
The best part of my experience at VACE is that 
they accept financial aid. They help students 
build a resume, prepare for interviews, and they 
accept WIOA.  The teachers are always willing  
to help.

Erica H.
Front/Back Office Medical Student
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Career Technical Education	 Medical Programs

Course Information:
This course is designed to 
introduce students to the 
healthcare field and the duties, 
attributes, and responsibilities of 
the medical assistant. Students 
will gain an understanding of 
healthcare practice, medical law 
and ethics, infection control, and 
administrative and clinical duties. 

Our training program prepares 
students to work in the role of 

medical assistants and serve as a patient navigator to help 
patients find their way through the sometimes-complex 
healthcare system, helping them obtain the diagnosis and 
treatment they need. 

Examples of administrative duties learned include 
scheduling appointments, maintaining medical records, 
billing, and coding information for insurance purposes. 
Examples of clinical duties learned include taking and 
recording vital signs and medical histories, preparing 
patients for examination, drawing blood, and administering 
medications as directed by physician.   

Our curriculum includes links between the textbook and the 
key study resources and digital study resources with Body 
ANAMT3D and EHR Clinic electronic health record exercises 
and videos to complement and reinforce the hands-on 
demonstration and practice of clinical skills. Case studies and 
simulation activities give students detailed scenarios to link 
their technical clinical skills with their soft skills to ensure 
their success when they reach the workplace. 

The Anatomy and Physiology Revealed (APR) Connect 
Assignment allows instructors to build customized 
assignments in APR that use content from anatomy 
dissections, rotatable 3D models, anatomical models, 
histological images, radiological images, animations,  
and quizzes.

Note:  After completing the program, students are eligible 
to take the National Certified Medical Assistant Certification 
(NCMA) Exam through the National Center for Competency 
Testing. This is a national exam for Medical Assistants.  There is 
an additional fee for the exam that is not included in the cost of 
this training program.

Enrollment in the Venipuncture and Skin Puncture class is 
restricted to students enrolled in a medical assistant program.

CBEDS Code 4275 Medical Office

Front/Back Office Medical Assistant	 45 weeks

For a complete list of program fees, see page 23

Financial Aid Available
to those who qualify

Program Courses		             Credits
Anatomy and Physiology	              	 4
Business English			   1
CAPSTONE PROJECTS			   3
Computer and Internet Fundamentals	 1
Computers in the Medical 		  2 
  Office/EMR / HIPAA	
Health Care Communication Skills	 1
Medical Assistant Skills 1		  2
Medical Assistant Skills 2/CPR and SFA	 2
Medical Assistant Theory / 	                4 
  Law and Ethics
Medical Coding/ Billing		  	 4
Medical Records Management		  2
Medical Terminology		                	4
Microsoft Office Suite			   2
Pharmacology 1			   2
Venipuncture and Skin 			  1 
  Puncture Fundamentals	
Workforce Readiness			   1

TOTAL			      	             	 36

Software: 
Body ANAMT3D & EHR Clinic,  Microsoft Suite,  
EHR Go, Typing.com

Employment
Front/Back Office Medical Assistant
Administrative Assistant
Chiropractic Assistant
Hospital Admitting Clerk
Medical Assistant
Medical Billing Clerk
Medical Receptionist
Medical Records Clerk
Office Manager
Optometric Assistant


