E Business Information Professional Il

<smes Certificate

The Business Information Professional Il (BIP Il) Certificate will prepare students for mid-level office and
administrative support positions in a variety of job positions in a multitude of industries, including office and
executive administrative support, office supervision, small business support, retail sales, and customer service
representatives. The BIP Il Certificate builds on the foundation established in the BIP | certificate. Students
gain needed skills in business and communication and business applications such as Access, Excel,
QuickBooks, and Word. Students will also learn how to manage diversity and improve intercultural
communications. Students who successfully complete the BIP Il certification will be prepared to test for the
Expert level certification in Microsoft Excel and Microsoft Word.
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