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Community Office Occupations Course Outline – 540 Hours

	Major Units of Instruction
Foundation and Pathway Standards Aligned

Information Technology Sector – Information Support and Services Pathway (A)
	Expected Student Learning Results (ESLRs)
	Assessment & Materials
	Class Hours
	CC/CVE Hours
	Academic

Standards

Reinforced



	1. ESSENTIAL EMPLOYABILITY SKILLS/CAREER PREPARATION STANDARDS

a. Understand how personal skill development affects employability (positive attitude, honesty, self-confidence, time management). 8.0
b. Understand principles of effective interpersonal skills (group dynamics, conflict resolution, negotiations). 9.0
c. Understand the importance of good academic skills, critical thinking and problem-solving in the workplace. 1.0, 5.0
d. Understand principles of effective communication. 2.0
e. Understand occupational safety issues and observe all safety rules. 6.0
f. Understand career awareness, paths and strategies for obtaining employment. 3.0
g. Understand and adapt to changing technology. 10.0
h. Understand and prepare for employment (resume, master application, job interview, portfolio development). 3.0

	- Responsible Individual

- Interpersonal Learner

- Effective Communicator

- Technological Producer


	- Lectures

- Portfolio

- Videos

- Sample job applications

- Simulated interviews

- Role playing

- Computers and Internet

- Question/answer

exercises

- All classroom

assignments and assessments

- Workplace report

BUS 060 (8.5 hrs)

BUS 060 (4 hrs) 

BUS 060 (4.5 hrs)
	35
	5


	Language Arts

(8) R 1.3, 2.6

W1.3, 2.5.

LC 1.4,1.5, 1.6

LS1.2, 1.3, 1.7

(9/10) R2.1,2.3,2.6; W2.5; LC1.4; 

LS 1.1, 2.3

(11/12) 

R2.3; W2.5; LC1.2

Math (7) 

NS1.2, 1.3, 1.7

MR 1.1,1.3,2.1, 2.7,2.8, 3.1

CAHSEE

Lang. Arts

R 8.2.1

(9/10)

R 2.1, 2.3; W2.5

Math (7)

NS 1.2, 1.3, 1.7

MR 1.1, 2.1, 3.1
2.4 Listening & Speaking 2.3

Writing Strategies & Applications 2.5

3.0 Careers

	2. COMPUTER APPLICATIONS 4.0, 4.2, A1.0, 13.1, A7.3, 4.4, 4.5, A7.3
a. Keyboarding skills A7.0
b. Computer literacy - CIS 120 (85%)

i. Vocabulary
ii. Open/save files
iii. Editing

c. Word processing A7.1, A7.2
i. Business letters - BUS 060 (13 hrs)
ii.  Report - BUS 060 (15 hrs)
d. Spreadsheets 
e. Presentation A10.0 all
f. Internet Mail 
g. Internet access A7.3, A8.1, A8.2
h. Websites and search engines A7.3, A8.1, A8.2


	- Responsible Individual

- Interpersonal Learner

- Effective Communicator

- Technological Producer

- Problem Solver


	- Microsoft Office XP textbooks 

· Word

· Excel

· PowerPoint

· Outlook

- Micro Type 4 software

CIS 120 (100%)

BUS 060 (23 hrs)

	120
	275


	2.2 Writing

   2.5 (a-d)




	3. OFFICE PROCEDURES AND PRACTICES A1.1, A2.4, 13.0, 10.5, 7.0, 7.1 - 7.4
a. Filing
i. Alphabetic

ii. Numeric

iii. Subject

iv. Geographic

b. Ten-key calculator 10.0
i. Touch method

ii. Mathematical procedures
iii. Accounting procedures
c. Other office equipment 10.0
i. Photocopier (analog/digital)

ii. Fax machines

d. Work place etiquette (attire, attitude, protocol) 7.0
e. Customer service skills 7.0, A6.3

	- Responsible Individual

- Interpersonal Learner

- Effective Communicator

- Technological Producer

- Problem Solver
	- Quiktronic Filing

  System, ARMA Approved
- Business Math textbook

- 10-key electronic calculator
-Drills  
- Worksheet Assignments
- Videos

- Business articles
- Dress-up Day
- Role playing 

BUS 060 (6 hrs)

	20
	30
	1.1 Math 

13.0



	4.  COMMUNICATIONS

a. Oral/speaking skills 2.0
i. Meeting the public

ii. Impromptu speeches

iii. Telephone techniques

b. Written skills 2.2, A8.0
i. Project - work place report

ii. Composition BUS 060 (5 hrs)

iii. Grammar - BUS 060 (2.5 hrs)

iv. Spelling

v. Punctuation - BUS 060 (4.5 hrs)
	- Responsible Individual

- Interpersonal Learner

- Effective Communicator

- Technological Producer

- Problem Solver
	- Business English textbook

- Autobiographical Sketch and Essay
- Spelling test

- Telephone training

- Notes from workplace

BUS 060 (12 hrs)

BIS 41 (5 hrs)
	25
	30
	2.4 Listening & Speaking

2.3; 2.6a

3.7

2.2 Writing

2.5 a, b

2.6a

2.3 Written and Oral

Speaking

     1.3; 1.4

	TOTAL HOURS
	200
	340
	

	
	540
	


 SEQ CHAPTER \h \r 1Articulated course with Imperial Valley College.  Student must have a “B” or better grade in class and instructor recommendation.

BUS 060 Essentials in Workplace Communications

CIS 120 Microsoft Word
CIS 140 Microsoft Excel
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