Career Technical Education Medical Programs

CBEDS Code 4274 Medical Insurance Billing and Coding g

Front Office Medical Assistant 30 weeks
Program Courses Credits CouRsE INFORMATION:
Business English 1

The Front Office Medical Assistant program offers
comprehensive training in a range of essential
skills. Students learn the intricacies of appointment
scheduling, ensuring that patients are seenin a
timely manner and the office runs smoothly. They
are trained in medical coding and billing, which

CAPSTONE PROJECTS 3

Computer and Internet Fundamentals 1

Computers in the Medical Office/ 2
EMR / HIPAA

Health Care Communication Skills

—_

Medical ASS'SFant Theory / 2 involves accurately translating patient diagnoses
LaV\{ and Etf:lICS . and treatments into codes for insurance purposes
Med!cal Coding / Bllling 4 and managing financial transactions. Additionally,
Med!cal Rec0|.rds Management 2 students gain expertise in insurance processing,
Mgdlcal Termlnology 4 understanding various insurance plans, and handling
Microsoft Office Suite 2 claims effectively.
Pharmacology 1 1
Workforce Readiness 1 A crucial component of the program is education
on patient privacy laws, including the Health
TOTAL 24 Insurance Portability and Accountability Act (HIPAA),
which ensures that sensitive patient information is
SOFTWARE: protected. Students also receive hands-on training in
Microsoft Suite, EHR Go, Typing.com EHR and EMR simulations with virtual labs and case
EMPLOYMENT OPPORTUNITIES: studies pertaining to current protocols.
Front Office Medical Assistant Effective communication is another cornerstone of
Hospital Admitting Clerk the training. Students develop strong interpersonal

Medical Billing Clerk
Medical Receptionist
Medical Records Clerk
Office Manager
Optometric Office Assistant

skills necessary for interacting with patients,
addressing their concerns, and providing exceptional
customer service. They also enhance their technical
proficiency in typing and word processing, which

are essential for managing documentation and
correspondence efficiently.

Overall, the program is designed to ensure that
graduates are not only proficient in the technical
aspects of their role but also equipped with the
interpersonal skills needed to contribute positively
to the patient experience and support the healthcare
team effectively.

For a complete list of program fees, see page 23

Ventura Adult and Career Education
5200 Valentine Road, Ventura, California 93003 « 805-289-1744




