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Principles of Management ©2020
to Oklahoma Standards for Career Tech / Marketing Education
Course: Business Management & Supervision — Grades 9-12

Correlating Textbook Pages

Demonstrate positive work ethic.

Demonstrating Workplace Readiness Skills: Personal Qualities and People Skills

Instruction:

84-86 Creating an Ethical Culture All Ethics
features

Application:

87 Check Your Understanding #3—4

89 Apply Your Knowledge #8

90 Internet Research: Ethical Workplace Behavior

Demonstrate integrity.

Instruction:

84 Creating an Ethical Culture, paragraph 1
Application:

90 Communication Skills: Speaking

90 Internet Research: Ethical Workplace Behavior

Demonstrate teamwork skills.

Instruction:

81 Team Structure

138-139 Leaders Create Effective Teams
Application:

91 Event Prep: Teamwork

145 Apply Your Knowledge #5 All Teamwork
activities

Demonstrate self-representation skills.

Instruction:

143 Conflict Resolution, negotiation, first full
paragraph

168-169 Soft Skills

169 Figure 10-1 Professional Etiquette

PG. 173-174 Introductions

367-369 Interview Questions

Application:

177 Apply Your Knowledge #1-4, 7 178
Communication Skills: Speaking 178 Teamwork
375-376 Apply Your Knowledge #6—-8

Application:
109 Apply Your Knowledge #5
164 Apply Your Knowledge #10

164 Internet Research: English as a Second
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Language (ESL)

Demonstrate conflict-resolution skills.

Instruction:

142-143 Conflict Resolution

143 Figure 8-5 Conflict-Resolution Model
Application:

146 Apply Your Knowledge #10

Demonstrate creativity and resourcefulness.

Instruction:

134 Leading Function, first column, paragraph 2
168 Soft Skills

339-340 Conducting a Self-Assessment
Application:

353 Apply Your Knowledge #4

Demonstrating Workplace Readiness Skills: Professional Knowledge and Skills

Demonstrate effective speaking and listening skills.

Instruction:

153 Verbal Communication 169 Professional
Etiquette 170-171 Listening

173-174 Introductions

Application:

165 Event Prep: Communication Skills 177 Review
Your Knowledge #5, 7-9

177 Apply Your Knowledge #5, 7

178 Communication Skills: Listening and Speaking

Demonstrate effective reading and writing skills.

Instruction:

152-153 Written Communication 153 Visual
Communication Application:

164 Communication Skills: Reading and Writing
165 Event Prep: Communication Skills

178 Communication Skills: Writing

All Reading Prep activities

Demonstrate critical-thinking and problem-solving
skills.

Instruction:

65—-66 Systematic Decision-Making

66 Figure 4-4 Decision-Making Process
Application:

68 Review Your Knowledge #8

69 Apply Your Knowledge #8

294 Communication Skills: Writing

Demonstrate healthy behaviors and safety skills.

Instruction:

122-124 Employee Health and Safety 124 Figure
7-4 Ergonomic Workstation Application:

127 Review Your Knowledge #8-9

128 Apply Your Knowledge #8-9

Demonstrate an understanding of workplace

Instruction:
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organizations, systems, and climates.

78-81 Chain of Command 83-84 Corporate
Culture

156-157 Communication Management 157
Figure 9-3 Formal Communication Application:
89 Review Your Knowledge #4-5, 7-8

89 Apply Your Knowledge #4, 7

90 Teamwork

161 Check Your Understanding #1-2

163 Review Your Knowledge #6

Demonstrate lifelong-learning skills.

Instruction:

347 Lifelong Learning
Application:

353 Review Your Knowledge #7
353 Apply Your Knowledge #8

Demonstrate job-acquisition and advancement skills.

Instruction:

98-99 Training

103 Ongoing Training

356—373 Chapter 20 Writing for Employment
Application:

101 Check Your Understanding #4

104 Check Your Understanding #4

375 Review Your Knowledge #1-10

375-376 Apply Your Knowledge #1-10

Demonstrate time-, task-, and resource-
management skills.

Instruction:

6—7 Resources

7-8 Delegation

172 Time Management

174 Employability Skills: Self-Management Skills
Application:

10 Check Your Understanding #1

17 Apply Your Knowledge #3

177 Apply Your Knowledge #6

Demonstrate job-specific mathematics skills.

