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O f f i c e  A d m i n i s t ra t io n   

M e d i c a l  O f f i c e  A d m in i s t r a t i o n  

New Jersey Career Center is dedicated to providing student-centered training focused on attaining 
the knowledge and skills necessary to achieve industry certifications enabling individuals to reach 
their educational and career goals at their own pace, with a flexible schedule in a professional 
blended learning environment. 
 

   C o m p u t e r  T e c h n o lo g y  

     P ro f e s s i o na l  D e v e l o p m en t  

T a b l e  o f  C o n t e n t s  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Once a student is accepted, New Jersey Career offers rolling 
enrollment. Students do not have to wait for the start of the 
traditional semester or a specified start date.  Students can 
choose their start date in coordination with the NJCC 
Admissions Department.  The first day of class will begin with an 
orientation to acquaint the student with all the faculty and 
resources that NJCC has to offer.   
 
 
 
 
 
 
NJCC Faculty & Staff 
 
 
 
 
 
 
 
New Jersey Career Center has a highly professional team of 
faculty and staff with the education, experience and certifications 
that ensures NJCC’s commitment to quality education and 
training.   Each faculty and staff member maintains an open 
door policy and is dedicated to helping all students attain their 
educational, training and career goals.    
 

For more information or 
 to request an application and personal interview: 

 
Call 

856-327-5555 ext. 140 or 800-844-8333 
 

e-mail:  info@njcareercenter.com 
 

Or apply online by visiting us on the Web at: 
www.njcareercenter.com 

 
 

 

Overview of the School's Learning Environment and 
Model: 

  
 New Jersey Career Center offers quality education that is both 
affordable and flexible. We are dedicated to the individual and 
can customize a training program to fit your career goals. 

 Our unique learning environment integrates interactive learning 
with instructor oversight and mentoring to foster each student’s 
success working at their own pace with individualized instruction 
as needed. 

For most students, schedule flexibility is key to successfully 
completing their goals. New Jersey Career Center can 
accommodate almost any schedule with day, evening and 
weekend hours. Each student has control of their own schedule 
within the operating hours of the school. 
 

School Operating Hours 
 

Monday –Thursday 8:30am to 8:00pm  
Friday – 8:00am to 5:00pm 
Saturday – 9:00am to 1:00pm 

 
School Admission Requirements & Application 

Process: 
 
New Jersey Career Center’s Admissions process begins with a 
personal interview and tour of the NJCC facility.  During the 
personal interview the Admissions Representative will assess 
your skill levels and prior experience in addition to assessing 
your educational and career goals. You will also have the 
opportunity to fill out the application for admission and request 
information about financial options.  

For consideration for general admission to NJCC you must hold 
either a High School Diploma or GED.  For admission to specific 
career tracks or courses there may be prerequisites required. 
During the student’s interview process the NJCC Admissions 
representative will ask some basic questions about the 
computer and/or require the student to take basic keyboarding 
and/or computer skills tests. Based on the student’s responses 
and/or scores, the student may be able to test out of the pre- 
requisite courses and immediately begin their core courses.   
 
 

GENE RAL IN FORMAT ION 

Graduating High School  Students  
 

Careers  in  the f i e lds  o f  computer  techno logy,  
o f f i ce  adm in is t ra t i on  o r  medica l  b i l l i ng  and cod ing 
o f fer  g reat  oppor tun i t i es  and sa la r ies .   In  a  
re l a t i ve ly  shor t  per iod o f  t ime,  s tudents  can ga in  
sk i l l s  and comple te  indus t r y  cer t i f i ca t i ons  that  w i l l  
no t  on ly  get  the i r  foo t  i n  the  door  fo r  employment  
but  wi l l  a lso  lay  a  te r r i f i c  foundat ion fo r  career  
advancement .  
 

Students Pursuing Tradit ional  Col lege 
 

Bus iness  app l i ca t ion  sk i l l s  such as  Mic rosof t  
W ord,  Exce l ,  Out l ook ,  and PowerPoin t  w i l l  no t  
on l y  g i ve  s tudents  an edge  in  the co l l ege arena,  
but  wi l l  g i ve  them s t rong too ls  to  use in  the i r  
fu ture  ca reers .  
 

Graduating Col lege Students  
 

Cer t i f i c a t ion  and pro fess iona l  deve lopment  can 
g ive  the compet i t i ve  edge t o  jump s tar t  the  recent  
co l lege graduate ’s   ca ree r  and he lp  t he s tudent  on 
the pat h  to  success .  
 
 

                                         WHO COULD BE NEFIT FR OM ATTE N DING NJCC 
 

Individuals   Seeking a Career Transit ion 
 
 

 NJCC can he lp  deve lop new sk i l l s  tha t  w i l l  
p repa re  s tudents  fo r  success  in  a  new ca reer  in  
computer  techno logy,  o f f i c e  adm in is t ra t i on ,  
Medica l  B i l l i ng  &  Coding o r  Medica l  Of f i ce  
Adm in is t ra t ion .  
 

Experienced Profess ionals  
 

For  p ro f ess iona ls  look ing for  upward mobi l i t y  in  
the i r  ca reers ,  p ro fess iona l  deve lopment  and 
cer t i f i ca t ions  wi l l  he lp  sharpen sk i l l s  and g i ve  
the compet i t i ve  edge to  reach ind i v i dua l  
pro f ess iona l  goa ls .  

 
Businesses and Corporat ions 

 

  NJCC can o f fe r  a  va r ie t y  o f  t ra in ing se rv ices  
to  improve employee p roduc t iv i t y  and sk i l l s .  
NJCC a lso  o f fe rs  job  cand idate  re fe r ra l  
p rograms and oppor t un i t i es  to  hos t  t ra ined &  
cer t i f ied  i n te rns  and exte rns .  
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Office Administration Specialist    
Course Length – 7 months  
           
Prerequisite Courses: 
  

� Keyboarding 
� Basic Computing   
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Internet Fundamentals 
 

 
Core Program includes: 
 

� Conducting Effective Internet Research 
 
� MOS Certification Track  

o Word  
o Excel  
o Power Point 
o Outlook  

 
� QuickBooks 
 
Choice of Required Electives Include: 
  
� Microsoft Access (Advanced) 
� Microsoft Access Track I (Basic) 
� Microsoft Word Expert 
� Microsoft Excel Expert      

 
* Students are required to meet 325 course hours  

 for graduation from this program.   
 
One Optional Elective – (not required for graduation) 
* Students have the choice of one Business or Microsoft 

Application Course 
 

Professional Development Seminar Series: 
Included as an optional student resource. 
  

� Business Reality Lecture & CBT Series –   
o Business Ethics, Personal Presentation for 

Business, Business Etiquette & Conduct, Time 
Management/Getting Things Done, Managing 
Stress 

� Business Communication Lecture & CBT Series  
o  E-mail  Etiquette, Phone Etiquette  Better 

Business Writing, Better Business 
Communication,  

�  Quality Customer Service Lecture & CBT Series  
o  Quality   Customer Service,  Customer  

Satisfaction,  Calming  Upset Customers 
� Managing Your Career  Lecture & CBT Series  

o  Resume  Writing  and Review, Effective 
Interviewing Skills, Motivation  and  Goal Setting,  
Assertiveness,  Marketing  Yourself 

 
 
  
 

 Track Description 
 
Adm in is t ra t i ve  Spec ia l i s ts  a re  res pons ib l e  f o r  
a  va r i e t y  o f  adm in i s t ra t i ve  and  c l e r i c a l  du t i es  
nec es s a ry  t o  run  an  o rg an i za t i on  e f f i c i en t l y .  
They  s e rve  as  i n f o rm a t i on  and  c omm un ic a t i on  
m anagers  f o r  an  o f f i c e ;  p l an  and  s c hedu le  
m ee t i ngs  and  appo in t m en ts ;  o rgan i ze  and  
m a in t a i n  paper  and  e lec t r on i c  f i l es ;  m anage  
p ro jec t s ;  c onduc t  res earc h;  and  d i s s em ina t e  
i n f o rm a t i on  by  us ing  t he  te l ephon e ,  m a i l  
s e rv i c es ,  webs i t es ,  and  e -m a i l .  They  a l s o  m ay  
hand le  t ra ve l  and  g ues t  a r rangem en t s .  
 
