OFFICE MANAGEMENT COURSES
The following is a list of the courses offered for the Office Administration job family.  These courses train the employees in that job family, primarily the employees in the academic offices of the University, in specific job matters.  Only employees in this job family are eligible to take these courses for credit.  On a limited, space-available basis, other employees outside the job family may be allowed in these classes on a non-credit basis.  Specific course descriptions are presented to the members of the job family when they take OM600, the General Program Orientation.

Course Number
Course Title
OM100
General Funds Management, Financial Reporting, and Budget Operations

OM120
Payroll and Benefits

OM130
Student Financial Services Operations

OM150
Procurement and Payment Services

OM180
Contracts & Grants – Accounting

OM200
Contracts & Grants – Administration

OM220
Property Control

OM240
Student Affairs Programs

OM260
Human Resources – Employment

OM280
Human Resources – Compensation

OM300
Human Resources – Employee Relations

OM320
Human Resources – Performance Development

OM340
Human Resources – Leave

OM380
Facilities Management

OM400
Telecommunications

OM460
University Information and Procedures

OM600
General Program Orientation

