








BUSINESS EDUCATION
PHILOSOPHICAL ASSUMPTIONS

Business education is based on a vision and a set of competencies designed to
prepare students to become knowledgeable and ethical decision makers as they
fulfill their roles as consumers, workers, and citizens.

An education for and about business offers students the opportunity to master
the fundamental knowledge and skills needed to succeed in their personal and
professional lives.

The business education curriculum will enable students to:

e Demonstrate the interpersonal, team building, and leadership skills
needed to succeed in life.

e Develop personal consumer economic skills with a knowledge of social,
ethical, and government responsibility.

e Apply the critical thinking skills needed to function in multiple roles as
citizens, consumers, workers, managers, business owners, and as
directors of their own economic futures.

e Understand that the various functions of a business are not separate but
interrelated, and that each one impacts the other.

¢ Understand how businesses operate in both domestic and international
venues.

e Select and apply technology tools for making personal and professional
decisions.

e Develop an awareness of career opportunities, the ever-evolving
requirements of the workplace, and the relationship of lifelong learning to
career success.

e Experience careers utilizing a community employment component
(internship, mentorship, and on-the-job training) to enhance the transition
from school to employment.

¢ Understand the interdependence of essential math and communication
(reading, writing, speaking, listening skills) as they connect to the
business environment.



Business Education Department
Sequence of Courses

Introduction

Introduction Introductory Level to
to Computer
Business Application

Application Level

Students may select from any of the following electives:

Accounting 1, 2, 3, 4
Business Communications
Business Law
Business Math
Business Writing
Computer Applications 1, 2
International Business
Introduction to Business
Introduction to Computer Applications
Marketing 1, 2
Advanced Marketing 1, 2
Personal Finance
Professional Employment Training
Web Page Design
Word Processing/Desktop Publishing

Proficiency Level

Certificate granted for completion of all courses listed in each area of specialization with a grade of C or better.

Business Business

i Marketin
Accounting Management Technology g
Accounting 1-4 Accounting 1-2 Computer Applications 1 Marketing 1-2
Computer Applications 1 Computer Application 1 and either Computer Advanced Marketing 1-2
Applications 2 or Word (3 out of 4 classes)
Processing/Desktop
Publishing Plus one elective from
Plus two electives from the application level
the application level Plus one elective from
the application level

Course offerings at each high school vary due to scheduling and staffing.
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ACE

Application Level

At-Risk Students

Career Awareness

Community Education

Identified Special
Need Student

Internship

Introductory Level

GLOSSARY OF TERMS

Alternative Cooperative Education Program designed for
identified at-risk and special need students. This is an
approved vocational program for grades 9-12 funded by the
Colorado Vocational Act and Carl Perkins Legislation.

Courses meant to provide students with an in-depth
understanding of various specialization areas within the
business education curriculum.

Students who may fall into one or more of the following
categories: those who have been unsuccessful in traditional
educational settings; have differing learning styles; are
lacking in motivation due to previous scholastic experiences
such as an unrecognized learning disability or boredom with
curriculum; are economically, educationally or socially
disadvantaged; have a strong need for a positive educational
experience and personal achievement; lack sufficient family
or community support; and have struggled with drug/alcohol
issues, but desire to remain in school.

Knowledge of potential employment options and
opportunities based on interests and talents.

An opportunity for a student to explore and learn about
Employment careers through job shadowing, field trips,
guest speakers, internship, or on-the-job training.

A student with an individualized education plan (IEP)
developed by the Special Services Team.

Refers to secondary work-based learning in which a
partnership is established with the education institution and
an employer or business. The student receives practical
education through work opportunities that are paid or non-
paid. A signed agreement outlining a student’s cooperative
learning plan is a necessary component of an internship.

Courses (preferably taken at the freshman level) that give

students the knowledge and awareness of basic business
concepts.
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Mentorship

On-the-Job Training

PET

Proficiency Level

Transition

A student is matched with a local business person who is
committed to spending two to four hours per month with a
student. This is a non-paid opportunity. (Time element can
vary with each situation.)

Practical experience in an authentic work environment
related to a career pathway utilizing a written training
agreement and an evaluation process. These are paid
opportunities, and are coordinated by vocational program
specialists.

Professional Employment Training course.

Mastery level within an area of specialization for students
who have designated a career interest pathway in business.

A process that strives to ensure that the student is
adequately prepared for the future workforce.
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ACCOUNTING 1, 2

Course Description:

Accounting 1, 2 is a full-year course in which the future college business major,
accounting major, entrepreneur or consumer will be introduced to the financial
operations of business. Students will learn to analyze records, summarize and interpret
business financial transactions. In addition, they will prepare financial statements and
payroll records for a small business. After development of a strong foundation in
accounting principles, students will apply their knowledge to simulated projects—both
manually and on the personal computer.

Learner Objectives:

-

Unit 1: Introduction to Accounting
The learner will . ..

Define the role of accounting in the private enterprise economy.
Discuss the major forms of business organization used in profit-making
businesses in the private enterprise economy.

Demonstrate how various business transactions affect the basic
accounting equation.

Unit 2: The Basic Accounting Cycle
The learner will . . .

Explain terminology related to the accounting cycle of a service business
organized as a sole proprietorship.

Examine the accounting principles and practices of a service business
organized as a sole proprietorship.

Demonstrate (both manually and on the computer) accounting procedures
for a service business organized as a sole proprietorship.

Unit 3: The Accounting Cycle for a Merchandising Business

The learner will . . .

Explain terminology related to the accounting cycle of a merchandising
business organized as a private corporation.

Examine the accounting procedures used in a merchandising business
organized as a private corporation.

Demonstrate (both manually and on the computer) accounting procedures
used for recording transactions in special journals and general and
subsidiary ledgers.
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Unit 4: Payroll Accounting
The learner will . ..

Explain terminology related to accounting for a payroll system.

Examine the principles and practices of accounting for a payroll system.
Demonstrate (both manually and on the computer) the accounting
procedures used in a payroll system.

wn =

April 2003



Business Education Accounting 3, 4 7

ACCOUNTING 3, 4
Course Description:
Accounting 3, 4 is a full-year advanced course designed for students with a career
objective in the business field. Students will learn the accounting procedures for
specialized situations including uncollectible accounts receivable, notes, inventories,
and depreciation as they relate to both partnerships and corporations. Application of
students’ knowledge will be applied to simulated projects—both manually and on the
personal computer.
Learner Objectives:

Unit 1: Accounting for Assets, Liabilities, and Equity

The learner will . . .

1. Examine the procedures in accounting for the following specialized topics:
e uncollectible accounts receivable
e notes receivable
e the cost of inventories
e property, plant and equipment assets
e notes payable
e bonds
e capital and treasury stock
e dividends
e retained earnings
2. Explain how the balances of certain accounts are updated at the end of
the fiscal period.
3. Demonstrate how financial information is reported on year-end financial

statements (both manually and on the computer).
Unit 2: Accounting for Other Forms of Organization

The learner will . . .

