


	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Fundamentals of Business and Administrative Services

	Description
	This is the first course specific to the Business and Administrative Services career field. It introduces students to the specializations offered in Business and Administrative Services. Students will obtain fundamental knowledge and skills in general management, human resources management, operations management, business informatics and office management. They will acquire knowledge of business operations, business relationships, resource management, process management and financial principles. Students will use technological tools and applications to develop business insights.

	Unit 1
	Careers in Business and Administrative Services
Students will examine multiple careers in business and administrative services, research qualifications and training required in the careers, and develop a job description for each.

	Outcome
	1.1 	Employability Skills: Develop career awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse business settings.

	Competencies
	1.1.2	Identify the scope of career opportunities and the requirements for education, training, certification, licensure and experience.

	Instructional Strategies
Each student should select and conduct research on three business or administrative services occupations that are of interest to him/her. After completing her/his research, each student should develop three digital multimedia posters (one for each occupation). The posters should highlight typical earnings for the career, qualifications and training required, the job outlook for the position and a job description representative of the career.

	Instructional Resources
Career Explorer
http://www.careerexplorer.net/
At the Career Explorer website, students can take a career aptitude test, read about careers that interest them and watch videos of the careers in action.

CareerOneStop
http://www.careeronestop.org/ 
Sponsored by the U.S. Department of Labor, this extensive website provides tools and resources that enable users to explore career options and trends, conduct self-assessments, watch career-related videos and much more.

My Next Move
http://www.mynextmove.org/
At My Next Move, students can learn more about their career options. The site details the tasks, skills and salary information for hundreds of different careers. Sponsored by the U.S. Department of Labor.

Ohio Means Jobs
https://jobseeker.ohiomeansjobs.monster.com/Seeker.aspx
Students can use the Ohio Means Jobs system to explore career opportunities, labor market projections and educational options.
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	Unit 2
	Business Technology and Communications
Students will examine organizational communication hierarchies and use multiple business technologies to develop, store, access and share information.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.6	Use proper grammar and expression in all aspects of communication.
1.2.11	Write professional correspondence, documents, job applications and resumés.
1.2.12	Use technical writing skills to complete forms and create reports.

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.1	Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public address systems).
1.4.2	Select and use software applications to locate, record, analyze and present information (e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search engines).
1.4.4	Use system hardware to support software applications.
1.4.5	Use information technology tools to maintain, secure and monitor business records.
1.4.6	Use electronic database to access and create business and technical information.
1.4.7	Use personal information management and productivity applications to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8	Use electronic media to communicate and follow network etiquette guidelines.

	Outcome
	3.3	Business Communications Management: Apply strategies and procedures to plan, create, implement, and evaluate internal and external company communications.

	Competencies
	3.3.1	Identify organizational communication hierarchies, and select the appropriate communication strategy to use for the hierarchy. 
3.3.2	Explain how the content of written communications (e.g., email, text messages, chats) creates reputational, legal and regulatory exposure for organizations, and describe how to manage the risk individually and collectively.




	Outcome
	6.3	Business Applications: Apply tools, processes and procedures to manage the efficient and effective use of technology to achieve organizational goals. 

	Competencies
	6.3.2	Mine standard databases (e.g., accounting, customer, product, vendor, sales, operations, human resources, patient, supplier, procurement), apply analytical tools, and interpret the findings.

	Instructional Strategies
Each student should create a database of jobs, internships and other activities in which she has participated in high school. Students should include fields for grade level, organization or business, activities, honors or awards, teacher or supervisor, etc. Then, each student should sort and print a report by grade level and use it to develop a résumé. Each student should email his/her résumé to a classmate, who should review it and provide constructive feedback.  Students should use the US Census database to determine the best locations for the type of job they are seeking.  Students will pull data, transfer the data to another database and manipulate the data to determine the locations for employment.  

Then, divide the class into groups of two or three students each. Develop and give each group an organizational chart detailing the different lines and levels of authority in a business, along with a list of scenarios that would require communication within the business. Each group should review the different scenarios and determine to whom and how to communicate in each situation.

