
Complete the program in as little as 9 months 
through our Accelerated Certificate & 

Employment (ACE) program. Courses offered 
on Fridays & Saturdays. Call (951) 739-7811 

for more information.

Become an Administrative Assistant
 by completing courses at Norco College.

Don’t miss out on 
the next great 

job opportunity.
Get Started Today! Earn a 

certificate for 
less than $2,000.

  (including tuition and books)

Today’s job market is 
competitive. Employers are seeking 

Administrative Assistants with a 
broad range of skills. Get the edge on 
the competition, create a professional 

image and gain experience in Microsoft 
programs such as Outlook and Excel 

in our new Business Information 
Worker certificate program.

www.norcocollege.edu • (951) 739-7811 • ace@norcocollege.edu 
2001 Third Street, Norco, CA 92860

Computer Applications for Business

Intermediate Typewriting/Document Formatting

computers for beginners

Business Communications

Microsoft Outlook

Business etiquette

Intro to excel

Adv. Excel



Show off your confidence in that next job interview with the 
skills employers are looking for.

Get Started Today!

This project was funded fully or in part by Carl D. Perkins CTE Act of 2006 grant no. 17-C01-045 awarded to Riverside Community College District (RCCD) and administered by the California Community Colleges Chancellor’s Office. 
RCCD does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. The following person has been designated to handle inquiries regarding the non-discrimination policies or 
practices: District Compliance Officer, 3801 Market Street, Riverside, CA 92501, (951) 222-8039.

Norco College offers 14 business certificate programs that deliver the education and skills so you can get the job. 
�� Accounting*
�� General Business* 
�� General Business with a concentration in Management* 
�� General Business with a concentration in Logistics Management* 
�� General Business with a concentration in Real Estate*
�� Real Estate Salesperson & Transaction (also known as California Real Estate Broker)
�� Registered Individual & Small Business Income Tax Preparer
�� Entrepreneurship: Getting Started
�� Entrepreneurship: Legal and Finance
�� Retail Management* 
�� Logistics Management* 
�� Small Business Accounting
�� Small Business Payroll Accounting
�� Business Information Worker 

   * also offered as an Associate degree

All 14 programs are offered as a certificate program.
Some can be completed in less than 6 months.Don’t have time to go back to school? 

You can obtain 
certification to make 

advancements in your 
education and career 

without affecting your 
financial aid? Certificates 

signify that you have 
mastered a certain group 

of skills or knowledge 
and should be included 

on your resume. 
They help provide a 

competitive advantage 
when applying for 

internships and jobs.

Enroll Now
www.norcocollege.edu

Did You Know?


