
 
 

WORKEDGE PROGRAMS 

Duration: 60 Hours, 10 Weeks (Instruction Time: 40 hrs./Lab Time: 20 hrs.) 
 
 
 
Students attend 2-hour classes two times a week and (3) Saturday Career Clinic 3-hour workshops 

throughout the program. Lab hours are designed to provide personalized one-on-one career coaching, assistance with 
program homework assignments, capstone project, and certification exam preparation. Lab hours can  be completed 
onsite at edOpp, client location, or virtually.  

 

ADMINISTRATIVE AND OFFICE PROFESSIONALS 

PROGRAM 

 
According to the International 
Association of Administrative 
Professionals, “there are more than 22 
million administrative and office 
support professionals working in the 
United States". Administrative Professionals are now 
faced with ensuring effectiveness and efficiency in a 
high-tech, fast-paced global and virtual workplace. To 
keep up with increased responsibilities, Administrative 
Professionals must acquire soft skills such as teamwork, 
problem-solving, work ethic, communications, and 
integrity. This program will provide the basics of 
workplace administration as well as how to begin and 
grow a successful career as an administrative 
professional. 
 
Certification: Preparation and support for the Certified 
Administrative Professional (CAP) exam offered by the 
International Association of Administrative 
Professionals (IAAP) (Includes IAAP Professional 
Membership & Exam Voucher) 

BOOKKEEPER & ACCOUNTING ASSISTANT 

PROGRAM 

 
In today’s world, people with skills in 
money management and budgeting 
are needed to maintain the bottom-
line success of an organization.  
Bookkeepers keep records of the financial affairs of a 
business such as purchases, sales, receipts, and 
payments.  They are an important part of the 
accounting process and require a love for numbers, 
basic accounting functions, and fundamentals in 
Quickbooks. This program prepares students for 
relevant computing skills using Intuit® QuickBooks, the 
industry leader in managerial accounting software, 
while enhancing skills in bookkeeping application. 
 
Certification: Preparation and support for the 
QuickBooks Certified User  
(QuickBooks Certified User exam voucher includes 
access to both the QuickBooks Desktop AND QuickBooks 
Online tests and Study Guides) 

 

 


