
Learn about the curriculum, visit:
www.laniertech.edu/busadmin

Accreditation

Lanier Technical College is accredited by the Southern Association of Colleges 
and Schools Commission on Colleges to award associate degrees.  Inquiries 
related to the College’s accreditation by the Commission may be directed to 
SACSCOC, 1886 Southern Lane, Decatur, Georgia 30033-4097 or telephone 
404-679-4500.  Questions related to admissions and the policies, programs, and 
practices of Lanier Technical College should be directed to the College.

EEOC

As set forth in its student catalog, Lanier Technical College does not discrimi-
nate on the basis of race, color, creed, national or ethnic origin, gender, religion, 
disability, age, political affiliation or belief, genetic information, veteran status, or 
citizenship status (except in those special circumstances permitted or mandated).

Graduation Rates

For more information about our graduation rates, the median debt of students 
who completed the program, and other important information, please visit our 
website at http://www.laniertech.edu/GE.aspx.
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The Business Technology program is designed 
to prepare graduates for employment in a 
variety of positions in today’s technology-driven 
workplaces. LTC program provides learning 
opportunities, which introduce, develop, 
and reinforce academic and occupational 
knowledge, skills, and attitudes required for 
job acquisition, retention, and advancement. 
The program emphasizes the use of word 
processing, spreadsheet, presentation, and 
database applications software. Students are 
also introduced to accounting fundamentals, 
electronic communications, internet research, 
and electronic file management. The program 
includes instruction in effective communication 
skills and technology innovations for the office. 
Additionally, provides opportunities to upgrade 
present knowledge and skills or to retrain in the 
area of administrative technology.

Job Titles
• Secretaries, Administrative Assistants, General office    
  and Information clerks, Office administrators, Front 
  Office and Executive  Assistant, Typist 

Employment Outlook
• Projected to grow 12% from 2012-2022
• About as fast as the average growth for all
  occupations Program 

Program Offerings
• Degree: Business Administrative Technology 
• Diploma: Business Administrative Technology 
• Certificates: Medical Front Office Assistant, 
  Microsoft Excel Application Professional, 
  Microsoft Office Applications Professional 

Source: U.S. Department of Labor Occupational Outlook
Handbook, 2012-2013 Edition (http://www.bls.gov/oco/)
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Administrative professionals perform 
a variety of administrative and clerical 
duties necessary to run an organization 
efficiently. They serve as information and 
communication managers for an office; plan 
and schedule meetings and appointments; 
organize and maintain paper and electronic 
files; manage projects; conduct research; 
and disseminate information by using the 
telephone, mail services, web sites, and 
e-mail. They may also handle travel and 
guest arrangements. 

Work Environment

  Medical & Legal offices
  Government agencies
  Healthcare facilities
  Schools offices
  Corporate businesses
  Personal services care service

www.laniertech.edu
770.533.7000 EOI

For more information contact:

Theresa Lindsey 

Business Technology Lead Instructor 

Lanier Technical College
tlindsey@laniertech.edu
Phone: 678.341.6623

Scan QR Code to view the program.
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