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Medical Office Administration 
Associates Degree, Diploma and 

Certificate 

 
Program Offerings 

• Medical Office Administration – Certificate   
• Medical Office Administration – Billing & Coding – Certificate  
• Medical Office Administration – Diploma  
• Medical Office Administration – Associates of Applied Science  
• Medical Office Administration – Billing & Coding – Associate of Applied Science  

 
Program Outcomes 

The Medical Office Administration curriculum prepares individuals for employment as medical 
administrative personnel in the areas of medical office, medical billing and coding, dental office, patient 
services, and medical documents. Course work includes medical terminology, computer applications, 
medical office management, medical coding, medical insurance and billing, medical legal and ethical 
issues, oral and written communication, and other topics depending on the subject area selected within 
this curriculum. Graduates should qualify for employment opportunities in a variety of medical office 
positions in medical and dental offices, hospitals, insurance companies, laboratories, medical supply 
companies, and other healthcare related organizations. Upon graduation, students may be eligible to sit 
for industry recognized certification exams. 

Mission: 

The Medical Office Administration program at Caldwell Community College and Technical 
Institute is committed to empowering students with the knowledge, skills, and ethical values 
necessary to excel in dynamic healthcare environments. By providing comprehensive education 
and hands-on training, we prepare graduates to assume essential administrative roles, 
contributing to efficient and patient-centered healthcare delivery. 

Goals: 

• Develop highly skilled professionals: Equip students with the technical proficiency 
and interpersonal skills required for success in diverse medical office settings. 

• Foster critical thinking and problem-solving: Cultivate students' ability to analyze 
complex healthcare information and make informed decisions. 

• Promote ethical and legal compliance: Instill a strong foundation in medical ethics, 
privacy regulations (HIPAA), and legal frameworks governing healthcare operations. 

• Enhance employability: Prepare graduates for immediate entry into the workforce 
through relevant coursework, internships, and career placement assistance. 

• Cultivate lifelong learning: Encourage students to pursue continuing education and 
professional development to advance their careers. 

ADMISSION 
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• Build strong community partnerships: Collaborate with local healthcare 
organizations to provide relevant industry experience and create employment 
opportunities for graduates.  

By achieving these goals, the Medical Office Administration program will contribute to the 
advancement of healthcare delivery in the community and the professional growth of our 
students. 

This curriculum prepares individuals for employment in medical and other healthcare related offices. 

 

Course work in Medical Office Administration includes the following: 

• medical terminology 
• information systems 
• office management 
• medical coding, billing and insurance 
• legal and ethical issues 
• formatting and word processing 
• processing 

• compiling 
• recording 
• maintaining medical records 
• utilizing office equipment and software 
• medical law and ethics 
• billing and coding 
• electronic health records 

 

Students will learn administrative and support functions and develop skills applicable in medical 
environments. 

 

Occupational Outlook 
Employment opportunities are available in: 

• medical and dental offices 
• hospitals 
• insurance companies 

• laboratories 
• medical supply companies 

 

Admission Steps 

□ Complete CCC&TI admissions application online at cccti.edu  

□ Submit official high school/GED/AHS transcripts and college transcripts  

□ Complete FASFA online at www.studentaid.gov 

□ Meet with advisor to register for classes 

□ Pay for classes and purchase books from bookstore 
 

 
 
 

https://studentaid.gov/resources/prepare-for-college
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Important Contact Information 
Admissions  
Contact Sara Greene, Admissions Specialist, at 828.726.2706 or sfgreene@cccti.edu for more 
information and how to complete the enrollment and registration process.  
Financial Aid 
Contact Financial Aid at 828.726.2713 as soon as possible to inquire and complete your FAFSA. 
Check your CCC&TI student email frequently to monitor your Financial Aid status. 
Program Director 
Contact Brooke Elder, Director of Medical Office Administration & Office Management, at 
828.726.2360 or email belder@cccti.edu.  

 

Accreditation 
Caldwell Community College and Technical Institute (CCC&TI) is accredited by the Southern 
Association of Colleges and Schools Commission on Colleges (SACSCOC) to award associate 
degrees. CCC&Tl may also offer credentials, such as certificates and diplomas, at approved degree 
levels. Questions about the accreditation of CCC&TI may be directed in writing to the Southern 
Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA 
30033-409 7, by calling (404) 679 -4500, or by using information available on SACSCOC's website, 
www.sacscoc.org.  

