	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 1
	Succeeding in the Modern Day Office
Students will research careers of interest in office management, complete job applications and develop résumés.

	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.

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

	[bookmark: AH_CS2]Competencies
	1.2.3	Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.5	Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended audience and purpose.
1.2.11	Write professional correspondence, documents, job applications and résumés.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.3	Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity, compassion, justice).

	Instructional Strategies
Each student should select an office management career that s/he is interested in pursuing, conduct research on the career and create a report highlighting that career. The report should include a description of the career, a listing of job duties, the career’s salary potential, education and training requirements and available certification and licensure. 

Each student should also complete a sample application, develop a résumé and create an employment portfolio. The portfolio should include items such as the student’s résumé, awards and honors, competencies that have been completed and sample work products.  Each student should then complete a mock interview.  A rubric should be developed for the process.  

	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.





Career: Office Manager
http://www.princetonreview.com/Careers.aspx?cid=103
The Princeton Review offers a good deal of information about careers in office management. Students can learn about a day in the life of an office manager, office managers’ quality of life, facts and figures about office management and postsecondary educational opportunities.

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.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 2
	Using Self-Leadership to Succeed
Students will examine the role of employability skills in the workplace. They will also use technology to track and manage their commitments. 

	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
	1.1.8	Identify the correlation between emotions, behavior and appearance and manage those to establish and maintain professionalism.
1.1.9	Give and receive constructive feedback to improve work habits.
1.1.10	Adapt personal coping skills to adjust to taxing workplace demands.

	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
	1.4.7	Use personal information management and productivity applications to optimize assigned tasks (e.g., lists, calendars, address books)

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

	Competencies
	3.2.7	Identify when and how to take risks to achieve objectives.

	Instructional Strategies
Invite someone from your advisory committee (or someone with a human resources background) to speak to the students about the importance of employability skills in getting and maintaining a job. Be sure that this individual also explains how managing tasks and client relationships efficiently and effectively is critical in reaching organizational and personal goals.

Then, student should watch industry videos to see employability skills in action. Students should also view videos that demonstrate both good and poor work habits. After watching each, lead the class in a discussion of what the employees in the videos did right or wrong.

Finally, students should use technology to create and maintain a calendar of class activities and assignments.

	Instructional Resources
Employability Skills
http://www.youthcentral.vic.gov.au/jobs-careers/planning-your-career/employability-skills
This article, targeted at teenagers and young adults, explains the basic skills all employers want their employees to possess.





Employability Skills Lesson Plan
http://r.search.yahoo.com/_ylt=AwrBT9fh3S5UY2gAVXpXNyoA;_ylu=X3oDMTE0YnQ0NGgxBHNlYwNzcgRwb3MDMTUEY29sbwNiZjEEdnRpZANWSVAwNzdfMQ--/RV=2/RE=1412386402/RO=10/RU=http%3a%2f%2fwww.education.vic.gov.au%2fDocuments%2fschool%2fteachers%2fteachingresources%2fcareers%2femployabilityskills1.doc/RK=0/RS=Tc2MEqqxoAnH7ZbmB9C2Io2nNts-
Developed by the Department of Education in Victoria, Australia, this simple one-hour lesson introduces students to employability skills. Includes student activities, handouts and an employability skills self-assessment sheet.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 3
	Working with Technology and Data
Students will examine privacy and intellectual property rules, regulations and issues. They will also identify the different methods for gathering knowledge on a topic and determine the advantages and disadvantages of each method.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.8	Verify compliance with computer and intellectual property laws and regulations.

	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
	1.4.3	Verify compliance with security rules, regulations and codes (e.g., property, privacy, access, accuracy issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4	Use system hardware to support software applications.
1.4.5	Use information technology tools to maintain, secure and monitor business records.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.10	Identify strategies for integrating technology into department or enterprise operations.

	Outcome
	6.4	Knowledge Management: Apply systems, strategies and practices to share, organize, store, analyze and facilitate the use of a business’s insights, processes, procedures and experiences as a strategic asset.

	Competencies
	6.4.3	Select and implement offline tools and techniques to gather, document and organize the knowledge residing with employees across the organization (e.g., relational networks, brainstorming, learning and idea capture, peer assist, learning reviews, storytelling, collaborative physical workspace, knowledge cafés, communities of practice).
6.4.4	Select and apply online networks and tools to disseminate knowledge and effective practices (e.g., document libraries, Wikis, blogs, social networking sites or services, knowledge clusters, expert locators, collaborative virtual workspaces, interfaces).