Adm in is t ra t i ve  Spec ia l i s ts  a re  a i de d  i n  t hes e  
t as ks  by  a  va r i e t y  o f  o f f i c e  equ ipm en t  and  us e  
c om pu t e rs  t o  do  t ask s  s uch  as  c rea t e  
s p reads hee t s ;  c om pos e  c or res pond enc e ;  m anage  
da t abas es ;  and  c rea t e  p re s en t a t i ons ,  repo r t s ,  
and  doc um en t s  us ing  bus ines s  app l i c a t i ons .  They  
a l s o  m ay  nego t i a t e  wi t h  v endors ,  m a in t a i n  and  
e xam ine  l eas ed  equ ipm en t ,  pu rc has e  s upp l i es ,  
m anage  a reas  s uc h  as  s t oc k rooms  o r  c o rpo ra t e  
l i b ra r i es ,  and  re t r i eve  d a t a  f rom  va r i ous  s ou rc es .   
 
Ne w J e rs ey  Ca ree r  C en t e r ’ s  O f f i c e  
Adm in is t ra t i on  Spec ia l i s t  Ca ree r  T rac k  p rov id es  
t he  educ a t i on  and  t oo l s  ne eded  f o r  s t uden t s  t o  
en t e r  o r  en hanc e  adm in i s t ra t i ve  c a ree rs  by  
p rov i d i ng  t he  nec es s a ry  t r a i n i ng  t o  ea rn  t he  
NJ CC Adm in is t ra t i ve  Spec ia l i s t  c e r t i f i c a t e  and  
t he  Mic ros o f t  O f f i c e  Spec ia l i s t  c e r t i f i c a t i ons .   
 
 
Admissions Requirements 
 
The  O f f i c e  Admin i s t ra t i on  Spec ia l i s t  Ca ree r  
T rac k  r equ i res  p re r equ i s i t es .  Du r i ng  t he  
s t uden t ’ s  i n t e rv i e w p roc es s  t he  NJ CC adm iss ions  
rep res en t a t i ve  wi l l  as k  t he  app l y i ng  s t uden t  s om e 
bas i c  ques t i ons  abou t  t he  c om pu t e r  and / o r  
requ i r e  t he  s t uden t  t o  t ak e bas i c  k eyboard i ng  
and  c om pu t e r  sk i l l s  t es ts .  Bas ed  on  t he  s t uden t ’ s  
res pons es  and / o r  s c o res  the  s t uden t  m ay  be  ab le  
t o  t es t  ou t  o f  t he  p re requ i s i t e  c ou rs es  and  
imm ed ia t e l y  beg in  t he i r  c o re  c ou rs es .  ( No monetary 
credit for testing out of prerequisites.) 
  
 
 
  
 
 

O F F I C E  A D M I N I S T R A T I O N   

 



 

Medical Office Administration Specialist   
Course Length –  7  months        
 
 
Prerequisite Courses   
 

� Keyboarding 
� Basic Computing     
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Internet Fundamentals 
 

 
Core Program includes: 
*New Jersey Career is a certified National Healthcareer 
Association training site.  
 

� Medical Office Software & Procedures 
� Medical Billing 1 / Health Insurance Processing 
� Medical Terminology 1 
� Medical Terminology2  
 
� QuickBooks 
 
� MOS Specialist Certifications  

o Word  
o Excel  
o Outlook 
 
 

Professional Development Seminar Series: 
Included as an optional student resource. 
 
 

� Business Reality Lecture & CBT Series –   
o Business Ethics;  Personal Presentation for 

Business; Business Etiquette & Conduct 
 

� Business Communication Lecture & CBT Series  
o  E-mail Etiquette; Phone Etiquette Better Business 

Writing; Better Business Communication 
 

�  Quality Customer Service Lecture & CBT Series  
o Quality Customer Service; Customer Satisfaction;  

Calming Upset Customers. 
 

� Managing Your Career  Lecture & CBT Series  
o Resume Writing and Review; Effective Interviewing 

Skills, Motivation and Goal Setting; Assertiveness;  
Marketing Yourself 

 
 
 
  
 

Track Description 
 
The  m ed i c a l  f i e l d  o f f e rs  a  d i ve rs e  s e lec t i on  o f  
em p loym en t  oppor t un i t i es  i n  adm in i s t ra t i ve  
pos i t i ons .   Med i c a l  o f f i c es ,  hos p i t a l s ,  s u rg i c a l  
c en t e rs  and  c l i n i c s  a l l  have  t he  need  f o r  
p ro f es s iona l s  wh os e  s k i l l s  i nc l ude  Med i c a l  
Te rm ino logy  and  Med i c a l  O f f i c e  and  Bus iness  
Com pu t e r  App l i c a t i ons .  
 
The  Med ic a l  O f f i c e  Admin i s t ra t i on  Spec ia l i s t  
Caree r  T rac k  p repa r es  s t uden t s  t o  en t e r  
adm in i s t ra t i ve  c a ree rs  i n  the  m ed i c a l  f i e l d  wi t h  
s k i l l s  t ha t  c an  be  app l i ed  i n  va r i o us  m ed i c a l  
env i r onm en t s .   The  s ucc es s f u l  s t uden t  w i l l  ga in  
t he  s k i l l s  nec ess a ry  t o  a t ta i n  t he  NJ CC Med i c a l  
O f f i c e  Adm in i s t ra t i on  Spec ia l i s t  Ce r t i f i c a t e  and  
t he  f o l l owi ng  i ndus t r y  c e r t i f i c a t i ons :  M i c ros o f t  
O f f i c e  Spec ia l i s t  Cer t i f i c a t i ons ;  Na t i ona l  
Hea l t hc a ree r  As s oc ia t i on ’s  Cer t i f i ed  Med i c a l  
Adm in is t ra t i ve  Ass i s t an t  (CMAA) .   
 
 
 Admissions Requirements 
 
The  Med ic a l  O f f i c e  Admin i s t ra t i on  Spec ia l i s t  
P rog ra m  r eq u i res  p re requ i s i t es .  Du r i ng  t he  
s t uden t ’ s  i n t e rv i e w p roc es s  t he  NJ CC Adm is s ions  
rep res en t a t i ve  wi l l  as k  t he  app l i c an t  s om e bas i c  
ques t i ons  abou t  t he  c om pu t e r  and / o r  r equ i r e  t he  
s t uden t  t o  t ak e  bas ic  k eyboard in g  and  c om pu t e r  
s k i l l s  t es t s .  Bas ed  on  t he  s t uden t ’ s  res pons es  
and / o r  s c o res  t he  s t uden t  m ay  be  ab le  t o  t es t  ou t  
o f  t he  p re requ i s i t e  c ou rs e s  and  imm ed ia t e l y  
beg in  t he i r  c o re  c ou rs es .   (no monetary credit for testing 
out of prerequisites.) 
  
 
 
  
 
 

Medical Office Administration  

According to the New Jersey Department of Labor, Medical 
Administration is an “in demand” field. 

 
Train for success and expand your job opportunities at New 

Jersey Career Center. 

 
Offi
ce 



 
 

 
Medical Billing & Coding Specialist  
Course Length - 8 months   
           
Prerequisite Courses:   

� Keyboarding 
� Basic Computing   
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Internet Fundamentals 

 
 
Core Program includes: 
*New Jersey Career is a certified National Healthcareer 
Association training site.  
 

� Medical Terminology I 
� Medical Terminology 2 
� Medical Office Software & Procedures 
� Medical Billing 1 / Health Insurance Processing  
� Medical Billing 2 
� Medical Coding  
 
� MOS Specialist Certifications  

o Word  
o Excel  
o Outlook 

 
� Research Using the Internet  
� QuickBooks 
 

 
Professional Development Seminar Series: 
Included as an optional student resource. 
 

 
� Business Reality Lecture & CBT Series –   

o Business Ethics;  Personal Presentation for 
Business; Business Etiquette & Conduct 

 
� Business Communication Lecture & CBT Series  

o E-mail Etiquette; Phone Etiquette, Better 
Business Writing; Better Business 
Communication 

 
�  Quality Customer Service Lecture & CBT Series  

o Quality Customer Service; Customer 
Satisfaction; Calming Upset Customers 

 
� Managing Your Career  Lecture & CBT Series  

o  Resume Writing and Review; Effective 
Interviewing Skills; Motivation and Goal Setting; 
Assertiveness;  Marketing Yourself 

 
  
 
 

Medical Billing & Coding Specialist 

You  can  beg in  your  ca reer  and  ga in  
endur ing  sk i l l s  that  w i l l  fue l  your  
success  in to  the  fu tu re  th rough  choos ing 
the  NJCC Career  T rack  to  match  your  
ind iv idua l  goa ls .  
 
