
Program Outline

This course provides students with the skills needed to work with the Microsoft
Office operating system and Microsoft Windows. Students will learn to use the tools
and options available in the Windows operating system, manage folders and files,
and work with some built-in applications. The Microsoft Outlook portion will give
students the skills to compose and send emails, schedule appointments, and
meetings, manage contact information, and schedule tasks.

Microsoft Windows & Outlook

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

Microsoft Excel

This course will help students 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.

Business Communications I - English Essentials I
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This course introduces common medical conditions seen in cats and dogs in
veterinary medicine. Common conditions of the eye, ear, endocrine, and
integumentary system will be examined.

Common Medical Conditions

This course introduces the common tasks performed in assisting veterinary medical
procedures. Students will learn about Dentistry, Surgery and Anesthesia, Diagnostic
imaging, and Laboratory procedures.

Veterinary Medical Procedures

This course will introduce common veterinary terminology and basic anatomy and
physiology in cats and dogs. Students will learn about the digestive, respiratory, and
cardiovascular systems.

Veterinary Anatomy and Physiology Structure – Terminology

This course will introduce common internal and external parasites of cats and dogs
that are typically seen in veterinary practice. Topics will cover parasite classification,
diagnosis, and treatment.

Parasites of Pets

This course will introduce proper care and husbandry of common species seen in
companion veterinary practice including, dogs, cats, and exotics.

Animal Husbandry

This course introduces common medical conditions seen in cats and dogs in
veterinary medicine. Topics examined in this course include common urinary
diseases, reproductive diseases, neurological diseases, tumors, and cancers.

Common Medical Conditions III



This course introduces the basics of animal nutrition and dental procedures for cats
and dogs. Regulation of the pet food industry, toxic foods to avoid, dietary needs
throughout the life stages and how veterinary diets are used. Preventative dental
care and common dental problems will be discussed.

Animal Nutrition and Dentistry

Students will be introduced to word processing using Microsoft Word. Topics include
creating, saving, printing, opening documents, using reveal codes, formatting, mail
merge, file management, and tables.

Microsoft Word

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

Microsoft PowerPoint

This course will introduce common veterinary terminology and basic anatomy and
physiology in cats and dogs. We will review special senses and body structure.

Veterinary Anatomy and Physiology - Structure and Function

This course introduces the infectious diseases we vaccinate dogs and cats for and
sanitary procedures to help prevent nosocomial infections in a veterinary practice.

Vaccination and Sanitation

This course introduces basic administrative skills to provide excellent client care in a
veterinary practice. Learners will practice basic administrative skills that will help
prepare them to assist clients with inquiries in person, over the phone, or by email.
This will include learning how to properly maintain medical records, booking
appointments with proper triaging, and handling difficult situations (euthanasia,
angry clients, etc.).

Veterinary Office Procedures



This course introduces common medical conditions seen in cats and dogs in
veterinary medicine. The class will discuss clinical signs, diagnosis, treatments, and
common diseases or the various body systems.

Common Medical Conditions

This course introduces restraint techniques used in veterinary practice to restrain
domestic animals safely and effectively for various common procedures. We will
discuss categories of restraint and restraint choice, safe handling, and methods of
training.

Animal Handling and Restraint

This course will introduce common veterinary terminology, as well as basic anatomy
and physiology in cats and dogs. Special focus in this course will be applied to the
Urinary system, Nervous system, Reproductive system, and Musculoskeletal system.

Veterinary Anatomy and Physiology Structure - Body Systems

This course introduces basic pharmacology, various drugs used in veterinary
medicine, and accurately dispensing medications for patients. Filling prescriptions,
refill requests, common medications including antibiotics and steroids will be
discussed. Communication of medication instructions to owners is a key component
of this course.

Veterinary Pharmacy

Our Career Management program will introduce and allow students 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, effective interviewing skills and interview preparation.

Career Management



Admissions Requirements
Admission Requirements:

Canadian High School diploma or equivalent. Willis College Admissions Team uses the
Wonderlic assessment tool.

For Mature Students:

If you don’t have a High School Diploma, we have admissions options specifically for
you depending on which province you are enrolling in. Please contact us to see how
our Admissions Team can help you achieve your new career.

*Mature student is defined as 19 years or older.

Students will complete their practicum in an animal care setting and can expect to
be involved with clerical duties, record keeping, telephone reception, billing,
assisting Veterinarians and Veterinary Technicians with various duties. Client care,
cleaning and all daily tasks associated with an animal care facility.

Practicum