	Instructional Strategies
Students should work together to create an “All About Us” bulletin board for the class. The bulletin board should include student photos, fun facts, hobbies, interests, sports, music, etc.  Students should follow school technology rules and information privacy guidelines when building and decorating the bulletin board.

Then, each student should select a topic of interest and research it online. S/He should create an annotated bibliography of the different resources containing information about the topic that s/he researching. His/Her annotations should include the privacy and intellectual property rights associated with each resource. Students should also identify other ways they may be able to learn about the topic (e.g., personal interviews) and how those other sources may enrich their learning.

	Instructional Resources
Legal, Regulations, Compliance and Investigations
http://www.purdue.edu/securepurdue/docs/training/LegalRegulationsComplianceInvestigations.pdf
This slideshow includes information on intellectual property laws, privacy issues, liability, computer crimes and computer forensics. Start with slide #11.

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.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 4
	Managing Daily Office Activities
Students will manage business records, websites, administrative reports, equipment and supplies.

	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).

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.2	Manage business records to maintain needed documentation (e.g., routing orders, tracking shipments, expense reports, healthcare data, customer data, budget data, quality data, human resources data). 
6.2.3	Monitor and audit internal records.
6.2.4	Identify critical artifacts requiring preservation, establish retention guidelines, and archive information according to retention systems and procedures and regulatory requirements.

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

	Competencies
	6.3.7	Maintain a multimedia website, and test and post website design changes.

	Outcome
	7.2	Sourcing and Procurement: Implement sourcing and procurement activities to obtain resources that enable achievement of organizational goals and objectives and to enhance the organization’s financial wellbeing.

	Competencies
	7.2.4	Manage the bid or contracting process (e.g., bid specification, vendor or supplier search, bid review, selection of vendor) to achieve business goals.

	Outcome
	7.5	Facilities Management: Plan, maintain, and monitor property and equipment to facilitate ongoing business activities.

	Competencies
	7.5.1	Identify routine activities for maintaining, disposing, retiring and replacing business facilities and equipment.

	Instructional Strategies
Each week, appoint a different “student manager” for the classroom.  The student manager is responsible for answering the classroom phone; taking attendance; updating the classroom website; completing teacher expense reports; managing textbook, equipment and consumable inventories; etc.

Also make arrangements for the class to assist in the bid process for an item that the school or school district is purchasing (e.g., copier paper, food for concession stand, etc.). Students should research multiple vendors, prices, etc. and make a recommendation to the purchasing/procurement agent.

	Instructional Resources
The 10 Steps of the Procurement Cycle
http://www.businessdictionary.com/article/572/the-10-steps-of-the-procurement-cycle/
This BusinessDictionary.com entry details common steps in the procurement process.

Business Record Retention Schedule
http://www.yeoandyeo.com/uploads/Business%20Record%20Retention%20Schedule%202012.pdf
This chart identifies the many different types of records to keep, along with general guidelines on how long to hold the information.

Creating a Web Presence Lesson Plan
http://cte.unt.edu/content/files/_BMA/BMA_Curriculum/Virtual%20Business/02.03-CreatingWebPresence.pdf
The objectives of this comprehensive lesson plan from the Texas Education Agency include describing types of online businesses, understanding types of website policies, determining the developmental stages of websites and promoting interest in online businesses.

Starting a Small Business: Record Keeping
http://www.investopedia.com/university/small-business/creating-maintaining-business-records.asp#axzz1uCMLKgD7
This article from the Investopedia website identifies types of business records to maintain and reasons for maintaining them.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 5
	Building and Maintaining Relationships
Students will develop strategies for building relationships with employees from different cultural backgrounds. They will also examine the role and function of professional organizations and industry associations.

	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
	1.1.4	Describe the role and function of professional organizations, industry associations and organized labor and use networking techniques to develop and maintain professional relationships.

	Outcome
	1.5	Global Environment: Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.

	Competencies
	1.5.3	Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4	Recognize barriers in cross-cultural relationships and implement behavioral adjustments.

