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COURSE OUTLINE

COURSE NO.: 21-10-76 (ROCP No.: 61-50-68) REVISED: August/2006

TITLE: COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] WORD
(CORE/EXPERT LEVELS)
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CAREER PATHWAY: Information Support and Services O*NET-SOC CODE: 43-9011.00
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COURSE DESCRIPTION:

This competency-based course has been designed for students who are interested in becoming certified as
Microsoft Office Specialists. It includes two levels of training- core and expert. The course covers the skills
necessary to pass the Microsoft Office Specialist (MOS) Certification Test in Word. Possession of the MOS
certification validates computer operators’ software skills. The MOS Entrance Challenge Test is incorporated in
this course outline for the student who wishes to challenge the competencies of the Computer Operator:
Integrated Applications (Basics) (21-10-75/61-50-60) course or the Computer Operator: Integrated Applications
(21-10-72/61-50-62) course. The competencies in this course are aligned with the California High School
Academic Content Standards and the California Career Technical Education Model Curriculum Standards.

PREREQUISITES:

Enrollment requires successful completion of Computer Operator: Integrated Applications (Basics) (21-10-
75/61-50-60) or Computer Operator: Integrated Applications (21-10-72/61-50-62).

PROGRAM CERTIFICATE STANDARDS AND REGULATIONS:

In order to receive a Certificate of Proficiency for any Office Education Program, the Office Assistant core
courses and/or job specific courses must be successfully completed.

This course can not be repeated once a student receives a Certificate of Completion.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

A course outline reflects the essential intent and content of the course described. Acceptable course outlines
have six components (Education Code Section 52506). Course outlines for all apportionment classes,
including those in jails, state hospitals, and convalescent hospitals, contain the six required elements (EC
52504; 5CCR 10508 [b]):

Course Outline Components Location
GOALS AND PURPOSES Cover

The educational goals or purposes of every course are clearly stated and the class periods
are devoted to instruction. The course should be broad enough in scope and should have
sufficient educational worth to justify the expenditure of public funds.

The goals and purpose of a course are stated in the COURSE DESCRIPTION. Course
descriptions state the major emphasis and content of a course, and are written to be
understandable by a prospective student.

PERFORMANCE OBJECTIVES OR COMPETENCIES pp. 1-12

Objectives should be delineated and described in terms of measurable results for the
student and include the possible ways in which the objectives contribute to the student’s
acquisition of skills and competencies.

Performance Objectives are sequentially listed in the COMPETENCY-BASED
COMPONENTS section of the course outline. Competency Areas are units of instruction
based on related competencies. Competency Statements are competency area goals that
together define the framework and purpose of a course. Competencies fall on a continuum
between goals and performance objectives and denote the outcome of instruction.

Competency-based instruction tells a student before instruction what skills or knowledge
they will demonstrate after instruction. Competency-based education provides instruction
which enables each student to attain individual goals as measured against pre-stated
standards.

Competency-based instruction provides immediate and continual repetition and in
competency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies. Curriculum, instruction and
assessment in competency-based education are: explicit, known, agreed upon, integrated,
performance oriented, and adaptive.

INSTRUCTIONAL STRATEGIES pp. 15-17

Instructional techniques or methods could include laboratory techniques, lecture method,
small-group discussion, grouping plans, and other strategies used in the classroom.

Instructional strategies for this course are listed in the TEACHING STRATEGIES AND
EVALUATION section of the course outline. Instructional strategies and activities for a
course should be selected so that the overall teaching approach takes into account the
instructional standards of a particular program, i.e., English as a Second Language,
Programs for Older Adults, Programs for Adults with Disabilities.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS
(continued)

Course Outline Components
UNITS OF STUDY, WITH APPROXIMATE HOURS ALLOTTED FOR EACH UNIT

The approximate time devoted to each instructional unit within the course, as well as the
total hours for the course, is indicated. The time in class is consistent with the needs of the
student, and the length of the class should be such that it ensures the student will learn at
an optimum level.

Units of study, with approximate hours allotted for each unit are listed in the COMPETENCY
AREA STATEMENT(S) of the course outline. The total hours of the course, including work-
based learning hours (community classroom and cooperative vocational education) is listed
on the cover of every CBE course outline. Each Competency Area listed within a CBE
outline is assigned hours of instruction per unit.

EVALUATION PROCEDURES

The evaluation describes measurable evaluation criteria clearly within the reach of the
student. The evaluation indicates anticipated improvement in performances as well as
anticipated skills and competencies to be achieved.