	Instructional Resources
Choose the Most Productive Communication Channel for Your Message
http://office.microsoft.com/en-us/help/choose-the-most-productive-communication-channel-for-your-message-HA001194524.aspx
This article contains tips for selecting the most appropriate channels for transmitting your messages in the workplace.

Technology Tutorials on the Web
http://www.internet4classrooms.com/on-line2.htm
The website Internet4Classrooms has culled the web and identified an abundance of technology tutorials. Includes tutorials for word processing, spreadsheet, database, presentation, multimedia, web design and graphic software.

Word 2013
http://www.gcflearnfree.org/word2013
Use any or all of these 31 short lessons to teach how to use a word-processing program. Addresses the basics, working with text, working with objects, reviewing documents, collaboration and more. 
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	Unit 3
	Customer Relations
Students will demonstrate proper techniques and strategies for positive customer relations.

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships. 

	Competencies
	3.1.3	Apply a customer-service mindset in a culturally appropriate manner (e.g., respond to customer inquiries; reinforce service through effective, ongoing communication).
3.1.4	Build rapport with customers and use this rapport to inform customers about company policies, consequences of noncompliance with recommendations or requirements and service or account terminations.
3.1.6	Reinforce company’s image and culture to exhibit the business’s brand promise.
3.1.7	Describe the scope of customer-relationship management to show its contribution to business.

	Outcome
	3.2	Relationship Management: Apply techniques and strategies to develop, maintain and grow positive relationships with employees, peers and stakeholders. 

	Competencies
	3.2.3	Align personal vision and goals with organizational or departmental goals, objectives and initiatives. 

	Outcome
	3.3	Business Communications Management: Apply strategies and procedures to plan, create, implement, and evaluate internal and external company communications.

	Competencies
	3.3.3	Adapt personal communication style to audiences in virtual intercultural environments.
3.3.5	“Sell” ideas to internal and external audiences.





[bookmark: _GoBack]
	Instructional Strategies
Have students research the costs for acquiring and maintaining customers.  Lead the class in a discussion of the importance of positive customer relations as well as costs for acquiring and maintaining customers. Then, students should participate in role plays of customer relations scenarios such as listening, negotiation, conflict resolution, building rapport, confidentiality and privacy, crisis management and use of data.  Then have students watch videos of different customer relations situations.  Students will develop goals for customer service for a business and “sell” those ideas to the class through a presentation.

	Instructional Resources
15 Customer Service Skills that Every Employee Needs
https://www.helpscout.net/blog/customer-service-skills/
This article addresses the customer service skills that forward-facing employees must have.


Managing Customers Tutorial
http://www.knowthis.com/managing-customers
This tutorial from KnowThis.com discusses the importance of customers, trends in customer service and customer relations technology.
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	Unit 4
	Management Basics
Students will identify types of management activities, resources that are managed and factors influencing business management.

	Outcome
	6.1	Management Fundamentals: Describe business management practices and their contributions to goal achievement and organizational success.

	Competencies
	6.1.1	Distinguish between management and leadership, and describe the factors that influence management. 
6.1.3	Describe the types of resources managed in business and their significance in business operations, and explain the differences between managing internal versus external resources.
6.1.8	Distinguish among the scope and purposes of data management, information management and knowledge management, and explain legal and ethical considerations associated with each.

	Instructional Strategies
Each student should select a local business with which s/he is familiar. Students should identify the business manager(s), types of management activities that the manager(s) is responsible for and types of internal and external resources that the manager(s) manages. Students should share their findings with the class. Lead the class in a discussion of similarities and differences among the various business managers and factors that influence business management.  Finally, students will discuss what differentiates a manager from a leader.

	Instructional Resources
Defining Knowledge, Information, Data
http://www.knowledge-management-tools.net/knowledge-information-data.html
This article clearly defines the differences among knowledge, information and data.

The Five Functions of Management Lesson Plan
http://kwhs.wharton.upenn.edu/lesson_plans/the-five-functions-of-management/
This free lesson plan from the Wharton School of the University of Pennsylvania focuses on roles and responsibilities common to business management.



