Medical Administrative Specialist

Course Syllabus

Course Name:
Medical Administrative Specialist
Module Ten:

Preparing for Employment in the Medical Office
	Course Objectives
	Student will be able to list and explore visible and hidden career-employment resources; assimilate information and prepare an employment application; compose a cover/application letter; assimilate data and compose resumes using different format styles; assemble personal and professional information and appropriate dress for the interview process and conduct a mock interview; compose a follow-up thank you letter.

	Module Materials
	Medical Office Procedures 87h Ed by Nenna L. Bayes

	Assignment
	Read chapter and summary
Study Key Terms and Review all Figures
Project 10.2 – Locating Positions – follow the instructions as stated in the textbook. Use Word to type your responses. Save as Project 10.2 and upload assignment.
Project 10.3 – Preparing a Cover/Application Letter – follow the instructions as stated in the textbook. Upload assignment. Save as Project 10.3
Project 10.4 – Preparing a Resume - follow the instructions as stated in the textbook. Save as Project 10.4 and upload
Project 10.6 – Composing a Follow-up Letter – follow the instructions as stated in the textbook.. Save as Project 10.6 and upload
Chapter 10 Review: Using Terminology, Check Your Understanding, and Thinking it Through. Type your responses and submit. (Do Not Type Questions –Make sure you number your responses and identify each section) Save as Chapter 10 Review

	Assessment Instructions
	Email your instructor when you're ready to take the exam


