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PURPOSE: This course is designed to provide students with additiona
conpetenci es in a Business Technol ogy Education programthat will
enhance students’ opportunities for enploynment in the occupation chosen
by the student.

The content is prescribed by the instructor based upon the individua
student’ s assessed needs for the directed study.

LABORATORY ACTIVITIES: A workstation is provided as required to support
the training activities of the student.

SPECI AL NOTES Fut ure Busi ness Leaders of America (Secondary, Phi Beta
Lanbda (Postsecondary), and Busi ness Professionals of America (BPA) are
t he appropriate Career and Techni cal Student Organizations (CTSO for
provi ding | eadership training and for reinforcing specific career and
technical skills. Career and Technical Student Organizations, when
provi ded, shall be an integral part of the career and technica
instructional program and the activities of such organizations are
defined as part of the curriculumin accordance with Rul e 6A-6.065, FAC

This course may be taken only by a student who has conpleted or is
concurrently conpleting a specific secondary job preparatory program or
occupational conpletion point for additional study in this program A
student may earn nmultiple credits in this course.

The sel ected intended outcones and student performance standards which
the student nust naster to earn credit nust be outlined in an
i nstructional plan devel oped by the instructor

The student enrolled in this course nmust be reported using the Course

Code Directory program nunber for the specific occupational conpletion
poi nt .
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VWhen a secondary student with a disability is enrolled in a vocationa
class with nodifications to the curriculumframewrk, the particular

out comes and student performance standards which the student nust master
to earn credit nmust be specified on an individual basis. The job or
jobs for which the student is being trained should be reflected in the
student's desired postschool outcone statenent on the Transition

I ndi vi dual Educational Plan(Transition |IEP)

SCANS Conpetencies: Instructional strategies for this program nust

i ncl ude nmet hods that require students to identify, organize, and use
resources appropriately; to work with each ot her cooperatively and
productively; to acquire and use information; to understand soci al
organi zati onal, and technol ogi cal systens; and to work with a variety of
tool s and equi pment. Instructional strategies nmust also incorporate the
met hods to i nprove students’ personal qualities and hi gh-order thinking
skills.

Equi pnrent List: A generic equipment list is available for this program

| NTENDED OQUTCOVES: After conpleting the foll ow ng conpetencies, the
student will be able to:

03.0 Use technology to enhance the effectiveness of comunications in
order to acconplish job objectives and enhance workpl ace
per f or mance.

04.0 Use information to acconplish job objectives and enhance workpl ace
per f or mance.

07.0 Practice quality performance in the |earning environment and the
wor kpl ace

08.0 Incorporate appropriate |eadership and supervision techniques,
customer service strategies, and standards of personal ethics to
acconpl i sh job objectives and enhance workpl ace performance.

09.0 Apply mathenmatical operations and processes as well as financi al
pl anni ng strategies to comonly occurring situations in the
wor kpl ace to acconplish job objectives and enhance workpl ace
per f or mance.

20.0 Participate in work-based | earni ng experiences.
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WORKPLACE COMMUNI CATI ONS

03.0 USE TECHNOLOGY TO ENHANCE THE EFFECTI VENESS OF COVMUNI CATI ONS | N ORDER
TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—The
student will be able to:

03.04 Revise and edit business-rel ated docunents to ensure correct
grammar, spelling, punctuation, and format.

03.32 Apply the witing process to the creation of business-rel ated
docunents appropriate for the chosen occupation foll ow ng
desi gnat ed busi ness formats.

04.0 USE | NFORVATI ON TO ACCOWVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE
PERFORMANCE—he student will be able to:

04.03 Respond to and utilize information derived fromnultiple sources
(e.g., witten docunents, instructions, e-mail) to solve business
probl enrs and conpl et e busi ness tasks.

MANAGEMENT

07.0 PRACTI CE QUALI TY PERFORVANCE | N THE LEARNI NG ENVI RONVENT AND THE
WORKPLACE—he student will be able to:

07.13 Denonstrate job performance skills in the chosen occupati on.
07.14 Denonstrate increasingly higher levels of productivity in the
chosen occupati on.

08.0 | NCORPORATE APPROPRI ATE LEADERSHI P AND SUPERVI SI ON TECHNI QUES, CUSTOMVER
SERVI CE STRATEGQ ES, AND STANDARDS OF PERSONAL ETHI CS TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

08. 14 Fol |l ow accepted rules, regulations, policies, and workpl ace
safety.

COVPUTATI ON AND FI NANCE

09.0 APPLY MATHENMATI CAL OPERATI ONS AND PROCESSES AS WELL AS FI NANCI AL
PLANNI NG STRATEG ES TO COMWONLY OCCURRI NG SI TUATI ONS | N THE WORKPLACE TO
ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—he st udent
wll be able to:

09. 21 Apply appropriate mathemati cal processes to sol ve probl ens
encountered in the chosen occupation.

WORK- BASED LEARNI NG
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20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.53 Participate in work-based | earni ng experiences appropriate to the
chosen occupati on.

20.54 Di scuss organi zati onal networks or charts appropriate to the
chosen occupati on and descri be the rel ati onshi ps between positions
and responsibilities.

28



