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Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration



The business management and administration 
services industry is projected to be one of the fastest 
growing through the year 2008.  
Nearly half of all jobs are in managerial and Nearly half of all jobs are in managerial and 
professional occupations, and nearly oneprofessional occupations, and nearly one--fourth of all fourth of all 
workers are selfworkers are self--employed. employed. 
This industry is one of the highestThis industry is one of the highest--paying industries.paying industries.
In the next few years, many new jobs will be added In the next few years, many new jobs will be added 
and many openings will result from the need to and many openings will result from the need to 
replace experienced workers who leave jobs. replace experienced workers who leave jobs. 



Necessary Skills and Traits Necessary Skills and Traits 
Solid background in math, science, Solid background in math, science, 
communications, and technical skillscommunications, and technical skills
Knowledgeable in their subject Knowledgeable in their subject 
Ability to communicate with othersAbility to communicate with others
Ability to inspire trust and confidenceAbility to inspire trust and confidence



Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration
Administrative & Information Support

Business Financial Management & Accounting
Human Resources

Management



Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration
Administrative & Information 

Support



Pathway Major CoursesPathway Major Courses
3 + 13 + 1

To complete a pathway, one must take THREE Pathway Required ConcTo complete a pathway, one must take THREE Pathway Required Concentration entration 
Courses and ONE additional Pathway Elective Course.Courses and ONE additional Pathway Elective Course.

Pathway Concentration Courses (3)Pathway Concentration Courses (3)
–– Business Data ApplicationsBusiness Data Applications
–– Business Document ProcessingBusiness Document Processing
–– Business ProceduresBusiness Procedures
–– Communication for BusinessCommunication for Business
–– Computer Applications (Required)Computer Applications (Required)
–– Multimedia Presentation/Communication TechnologyMultimedia Presentation/Communication Technology

Pathway Elective Courses (1)Pathway Elective Courses (1)
–– Apprenticeship/InternshipApprenticeship/Internship
–– Business Essentials Business Essentials 
–– Cooperative Business EducationCooperative Business Education
–– Fundamentals of Graphic DesignFundamentals of Graphic Design
–– Fundamentals of Web DesignFundamentals of Web Design
–– Practicum BPracticum B-- Digital File Preparation*Digital File Preparation*
–– Principles of Accounting IPrinciples of Accounting I
–– Other Pathway Concentration Course Other Pathway Concentration Course 

Career Cluster Area:     Business Management & Administration
Career Pathway:            Administration & Information Support



Other Recommended ElectivesOther Recommended Electives
Administration & Information SupportAdministration & Information Support

Advanced Composition Advanced Composition 
Modern Language Modern Language 
Journalism Journalism 
PsychologyPsychology
Speech Speech 



PostPost--Secondary Secondary 
Degrees, Diplomas & CertificatesDegrees, Diplomas & Certificates

Administration & Information SupportAdministration & Information Support
Technical CollegesTechnical Colleges
–– Administrative Office Administrative Office 

TechnologyTechnology
–– Business Office Business Office 

TechnologyTechnology
–– Computer Applications Computer Applications 

SpecialistSpecialist
–– General Office AssistantGeneral Office Assistant
–– Legal Assistant Legal Assistant 
–– Microcomputer SpecialistMicrocomputer Specialist
–– Microsoft Office SpecialistMicrosoft Office Specialist

Colleges/UniversitiesColleges/Universities
–– Business AdministrationBusiness Administration
–– Business ManagementBusiness Management
–– Human Resources Human Resources 

ManagementManagement
–– General Business General Business 
–– Management Supervisory Management Supervisory 

DevelopmentDevelopment



Careers in Administration & Careers in Administration & 
Information SupportInformation Support

Administrative AssistantAdministrative Assistant
Administrative SupportAdministrative Support
Desktop PublisherDesktop Publisher
ReceptionistReceptionist
Court ReporterCourt Reporter
Shipping & Receiving Shipping & Receiving 

PersonnelPersonnel
Word Processor/TypistWord Processor/Typist
Executive AssistantExecutive Assistant
Medical Front Office Medical Front Office 

AssistantAssistant
Customer Service AssistantCustomer Service Assistant
Communications Equipment Communications Equipment 

OperatorOperator

StenographerStenographer
Records ProcessingRecords Processing
Legal Secretary/ParalegalLegal Secretary/Paralegal
Office ManagerOffice Manager
Information AssistantInformation Assistant
Data Entry SpecialistData Entry Specialist
Computer OperatorComputer Operator
DispatcherDispatcher
Order ProcessorOrder Processor
Medical Medical TranscriptionistTranscriptionist



Employment OutlookEmployment Outlook
Administration & Administration & 

Information SupportInformation Support
Through the year 2010, certain jobs Through the year 2010, certain jobs 

found in this sector are expected to found in this sector are expected to 
increase at a greater than average rate, increase at a greater than average rate, 
including customer service representatives, including customer service representatives, 
paralegals, receptionists and paralegals, receptionists and 
information/records clerks.  information/records clerks.  

