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Medical Administrative Assistant Certificate

1. Overview of program being proposed.

The Computer and Information Technology Department at San Bernardino Valley College proposes a new certificate in Medical Administrative Assistant. The primary goal of the new certificate is to train students to work specifically in a medical environment. The certificate will provide students the understanding and theoretical knowledge, training, and the skills necessary to work a medical environment. Students will acquire the skills in a computerized environment. The certificate is designed to prepare students for employment in the front office or reception area of various medical facilities, with a focus on a physician’s office. Students learn patient confidentiality, medical ethics, appointment management, filing and use of a computer for data entry and retrieval. The positions readily available for these individuals may include all general/secretarial positions in the medical field.  The positions transition into specialists in various capacities.

2. List of courses with catalog description.  Include units, the course, as well as, Certificate/Associate Degree.

CIT 010
BEGINNING KEYBOARDING 3 UNITS

PREREQUISITE: None.

LECTURE: 2 contact hours per week and LABORATORY: 3 contact hours per week.

This course focuses on the fundamentals of keyboarding including operation of a standard keyboard by touch. Instruction and practice in formatting a variety of personal and business documents, such as letters, reports, and tables. Use of speed and accuracy drills designed to develop a keyboarding speed of 30 words per minute for five minutes. This is a combined Part I and Part II course students can complete in one semester.

Associate Degree Applicable
CIT 031
BUSINESS ENGLISH 3 UNITS

PREREQUISITE: None.

LECTURE: 3 contact hours per week.

This course reviews the use of basic grammar, punctuation, capitalization and spelling. Emphasis is on grammar, vocabulary building for effective business communication, and writing common business letters and memos.

Associate Degree Applicable

CIT 048 
MEDICAL OFFICE PROCEDURES 3 UNITS

PREREQUISITE: CIT 010 or CIT 009.

DEPARTMENTAL ADVISORY: CIT 020.

LECTURE: 3 contact hours per week.

This course prepares students for employment as “front office” administrative medical assistants. Instruction is provided for both the traditional and technological medical environments. The course covers the medical environment and ethics. Students learn to input patient information, schedule appointments, handle billing, produce lists and reports, and handle insurance claims manually and electronically.

Associate Degree Applicable

CIT 100
INTRODUCTION TO PERSONAL COMPUTERS 3 UNITS

PREREQUISITE: None.

LECTURE: 3 contact hours per week.

A survey course for the use of software tools such as word processing, spreadsheets, graphics, presentation and database using Microsoft Office.

Associate Degree Applicable

Course credit transfers to CSU.

CIT 144
MEDICAL TERMINOLOGY 3 UNITS

PREREQUISITE: None.

DEPARTMENTAL ADVISORY: ENGL 015

LECTURE: 3 contact hours per week.

The course covers the origin, usage, spelling, pronunciation, and meaning of terminology used to describe the structures of the human body, as well as therapeutic and diagnostic procedures. It is a course for students who are interested in pursuing health occupations such as medical office occupations, nursing, radiological technology, and respiratory care. (Formerly CIT 044)

Associate Degree Applicable

Course credit transfers to CSU.

CIT 045
MEDICAL INSURANCE BILLING AND CODING  3 UNITS

PREREQUISITE: None.

DEPARTMENTAL ADVISORIES: CIT 010 and CIT 044.

LECTURE: 3 contact hours per week.

A comprehensive study of various types of health insurance programs including insurance benefits, patient cost, sharing coverage, insurance terminology, and the proper handling of insurance claims in medical and dental offices.

Associate Degree Applicable

SPAN 015
CONVERSATIONAL SPANISH I 3 UNITS

PREREQUISITE: None.

LECTURE: 3 contact hours per week.

In this course students will learn to develop conversational listening, comprehension and speaking skills in the Spanish language. The course is designed for students who wish to learn to communicate orally in Spanish for purposes of personal use or business.

Associate Degree Applicable
3. Provide a copy of the sequence of courses leading to a Certificate or Associates Degree.

