
SPRING 2027OFFICE TECHNICIAN II

OFFICE TECHNICIAN II
REGISTRATION OPENS: NOVEMBER 2, 2026

COURSE DESCRIPTION:
This course covers  essential  job 
re lated  of f ice  skills.
Topics  may include:

• Microsoft  Of f i ce  3 6 5  
Products  (Word, Excel,  
PowerPoint)

• QuickBooks
• G o o g l e  Suite (Docs,  Slides, 

Sheets, Drive, Gmai l )  
Keyboard ing

• Employabi l i ty  skills
• Opt iona l  externship 

opportunities

CLASS SCHEDULE

Monday – Friday
8:30am – 12:30pm
January 12, 2 0 2 7  –  M a y  2 8 ,  2 0 2 7

DATES AND TIMES ARE SUBJECT TO CHANGE

APPROXIMATE COSTS
Registration Fee: $370
Textbook Fee: Up to $300
• Microsoft Office 365 - $140
• QuickBooks - $160

Total Textbook Fee - $300
USB: $10

Total Cost: Up to $680
Debit/C r ed i t  Only
Refunds provided  if requested  prior to the 
first d a y  of class

S c a n  Q R  C o d e  to

P r e - Regis ter

REQUIREMENTS:
• Pre-Register  online: 

vas.vusd.org
• C T E  p lacement  test score  

of 235  or higher Off ic ia l  
H igh School  Transcript  
Diploma or Equivalent

• CASAS  Pre a n d  Post 
Assessment

• COAAP Assessment in class
• Mandatory  a n d  o n- time 

first d a y  of class 
a t tenda nc e  or will be  
dropped

CERTIFICATIONS
• Upon successful completion of the 

course, student will receive 
Certificate of Completion

• Prepare students to take the 
QuickBooks certification exam

• Typing Speed Certificate

JOB INDUSTRY OUTLOOK
C a r e e r  opportunit ies in this 
f ie ld  are
e x p e c t e d  to g r o w  up to 
15% through 2 0 3 0  in the 
Tulare County  region.
*According to the State of California  
Employment Development Department

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

3110 E. Houston Ave Visalia, C A  93292
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