Jobs in medical records and desktop Jobs in medical records and desktop 
publishing will grow at a faster than publishing will grow at a faster than 
average rate.  average rate.  



Employment OutlookEmployment Outlook
Administration & Administration & 

Information SupportInformation Support
Job opportunities for computer and data Job opportunities for computer and data 

processing services will be excellent                   processing services will be excellent                    
for most workers.  for most workers.  

Administrative and information support Administrative and information support 
managers will be needed to coordinate an managers will be needed to coordinate an 
increasing amount of support work and increasing amount of support work and 
ensure that technology is applied                         ensure that technology is applied                         
and running properly.  and running properly.  

Opportunities will be best for skilled                 Opportunities will be best for skilled                 
and experienced workers.and experienced workers.



Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration
Business Financial 

Management & Accounting



Pathway Major CoursesPathway Major Courses
3 + 13 + 1

To complete a pathway, one must take THREE Pathway Required ConcTo complete a pathway, one must take THREE Pathway Required Concentration entration 
Courses and ONE additional Pathway Elective Course.Courses and ONE additional Pathway Elective Course.

Pathway Concentration Courses (3)Pathway Concentration Courses (3)
–– Banking and Investing Banking and Investing 
–– Business EssentialsBusiness Essentials
–– Legal Environment of BusinessLegal Environment of Business
–– Principles of Accounting I (Required)Principles of Accounting I (Required)
–– Principles of Accounting IIPrinciples of Accounting II

Pathway Elective Courses (1)Pathway Elective Courses (1)
–– Apprenticeship/InternshipApprenticeship/Internship
–– Business Data ApplicationsBusiness Data Applications
–– Business ProceduresBusiness Procedures
–– Computer ApplicationsComputer Applications
–– Other Pathway Concentration CourseOther Pathway Concentration Course

Career Cluster Area:     Business Management & Administration
Career Pathway:            Business Financial Management & Accounting



Other Recommended ElectivesOther Recommended Electives
Business Financial Management & Business Financial Management & 

AccountingAccounting

Entrepreneurship: Building a BusinessEntrepreneurship: Building a Business
Mathematical Money ManagementMathematical Money Management
Peer LeadershipPeer Leadership
SpeechSpeech
Statistics Statistics 



PostPost--Secondary Secondary 
Degrees, Diplomas & CertificatesDegrees, Diplomas & Certificates

Business Financial Management & Business Financial Management & 
AccountingAccounting

Technical CollegesTechnical Colleges
–– Accounting Accounting 
–– Accounting AssistantAccounting Assistant
–– Banking & FinanceBanking & Finance
–– Computer Accounting Computer Accounting 

SpecialistSpecialist
–– Small Business Small Business 

ManagementManagement

Colleges/UniversitiesColleges/Universities
–– Accounting Accounting 
–– Actuarial ScienceActuarial Science
–– FinanceFinance
–– Financial ManagementFinancial Management
–– General BusinessGeneral Business
–– Personal Financial Personal Financial 

PlanningPlanning



Careers in Careers in Business Financial Business Financial 
Management & AccountingManagement & Accounting

AccountantAccountant
Adjustment ClerkAdjustment Clerk
Budget AdjusterBudget Adjuster
Price AnalystPrice Analyst
Finance DirectorFinance Director
Cost AccountantCost Accountant
Payroll Accounting ClerkPayroll Accounting Clerk
Assistant TreasurerAssistant Treasurer
Billing SupervisorBilling Supervisor
Top Collections ExecutiveTop Collections Executive
Chief Financial OfficerChief Financial Officer
Accounts Receivable ClerkAccounts Receivable Clerk

Accounting SupervisorAccounting Supervisor
Top Investment ExecutiveTop Investment Executive
Certified Public AccountantCertified Public Accountant
Merger & AcquisitionsMerger & Acquisitions
Accounts Payable ClerkAccounts Payable Clerk
Financial AccountantFinancial Accountant
Adjuster Adjuster 
BookkeeperBookkeeper
ControllerController
AuditorAuditor
Cash ManagerCash Manager
Accounting ClerkAccounting Clerk



Employment OutlookEmployment Outlook
Business Financial Business Financial 

Management & AccountingManagement & Accounting
Employment of accountants and auditors is Employment of accountants and auditors is 

expected to grow at a pace about as fast as the expected to grow at a pace about as fast as the 
average for all occupations through the year average for all occupations through the year 
2010.2010.

