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Foreword 
 
The Business and Administrative Services Career Field Technical Content Standards form the curricular 

framework for Ohio College Tech Prep and career-technical education programs in the Business and 

Administrative Services career field. This document reflects the career field framework outlined in Ohio 

Administrative Code 3301-61-03 (Criteria for Secondary Workforce Development Programs). 

 

This document represents a collaborative effort of the following professional partners: the Ohio 

Department of Educationôs Office of Career-Technical and Adult Education, the Ohio Board of Regents, 

the Marketing Education Resource Center and the Ohio Resource Center for Mathematics, Science and 

Reading (The Ohio State University). Secondary and postsecondary educators, along with business and 

industry professionals, also participated in the development of the technical content standards. 

 

The Business and Administrative Services Career Field Technical Content Standards combine business 

and industry standards, academic content standards (English language arts, mathematics and social 

studies) and the business process framework to develop technical literacy in business and administrative 

services. The business and administrative services career field includes occupations that focus on 

administrative services, business information management, corporate/general management, human 

resources management, operations management, legal management and support, and medical 

management and support. The Business and Administrative Services Career Field is comprised of four 

pathways and one specialty leading to technically-based careers in: 

 Administrative and Professional Support (pathway); 

 Legal Management and Support (pathway); 

 Medical Management and Support (pathway); 

 Management (pathway); and 

 Human Resources Management (postsecondary, specialty). 

 

This document delineates competencies that outline the knowledge and skills needed for career success in 

the above four pathways and specialty. It includes a) common competencies that span the Business and 

Administrative Services career field addressing critical workplace skills, including technical skills, 

business processes, problem solving and critical thinking, leadership and teamwork skills; and b) pathway 

and specialty competencies that describe specific occupational knowledge and skills. 

 

In addition, benchmarks from the Ohio English Language Arts Academic Content Standards, the 

Mathematics Academic Content Standards and the Social Studies Academic Content Standards have been 

embedded, outlining the mathematics, language arts and social studies knowledge and skills associated 

with specific technical competencies. 

 

The Business and Administrative Services document seeks to provide the basis for educational 

programming that will foster the development of what Doug Bush, vice president and chief technology 

officer, Intel Corporation, refers to as the ñT-shapedò employee. The ñT-shapedò employee combines 

broad knowledge, insight and understanding of business processes, academic attainment and workplace 

readiness (the crossbar of the ñTò) with depth of knowledge and expertise in a career specialty (the post of 

the ñTò). The ñT-shapedò employee is needed to ensure that Ohioôs business and administrative services 

work force of tomorrow will be competitive in a global environment that requires specialized skills in a 

broader context aimed at the innovation of new products and services in an ever-changing economy. 
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This document forms the basis for developing an integrated delivery system that provides opportunities 

for new and challenging programs and courses. It is hoped that the document will enhance and expand 

career-technical education, College Tech Prep and postsecondary degree programs in business and related 

fields. 

 

The document is available on the Internet at www.techprepohio.org and through the Ohio Department of 

Education Web by keywords: career field initiative at www.ode.state.oh.us. 

 

 

 

Kathy Shibley 

Director 

Office of Career-Technical and Adult Education 

Ohio Department of Education 

Jonathan Tafel 

Vice Chancellor for Educational Linkages and 

 Access 

Ohio Board of Regents 

 

http://www.techprepohio.org/
http://www.ode.state.oh.us/
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BUSINESS AND ADMINISTRATIVE SERVICES CAREER FIELD 

TECHNICAL CONTENT STANDARDS DOCUMENT  

 
The development process for the Business and Administrative Services Career Field Technical Content 

Standards began in April 2006 with the convening of two futuring panels and culminated in December 

2007 with the work of a panel of business representatives and educators focusing on academic correlation. 

Over the course of 2006-2008, numerous business and industry representatives, as well as secondary and 

postsecondary educators from across Ohio, took part in the formal development process. The following 

summarizes the various stages of the development process. 

 

Futuring Panels 
April 27, 2006 and May 5, 2006 

The Business and Administrative Services futuring panels brought together 22 key business and industry 

representatives from across the state to advise the Ohio Department of Education and the Ohio Board of 

Regents on future trends impacting the business and administrative services career field and to suggest 

ways in which those trends could be incorporated into a business and administrative services career field 

technical content standards document. 

