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The Administrative Assistant Certificate (ADAC) program is a 1098hour online program designed for
students who have little or no prior business education or experience and is suitable for a wide range of
students including recent high school graduates, career changers, as well as mature students wishing to
upgrade their business technology skillsThe program includes a comprehensive set of courses designed to
prepare graduates for a wide range of employment opportunities in private, corporate and government
business offices.

Students in this program will lean business communications; administrative office procedures; business
math; accounting, including payroll and computerized accounting; word processing, spreadsheet, database,
presentation, and desktop publishing; and effective job search techniques.

Graduates from the ADAC program can receive courgsjuivalency credits for Business Administration
BUAD 111 and BUAD 12&udents who have completed BUAD 111 and BUAD 128 can apply for course
equivalency in their ADAC coursework.

Online students maytake up to three years to complete the certificate.

Be advised that you cannot start new courses in December or Auglecause of
holiday breaks

Course Fees$5,294.08*

Texts: $741.30*

*Costs are estimatedand subject to changeClasses are paid for as you register for
them.

Cost You may be able to find used textbook&therwise, required texts are available for
purchaseonline from the bookstore.
Online classes are not eligible foBCstudent loans If you are taking courses from
outside of BC check with your province’student funding agency
X Administrative X Accounting Clerk X Receptionist
| Assistant X Real Estate Assistant x Payroll Clerk
Oi?gr?gr?t?en; ) X Accounts _ X Financial Services x Government
: Payable/Receivable Clerk Clerk
Clerk

90 percent of recent ADAC graduates are working in business offices through
the Okanagan and in their local communities. Completing the required practicum

Post-Graduation allows you to gain experience and forge relationships with potential future

Expectations:
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https://campusstores.okanagan.bc.ca/
https://www.workbc.ca/career-profiles/administrative-assistants
www.payroll.ca
www.cibcb.com
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x International Association of Administrative Professionals (IAAP)

certification —www.iaap-hg.org

Business Administration Diploma (2 years) oBBA (4 years)

x B.C. Secondary school graduatioler equivalent, or 19 years of age and ol
of secondary school for at least oneear as of the first day of classes.

x English 11 (or alternatives) with a minimum grade of 50% or a minimum
score of 70% on an Okanagan College Office Administration English
entrance test.

Required Courses:
Course Name and Number | Weeks | PLAAvailable *

x

—

Admission
Requirements:

OADM 167 -
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www.iaap-hq.org
https://www.bctransferguide.ca/#/
https://www.okanagan.bc.ca/administrative-assistant-certificate#schedule
mailto:oadm@okanagan.bc.ca
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If you have been enrolled as a student, you should have access to the OADM
Program Hub on Moodle. This hulsontains many useful links and has stepy-step

course registration instructions for distance education delivery If you don’t have

access, please contact oadm@okanagan.bc.ca
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