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1.
JUSTIFICATION
1.1 Mandated Adult Education Course

1.2
Department 06:   Short-Term Vocational

1.2 This course allows students to acquire the skills necessary to become employed in an entry-level medical front office position. Students will learn and understand medical billing software. Students will increase their knowledge as it relates to medical terms, office skills, and the critical elements of communication in the medical field.

1.3 Students will be able to search the internet for job opportunities in the medical field.  They will learn how to create a resume that includes the experience and training they have received throughout the course.

2.
DESCRIPTION
This one-semester course is designed to prepare students for a role in the field of a medical front office assistant. The class will provide students with skills in medical billing communications, customer support, data entry and other related computer skills. Participants will learn billing and collections systems, medical record procedures, interpersonal skills, and the importance of confidentiality policies.  Students will learn to use resources available on the web to search for career opportunities.  They will create a resume and cover letter.  They will learn about the basic skills necessary for entry- level employment in the medical office environment.  

2.1 This is a 48-54 hour course.

2.2 Students may earn five elective credits per semester

3.
PREREQUISITES / STUDENTS
3.1 Open to any student who:

a. Successfully completed a keyboarding or word processing course with a “C” or better.

b. Meets the placement level requirement for the Vocational Program

3.2 This course may be repeated once for a maximum of 10 credits possible.

	

	ESLR’s

	

	· Acquire & Apply learner skills – A

	· Communicate effectively – D

	· Use higher level thinking skills – T

	· Work collaboratively & independently – W

	· Utilize a variety of resources, including technology – R



4.
GOALS

The students will be able to:

4.1 Demonstrate the ability to provide customer support. A, D, W
4.2 Develop communication and confidentiality skills. A, D, T
4.3 Acquire the knowledge for a career in a medical office. W, R, A
4.4 Identify and correctly use medical terms and procedures. A, W, R
4.5 Assemble and electronically file standard forms and reports. A, T, W
4.6 Gain job search and research skills related to the medical field. A, T, R
4.7 Create a resume and cover letter W, R, A
5.
OBJECTIVES

The students will demonstrate acceptable performance by:

5.1 Defining medical terminology in written and spoken communications.

5.2 Proper handling of patient email and phone calls

5.3 Demonstrating proper communication skills.

5.4 Demonstrating computer skills necessary in the medical office.

5.5 Ability to operate fax, printers, and other office machines.

5.6 Increase knowledge of medical policies related but not limited to: patient confidentiality, request for orders, directing calls, handling billing questions, computer software skills, and electronic filing.

5.7 Developing proper letter writing techniques while creating medical reports.

5.8 Creating a resume and cover letter

6.
ACTIVITIES
6.1 Teacher will direct lecture and discussions.

6.2 Teacher demonstration.

6.3 Hands on computer experience.

6.4 Worksheets

6.5 Notebooks

6.6 Observations

6.7 Pre and Post Tests

7.
EVALUATION
7.1 Tests, Documents Generation and Teacher review

7.2 Teacher Observation

7.3 Classroom discussions

7.4 Mid term and final exams

8.
COURSE DESCRIPTION / STUDENTS
The Medical Office Technician course is designed to prepare students for a role in the field of a medical office assistant. This class will provide students with skills in telephone techniques, electronic filing, communications, customer support, data entry and other computer software skills. Participants will learn billing and collections systems, medical record procedures, interpersonal skills, and the importance of confidentiality policies.  Students will be able to use the internet to research a career in the medical field.  They will be able to create a resume and cover letter to apply for an entry-level position.  

