LEGAL SECRETARY
(Certificate of Completion)

Coordinator:  Mr. Edward Kissling, ext. 2430, Department Dean, Mr. Fran Polk, ext. 2422

This program of study will prepare students to successfully work at law offices.  Legal Secretaries prepare legal correspondence and documents.  They may assist the lawyer in legal research.  Legal secretaries are responsible for keeping detailed calendar and detailed files.

___BUSN 126
Word Processing

1 cr

___BUSN 147
Keyboarding/Document Processing I

3 cr

___BUSN 148
Keyboarding/Document Processing II

3 cr

___BUSN 214
Word Processing Applications

3 cr

___BUSN 251
Business Law 1

3 cr

___BUSN 267
Real Estate Law

3 cr

___CSIT 123
Integrated Office Software

3 cr

___LAAW 203
Law Office Management

3 cr

                                         Total Credits        
22

Students must complete at least one-half of the total number of semester hours required at Ocean County College for this certificate program.
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