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MT. SAC SCHOOL OF CONTINUING £DUCATION 

SHORT-TERM VOCATIONAL 

ESSENTIAL OFFICE SKILLS 
Learn Othce Management Skills, Microcomputer Apphcotior+s

(Word, Excel. PowerP01nt ,  Google Programs)

Proporc for on omploymcnl 1ntorvlow, Including dO\'Olopn9 rcsponsos. croollng o corei 
portfollo, ond drcsst19 for success

Eom a Cerlificol& in 7.S woeks 

January 9 - February 28, 2023 

Monday - Wednesday; 2:00 - 6:00 pm□

i 

and Thursdays 01/19/2023 and 

01/26/2023 2:00 - 6:00pm 

Online Synchronous 
TltAll'll l't(; 1$ Off(ltCO AT NO (0$T,

COUAS£ JMTUtALS MA 't IIE l!EotMtf.O FOi THISC O U R S E .

.

Apply online www.mtsac.edu/noncreditopp 
For registrol on ,nlorrnollon. coll 909-274-5723 l or v siti

https://www.rntsoc edu/vocotonol/1SCAN TO APPLY 

https://www.rntsoc
www.mtsac.edu/noncreditopp



