Business Administration Core

Instructional Area: Communication Skills
Knowledge and Skill Statement: 

Understands the concepts, strategies, and systems used to obtain and convey ideas and information

Performance Element: 

Read to acquire meaning from written material and to apply the information to a task.

Performance Indicators:

Extract relevant information from written materials (CO:055) (PQ)

Apply written directions to achieve tasks (CO:056) (PQ)

Performance Element: Apply active listening skills to demonstrate understanding of what is being said.

Performance Indicators:

Follow oral directions (CO:119) (PQ)

Demonstrate active listening skills (CO:017) (PQ)
Performance Element: Apply verbal skills to obtain and convey information.

Performance Indicators:

Explain the nature of effective verbal communications (CO:147) (PQ)

Ask relevant questions (CO:058) (PQ)

Interpret others’ nonverbal cues (CO:059) (PQ)

Provide legitimate responses to inquiries (CO:060) (PQ)

Give verbal directions (CO:083) (PQ)

Employ communication styles appropriate to target audience (CO:084) (CS)

Defend ideas objectively (CO:061) (CS)

Participate in group discussions (CO:053) (CS)

Make oral presentations (CO:025) (SP)

Performance Element: Record information to maintain and present a report of business activity.

Performance Indicators:

Utilize note-taking strategies (CO:085) (CS)

Organize information (CO:086) (CS)

Select and use appropriate graphic aids (CO:087) (CS)

Performance Element: Write internal and external business correspondence to convey and obtain information effectively.

Performance Indicators:

Explain the nature of effective written communications (CO:016) (CS)

Select and utilize appropriate formats for professional writing (CO:088) (CS)

Edit and revise written work consistent with professional standards (CO:089) (CS)

Write professional e-mails (CO:090) (CS)

Write business letters (CO:133) (CS)

Write informational messages (CO:039) (CS)

Write persuasive messages (CO:031) (SP)

Write executive summaries (CO:091) (SP)

Prepare simple written reports (CO:094) (SP)

Prepare complex written reports (CO:009) (MN)

Write proposals (CO:062) (MN)

Instructional Area: Customer Relations
Knowledge and Skill Statement: Understands the techniques and strategies used to foster positive, ongoing relationships with customers

Performance Element: Foster positive relationships with customers to enhance company image.

Performance Indicators:

Explain the nature of positive customer relations (CR:003) (CS)

Demonstrate a customer-service mindset (CR:004, HR LAP 32) (CS)

Reinforce service orientation through communication (CR:005) (CS)

Respond to customer inquiries (CR:006) (CS)

Adapt communication to the cultural and social differences among clients (CR:019) (CS)

Interpret business policies to customers/clients (CR:007, HR LAP 25) (CS)

Explain management’s role in customer relations (CR:008) (MN)

Performance Element: Resolve conflicts with/for customers to encourage repeat business.

Performance Indicators:

Handle difficult customers (CR:009, EI LAP 1) (CS)

Handle customer/client complaints (CR:010, HR LAP 23) (CS)

Performance Element: Reinforce company’s image to exhibit the company’s brand

promise.

Performance Indicators:

Identify company’s brand promise (CR:001) (CS)

Determine ways of reinforcing the company’s image through employee performance (CR:002)(CS)

Performance Element: Understand the nature of customer relationship management to show its contributions to a company.

Performance Indicators:

Discuss the nature of customer relationship management (CR:016) (CS)

Instructional Area: Economics
Knowledge and Skill Statement: Understands the economic principles and concepts

fundamental to business operations

Performance Element: Understand fundamental economic concepts to obtain a foundation for employment in business.

Performance Indicators:

Distinguish between economic goods and services (EC:002, EC LAP 10) (CS)

Explain the concept of economic resources (EC:003, EC LAP 14) (CS)

Describe the concepts of economics and economic activities (EC:001, EC LAP 6) (CS)

Determine economic utilities created by business activities (EC:004, EC LAP 13) (CS)

Explain the principles of supply and demand (EC:005, EC LAP 11) (CS)

Performance Element: Understand the nature of business to show its contributions to society.

