Medical Office Administrative Assistant Evening Classes at

Area 31 Career Center for the Fall Semester
August 17(Orientation 6-9PM) & August 21 through December 21, 2023

Program Partners: Area 31 Career Center and IU Health

Program Schedule: Monday, Tuesday, Thursday; 6:00PM—9:00PM

Instructional Hours: 126 hours

Program Overview: The WTAE-Career Training MOAA Program trains students to
assist in a medical office environment. The program gives students foundational
knowledge in financial practices, understanding the basics of medical billing,
and coding processes, the fundamentals of medical terminology, HIPAA and
ethical best practices. Students master mulfitasking as it relates to scheduling
appointments, processing insurance requests, maintaining records, and
corresponding with patients. It prepares students for modern technology-
centered healthcare systems, with fraining in the use of Electronic Health
Records (EHR) systems. Students have the opportunity to complete a 24-hour
clinical experience during the class. Employment assistance is available to
students.

Certifications: NHA Certified Medical Admin Assistant (CMAA), WIN Essenfial Soft
Skills, OSHA-10 Healthcare and CPR Basic Life Support Cerfification

Program Requirements:

. High School Diploma or High School Equivalency (GED/HSE)
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