BUSINESS SERVICES TECHNOLOGY SYLLABUS

A. COURSE IDENTIFICATION

Credits:


1 Full Credit

Instructor:


Mrs. Davis, Mr. Beeney
Room Number:

6 (Davis) , 5 (Beeney)
B. COURSE DESCRIPTION

This class is designed to help students develop an understanding of the many functions that may be accomplished with the use of computers and software.  Opportunity is given to develop correct keyboarding techniques using repetition and practical production problems.  Students will also learn and exhibit ethical business standards.  Students will have the opportunity to earn direct college credit upon completing this course.
C.
TEXTBOOKS AND LEARNING MATERIALS

“Stepping Through Microsoft Office 2003”.  Pearson, Prentice Hall 2004.

McNamara, Carter  MBA, PHD.  “Human Resource Management”.  Free Management Library 1997-2009.  http://managementhelp.org/hr_mgmnt/hr_mgmnt.htm
United States Department of Labor, OSHA.  About OSHA http://www.osha.gov/as/opa/osha-faq.html 
Microsoft Office 2003 - software

ADA Home Page.  Guide to Disability Rights Laws.  http://www.ada.gov/cguide.htm 

Job Star Central.  Résumé and Career Guides.  http://jobstar.org/tools/resume/index.php
D.
GOALS AND OBJECTIVES

1. Develop proper keyboarding techniques

2. Develop a working knowledge of Microsoft Word

3. Develop a working knowledge of Microsoft Excel

4. Develop a working knowledge of Microsoft PowerPoint

5. Develop a working knowledge of Microsoft Access

6. Display the ability to apply Office 2003 to complete business tasks
7. Develop strong job seeking skills

8. Complete the Job Skills Section (Résumé, job search, job application, interview)
9. Understand the purpose and your rights with OSHA and ADA.

10. Understand and demonstrate ethical business behavior.

11. Develop good work habits.
E.
GRADING CRITERIA

50% of Grade: Students will receive at the beginning of each marking period a “Commitment Sheet” with all assignments due throughout the 9 weeks.  They may work at each assignment at their own pace with the understanding that the more completed; the higher the grade.  This section will include lessons from their book, reviews, projects, quizzes, tests, and keyboarding.  Any work uncompleted from the previous marking period must be completed before moving onto present, and will be averaged into the next grade.

50% of Grade: Student will receive a maximum of 5 points per day for participation/dependability.  These points will be determined by the following:

1. Arrive on time to class/do not leave until dismissed.

2. Get to work within five minutes of beginning bell and use class time to learn and produce as much as possible.

3. Speak softly and keep conversations to a minimum.

4. Keep work station neat and orderly and put all materials away when 

finished.

5. Leave disk and appropriate books in classroom.

6. Follow instructions (written and oral) and procedures carefully.

7. Proofread or check for accuracy before handing in your work.

8. Try to solve problems yourself and/or consult reference books when unsure of the correct procedures before asking for help.

9. Be friendly toward your fellow classmates and instructor/demonstrate professional behavior and courtesy.

10. Be willing to be a “team” worker. (i.e. help others, willingly do projects, etc.)

11. Do not touch computer settings unless instructed to do so by teacher.

12. Actively involved in daily classroom training activities and tasks assignments during the 9-week period.

Daily Scoring:
5 pts = on time & on task during entire session




4 pts = deduction of one of the above




3 pts = deduction of two of the above




2 pts = deduction of three of the above




1 pt = deduction of four of the above




0 pts = more than four deductions of the above


Lessons – 10%


Guided Activities – 10%


Quizzes/Tests – 10%


Keyboarding – 10%


Do it Yourself(Lessons) – 10%

F.  ATTENDANCE


Attendance policy will be followed per student’s planners.  Students will 
            receive a zero for participation points on days absent.  


TO BE SUCCESSFUL, YOU MUST SHOW UP!!!

