
Business  Administration – Accounting 
BA - 101 BUSINESS COMMUNICATION 
B u s i n e s s  C o m m u n i c a t i o n  t e a c h e s  y o u  h o w  t o  p l a n ,  o r g a n i z e  a n d  w r i t e  c o r r e c t  a n d  e f f e c t i v e 

“ r e a d e r  f r i e n d l y ”  b u s i n e s s  d o c u m e n t s  a p p r o p r i a t e  f o r  u s e  i n  t o d a y ’ s  g l o b a l  b u s i n e s s  e n v i r o n -

m e n t .   Yo u  w i l l  l e a r n  h o w  t o  w r i t e  b u s i n e s s  l e t t e r s ,  m e m o ’ s ,  r e p o r t s  a n d  e l e c t r o n i c  m e s s a g -

e s .   E m p h a s i s  w i l l  a l s o  b e  p l a c e d  o n  p r o p e r  g r a m m a r ,  p u n c t u a t i o n  a n d  s e n t e n c e  s t r u c t u r e .

BA - 102 CAREER MANAGEMENT

This course is designed to prepare Students for a 2 week On Job Training and for continued success in a 

business environment.  Students will prepare a resume, research employment opportunities, prepare and 

apply for jobs, undertake a job interview and evaluate their own performance in the job application process. 

BA - 105 ADMINISTRATIVE PROCEDURES

T h i s  c o u r s e  a d d r e s s e s  t h e  r o l e  o f  O f f i c e  A d m i n i s t r a t o r .   S t u d e n t s  w i l l  g a i n  k n o w l e d g e 

w i t h  p r a c t i c a l  e x p e r i e n c e  i n  t o p i c s  s u c h  a s  l o c a t i n g , s e l e c t i n g  ,  o r g a n i z i n g ,  p r e s e n t i n g  a n d 

d i s t r i b u t i n g  i n f o r m a t i o n ;   m a n a g i n g  o f f i c e  s u p p l i e s  a n d   e q u i p m e n t .   T h i s  i s  a  “ h a n d s  o n ” 

c o u r s e  i n  w h i c h  s t u d e n t s  w i l l  i n t e g r a t e  c o m p u t e r ,  d o c u m e n t  f o r m a t t i n g  a n d  c o m m u n i c a t i o n 

s k i l l s  w i t h  k n o w l e d g e  o f  t h e  a d m i n i s t r a t i v e  p r o c e s s .

BA - 110 ACCOUNTING PRINCIPLES I

T h i s  c o u r s e  w i l l  f o c u s  o n  t h e  t h e o r y  a n d  p r a c t i c e  o f  r e c o r d i n g  a n d  r e p o r t i n g  o f  f i n a n c i a l 

t r a n s a c t i o n s  f o r  t h e  p u r p o s e  o f  p r e p a r i n g  F i n a n c i a l  S t a t e m e n t s .   To p i c s  i n c l u d e  A c c o u n t -

i n g  C y c l e ,  A s s e t s ,  B a l a n c e  S h e e t ,  I n v e n t o r y,  R e c e i v a b l e s  a n d  C a p i t a l  A s s e t s .   A n a l y z i n g 

F i n a n c i a l  S t a t e m e n t s  a n d  c a s h  f l o w  w i l l  a l s o  b e  c o v e r e d .

BA - 111 ACCOUNTING PRINCIPLES II

This  course  w i l l  focus  on  account ing  fo r  var ious  types  o f  bus inesses ,  such as  par tner -

sh ip ,  so le  p ropr ie to r  and corpora t ions ,  as  we l l  as  l iab i l i t ies  and equ i ty  por t ions  o f 

the  ba lance sheet .   Th is  course  w i l l  bu i ld  on  BA110 and cover  more  compl i -

ca ted  and d iverse  t ransac t ions  and account ing  issues



BA - 115 COMPUTERIZED ACCOUNTING 
T h i s  c o u r s e  w i l l  i n t r o d u c e  s t u d e n t s  t o  c o m p u t e r i z e d  a c c o u n t i n g ,  u s i n g  S i m p l y 

A c c o u n t i n g .  S t u d e n t s  w i l l  l e a r n  h o w  t o  s e t  u p  p r o c e d u r e s  a n d  c o m p l e t e  a  v a r i e t y  o f  t r a n s -

a c t i o n s  r e l a t e d  t o  G e n e r a l  L e d g e r,  A c c o u n t s  R e c e i v a b l e ,  A c c o u n t s  P a y a b l e  a n d  I n v e n t o r y.

BA - 120 ACCOUNTING PROCEDURES
This  course  w i l l  in t roduce s tudents  to  the  concepts  and prac t ices  o f  f inanc ia l  account ing .   S tu -

dents  w i l l  learn  how to  record  var ious  t ransac t ions  tha t  cover  a l l  a reas  o f  a  bus iness ,  f rom sa les 

to  accounts  rece ivab le ,  payab le  e tc .  Bank  Reconc i l ia t ion ,  Journa l  Ent ry ’s ,  sa les  taxes  and pe t ty 

cash w i l l  a lso  be  covered. 

