
 

 

 

 

 

 
 

Medical Office Management students learn the skills necessary to further their education or begin careers in a medical office 

environment. Upon successful completion of the program, students are prepared to work in entry-level positions in medical 

offices. 

 

Program Highlights: 

• Provide high quality customer service, as part of a professional team, in a wide range of environments such as financial 

institutions, hospitals, doctor offices and health insurance facilities 
• Integrate ethical standards, confidentiality and professionalism when interacting with patients, clients and employers 
• Experience software applications, computer technology and simulations from initial consultation to final billing  
 

The Program Focuses on the Following State Approved Courses:  

• Fundamentals of Business and Administrative Services 

• Medical Office Management 

• Office Management 

• Medical Terminology  

 

  
COST-FREE COLLEGE CREDIT OPPORTUNITIES 

 

College Credit Plus through Owens Community College 

• OAD 100: Beginning Keyboarding (2 Credit Hours) 

• OAD 135: Intro to Office Administration (3 Credit Hours) 

 

Career Technical Assurance Guides (CTAGs)  

• CTAPS001: Office Procedures (3 Credit Hours) 

• CTMMS001: Medical Office Procedures (3 Credit Hours) 

• CTMT001: Medical Terminology (3 Credit Hours) 

 

Articulated Credits through Hocking College – Up to 11 Credit Hours 

Articulated Credits through the University of Northwestern Ohio – Up to 17 Credit 

Hours 

 

INDUSTRY-RECOGNIZED CREDENTIALS (POINT VALUES) 

 

• Mircosoft Office Specialist Word Assocoate (3 Points) 

• Microsoft Office Specialist Excel Associate (3 Points) 

• Microsoft Office Specialist PowerPoint Associate (3 Points) 

• National Healthcare Association (NHA) Certified Medical Administrative Assistant 

(CMAA) (3 Points) 

• National Healthcareer Association (NHA) – Certified Phlebotomy Technician (CPT) 

(12 Points) 

• CPR First Aid (1 Point) 

• Ohio Driver’s License (1 Point) 

• RISE  UP Customer Service and Sales (6 Points) 

• RISE UP Retail Industry Fundamentals (6 Points) 

MEDICAL OFFICE MANAGEMENT 
2025-2026 

 

Instructor: Michele Johnson 419.666.1120 Ext. 2225 mjohnson@pentacc.org                     Career Services: Marshall Wolf 419.661.6372 mwolf@pentacc.org   

Supervisor: Josh Sandwisch 419.661.6358  jsandwisch@pentacc.org                                    Admissions: Tricia Hornyak 419.661.6498 thornyak@pentacc.org  

     

    

OHIO MEANS JOBS OCCUPATIONS LISTED ACCORDING TO TYPICAL SALARY  

OCCUPATION TITLE 
TYPICAL SALARY-

BOTTOM 10% 

TYPICAL SALARY-

MEDIAN 

TYPICAL SALARY-

TOP 10% 

TYPICAL  

EDUCATION  

ANNUAL JOB 

OPENINGS 

Medical Transcriptionists $24,700 $29,540 $49,680 Postsecondary Certificate 140 

Medical Secretaries and Administrative Assistants $35,760 $41,980 $53,870 HS Diploma or Equivalent 2,830 

Insurance Claims and Policy Processing Clerks* $38,590 $47,910 $67,600 HS Diploma or Equivalent 1,290 

Medical Records Specialists*  $37,470 $51,420 $82,080 Postsecondary Certificate 1,220 

Medical and Health Service Managers*  $65,610 $105,040 $185,540 Bachelor’s Degree 1,910 

JOB OUTLOOK COMPILED BY OHIO MEANS JOBS AS OF SEPTEMBER 2025; VISIT OHIOMEANSJOBS.COM FOR MORE INFORMATION. 
*Denotes an In-Demand Occupation in the State of Ohio 
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