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Business, Management and Administration

Accounting (52.0301)

Business Management (52.0201)
Business Technology (52.0407)
International Business (52.1101)
Logistics and Global Supply Chain
Management (52.0203)

(See Academic Degrees and Cettificates 46-60)

A Career Cluster is a grouping of occupations and broad
industries based on commonalities. The Business,
Management and Administration career cluster is concerned
with providing knowledge and skills related to planning,
organizing, directing and evaluating business functions
essential to efficient and productive business operations.
Business Management and Administration career
opportunities are available in every sector of the economy.
This would include careers related to Accounting, Business
Info Systems, International Business, Management, Office
Administration, Human Resources and Real Estate.

Every HCCD Career and Technology Education program
contains a “capstone,” an experience for the student to “put
it all together.” The capstone might consist of an external
learning experience (e.g., co-op, clinical, etc.), a course
especially designed to help students synthesize knowledge
and skills, or other licensure as appropriate.

Accounting

The Accounting Department provides students with
occupational and technical instruction, continuing
education, college-parallel courses, professional
assistance, and resources for learning. This program
prepares students for careers as paraprofessionals
in accounting firms, to assist certified public
accountants as generalists, to do tax preparations, to
perform audits, and to prepare financial statements.

The Accounting program offers courses that will qualify
students for the CPA exam. The State of Texas’ State
Board of Public Accountancy has accredited these courses
for CPA candidates.

The capstone for the AAS in Accounting is ACNT 2304,
Intermediate Accounting Il and the capstone for the Accounting
Certificate is ACNT 2382, Cooperative Education-Accounting
Technician.

For more information, call 713.718.7905 or e-mail
marina.grau@hccs.edu.

Accounting

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits
ECON 2301 Principles of Economics (Macro) ..........ccoceeeereereerneerneens 3
ENGL 1301 Composition |

ACCT 2301 Principles of ACCOUNEING I* w...oovevvereereerreeereeeeeeeeeees 3
XXXX #3## Computer Applications Elective™...........ccoucvvivnirrnernnns 3
HRPO 2301 Human Resources Management...........c.c.coveueeenevrenen. 3

Semester Total 15

Second Semester
ITSW 2334 Advanced Spreadsheets

ENGL 1302 Composition Il...................

PSYC 2301 Introduction to Psychology

BUSG 2305 Business Law/Contracts

ACCT 2302 Principles of Accounting Il

XXXX #3## Approved Humanities/Fine Arts Elective...........cocvvurennee 3
Semester Total 18

SECOND YEAR

First Semester Credits

MATH 1314 College AIGEbra.........cccevuirverineirerieireiesiese e 3

ACNT 2331 Internal Control and Auditing OR

ACNT 1313 Computerized Accounting Applications.........c.c.ccveeerne. 3

ACNT 2303 Intermediate ACCOUNtING | .....eovvreeneireineiceneieeiene. 3

ACNT 1331 Federal Income Tax: Individual ...........cooeenveermeernreenrennens 3

ACNT 1382 Cooperative Education-Accounting Technician................ 3
Semester Total 15

Second Semester Credits

BMGT 1303 Principles of Management ... 3

ACNT 2309 CostAccounting OR

ACNT 1392 Small Business ACCOUNING.......c..veeueermrermeereeereeeneernnees 3

ACNT 1347 Federal Income Tax for Partnerships and Corporations .. 3

ACNT 2382 Cooperative Education-Accounting Technician................ 3

ACNT 2304 Intermediate Accounting Il ......c..cceeevvneennerncrinieineninenns 3
Semester Total 15
Program Total 63

*Recommended Prerequisite: ACNT 1303, high school accounting
or bookkeeping or department approval based on business
experience.

**The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301 Computer Applications I; or BCIS 1405, Business
Computer Application.
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Accounting

CERTIFICATE

Course prerequisite needs to be met for math.

First Semester Credits
ACCT 2301 Principles of Accounting I .........cccooeureerineinrineeinineiens 3
XXXX #3## Computer Applications Elective™...........ccvvvvrnererreirenns 3
HRPO 2301 Human Resources Management.............c.covvereernrerneenns 3
MATH 1314 College AIGEDIa.........cccvervirrerreiereiseieseseseessesisnens 3
Semester Total 12
Second Semester Credits
ACCT 2302 Principles of Accounting Il..........cocceeureenrinrienrineirnieneienns 3
ACNT 2331 Internal Control and Auditing OR
ACNT 1313 Computerized Accounting Applications............cccc.oeeerne.
ACNT 1331 Federal Income Tax: Individual ..........ccoccrvvrenncen.
ACNT 1382 Cooperative Education-Accounting Technician

Semester Total
Third Semester

ACNT 2303 Intermediate ACCOUNtING | ......covveurercereierireineecieeieienes 3
ACNT 2309 CostAccounting OR
ACNT 1392 Special Topics in Accounting
Technician-Small Business Accounting............ooc.eeeernee. 3
ITSW 2334 Advanced Spreadsheets...........coocererveenevncrinierineieienns 3
ACNT 1347 Federal Income Tax for Partnerships and Corporations .. 3
ACNT 2382 Cooperative Education-Accounting Technician................ 3
Semester Total 15
Program Total 39

*Recommended Prerequisite: ACNT 1303, high school accounting
or bookkeeping or department approval based on business
experience.

**The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301 Computer Applications I; or BCIS 1405, Business
Computer Application.

Payroll Specialist

The Payroll Specialist Marketable Skills Achievement
Award prepares the student to perform activities associated
with human resources, payroll transactions, payroll tax
compliance and filing of all quarterly and yearly payroll
tax reports required by company policies and government
regulations.

MSA

FIRST YEAR

First Semester Credits

ACNT 1303 Introduction to ACCOUNEING l......evvermrerrerreereeeeieeeeeees 3

ACNT 1329 Payroll Accounting

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications ............ccccveeeiererernrncens 3

BMGT 1391 Introduction to HR/PeopleSoft Applications | OR

ITSW 2334 Advanced Spreadsheets OR

ACNT 1313 Computerized Accounting Applications..............ccccevvrerenes 3
Semester Total 12
Program Total 12

Business Administration

The AAS in Management provides up-to-date management
skills for the Houston business and industrial community
and anyone seeking first-line business positions as well
as upgrading the skills of those presently in the industry.
The degree offers management, marketing and academic
core courses.

The capstones in Business Administration are as follows:
Management AAS—BUSG 2381, Cooperative Education II.
Management Certificate—BUSG 2380, Cooperative Education
I.\Human Resource Management Specialization AAS—BUSG
2381, Cooperative Education Il.

Human Resource Management Certificate—BUSG 2380,
Cooperative Education I.

For more information, call 713.718.5222 or e-mail
rudy.soliz@hccs.edu.

Management

AAS

TSI Testing is required prior to first enrollment.
FIRST YEAR

First Semester

BMGT 1303
BUSG 1301
ENGL 1301

Credits

Principles of Management
Introduction to Business.........
COMPOSILION ..o
XXXX #3## General Education Elective® ..........cocomrenmeeneernrinnrernnens 3
MATH 1314 College Algebra OR

XXXX #3## Approved Math/Natural Science Elective...........c.cccovevennee 3

Semester Total 15
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Credits

COMPOSItION [1......oevvrirceceee e
Supervision.....
HRPO 1311 Human Relations ..........cccccccvvvnrrenee

XXXX #3## Computer Applications Elective™.........
XXXX #3## Approved Humanities/Fine Arts Elective............c.cccou.....

