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Business Careers

Course Outline

	
	
	Year 1
	Year 2

	
	
	Classroom
	CC CVE
	Classroom
	CC  CVE

	1
	Work Place Environment
	40
	
	40
	

	
	Fundamentals of Using Personal Computer/Windows

· Operating System
· Leadership

· Team Building

· Problem Solving

· “Power vs. Authority”

· Employee Motivation

· Time Management

· Customer Service

· Handling Employee Misconduct

· Assignments and Follow Up

· Scheduling

· Organization Skills

· Human Relationships

· Career Planning

· Business and Workplace Ethics

· Resource Management    
	
	
	
	

	2
	Business Basic
	40
	
	40
	

	
	Math
· Whole numbers
· Decimals
· Fraction percentage

· Calculation of interest rates
· Ratios
· Fundamentals of  formulas

Business Communications
· Basic-sentence structure
· Vocabulary
· Letter formatting
· Inter-office communication
· Message taking and delivery
· Office etiquette
· Listening
· Speaking
· E-mail
· Electronic communication etiquette (Netiquette)
Presentations
· The student will engage in group and individual presentation simulating practical and real life situations
	
	
	
	

	3
	Database Management
	12
	
	12
	

	
	· How to create a database template

· How to organize files and reports

· Creating mailing labels
· I.D. badges
· Business cards

· Developing inventory files

· Personnel records
	
	
	
	

	4
	Keyboarding
	40
	
	40
	

	
	· Finger Positions

· Touch Typing

· Keyboard Rows

· 10 Key Pad

· Number Row

· Typing Business Letters

· Ergonomics
	
	
	
	

	5
	Spreadsheet
	40
	
	40
	

	
	· How to create
· Save and exit a worksheet

· How to create and analyze formulas

· How to format the appearance of a worksheet

· How to use the built in functions of a worksheet

· How to work with multiple worksheets and workbooks

· How to use the automated features

· How to create and analyze charts and graphs
	
	
	
	


	
	
	Year 1
	Year 2

	
	
	Class room
	CC CVE
	Classroom
	CC CVE

	6
	Microsoft Office
	40
	
	40
	

	
	· Microsoft Basics (toolbars, menus, mouse actions, files, screen displays)

· Microsoft Word (word processing documents)

· Microsoft Excel (spreadsheets to analyze business and financial data)

· Microsoft Access (databases to organize information on a particular subject)

· Microsoft PowerPoint (multi-media presentation slide show)

· Microsoft Outlook (email, calendar, tasks, contacts)
	
	
	
	

	7
	Microsoft Publisher
	28
	
	28
	

	
	· Working with Wizards

· Changing a document, Framing, Sizing, Manipulating Text

· Editing, Borders, Patterns, Colors, Formatting and Importing 

· Clip Art 

· Design

· Publishing Layout

· Mail Merge
· Newsletter
	
	
	
	

	8
	Word-Processing
	40
	
	40
	

	
	· Entering and Editing Text

· Managing Word Documents

· Formatting

· Columns and Tables

· Color and Graphics

· Mail Merge
	
	
	
	

	9
	Desktop Publishing/Web Publishing
	12
	
	12
	

	
	· How to create flyers

· How to create brochures

· How to create forms, and newsletters

· How to format and edit design documents
	
	
	
	


	
	
	Year 1
	Year 2

	
	
	Classroom
	CC CVE
	Classroom
	CC CVE

	10
	QuickBooks
	24
	
	24
	

	
	· How to set up a new company                                                       

· Customize Invoices and Statements

· Time Tracking

· Manual Setup and Formatting

· Payroll Timesheets

· Purchase Orders
	
	
	
	

	11
	Office Environment
	225
	48
	225
	48

	
	· Your Place in the Modern Office

· Technical Skills and Knowledge

· Office Support Skills

· Communications and Problem-Solving Skills

· Employment Skills

· Career Goals

· Internet Awareness

· Office Equipment
	
	
	
	

	
	Total Hours
	541
	48
	541
	48

	
	TOTAL COURSE HOURS
	1178


*Classroom & CC/CVE hours may vary per course.
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