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Tuition and Fees

Approximate Quarterly Cost: (subject to change without notice)

Books $ 300
Supplies and Equipment $ 20

PROGRAM WEBSITE: http://www.scc.spokane.edu/?bustechadmin
Program Description

The customer service representative program prepares students to work as commercial or residential
service representatives in the telephone industry and also for similar positions in major department
stores, collection agencies, credit bureaus, airlines, travel agencies, medical insurance agencies, public
utilities and telephone answering services. This program is designed to give the students the necessary
knowledge and skills to deal directly with customers in matters of credit application, bill collection,
making arrangements for equipment installation and servicing, and acting as the company
representative in special problems that may arise.

PROGRAM GOALS--Students who successfully complete this program should be able to:
1. Use positive human relations skills to work successfully with customers personally or by telephone.

2. Appreciate the importance of customer service and its direct relationship to the success of an
organization.

3. Acquire comprehensive knowledge of and ability to use Microsoft Word, Excel, Access, PowerPoint,
and Outlook software.

4. Compose drafts and final responses to inquiries, letters, and questionnaires.

5. Exhibit management initiative, dependability, and flexibility; follow directions; and have pride in
quality work.

6. Appreciate the scope of business operations and economic systems.
7. Operate a variety of business machines, including computer equipment, electronic typewriters,

digital photocopy machines and scanners, facsimiles, printers, telephones, and calculating
machines.

College credit toward certificate/degree completion may be earned by articulating from a high school
business program or by completing comprehensive tests administered by the Business Technology
Department.

Career Opportunities

Prospects for obtaining a job in this field are expected to be excellent, with more job openings than
jobseekers. This occupation is well suited to flexible work schedules. Customer service is critical to the
success of any organization that deals with customers, and strong customer service can build sales and
visibility as companies try to distinguish themselves from competitors. This is particularly true in
industries such as financial services, communications, and utilities.

POTENTIAL POSITIONS INCLUDE: information and record clerks; financial clerks; insurance sales
agents; securities, commodities, and financial services sales agents; retail salespersons.



http://www.ccs.spokane.edu/getdoc/bae045d2-ee62-45a6-b083-53814d68f16e/CurrentTuitionFees.aspx

Suggested Course of Study 2007-2008
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Consult Adviser/Counselor for Program
Planning and Selection of Electives

A.A.S. Degree A.A.S. Degree (continued)
FIRST YEAR SECOND YEAR
First Quarter Credits Fourth Quarter® Credits
BT 90 Basic Grammar for Business Il 5 BT 202 Advanced Information Processing 5
BT 102 Document Processing 5 BT 272 Business Correspondence 5
BT 151 Business Student Preparation 5 ECON 100 Fundamentals of Economics or
CATT 102 Introduction to Outlook 25 ECON 201 Introduction to Macroeconomics 5
17.5 15
Second Quarter Fifth Quarter
BT 109 Business Communications 5 BT 250 Information Technology 5
BT 165 Word Processing 5 GBUS 205 Business Law 5
BT 231 Office Procedures 5 SPCH 102 Interpersonal Communication 5
GBUS 101 Introduction to Business 5 15
20
Sixth Quarter

Third Quarter BT 160 Job Preparation Techniques 3
ACCT 101 Principles of Accounting or BT 260 Administrative Office Management 5
ACCT 151 College Accounting | 5 BT 285 Administrative Professional
BT 201 Information Processing 5 Internship 2
GBUS 103 Basic Business Math GBUS 280 Human Relations in Business 5

and Electronic Calculators 15
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97.5 credits are required for an A.A.S. degree.

' To enter the fourth quarter of this program, students

must pass competency tests in the following areas:
e Math (fractions, percentages, etc.)

e Writing (write a basic letter, memo, and/or e-mail
with correct spelling, punctuation, grammar, etc.)

e Format documents from unarranged copy in a timed
situation (letters, memos, reports, tables) using
Microsoft Word

o Key at 40 wpm

Disclaimer: The college cannot guarantee courses will be offered in the
quarters indicated. During the period this guide is in circulation, there may
be curriculum revisions and program changes. Students are responsible
for consulting the appropriate academic unit or adviser for more current
and specific information. The information in this guide is subject to change
and does not constitute an agreement between the college and the student.