 

Business Review Panels 
May 23, 2006, June 6, 2006, September 7, 2006, September 20, 2006, October 17, 2006, 

October 18, 2006 and November 16, 2006, February 13, 2007 

Forty-seven Ohio business and industry representatives participated on these panels. Drawn from diverse 

business sectors and regions of the state, the panels identified what business and administrative services 

employees should know and be able to do in seven business and administrative services pathways: 

administrative and professional support, business information management, corporate/general 

management, human resources management, legal management and support, medical management and 

support and operations management. The panels built upon work outlined by the futuring panels, 

identifying essential and recommended knowledge and skills. 

 

Postsecondary Business Deans and College Tech-Prep Coordinators Panel 
August 22, 2006 

More than thirty postsecondary Ohio deans of business and college tech-prep coordinators participated in 

a general discussion of the business and administrative services career field and reacted to its five 

pathways. Input derived from this panel informed the pathway design implemented in the document 

which are: Administrative and Professional Support, Legal Management and Support, Medical 

Management and Support, Business Management and a postsecondary specialty of Human Resource 

Management. 

 

Educator Review Panels 
January 23, 2007, February 28, 2007, April 20, 2007 and August 17, 2007 

These panels were composed of representatives from secondary and postsecondary institutions across 

Ohio. The panels determined when in the educational process (e.g., grade 10, 12 or associateôs degree 

level) and to what depth (i.e., introduced, proficient, or reinforced) competencies should be addressed. In 

addition, the educator panels noted questions they had on decisions made by the business review panels 

and formulated suggestions for additions, deletions and editorial changes to the draft document. 

 



 

 vii  

Stakeholder Review Panels 
February 27, 2007, April 19, 2007, April 27, 2007 and August 17, 2007 

Representatives from the business review and education review panels addressed issues and concerns 

educators raised in the educator review meetings. Suggestions for additions, deletions and editorial 

changes were reviewed to ensure that the document provided a cohesive and deliverable set of 

competencies for business and administrative services professionals at both secondary and postsecondary 

exit points. The review provided a forum to ensure that the final document facilitates the seamless 

education of students interested in pursing a career in administrative and professional support, human 

resources management, legal management and support, business management and medical management 

and support. 

 

Academic Review Panel 
December 4. 2007 

The academic review panel brought together representatives of the business panel, secondary and 

postsecondary technical educators panel and academic educators panel to identify benchmarks from the 

Ohio Academic Content Standards for English Language Arts, Mathematics and Social Studies that are 

embedded within the technical competencies. This incorporation of academic content standards with 

career field technical content standards provides an opportunity for instructional integration of content, 

helping to contextualize learning for students and providing the basis for collaboration across disciplines. 
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Philosophy and Principles for Implementation 
 

Ohio Career Field Initiative 
 

The overarching framework for career-technical education in Ohio is outlined in the Ohio Revised Code 

and subsequent administrative rules that specify career-technical programming based on 16 career fields. 

To view the full text of the rule, go to www.ode.state.oh.us and keyword search: Ohio Career-Technical 

and Adult Education Administrative Rules. These fields provide the framework for an Ohio career field 

initiative that seeks to foster the educational shift needed to respond to the needs of a rapidly changing 

global environment. 

 

A career field is a ñgrouping of occupations and broad industries based on commonalitiesò (see 

www.careerclusters.org). Career fields are the basis for developing both broad and specialized technical 

content standards that serve as a framework for curriculum, instruction, assessment and program design, 

addressing the needs of an entire industry and business sector. Ohioôs 16 career fields align with national 

efforts to broaden career-technical education, integrate career-technical education with academic study 

and reflect the work force needs of today and tomorrow. For todayôs students to be adequately prepared 

for tomorrowôs work force, they must have an education that: 

 incorporates a broad, long-term conception of work in combination with the depth of 

specialization skills; 

Employees need a comprehensive understanding beyond a single occupational area. 