 

 

 

Fall Semester I 

ACA 122 Transfer and Career 
Success F/S/SS   1 Credit 

CIS 110 Intro to Computers F/S/SS  3 Credits 

MAT 110 Mathematical 
Measurement and Literacy F/S/SS   3 Credits 

OST  148 Medical Insurance & Billing Fall Only   3 Credits 

OST  161 Medical Office Procedures Fall Only   3 Credits 

       Total  13 Credits 

PROGRAM OFFERINGS – Medical Office Administration Degree 
Program (A25310M) 

mailto:sfgreene@cccti.edu
mailto:belder@cccti.edu
http://www.sacscoc.org/
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Spring Semester I 

ENG 111 Writing and Inquiry F/S/SS   3 credits 

MED 121  Medical Terminology I F/S/SS 1st 8 weeks  3 Credits 

MED 122 Medical Terminology II F/S 
2nd 8 weeks 

Prerequisite: 
MED 121 

3 credits 

OST  136 Word Processing  
(Offered 1st 8 weeks) Spring Only   3 Credits 

OST  284 Emerging Technologies Spring Only  2 Credits 

        Total 14 Credits 

Summer Semester I 

COM 120 Into to Interpersonal 
Communications F/S/SS   3 credits 

*Student 
Choice*   Humanities/Fine Arts 

Elective  F/S/SS   3 credits 

*Student 
Choice*   Social Science Elective F/S/SS   3 credits 

        Total 9 Credits 

Fall Semester II 

MKT 223 Customer Service Fall Only  3 credits 

OST  149 Medical Legal Issues F/S   3 credits 

OST  153 Office Finance Solutions Fall Only 

Prerequisite: 
take one of the 
following: CIS 

110, CIS 111 or 
OST 137 

3 credits 

OST 182 Office 
Management/Leadership Fall Only  3 credits 

OST  280 Electronic Health Records Fall Only  3 credits 

        Total 15 credits 
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Spring Semester II 

OST 164 Office Editing Spring Only   3 credits 

OST   263 Healthcare Customer 
Relations Spring Only  3 credits 

OST  286 Professional Development Spring Only    3 credits 

OST 288 Medical Office Admins 
Capstone Spring Only Perquisite: OST 

148 or HMT 210 3 credits 

WBL 111 Work-Based Learning F/S   1 credit 

        Total 13 credits 

Total credit hours: 64 
 

 

 
 

Fall Semester I 

ACA 122 Transfer and Career Success F/S/SS   1 Credit 

CIS 110 Intro to Computers F/S/SS  3 Credits 

MED 121 Medical Terminology I (1st 8 weeks) F/S/SS   3 Credits 

MED 122 Medical Terminology II (2nd 8 weeks) F/S Prerequisite: 
MED 121 3 credits 

OST  148 Medical Insurance & Billing Fall Only   3 Credits 

OST  161 Medical Office Procedures Fall Only   3 Credits 

       Total  16 
Credits 

Spring Semester I 

ENG 111 Writing and Inquiry F/S/SS   3 credits 

MAT 110 Mathematical Measurement and Literacy F/S/SS   3 credits 

PROGRAM OFFERINGS – Medical Office Administration 
Medical Coding & Billing Degree Program (A25310B) 
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OST  136 Word Processing (Offered 1st 8 weeks) Spring Only   3 Credits 

OST 263 Health Care Customer Relations Spring Only  3 Credits 

OAT 284 Emerging Technologies Spring Only  2 Credits 

        Total 14 
Credits 

Summer Semester I 

COM 120 Intro to Interpersonal Communications F/S/SS  3 credits 

*Student 
Choice*   Humanities/Fine Arts Elective  F/S/SS   3 credits 

*Student 
Choice*   Social Science Elective F/S/SS   3 credits 

        Total 9 Credits 

Fall Semester II 

OST 149 Medical Legal Issues Fall Only  3 credits 

OST  182 Office Management/Leadership Fall Only  3 credits 

OST 247 Procedure Coding Fall Only Prerequisite: 
MED 121 3 credits 

OST  248 Diagnostic Coding Fall Only Prerequisite: 
MED 121 3 credits 

OST  280 Electronic Health Records Fall Only  3 credits 

        Total 15 
credits 

Spring Semester II 

OST 164 Office Editing Spring Only   3 credits 
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OST   249 Med Coding Certification Prep Spring Only 
Prerequisite: 
OST 247 and 