Performance Indicators:

Explain the role of business in society (EC:070, MB LAP 6) (CS)

Describe types of business activities (EC:071, EC LAP 19) (CS)

Explain the organizational design of businesses (EC:103) (SP)

Discuss the global environment in which businesses operate (EC:104) (SP)

Explain the nature of business ethics (EC:106) (SP)
Instructional Area: Emotional Intelligence
Knowledge and Skill Statement: Understands techniques, strategies, and systems used to foster self-understanding and enhance relationships with others

Performance Element: Foster self-understanding to recognize the impact of personal feelings on others.
Performance Indicators:

Describe the nature of emotional intelligence (EI:001, EI LAP 6) (PQ)

Explain the concept of self esteem (EI:016, HR LAP 12) (PQ)

Recognize personal biases and stereotypes (EI:017) (PQ)

Assess personal strengths and weaknesses (EI:002) (PQ)

Performance Element: Develop personal traits to foster career advancement.

Performance Indicators:

Identify desirable personality traits important to business (EI:018, HR LAP 10) (PQ)

Exhibit self-confidence (EI:023) (PQ)

Demonstrate interest and enthusiasm (EI:020, HR LAP 20) (PQ)

Demonstrate initiative (EI:024, HR LAP 14) (PQ)

Performance Element: Apply ethics to demonstrate trustworthiness.

Performance Indicators:

Demonstrate responsible behavior (EI:021, PD LAP 7) (PQ)

Demonstrate honesty and integrity (EI:022, HR LAP 19) (PQ)

Demonstrate ethical work habits (EI:004, EI LAP 4) (PQ)

Performance Element: Exhibit techniques to manage emotional reactions to people and situations.

Performance Indicators:

Exhibit a positive attitude (EI:019, EI LAP 3) (PQ)

Demonstrate self control (EI:025, HR LAP 18) (PQ)

Explain the use of feedback for personal growth (EI:003, HR LAP 3) (PQ)

Adjust to change (EI:026, HR LAP 8) (PQ)
Performance Element: Use communication skills to foster open, honest communications.

Performance Indicators:

Explain the nature of effective communications (EI:007) (PQ)

Explain ethical considerations in providing information (EI:038) (SP)

Performance Element: Use communication skills to influence others.

Performance Indicators:

Persuade others (EI:012) (SP)

Demonstrate negotiation skills (EI:062, EI LAP 8) (SP)

Performance Element: Manage stressful situations to minimize negative workplace

interactions.

Performance Indicators:

Use appropriate assertiveness (EI:008, HR LAP 16) (PQ)

Use conflict-resolution skills (EI:015, EI LAP 7) (CS)

Explain the nature of stress management (EI:028) (SP)

Performance Element: Implement teamwork techniques to accomplish goals.

Performance Indicators:

Participate as a team member (EI:045) (CS)

Use consensus-building skills (EI:011) (SP)

Motivate team members (EI:059) (SP)

Encourage team building (EI:044) (SU)
Instructional Area: Entrepreneurship
Knowledge and Skill Statement: Understands the concepts, processes, and skills associated with identifying new ideas, opportunities, and methods and with creating or starting a new project or venture

Performance Element: Develop concept for new business venture to evaluate its success potential.

Performance Indicators:

Describe entrepreneurial planning considerations (EN:007) (ON)

Assess start-up requirements (EN:009) (ON)

Assess risks associated with venture (EN:010) (ON)

Describe external resources useful to entrepreneurs during concept development (EN:011) (ON)

Assess the need to use external resources for concept development (EN:012) (ON)

Use components of business plan to define venture idea (EN:014) (ON)

Performance Element: Determine needed resources for a new business venture to contribute to its start-up viability.

Performance Indicators:

Describe processes used to acquire adequate financial resources for venture creation/start-up (EN:015) (ON)

Select sources to finance venture creation/start-up (EN:016) (ON)

Explain factors to consider in determining a venture’s human-resources needs

(EN:017) (ON)

Explain considerations in making the decision to hire staff (EN:018) (ON)

Describe considerations in selecting capital resources (EN:019) (ON)

Identify capital resources needed for the venture (EN:020) (ON)

Assess the costs/benefits associated with resources (EN:021) (ON)

Performance Element: Actualize new business venture to generate profit and/or meet objectives.