Instruction:
60-63 Budgets
64 Accounting Information

Demonstrate diversity awareness.

Instruction:

99-100 Diversity

160-161 Communicating in a Diverse Workplace
65 Figure 4-3 Accounting Jargon 191-194
Financial Controls

316-317 Price

408-423 Math Skills Handbook

Application:
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63 Check Your Understanding #5

70 Teamwork

198 Internet Research: Analyzing Data 275 Event
Prep: Business Calculations 330 Internet
Research: Pricing Strategy All You Do the Math
activities features

Demonstrate customer-service skills.

Instruction:

86 Creating a Customer-Focused Culture
Application:

89 Review Your Knowledge #10

90 Apply Your Knowledge #9-10

Demonstrating Workplace Readiness Skills: Technology Knowledge and Skills

Demonstrate proficiency with technologies common
to a specific occupation.

Instruction:

58-60 Managing Information for Planning
Purposes

Application:

63 Check Your Understanding #1-2

69 Apply Your Knowledge #1

70 Internet Research: Management Information
System (MIS)

Demonstrate information technology skills.

Instruction:

380-381 Digital Communication
Application:

390 Review Your Knowledge #1
391 Apply Your Knowledge #1-3

Demonstrate an understanding of Internet use and
security issues.

Instruction:

194-195 Information Technology Control 305—
306 Cybersecurity Risk Management 385
Acceptable Internet Use

385—-388 Online Risks

Application:

197 Review Your Knowledge #10

309 Review Your Knowledge #8

391 Review Your Knowledge #7-9

391 Apply Your Knowledge #7-8

Demonstrate telecommunications skills.

Instruction:

380-384 Section 21.1 Communicating in a Digital
Society

Application:

390 Review Your Knowledge #1-5

391 Apply Your Knowledge #1-5
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Examining All Aspects of an Industry

Examine aspects of planning within an
industry/organization.

Instruction:

38-51 Chapter 3 Planning 283-284 Planning
Function Application:

53 Review Your Knowledge #1-10

53 Apply Your Knowledge #1-10

293 Review Your Knowledge #4

Examine aspects of management within an
industry/organization.

Instruction:

6-10 Section 1.1 Management Responsibilities
223-224 Management

Application:

10 Check Your Understanding #1-5

17 Review Your Knowledge #1-5

Examine aspects of financial responsibility within an
industry/organization.

Instruction:

64 Accounting Information

65 Figure 4-3 Accounting Jargon
191- 194 Financial Controls

224 Finance

Application:

67 Check Your Understanding #1
68 Review Your Knowledge #7
197 Review Your Knowledge #8-9

Examine technical and production skills required of
workers within an industry/organization.

Instruction:

15 Technical Skills 134 Leading Function 168 Soft
Skills

203-205 Operations Manager 336 Skills for the
Workplace

Application:

17 Review Your Knowledge #10

215 Review Your Knowledge #3

258-259 Portfolio Development: Skills and
Talents 353 Review Your Knowledge #1

353 Apply Your Knowledge #1

Examine principles of technology that underlie an
industry/organization.

Instruction:

58—-60 Management Information for Planning
Purposes

194-195 Information Technology Control
Application:

63 Check Your Understanding #1-2

68 Review Your Knowledge #1-4

195 Check Your Understanding #5

197 Review Your Knowledge #10

Examine labor issues related to an

Instruction:
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industry/organization.

119-120 Labor Relations and Compensation
120 Figure 7-2 Compensation and Benefits Laws
120-122 Equal Employment Opportunity Laws
121 Figure 7-3 Equal Employment Opportunity
Laws

Application:

127 Review Your Knowledge #6-7

128 Apply Your Knowledge #6-7

128 Internet Research: Federal Labor Legislation

Examine community issues related to an
industry/organization.

Instruction:

99-100 Diversity

103-104 Work-Life Balance

120-121 Workplace Discrimination 122
Harassment

232-233 Zoning and Building Codes 235-236
Human Rights

235 Environment

235-236 Sustainability

Application:

109 Review Your Knowledge #5, 7
109-110 Apply Your Knowledge #5, 7
125 Check Your Understanding #4

128 Apply Your Knowledge #7

237 Check Your Understanding #4-5
239 Review Your Knowledge #10

239 Apply Your Knowledge #9

related to an industry/organization.