Second Semester

ENGL 1302
BMGT 1301

ACNT 1303 Introduction to Accounting | OR
ACCT 2301 Principles of ACCOUNtING l........ovuvvvervrcireriirierieeiesininns 3
Semester Total 18

SECOND YEAR

First Semester Credits
MRKG 1311 Principles of Marketing...........coocueeneeenrneirneneineieeiens 3
XXXX #3## General Education Elective®.........cccovvervvrnrnescieinenns 3
BUSG 2380 Cooperative Education |

BUSG 2305 Business Law/Contracts .........ccccevverrereererierireirsnnrnnnns 3
HRPO 2301 Human Resource Management.........c.ccoc.veereerneernnennne 3

Semester Total

Second Semester

BUSG 2381
BUSG 1370
HRPO 2307
ECON 2302
BUSG 2309

Cooperative EUCation Il...........ccceevviersrnnsinereireiennns
Personal Financial Planning ....
Organizational Behavior.......
Principles of Economics (Micro)...
Small Business Management ............cccoenreneeneineeneienns

Semester Total

Program Total 63
*See section for General Education Elective options.

**The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301 Computer Applications I; or BCIS 1405, Business
Computer Application.

Management

The Management Certificate provides the student with the
knowledge and skills required for entry-level positions in
management. This certificate can apply to the Management
AAS.

CERTIFICATE

First Semester Credits

BUSG 2305 Business Law/Contracts ..........cccocveuviernivevscinereneennns 3

HRPO 1311  Human Relations ..........cccovveevvereceieeceeeeeee s 3

HRPO 2301 Human Resource Management.........c.ccocoveneineeneeneens 3

BMGT 1303 Principles of Management ...........coocovveemreerneernreernrernneeens 3
Semester Total 12

Second Semester
BUSG 2380 Cooperative EQUCALION .........c.vvvererireicieieireeiene

BUSG 1301 Introduction to Business..

BMGT 1301  SUPEIVISION .....ovvrvereierirsnissee et
Semester Total 9
Program Total 21

Human Resource Management
Specialization

The Human Resource Management Specialization AAS
will provide the student with the knowledge and skills
necessary to pursue a career in the human resource area
including benefits, compensation, and other aspects of
human resource management.

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

ENGL 1301 CompoSItion L.........ccoeeveeriieierieciesisiiseiesiesies e 3

BMGT 1303 Principles of Management ...........ccocovveemeenneerneeernrernneeens 3

BUSG 1301 Introduction t0 BUSINESS........cccrreurvrmeemerereererereernenens 3

XXXX #3## Approved General Education Elective .........c...ovevnerinnee 3

XXXX #3## Computer Applications Elective®...........cccovvnrnevninnienns 3

MATH 1314 College Algebra OR

XXXX #3## Approved Math/Natural Science Elective.............ccconne. 3
Semester Total 18

Second Semester Credits

ENGL 1302  ComPpOSItIoN I........ovvrerimeririreiineeineiserieeseeseessenens 3

BMGT 1301 Supervision

HRPO 1311 Human Relations ..........cccooeumienrienrinneerseneineierireeeseeeens 3

ACNT 1303 Introduction to Accounting | OR

ACCT 2301 Principles of ACCOUNEING |....vouverreereerreenereeeerneeeerenees 3

XXXX #3## Approved Humanities/Fine Arts Elective...........ccc.ccouunue. 3
Semester Total 15

SECOND YEAR

First Semester Credits
BUSG 2380 Cooperative EQUCAION |.........c.oeuureierieieineireieciene 3
BUSG 2305 Business Law/Contracts ...........cc.oeeeereerreemeereeernrerneenns 3
HRPO 1302 Human Resources Training and Development................ 3
XXXX #3## Program-Related EleCtive™ ............cccovvvmirirneincierirnn. 3
HRPO 2301 Human Resource Management............cooc.eueevrncernnenen. 3
Semester Total 15
Second Semester Credits
BUSG 2381 Cooperative Education Il..........c.cccccvvuvereereernnrrereninnn. 3
HRPO 2371 Recruitment, Interviewing and Placement of Human
RESOUMCES ... 3
HRPO 2372 Wage and Salary Administration...
HRPO 1305 Management and Labor Relations.............ccccvevvncvrenen. 3
ECON 2302 Principles of Economics (MICro)..........occeeereeerereeeneerneens 3
Semester Total 15
Program Total 63

*The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301 Computer Applications I; or BCIS 1405, Business
Computer Application.

**Program-Related Electives may be chosen from the following:
BUSG, BMGT, HRPO, IBUS, MRKG, or LMGT.
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Human Resource Management

The Human Resource Management Certificate will provide
the student with the knowledge and ability to apply individual
technical skills within the defined area. This certificate can
also apply to the Human Resource Management AAS.

CERTIFICATE
First Semester Credits
HRPO 1302 Human Resources Training and Development................ 3
HRPO 2371 Recruiting, Interviewing, and Placement.............c.cccovev.n. 3
HRPO 1305 Management and Labor Relations.............ccccvevvncvrienen. 3
BMGT 1303 Principles of Management ... 3
Semester Total 12
Second Semester Credits
HRPO 2372 Wage and Salary Administration............ccccceeverreiernrnnn. 3
HRPO 2301 Human Resource Management..........c.cccc.vveeeeerniernnenen. 3
BUSG 2380 Cooperative EJUCALION [........cc.ovveerviieenerireriiieceinene 3
Semester Total 9
Program Total 21

Business Technology

The Business Technology curricula are designed to provide
students an opportunity to develop the knowledge, skills,
and abilities required for assuming administrative assistant
and other office positions in today’s competitive workplace.
The curricula are competency-based and organized to teach
industry-driven educational outcomes.

The AAS degree in Business Technology has specializations
in the following four areas: General Office Administration,
General Office Administration-Bilingual Option, Microsoft
Office Technology, Legal Office Assistant and Medical
Office Specialist.

The Business Technology certificates have specializations in
the following areas: Bilingual Business Technology, Human
Resources/PeopleSoft, General Office Administration,
Microsoft Office Technology, Legal Office Assistant, Medical
Coding/Transcription Specialist.

All courses in the Business Technology Certificate programs
may apply toward the AAS in Business Technology.

A Certified Administrative Professional or Certified
Professional Secretary will be granted 15 semester hours
credit for the following courses: POFT 1392, Special Topics:
Introduction to Office Technology; POFT 2301, Document
Formatting and Skill Building; ACNT 1303, Introduction to
Accounting |I; POFT 1325, Business Math and Machine
Applications; POFT 2331, Administrative Systems.

To receive credit, the applicant must:

1. Request that direct notification be given to the
College by the Institute for Certifying Secretaries that
the applicant has passed all sections of the exam;

2. Earn 15 hours of credit for courses within the Houston
Community College.

The capstones in Business Technology are as follows:

General Office Administration Specialization AAS, POFT 2380,
Cooperative Education II.

General Office Administration Specialization Certificate, POFI
2301, Computer Applications I.

General Office Administration Specialization-Bilingual Option AAS,
POFT 2380, Cooperative Education II.

Bilingual Business Technology Specialization Certificate, POFT
2331, Administrative Systems.

Human Resources/PeopleSoft Specialization Certificate , POFT
2331, Administrative Systems.

Microsoft Office Technology Specialization AAS, POFI 2380,
Cooperative Education II.

Microsoft Office Technology Specialization Certificate, POFI 2331,
Desktop Publishing for the Office.

Legal Office Assistant Specialization AAS, POFT 2380, Cooperative
Education II.

Legal Office Assistant Specialization Certificate , POFI 2301,
Computer Applications I.

Medical Office Specialist Specialization AAS, POFT 2380,
Cooperative Education II.

Medical Coding/Transcription Specialist Specialization Certificate,
POFT 2331, Administrative Systems.

For more information, call 713.718.7807 or e-mail
willie.caldwell@hccs.edu.

General Office Administration
Specialization

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ............ccoveveriererererenns 3

ENGL 1301 Composition I.........cccevverrereieenn. 3

POFT 1329 Beginning Keyboarding............cooceeeeneeenrennieneerncinnnes 3

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

POFT 1325 Business Math and Machine Applications........................ 3
Semester Total 15
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Second Semester Credits

ACNT 1303 Introduction to ACCOUNEING l........vvvrvrvierireiieeissierieienns
POFT 1319 Records and Information Management ...
XXXX #3## Approved Humanities/Fine Arts

General Education Elective...........c.cocrrnirnencineirncnnen.