	REQUIRED COURSES
	Units

	CIT010
	Beginning Keyboarding……………………………………………………………
	3

	CIT031
	Business English………………………………………………………………………
	3

	CIT048
	Medical Office Procedures…………………………………………………
	3

	CIT100
	Introduction to Personal Computers……………………………….
	3

	CIT144
	Medical Terminology……………………………………………………………


	3

	ELECTIVE - Choose from the list of RECOMMENDED COURSES

:
	3

	RECOMMENDED COURSES:
	Units

	CIT 045
	Medical Insurance Billing and Coding………………………….
	3

	SPAN 015
	Conversational Spanish I………………………………………………..
	3

	Total Units
	
	18


4. Labor Market information overview.

Overall Secretaries and administrative assistants held about 4.3 million jobs in 2008, ranking it among the largest occupations in the U.S. economy. The following tabulation shows the distribution of employment by secretarial specialty:

	Secretaries, except legal, medical, and executive
	2,020,000

	Executive secretaries and administrative assistants
	1,594,400

	Medical secretaries
	471,100

	Legal secretaries
	262,600


Job Outlook. Employment is projected to grow about as fast as the average. Secretaries and administrative assistants will have among the largest number of job openings due to growth and the need to replace workers who transfer to other occupations or leave this occupation. Opportunities should be best for applicants with extensive knowledge of computer software applications.

Employment Change. Employment of secretaries and administrative assistants is expected to increase by 11 percent, which is about as fast as the average for all occupations, between 2008 and 2018. Above average employment growth in the healthcare and social assistance industry should lead to much faster than the average growth for medical secretaries, while moderate growth in legal services is projected to lead to faster than average growth in employment of legal secretaries. A slower than average growth is expected for secretaries, except legal, medical, or executive, who account for about 46 percent of all secretaries and administrative assistants. Increasing office automation and organizational restructuring will continue to make secretaries and administrative assistants more productive in coming years. Computers, e-mail, scanners, and voice message systems will allow secretaries and administrative assistants to accomplish more in the same amount of time. The use of automated equipment is also changing the distribution of work in many offices. Developments in office technology are certain to continue. 

As paralegals and medical assistants assume more of the duties traditionally assigned to secretaries, offices will continue to replace the traditional arrangement of one secretary per manager with secretaries and administrative assistants who support the work of systems, departments, or units. This approach means that secretaries and administrative assistants will assume added responsibilities and will be seen as valuable members of a team.

Job Prospects. Job opportunities should be best for applicants with extensive knowledge of computer software applications, with experience as a secretary or administrative assistant, or with advanced communication and computer skills. 

Projections Data 

	Occupational Projections of Employment (also called "Outlook" or "Demand")
	


	Area
	Estimated Year-Projected Year
	Employment
	Employment Change
	Annual Avg Openings

	
	
	Estimated
	Projected
	Number
	Percent
	

	Riverside-San Bernardino-Ontario MSA
	2008 - 2018
	6,280
	7,670
	1,390
	22.1
	223


	Data for San Bernardino County are not available. Data for Riverside-San Bernardino-Ontario MSA has been substituted


State profile for this occupation: 

California employment concentrations and wages for this occupation are provided, with California being one of the highest concentrations of workers in this occupation.

	State 
	Employment 
	Hourly mean wage 
	Annual mean wage 
	Employment per thousand workers 

	California 
	76,290
	$14.89
	$30,980
	5.250


Industries with the highest levels of employment in this occupation: 

	Industry 
	Employment 
	Hourly mean wage 
	Annual mean wage 

	Offices of Physicians 
	176,040
	$14.64
	$30,450

	General Medical and Surgical Hospitals 
	116,200
	$15.16
	$31,530

	Offices of Dentists 
	73,250
	$17.11
	$35,580

	Offices of Other Health Practitioners 
	40,680
	$13.67
	$28,420

	Outpatient Care Centers 
	14,680
	$14.88
	$30,940


Occupational Employment and Wages, May 2009

Industries with the highest published employment and wages for this occupation are listed below.

	Industry 
	Employment 
	Hourly mean wage 
	Annual mean wage 

	Offices of Physicians 
	307,690
	$14.33
	$29,810

	General Medical and Surgical Hospitals 
	60,910
	$14.82
	$30,830

	Offices of Other Health Practitioners 
	53,850
	$12.74
	$26,490

	Outpatient Care Centers 
	24,330
	$14.34
	$29,830

	Colleges, Universities, and Professional Schools 
	5,560
	$14.83
	$30,850


Top paying industries for this occupation: 

	Industry 
	Employment 
	Hourly mean wage 
	Annual mean wage 

	Psychiatric and Substance Abuse Hospitals 
	540
	$22.32
	$46,430

	Offices of Dentists 
	2,310
	$17.27
	$35,920

	Scientific Research and Development Services 
	710
	$16.25
	$33,810

	Specialty (except Psychiatric and Substance Abuse) Hospitals 
	1,670
	$16.23
	$33,750

	Local Government (OES Designation) 
	2,700
	$15.34
	$31,900


As noted by the DOL (The Department of Labor Bureau of Labor Statistics Report) nearly one-third of the fastest growing occupations require an associate degree or a postsecondary vocational certificate.  