Evaluation procedures are detailed in the TEACHING STRATEGIES AND EVALUATION
section of the course outline. Instructors monitor students’ progress on a continuing basis,
assessing students on attainment of objectives identified in the course outline through a
variety of formal and informal tests (applied performance procedures, observations,
simulations), paper and pencil exams, and standardized tests.

REPETITION POLICY THAT PREVENTS PERPETUATION OF STUDENT ENROLLMENT

After a student has completed all the objectives of the course, he or she should not be
allowed to reenroll in the course. There is, therefore, a need for a statement about the
conditions for possible repetition of a course to prevent perpetuation of students in a
particular program for an indefinite period of time.

- i -
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] WORD (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
W/01.1-1.3, L/S 1.1
A. INTRODUCTION
1.3,1.4,1.5,1.6,
Understand the goals of the class skills required, and the rules of classroom safety and [1.7,1.9, 2.3f, 2.5a-d
care. “
1. Discuss the goa|s of the course. “ N/A Investigation & Economics12.4.2,
2. Discuss importance of class prerequisites. R1.1, W1.1,1.2, Algebrai.0 Experimentationic History11.8.7
3. Discuss the benefits of the course in increasing job opportunities and salary. 2.3a-, 2.6a-d, “ “ “
4. Explain the benefits of MOS Certification to potential employers. W/O1.1-1-1.4, US « " "
5. Explqm thg d|fferepces betvyeen core and expert levels. 11,13.1.4, 16, Alg1.0, 24.2-3, IE1c, d )
6. Identify skills required for this class. ) .
7. Explain classroom safety procedures. 1.7,1.9, 2.2af Geometry3.0 & &
8. Pass a written classroom safety test with 100% accuracy. “(6 “(5 IE1c ‘
MPETENCIES R1.1, W1.1,1.2, Alg1.0 IE1c, d, Physics5f ”
SCANS CO )
Resources: Allocates Time/Allocates Materials and Resources Wi01.1-1.3,L/S 1.1} Alg1.0, 24.2-3, IE1c, Physsf
Interpersonal: Serves Clients/Customers 1.3,1.4,1.5,1.6, Geometry3.0
Information: Acquires and Evaluates Information/Organizes and Maintains Information/ 1.7,1.9, 2.3f, 2.5a-q Alg1.0
Interprets and Communicates information R11 WAA 1.2
Systems: Understands Systems s D S
2.3a-, 2.6a-d,
SCANS FOUNDATION SKILLS W/O1 1-1-1.4. US
Basic Skills: Listening/Speaking ’
Thinking Skills: Decision Making 11,13, 1.4, 1.6,
Personal Qualities: Responsibility/Self-Management 1.7,1.9, 2.2a-f
R1.1,2.6, W2.6a, b
(1 hour)
W/O1.4
B. WORKING WITH TEXT
Understand the elements of text processing, editing, and production.
1. Use the Undo, Redo, and Repeat command. c
2. Apply font formats (Bold, ltalic, and Underline). R1.1,26 N/A IE1a, ¢ Fﬁgﬁf:f
3. Use the SPELLING feature. ) ) ” «
4. Use the THESAURUS feature. ” » » »
5. Use the GRAMMAR feature. (5 (5 (5 . ’(‘5
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

B. WORKING WITH TEXT — cont.

14.
15.
16.
17.
18.
19.
20.

Insert page breaks.

Highlight text in a document.

Insert and move text.

Cut, Copy, Paste, and Paste Special.

. Copy formats using the Format Painter.

. Select and change font and font size.

. Find and replace text.

. Apply character effects (superscript, subscript, strikethrough, small caps, and

outline.

Insert date and time.

Insert symbols.

Create and apply frequently used text with AutoCorrect.
Change default font sizes.

Use the Zoom feature.

Select and center a graphic into a Word document.
Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(5 hours)

R1.1, 2.6, W2.6a, b,
W/O1.4
(20

N/A

" (10
Alg1.0
N/A
Alg1.0
" (15
N/A
Alg1.0

N/A
Alg1.0 (20

Econ12.4.2,
Hist11.8.7

“«

C. WORKING WITH PARAGRAPHS

Understand the elements of formatting a paragraph within documents.

1.

Align text in paragraphs (Center, Left, Right, and Justified).

R1.1,2.6

N/A

IE1a, c

Econ12.4.2
Hist11.8.7
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

C. WORKING WITH PARAGRAPHS — cont.

Add bullets and numbering.

Set character, line, and paragraph spacing options.

Apply border and shading to paragraph.

Use indentation options (Right, First Line, and Hanging Indent).
Use TABS command (Left, Center, Right, and Decimal).

Set tabs with leaders.

Create an outline style numbered list.

Pass all assignments with a minimum of 80% accuracy.

