Principles of Business, Administration, and Management

Essential Curriculum—Course Overview
Textbook:  Business Principles and Management, Thomson/South-Western, 2008

UNIT ONE
Goal 1.1:  Team Building
Exhibit interpersonal and communication skills needed to function effectively in business settings.
· Demonstrate how to be an effective team member.
Goal 1.2:  Social Communication

Apply basic social communication skills in personal and professional situations.

· Understand oneself and others in order to communicate personally and professionally.

Goal 1.3:  Interpersonal Skills

Judge how relationships, communication, and networking skills can contribute to successful career growth.

· Demonstrate personal skills needed to interact successfully in the workplace.

Goal 1.4:  Written Communication

Communicate in a clear, courteous, concise, and correct manner on personal and professional levels.

· Develop effective communication skills using proper English mechanics.

Goal 1.5:  Technological Communication

Utilize technology to enhance the effectiveness of communication.

· Develop effective communication by evaluating and using appropriate technology.

Goal 1.6:  Time Management Skills

Construct a personal time management system to perform effectively in various business settings.

· Recognize and prioritize tasks.

· Persevere and complete tasks.

UNIT TWO
Goal 2.1:  Knowledge of Business
Analyze the organization of a business and the four types of businesses and their function in our economy (sole proprietorship, partnership, corporation, and franchise); discuss the economic and international environments of business.
· Summarize the basic forms of business ownership (sole proprietorship, partnership, cooperative, and corporation).

· Summarize the economic and international environment of business

Goal 2.2:  Historical Perspective

Analyze the influence of organized labor on policies and procedures for government and business.

· Analyze the causes and outcomes of the labor union movement.

Goal 2.3:  Applications of Business Laws
Identify laws that govern basic business practices; explain business taxation.

· Interpret laws that govern basic business principles.

Goal 2.4:  Workplace Ethics

Cultivate an awareness of the importance of ethics in the business world. 

· Apply an effective code of ethics for the workplace.

· Differentiate between ethical and unethical actions.

Goal 2.5:  Social Responsibility
Cultivate an awareness of the importance of the social responsibility in the business world.

· Investigate the importance of and activities related to the social responsibility of a business.

Goal 2.6:  Human Diversity

Research cultural diversity in the workplace.

· Explore the various demographic characteristics and behaviors of a global workforce.

· Examine the impact of diversity in the workplace.

UNIT THREE
Goal 3.1:  Management Functions and Responsibilities
Interpret motivational theories and concepts.  Analyze operations management functions, including the chain of command, short-term and long-term planning, teamwork modeling, and problem solving—and their relevance within the business environment.  Discuss human resources management practices and issues.
· Discuss the applications of motivational theories and leadership practices.

· Describe the functions of operations management; explain why they are important and how they are implemented.
· Describe the functions of human resources management.  Explain why they are important and how they are implemented.
Goal 3.2:  Financial Management
Describe the importance of finance as it relates to business; analyze financial records and explain methods of financing a business.
· Discuss the types of financial records and the importance of keeping accurate financial records.

Goal 3.3:  Technology and Information Management
Explore the importance of information management and its tools to the management process.

· Examine practices and tools associated with information management in a business.
Goal 3.4:  Production and Marketing Management
Explore concepts and practices in product planning and production management, nature and scope of marketing, product development and distribution, pricing and promotion, and e-commerce.

· Explain the processes of planning and producing a product.

· Discuss the nature and scope of marketing. 
· Analyze product development and distribution methods.

· Demonstrate the processes involved in pricing and promoting a product or service.

· Evaluate e-commerce effectiveness; explain the stages of e-commerce development and how to establish an e-commerce business.
Goal 3.5:  Customer Service Management
Explore the importance of customer service to a business; discuss effective customer service practices.

   Discuss the importance of customer service to a business.
   Research effective customer service strategies and discuss how best to implement them in a business.

UNIT FOUR
Goal 4.1:  Employment Communication

Integrate all forms of communication in the successful pursuit of employment.

· Implement effective communication strategies to seek employment.

Goal 4.2:  Employee Responsibility and Accountability

Develop skills needed to become a productive employee.

· Explain character traits that portray a positive workplace attitude.
· Examine the importance of a good attendance record.
· Outline how individual accountability impacts the workplace.

Goal 4.3:  Career Options

Rank career options in chosen clusters in management and non-management positions based on interest and personality traits.

· Explore and research career opportunities in a chosen cluster including management and non-management positions.
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