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MEDICAL SECRETARY
Fall 2019  • Fowler Family Southside Center

Medical secretaries are responsible for performing the 
administrative duties and tasks necessary to ensure quality 
patient care, and provide support to caregivers and families. 
Typically, they are the point of contact in a busy medical 
office or part of a care centered team in a medical facility 
or outpatient setting. According to the Bureau of Labor 
Statistics, jobs in this field are expected to increase by 21% 
over the next several years.  If you are ready to embark in a 
new career in healthcare, this program may be for you.

Program overview: Obtain the tools necessary to 
be successful performing entry level office duties and 
recordkeeping functions within a medical office. Introductory topics include computer applications overview, 
medical terminology, community health topics, and effective communication and customer service. Adult 
Mental Health First Aid and First Aid/CPR and AED certifications are also included.

    
Program details:

Course dates:   Sept. 9 - Nov. 13, 2019,  Mon., Weds., 9am-3pm

Requirements due date:  Sept. 3, 2019

Fee:                                             $1549 (due at registration)

Course Number:  MEDSC100.7

Location:   Fowler Family Southside Center                                                    
                                                    511 E. Third Street, Bethlehem, PA  18015

Important information about the program:
• Participants must be Pennsylvania residents, at least 18 years of age and have a high school diploma 

or GED to enroll. 

• Cost for additional enrollment requirements will be the responsibility of the participant.

• Funding may be available to eligible participants through PA CareerLink®. 

How to get started:
Begin your new career by attending a free information session. To learn more and register, please
visit www.northampton.edu/HealthcareCourses and scroll for course number HINFO104. 

• Mon., June 24, 3pm - Fowler Campus • Thurs., July 25, 1pm - Fowler Campus

Enrolling in the program: 
To enroll in the course, visit Northampton.edu/HealthcareCourses. 
For questions, call 610-332-6585 or e-mail healthcare@northampton.edu.  

Training is offered in partnership with the  
Eastcentral and Northeast PA AHEC.

Northampton Community College does not discriminate on the 
basis of race, color, national origin, sex, gender identity, disability  
or age in its programs or activities.


