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Course Information:
VACE’s Business Administration program prepares 
students for entry-level business support and 
administrative roles, building a broad foundation in 
office, communication, and business fundamentals 
over 720 hours of instruction. Students begin with 
computer and internet fundamentals and business 
math, then develop full proficiency across the 
Microsoft Office Suite, paired with dedicated Business 
English and Communications coursework that builds 
the professional writing and interpersonal skills 
administrative roles require.

Students are introduced to core accounting concepts 
through Accounting Principles and Accounting 1, 
giving them working financial literacy without the full 
bookkeeping depth of VACE’s other business tracks. 
A dedicated HR course introduces the personnel-
side responsibilities common in administrative and 
office-support positions, and AI Prompt Engineering 
is required coursework throughout, preparing 
graduates to work confidently with modern 
workplace AI tools.

The program concludes with a Business Capstone 
Project and workforce readiness training, giving 
students a real, applied deliverable and practical 
preparation for an administrative or business- 
support role.

CBEDS Code 4040 Accounting

Business Administration	 30 weeks

Career Technical Education	 Business and Accounting Programs

For a complete list of program fees, see page 23

Financial Aid Available
to those who qualify

Software: 
Microsoft programs including Windows, Word, 
Excel, and Access

Employment Opportunities:
Administrative Assistant, Office Assistant, 
Business Support Specialist, Front Office/
Receptionist, Administrative Coordinator 

Program Courses		          Credits
Computer & Internet Fundamentals	 2
Business English			   2
Business Math				    2
Microsoft Office Suites		                 6
Communications			   3
AI Prompt Engineering			  2
Accounting Principles			   2
Accounting 1				    1	
HR					     1
Workforce Readiness			   1
Business Capstone Project		  2
		
TOTAL				                 	 24