1. Demonstrate how to account for the formation, dissolution, and liquidation
of a partnership and how to divide partnership earnings.
2. Describe the structure and purpose of not-for-profit organizations.
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Unit 3: Special Accounting Systems

The learner will . . .

1. Identify the accounting systems used by businesses whose activities are
divided into departments and branches.

2. Demonstrate how businesses use the voucher system of accounting to
maintain better control over their purchases and cash payments.

3. Identify the accounting systems used by manufacturing businesses.

Unit 4: Understanding Business Information
The learner will . . .

Discuss the statement of cash flows and its use.

Prepare comparative financial statements for analysis.

Calculate commonly used ratios used to analyze the performance of a
business.

4. Discuss how to analyze the relationships among cost, volume, and profits
in a business.
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BUSINESS COMMUNICATIONS

Course Description:

Business Communications is a course designed to equip students with effective

reading, writing, speaking and listening skills for business purposes. Business letter

writing, report proposals, oral presentations, grammar, spelling, and business

vocabulary skills are learned and practiced in a business environment. Writing skills are
applied on computers to create authentic business documents. Students may receive
Practical Arts or Language Arts credit. Keyboarding, English 9, and English 10 are

prerequisites for this class.
Learner Objectives:
Unit 1: Grammar, Vocabulary, and Spelling

The learner will . ..

1. Identify and recall spelling and definitions of commonly misspelled and

misused words

2.  Practice grammar fundamentals—parts of speech, sentence structure,

subject/verb agreement, and pronoun/noun agreement

3.  Practice rules of punctuation—periods, commas, colons, semicolons,

question marks, exclamation marks, quotation marks, apostrophes, hyphens,

and dashes

4. Practice business usage of numbers, abbreviations, and capitalization

Unit 2: Business Letter Writing

The learner will . . .

1. Identify the purpose, organizational patterns, and appropriate content for
routine, good will, good news, bad news, and persuasive messages (letters

and memorandums)

W N

Critique messages prepared by other students
Unit 3: Business Report and Proposal Writing

The learner will . ..

—_—

Identify the components of business reports

Prepare routine, good will, good news, bad news, and persuasive messages

2. Design and administer surveys or complete research to generate information

to be used in the formulation of a business report or proposal

3. Compose a business report that includes research or survey information and

a recommendation of appropriate action
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Examine franchise and entrepreneurship operations

Produce a written business plan including a cover letter summarizing the
major facets of a proposed business, a brief description and detailed
explanation of the products or services to be offered, a market analysis,
marketing plan, and operating plan

Unit 4: Oral Presentations
The learner will . . .

Identify steps in planning and preparing an oral presentation

Outline steps necessary to prepare an oral presentation

Define the vocal qualities, body language, eye contact, poise, and lack of
distracting mannerisms necessary to give an oral presentation

Design and deliver oral presentations

Gather information for business reports through the use of interviewing skills

Unit 5: Reading and Listening Skills

The learner will . . .
Outline the steps used when reading for information
Demonstrate reading for information through reading text, instructions, and
research
Define active listening and list the techniques used by active listeners
Demonstrate active listening skills

Unit 6: Cross Cultural Communications

The learner will . . .
Explain business practices, procedures, or etiquette appropriate for
communication in a foreign country

Identify differences in business practices, procedures or communication in
foreign countries
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Unit 7: Business Ethics
The learner will . . .

Examine ethical issues related to business practices

Formulate a range of responses to ethical questions related to business
practices

Evaluate the ramifications of decisions based on business ethical issues

Unit 8: Job Application
The learner will . . .
Identify the components of a resume, application form, letter of application,
letter of recommendation, and letter of resignation
Construct a resume, letter of application, letter of recommendation, and letter

of resignation
lllustrate steps to complete a job application form

April 2003
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BUSINESS LAW
Course Description:

Business Law is a one semester course designed to introduce to the student the impact
the law has on everyone’s life. Students will learn to develop an awareness of the legal
rights that U.S. citizens have in today’s society, to understand legal concepts and terms,
and to develop a respect for the law as it applies to their personal and business
operations.

Learner Objectives:
Unit 1: Introduction to Principles of Business Law
The learner will . . .

Define terminology about the U.S. legal system

Explain the importance of the U.S. Constitution and the Bill of Rights

Describe the functions of the legal system in the U.S. including:
protection of the individual, society, property

social objectives as it pertains to criminal and civil law
4. Demonstrate how the legal system works in the U.S. at the federal and
state levels
5.  Explain equity in the law

Wn =

Unit 2: Crimes and the Legal System
The learner will . . .

1.  Explain terminology about different types of crimes and how related laws
are administered in today’s society

2. Discuss how different crimes are handled in the court system utilizing
police, courts, and corrections

3. Examine the different elements of the criminal justice system and how
they are administered in a court of law

Unit 3: The Juvenile Justice System
The learner will . . .
Explain terminology related to the juvenile justice system
Discuss the law as it pertains to juveniles in today’s society

Describe torts, parent-child relationships, and the legal rights of minors at
school and work
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Explain the rights and responsibilities of students and school personnel in
relation to speech and expression, discipline, school records, academic
sanctions, and school searches

Unit 4: Contracts
The learner will . . .

Explain the difference between a contract and a social agreement
Describe three elements of a valid contract including offer and
acceptance, consideration, competent parties, and legal purpose
Explain the execution of a legal contract and how it is enforced by law
Classify contracts by type and distinguish among the various types
Design a legally binding contract

Discuss the terms of a genuine agreement

Unit 5: Commercial Paper

The learner will...
Understand the nature and kinds of commercial papers
Define negotiable instruments
Explain the rights of the instrument holder

Unit 6: Consumer Protection

The learner will...
Understand federal, state, and local consumer protection laws
Explain the importance of product warranties and the rights of the
consumer
Explain the difference between seller and buyer rights

Discuss the Uniform Commercial Code and other laws pertaining to unfair
trade practices

April 2003



Business Education Business Math 14

BUSINESS MATH
Course Description:

Business Math will enable students to apply mathematics effectively as a tool in
their personal and business lives. Students will understand terminology, apply
basic math skills, and use common mathematics formulas to solve a variety of
personal and business mathematics applications. Technology will play a vital
role in this course, as each student will expand their knowledge with the use of
computers using the Internet and Microsoft Excel spreadsheets.

Unit 1: Review of Fundamentals
The learner will...