POFT 2301 Intermediate Keyboarding....
POFI 1341 Computer Applications Il...........ccccovverreemereneerneeerneernneeens
Semester Total 15
SECOND YEAR
First Semester Credits
POFT 1345 Shorthand/Notetaking ...........ccveeeeeeneeenerieeieieneeinenene 3
POFT 2359 Records and Information Management Ill....................... 3
BMGT 1325 Office Management..........coocoemeneneeneeneeneineeneeneeeens 3
POFI 1349 Spreadsheets
POFT 1380 Cooperative Education |
Semester Total 15

Second Semester

HRPO 1311 Human Relations ..........ccccoveurrineenrenceneineiseseereeeeieens

POFT 2331 Administrative SyStems..........cccoceenenreneerneeneeeneeneeeens

POFT 2380 Cooperative Education Il..................

POFI 2331 Desktop Publishing for the Office

PSYC 2301 Introduction to PSYCholOgy.........cccvvvreemerereenerereerenene
Semester Total 15

Third Semester Credits

XXXX #3## Math/Science General Education Elective....................... 3

ECON 2301 Principles of Economics (Macro) OR

ECON 2302 Principles of Economics (Micro) OR

ECON 1301 Introduction to ECONOMICS.........ccc.ovvmrenrerirnriniirsiieiinens 3
Semester Total 6
Program Total 66

General Office Administration
Specialization

CERTIFICATE

Course prerequisite needs to be met for English.

FIRST YEAR

First Semester Credits

POFT 1325 Business Math and Machine Applications................c.e..... 3

POFT 1329 Beginning Keyboarding.............ccccevvreeenerereeeneennneeinenens 3

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ...........ccccoeuverrrnernes 3
Semester Total 9

Credits

POFT 1319 Records and Information Management I............ccc.ccouv.....
ENGL 1301  ComposSition I.........cceeenereerereierneereennne
POFT 1392 Special Topics-Introduction to Office Technology ..
POFT 2301 Intermediate Keyboarding..........c.cocoveereeneirneenrensceneinenns

Semester Total

Second Semester

Program Total 21

General Office Administration
Bilingual Option

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ...........ccccoevverernernnee 3

ENGL 1301 CompoSItion L.........ccouiveeireierireriseiseiessesiesiesiesee e 3

POFT 1329 Beginning Keyboarding............ccc.evvmivrnrvrerrnninrirsseserinnns 3

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

POFT 1325 Business Math and Machine Applications.............cccc....... 3
Semester Total 15

Second Semester Credits

ACNT 1303 Introduction to ACCOUNEING l.......curermeerrerreerreecreeieeeerneees 3

POFT 1319 Records and Information Management |............ccccco.v..... 3

SPAN 1411  Beginning Spanish | OR

FREN 1411 Beginning French | OR

JAPN 1411 Beginning Japanese | OR

KORE 1411 Beginning Korean | OR

VIET 1411 Beginning Vietnamese |........ccooreeernennrneenernneiieninniens

POFT 2301 Intermediate Keyboarding....

POFI 1341 Computer Applications II.......

Semester Total 16
SECOND YEAR

First Semester

POFT 1345 Shorthand/Notetaking .........ccoccoveveneenneereeenn.
POFT 2359 Records and Information Management Il
BMGT 1325 Office Management.........ccccoeveevereerreieeresisssiseisenisnnns
POFI 1349  Spreadsheets..........c.ovvverineemcenerneeneriseeeensesienens
POFT 1380 Cooperative EQUCALION I........cccvvvvuevircieriicieirinceieiens

Semester Total 15
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Second Semester Credits

SPAN 1412 Beginning Spanish Il OR

FREN 1412 Beginning French Il OR

JAPN 1412 Beginning Japanese Il OR

KORE 1412 Beginning Korean Il OR

VIET 1412 Beginning Vietnamese | .........cocnrneenenerneineeneiinsineiens 4

POFT 2331 Administrative Systems

POFT 2380 Cooperative Education Il............ccccververeererverreierinnns 3

POFI 2331 Desktop Publishing for the Office.........c.cccocrvrverreieriren. 3

PSYC 2301 Introduction to PSYcholOgy.........c.couwvrmevemerereiniererrenene 3
Semester Total 16

Third Semester Credits

XXXX #3## Math/Science General Education Elective...........ccc........ 3

ECON 2301 Principles of Economics (Macro) OR

ECON 2302 Principles of Economics (Micro) OR

ECON 1301 Introduction to ECONOMICS.........ccc.evvrrrenierirnriniirsireiinens 3
Semester Total 6
Program Total 68

Bilingual Business Technology

Specialization

CERTIFICATE

Course prerequisite needs to be met for English.

First Semester Credits

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

POFT 1329 Beginning Keyboarding...........coccccervveeernereneenerenneesnnenens 3

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications | ...........ccccocvrerrinernnee 3

SPAN 1300 Beginning Spanish Conversation | OR

FREN 1300 Beginning French Conversation | OR

JAPN 1300 Beginning Japanese Conversation | OR

KORE 1411 Beginning Korean | OR

VIET 1411 Beginning Vietnamese | ..o 34
Semester Total 1213

Second Semester Credits

ENGL 1301 CompoSItion [.........ccoueveeriririerieciesissiseieeseseseessesssnens 3

POFI 1341 Computer Applications Il..........ccccevververeererrerreieninnns 3

SPAN 1310 Beginning Spanish Conversation Il OR

FREN 1310 Beginning French Conversation | OR

JAPN 1310 Beginning Japanese Conversation | OR

KORE 1412 Beginning Korean | OR

VIET 1412 Beginning Vietnamese |.........coorererneenenecneenerinninnes 34

BMGT 1325 Office Management........coccoeveevereirrereeresiesiseisenisnnns 3

POFT 2331 Administrative SySemS.........c.coueveevneeenerneeneinneennenens 3
Semester Total 15-16
Program Total 27-29

Financial Peoplesoft

The Financial PeopleSoft Marketable Skills Achievement
Award prepares the student for financial accounting positions
in Human Resources departments. Financial departments,
executives in corporations and in independently owned
businesses, constantly search for trained PeopleSoft
end-users, qualified to successfully integrate PeopleSoft
software and effectively demonstrate Human Resources
processes, using PeopleSoft functions. These secure
positions offer good working conditions and numerous fringe
benefits. All courses apply toward the Human Resources/
Peoplesoft Specialization Certificate.

MSA
Marketable Skills Achievement Award.
FIRST YEAR
First Semester Credits
BMGT 1391 Special Topics-Introduction to HR/PeopleSoft
APPIICAHIONS. ..ot 3
POFI 1301 Computer Applications |........c..oevevevrreenereneerererneernenens 3
BMGT 2310 Financial Management/PeopleSoft Applications.............. 3
POFT 1325 Business Math and Machine Applications................cc...... 3
Semester Total 12
Program Total 12
Human Resources/PeopleSoft
Specialization
CERTIFICATE
TSI Testing is required prior to first enrollment.
First Semester Credits
BMGT 1391 Special Topics-Introduction to HR/PeopleSoft
APPIICAHIONS. ..ot 3
POFT 1329 Beginning Keyboarding...........cooccceevreeenereneenerenneernenens 3
POFI 1301 Computer Applications | OR
ITSC 1309 Integrated Software Applications I ..........ccccocevvrrrincrnne 3
Semester Total 9
Second Semester Credits
POFI 1341 Computer Applications Il..........ccccevververeererirerreienirnnns 3
BMGT 1394 Special Topics-Intermediate HR/PeopleSoft
APPIICALIONS......ovoveericeicrire e 3
BMGT 2305 Advanced Communications in Management/PeopleSoft
APPIICALIONS......vvrericieieieieie s 3
Semester Total 9
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Third Semester Credits

BMGT 2331 Total Quality Management/PeopleSoft Applications ........ 3
BMGT 2310 Financial Management/PeopleSoft Applications
POFT 2331 Administrative SyStems.........ccccocevnrinrineineinnineieninnens

Semester Total 9

Program Total 27

Microsoft Office Technology

Specialization

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

POFT 1329 Beginning Keyboarding............cccoeeereereernerneeneeeneeneerneens 3

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

BMGT 1325 Office Management.........ccccoevreverierireieenesiseriseiesisnnns 3

ENGL 1301  COMPOSITION |...oouverrerrirerieireceeeeieeiseriesesesssseesenens 3

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ...........ccccoeevrerrinernne 3
Semester Total 15

Second Semester Credits

POFI 1341 Computer Applications Il..........cccoevverrereererrerireienirnnns
BUSG 1301 Introduction to Business..
POFT 2301 Intermediate Keyboarding.........c.couevreveerevemeierncernnennne
XXXX #3## Approved Humanities/Fine Arts

General Education Elective...................