For the Riverside-San Bernardino-Ontario Metropolitan Area, EDD’s Labor Market Info Report projects an increase of 1,390 for an increase of 22.1%  with a median salary of $28,915 that requires a post-secondary vocational education.

Furthermore, the Inland Empire’s Quarterly Economic Report projects a 3.3% increase in Health Care Administrative Support & Info. The report further projects that as the general economy grows, this job sector will grow and expand by 3.1%. According to John Husing, “…two IE sector groups nearly matched CA’s growth, one being health care, which is one of the two sectors (health care and logistics), that must aggressively expand for the inland region to regain its prosperity.”

5. Advisory Committee information, dates and recommendations.

On August 16, 2010, faculty met with Mr. Herb Schultz, Regional Director for Health & Human Services in the Obama Administration, Mr. Eric Levine, IT Manager and Mr. David Young from Kaiser Permanente. It was noted that industry-wide migration to electronic medical records was incorporating medical billing and coding.  Since at that time there was no overall standard, Mr. Levine recommended that we provide students with the basic building blocks and methodology that will allow them to learn the various systems used by businesses in the medical field.  As a result of this meeting, we proposed to offer a Medical Records Coding and Billing course to our Advisory Committee. As a result of this recommendation, the department was able to create a new course and two new certificates. Our Advisory Committee meets annually, the most recent meeting being April, 29, 2011, where the committee approved the proposed certificates. 
The members of our Advisory Committee are:

Cory Brady, Web Master for SBVC 

Marche Haynes, Project Director for Project REACH
Mark Marcario, Mgr. Network Operations, Redlands Unified School District
Pamela Kempthorne, Coordinator, Career Development, SB City School District
Vicki Baylus, GIS/CISCO Student
Sam Yip, Information Systems Specialist, US Postal Service
Roger Tillman, Director of Technology
Timothy Diggs, Supervising Employment Services Specialist, TAD/ESP
Yvonne Pile, Account Manager, AT&T
Mollie Leonard, GIS/Cisco Student
Jeremy Powell, Assistant Mgr. Tech. Srvcs, County Superintendent of Schools
Lesley Dunn, Staffing Specialist, Kelly Services
Ron Hart, Senior Account Executive with Verizon Business
Linda Bray, Medical Administrative Assistant & Adjunct Instructor

Sally Clark, Medical Administrative. Office Manager, & Adjunct Instructor 
Dr. Eugene Albright, Riverside Obstetrics & Gynecology

Dr. Haragewen Kinde, Dean, Mathematics, Computer Info Tech. & Computer Science

Roger Powell, Chair, Computer Science/Computer Information Technology

Maha Al-Husseini, Associate Professor, CIT

Mona Jackson, Associate Professor, CIT

Dr. Reginald Metu, Associate Professor, CIT

Mary Lou Vasquez, Associate Professor, CIT

A survey comprised of five statements was sent to committee members and collected at the April 24, 2011 meeting.  The results were positive, and all agreed that this certificate is necessary. Three members, who were unable to attend the meeting, returned their responses via e-mail.  In addition, one member asked that anyone with such certificate be sent to her for placement. In addition, our medical advisors stated that any medical office will hire an individual with such a certificate.

EMPLOYMENT SURVEY

Question 1:

How would you rate the employability of an individual with a Certificate in Medical Administrative Assistant (course listing attached).  Would these skills make someone employable?  Circle your choice.

Not Employable
Maybe Employable
Definitely Employable

Question 2:

How employable would you rate an individual who has completed a course in Medical Office Procedures and Medical Terminology? Circle your choice.

Not Employable
Maybe Employable
Definitely 
Employable

Question 3:

How would you rate the employability of an individual with a Certificate in Medical Coding and Billing?  Would these skills make someone employable? Circle your choice.

Not Employable
Maybe Employable
Definitely Employable

Question 4:

How would you rate an individual with medical Insurance Billing and Coding proficiency? Circle your choice.

Not Employable
Maybe Employable
Definitely 
Employable

Question 5:

San Bernardino Valley College is proposing to offer two certificates, Medical Administrative Assistant and Medical Coding and Billing.  Do you see a need for such certificates? Circle your choice.

Not Employable
Maybe Employable
Definitely Employable

6. Are there other similar programs within Region IX which may be adversely impacted?
In Region 9 Chaffey College and Victor Valley College offer certificates similar to our proposed certificates under TOP Code 0514.20. The County’s Regional Occupational Training School offers the training; however, they are now charging a fee for each course.

7. Other information you would like to share.

The new course, CIT 045 Medical Insurance Billing and Coding and the Certificates were approved by the Curriculum Committee and final approval by the Board on January 13, 2011.

Submitted by:

​​​​​​​​​​​​​________________________________
