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PERKINS STATEMENT This project was funded fully or in part by 
Carl D. Perkins Career Technical Education Act of 2006, awarded to 
Diablo Valley College and administered by the California Community 
Colleges Chancellor’s Office. It is the policy of Diablo Valley 
College not to discriminate against any person on the basis of race, 
color, national origin, sex or disability in all of its educational and 
employment programs and activities.

MISSION STATEMENT Diablo Valley College is passionately 
committed to student learning through the intellectual, 
scientific, artistic, psychological, and ethical development of its 
diverse student body. Diablo Valley College prepares students 
for transfer to four-year universities; provides career and 
technical education; supports the economic development of the 
region; offers pre-collegiate programs; and promotes personal 
growth and lifelong learning.

NON-DISCRIMINATION STATEMENT The district shall not discriminate 
based on ethnic group identification, race, color, age, citizenship, 
ancestry, religion, marital status, national origin,sex, sexual orientation, 
mental or physical disability, medical condition, veteran status, parental 
status, or because a student is perceived to have one or more of these 
characteristics
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YOUR FUTURE
   BEGINS
 HERE!

I’M INTERESTED. 
WHAT SHOULD I DO NOW?

Call the  
Business Administration Department at  
925-969-2688

How long will it take to earn a  
certificate?
Each certificate level can be completed in two  
semesters.

When are classes offered? 
Courses are taught in the day, evening, online, or all 
three, and some on Saturdays. 



What subjects are covered? 
Technology – MS Office, Internet, social media,  
project management skills

Interpersonal – communication, business etiquette, 
cross cultural skills

Intrapersonal – self-motivation, consistency, reliability

Soft Skills – work ethic, prioritizing, follow-through

English/math – business English, arithmetic, basic  
accounting, basic algebra

What are examples of job duties?
• Performs administrative duties including composing, 

typing, and proofreading correspondence and  
presentations; maintaining files; ordering supplies; 
completing forms, etc.

• Formats and generates charts, graphs, tables,  
and reports

• Uses automated office equipment

• Handles calls and directs them to appropriate  
action, person, or department

• Acts as information source on organization  
policies and procedures

• Coordinates schedules, meetings, and travel  
arrangements

• Assists in establishing office policies and procedures

Why study to be an office  
professional? 
Students who successfully complete the first 
level of the Office Professional Certificate of 
Achievement are prepared for entry-level  
positions in a variety of fields, such as general 
office professionals, retail salespersons,  
customer service representatives, receptionists, 
and administrative assistants.

The advanced level of the Office Professional 
Certificate is designed for students who aim  
to become office administrators. Office  
administrators perform administrative and  
management tasks to ensure that staff can work 
efficiently and effectively. 

“As the ‘eyes and ears of a company,’ administrative professionals handle the day-to-day administration for an 
individual, network, or team. With their unique overview of the company, administrative assistants are regularly 
called upon to make business critical decisions – it’s no exaggeration to say that an executive is only as good 
as his or her assistant.”  Michael Page Recruitment (michaelpage.com)

Local employers helped design the Office Professional 
Certificate based on what they need in a successful  
office employee. It is created to provide a clear-cut  
and efficient track to professional office employment. 
Graduates are equally knowledgeable about office  
technology and people skills.

• Coordinates special projects and department  
activities, including catering and event planning

• Coordinates, compiles, tracks, and reports budgets 

• Executes special or continuous research and data 
analysis tasks

• Identifies problems and recommends solutions

• Determines statistical methodology and compiles  
and interprets data

• Prepares reports and makes recommendations

• Coordinates activities between departments and 
outside parties