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

	Competencies
	3.2.6	Determine the nature of office politics, and overcome problems and difficulties associated with office politics and turf wars.
3.2.8	Describe the nature of organizational culture and its impact on business, and interpret and adapt to a business’s culture.
3.2.9	Establish strategic relationships with others.
3.2.10	Share best practices with key individuals and groups within and outside the business.
3.2.11	Manage internal and external business relationships to foster positive interactions, and strategically plan and leverage business relationships for growth.

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

	Competencies
	3.3.7	Develop, implement, monitor and adjust communications plan to meet the information needs of internal and external customers.

	Instructional Strategies
Divide the class into small groups. Assign a different culture that is present in the U.S. workforce to each group to research. Students should identify the culture’s values, beliefs and customs that affect the workplace environment. They should also identify strategies they would use to develop business relationships with individuals from these cultures. Students should present their findings to their peers.  Students should use the other groups’ information to develop a strategy for building relationships with all the assigned cultures.

Then, in groups, students should research an assigned professional organization or industry association. Each group should prepare a three-to-five minute video persuading viewers to join the assigned organization or association.  

	Instructional Resources
10 Ways to Build Good Coworker Relationships
http://www.techrepublic.com/blog/10-things/10-ways-to-build-good-coworker-relationships/
This article from TechRepublic highlights office etiquette that helps to build productive working relationships.

Managing Relationships
http://business.uni.edu/buscomm/Interpersonal/Managing%20Relationships.htm
This comprehensive chapter on managing relationships explains strategic choices involved in managing interpersonal relationships, special expectations and difficulties involved in workplace relationships and the role of interpersonal relationships within the larger communication networks of organizational life.

Office Management and Administrative Support
http://www.state.gov/m/fsi/tc/79970.htm
The U.S. Department of State’s Career Transition Center (CTC) offers job search guidance and related resources for a variety of fields. Includes a listing of professional associations for office management, online resources and related books.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 6
	Providing Exceptional Customer Service
Students will demonstrate proper techniques and strategies for positive customer relations.

	Outcome
	1.10	Sales and Marketing: Manage pricing, place, promotion, packaging, positioning and public relations to improve quality customer service.

	Competencies
	1.10.2	Determine the customer's/client’s needs and identify solutions and potential community resources.

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

	Competencies
	3.1.1	Explain the nature of positive customer or client relations and their role in keeping customers, and describe the importance of meeting and exceeding customer expectations.
3.1.2	Compare the cost to acquire customers with the cost to maintain customers, and explain how these costs impact business strategy and influence which customers to maintain. 
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.
3.1.5	Maintain confidentiality or privacy of internal and external customers.
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.
3.1.8		Build, maintain and improve relationships with customers, or clients; and promote brand and solicit new ideas and solutions using social media.
3.1.9	Identify opportunities to use crowdsourcing to engage customers or clients, to improve customer or client relationships, to promote brand and to solicit new ideas and solutions.





	Instructional Strategies
Students should discuss 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 conflict resolution, building rapport, confidentiality and privacy, crisis management and use of data.

Students should also select a local company and determine its brand promise and customer service philosophy. Students should summarize their findings and share them with the class.
 
	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.





	

Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 7
	Communications
Students will develop communications that meet the needs of different audiences and follows guidelines. They will apply marketing strategies.

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

	Competencies
	1.2.9	Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.12	Use technical writing skills to complete forms and create reports.
1.2.13	Identify stakeholders and solicit their opinions.

	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
	1.4.8	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
	5.9	Marketing Communications: Apply the concepts and determine the strategies needed to communicate information about products, services, images or ideas to achieve desired outcomes that support organizational goals and objectives.

	Competencies
	5.9.6	Implement word-of-mouth strategies to build brand and to promote products using word-of-mouth strategies.

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

	Competencies
	6.3.5	Research and incorporate visual, interactive and social media content into business communications.

	Instructional Strategies
Students should use technology (e.g., email, webpage, social media, etc.) to develop a variety of items promoting the office management class or program. Each item should address the needs of a different audience (e.g., students, parents, administrators, college admission officers, etc.).  Also lead the class in a discussion of how written communications (such as what the students create) create risk for individuals, businesses and organizations.

	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.

Why Use Electronic Communications?
http://knowledgeway.org/living/communications/homepage.html
This article discusses the benefits of communicating electronically.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 8
	Problem-Solving
Students will use a systematic approach to solving a business problem.