 

 
Career Track Description 
 
The  Med i c a l  B i l l i ng  and  C od ing  Ca ree r  T r ac k  
p repa res  s t uden t s  t o  en t e r  t he  Med i c a l  B i l l i ng  &  
Cod ing  c a re e r  w i t h  s k i l l s  tha t  c an  be  app l i ed  i n  
va r i o us  m ed ic a l  env i ronm en t s .   The  s ucc es s f u l  
s t uden t  w i l l  a t t a i n  t he  NJ CC Med i c a l  B i l l i ng  &  
Cod ing  Spec ia l i s t  Cer t i f i ca t e  and  t he  f o l l o wing  
i ndus t r y  c e r t i f i c a t i ons :  M i c ros o f t  O f f i c e  Spec ia l i s t  
Ce r t i f i c a t i ons ;  Na t i ona l  Hea l t hc a ree r  As s oc ia t i on ’ s  
Cer t i f i ed  B i l l i ng  &  Cod ing  Spec ia l i s t  (CBCS) .   
 
                    
 
 Admissions Requirements 
 
 The  Med ic a l  B i l l i ng  &  Cod ing  Spec ia l i s t  P rog ram  
r equ i r es  p re re qu i s i t es .  Du r i ng  t he  s t uden t ’ s  
i n t e rv i e w p roc es s  t he  NJ CC Adm is s ions  
rep res en t a t i ve  wi l l  as k  t he  app l y i ng  s t uden t  s om e 
bas i c  ques t i ons  abou t  t he  c om pu t e r  and / o r  re qu i re  
t he  s t uden t  t o  t ak e bas i c  keyboa rd in g  and  
c om pu t e r  s k i l l s  t es t s .  Based  on  t he  s t uden t ’ s  
res pons es  and / o r  s c o res  the  s t uden t  m ay  be  ab le  
t o  t es t  ou t  o f  t he  p re requ i s i t e  c ou rs es  and  
imm ed ia t e l y  beg in  t he i r  c o re  c ou rs es .    
 
 
 
  
 
 



 

Computer Support Specialist  
Choose either: 
 The PC Specialist Track or The Help Desk Track 
 
Prerequisite Courses   
*Required for all Computer Support Specialist programs 

� Keyboarding 
� Basic Computing   
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Internet Fundamentals  
� Conducting Effective Internet Research 

 
 
 

Additional Prerequisite Courses:   

� Word Core 
� Outlook 

Core Courses: 

� A+ IT Technician 
(This is a 2 part course including the following) 

o  Essentials (701) 
o A+ Practical Applications (702) 

Choose either  
� Network + ) or 
Choose 2 of the following: 
� Microsoft Window XP  
� Microsoft Windows Vista  
� Server +   
� Security + 

 
 

 
   
Core Courses: 

� Microsoft Office Certification Series  

o Word  
o Excel  
o Power Point 
o Outlook 

� Required Elective Courses: 
o Word Expert 
o Excel Expert   
 

� A+ IT Technician  
(This is a 2 part course including the following) 

o Essentials (#220-701) 
o A+ Practical Applications (#220-702) 

� Optional Elective – Not Required 
o Microsoft Access  

 
 
 
 

Track Description                                                
 
Comput e r  s uppo r t  s pec ia l i s t s  p rov ide  t ec hn i c a l  
as s i s t anc e ,  s uppor t ,  and  adv i c e  t o  c us t om ers  and  
o t he r  us e rs .  Th i s  occ upa t i ona l  g ro up  i nc l udes  
t ec hn i c a l  s uppor t  s pec ia l i s t s  and  he lp  des k  
t ec hn i c i ans .  Thes e  t roub le s hoo t e rs  i n t e rp re t  
p rob lem s  and  p rov id e  t ec hn i c a l  s uppor t  f o r  
ha rd ware ,  s o f t wa re ,  and  s ys t ems .  They  ans wer  
t e l ephone  c a l l s ,  ana l yz e  p rob lem s  by  us ing  
au t om at ed  d iagnos t i c  p rog ram s ,  and  res o l ve  
rec u r r i n g  d i f f i c u l t i es .  Suppor t  s pec ia l i s t s  m ay  
work  e i t he r  w i t h i n  a  c om pany  t ha t  us es  c om pu t e r  
s ys t em s o r  d i rec t l y  f o r  a  com pu t e r  ha rd wa re  o r  
s o f t ware  vend or .  I nc reas ing l y ,  t hes e  s pec ia l i s ts  
work  f o r  he lp  des k  o r  s uppor t  s e rv i c es  f i rm s ,  f o r  
wh i c h  t hey  p ro v ide  c om pu t e r  s uppor t  t o  c l i en t s  
on  a  c on t rac t  bas i s .  
 

The  Com pu t e r  Suppor t  Spec ia l i s t  Ca ree r  T rac k  
p repa res  t he  s t uden t  s eek ing  a  c a ree r  i n  
s uppor t i ng  t he  i n t e rn a l  o r  e xt e rn a l  end  us e r  i n  a  
t yp i c a l  o f f i c e  env i ronm en t  i n  va r i o us  i ndus t r i es .    
 

The  s uc c ess f u l  s t uden t  w i l l  ga in  t he  s k i l l s  
nec es s a ry  t o  a t t a i n  e i t he r  t he i r :  
 

  NJ CC PC Spec ia l i s t  a l ong  wi t h  Com pT ia  
A+  I T  Tec hn i c i an  Cer t i f i c a t i on  and  one  
o f  t he  f o l l owing :  Com pT ia  Ne t +  
Cer t i f i c a t i on  o r  Com pT ia  Serve r+  o r  
Com pT ia  S ec u r i t y  + .  

  He lp  Des k ,  a l ong  wi t h  t he  Mic ros o f t  
O f f i c e  

Mas t e r  Cer t i f i c a t i on  and  C om pT ia  A+ I T  
Tec hn i c i an  Cer t i f i c a t i on .  

                   
 Admissions Requirements 

�   

The  Comput e r  Suppo r t  Spec ia l i s t  P rog ra m  
r equ i r es  p re re qu i s i t es .  Dur i ng  t he  s t uden t ’ s  
i n t e rv i e w p roc es s  t he  NJ CC Adm is s ions  
rep res en t a t i ve  wi l l  as k  t he  app l i c an t  s om e bas i c  
ques t i ons  abou t  t he  c om pu t e r  and / o r  r equ i r e  t he  
s t uden t  t o  t ak e  bas ic  k eyboard in g  and  c om pu t e r  
s k i l l s  t es t s .  Bas ed  on  t he  s t uden t ’ s  res pons es  
and / o r  s c o res  t he  s t uden t  m ay  be  ab le  t o  t es t  ou t  
o f  t he  p re requ i s i t e  c ou rs e s  and  imm ed ia t e l y  
beg in  t he i r  c o re  c ou rs es .   To  en ro l l  i n  t he  He lp  
Des k  p rog ram  you  m us t  have  a  m in im um  o f  1  
yea r  work  e xpe r i enc e  us in g  t he  Mic ros o f t  O f f i c e  
app l i c a t i ons .    
 
 
 
  
 
 

C O M P U T E R  S U P P O R T  SP E C I A L I S T   

PC Specialist  
Course Length – 7 months 
 
 

Help Desk 
Course Length – 8 months 
 
 



D 

 
System Administrator   
Course Length – 6 months                 
 
Basic Requirements: Students must be proficient and be able to test 
out of the following before being considered for acceptance into the 
System Administration Track.   
 

� Keyboarding 
� Basic Computing   
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Internet Fundamentals  
� Conducting Effective Internet Research 

 
Prerequisite Courses:  

� Word Core  
� Outlook  
� Additional prerequisites may be required based on   
 pre-admission testing and prior computer experience. 
 
 

Core Courses: 

Choice of one of the Following Required Electives:  
� Windows XP Professional  
� Windows Vista Professional 

 
Required Core Courses; (all are required) 

� Windows Server 
�  Windows Network Infrastructure  
 

Choice of one of the Following Required Electives:  
� Security +  
� Security in a Server Network) 

 
 
 
Professional Development Seminar Series  
Included as an optional student resource. 
 

