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PURPOSE: This course is designed to provide a basic overview of current
busi ness and information systenms. Enphasis is placed on devel opi ng
proficiency with touch keyboardi ng and fundanental word processing
applications.

I nstructional experiences provided in this course do not necessarily
prepare students for specific occupations.

LABORATORY ACTI VI TI ES: Laboratory activities are an integral part of
this course and include the use of conputers and peripheral equipnent.

Fut ure Busi ness Leaders of Anerica (Secondary), Phi Beta Lanbda

(Post secondary), and Busi ness Professionals of Arerica (BPA) are the
appropriate Career and Technical Student O ganizations (CTSO for
providing | 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

VWhen a secondary student with a disability is enrolled in a vocationa
class with nodifications to the curriculumframework, 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 other 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 prent. Instructional strategies nmust also incorporate the
met hods to i nprove students’ personal qualities and hi gh-order thinking
skills.

Equi pnent List: A generic equipnent list is available for this program

| NTENDED OQUTCOMVES: After conmpleting the foll owi ng conpetencies, the
student will be able to:

01.0 Denonstrate know edge, skill, and application of information
systens to acconplish job objectives and enhance workpl ace
performance. Apply ergononic principles applicable to the
configuration of computer workstations. [Student Performance
St andards: 01.01, 01.02, 01.05.]

02.0 Use technology to apply and enhance conmmunication skills in

techni cal reading, witing, speaking, |istening, and view ng.
[ Student Perfornmance Standards: 02.01, 02.02, 02.03, 02.04,
02. 05.]

03.0 Use technology to apply and enhance conmmunication skills in
technical reading, witing. [Student Performance Standards:
03.01, 03.02, 3.04, 03.06.]

04.0 Devel op an awar eness of nmanagenent functions and organi zati ona
structures as they relate to today’ s workpl ace and
enpl oyer/ enpl oyee roles. Denonstrate initiative, courtesy,
| oyalty, honesty, cooperation and punctuality as a team nmenber.

[ Student Perfornmance Standards: 04.01, 04.02, 04.03.]

05.0 Practice quality performance in the |earning environment and the
wor kpl ace. [ Student Performance Standards: 05.01, 05.02.]

06.0 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.

[ Student Perfornmance Standards: 06.01, 06.02, 06.03.]

09.0 Incorporate know edge gai ned fromindi vidual assessnent and
job/ career exploration to design an individual career plan that
reflects the transition fromschool to work, |ifelong |earning,
and personal and professional goals. Experience work-based
| ear ni ng though job shadowi ng, nentoring, e-coaching, etc.

[ Student Perfornmance Standards: 11.01, 11.02, 11.03, 11.04.]

10.0 Denpnstrate personal and interpersonal skills appropriate for the
wor kpl ace. [ Student Performance Standards: 10.01, 10.02, 10.03.]

11.0 Performoffice functions and responsibilities to acconplish job
obj ectives and enhance workpl ace performance. [ Student
Performance Standards: 1.01, 11.02.]
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COURSE DESCRI PTI ON:

This course is designed to provide a basic overview of current business and
i nformati on systens. Enphasis is placed on devel opi ng proficiency with touch
keyboardi ng and fundanental word processing applications.

| NFORVATI ON SYSTEMS

01.0 DEMONSTRATE KNOW.EDGE, SKILL, AND APPLI CATI ON OF | NFORVATI ON SYSTEMS TO
ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE. APPLY
ERGONOM C PRI NCI PLES APPLI CABLE TO THE CONFI GURATI ON OF COVPUTER
WORKSTATI ONS—he student will be able to

01.01 Devel op proficiency with touch keyboarding skills to enter and
mani pul ate text and data. LA.B.1.4.3

01.02 Use current and energi ng conputer technol ogy and software to
perform personal and business related tasks. LA.B.2.4.4

01.05 Denonstrate basic file managenent skills using manual and
el ectroni c systens.

WORKPLACE COMMUNI CATI ONS
02.0 USE TECHNOLOGY TO ENHANCE THE EFFECTI VENESS OF COMMUNI CATI ON SKILLS I N

TECHNI CAL READI NG, WRI TI NG, SPEAKI NG LI STENI NG AND VI EW NG—The st udent
wll be able to:

02.01 Sel ect and use appropriate nodes of communication for specific job
and work situations. LA. B.2.4.4

02.02 Organi ze ideas and comuni cate oral and witten nessages
appropriate to listeners and situations in workplace and busi ness
environnents. LA B.2.4.2

02.03 Use listening, speaking, and nonverbal skills and strategies to
conmuni cate effectively with supervisors, co-workers, and
custoners. LA.C1.4.1, LAC3.4.1, HE3.4.1

02.04 Select and use standard witten business comunication fornmats.
LA B 1.4.1, LA B.1.4.3

02. 05 Use professional business vocabul ary appropriate for entry-Ievel
jobs in business environments. LA.A 1.4.3

03.0 USE TECHNOLOGY TO APPLY AND ENHANCE COVMUNI CATI ON SKI LLS I N TECHN CAL
READI NG WRI TI NG The student will be able to:

03.01 Select and use word processing software and acconpanyi ng features
to enhance witten business conmunications. LA B 1.4.1

03.02 Use the witing process to create/edit business docunents
appropriate to the subject matter, purpose, and audi ence.
LA B 1.4.1, LAB1.4.2, LAB1.4.3

03.06 Respond to and utilize information derived fromnultiple sources



(e.g., witten docunents, instructions, e-mail, voice mail) to
sol ve business probl enms and conpl et e busi ness tasks.