©CoOoNOOORrWLN

SCANS COMPETENCIES

Resources: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

R1.1, 2.6, W2.6a, b,
W/01.4

Econ12.4.2,
Hist11.8.7

»

"5

D. WORKING WITH DOCUMENTS
Understand the elements of working with completed documents.

Print a document.

Use print preview.

Navigate through a document.

Insert page numbers.

Set page orientation.

Set margins.

Create and modify page numbers.
Create and modify headers and folders.
Create and use newspaper columns.

CoNoOO AWM~

Alg1.0
N/A
Alg1.0
N/A (5
Alg1.0

N/A

»

Econ12.4.2
Hist11.8.7

“«
»

»
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English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
D. WORKING WITH DOCUMENTS - cont.
1? i;ﬁ;ﬁﬁgd print envelopes and labels. IE1a, ¢ (10 Alg1.0 (10 IE1a, ¢ (10 Eclon12.4.2 (10
12. Create sections with formatting that differs from other sections. ” ” ” ”
13. Pass all assignments with a minimum of 80% accuracy. R1.1, f/ﬁb\qVi-Ga' b, ! ! !
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
E. MANAGING FILES
Understand the steps required to manage files.
1. Use SAVE. R1.1,2.6 N/A IEta, ¢ Econ12.4.2
2. Update and open an existing document. “ Alg1.0 “ Hist11.8.7
3. Use SAVE AS (different name, dictation, or format). ?
4. Create a folder. " (5 Alg':/g 5 "6 )
5. Create a new document using a Wizard. « “ “ " (5
6. Use templates to create a new document. ” N/A ” “
7. Use Office Assistant. R1.1, 2.6, W2.63, b, Alg1.0 " i
8.

Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

W/01.4

(21-10-76)



Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

E. MANAGING FILES - cont.

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

F. USING TABLES

Understand the steps required to create and modify tables.

Create and format tables.
Add borders and shading to tables.

Modify table structure (merge cells, change height and width).
Rotate text in table.

Pass all assignments with a minimum of 80% accuracy.

o0krw0N =

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

Revise tables (insert and delete rows and columns, change cell formats).

"5
R1.1, 2.6, W2.6a, b,
W/01.4

Alg1.0
N/A
Alg1.0

"5

Econ12.4.2
Hist11.8.7
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English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
G. WORKING WITH PICTURES AND CHARTS
Understand the steps required to work with pictures and charts.
1. Use the Drawing toolbar. R1.1,2.6 N/A IE1a, ¢ Econi2.4.2
2. Insert graphics into a document (WordArt, ClipArt, Images). “ “ “ Hist11.8.7
3. Understand the difference between inline and floating pictures. " "
4. Pass all assignments with a minimum of 80% accuracy. R1.1, flﬁb\?’iﬁa’ b, Alg1.0 ,
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
H. CORE LEVEL EVALUATION
Prepare for the MOS Certification test for Word /Core Level. Econ12.4.2,
Alg1.0 IE1a, c Hist11.8.7

1. Pass the timed simulated MOS Certification test for Word /Core Level.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

I. WORKING WITH PARAGRAPHS

Perform various commands and functions necessary in working with paragraphs.

Apply paragraph and section shading.

Use text flow option (Windows/Orphans options and keeping lines together).
Sort lists, paragraphs, and tables.

Pass all assignments with a minimum of 80% accuracy.

PN~

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(3 hours)

R1.1,2.6

»

R1.1, 2.6, W2.6a, b,
W/01.4

N/A

Alg1.0

Econ12.4.2
Hist11.8.7

»

»

J. WORKING WITH DOCUMENTS

Perform various commands and functions necessary in working with documents.

Create and modify page borders.

Create and edit styles.

Create watermarks.

Use Find and Replace.

Create or revise footnotes and endnotes.

Work with master documents and subdocuments.
Create and modify a table of contents.

Create and modify an index.

Pass all assignments with a minimum of 80% accuracy.

CoNoOORA~LND =

R1.1, 2.6, W2.6a, b,
W/01.4

Alg1.0

Econ12.4.2
Hist11.8.7

»

»
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

J. WORKING WITH DOCUMENTS - cont.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/ Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

K. USING TABLES

Perform various commands and functions necessary in using tables.

o0krw0N =

Embed worksheets in a table.

Perform calculations in a table.

Link Excel data as a table.

Modify worksheets in a table.

Create a table using the Draw Table feature.

Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(3 hours)

R1.1,2.6

«

R1.1,2.6
“(5
R1.1, 2.6, W2.6a, b,
W/01.4

N/A
Alg1.0, 1.1, 3.0,
5.0,10.0
N/A
Alg1.0
(5

Econ12.4.2
Hist11.8.7

(21-10-76)



Use a template to create a letter.