Rename a fraction as a decimal

Rename a decimal as a fraction

Write a percent as a decimal

Write a decimal as a percent

Find a percent of a number

Find the average, or mean, of a group of numbers

Construct a vertical bar graph

Construct a line graph

Use the four-step problem solving method to solve word problems

Solve word problems that may provide more information than is

needed to solve the problem

11.  Identify word problems for which additional information is needed and
thus cannot be solved

12.  Solve problems that require the use of several mathematical

operations
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PERSONAL APPLICATION MATHEMATICS
Unit 2: Gross Income/Net Income
The learner will...

Compute straight-time pay

Calculate straight time, overtime, and total pay

Compute the total hours on a weekly time card

Compute the total pay on a piecework basis

Determine the salary per day within a period

Process straight commission and determine gross pay

Compute total graduated commission

Use tables to find the amount withheld for Federal Income Tax
Calculate the state tax on a straight and graduated percent basis

OCoONORWN =
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Compute the amount of income withheld for Social Security and
Medicare (FICA) taxes

Calculate the deduction for group insurance

Process the net pay per pay period

Unit 3: Checking Accounts/Savings Accounts
The learner will...

Calculate the total checking account deposit

Figure the present balance on a checking account bank statement
Reconcile a check register and a bank statement

Compute simple interest

Determine compound interest

Use tables to find compound interest

Unit 4: Credit/Loans
The learner will...

Calculate the total purchase price

Compute the new balance in a charge account

Determine finance charges by the previous-balance method
Determine finance charges by the unpaid-balance method

Compute finance charges based on the average daily balance with no
new purchase

Compute finance charge based on the average daily balance with new
purchases included

Calculate the maturity value and interest rate of a single-payment loan
Compute the amount financed on an installment loan

Calculate the monthly payment, total amount repaid, and finance
charge on an installment loan

Compute the payment to interest, payment to principal, and new
balance

Calculate the final payment when paying off a simple interest
installment loan

Use a table to find the annual percentage rate of a loan

Compute the finance charge refunded for early repayment of a loan

Unit 5: Housing Costs
The learner will...
Compute mortgage loan amount

Total the monthly payment, total amount paid and total interest
charged

April 2003
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Calculate the total closing cost

Compute the allocation of monthly payment toward principal, interest,
and the new principal

Determine the assessed value of real estate and taxes of real estate
Compute the amount of insurance coverage on a piece of real estate.
Calculate the annual homeowner’s insurance premium

Unit 6: Investments
The learner will...

Use tables to compute interest on certificates of deposit

Compute the effective annual yield

Figure the total cost of a stock investment

Compute the annual yield and annual dividend of a stock investment
Evaluate the profit or loss from a stock sale

Compute the annual interest and annual yield of a bond investment

BUSINESS APPLICATION MATHEMATICS
Unit 7: Personnel
The learner will...

Compute the cost of recruiting new employees

Calculate the new salary after merit increase and cost-of-living
adjustment

Calculate the rate of employee benefits based on annual gross pay
Compute disability benefits under independent retirement systems and
under social security

Calculate the total employee training costs

Unit 8: Purchasing/Sales
The learner will...

Calculate the trade discount and the net price

Compute the net price using the complement method

Calculate the trade-discount rate

Compute the final net price after a chain of discounts

Compute the final net price using the complement method

Determine the cash price when discount is based on ordinary and end-
of-month dating

Compute the markup as a monetary value

Calculate the markup as a percent of the selling price

Compute the net profit in dollars and as a percent of the selling price
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Calculate the selling price of an item based on cost and markup rate
Determine the selling price based on cost and markup rate
Compute the markdown in dollars and as a percent of the regular
selling price

Unit 9: Warehousing and Distribution
The learner will ...

Determine the total storage space

Compute total inventory

Use the average-cost method to compute the inventory value
Compute the annual cost of carrying an inventory

Process the total shipping cost by air freight

Compute the total shipping cost by truck

Unit 10: Services
The learner will ...

Calculate the monthly rental charge

Compute the total building maintenance charge
Figure the total equipment rental cost

Total the monthly telephone cost

Compute the monthly cost for electricity
Calculate the total cost of professional services

ACCOUNTING/ACCOUNTING RECORDS
The learner will ...

Complete a payroll register

Compute the percent that a particular business expense is of the total
expenses

Use the straight-line method to compute the annual depreciation of an
item

Use the straight-line method to compute the book value of an item
Use the double-declining balance method to compute the annual
depreciation and book value

Use the modified accelerated cost recovery system to compute annual
depreciation and book value

Compute the total assets, liabilities, and owner’s equity

Analyze a balance sheet

Compute the cost of goods sold

Complete an income statement
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Analyze balance sheets and income statements by finding what
percent a part is of a whole and computing the current ratio and the
quick ratio

Compare two income statements using horizontal analysis and
compute the percentage of change

FINANCIAL MANAGEMENT
The learner will ...

Compute the taxable income and the corporate income tax

Calculate the selling expenses and the net proceeds from an Issue of
stocks and bonds

Calculate the maturity value of a commercial loan

Compute the cost of a Treasury Bill

Determine the net interest from commercial paper

Compute the total cost of expanding a business
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BUSINESS WRITING

Course Description:

Business writing is a course designed to equip students with effective writing
skills for business purposes. Business letter writing, report proposals, grammar,
spelling, and business vocabulary skills are learned and practiced in a business
environment. Writing skills are applied on computers to create authentic
business documents. Students may receive Practical Arts or Language Arts
credit. Students may not receive credit for Business Writing and Business
Communications.

Learner Objectives:
Unit 1: Grammar, Vocabulary and Spelling
The learner will ...

1. ldentify and recall spelling and definitions of commonly misspelled and
misused words

2. Practice grammar fundamentals—parts of speech, sentence structure,
subject/verb agreement, and pronoun/noun agreement

3. Practice rules of punctuation—periods, commas, colons, semicolons,
question marks, exclamation marks, quotation marks, apostrophes,
hyphens, and dashes

4. Practice business usage of numbers, abbreviations and capitalization

Unit 2: Business Letter Writing
The learner will ...
1. Identify the purpose, organizational patterns, and appropriate content
for routine, good will, good news, bad news, persuasive, and sales
letters and memorandums

2. Generate routine, good will, good news, bad news, persuasive, and
sales letters
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Unit 3: Business Report and Proposal Writing

The learner will ...

Identify the components of business reports and proposals

Compose a business report that includes research or survey

information and a recommendation of appropriate action
Unit 4: Other Business Correspondence

The learner will ...

Identify the purpose, organization patterns, ethical concerns and
appropriate content for e-mail messages and news releases

. Compose e-mail messages and news releases

Unit 5: Job Application

The learner will ...

Identify the components of a resume, application form, letter of
application, letter requesting a recommendation, and letter of
resignation

Construct a resume, application form, letter of application, request
for a recommendation and letter of resignation
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COMPUTER APPLICATIONS 1

Course Description:

Computer Applications 1 is a course designed to increase students’ proficiency in using
Microsoft Office applications. Students will utilize the many capabilities of word
processing, spreadsheet, and presentation applications to work more efficiently and

effectively.