POFT 1325 Business Math and Machine Applications
Semester Total 15
SECOND YEAR
First Semester Credits
POFI 1380 Cooperative EJUCALION [........cc.vvvevrvrrricrireieieeceienene 3
POFI 1349  Spreadsheets..........oveeerrererrinerrneiseriesseesseeienene 3
POFT 1319 Records and Information Management I............cccccoceune.. 3
ACNT 1303 Introduction to ACCOUNEING l.....vvvureereereerereneerneeeereeees 3
Semester Total 12
Second Semester Credits
POFI 2331 Desktop Publishing for the Office..........ccccrvunrivnirnnennn. 3
ACCT 2301 Principles of ACCOUNtiNG |........cccreeeerneenreneirneineiineineienns 3
POFI 2380 Cooperative Education Il..........ccccccvevrvrerivrnnsrneireiiennns 3
HRPO 1311 Human Relations .........cccoocverneierieiieieeesessesesinne 3
ECON 2301 Principles of Economics (Macro) OR
ECON 2302 Principles of Economics (Micro) OR
ECON 1301  Introduction to ECONOMICS.........cccoevevrereeririreieiereieiinns 3
Semester Total 15

Third Semester Credits
BUSG 2305 Business Law/Contracts ..........cccocvevevernrvereneenereresenes 3
POFT 2331 Administrative SyStems........ccccoeuerrmireinernnserineieninnnns 3
PSYC 2301 Introduction to PSYCholOgy.........c.cvvvveeemerererenierceiienene 3
XXXX #3## Math/Science General Education Elective....................... 3

Semester Total 12

Program Total 69

Microsoft Office Technology
Specialization

CERTIFICATE

TSI Testing is required prior to first enrollment.

First Semester Credits

POFI 1301 Computer Applications | OR
ITSC 1309 Integrated Software Applications I ...........ccccocvvrverrcrnnns 3

POFI 1341 Computer Applications I

POFT 1329 Beginning Keyboarding.............cccevvreeemnerereenererneeinnenens
Semester Total 9

Second Semester Credits

POFI 1349 Spreadsheets.........c.coceeieerscieeiseiseiee e 3

POFI 2331 Desktop Publishing for the Office.........cccccocrvvrerreirerirnnn. 3

POFT 1325 Business Math and Machine Applications................c.e..... 3
Semester Total 9
Program Total 18

Legal Office Assistant Specialization

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

ENGL 1301  COMPOSItION |.......ceuieriericeeiineieeereceeiseee e

POFT 1329 Beginning Keyboarding..........c.coccervereereeenec.

POFT 1325 Business Math and Machine Applications

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

POFL 1305 Legal Terminology........cc.erereermeemmeremersersreesssessenssenens 3
Semester Total 15

Second Semester Credits

POFT 1319 Records and Information Management |............cccccocounve. 3

POFT 2301 Intermediate Keyboarding

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ...........cccveververervrercnns 3

POFT 1345 Shorthand/Notetaking

XXXX #3## Approved Humanities/Fine Arts

General Education Elective.............cooneneenensinneneinenns 3

Semester Total 15
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SECOND YEAR

First Semester Credits
POFL 2305 Legal RESEArCh.......c.cvvemereeererineenreiseiieeeneeeeeereeens 3
POFI 2331 Desktop Publishing for the Office... w3
POFT 1380 Cooperative Education I................. 3
HRPO 1311 Human Relations ........... w3
POFL 1359 Legal TransCription..........coeeueeeerenrerneeeeeneesneeserieesseeeneens 3
Semester Total 15
Second Semester Credits
POFT 2380 Cooperative Education Il.........c.ccccoverrereerersnrreienirnnns 3
BMGT 1325 Office Management w3
BUSG 1301 Introduction t0 BUSINESS........c...eveurvrmeemerirrininnceienene 3
POFT 2331 Administrative SyStems..........cccocerrrienreneerneensieneiesineens 3
ACNT 1303 Introduction to ACCOUNEING l.......evurermeerrereerreeeeieeeeeees 3
ECON 2301 Principles of Economics (Macro) OR
ECON 2302 Principles of Economics (Micro) OR
ECON 1301  Introduction to ECONOMICS..........cccvrvrmreemerireeneinrceienens 3
Semester Total 18
Third Semester Credits
PSYC 2301 Introduction to PSYchology.........ccoeereereerneerneeeieneinneireens 3
XXXX #3## Math/Science General Education Elective 3
BUSG 2305 Business Law/Contracts ............c.coveerveenereneereeerneernnenens 3
Semester Total 9
Program Total 72
Legal Office Assistant Specialization
CERTIFICATE
First Semester Credits
POFL 1305 Legal Terminology ........c.reeereemeesmeeermressneesressessnsessneens 3
POFT 1345 Shorthand/Notetaking w3
POFL 1359 Legal TransCription...........ccueeereceermmeemerereessesseninenens 3
POFI 1301 Computer Applications | OR
ITSC 1309 Integrated Software Applications I ..........cccceeereurienriens 3
Semester Total 12
Second Semester Credits
BUSG 2305 Business Law/Contracts ............c.coveerveenereneernreerneernneenns 3
POFL 2305 Legal RESEArCh. ......c..vvvumeverereiieieeiserieeeeeerenene 3
POFT 2301 Intermediate Keyboarding...........ccocoveenrernciniensieneinnineens 3
Semester Total 9
Program Total 21

Medical Office Specialist Specialization

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

POFT 1329 Beginning Keyboarding............ccccoevereenrerneeneennieneineineens 3

MDCA 1313 Medical Terminology ..........cccceeeeeererreereerneereeeerereesseereens 3

POFT 1392 Special Topics-Introduction to Office Technology ............ 3

ENGL 1301  CompOSItioN [.........ccvvrvrriirieriseiesissieisesssesieseessesisnens 3

PSYC 2302 Applied Psychology OR

PSYC 2301 Introduction to PSYChOIOgY.........c.cvrvrmvemerereirierceienene 3
Semester Total 15

Second Semester Credits

POFT 2301 Intermediate Keyboarding............coeveereererermeerreernrerneenns 3

POFI 1301 Computer Applications | OR

ITSC 1309 Integrated Software Applications I ............ccoveververererirnenns 3

MRMT 1307 Medical TransCription |........cccoueueirmirnineinernireienieens 3

XXXX #3## Approved Humanities/Fine Arts
General Education Elective..........c.cccoveeeveerccienernnne.