Examine health, safety, and environmental issues

Instruction:

122-124 Employee Health and Safety 232
Environmental Protection

236 Environment

236-237 Sustainability
Application:

127 Review Your Knowledge #8-9
128 Apply Your Knowledge #8-9
233 Check Your Understanding #5
237 Check Your Understanding #5
240 Communication Skills: Writing

Addressing Elements of Student Life

Identify the purposes and goals of the student
organization.

Instruction:

343-344 Career and Technical Student
Organizations

Application:

353 Review Your Knowledge #5
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Event Prep CTSOs activities occurs in end-of-
chapter throughout text

Explain the benefits and responsibilities of
membership in the student organization as a student
and in professional/civic organizations as an adult.

Instruction:

343-344 Career and Technical Student
Organizations

Application:

344 Check Your Understanding #5

353 Review Your Knowledge #5

Event Prep CTSOs activities occurs in end-of-
chapter throughout text

Demonstrate leadership skills through participation
in student organization activities, such as meetings,
programs, and projects.

Instruction:

343-344 Career and Technical Student
Organizations

Application:

Event Prep CTSOs activities occurs in end-of-
chapter throughout text

353 Review Your Knowledge #5

354 Apply Your Knowledge #9

Identify Internet safety issues and procedures for
complying with acceptable use standards.

Instruction:

385 Section 21.2 Internet Use in the Workplace
Application:

389 Check Your Understanding #1-5

390-391 Review Your Knowledge #6-10

Differentiating the Organization

and Characteristics of Business

Compare the characteristics of different types of
business ownership and organization in both service-
based and product-based businesses.

Instruction:

224-225 Business Types
225-227 Business Organization
Application:

239 Review Your Knowledge #3
329 Apply Your Knowledge #3-4

Explain the risks and rewards of entrepreneurship
through a SWOT (strengths, weaknesses,
opportunities, threats) analysis.

Instruction:

47 SWOT Analysis 284 Market Analysis
320 Marketing Plan, first bullet
Application:

293 Apply Your Knowledge #2-4

Describe current and emerging trends in business.

Instruction:

234 Provides Product 289 Market Penetration
289 Market Development

Application:

239 Review Your Knowledge #8

239 Apply Your Knowledge #6
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291 Check Your Understanding #3—4

Describe the impact of demographic and
psychographic issues on business.

Instruction:

267-268 Global Environment 314-315 Target
Market

315 Market Segmentation

Application:

273 Review Your Knowledge #6

273 Apply Your Knowledge #6-7

329 Review Your Knowledge #1

Identify current laws and regulations affecting the
establishment and operation of businesses.

Instruction:

229-233 US Laws

230 Figure 13-2 E-Commerce Laws
231 Figure 13-3 Finance Laws

232 Figure 13-4 Environmental Laws
Application:

233 Check Your Understanding #3-5
239 Review Your Knowledge #6

Describe the effect of a global marketplace on
business.

Instruction:

262-263 Globalization

267-268 Global Environment

269-271 Challenges in a Global Environment
Application:

266 Check Your Understanding #1

271 Check Your Understanding #1-5

273 Review Your Knowledge #1-2, 6-7, 9-10

/Analyze a business plan.

Instruction:

45-46 Review Organizational Mission and Vision
Statements

283 Planning Function

283-284 Figure 16-2 Business Plan

Application:

53 Review Your Knowledge #7

287 Check Your Understanding #1-2

293 Review Your Knowledge #4

Examining Economic Factors Affecting Business

Identify basic micro and macroeconomic concepts
(i.e., supply and demand, leading economic
indicators, business cycle, and economic cycle).

Instruction:

244-245 Economic Environment 247-248 Supply
and Demand 250-252 Economic Indicators 252—
254 Business Cycle

252 Figure 14-5 Business Cycle
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Application:

257 Review Your Knowledge #1, 4, 7-9

258 Internet Research: Economic Indicators and
Economic Recession and Depression

how data can be interpreted and measured.

258 Teamwork
Compare economic systems, free markets, and Instruction:
economic-political systems. 246-247 Economic Systems

Application:

257 Apply Your Knowledge #3
Explain how economic growth can be promoted and | Instruction:

42 Research

43—-44 Data Analysis 48 PEST Analysis
320 Marketing Plan, second bullet
Application:

44 Check Your Understanding #5

53 Review Your Knowledge #5

53 Apply Your Knowledge #7

)Analyze causes and solutions for basic challenges in
\various economic-political systems.