Performance Indicators:

Describe the use of operating procedures (EN:026) (ON)

Explain methods/processes for organizing work flow (EN:027) (ON)

Develop and/or provide product/service (EN:028) (ON)

Use creative problem-solving in business activities/decisions (EN:029) (ON)

Create processes for ongoing opportunity recognition (EN:031) (ON)

Adapt to changes in business environment (EN:033) (ON)
Instructional Area: Human Resources Management
Knowledge and Skill Statement: Understands the tools techniques, and systems that

businesses use to plan, staff, lead, and organize its human resources

Performance Element: Implement organizational skills to facilitate others’ work efforts.

Performance Indicators:

Assist employees with prioritizing work responsibilities (HR:385) (SU)

Delegate work to others (HR:386) (SU)

Coordinate efforts of cross- functional teams to achieve project/company goals (HR:387) (SU)

Manage collaborative efforts (HR:388) (SU)

Harmonize tasks, projects, and employees in the context of business priorities (HR:389) (SU)

Performance Element: Manage staff growth and development to increase productivity and employee satisfaction.

Performance Indicators:

Assess employee performance (HR:368) (SU)

Instructional Area: Information Management
Knowledge and Skill Statement: Understands tools, strategies, and systems needed to access, process, maintain, evaluate, and disseminate information to assist business decision making

Performance Element: Use information literacy skills to increase workplace efficiency and effectiveness.

Performance Indicators:

Assess information needs (NF:077) (CS)

Obtain needed information efficiently (NF:078) (CS)

Evaluate quality and source of information (NF:079) (CS)

Apply information to accomplish a task (NF:080) (CS)

Store information for future use (NF:081) (CS)

Performance Element: Utilize information-technology tools to manage and perform work responsibilities.

Performance Indicators:

Demonstrate personal information management/productivity applications (NF:005) (PQ)

Demonstrate basic web-search skills (NF:006) (PQ)

Demonstrate basic word processing skills (NF:007) (PQ)

Demonstrate basic presentation applications (NF:008) (PQ)

Demonstrate basic spreadsheet applications (NF:010) (PQ)

Create and post basic web page (NF:042) (SP)

Performance Element: Acquire information to guide business decision-making.

Performance Indicators:

Describe current business trends (NF:013) (SP)

Conduct an environmental scan to obtain business information (NF:015) (SP)

Interpret statistical findings (NF:093) (SP)

Instructional Area: Marketing
Knowledge and Skill Statement: Understands the tools, techniques, and systems that

businesses use to create exchanges and satisfy organizational objectives

Performance Element: Understand marketing’s role and function in business to facilitate economic exchanges with customers.

Performance Indicators:

Explain marketing and its importance in a global economy (MK:001, BA LAP 11) (CS)

Describe marketing functions and related activities (MK:002, MK LAP 1) (CS)

Performance Element: Acquire foundational kno wledge of customer/client/business behavior to understand what motivates decision-making.

Performance Indicators:

Explain customer/client/business buying behavior (MK:014) (CS)

Discuss actions employees can take to achieve the company’s desired results (MK :015) (CS)

Demonstrate connections between company actions and results (e.g., influencing consumer

buying behavior, gaining market share, etc.) (MK:019) (SP)

Performance Element: Understand company’s unique selling proposition to recognize what sets the company apart from its competitors.

Performance Indicators:

Identify company’s unique selling proposition (MK:016) (SP)

Identify internal and external service standards (MK:017) (SP)
Instructional Area: Operations
Knowledge and Skill Statement: Understands the processes and systems implemented to monitor, plan, and control the day-to-day activities required for continued business functioning

Performance Element: Utilize project-management skills to improve workflow and

minimize costs.

Performance Indicators:

Explain the nature of project management (OP:158) (SP)

Identify resources needed for project (OP:003) (SP)

Develop project plan (OP:001) (SP)

Apply project-management tools to monitor project progress (OP:002) (SP)

Evaluate project results (OP:159) (SP)

Performance Element: Implement expense-control strategies to enhance a business’s

financial wellbeing.