Learner Objectives:

-
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Unit 1: Computing Fundamentals
The learner will . . .

Identify different types of computers and how computers process
information

Identify the function of computer hardware components

Identify how software works and how software and hardware work
together to perform computing tasks

Identify different types of software and the tasks for which each type of
software is most suited

Identify what an operating system is and how it works

Use the district network to organize and save all electronic files

Unit 2: Word Processing
The learner will . . .

Insert, modify, and move text and symbols

Apply and modify text formats

Correct spelling and grammar usage

Apply font and text effects

Apply character and paragraph styles

Modify paragraph formats

Set and modify tabs

Apply bullet, outline, and numbering format to paragraphs
Modify and sort paragraphs in lists and tables

Apply and modify column settings

Create, modify and perform calculations in tables
Preview and print documents, envelopes, and labels
Create documents using templates

Insert images and graphics

Convert documents into web pages
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Unit 3: Spreadsheets
The learner will . . .

Enter and edit cell data including text, numbers, and formulas
Find and replace cell data and formats

Work with a subset of data by filtering lists
Manage workbook files and folders

Apply and modify cell formats

Modify row and column settings and formats
Use automated tools to format worksheets
Modify Page Setup options for worksheets
Preview and print worksheets and workbooks
Insert and delete worksheets

Modify worksheet names and positions
Create and revise formulas

Create, modify, position, and print charts
Create, modify, and position graphics

Unit 4 Presentations
The learner will . . .

Create presentations (manually and using automated tools)
Add and delete slides from presentations

Import text from Word

Insert, format, and modify text

Add tables, charts, clip art and images to slides

Customize slide backgrounds

Add Office Art elements to slides

Apply animation schemes

Apply slide transitions

Manage a slide master

Rearrange slides

Modify slide layout

Preview and print slides, outlines, handouts, and speaker notes
Add sound and video to slides

Set up slide shows

Manage files and folders for presentations

Use Pack and Go
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COMPUTER APPLICATIONS 2
Course Description:

Computer Applications 2 is a one-semester course designed to enable students to apply
more in depth applications of business-oriented software to personal and professional
situations. Using a Windows based operating system; students will learn the advanced
features in Microsoft Office software including word processing, spreadsheet and chart
development, desktop publishing, and presentation design. Students will be introduced
to database design and management as well as web page design and development.
Students will demonstrate effective integration of all software programs and the Internet
to complete complex business projects.

Learner Objectives:
Unit 1: Software Program Performance Review
The learner will...

1.  Demonstrate competency in the effective use of the Windows operating
system

2. Create a document in Word demonstrating competency in formatting and
editing a desktop published product

3. Create a document in Word to demonstrate proper business communication
formatting

4. Create a document in Word demonstrating effective use of formatting, sorting,
calculating, and editing of tables

5. Create an Excel worksheet to demonstrate competency in presenting,

formatting, and editing data

Demonstrate the use of formulas in an Excel worksheet to calculate data

Create and format a chart in Excel to demonstrate competency in presenting

data appropriately

8. Create, format, and edit a presentation using PowerPoint to demonstrate
competency

N

Unit 2: Database Design and Management
The learner will . . .

1. Plan and create a database table using Design View, Datasheet View, and
Template Wizard

Input and delete data in Design View, Datasheet View and Form View

Edit and format a database table

Design and use an Input Mask for more efficient data input

Create and use Lookup Wizard for more efficient data input

Create and edit database forms

2 R
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Create and format reports to share information effectively
Navigate and sort data

Print datasheets, forms, and reports

Edit and delete records

Add, delete and reorder fields

Insert, delete, move, hide, and unhide columns

Change datasheet column width

Freeze columns and remove gridlines

Relate tables and enforce referential integrity

Create a form using Auto Form, Form Wizard, and Design View
Edit and format a form

Work with headers and footers

Find and replace data

Search for data using wildcards

Conduct multiple sorts

Filter a record using various methods

Use the advanced filter/sort feature

Create, display, and save a query using various methods

Unit 3: Advanced Word Processing and Desktop Publishing

The learner will...

Create correspondence, reports, long documents, meeting documents and
schedules, and sales and marketing documents using the following skills:

Use Mail Merge

Create, edit, and run macros

Create, sort, and perform calculations using tables
Create document sections

Apply, modify, and create styles

Create and use bookmarks

Create and use a document map

Use reference tools

Create cross-references

Create and manage master documents and subdocuments
Create, format, and edit endnotes and footnotes
Understand workgroup collaboration

Use electronic comments and reviewing

Track and review changes

Create and edit web documents

Format and insert graphics

Sort paragraphs in lists

Create, modify and protect forms
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Unit 4: Advanced Spreadsheet and Chart Development
The learner will . . .

Design budgets, templates, data tables, marketing, and sales reports utilizing
advanced software features

Create, edit, and run macros to manage data such as accounting records
Create, sort, define, apply filters, and group to manage data lists

Audit formulas, locate and resolve errors in formulas, identify dependencies in
formulas

Forecast values with what-if analysis

Create and apply custom number formats

Name a range, use a named range reference in a formula, use HLOOKUP
and VLOOKUP

Customize toolbars and menus

Use advanced tools to analyze and share data

Add group and outline criteria to ranges

Use data validation

Import data into Excel and export data from Excel

Place worksheets and workbooks on a Web page

Retrieve external data and create queries

Create, modify, and format PivotTables and PivotTable Reports

Unit 5: Advanced Presentation Development
The learner will . . .

Prepare projects integrating documents from word processing, spreadsheet,
and database applications

Utilize graphics to establish the foundation of a presentation

Enhance presentation by arranging transitions, slide show timings, and
ambiance

Use the grid and guides to format slides

Nudge, align, or distribute objects on a slide

Scale, position, and format WordArt on a slide

Work with tables

Modify charts and diagrams

Create a custom show

Apply custom animations

Use action buttons

Record a narration and record a sound or voice comment

Create a photo album

Use meeting minder and conduct an online meeting
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Unit 6: Software Integration
The learner will . . .

Use multiple applications at the same time

Copy, move, link, and embed information between applications
Create and update hyperlinks

Insert graphics into applications

Integrate all applications with the Internet

Perform various integration activities such as:

Create a PowerPoint Presentation from a Word outline
Embed an Excel chart in a Word report

Use Access to create mailing labels

Publish a Word report based on an Access table

Link an Excel chart to a PowerPoint slide

Insert a Company Logo on an Access form

Insert an Access Table in a Word document

Create a chart from a Word table

Insert a Word table into a PowerPoint presentation
Apply Excel formulas to a Word table
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Unit 7: Web Page Development
The learner will . . .

