
Medical Office Administrator Diploma Program

PROGRAM SUMMARY
The Medical Office Administrator Diploma Program is designed to provide students with the business, technology and 
communications skills needed to work in a private physician’s office, single or multispecialty clinic, or hospital setting. 
Emphasis is placed on medical terminology, body systems, medical transcription and medical office procedures. Upon 
completion of the program, students will be able to conduct medical histories, explain treatment procedures, and 
prepare clients for examinations. Our Medical Office Assistant Program also fosters the development of interpersonal 
skills, organizational effectiveness, and communication skills necessary to function in a medical environment.

CAREER OPPORTUNITIES
Expect to find employment in a variety of settings including private medical clinics; Community
Health Units; hospital departments such as Admissions, Out- Patient Clinics, Emergency, Radiology, or as a ward clerk 
or surgical Booking clerk; nursing homes, palliative care facilities, or senior citizens’ residences; medical transcription 
departments / facilities; private veterinary clinics; medical specialty offices; midwifery clinics; medical supply 
companies; Chiropractic or Physiotherapy clinics; and insurance companies dealing with private medical insurance.

ADMISSION REQUIREMENTS
An Ontario Secondary School Diploma or equivalent; or
be at least 18 years of age or older and pass an entry test (Wonderlic Test).

PRACTICUM REQUIREMENT
• Medical Certificate
• Police Reference Check (Clearance) of Criminal Record
• Standard First Aid & CPR Level C Certification

GRADUATION REQUIREMENTS
To successfully meet the program outcomes the student must:
• Achieve a minimum mark of 65% in all of the module assignments and exams
• Achieve a satisfactory rating in the Field Placement Evaluation

The Medical Office Administration Diploma Program is approved as a Vocational Program under the
Private Career Colleges Act.

COURSE START DATES
6th October 2014, 3rd November 2014, 17th November 2014, 1st December 2014, 15th December 2014, 19th January 2015, 
10th February 2015, 13th April 2015, 11th May 2015, 25th May 2015, 8th June 2015, 22nd June 2015, 13th July 2015, 4th 
August 2015, 28th September 2015, 26th October 2015, 9th November 2015, 23rd November 2015, 7th December 2015.

www.ecenglish.com

29 weeks, 675 Total Hours = 475 Hours Theory + 200 Hours Field Placement 

The Early Childcare Assistant 
program has been designed to equip 
childcare workers with the valuable 
knowledge, skills and experience 
for employment as Assistants in 
day care or early learning centers. In 
addition to covering early childhood 
development, program planning, 
communication and other vital topics 
in childcare, the program also includes 
the role of computers in a childcare 
setting.

Early Childcare Assistants lead 
children in activities to stimulate and 
develop their intellectual, physical 
and emotional growth. There is 
increasing demand in the industry 
for qualified individuals who have 
completed formal training such as 
that offered in this diplomaprogram. 
Career opportunities exist in childcare 
centers, kindergartens, nursery 
schools and centers for exceptional 
children and early learning centers.It’s 
a caring, challenging career. You’d play 
a key role, helping children develop 
their skills, increase their confidence 
and learn by example. You will be a 
positive role model, inspiring young 
minds, respected for your contribution 
and responsibility. If you have the right 
blend of skills and personal qualities, 
a job in childcare could be just what 
you’re looking for.
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