
 
 

 

 

 



 

MEDICAL SYSTEMS ADMINISTRATION Course No. 6730 

Elective  36 weeks - 3 credits - 3 periods 

Prerequisite:  Recommendation of Counselor 

 

Course Description 

 Medical Systems Administration is a one-year course designed for 

business students who want to be highly-trained medical office workers or 

want to specialize in other fields in a medical environment.  

• Students develop employability skills that prepare them for 

employment in doctors' offices, nursing home offices, medical 

clinics, insurance firms, and hospital records departments. 

• During the second semester, advanced students may spend time in 

a medical office with the approval of the teacher in either 

shadowing (for experience) or co-op (with pay). 

• Students may receive a dual-enrollment college credit. 

Major Units of Study 

• Medical terminology 

• Word processing software 

• Medical transcription 

• Office duties 

• Medical recordkeeping 

• Insurance forms and reporting 

• Medical correspondence 

• Job seeking and employability skills 

• Medical office simulation practices 

• Practical work experience (CO-OP; shadowing) 

• Medical office related field trips 

• Youth organization activities (Future Business  

 Leaders of America - FBLA) 

• Medical office ethics 

 Prior courses in business/keyboarding and computers are 

recommended, since Medical Systems Administration is predominantly a 

computer-based course. 

 

Employment Outlook and Salaries 

 There is a great demand for medical office workers who have 

had this specialized training. Graduates who complete the program are 

prepared for entry-level medical office positions. They are also prepared 

to pursue careers in other medical related fields. Salaries are above 

average for office personnel and vary with position and experience.  

 

 This is an excellent class to prepare students for college/post-

secondary courses in medical professions, including medical assistants, 

nurses, doctors, and other medical specialists. A willingness to take 

further training to keep up-to-date and to refine skills is desirable for 

advancement. There is a large demand for medical office personnel in the 

Richmond area. 

 

 

 

 

 

 

 

 

 

• This class is offered at 

Hermitage Technical Center. 

• Students may participate in technical 

internships in the community, if 

available and selected. 

• Completers may receive  

NOCTI industry certification. 
 

 


