OCCUPATIONAL EXTENSION

For More Information Contact:
Lisa Jones, Secretary; (910) 272-3603; ljones@robeson.edu or

Jennifer Lowery, Director; (910) 272-3609; jlowery@robeson.edu

AUTOCAD (INTRODUCTION) $120.00

If your work depends on drawings or sketches to convey information or ideas, this course
is for you! Engineers, architects, draftsmen, designers, advertisers, or anyone interested
in acquiring skills in CADD (Compurter Aided Design and Drafting) will benefit from this
course. Because AutoCADD accounts for over S0% of the CADD systems, your mastery

of AutoCADD can provide excellent career opportunities or enhance your current skills.
Instruction will provide mastery of the pull-down menus, basic commands, and the ability
to complete 2-D drawings.

T&TH 6:00 pm - 9:00 pm 4/13/10-6/03/10  RCC, Room 920 Sweat

BLUEPRINT READING $120.00

This course covers the interpretation of blueprint and specifications that are associated with
the construction trades. Emphasis is placed on interpretation of details for foundations,
floor plans, elevations, and schedules. This course will also cover the different methods of
material costs estimation. Upon completion, students should be able to read and interpret
a set of construction prints.

M 6:00 pm - 9:30 pm 4/12/10-7/19/10  RCC, Room 1414B Sweat

ICD-9/CPT CODING (Introduction)

An integral part of many medical office assistants’ duties involves the use of ICD-9 and
CPT coding: patient records, patient billing, insurance claim preparation, and insurance
claim processing. Although ICD-9 and CPT codes are touched on in other courses in this
program, this course will give an in-depth understanding of the coding process and will
serve as a refresher course for currently employed medical assistants and record clerks.
ENROLLMENT IS LIMITED; PRE-REGISTRATION IS STRONGLY RECOMMENDED.
Students may pre-register in the Workforce Development Center between the
hours of 9:00am and 4:00pm. Textbook requirement: Step-By-Step Medical
Coding 2010 with Workbook.

T&TH 6:00 pm — 9:30 pm 5/18/10-7/15/10  RCC, Room 1804 Andrews

SIGN LANGUAGE I $65.00

Learn to communicate in the language of the deaf communirty using alphaber and up-to-
date signs. In this course, you will acquire body language, facial expression, and movements
for conceptual signs.

M &W 6:00 pm - 8:00 pm 4/12/10-5/19/10  RCC, Room 1803 Quintero

MANICURIST TRAINING $175.00

This program provides a 300-hour course study for learning the skills needed to care for
nails of the hand and feet as required by the North Carolina Board of Cosmetic Arts. The
subject matter includes theory and practice in manicuring, nail building, and sculpturing
and pedicuring. This program consists of ONE course. This is a comprehensive course to
provide training for persons interested in becoming registered manicurists. Supply fee for
the course is approximately $350.00 (this is an estimation). A $15.00 malpractice insurance
fee is also due at registration. Students must pre-register for this course on August 10
or August 17, 2010 between the hours of 9:00am - 4:00pm in the new Workforce
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nails of the hand and feet as required by the North Carolina Board of Cosmetic Arts. The
subject martter includes theory and practice in manicuring, nail building, and sculpturing
and pedicuring. This program consists of ONE course. This is a comprehensive course to
provide training for persons interested in becoming registered manicurists. Supply fee for
the course is approximately $350.00 (this is an estimation). A $15.00 malpractice insurance
fee is also due at registration. Students must pre-register for this course on August 10
or August 17, 2010 between the hours of 9:00am - 4:00pm in the new Workforce
Development Center with Ms. Lisa Jones or Mrs. Jennifer Lowery.

M -TH 5:30 pm - 10:30 pm 8/23/10-12/16/10  RCC, Room 306 Tobias

MEDICATION AIDE REGISTRY $65.00

This course is designed to meet the training requirements for becoming qualified to pass
out medications in skilled nursing facilities. The course covers medication administration
for non-Licensed personnel. Class size limited to 10 students. Students must pre-register.
Textbook required.

T&TH 5:30 pm - 9:30 pm 4/13/10-4/29/10  RCC, Room 1802 Locklear
T&TH 5:30 pm - 9:30 pm 5/18/10-6/3/10 RCC WEDC, Metzer CR  Locklear

MEDICAL OFFICE PROCEDURES (INTRODUCTION) $65.00

When you go into a medical office who is the first person you see? That person’s demeanor
and professionalism can create a lasting impression for good or bad, and will influence
your opinion of the physician’s care. This course is an overview of basic administrative
procedures in a medical office: telephone procedures, appointments, records management,
billing principles, insurance, financial records and much more. Textbook required.

TH 6:00 pm - 9:00 pm 4/15/10-6/03/10  RCC, Room 811 Powers

MEDICAL TERMINOLOGY (ON-LINE) $120.00

An understanding of medical terminology is essential for anyone working in any capacity in
a medical office. This class is designed to meet the medical terminology needs of students
enrolled in RCC’s Radiography and Respiratory Therapy degree programs, however, the
class is not limited to those students only. Textbook required. Students should pre-register
before or on May 20, 2010.

5/24/10 — 7/21/2010 On-line Calabrese



HEALTH INSURANCE BILLING CLERK

The responsibility for processing health insurance claims requires
knowledge of all aspects of medical insurance. According to the
2008 Occupation Outlook Handbook, the growth in the medical area
is far exceeding the trained potential employees. As an entry-level
insurance clerk you will be in a position to move up the ladder to
SUCCEss,

This training includes:
* Roles and Responsibilities of the  * Legal and Regulatory
Health Insurance Clerk Considerations

e What is Health Insurance * Reimbursement Issues
* Managed Health Care * Filing Claims
* Life Cycle of an Insurance Claim * Medicare

¢ Medicaid

And more...

Pre-registration for this class is not required but is an option. However,
slots will be filled on a first-come, first-serve basis. Students may pre-register on Tuesday, May 11,
2010 at 2:30pm in room 1804 at Robeson Community College. A registration fee of $175.00 will be
due at the time of registration, or cost authorization form from sponsoring agency. Please bring
the correct change.

M &W 8:30am — 2:00pm 5/24/10-8/18/10 ComTech, Room A050  Andrews
Students who are WIA eligible may qualify for financial assistance with class
tuition and books!




