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The world of medicine

AdMinisTrATive & CliniCAl CerTiFiCATes And exAM PrePArATion ProgrAMs
Prerequisite for all certificate  and exam prep programs: High School Diploma/GED

administrative  
certificates 

mediCAl offiCe AssistAnt

Physician practices, specialty groups, and the 
new hospital-satellite clinics opening through-
out new york are increasing the demand for 
medical administrative personnel. the help 
wanted medical ads reveal a wealth of job 
opportunities. our program targets the skills 
you need.  

130 Hours, See p. 34.

mediCAl trAnsCription

all it takes is one spring or fall semester. Eve-
ning session only.

medical transcriptionists are needed every-
where, for hospitals, transcription, typing ser-
vices, and private practices. you can work at 
home or start your own business. listen to doc-
tors’ dictation and produce the final medical 
documents for the patients’ medical records. 
Challenging, well-paid work for the detail-ori-
ented who enjoy working with computers and 
are skilled in typing and English grammar.

72 Hours, See p. 34.

mediCAl reCords

this certificate is excellent for anyone who 
wants to be a medical records clerk. or, you 
can use it as a stepping stone for a career as 
a registered Health information administrator 
(rHia) or registered Health information tech-
nician (rHit). as you prepare for entry level 
positions in the medical records department 
you also get fundamental coding skills for 
both medical practices and hospitals.

145 Hours, See p. 34.

mediCAl AdministrAtive AssistAnt

learn the skills needed to work as an admin-
istrative assistant in a medical office or hos-
pital setting. these courses concentrate on 
the secretarial (as well as the administrative) 
responsibilities of various healthcare environ-
ments.

170 Hours, See p. 34.

mediCAl insUrAnCe billing  
And pAtient ACCoUnts

interested in specializing in insurance billing 
for physicians, hospitals, or how about start-
ing a business of your own? this certificate 
focuses on the special training needs of medi-
cal billers entering the profession today. spe-
cial attention to managed care and up-to-date 
medical software prepares you for today’s in-
creasing needs.

170 Hours, See p. 34.

AdvAnCed mediCAl billing And Coding

a good career move for anyone with some 
medical billing background. this certificate 
program focuses on the coding and specific 
billing criteria necessary for a good job in a 
physician’s office or hospital environment.

187 Hours, See p. 34.

clinical certificates

pAtient CAre AssoCiAte

multiskilled caregivers work under a registered 
nurse or other licensed medical professional. 
geared toward caring for the medical-surgical 
adult to geriatric patient and as a skills-expan-
sion program, it assists those who hold diplo-
mas/certification to get patient care hospital 
positions requiring multiple skills.

207.5 Hours, See p. 34.

mediCAl AssistAnt

a rewarding profession. medical assistants 
perform important administrative and clinical 
tasks for physicians in private practice, like 
front desk administration, specimen collec-
tion; patient preparation for physical exam; 
assisting the doctor with procedures; admin-
istering medications; and patient education 
for treatment, surgery, and diagnostic testing.

257 Hours, See p. 34.

ekg teChniCiAn

Become an EKg technician! in two fast se-
mesters, you can prepare for an entry-level po-
sition in the Cardiovascular/EKg department 
of any hospital — starting an exciting career in 
healthcare.

145.5 Hours, See p. 35.

clinical exam prep

pre-lpn skills progrAm

with nurses so scarce in the metropolitan 
area, the licensed Practical nurse has op-
portunities galore for a satisfying career (and 
income). an lPn, under the direction of an rn 
or physician, provides the bedside care so 
important to hospital patients. in only one se-
mester, you’ll be up to speed for the entrance 
exam to an lPn program. 

See p. 38.

Materials, except for textbooks and tapes for  
all healthcare classes, are included in tuition.

importAnt notiCe: 
if you are out of school for more than three consecutive semesters,  

you must reapply for a Certificate Program.
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“I have learned a lot in my 
classes. The instructors do not 
leave their students behind.”

