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Academic Programs

occupational technology (occ)
(continued from previous page)

� Enough elective credits must be taken to ensure a total of 60 credits for the program.
� Two (2) credits per year will be granted for each year of successful full-time teaching under contract at

an accredited vocational-technical high school.  Up to three (3) credits may be granted for business
experience (private, public, or non-profit) including experience in management, employee relations,
and/or government regulations, taxes, and requirements.  The total for these life experiences shall not
exceed six (6) credits.  To be granted these credits, applicants must submit a portfolio including proof
of employment, performance reviews, letters of administrative support, and a narrative describing the
applicant’s business experience that will be reviewed by the program coordinator, the Division Dean,
and the Admission office.

ProgrAm coordinAtor
Dr. Peter Rosnick, Office: E123A, (413) 775-1441, email: rosnick@gcc.mass.edu

office management (omn)

the degree: Associate of Science

the ProgrAm: develops skills needed to manage an office setting. You may choose electives to
develop a curriculum that meets your own career goals.

your next steP: manage an office in a small to medium size organization. 

required courses credits
ACC 121 Principles of Financial Accounting I ......................................................................................................................................4
ACC 122 Principles of Financial Accounting II ....................................................................................................................................4
BUS 105 Personal Financial Literacy ..........................................................................................................................................................3
BUS 111 The Contemporary Business World......................................................................................................................................3
BUS 123 Business Communications ..........................................................................................................................................................3
BUS 203 Human Resources Management

or BUS 205 Principles of Management............................................................................................................................................3
CIS 140 Microcomputer Software Tools I ..............................................................................................................................................3
CIS 141 Microcomputer Software Tools II..............................................................................................................................................3
CIS 145 Relational Database Design and Application ....................................................................................................................3
ENG 101, 103, or 105 English Composition I ......................................................................................................................................3
ENG 112, 114, or 116 English Composition II ....................................................................................................................................3
Any course with the prefix PCS (Personal Communication Skills)..........................................................................................3
Program Elective (any course with the prefix ACC, ADM, BUS, CIS, or ECO) ............................................................12
Liberal Arts Electives ........................................................................................................................................................................................12

totAl  62

ProgrAm coordinAtor 
Dr. Thomas R. Simmons, Office: E132F, (413) 775-1482, email: simmonst@gcc.mass.edu


