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Business Information Worker(BIW)

Business Information Worker(BIW) Certificate of Achievement

The Business Information Worker (BIW) Certificate guides students toward successful employment in business and
government. The BIW certificate of achievement for office workers, developed in conjunction with local employers,
provides students with a broad range of entry-level office skills and applications which promote success in avariety
of office environments. With a solid foundation in Microsoft Windows and Office as well as strong digital and web
literacy skills, the Business Information Worker brings efficiency and productivity to the workplace. Completion

of the Business Information Worker pathway also brings indispensable critical thinking, problem solving, and
interpersonal skills to the workplace. Students who complete the certificate will be ready for the workforce and the
certificate provides a stepping stone to continue their education and complete an A.S. in Businessor an AS-T in
Business Administration.

Program Student Learning Outcomes
Upon completion of the program, student will be able to:

* demonstrate accurate text and data entry using a standard keyboard and/or numeric keypad at expected
entry-level occupation production rate.

* organize correspondence and locate business documents by applying the 12 alphabetic and numeric filing
rules.

* compose complex business letters, reports and employment applications choosing the appropriate delivery
means.

* demonstrate utilization of basic information systems and a variety of prevailing Microsoft Office applications
such as Microsoft Word, Microsoft Excel, and Microsoft Outlook.

* demonstrate proficiency in business communications and human relations/customer service.

Course # Title Units

Required Core Courses
BUS002........ Introductory Keyboarding .......cooouuiiiiiiiiii e 3
BUSQ03........ Intermediate Keyboarding . ... 3
BUSO13A...... WOrd for WINAOWS | ....oviii e 1.5
BUSO013B...... WOrd fOr WINAOWS 11 ..o 1.5
BUS Q15X ...... Occupational Work EXPENENCE . ....ooooiiii 1-8
or WEO15XX.. General Work EXDEIHENCE ......vw e 1-6
BUS028........ BUSINESS COMMUNICATION ittt 3
BUSO035........ Human Resources ManagemENT ......iiiie e 3
BUS 067 ........ Filing and Records Management ..o 2
casoo7........ COMPULET CONCEPTLS vttt 3
CIS008......... Microcomputer Operating ENVIrONMENT ........oooiiiiiiice e 1
ClS034........ Introduction to SPreadsheets ... 3
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For Gainful Employment information please visit:
https://www.westhill scollege.com/|emoore/degrees-and-certificates/gai nful -empl oyment/business-information-
worker-cert.php

Thisis arecommended sequence of courses for timely completion of this program. Please see your counselor to
formalize your personalized educational plan or for alternative planning.

SEMESTER 1 SEMESTER 2
CIS 007 . 3 BUSOO7 .o 2
CISO008 ... 1 BUSOOS ... 3
BUSO0Z ... 3 BUSOZ8 ... 3

BUSO13A & O13B.......ociiiiiiiiii e 3 BUSO35 .. 3



https://westhillscollege.com/lemoore/degrees-and-certificates/gainful-employment/business-information-worker-cert.php
https://westhillscollege.com/lemoore/degrees-and-certificates/gainful-employment/business-information-worker-cert.php
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WE-015XX or BUS-OI5XX. ... 1