— G.A., student{ {
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medical office assistant
REQUIRED COURSES

sEmEstEr 1
n	aH-101 medical terminology
n	aH-103 medical office Procedures
n	aH-109 registration & diagnostic  

scheduling*

sEmEstEr 2
n	aH-906 medical manager for Computer  

Beginners & medical assistants
or

n	aH-201 medical manager for  
Experienced Computer users

n	aH-108 medical office writing skills*
n	aH-861 fundamentals of  

medicare & medicaid*

CoUrSES To CoNTINUE YoUr EDUCATIoN  
AFTEr CErTIFICATE CoMPlETIoN:
n	aH-207 Bookkeeping & Collections  

for Private Practice 
n	aH-206 managed Care & special Plans
n	CP-200 typing for speed & accuracy

medical records
REQUIRED COURSES

sEmEstEr 1
n	aH-101 medical terminology
n	aH-302  Health information management
n	aH-108 medical office writing skills*
sEmEstEr 2
n	aH-202 Coding, CPt-4
n	aH-204  inpatient Hospital Coding
n	aH-252 Computer success  

for medical Personnel
n	aH-200 Coding, iCd-9

CoUrSES To CoNTINUE YoUr EDUCATIoN AFTEr  
CErTIFICATIoN CoMPlETIoN:
n	aH-400 medical transcription:  

Certificate Program
n	aH-203 inpatient Hospital Billing

medical administrative  
assistant
REQUIRED COURSES

sEmEstEr 1
n	aH-101 medical terminology
n	aH-103 medical office Procedures
n	CP-200 typing for speed & accuracy
n	CP 203 word 2002
sEmEstEr 2
n	aH-109  registration & diagnostic  

scheduling*
n	aH-906 medical manager for Computer  

Beginners/medical assistants
n	aH-750 medical transcription introduction
n	aH-108 medical office writing skills*

CoUrSES To CoNTINUE YoUr EDUCATIoN  
AFTEr CErTIFICATE CoMPlETIoN:

n	CP-109 Excel 2002

medical insurance Billing  
and patient accounts
REQUIRED COURSES

sEmEstEr 1
n	aH-205 medical Billing for Private Practice
n	aH-207 Bookkeeping & Collections  

for Private Practice
n	aH-101 medical terminology
n	aH-108 medical office writing skills*

sEmEstEr 2
n	aH-203 inpatient Hospital Billing
n	aH-206 managed Care & special Plans
n	aH-906 medical manager for Computer  

Beginners & medical assistants
or

n	aH-201 medical manager for Experienced 
Computer users

n	aH-605 workers Comp/no fault Billing
n	aH-861 fundamentals of  

medicare & medicaid

CoUrSES To CoNTINUE YoUr EDUCATIoN  
AFTEr CErTIFICATE CoMPlETIoN:
n	aH-202 Coding, CPt-4
n	aH-200  Coding, iCd-9
n	aH-103 medical office Procedures
n	aH-204 inpatient Hospital Coding

advanced medical  
Billing and coding
Prerequisite: Completion of the Medical Insurance Billing 
and Patient Accounts Program and/or field experience with 
department approval.

REQUIRED COURSES

sEmEstEr i
n	aH-200  Coding, iCd - 9
n	aH-202 Coding, CPt - 4
n	aH-906 medical manager for Computer 

Beginners and medical assistants 
or

n	aH-201 medical manager for Experienced 
Computer users

n	aH-108 medical office writing skills*

sEmEstEr 2
n	aH-204 inpatient Hospital Coding
n	aH-250 HCPCs/HmE  

(Home medical Equipment)
n	aH-251 medical manager, advanced
n	aH-252 Computer success  

for medical Personnel
n	aH-861 fundamentals of medicare  

& medicaid*

CoUrSES To CoNTINUE YoUr EDUCATIoN  
AFTEr CErTIFICATE CoMPlETIoN:

n	aH-611 CPC test Prep

 
medical transcription

Prerequisite: 25WPM typing, excellent grammar and spelling
n	aH-400 medical transcription Program 
(includes medical terminology, medical  
transcription lab and practicum)

patient care associate
Prerequisite: Copies of diploma/certificates required. 
Entering students need meet only one of the following 
requirements:

1. Certification or diploma no more than five 
years old for medical assistant, Emt, nurse’s 
assistant, phlebotomist, or EKg technician

2. minimum of two years verifiable work/ 
related experience as a medical assistant, 
nurse’s assistant, phlebotomist, or EKg 
technician

or 

3. Completion of the queens College medical  
assistant program.

REQUIRED COURSES

sEmEstEr 1
n	aH-102 anatomy & Physiology
n	aH-852 Patient Care skills, Basic
n	aH-855  Venipuncture & specimen 

Collection
n	aH-856 Electrocardiogram 

sEmEstEr 2
n	aH-854 Hospital Patient Care
n	aH-857  arrhythmia interpretation, Basic
n	aH-859 medical law & Ethics
n	aH-860 interpersonal Communication

medical assistant
Note: Typing and excellent English speaking and writing skills 
are highly recommended. See page 12 for our typing courses

REQUIRED COURSES
sEmEstEr 1
n	aH-852 Patient Care skills, Basic
n	aH-855 Venipuncture  

& specimen Collection
n	aH-856  Electrocardiogram 
n	aH-101 medical terminology
n	aH-108 medical office writing skills*

sEmEstEr 2
n	aH-102 anatomy & Physiology 
n	aH-853 Clinical skills for  

medical assistants
n	aH-860 interpersonal Communications
n	aH-109 registration and diagnostic  

scheduling*

sEmEstEr 3
n	aH-859 medical law & Ethics
n	aH-906 medical manager for Computer  

Beginners and medical assistants, 
Beginner

or
n	aH-201 medical manager for Experienced 

Computer users
n	aH-103 medical office Procedures

*Can be taken first or second semester.

