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CURRI CULUM FRANMEWDORK

Program Titl e: Mar ket i ng, Merchandi si ng, and Parts Operations

Qccupati onal Area: Mar ket i ng
Secondary PSAV

Pr ogr am Nunber s 8809100 MB812031

Cl P Nunber 0208. 120302 0208. 120302

G ade Level 9-12, 30, 31 30, 31

Lengt h 9 Credits 1350 Hours

Certification RETAILING @ G RETAILING @ G
MTG 1 @ MTG 1 @
TEACH CDE @ TEACH CDE @
VWHOLESAL @ G DI ST ED @

MKTG MGMI @ G

VWHOLESAL @ G
MKTG MGMI @ G

CTSO DECA DEX
Coop Met hod Yes Yes
Basic Skills
Mat h 9
Language 9
Readi ng 9

l. MAJOR CONCEPTS/ CONTENT: The purpose of this nine credit

to prepare students for enpl oynment
and service occupations such as sal esperson

stock clerk, billing clerk, bookkeeping,
cl erk, purchasing agent,

sal es,
speci al i st
speci al i st
manager .

The cont ent
mar ket i ng mat h,
fundanent al s,
pronoti on,
enpl oynent ,
operations,
syst ens,
sal es,

i nventory control

i ncl udes, but

communi cati ons,
sal es,
del ivery operations,
accounts recei vabl e and payabl e,
conponents and their functions,
i nventory control

is not limted to,
equi prent operations,
human rel ati ons,

custoner rel ations,

pur chasi ng,

in parts operations,

war ehouse operati ons,
cat al ogi ng,
aut onotive systens parts
and nmanagenent .

parts
and

programis
mar ket i ng,
delivery

ri sk managenent,
mar ket i ng and busi ness
adverti si ng,

obt ai ni ng and mai nt ai ni ng
billing
parts

sal es

Li sted bel ow are the twel ve courses that conprise this program

when of fered at

t he secondary | evel:

8809108 - Retail Essentials 1 cr/150 hrs
8809101 - Delivery Operations .5 ¢cr/75 hrs
8809102 - Warehousi ng Operati ons 1 cr/ 150 hrs
8809103 - Billing Operations .5 ¢cr/75 hrs
8809104 - Parts Accounting Operations 1 cr/ 150 hrs
8809107 — Cat al ogi ng Operations .5 ¢cr/75 hrs
8809109 - Parts Specialist 1 .5 ¢cr/75 hrs
8809110 - Parts Specialist 2 1 cr/ 150 hrs
8809111 — Parts Specialist 3 1 cr/ 150 hrs
8809105 - Inventory Control Operations .5 ¢cr/75 hrs
8809106 - Purchasi ng Operations .5 ¢cr/75 hrs
8809112 — Marketing Management Qperations 1 cr/ 150 hrs



After the conpletion of the program excluding Mrketing
Manageri al Qperations, and one year on the job, the student wll
be prepared to register for the Parts Specialist certification
exam nation sponsored by the National Institute for Autonotive
Service Excellence (ASE) for either Autonobile Parts Specialist or
Medi unf Heavy Truck Parts Specialist.

LABORATORY ACTI VITIES: Laboratory activities are an integral part
of this program For the | aboratory activities to be neani ngful
facilities nust be adequate for classroom sales and display
areas, |aboratory, and storage should be provided. Conputers and
a delivery vehicle are recomended for hands-on experiences.

SPECI AL NOTE: DECA, “An Associ ation of Marketing Students”
(secondary), and Delta Epsilon Chi, “An Association of Marketing
Students” (post secondary), are the appropriate career and
techni cal student organizations for providing | eadership training
and for reinforcing specific career and technical skills. Career
and Techni cal Student Organi zations, when provided, shall be an
integral part of the career and technical instructional program
and the activities of such organizations are defined as part of
the curriculumin accordance with Rule 6A-6.065 (8), FAC

Cooperative training (QJT), 8800410/ MB99990/0208.999CP, or Cui ded
Wor kpl ace- Lear ni ng, 8300430/ D886300/ 1098. 8630CP, are highly
recomended to use with this program as a work-based | earning
experience. Wien QJT is offered, each student is required to have
a training agreenent and a training plan, signed by the student,
par ent / guar di an, teacher/coordi nator, and enployer. The training
pl an shall include a diverse list of instructional objectives and
on-the-job and in-school |earning experiences. The workstation
shall reflect equipnent, skills, and tasks relevant to the
occupation the student has chosen as a career goal. The student
must receive conpensation for work perforned.

VWhen Cui ded Workpl ace-Learning is offered, the student is all owed
to work a maxi num of 450 hours and nust participate, with the
wor k- based | earning site supervisor, in a preplacenent conference.
A wor k-based | earning plan nmust be devel oped to include the

| earni ng obj ectives, nethods of |earning, activities/
responsibilities, tine required, provisions for supervision, and
met hod(s) of student evaluation. Students nust al so neet a

m ni mum of once per week for the purpose of related instruction
and devel opnental activities. Enployment nmay be either paid or
unpai d. (For additional information consult the Gui ded Workpl ace-
Lear ni ng franmework.)

It is highly recoomended that for every 20 students (or portion
thereof) enrolled in Marketing QJT and/or CGui ded Workpl ace-
Lear ni ng, the teacher/coordi nator be given a m ni num of one hour
of QJT-coordination rel ease tine per day for the purposes of
visiting students on the job and managi ng the cooperative nethod
of instruction.

The teacher/coordinator should visit each training site for the
pur pose of observation a m ni mum of once during each grading

peri od, preferably while the student is actually working. A second
contact each grading period for the purpose of evaluating the



student's progress in attaining the conpetencies listed in the
wor k- based | earning plan/training plan is highly recommended.

In accordance with Rul e 6A-10.040, FAC, the m ni num basic-skills
grade levels required for adult vocational students to exit this
program are: Mathematics 9.0, Language 9.0, Reading 9.0. These
grade-| evel nunbers correspond to grade-equi val ent scores obtai ned
on one of the state-designated basic-skills exam nations. |If a
student does not neet the basic-skills level required for

conpl etion of the program renedi ati on should be provided
concurrently through Vocational Preparatory Instruction (VPl).

Pl ease refer to the Rule for exenptions.

VWhen a secondary student with a disability is enrolled in a
vocational class with nodifications to the curricul um franework,
the particul ar outcomes and student performance standards that the
student nust master to earn credit nust be specified on an

i ndi vidual basis. The job or jobs for which the student is being
trained should be reflected in the student’s desired postschoo
outcone statenent on the Transition |Individual Educational Plan
(Transition | EP)

SCANS Conpetencies: Instructional strategies for this program nust
i ncl ude nmethods 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, organizational, and technol ogi cal systens; and to work
with a variety of tools and equipnment. Instructional strategies
must al so incorporate nmethods to i nprove students' persona
qualities, higher-order critical thinking skills, and problem
solving, technical, and literacy skills.

To be transferabl e statew de between institutions, this

program course nust have been reviewed, and a “transfer val ue”
assigned the curriculumcontent by the appropriate Statew de
Cour se Nunbering Systemdiscipline coomittee. This does not
preclude institutions from devel opi ng specific program or course
articulation agreenments with each ot her

VWen offered at the postsecondary adult vocational level, this
program may be offered in courses. Vocational credit shall be
awarded to the student on a transcript in accordance with Section
230.643 F. S

I V. | NTENDED OQUTCOMVES: After successfully conpleting appropriate
course(s) for each occupational conpletion point of this program
the student will be able to performthe foll ow ng:

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - A
SALES REPRESENTATI VE — Industry Title

01.0 Denonstrate risk managenment skills.

02.0 Denonstrate basic marketing math skills.

03.0 Denonstrate basic marketing equi pmrent operations.

04.0 Identify marketing and busi ness fundanental s.

05.0 Denobnstrate conmmuni cati on and human rel ations skills.

06.0 Denonstrate principles of advertising and sal es pronotion.
07.0 Denonstrate sales and custoner relation s techniques.

