
Medical Office Administration Competencies

The person named on the front of this certificate has met the following requirements:

Completed two semesters, a minimum of 84 hours of classroom instruction and earned a grade of a B or better. 

Completed a minimum of 50 hours of volunteer work.

Demonstrate an organized approach to achieving goals including identifying and prioritizing tasks and setting and following an effective schedule.


Establish, maintain, and utilize a physical system of organization, such as notebooks, files, calendars, folders, and checklists.


Identify, secure, evaluate, process, and/or store information needed to perform tasks or keep records.  (i.e. Take notes on class lectures.)


Select work-related information for a given purpose and communicate it to others orally or in writing


Demonstrate ability to work cooperatively with others as a member of a team, taking responsibility for accomplishing goals.


Identify ways to learn from others and help others learn job-related concepts and skills.


Identify and use effective approaches to working within a multicultural workforce, recognizing concerns of members of other ethnic and gender groups.


Identify sources of information and assistance, and how to access resources within a system.  (i.e. Uses a dictionary, a telephone book, or zip code directory.)


Identify safe work procedures and know how to report unsafe working conditions.


Demonstrate simple keyboarding skills to process letters and memorandums in the proper format.


Demonstrate ability to use a filing system or other ordered system.


Demonstrate use of common business machines to accomplish math functions.


Demonstrate basic computer skills and use of common software programs, including reading and interpreting written instructions.


Identify factors involved in making decisions, including goals, constrains, and consequences, in weighting alternatives.


Identify a problem, and utilize problem-solving strategies.


Demonstrate personal responsibility, creativity, and motivation in creating and modifying documents.

