Business Studies

Business Administration and Management, General 52.0201

Accounting Technology/Technician and Bookkeeping 52.0302

Administrative Assistant and Secretarial Science 52.0401

Business/Office Automation 52.0407

General Office Occupations and Clerical Services 52.0408

Standard: Consortium for Entrepreneurship Education
http://www.entre-ed.org/Standards_Toolkit/
Note: The Consortium for Entrepreneurship Education was formed in 1980 to develop entrepreneurship competencies for career and technical education programs. The Standards are subdivided into 3 major categories: Entrepreneurial Skills; Ready Skills; and Business Functions. The following competencies comprise the Ready Skills standards.
Framework, Duties and Tasks:

Ready Skills: The basic business knowledge and skills that are prerequisites or co-requisites for becoming a successful entrepreneur
Business Foundations: Understands fundamental business concepts that affect business decision making.
A. Business Concepts

1. Explain the role of business in society.

2. Describe types of business activities.

3. Explain types of businesses.

4. Explain opportunities for creating added value.
5. Determine issues and trends in business.

6. Describe crucial elements of a quality culture/continuous quality improvement.

7. Describe the role of management in the achievement of quality.

8. Explain the nature of managerial ethics.

9. Describe the need for and impact of ethical business practices.

B. Business Activities

1. Explain marketing management and its importance in a global economy.
2. Describe marketing functions and related activities.

3. Explain the nature and scope of operations management.

4. Explain the concept of management.

5. Explain the concept of financial management.

6. Explain the concept of human resource management.

7. Explain the concept of risk management.

8. Explain the concept of strategic management.

Communications and Interpersonal Skills: Understands concepts, strategies, and systems needed to interact effectively with others.

A. Fundamentals of Communication

1. Explain the nature of effective communications.

2. Apply effective listening skills.

3. Use proper grammar and vocabulary.

4. Reinforce service orientation through communication.

5. Explain the nature of effective verbal communications.

6. Address people properly.

7. Handle telephone calls in a businesslike manner.

8. Make oral presentations.

9. Explain the nature of written communications.

10. Write business letters.

11. Write informational messages.

12. Write inquiries.

13. Write persuasive messages.

14. Prepare simple written reports.

15. Prepare complex written reports.
16. Use communications technologies/systems (e.g., e-mail, faxes, voice mail, cell phones, etc.)

B. Staff Communications
1. Follow directions.

2. Explain the nature of staff communication.

3. Give directions for completing job tasks.

4. Conduct staff meetings.
C. Ethics in Communications
1. Respect the privacy of others.

2. Explain ethical considerations in providing information.
D. Group Working Relationships
1. Treat others fairly at work.

2. Develop cultural sensitivity.

3. Foster positive working relationships.

4. Participate as a team member.
E. Dealing with Conflict

1. Demonstrate self control.
2. Show empathy for others.

3. Use appropriate assertiveness.

4. Demonstrate negotiation skills.

5. Handle difficult customers/clients.

6. Interpret business policies to customers/clients.

7. Handle customer/client complaints.
8. Explain the nature of organizational change.

9. Describe the nature of organizational conflict.

10. Explain the nature of stress management.
Digital Skills – Understands concepts and procedures needed for basic computer operations
A. Computer Basics
1. Use basic computer terminology.

2. Apply basic commands of operating system software.

3. Employ desktop operating skills.
4. Determine file organization.

5. Demonstrate system utilities for file management.

6. Compress or alter files.

7. Use reference materials to access information.

8. Use menu systems.

9. Use control panel components.

10. Access data through various computer drives.

B. Computer Applications

1. Demonstrate basic search skills on the Web.
2. Evaluate credibility of Internet resources.

3. Demonstrate file management skills.

4. Communicate by computer.

5. Solve routine hardware and software problems.

6. Operate computer-related hardware peripherals.

7. Explain the nature of e-commerce.

8. Describe the impact of the Internet on business.

9. Develop basic website.

Economics: Understands the economic principles and concepts fundamental to entrepreneurship/small-business ownership.
A. Basic Concepts
1. Distinguish between economic goods and services.