Functions of Management Lesson
http://gactaern.org/Unit%20Plan/Business/Business%20Essentials/BE_7_UP%20UNIT%20PLAN%20Functions%20of%20Management%20RW.pdf
Although this lesson from the Georgia CTAE Resource Network is designed for five 90-minute blocks, it contains information and activities that could be collapsed into a shorter lesson. 
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	Unit 5
	Supply Chain Management
Students will trace a company’s supply chain and determine the role of supply chain management.

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.11	Differentiate between operations and supply chain, and describe their components, or activities, and contributions to business.

	Outcome
	7.7	Supply Chain Management: Conduct supply chain management activities to coordinate supply chain design and operations to achieve organizational goals and objectives. 

	Competencies
	7.7.3	Describe supply chain’s impact on customer satisfaction and perceived value.  
7.7.4	Describe supply chains, and explain their integration with and influence on business activities and functions (e.g., product development, production, marketing, finance).  

	Instructional Strategies
Divide the class into groups of three or four students. Each group should conduct research and then create a storyboard illustrating Apple’s supply chain.  The storyboard should also identify the function of supply chain management, the relationship between supply chain management and other business activities and functions and the impact of supply chain management on customer satisfaction. 

	Instructional Resources
Management Skills Lessons
The Day to Day Running of a Company: http://www.masterclassmanagement.com/BusinessManagementCourse-DayToDayRunning.html
The Engines of the Organization: http://www.masterclassmanagement.com/L9-Introduction.html
Supply Chain Management (SCM): http://www.masterclassmanagement.com/BusinessManagementCourse-SupplyChainManagement.html
These three lessons, which are part of a broader management skills course, discuss the importance and roles of operations and supply chain management.


OperationsManagement.com
Supply Chain Management Role in Operations Management: http://www.operationsmanager.com/what-is-operations-management/supply-management-role-in-operations-management/
Supply Chain Manager in Operations Management: http://www.operationsmanager.com/what-is-operations-management/supply-chain-management-in-operations-management/
These two articles from OperationsManagement.com, the purported “guide to the operations management profession,” explain the relationship and roles of supply chain management and operations management in simple terms.

The Supply Chain: Who Knew That Every Oreo Makes a Journey?
http://kwhs.wharton.upenn.edu/2013/10/the-supply-chain-who-knew-that-every-oreo-makes-a-journey/
In this personal essay, a high school senior recounts how her eyes were recently opened to the vast and fascinating world of supply chain management. 
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	Unit 6
	Business Processes
Students will identify business processes, examine the role of each, and determine common bottlenecks in different processes.

	Outcome
	2.4	Business Processes: Relate business-process design to organizational structure and organizational goal achievement.

	Competencies
	2.4.4	Describe the relationship among policies, processes and procedures. 

	Outcome
	8.1	Business Process Analysis: Conduct business process analysis to identify, analyze, and solve business problems and improve process performance.

	Competencies
	8.1.1	Explain approaches for documenting business processes that identify financial risks and controls, value creation activities, bottlenecks, performance issues, and improvement opportunities. 

	Instructional Strategies
Divide the class into pairs. Each pair of students should develop a chart that identifies business processes (e.g., quality management, risk management, customer service, supply chain, accounting) and explains the role of each. In the chart, students should also identify common bottlenecks and impediments in the different business processes.

	Instructional Resources
Business Processes and Business Functions
http://www.bls.gov/opub/mlr/2008/12/art3full.pdf
This article from the U.S. Bureau of Labor Statistics distinguishes among a variety of business processes and business functions.

Process Analysis
http://www.netmba.com/operations/process/analysis/
This article explains how to analyze business processes. Covers process flow diagrams, performance measures and bottlenecks.
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	Unit 7
	Business Ownership
Students will examine types of business and business ownership and examine reasons that business owners choose each.

	Outcome
	9.1	Financial Principles: Apply tools, strategies, and systems to plan and monitor the use of financial resources.

	Competencies
	9.1.1	Compare and contrast types of business, types of business ownership, and the role of profit and taxes in influencing business structure.
9.1.6	Distinguish among profit, cash flows, and return on investment (ROI) measures; and identify factors that could cause different outcomes within these three measures of business performance.