	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
	1.1.7	Apply problem-solving and critical-thinking skills to work-related issues when making decisions and formulating solutions.

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

	Competencies
	1.2.4	Use negotiation and conflict-resolution skills to reach solutions.
1.2.7	Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.

	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
	1.4.2	Select and use software applications to locate, record, analyze and present information (e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search engines).
1.4.6	Use an electronic database to access and create business and technical information.

	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
Create a scenario involving a problem in a business to provide to students, or use a problem that an actual business has experienced or is currently facing.  Divide the class into small groups, and have each group determine what is causing the problem and how it could solved. Students should:
· Brainstorm solutions to an identified or invented problem
· Use a search engine to gather information that would help them better understand the problem
· Use a search engine to research solutions
· Reach a consensus within their work groups on which solution to adopt
· Use multiple software programs to analyze and present information
Using a database selected (Census, for example) or created by the teacher, students should mine the database for information that will help to solve the problem.
	Instructional Resources
Nine Steps to Effective Business Problem Solving
http://www.businessinsider.com/nine-steps-to-effective-business-problem-solving-2011-7
This article, provided by the Business Insider, provides tips for mastering the discipline of problem solving for entrepreneurs.

Problem-Solving Methods Lesson
http://jcflowers1.iweb.bsu.edu/rlo/problemsolvingmethods.htm#Matching
This lesson from Ball State University examines a variety of problem-solving methods (e.g., create, scientific, trial and error, etc.), the importance of documenting work and how to benefit from failed attempts to solve a problem.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 9
	Managing Assigned Projects
Students will use collaborative or groupware applications to create a team report or proposal. 

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

	Competencies
	3.3.8	Collaborate on and aggregate complex internal documents to create a common voice that is vision, mission and brand-consistent.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.5	Select and use tools, systems, and processes to manage the preparation of documentation for teams and projects in a cost-effective manner (e.g., agendas, reports, minutes, training materials, RFPs [Requests for Proposal], process analysis charts and diagrams).
6.2.6	Perform scheduling functions to facilitate on-time, prompt completion of work activities (e.g., calendars, travel arrangements and itineraries, meeting arrangements and requests for audio-visual or technical support and information). 

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

	Competencies
	6.3.3	Implement collaborative or groupware and cloud computing applications (e.g., services, application, virtual environments) to facilitate projects and business operations.

	Outcome
	8.3	Project Management: Plan, manage, monitor, and control projects to improve workflow, minimize costs, and achieve intended project outcomes using planning and project-management tools.

	Competencies
	8.3.4	Document, sequence, allocate, and schedule activities to facilitate on-time and on-budget completion of project by qualified resources.




	Instructional Strategies
In groups, students should use groupware (e.g., Google Docs, Dropbox, etc.) to write a proposal for a new fundraising project.  The proposal must identify who, what, when, where, why, etc. The proposal should include a project timeline and budget. Different students should be responsible for different parts of the proposal. Proposals should be submitted to the instructor. The class should vote on the best option and submit it to school administrators for approval.
	Instructional Resources
Integrating Project Management Skills Into Your Classroom
http://pmief.org/learning-resources/resources-for-youth/teachers
The Project Management Institute Educational Foundation (PMIef) has developed free curricula and other materials for teaching project management skills to secondary-school students. 

Project Management Basics
http://www.usability.gov/tags/project-management/
Usability.gov, which is managed by the Digital Communications Division in the U.S. Department of Health and Human Services’ Office of the Assistant Secretary for Public Affairs, focuses on making digital content more useful to government and private individuals. However, there are a number of project management articles and tools that would be useful to students (e.g., Project Management Basics, Develop a Project Plan, etc.).

Project Management Lesson
http://www.bized.co.uk/educators/16-19/business/production/lesson/project1.htm
This detailed lesson introduces the project management process.

Project Management Methodology Guidelines
http://www.chandleraz.gov/Content/PM000PMMethodologyGDE.pdf
Provided by the city of Chandler, Arizona, this 97-page e-book includes an overview of project management, a step-by-step guide to the phases of project management.

What Is Groupware?
http://mobileoffice.about.com/od/glossary/g/what-is-groupware.htm
This article explains features, benefits and examples of groupware.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 10
	Supporting Human Resources	
Students will develop job descriptions, create job orientation materials, interview job candidates and orient new employees.  

