
BUS 170 Customer service for professionals

Internship: 1-5 credits. Take one or both of these courses.
	Course Type
	Course #
	Course Title
	Quarter
	Credits

	Internship prep
	CO-OP 180	Preparing for career work experience	Quarter	1-2
	Internship
	OFFAD 190	Office administration internship	Quarter	1-5
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