Performance Indicators:

Explain the nature of overhead/operating costs (OP:024) (SP)

Explain employee's role in expense control (OP:025, MN LAP 56) (SP)

Conduct breakeven analysis (OP:192) (MN)

Negotiate service and maintenance contracts (OP:027) (MN)

Negotiate lease or purchase of facility (OP:028) (MN)

Develop expense control plans (OP:029) (MN)

Use budgets to control operations (OP:030) (MN)

Instructional Area: Professional Development
Knowledge and Skill Statement: Understands concepts, tools, and strategies used to

explore, obtain, and develop in a business career

Performance Element: Utilize critical-thinking skills to determine best options/outcomes.

Performance Indicators:

Explain the need for innovation skills (PD:126) (CS)

Make decisions (PD:017, PD LAP 10) (CS)

Demonstrate problem-solving skills (PD:077, IS LAP 2) (CS)

Demonstrate appropriate creativity (PD:012, PD LAP 2) (SP)

Use time-management skills (PD:019, OP LAP 1) (SP)

Instructional Area: Strategic Management
Knowledge and Skill Statement: Understands tools, techniques, and systems that affect a business’s ability to plan, control, and organize an organization/department

Performance Element: Recognize management’s role to understand its contribution to business success.

Performance Indicators:

Explain the concept of management (SM:001, BA LAP 6) (CS)

Explain the nature of managerial ethics (SM:002) (MN)

Performance Element: Utilize planning tools to guide organization’s/ department’s

activities.

Performance Indicators:

Explain the nature of business plans (SM:007, SM LAP 1) (MN)

Develop company goals/objectives (SM:008) (ON)

Define business mission (SM:009) (ON)

Conduct an organizational SWOT (SM:010) (ON)

Explain external planning considerations (SM:011, MN LAP 43) (MN)

Identify and benchmark key performance indicators (e.g., dashboards, scorecards, etc.)

(SM:027) (MN)

Develop action plans (SM:012) (ON)

Develop business plan (SM:013) (ON)

Marketing Core
Instructional Area: Channel Management
Knowledge and Skill Statement: Understands the concepts and processes needed to

identify, select, monitor, and evaluate sales channels

Performance Element: Acquire foundational knowledge of channel management to

understand its role in marketing.

Performance Indicators:

Explain the nature and scope of channel management (CM:001, DS LAP 1) (CS)

Explain the relationship between customer service and channel management (CM:002) (CS)

Explain the nature of channels of distribution (CM:003, MB LAP 3) (CS)

Performance Element: Manage channel activities to minimize costs and to determine distribution strategies.

Performance Indicators:

Coordinate channel management with other marketing activities (CM:007) (SP)

Explain the nature of channel strategies (CM:009) (MN)

Select channels of distribution (CM:010) (MN)

Instructional Area: Marketing-Information Management
Knowledge and Skill Statement: Understands the concepts, systems, and tools needed to gather, access, synthesize, evaluate, and disseminate information for use in making business decisions

Performance Element: Acquire foundational knowledge of marketing-information

management to understand its nature and scope.

Performance Indicators:

Describe the need for marketing information (IM:012) (CS)

Explain the nature and scope of the marketing information management function (IM:001,

IM LAP 2) (SP)

Explain the role of ethics in marketing-information management (IM:025) (SP)

Describe the use of technology in the marketing-information management function (IM:183) (SP)

Performance Element: Understand marketing-research activities to show command of their nature and scope.

Performance Indicators:

Explain the nature of marketing research (IM:010, IM LAP 5) (SP)

Explain types of primary marketing research (IM:276) (SP)

Identify sources of primary and secondary data (IM:280) (SP)

Explain research techniques (IM:281) (SP)

Determine the marketing-research problem/issue (IM:282) (SP)

Identify research approaches (e.g., observation, survey, experiment) appropriate to the research

problem (IM:283) (SP)

Explain the nature of qualitative research (IM:288) (SP)

Performance Element: Understand data-collection methods to evaluate their

appropriateness for the research problem/issue.

Performance Indicators:

Identify information monitored for marketing decision making (IM:184) (SP)

Describe data-collection methods (e.g., observations, mail, telephone, Internet, discussion groups,

interviews, scanners) (IM:289) (SP)

Instructional Area: Market Planning
Knowledge and Skill Statement: Understands the concepts and strategies utilized to

determine and target marketing strategies to a select audience

Performance Element: Employ marketing-information to develop a marketing plan.