Occupationally-focused programming needs to be provided in a larger context, so students can 

generalize learning, make connections between education and work and adapt to changes in their 

careers. Workplace knowledge and skills are needed to prepare employees for collaborating and 

problem solving while contributing to the broader business process. 

 emphasizes the acquisition of strong academic knowledge and skills; and 

Academic skills provide the foundation for career success. The integration of academic content 

standards with career field technical content standards helps to contextualize learning for 

students, making English language arts, mathematics and social studies relevant to students as a 

means to an important endðsuccess at work and in life. 

 facilitates high-school-to-postsecondary transitions. 

A lifetime of change means a lifetime of learning, including postsecondary education. Students 

need knowledge and skills for success in a variety of postsecondary options, including industry 

credentialing through adult education, two- and four-year college degree programs and graduate 

school. 

 

http://www.ode.state.oh.us/
http://www.careerclusters.org/
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Ohio Career Field Technical Content Standards 
 

Career field technical content standards outline the knowledge and skills needed for success within a 

career field, multiple pathways and, in some cases, areas of specialization. Validated by Ohio business 

and industry representatives in conjunction with Ohio educators, these standards form the basis for 

developing educational programming in Ohio secondary and postsecondary schools. The standards also 

serve as the framework for developing strong career pathways that connect secondary, adult and 

postsecondary education systems with the workplace. 

 

While mirroring the diverse nature of each career field, all career field technical content standards 

documents will contain competencies that outline the knowledge and skills that span the career field as 

well as those that relate to specific career field pathways. 

 

Additionally, academic benchmarks from Ohioôs academic content standards for English language arts, 

mathematics and social studies are correlated with the career field technical content standards. The 

embedded benchmarks have been determined by business representatives and academic and technical 

educators from secondary and postsecondary institutions to be strongly related to specific knowledge and 

skills statements or competencies for the given career field. 

 

Key features of Ohio career field technical content standards include: 

1. Broad, as well as specialized, technical competencies; 

2. Embedded benchmarks for the English Language Arts, Mathematics and Social Studies 

Academic Content Standards; and 

3. Workplace readiness competencies (communications skills; safety and security; emotional 

intelligence that incorporates leadership and teamwork; management; information technology 

applications; ethics and legal responsibility; and professional development and employability). 
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Career Pathways 
 

A key component of the Ohio Career Field Initiative is a career pathway, which is a series of academic 

and technical career-focused course work and other learning experiences leading to a career specialty and 

employment in a career field. Pathways facilitate a seamless transition from high school to postsecondary 

education (including adult education, two- and four-year colleges and graduate school) and from 

postsecondary education to the workplace. 

 

To effectively facilitate the transition from secondary to postsecondary education and a career, high 

school career pathways should encompass: 

1. Challenging technical course work in a chosen career field, based on career field technical 

content standards; 

2. Rigorous academics that meet Ohioôs academic content standards and grade-level expectations; 

3. Electives that relate to career objectives; 

4. Instructional enhancements, such as experiential and authentic learning opportunities (e.g., work-

based learning, mentorships, internships) and career-technical student organization participation; 

5. Opportunities (when appropriate) for program and student certification; 

6. Preparation for transition to further study that includes college readiness and opportunities to earn 

college credit while in high school; 

7. Preparation for transition to employment with advancement opportunities; and 

8. Performance targets that include high school academic and technical testing/exit and 

postsecondary entry/placement requirements 

 

For additional information on the Career Field Initiative, including Ohio Career Field Technical Content 

Standards and Career Pathways, go to www.ode.state.oh.us and keyword search: Career Field Initiative. 

 

http://www.ode.state.oh.us/
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Structure and Format 
 
The Business and Administrative Services Career Field Technical Content Standards document is 

composed of a series of units, competencies and descriptors as follows: 

 Units are a grouping of competencies sharing a common subject or theme; 

 Competencies are specific knowledge and skill statements that outline the knowledge and skills 

needed for career success; and 

 Descriptors follow each competency and serve to define what is meant by the related 

competency. 

 

Also included in the document are selected benchmarks from Ohioôs Academic Content Standards for 

English language arts, mathematics and social studies that correlate with specific technical competencies. 

This incorporation of academic content standards with career field technical content standards provides an 

opportunity for instructional integration of content, helping to contextualize learning for students and 

providing the basis for collaboration across disciplines. 
 

