JCC OFFICIAL COURSE OUTLINE

Course number, title and credits; total time allocation

	Course Letter/Number
	MOA240
	Credits
	3
	Title
	Medical Office Procedures

	
	
	
	
	
	

	Lecture/Discussion
	45
	hrs/semester
	
	Lab
	
	hrs/semester
	
	Clinical
	
	hrs/semester


Catalog Description and Pre- and Co-requisites (Same as taxonomy and catalog)
Pre-requisites:  MOA112, MOA120, ENG131, CIS101

PRIVATE Course Description: Through written and computerized medical office simulations the student will learn basic concepts and medical administrative practices. Topics include: medical office health information management, oral and written communication skills, patient account management, bookkeeping and accounting practices, electronic transmission of data, preparation of correspondence, understanding document content and use, reception and telephone etiquette, appointment scheduling and legal issues.

Knowledge, Skills and Abilities Students Acquire from this Course (Educational Objectives)
Demonstrate written communication- Patient Information Brochure, Creating business letters (ADO-1).

2. Schedule patient appointments, making decisions based on the constraints of time, patients already

scheduled, doctor’s availability, patient’s special needs and special office rules.

3. Research and write a comprehensive itinerary for a physician traveling to a national convention

including flight, hotel and car rental reservations. 

4. Use the Internet to research information.

4. Create an inventory and equipment maintenance log.

5. Use a fax machine with proficiency, including creating a coversheet.

6. Use e-mail with proficiency including sending an e-mail with an attachment.

7. Process telephone messages.

8. Demonstrate use of your increasing medical vocabulary.

9. Effectively edit the work of others, as well as your own work.

10. Understand the purposes and applications of an EHR in the coordination of patient care and perform related EHR procedures.

11. Demonstrate professionalism (affective domain) by cleanliness and appearance in uniform,

attendance, being on time, cooperating with the instructor and fellow classmates in teams or partnerships,

showing interest in the subject by asking questions or offering observations, and coming to class

prepared, using effective verbal, nonverbal and written communications, accepting correction and making

changes to behavior. 

12. Demonstrate knowledge and behavior of medical ethical principles related to the performance of

medical assisting procedures including sensitivity to individual patient needs, compassion, compliance

with HIPAA laws, and commitment to quality care.

13.  Understand billing and collection procedures and demonstrate basic bookkeeping and accounting skills.
Associate Degree Outcomes Addressed in this Course  (These must appear in course syllabus.)
ADO-1 Developing. This ADO will be assessed through the creation of business letters and creating an office brochure.

Units/topics of Instruction
Appointment scheduling, Medical Office Management, Written Communication, Health Information Management, Bookkeeping procedures,Collections procedures, EHR, and professionalism.
Instructional Techniques and Procedures

Computerized simulations, group activities, lectures, and videos.
Instructional Use of Computer or Other Technology

Microsoft Office, EHR online program
Instructional Materials and Costs to Students

Course fee of $59.00 and text books
Skills and abilities students should bring to the course
	
	
	a limited amount of material
	
	x
	basic, pre-algebraic problems

	Able to read
	
	an average amount of material
	Able to compute
	
	simple algebraic problems

	
	x
	an above average amount of material
	
	
	higher order mathematical problems

	
	
	
	
	
	

	
	
	relatively easy material
	
	x
	short compositions

	Able to read
	x
	moderately difficult material
	Able to write
	
	medium length compositions

	
	
	technical or sophisticated material
	
	
	lengthy compositions

	
	
	
	
	
	

	
	
	keyboard skills/familiar with computer
	
	
	

	Able to use
	
	computer application
	Other necessary 
	
	

	 technology
	x
	web navigation
	 abilities
	
	

	
	
	
	
	
	


The course is usually scheduled
	Day:
	x
	Fall
	x
	Winter
	x
	Spring

	
	
	
	
	
	
	

	Evening:
	x
	Fall
	
	Winter
	x
	Spring
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