R1.1, 2.6, W2.6a, b,

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
L. WORKING WITH PICTURES AND CHARTS
Perform various commands and functions necessary to work with pictures and charts.
1. Add bitmapped graphics.
2. Delete and position graphics. R1.1,2.6 N/A IE1a, ¢ Econi2.4.2
3. Create and modify charts. “ N Hist11.8.7
4. Import data into charts. ” Algj's?éfi;r;’::: '(I)'ty " "
5. Create a watermark. “ M “(5 ”
6. Create a chart from a Word table. “ Alg1.0 (5 “ " (5
7. Pass all assignments with a minimum of 80% accuracy. R1.1,2.6, W2.6a,b, |  Alg1.0, P&S8.0 ! ‘
W/O1.4 Alg1.0 ”
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(3 hours)
M. USING MAIL MERGE
Perform various commands and functions necessary for merge mail.
1. Create main document. R1.1, 2.6 Alg1.0 IEta, ¢ Econ12.4.2
2. Create data source. “ “ “ Hist11.8.7
3. Sort records to be merged. i
4. Merge main document and data source. “(5 Alg':/g 5 “ )
5. Generate labels. « N/A “ " (5
6. Merge document using alternate data source. ” ” ” “
7. Merge document to e-mail addresses. ‘ Alg1.0 ‘ i
8.
9.

Pass all assignments with a minimum of 80% accuracy.

W/01.4
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

M. USING MAIL MERGE - cont.

SCANS COMPETENCIES
Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance

Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

N. USING ADVANCED FEATURES

Perform various commands and functions necessary to demonstrate use of advanced

features.

Insert a field.

Create, apply and edit macros.

Copy, rename, and delete macros.

Create and modify form.

Customize toolbar.

Pass all assignments with a minimum of 80% accuracy.

o0krw0N =

SCANS COMPETENCIES
Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance

Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

“(5
R1.1, 2.6, W2.6a, b,
W/01.4

Econ12.4.2
Hist11.8.7

(21-10-76)
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

O. COLLABORATING WITH WORKGROUPS

Perform various commands and functions necessary to demonstrate collaboration
with workgroups.

Insert commands.

Protect documents.

Create multiple versions of a document.

Track changes in a document.

Set default file location for workgroup templates.

Pass all assignments with a minimum of 80% accuracy.

o0krw0N =

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

“(5

R1.1, 2.6, W2.6a, b,

W/01.4

Alg1.0

»

N/A
Alg1.0 (5

Econ12.4.2
Hist11.8.7

P. EXPERT LEVEL EVALUATION

Prepare for the MOS Certification test for Word (Expert Level).
1. Pass the timed simulated MOS Certification test for Word (Expert Level).

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

R1.1, 2.6, W2.6a, b,

W/01.4

Alg1.0

IE1a, c

Econ12.4.2,
Hist11.8.7

Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] WORD (CORE/EXPERT LEVELS) Course
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English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
P. EXPERT LEVEL EVALUATION - cont.
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
Q. EMPLOYABILITY SKILLS
Show understanding of job search and acquisition skills.
1. Describe the steps used in a job search. R1.1,W1.1,1.2,
Write a résumé and cover letter; discuss the value of résumés and personal 1\23\//10;'11-;5‘2:‘_/2162’-c A'%1'° IE"f;CC N{f‘
networking in obtaining employment. ' \'N.(1'1.-1,2).2.'5a.-c ) IE1c ”
3. Complete a job application legibly. ” N/A ” Econ12.4.2
4. Discuss work habits of punctuality and regular attendance. W/01.1-1.3, L/S 1.1, ‘6 ‘6 Hist11.8.7
5. Discuss job interview preparation: dress, references, résumé, transcripts, work 13,1.4,1.5 1.6,1.7, N/A (5
o . 1.9, 2.3f, 2.5a-d Econ12.4.2
permits, interview, and follow-up. “(5
6. Discuss customer service as a method of building permanent relationships between “
the organization and the customer.
SCANS COMPETENCIES
Resources: Time/Materials and Facilities
Interpersonal: Participates as Member of a Team/Teaches Others New Skills/Serves
Clients/Customers/Exercises Leadership/Negotiates/Works with Diversity
Information: Acquires and Evaluates Information/Organizes and Maintains Information/
Uses Computers to Process Information
Systems: Understands Systems
Technology: Selects Technology/Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills Listening/Speaking
Thinking Skills: Decision Making/Problem Solving/Knowing How to Learn/Reasoning
Personal Qualities: Responsibility/Self-Esteem/Sociability/Self Management
(1 hour)

-12-
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