OST 248 
3 credits 

OST 264 Medical Auditing Spring Only 
Prerequisite: 
OST 247 and 

OST 248 
3 credits 

OST  286 Professional Development Spring Only    3 credits 

WBL 111 Work-Based Learning F/S   1 credit 

        Total 13 
credits 

Total credit hours: 64 
 

 

 

Fall Semester I 
ACA 115 Success & Study Skills F/S/SS   1 Credit 

OST  137 Office Applications Fall Only   3 Credits 

OST  148 Medical Insurance & 
Billing Fall Only   3 Credits 

OST  149 Medical Legal Issues Fall Only   3 credits 

OST  161 Medical Office Procedures Fall Only   3 Credits 

       Total  13 Credits 

Spring Semester I 

MED 121 Medical Terminology I F/S/SS 1st 8 weeks  3 Credits 

MED 122 Medical Terminology II F/S 
2nd 8 weeks 

Prerequisite: 
MED 121 

3 credits 

MED 232 Medical Insurance Coding Spring Only   2 credits 

OST 164 Office Editing Spring Only   3 credits 

PROGRAM OFFERINGS – Medical Office Administration 
Diploma Program (D25310) 
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OST   263 Healthcare Customer 
Relations Spring Only  3 credits 

OST  286 Professional Development Spring Only    3 credits 

        Total 17 Credits 

Summer Semester I 

COM 120 Into to Interpersonal 
Communications F/S/SS   3 credits 

ENG 111 Writing and Inquiry F/S/SS   3 credits 

        Total 6 Credits 

Total credit hours: 36 
 

 

 

 

Fall Semester I 

OST 148 Medical Insurance & Billing Fall Only  3 credits 

OST  149 Medical Legal Issues Fall Only   3 credits 

OST  161 Medical Office Procedures Fall Only   3 credits 

        Total 9 

Spring Semester I 

MED 121 Medical Terminology I F/S/SS 1st 8 weeks  3 credits 

MED 122 Medical Terminology II F/S 
2nd 8 weeks 

Prerequisite: 
MED 121 

3 credits 

OST   263 Healthcare Customer Relations Spring Only  3 credits 

        Total 9 
Total Hours: 18 

 

 

PROGRAM OFFERINGS – Medical Office Administration  
Certificate Program (C25310) 
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Fall Semester I 

MED 121 Medical Terminology I F/S/SS 1st 8 weeks  3 credits 

MED 122 Medical Terminology II F/S 
2nd 8 weeks 

Prerequisite: 
MED 121  

3 credits 

OST  247 Procedure Coding Fall Only   3 credits 

OST 248 Diagnostic Coding Fall Only  3 credits 

        Total 12 credits 

Spring Semester I 

OST 249 Medical coding Certification Prep Spring Only  3 credits 

OST 264 Medical Auditing Spring Only   3 credits 

        Total 6 
Total Hours: 18 

 

 

 Associate Diploma Certificate 

Tuition  
($76/credit 

hour) 

Fall Semester I 
$988 

Spring Semester I  
$1,064 

Summer Semester I 
$684 

Fall Semester II 
$988 

Spring Semester II 

$1,140 

Tuition Total 
$4,864 

Fall Semester I 
$1,368 

Spring Semester I  
$1,064 

Summer Semester I 
$456 

Tuition Total 
$2,888 

This program is designed to be 
completed in 12 months 

Fall Semester I 
$684 - $912 

Spring Semester I  
$456 

Tuition Total 
$1,140 - $1,368 

This program is designed to be 
competed in 10 months. 

PROGRAM OFFERINGS – Medical Office Administration  
Billing and Coding Certificate Program (C25310B) 

COST 
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Additional 
Fees 

Click link to view student fees: 

https://cccti.edu/tuition-and-fees/ 

Textbooks varies varies varies 

Graduation 
Fee $25 $25 $25 

Total approximately $5,124 approximately $3,054 approximately $1,265 - $1,493 

https://cccti.edu/tuition-and-fees/