In addition to openings resulting from growth, In addition to openings resulting from growth, 
the need to replace accountants and auditors the need to replace accountants and auditors 
who retire or transfer to other occupations will who retire or transfer to other occupations will 
produce numerous job openings annually.  produce numerous job openings annually.  

The most successful job applicants will have The most successful job applicants will have 
college degrees and some work experience. college degrees and some work experience. 

Competition will remain high for jobs in major Competition will remain high for jobs in major 
accounting and business firms.accounting and business firms.



Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration
Human Resources



Pathway Major CoursesPathway Major Courses
3 + 13 + 1

To complete a pathway, one must take THREE Pathway Required ConcTo complete a pathway, one must take THREE Pathway Required Concentration entration 
Courses and ONE additional Pathway Elective Course.Courses and ONE additional Pathway Elective Course.

Pathway Concentration Courses (3)Pathway Concentration Courses (3)
–– Business EssentialsBusiness Essentials
–– Communications for BusinessCommunications for Business
–– Legal Environment of BusinessLegal Environment of Business
–– Marketing Principles Marketing Principles 

Pathway Elective Courses (1)Pathway Elective Courses (1)
–– Apprenticeship/InternshipApprenticeship/Internship
–– Business Data Applications Business Data Applications 
–– Business Document ProcessingBusiness Document Processing
–– Business ProceduresBusiness Procedures
–– Computer ApplicationsComputer Applications
–– Entrepreneurship: Building a BusinessEntrepreneurship: Building a Business
–– Multimedia Presentations & Communication TechnologyMultimedia Presentations & Communication Technology
–– Principles of Accounting IPrinciples of Accounting I
–– Other Pathway Concentration Course Other Pathway Concentration Course 

Career Cluster Area:     Business Management & Administration
Career Pathway:            Human Resources



Other Recommended ElectivesOther Recommended Electives
Human ResourcesHuman Resources

Individual & the LawIndividual & the Law
JournalismJournalism
Peer LeadershipPeer Leadership
PsychologyPsychology
SociologySociology
SpeechSpeech
Statistics Statistics 



PostPost--Secondary Secondary 
Degrees, Diplomas & CertificatesDegrees, Diplomas & Certificates

Human ResourcesHuman Resources
Technical CollegesTechnical Colleges
–– Business ManagementBusiness Management
–– Database SpecialistDatabase Specialist
–– Human Resource Human Resource 

SpecialistSpecialist
–– Leadership DevelopmentLeadership Development
–– Management & Management & 

Supervisory DevelopmentSupervisory Development
–– Supervisory SpecialistSupervisory Specialist
–– Team Leader SpecialistTeam Leader Specialist

Colleges/UniversitiesColleges/Universities
–– Business ManagementBusiness Management
–– CommunicationsCommunications
–– Human Resources Human Resources 

ManagementManagement
–– ManagementManagement
–– Management Supervisory Management Supervisory 

DevelopmentDevelopment
–– MarketingMarketing



Careers in Careers in Human ResourcesHuman Resources
Human Resources Human Resources 

ManagerManager
Corporate TrainerCorporate Trainer
Meeting & Convention Meeting & Convention 

PlannerPlanner
Interpreter & TranslatorInterpreter & Translator
Personnel RecruiterPersonnel Recruiter
Occupational AnalystOccupational Analyst
International Human International Human 

Resources ManagerResources Manager
Employment & Employment & 

Placement ManagerPlacement Manager
Equal Employment Equal Employment 

Opportunity Opportunity 
SpecialistSpecialist

Compensation and Compensation and 
Benefits ManagerBenefits Manager

Training & Development Training & Development 
ManagerManager

OSHA/ADA Compliance OSHA/ADA Compliance 
OfficerOfficer

Human Resources Human Resources 
CoordinatorCoordinator

Employment InterviewerEmployment Interviewer
Human Resources Human Resources 

ConsultantConsultant
Payroll Professional Payroll Professional 
Pay Equity OfficerPay Equity Officer
Assignment ClerkAssignment Clerk



Employment OutlookEmployment Outlook
Human ResourcesHuman Resources

Individuals trained in human resources are Individuals trained in human resources are 
employed in numerous industries.  employed in numerous industries.  

Others are selfOthers are self--employed and work as employed and work as 
consultants.  consultants.  