08.0 Denonstrate enployability skills.



OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - B
DRI VER/ SALES WORKERS- CES Code 97117

09.0 Denonstrate delivery operations skills.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - C
STOCK CLERKS - WAREHOUSE - OES Code 58023

10. 0 Denpnstrate warehouse operations.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - D
Bl LLI NG CLERK - OES Code 55344

11.0 Denpnstrate billing operations skills.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - E
BOCOKKEEPI NG, ACCOUNTI NG AND AUDI TI NG CLERK - CES Code 55338

12.0 Denpbnstrate accounts receivable skills.
13.0 Denpnstrate accounts payable skills.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - F
CLERK, PARTS - Industry Title

14.0 Research parts data and technical information.
15.0 Denpnstrate autonotive specialty parts sales skills.
16.0 Denpnstrate parts service skills.

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - G
PARTS SPECI ALI ST — Industry Title

17.0 ldentify parts systens, conmponents, and their functions.

18.0 Research autonotive systens parts.
19.0 Denpnstrate autonotive systens parts sal es.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - H
I NVENTORY CONTROL CLERK - DOT 222. 387-026

20.0 Denonstrate inventory control operations.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - |
PURCHASI NG AGENT — COES Code 21308A

21.0 Denonstrate purchasing operations skills.

OCCUPATI ONAL COWVPLETI ON PO NT - DATA CODE - J
FI RST- LI NE SUPERVI SORS AND MANAGER/ SUPERVI SORS- SALES AND RELATED
WORKERS - COES Code 41002

22.0 Denonstrate managenent and supervi sion techni ques.
23.0 Research career opportunities in the industry.



MARKETI NG, MERCHANDI SI NG, AND PARTS OPERATI ONS

8809100/ MB12031/ 0208. 120302

VARKETT NG VANAGEVENT OPERATT ONS(1) |

DATA CODE J
First-Line Supervisors and

| NVENTORY CONTROL OPERATI ONS (. 5)

8809105
(7.5 Credits/ 1125 Hours)

8809112 Manager / Super vi sor s- Sal es
(9 Credits/ 1350 Hours) and Rel ated Workers
CES 41002
PURCHASI NG OPERATI ONS (.5
8809106 N Pu:2§22ing Aéent
its/12
(8 Credi ts/1200 Hours) CES 21308A

DATA CObE H
| nventory Control Cerk
DOT 222. 387-026

PARTS SPECI ALI ST  (2.5)
8809109, 8809110, 8809111
(7 Credits/ 1050 Hours)

DATA CODE G
Parts Speci al i st
| ndustry Title

CATALOG NG OPERATI ONS (. 5)

8809107

(4.5 Creditpg/ 675 Hours)

DATA CODE F
Clerk, Parts

Lndust ry Title

PARTS ACCOUNTI OPERATTONS (1)
8809104
(4 Credits/ 600 Hours)

DATA CODE E
Bookkeepi ng, Accounting &
Auditing derk
OES 55338

Bl LLI NG OPERATI ONS (. 5)
8809103
(3 Credits/ 450 Hours)

DATA CODE- D
Billing derk
OES 55344

WAREHOUSI NG OPERATI ONS (1)
8809102
(2.5 Credits/ 375 Hours)

DATA CODE C
Stock Cl erks - Warehouse
CES 58023

DELI VERY OPERATI ONS (. 5)
8809101

(1.5 Credjts/225 Hours)

DATA CODE- B
Driver/ Sal es Wirkers
CES 97117

RETAI L ESSENTI ALS (1)
8809108

(1 Credit/150 Hours)

DATA CODE A
Sal es Representative
| ndustry Title




July 2001

Fl ori da Departnent of Education
STUDENT PERFORMANCE STANDARDS

Program Titl e: Mar ket i ng, Merchandi si ng, and Parts Operations
Secondary Nunber: 8809100
Post secondary Nunber: MB12031

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - A
SALES REPRESENTATI VE — | NDUSTRY TI TLE

01.0 DEMONSTRATE RI SK MANAGEMENT SKILLS--The student will be able to

02.

03.

0

0

01.

01.

01.
01.
01.

01.
01.
01.

01.
01.

01.
01.

01

02

03
04
05

06
07
08

09
10

11
12

Identify school rules and policies (e.g., fire evacuation
pl ans, code of conduct, financial aid opportunities).

I dentify program objectives and requirenents to reach
occupational conpletion points and certificate
prerequisites.

Di scuss the inportance of testing and gradi ng procedures.
Identify, discuss, and denonstrate safe lifting procedures.
Identify and di scuss the |laws and procedures for disposing
of hazardous wastes.

Identify safety and acci dent prevention procedures.
Identify and di scuss clean and orderly storing techniques.
Identify and di scuss appropriate dress and groom ng for
enpl oynent .

Identify and di scuss the purpose and inportance of an

acci dent prevention plan.

Identify and di scuss workpl ace safety and heal th gui deli nes.
Denonstrate safety and acci dent prevention techni ques.

Di scuss state and federal [abor |aws regulating the

wor kpl ace

DEMONSTRATE BASI C MARKETI NG MATH SKILLS--The student will be able

to:

02.
02.
02.
02.

02.
02.
02.
02.
02.

02.

02.
02.

01
02
03
04

05
06
07
08
09

10

11
12

Cal cul at e mar k-ups, mark-downs, and di scounts.

Read and interpret charts and graphs.

Identify the inportance and purpose of product codes.
Wite and comuni cate product codes according to industry
st andar ds.

Cal cul ate county and state sal es taxes.

Denonstrate mastery of the 10-key keyboard.

Di scuss sales term nal opening and cl osi ng procedures.
Denonstrate ability to provide custoner with proper change.
Identify check, credit card, and debit card paynents and
pr ocedures.

Denonstrate sal es cal cul ations (e.g., cash, discount,
C.OD., returns).

Interpret sales receipts.

Di scuss refund procedures and policies.

DEMONSTRATE BASI C MARKETI NG EQUI PMENT OPERATI ONS- - The student wil |

be able to:



04.

0

03.01 Denonstrate techniques for nmaking a positive first
i mpr essi on.
03.02 Identify techniques for placing, answering, holding, and
transferring tel ephone calls.
03.03 Identify and denonstrate procedures for recording and
rel ayi ng accurate nessages.
03.04 Denonstrate ability to use tel ephone to gather information
03.05 Denonstrate ability to use tel ephone book as a resource.
03. 06 Di scuss uses of a fax machine.
03.07 Denonstrate ability to send and receive fax docunents.
03.08 Identify procedures for operating and maintaini ng i magi ng
equi prrent .
03.09 Identify and discuss imging feeder, sorter, and collating
pr ocedures.
03.10 Process single and nultiple copies using manual and
aut omat ed net hods.
03.11 Identify and discuss inmagi ng mai nt enance procedures.
03.12 Identify | abeling applications and fonts.
03.13 Identify characteristics of |abeling ribbon
03.14 Identify single and multi-line |abeling applications.
03.15 Denonstrate ability to change | abeling ribbon
03.16 Enter and proofread typed | abeling data.
03.17 Denonstrate use of |abeling machine.

| DENTI FY MARKETI NG AND BUSI NESS FUNDAMENTALS- - The student will be
able to:

04.01 Di scuss concept of econom c goods and services.

04. 02 Di scuss concept of econom c resources and activities.

04. 03 Di scuss concept of utility and supply and demand.

04.04 ldentify and discuss relationship of governnment and
busi ness.

04.05 Identify and discuss concepts of private enterprise,
busi ness ownership, profit, risk, conpetition, and
productivity.

04.06 Identify major conponents of gross national product.

04.07 ldentify and explain major types of econom c systens.

04.08 Identify and explain functions of business and relationship
bet ween busi ness and society.

04.09 ldentify categories of business activity (e.g., extractive,
agricul ture, manufacturing, processing, construction,
di stribution, and service).

04.10 Identify types of business ownership and conpare and
contrast their advantages and di sadvant ages.

04.11 Identify and discuss ethics in business.

04.12 ldentify and discuss functions of business and channel s of
di stribution.

04.13 Identify and discuss elenents of the marketing mx

05. 0 DEMONSTRATE COVMUNI CATI ON AND HUVAN RELATI ONS SKILLS--The student

wll be able to:

05.01 Identify and apply effective comunication: verbal
nonverbal, witten, and el ectronic.

05. 02 Describe effective staff conmunication and its uses: inter-
personal , departmental, inter-departnental, and conpany.

