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	( Prerequisite Course(s):
	Successful completion of one semester of Business Technology H8548 

	( High School Credit =
	1.5
	
	( This course will be offered:
	X
	every year?
	OR
	
	every other year?

	( Pathway (Optional):
	
	( Career Cluster Area:
	

	( Eligibility for Nationally Recognized Skill Certificate(s)/State License?
	
	No
	OR
	X
	Yes
	

	If Yes, identify Certificate(s):
	Microsoft Office Specialist-MOS, Internet and Computer Core-IC3
	

	( Tech Prep:
	
	No
	OR
	X
	Yes
	

	If Yes, (1) List Postsecondary Institution
	University of Alaska, Anchorage

	
(2) Name of Course 
	CIOS A235A, A230A, A140A,
	And the number of postsecondary credits
	5
	

	( Is this course brokered through another institution or agency?
	X
	No
	OR
	
	Yes

	If Yes list institution/agency:
	

	ASD Course # H8549


( Course Description (a brief narrative description – perhaps from the school’s registration materials):  During the second semester they are enrolled in Business Tech, students can earn one-half English elective credit to be applied toward graduation. Students will be exposed to expert levels of various office applications. Job entry opportunities: Court clerk; typist/word processor; general office clerk; customer service representative; insurance clerk; file clerk; order clerk; library assistant; personnel clerk; credit and loan clerk; data entry operator; office machine operator; receptionist; telephone operator; hotel desk clerk; mail clerk etc… 

( Content Headings/Topics: 

Source of Occupational Skills Standards

	Source/Organization/Agency
	Acronym
	Website or location of Information
	Section, Chapters referenced in Performance Standards etc

	National Business Education Association
	NBEA
	http://nbea.org/curriculum/s_career.html
http://www.nbea.org/curriculum/s_info.html
	Standards 1-6



	Institute for Workforce Education
	IWE
	http://faculty.cmsu.edu/iwe/resources.html
	IWE 1-9

	Internet and Computer Core Cert.
	IC3
	http://www.ic3.co.nz/what_skills.htm
	

	Microsoft Office Specialist and Expert
	MOS
	http://www.microsoft.com/learning/mcp/officespecialist/requirements.asp
	Specialist and Expert Standards

	National Educational Technology Standards
	NETS
	http://www.washington.edu/accessit/webdesign/instructor/nets.htm
	Curriculum and Content Standards


	Student Performance Standards

(Learner Outcomes)
	Specific

Occupational

Skills Standards
	Alaska Reading, Writing, Math, Science Performance Standards
	Alaska Content Standards
	Alaska Employability Standards
	Alaska Cultural Standards
	All Aspects of Industry
	Assessments

	Demonstrate ability to manipulate within Windows; includes opening and switching between programs; copying, deleting, moving files and folders; creating shortcuts; emptying recycle bin; customizing desktop taskbar; using Help appropriately
	NBEA-IT

# IV
	R4.6
	T

A4,5, C1
	B2, 5
	
	IWE 5
	Teacher & peer 
evaluation

	Demonstrate the knowledge of computer fundamentals and troubleshoot minor computer/printer problems. 
	NBEA-IT

# III

MOS, IC3
	R4.3

W4.3


	LA

A2, 4, C5

TA4, 5
	A2
	
	IWE 5
	Demo



	Demonstrate knowledge of process of seeking employment through creating a resume, filling out an employment application, participating in mock interview, and dressing appropriately for interviews
	NBEA-CD

#V
	R4.1

W4.3
	LA A2, 4, 5,T, A4, 5

E5, 7
	A2, 3

B1,3
	
	IWE 4,9
	Teacher rubric

	Base a daily writing on a business-related article from Internet or newspaper
	NBEA-IT

#I
	R 4.1, 4.4, 4.5b,4.9,W 4.1, 4.3, 4.4, 4.6
	LA, A1,2, 4, B1,2,3

T, A1,3
	A2,3,5,6,7

B2,4
	
	IWE 2,6,8,9
	Teacher rubric

	Demonstrate understanding of importance of safety and ergonomics in workplace practices on expert level
	NBEA-IT

#I
	R 4.4

W4.3,4.4
	T, A1,2,3

B1, C1,2,

3, E5,7
	A6
	
	IWE8
	Demo

	Demonstrate knowledge of document formatting, including letters, memos, tables, and reports on expert level.
	NBEA-IT

#V

MOS, IC3
	
	T, LA

A1,2, B3


	A2
	
	IWE 4
	P/P

	Demonstrate ability to compose effective business letters including cover, thank you, inquiry, acceptance, rejection, and resignation letters on expert level.
	NBEA-C

