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MANAGEMENT,
ADMINISTRATION

The Receptionist Certificate prepares students for employment in entry-level office positions. Basic
computer skills and essential business as well as communication skills are emphasized.

The Business Technology Department offers the opportunity to advance by moving up the ladder from
the Receptionist Certificate to the Office Assistant Diploma to the Administrative Assistant Degree.
Progressively more advanced skills and highly marketable credentials will be obtained at each level.

r = Certificate Courses

10-106-116
Document Processing (3 credits)

10-106-151
Career Management | (1 credit)

10-106-125
WorkPlace Communications
(2 credits)

10-106-130
Integrated Computer Applications,
Beginning (4 credits)

10-801-195
Written Communications (3 credits)

A minimum grade of a“C”is required in all classes.

For more information:

www.nicoletcollege.edu
Email: inquire@nicoletcollege.edu
715-365-4451 or 800-544-3039, ext 4451

Nicolet College does not discriminate on the basis of race, color, national origin, gender, disability, or other applicable legislative
categories in its services, employment programs, and/or it educational programs and activities, including but not limited to
admissions, treatment, and access. Inquires and/or complaints

regarding discrimination matters should be addressed to:

Dan Groleau, Director of Human Resources — University Transfer Center - Room 216
Nicolet Area Technical College

PO Box 518, Rhinelander, WI 54501

715-365-4449