05.03 Denonstrate ability to read and conprehend witten
conmuni cat i ons.



06.

07.

0

0

05.
05.
05.

05.

05.

04
05
06

07

18

Identify a variety of fornms of witten business

conmmuni cations utilized in the workpl ace.

Prepare a business letter, nmenorandum fax, and e-mail
Denonstrate ability to speak effectively to
customers/clients, co-workers, supervisors, and vendors
usi ng proper grammar and term nol ogy.

Di scuss i nmportance of devel opi ng networking skills to expand
busi ness cont acts.

Prepare and deliver a business-rel ated presentation.
Denonstrate active listening strategies that inprove
under st andi ng and performance.

Descri be positive custoner relations.

Denonstrate conflict resol ution techniques.

I dentify means of nonverbal communication

Denonstrate effective tel ephone and e-mail techni ques and
etiquette/netiquette in a business situation

Di scuss net hods of resol ving custoner conpl aints.
Interpret business policies to custonmers/clients.

Di scuss i nmportance of providing clear directions,
descriptions, and expl anati ons.

Denonstrate ability to | ocate, understand, interpret

i nformation found in trade journals, manuals, graphs,
schedul es, charts, diagranms, and Internet resources.
Identify types of technol ogy and equi pnment used in the
wor kpl ace

DEMONSTRATE PRI NCI PLES OF ADVERTI SI NG AND SALES PROMOTI ONS- - The

student will be able to:

06.
06.

06.

06.
06.
06.
06.
06.
06.
06.

06.

01
02

03

04
05
06
07
08
09
10

11

Identify purpose, inportance, and techni ques of advertising.
Identify purpose, inportance, and techni ques of sales
pronoti ons.

Identify and di scuss the nine el enents of design (e.g.
color, materials, interior architecture, illusion,

| andscapi ng, nusic, signage, attention to detail, genera
exterior).

Identify and di scuss the el ements of an advertisenent (e.g.
headl i ne, copy, illustration).

Di scuss target markets and their inportance in advertising
and sal es pronotions.

Identify advertising design techniques and their
applications.

Create sal es, holiday, and seasonal advertisenments using
accepted conmputer design techniques.

Identify the purpose and inportance of displays.
Identify and discuss effective display techniques.

Di scuss the inportance and purpose of cleaning and

mai nt ai ni ng di spl ays.

Pl an and construct an effective sal es display.

DEMONSTRATE SALES AND CUSTOMER RELATI ON'S TECHNI QUES- - The student

w

be able to:

07.01 Identify the purpose and inportance of selling.
07.02 Identify qualities of a professional sales associate.
07.03 Identify, discuss, and denmponstrate the steps in the selling

process.

07.04 ldentify and discuss the roles of sales associates and

cust oners.



08.

0

07.

07.

07.

07.

07.
07.

07.
07.

07.
07.
07.

05

06

07

08

09
10

11
12

13
14
15

Descri be techni ques for identifying custoner needs, wants,
and/ or probl ens.

Expl ai n techni ques for determ ning custonmer nerchandise
and/or service interests.

Expl ai n nmet hods of observation that can be used to obtain
customers’ surnane.

Di scuss inmportance and net hods of custonmer followup (e.qg.,
client file).

Model rmnet hods of resol ving customer conplaints.

List abilities and qualities customers expect from sal es
associ at es.

Denonstrate ability to create accessory sal es.

Identify and di scuss inmportance and purpose of store
policies as they relate to customer service.

Rol e- pl ay appropriate custoner greetings.

Descri be how an enpl oyee represents the firmto customers.
Expl ai n techni ques to bal ance responsi ve tel ephone service
with in-store service.

DEMONSTRATE EMPLOYABI LI TY SKILLS --The student will be able to

08.

08.

08.

08.

08.

08.
08.

08.

08.

08.

08.

08.

08.

08.

08.
08.

01

02

03

04

05

06
07

08

09

10

11

12

13

14

15
16

Identify and utilize resources used in a job search (e.qg.
newspaper, Internet, networking). LA A1.4.2, LAA1.4.3
LAA14.4 LAAZ2 4.4 LAAZ2.48

Di scuss importance of drug tests and crimnal background
checks in identifying possible enpl oynent options.

LAC1.4.1 LAC1143 LAC3.42

Identify steps in the job application process including
arranging for references and proper docunentation (e.g., green
card). LA B 2.4.2

Identify procedures and conpl ete docunents required when
applying for a job (e.g., application, W4, 1-9). LA B 1.4.3,
LA B 2.4.3

Prepare a resune (electronic and traditional), cover letter
letter of application, followup letter, acceptance/rejection
letter, letter of resignation, and letter of recomrendation
LAB1.4.3 LAB243

Denmonstrate appropriate dress and groom ng for enpl oynent.
Denmonstrate effective interviewing skills (e.g., behavioral).
LA C3.4.4, LAC3.4.2, LAC1.4.3

Descri be methods for handling illegal interview and
application questions. LA C1l.4.4

Di scuss state and federal |abor |aws regul ating the workpl ace
(e.g., Child Labor Law, sexual harassnent, EEQCC, ADA, FM.A).
LAC1.4.1 LAC1143 LAC3.42

Identify positive work attitudes and behavi ors such as
honesty, conpassion, respect, responsibility, fairness,
trustworthiness, and caring. LA A1.4.3

Descri be i nmportance of producing quality work and mneeting
perfornmance standards. LA A 2.4.4

Identify personal and business ethics (e.g., preventing
theft, pilfering, and unauthorized discounting). LA D 1.4.2
Denonstrate orderly and systemati c behavi or by creating and
mai ntaining a nonthly planner. LA B.2.4.1

Identify qualities typically required for pronotion (e.qg.
productivity, dependability, responsibility). LA A1.4.3
Identify howto prepare for job separation and re-enpl oynent.
Create and maintain a career portfolio (e.g., resung,
letters of reconmendation, awards, evidence of participation



i n school /communi ty/vol unteer activities, enployer
evaluations). LA B 1.4.3, LA B.2.4.3, LAB2.4.2

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - B
DRI VER/ SALES WORKERS - CES 97117

09.0 DEMONSTRATE DELI VERY OPERATIONS SKILLS--The student will be able

to:

09.

09.

09.
09.

09.

09.

09.
09.
09.
09.

01
02

03
04

05

06

07
08
09
10

Identify and di scuss inportance, purpose, and
characteristics of delivery operations.

Identify delivery docunments (e.g., packing slips, invoices,
freight bills, return forms, pick-up tickets).

Li st procedures for processing delivery docunents.
Identify delivery vehicle nmaintenance requirenents and
[imtations.

I nspect vehicle, performmnor nmaintenance, report

mai nt enance probl ens, and maintain delivery vehicle
according to industry standards.

Pl an, prepare, and performdaily pick-up and delivery
activities.

Verify ordered merchandi se.

Process nerchandi se for return to supplier.

Identify and di scuss cores and their inportance.

Identify and di scuss keyboardi ng techni ques necessary for
t he delivery process.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - C
STOCK CLERKS — WAREHOUSE - OES 58023

10.0 DEMONSTRATE WAREHOUSE OPERATI ONS--The student will be able to:

10.

10.

01

02

Identify and di scuss the characteristics of stockkeeping and
war ehouse operati ons.

Identify and di scuss the inportance and purpose of warehouse
operations.

I denti fy warehouse docunents (e.g., pick tickets, special
orders, inventory formns).

Di scuss and anal yze conputerized war ehouse dat a.

Descri be procedures for using computerized warehouse dat a.
Identify and di scuss stockkeepi ng net hods and fundanental s.
Recei ve, inspect, price, and stock inconm ng nerchandi se.
Verify packing slips and rotate stock

Perform a physical inventory.

Apply basic computer systens operations.

Expl ai n channel s of distribution.

Di splay and interpret inventory screens.

Send and receive e-nmail

Create a conputerized documnent.

Anal yze conputerized warehouse data

Descri be delivery and warehouse operati ons supervisory
skills.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - D
Bl LLI NG CLERK (PARTS) - OES 55344

11.0 DEMONSTRATE BILLI NG OPERATI ONS SKILLS--The student will be able

to:

10



11.01 ldentify and di scuss inportance, purpose, and
characteristics of billing operations.

