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Office Management

Business Management Administration

JOB OUTLOOK

The growth in the professional and business services sector is represented in the top ten occupations with the inclusion of management of

companies and enterprises with growth rates of 6.2 and 3.6 percent, and accounting, tax preparation, bookkeeping, and payroll services
ranking at number five with a rate of 4.3 percent. According to TN Department of Labor and Workforce Development, one of the largest

openings include office and administrative support occupations, with expected annual openings of 16,630 and median income $29,700.

Source: TN Department of Labor and Workforce Development

OCCUPATION PROFILE

The service sector, as professional and business services will see gains that will require
the skills of administrative services managers and general and office managers to
oversee the functions of the office setting including office clerks and administrative
assistants. Document management specialists implement and adminster enterprise-wide

document management systems of electronic records and documents created as part of
office enviroment.
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ADMINISTRATIVE OFFICE CLERKS. SECRETARIES AND GENERAL AND SUPERVISORS OF
SERVICES Median Salary: 31120 ADMINISTRATIVE OPERATIONS OFFICE AND
MANAGERS ASSISTANTS MANAGERS ADMINISTRATIVE
Median Salary: 80730 Median Salary: 33720 Median Salary: 87980 SUPPORT WORKERS
2016 ESTIMATED 2016 ESTIMATED 2016 ESTIMATED 2016 ESTIMATED
EMPLOYMENT EMPLOYMENT EMPLOYMENT EMPLOYMENT EMPLOYMENT
7990 56260 60630 45590 35420
2026 PROJECTED 2026 PROJECTED 2026 PROJECTED 2026 PROJECTED 2026 PROJECTED
EMPLOYMENT EMPLOYMENT EMPLOYMENT EMPLOYMENT EMPLOYMENT
9570 58640 59750 53250 39080
TOTAL EMPLOYMENT TOTAL EMPLOYMENT TOTAL EMPLOYMENT TOTAL EMPLOYMENT TOTAL EMPLOYMENT
CHANGE CHANGE CHANGE CHANGE CHANGE
-880 7660 3660

1580 2380

PROGRAM OF STUDY PROFILE

The Office Management program of study is designed to prepare students for employment in various capacities of management processes and people in
an office setting. Course content centers on communications networks; the internet; technology operations; word processing and publishing; spreadsheet

applications; database applications; presentation software; digital citizenship; and electronic communication and collaboration.
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