The world of medicine
HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

ProgrAMs & reQuired Courses - see All Course desCriPTions Beginning on PAge 35
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HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

AH-102, section Mo21-QC 
Anatomy & Physiology
an introduction to the structure and function of 
the human body, plus common disorders and 
diseases in relation to body systems. open to all 
students but required for medical assistant and 
Patient Care associate Certificate Programs. 
Textbook(s) required.

n	Monday, 5:�5 - 8:00 p.m. 
June � - August �� 
$�95 • �� sessions • Michelle Klein 

AH-857, section TH21-QC 
Arrhythmia interpretation, Basic
Prerequisite: AH-856

anatomy and physiology of the heart and cardio-
vascular system. Clinical implications of cardio-
vascular diseases, their risk factors, diagnostic 
tests and treatment. introduction to basic cardiac 
pharmacology and EKg monitoring. anatomy of 
the EKg and cardiac cycle as it relates to im-
pulse conduction. the development of a sys-
tematic approach to evaluation of basic and life 
threatening arrhythmias in both single and dual 
lead EKg strips.

n	Thursday, 6:00 - 9:00 p.m. 
June 7 - August �� 
$�75 • �� sessions • Shiva Seejore

AH-207, section Mo21-QC 
Bookkeeping & Collections  
for Private Practice 
Note: This course is best taken with AH-205

learn basic accounting concepts for the medical 
office. learn how to record charges for medical 
services, post transactions and payments, and 
manage accounts receivable from patients and 
insurance companies.

n	Monday, 8:00 - �0:00 p.m. 
June � - August �� 
$�75 • �� sessions • Marquerite Spence

AH-853, section sA11-QC 
Clinical skills for Medical Assistants
Prerequisite: AH-852 

Covers many techniques for assisting physicians. 
includes skin prep for minor surgery and suture 
removal; commonly prescribed medications, re-
lated terminology and pharmaceutical references; 
methods for administering medications; giving in-
jections/immunizations, specimen collection and 
simple laboratory procedures, plus patient com-
munication skills.Textbook(s) required.
n	Saturday, ��:�0 a.m. - �:00 p.m. 

June 9 - August �8 
$�50 • �� sessions • Arline Ellison

AH-202, section TH21-QC 
Coding, CPT-4
Prerequisite: AH-101

CPt codes are required by almost all insurance 
companies. Current Procedural terminology cod-
ing (CPt) lists codes/descriptions of procedures/
services of physicians and other medical profes-
sionals. CPt codes are required by almost all in-
surance companies. guidelines for accuracy and 
maximum reimbursement are part of this basic 
course. Textbook (s) required.

n	Thursday, 8:00 - �0:�5 p.m. 
June 7 - August �� 
(No class July 5) 
$�95 • �� sessions • Basdai Lalsingh

AH-200, section TH21-QC 
Coding, iCd-9
Prerequisite: AH-101

a good starter course for medical personnel who 
assign diagnosis codes for medical billing. the 
international Classification of diseases (iCd) ar-
ranges diseases and injuries into coded groups. 
together with CPt-4 codes, insurance companies 
interpret iCd-9 codes to pay claims. Textbook(s) 
required.

n	Thursday, 5:�5 - 8:00 p.m. 
June 7 - August �� 
(No class July 5) 
$�95 • �� sessions • Basdai Lalsingh

The world of medicine

Course desCriPtions (listed AlPhAbetiCAlly)

ekg technician

in only two semesters, train for an entry-level 
position in the Cardiovascular/EKg depart-
ment of any hospital, starting an exciting career 
in healthcare. after completing the required 
courses, receive a Certificate of Completion 
and become eligible for the national certifica-
tion examination to become a Certified EKg 
technician (C.E.t). opportunities for advance-
ment and further training are abundant. 