2. Explain the factors of production.

3. Explain the concept of scarcity.

4. Explain the concept of opportunity costs.

5. Describe the nature of economics and economic activities.

6. Determine forms of economic utility created by business activities.

7. Explain the principles of supply and demand.

8. Describe the concept of price.
B. Cost-Profit Relationships
1. Explain the concept of productivity.

2. Describe cost/benefit analysis.

3. Analyze the impact of specialization/division of labor on productivity.

4. Explain the concept of organized labor and business.

5. Explain the law of diminishing returns.

6. Describe the concept of economies of scale.
C. Economic Indicators/Trends
1. Explain measures used to analyze economic conditions.
2. Explain the nature of the Consumer Price index.

3. Explain the concept of Gross Domestic Product.

4. Determine the impact of business cycles on business activities.
D. Economic Systems
1. Explain the types of economic systems.

2. Describe the relationship between government and business.

3. Assess impact of government actions on business ventures.

4. Explain the concept of private enterprise.

5. Assess factors affecting a business’s profit.

6. Determine factors affecting business risk.

7. Explain the concept of competition.

8. Describe types of market structures.

9. Determine the impact of small business/entrepreneurship on market economies.
E. International Concepts
1. Explain the nature of international trade.

2. Describe small-business opportunities in international trade.

3. Determine the impact of cultural and social environments on world trade.

4. Explain the impact of exchange rates on trade.

5. Evaluate influences on a nation’s ability to trade.
Financial Literacy: Understands personal money-management concepts, procedures, and strategies
A. Money Basics
1. Explain forms of financial exchange (cash, credit, debit, etc.)

2. Describe functions of money (medium of exchange, unit of measure, store of value)

3. Describe the sources of income (wages/salaries, interest, rent, dividends, transfer payments, etc.)

4. Recognize types of currency (money, coins, banknotes, government bonds, treasury notes, etc.)

5. Read and interpret a pay stub

6. Explain the time value of money.

7. Describe costs associated with credit.

8. Explain legal responsibilities associated with use of money.

9. Use money effectively.
B. Financial Services
1. Describe services provided by financial institutions.
2. Explain legal responsibilities of financial institutions.

3. Explain costs associated with use of financial services.

4. Select financial institution.

5. Open account with financial institution.
C. Personal Money Management

1. Set financial goals.
2. Develop savings plan.

3. Develop spending plan.

4. Make deposits to and withdrawals from account.

5. Complete financial instruments.

6. Maintain financial records.

7. Read and reconcile financial statement.

8. Correct errors with account.

9. Explain types of investments.

10. Invest money.

11. Develop personal budget.

12. Build positive credit history.

13. Improve/repair creditworthiness.

Professional Development: Understands concepts and strategies needed for career exploration, development, and growth
A. Career Planning
1. Evaluate career opportunities based on current/future economy.

2. Analyze employer expectations in the business environment.

3. Explain the rights of workers.

4. Select and use sources of career information.

5. Determine tentative occupational interest.

6. Explain employment opportunities in entrepreneurship.
B. Job-Seeking Skills
1. Utilize job-search strategies.

2. Complete a job application.

3. Interview for a job.

4. Write a follow-up letter after job interviews.

5. Write a letter of application.

6. Prepare a résumé.

7. Describe techniques for obtaining work experience (e.g., volunteer activities, internships)

8. Explain the need for ongoing education as a worker.

9. Explain possible advancement patterns for jobs.

10. Determine skills needed t enhance career progression.

11. Utilize resources that can contribute to professional development (e.g., trade journals/periodicals, professional/trade associations, classes/seminars, trade shows, and mentors)

12. Use networking techniques for professional growth.
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