#V
	R4.1, R4.3

W4.3, W4.2

W4.4
	LA, A1,2, 5,7,8, T,C2
	A2
	
	IWE 4
	Partner/ teacher evaluation

	Demonstrate ability to create, modify, save, delete spreadsheets, including creating graphs; using formulas, functions, pivot tables, queries; linking and embedding on expert level.
	NBEA-IT

#V

MOS, IC3
	MA3.4.3

C1.4.1

R4.3
	LA, A4, M, A1,3,4

T, A1,2
	A2
	
	IWE 4
	Demo; project

	Demonstrate ability to create, modify, manipulate, save, and delete databases; includes primary keys, one-to-many relationships, forms, tables, reports, importing, queries, filters on expert level.
	NBEA-IT

#V

MOS, IC3
	R4.6
	T

A1,2,

C3
	A2
	
	IWE 4
	Teacher rubric

	Demonstrate ability to create, run, print, modify, delete presentation graphics; includes transitions, builds, sounds, headers/footers, automatic timing, master slides, clip art or downloaded graphics; create project and present it to class on expert level.
	NBEA-C

#III

MOS
	R4.6
	LA,A3,4,6,8, T,A1,2,
3,B1,C1,2,D1,3
	A2

B1
	
	IWE 4
	Teacher rubric

	Demonstrate ability to integrate word processing, spreadsheet, and presentation graphics applications on expert level.
	NBEA-C

#V
	R4.4,

R4.6
	TA1, 2,

C3
	
	
	IWE 4
	Teacher rubric

	Demonstrate working knowledge of office practices through office simulation.
	NBEA-C

#V
	R4.1, R4.3

R4.4, W4.3

W4.4


	LA A1, 2, 4, 5, 6, 7

B2,M 1, 4, B2 , T
	A1, 2, 5

B1,5
	
	IWE 2, 4, 9
	Teacher

& peer evaluation

	Demonstrate knowledge of Internet navigation and beginning web page design.
	NBEA-C

#III
	R4.3

W4.3


	LA A2, 4,

A A4 T

A1,3
	A2
	
	IWE 5
	Teacher observation & evaluation

	Demonstrate proficiency in using information management program; includes creating a personal subfolder; adding, editing, moving, printing appointments; scheduling events; sending/receiving email on expert level.
	NBEA-IT

#IV

MOS
	R4.6,

W4.3,4.6
	LA

B1

T,A1,23
	A5
	
	IWE 5
	Teacher rubric

	Demonstrate ability to operate electronic typewriter; includes stored paragraphs, letters, memos, tables, two-page report, forms, file folder labels, and envelope
	NBEA-C

#III
	R4.6

W4.3
	
	A2
	
	IWE 4
	Teacher rubric

	Demonstrate ability to file alphabetically, numerically, geographically, and by subject on expert level
	NBEA-CD

#III
	R4.6
	
	A2
	
	IWE 4
	Teacher and self
assessment

	Use the Internet to research a topic of interest to the student (chosen from teacher list); create written report, create oral presentation to accompany electronic presentation; present to class
	NBEA-C

#III
	R4.1,4.4,4.6,

W4.1,4.24.3,4.4,

4.6
	LA

A1,2,3,4,5,7

C1,2,3,4

D1c,d

D3,4
	A2

B1,2,3
	
	IWE 4,5
	Teacher rubric

	Demonstrate the ability to update and manage a basic web site.
	NBEA # V, VI
	
	Tech., A(1-5), B(1-3), C(1-3),D(1-3),

E(1-7)
	A2

B1,2,3
	
	
	Teacher, self assessment, and rubric

	Demonstrate knowledge of transferring digital photos and manipulate them.
	NBEA # V, VI
	
	Tech., A(1-5), B(1-3), C(1-3),D(1-3),

E(1-7)
	A2

B1,2,3
	
	
	Teacher, self assessment, and rubric


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


Microsoft Office 2003 Expert Certification; Paradigm Publishing

Computer Literacy Basics; Thomson Course Technology


Various business-related Web Sites (constantly changing)

Macromedia Dreamweaver 8; Thomson Course Technology

State Standards: 
Content Standards for Alaska Students


Performance Standards for Alaska Students


Employability Standards for Alaska Students

Cultural Standards for Alaska Students

http://www.eed.state.ak.us/qschools/standards.html
All Aspects of Industry 


The Institute for Workforce Education (IWE)

 http://faculty.cmsu.edu/iwe/resources.html
Occupations Skills/Standards: 
National Business Education Association 

http://nbea.org/curriculum/s_career.html

http://www.microsoft.com/learning/mcp/officespecialist/requirements.asp
http://www.nbea.org/curriculum/s_info.html

http://www.ic3.co.nz/what_skills.htm
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