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	CTC MISSION STATEMENT
At Central Texas College, we identify and serve our unique, global community needs and provide quality teaching through an accessible learning environment. Institutional Purpose Central Texas College is a two-year, open admissions institution which provides educational opportunities to students locally, nationally, and internationally. 
The purpose of CTC is to provide:
· Technical programs up to two years in length leading to associate degrees and/or certificates.

· Vocational programs leading directly to employment in semi-skilled and skilled operations.

· Freshman and sophomore level courses in arts and sciences.

· Continuing adult education programs for occupational or cultural upgrading.

· Compensatory education programs designed to fulfill the commitment of an admissions policy allowing the enrollment of disadvantaged students.

· A continuing program of counseling and guidance designed to assist students in achieving their individual educational goals.

· Workforce development programs designed to meet civilian and military community needs.

· Adult literacy and other basic skills programs for adults.

· Library services.

· A wide variety of public service needs.



	Program Purpose and Relationship to Mission:

To train and equip students with the skills and knowledge applicable to a wide range of professional and information processing employment opportunities and to prepare them to enter the workforce on graduation, thus meeting both civilian and military community needs.

This program relates to Strategic Plan Goal 1: To provide instruction.  Central Texas College shall provide quality instructional programs and educational support services that will prepare students to fully participate in educational, occupational, economic and social opportunities.  These include certificate and/or degree programs in general education and occupational technology; university transfer; developmental education; adult and continuing education; skills training and workforce development programs; special enrichment education; and adult literacy and basic skills education.



	Program Goals (What the student is able to do upon completion of the program)

	Program Learning Outcomes (Measurable skills/knowledge the student will acquire by completing the program)
	Assessment Methods and Criteria (The methods used to assess and the criteria for determining success)
	Assessment Results (Use of actual data to demonstrate performance)
	 USE OF RESULTS (Improvements made to program)

	
1.  Information Processing

   To demonstrate an acceptable level of competence in selecting, installing, using, and troubleshooting  basic information processing hardware and software to include word processing, database, spreadsheet, desktop publishing, and presentations.

   To apply knowledge of information processing software in the production of standard business documents.

2. General Office Skills

   To understand the communication process and to apply basic communication principles both orally and in writing.

   To understand and apply the basic standards of resource management including organizational structure, budget, time management, and human relations.

   To demonstrate competence in using business mathematical functions and simple accounting principles. 


	
   Apply knowledge and technical expertise in the selection, installation, and use of information processing hardware and software. 

   Utilize information processing knowledge and expertise in the creation, review, editing, revision, and production of actual business and professional documents.


	
1. Capstone course  (internship) in which student actually works in a professional setting and demonstrates competence in all information processing areas including selection and use of equipment, resource management, and document creation, production, and storage. Evaluation method is a checklist which requires completion of all mandatory competencies.

2. Pretest and posttest for all beginning keyboarding students in an effort to improve basic keyboarding skills.


	0 Graduates

No classes offered in this program


	Site Representatives have increased marketing efforts by going out to Soldiers, Airmen, Sailors and Marines with marketing materials and presentations to inform them of the benefits of taking classes with CTC.
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