Performance Indicators:

Explain the concept of marketing strategies (MP:001, IM LAP 7) (CS)

Identify considerations in implementing global marketing strategies (MP:002) (MN)

Explain the concept of market and market identification (MP:003, IM LAP 9) (CS)

Identify market segments (MP:004) (MN)

Select target market (MP:005) (MN)

Explain the nature of marketing planning (MP:006) (SP)

Explain the nature of marketing plans (MP:007) (SP)

Explain the role of situational analysis in the marketing planning process (MP:008) (SP)

Conduct market analysis (market size, area, potential, etc.) (MP:009) (MN)

Conduct SWOT analysis for use in the marketing planning process (MP:010) (MN)

Conduct competitive analysis (MP:012) (MN)

Explain the nature of sales forecasts (MP:013, IM LAP 3) (SP)

Forecast sales for marketing plan (MP:014) (MN)

Set marketing goals and objectives (MP:015) (MN)

Set marketing budget (MP:017) (MN)

Develop marketing plan (MP:018) (MN)

Performance Element: Assess marketing strategies to improve return on marketing

investment (ROMI).

Performance Indicators:

Monitor and evaluate performance of marketing plan (MP:022) (MN)

Conduct marketing audits (MP:024) (MN)

Instructional Area: Pricing
Knowledge and Skill Statement: Understands concepts and strategies utilized in

determining and adjusting prices to maximize return and meet customers’ perceptions of value

Performance Element: Develop a foundational knowledge of pricing to understand its role in marketing.

Performance Indicators:

Explain the nature and scope of the pricing function (PI:001, PI LAP 2) (SP)

Describe the role of business ethics in pricing (PI:015) (SP)

Explain the use of technology in the pricing function (PI:016) (SP)

Explain legal considerations for pricing (PI:017) (SP)

Explain factors affecting pricing decisions (PI:002, PI LAP 3) (SP)

Instructional Area: Product/Service Management
Knowledge and Skill Statement: Understands the concepts and processes needed to obtain, develop, maintain, and improve a product or service mix in response to market opportunities

Performance Element: Acquire a foundational knowledge of product/service management to understand its nature and scope.

Performance Indicators:

Explain the nature and scope of the product/service management function

(PM:001, PP LAP 5) (SP)

Identify the impact of product life cycles on marketing decisions (PM:024) (SP)

Describe the use of technology in the product/service management function (PM:039) (SP)
Performance Element: Generate product ideas to contribute to ongoing business success.

Performance Indicators:

Identify product opportunities (PM:134) (SP)

Identify methods/techniques to generate a product idea (PM:127, PM LAP 11) (SP)

Generate product ideas (PM:128) (SP)

Determine initial feasibility of product idea (PM:129) (MN)

Adjust idea to create functional product (PM:204) (MN)

Performance Element: Apply quality assurances to enhance product/service

offerings.

Performance Indicators:

Describe the uses of grades and standards in marketing (PM:019, PM LAP 8) (CS)

Explain warranties and guarantees (PM:020, PP LAP 4) (CS)

Identify consumer protection provisions of appropriate agencies (PM:017, PP LAP 7) (SP)

Performance Element: Employ product-mix strategies to meet customer expectations.

Performance Indicators:

Explain the concept of product mix (PM:003, PP LAP 3) (SP)

Describe the nature of product bundling (PM:041) (SP)

Identify product to fill customer need (PM:130) (MN)

Plan product mix (PM:006) (MN)

Determine services to provide customers (PM:036) (MN)

Performance Element: Position products/services to acquire desired business image.

Performance Indicators:

Describe factors used by marketers to position products/services (PM:042) (SP)

Explain the nature of product/service branding (PM:021, PM LAP 6) (SP)

Explain the role of customer service in positioning/image (PM:013, PM LAP 1) (MN)

Develop strategies to position products/services (PM:043) (MN)

Build product/service brand (PM:126, PM LAP 10) (MN)

Performance Element: Position company to acquire desired business image.