11.02 ldentify, discuss, and denonstrate bill filing methods and
procedures according to industry standard.

11. 03 Explain requirenents for opening work orders.

11.04 Open work orders using custoner given information

11.05 Maintain work orders accounting information

11.06 O ose work orders using parts departnment and technician
i nformation.

11.07 Verify, audit, and file work order docunents.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - E

12.

13.

0

0

BOOKKEEPI NG, ACCOUNTI NG, AND AUDI TI NG CLERK - OES 55338

DEMONSTRATE ACCOUNTS RECEI VABLE SKILLS--The student will be able
to:

12.01 ldentify and di scuss characteristics of a career in accounts
recei vabl e.

12.02 ldentify and di scuss inportance and purpose of accounts
recei vabl e.

12.03 ldentify and |ist docunents used in the accounts receivable
depart nment .

12.04 Verify and process pricing docunents.

12.05 Create and process conputerized invoices and credit nenos.

12. 06 Explain accounts receivable filing nethods and procedures.

12.07 Verify and file accounts receivable records.

12. 08 Run and anal yze accounts receivable reports.

12.09 Run and anal yze custoner statenent reports.

12. 10 Perform custoner statenents functions.

DEMONSTRATE ACCOUNTS PAYABLE SKILLS--The student will be able to:

13.01 Identify and di scuss characteristics of a career in accounts

payabl e.

13.02 ldentify and di scuss inportance and purpose of accounts
payabl e.

13.03 ldentify and |ist docunents used in accounts payable
depart nment .

13.04 ldentify nethods to maintain a clean and orderly work area.

13.05 ldentify, discuss, and denonstrate nanual general |edger
procedures.

13.06 ldentify, discuss, and denonstrate conputerized genera
| edger procedures.

13.07 ldentify and di scuss nmethods to reconcile conmputerized daily
accounts payabl e.

13. 08 Denpnstrate reconciling conputerized daily accounts payabl e.

13.09 ldentify and di scuss nethods to reconcile conmputerized
nmont hl y accounts payabl e.

13. 10 Denpnstrate reconciling conmputerized nmonthly accounts
payabl e.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - F

14.

0

CLERK, PARTS — | NDUSTRY TI TLE

RESEARCH PARTS DATA AND TECHNI CAL | NFORMVATI ON- - The student will be
able to:

14.01 ldentify the purpose and inportance of catal ogi ng systens.
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14.02 ldentify product nmanufacturers and their types of catal ogs.

14.03 ldentify procedures for setting up and naintaining a catal og
rack.

14.04 ldentify manual, systematic procedures for |ocating specific
part nunbers.

14.05 Denpnstrate ability to use manual catal ogs and i nt erchanges
to |l ocate specific part nunbers.

14.06 ldentify conmputerized, systematic procedures for |ocating
specific part nunbers.

14. 07 Denpnstrate ability to use an automated catal ogi ng systemto
| ocate specific part nunbers.

14. 08 Denpnstrate use of interchange lists and |ine cards.

14.09 ldentify computerized catal ogi ng system nai nt enance and
updat e procedures.

14.10 ldentify nethods to call in special orders and stock orders.

14.11 List steps to identify manufacturer and supplier for
specific parts.

14.12 Articulate quantities, nunbers, and manufacturers of parts
accordi ng to nunerical |anguage.

14. 13 Denpnstrate ability to call in and fax special and stock
orders.

15. 0 DEMONSTRATE AUTOMOTI VE SPECI ALTY PARTS SALES SKI LLS--The st udent
wll be able to:

15.01 ldentify types of autonotive basic tools.

15.02 ldentify types of autonotive fasteners.

15.03 ldentify and di scuss appropriate applications for specific
tool s.

15.04 ldentify and di scuss appropriate applications for specific
autonotive fasteners.

16.0 DEMONSTRATE PARTS SERVI CE SKILLS--The student will be able to

16.01 ldentify standard and netric measurenents.

16.02 ldentify procedures for using netric devices.

16.03 ldentify inside and outside dianeters.

16. 04 Read standard and netric neasurenents.

16. 05 Measure autonotive belts using an industry approved belt
neasurer.

16. 06 Measure inside and outside dianeters of hoses.

16. 07 Denonstrate use of a microneter, t-bar, and ruler

16.08 ldentify autonotive conponent testing operationa
procedures.

16.09 ldentify types of testing equi pnment.

16. 10 Denpnstrate operation of testing equipnent (e.g., battery
tester, alternator testor, starter testor, voltage regul ator
testor).

16. 11 ldentify, discuss, and denonstrate procedures for
refinishing brake druns.

16. 12 ldentify, discuss, and denonstrate procedures for
refinishing rotors.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - G
PARTS SPECI ALI ST — Industry Title

17.0 | DENTI FY PARTS SYSTEMS, COVPONENTS, AND THEI R FUNCTI ONS- - The
student will be able to:

12



18.

19.

0

0

17.
17.
17.
17.
17.
17.
17.
17.
17.
17.
17.

17.

RESEARCH AUTOMOTI VE SYSTEMS PARTS- - The student will

01

02

03

04

05

06

07

08

09

10

11

12

Identify operating fundanents of fuel systens, their parts,
and their function.

Identify operating fundanents of emi ssion control systens,
their parts, and their function

Identify operating fundanents of exhaust systens, their
parts, and their function

Identify operating fundanents of heating and cooling
systens, their parts, and their function

Identify operating fundanents of air conditioning systens,
their parts, and their function

Identify operating fundanents of electrical systens, their
parts, and their function

Identify operating fundanents of electrical accessory
systens, their parts, and their function

Identify operating fundanents of ignition systens, their
parts, and their function

Identify operating fundanents of engine systens, their
parts, and their function

Identify operating fundanents of brake systens, their parts,
and their function.

Identify operating fundanents of steering and suspension
systens, their parts, and their function

Identify operating fundanments of power train systenms, their
parts, and their function

18.
18.

DEMONSTRATE AUTOMOTI VE SYSTEMS PARTS SALES- - The student will

01
02

Anal yze cust oner

Identify
conput eri
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch
Resear ch

parts requests.
steps to research part
zed catal ogi ng, interchanges,
fuel systenms part nunbers.

em ssi on control systens part
exhaust systenms part nunbers.
heati ng and cool i ng systens part
air conditioning systens part
el ectrical systens part nunbers.
el ectrical accessory systens part
ignition systens part nunbers.
engi ne systens part nunbers.
brake systenms part nunbers.

steering and suspensi on systens part

power train systems part nunbers.

able to:

19.
19.

19.
19.

19.

19.
19.

19.
19.
19.

01
02

03
04

05

06
07

08
09
10

Denonstrate
Denonstrate

sel | i ng.

Denonstrate
Denonstrate

sel | i ng.

Denonstrate

sel | i ng.

Denonstrate
Denonstrate

sel | i ng.

Denonstrate
Denonstrate
Denonstrate

fuel systens parts,
em ssion control

el ectrical
el ectrical

ignition systenms using suggest

13

nunbers using manua
and price sheets.

be able to:

and

nunbers.

nunbers.

nunbers.

nunbers.

nunbers.

be

usi ng suggestive selling.
systens parts,

usi ng suggestive

exhaust systenms parts using suggestive selling.
heati ng and cool i ng systens using suggestive

air conditioning systens using suggestive

systens using suggestive selling.
accessory systens using suggestive

ive selling.

engi ne systens using suggestive selling.
brake systens using suggestive selling.



19. 11 Denpnstrate steering and suspensi on systens using suggestive
sel | i ng.
19. 12 Denpnstrate power train systens using suggestive selling.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - H

20.

0

I NVENTORY CONTROL CLERK - DOT 222. 387-026

DEMONSTRATE | NVENTCRY CONTROL CPERATI ONS-- The student will be able
to:

20.01 Identify the purpose and inportance of inventory control

20.02 Identify characteristics of inventory control operations.

20.03 Identify inventory fastpaths and their purposes.

20.04 ldentify and explain various inventory reports.