Understand basic HTML

Create and customize a new web page

Create a web page using a template

Modify web page layout

Create frames

Add graphic web elements such as backgrounds, dividers, WordArt, and
pictures

Insert hyperlinks and bookmarks

Create, format and edit tables

Create frames and special effects

Apply themes

Create and modify the navigational structure of a web page
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INTERNATIONAL BUSINESS
Course Description:

This one-semester course will provide students with a foundation for becoming informed
about international business and the global business environment. Students will learn
the economic, cultural and political factors that influence international business. In
addition, students will discuss importing, exporting, foreign exchange, U.S. customs
procedures and documentation, international organizations, and careers in international
business.

Learner Objectives:
Unit 1: Living in a Global Economy
The learner will . . .
Define international business
Describe basic international business activities
Explain the components of the international business environment

Describe the importance of international business for workers, consumers,
and citizens
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Unit 2: Global Economics
The learner will . . .
Discuss how different countries make economic decisions

Discuss economic principles that explain the need for international trade
Identify various measures of economic progress and development
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Unit 3: Cultural Influences on Business

The learner will . . .
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Define and explain how cultures and subcultures influence business
2. Describe cultural differences that affect international trade and the global
workforce
Unit 4: Government and Political Influences in Business
The learner will . . .
1. Distinguish between the various political systems around the world and

their relationship to the way businesses operate
2. Discuss the impact political developments have on international business
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Describe how governments can encourage and discourage international
business

Explain how political risks can disrupt selling and buying across
international borders

Identify the major types of trade barriers that governments place on
individuals and businesses throughout the world

Unit 5: International Business Organizations
The learner will . . .

Describe the characteristics and activities of multinational companies
Explain different methods for getting involved in international business

Unit 6: Importing, Exporting and Trade Relations

The learner will . . .
Explain and identify activities related to importing and exporting
Differentiate between different types of trade agreements, including
regional
Identify factors such as privatization, monopolies, and labor unions that
affect international business competition

Unit 7: Foreign Exchange and International Finance

The learner will . . .
Explain the role of money and currency systems in international business
Discuss foreign exchange activities
Calculate foreign exchange rates of various currencies
Discuss payment methods and financing sources for international
business transactions

Unit 9: International Career Planning

The learner will . . .

Identify international business career opportunities based on guest

speakers, videos and Internet research
Explain how careers can develop and change
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INTRODUCTION TO BUSINESS
Course Description:

Introduction to Business is a one-semester course designed to introduce the student to
the world of business. Emphasis is placed on the role of business in our economy, the
free enterprise system, business ethics and social responsibility, fundamentals of
banking services, investment opportunities, and money management. Students are
introduced to various career areas through visits from community business
professionals. Interest in any area can be explored further in advanced business
courses.

Learner Objectives:
Unit 1: Economic Decision Making

The learner will . . .

1. Explain the basic economic problem
2. Describe how consumers affect the supply and demand for goods and

services
3. Discuss the impact of worker productivity on the standard of living
4, Describe the features of a market economy
5. Understand the relationship between needs and wants and consumer

buying patterns
6. List the steps to follow when making a buying decision

Unit 2: The Free Enterprise System
The learner will . . .

1. Describe the private enterprise system
2. Discuss the forces that motivate business
3. Discuss the risks and rewards of entrepreneurship
4, Explain how consumers benefit from competition
5. Know the advantages and disadvantages of various forms of business

ownership
6. Discuss the importance of productivity to business

Unit 3: Business Ethics
The learner will...

1. Explore the concepts of ethics in business
2. Understand the nature of ethical behavior
3. Explain the importance of ethical business practices
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Describe codes of ethics in business
Unit 4: Personal Budgeting
The learner will . . .

Describe the purposes of a budget
Explain the steps in the budgeting process
Create a simple personal budget

Explain the purpose of a balance sheet
Discuss the importance of saving

Unit 5: Banking Services
The learner will . . .

List the main services offered by banks

Explain the activities of the Federal Reserve System
Explain the process for opening a checking/savings account
Discuss the purpose of an endorsement

Describe the purpose of a check stub and register
Demonstrate how to use checks properly

Reconcile a simple bank statement

Unit 6: Credit in the Economy
The learner will . . .

Explain credit

Discuss the pros and cons of credit

Calculate the cost of credit

Discuss the personal ramifications of a poor credit rating

Unit 7: Savings and Investments
The learner will . . .

Explain the importance of a savings plan

Describe the various savings plans available

Discuss the time value of money

Define compound interest and the Rule of 72

Describe the various investment vehicles available
Explain why a business issues stocks and bonds
Discuss the differences between a stock and a bond
Participate in the process of investing in the stock market
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INTRODUCTION TO COMPUTER APPLICATIONS
Course Description:

Students will develop competence in touch-typing with an introduction to formatting
personal and business correspondence, reports, and using Microsoft Office
applications. Proficiency in keyboarding and computer applications enables students to
work more productively and effectively. This course is the foundation that provides the
necessary sKkills that students need to continue in additional computer coursework.

Learner Objectives:
Unit 1: Keyboarding

The learner will . . .

1. Acquire touch typing skills

2. Demonstrate correct technique

3. Increase accuracy and speed

4. Key at a minimum of 25 words per minute on a varied length time test with
three or fewer errors per minute

5. Use both the standard top row of numbers as well as the number pad

6. Become familiar with keyboard symbols

Unit 2: File Server Management
The learner will . . .

1. Utilize personal storage folders on the district network to store and access
electronic files used in school coursework

2. Create and organize folders on the network to more efficiently manage
files used in various courses and projects

3. Access electronic documents and folders provided by course instructors
on the network

Unit 3: Common Application Functions
The learner will . . .

1. Be able to start and exit a Windows application and utilize sources of
online help

2. Identify and use common on-screen elements of Windows applications,
change application settings, and manage files within an application

3. Perform common editing functions (cut, copy, paste, spell check, etc.)

4. Perform common formatting functions (fonts, margins, tabs, horizontal
and vertical centering, graphics etc.)

5. Perform common printing functions
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Unit 5: Word Processing: Reports and Correspondence
The learner will . . .

Key and compose both personal and business letters in proper format
|dentify block and modified-block letter styles

Key and compose memorandums in proper format

Progress from one-page to multipage documents, formatting page
numbers, margins, short and long quotations, lists, and headers/footers
Format and incorporate reference material such as works cited and
parenthetical references

Reinforce written communication skills including capitalization and
punctuation

Develop the ability to compose at the computer

Unit 7: Spreadsheet Applications
The learner will . . .

Modify worksheet data and structure
Manipulate data using formulas and functions
Format a worksheet

Add pictures and charts to a worksheet

Unit 8: Presentation Applications
The learner will . . .

