
be on task the entire “shift”.

Business Technology I & II

Business Technology I & II (each a semester course) allows students to develop 
the skills needed to communicate quickly and easily through business documents.  
Students will analyze their work using the full capabilities of software that is 
appropriate for a business setting. Both courses (Business Technology I - 
Intermediate / BusinessIntermediate / Business Technology II - Advanced) are designed to help students 
develop the qualities, knowledge, and skills necessary for working in a business. 
Students enhance computer application skills as they develop competencies 
needed by administrative support professionals. The content includes the use of 
technology to develop communication skills, the performance of office procedures 
tasks, the production of quality work using advanced features of business soft-
ware applications, and the production of high quality employment portfolios and 
job-seeking documents. In addition, this course provides training or skills many job-seeking documents. In addition, this course provides training or skills many 
employers find deficient dealing with other people, using the telephone, 
organizing work, and handling other crucial tasks.

Course Rationale: This area of instruction provides content for employment in 
one of the largest major occupational groups--administrative support. Demand in 
this career area will continue to expand as businesses utilize advanced office 
technology to increase their production efficiency and improve the quality of 
their products and services. This area of instruction benefits students by 
enhancing the software application skills and communication competencies 
needed by administrative support professionals and those students continuing 
their education.

The following Units 
will be covered:

UNIT ONE: 
Prepare for Employment

UNIT TWO: 
Develop 

Employability SkillsEmployability Skills

UNIT THREE: 
Develop Career 

Management Strategies

UNIT FOUR: 
Apply Effective 

Communication Skills

Software:Software:
Google Apps, Microsoft 
Office, Adobe Creative 
Suite & More!

WEBSITE: http://coachkaz.weebly.com/

Your grade will be based total points of the following:  
 • Class participation/Attendance (10%)
  • Effort put into your work (10%)
  • Tests/Quizzes
  • In class work (Assignments, Projects) 