Performance Indicators:

Explain the nature of corporate branding (PM:206) (SP)

Describe factors used by businesses to position corporate brands (PM:207) (SP)

Develop strategies to position corporate brands (PM:208) (MN)

Build corporate brands (PM:209) (MN)

Instructional Area: Promotion
Knowledge and Skill Statement: Understands the concepts and strategies needed to

communicate information about products, services, images, and/or ideas to achieve a desired outcome

Performance Element: Acquire a foundational knowledge of promotion to understand its nature and scope.

Performance Indicators:

Explain the role of promotion as a marketing function (PR:001, PR LAP 2) (CS)

Explain the types of promotion (PR:002, PR LAP 4) (CS)

Identify the elements of the promotional mix (PR:003, PR LAP 1) (SP)

Describe the use of business ethics in promotion (PR:099) (SP)

Describe the use of technology in the promotion function (PR:100) (SP)

Describe the regulation of promotion (PR:101) (SP)

Performance Element: Understand promotional channels used to communicate with

targeted audiences.

Performance Indicators:

Explain types of advertising media (PR:007, PR LAP 3) (SP)

Describe word-of-mouth channels used to communicate with targeted audiences (PR:247) (SP)

Explain the nature of direct marketing channels (PR:089) (SP)

Identify communications channels used in sales promotion (PR:249) (SP)

Explain communications channels used in public-relations activities (PR:250) (SP)

Performance Element: Understand the use of an advertisement’s components to

communicate with targeted audiences.

Performance Indicators:

Explain the components of advertisements (PR:014, PR LAP 7) (SP)

Explain the importance of coordinating elements in advertisements (PR:251) (SP)

Performance Element: Understand the use of public-relations activities to communicate with targeted audiences.

Performance Indicators:

Identify types of public-relations activities (PR:252) (SP)

Discuss internal and external audiences for public-relations activities (PR:253) (SP)

Performance Element: Understand the use of trade shows/expositions to communicate with targeted audiences.

Performance Indicators:

Explain how businesses can use trade-show/exposition participation to communicate with targeted

audiences (PR:254) (SP)

Explain considerations used to evaluate whether to participate in trade shows/expositions

(PR:255) (SP)

Performance Element: Manage promotional activities to maximize return on promotional efforts.

Performance Indicators:

Explain the nature of a promotional plan (PR:073) (SP)

Coordinate activities in the promotional mix (PR:076) (SP)

Performance Element: Evaluate long-term and short -term results of promotional efforts.

Performance Indicators

Identify metrics to assess results of promotional efforts (PR:256) (MN)

Implement metrics to assess results of promotional efforts (PR:257) (MN)

Instructional Area: Selling
Knowledge and Skill Statement: Understands the concepts and actions needed to

determine client needs and wants and respond through planned, personalized

communication that influences purchase decisions and enhances future business

opportunities

Performance Element: Acquire a foundational knowledge of selling to understand its nature and scope.

Performance Indicators:

Explain the nature and scope of the selling function (SE:017, SE LAP 117) (CS)

Explain the role of customer service as a component of selling relationships (SE:076,

SE LAP 130) (CS)

Explain key factors in building a clientele (SE:828, SE LAP 115) (SP)

Explain company selling policies (SE:932, SE LAP 121) (CS)

Explain business ethics in selling (SE:106, SE LAP 129) (SP)

Describe the use of technology in the selling function (SE:107) (SP)

Describe the nature of selling regulations (SE:108) (SP)

Performance Element: Acquire product knowledge to communicate product benefits and to ensure appropriateness of product for the customer.

Performance Indicators:

Acquire product information for use in selling (SE:062) (CS)

Analyze product information to identify product features and benefits (SE:109,

SE LAP 113) (SP)

Performance Element: Understand sales processes and techniques to enhance customer relationships and to increase the likelihood of making sales.

Performance Indicators:

Explain the selling process (SE:048, SE LAP 126) (CS)

Discuss motivational theories that impact buying behavior (SE:359) (SP)\

Curriculum Planning Levels*

Performance indicators are assigned to one of six curriculum-planning levels that represent a continuum of instruction ranging from simple to complex. The levels can serve as building blocks for curriculum development in that students should know and be able to perform indicators at one level before tackling more complex skills and knowledge at the next level. The six curriculum-planning levels are:



Prerequisite (PQ) 



Career-Sustaining (CS)



Specialist (SP)



Supervisor (SU)



Manager (MN)



Owner (ON)

