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Business Careers

Course Description

1.
Course Title:

Business Careers
2. CBEDs Title:

Information Processing
3. Job Titles:

Refer to Labor Market Survey

4.
Course Description:       This course can be taught as a one-year or two-year course.  Students have the opportunity to enroll in a series of computer classes leading to certificates of completion, verifying competencies, or single computer courses designed for entry-level employment or expanding their general office skills.   Classes offered include the following: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Publisher, Windows, QuickBooks Pro, Web Page Applications, Business Basics, Business Skills, FileMaker Pro, Keyboarding, Marketing, Sales Skills, Entrepreneurship, and other appropriate software.  


NOTE:  High School Regional Occupational Centers and Programs may operate this course in two parts. (Two-year course), as Entry Computer Applications and Advance Computer Applications.  Computer Applications – Business Information Processing I and II are included courses in the Business Pathway that is available to students within the school district.
5. Course Prerequisites:
Interest in computer course designed for entry-level positions or expanding their general office skills.
High School Prerequisites:

Entry Computer Applications:  Students who enroll in the first year (Grade level 10-12) of Computer Applications I – Business Information Processing should have completed a minimum of one semester of Business Technology/Keyboarding.  This course is a required core class for all students entering the Business Pathway.

Advance Computer Applications:  Business Technology/Keyboarding and Entry Computer Applications.  Students enrolling in the second year (Grade level 11-12) of Advance Computer Applications – Business Information Processing should have completed year 1 of Entry Computer Applications – Business Information Processing or have special permission of the instructor.

6. Course Hours:   1,082 Classroom and 96 Community Classroom/Cooperative Vocational Education = 1,178 total.



7. Course Dates:
Reviewed January 27, 2010
8. Course Outline:


A. Career Preparation Standards/SCANS:

All work site learning methodologies including Community Classroom and Cooperative Vocational Education will be utilized when appropriate.

· Students will understand how personal skill development affects their employability.  They will exhibit positive attitudes, self confidence, honesty, perseverance, self discipline, and personal hygiene.  They will manage time and balance priorities as well as demonstrate a capacity for lifelong learning.

· Students will understand key concepts in group dynamics, conflict resolution, and negotiation.  They will work cooperatively, share responsibilities, accept supervision, and assume leadership roles.  They will demonstrate cooperative working relationships across gender and cultural groups.

· Students will exhibit critical thinking skills, logical reasoning, and problem solving.  They will apply numerical estimation, measurement, and calculation, as appropriate.  They will recognize problem situations; identify, locate and organize needed information or data; and propose, evaluate, and select from alternative solutions.

· Students will understand principles of effective communication.  They will communicate both orally and in writing.  They will listen attentively and follow instructions, requesting clarification or additional information as needed.

· Students will understand occupational safety issues including the avoidance of physical hazards in the work environment.  They will operate equipment safely so as not to endanger themselves or others.  They will demonstrate proper handling of hazardous materials.

· Students will understand career paths and strategies for obtaining employment within their chosen fields.  They will assume responsibility for professional growth.  They will understand and promote the role of their field within a productive society, including the purposes of professional organizations.

· Students will understand and adapt to changing technology by identifying, learning, and applying new skills to improve job performance.  They will effectively employ technologies relevant to their fields.

· Students will understand complex inter-relationships of systems.

· Students will understand systems – know how social, organizational, and technological systems work and operate effectively with them.

· Students will monitor and correct performance – distinguish trends, predict impacts on system operations, diagnose systems’ performance and correct malfunctions.

· Students will improve or design systems – suggest modifications to existing systems and develop new or alternative systems to improve performance.

· Students will understand all aspects of the industry including: planning, management, and finance; technical and production skills; underlying principles of technology; labor, community, health, and environmental issues.

B. Content Area Skills:

Entry-level business and computer skills or expand business and computer skills for job advancement.