Competencies that are common across the career field and/or are critical for success in the Business and 

Administrative Services career field appear in the Administrative and Professional Support, Legal 

Management and Support, Medical Management and Support and Business Management Pathways and 

are identified in the matrix. These common competencies represent the sustaining characteristics of a 

career field and facilitate career readiness and long-term career success by: 

 Providing the basis for effective collaboration, teamwork and communication across pathways; 

 Laying the groundwork for successful transfer of knowledge and skills across pathways, thereby 

facilitating horizontal and vertical career success; and 

 Equipping students and workers with the skills needed to transition to new and emerging careers 

throughout a working lifetime. 

 

In the Business and Administrative Services document, common competencies include those focusing on 

the following: 

 

 Management; 

 Entrepreneurship; 

 Marketing; 

 Business law; 

 Risk management; 

 Communication skills; 

 Emotional intelligence; 

 Professional development; 

 Money and personal finance; 

 Economics; 

 Accounting; 

 Financial management; 

 Technology; 

 Information management; 

 Knowledge management; 

 Project management; and 

 Human resources management. 
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Pathway competencies are specific to one or several pathways within a larger career field. They 

differentiate the academic, technical and workplace knowledge and skills that are more specific than those 

that are relevant to the entire career field, yet they prepare students for multiple occupational specialties. 

 

Specialization competencies are specific to occupational areas within the larger career pathway and 

career field. The Business and Administrative Services Career Field Technical Content Standards are 

built around four career pathways and one specialization: 

 Administrative and Professional Support; 

 Legal Management and Support; 

 Medical Management and Support; 

 Business Management; and 

 Postsecondary Human Resources Managementðspecialty of Business Management. 

 

Common and pathway-specific competencies form the basis for developing secondary and postsecondary 

programs, facilitating transition from one educational level to the next and to the workplace. 

 

In the Business and Administrative Services Career Field Technical Content Standards, business and 

labor representatives have designated competencies as essential or recommended within specific 

pathways and occupational areas. Educators have designated when (by the end of the 10
th 

grade, 

12
th
 grade and/or the end of the associate degree) and to what depth (introduced, reinforced, proficient) 

competencies should be addressed. Definitions used to make these designations appear on the following 

page, followed by a sample competency illustrating the layout of an actual competency. 
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Definitions and Codes 
 

Determined by Business, Industry and Labor Panel (BIL) 
 

Essential (E) Competency: 

E = Competency is needed to ensure minimal level of employability. Entry-level employees 

(defined as graduates of an associate degree program) should be able to perform this 

competency for career success. 

 

Recommended (R) Competency: 
R = Competency should be included but is not essential for minimal level of employability or 

is related only to a subspecialty within a pathway. 

 

 

Determined by Educator Panel (EDU) 
Grade Level: 

 

10 = by the end of Grade 10 

12 = by the end of Grade 12 

AD = by the end of the associate degree program 

 

Depth: 

 

I  = Introduce competency 

R = Reinforce or add depth after introducing a competency OR 

after proficiency 

P = Proficient or achievement of the competency; ability to apply 

knowledge of and/or perform the competency 

 

 

Determined by Academic Review Panel 

 Correlated English Language Arts Academic Content Benchmarks 
Benchmarks drawn from the Ohio English Language Arts Academic Content Standards that 

have been determined to be embedded in corresponding technical competency 

 

Correlated Mathematics Academic Content Benchmarks 

Benchmarks drawn from the Ohio Mathematics Academic Content Standards that have been 

determined to be embedded in the corresponding technical competency 

 
 Correlated Social Studies Academic Content Benchmarks 

Benchmarks drawn from the Ohio Social Studies Academic Content Standards that have been 

determined to be embedded in the corresponding technical competency 
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Educator panel 

Grade 12 Associate Degree 
 

Grade 10 

 
Sample Competency 

 

 

 

Unit 7: Communications Skills 
 

 

 

 

 
Business, Industry and 

Labor Panel 

 

 
 Competency is essential. 

