




GKHS_OS_Cert455	  
	  

Program	  of	  Study	  Sequence	  
	  

Community	  College	   Kishwaukee	  College	   High	  School	   Genoa-‐Kingston	  High	  School	  
	  

Program	  of	  Study:	  
Admin	  Asst/Secretarial	  Sci,Gen	  Office	  Systems	  Cert	  #	  455	  Office	  
Clerk	   CIP	  Code	   52	  -‐	  0401	  

Cluster	   Business	  Management	  and	  Administration	   Pathway	   Administrative	  Support	  
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CTE/Degree	  
Major	  Courses	  

English	   Mathematics	   Science	   Social	  Science	  
Other	  required	  

Courses/Recommende
d	  Electives	  

Work-‐Based	  
Learning	  

Opportunities	  

9	   Keyboarding	  and	  Formatting	  	  
1	  &	  2	  

English	  100	   Algebra	  I	   Intro	  to	  Science	   Geography	  I	  
	  

10	   Computer	  Applications	  
1	  &	  2	  

English	  200	   Geometry	   Biology	  	   American	  Government	  

Foreign	  Language	  	  Business	  Ed	  	  
	  
	  

11	   KEC	  Business	  and	  Information	  
Tech	  1	  KC	  Dual	  Credit	  for	  OS	  
125,	  OS	  133,	  OS	  135,	  OS	  136	  

Communication/English	  Elective	   Algebra	  II	   C	  Courses	  Required	  for	  
Graduation	  

American	  History	  
	  SE

CO
N

D
A

RY
	  

12	   EC	  Business	  and	  Information	  
Tech	  2	  KC	  Dual	  Credit	  for	  OS	  
270	  

Literature	  &	  	  
Composition	  

Courses	  Required	  for	  
Graduation	  

Courses	  Required	  for	  
Graduation	  

	  

Foreign	  Language	  	  	  Business	  Ed	  
Consumer	  Ed	  
Related	  Electives.	  
Skills	  USA	  (KEC)	  
	  

	  

13	  	  
(Fall)	  

OS	  101	  Beg	  Keybd,	  OS	  120	  
Business	  Filing,	  OS	  136	  
Presentation	  Graphics,	  OS	  
125	  MS	  Word	  

	   	   	   	   Skills	  USA	  
	  

13	  (Spring)	   OS	  103	  Int	  keybd,	  OS	  107	  
Employment	  Stratagies,	  OS	  
205	  Office	  Equipment,	  OS	  
elective	  

	   	   	   	   OS	  107	  Adv.	  MS	  Word,	  OS	  133	  OS	  
Excel,	  OS	  156	  MS	  Publisher,	  Skills	  
USA	  

14	  	  
(Fall)	  

	   	   	   	   	   	  

14	  (Spring)	   	   	   	   	   	   	  

	  

15	  	  
(Fall)	  

	   	   	   	   	  