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

	Competencies
	3.2.12	Describe ways that businesses build positive employer-employee relationships.

	Outcome
	6.6	Talent Acquisition: Apply policies, procedures, and strategies to obtain the best qualified candidates for job positions in union and non-union environments while minimizing associated costs.

	Competencies
	6.6.5	Write and post job announcements for job openings.
6.6.6	Screen and interview job applicants using culturally appropriate techniques.

	Outcome
	6.7	Talent Onboarding and Development: Apply strategies, policies and procedures to orient new hires and provide growth opportunities to engage new and existing union and non-union employees in the workplace.

	Competencies
	6.7.2	Conduct human resources onboarding activities (e.g., employment eligibility verification [I-9 form], tax paperwork, contracts, benefit plans, policy orientation). 
6.7.3	Orient talent to organizational culture, values and norms using appropriate techniques (e.g., coaching or mentoring, cross-departmental networking, toolkits, training).

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.2	Process human-resource compliance paperwork, and complete required reporting (e.g., workers’ compensation claims, Occupational Safety and Health Administration [OSHA] documents, employment documents, fair medical leave, disability, unemployment).




	Instructional Strategies
Each student should write and post a job description for a specific position that is familiar to her/him (e.g., club president, babysitter, retail sales clerk, etc.). S/He should also create job orientation materials for the job. Be sure that students include standard human resource paperwork (e.g., I-9, W-4) in the orientation packets that they develop. Finally, students should interview other students for the position, decide whom to hire and practice orienting students to the job using the materials they created.
	Instructional Resources
Ensuring New Employees’ Success: Best Practices for Employee Onboarding
http://eclkc.ohs.acf.hhs.gov/hslc/tta-system/operations/mgmt-admin/hr/personnel/EnsuringNewEmpl.htm
This article from the Office of Head Start discusses the importance of assimilating new employees to the workplace and accompanying organizational culture.

Hiring and Training Key Staff of Community Organizations
Section 3. Advertising for Positions: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/advertise/main
Section 4: Interviewing for Positions: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/interview/main
Section 6. Developing Staff Orientation Programs: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/staff-orientation/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many H.R. management activities. 

MasterClassManagement.com Lessons
Job Interview Questions to Ask: http://www.masterclassmanagement.com/ManagementCourse-JobInterviewQuestions.html
What to Look For in an Interviewee: http://www.masterclassmanagement.com/ManagementCourse-WhatToLookForInterviewee.html
MasterClassManagement.com offers a free, comprehensive, clearly-written course on management and leadership development.




Recruitment/Recruiting Staff Lesson Plans
Recruiting Staff Lesson Plan: http://www.bized.co.uk/educators/16-19/business/hrm/lesson/recruit1.htm
Recruitment Worksheet, Student Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/student.htm
Recruitment Worksheet, Tutor/Instructor Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/tutor.htm
These lessons walk students through the process of developing a job description and person specification, advertising a position, screening applicants, interviewing job candidates, hiring, onboarding and employee rights.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 11
	Supporting Accounting and Financial Management
Students will identify errors in financial records, assess the financial impact of those errors on stakeholders and determine steps that would have prevented or detected the errors.

	Outcome
	9.4	Internal Controls: Establish suitable internal controls to ensure the proper recording and reporting of transactions in compliance with applicable standards.

	Competencies
	9.4.1	Describe the impact of financial reporting and internal control regulations on control requirements (e.g., Sarbanes-Oxley Act of 2002, Dodd-Frank Wall Street Reform Act, Model Audit Rule, Government Accountability Standards).
9.4.4	Develop and implement internal control procedures (e.g., cash controls, inventory controls, payroll controls, plant asset controls, data protection, personal information controls). 
9.4.5	Inspect and ensure the continued functioning of internal controls.

	Outcome
	9.5	Financial Accounting: Track, record, and summarize financial transactions to enable accurate reporting of financial activity to external parties.

	Competencies
	9.5.11	Perform procedures to validate accuracy of accounting data, to identify errors and to make corrections (e.g., review trial balance, reconcile cash, proof ledgers, count inventory).
9.5.14	Identify and preserve accounting information in compliance with regulations and policies.