 CAreers inClUde:
n	telemetry technician
n	nurse Extender
n	arrhythmia technician
n	ultrasound technician  

(with further training)

reqUired CoUrses

sEmEstEr 1
n	aH-101 medical terminology
n	aH-852 Patient Care skills, Basic
n	aH-856 Electrocardiogram 

sEmEstEr 2
n	aH 102 anatomy and Physiology
n	aH-857  arrhythmia interpretation, 

Basic
n	aH-550 CPr: Cardiopulmonary  

resuscitation 
adult/child/infant*

*Can be taken in the First  
or Second Semester

*Can be taken first or second semester.

Open HOuse
Come to the Continuing Education  

Open House for answers to questions  
about certificate programs, courses,  

careers and opportunities.

Register at the Open House  
and receive a 

5% DisCOunt  
on your tuition.

MOnDay, May 14, 2007 
6:00 - 8:00 pm 

student union, 4th Floor
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AH-252, See Sections Below-QC 
Computer success  
for Medical Personnel*
Covers information essentials, hardware, soft-
ware and network basics; website design, email 
guidelines, and how to search the internet; com-
puterized documentation and electronic billing. 
discuss computer security/privacy issues and 
computer ergonomics and injury prevention.

n	Section TR�� 
Tuesday & Thursday, 5:�5 - 8:�5 p.m. 
September �� - September �7 
(No class September ��) 
$�90 • 5 sessions 
Diane Gahagan & Winfield Eng

n	Section TR�� 
Tuesday & Thursday 
May �5 - May �9, , 5:�5 - 8:�5 p.m. 
$�90 • 5 sessions 
Diane Gahagan & Winfield Eng

AH-611, section-TH21-QC 
CCs: Certified Coding specialist 
Test Preparation 
Prerequisite: AH-200, AH-202 and/or 1 year field experience.

this is the class for you! sign up now if you want 
to pass the CPC certification exam and get na-
tional recognition as a Certified Procedural Coder. 
topics include an intensive review of how and 
when to use specific CPt and HCPCs codes, 
coding scenarios, sample test questions, prob-
lem solving and analysis of codes as well as 
test-taking strategies. (taught by a Certified Pro-
cedural Coder.) upon completion of this course, 
you can register to take the CPC exam. for 
more information about CPC certification, check 
the aaPC website at www.nymac.org or call  
1-(516) 987-6853.

n	Thursday, 6:�0 - 9:�0 p.m. 
June 7 - July �9 
$�65 • 7 sessions • Marguerite Spence

AH-550, section sA11-QC 
CPr: Cardiopulmonary resuscitation 
Adult/Child/infant*
How to recognize the signs and symptoms of 
a heart attack or life-threatening heart-related 
problems and how to administer care to an 
adult, child or infant who has stopped breathing, 
is choking or whose heart has stopped beating. 
Materials included. for medical personnel and 
others who require certification.

n	Saturday, �:00 - �:00 p.m. 
June 9 - July 7 
$��5 • 5 sessions • Arline Ellison

AH 856, section TH21-QC 
electrocardiogram (ekg)
Note: Open to all Healthcare Career Programs Students.

review the basics of heart electrophysiology. 
learn to set up an EKg machine, prepare pa-
tient for testing and perform a 12-lead EKg, rec-
ognizing limb reversals, correcting exterior inter-
ference and correctly identifying bipolar, unipolar 
leads. Precordial leads will be also be covered. 
Textbook(s) required.

n	Thursday, 6:00 - 8:00 p.m.  
June 7 - August �6 
$�95 • �� sessions • Marie Aprea

CP-109, See Sections Below-QC 
excel 2003
get a firm grasp on this popular spreadsheet 
program for windows, including labels, values, 
formulas/functions. Covers spreadsheet design, 
with a business model emphasizing command 
usage and charting.  

n	Section SU�� 
Sunday, 9:00 a.m. - 5:00 p.m.  
August 5 - August �9 
$�75 • � sessions • Beryl Ackerman

n	Section MO�� 
Monday, 8:00 - �0:00 p.m. 
June �� - July �6 
$�75 • 6 sessions • Beryl Ackerman

AH-861, section Mo21-QC  
Fundamentals of Medicare & Medicaid*
this informational course offers an introduc-
tion to both medicare and medicaid entitlement 
programs. learn eligibility requirements, pro-
gram benefits and guidelines regarding claims 
processing, as well as crosswalk stipulations. 
review of reimbursement regulations, utilization 
review, and the appeals process level.

n	Monday, 8:00 -�0:00 p.m. 
June � - July �0 
$��5 • 9 sessions • Deanna Buechel

AH-250, section sA11-QC 
HCPCs (Healthcare Common  
Procedure Coding system)
Prerequisite: AH-200 & AH-202

master the procedure codes required when 
billing for Home medical Equipment compa-
nies, physicians practices, hospitals and other 
medical professionals. these codes primar-
ily represent items, supplies and non-physician 
services not covered by CPt-4 and required for  
medicare/medicaid reimbursement. Textbook(s) 
required.