Create presentations (manually and using automated tools)
Add slides to and delete slides from presentations

Rearrange slide order within presentations

Insert, format, and modify text in presentations

Insert clip art images to presentation slides

Apply animation schemes and slide transitions to presentations
View and show a slide presentation

Preview and print slides, outlines, handouts, and speaker notes
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PERSONAL FINANCE
Course Description:

Personal Finance is a one-semester course designed to help students develop
guidelines for personal spending and investment strategies for major and minor life
events such as buying a house, buying an automobile, buying insurance, or planning for
retirement. Understanding financial management concepts is an important life skill.
From credit to insurance to taxes, it is imperative that students understand the
consequences of their choices. By learning to wisely manage their money, students
become more responsible citizens. After high school, students face a world filled with
possibilities, and the more knowledge they can acquire, the higher the probability that
their financial futures will be secure.

Learner Objectives:
Unit 1: Financial Planning
The learner will . . .

Identify steps in the financial planning process

Examine the significance of goal setting in the financial planning process
Develop short and long term financial goals

Collect personal financial information and apply a decision-making process to
personal financial choices

Determine personal net worth

Estimate personal income and expenses

Learn to make asset allocation decisions for retirement

Go through the steps of choosing a financial professional

N
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Unit 2: Budgeting
The learner will . ..

1. Explain how limited personal financial resources affect the choices people
make

|dentify the opportunity cost of financial decisions

Describe factors that influence consumer spending decisions

Realize the importance of taking responsibility for personal financial decisions
Identify examples of income, fixed expenses and variable expenses

Design a personalized budget for earning, spending, saving, and investing
Apply a decision-making process to personal financial choices

Examine a variety of record keeping methods that can be used in the
budgeting process
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Unit 3: Saving and Investing
The learner will . . .

|dentify different financial markets

Discuss the relationship between supply and demand

Distinguish between private and public companies

Explain conditions that affect market prices

Understand the limits of government regulation of the financial markets
Discuss how the time value of money can work

Understand the concept of compounding interest

Analyze the differences between saving and investment products

Use a pyramid of investment risk to make general investment decisions
Interpret a mutual fund and stock quote

Discuss the major types of investment fraud

Identify and explore the financial implications of college options

Unit 4: Taxation

Understand various forms of taxation (including income, sales, property, and
excise) and identify how the revenue for each is used

Calculate a personal Federal and State Income Tax return

Fill out a W-4 form with the appropriate exemptions

Unit 5: Credit
The learner will . . .

Explain the role of credit in the economy

Identify sources of credit, the types of credit offered, and the criteria used in
granting credit

Explain factors that affect credit worthiness and the importance of credit
history

Understand the advantages and disadvantages of credit

Define and compute various costs related to credit

Understand credit card disclosure information and apply selection criteria in
obtaining a credit card

Identify ways to avoid or correct credit problems

Identify financial consequences of debt

Recognize the purpose of bankruptcy laws and understand the advantages
and disadvantages of bankruptcy

Understand creditor protection laws
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Unit 6: Insurance
The learner will . . .

Understand that people purchase insurance to transfer the risk of financial
loss

Recognize the costs associated with insurance coverage

Identify and understand the major types of insurance associated with different
kinds of risk, including life, health, disability, property and auto insurance
Explain why insurance needs change throughout a person’s life cycle

Unit 7: Becoming an Informed Consumer
The learner will . . .
Identify the costs of owning and operating a car
Describe the process of buying and/or leasing a new car
Outline the advantages and disadvantages of housing alternatives

Outline the process of buying a home
Analyze basic contracts for the purchase of consumer products and services
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PROFESSIONAL EMPLOYMENT TRAINING

Course Description:

The one-semester Professional Employment Training (PET) class is designed to assist
students to communicate and interact effectively with co-workers, employers, and the
general public. Enrollment in this course is a prerequisite for current or future
community employment experiences including on-the-job training. In addition,
internship credit (working for a short time with or without pay) is possible while
simultaneously enrolled in a related academic class.

Learner Objectives:
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Unit 1: Personal and Professional Development
The learner will . . .

Summarize a self-assessment of abilities, interests and aptitudes
Identify characteristics needed for professional success
Compare post-secondary opportunities

Execute an employment process

Unit 2: Communication Channels
The learner will . . .

Identify how positive relationships with coworkers, managers,
subordinates, and clients can be maintained

|dentify how a professional image is created through written
communications

Define ethics and identify the process by which individuals develop the
foundation for making ethical decisions

Practice conflict resolution in academic, social, and business
environments

Develop a sensitivity for and awareness of cultural diversity

Unit 3: Organizational Dynamics
The learner will . . .
Demonstrate the value of teamwork
|dentify harassment in the workplace

Develop a training plan
Evaluate performance appraisals
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Unit 4: Professional Development
The learner will . . .
Develop leadership through membership in professional associations

Determine appropriate strategies when changing employment
Identify how to manage the dual role of a private and professional person
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WEB PAGE DESIGN

Course Description:

Web Page Design will enable students to acquire skills in developing Internet web sites
using HTML and other languages.

Learner Objectives:
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Unit 1: Online Tutorials

The learner will . . .
Use various Internet guides to develop a basic web page
Develop additional skills relating to additional features of web page design
Understand the basic design and architecture of a web page

Unit 2: Web Page Accessories

The learner will . . .
Incorporate higher level coding to include: FTP/Uploading,
WYSIWYG/FrontPage, and JavaScript
Utilize forms, tables, Animated Gifs, buttons, backgrounds, and sounds

Unit 3: Integrated Projects

The learner will . . .
Use the Internet to research specific content such as facts and images
Ethically abide by terms of use for each site used

Synthesize the skills acquired throughout the entire course to develop
creative goal-oriented collaborations
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WORD PROCESSING/DESKTOP PUBLISHING
Course Description:
Word Processing/Desktop Publishing is designed to teach advanced concepts and
commands using software such as Microsoft Word and Microsoft Publishing. Students
perform sophisticated functions such as the creation of multiple columns, advanced
marketing documents, cover pages, and tables.
Learner Objectives:

Unit 1: Word Processing

The learner will . . .

=

Integrate advanced commands into business documents

2. Demonstrate various commands, terminology, and techniques in Microsoft
Word

3. Create a document for linking and importing

Unit 2: Desktop Publishing
The learner will . . .

Explore graphic applications

Import graphics to documents

Complete documents for publication including scanning, color printing, and
other technologies

4. Ethically use the Internet as a resource

wnN P

April 2003



Business Education Marketing 1 40

MARKETING 1

Course Description:

Marketing | is a one-semester class designed for students with varied interests and
abilities in the comprehensive field of business. It will provide a solid background for
students by offering opportunities to study basic marketing, economic and selling
concepts and principles.

Learner Objectives:

wn =

NSO

NoOGORON =

10.
11.

Unit 1: Basic Marketing Concepts
The learner will . . .

