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QAREER PROGRAMS \
Program Description

Provide administrative support to

® managers and executives

Understand operational and
® administrative business principles and
practices of a business oneration

Apply customer service, effective

® business communications, mastery of
\ word processing and data entry j

( TECHNICAL OCCUPATIONS\

® Medical Transcriptionist
® Paralegal

® Medical Records and Health Informa:

\_ J
/ EDUCATION/TRAINING \

o Associates Degree in Office
Administration

e Bachelor of Science Degree

o Master in Business Administration

\_ %

( CONTACTS IN YOUR DISTRICT \

CTE Director:

Program Teacher(s):

\_

C

( cuming that works for Arizone

TE

BUSINESS OPERATIONS (Program Name)

(Local Program Name)

PROGRAM SEQUENCE

Business Operations I, and

Business Operations Il, and program may elect to
add:

Business Operations lll, or

Business Operations IV, or

Business Operation - DCE (Diversified Cooperative
Education) or

Business Operation - Internship, or

Business Operations - Cooperative Education

CTSO-Career Technical Student Organization

FBLA (Future Business Leaders of America)

PROJECT BASED LEARNING
*At least 51% of program time needs to be

hands-on instruction/learning
® Prepare reports, letters, memos and travel
® Prepare financial data using spreadsheets
® Prepare presentations and databases

INDUSTRY CREDENTIALS, LICENSES OR
CERTIFICATES

Example:

e Microsoft Office Specialist (MOS)

*Industry credentials offerings vary by district.

See your CTE Director/Administrator

NOTES
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