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	Job Tasks and Learning Outcomes (to be developed by the employer and school coordinator)
	Virtual Textbook

Websites 
	ASSIGNMENT

	
	
	

	1) File correspondence, maintaining records


	Records Management - The 12 Filing Rules BT4 Business Technology

www.educ.uidaho.edu/bustech/  (select Records Management)
	

	2) Coordinate and direct office services such as records and budget preparation, personnel, and housekeeping in order to aid executives


	Budgeting

www.tuliptreepress.com
www.betterbudgeting.com
www.homemoneyhelp.com

	

	3) Greet visitors and determine whether they should be given access to specific individuals


	Customer Service/Receptionists

Career Receptionists

www.iseek.org/sv/13000.jsp?id=100175

	

	4) Make travel arrangements for executives


	Travel Arrangements

www.expedia.com
www.traveloscity.com

	

	 5) Manage and maintain executive schedules

	Time Management Guide

www.time-management-guide.com/time-management-skills.html

	

	6) Sexual Harassment in the Workplace

	Sexual Harassment/Discovery School

http://school.discovery.com/lessonplans/programs/sexualharassment/

	

	 7) Open, sort, and distribute incoming correspondence, including faxes and email.

Prepare correspondence for mailing
	Preparing Outgoing Mail/United States Postal Service

www.usps.com/customerguides/

	

	8) Workplace Safety-- Repetitive Stress Injury, Prevention of Back Problems, Hazards in the Work Place


	Office Safety/Ergonomics

OSHA (Occupational Safety and Health Association)

http://www.osha.gov/sltc/ergonomics

	

	9) Business Communications


	Business Communication/National Business Education Association Site

www.nbea.org/curfbes.html

	

	10) Operate Computer Software-- Microsoft Word, Excel, Publisher, 


	Computer Literacy

TeachingURLs for Information Systems

http://www.westga.edu/~nbea/information%20systems%20links.htm

	

	11.  Career Information
	Bureau of Labor Standards

· http://stats.bls.gov/oco/ocos181.htm 


	