� Business Reality Lecture & CBT Series –   
o Business Ethics;  Personal Presentation for Business; 

Business Etiquette & Conduct 

� Business Communication Lecture & CBT Series  
o E-mail Etiquette; Phone Etiquette, Better Business 

Writing; Better Business Communication 

�  Quality Customer Service Lecture & CBT Series  
o Quality Customer Service; Customer Satisfaction; 

Calming Upset Customers 

� Managing Your Career  Lecture & CBT Series  
o  Resume Writing and Review; Effective Interviewing 

Skills; Motivation and Goal Setting; Assertiveness;  
Marketing Yourself 

 
 
 
 

 
Track Description 
  
Sys t em s Adm in i s t ra t o rs  a re  t he  i n f o rm a t i on  
t ec hno logy  em p loyees  res pons ib l e  f o r  t he  e f f i c i en t  
us e  o f  ne t work s  by  o rg an i za t i ons .  They  ens u re  t ha t  
t he  des ign  o f  an  o rgan i za t i on ’ s  c om pu t e r  s i t e  a l l ows  
a l l  o f  t he  c om ponen t s ,  i nc lud ing  c om pu t e rs ,  t he  
ne t work ,  and  s o f t wa re ,  t o  f i t  t oge t he r  and  work  
p rope r l y .  Fu r t he rm ore ,  t hey  m on i t o r  and  ad jus t  t he  
pe r f o rm anc e  o f  ex i s t i ng  c om pu t e r  s ys t em s  and  
c on t i nua l l y  s u rve y  t he  c u r r en t  c om pu t e r  s i t e  t o  
de t e rm ine  f u t u re  s ys t em  needs .  Adm in i s t ra t o rs  a ls o  
t roub les hoo t  p r ob lem s  repo r t ed  by  us e rs  and  b y  
au t om at ed  m on i t o r i ng  s ys tems  and  m ak e  
rec omm enda t i ons  f o r  enhanc em en ts  i n  t he  
im p lem en t a t i on  o f  f u t u re  se rve rs  and  ne t work s .  
 
Com pu t e r  s ys t ems  adm in i s t ra t o rs  a re  i nvo l v ed  i n  
rou t i ne  m a in t enanc e  and  m on i t o r i ng  o f  c om pu t e r  
s ys t em s,  t yp i c a l l y  work i ng  beh ind  t he  s c enes  i n  an  
o rgan i za t i on .  A f t e r  ga in i ng  exper i enc e  and  e xpe r t i s e ,  
t hey  o f t en  a re  ab le  t o  ad v anc e  i n t o  m ore  s en io r - l ev e l  
pos i t i ons  i n  wh i c h  t hey  t ak e  on  m ore  res pons ib i l i t i es .  
Fo r  e xam p le ,  s en io r  c om pu t e r  s ys t em s  adm in i s t ra t o rs  
m ay  p res en t  rec omm enda t i ons  t o  m anagem en t  on  
m a t t e rs  re l a t ed  t o  a  c om pany ’ s  c om pu t e r  s ys t em s.  
They  a l s o  m ay  t rans la t e  t he  needs  o f  an  o rgan i za t i o n  
i n t o  a  s e t  o f  t ec hn i c a l  requ i rem en t s  bas ed  on  t he  
ava i l ab l e  t ec hno log y .   
 
The  Com pu t e r  Sys t em  Adm in is t ra t i on  Caree r  T r ac k  
p repa res  t he  s t uden t  s eek ing  a  c a ree r  as  a  Sys t em  
Adm in is t ra t o r .   The  s uc c es s f u l  s t uden t  w i l l  ga in  t he  
s k i l l s  needed  t o  a t t a i n  t he  NJ CC Com pu t e r  Sys t em  
Adm in is t ra t o r  Cer t i f i c a t e  and  t he  4  MCP 
c e r t i f i c a t i ons  nec es s a ry  t o  ac h ieve  t he  Mic ros o f t  
Ce r t i f i ed  Sys t ems  Adm in is t ra t o r  (MCSA 
Cer t i f i c a t i on ) .  
 
Admissions Requirements 
 

The  Comput e r  Sy s t ems  Admin i s t ra t i on  Ca ree r  T r ac k  
requ i r es  p re re qu i s i t es .  Dur i ng  t he  s t uden t ’ s  i n t e rv i e w 
p roc es s  t he  NJ CC Adm is s ions  rep res en t a t i v e  wi l l  as k  
t he  app l i c an t  s om e bas i c  ques t i ons  abou t  t he  
c om pu t e r  and / o r  re qu i re  t he  s t uden t  t o  t ak e  bas ic  
k eyboar d ing  an d  c om pu t e r  s k i l l s  t es ts .  Bas ed  on  t he  
s t uden t ’ s  res pons es  and / o r  s c o res  t he  s t uden t  m ay 
be  ab le  t o  t es t  ou t  o f  t he  p re re qu i s i t e  c ou rs es  and  
imm ed ia t e l y  beg in  t he i r  c o re  c ou rs es .   
 
 
 
  
 
 

C O M P U T E R  S Y S T E M  A D M I N I S T R A T O R    



 

 
Systems Engineer  
Course Length - 12  months                       
 
Basic Requirements:  

� Basic Computing    
� Computer Fundamentals      
� Working with Windows XP  
� Working with Windows Vista 
� Keyboarding 
� Internet Fundamentals 
� Conducting Effective Internet  Research 

  
Prerequisite Courses:  

� Word Core & Expert  
� Outlook  
� A+ 
� Network+ 
 

Core Courses: 

Choice of one of the Following Required Electives:  
• Windows XP Professional  
•  Windows Vista   
 
Required Core Courses (all are required): 
• Managing and Maintaining a Server Environment  
• Implementing a Server  Network Infrastructure  
• Planning a Server  Network Infrastructure  
• Implementing a Server Active Directory 

Infrastructure 
• Designing a Server Network Infrastructure  
 
Choice of one of the following required electives;   
• Configuring Exchange Server    
• Implementing and Managing Exchange Server  
• Designing Security for a Server  Network  
• Implementing and Administering Security in a 

Server 2003 Network  
• SQL Server 2005   
• Security+  
 
 

Professional Seminar Series 
Included as an optional student resource. 
 

� Business Reality Lecture & CBT Series –   
� Business Communication Lecture & CBT Series  
� Quality Customer Service Lecture & CBT Series  
� Managing Your Career  Lecture & CBT Series  
� Management Tools  

 

 
Systems Engineer   
 
T h e  S y s t e m s  E n g i n e e r  P r o g r a m  p r e p a r e s  t h e  
s t u d e n t s  s e e k i n g  a  c a r e e r  a s  S y s t e m s  E n g i n e e r s ,  
T e c h n i c a l  S u p p o r t  E n g i n e e r s ,  a n d  T e c h n i c a l  
C o n s u l t a n t s .  S y s t e m s  E n g i n e e r s  w o r k  i n  
a p p l i c a t i o n s  o r  s y s t e m s  d e v e l o p m e n t ,  a n a l y z e  
u s e r s ’  n e e d s  a n d  d e s i g n ,  c o n s t r u c t ,  t e s t ,  a n d  
m a i n t a i n  c o m p u t e r  a p p l i c a t i o n s  s o f t w a r e  o r  
s y s t e m s .  T h e  s u c c e s s f u l  s t u d e n t  w i l l  a t t a i n  t h e  
s k i l l s  n e e d e d  t o  a t t a i n  t h e i r  N J C C  S y s t e m s  
E n g i n e e r i n g  C e r t i f i c a t e  a n d  e a r n  t h e  7  M C P  
c e r t i f i c a t i o n s  t o  a c h i e v e  t h e  M C S E  ( M i c r o s o f t  
C e r t i f i e d  S y s t e m  E n g i n e e r ) .  
 
T h e  M i c r o s o f t  C e r t i f i e d  S y s t e m s  E n g i n e e r  
( M C S E )  c r e d e n t i a l  i s  t h e  p r e m i e r  c e r t i f i c a t i o n  f o r  
p r o f e s s i o n a l s  w h o  a n a l y z e  t h e  b u s i n e s s  
r e q u i r e m e n t s  a n d  d e s i g n  a n d  i m p l e m e n t  t h e  
i n f r a s t r u c t u r e  f o r  b u s i n e s s  s o l u t i o n s  b a s e d  o n  
t h e  M i c r o s o f t  W i n d o w s  2 0 0 3  p l a t f o r m  a n d  
M i c r o s o f t  W i n d o w s  S e r v e r  S y s t e m .  
I m p l e m e n t a t i o n  r e s p o n s i b i l i t i e s  i n c l u d e  
i n s t a l l i n g ,  c o n f i g u r i n g ,  a n d  t r o u b l e s h o o t i n g  
n e t w o r k  s y s t e m s .  
 
