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Small Business Management
Course Outline

	
	
	Classroom

	1
	General Orientation
	50

	
	· Personal Portfolio (on going)

· Dress for success

· Employment skills and standards
· Professionalism, attitudes, values, and work ethics
· Interpersonal relations and communication
· Time management
· Safety on the job
	

	2
	The Role of Small Business in the Economy
	30

	
	· Our entrepreneurial heritage

· Economic forces
	

	3
	What It Takes To Become an Entrepreneur
	90

	
	· Your potential as an entrepreneur
· Business communication and psychology
· Customer service
· Math for entrepreneurs
· Decision skills
	

	4
	Creating a Small Business
	100

	
	· Selecting the field
· Types of business ownership
· The business plan – an overview
· Financing the business/establishing credit.
· Market analysis
· Marketing mix
· Legal requirements

· Equipment, supplies, and inventory
· Site selection

· Physical layout

· Protecting the business
· Operating and staffing

· Promoting the business

· Record keeping
	


	
	
	Classroom

	5
	Managing and Expanding a Small Business
	90

	
	· Managing the operation

· Purchasing, inventory, and production management

· Human resource management

· Financial management

· Computers in small business

· Marketing management

· Social and ethical responsibility

· Making the business grow
	

	
	Classroom
	360

	
	TOTAL COURSE HOURS
	360
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