
190 

MEDICAL ADMINISTRATIVE SPECIALIST CERTIFICATE (C25310A) 
The Medical Administrative Specialist certificate prepares individuals for basic skills necessary for 
entry-level employment, such as keyboarding, medical terminology, and medical office software 
applications.   
COURSE & HOUR REQUIREMENTS 

Class Title Class Hours Lab Hours Credit Hours 
CIS 110 Introduction to Computers 2 2 3 
OST 141 Med Office Terms I 3 0 3 
OST 142 Med Office Terms II   3 0 3 
OST 148 Med Ins and Billing 3 0 3 
OST 149 Medical Legal Issues 3 0 3 
OST 161 Medical Office Procedures 2 2 3 
TOTAL SEMESTER CREDIT HOURS FOR CERTIFICATE 16 4 18 

MEDICAL INSURANCE SPECIALIST CERTIFICATE (C25310B) 
The Medical Insurance Specialist certificate is designed to provide individuals with the basic 
knowledge and skills necessary for entry-level employment to complete basic medical billing and 
medical coding tasks such as insurance verification, claim form completion and filing, and procedure 
and diagnostic code selection. 
COURSE & HOUR REQUIREMENTS 

Class Title Class Hours Lab Hours Credit Hours 
OST 141 Med Office Terms I 3 0 3 
OST 148 Med Ins and Billing 3 0 3 
OST 142 Med Office Terms II   3 0 3 
OST 247 Procedural Coding 2 2 3 
OST 248 Diagnostic Coding 2 2 3 
OST 149 Medical Legal Issues 3 0 3 
TOTAL SEMESTER CREDIT HOURS FOR CERTIFICATE 16 4 18 




