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MICROSOFT® OFFICE® SPECIALIST – 
CERTIFICATE (MSOS.CERT)
Students completing this certificate are prepared to assume a variety of 
positions in an automated office setting. The program recognizes the 
increasingly important role of the personal computer in modern business and 
is designed to assist students in developing their skills in the use of graphing, 
personal management, project management, and electronic presentations.
The Microsoft® Office® Specialist program provides a framework for measuring 
student proficiency with Microsoft® Office® applications and prepares students 
for the industry recognized Microsoft® Exams for measuring an individual’s 
mastery of “Office®” applications. Students completing the program could 
be hired at entry-level positions such as secretaries, help desk technicians, 
administrative assistants, and stenographers.

Minimum credits: ........................................................... 33
Minimum cumulative GPA: ................................................ 2.0
Minimum grade in all courses: ............................................ 2.0
Minimum JCC credits: ...................................................... 12
MACRAO agreement: ....................................................... No

GENERAL EDUCATION REQUIREMENTS - (12 credits)
Take the following:
ENG 131 Writing Experience 
ENG 232 Technical & Business Writing
MTH 120 Beginning Algebra or higher 
Choose one of the following:
SPH 231 Communication Fundamentals
  or SPH 240 Interpersonal Communication

MICROSOFT® OFFICE® SPECIALIST CORE REQUIREMENTS - (21 credits)
Take the following:
CIS 101 Introduction to Computer Systems 
CIS 110 Beginning Keyboarding/Typing 
CIS 119 Microsoft® PowerPoint® 
CIS 120 Microsoft® Word® Comprehensive 
CIS 121 Microsoft® Excel® Comprehensive 
CIS 122 Microsoft® Access® Comprehensive
CIS 210 Office Administration Systems 

MICROSOFT® OFFICE® SPECIALIST – 
CONCENTRATION
These courses are part of the Microsoft® Certified Applications Specialist 
credential tests. Students who pass the “expert” Word® and Excel® exams 
and the “specialist” Access® and PowerPoint® exams will receive “Master” 
recognition from the Microsoft® Corporation. Other levels of Microsoft® 
Office® certification are available from Microsoft® as students begin passing 
exams. The successful completion of Microsoft® Office® sponsored exams 
are in addition to the successful completion of JCC’s courses for credit. For 
specific information on Microsoft® certification, students should talk with 
the program advisor. Students completing the program could be hired as 
administrative assistants, database administrators, and secretaries.

Minimum credits: ........................................................... 17
Minimum cumulative GPA: ................................................ 2.0

Minimum grade in all courses: ............................................ 2.0
Minimum JCC credits: ...................................................... 12
MACRAO agreement: ...................................................... No

REQUIRED COURSES - (17 credits)
Take the following:
CIS 101 Introduction to Computer Systems 
CIS 110 Beginning Keyboarding/Typing
CIS 119 Microsoft® PowerPoint
CIS 120 Microsoft® Word® Comprehensive 
CIS 121 Microsoft® Excel® Comprehensive 
CIS 122 Microsoft® Access® Comprehensive 

NETWORKING SPECIALIST – ASSOCIATE 
IN APPLIED SCIENCE (NESP.AAS)
Networking involves the hardware, software and communication channels 
necessary to allow computers to talk to each other. Many organizations 
now use computer networks and need networking specialists to maintain 
their networks. Several other occupations may utilize networking skills, such 
as office assistants, accountants, or managers. Students will study various 
components of computer hardware and networking. These courses prepare 
the student to take industry standard exams for both A+ and Network+ 
certifications. For specific information on these certifications, please talk 
to the instructors. Students who pass the appropriate related certification 
exams can also achieve the premier certifications of CompTIA Security+, 
Microsoft® Certified System Administrator (MCSA) and Certified Cisco Network 
Administrator (CCNA).

Minimum credits: ........................................................... 61
Minimum cumulative GPA: ................................................ 2.0
Minimum grade in all courses: ............................................ 2.0
Minimum JCC credits: ...................................................... 12
MACRAO agreement: ....................................................... No

GENERAL EDUCATION REQUIREMENTS - (20 credits)
ADO 1: Write clearly, concisely and intelligibly (3 credits)
Take the following:
ENG 131 Writing Experience 

ADO 2: Speak clearly, concisely and intelligibly (3 credits)
Choose one of the following:
SPH 231 Communication Fundamentals
SPH 240 Interpersonal Communication 

ADO 3: Demonstrate computational skills and mathematical reasoning
(3-5 credits)
Take the following:
MTH 120 Beginning Algebra or higher

ADO 4: Demonstrate scientific reasoning (4-5 credits)
Choose one of the following:
BIO 110 Introductory Biology
BIO 131 General Biology
BIO 132 Human Biology
BIO 155 Human Anatomy & Physiology
BIO 220 Microbiology
BIO 253 Human Anatomy & Physiology I
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