
Program & Technical Standards for Business Administra
Majors Concerns with a Course

Hay-wood Community College reserves the right to implement technical standards to protect the safety

and health of all students and any clients/patients served in clinics, labs, and shops, and further, to

prepare students for employment in the program of study. Please check with the academic advisor before

enrolling to review specific technical standards based on job requirements for the program of study.

If a student believes that he or she cannot meet one or more of the technical standards without

accommodations or modifications, the College must determine, on an individual basis, whether

or not the necessary accommodations or modifications can be reasonably made.

Hay-wood community College is committed to providing equal educational opportunities for students
with documented disabilities. The College complies with Section 504 of the Rehabilitation Act of 1973

and the Americans with Disabilities Act of 1990, which stipulates that no student shall be denied the

benefits of an education solely because of a disability.’ Disabilities covered by law include, but are

not limited to, learning disabilities, psychological disabilities, and hearing, sight, or mobility

impairments.

Students with a disability are encouraged to disclose their disability to a Student Wellness
counselor. Reasonable accommodations can be provided after the submission of appropriate

documentation. For more information, please get in touch with Student Wellness in Student Services at

(828) 627-4504/or by email at HCc-VVeHness@liaywoocl.cfu.

Program Outcomes

The Medical Office Administration degree program is designed to facilitate the development of the
following program outcomes:

1. Students will understand the current healthcare reimbursement and financial processes relevant

to the healthcare setting.
2. Students will understand the external forces affecting the healthcare system.

3. Students will understand the healthcare industry’s rules, regulations, and compliance issues.

4. Students will apply ethical principles in healthcare administration.

5. Students will demonstrate professionalism, practical communication skills, and business

etiquette.
6. Students will learn to develop customer service skills and quality improvement processes.

7. Students will become proficient in medical coding.
8. Students will learn basic computer software and understand current health information

technology.
9. Students will understand human resource management skills.

10. Students will understand the workflow, processes and staffing specific needs in the healthcare

setting.

EXAMPLES ARE NOT ALL INCLUSIVE.

Hayvoad Community College is an ADA-compliant institution. The College does not discr,rn,nsle based on disabiLity in the admi scions process or in access to ‘Is

programs, services, and/c, activities to, qualified individuals who meet essential eligibility requirements. The College will provide reasonable accommodation to,

documented disabililies ol ind,viduols eligible to receive or participate n college programs, services, and/or ac neiL os Studenl Services pros, desadis ab,lit’/ couneelo,

to assist students it’ reqt. esi -igdsaci.’:y-elstad accommodations. Suppose a ots.Oent bel,eten heise corns: -nec: one or mom esseq’.Ia, t jrcti oiswithout

acccmn-odation. Ii that case, tie student is encouraged :0 d,act:ae tt’e disabil Sy to the d,sab.l sy counselor as socr as cossiole. Stoerts must cart tt’e-aclt y to

mee tcruci’ai tasKs or the curr,culum by a signed statement at the begnning ot the program.
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Clinical and Lab Activity Information

Program o’ Study: Medical Office Administration

Job Requirements

Activity:

(List U of lbs.) 20

Lifting

Static Knuckle Height V

Bench Height Ankle

______________ _______________ ____________

Height

Shoulder Height

Dynamrc Bench Height (3

teet(

___________________

To the Left V

From the center V

To the Right

car’-y:ng

Cart Height (3 feet:
Push ing

Pulling

_____________________

List rrequency Only:

Sitting

____________________________

V

Standing/Walking V

climbing

Stairs

_______________________________ _____________________

Ladder

_______—

V

Balance

_______________________________ _____________________

Stooping

Kneeling

Crouching V

crawling V

Reaching
Forward —

- V -

__________________

Overhead V

Benoing Reach

___________________

Other

_______________________________ ______________________

Handing Fingering V

Feeling

____________________________

V

Hearing V

Seeing

_______________________________

Near

Distance

_______________________________

Reading

calculating compiling

_________________________

Lifting Frequencies: Other Activities:

Occasional I lift every 30 mintes Occasional

Frequent 1 lift every 2 minutes Frecuent

constant !ift every 15 seconds constant

Note: Requ ret a cririnal Backgounc check and a Urine Drug Screerng.

Occasional Frequent

V

constant

V

V

V

V

V

V

V

V

V

V

V

0-33% (1-20 mm per hour)

34-66% (2140 mm oer nour

67-100% (41-60 mn oer hour)