 

BIL:  Essential 
 

 

 
 

 

 

 

 

 
Competency 7.2: Apply active listening skills to demonstrate understanding of what is being 

said. 
Unit number 

Descriptors: 

7.2.1 Explain communication techniques that support and encourage a speaker 

7.2.2 Use paraphrasing strategies 

7.2.3 Summarize another personôs key points 

7.2.4 Probe to clarify speakerôs thinking 

7.2.5 Use body language to show interest in what a speaker is saying 

7.2.6 Follow oral directions 

7.2.7 Demonstrate active listening skills 

 

 
Competency number Descriptor number 
 

 

Correlated English Language Arts Academic Content Benchmarks 
 

 Use a variety of strategies to enhance listening comprehension. (Communication: Oral and Visual A, 

8-10; Communication: Oral and Visual A, 11-12) 

 

 
 

 

 

 

 

EDU: 
10 12 AD 

I P R 

Competency should be introduced by 
the end of 10th grade, proficient by the 

end of 12th grade and reinforced at the 

associate degree level. 

Benchmarks from the English 
Language Arts Academic 

Content Standards 
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Business and Administrative Services Definitions 
 

Administrative and Professional Support 

Careers in administrative and professional support facilitate business operations through a variety of 

administrative duties including information and communication management, data processing and 

collection and project tracking. Due to changes in technology, the skills required in administrative and 

professional support careers have increased such that individuals in these careers are mid-level managers. 

Sample occupations include: 

 

ǐ Administrative Assistant 

ǐ Customer Service Representative 

ǐ Executive Assistant 

ǐ Office Manager 

ǐ Project Coordinator 

 

 

Legal Management and Support 

Careers in legal management and support facilitate legal operations through a variety of 

management and administrative duties. Employees in this field are found in law firms, courts, 

court reporting firms, legal departments of corporate businesses, and government regulatory 

agencies. Sample occupations include: 

 
ǐ Compliance Analyst 

ǐ Court Administrator 

ǐ Legal Administrator 

ǐ Legal Office Manager 

ǐ Legal Secretary 

ǐ Paralegal 

ǐ Regulatory Analyst 

 

 
Medical Management and Support 

Careers in medical management and support facilitate medical operations through a variety of 

management and administrative duties. Employees in this field are found in medical offices, hospitals, 

and insurance companies. Sample occupations include: 

 

ǐ Admission Specialist 

ǐ Benefits Coordinator 

ǐ Clinical Data Specialist 

ǐ Patient Information Coordinator 

ǐ Medical Billing Specialist 

ǐ Medical Records and Health Information Technician 

ǐ Medical Accounts Specialist 

ǐ Medical Compliance Officer 

ǐ Medical Office Manager 

ǐ Medical Unit Coordinator 

ǐ Claims Processor 

ǐ Medical Code Specialist (Insurance) 
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Business Management 

Business Management includes careers in business-information management, corporate/general 

management and operations management. Employees in management plan, organize, direct and evaluate 

all or part of a business organization through the allocation and use of financial, human and material 

resources. It also serves as the first portion of a pathway to the Human Resources Management Specialty. 

Business-information managers bridge business processes/initiatives with information technology by 

helping to align business and information technology goals. Examples of activities in which they engage 

include project management and business analysis. Operations managers plan, organize, coordinate and 

control the resources needed to produce/provide a businessôs goods and/or services. Examples of 

activities in which they engage include quality control, scheduling, procurement and warehousing. 

Sample occupations include: 

 

ǐ Business Analysts 

ǐ Business Process Managers 

ǐ Chief Operations Officer 

ǐ Director 

ǐ District Manager 

ǐ Entrepreneur 

ǐ Master Scheduler 

ǐ Procurement Analyst 

 

ǐ Project Managers 

ǐ Purchasing Manager 

ǐ Quality Manager 

ǐ Regional Manager 

ǐ Relationship Managers 

ǐ Small Business Manager 

ǐ Store Manager 

ǐ Supervisor 

ǐ Supply Chain Manager 
 

 

Human Resources Management 

Careers in human resources management focus on a businessôs staffing activities that involve planning, 

recruitment, selection, orientation, training, performance appraisal, compensation and safety of 

employees. Sample occupations include: 

 