POFT 1325 Business Math and Machine Applications
Semester Total 15
SECOND YEAR
First Semester Credits
POFT 1380 Cooperative EJUCALION [........cc.vvvervrcicrireiiisceienene 3
HRPO 1311 Human Relations ..........ccccovvurieneinieniineineieeneineieeeeens 3
POFI 1341 Computer Applications Il..........cccoeveeeiernrnnssneiseiieienns 3
BMGT 1325 Office Management
POFT 1319 Records and Information Management ............ccccco.u..... 3
Semester Total 15
Second Semester Credits
ACNT 1303 Introduction to ACCOUNING l........cvverereeeieneinrireieireienns 3
POFT 2331 Administrative SyStems..........cccocmrrreenrenerrneeneieneeneeneens 3
POFM 1300 Medical Coding Basics
POFT 2380 Cooperative Education Il..........c.ccccovvrrerevieriserreienirnnns 3
BIOL 1308 Introductory Biology |.......ccoevereremevrreeeriieereieneernenene 3
Semester Total 15
Third Semester Credits
POFM 2333 Medical Document Production (Coding Il) .........ccccvvunnvcn. 3
ECON 2301 Principles of Economics (Macro) OR
ECON 2302 Principles of Economics (Micro) OR
ECON 1301 Introduction to ECONOMICS.........ccc.vvvrrenreriinrinrireiiseirnens 3
Semester Total 6
Program Total 66
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Medical Coding/Transcription Specialist
Specialization*

CERTIFICATE

TSI Testing is required prior to first enrollment.

First Semester Credits
MDCA 1313 Medical Terminology ..........ccoeveeerremieneirneiresinerereisenesnens 3
POFI 1301 Computer Applications | OR
ITSC 1309 Integrated Software Applications I ...........ccccocvverrinennne 3
POFT 2301 Intermediate Keyboarding
POFM 1300 Medical Coding BaSiCS.........ccerrrerrermrerrerereereeereereeeens
Semester Total 12
Second Semester Credits
SPAN 1300 Beginning Spanish Conversation I.............ccccocunrinienen. 3
MRMT 1307 Medical Transcription I...........cc........ ST 3
POFT 2331 Administrative Systems.......c...coveeererreerneens e 3
POFM 2333 Medical Document Production (Coding Il) ..........ccocccunen. 3
Semester Total 12

Program Total 24
*Complete cetrtificate also offered through Distance Education.

International Business

The International Business program will provide the student
with the knowledge and ability to apply individual technical
skills necessary to pursue a career in areas such as freight
forwarding, shipping, international logistics management
and other areas involved in import/export.

The capstone for the AAS degree in International Business is

IBUS 2381, Cooperative Education - International Business/
Trade/Commerce.

For more information, call 713.718.5222 or e-mail
rudy.soliz@hccs.edu.

International Business

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

ENGL 1301  CompoSItion [.........ccoveveeruiiieiiseiresiesieiseieseseessesssnnns 3

IBUS 2341 Intercultural Management

BUSG 1301 Introduction t0 BUSINESS........cc.everrvmreererireiserirerienens

MATH 1314 College Algebra OR

XXXX #3## General Education Science Elective.........cccocvvvirreirennnn 3

XXXX #3## Approved Humanities/Fine Arts Elective............ccccou.... 3
Semester Total 15

Second Semester Credits
ENGL 1302 ComposSition Il.........c.eevvririreerineireriesiseisesiesieseessesssnens 3
IBUS 1305 Introduction to International Business and Trade............. 3
IBUS 1301 Principles of EXPOMS ......cccoovrineineiieeeiineineiseiseiiseiinnes 3
IBUS 1370 Economic Geography OR
ANTH 2351 Cultural Anthropology* ..................
XXXX #3## Computer Applications Elective**
Semester Total 15
SECOND YEAR
First Semester Credits
IBUS 2335 International BuSiness Law ...........ccccvvvereineinriniensincinnes 3
IBUS 2380 Cooperative Education - International Business/Trade/
COMMENCE .....ocvovevecreeeeese e
BUSG 2309 Small Business Management
LMGT 1345 Economics of Transportation and Distribution ................. 3
IBUS 1354 International Marketing Management ..........c..ccocvevrevenns 3
Semester Total 15
Second Semester Credits
ECON 2302 Principles of Economics (MICro)..........coceeeereeerereerneereens 3
IBUS 1302 Principles of IMPOItS .........cceevrererieeierscrseesse s 3
LMGT 1319 Introduction to Business LOGIStiCS...........cccurererrrirecrrnnnns 3
XXXX #3## General Education Elective...........cccoovvvvvivvnenereiieiennn, 3
IBUS 2381 Cooperative Education - International Business/Trade/
COMMEICE ....ocveverecrree ettt 3
Semester Total 15
Program Total 60

*Recommended for transfer.

**The Computer Applications Elective may be chosen from the

following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301, Computer Applications I; or BCIS, 1405 Business
Computer Application.

International Business

The International Business Certificate will provide the
student with the knowledge and ability to apply individual
technical skills for an entry-level position in international
business. The certificate can also be applied to the
International Business AAS.

The capstone for the International Business Cetrtificate is
IBUS 2341, Intercultural Management.

CERTIFICATE

First Semester Credits
[BUS 1305 Introduction to International Business and Trade............. 3
IBUS 1354 International Marketing Management...........c..cccocvveerne. 3
IBUS 1301 Principles of Exports

BUS 2335 International Business Law...........cccoevevvveveveiieeeeiinnne 3

Semester Total 12



Business, Management and Administration

Second Semester Credits
XXXX #3## Computer Applications Elective™...........cccoovvverireierinnn. 3
IBUS 1302 Principles of IMPOIS .......cccovervreieriiriierireseessiesiesinns 3
IBUS 2341 Intercultural Management ...........coocvveenmeenerenneerneneneens 3
Semester Total 9
Program Total 21

**The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301, Computer Applications I; or BCIS, 1405 Business
Computer Application.

Logistics and Global Supply Chain
Management*

The Logistics and Global Supply Chain Management AAS
will provide the student with the knowledge and ability
to apply individual technical skills necessary to pursue
a career in areas such as exporting/importing, materials
handling, global transportation, warehouse and distribution
center management, purchasing management, and traffic
management.

The capstone for the AAS is BUSG 2381, Cooperative
Education - Business/Commerce, General.

AAS*

FIRST YEAR

First Semester
ENGL 1301

Credits

COMPOSIION L..cvvvvirrere s
LMGT 1319 Introduction to Business LOGIStiCS...........oeurrernrerneenrrrnens
IBUS 1341 Global Supply Chain Management....
MATH 1314 College Algebra OR ........cccovrerremremmeennieneersneensseneeenns

XXXX #3## General Education Science Elective...........cocceevrvvvinnnne. 3
XXXX #3## Humanities/Fine Arts General Education Elective ........... 3
Semester Total 15

Second Semester
ENGL 1302 CompoSItion Il.........ccoruureeerirneierireceneesseeeeeseseseeseneeens 3

IBUS 1301 Principles of Exports. .3
ECON 2302 Principles of Microeconomics .... .3
BMGT 1301 Supervision.........cccoveverernrvrerinns w3
LMGT 1321 Introduction to Materials Handling ...........ccooccnvevncvinenene 3
Semester Total 15
SECOND YEAR
First Semester Credits
IBUS 2335 International Business Law.........cccccovereeeneieneenneeneeneinnees 3
BUSG 2380 Cooperative Education-Business/Commerce, General ... 3
IBUS 1302 Principles of IMPOIS .......cccovverireieniisierireies s 3
BMGT 1313  Principles of PUrchasing ...........cc.coeevneeenerinneeneieneernnennns 3
LMGT 1323 Domestic and International Transportation Management 3
Semester Total 15

Second Semester Credits

LMGT 1325 Warehouse and Distribution Center Management........... 3
LMGT 1345 Economics of Transportation and Distribution ................. 3
LMGT 2334 Principles of Traffic Management...................

XXXX #3## Approved General Education Elective

BUSG 2381 Cooperative Education-Business/Commerce, General ... 3
Semester Total 15
Program Total 60

*Pending Approval of the Texas Higher Education Coordinating
Board.

Logistics and Global Supply Chain
Management Certificate*

The Logistics and Global Supply Chain Management
Certificate will provide the student with the knowledge and
ability to apply individual technical skills for an entry-level
position.

The capstone for the certificate is IBUS 1341, Global Supply Chain
Management.