Define marketing

Identify the nine functions of marketing

Distinguish customers from consumers and explain why the difference is
important

Describe what constitutes value for customers and consumers

Define what constitutes a market

Describe some of the ways a market can be segmented

Explain how to construct a customer profile

Identify the four P’s of the marketing mix and explain how they are used to
reach customers

Unit 2: Business Operations
The learner will . . .

Explain the basic functions of a business

Distinguish businesses from each other based on general characteristics
Explain social responsibility

|dentify ways that businesses are socially responsible

Define ethics and how marketers make ethical choices

|dentify current trends in the work place

Identify demographics, psychographics, and geographics for the consumer
market

Identify trading area and target market

Explain the concept of derived demand

List the six major types of businesses that comprise the industrial market
Suggest products that each major industrial market group might need to
purchase
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Unit 3: Economic Essentials
The learner will . . .

Identify the basic principles of a free enterprise system

Discuss and explain the importance of competition and profit to the free
enterprise system

Describe the various roles government plays in our free enterprise system
Explain how supply and demand interact to set prices

Identify the factors of production necessary to create goods and services
Identify the various measurements used to analyze an economy
Describe the four phases of the business cycle

Distinguish between imports and exports

Discuss the interdependence of nations and explain the advantages and
disadvantages of international trade

Name the major agreements governing work trade today

Unit 4: Introduction to Selling
The learner will . . .

Define selling and state its goals

Explain feature-benefit selling

Identify sources of product information

Discuss how customers make buying decisions

Explain how selling skills can be helpful in careers other than sales
Identify the characteristics of effective salespeople

Unit 5: The Sales Process

The learner will . . .
List the steps of a sale
Explain how salespeople find customers
Describe how the pre-approach is used in industrial and retail sales
Explain the importance and purposes of the approach
List three approach methods retail salespeople use and state when it is
appropriate to use each

Unit 6: Determining Needs and Product Presentation

The learner will . . .

Explain why determining needs is an essential step in the sales process

Describe three methods used for determining needs
State the goal of the product presentation
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Explain how products are selected for the presentation
Describe what to say during the product presentation
Identify four techniques that will provide an effective product presentation

Unit 7: Handling Customer Questions and Objections
The learner will . . .

Distinguish between objections and excuses

Explain why objections should be welcomed in the sales process

|dentify the five buying decisions upon which common objections are based
List the four steps involved in handling customer objections

Identify six specific methods of handling objections

Demonstrate the use of those methods in a variety of selling situations

Unit 8: Closing the Sale and Following Up
The learner will . . .

Recognize customer buying signals

List the rules for closing a sale

Demonstrate specialized methods of closing a sale

Explain why suggestion selling is important

List the rules for effective suggestion selling

Demonstrate specialized suggestion selling methods

Discuss the concept of relationship marketing and how it is related to the
sales process

Unit 9: Human Relations
The learner will . . .

Explain the importance of understanding others

Discuss the personal traits needed to become more effective in relations with
other people

Identify three personal skills to master for successful interpersonal relations in
the marketing world

Describe how interpersonal skills may be used in marketing

Explain the importance of teamwork in the business world

Discuss six aspects of successful teamwork
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MARKETING 2
Course Description:

This one-semester course introduces the student to the role of promotion in selling and
business operations. This class will demonstrate how a business communicates with its
customers using the promotional elements of advertising, visual merchandising display,
public relations, and publicity. The course also looks at how each element contributes to
the promotional mix of a business. This course will introduce the student to the marketing
function of product branding, packaging, labeling, and positioning.

Learner Objectives:
Unit 1: What is Promotion?
The learner will . ..
Explain the role of promotion in marketing
Describe the characteristics of advertising and publicity

Explain the characteristics of sales promotion and personal selling
Describe the concept of promotional mix

o=

Unit 2: Advertising Media
The learner will . . .

Define advertising and explain its purposes

|dentify the various types of media

Explain the advantages and disadvantages of various types of media
Describe how various media rates are set

Compute print media costs

Suggest standards for selecting promotional media
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Unit 3: Preparing Print Advertisements
The learner will . . .

Describe how ads are developed

Create advertising headlines

Prepare advertising copy

Select advertising illustrations

Explain the significance of a signature

Explain the importance of advertising layouts

Describe how type faces and type sizes can be changed to add variety
and emphasis to print advertisements

Explain how to check advertising proofs
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Unit 4: Publicity and Public Relations
The learner will . . .

Describe the nature and scope of publicity and public relations
State the benefits of public relations activities

Recognize the audiences for public relations specialists

Explain the primary task of public relations specialists

Explain the various duties performed by public relations specialists
Describe the elements of a news release

Unit 5: Visual Merchandising and Display
The learner will . . .

Define visual merchandising and distinguish it from display

Explain how exterior and interior features contribute to a store’s image
List the various kinds of displays

Describe the steps used in designing and preparing displays

Describe the various artistic considerations involved in display preparation
Summarize the proper procedures for maintaining and dismantling
displays

Create a display case for a retail store

Unit 6: Product Planning
The learner will . . .

Explain the nature and scope of product planning

Define product mix, product life-cycle, and branding elements

Describe product mix strategies

Identify the steps in new product development

Explain the concept of product positioning and the purpose of category
management

Classify branding strategies

Describe the main functions of labels and principal functions of product
packaging

Explain the importance of warranties to product planning

Summarize the major provisions of product safety legislation and describe
consumer responsibilities and rights relating to product performance
Explain the importance of credit and summarize credit legislation

List 5 sources of consumer credit and 4 types of credit accounts extended
to consumers

Describe how businesses use trade credit
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ADVANCED MARKETING 1

Course Description:

This one-semester course is designed to introduce the world of marketing research and
its increasing importance in our competitive marketplace. In addition this course work
introduces students to the process of starting and managing a business, including
economic, natural, and human risks inherent with this endeavor.

Learner Objectives:
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Unit 1: Marketing Research
The learner will . . .

Discuss the importance and functions of a marketing information system
Define test-market sampling

Describe the five steps in conducting market research

Explain the difference between primary and secondary data, and name
methods used to collect primary and secondary data

Explain the limitations of market research

Write research instruments

Demonstrate the ways the computer is used in research

Unit 2: Entrepreneurship
The learner will . . .

Define entrepreneurship and identify the risks involved in entrepreneurship
Discuss the advantages and disadvantages of entrepreneurship and
identify forms of business ownership

Explain the legal steps needed to establish a business

Explain the nature of risk management and the various types of business
risks

|dentify the ways businesses handle risks

Discuss the importance of a business plan and identify the major sections
of a business plan

Develop an organization plan and provide details related to goods or
services to be offered

Develop a marketing plan and identify sources of equity and debt capital
Describe the purpose of preparing financial documents

Determine start-up cost for a business and estimate its income and
expenses

Prepare various financial statements associated with a start-up of a
business
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ADVANCED MARKETING 2
Course Description:
This course includes all the activities associated with the marketing of goods and
services to consumers. This one-semester course is designed to introduce students to
the nature and scope of retail merchandising, to help them acquire the skill and
knowledge essential to perform a variety of retail activities, and to understand what is
required in retail management or retail business ownership. Students are introduced to
various career areas through visits from community business professionals.
Learner Objectives:

Unit 1: Channels of Distribution

The learner will . . .