	Instructional Strategies
Divide the class into groups of three or four students. Each group should use a graphic organizer to identify the different types of business and business ownership, two local examples of each type and reasons (e.g., profit, taxes, etc.) why business owners are likely to choose each of the different types. After completing its work, each group should present its findings to the class. Following all of the presentations, lead the class in a conversation of the students’ work as well as the differences among profit, cash flows, and return on investment (ROI) and what can influence these measures.

	Instructional Resources
Business Types of Ownership
http://www.themoneyalert.com/businesstypesofownership.html
This article from the U.S. Small Business Administration explains the types of business ownership and the advantages, disadvantages and financial implications of each.

These Kids Mean Business Lesson Plans
Profits and Entrepreneurship: http://www.thesekidsmeanbusiness.org/educators_guide/lesson12.php
What Type of Business Should I Start?: http://www.thesekidsmeanbusiness.org/educators_guide/lesson13.php
The These Kids Mean Business website provides practical, succinct information to secondary students about becoming entrepreneurs. Each lesson plan contains a vocabulary list, student activities and instructional procedures for the teacher.


Types of Business Organization
http://www.studyfinance.com/lessons/busorg/
This overview of the different forms of business ownership explains the advantages and disadvantages of each.
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	Unit 8
	Business Law
Students will identify laws and regulations impacting businesses and determine types and components of contracts that businesses use.

	Outcome
	1.11	Principles of Business Economics: Examine and employ economic principles, concepts, and policies to accomplish organizational goals and objectives.

	Competencies
	1.11.9	Describe how laws and regulations influence domestic and international trade.

	Outcome
	8.4	Contract Oversight: Administer contracts to achieve organizational goals and minimize risk.

	Competencies
	8.4.1	Distinguish among types of contracts (e.g., vendor contracts, labor agreement, statement of work, master services agreement, letters of intent, memorandums of understanding).  
8.4.2	Explain contract components and their associated risks, terms, and conditions. 

	Instructional Strategies
Each student should identify a business that s/he would like to start. Then, students should conduct research to identify laws and regulations (global and local) that apply to their businesses as well as the impact of each law or regulation. Students should also determine different types of contracts that they are likely to encounter when starting and/or owning their businesses, the risks associated with each type of contract and common components of each.

	Instructional Resources
Business Law
Complying with Government Agency Procedures: http://www.allbusiness.com/government/government-procurement/3884652-1.html
Laws Every Small Business Needs to Know: http://experts.allbusiness.com/laws-every-small-business-needs-to-know/939/#.VBjYgRaaU3U
The Sarbanes-Oxley Act: A Quick Guide for Small Businesses: http://www.allbusiness.com/government/business-regulations/11410-1.html
This articles from AllBusiness highlight government laws and regulations impacting businesses.


Contracts
Key Contract Provisions: http://www.allbusiness.com/legal/contracts-agreements/786-1.html
What Makes a Valid Contract?: http://www.allbusiness.com/legal/contracts-agreements/734-1.html
What Must a Contract Contain to Be Legally Bindings?: http://www.allbusiness.com/legal/contracts-agreements/731-1.html
These three articles from the AllBusiness website explain the basics of contracts in clear, succinct language.

Government Regulations: Do They Help Businesses?
http://www.investopedia.com/articles/economics/11/government-regulations.asp
This article identifies the advantages, drawbacks and impact of government regulations.

Legal Information for U.S. Organizations (Businesses and Nonprofits)
http://managementhelp.org/businesslaw/index.htm
This webpage from the Free Management Library has detailed information about many different types and levels of government regulations impacting business operations.
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	Unit 9
	Safety and Security
Students will examine health and safety regulations that businesses must follow as well as safety, security and data-protection policies used by businesses.

	Outcome
	7.1	Safety, Health and Security: Develop, administer and manage policies and procedures to promote business safety, health, and security and to reduce risk of loss.

	Competencies
	7.1.1	Promote adherence to health and safety regulations to support a safe work environment.
7.1.2	Identify needed safety and security policies and procedures to protect organizational stakeholders (e.g., employees, contractors, directors and officers, customers, guests and visitors). 
7.1.5	Identify strategies for protecting business’s digital assets, customer data, and other confidential business information.