C. Expected Student Proficiencies:  
Students will be able to apply learned business and computer skills for entry-level employment.  Skills include entry-level competencies in:
· Informational and database management

· Keyboarding

· Email

· Internet search

· Online collaboration

· Basic office skills (i.e. communication, organizational, critical thinking)
Software applications include but not limited to: 
· Microsoft Word

· Microsoft Excel

· Microsoft Access

· Microsoft PowerPoint

· Microsoft Publisher

· Windows, Outlook/Exchange

· M/S Office 2007

· QuickBooks Pro

· Web Page Applications
· FileMaker Pro

· Data Entry 10 key
D.
Hours of Instruction:  Depending on class taken, class may be an 8-week or semester long course. High school course outline instructional units are taught as a two-year course. Hours may vary based on the nature of the program offered

see course outline for breakdown of instructional hours.

E.
Industry/Licensing:  N/A
9. Additional Recommended/Optional Items:

A. Articulation:  Classes may be articulated with San Joaquin Delta Community College, Humphreys College, Modesto Junior College and others
B.
Academic Credit:   (Elective Credit) Students may receive high school or community college credit.

C.
Instructional Strategies:  Instructor will utilize a variety of strategies geared toward the individual’s learning style, such as:
· Handouts

· Overheads

· Demonstrations

· Multimedia

· Team-building exercises

· Self-directed

· Cooperative

· Collaborative learning

· Peer Teaching

D.
Evaluation:  Student/Teacher Assessments
E.
Instructional Materials:  
Instructional materials listed below and not limited to:

Publisher 2007, Excell 2007, Word 2007, Powerpoint 2007 – Complete Series, by Gary Shelley & Thomas Cashman – Published by Course Technology – Thompson Learning (Shelly/Cashman series) Copyright 2008.
DDC Learning Microsoft Office 2007 – ISB N: 078-0-13-363944-5

Course Technology Illustrated Series Microsoft Office 2007 Windows XP Edition ISBN: 078-1-4188-6047-9

Microsoft Office XP, Windows XP Edition Introductory Course

Beskeen/Duffy/Friedrichsen/Reding - Published by Thomson Course Technology, copyright 2003.

Microsoft Office XP, Windows XP Edition Second Course
Beskeen/Duffy/Friedrichsen/Reding/Wermers - Published by Thomson Course Technology, copyright 2002.

Mastering and Using Microsoft FrontPage 2000
Napier/Judd - Published by South-Western, copyright 2000.

Learning Microsoft Office 2003 Deluxe - Suzanne Weixel, Jennifer Fulton, Faithe Wempen, Nancy Stevenson, Pearson-Prentice Hall-DDC
BUSN 2nd Edition.  Kelly and McGowen.  South-Western College Pub. 2009 ISSBN 03245882.
Office Skills Third Edition
Barrett, Kimbrell, Odgers, Thomson South-Western

FrontPage 2000 or 2003 Complete & Publisher 2000 or 2003 Complete
Course Technology – Thompson Learning /Gary Shelley & Thomas Cashman

Labyrinth Publication’s Books

Microsoft Word 2000 & 2003 Expert, Microsoft Excel 2000 & 2003 Expert, Microsoft Access 2007, 2000 & 2003 Essentials”, Microsoft PowerPoint 2000 &2003 Essentials”, Microsoft Office 2000 &2003 Essentials all by Brian Favro

Data Entry Activities for the Microprocessor

South-Western Educational Publishing, 3rd Edition

QuickBooks Pro 2000

Prentice Hall, by Janet Horne

School Edition of Microsoft Office 2003: Introductory Concepts and Techniques (1-488-5967-2)

Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat, Thomson Course Technology, Boston, MA

Microsoft Office 2003 Brief Illustrated, Microsoft Windows XP Edition (1-4188-6040-9), Marjorie Hunt, Michael Halvorson, Thomson Course Technology, Boston, MA

New Perspectives on Microsoft Office 2003, First Course, Premium Edition (1-4188-6076-X), Shaffer, Carey, Finnegan, Adamski, Ageloff, Zimmerman, Thomson Course Technology, Boston, MA

Microsoft Office 2003-Illustrated Introductory, Second Edition (0-619-26840-9), Beskeen, Cram, Duffy, Friedrichsen, Reding, Thomson Course Technology, Boston MA

