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Standards: 
1. Demonstrate interpersonal, teamwork, and leadership skills. 
2. Select and apply the tools of business technology as they relate to personal and 

business life. 
3. Communicate effectively as writers, listeners, and speakers in social and business 

settings. 
4. Understand each business area and the interrelationship between the areas. 
5. Function as an economically literate citizen through the development of personal 

consumer skills. 
6. Understand the nature of laws effecting business and personal life. 
7. Develop an awareness of career opportunities and life-long learning skills to enable 

employability in a variety of business careers. 
 
Course Benchmarks: 
1. Integrate all forms of communication in the successful pursuit of a career.  

(V, G, MCGF, L, C) 
2. Communicate in a clear, courteous, concise, and correct manner on personal and 

professional levels.  (V, G, MCGF, L, C) 
3. Apply basic social communication skills in personal and professional situations.  

(V, MCGF, L, C) 
4. Relate the importance of lifelong learning to career success.  

(H, V, G, MCGF, L, C, T) 
5. Develop strategies to make an effective transition from school to work.  

(H, V, MCGF, L, C, T) 
6.  Demonstrate a good understanding of the major operating systems.  

(H, V, MCGF, L, T) 
 
**************************************************************************************************** 
Office Essentials 
 
1. Demonstrate interpersonal, teamwork, and leadership skills. 

3:  Apply basic social communication skills in personal and professional situations. 
(V, MCGF, L, C) 
3. A. Describe how the workplace environment influences behavior. 
3. B. Practice appropriate interpersonal skills for working with and for others. 
3. C. Develop skills to give/receive constructive criticism. 
3. D. Display a positive attitude in personal and professional situations. 

 
2. Select and apply the tools of business technology as they relate to personal 

and business life. 
6:  Demonstrate a good understanding of the major operating systems.  

(H, V, MCGF, L, T) 
6. A. Successfully operate a multimedia computer system with related 

peripheral devices. 
6. B. Use office application software tools. 
6. C. Use terminology related to computers and technology appropriately in 

written and oral communications. 



 
3. Communicate effectively as writers, listeners, and speakers in social and 

business settings. 
1:  Integrate all forms of communication in the successful pursuit of a career. 

 (V, G, MCGF, L, C) 
1. A. Identify community business people and learn about career opportunities. 
1. B. Select and implement resources available for projecting career 

opportunities and trends. 
1. C. Prepare documents related to career exploration using a variety of 

technological resources. 
1. D. Prepare a career portfolio that includes career research materials, a cover 

letter, a resume, personal information, and work samples. 
1. E. Experience work opportunities in one or more career clusters. 

 
2:  Communicate in a clear, courteous, concise, and correct manner on personal and 

professional levels. (V, G, MCGF, L, C) 
2. A. Organize thoughts to reflect logical thinking before speaking. 
2. B. Express opinions and discuss issues positively and tactfully. 
2. C. Produce and interpret technical writing samples. 
2. D. Function as a team member to identify and solve problems inherent in a 

project. 
 
4. Understand each business area and the interrelationship between the areas. 

5:  Develop strategies to make an effective transition from school to work.  
(H, V, MCGF, L, C, T) 
5. A. Illustrate how personal qualities transfer from school to the workplace. 
5. B. State ways in which honesty and integrity of co-workers affect work 

performance. 
5. C. Apply team skills in a business environment. 
5. D. Discuss the impact of time management practices on professional image 

and job retention. 
5. E. Operate electron message technologies which include fax machines, 

internet, voice mail, and e-mail. 
 
7. Develop an awareness of career opportunities and life-long learning skills to 

enable employability in a variety of business careers.  
4:  Relate the importance of lifelong learning to career success.  

(H, V, G, MCGF, L, C, T) 
4. A. Write a formal application letter, resume, and follow-up letter for job 

opportunities. 
4. B. Interpret business correspondence, professional articles, and supporting 

graphic materials. 
4. C. Discuss the importance of correct spelling, grammar, word usage, 

mechanics, and legible writing. 
4. D. Research, analyze, and prepare collaboratively a written response to a 

complex business project. 
 
*Coding for Infusion Topics covered in curriculum: 
 Higher Order Thinking Skills (H), Vocational/Career Education (V), Global Education (G), 

Multi-Cultural/Gender Fair (MCGF), Learning Skills (L), Communication Skills (C), 
Technology (T) 


