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JMEC B EwmADTA FIRST YEAR
First Semester
Course Code
GE 1 Understanding the Self
T o GE 2 Readings in Philippine History
1 4 GE 3 The Contemporary World
¢ "Eng 10A Funchional English
14 KB 11 L Keyboarding and Documents Processing (lab)
Z-ns 11 Foundations of Shorthand
__NSTP 11 Nat Service Training Program
__ L PATHF# 1 Movement Competency Training
2% Theo 11 Fundamental of Faith | (CREED)
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_ Colurse Code
T 1 GE 4 Mathematics in the Modern World
2-c 6= 5 Purposive Communication
Bl S 6 Ar Appreciation
.5 "Acclg 12A Partnership and Corporation Accounting(elelctive)
2 . BOA 11 Personal and Professional Development
e SH 12 Advanced Shorthand
_{. NSIP 12 Natienal Service Training Program
= PATHFI 2 Exercise-based Fitness Activilies
____Theo 12 FEundamental of Faith [I (Ten Commandments)

SECOND YEAR

Lec Lat Units Pre-requisites

Course G
JGE 7 Scence, Technology, and Society 3
L4.GE 8 Ethics 3
~_ GEelective 9A Livingmthe T Era 3
7 % BOA 21 Administrative Office Procedures and Management 3
e BOA 23 Business Report Writing 3
! BOA 24 L Integrated Software Applications (lab) 1
< ¥ Theo 21 Special Problems in Ethics (Moral Guidance) 3
g PATHFIt 3 Sports {menu of courses) 2
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Second Semester
Course Code -
S GE elective 10A Philippine Popular Culture
T GE elective 11A The Entrepreneurial Mind
GE 12 Life and Works of Jose Riza|
. *BOA elec 25 Philesophy of Office Managament (elective)
» "BOAelec 26 Human Anatomy and Physiology (elec)

- BOA 27 L Office Administration Internship (300hrs) (lab)
PATHFit 4 Dance (menu of courses)

Theo 22 The Sacramental Theology
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THIRD YEAR

First Semester

Course Code Lec Lat Units Pre-requisites
.. CBMEC I Operations Management 3 3. Mot
.. BOA J1 BEvants Managemant 3 3 RaA
. BOA 32 L Maching Shorthand 1 (Lab) HERR Gy A Ie
. LAW 1 Business Law ((Obligation and Contract) 3 3 et 174
e "AdRe 11 Research Mathod 3 3 HNone
{2 Gud 1 Carear Management S i, e
2 18 2
Second Semester
Coursn Code Le¢ Lab Units Pre-requisites
__CBMEC 2 Strategic Management 3 3 Mgntl
j_ . BOA 35  Customer Relations 3 3 None
__BOA 36  Entrepreneunal Behavior and Compelencies 3 3 \!H!,’\ 2
__'BOA 37 L Legal Office Procedures (alec) T2 3 S/EN
____'BOA 38 1. Medical Office Procedures (elec) 3 3 SHIZ/B0A%
_____"BOA 39  Web Designs (elec)/lab 1 2 3 {07
4 18 [0All
FOURTH YEAR
First Semester
Course Code Lec Lat Units Pre-requisites
U TAX 1 Taxation (Income Taxation) 3 3 Aoctgl?
L BOA 40 L Internet Research for Business (lab) e e T |
2.4 IOR 41 L Introduction to Project Management fo 20 3 Al
v *BOA 42 Management Seminar < 3
4 12 .
Second Semester
Course Code Lec Lat Units Pre-requisites
___ BSOA 1L Legal Office Internship 300 hrs or 1 2 3 Msubj
Medical Office Procedures 300 hrs (lab)
____"profCon 1 Professional Conferences 1 3 (3)
. 2 3(8)
NOTED
( Qéiu'
DIONISIOJ0] DE KA TORRE, JR., DBA mm)ﬁl o
Program Head for Offle Administration/ Educatign Supervisor 1)
Doan, College of Business Management and Administration e W', 2], 2o

*+% Syudunts s roquired to ke BUA 270 ar Ineturnship batore snolling Third year

For Non-ABM Academic Strand Graduates will enroll the following bridging courses: \

Mgt. 1 Principles of Management
Acctg. 1 Fundamentals of Accounting
BusEd 12 Human Behavior in Organization
BusEd 21 Business Finance
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