Admissions Requirements 
 

T h e  S y s t e ms  E n g i n e e r  C a r e e r  T r a c k  r e q u i r e s  
p r e r e q u i s i t e s .  D u r i n g  t h e  s t u d e n t ’ s  i n t e r v i e w  
p r o c e s s  t h e  N J C C  A d m i s s i o n s  r e p r e s e n t a t i v e  w i l l  
a s k  t h e  a p p l y i n g  s t u d e n t  s o m e  b a s i c  q u e s t i o n s  
a b o u t  t h e  c o m p u t e r  a n d / o r  r e q u i r e  t h e  s t u d e n t  t o  
t a k e  b a s i c  k e y b o a r d i n g  a n d  c o m p u t e r  s k i l l s  t e s t s .  
B a s e d  o n  t h e  s t u d e n t ’ s  r e s p o n s e s  a n d / o r  s c o r e s  
t h e  s t u d e n t  m a y  b e  a b l e  t o  t e s t  o u t  o f  t h e  
p r e r e q u i s i t e  c o u r s e s  a n d  i m m e d i a t e l y  b e g i n  t h e i r  
c o r e  c o u r s e s .   
 
 
 
  
 
 

Computer Systems Engineer 



 
 

 
 
 
Network Specialist   
Course Length – 6 months                
 
Basic Requirements: Students must be proficient and be able to test 
out of the following before being considered for acceptance into the Network 
Administration Program.   
 

� Basic Computing    
� Computer Fundamentals      
� Working with Windows XP 
� Working with Windows Vista 
� Keyboarding 
� Internet Fundamentals 
� Conducting Effective Internet  Research 

  
Prerequisite Courses: Students must be proficient and be able to test 
out of the following before being considered for acceptance into the Network 
Administration Program.   
 

� Word Core & Expert  
� Outlook  
� A+  
 

Core Courses: 

� Network+  
� Cisco Certified Network Associate  
� Security +  

       
Choose One for a required Elective 

o Server +   
o Linux +   

 
Professional Development Seminar Series  
Included as an optional student resource. 
 

� Business Reality Lecture & CBT Series –   
� Business Communication Lecture & CBT Series  
� Quality Customer Service Lecture & CBT Series  
� Managing Your Career  Lecture & CBT Series  

 
 

 
 
Track Description   
                                              
Net w ork  Admin i s t ra t o rs  des ign ,  i ns t a l l ,  and  s uppor t  
an  o rga n i za t i on ’ s  l oc a l -a r ea  ne t work  (LAN) ,  w id e -
a rea  ne t work  (W AN) ,  ne t work  s egm en t ,  I n t e rne t ,  o r  
i n t rane t  s ys t em.  They  p rov ide  da y - t o - day  o ns i t e  
adm in i s t ra t i ve  s uppor t  f o r  s o f t ware  us e rs  i n  a  
va r i e t y  o f  wo rk  env i r onm en t s ,  i nc l ud ing  
p ro f es s iona l  o f f i c es ,  sm a l l  bus ines s es ,  l a rge  
c o rpo ra t i ons ,  and  go ve r nmen t .  They  m a in t a i n  
ne t work  ha rd war e  and  s o f t ware ,  ana l yz e  p rob l em s,  
and  m on i t o r  t he  ne t wo rk  t o  ens u re  i t s  ava i l ab i l i t y  
t o  s ys t em us e rs .  Thes e  work e rs  ga t he r  da t a  t o  
i den t i f y  c us t om er  needs  and  t hen  us e  t he  
i n f o rm a t i on  t o  i den t i f y ,  i n te rp re t ,  and  e va lua t e  
s ys t em  and  ne t work  req u i r em en t s .  Ne t work  
Adm in is t ra t o rs  a l s o  m ay  p lan ,  c oo rd ina t e ,  and  
im p lem en t  ne t work  s ec u r i t y  m eas ures .  
 
En t r y - l e ve l  ne t wo rk  adm in is t ra t o rs  a re  i nvo l v ed  i n  
rou t i ne  m a in t enanc e  and  m on i t o r i ng  o f  c om pu t e r  
s ys t em s,  t yp i c a l l y  work i ng  beh ind  t he  s c enes  i n  an  
o rgan i za t i on .  A f t e r  ga in i ng  exper i enc e  and  
e xpe r t i s e ,  t hey  a re  o f t en  ab le  t o  advanc e  i n t o  m ore  
s en io r - l e ve l  pos i t i ons  i n  wh i c h  t hey  t ak e  on  m ore  
res pons ib i l i t i es .  Fo r  examp le ,  s en io r  ne t work  
adm in i s t ra t o rs  m ay  p res en t  rec omm enda t i ons  t o  
m anagem en t  on  m at t e rs  re l a t ed  t o  a  c om pany ’ s  
ne t work .  They  a l s o  m ay  t rans la t e  t he  needs  o f  an  
o rgan i za t i on  i n t o  a  s e t  o f  tec hn i c a l  requ i rem en t s  
bas ed  on  t he  ava i l a b le  t ec hno log y .    
 
The  Ne t work  Adm in i s t ra t i on  Caree r  T rac k  p repar es  
t he  s t uden t  s eek ing  a  c a ree r  as  a  Ne t work  
Adm in is t ra t o r .  The  s ucc ess f u l  s t uden t  w i l l  ga in  t he  
s k i l l s  nec ess a ry  t o  a t t a i n  the  NJ CC Ne t wo rk  
Adm in is t ra t i on  Cer t i f i c a t e ,  Com pT IA  NET+  
Cer t i f i c a t i on ,  CCNA Cer t i f i c a t i on ,  and  one  o f  2  
e l ec t i ve  Cer t i f i c a t i ons  (CNA 6  Cer t i f i c a t i on  o r  
Sec u r i t y  +  Cer t i f i c a t i on ) .  
 
Admissions Requirements 
 

The  Net w ork  Admin i s t ra t i on  Caree r  T rac k  requ i res  
p re re qu i s i t es .  Du r i ng  t he  s t uden t ’ s  i n t e rv i e w 
p roc es s  t he  NJ CC Adm is s ions  rep res en t a t i v e  wi l l  
as k  t he  app l i c an t  s om e bas i c  ques t i ons  abou t  t he  
c om pu t e r  and / o r  re qu i re  t he  s t uden t  t o  t ak e  bas ic  
k eyboar d ing  an d  c om pu t e r  s k i l l s  t es ts .  Bas ed  on  
t he  s t uden t ’ s  res pons es  and / o r  s c o res  t he  s t uden t  
m ay  be  ab le  t o  t es t  ou t  o f  t he  p re re qu i s i t e  c ou rs es  
and  imm ed ia t e l y  beg in  t he i r  c o re  c ou rs es .   
 
 
 
  
 
 

N E T W O R K  A D M I N I S T R A T O R   



 
 

 
 
Basic Computing 
This course provides a fundamental understanding of the concepts that 
make using your computer a comfortable and rewarding experience. The 
course will provide you the knowledge of the components that make up 
your computer, and help you learn practical tips for using the PC. 
 
Computer Fundamentals 
 

 

This course provides a fundamental understanding of PC hardware and 
how it works. From power supplies to memory, you’ll have a solid 
understanding of the components inside the case, what they look like, 
what they do, and how they work together. At the conclusion of this course 
you will understand the basics of PC operation, maintenance, and 
connectivity. 
 
Internet Fundamentals 
 

 

This course explains what the Internet really is, how it works, and how you 
can best use this tool – defining terms, explaining etiquette, and showing 
you the power of an Internet so huge that most people only experience a 
fraction of what it has to offer.  
        
Working with Windows XP  
 

This course uses real world scenarios to help you optimize your system 
with enhanced settings, browser and e-mail options, and much more. 
You’ll learn how to use advanced features including the photo editing 
suite, digital media library and moviemaker interface. As you become 
familiar with the Windows XP environment you’ll build time-saving skills 
that help you get the most from your PC and become more productive. 
 
Working with Windows Vista  
 

This course will help students optimize their understanding and knowledge 
of windows vista.  Students will learn about navigating within Windows 
Vista, Vista desktop features, organizing and view files, file protection and 
restore, multimedia for improved communication, internet security and 
much more. This course will give the student the knowledge and skills to 
be comfortable and productive working within the Windows Vista operating 
system.  
     