1. Discuss the different channels of distribution for consumer and industrial
products

2. Identify the key considerations in distribution planning

3. Discuss the circumstances under which multiple channels of distribution
are used

4. Compare the costs and control involved in having a direct sales force
versus using independent sales agents

5. Explain some of the challenges involved in distribution planning for foreign
markets

Unit 2: Dynamics of Retailing
The learner will . ..

State the purposes and value of retailing to consumers

Describe the types of retail marketing

List the characteristics of personnel needed to perform the retailing
activities in various retail stores

List the four kinds of consumer goods

Explain policies that may be used to price consumer goods

List the activities carried out by the operations division and the control
division of retail stores
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Unit 3: Retail Businesses

The learner will . ..

-

Describe how the four merchandise utilities are created
2. Explain the various channels of distribution
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Compare the features of various retail businesses

Identify the major factors that must be considered in selecting a business
location

Identify and describe way to secure business space

Define a market

Suggest ways to identify potential customers and market products to them
Describe ways a market can be segmented

Construct a customer profile

Identify the four P’s of the marketing mix and explain how they are used to
reach customers

Unit 4: Purchasing
The learner will . ..

Differentiate between purchasing agents and buyers

List the three steps in the buying process

Explain how determining needs is accomplished in both industrial and
resale situations

Discuss how wholesale and retail buyers analyze customers’ needs and
wants

Identify the basic buying plans used to keep track of inventory for buying
purposes

List the criteria buyers use in selecting supply sources

Compare and contrast the deals offered by suppliers and select the best
one

Explain how buyers order goods and evaluate the purchases made

Unit 5: Stock Handling and Inventory Control
The learner will . . .

Explain the need for a stock-handling process
Describe how merchandise is received and checked
Discuss the methods used to mark merchandise
Describe the procedure for transferring merchandise
Define inventory management

Explain the types of unit inventory control systems
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Unit 6: Price Planning and Strategies
The learner will . . .

Define price and explain its importance

State the goals of pricing

Distinguish between market share and market position

Identify market factors that affect price planning

Apply the basic pricing concepts to pricing a product

Describe the consequences of pricing forward and pricing backward
Distinguish between a one-price policy and a flexible-price policy
Explain the main pricing policies that should be considered when
introducing a new product

Identify various pricing techniques

List the steps in setting prices

Unit 7: Retail Math
The learner will . ..

Calculate and verify extensions on purchase orders and invoices
Use appropriate tables to determine shipping charges

Calculate and explain the significance of major entries in a merchandise
plan

Figure stock turnover rates

Explain how a firm’s net profit or loss is related to pricing

Calculate dollar and percentage markup based on cost or retail
Calculate markdown in dollars, as well as determine sale price and
maintained markup

Describe the general procedure for figuring discounts

Calculate various types of discounts

Unit 8: Career Exploration

The learner will . ..

Discuss the importance of marketing careers to the US economy

Describe the twelve marketing occupational areas and current employment
trends

Complete a career assessment and identify career research resources
|dentify career interests utilizing choices software
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CAREER CONNECTIONS
Grades 9-10

Course Description:

Students are introduced to future employment possibilities through a variety of
community experiences. These consist of guest speakers and/or site visitations
representing six career pathways. Assessment tools identifying interests,
preferences and talents are use to align exploration opportunities with future
career choices. Effective decision-making and goal setting skills, informational
interview skills, job applications, and resume writing are addressed as part of the
corresponding classroom instruction. The combined school/community
components allow learners to explore future options through informed
experiential practice.

Learner Objectives:

Unit 1: Self Assessment
The learner will....
|dentify personal aptitudes, interests, and talents

Identify personality, learning styles and values
Develop skills to set and attain reasonable goals
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Unit 2: Career Exploration
The learner will...

|dentify career pathways

Evaluate self assessment results in relation to career opportunities
Utilize a variety of resource options

Demonstrate connections between coursework and work related
experiences

PO =

Unit 3: Decision—-Making and Goal Setting
The learner will...

Identify the cause and effect of decisions

Develop short and long term career and educational goals
Evaluate choices and alternatives for problem solving and conflict
resolution
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Unit 4: Employment Readiness

The learner will...

1. Acquire employability skills such as working on a team, problem
solving, and organizational skills

2. Apply job readiness skills to prepare for employment opportunities

3. Demonstrate knowledge about the changing workplace

4. Understand the importance of responsibility, dependability,
punctuality, integrity, and effort in the workplace

Unit 5: Personal Finance
The learner will...

1. Prepare a budget by setting financial goals, estimating income, and
planning expenditures

Identify the advantages and disadvantages of using credit

lllustrate how to write and endorse a check, maintain a check
register and reconcile with bank statement
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CAREER SUCCESS
Grades 11-12

Course Description:

This course is designed to help students acquire skills required for career
success. Course content includes: self assessment, career research, and post
secondary education and training options. Students will explore employment
issues such as the application process, job interviewing, job retention, the
resignation process, and business ethics. Other units will focus on developing an
awareness of economic structure, practicing financial management skills, and
meeting adult responsibilities.

Students should understand the relationship between education and

employability. Additional credit is available for practical application of course
content through internships or employment.

Learner Objectives:

Unit 1: Career and Technical Assessments

The learner will...

1. Identify how interests, aptitudes, abilities, and personalities affect
career choice

2. Develop career goals utilizing individual strengths, interests, and
talents

3. |dentify leisure and recreational activities

Unit 2: Employability Skills
The learner will...

Complete the application process

Develop a resume using word processing software

Compose business letters of application, acceptance, regret, and
resignation

Demonstrate job interview skills

Identify strategies to successfully work with others

Demonstrate self-advocacy and leadership skills

Demonstrate appropriate work ethics
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Unit 3: Career Research and Development

The learner will...

1. Investigate workplace and employment outlook trends
2. Evaluate a career choice based on education and employment
research
3. Identify characteristics and strategies of a successful
entrepreneurship
4. Develop a post secondary education and career plan
Unit 4: Economic Awareness
The learner will...
1. Identify the components of a free-enterprise system
2. |dentify the interdependency of individual productivity and economic
systems
3. Explain the relationship between personal economics and
advancement as it relates to job performance
Unit 5: Financial Planning
The learner will...
1. Demonstrate the application of wants and needs to a realistic
budget with appropriate consumer skills
2. Use and prepare budgets and keep records
3. Identify legal rights and responsibilities in contracts
4. Describe the kinds of credit, obtaining and using credit, and how to

establish credit
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