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PROGRAM DELIVERY
PROGRAM SUMMARY L ENGTH FORMAT
Pre.pare for a rewarding career supporting 46 WEEKS Remote &
patients, healthcare teams, and the systems that Instructor-Guided

keep healthcare organizations running. This (990 Program Hours)

program goes beyond traditional medical office
training by combining administrative skills with
specialized Ward Clerk preparation, health
information management, and hospital-focused
knowledge. CREDENTIAL

WORK
EXPERIENCE

You’ll develop practical skills in medical Ontario Diploma :
terminology, scheduling, billing, electronic health
records, privacy practices, and healthcare
documentation.

PROGRAM OUTLINE

Anatomy & Body Systems

This course provides education on the anatomy of the human body and its intricate systems. Students will
be able to describe the functions and structures of the human body and explain how they contribute to
human life.

Clinical Pathology

This course provides students with the knowledge of human disease and illness. Subjects to be covered
include the common clinical disorders encountered in the health field and physician’s office. Education will be
on the description, signs and symptoms, patient screening, etiology, diagnosis, treatment, prognosis,
prevention, and patient teaching for each disease or iliness.

Al Governance and Application

This course equips students with the knowledge and skills to effectively leverage emerging workplace
technologies, with a primary focus on the safe and responsible use of Artificial Intelligence (Al) tools. Students
will explore how Al is transforming everyday tasks such as data analysis, content creation, communication,
and decision-making. Through hands-on activities and real-world case studies, students will gain practical
experience with Al applications while understanding the ethical implications and risks of Al in the workplace.
By the end of the course, students will be able to integrate Al tools into their daily workflows while maintaining
data security and ethical standards.
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Business Communications

I. English Essentials

This course will help the student develop the communication skills necessary to function in a
professional business setting. There will be a review of grammar, sentence structure, and punctuation
as they apply to business communication. Students will complete various exercises with an emphasis
on improving basic skills in grammar, punctuation, and sentence structure, and apply these skills to
writing assignments and tasks.

Il. Written Communication

This course is designed to help students develop strategies that will make writing clear, concise, and
efficient. These in-depth writing techniques are a continuation of Business Communications | - English
Essentials. Students will learn to express themselves more easily and with more confidence by
applying the principles of good writing. Throughout the course, there will also be an emphasis on
developing effective writing and editing techniques.

Ill. Oral Communication

This subject has three areas of study: Presentation Skills, Facilitative Management, and Interpersonal
Communications. Students will learn how to create and deliver effective oral presentations. They will also
be introduced to interpersonal problem-solving skills through effective listening and responding
techniques.

Health Office Billing

This 40-hour course educates on the use of Healthcare Office software to bill clients for services. Students
will be introduced to Healthcare cards, Healthcare insurance and insurance forms, Healthcare benefits, and
billing codes. Using Medical Office simulations, the aim is for students to become confident in combining
scheduling and billing in real-life scenarios.

Healthcare Office Procedures

In this course, students will learn administrative skills and procedures needed for competency in a medical
office setting. This program will focus on daily office procedures, creating professional documents and
understanding the roles of team building and professionalism.

Healthcare Office Transcripts

This course will prepare students to produce medical transcriptions from recorded sessions. Students will also
demonstrate proficiency in proofreading and editing transcripts.

Healthcare Terminology

This course provides students with knowledge of commonly used prefixes, suffixes, and healthcare
terminology, including spelling and pronunciation of the terms. Students will also learn common charting
symbols and abbreviations.



Healthcare Software

This course will provide students with an understanding of the electronic health record (EHR) commonly used
within the medical office. It will provide skills and experience in scheduling appointments, ordering diagnostic
tests, accessing patient information, and inter-department communication.

Records Management & Scheduling

This course will teach students the mechanics of records management and the fundamentals of scheduling in
order to successfully manage client flow and information in the health office. This course will also include a
Medical Office Virtual Simulation to provide the application of knowledge in a realistic setting.

Pharmacology for Healthcare Office

This course provides students with knowledge of basic pharmacology. Students will learn the most widely
used drugs and medications encountered while employed in the medical field, as well as the body systems
they affect, indications and dosage, contraindications, and common side effects.

Microsoft Office

Microsoft Excel

Upon successful completion of this course, students will have achieved a core level competency of
the Microsoft Excel application. Topics include creating worksheets, formulas, functions, charts,
formatting, analysis, templates, and working with multiple worksheets and workbooks.

Microsoft PowerPoint

Upon successful completion of this course, students will have achieved a basic level competency of
the Microsoft PowerPoint application. Topics include creating slides, formatting slides, transitions,
animations, and delivery.

Microsoft Word

Learners in this 60-hour course develop a strong foundation in Microsoft Word, with no prior computer
experience required. The course covers how to create, edit, and format documents and multi-page
reports before progressing to templates, themes, styles, and mail merge. Learners also explore
advanced features, including workflow automation and the creation of advanced online forms.

Understanding Diagnostic & Laboratory Tests

This course provides an essential understanding of common diagnostic and laboratory tests. Students will
learn how to properly carry out general tests, comprehend diagnostic and laboratory test results, and acquire
methods for patient preparation and col lection techniques.

Medical Law & Ethics

This course will require students to examine a variety of social, personal, and professional ethical issues. They
will learn a variety of methods for resolving the issues through the use of critical thinking skills, ethical
reasoning, and legal and professional codes of conduct as it relates to healthcare.



Interpersonal Skills

This course is designed to develop essential interpersonal skills necessary for effective communication,
teamwork, and conflict resolution in both professional and personal settings. Emphasizing practical
application, students will explore strategies to enhance verbal and non-verbal communication, active listening,
empathy, and emotional intelligence. Special focus will be given to teamwork and interdepartmental
collaboration, highlighting how effective interpersonal skills contribute to a cohesive and productive work
environment.

A core component of the course will include training in Verbal Intervention by CPI (Crisis Prevention Institute),
equipping students with the skills to de-escalate conflict through respectful, non-confrontational dialogue.
Through interactive lectures, role-playing scenarios, and practical assessments, students will gain the
confidence to manage challenging interpersonal interactions with professionalism and empathy.

Workplace Readiness and Safety

This 20-hour course provides students in the Medical Office Assistant program with essential workplace
readiness training through the completion of basic CPR and First Aid, Occupational Health and Safety (OHS),
Workplace Hazardous Materials Information System (WHMIS), and verbal Intervention techniques.

Emphasis is placed on developing the knowledge and practical skills needed to ensure personal safety,
protect the wellbeing of clients and colleagues, and maintain a healthy professional practice in community
and support settings.

Career Management

Our Career Management course will introduce students to and teach them how to apply the most effective
strategies to achieve employment in the career of their choice. Topics that are covered; effective job search
strategies, cover letter and strategic resume writing, interview preparation and effective interviewing skills.



ADMISSIONS REQUIREMENTS

Academic Requirements

¢ Canadian High School diploma or equivalent.

Mature Student Admission Requirements

For students 19+ years of age who do not hold a Canadian High School diploma or equivalent.
¢ Alternative admissions assessment (Willis College uses the Wonderlic assessment tool)

Please note: This program is currently available only to students who are Canadian citizens, permanent
residents, or have refugee status. We are unable to issue Post-Graduate Work Permits (PGWPs) for this program.
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