Instruction:

246-247 Economic Systems 267-268 Global
Environment Application:

257 Apply Your Knowledge #3

271 Check Your Understanding #2

273 Apply Your Knowledge #6-7

Identifying the Scope of Management

Describe management roles, functions, skills, and
values.

Instruction:

8 Functions of Management 11-13 Today’s
Managers 13—14 Managerial Roles

14-15 Skills of Successful Managers
Application:

10 Check Your Understanding #2

15 Check Your Understanding #2-5

17 Review Your Knowledge #2, 7-10

Identify benefits and limitations of a variety of
leadership and management styles.

Instruction:

140-141 Leadership Style 141 Management Style
Application:

145 Review Your Knowledge #7-8

)Analyze leadership and management styles in a
variety of business situations.

Instruction:

140-141 Leadership Style 141 Management Style
Application:

145-146 Apply Your Knowledge #7-8

Compare self-assessment of personal traits with
those common to effective managers in various work

Instruction:
14-15 Skills of Successful Managers 339-340
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environments.

Conducting a Self-Assessment Application:
17 Apply Your Knowledge #9

353-354 Apply Your Knowledge #4, 9 354
Internet Research: Career Match

Develop and communicate a vision, mission, and/or
values statement that is realistic for company-wide
implementation.

Instruction:

45-46 Review Organizational Mission and Vision
Statements

283-284 Executive Summary

Application:

294 Internet Research: Business Plan

Develop a line-of-sight action plan stating goals,
strategies, and objectives related to the company's
vision, mission, and values.

Instruction:

283-284 Planning Function 283 Figure 16-2
Business Plan Application:

294 Internet Research: Business Plan

Organize business activities to achieve established
action plans.

Instruction:

48-49 Tactical Plans

49-51 Operational Plans
Application:

53 Review Your Knowledge #8-10
53 Review Your Knowledge #8-10

Explore the principles of personal and business
ethics and their role in business decisions.

Instruction:

84—-86 Creating an Ethical Culture

Application:

87 Check Your Understanding #3—4

89 Review Your Knowledge #9

90 Internet Research: Ethical Workplace Behavior

Explore the relationship between social media and
personal and business
ethics in the decision-making process.

Instruction:

84-86 Creating an Ethical Culture
385 Acceptable Internet Use
Application:

89 Review Your Knowledge #9
391 Review Your Knowledge #6
392 Apply Your Knowledge #7

Conducting Financial Activities

Explore differences among various sources of capital.

Instruction:

285-286 Funding

285 Figure 16-3 Funding Options
Application:

287 Check Your Understanding #3—4
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293 Review Your Knowledge #5
293 Apply Your Knowledge #5

Explain the impact of the stock market on business
decisions.

Instruction:

222 Business Environment

244-245 Economic Environment 250-252
Economic Indicators Application:

227 Check Your Understanding #1

239 Review Your Knowledge #1

257 Review Your Knowledge #1, 7

Identify the cost of operations.

Instruction:

204 Resources

206 Inventory Control

208 Increased Profitability 316—317 Price
Application:

215 Review Your Knowledge #3-5

215 Apply Your Knowledge #5

319 Check Your Understanding #4

330 Internet Research: Pricing Strategy

Analyze sales/production records.

Instruction:

60-63 Budgets

320-321 Marketing Plan

320 Figure 18-4 Marketing Plan
Application:

69 Apply Your Knowledge #4-5

322 Check Your Understanding #4-5
329 Review Your Knowledge #4

Interpret basic financial statements (cash flow,
income statement, and balance sheet).

Instruction:

64 Figure 4-3 Accounting Jargon 192 Current
Ratio

192 Debt Ratio

192 Figure 11-3 Balance Sheet

193 Profitability Ratios

193 Figure 11-4 Income Statement 284 Financial
Plan

Application:

197 Review Your Knowledge #9

198 Internet Research: Analyzing Data 287 Check
Your Understanding #2

Relate financial information to business decisions.

Instruction:

64 Accounting Information 191-194 Financial
Controls Application:

67 Check Your Understanding #1
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197 Review Your Knowledge #8

Identify strategies for risk management.