ǐ Benefits Administrator 

ǐ Compensation Analyst 

ǐ Human Resources Generalist 

ǐ Human Resources Manager 

ǐ Labor Relations Manager 

ǐ Recruiter 

ǐ Training Manager 
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Business and Administrative Services Units 

 

Page 
Unit

# 
Unit  

  ADMINISTRATIVE AND PROFESSIONAL SUPPORT PATHWAY  

2 1 Management 

7 2 Entrepreneurship 

12 3 Marketing 

14 4 Customer Relationship Management 

19 5 Business Law 

24 6 Risk Management 

29 7 Communication Skills 

37 8 Emotional Intelligence 

45 9 Professional Development 

47 10 Money and Personal Finance 

51 11 Economics 

58 12 Accounting 

64 13 Financial Management 

66 14 Technology 

77 15 Information Management 

80 16 Knowledge Management 

82 17 Operations Management 

88 18 Project Management 

97 19 Human Resources Management 

  LEGAL MANAGEMENT AND SUPPORT PATHWAY  

103 20 Management 

109 21 Entrepreneurship 

113 22 Marketing 

118 23 Customer Relationship Management 

121 24 Business Law 

128 25 Risk Management 
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Page 
Unit

# 
Unit  

133 26 Communication Skills 

143 27 Emotional Intelligence 

153 28 Professional Development 

156 29 Money and Personal Finance 

160 30 Economics 

166 31 Accounting 

172 32 Financial Management 

176 33 Technology 

188 34 Information Management 

194 35 Knowledge Management 

196 36 Operations Management 

202 37 Project Management 

203 38 Human Resources Management 

207 39 Legal System 

  MEDICAL MANAGEMENT AND SUPPORT PATHWAY  

211 40 Management 

221 41 Entrepreneurship 

226 42 Marketing 

231 43 Customer Relationship Management 

235 44 Business Law 

241 45 Risk Management 

247 46 Communication Skills 

255 47 Emotional Intelligence 

264 48 Professional Development 

266 49 Money and Personal Finance 

269 50 Economics 

276 51 Accounting 

284 52 Financial Management 



 

 xix 

Page 
Unit

# 
Unit  

288 53 Technology 

299 54 Information Management 

306 55 Knowledge Management 

308 56 Operations Management 

315 57 Project Management 

316 58 Human Resources Management 

  BUSINESS MANAGEMENT PATHWAY  

321 59 Management 

329 60 Entrepreneurship 

334 61 Business Analysis 

339 62 Marketing 

343 63 Customer Relationship Management 

347 64 Business Law 

352 65 Risk Management 

359 66 Communication Skills 

366 67 Emotional Intelligence 

375 68 Professional Development 

377 69 Money and Personal Finance 

381 70 Economics 

388 71 Accounting 

394 72 Financial Management 

396 73 Technology 

407 74 Information Management 

412 75 Knowledge Management 

414 76 Operations Management 

430 77 Project Management 

439 78 Human Resources Management 

   



 

 xx 

Page 
Unit

# 
Unit  

  POSTSECONDARY HUMAN RESOURCES MANAGEMENT SPECIALTY  

462 79 Management 

467 80 Entrepreneurship 

472 81 Marketing 

474 82 Customer Relationship Management 

476 83 Business Law 

481 84 Risk Management 

487 85 Communication Skills 

494 86 Emotional Intelligence 

503 87 Professional Development 

505 88 Money and Personal Finance 

509 89 Economics 

516 90 Accounting 

522 91 Financial Management 

524 92 Technology 

534 93 Information Management 

537 94 Knowledge Management 

539 95 Operations Management 

544 96 Project Management 

545 97 Human Resources Management 
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2008 Business and Administrative Services Competency Chart 

 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Management                        

Describe business 

management. 

E 1.1 I P R E 20.1 I R P E  40.1  I P E 59.1 I P R E 79.1 R 

Discuss the integration 

of management 

functions into an 

organization. 

E 1.2  I P R 20.2  I R E 40.2   I P E 59.2  I P E 79.2 P 

Develop a business 

plan. 

               E 59.3  I P    

Develop a business plan 

for the medical practice. 

          E 40.3  I P             

Demonstrate 

management skills and 

responsibilities. 