n	Saturday, 9:00 - ��:00 a.m. 
June 9 - August �� 
$�50 • �0 Sessions • Basdai Lalsingh

AH-302, section TH21- QC 
Health information Management
an overview of the medical records department 
and filing systems used at various facilities; includ-
ing release of information and confidentiality issues; 
record assembly and analysis; and processing in-
complete records. Textbook(s) required.

n	Thursday, 6:00 - 8:00 p.m. 
June 7 - August �6 
(No class June �8) 
$�75 • �0 sessions • Martha Senturion

AH-854, section We21-QC  
Hospital Patient Care
Prerequisite: AH-852 

a body system approach to patient care in the 
hospital. Each system is discussed separately 
with related tests, procedures and surgeries, 
including special patient preparation. Personal 
protection equipment and standard precautions 
appropriate for the hospital environment are cov-
ered. including adjunct skin care, oxygen therapy 
and hospital documentation related to course 
topics, Textbook(s) required.

n	Wednesday, 6:00 - 8:�0 p.m. 
June 6 - August �9 
$�75 • �� sessions • TBA

AH-203, section Tu21-QC 
inpatient Hospital Billing
Prerequisites: AH-205 & AH-207

learn the flow of hospital documentation from 
pre-admission to a payment claim, including 
unique hospital coverage; procedures of major 
third party payers; and business language/ ab-
breviation, uB-92 (uniform Billing form); drgs; 
per diem reimbursement; and more.

n	Tuesday, 6:00 - 8:00 p.m.  
June 5 - August �� 
$�75 • �� sessions • TBA

AH-204, section Tu21-QC 
inpatient Hospital Coding
Prerequisite: AH-200, AH-202 and/or field-related  
coding experience.

learn about hospital medical records and how 
to abstract and interpret information from them. 
with your coding knowledge from aH 200 or 
practical experience, you practice iCd coding 
using actual medical documentation. 
ICD coding book (Vol. 3) and textbook are required.

n	Tuesday, 8:00 - �0:00 p.m. 
June 5 - August �� 
(No class July �) 
$�75 • �� sessions • Stanley Eason

AH-206, section We21-QC 
Managed Care & special Plans
Prerequisite AH-205 & AH-207

an exclusive look at Hmo, PPo and special cov-
erage plans for those who are entering medical 
billing and need to know  PCP, special referral, 
precertification and billing concepts as they ap-
ply to managed care. Classes includes claims, 
reimbursement tips, and a cross-section of 
guidelines.

n	Wednesday, 6:00 - 8:00 p.m. 
June 6 - August �5 
$�50 • �0 sessions • Basdai Lalsingh

HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

The world of medicine
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*Can be taken first or second semester
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AH-205, section Mo21-QC 
Medical Billing for Private Practice
Note: This course is best taken with AH-207

quickly master basics of the insurance billing 
process. learn the forms and information to be 
maintained, how to submit insurance claims fol-
lowing third party reimbursement regulations, and 
important tips for medicare and private carriers.
n	Monday, 6:00 - 8:00 p.m. 

June � - August �� 
$�75 • �� sessions • Marquerite Spence

AH-859, section We21-QC 
Medical law & ethics*
Note: Open to all Healthcare Career Programs Students

this course covers medical law, ethics, bio-
ethics, and professional conduct, plus legal 
terms and specific law and statutes applicable 
to health professionals. includes patients bill of 
rights, advanced directives and scope of prac-
tice issues. students gain a working knowledge 
of medical legal terms. Textbook(s) required.

n	Wednesday, 6:00 - 8:00 p.m. 
June 6 - August �� 
$�75 • �� sessions • David Dorfman

AH-251, section We21-QC 
Medical Manager, Advanced
Prerequisite: AH-906 or AH-201

using the medical manager software program, 
learn to input patient demographics, charge and 
payment posting, and insurance claims. learn 
how to utilize monetary reports for various facili-
ties. Textbook(s) required.

n	Wednesday, 5:�5 - 8:00 p.m. 
June 6 - August �� 
(last class �½ hours) 
$�95 • �� Sessions • Anahi  Mac Nair

AH-906, See Sections Below-QC 
Medical Manager for Computer  
Beginners & Medical Assistants*
No medical software experience required. Prerequisite: AH-
205 or AH-109  If you cannot type, please take CP-200 first. 