20.05 Prepare and anal yze various inventory reports.

20.06 Discuss inventory control equi prment mai ntenance procedures.

20.07 Enter product and vendor data using a conputer system

20.08 Run and anal yze product |line and vendor’s reports using a
conmput er system

20.09 Maintain automated inventory file and parts data.

20.10 Describe inportance of maintaining current price sheet
i nformation.

20.11 Describe process to obtain current price sheets.

20.12 Verify current manufacturer pricing and price sheets.

20.13 Maintain automated pricing data.

20.14 Read and interpret price sheets.

20.15 Denonstrate periodic inventory procedures using an automated
system

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - |

21.

0

PURCHASI NG AGENT - OES 21308A

DEMONSTRATE PURCHASI NG OPERATI ONS SKILLS--The student will be able
to:

21.01 Identify the purpose and inportance of purchasing
pr ocedures.

21.02 Describe characteristics of purchasing operations.

21.03 Di scuss the purpose and inmportance of analyzing sal es
potenti al

21.04 ldentify life span and demand for individual parts.

21.05 Anal yze sales potential of parts and supplies using
hi storical data

21.06 ldentify and discuss steps to conduct an Internet search for
parts information

21.07 Conduct an Internet research project involving the parts
i ndustry.

21.08 Identify and discuss specific purchase order control
reports.

21.09 Cenerate and control conputerized purchase orders.

21.10 Denonstrate ability to buy parts and supplies using an
aut omat ed system

21.11 Identify responsibilities of a back office supervisor

21.12 Eval uate new products for sales potenti al

21.13 Identify and use inventory classifications.

21.14 Maintain effective business conmuni cations w th supervisors,
co-workers, and industry representatives.

14



21.15 Recommend solutions to inventory control and purchasi ng
pr obl ens.
21.16 Denonstrate ability to supervise inventory managenent.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - J
FI RST- LI NE SUPERVI SORS AND MANAGER/ SUPERVI SORS- SALES AND RELATED
WORKERS - CES 41002

22.0 DEMONSTRATE MANAGEMENT AND SUPERVI SI ON TECHNI QUES- - The st udent
wll be able to:

22.01 Identify and di scuss manageri al / supervi sory functions.

22.02 ldentify and discuss the roles and responsibilities of a
manager / super vi sor .

22.03 lIdentify and discuss qualities of effective |eaders.

22.04 ldentify and denonstrate enpl oyee notivational techniques.

22.05 lIdentify and denonstrate | eadership skills.

22.06 ldentify and denonstrate tine managenent techni ques.

22.07 ldentify and denonstrate training techniques.

22.08 ldentify and denonstrate team buil di ng techni ques.

22.09 Conduct a training session.

22.10 ldentify and denonstrate managenment conmunication
t echni ques.

22.11 Conduct a busi ness neeti ng.

22.12 ldentify and denonstrate probl em sol ving techni ques.

22.13 ldentify project planning and inplenentation techniques.

22.14 Denonstrate the ability to devel op and inplenment a project
pl an.

22.15 ldentify and denonstrate effective human resource nanagenent
t echni ques.

22.16 ldentify and denonstrate managenent techni ques to pronote a
producti ve workforce

22.17 Denonstrate ability to manage enpl oyee functions.

22.18 Denonstrate ability to nmanage busi ness operati ons.

22.19 Denonstrate ability to supervise sales functions.

22.20 Denonstrate ability to manage a busi ness enterprise.

22.21 Denonstrate ability to nmanage enpl oyees.

22.22 Eval uate busi ness problens and inplenment sol utions.

22.23 Anal yze business performance and profit/l oss statenent.

23.0 RESEARCH CAREER OPPORTUNI TI ES I N THE | NDUSTRY- - The student will be
able to:

23.01 Describe purpose and inportance of career objectives.

23.02 ldentify individual interests, strengths, and weaknesses in
relation to a career

23.03 lIdentify characteristics of selected careers (e.g., salary,
wor ki ng condi ti ons, education requirenents, career |adders,
technol ogy requirenents).

23.04 ldentify steps to research, gather, and anal yze career data.

23.05 Prepare a career research plan for a selected career

23.06 Establish realistic career enploynment goals.

15
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber : 8809108
Course Title: Retail Essentials
Course Credit: 1

COURSE DESCRI PTI ON:

The purpose of this course is to devel op the conpetencies essential to
parts marketing. These conpetencies include human rel ations,

enpl oyability skills, comunication, math, and economc skills. The
fundanmental s of marketing and selling are also included. After
successful conpletion of this course, the student will have attained
Cccupational Conpletion Point - Data Code A, Sales Representative —
Industry Title

01.0 DEMONSTRATE RI SK MANAGEMENT SKILLS--The student will be able to

01.01 Identify school rules and policies (e.g., fire evacuation
pl ans, code of conduct, financial aid opportunities).

01.02 Identify program objectives and requirenents to reach
occupational conpletion points and certificate
prerequisites.

01.03 Discuss the inmportance of testing and gradi ng procedures.

01.04 Identify, discuss, and denmonstrate safe |ifting procedures.

01.05 Identify and discuss the | aws and procedures for disposing
of hazardous wastes.

01.06 Identify safety and acci dent prevention procedures.

01.07 Identify and discuss clean and orderly storing techniques.

01.08 Identify and discuss appropriate dress and groomi ng for
enpl oynent .

01.09 Identify and discuss the purpose and i nportance of an
acci dent prevention plan.

01.10 Identify and discuss workplace safety and heal t h gui del i nes.

01.11 Denonstrate safety and acci dent prevention techni ques.

01.12 Discuss state and federal |abor |aws regulating the
wor kpl ace

02.0 DEMONSTRATE BASI C MARKETI NG MATH SKILLS--The student will be able
to:

02.01 Cal cul ate mark-ups, mark-downs, and di scounts.

02.02 Read and interpret charts and graphs.

02.03 Identify the inportance and purpose of product codes.

02.04 Wite and communi cate product codes according to industry
st andar ds.

02.05 Cal cul ate county and state sal es taxes.

02.06 Denonstrate mastery of the 10-key keyboard.

02. 07 Discuss sales term nal opening and cl osi ng procedures.

02.08 Denonstrate ability to provide customer with proper change.

02.09 Identify check, credit card, and debit card paynents and
pr ocedures.

02.10 Denonstrate sales calculations (e.g., cash, discount,
C.OD., returns).

02.11 Interpret sales receipts.

02.12 Di scuss refund procedures and poli cies.
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03.0 DEMONSTRATE BASI C MARKETI NG EQUI PVENT OPERATI ONS- - The student wil |

be

03.

03.

03.

03.
03.
03.
03.
03.

03.

03.

03.
03.
03.
03.
03.
03.
03.

able to:

01

02

03

04
05
06
07
08

09

10

11
12
13
14
15
16
17

Denonstrate techni ques for making a positive first

i mpr essi on.

Identify techniques for placing, answering, holding, and
transferring tel ephone calls.

Identify and denonstrate procedures for recordi ng and

rel ayi ng accurate nessages.

Denonstrate ability to use tel ephone to gather information
Denonstrate ability to use tel ephone book as a resource.
Di scuss uses of a fax machi ne.

Denonstrate ability to send and receive fax docunents.
Identify procedures for operating and maintaining i magi ng
equi prrent .

Identify and di scuss imagi ng feeder, sorter, and collating
pr ocedures.

Process single and nmultiple copies using manual and

aut omat ed net hods.

Identify and di scuss imagi ng mai nt enance procedures.
Identify | abeling applications and fonts.

Identify characteristics of |abeling ribbon

Identify single and multi-line |abeling applications.
Denonstrate ability to change |abeling ribbon

Enter and proofread typed | abeling data.

Denonstrate use of |abeling nachine.

04.0 | DENTIFY NMARKETI NG AND BUSI NESS FUNDAMENTALS- - The student w |l be

able to:

04.

04.
04.

04.

10

11
12

13

Di scuss concept of econom ¢ goods and servi ces.

Di scuss concept of econom c resources and activities.

Di scuss concept of utility and supply and denmand.

Identify and di scuss rel ationship of governnment and

busi ness.

Identify and di scuss concepts of private enterprise,

busi ness ownership, profit, risk, conpetition, and
productivity.

Identify major conmponents of gross national product.
Identify and explain nmajor types of econom c systens.
Identify and explain functions of business and rel ationship
bet ween busi ness and society.