Employment in this area is expected to grow Employment in this area is expected to grow 
about as fast as the average for all occupations about as fast as the average for all occupations 
through the year 2010.  through the year 2010.  

Other openings will result from the need to Other openings will result from the need to 
replace workers who transfer to other occupations replace workers who transfer to other occupations 
or leave the workforce.  or leave the workforce.  

The most successful job applicants will have a The most successful job applicants will have a 
college degree along with work experience in this college degree along with work experience in this 
field.field.



Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration
Management



Pathway Major CoursesPathway Major Courses
3 + 13 + 1

To complete a pathway, one must take THREE Pathway Required ConcTo complete a pathway, one must take THREE Pathway Required Concentration entration 
Courses and ONE additional Pathway Elective Course.Courses and ONE additional Pathway Elective Course.

Pathway Concentration Courses (3)Pathway Concentration Courses (3)
–– Business Essentials (Required)Business Essentials (Required)
–– Communications for BusinessCommunications for Business
–– Entrepreneurship: Building a BusinessEntrepreneurship: Building a Business
–– Legal Environment of BusinessLegal Environment of Business
–– Marketing PrinciplesMarketing Principles
–– Principles of Accounting I Principles of Accounting I 

Pathway Elective Courses (1)Pathway Elective Courses (1)
–– Apprenticeship/InternshipApprenticeship/Internship
–– Business Data ApplicationsBusiness Data Applications
–– Business ProceduresBusiness Procedures
–– International Business & Marketing International Business & Marketing 
–– Multimedia Presentations & Comm. TechnologyMultimedia Presentations & Comm. Technology
–– Other Pathway Concentration CourseOther Pathway Concentration Course

Career Cluster Area:     Business Management & Administration
Career Pathway:          Management   



Other Recommended ElectivesOther Recommended Electives
ManagementManagement

Individual & the LawIndividual & the Law
Modern LanguageModern Language
Peer LeadershipPeer Leadership
Psychology Psychology 
SpeechSpeech
StatisticsStatistics
WriterWriter’’s Workshop s Workshop 



PostPost--Secondary Secondary 
Degrees, Diplomas & CertificatesDegrees, Diplomas & Certificates

ManagementManagement
Technical CollegesTechnical Colleges
–– Business ManagementBusiness Management
–– Management Management 

SpecialistSpecialist
–– Marketing Marketing 

ManagementManagement
–– Retail ManagementRetail Management
–– Small Business Small Business 

ManagementManagement

Colleges/UniversitiesColleges/Universities
–– Business AdministrationBusiness Administration
–– Finance Finance 
–– International BusinessInternational Business
–– ManagementManagement
–– Public AdministrationPublic Administration
–– Publication Publication 

Management Management 
–– Risk Management & Risk Management & 

Insurance Insurance 



Careers in Careers in ManagementManagement
EntrepreneurEntrepreneur
Accounts Payable ManagerAccounts Payable Manager
Assistant Credit ManagerAssistant Credit Manager
Public Relations ManagerPublic Relations Manager
Association ManagerAssociation Manager
General Manager General Manager 
Chief ExecutiveChief Executive
Billing ManagerBilling Manager
Risk ManagerRisk Manager
Management Analyst Management Analyst 
Hospital ManagementHospital Management
First Line SupervisorFirst Line Supervisor
Government Management Government Management 

Business & Development Business & Development 
ManagerManager

Compensation & Benefits Compensation & Benefits 
ManagerManager

Credit & Collections ManagerCredit & Collections Manager
Meeting & Convention PlannerMeeting & Convention Planner
Sports & Entertainment Sports & Entertainment 

ManagerManager
Accounting ManagerAccounting Manager
Payroll ManagerPayroll Manager
Operations ManagerOperations Manager
Facilities Manager Facilities Manager 
Senior ManagerSenior Manager
Management TraineeManagement Trainee



Employment OutlookEmployment Outlook
ManagementManagement

Between the years 2000 and 2010, wage and Between the years 2000 and 2010, wage and 
salary jobs in business management and salary jobs in business management and 
administration services are expected to grow by administration services are expected to grow by 
42 percent, ranking occupations in this pathway 42 percent, ranking occupations in this pathway 
among the fastest growing in the industry.  among the fastest growing in the industry.  

The most successful job applicants will have a The most successful job applicants will have a 
combination of experience and college degrees.  combination of experience and college degrees.  

Corporations, institutions and governments will Corporations, institutions and governments will 
increasingly need wellincreasingly need well--trained, welltrained, well--informed informed 
business and management professionals.business and management professionals.
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Preparing for Success inPreparing for Success in
Business Management & Business Management & 

AdministrationAdministration