Medical Manager is a software program for those 
with little or no computer experience. you work 
with Medical Manager to perform common duties 
of the medical office. Textbook(s) required. 

n	Section MO�� 
Monday, 5:�5 - 8:00 p.m. 
June � - August �7  
(No class July � and August �0) 
$�95 • �� sessions • Diane Gahagan

n	Section TU�� 
Tuesday, ��:00 a.m. - �:�5 p.m. 
June 5 - August ��  
(no class July �) 
$�95 • �0 sessions • Diane Gahagan

AH-201, See Sections Below-QC 
Medical Manager for  
experienced Computer users
Prerequisite: Basic typing skills, intermediate computer 
skills; AH-205 or AH-904 

using a leading medical software program,  
Medical Manager, learn to input patient demo-
graphics, create insurance claim centers, input bill-
ing data and post charge payments. Textbook(s)  
Required. 

n	Section MO�� 
Monday, 8:00 - �0:�5 p.m. 
June � - August �� 
$�95 • �� sessions • Anahi MacNair

n	Section TU�� 
Tuesday, ��:00 a.m. - �:00 p.m. 
August 7 - October � 
(no class August ��) 
$�95 • 8 sessions • Diane Gahagan

AH-103 
Medical office Procedures
master the basic skills for managing a physician’s 
front desk. telephone etiquette, appointment 
scheduling, pharmacy calls, patient record-
keeping and an introduction to insurance billing. 
Textbook(s) required.

n	Offered Fall �007

AH-108, section Mo21-QC 
Medical office Writing skills*
Prerequisite: Basic knowledge of Word 2002

learn the basic elements of effective writing in 
order to present your ideas clearly in business 
reports, letters and memos. using word 2002 
software, you will compose business and medi-
cal office correspondence after a thorough re-
view of sentence structure, punctuation, spell-
ing, proofreading and fundamentals of English 
grammar.

n	Monday, 6:00 - 8:00 p.m. 
June � - July �� 
$�00 • 8 sessions • Judith Lipton

AH-101, section Tu21-QC 
Medical Terminology
this introduction uses an anatomy systems 
approach to medical terminology. Construct 
medical terms by word parts and develop a 
practical medical vocabulary (with correct  
pronunciation). Textbook(s) required.

n	Tuesday, 6:00 - 8:00 p.m. 
June 5 - August �8 
$�95 • �� Sessions • Marguerite Spence

AH-750, section Tu21-QC 
Medical Transcription introduction
Prerequisite: CP-200, AH-101 & field experience with typ-
ing ability of 25+ w.p.m.

with computer and transcriber, you learn basic 
skills for transcribing dictation by a physician.
includes: how to operate the transcriber, tran-
scribe onto word processor, spell-check and 
print medical documents, and format patient 
histories, operative reports, consultations, dis-
charge summaries, and letters. 

n	Tuesday, 5:�5 - 8:00 p.m. 
June 5 - August 7 
$�05 • 9 sessions • Diane Gahagan 

AH-852, section Tu21-QC 
Patient Care skills, Basic
Note: Open to all Healthcare Career Programs Students

Cover skills common to private practice and hos-
pital clinical work. includes obtaining medical his-
tories, vital signs (blood pressure, temperature, 
pulse/respiration rates), and preparing/draping 
patient for physician examination, plus infec-
tion control, proper gloving techniques, first aid 
care and emergency procedures. Textbook(s) 
required.
n	Tuesday, 6:00 - 8:�0 p.m. 

June 5 - August �� 
$�50 • �� sessions • Mary Eckstein

AH-109, section We21-QC 
registration & diagnostic scheduling*
gain knowledge of how to obtain information 
from patients, for medical records and insurance 
billing. Procedures in verifying various types of in-
surance coverage and securing pre-certifications 
for admissions and surgeries will be discussed. in 
addition, scheduling of surgical procedures and 
diagnostic tests will be reviewed.

n	Wednesday, 6:00 - 8:00 p.m.  
June 6 - August �9 
$�95 • �� sessions • Marguerite Spence

HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

The world of medicine

*Can be taken first or second semester

financial  
assistance

if you are over 18, unemployed, or  
make less than $56,000 yearly, you  

may be eligible for tuition assistance  
through the workforce new York program. 
for more information, call 718-557-6755

Course Waiver
if you have previous experience in  

Medical Terminology, it is possible to waive  
the required course by taking a waiver exam.  