Identify categories of business activity (e.g., extractive,
agricul ture, manufacturing, processing, construction,

di stribution, and service).

Identify types of business ownership and conpare and
contrast their advantages and di sadvant ages.

Identify and di scuss ethics in business.

Identify and di scuss functions of business and channel s of
di stribution.

Identify and di scuss el enents of the marketing m x

05. 0 DEMONSTRATE COVMUNI CATI ON AND HUVAN RELATI ONS SKILLS--The student

wi

be able to:

05.01 Identify and apply effective comunication: verbal

nonverbal, witten, and el ectronic.
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06.

07.

0

0

05.
05.
05.
05.
05.

05.

05.

02
03
04
05
06

07

18

Describe effective staff communication and its uses: inter-
personal , departmental, inter-departnental, and conpany.
Denonstrate ability to read and conprehend witten
conmmuni cati ons.

Identify a variety of forms of witten business

conmuni cations utilized in the workpl ace.

Prepare a business letter, nmenorandum fax, and e-mail
Denonstrate ability to speak effectively to
customers/clients, co-workers, supervisors, and vendors
usi ng proper grammar and term nol ogy.

Di scuss i nmportance of devel opi ng networking skills to expand
busi ness cont acts.

Prepare and deliver a business-rel ated presentation.
Denonstrate active listening strategies that inprove
under st andi ng and performance.

Descri be positive custoner relations.

Denonstrate conflict resol ution techniques.

I denti fy means of nonverbal communication

Denonstrate effective tel ephone and e-mail techni ques and
etiquette/netiquette in a business situation

Di scuss net hods of resol ving custoner conpl aints.
Interpret business policies to custonmers/clients.

Di scuss i nmportance of providing clear directions,
descriptions, and expl anati ons.

Denonstrate ability to | ocate, understand, interpret

i nformation found in trade journals, manuals, graphs,
schedul es, charts, diagranms, and Internet resources.
Identify types of technol ogy and equi pnment used in the
wor kpl ace

DEMONSTRATE PRI NCI PLES OF ADVERTI SI NG AND SALES PROMOTI ONS- - The

student will be able to:

06.
06.

06.

06.
06.
06.
06.
06.
06.
06.

06.

01
02

03

04
05
06
07
08
09
10

11

Identify purpose, inportance, and techni ques of advertising.
Identify purpose, inportance, and techni ques of sales
pronoti ons.

Identify and di scuss the nine el enents of design (e.g.
color, materials, interior architecture, illusion,

| andscapi ng, nusic, signage, attention to detail, genera
exterior).

Identify and di scuss the el ements of an advertisenent (e.g.
headl i ne, copy, illustration).

Di scuss target markets and their inportance in advertising
and sal es pronotions.

Identify advertising design techniques and their
applications.

Create sal es, holiday, and seasonal advertisenments using
accepted conmputer design techniques.

Identify the purpose and inportance of displays.
Identify and discuss effective display techniques.

Di scuss the inportance and purpose of cleaning and

mai nt ai ni ng di spl ays.

Pl an and construct an effective sal es display.

DEMONSTRATE SALES AND CUSTOMER RELATI ON'S TECHNI QUES- - The student

w

be able to:

07.01 Identify the purpose and inportance of selling.
07.02 Identify qualities of a professional sales associate.
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08.

0

07.

07.

07.

07.

07.

07.

07.
07.

07.
07.

07.
07.
07.

03

04

05

06

07

08

09
10

11
12

13
14
15

Identify, discuss, and denonstrate the steps in the selling
process.

Identify and di scuss the roles of sales associates and
cust omer s.

Descri be techni ques for identifying custoner needs, wants,
and/ or probl ens.

Expl ai n techni ques for determ ning custonmer nerchandise
and/or service interests.

Expl ai n nmet hods of observation that can be used to obtain
customers’ surnane.

Di scuss inmportance and net hods of custonmer followup (e.g.,
client file).

Model rmet hods of resol ving customer conplaints.

List abilities and qualities custonmers expect from sal es
associ at es.

Denonstrate ability to create accessory sal es.

Identify and di scuss inportance and purpose of store
policies as they relate to customer service.

Rol e- pl ay appropriate custoner greetings.

Descri be how an enpl oyee represents the firmto customers.
Expl ai n techni ques to bal ance responsi ve tel ephone service
with in-store service.

DEMONSTRATE EMPLOYABI LI TY SKILLS --The student will be able to

08.

08.

08.

08.

08.

08.
08.

08.

08.

08.

08.

08.

08.

01

02

03

04

05

06
07

08

09

10

11

12

13

Identify and utilize resources used in a job search (e.qg.
newspaper, Internet, networking). LA A1.4.2, LAA1.4.3
LAA14.4 LAAZ2 4.4 LAAZ2.48

Di scuss importance of drug tests and crimnal background
checks in identifying possible enpl oynent options.

LAC1.4.1 LAC11.43 LAC3.42

Identify steps in the job application process including
arranging for references and proper docunentation (e.g., green
card). LA B 2.4.2

Identify procedures and conpl ete docunments required when
applying for a job (e.g., application, W4, 1-9). LA B.1.4.3,
LA B.2.4.3

Prepare a resune (electronic and traditional), cover letter
letter of application, followup letter, acceptance/rejection
letter, letter of resignation, and letter of recomrendation
LAB1.4.3 LAB24.3

Denmonstrate appropriate dress and groom ng for enpl oynent.
Denmonstrate effective interviewing skills (e.g., behavioral).
LA C3.4.4, LAC3.4.2, LAC1.4.3

Descri be methods for handling illegal interview and
application questions. LA C 1.4

Di scuss state and federal |abor |aws regul ating the workpl ace
(e.g., Child Labor Law, sexual harassnent, EEQCC, ADA, FM.A).
LAC1.4.1 LAC11.4.3 LAC3.42

Identify positive work attitudes and behavi ors such as
honesty, conpassion, respect, responsibility, fairness,
trustworthiness, and caring. LA A1.4.3

Descri be i nmportance of producing quality work and mneeting
perfornmance standards. LA A 2.4.4

Identify personal and business ethics (e.g., preventing
theft, pilfering, and unauthorized discounting). LA D 1.4.2
Denonstrate orderly and systemati c behavi or by creating and
mai ntaining a nonthly planner. LA B.2.4.1
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08.14 Identify qualities typically required for pronotion (e.g.
productivity, dependability, responsibility). LA A1.4.3

08.15 Identify howto prepare for job separati on and re-enpl oynent.

08.16 Create and naintain a career portfolio (e.g., resune,
letters of reconmendation, awards, evidence of participation
i n school /communi ty/vol unteer activities, enployer
evaluations). LA B 1.4.3, LA B.2.4.3, LAB2.4.2
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8809101
Course Title: Del i very Operations
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op the fundanmental conpetencies
necessary to effectively and safely deliver autonotive parts. Topics
i ncl ude pl anning and delivery activities, pick up and delivery of

mer chandi se, and delivery vehicle maintenance. Supervisory skills
related to delivery operations are included. After successfu
conpletion of this course, the student will have attained Cccupationa
Conpl etion Point - Data Code B, Driver/Sales Wrkers - OES 97117.

09.0 DEMONSTRATE DELI VERY OPERATI ONS SKILLS--The student will be able
to:

09.01 Identify and discuss inportance, purpose, and
characteristics of delivery operations.

09.02 Identify delivery docunents (e.g., packing slips, invoices,
freight bills, return forms, pick-up tickets).

09. 03 List procedures for processing delivery docunents.

09.04 Identify delivery vehicle maintenance requirenents and
[imtations.

09. 05 Inspect vehicle, performm nor mnaintenance, report
mai nt enance probl ens, and maintain delivery vehicle
according to industry standards.

09.06 Plan, prepare, and performdaily pick-up and delivery
activities.

09.07 Verify ordered merchandi se.

09. 08 Process nerchandi se for return to supplier

09.09 Identify and discuss cores and their inportance.

09.10 Identify and discuss keyboardi ng techni ques necessary for
t he delivery process.
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8809102
Course Title: War ehousi ng Operati ons
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for the
correct performance of warehousi ng operations skills. Topics include
anal yzi ng data, organizing the stockroom and receiving and inspecting

i ncom ng merchandi se. Supervisory skills related to warehouse
operations are included. After successful conpletion of this course, the
student will have attained Cccupational Conpletion Point - Data Code C,
Stock O erks, Warehouse - OES 58023

10.0 DEMONSTRATE WAREHOUSE OPERATI ONS--The student will be able to:

10.01 Identify and discuss the characteristics of stockkeeping and
war ehouse operati ons.

10.02 ldentify and di scuss the inportance and purpose of warehouse
operations.