BA - 125 INTRODUCTION to KEYBOARDING
T h i s  c o u r s e  w i l l  i n t r o d u c e  s t u d e n t s  t o  t o u c h  k e y b o a r d i n g ,  a n d  h o w  t o  b e  e f f e c t i v e  a n d  e f -

f i c i e n t  a t  i t .   T h e  g o a l  w i l l  b e  t o  h a v e  s t u d e n t s  t y p e  a c c u r a t e l y  t o  a  s p e e d  o f  a t  l e a s t  3 0 

w o r d s  p e r  m i n u t e .

BA - 130 BUSINESS LAW 

This  course  w i l l  p rov ide  genera l  overv iew o f  lega l  aspec ts  o f  bus iness .   The law concern ing 

cont rac ts  in  var ious  s i tua t ions  w i l l  be  dea l t  w i th .   The course  is  des igned to  g ive  the  s tudent  an 

unders tand ing  o f  bus iness  law,  inc lud ing  consumer  p ro tec t ion  leg is la t ion ,  and the  genera l  lega l 

c l imate  in  Canada.

BA - 140 MANAGEMENT 

The course wi l l  introduce students to management pr inciples,  as wel l  as a var iety of  ski l ls  and tech-

nique. Topics covered wi l l  include organizat ional  structure,  p lanning, strategy, and the process of 

management decis ion making.

BA - 140 PAYROLL 

This course is intended to provide students wi th a sol id understanding of  Canadian payrol l  pract ices 

and procedures.   Payrol l  deduct ions,  payrol l  taxes, remit tances and payrol l  a l lowances and ben-

ef i ts to employees wi l l  be covered.  Calculat ing net pays with al l  the deduct ions wi l l  a lso be cov-

ered, as wel l  as records of  employments,  payrol l  record keeping and payrol l  journal  entr ies.



 BA - 150 HUMAN RESOURCES 

This course introduces the student to the work performed by human resource practit ioners.  Students 

explore the concepts pertaining to human resource management, such as staffing, labor relations, total 

compensation issues, organizational development, staff training, and work place health and safety.

BA - 160 ADVANCED EXCEL and BUSINESS MATH 

T h i s  c o u r s e  w i l l  i n t r o d u c e  s t u d e n t s  t o  a  v a r i e t y  o f  b u s i n e s s  p r o b l e m s  r e q u i r i n g  m a t h e m a t i c a l 

s o l u t i o n s .   T h e  s o l u t i o n  t o  t h e s e  p r o b l e m s  w i l l  b e  a c c o m p l i s h e d  w i t h  a  c a l c u l a t o r  o r  s p r e a d -

s h e e t .  T h e  s t u d e n t s  w i l l  a l s o  l e a r n  E x c e l  t o  a d v a n c e d  l e v e l .  

BA - 170 INTRODUCTION to COMPUTERS and SOFTWARE 

C o m p u t e r  s k i l l s  a r e  a n  e s s e n t i a l  c o m p o n e n t  o f  t h e  p a c k a g e  o f  m a r k e t a b l e  s k i l l s  p r o v i d e d  t o  B u s i -

n e s s  A d m i n i s t r a t i o n  s t u d e n t s .  G r a d u a t e s  p o s s e s s  t h e  s k i l l s  n e e d e d  t o  p e r f o r m  w o r d  p r o c e s s i n g , 

p r e p a r e  f i n a n c i a l  s p r e a d s h e e t s ,  p r e p a r e  c o m p u t e r - g e n e r a t e d  v i s u a l  g r a p h i c  p r e s e n t a t i o n s , 

e s t a b l i s h  a n  i n f o r m a t i o n  d a t a  b a s e ,  u s e  t h e  I n t e r n e t ,  e x c h a n g e  E - m a i l ,  a n d  m o r e .  T h e  s o f t w a r e 

i n c l u d e d  i n  t h i s  p r o g r a m  i s  c o n t i n u a l l y  c h a n g i n g  t o  r e m a i n  c o m p l e t e l y  u p - t o - d a t e .  S t u d e n t s  w i l l 

l ea rn  t he  f o l l ow ing  so f twa re  t op i cs :  MS  Word ,  MS  Exce l ,  MS  Access ,  MS  PowerPo in t ,  MS  Ou t l ook . 

S tuden ts  a re  g i ven  the  oppo r tun i t y  t o  acqu i re  i n te rna t i ona l l y  r ecogn i zed  M ic roso f t  Ce r t i f i ca t i ons . 

	        

 Tu i t i o n  			   $ 8 , 6 5 8  	        

 1 %  f e e  			   $ 8 6 . 5 8  	           

	 B o o k s  				   $ 1 , 1 9 0 	         

	 S t u d e n t  f e e  			   $ 9 5 . 0 0  	           

 

	 To t a l  				    $ 1 0 , 0 2 9 . 5 8 	          