	Instructional Strategies
Students should research financial regulations impacting accounting and financial management.  After completing their research, students should share their findings with the class.

Then, provide students with a payroll register that has multiple errors. Students should identify and correct the errors, determine whom would be financially impacted by the errors (e.g., employer, employees, etc.) and how they would be affected, identify steps that could have been taken to prevent the errors and determine what could have been done to detect the errors before paychecks were processed.

For additional challenge and group learning, divide the students into groups with each group working on a different type of error (e.g., inventory, payroll, cash, etc.). Each group should summarize its findings and report out to the class. 
	Instructional Resources
Accounting Curriculum Resources
http://www.uen.org/Lessonplan/LPview?grade=12
Provided by the Utah Education Network, these curriculum resources address accounting topics such as journalizing transactions, posting to a general ledger, changes that affect owner’s equity, etc. Resources include lesson plans, rubrics, handouts and more.




Internal Controls
http://www.calstate.edu/audit/internal.shtml
This article, provided by the California State University, explains internal controls in clear and simple terms. 

Internal Controls and Reconciliations
http://www.sophia.org/tutorials/internal-controls-and-reconciliations--3
http://www.sophia.org/tutorials/internal-controls-and-reconciliations?from_many_ways=true
These video-based tutorials discuss the need for and elements of internal controls.

Internal Controls Checklist
http://www.compasspoint.org/sites/default/files/docs/646_internalcontrolschecklist.pdf
Although this checklist was developed for non-profit organizations, it is still worthwhile for general study of internal controls. It identifies internal controls for cash receipts, cash disbursements, petty cash, payroll, fixed assets, financial statements, etc.

So, You Want to Learn Bookkeeping! Tutorial
http://www.dwmbeancounter.com/tutorial/Tutorial.html
Bean Counter’s multi-part bookkeeping tutorial is a quick, easy way to learn the basics of bookkeeping. The tutorial introduces users to the accounting equation, double-entry bookkeeping, debits and credits, the general ledger and journals, financial statements and much more.

What Are Internal Controls?	
http://www.maine.gov/osc/internalaudit/controls.shtml
Provided by the Office of the State Controller of Maine, this article explains management’s responsibilities for internal controls.




	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 12
	Compliance
Students will determine factors that companies consider to develop and implement policies and procedures that comply with regulations.

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.6	Analyze existing policies, procedures and documents to ascertain compliance with regulatory requirements (e.g., Centers for Medicare and Medicaid Services [CMS], Health Insurance Portability and Accountability Act [HIPAA]) and self-regulatory guidelines. 
4.3.7	Monitor compliance with organizational or departmental compliance policies and procedures (e.g., continuing education requirements, prevention of fraudulent practices, record falsification or alteration, patient or customer abuse, lack of follow-up). 

	Instructional Strategies
Provide students with an actual company’s policy manual. Students should analyze the company’s policies and procedures to ascertain compliance with regulatory requirements.  Students should:
· Select one policy or procedure to analyze
· Identify why the policy or procedure was established
· Compare the policy or procedure to the regulatory requirements 
· Identify how the company monitors for compliance 
· Conduct research to identify how the company’s policy or procedure compares with other companies
· Summarize their findings (e.g., gaps, differences between companies)

	Instructional Resources
Business Compliance Requirements and Consequences
http://www.bizfilings.com/learn/business-compliance.aspx
This article explains internal and external requirements with which businesses must comply.

What Is Compliance?
http://www.int-comp.org/faqs-compliance-regulatory-environment
Provided by the International Compliance Association, this article provides detailed information about compliance, regulations and risk.








	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 13
	Supporting Professional Services and Small Businesses
Students will analyze the elements of contracts, examine state regulations for contracts and determine how to prove compliance or breach of contract. 

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.8	Identify strategies for managing professional liability and malpractice risks (e.g., incompetent or impaired physicians, unnecessary procedures, patient or customer misconduct, service or medical errors, lack of training, poor documentation).

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

	Competencies
	8.4.3	Identify financial arrangements in contracts and the financial information required to verify compliance with the contract terms (e.g., cost plus pricing, contingent pricing, time and materials pricing, profit-sharing, percentage-based fees). 
8.4.4	Identify contract terms that might restrict future business activity (e.g., required credit rating, maximum debt-to-equity ratio, minimum cash reserve, prohibited lease transactions, shared information). 
8.4.5	Identify contract terms that mandate reporting of financial and non-financial information, and establish processes to collect and submit required information. 
8.4.6	Develop process to monitor contract terms for compliance and to protect against breach of contract or default.
8.4.7	Determine strategies to manage compliance of outsourced and hosted service providers.
8.4.11	Maintain contract compliance documentation for required timeframe.