10. 03 ldentify warehouse docunents (e.g., pick tickets, special
orders, inventory formns).

10. 04 Di scuss and anal yze conputeri zed war ehouse dat a.

10. 05 Descri be procedures for using conputerized warehouse dat a.

10. 06 ldentify and di scuss stockkeepi ng nmet hods and fundanental s.

10. 07 Receive, inspect, price, and stock incom ng mnerchandi se.

10.08 Verify packing slips and rotate stock

10. 09 Perform a physical inventory.

10. 10 Apply basic conputer systens operations.

10. 11 Expl ain channel s of distribution

10.12 Display and interpret inventory screens.

10. 13 Send and receive e-mail

10. 14 Create a conputerized documnent.

10. 15 Anal yze conmputeri zed war ehouse dat a.

10. 16 Describe delivery and warehouse operations supervisory
skills.

23



July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8809103
Course Title: Billing Operations
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for the
correct processing of work orders. Topics include filing, opening,
recording, and closing work orders. Auditing work order skills are

i ncl uded. After successful conpletion of this course, the student wll
have attai ned Cccupational Conpletion Point - Data Code D, Billing derk
- OES 55344

11.0 DEMONSTRATE BILLI NG OPERATI ONS SKILLS--The student will be able
to:

11.01 ldentify and di scuss inportance, purpose, and
characteristics of billing operations.

11.02 ldentify, discuss, and denonstrate bill filing methods and
procedures according to industry standard.

11. 03 Explain requirenents for opening work orders.

11. 04 Open work orders using custoner given information

11.05 Maintain work orders accounting information

11.06 O ose work orders using parts departnment and technician
i nformation.

11.07 Verify, audit, and file work order docunents.
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Cour se Nunber: 8809104
Course Title: Parts Accounting Operations
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for accurate
conput er accounting of inventory. Topics include both accounts

recei vabl e and accounts payabl e duties. After successful conpletion of
this course, the student will have attained Cccupational Conpletion
Point - Data Code E, Bookkeeping, Accounting, and Auditing Cerk
(Parts) - OES 55338

12. 0 DEMONSTRATE ACCOUNTS RECEI VABLE SKILLS--The student will be able
to:

12.01 ldentify and di scuss characteristics of a career in accounts
recei vabl e.

12.02 ldentify and di scuss inportance and purpose of accounts
recei vabl e.

12.03 ldentify and |ist docunents used in the accounts receivable
depart nment .

12.04 Verify and process pricing docunents.

12.05 Create and process conputerized invoices and credit nenos.

12. 06 Explain accounts receivable filing nethods and procedures.

12.07 Verify and file accounts receivable records.

12. 08 Run and anal yze accounts receivable reports.

12.09 Run and anal yze custoner statenent reports.

12. 10 Perform custoner statenents functions.

13.0 DEMONSTRATE ACCOUNTS PAYABLE SKILLS--The student will be able to:

13.01 Identify and di scuss characteristics of a career in accounts

payabl e.

13.02 ldentify and di scuss inportance and purpose of accounts
payabl e.

13.03 ldentify and |ist docunents used in accounts payable
depart nment .

13.04 ldentify nethods to maintain a clean and orderly work area.

13.05 ldentify, discuss, and denonstrate nanual general |edger
pr ocedures.

13.06 ldentify, discuss, and denonstrate conputerized genera
| edger procedures.

13.07 ldentify and di scuss nmethods to reconcile conmputerized daily
accounts payabl e.

13. 08 Denpnstrate reconciling conputerized daily accounts payable.

13.09 ldentify and di scuss nmethods to reconcile conmputerized
nmont hl y accounts payabl e.

13. 10 Denpnstrate reconciling conmputerized nonthly accounts
payabl e.
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Cour se Nunber: 8809107
Course Title: Cat al ogi ng Operati ons
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for effective
customer service and sales. Topics include autonotive specialty parts,
sal es functions, and custoner service duties. After successfu
conpletion of this course, the student will have attained Cccupationa
Conpl etion Point - Data Code F, Cerk, Parts — Industry Title.

14. 0 RESEARCH PARTS DATA AND TECHNI CAL | NFORNVATI ON- - The student will be
able to:

14.01 ldentify the purpose and inportance of catal ogi ng systens.

14.02 ldentify product nmanufacturers and their types of catal ogs.

14.03 ldentify procedures for setting up and naintaining a catal og
rack.

14.04 ldentify nmanual, systematic procedures for |ocating specific
part nunbers.

14.05 Denpnstrate ability to use manual catal ogs and i nt erchanges
to |l ocate specific part nunbers.

14.06 ldentify conmputerized, systematic procedures for |ocating
specific part nunbers.

14.07 Denpnstrate ability to use an automated catal ogi ng systemto
| ocate specific part nunbers.

14. 08 Denpnstrate use of interchange lists and |ine cards.

14.09 ldentify conmputerized catal ogi ng system nmai nt enance and
updat e procedures.

14.10 ldentify nethods to call in special orders and stock orders.

14.11 List steps to identify manufacturer and supplier for
specific parts.

14.12 Articulate quantities, nunbers, and manufacturers of parts
accordi ng to nunerical |anguage.

14. 13 Denpnstrate ability to call in and fax special and stock
orders.

15. 0 DEMONSTRATE AUTOMOTI VE SPECI ALTY PARTS SALES SKI LLS--The st udent
wll be able to:

15.01 ldentify types of autonotive basic tools.

15.02 ldentify types of autonotive fasteners.

15.03 ldentify and di scuss appropriate applications for specific
tool s.

15.04 ldentify and di scuss appropriate applications for specific
autonoti ve fasteners.

16.0 DEMONSTRATE PARTS SERVI CE SKILLS--The student will be able to

16.01 ldentify standard and netric measurenents.
16.02 ldentify procedures for using netric devices.
16.03 ldentify inside and outside dianmeters.

16. 04 Read standard and netric neasurenents.
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16.

16.

16.

16.

16.

16.

16.

05

06

08

09

10

11

12

Measure autonotive belts using an industry approved belt
neasurer.

Measur e inside and outside dianeters of hoses.
Denonstrate use of a mcroneter, t-bar, and ruler
Identify autonotive conmponent testing operationa
procedures.

Identify types of testing equipnent.

Denonstrate operation of testing equipnment (e.g., battery
tester, alternator testor, starter testor, voltage regul ator
testor).

Identify, discuss, and denonstrate procedures for
refinishing brake druns.

Identify, discuss, and denonstrate procedures for
refinishing rotors.
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Cour se Nunber: 8809109
Course Title: Parts Specialist 1
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for fuel

em ssi on, exhaust, heating and cooling, air conditioning systens,
electrical, ignition, engine systens, brakes, chassis, and power train
systens operating fundanentals. There is not an Cccupational Conpletion
Point after the conpletion of this course.

17.0 | DENTI FY PARTS SYSTEMS, COVPONENTS, AND THEI R FUNCTI ONS- - The
student will be able to:

17.01 ldentify operating fundanents of fuel systens, their parts,
and their function.

17.02 ldentify operating fundanments of em ssion control systens,
their parts, and their function

17.03 ldentify operating fundanments of exhaust systens, their
parts, and their function

17.04 ldentify operating fundanments of heating and cooling
systens, their parts, and their function

17.05 ldentify operating fundanments of air conditioning systens,
their parts, and their function

17.06 ldentify operating fundanments of electrical systens, their
parts, and their function

17.07 ldentify operating fundanments of electrical accessory
systens, their parts, and their function

17.08 ldentify operating fundaments of ignition systens, their
parts, and their function

17.09 ldentify operating fundanments of engine systens, their
parts, and their function

17.10 ldentify operating fundanments of brake systenms, their parts,
and their function.