CERTIFICATE*

FIRST YEAR

First Semester Credits

LMGT 1319 Introduction to Business LOGIStiCS.........ccovuerenrerreenerrenns 3

IBUS 1301 Principles of EXPOMS ........ccccververreriieirersereeissisesieiinns 3

LMGT 1321 Introduction to Materials Handling ..........cccccocvvvreirenirnnn. 3

BMGT 1313  Principles of PUrchasing ............c.oveveeerenneenereneernnennns 3
Semester Total 12

Second Semester Credits

LMGT 1323 Domestic and International Transportation Management 3
IBUS 1302 Principles of IMPOItS .......ccccocuevvverreriieireiseieessie s
LMGT 1325 Warehouse and Distribution Center Management...........
IBUS 1341 Global Supply Chain Management...........cccoceneeenerirnenns

Semester Total

Program Total 24

*Pending Approval of the Texas Higher Education Coordinating
Board.
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Finance (Banking) (52.0803)
(See Academic Degrees and Certificates 46-60)

A Career Cluster is a grouping of occupations and broad
industries based on commonalities. The Finance career
cluster is concerned with providing knowledge and skills
related to planning, services for financial and investment
planning, banking, insurance, and business financial
management. This would include careers related to Banking
and Finance.

Every HCCD Career and Technology Education program
contains a “capstone,” an experience for the student to “put
it all together.” The capstone might consist of an external
learning experience (e.g., co-op, clinical, etc.), a course
especially designed to help students synthesize knowledge
and skills, or other licensure as appropriate.

Finance (Banking)

The AAS in Finance provides strong training in the financial
services industry. The HCC School of Finance is fortunate
to have a long standing relationship (over 36 years) with the
American Institute of Banking, the educational branch of the
American Bankers’ Association (AIB). This link is provided
by the Texas Banker’s Association (TBA), which is the local
training provider for the ABA and helps with assistance and
placement within the finance industry.

Although the major emphasis of the program is on
commercial banking, the AAS degree may be used in a
broad range of financial service areas. Upon consultation
with the Department Chair, the student may tailor his or her
curriculum to fit the type of financial business desired.
The capstone for the AAS is BNKG 2374, Financial Business
Administration. The capstone for each of the certificates is
BNKG 2380, Cooperative Education I-Banking and Financial
Support Services.

For more information, call 713.718.5404 or e-mail
earl.smith@hccs.edu.

Finance

Finance (Banking)

AAS
TSI Testing is required prior to first enrollment.
FIRST YEAR
First Semester Credits
ENGL 1301  COmMPOSItION |.......couverirriieeiineieeieceneiseeeeeieseseeseseeens 3
BNKG 1303 Principles of Bank Operation ..........cccoevervrvvnerrernennns 3
ECON 2302 Principles of Economics (MiCr0)............cvverrerreerrernneeens 3
BUSG 1301 Introduction to BUSINESS.........c.ceevrrvrireeirecirerierireisenisnens 3
MATH 1314 College Algebra OR
XXXX #3## General Education Science Elective.........c.c.cocvvvrninnienes 3
Semester Total 15
Second Semester Credits
XXXX #3## Approved Humanities/Fine Arts Elective..............cccovevnne. 3
XXXX #3## General Education Elective
BNKG 1340 Money and Banking ...........coceeveeemevrneenereneenernneesnenens
BMGT 1303 Principles of Management ...........cccovveineninnineinninnens
BUSG 2305 Business Law Contracts .........cccovcveuererernnssnersersennns
Semester Total 15
SECOND YEAR
First Semester Credits
HRPO 1311 Human Relations .........cccoouuereerervirireieeiesesseesnnne 3
ACCT 2301 Principles of Accounting |... e
XXXX #3##  Banking EIECHVE™ ........oovoevecerreeseenee e 3
BNKG 2380 Cooperative Education |-Banking and Financial Support
SEIVICES| ..o 3
BNKG 1349 Commercial Lending OR
BNKG 1345 Consumer Lending.........ccoovvevererenrvninssissiinsississssesinnns 3

Second Semester

BNKG 1356 Analyzing Financial Statements I...........cccccoovneiniiniinnen.
BUSG 1303 Principles of Finance..........ccoeuveerrereierssnnssnsissnenenns
BNKG 2374 Financial Business Administration ..
BNKG #3## Banking EIECtVE ........cccovvvvverierereieccece e
BNKG 2381 Cooperative Education Il-Banking and Financial Support

SEIVICES w..vvvvvrrireieris s 3

Semester Total 15

Program Total 60

The Banking elective may be chosen from the following: BNKG
1304, BNKG 1345, BNKG 1349, BNKG 1351, BNKG 1353,
BNKG 1373, IBUS 2339 or POFI 1301.
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Finance

Financial Lending

The Financial Lending Certificate is designed to provide the
student with a solid foundation for a career in the financial
lending industry. For those students who wish to pursue
a four-year degree, both the certificate and the AAS can
be tailored to their best advantage. Most courses with the
BNKG prefix earn dual credit for those students who are
members of the American Institute of Banking (AIB).

For more information, call 713-718-5404 or e-mail
earl.smith@hccs.edu.

CERTIFICATE

First Semester Credits
BNKG 1303 Principles of Bank Operation ...........c.ccceeevneireieninnnn. 3
BNKG 1340 Money and Banking ...........coceeeeemerreenereneeneeenneesnenens 3

BNKG 1351 Selling Bank Products and Services....
IBUS 2339 International Banking and Finance ............cccccovvrsenernnes

Semester Total 12

Second Semester
BNKG 1356 Analyzing Financial Statements |

BNKG 1349 Commercial Lending...........cooceoneenn.
BNKG 1345 Consumer Lending.........c.covvurvvneernriniennerneisesissineisenessnens
BNKG 2380 Cooperative Education |-Banking and Financial Support
SEIVICES ..ottt 3
Semester Total 12
Program Total 24

Financial Operations

The Financial Operations Certificate is designed to provide
the student with a solid foundation for a career in the retail
banking industry. For those students who wish to pursue
a four-year degree, both the certificate and the AAS can
be tailored to their best advantage. Most courses with the
BNKG prefix earn dual credit for those students who are
members of the American Institute of Banking (AIB).

For more information, call 713-718-5404 or e-mail
earl.smith@hccs.edu.

CERTIFICATE

Course prerequisite needs to be met for English.
First Semester Credits

BNKG 1303 Principles of Bank Operation ............ccocoueuiineineineeneens
BNKG 1340 Money and Banking.................
BNKG 1351 Selling Bank Products and Services...........ccocuveerrerneeen.

Semester Total 9

Second Semester Credits
BUSG 1303 Principles of FINANCE........cc.cocvveveriiireieciesesseenisnne 3
ENGL 1301 Composition |
BNKG 2380 Cooperative Education |-Banking and Financial Support
SEIVICES ..ottt 3
Semester Total 9
Program Total 18

Teller Training

The entry level teller training prepares the student for
employment in a financial institution as a teller. Training
starts multiple times in a semester. Contact the office for
specific start dates.

For more information, call 713-718-5404 or e-mail
earl.smith@hccs.edu.

MSA

(Marketable Skills Achievement Award)

First Semester Credits

BNKG 1305 Teller Training.........cccreeeeereeerrneerneeeceseesseeeeiseseseesseeseeens 3

BNKG 1373 Teller Training Lab........c.coovvereerreemrernreenneereeereeesnrereneens 3

BNKG 1380 Cooperative Education |- Banking and Financial Support
SEIVICES ..ot 3

Program Total 9



Marketing (52.1401)
Real Estate (52.1501)

(See Academic Degrees and Cettificates 46-60)

A Career Cluster is a grouping of occupations and broad
industries based on commonalities. The Marketing, Sales
and Service career cluster is concerned with providing
knowledge and skills related to planning, managing, and
performing marketing activities to reach organizational
objectives. This would include careers related to
Advertising, Marketing and Public Relations.