QC location.
First register for Ah 800-medical terminology 

Waiver. There is a $25 fee for the exam.  
After you register, please call (718) 997-5734  

for an appointment.

register online!
www.qc.cuny.edu/cep
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CP-200, section We21-QC 
Typing on the Computer  
for speed & Accuracy
a great course for both beginners and advanced 
typists. an expert teacher guides beginners in 
basic typing skills on the computer, and ad-
vance students on improving speed and accu-
racy. we use a computer tutorial program and a 
self-paced textbook for adults.

n	Wednesday, 6:00 - 8:00 p.m. 
June 6 - August 8 
$��5 • 9 sessions • Marianne DiBugno

AH-855, section Tu21-QC 
venipuncture & specimen Collection
Explore the anatomy and physiology of the 
venous system and the proper techniques for 
obtaining blood specimens from adults. learn 
vacuum tube collection and the use of winged 
infusion sets for phlebotomy with special pro-
cedures for glucose tolerance, therapeutic drug 
monitoring and special handling.

n	Tuesday, 8:�0 - �0:�0 p.m. 
June 5 - August �� 
$�85 • �0 sessions • Mary Eckstein

CP-203, See Sections Below-QC 
Word 2003
learn editing, formatting, saving, copying, retriev-
ing, moving, printing, spell checking etc., and use 
these skills to create and edit professional quality 
documents.

n	Section TH�� 
Thursday, ��:�5 a.m. - �:�5 p.m. 
June 7 - August 9 
$�95 • �0 sessions • Winfield Eng

n	Section TU�� 
Tuesday, 6:00 - �0:00 p.m. 
June 5 - July �7 
$�95 • 6 sessions • Beryl Ackerman

AH-605, section sA11-QC 
Workers Comp & no-Fault  
Billing Workshop
this short workshop introduces procedures for 
good reimbursement to billing students and work-
ing billers without workers Comp/no fault expe-
rience. focusing on private practice, it covers 
regulations, completion of all forms (C-4, HP-1. 
C-8.1, and nf), proper documentation for medical 
necessity, as well as filing for arbitration and com-
municating with lawyers.

n	Saturday, 9:00 a.m. - 5:00 p.m.  
July �8 
$�50 • � session • Deanna Buechel

pre-lpn skills program

Because nurses are so scarce in the metropoli-
tan area, the licensed Practical nursing Pro-
gram has many opportunities for a satisfying 
career (and income). an lPn works under the 
direction of an rn or physician for the bedside 
care of patients: feeding, bathing, taking tem-
perature, pulse, and blood pressure, observing 
and reporting symptoms to the nurse or doc-
tor. lPns are employed in chronic care facilities, 
nursing homes, industry, public health agen-
cies and hospitals. many practice in homes or 
even as private duty nurses in hospitals. in one 
semester, this 90-hour program sharpens your 
reading, writing, math and science skills and 
prepares you to take the entrance exam for a 
licensed Practical nurse Program.

lP-100, section MTr21-QC 
Pre-lPn verbal, Math  
& science studies
Catch up fast! this 90-hour program offers a 
solid base in verbal, math and science stud-
ies, as well as test-taking techniques. increase 
your reading speed and understanding, enrich 
your vocabulary and raise your verbal skills to 
a higher level. the math section covers basic 
math including concepts integers, fractions, 
decimals, percents, ratio and proportion, alge-
bra and geometry. also covers the fundamen-
tal scientific  concepts you will need including 
general geology, human anatomy and physiol-
ogy, basic chemistry and physics. in addition, 
you will learn the tips and techniques of exam 
taking. Textbook(s) required.

n	Monday, Tuesday & Thursday 
6:�5 - 9:�5 p.m. 
June � - August �� 
$9�0 • �0 sessions 
Leona Chin and Gordon Hong

pleAse note deAdline!  
to take the pharmacy technician exam you must 

register with the Pharmacy technician Certifica-
tion Board: call 1(202)429-7576, opt. 9, to  

get an application or online at www.ptcb.org.   
for additional information, call: 1 (877) 782-2888 

pharmacy technician  
test preparation

as a technician, you will receive written pre-
scriptions or requests for refills and electronic 
prescriptions from the doctor’s office. working 
alongside the pharmacist, you may retrieve, 
count, pour, weigh, measure and sometimes 
even mix the medication. once the prescription 
is prepared, you’ll price and file the prescription, 
prepare insurance claims and stock and check 
inventories.

