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Office Support 2 
Certificate of Proficiency 

15 Credits 

 
These classes may be applied toward the two-year Associate in Applied Arts Degree. Students in this program 
must complete each class with a grade of 2.0 or higher. 
 

Contacts:  Shannon Sharpe, ext. 4378  Lea Ann Simpson, ext. 4393 Julie Slettvet, ext. 4687 
 ssharpe@greenriver.edu lsimpson@greenriver.edu slettvet@greenriver.edu 

  
Dept./No. Course Title Credits 
BTAC 132 Business Communications Applications 5 
BTAC 140 or Records Management or 
 BTAC 150  Introduction to Windows 5 
BTAC 162 Introduction to Excel 5 

This document is available in alternative formats to individuals with disabilities by contacting Disability Support Services at 
253-833-9111, ext. 2631; TTY 253-288-3359; or by email at dss@greenriver.edu. Green River College is an equal opportunity 
educator and employer. Learn more at www.greenriver.edu/accessibility. The above referenced program of study information 
was current at the time of printing. The program may have been updated or changed to remain industry current. For program 
updates, please visit greenriver.edu or contact the program’s listed faculty adviser.  
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