Conducting Effective Research 
Using the Internet   

 

This is an instructor led supplemental course that takes our course on 
Internet Fundamentals to the next level with practical hands on internet 
research techniques. This supplement provides greater detail on how to 
use browsers, indexes, and search engines to locate information via the 
Internet. (Internet Fundamentals is a prerequisite for this course.) 
    

 

 
 
Microsoft Word   
        

Microsoft Word is one of today’s most widely used communication tools. 
Whether you’re a Word novice or you already know the basics of Word 
and want to learn more, the Word course takes you step-by-step 
through the features of Word . At the conclusion of this course you’ll feel 
comfortable using Word to accomplish your communication tasks. 
Students completing the course will be prepared to pass the Microsoft 
Office Specialist (MOS) Word exams. 
 
Microsoft Excel  

 

Nearly every organization today regardless of size uses spreadsheets 
to analyze data and do “what if” projections of future scenarios. Expert 
instructors use practical examples to show you Excel fundamentals 
before moving step-by-step into more advanced topics like graphs, 
charting, formulas and macros. At the conclusion of this course, you’ll 
feel confident in your ability to use Excel for powerful business 
applications. Students completing the course will be prepared to pass 
the Microsoft Office Specialist (MOS) exams for Excel. 
 
 Microsoft Access (Advanced)  
 

 

Relational databases are a critical component of the infrastructure that 
allows modern society to easily store, index and share information. In 
the Access course, you’ll learn basic and advanced capabilities of this 
popular database tool.  Students taking this course will learn subjects 
including building databases, querying data, designing forms and 
generating reports. At the conclusion of this course you’ll understand 
how to use Access to organize, retrieve, and share information. 
Students completing the course will be prepared to pass the Microsoft 
Office Specialist (MOS) exam for Access. 
 
        
Microsoft PowerPoint  
 

 

The ability to effectively present information to an audience is one of the 
most useful and valuable business skills you can possess. With the 
Microsoft PowerPoint course, you’ll quickly progress beyond the pick a 
template and type in some text basics that are so common in 
PowerPoint presentations. Students will learn how to make PowerPoint 
presentations connect that with the audience. At the conclusion of this 
course you’ll understand how to create PowerPoint presentations that 
bring your ideas to life and communicate your message. Students 
completing the course will be prepared to pass the Microsoft Office 
Specialist (MOS) exam for PowerPoint. 
  
        
Microsoft Outlook  
 

 

In the Outlook course, you’ll learn to take full advantage of all the 
benefits of this latest version of one of the most widely used 
communication tools. Students will learn about using the powerful 
personal organization, time management, calendaring, and email 
capabilities of Outlook to manage communications and schedule. At the 
conclusion of this course, you’ll feel comfortable using all the features of 
Outlook. Students completing the course will be prepared to pass the 
Microsoft Office Specialist (MOS) exam for Outlook. 
 
*Word Expert, Excel Expert and Access Track One also available see 
page 14. 
 
Students have the option of choosing from the following Microsoft 
Office Application Courses in either the 2003 or the 2007 track. 
 
 
 
 
 
 
 

BASIC COMPUTER SKILLS                BUSINESS APPLICATIONS 



MEDIC AL ADMINI ST RATION 

 
 
Medical Billing II 

  

 In this course emphasis is placed on medical accounting records, 
patient scheduling, patient billing, and maintaining health records on the 
computer in addition  to current medical software applications. Students 
will learn and practice the fundamentals of a computerized accounting 
system for a medical provider. Success in this course requires a basic 
level of competency with computers,  word processing, spreadsheet, 
and database (electronic records) concepts.  This course covers the 
medical billing objectives for the National Healthcareer Association’s 
Certified Billing and Coding Specialist. 
 
 
Medical Terminology Part I 
   

This course is the first of 2 interrelated courses in Medical Terminology.  
Courses must be taken in sequence. Medical Terminology 1 consists of 
8 modules which introduce the medical terminology, spelling, and 
definitions that are needed to be successful in a health-related career. 
Students will gain comprehensive medical terminology skills through a 
unique combination of anatomy and physiology, word building 
principles, and phonetic “sounds like” pronunciations. Content is 
organized according to body systems, one chapter per system.  
Exercises focus on learning prefixes, suffixes, root words, and 
combining forms.  Students will learn medical abbreviations, acronyms, 
and medical symbols in order to achieve fluency with terminology used 
in a medical office environment. 
 
Medical Terminology Part II 
    

This course is the second of 2 interrelated courses in Medical 
Terminology.  Courses must be taken in sequence. Medical 
Terminology 2 consists of 8 modules which continue to cover the 
medical terminology, spelling, and definitions that are needed to be 
successful in a health-related career. Students will gain comprehensive 
medical terminology skills through a unique combination of anatomy 
and physiology, word building principles, and phonetic “sounds like” 
pronunciations. Content is organized according to body systems, one 
chapter per system.  Exercises focus on learning prefixes, suffixes, root 
words, and combining forms.  Students will learn medical abbreviations, 
acronyms, and medical symbols in order to achieve fluency with 
terminology used in a medical office environment 
 
 
 Medical Office Software &  Procedures  

 

This course is designed to acquaint students with the specific 
knowledge and skills needed to pursue a career in a medical office.  
Students will learn about the clerical tasks that are performed in a 
medical office. Topics include; how to manage patient records, how to 
maintain the appointment schedule, and draft medical correspondence, 
performing procedures for preparing and filing patient charts, and the 
legal and ethical issues surrounding confidentiality of information. 
Students will also gain the basic technical skills and knowledge 
necessary to prepare students to work with commercial medical 
practice management software used in today’s medical offices. 
  

    
 

F o r  m o r e  i n fo rm a t i o n  o n  a n y  o f  t h e  
 M e d i ca l  C o u r s e s  a n d  P r o g r a m s  c a l l :  

N e w  J e r s e y  C a r e e r  C en t e r ’ s   
A d m i s s i o n s  D ep a r tm e n t  

8 5 6 - 3 2 7 - 5 5 5 5  ex t  1 0 1  
 

 
 
Medical Billing I / Health Insurance Processing 

  

This course will provide students with the knowledge and skills needed 
to form the basis to become a medical insurance specialist.  Students 
will learn the procedures used to file electronic insurance claims, as well 
as CMS -1500 paper form claims and its use to file claims.  Students 
will learn about claim adjudication, reimbursement, follow-up, and 
record retention.  Students will gain a fundamental understanding of 
claim requirements of health care payers such as Medicare, Medicaid, 
TRICARE  CHAMPVA, Blue Cross and Blue Shield, workers 
compensation and disability.  Students will also be given an overview of 
the electronic HIPAA 837I and UB-92 paper claim forms used by 
hospitals to submit claims.  This course will prepare students to 
effectively and efficiently submit claims in accordance with payer 
requirements. 

 
Medical Coding 
This course will provide students with the knowledge and skills needed 
to form the basis to become a medical coder or medical insurance 
specialist.  Students will learn about medical coding guidelines and 
principles in order to verify the diagnosis and procedure codes used to 
report patients' conditions on insurance claims and encounter forms.  
Students will gain a fundamental understanding of current diagnostic 
and procedural coding.  This will prepare students to effectively and 
efficiently submit claims in accordance with payer requirements. 
 
  

 Medical Billing & Coding Package  

 

This course package is geared towards individuals who have a 
minimum of 1 year of consecutive work experience in a  medical 
office/facility or are currently certified as a CMAA and seek career 
advancement by becoming a Billing and Coding Specialist. The 
package includes Medical Billing I / Health Insurance Processing, 
Medical Billing II and Medical Coding.  Enrollment in these courses 
requires passing pre-admission testing. This course covers the 
objectives for the National Healthcareer Association’s Certified Billing 
and Coding Specialist. 

                                            

                                              
 
 

                



 
 
A+  IT Technician (CompTIA)                                                                                    
    

This 2 part course covers the basics of  computer hardware and 
operating systems. The student will learn skills needed for 
installation, building, upgrading, repairing, configuring, 
troubleshooting, optimizing and diagnosing in addition to 
preventive maintenance and elements of security. The A+ 
certification validates the basic skills needed by any entry-level 
service technician regardless of job environment in particular in a 
mobile or corporate environment.  
 
Network+ 
 

 

Network+ teaches students the fundamentals of networking. 
Through hands-on training, students learn the vendor-
independent networking skills and concepts that affect all aspects 
of networking, such as: installing and configuring the TCP/IP 
client and creating networks by connecting multiple computers.  
 