	Instructional Strategies
Students should research elements (e.g., liabilities, risks, terms, compliance, restrictions, etc.) of different types of contracts that businesses execute (e.g., non-disclosure, noncompete, service agreements, etc.).  Students should also examine state regulations, research how to determine liability for breach of contract or “limitability” and identify what documentation is needed to prove compliance with a contract or to win a case for breach of contract.

	Instructional Resources
Contract Law Jeopardy
https://www.superteachertools.net/jeopardyx/jeopardy-review-game-from-com.php?gamefile=http://www.superteachertools.com/jeopardy/usergames/Mar201010/jeopardy1268057466.txt#.VBsv8haaU3X
This free Jeopardy game focuses on offer and acceptance, general assent and consideration.

Contract Law Worksheets
Class Notes and Practice: https://docs.google.com/file/d/0Bx4UzO8TZolVVFBEdFZoWVRkdDQ/edit?pli=1
Crossword Puzzle: https://docs.google.com/file/d/0Bx4UzO8TZolVcEpfbVFWejVtNE0/edit?pli=1
These handouts reinforce legal aspects of contracts, contract elements and the use of contracts in different situations. 

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.

Drafting Company Contracts
https://docs.google.com/file/d/0Bx4UzO8TZolVY19YSWZXTUIwLTA/edit?pli=1
This document contains scenarios, or “fact patterns,” in which students act as businesses entering into a contract.

Termination of a Contract
https://docs.google.com/file/d/0Bx4UzO8TZolVX0hKLWVZanJiYnM/edit?pli=1
This slideshow presentation explains in which contracts may be discharged or terminated.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Office Management

	Description
	Students will apply techniques used to manage people and information in a business environment. Students will learn to build relationships with clients, employees, peers and stakeholders and to assist new employees. They will manage business records, gather and disseminate information, and preserve critical artifacts. They will also examine contracts, internal controls and compliance requirements.  Business office tools and applications will be emphasized.

	Unit 14
	Participating in Process Improvements
Students will apply process documentation and analysis techniques to design improved ways of executing assignments.

	Outcome
	1.8	Operations Management: Plan, organize and monitor an organization or department to maximize contribution to organizational goals and objectives.

	Competencies
	1.8.3.	Analyze the performance of organizational activities and reallocate resources to achieve established goals.
1.8.4.	Identify alternative actions to take when goals are not met (e.g., changing goals, changing strategies, efficiencies).

	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.

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

	Competencies
	8.1.2	Document the process activities, records or information and systems involved in business activities (e.g., developing new products, acquiring new customers, producing inventory for sale, selling goods and services, managing people).
8.1.3	Identify process requirements and performance expectations. 
8.1.4	Identify measurements and metrics for evaluating process effectiveness and efficiency.




	Instructional Strategies
[bookmark: _GoBack]Students should review the overall process flow and procedures used to manage and complete a class activity such as a fundraiser or community activity. Students should use flow charts, narratives or other tools to define the phases of the process. They should also use surveys or discussion forums to identify what did and did not work well during the project (delete previous sentence).  Have the students use brainstorming techniques (e.g., mind mapping) to identify how the process could be improved. Then, students should design a new process, define how they will measure effectiveness of the new process, and use the new process to complete an assigned group project. 
	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 explains common business processes found in U.S. companies.

How to Document a Business Process
http://www.ehow.com/how_4751115_write-business-process.html
This article contains simple step-by-step instructions for documenting a business process. Be sure to read the tips and warnings provided at the bottom of the article.

Process Improvement Tutorial
http://www.squawkpoint.com/tutorials/process-improvement/
This tutorial explains business process improvement in a straight-forward, clear manner. 

What is Business Process Design and Why Should I Care?
http://www.business.unr.edu/faculty/kuechler/750/RivCom-WhatIsBPD-WhyShouldICare.pdf
Although this article is a bit old (copyright 2002), it does a better job of explaining business processes than most current articles on the Internet.





