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Proposed Program Title
Irvine Valley College

Projected Program Start Date
South Orange County Community College

College District
Contact Information

Corine Doughty Dean
Voting Member Title

949-282-2730

cdoughty@ivc.edu

Phone Number

Goal(s) of Program (Check all that apply):

[W] Career Technical Education (CTE) [] Transfer

Type of Program (Check all that apply):
[W] Certificate of Achievement 12-17 (or 17-27 quarter) units

|:| Associate of Science Degree

Reason for Approval Request (Check One):

Email

[] other

] certificate of Achievement 18+ semester (or 27+ quarter) units

|:| Associate of Arts Degree

[] New Program [W] Substantial Change [] Locally Approved

Program Information

0702
Recommended Taxonomy of Program (TOP) Code
Units for Major-Degree
Total Units for Degree

18.5

Required Units-Certificate

1. Insert the description of the program as it will appear in the catalog.

Business Information Worker (BIW) provides knowledge and skills demanded in today's workplace. Skills
include Keyboarding Proficiency, Microsoft Windows, Microsoft Word, Microsoft Excel, Microsoft Outlook,
Information Systems - Basics, Business Communications, and Human Relations/Customer Service. With a
solid foundation in Microsoft Windows and Office as well as strong digital and web literacy skills, the BIW
brings efficiency and productivity to the workplace. Completion of the BIW pathway also brings
indispensable critical thinking, problem solving, and interpersonal skills to the workplace, essential
components of the curriculum. Students who successfully complete the BIW Certificate of Achievement are
prepared for entry-level positions in general office environments in a variety of fields, such as general
office clerks, retail salespersons, customer service representatives, receptionists, and information clerks.
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2. Provide a brief rationale for the program.

The Business Information Worker (BIW) is a substantial change to an existing program (Administrative
Assistant). This job readiness pathway was developed by the ICT-Digital Media Sector in support of
the regional alignment project. The (BIW) is now being offered at more than 50 community colleges
statewide. The identified courses align with specific skills that business and industry have identified as
critical for entry level employees. At Irvine Valley College, the pathway can be completed in just two
semesters, which allows students to gain entry-level employment while they continue their education.

Summarize the Labor Market Information (LMI) and employment outlook (including citation for the source of
the data) for students exiting the program.

Occupation Summary for Secretaries and Administrative Assistants
2014 Jobs: 25,945
Median Earnings: $18.05/hr (Nation: $15.69/hr)

Growth for Secretaries and Administrative Assistants

2013 Jobs: 24,976
2014 Jobs: 25,945
YoY Change: 969

% Change: 3.9%

Regional Trends:
Orange County, CA: 24,976 (2013 Jobs); 25,945 (2014 Jobs); 3.9% (% Change)
Los Angeles County, CA: 79,039 (2013 Jobs); 80,355 (2014 Jobs); 1.7% (% Change)

Data Source: EMSI; Occupation Code 43-6014; Region Code 6059; Time frame 2013-2014

4. List similar programs at other 27 colleges in the Los Angeles and Orange County Region which may be
adversely impacted. (There is space for 10 listings, if you need more, please contact laocrc@sccollege.edu)

College Program Who You Contacted Outcome of Contact

Saddleback College

Business Information Worker

Joyce Quade

Supports program

Golden West College

Business Information Worker

Barbara Hawksley-Jones; Lynn Buller

Supports program

Coastline College

Business Information Worker

Michael Warner; Cheryl Chapman

No objection

Fullerton College

Business Information Worker

Dale Craig

No objection

Orange Coast College

Business Information Worker

Maryann Watson

No objection

Cypress College Business Information Worker Ben lzadi No objection
Santa Ana College Business Information Worker Patricia Waterman; Stephanie Clark No objection
Long Beach City College Business Information Worker Garrett Whelan No objection
Cerritos College Business Information Worker DSN ICT-DM Gustavo Chamorro No objection

Citrus College

Business Information Worker

DSN ICT-DM Gustavo Chamorro

No objection
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5. List all courses required for program completion, including core requirements, restricted electives and
prerequisites. (There is space for 20 listings, if you need more, please contact laocrc.sccollege.edu).

Courses Course Number Course Title Units

Introduction to Computers, Keyboarding and Word Il Clm 201B Introduction to Computers, Keyboarding and Word Il 1.0
Introduction to Computers, Keyboarding and Word IlI CIM 201C Introduction to Computers, Keyboarding and Word IlI 1.0
Introduction to Windows CIM 103 Introduction to Windows 1.5
Word Processing | CIM 210.1 Word Processing | 1

Word Processing Il CIM 210.2 Word Processing Il 1.5
Spreadsheets | M 112.1 Spreadsheets | 1.5
Spreadsheets Il CIM 112.2 Spreadsheets Il 1.5
Introduction to Outlook CIM 209 Introduction to Outlook 0.5
Introduction to Personal Computer Applications CIM 107 Introduction to Personal Computer Applications 3.0
Business Communication MGT 104 Business Communication 3.0
Organizational Behavior MGT 125 Organizational Behavior 3.0

6. Include any other information you would like to share.
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