
Administrative Management - 3

	Business Technology 
School Year____________________
	Student:

	Administrative Management 
	Teacher:
School:

	Course Code # 3737 
Term:____Fall____Spring
	Number of Competencies in Course: 1 Credit  70   2 Credits ** 71

	1 Credit or 2** Credit
	Number of Competencies Mastered:

	Grades: 11 or 12
	Percent of Competencies Mastered:

	Recommended Prerequisites: Keyboarding/Document Formatting and Computer Applications
Recommended Prerequisites or Concurrent:
Database Design/Management, eBusiness Communications, American Business Legal Systems, Business Economics or Virtual Enterprise International
	  **Recommended two-credit hour block for students pursuing certification and advanced training 

***Add Standard(s) and Student Performance Indicators: Evidence Standard is Met (s) (competencies) for 2nd credit at end of Standard 12 for certification and advanced training. Additional page(s) may be added if needed.


Standard 1.0
Students will examine a variety of opportunities in business.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Examines personal strategies for meeting workplace standards.
	
	

	2
	· 
	Illustrates the interrelationships of business operations and the impact of one component on another.
	
	

	3
	· 
	Compares and contrasts various forms of business ownership. 
	
	

	4
	· 
	Explains workplace competencies and future prospects for employment. 
	
	

	5
	· 
	Distinguishes between a domestic and an international company. 
	
	


Standard 2
The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of a multimedia project.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	6
	· 
	Prepares a layout using typography specifications. 
	
	

	7
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0)
	
	

	8
	· 
	Applies spot color to graphics and text. 
	
	

	9
	· 
	Applies typographical commands to text. 
	
	

	10
	· 
	Rotates text and graphics. (Gateway Algebra 5.0) 
	
	

	11
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics (Gateway Algebra 2.0) 
	
	

	12
	· 
	Prints or publishes hard copy that meets publication and design standards. 
	
	


Standard 3.0
Students will enhance productivity through effective information processing using a variety of input technologies.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	13
	· 
	Composes, organizes, and edits information using a keyboard. 
	
	

	14
	· 
	Utilizes word processing software to input, edit, save and output documents. 
	
	

	15
	· 
	Proofreads and edits documents for accuracy and content, grammar, spelling and punctuation. 
	
	

	16
	· 
	Completes interdisciplinary projects using word processing hardware and software. 
	
	

	17
	· 
	Arranges and prepares a business document using reference materials. 
	
	


Standard 4.0
Students will apply various communication strategies and techniques to send, receive and transmit information in the global world of business.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	18
	· 
	Composes business letters. 
	
	

	19
	· 
	Enhances the development of listening, reading and speaking skills by preparing and delivering a presentation. 
	
	

	20
	· 
	Opens, annotates, prioritizes, and routes interoffice and incoming mail. 
	
	

	21
	· 
	Keys, formats, edits, revises, prints, prepares business documents using a variety of input technologies effectively:

· keyboard

· scanner

· voice recognition

· handwriting recognition through the use of a PIA and a tablet PC. 
	
	

	22
	· 
	Prepares and manages incoming and outgoing correspondence. 
	
	

	23
	· 
	Plans and places outgoing telephone calls and responds to incoming calls.
	
	

	24
	· 
	Accesses the Internet to send and receive information. 
	
	

	25
	· 
	Dramatizes situations, such as meeting and greeting visitors,  that include a diverse client and employee simulation. 
	
	


Standard 5.0
Students will maintain various records management systems.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	26
	· 
	Analyzes the types of media on which information is kept and the benefits of each. 
	
	

	27
	· 
	Applies the procedures and rules of alphabetic, numeric, chronological, geographic and subject records management systems. 
	
	

	28
	· 
	Assembles materials to be copied and stored. 
	
	

	29
	· 
	Uses electronic magnetic media to facilitate record retrieval. 
	
	

	30
	· 
	Converts and saves data using scanning equipment. 
	
	

	31
	· 
	Researches record retention and disposal requirements and environmental issues relating to records disposal. 
	
	


Standard 6.0
The student will effectively use resources that support work activities, time management, workstation components and safety in the work environment.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	32
	· 
	Prepares an agenda of daily personal and professional tasks. 
	
	

	33
	· 
	Analyzes and identifies common techniques to promote productivity. 
	