Instruction:

302-307 Section 17.2 Risk

Application:

309 Review Your Knowledge #6-9

310 Internet Research: Cybersecurity Risk
Management

310 Teamwork

Prepare a budget to include short-term and long-
term expenditures.

Instruction:

49 Single-Use Plan 60—63 Budgets

193-194 Budget Analysis 284 Financial Plan
Application:

69 Apply Your Knowledge #4-5

275 Event Prep: Business Calculations 295 Event
Prep: Business Financial Plan

Identify the components of information
management systems.

Instruction:

58-60 Management Information for Planning
Purposes

Application:

63 Check Your Understanding #1-2

68 Review Your Knowledge #2-3

credit cards, credit policies, and collection
procedures.

Describe legal considerations related to credit plans,

Instruction:

229 Sales and Service Contracts
306—-307 Managing Customer Credit Risk
Application:

309 Review Your Knowledge #9-10

309 Apply Your Knowledge #9

Describe the impact on business of credit plans,
credit cards, credit policies,

collection procedures, credit analysis, and laws
related to credit.

Instruction:

229 Sales and Service Contracts
306—-307 Managing Customer Credit Risk
Application:

309 Review Your Knowledge #9-10

309 Apply Your Knowledge #9

Identify reasons for taxes, types of taxes, and the
effects taxes have on business decisions.

Instruction:

226 Corporation, second column, second full
paragraph

226 S Corporation

227 Limited Liability Company

263 Exporting and Importing, first and second
columns

321 Internal Revenue Service (IRS)
Application:
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233 Check Your Understanding #4
239 Review Your Knowledge #4
273 Apply Your Knowledge #3
274 Teamwork

Conducting Marketing Activities

Explain the role of marketing in the economy.

Instruction:

314-315 Marketing
Application:

329 Review Your Knowledge #1

Determine various applications of marketing
research.

Instruction:

42 Research

320-321 Marketing Plan 321 Analysis
Application:

53 Review Your Knowledge #4

54 Teamwork

322 Check Your Understanding #1-3

marketing mix.

Explain marketing concepts and the elements of the

Instruction:

315-319 Four Ps of Marketing
Application:

319 Build Your Vocabulary

329 Review Your Knowledge #3
329 Apply Your Knowledge #3

Explain the four stages of the product life cycle.

Instruction:

326-327 Product Life Cycle

326 Figure 18-8 Product Life Cycle
Application:

327 Build Your Vocabulary

329 Review Your Knowledge #10

Conducting Business Operations

business environment.

Describe the impact of evolving technology on the

Instruction:

58-60 Management Information for Planning
Purposes

194-195 Information Technology Control 385
Acceptable Internet Use Application:

63 Check Your Understanding #1-2

68 Review Your Knowledge #2-3

195 Check Your Understanding #5

197 Review Your Knowledge #10

197 Apply Your Knowledge #10

390 Review Your Knowledge #6

Illustrate the impact of environmental issues on
business operations.

Instruction:
232 Environmental Protection 236 Environment

236-237 Sustainability
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Application:

233 Check Your Understanding #5

237 Check Your Understanding #5 240
Communication Skills: Writing

Identify workplace safety and security measures.

Instruction:

122-124 Employee Health and Safety
Application:

127 Review Your Knowledge #8-9
128 Apply Your Knowledge #8-9

Analyze components included in policies and
procedures manuals.

Instruction:

85 Code of Ethics

85—86 Code of Conduct 114-115 Workplace Rules
123-124 Emergency Procedures

Application:

89 Apply Your Knowledge #8

127 Review Your Knowledge #9

127-128 Apply Your Knowledge #1, 9

Interpret staff interrelationships illustrated in a
variety of organizational charts.

Instruction:

76 Organizational Structure

77 Figure 5-1 Organization Chart 78-81 Chain of
Command

79 Figure 5-2 Line Structure

80 Figure 5-3 Line-and-Staff Structure

80 Figure 5-4 Matrix Structure

Application:

89 Review Your Knowledge #4

90 Teamwork

Organize work teams.

Instruction:

77 Specialization

78 Departmentalization 81 Team Structure
138-139 Leaders Create Effective Teams
Application:

89 Review Your Knowledge #2-3

90 Teamwork

145 Review Your Knowledge #6

145 Apply Your Knowledge #5

completing tasks.

