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The Receptionist Advanced Skill Set Certificate program provides opportunities to individuals
that will enable them to obtain knowledge and skills necessary to secure a position as an

office receptionist. Business offices need employees with strong office skills, as well as a basic
understanding of business practices and business communication skills. Credits earned lead to
the CAS Technical Office Procedures and Skills or the AAS Business with Concentration in Office
Technology should students wish to continue their education upon completion of the certificate. MORE INFORMATION

PROGRAM CONTACT
Lizabeth Rogers
Irogers@newriver.edu
304-667-8185

Advancement & Recruitment

recruitment@newriver.edu
HOW TO GET STARTED Bo6.840.3730

*  Complete online application.
*  Apply for financial aid (FAFSA), if applicable.
*  Complete admission requirements.

*  Complete online orientation. $
o7 FINANCIAL AID ELIGIBLE

*  Schedule an appointment to register for classes.

New River Community and Technical College (New
River CTC) is accredited by the Higher Learning
Commission (www.hlcommission.org), a regional
accreditation agency recognized by the U.S.
Department of Education. New River CTC is an equal
opportunity institution.

New River Community and Technical College does
not discriminate based on race, sex, age, disability,
veteran status, religion, color, or age in admission,
employment, or educational programs and activities,
nor does it discriminate based on genetic information
in employment or employee health benefits, or any
other status or condition protected by applicable
federal or state laws. The following office has been
designated to handle inquiries regarding the College’s
non-discrimination policies relating to disabilities, sex,
Title IX or other forms of discrimination: Wennetta Marie
Rhodes, Director of Student Services and Title IX, Title
VI, 504/ADA Coordinator, 304-929-5027, wrhodes@
newriver.edu, 280 University Drive, Beaver, WV 25813
Additional information can be found on the College’s
website at www.newriver.edu/nondiscrimination.
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