Microsoft Office 2003: Advanced Course (0-619-18346-2), Sandra Cable, CEP Inc., Connie Morrison, Thomson Course Technology, Boston, MA

Microsoft Office 2003: Post-Advanced Concepts and Techniques (0-619-20027-8), Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat, Thomson Course Technology, Boston, MA

Microsoft Office 2003: Advanced Concepts and Techniques (0-619-20025-01), Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat, Thomson Course Technology, Boston, MA

Activities Workbook for Microsoft Office 2003: Introductory Course (0-619-18342-X), Pasewark and Paewark, Thomson Course Technology, Boston, MA

Activities Workbook for Microsoft Office 2003: Advanced Course (0-619-18348-9), Sandra Cable, CEP Inc., Connie Morrison, Thomson Course Technology, Boston, MA

Microsoft Office 2003 Illustrated Projects-High School Binder (0-619-27329-1), Carol M. Cram, Thomson Course Technology, Boston, MA

Desktop Publishing-Illustrated Projects (0-619-11046-5), Carol M. Cram, Thomson Course Technology, Boston, MA

Desktop Publishing BASICS (0-619-05536-07), Suzanne Weixel, Thomson Course Technology, Boston, MA

Multimedia BASICS (0-619-05535-9), Weixel, Fulton, Barksdale, Morse, Morse, Thomson Course Technology, Boston, MA

Adobe InDesign CS2 BASICS (0-619-26714-3), Joshua Humphreys, E. Turner, Thomson Course Technology, Boston, MA

Adobe InDesign CS2, Photoshop CS2, and Illustrator CS2, Revealed, Deluxe Education Edition (1-4188-3970-1), Chris Botello, Elizabeth Eisner Reding

Adobe PageMaker 7.0-Illustrated (0-619-10956-4) Kevin G. Proot, Thomson Course Technology, Boston, MA

Adobe PageMaker 7.0 BASICS (0-619-05995-8) Rick Braveheart, Thomson Course Technology, Boston, MA

Office Skills-Text, 3rd Edition (0538434856), Charles Barrett, Grady Kimbrell, Pattie Odgers, Thomson, Boston MA

Fundamentals of Accounting Course 1-Chapters 1-17 7th Edition, (0538727306), Kenton E. Ross, Claudia B. Gilbertson, Mark W. Lehman, Robert D. Hanson, Thomson, Boston, MA

Fundamentals of Accounting Course 2-Chapters 18-26 7th Edition (0538727314), Kenton E. Ross, Claudia B. Gilbertson,  Mark W. Lehman, Robert D. Hanson, Thomson Course Technology, Boston, MA

Fundamentals of Accounting-Course 1 (with Student CD-ROM) 8th Edition (0538728086), Claudia B. Gilbertson, Mark W. Lehmam

Fundamentals of Accounty-Course 2 8th Edition (with CD-ROM) (0538728167), Claudia B. Gilbertson, Mark W. Lehman, Thomson, Boston, MA

Century 21( Computer Applications and Keyboarding: Comprehensive 8th Edition, Lessons 1-     150,(0538439467), Jack P. Hoggatt, Jon A. Shank, Ed. D., Thomson, Boston, MA

CheckPro Window Site License/User Guide for Century ( Computer Applications and Keyboarding: Comprehensive 8th Edition, Lessons 1-150 (0538440392), Jack P. Hoggatt, Jon A. Shank, Ed. D., Thomson, Boston, MA

MicroPace Pro Site License Program Disk for College Keyboarding 2nd Edition (0538717041), ElVon Warner, Thomson, Boston, MA

KeyChamp, Text/CD Package 2nd Edition (0538433906), Walter M. Sharp, Anthony A. Olinzock, Otto Santos, Jr., Thomson, Boston, MA

A Guide to Microsoft( Office 2003 (1-58003-077-7), Beth Brown, Elaine Malfas, and Jan Marrelli, Lawrenceville Press, Pennington, NJ

F.
Certificates:  Student will receive certificate upon completion of course work.  At the conclusion of this course, the instructor may/should encourage the student to take the Microsoft Office Specialist (MOS) certifications, which are available from community or business colleges.
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