Every HCCD Career and Technology Education program
contains a “capstone,” an experience for the student to “put
it all together.” The capstone might consist of an external
learning experience (e.g., co-op, clinical, etc.), a course
especially designed to help students synthesize knowledge
and skills, or other licensure as appropriate.

Marketing/Marketing Management

The AAS in Marketing will provide the student with the
knowledge, skills, and abilities to pursue a career in
marketing, marketing research, advertising, retailing or
sales. The degree offers a wide spectrum of courses in
all aspects of marketing including marketing services. It
is designed for anyone seeking entry-level employment in
the field of Marketing.

The capstone for the Marketing AAS is MRKG 2381,
Cooperative Education II.

For more information, call 713.718.5222 or
e-mail rudy.soliz@hccs.edu.

Marketing

AAS

TSI Testing is required prior to first enrollment.
FIRST YEAR
First Semester

ENGL 1301  ComPOSItION [.........evvrirriirieiissiesiesiseisesssesisseessesssnens
ECON 2302 Principles of Economics (Micro)
XXXX #3## Approved Humanities/Fine Arts Elective........c.ccovevu. 3
MRKG 1311 Principles of Marketing...........ccocueeenreneencinennineinciens 3
MATH 1314 College Algebra OR

XXXX #3## Approved Math/Natural Science Elective.............ccc.cv.... 3

Semester Total 15

Credits

Marketing, Sales and Service

Second Semester Credits

ENGL 1302 ComposSition Il.........c.eevvririreerineireriesiseisesiesieseessesssnens 3

MRKG 2312 e-Commerce .3

MRKG 2371 Services Marketing OR

MRKG 1391 Special Topics in Business Marketing and Management. 3

MRKG 2348 Marketing Research and Strategies

BUSG 1301 Introduction t0 BUSINESS.........cccureermrermeermererrernneereeeseeens

ACNT 1303 Introduction to Accounting | OR

ACCT 2301 Principles of ACCOUNEING |....vouvvreeemeeeeierierieeieeiiens 3
Semester Total 18

SECOND YEAR

First Semester Credits
XXXX #3## Computer Applications Elective™.........ccccovevvrvererreireins 3
BMGT 1303 Principles of Management
MRKG 2372  Consumer BENaVIOr ..........c.vverrreeereenerieenereseerneeens
MRKG 2333  Principles of SElliNg..........ccvweremerneenerneieieneeienens
MRKG 2380 Cooperative EJUCALION [........cc.vvveervirirecriieiiinceienene
Semester Total 15
Second Semester Credits
MRKG 2374 Marketing Case Studies OR
MRKG 1302 Principles of Retailing .........cccoveverrirrereeiesserreieninens 3
HRPO 1311 Human Relations ..........cc.ccocvvrnerenrirnnnn. w3
IBUS 1354 International Marketing Management...... w3
MRKG 2349 Advertising and Sales Promotion w3
MRKG 2381 Cooperative Education Il............ccccoervrerernnsrrereirennns 3
Semester Total 15
Program Total 63

*The Computer Applications Elective may be chosen from the
following courses: ITSC 1309, Integrated Software Applications
I; POFI 1301 Computer Applications I; or BCIS 1405, Business
Computer Application.

Marketing

The Marketing Certificate provides the student with
specialized skills needed for entry-level positions in
marketing or retailing. Courses in this certificate can apply
to the Marketing AAS.

The capstone for the Marketing Certificate is MRKG 2380,
Cooperative Education I.

CERTIFICATE*

First Semester Credits

MRKG 1311  Principles of Marketing..........c.cooeevvevneeenerineeneieneennennns
MRKG 2372 Consumer BENaVIOr ..........c.vverevemevieeenerieieiiseeienens
MRKG 2333 Principles of Selling..........c.c........
MRKG 2349 Advertising and Sales Promotion

Semester Total 12
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Marketing, Sales and Service

Second Semester Credits

IBUS 1354 International Marketing Management OR
MRKG 1391 Special Topics-Business Marketing and Marketing
ManagEMENL ..o 3

MRKG 2312 e-Commerce OR

MRKG 2371 Services Marketing ...........cocoeeneenrenmeeneencineneineeseeeens 3

MRKG 2380 Cooperative EUCAtON I.........ccovvemrerreenrieneereeernrernneeens 3
Semester Total 9
Program Total 21

*Pending Approval of the Texas Higher Education Coordinating
Board.

Retailing

The Retailing Certificate provides the student with
specialized skills needed for entry-level positions in
marketing or retailing. Courses in this certificate apply to
the Marketing AAS.

The capstone for the Retailing Certificate is MRKG 2371, Services
Marketing.

CERTIFICATE

Credits

First Semester
MRKG 1311 Principles of Marketing
MRKG 2372 Consumer Behavior....
MRKG 2333 Principles of Selling.....
MRKG 1302 Principles of Retailing ..........ccoueunrenmeneeneineineireieeieens
Semester Total 12
Second Semester
HRPO 1311 Human Relations .........c.cooeveermerermeerneeenerieeneeeneerneeens
XXXX #3## Program-Related Elective®...
XXXX #3## Program-Related Elective®.........c..cooerioniniincineininnions
MRKG 2371  Services Marketing ...........oocoeeneeeneenmeennerneineineineeseeeens
Semester Total 12

Program Total 24

*Program-Related Electives may be chosen from the following:
BUSG, BMGT, HRPO, IBUS, MRKG, or LMGT.

Real Estate

The Real Estate Program provides students with the
knowledge and specialized skills required for career
opportunities in the real estate profession. Individuals
may choose to prepare for specialized fields in residential
sales, commercial real estate, mortgage lending, appraisal,
inspection, or property management. Courses are available
for professional development or for personal information.

The Real Estate Program offers current workplace
curriculum and training in the use of technology to assist
individuals and business and industry in meeting their
professional goals.

This HCC Real Estate Program is accredited by the Texas
Real Estate Commission. (1101 Camino La Costa, Austin,
TX 78711-2188, 512-459-6544).

The capstone for the AAS in Real Estate and AAS in Real

Estate /Mortgage Lending Specialization is RELE 2381,
Cooperative Education.

For more information, call 713.718.5229 or e-mail
alex.binkley@hccs.edu.

Real Estate

AAS

TSI Testing is required prior to first enrollment.
FIRST YEAR
First Semester

ENGL 1301
RELE 1301

COMPOSILION ..o
Principles of Real Estate......

RELE 1338 Principles of Real Estate II...
RELE 2301 Law of Agency.....
RELE 1311 Law of Contracts
Semester Total 15
Second Semester Credits
ENGL 1302 ComposSition Il.........cc.eevvevvireeriecierieiiseiesiese e 3
RELE 1325 Real Estate Mathematics OR
XXXX #3##  Approved Mathematics...........ccocvevvcrniinrisrseineieninnns 3
RELE 1321 Real Estate Marketing...........cccoeveerenminnineiniinnineieninens 3
RELE 1319 Real Estate Finance OR
RELE 1324 Loan Origination and Quality Control...........ccccccreereercene 3
RELE 1323 Real Estate Computer Application ..........cccccccverreruerinncn. 3
Semester Total 15
SECOND YEAR
First Semester Credits
ECON 2301 Principles of Economics (Macro) ........cceeeeveererrererernens 3
RELE 1372 Basic Appraisal Principles
RELE 1307 Real Estate Investment OR
RELE 2331 Real Estate Brokerage.........ccoueumeemeencerneeneenereneeneeneens 3
ENVR 1301 Environmental SCIENCE ..........ccvvvevererernreeeeseeeiesesnes 3
RELE 1381 Cooperative Education-Real Estate...........c.ccovvvvrviernennn. 3

Semester Total 15



Second Semester Credits

RELE 1309 Real Estate LaW.....c.cocovvirerniiniircncereeseene 3

RELE 1329 Fundamentals of Environmental Issues OR

RELE 1315 Property Management .............cocvvninnineineennieneinnennens 3

GOVT 2301 American Government OR

PSYC 2302 Applied Psychology...........ccccoeeerreencenne S 3

XXXX #3## Approved Humanities/Fine Arts Elective. w3

RELE 2381 Cooperative Education-Real Estate............c..cccoovvverernnce. 3
Semester Total 15
Program Total 60

Real Estate-Mortgage Lending

Specialization

AAS

TSI Testing is required prior to first enrollment.

