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MAJOR CONCEPTS/ CONTENT: This course is designed to provide instruction
i n keyboardi ng for business applications. These conpetencies provide
the skills necessary to ensure increased productivity and efficient
utilization of equipnent.

LABORATORY ACTI VITIES: Laboratory activities are an essential part of
this course. This course has been designed as a hands-on class. It is
essential that technol ogy, specifically conputers and software, be nade
avail able to students in this course.

SPECI AL NOTE: Activities including field trips and the use of guest
presenters fromthe business conmunity are appropriate for this course.

| NTENDED OQUTCOVES: After successfully conpleting this course, the
student will be able to:

01.0 Devel op keyboarding skills utilizing current technol ogy.
02.0 Apply keyboarding skills utilizing current technol ogy.
03.0 Expl ore busi ness career opportunities.



July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Program Titl e: Busi ness Keyboar di ng
Secondary Nunber: 8200110
Post secondary Nunber:

01.0 DEVELOP KEYBOARDI NG SKI LLS UTI LI ZI NG CURRENT TECHNOLOGY- - The st udent
wll be able to:

01.01 Denonstrate proper keyboarding techniques. LA C 1.1
01.02 Denonstrate keyboardi ng skills necessary for increased
productivity. LA C 1.1, LAC1.3.1, LAB2.3.4

02.0 APPLY KEYBQARDI NG SKI LLS UTI LI ZI NG CURRENT TECHNOLOGY- - The student wil |
be able to:

02.01 Perform word processing activities. LA A 2.3.5 LA C1. 3.1,
LA.D 2

02.02 Key activities relating to cultural diversity.

02. 03 Apply keyboarding skills to interdisciplinary activities.
LA.B.2.3.4, LA B.2.3.4

03.0 EXPLORE BUSI NESS CAREER OPPORTUNI Tl ES--The student will be able to:

03.01 Resear ch busi ness careers.LA. B. 1.3
03.02 Apply problemsolving skills to the research of business
careers. LA.A 1.3, LA A 2.3,