E 1.3  P R E 20.3  I P E  40.4 I P R E 59.4  P R E 79.3 R 

Develop change 

management programs. 

R 1.4  I P R 20.4   I      E 59.5  I P E  79.4 P 

Establish benchmarks R 1.5  I P E 20.6  I P E 40.7  I P E 59.8  I P E 79.5 P 

Participate in strategic 

planning and 

policymaking. 

R 1.6  I P E 20.5  I P E 40.5   P E 59.6  I P E  79.6 P 

Develop a strategic 

plan. 

               E 59.7  I P    

Develop a strategic plan 

for a medical office. 

          E 40.6  I P         

Evaluate results of 

business goals and 

objectives. 

R 1.7  I P E 20.7  I P E 40.8  I P E 59.9  I P E 79.7 P 

Analyze cost/profit 

relationships to guide 

business decision 

making. 

R 1.8   P E 20.8  I P E 40.9 I P R E 59.10   P E 79.8 P 

Assess the effectiveness 

of strategic plans. 

          E 40.10   P E 59.11   P    

Assess the effectiveness 

of the business plan. 

          E 40.11   P E 59.12   P    

Develop business 

partnerships. 

          E 40.12   P         
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Conduct strategic 

stakeholder 

management. 

          R 40.13   I         

Maintain the medical 

practiceôs governing 

system. 

          E 40.14  I P         

Assess the medical 

practiceôs governing 

system. 

          R 40.15   I         

Entrepreneurship                        

Employ entrepreneurial 

discovery strategies to 

generate feasible ideas 

for business ventures. 

R 2.1  I P R 21.1 I R R R 41.1   I E 60.1 I P R    

Develop a concept for a 

new business venture to 

evaluate its success 

potential. 

R 2.2  I P R 21.2 I R R R 41.2   I E 60.2 I R P    

Determine needed 

resources for a new 

business venture to 

contribute to its startup 

viability. 

D 2.3 DELETED R 21.3 I R R R 41.3   I E 60.3  I P    

Investigate launch 

strategies. 

D 2.4 DELETED R 21.4 I R R R 41.4   I E 60.4  I P    

Select harvesting 

strategies to identify the 

entrepreneurôs role in 

the business venture. 

D 2.5 DELETED R 21.5 I R R R 41.5   I E 60.5  I P    

Business Analysis                        

Discuss the core 

concept of business 

analysis. 

               E 61.1  I P    

Describe business 

process management. 

               E 61.2  I P    

Employ processes to 

create enterprise 

architecture. 

               E 61.3   P    

Employ processes to 

perform requirements 

gathering. 

               E 61.4   P    
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Employ processes to 

perform requirements 

analysis and 

documentation. 

               E 61.5   P    

Employ processes to 

perform requirements 

communication. 

               E 61.6   P    

Employ processes to 

perform solutions 

implementation. 

               E 61.7   P    

Marketing                         

Describe marketingôs 

role and function in 

business. 

E 3.1 I P R E 22.1  I P E 42.1  I P E 62.1 I P R    

Acquire foundational 

knowledge of 

customer/client/ 

business behavior. 

E 3.2 I P R E 22.2  I P E 42.2  I P E 62.2 I P R    

Explain companyôs 

unique selling 

proposition. 

E 3.3  P R E 22.3  I P E 42.3  I P E 62.3  P R    

Reinforce the 

companyôs identity. 

E 3.4  I P E 22.4  I P E 42.4  I P         

Design a medical 

practiceôs marketing 

plan. 

     E 22.5  I P E 42.5  I P         

Reinforce the 

companyôs image to 

exhibit the companyôs 

brand promise. 

               E 62.4  I P    

Design a marketing 

plan 

               E 62.5  I P    

Develop a strategic plan 

for marketing (e.g., one-

, three- and five-year). 

          E 42.6  I P E 62.6  I P    

Design a legal 

practiceôs marketing 

plan. 

                       

Promote the legal 

practice. 

     E 22.6  I P              
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Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Develop promotional 

materials for the 

medical practice. 

          E 42.7  I P         

Implement the legal 

practiceôs public 

relations plan. 