Hospital technicians have different challeng-
es. they read patients’ charts, then prepare and 
deliver the medicine to patients, after the pharma-
cist checks it. technicians often assemble a 24-
hour supply of medications for patients, packaging 
and labeling each dose.

to tAke this CoUrse:
first, pass the math test given at queens College 
on tuesday, may 15 at 6:00 p.m. Call (718) 997-
5704 for the room number. if this date is not suit-
able call for an appointment. second, register for 
the course. Prerequisite: HS Diploma/GED

PT-100, section Tu21-QC 
Professional Pharmacy  
Technician Test Prep
Course topics will include: pharmacy laws in 
reference to federal and state drug regulations/
controls, pharmaceutical/medical terminologies, 
prescriptions, calculating doses for oral and in-
travenous preparations, dosage formulations, 
routes of administration, parenteral medica-
tions, compounding, and sterile products. also 
reviewed will be basic human anatomy and how 
drugs affect the human the organ systems. 

you will gain an understanding of basic biophar-
maceutics (factors affecting drug activity).  also 
covered is the use of computer technology for 
inventory management, financial budgeting, 
drug plan insurance verification, and the use of 
reference material, both text and journals. Prac-
tice exams will be offered throughout the course 
to help with test taking skills.

38.5 contact hours.

n	Tuesday, 6:�5 - 9:�5 p.m. 
June 5 - August �� 
$8�5 • �� sessions • Cheryl James-Marley

The world of medicine
HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

*Can be taken first or second semester
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healthcare career  
programs fast track

these courses are for allied Health professionals 
who do not need or want to commit to a certifi-
cate program, but wish to broaden their knowl-
edge and skills, and add to their credentials.

AH-550, section sA11-QC 
CPr: Cardiopulmonary resuscitation 
Adult/Child/infant*
How to recognize the signs and symptoms of 
a heart attack or life-threatening heart-related 
problems and how to administer care to an 
adult, child or infant who has stopped breathing, 
is choking or whose heart has stopped beating.
this course includes materials. for medical 
personnel and others who require certification.  
Materials included.

n	Saturday, �:00 - �:00 p.m. 
June 9 - July 7 
$��5 • 5 sessions • Arline Ellison

AH-611, section TH21-QC 
CCs: Certified Coding specialist 
Test Preparation 
Prerequisite: AH-200, ICD-9, AH-202, CPT4 and/or one 
year field experience. 

this is the class for you! sign up now if you want 
to pass the CPC certification exam and get na-
tional recognition as a certified procedural coder. 
topics include an intensive review of how and 
when to use specific CPt and HCPCs codes, 
coding scenarios, sample test questions, prob-
lem solving and analysis of codes as well as 
test-taking strategies. taught by a Certified Pro-
cedural Coder. upon completion of this course, 
you can register to take the CPC exam. for more 
information about CPC certification, check the 
aaPC website at www.nymac.org or call 1-(516) 
987-6853.

n	Thursday, 6:�0 - 9:�0 p.m. 
June 7 - July �9 
$�65 • 7 sessions • Marguerite Spence

AH-252, section Tr21-QC 
Computer success for Medical Personnel
Covers information essentials, hardware, soft-
ware and network basics; website design, email 
guidelines, and how to search the internet; com-
puterized documentation and electronic billing. 
also included: computer security/privacy issues 
and computer ergonomics and injury preven-
tion.

n	Tuesday & Thursday, 5:�5 - 8:�5 p.m.  
September �� - September �7) 
(No class September ��) 
$�90 • 5 sessions 
Diane Gahagan and Winfield Eng

AH-601, section Fr21-QC 
starting Your own Medical Billing 
service: What You need to know
thinking of starting your own medical billing ser-
vice business? Explore your idea with the owner 
of medical Billing Consultants and Collection, 
inc. topics include: billing knowledge required, 
service to offer, equipment needed, getting cli-
ents and setting prices for your services.

n	Friday, 6:�0 - 9:00 p.m. 
June �5 
$55 • � session • Diane Wallace

***Recommended: Bring approximately $40 for materials 
used during this session. Other optional materials may be 
available for sale

AH-605, section sA11-QC 
Workers Comp & no-Fault  
Billing Workshop*
this short workshop introduces procedures for 
good reimbursement to billing students and 
working billers without workers Comp/no fault 
experience. focusing on private practice, it 
covers regulations, completion of all forms (C-4, 
HP-1. C-8.1, and nf), proper documentation for 
medical necessity, as well as filing for arbitration 
and communicating with lawyers.

n	Saturday, 9:00 a.m. - 5:00 p.m. 
July �8 
$�50 • � session • Deanna Buechel

HeAlTHCAre CAreer ProgrAMs 
Diane Gahagan, Educational Coordinator

The world of medicine

*Can be taken first or second semester

Open HOuse
Come to the Continuing Education  

Open House for answers to questions  
about certificate programs, courses,  

careers and opportunities.

Register at the Open House  
and receive a 

5% DisCOunt  
on your tuition.

MOnDay, May 14, 2007 
6:00 - 8:00 pm 

student union, 4th Floor
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