Security + 
 

 

This course prepares students  for CompTIA’s Security + 
certification.  This course covers areas such as communication 
security, infrastructure security, cryptography, access control, 
authentication, external attack and operational and organization 
security.  
*This certification can be used as an elective for MCSA and MCSE 2000 or 2003 
       
Linux+  
 

 

CompTIA Linux+ certification is an international industry 
credential that validates the individual’s knowledge of Linux 
operating systems. In this course the students will learn to explain 
fundamental open source resources/licenses, demonstrate 
knowledge of user administration, understand file 
permissions/software configurations and manage local storage 
devices and network protocols.  
       
Server + 

 

Server+ certifies technical knowledge in areas such as RAID, 
SCSI and multiple CPUs, as well as capabilities with server 
issues, including disaster recovery.  It is an international, vendor-
neutral certification for individuals with 18-24 months of 
experience with Industry Standard Server Architecture (ISSA) 
technology.  (This course prepares students for the CompTIA 
Server+ exam SK0-002) 
       
  
 

For Additional information on any New Jersey Career Center  

 Courses Contact Your New Jersey Career Center  

Admissions Representative at 800-844-3333. 

 

 

 

 
Cisco Certified Network Associate   

 

This course prepares the student for certification as a CCNA.  
Students will learn to install, configure, and operate LAN, 
WAN, and dial access services with Cisco networking 
equipment.  Students will reinforce their learning by practicing 
basic router configuration tasks including setting the router 
hostname, interface descriptions, passwords, configuring CDP, 
enabling interfaces and  configuring RIP in lab simulations. 
This course prepares the student for the CCNA (Certified Cisco 
Network Associate exam #640-802 
 
    
Building Coverage Cisco Multi-layer Switch Network (BCMSN) 
 

In the BCMSN course students will learn the skills to perform 
tasks including and related to implementing scalable multilayer 
switched networks.  Topics covered in this course include: 
Implement VLANs; Conduct the operation of Spanning Tree 
protocols in a hierarchical network; Implement Inter-VLAN 
routing; Implement gateway redundancy technologies; 
Describe and configure wireless client access; Describe and 
configure security features in a switched network; Configure 
support for voice.  This course prepares students for the Cisco 
642-812 exam. 
                  
    
 
IT  Pro fess io n a l  co u rse s  ma y  req u i re  p rer eq u i s i t e s .  
Fo r  mo re  in fo rma t io n  reg a rd in g  p rereq u i s i t e s  sp ea k  
to  yo u r  New Je rs ey  Ca ree r  Cen t er  Ad mi ss i o n s  
Rep res en ta t i ve .   
 
S tu d en t s  ma y  b e  a b le  t o  t e s t  o u t  o f  t h e  p re req u i s i t e  
co u rses  a n d  immed ia t e l y  b eg in  t h e i r  co r e  co u rs es .  
(No  mo n e ta r y  cr ed i t  f o r  t e s t i n g  o u t  o f  p rereq u i s i t e s . )  
 

 

TECHNICAL SKILLS        IT PR OFESSI ONA L TRAININ G                TECHNICAL SKILLS  



 
 

 
 
Windows XP Professional 

 
 

Students receive comprehensive and complete understanding of the 
features of the Windows XP Professional operating system.  Students 
will learn to install, configure and troubleshoot Windows XP 
Professional. Lab simulations will help students to become familiar with 
the many features of Windows XP. Includes simulations, quizzes, 
exams and hands on lab work (Prepares student for MCP exam #70-
270) MCSE & MCSA core 
 
 
Windows Server 2003  
 

Students will learn to install, manage, configure, and troubleshoot 
Windows 2003 Server and its components.  Topics covered include 
managing and maintaining logical and physical devices, users, 
computer’s other components of an Active Directory, security and 
disaster recovery.  Includes simulations, quizzes, exams and hands on 
lab work (Prepares student for MCP exam #70-290) MCSE & MCSA 
core 
 
 
Implementing a Windows 2003 Network Infrastructure 
 

 

Students taking this course will learn to implement, manage and 
maintain a Windows 2003 infrastructure.  Subjects covered include IP 
Addressing, DNS, Routing and Remote Access.  Students will learn to 
use network analysis tools for network maintenance.  Includes 
simulations, quizzes, exams and hands on lab work (Prepares student 
for MCP exam #70-291) MCSE & MCSA core   
  
    
Planning a  Windows 2003 Network Infrastructure  

 

 

Students will learn to plan and implement a Windows 2003 network 
infrastructure.  Topics include: server roles and security, planning a 
DNS namespace design, planning and implementing WINS replication.   
Also covered is planning for network security and recovery from 
failures.   Includes simulations, quizzes, exams and hands on lab work 
(Prepares student for MCP exam #70-293) MCSE core  
  
   
Windows 2003 Directory Infrastructure  

 

 

Planning, implementing and managing an Active Directory in Windows 
2003 environment is covered in this course.  Students will learn to 
create forest and child domains, work with organizational units, manage 
and monitor and Active Directory site.  Students will learn to 
troubleshoot Active Directory, organize groups and security, implement 
configure and maintain Group policies.  Includes simulations, quizzes, 
exams and hands on lab work (Prepares student for MCP exam #70-
294) MCSE core  
 
 
SQL Server 2005  

In the SQL Server 2005 course students will learn to implement and 
maintain databases by utilizing Transact-SQL, CLR, and other scripting 
languages.  The student will also gain familiarity with the various 
wizards and other user interfaces required to administer Microsoft SQL 
Server 2005. This course prepares the student for the Microsoft 
Certified Technical Specialist exam #70-431.  
 
 

 

MICR OS OFT TRAINI NG           IT PR OFESSI ONA L TRAININ G     MICR OS OFT TRAI NING 

 
Windows Vista Professional 

  

 In the Windows Vista course students will be prepared with the 
knowledge and skills needed to install, configure, and maintain 
Windows Vista. Students will learn: Installing and Upgrading Windows 
Vista; Configuring and Troubleshooting Post-Installation System 
Settings; Configuring Windows Security Features; Configuring Network 
Connectivity: Configuring Applications Included with Windows Vista; 
Maintaining and Optimizing Systems That Run Windows Vista; 
Configuring and Troubleshooting Mobile Computing.  This course 
prepares the student for the Microsoft Certified Professional 70-620 – 
Configuring Windows Vista Certification exam. 
 
Windows Server 2008  Active Directory 
    

In the Windows Server 2008 Active Directory course students will learn 
the following objectives; Configuring Domain Name System (DNS) for 
Active Directory, Configuring the Active Directory Infrastructure, 
Configuring Additional Active Directory Server Roles, Creating and 
Maintaining Active Directory Objects, Maintaining the Active Directory 
Environment and Configuring Active Directory Certificate Services. This 
course prepares the student for the Microsoft Certified Technical 
Specialist exam #70-640 –. Configuring Windows Server 2008 Active 
Directory.  
 
 
 Windows Server  2008 Network Infrastructure  

 

In this course students will learn to configure, monitor, and manage a 
Windows Server 2008 Network Infrastructure.  Subjects covered 
include: Configuring IP Addressing and Services, Configuring Name 
Resolution, Configuring File and Print Services, Monitoring and 
Managing a Network Infrastructure and Configuring Network Access. 
This course prepares the student for the Microsoft Certified Technical 
Specialist exam 70-642 – Configuring Windows Server 2008 Network 
Infrastructure. 
  

 
Windows 2008 Server Administrator  

 
In this course students will learn the skills needed such as planning, 
monitoring, and maintaining a Server 2008 Network Environment..   
Topics will include: Planning for Server Deployment; Planning for 
Server Management; Monitoring and Maintaining Servers; Planning 
Application and Data Provisioning; Planning for Business Continuity and 
High Availability; This course prepares the student for the Microsoft 
Certified Technical Specialist exam 70-646 – Windows Server 2008 
Server Administrator 
 
 
Configuring Exchange Server 2007 
   

In the Configuring Exchange Server 2007 course students will learn the 
skills needed to install, configure, and monitor Exchange Server 2007.  
This course covers the following objectives; Installing and Configuring 
Microsoft Exchange Servers, Configuring Recipients and Public 
Folders, Configuring the Exchange Infrastructure, Monitoring and 
Reporting, and Configuring Disaster Recovery. This course prepares 
the student for the Microsoft Certified Professional exam #70-236 – 
Configuring Exchange Server 2007. 
 
