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CAREER CENTER

Career-technical education does not discriminate on the basis of race, color, national origin, sex, disability, or age for participation in any program or activity. Lack of English language proficiency will not be a barvier to admission and participation in career-technical education programs or courses.



FUNDAMENTAL OF BUSINESS ADMINISTRATIVE SERVICES

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.

142000

BUSINESS FOUNDATIONS

This is the first course for the Business and Administrative Services, Finance, and Marketing career fields. It
introduces students to specializations within the three career fields. Students will obtain knowledge and skills in
fundamental business activities. They will acquire knowledge of business processes, economics, and business
relationships. Students will use technology to synthesize and share business information. Employability skills,
leadership, communications, and personal financial literacy will be addressed.

141000

HUMAN RESOURCE MANAGEMENT

Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the
organization. Students will utilize technology to create job applications, job descriptions, and job profiles to
support the talent acquisition process. They will learn to recruit applicants, administer employment assessments,
conduct background investigations, and make and communicate hiring decisions. Students will also develop
employee handbooks and establish performance improvement processes. Rewards and recognition practices,
relationship management and compliance will be addressed.

142035

144030 PROFESSIONAL & TECHNICAL SALES

In this course, students will demonstrate sales processes and techniques used in a business-to-business
environment. They will develop, grow, and maintain positive business relationships. Students will moniter trends
and the business environment to determine the impact on their sales, customers, and competitors. They will
negotiate and adjust prices and sales terms. Students will manage sales activities and territories. Technology,
employability skills, leadership, and communications will be incorporated in classroom activities

142005 OFFICE MANAGEMENT

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
CTAPS001 contracts, internal controls, and compliance requirements. Business office tools and applications will be

3 Credit Hours emphasized.

College Credit

g BUSINESS AND ADMINISTRATIVE SERVICES CAPSTONE
142045

The capstone course provides opportunities for students to apply knowledge, attitudes and skills that were
learned in a Business and Administrative Services program in a more comprehensive and authentic way.
Capstones often include project-/problem-based learning opportunities that occur both in and away from school.
Under supervision of the school and through community partnerships, students may combine classroom learning
with work experience. This course can be delivered through a variety of delivery methods including cooperative
education or internship.
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