


Gain skills in medical coding and billing 
��Prepare for a career in medical o�ces, hospitals and insurance companies

What you will learn
• Health insurance management
• Medical billing and coding
• Medical administrative assisting
• Computer application skills
• Practice management/medical software
• Anatomy/physiology
• Medical terminology
• Medical o�ce safety and security
• Career development
• Applications of health information management 

(HIM) services
• Problem solving, decision making and critical 

thinking
• Leadership and teamwork
• Laws and ethics for the medical �eld
• Medical terminology
• Document management
• Principles of accounting
• Preparation for National Health Association 

(NHA) career exams 

Types of jobs you can get
• Medical administrative assistant
• Medical billing specialist
• Medical coding specialist
• Front desk
• Patient access representative
• Patient �nancial representative
• Health unit coordinator

What we expect from you
• Must maintain 70% grade and 95% attendance
• Know the instructor’s requirements for each class
• Actively participate in class and laboratory
• Behave safely and courteously
• Respect the rights and opinions of others
• Complete assignments on time
• Ability to communicate e�ectively
• Ability to get along well with people 
• Ability and willingness to follow directions 
• Attention to detail 
• Good eye-hand coordination 
• Good �nger and manual dexterity 
• Good perceptual and numerical skills 
• Neat and professional appearance 
• Ability to communicate e�ectively
• Valid driver’s license
• Ability to pass employment drug testing
• Maintain a clean background check

What you need to enroll
• Attend an Information Session
• High school diploma or HSE (High School 

Equivalency) HSE Hotline: 513.612.5806 
• Achieve a WorkKeys® assessment level of (4) 

or higher in all three sections: Applied Math, 
Workplace Documents, and Graphic Literacy

• BCI and FBI background checks 
• At least age 18 by completion of program

How we support you
• Student services
• Resume writing and job interviewing skills
• Job search assistance
• Career Passport presented at graduation
• Job listings for graduates

Program certi�cation
• Earn a certi�cate of completion from Great�Oaks; 

receive 90 CEUs
• First Aid, BLS, Health Care CPR, and AED Safety 

Training
• CBCS – Certi�ed Billing and Coding Specialist
• CMAA – Certi�ed Medical Administrative 

Assistant
• CEHR Certi�cation – Electronic Health Record 

Specialist 

Earn college credit

Details at  
transfercredit.ohio.gov


