ASD Course: Office Technology
           
CIP #  52.0409

ASD Course #:  H8555
Date: June 2004
Credit - .5 elective credit
Grade level 10-12. One semester. 

This course will provide instruction on a variety of electronic office equipment. Programs will vary as new versions are released. Students will be provided with hands-on experience in operating network computers for such activities as electronic calendaring and electronic mail. Other, more traditional activities will use the ten-key calculator and electronic typewriter. It is designed to prepare students for entry-level positions in the electronic office. Students will be exposed to word processing programs, spreadsheet software, desktop publishing programs and presentation software.  An excellent class for those students who plan either to work immediately upon graduation from high school or to work their way through college. This class is the related course for Co-op/Office Ed. 

	Career Cluster Area:  Business & Administrative Services 
              Prerequisites:  Computer Keyboarding

Pathway: Business Education Technology


Occupational Skills Standards/Sources of Supporting Elements:   NBEA

Eligibility for Nationally Recognized Skill Certificate(s)/State License:  None is available at this time, June 2004 

Articulation with Post-Secondary:  None is available at this time, June 2004

	


	Alaska Content Standards
	Alaska Reading, Writing, Math, Performance Standards
	Performance Standards

(Learner Outcomes)
	   Assessment
	Alaska Employability Standards
	Occupational Skills Standards
	   Alaska Cultural 

Standards
	All Aspects of 

Industry

	LA –A2,5,7

Geog –

D

MATH

A1

HIST AB

HLTH

A6,B6

TECH

A1,2

B,E1-8
	W 4.1-

W 4.5

R 4.1-4.6


	Using Updated Software for Word Processing:

· Demonstrates knowledge of terminology, input, editing, formatting and complex functions used in word processing;

· Preparation of finished documents using appropriate software to solve problems as called for in RFW (Ready for Work).


	Pre / Post 
Test
	A2, A3
	NBEA VIII
	B4, E3, E4
	IWE   2, 4, 5

	MATH

A6,

B 1,4

C,D,E

SCI B,

D

GEOG

B6,D1,2

GOVT

F5,G2-7

TECH

C,D
	MATH

A6.4.1, B1-4

R4.1,

R 4.6
W 4.1-

W 4.5
	Utilization of Updated Software for Spreadsheets:

· Demonstrates knowledge of terminology related to spreadsheets;                    

· Development of readable spreadsheets that include analysis of data and problem solving in business areas.


	P/P

Test
	A2, A4
	NBEA

VIII
	B4, D6, E3
	IWE

1-5

	LA A, E

GEOG

A

GOVT G

HIST C

HLTH LF B, D

ARTS A,B,D

TECH C, D
	W 4.1-

W4.5

R 4.1-

R 4.6

MATH

C8.4.1 C8.4.2.
	Utilization of Updated Software for Desktop Publishing:

· Demonstrates knowledge of terminology related to desktop publishing;

· Demonstrate ability to combine graphics and 

        text to design documents such as flyers,  

        newsletters,  letterhead, and brochures.                      
	P/P

Test
	A2, B2
	NBEA

VIII
	B4, D6, E4
	IWE

1-5

	MATH 

A, E

LA  A

GEOG

A, B

HIST C

TECH C,D


	W 4.1-

W 4.5

R 4.1- 

R 4.6

MATH

A 6.4.1,

6.4.5,

B 1-4
	Utilization of Updated Software for Database:

· Demonstrates knowledge of terminology related to database;

· Demonstrates knowledge of setting up, organizing, entering data, and summarizing data

in a database;

· Prepare finished reports.    


	P/P

Test
	A2
	NBEA

VIII
	B2, B4, E4
	IWE

1 - 5

	LA   A

HIST C

TECH D, E
	W 4.1-

W 4. 5

R  4.1-

R 4.6

MATH

C 8.4.1 -

C 8.4.3


	Utilization of Updated Software for Presentation of Graphics:

-     Correctly use terminology related to

presentation  graphics;                                          

-     Create slides that combine graphics, text and 

       sound.


	P/P

Test
	A2, B2
	NBEA

VIII
	B4
	IWE

3, 4,5

	LA  A

HIST C

TECH 

D, E 
	W 4.1 -

W 4.5

R  4.1 -

R  4.6

MATH

C8.4.1 - 

C8.4.3


	Development of Traditional Skills Related to Office Technology:

· Demonstrates basic knowledge of ten-key; 

        filing;  telephone; transcription machines; 

        business machines;  electronic email; and calendaring
· Correctly utilize terminology related to various 

units; productive/adequate output of work; and

participate and contribute as a member of a team;  

       -      Able to teach others new skills.                     
	P/P

Test
	A1, A2, A4, 6, A7
	NBEA

IV, VIII
	A1, B4, D6,
	IWE

1- 9


Recommended Resources:
  (Textbooks, equipment, reference materials, supplies)  

Textbooks:  

South-Western Educational Learning Products:

     The Office:  Procedures and Technology

     The 10-Hour Series

     Business Skills Exercises

    Internet Office Projects


Glencoe:


      Versatile Learning System:  Office Technology


      Telephone Techniques     

Reference materials:


The Balance Sheet


The Delta Pi Epsilon Journal


Instructional Strategies:  An Applied Research Series


The Business Education Index


Delta Pi Epsilon Newsletter
State Standards: 

http://www.eed.state.ak.us
Content Standards for Alaska Students


Performance Standards for Alaska Students


Employability Standards for Alaska Students

Cultural Standards for Alaska Students

All Aspects of Industry 


The Institute for Workforce Education (IWE)

 http://www.lx.org/iwe/Resources/All_Aspects.doc
Occupations Skills/Standards


National Business Education Standards (NBEA)


http://www.nbea.org/curriculum/s_manage.html
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