FIRST YEAR

First Semester Credits

ENGL 1301  COMPOSItION |...oovverrvirirerirriecieerieeiseriesiseeseesenens 3

RELE 1301 Principles of Real Estate..........ccocovvnvineencinensineieciens 3

RELE 1325 Real Estate Mathematics OR

XXXX #3##  Approved Mathematics..........cc.oveveeververveiseissiesierinns 3

RELE 1324 Loan Origination and Quality Control...........ccc.cvevevurnen. 3

RELE 1311 Real Estate Contracts..........cccovevnrenirnrnninrinrirsiseienens 3
Semester Total 15

Second Semester

ENGL 1302 ComposSition I1........ccovvererinrrrreeseeie s
RELE 2301 LaW Of AQENCY.....cceerreerererrereeeseesesssssseseseessssesseeens
RELE 1338 Principles of Real Estate Il
RELE 1372 Basic Appraisal PrinCiples...........oueeeeererneermeernerinenens
RELE 1381 Cooperative Education-Real Estate...........c.cccouvvrevienen. 3

Semester Total 15

SECOND YEAR
First Semester

ECON 2301
RELE 2307
RELE 1319
ENVR 1301
RELE 1371

Principles of Economics (Macro) .............coueereernreernerenn
Real Estate Title and Settiement ...
Real Estate Finance..........ccccvvvvcvvveceececeeceeeens
Environmental SCIENCE .........ccovvvveeveieeeceeee s
L0@N ProCESSING .....vvueeeeerceeereiineieceeiseeee s

Semester Total 15

Second Semester

RELE 1309 Real Estate LaW.....c.cocovrvcercrneiniircnceeneeeiene

RELE 2311 Fundamentals of Mortgage Lending

GOVT 2301 American Government OR

PSYC 2302 Applied PSYchology..........cocereeriereeeneeeiineierirseeseiineens 3

XXXX #3## Approved Humanities/Fine Arts Elective w3

RELE 2381 Cooperative Education-Real Estate............c..cccoovvvrernnce. 3
Semester Total 15
Program Total 60

Marketing, Sales and Service

The Real Estate certificate options listed below provide
the student with the knowledge and ability to apply
individualized technical skills within the defined area. Some
or all of the courses in these certificates apply to the Real
Estate AAS.

The capstone for the certificates in Real Estate is RELE 1381,
Cooperative Education.

For more information, call 713.718.5229 or e-mail
alex.binkley@hccs.edu.

Commercial Real Estate

The Commercial Real Estate program prepares the
student to enter the non-residential real estate market as
an owner, broker or sales agent. The curriculum focuses
on the general environment of commercial real estate and
includes valuation, environmental issues, selling, listing,
and leasing activities.

CERTIFICATE
First Semester Credits
RELE 1307 Real Estate Investment........ccccovevvvveveeeiieeeeceseeens 3
RELE 1315 Property Management ...........ccocoveeeneenereeinereneenneneens 3
RELE 1329 Fundamentals of Environmental ISSUES..........ccocorvvevnee. 3
RELE 1372 Basic Appraisal Principles e
RELE 1381 Cooperative Education-Real Estate..........c.ccoovvvnivrnienen. 3
Semester Total 15
Program Total 15

Mortgage Lending Professional

The Mortgage Lending Professional program prepares
the student to enter the mortgage lending industry as a
Loan Officer, Loan Processor, Loan Clerk or Administrative
Assistant. The coursework meets the Texas Department of
Savings and Mortgage Lending educational requirement
for Loan Officer licensure and provides basic information
to pass the Loan Officer exam.
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CERTIFICATE

First Semester Credits

RELE 1319 Real Estate Finance...........cccocovevveneneencrscnsrneincens 3

RELE 1324 Loan Origination and Quality Control..............cccrvevrenen. 3

RELE 1371 Loan Processing OR

RELE 2307 Real Estate Title and Settlement ..o

RELE 1372 Basic Appraisal PrinCiples.........ccocoevrersrnenererienierienns

RELE 2311 Fundamentals of Mortgage Lending.....

RELE 1381 Cooperative Education-Real Estate............cc.ccoorvvrrerrnc.
Semester Total 18
Program Total 18

Property Management

The Property Management program is designed for the
student wanting to enter the property management field as
an Onsite Manager, Consultant, Owner, or Assistant. The
curriculum focuses on the operational side of non-residential
real estate and includes maintenance, rent collection,
insurance and legal issues.

CERTIFICATE

First Semester Credits

RELE 1381 Cooperative Education-Real Estate...........c.cccooevrvivniennn. 3

RELE 1335 Real Estate Construction

RELE 1315 Property Management....

RELE 1307 Real Estate Investment.........c.cccoveviveveeiveneeieseeiens

RELE 1309 Real Estate Law OR

RELE 1338 Principles of Real Estate Il...........coccovvvrineininnineienens 3
Semester Total 15
Program Total 15

Real Estate Appraisal

The Real Estate Appraisal program prepares the student
to enter the appraisal/valuation industry as a Trainee under
a Texas certified appraiser. RELE 1372, Basic Appraisal
Principles and RELE 1373, Basic Appraisal Procedures
count as “fundamental” appraisal courses by the Texas
Appraiser Licensing and Certification Board (TALCB).

CERTIFICATE

Credits

First Semester

RELE 1307
RELE 1329
RELE 1335
RELE 1372

Real Estate Investments......................
Fundamentals of Environmental Issues....
Real Estate Construction....................
Basic Appraisal PrinCiples .........ccccvevverersrnrssneisereins

Semester Total

Second Semester Credits
RELE 1105 Uniform Standards of Professional
Appraisal PractiCe ..........cocevverreiernsiesseiesssiseseesienns 1
RELE 1373 Basic Appraisal Procedures
RELE 1381 Cooperative Education-Real Estate..........c.cccoocuvrnrvrnnnnen. 3
Semester Total 7
Program Total 19

Residential Real Estate

The Residential Real Estate program prepares the student
to enter the world of residential real estate as a Salesperson,
Broker or Leasing Agent. The curriculum meets the Texas
Real Estate Commission’s educational requirement to
obtain a Salesperson license and the Statutory Annual
Education (SAE) requirement.

CERTIFICATE
First Semester Credits
RELE 1301 Principles of Real Estate.........ccccoovvvvverecreeeireiesin, 3
RELE 2301 Law Of AQENCY.....ccvevveireriirieriseiesissiessesisesis s 3
RELE 1311 Law of CONtractS.......ocvvervrireeiireiinrsiieessiesieseesie e 3
Semester Total 9
Second Semester Credits
RELE #3## RealEstate EleCtive.........cccccoevvcveiivniveiececccieeeeine 3
RELE 1338 Principles of Real Estate Il...........ccccoevvevecieercirciesin, 3
RELE 1381 Cooperative Education-Real Estate..............cccoverrerrrnen. 3
Semester Total 9
Program Total 18

Loan Processing and
Loan Origination

The Loan Processing and Loan Origination Marketable
Skills Achievement Award will prepare the student for entry-
level employment in the mortgage lending industry as a
Loan and Credit Clerk, Loan Interviewer or Loan Officer/
Counselor.

MSA

(Marketable Skills Achievement Award)

First Semester Credits
RELE 1371  L0AN ProCessing .......ccceveueererneerneeeensesneesesisseseesenesseens 3
RELE 1324 Loan Origination and Quality Control............cccccreeeereeen. 3
RELE 1372 Basic Appraisal PrinCiples.........ccoccoevverernenerersenieiienns 3
Semester Total 9
Program Total 9
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