MANAGEMENT

04.0

DEVELOP AN AWARENESS OF MANAGEMENT FUNCTI ONS AND ORGANI ZATI ONAL
STRUCTURES AS THEY RELATE TO TODAY' S WORKPLACE AND EMPLOYER/ EMPLOYEE
ROLES. DEMONSTRATE I NI TI ATI VE, COURTESY, LOYALTY, HONESTY, COOPERATI ON
AND PUNCTUALITY AS A TEAM MEMBER—he student will be able to:

04.01 Explore, design, inplenment, and eval uate organi zati onal structures
and cul tures for nmanagi ng project teans.

04. 02 Expl ore and denonstrate an awareness of current trends in business
and the enployee's role in maintaining productive business
environnents in today's global workpl ace.

04.03 Col |l aborate with individuals and teans to conpl ete tasks and sol ve
busi ness-rel ated probl ens and denonstrate initiative, courtesy,
| oyalty, honesty, cooperation, and punctuality as a team nenber.

CURRENT TRENDS/ | SSUES | N THE WORKPLACE

05.0 PRACTICE QUALITY PERFORVANCE | N THE LEARNI NG ENVI RONMENT AND THE
WORKPLACE—he student will be able to:
05. 01 Assess personal performance and identify and inplenent strategies
for inprovenent (e.g., organizational skills, note
taki ng/outlini ng, advance organi zers, reasoning skills, problem
sol ving and deci si on-maki ng skills).
05.02 Develop criteria for assessing products and processes that
i ncorporate effective business practices (e.g., tinme managenent,
productivity, total quality nanagenent).
MANAGEMVENT
06. 0 | NCORPORATE APPROPRI ATE LEADERSH P AND SUPERVI SI ON TECHNI QUES, CUSTOVER

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:

06. 01 Denonstrate an awareness of quality service and the personal and
prof essi onal standards required to establish an effective service-
based culture in the workplace, business, or |earning environment.

06. 02 Anal yze managerial skills necessary for maintaining a high quality
wor k envi ronment in business settings.

06. 03 Fol |l ow accepted rules, regulations, policies, and workpl ace
safety.

JOB READI NESS AND CAREER DEVELOPNMENT

09.0

| NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS—Fhe student will be able to:

09.01 Analyze personal skills and aptitudes in conparison with various
busi ness rel ated job and career options.

09. 02 Use career resources to develop an information base that reflects
| ocal and gl obal business rel ated occupations and opportunities
for continuing educati on and wor kpl ace experi ence.

09. 03 Denonstrate job-seeking skills required for entry-Ilevel enploynent



(e.g., resume, application, interview, followup.) LA C3.4.4

09.04 Design, initiate, refine, and inplenent a plan to facilitate
personal growth and skill devel opnent related to anticipated job
requi renents and career expectations.

HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS

10. 0 DEMONSTRATE HUMAN RELATI ONS/ | NTERPERSONAL SKI LLS APPROPRI ATE FOR THE
WORKPLACE—he student will be able to:

10. 01 Accept constructive criticism SS.B.1.4.5

10. 02 Apply appropriate strategies to manage conflict in work
situations. LA D 1.4.2, SS.B.1.4.5, HE.B. 3.4.5

10. 03 Denpnstrate personal and interpersonal skills appropriate for the
wor kpl ace (e.g., responsibility, dependability, punctuality,
integrity, positive attitude, initiative, and respect for self and
ot hers, professional dress, etc.).

ADM NI STRATI VE OFFI CE PROCEDURES
11.0 PERFORM COFFI CE FUNCTI ONS AND RESPONSI BI LI TI ES TO ACCOWPLI SH JOB

OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

11. 01 Perform busi ness tasks (e.g., filing and records managenent,
schedul i ng, reprographics, mail handling).

11. 02 Denopnstrate know edge of ethical behavior in a business
environnent (e.g., confidentiality of information, enployee right
to know, hiring practices, plagiarism copyright violations,
sexual harassment, m ssion statenent, code of ethics, etc.).

NOTE: This course along with Conmputer and Business Skills is equival ent
to Business Systens and Technology 1. Students should conplete this
course before enrolling in Conputer and Business Skills.



