
FALL 2026
VISALIA ADULT SCHOOL

OFFICE TECHNICIAN II
REGISTRATION OPENS JUNE 1, 2026
COURSE DESCRIPTION:
This c o u r s e c o v e r s e s s e n t i a l j o b r e l a t e d o f f i c e skil ls.
T o p i c s m a y i n c l u d e :

M i c r o s o f t O f f i c e 3 6 5 P r o d u c t s ( W o r d , E x c e l ,  

P o w e r P o i n t )

Q u i c k B o o k s
G o o g l e S u i t e ( D o c s , S l i d e s , S h e e t s , D r i v e , G m a i l )  

K e y b o a r d i n g

E m p l o y a b i l i t y skil ls
O p t i o n a l e x t e r n s h i p o p p o r t u n i t i e s

S c a n Q R  
C o d e to

P r e - Register

REQUIREMENTS:
P r e - R e g i s t e r o n l i n e : v a s . v u s d . o r g
C T E p l a c e m e n t test s c o r e of 2 3 5 or h i g h e r

O f f i c i a l H i g h S c h o o l T r a n s c r i p t D i p l o m a or

E q u i v a l e n t

C A S A S P r e a n d P o s t Assessment  

M a n d a t o r y a n d o n - t i m e first d a y of c l a s s  
a t t e n d a n c e or wi l l b e d r o p p e d

CLASS SCHEDULE
August 17, 2 0 2 6 - D e c e m b e r 16, 2 0 2 6

3 op t ion s a v a i l a b l e ( S e e B e l o w )

DATES AND TIMES ARE SUBJECT TO CHANGE

O f f i c e T e c h n i c i a n II 
(Full C o u r s e )  

M o n d a y - Thursday

8 : 3 0 a m - 12:30p m

K e y b o a r d i n g , Micro so ft  
O f f i c e 3 6 5 Products,  
G o o g l e Suite, QuickBo o ks,  
E m p l o y a b i l i t y skills, 
O p t i o n a l Externship

$370

O f f i c e T e c h n i c i a n IIA 
( H a l f C o u r s e )

M o n d a y - Thursday 
8 : 3 0 a m - 1 0 : 3 0 a m

K e y b o a r d i n g , Microsoft  
O f f i c e 3 6 5 Products,  
G o o g l e Suite, 
E m p l o y a b i l i t y skills
*Not a v a i l a b l e for C a l J O B S  
sponsorship

$200

O f f i c e T e c h n i c i a n IIB 
( H a l f C o u r s e )

M o n d a y - Thursday 
1 0 : 4 5 a m - 12:30p m

Q u i c k B o o k s

$200

APPROXIMATE COSTS
Registration Fee: Up to $370
Textbook Fee: Up to $300

Microsoft Office 365 - $140
QuickBooks - $160

Total Textbook Fee - $300

USB: $10
Total Cost: Up to $680
D e b i t / C r e d i t O n ly

R e f u n d s p r o v i d e d if r e q u e s t e d pr i o r to the first d a y o f c l a s s

CERTIFICATIONS:
U p o n s u c c e s s f u l c o m p l e t i o n of the course,
s t u d e n t wi l l r e c e i v e C e r t i f i c a t e of 

C o m p l e t i o n

P r e p a r e s t u d e n t s to t a k e the Q u i c k B o o k s  

c e r t i f i c a t i o n e x a m

T y p i n g S p e e d C e r t i f i c a t e

JOB INDUSTRY OUTLOOK:
C a r e e r o p p o r t u n i t i e s in this f i e l d a r e
e x p e c t e d to g r o w u p to 15% throu gh  

2 0 3 0 in th e T u l a r e C o u n t y r e g i o n .
* A c c o r d i n g t o t h e S t a t e o f C a l i f o r n i a E m p l o y m e n t D e v e l o p m e n t D e p a r t m e n t

CONTACT US
5 5 9 - 7 3 0 - 7 6 4 6 vas .vu sd .org

3110 E. Houston Ave Visalia, C A 93292
S T A T E M E N T O F N O N - D I S C R I M I N A T I O N / H A R A S S M E N T
( T I T L E V I O F T H E C I V I L R I G H T S A C T O F 1 9 6 4 , T I T L E I X O F T H E E D U C A T I O N A M E N D M E N T S O F 1 9 7 2 S E C T I O N 5 0 4 O F T H E R E H A B I L I T A T I O N A C T O F 1 9 7 3 ) : T H E D I S T R I C T P R O H I B I T S
D I S C R I M I N A T I O N , H A R A S S M E N T , I N T I M I D A T I O N , A N D B U L L Y I N G I N A L L D I S T R I C T E D U C A T I O N A L P R O G R A M S , A C T I V I T I E S , O R E M P L O Y M E N T O N T H E B A S I S A N D / O R A S S O C I A T I O N W I T H A P
E R S O N O R G R O U P W I T H O N E O R M O R E O F T H E S E A C T U A L O R P E R C E I V E D C H A R A C T E R I S T I C S O F A G E , A N C E S T R Y , C O L O R , D I S A B I L I T Y , G E N D E R , G E N D E R I D E N T I T Y , G E N D E R E X P R E S S I O N ,N A
T I O N A L I T Y , R A C E O R E T H N I C I T Y , R E L I G I O N , S E X , S E X U A L O R I E N T A T I O N , P A R E N T A L , P R E G N A N C Y , F A M I L Y O R M A R I T A L S T A T U S . A D D I T I O N A L I N F O R M A T I O N C A N B E F O U N D A T
H T T P S : / / W W W . V U S D . O R G / D E P A R T M E N T S / H U M A N - R E S O U R C E S - D E V E L O P M E N T / F O R M S - R E S O U R C E S / S T A T E M E N T - O F - N O N - D I S C R I M I N A T I O N - H A R A S S M E N T .
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