 
 

Additional IT Professional Courses are available. 
For more information call: 

New Jersey Career Center’s Admissions Department 
856-327-5555 ext 101 

 



 

 
 
 
Word  Expert 
Students will learn and develop an in-depth knowledge of the advanced 
features of Microsoft Word in both 2003 and 2007 versions with and 
overview of the new features available in the soon to be released 
Microsoft Word 2010. Students completing this course have a high level 
of proficiency working in both versions (2003 & 2007) of the Microsoft 
Word and are familiar with the soon to be released 2010 version. This 
course will cover objectives for the  MOS Word Expert certification 
exam.  
 
Excel Expert 
Students will learn and develop an in-depth knowledge of the advanced 
features of Microsoft Excel in both 2003 and 2007 versions with and 
overview of the new features available in the soon to be released 
Microsoft Excel 2010. Students completing this course have a high level 
of proficiency working in both versions (2003 & 2007) of the Microsoft 
Excel and are familiar with the soon to be released 2010 version. This 
course will cover objectives for the  MOS Excel Expert certification 
exam.  
 
Microsoft Access Track 1 (Basic) 

This course covers the basics of MS Access 2007 application software 
and is geared to for individuals who are looking for general knowledge 
of how to work within existing Access databases. Students will learn 
features of Access, get an overview of how Access databases are 
created and teach the  how to customize, manipulate and modify 
existing Access databases, forms and reports.   This course is 
recommended for individuals who are not seeking the advanced 
knowledge needed for the Access certification. 
 
QuickBooks 
   

This QuickBooks course trains students with key bookkeeping skills 
using QuickBooks Pro, the program used by many small and medium 
businesses. The course walks you through the interface, explaining the 
many features and capabilities of the application. You will learn how to 
create a new company, work with accounts and lists, manage inventory, 
record sales, process payroll, generate reports and graphs, and perform 
period-end procedures. Most importantly, the skills you learn in this 
course will enable you to manage your finances and run your business 
more efficiently. 
 
Project  
   

In this Project course, you’ll discover how to effectively plan, manage, 
and track the advancement of projects with Microsoft Project. The 
training begins with some project management basics, and then shows 
you by practical, step-by-step demonstration how to get the most from 
Project. At the conclusion of this course you’ll be familiar with managing 
tasks, resources, schedules and reports to keep your projects on 
schedule and within budget. 
 
Publisher 
   

Microsoft’s Publisher is a tool for creating materials for print, Web or 
email publishing. This Publisher training course provides a convenient, 
affordable, effective way to learn how to design and publish newsletters, 
Web pages, marketing collateral and other materials with Publisher. 
This course moves step by step through the skills you need to get 
professional looking publishing results. At the conclusion of this course, 
you’ll feel comfortable using Publisher to complete your own publishing 
projects. 
 

       
 

 

 

 
All Seminars are interactive and average 2 hours in length.   

Seminars can be scheduled at your convenience. 
For a full list and description of seminars contact   

NJCC’s Admissions Representative or visit us on line. 

 
Professional Development Interactive Seminars 

 
Motivation and Goal Setting 

Telephone Courtesy and Customer Service 

Customer Satisfaction 

Team Building 

Sexual Harassment 

Delivering Effective Training 

Effective Performance Appraisals 

Managing Stress 

Quality Customer Service 

Managing Change at Work 

Team Problem Solving 

Successful Negotiation 

Effective Meeting Skills 

Better Business Writing 

Project Management 

Giving and Receiving Feedback 

Better Business Communication 

Goals and Goal Setting 

Powerful Communication Skills 

How to Supervise People 

Excellence in Supervision 

 
        
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

BUSINESS & PROFESSIONAL APPLICATIONS                  PROFESSIONAL DEVELOPMENT SEMINARS 



 
 
 

JOB PLA CEMENT AS SISTANCE 

 
 

        

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We provide resume assistance, mock interview assistance, attire for hire tips, and online resume posting on the NJCC 

Website.  

 

 
New Jersey Career Center     

Your Pipeline to Qualified Job Opportunities 
 

 

 

 

 

 

 

 

 
NJCC Job Placement Workshop Series 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

The “Right Fit”  

 
New Jersey Career Center offers free Job Placement Assistance to our 
students and alumni in good standing. We work to help students 
connect to potential employers to facilitate a successful transition into a   
new career.    
 

NJCC’s “Right Fit” job placement assistance program is geared to 
helping students with all aspects of their job search.  We assist and 
guide students through the job search process and recommend 
students for job opportunities that match their career goals.  
 

As students move through their program they have the opportunity to 
work with the NJCC Job Placement Counselor on developing and using 
job search tools and strategies to successfully gain employment .  
 

NJCC job placement assistance includes: 

 Resume writing assistance 
 Resume reviews 
 Assistance with developing & refining your interviewing skills 
 Attire for hire tips 
 Job search tips and tools 
 And more… 

 

New Jersey Career Center is connected in the 
pipeline of employers in the Southern New Jersey 
Regional area. NJCC has developed relationships 
and partnerships with area companies to refer 
students to meet the employers’ hiring needs.    

 
New Jersey Career Center is 
an active member of several 
prominent chambers and 
business organizations in the 
region.  All of these contacts 
are valuable tools in our 
“Right-Fit” job placement 
program. 

 

“Marketing Your Value to Employers” 
 
From self-assessments to mock interviews, the 
New Jersey Career Center Job Placement 
Workshop Series prepares students for each step 
of the job search process.  A strong emphasis on 
the communication skills needed to create a 
unique self-marketing package including powerful 
cover letters and targeted resumes builds student 
confidence while other integral elements such as 
time management, goal setting and interview 
preparation are highlighted.     
 
Students learn to effectively present their unique 
skills, talents, education, experience and industry 
certifications to prospective employers enabling 
them to successfully compete in today’s job 
market and meet their career goals. 

 



 
 

Philadelphia Airport 
 

From airport take 95 North to 76E (Walt Whitman Bridge Exit). When over bridge go straight until you see a sign that says 42 South (Atlantic City). Keep 
straight on 42 South until you see a sign for 55 South. Take 55 S until you get to Exit 27 (Vineland/Millville) about 1⁄2 hour. Take Exit 27 and keep to the 
right. You will pass a Walmart on your left, keeping to the left as the road forks at a signal. Shortly after passing the Kentucky Fried Chicken on your right, 
you'll see a small group of brick buildings on the left.  New Jersey Career Center 1601 N. Second St., Suite A-1, Millville, NJ 08332. 
 
From Delaware  
 

Take Delaware Memorial Bridge to 40 East (Atlantic City) Exit. Then take 40 E thru Woodstown and Elmer. Several miles after Elmer you take 55 South 
Exit. Take 55 S until you get to Exit 27 (Vineland/Millville) about 1⁄2 hour. Take Exit 27 and keep to the right. You will pass a Walmart on your left, keeping 
to the left as the road forks at a signal. Shortly after passing the Kentucky Fried Chicken on your right, you'll see a small group of brick buildings on the 
left. The New Jersey Career Center is in suite A-1. 
 
From North Jersey/ New York City 
 

Take turnpike until Exit 3, go south on 168, approximately a mile make a right at Clements Bridge Road. Follow Clemens Bridge Road until it splits and 
bear left. (McDonalds on opposite corner) and continue till 1st light (Friendly’s on right) make a right and continue till it dead ends onto 55 South. Take 55 
S until you get to Exit 27 (Vineland/Millville) about 1⁄2 hour. Take Exit 27 and keep to the right. You will pass a Walmart on your left, keeping to the left as 
the road forks at a signal. Shortly after passing the Kentucky Fried Chicken on your right, you'll see a small group of brick buildings on the left. The New 
Jersey Career Center is in suite A-1. 
 

 DIRECTIONS 

Bus Routes 
 

The New Jersey Career Center is situated along two NJTransit 
bus routes, the 313 (to Cape May) and the 408 (to Millville). Both 
routes have stops along North Second Street. In each case, the 
school is approximately one mile north of the bus stop itself, a 
small group of brick buildings on the right-hand side. The sign 
should be visible from the road, and the nearest cross street is 
Espoma. 
 

Contact Information 
New Jersey Career Center  

1601 N Second St . ,  Suite A-1  
Mi l lvi l le ,  NJ 08332 

 

800-844-3333   856-327-5555 
www.njcareercenter.com 

 
 
 



 
 
  

New Jersey Career Center  
1601 N Second St . ,  Suite A-1  

Mi l lvi l le ,  NJ 08332 
 

800-844-3334   856-327-5555 
www.njcareercenter.com 
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