	Instructional Strategies
Students should interview a human-resources professional to find out what health and safety regulations must be followed by the company, what safety and security policies the company has and what strategies the company uses to protect its data. After the interview, each student should write a synopsis of these findings.

	Instructional Resources
Talking Safety Curriculum
http://www.cdc.gov/niosh/talkingsafety/states/nj/entireNJ.pdf
Developed by the National Institute for Occupational Safety and Health, this curriculum resource contains lessons, overheads and student handouts focused on teaching young workers about job safety and health.

How to Plan for Workplace Emergencies and Evacuations
https://www.osha.gov/Publications/osha3088.html
This resource from the Occupational Safety and Health Administration gives suggestions for developing an emergency action plan. 





Youth Safety Tool Kits
https://www.bwc.ohio.gov/employer/programs/safety/sandhyouthsafety.asp
The Ohio Bureau of Workers’ Compensation has developed a series of tool kits for youths, educators, parents and employers. Each tool kit contains links to safety resources, publications/articles and much more.
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	Unit 10
	Economic Principles
Students will determine the impact of different economic concepts and principles on business.

	Outcome
	1.11	Principles of Business Economics: Examine and employ economic principles, concepts, and policies to accomplish organizational goals and objectives.

	Competencies
	1.11.2	Identify the difference between monetary and nonmonetary incentives and explain how changes in incentives cause changes in behavior.
1.11.8	Identify the relationships between economy, society and environment that lead to sustainability.

	Outcome
	2.2		Economic Principles: Relate principles and concepts of applied economics to business models, business activities and organizational goal achievement.

	Competencies
	2.2.8	Describe the nature of taxes paid by businesses and the impact of taxation on the circular flow of income model.
2.2.10	Analyze the impact of specialization and division of labor on productivity.
2.2.11	Explain reasons that labor unions form, analyze their impact on business, and describe types of negotiation strategies used in the collective bargaining process.
2.2.12	Explain the impact of the law of diminishing returns and the concept of economies of scale.
2.2.13	Describe the types of market structures (e.g., monopolistic, monopsonistic).
2.2.14	Explain the role of the Federal Reserve System, describe ways that it influences the availability of money and credit, and describe ways that it adjusts the money supply.
2.2.15	Describe the phases of business cycles (i.e., expansion, peak, contraction, and trough) and industry cycles (i.e., start-up or innovations, dominance, shakeout or consolidation, maturity, decline), benefits of understanding them, their internal and external causes, their impact on business and ways businesses deal with different phases.

	Outcome
	2.3	International Business: Relate factors impacting international business to internal business operations, practices and strategies.

	Competencies
	2.3.1	Describe the global environment in which businesses operate, identify leading economies, and explain how the global environment impacts a business’s overall global strategy.

	Instructional Strategies
Divide the class into 10 groups of students. Assign an economic concept (i.e., incentives, sustainability, taxes, specialization and division of labor, labor unions, the law of diminishing returns and economies of scale, market structures, the Federal Reserve System, business and industry cycles, and the global environment) to each group to research. After becoming experts on the concept, the group should develop and share a short skit illustrating its assigned concept and the impact of that concept on business. 

	Instructional Resources
AmosWEB
http://www.amosweb.com/cgi-bin/awb_nav.pl?s=awb
AmosWEB contains a glossary of economic terms, an encyclopedia of economics, and other resources that use simple, fun examples to explain complicated economic concepts.

EcEdWeb
http://ecedweb.unomaha.edu/lessons/lessons6-12.cfm
Developed by the Center for Economic Education at the University of Nebraska at Omaha, this website offers a wide variety of lesson plans for different economic concepts and ability levels.

Economic Class Notes
http://www.socialstudieshelp.com/Economics_Class_Page.htm
At this site, the Social Studies Help Center, teachers and students can access detailed notes and explanations of micro- and macro-economics topics.

Land and Freedom Lessons
http://www.landandfreedom.org/econ/
Developed by the non-profit Henry George School of Social Science, Land and Freedom provides free resources and lesson plans for teaching economics.