17.11 ldentify operating fundanments of steering and suspension
systens, their parts, and their function

17.12 ldentify operating fundanments of power train systens, their
parts, and their function
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Cour se Nunber: 8809110
Course Title: Parts Specialist 2
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for
researching fuel, em ssion, exhaust, heating and cooling, air
conditioning systens, electrical, ignition, engine systens, brakes,
chassis, and power train systens parts systenms. There is not an
Cccupational Conpletion Point after conpletion of this course.

18.0 RESEARCH AUTOMOTI VE SYSTEMS PARTS--The student will be able to

18. 01 Anal yze customer parts requests.

18.02 ldentify steps to research part nunbers using manual and
conput eri zed cat al ogi ng, interchanges, and price sheets.

18. 03 Research fuel systens part nunbers.

18. 04 Research em ssion control systems part nunbers.

18. 05 Research exhaust systens part numnbers.

18. 06 Research heating and cooling systens part nunbers.

18. 07 Research air conditioning systens part nunbers.

18. 08 Research el ectrical systens part nunbers.

18. 09 Research el ectrical accessory systens part nunbers.

18. 10 Research ignition systens part nunbers.

18. 11 Research engi ne systens part nunbers.

18. 12 Research brake systens part nunbers.

18. 13 Research steering and suspensi on systens part nunbers.

18. 14 Research power train systems part nunbers.
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Cour se Nunber: 8809111
Course Title: Parts Specialist 3
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for
denonstrating fuel, em ssion, exhaust, heating and cooling, air
conditioning systens, electrical, ignition, engine systens, brakes,
chassis, and power train systens parts sales. After successfu
conpletion of this course, the student will have attained Cccupationa
Conpl etion Point - Data Code G Parts Specialist - Industry Title

19. 0 DEMONSTRATE AUTOMOTI VE SYSTEMS PARTS SALES--The student will be
able to:

19. 01 Denpnstrate fuel systens parts, using suggestive selling.

19. 02 Denpnstrate em ssion control systems parts, using suggestive
sel | i ng.

19. 03 Denpnstrate exhaust systens parts using suggestive selling.

19. 04 Denpnstrate heating and cooling systems using suggestive

sel | i ng.
19. 05 Denpnstrate air conditioning systenms using suggestive
sel | i ng.

19. 06 Denpnstrate el ectrical systens using suggestive selling.

19. 07 Denpnstrate el ectrical accessory systens using suggestive
sel | i ng.

19. 08 Denpnstrate ignition systems using suggestive selling.

19. 09 Denpnstrate engi ne systens using suggestive selling.

19. 10 Denpnstrate brake systens using suggestive selling.

19. 11 Denpnstrate steering and suspensi on systens using suggestive
sel | i ng.

19. 12 Denpnstrate power train systenms using suggestive selling.
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Cour se Nunber: 8809105
Course Title: I nventory Control Operations
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for inventory
control operations. Topics include analyzing inventory reports,
appl yi ng conmputerized sequenci ng procedures, maintaining automated
inventory files, pricing information, and periodic automated i nventory
procedures. After successful conpletion of this course, the student wll
have attai ned Cccupational Conpletion Point - Data Code H, Inventory
Clerk - DOTr 222.387-026.

20.0 DEMONSTRATE | NVENTORY CONTROL OPERATI ONS--The student will be able
to:

20.01 Identify the purpose and inportance of inventory control

20.02 Identify characteristics of inventory control operations.

20.03 Identify inventory fastpaths and their purposes.

20.04 ldentify and explain various inventory reports.

20.05 Prepare and anal yze various inventory reports.

20.06 Discuss inventory control equi prment mai ntenance procedures.

20.07 Enter product and vendor data using a conputer system

20.08 Run and anal yze product |line and vendor’s reports using a
conmput er system

20.09 Maintain automated inventory file and parts data.

20.10 Describe inportance of maintaining current price sheet
i nformation.

20.11 Describe process to obtain current price sheets.

20.12 Verify current manufacturer pricing and price sheets.

20.13 Maintain automated pricing data.

20.14 Read and interpret price sheets.

20.15 Denonstrate periodic inventory procedures using an automated
system
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Cour se Nunber: 8809106
Course Title: Pur chasi ng Qperati ons
Course Credit: .5

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for the
conmput eri zed purchasi ng operations. Topics include analyzing sal es
potential, and buying parts and supplies using an automated system
Supervisory skills related to purchasing operations are included. After
successful conpletion of this course, the student will have attained
Cccupational Conpletion Point - Data Code I, Purchasing Agent - CES
21308A

21.0 DEMONSTRATE PURCHASI NG OPERATI ONS SKILLS--The student will be able
to:

21.01 Identify the purpose and inportance of purchasing
pr ocedures.

21.02 Describe characteristics of purchasing operations.

21.03 Di scuss the purpose and inmportance of analyzing sal es
potenti al

21.04 ldentify life span and demand for individual parts.

21.05 Anal yze sales potential of parts and supplies using
hi storical data

21.06 ldentify and discuss steps to conduct an Internet search for
parts information

21.07 Conduct an Internet research project involving the parts
i ndustry.

21.08 Identify and discuss specific purchase order control
reports.

21.09 Cenerate and control conputerized purchase orders.

21.10 Denonstrate ability to buy parts and supplies using an
aut omat ed system

21.11 Identify responsibilities of a back office supervisor

21.12 Eval uate new products for sales potenti al

21.13 Identify and use inventory classifications.

21.14 Maintain effective business conmuni cations w th supervisors,
co-workers, and industry representatives.

21.15 Recommend solutions to inventory control and purchasi ng
pr obl ens.

21.16 Denonstrate ability to supervise inventory managenent.
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Cour se Nunber: 8809112
Course Title Mar ket i ng Managenment QOperations
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op conpetenci es necessary for the
successful managenent of a parts departnent, a general lines retai
outlet, or an independent parts retail store. Topics include generic
mar ket i ng managenent skills, project planning, and enpl oyee rel ations
skills. After successful conpletion of this course, the student wll
have attai ned Cccupational Conpletion Point - Data Code J, Manager
First-Line Supervisors and Manager/ Supervi sors-Sal es and Rel ated Wrkers
- CES 41002

22.0 DEMONSTRATE MANAGEMENT AND SUPERVI SI ON TECHNI QUES- - The st udent
wll be able to:

22.01 Identify and di scuss manageri al / supervi sory functions.

22.02 ldentify and discuss the roles and responsibilities of a
manager / super vi sor .

22.03 ldentify and discuss qualities of effective |eaders.

22.04 ldentify and denonstrate enpl oyee notivational techniques.

22.05 lIdentify and denonstrate | eadership skills.

22.06 ldentify and denonstrate tine managenent techni ques.

22.07 ldentify and denonstrate training techniques.

22.08 ldentify and denonstrate team buil di ng techni ques.

22.09 Conduct a training session.

22.10 ldentify and denonstrate managenent conmunication
t echni ques.

22.11 Conduct a busi ness neeti ng.

22.12 ldentify and denonstrate probl em sol ving techni ques.

22.13 ldentify project planning and inplenentation techniques.

22.14 Denonstrate the ability to devel op and inplenment a project
pl an.

22.15 ldentify and denonstrate effective human resource nanagenent
t echni ques.

22.16 ldentify and denonstrate managenent techni ques to pronote a
producti ve workforce

22.17 Denonstrate ability to manage enpl oyee functions.

22.18 Denonstrate ability to nmanage busi ness operati ons.

22.19 Denonstrate ability to supervise sales functions.

22.20 Denonstrate ability to manage a busi ness enterprise.

22.21 Denonstrate ability to nmanage enpl oyees.

22.22 Eval uate busi ness problens and inpl enment sol utions.

22.23 Anal yze business performance and profit/l oss statenent.

23.0 RESEARCH CAREER OPPORTUNI TI ES I N THE | NDUSTRY- - The student will be
able to:

23.01 Describe purpose and inportance of career objectives.
23.02 ldentify individual interests, strengths, and weaknesses in
relation to a career
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23.03

23.04
23.05
23. 06

Identify characteristics of selected careers (e.g., salary,
wor ki ng condi ti ons, education requirenents, career |adders,
technol ogy requirenents).

Identify steps to research, gather, and anal yze career data.
Prepare a career research plan for a selected career.
Establish realistic career enploynment goals.
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