
      		
      			
	

	
	
	
	
		Skip to main content
		
	

      		
      	
      		
      						
				
					
	

				
				
				
					
	

				
				
				
					
	
	
		
		  Summer registration is now open!  Register now.
		 
		  

		  
		  Updates were made to the FAFSA.  Learn more & apply now!
		  
		  

		  
		  	×
		  
		

	

				

      		
      	
      		
      			
	

	
	

		
			Columbus State Community College
CSCC.EDU

			
				Apply

				
					Tools
				

				
				    	Visit
	Give
	Blackboard
	Cougarweb
	Email
	Directory


				


				
					
						
							
						
					
					
					
				
			


		

		
		    	Visit
	Give
	Blackboard
	Cougarweb
	Email
	Directory
	
		      		
		    			Close Tools
					
				


		


	


	
	
		
		    
		      	
		        	Search Columbus State

		        	
		          		×
		        	
		      	

		      	
		        	

		        	Can't find it? Try the Telephone Information Center at (614) 287-5353.

		      	

		      	
		        	Close
		      	

		    

		

	



      		
      	
      		
      			
	
	
			Menu

 
		
		
			
				Main Menu
	
					Academics

					

							[image: Student sitting on floor in library reading book.]
						

						
	Back to Main Menu
	 Academics Home
	
						    	Back to Academics
	Career & Academic Pathways
	Arts, Humanities, and Social Sciences
	Biological, Physical, and Mathematical Sciences
	Business and Hospitality Services
	Computer Science, Information Technology, and Design
	Construction and Skilled Trades
	Education, Human Services, and Public Safety
	Health Sciences
	Engineering, Manufacturing, and Engineering Technology


						
	
							Close
						


				

					
					Admissions
					

							
								
									[image: ]
									Get Started

								
									Apply Online
	Financial Aid
	Placement & Testing
	Orientation & Registration
	Pay Tuition & Fees


							

						

						
	Back to Main Menu
	 Admissions Home
	
							Close
						
	
							I Chose Columbus State
						


				

					
					Campus Life
					

							[image: Students climbing climbing wall at Columbus State.]
						

						
	Back to Main Menu
	 Campus Life Home
	
							Close
						


				

					
					About Us
					

							[image: Nightime outside on Columbus States campus.]
						

						
	Back to Main Menu
	 About Us Home
	
							Close
						


				
				
					Workforce
	Community
	
					
					

							
						

						
	Back to Main Menu
	Services
	
							Close
						


				
				
					
					
					

							
						

						
	Back to Main Menu
	Community
	
							Close
						


				
				
					
					
					

							
						

						
	Back to Main Menu
	Business
	
							Close
						


				

					
					  
					   	Resources for 
					  
					  
					    Students
					    Employees
					  

				

 
		 
		
	

	

	

      		
      	
      
         
            
               			
               			
               			
               			
               
                  				
                  			

               			
               		

            			
            			
            	Home
	Academics
	Academic Departments
	Business Office Administration


            		
            
               			
               
                  				
                  				
                  
                     					
                     Business Office Administration

                     
                     
                        
                        New! Get the Inside Scoop with Course Previews from Business Programs

                        
                        Learn about business courses by listening to audio interviews with the instructors
                           who create and teach them. You’ll hear what's included in a course, how it’s structured,
                           how grades are determined, why it matters and more. With this information, you'll
                           be better prepared to decide what courses are right for you, when to take a class,
                           what to expect and how to succeed. Listen to Business Course Previews on SoundCloud
                           and follow us on Facebook.

                        
                        Course Previews

                        
                        Facebook

                        

                     
                     Hours of Operation

                     
                          Monday - Thursday:  8:00 AM to 4:30 PM for in-person inquiries

                     
                          Friday:  8:00 AM to 4:30 PM for virtual/email inquiries

                     
                      

                     
                     The field of Business Office Administration is a dynamic and exciting career. The
                        administrative professional is a vital team member of business professionals who work
                        closely with CEOs, department managers, administrators, and other personnel in a business
                        office environment.

                     
                     The Occupational Outlook Handbook, published by the United States Department of Labor,
                        has forecast that this occupation is expected to be among those with the largest number
                        of new jobs. This handbook indicates that opportunities should be best for applicants
                        with extensive knowledge of business software applications. Administrative assistants
                        today perform fewer clerical tasks and many are performing the roles of information
                        and communication managers. 

The Business Office Administration Technology offers an Associate Degree in Business Office Administration with an Administrative Assistant major that will enable students to acquire advanced
                        software and keyboarding skills as well as management and team-building skills. Students
                        will participate in office simulations and an office internship that will prepare
                        them to become an integral part of any office management team. These skills will enable
                        a graduate to assume responsibility without direct supervision, display initiative,
                        exercise judgment, and prepare business communications documents

                     
                     Professional certifications and specializations are becoming increasingly important
                        as business continues to become more global. Research by the U.S. Department of Labor
                        and International Association of Administrative Professionals (IAAP) report many employers
                        seek candidates with professional designations such as Certified Administrative Professional,
                        Certified Professional Secretary, Microsoft Certified Business Application Specialist,
                        and Certified Bookkeeper.

                     
                     

                     
                     
                        Programs and Certificates

                        

                     

                     
                     Accreditation

                     
                     [image: ACBSP]The Business Office Administration AAS degree program is accredited by the Accreditation
                        Council for Business Schools and Programs (ACBSP), demonstrating it has met standards
                        of business education that promote teaching excellence.

                     
                      Student Achievement Data | More Accreditation Info
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                        Academics Department

                        						
                        (614) 287-0000

                        						
                        academics@cscc.edu

                        						
                        					

                     				

                  			

               		

         

      
      		
      			
	
			
      		
      	
      		
      			
	
	
		
		    

		        
		        	
		        		





		        
		        	Columbus Campus

			        550 East Spring St.
 
			        Columbus, OH 43215

					(614) 287-5353

					information@cscc.edu


					Delaware Campus

					5100 Cornerstone Dr.

					Delaware, OH 43015

					(740) 203-8345

					delaware@cscc.edu
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