Apply time management concepts in scheduling and

Instruction:

50 Schedules

50 Figure 3-7 Gantt Chart 172 Time Management
Application:

53 Apply Your Knowledge #8

177 Apply Your Knowledge #6

Plan physical layout, furnishings, and equipment for

Instruction:
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a business environment. 124 Ergonomics
124 Figure 7-4 Ergonomic Workstation
Application:

127 Review Your Knowledge #8

Identify effective information processing systems for | Instruction:

various business types. 58-60 Managing Information for Planning
Purposes

Application:

63 Check Your Understanding #1-2

68 Review Your Knowledge #1-4

Investigate the impact of implementing quality Instruction:

control measures. 205 Quality Control
209-210 Quality Management
Application:

208 Check Your Understanding #3
215 Review Your Knowledge #6

Administering Human Resources Functions

Identify methods of recruiting employees and Instruction:

publicizing job openings. 96—-98 Recruitment
96 Figure 6-2 Job Postings
Application:

101 Check Your Understanding #2
109 Review Your Knowledge #3

Develop a job description. Instruction:

96 Job Description
Application:

109 Apply Your Knowledge #2

Identify the value of a diverse workforce. Instruction:

99-100 Diversity

Application:

Pg.101 Check Your Understanding #5 109 Apply
Your Knowledge #5

Explain various methods of interviewing and Instruction:

selecting applicants for employment. 96 Selecting

96-97 Interviewing

97 Employment Verification
Application:

101 Check Your Understanding #3
109 Review Your Knowledge #3

Identify the components of an orientation program | Instruction:
for a new employee. 98 Orientation
98 Onboarding
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Application:
109 Review Your Knowledge #4
Outline the procedures used in employee Instruction:
performance documentation, promotion, and 105-106 Performance Management 105 Figure 6-
termination. 3 Red Sky Travel Employee

Performance Evaluation

106-107 Termination of Employees
Application:

109 Review Your Knowledge #8, 10
110 Apply Your Knowledge #8, 10

Identify federal legislation related to employees in Instruction:
the workplace. 119-124 Section 7.2 Employment Laws
Application:

125 Check Your Understanding #1-5
127 Review Your Knowledge #6-9

Review legal issues (e.g., harassment, employee Instruction:
rights, privacy, drug testing, labor disputes, 119-120 Labor Relations and Compensation
discrimination, and substance abuse) and the 120 Figure 7-2 Compensation and Benefits Laws
potential impact on the business. 120-122 Equal Employment Opportunity Laws
121 Figure 7-3 Equal Employment Opportunity
Laws
Application:

127 Review Your Knowledge #6-7

128 Apply Your Knowledge #6-7

128 Internet Research: Federal Labor Legislation
and Sexual Harassment

Describe the desirable elements of a total Instruction:
compensation package. 102-103 Compensation
Application:

109 Review Your Knowledge #6
109 Apply Your Knowledge #6

Explain the purpose and characteristics of staff Instruction:
development and continuing education programs. 98-99 Training
103 Ongoing Training
Application:

101 Check Your Understanding #4
104 Check Your Understanding #4

Developing Communication Skills for Businesses

Demonstrate effective communication techniques in | Instruction:

working with individuals and groups. 138 Leaders Create Effective Teams, second
column, paragraph 6

139 Figure 8-3 Guidelines for Effective Meetings
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151-152 Communication Process

156-157 Communication Management 169
Professional Etiquette Application:

147 Event Prep: Parliamentary Procedure 163
Apply Your Knowledge #3

178 Teamwork

Examine communication barriers and ways to Instruction:

eliminate them. 154-155 Barriers to Effective Communication
Application:

155 Check Your Understanding #4-5
163 Review Your Knowledge #5
163 Review Your Knowledge #4

Explain how corporate culture influences formal and
informal

communication.

Instruction:

156—157 Formal Communication

157 Figure 9-3 Formal Communication 157
Information Communication Application:
163 Review Your Knowledge #7

163 Apply Your Knowledge #7

Examine potential communication challenges in
international business.

Instruction:

160-161 Communicating in a Diverse Workplace
Application:

164 Apply Your Knowledge #10

164 Internet Research: English as a Second
Language (ESL)

Identify ways to motivate, coach, counsel, and
reward individuals and teams.