	

	34
	· 
	Designs an illustration of an ergonomically efficient workstation. 
	
	

	35
	· 
	Creates a display illustrating effective safety and security measures. 
	
	


Standard 7.0
The student will perform activities and demonstrate knowledge essential to planning career strategies and continuous self-improvement.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	36
	· 
	Demonstrates necessary attitudes, personal characteristics, skills and work ethics. 
	
	

	37
	· 
	Examines job opportunities through various sources, including newspapers, employment agencies, personal inquiries and the Internet. 
	
	

	38
	· 
	Prepares a letter of application, resume, employment application and follow-up letter. 
	
	

	39
	· 
	Demonstrates effective interviewing techniques through mock interviews, video interviews and evaluation/critique of performance. 
	
	

	40
	· 
	Interacts effectively with others in group situations and activities. 
	
	

	41
	· 
	Designs a strategy for continuous improvement in productivity that could lead to promotional opportunities. 
	
	


Standard 8.0
The student will examine concepts and procedures used in managing financial activities.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	42
	· 
	Employs banking procedures for cash receipts and disbursements, including credit and debit purchases. 
	
	

	43
	· 
	Uses manual and electronic methods to complete payroll documents and other financial transactions. 
	
	

	44
	· 
	Calculates percentages, balances and complete reconciliation problems. 
	
	


Standard 9.0
The student will examine the importance of and apply decision making, critical thinking, and teamwork skills.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	45
	· 
	Examines potential problems facing business and offer alternative solutions. 
	
	

	46
	· 
	Proposes contingency plans for solving identified problems. 
	
	

	47
	· 
	Demonstrates the use of social and business etiquette in group relationships in the workplace. 
	
	

	48
	· 
	Applies teamwork skills in group assigned activities. 
	
	


Standard 10.0
The student will research and apply knowledge of ethical and legal issues within the industry. 
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	49
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects. 
	
	

	50
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project. 
	
	

	51
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials. 
	
	

	52
	· 
	Recognizes the legal implications of violating federal and state laws in multimedia\digital publishing. 
	
	

	53
	· 
	Demonstrates legal responsibilities using the Internet for interactive multimedia projects. 
	
	

	54
	· 
	Demonstrates skills necessary for safety and environmental protection in digital design and photography. 
	
	

	55
	· 
	Develops a virtual presentation on ethical and legal issues that could be posted on the web. 
	
	


Standard 11.0
The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	56
	· 
	Analyzes leadership and confidence through professional development activities. 
	
	

	57
	· 
	Researches, analyzes, composes, keys, formats, and prints the attributes of a leader. 
	
	

	58
	· 
	Researches at least four-student organization Web pages and develops a report that compares and contrasts the different types of information found in each. 
	
	

	59
	· 
	Dramatizes leadership and confidence through professional development activities and constructs a leadership appraisal list. 
	
	

	60
	· 
	Applies effective image-building and public relations techniques. 
	
	

	61
	· 
	Composes, keys, and formats informative articles for publication in local and/or state electronic and print-media publications. 
	
	

	62
	· 
	Researches, analyzes, composes, keys, formats, and prints the attributes of a leader. 
	
	

	63
	· 
	Organizes and manages a team presentation on leadership. (Gateway English II Standards 4.0) 
	
	

	64
	· 
	Demonstrates parliamentary procedure skills through team activities. 
	
	

	65
	· 
	Makes a two-minute report on an assigned topic. 
	
	

	66
	· 
	Participates in Business Professionals of America and/or Future Business Leaders of America-related activities. 
	
	

	67
	· 
	Designs a program that illustrates effective image building techniques. 
	
	


Standard 12.0
The student will develop a comprehensive portfolio.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	68
	· 
	Designs a policy manual based on research findings for a small merged department, business or organization that includes use of copyright resources, safety and health issues. 
	
	

	69
	· 
	Analyzes steps used in conducting a feasibility study.

· Distinguishes the uses of a feasibility study.

· Determines who does the study.

· Determines what should be measured and/or studied.

· Determines how the information is gathered.

· Determines criteria for analyzing the study.
	
	

	70
	· 
	Writes specifications for equipment (networking, furniture, reprographics, record management, computers/peripherals/software) necessary to run a full-scale small department, business or organization. 
	
	

	71
	· 
	Identifies professional development and certification needs based on equipment and software specifications***. 
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