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Professional Tax Preparer (216)

Certificate Program

ABOUT OUR PROGRAM First Semester 13 Sem. Hours
This certificate program prepares students for careers as A ACCT 105  Elements of Accounting 3
independent tax preparers or for employment as tax specialists or ACCT 211 Individual Income Tax Accounting 3
bookkeepers in business and government agencies. *INFT 140  Beginning Excel 1
* BUSN 125  Mathematics of Business 3
(or three credits frorm MATH 157 or above)
NATURE OF WORK AND EMPLOYMENT * BUSN 141 Business Communications 3
(or COMM 101 or ENGL 127)

Job positions include tax preparer, bookkeeper, office manager,
payroll manager, and accounting clerk. The employment outlook for
bookkeeping and accounting occupations in general is expected to
grow faster than average, both nationally and locally.

SPECIAL CONSIDERATIONS

This program develops basic specialized skills in accounting and the
preparation of individual and business tax returns. For a broader
range of skills that relate to the management of an organization and
to more advanced accounting issues, students should consider one
of the degree programs offered in Accounting or related business
areas.

PROGRAM CONTACTS

Call Highland at 815-235-6121 for the following program contacts:

+ Scott Anderson, Dean of Business & Technology
+ Carol Wilhelms, Accounting Faculty
+ Thedford Jackson, Transfer Coordinator/Student Advisor

Second Semester 11 Sem. Hours

*MACCT M5  Computer Applications in Accounting 2

ACCT M6  Introduction to Payroll Accounting 2
* ACCT 218 Business Income Tax 3
*INFT 131 Beginning Microsoft Word 1
* INFT 180  Introduction to Information Systems 3
Total Hours = 24

* Course has a prerequisite. See course descriptions.
" Knowledge of Microsoft Excel is recommended for this course.

In compliance with U.S. Department of Education disclosure
guidelines, gainful employment statistics for certificate programs
can be found at www.highland.edu/hcc_academics.
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