Instruction:

136-138 Leaders Motivate Others
Application:

145 Review Your Knowledge #4-5
145 Apply Your Knowledge #7
146 Teamwork

Identify methods for resolving conflicts.

Instruction:

142-143 Conflict Resolution

143 Figure 8-5 Conflict-Resolution Model
Application:

143 Check Your Understanding #4-5

145 Review Your Knowledge #10

146 Apply Your Knowledge #10

Plan an effective meeting.

Instruction:

138-139 Leaders Create Effective Teams

139 Figure 8-3 Guidelines for Effective Meetings
Application:

147 Event Prep: Parliamentary Procedure

Facilitate a meeting.

Instruction:
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138-139 Leaders Create Effective Teams

139 Figure 8-3 Guidelines for Effective Meetings
Application:

147 Event Prep: Parliamentary Procedure

Make a presentation to an audience.

Instruction:

153 Visual Communication 153 Verbal
Communication 174 Introducing Speakers
Application:

111 Event Prep: Extemporaneous Speaking 179
Event Prep: Public Speaking

294 Communication Skills: Speaking

Demonstrate business etiquette techniques.

Instruction:

152 Employability Skills: Etiquette 169
Professional Etiquette

169 Figure 10-1 Professional Etiquette
Application:

177 Review Your Knowledge #4

178 Teamwork

Describe the benefits of developing partnerships
within the organization
and with the community.

Instruction:

Pg.234 Role of Business In Society

235-237 Social Responsibility of Business

235 second column, social audit

Application:

239 Review Your Knowledge #8—10 239 Apply
Your Knowledge #7-10s

Preparing for Industry Certification

Describe the process and requirements for obtaining
industry certifications related to the Business
Management course.

Instruction:

v Precision Exams Certification 348 Professional
Certification

348 Figure 19-6 Business Certifications
Application:

353 Review Your Knowledge #6

Identify testing skills/strategies for a certification
examination.

Instruction:

348 Professional Certification

348 Figure 19-6 Business Certifications
Application:

353 Review Your Knowledge #6

Demonstrate ability to successfully complete
selected practice examinations (e.g., practice
questions similar to those on certification exams).

Instruction:

v Precision Exams Certification 348 Professional
Certification

348 Figure 19-6 Business Certifications
Application:
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353 Review Your Knowledge #6

Successfully complete an industry certification
examination representative of skills learned in this
course (e.g., IC3, NOCTI, WISE).

Instruction:

v Precision Exams Certification 348 Professional
Certification

348 Figure 19-6 Business Certifications
Application:

353 Review Your Knowledge #6

Enhancing Career Exploration and Employability Skills

Develop a career plan in business management.

Instruction:

338-341 Career Planning

339 Figure 19-4 Action Items For a Career Plan:
Sales Manager

Application:

354 Internet Research: Career Plan

Conduct a job search.

Instruction:

341-343 Finding Career Information 363—-365
Applying For Employment Application:

354 Internet Research: Employment
Opportunities

376 Internet Research: Online Job Advertisement

Create a résumé including résumé format suitable
for online posting.

Instruction:
358-361 Writing a Résumé

359 Figure 20-1 Example of a résumé 361
Submitting a Résumé Application:
375 Apply Your Knowledge #1-3

Create a letter of application or cover letter.

Instruction:

362-363 Writing Cover Messages

362 Figure 20-2 Example of cover message
Application:

375 Apply Your Knowledge #4

Participate in a mock interview.

Instruction:

368 Common Question, first column, paragraph 2
Application:

376 Apply Your Knowledge #8

376 Teamwork

Compose an interview follow-up letter.

Instruction:

370-371 Write a Follow-Up Message

370 Figure 20-5 Example of thank-you message
Application:

376 Apply Your Knowledge #9

Identify sources of lifelong education.

Instruction:
347 Lifelong Learning
Application:
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353 Review Your Knowledge #7
353 Apply Your Knowledge #8

Identify the steps to follow in resigning from a
position.

Instruction:
168 Soft Skills, paragraph 3 and bulleted list 371
Evaluating an Offer

Create a portfolio containing representative samples
of student work.

Instruction:

363—-364 Applying For Employment, paragraphs
1-3

364 Figure 20-3 Portfolio Elements
Application:

365 Check Your Understanding #5

All Portfolio Development activities
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