     E 22.7 I P R E 42.8  P R         

Implement the medical 

practiceôs public 

relations plan. 

                       

Assess the marketing 

planôs effectiveness. 

     E 22.8   P E 42.9   P E 62.7   P    

Customer 

Relationship 

Management 

                       

Explain basic customer 

relationship 

management (CRM) 

concepts. 

R 4.1  I R E 23.1  I P E 43.1  I P E 63.1 I R P    

Foster positive 

customer relations to 

enhance company 

image. 

E 4.2 I P R E 23.2 I P R E 43.2  I P E 63.2 I P R    

Respond appropriately 

to customers. 

E 4.3 I P R E 23.3 I P R E 43.3   I P E 63.3 I P R    

Resolve conflicts with 

and for customers to 

encourage repeat 

business. 

E 4.4 I P R E 23.4 I P R E 43.4  I P E 63.4 I P R    

Deliver quality 

customer service. 

R 4.5  I R E 23.5  I P E 43.5  I P E 63.5 I R P    

Explain managementôs 

role in customer 

relations. 

E 4.6  I P E 23.6  I P E 43.6  I P E 63.6  I P    

Assess customer 

satisfaction with the 

medical practice. 

          E 43.7  I P         

Describe the concept of 

order cycle time. 

D 4.7 DELETED           E 63.7  I P    

Explain the role of 

technology in order 

processing, tracking and 

customer research. 

D 4.8 DELETED           E 63.8  I P    
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Process orders and 

returns. 

D 4.9 DE

LET

ED 

            E 63.9  P R    

Business Law                        

Examine the foundation 

of United Statesô law. 

E 5.1 I P R E 24.1 I P R E 44.1  P R E 64.1 I P R    

Explore laws in a global 

marketplace. 

R 5.2  I P R 24.2  I R R 44.2   I E 64.2  P R    

Adhere to laws and 

government regulations 

pertaining to the health 

care industry. 

          E 44.3  P R         

Adhere to medical 

office compliance rules 

and regulations. 

          E 44.4  I P         

Describe how 

businesses use the 

litigation process. 

R 5.3  I P E 24.3  P R E 44.5   P E 64.3  P R    

Describe the functions 

of contracts. 

E 5.4  P R E 24.4 I P R E 44.6  I P E 64.4  P R    

Negotiate third-party 

contracts. 

          E 44.7  I P         

Explain the concept of 

torts. 

E 5.5  I P E 24.5  I P R 44.8  I P E 64.5  I P    

Describe sales and lease 

agreements. 

E 5.6  I P E 24.6 I P R E 44.9   P E 64.6  I P    

Explore the regulatory 

environment of U.S. 

businesses. 

R 5.7  I R E 24.7  I P E 44.10  I P E 64.7  I P    

Describe consumersô 

rights and 

responsibilities. 

E 5.8  I P R 24.8  I P E 44.11  I P E 64.8  I P    

Confer with patients 

about their rights and 

responsibilities. 

          E 44.12  P R         

Describe tax laws.      E 24.9  I P              

Explain the impact of 

tax laws and regulations 

on businesses. 

E 5.9  I P E 24.10  I P R 44.13   I E 64.9  I P    

Describe employment 

law. 

     E 24.11  I P              
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Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Describe environmental 

law. 

     E 24.12  I P              

Describe real estate law.      E 24.13  I P              

Discuss property and 

the available means to 

protect it. 

E 5.10   P      R 44.14   I E 64.10   P    

Risk Management                        

Explain types of risk. E 6.1  I P E 25.1 I P R E 45.1  I P E 65.1  I P    

Discuss risk 

management. 

     E 25.2  I P E 45.2  I P E 65.2  I P    

Abide by risk 

management policies 

and procedures for 

technology. 

E 6.2 I P R E 25.3 I P R E 45.3  I P E 65.3 I P R    

Recommend a security 

plan for a business. 

               E 65.4  I P    

Recommend an incident 

response plan for a 

business. 

               E 65.5  I P    

Recommend a business 

recovery plan. 

               E 65.6  I P    

Determine potential 

business threats and 

opportunities to protect 

and foster a businessô 

financial well-being. 

R 6.3  I P E 25.4  I P E 45.4  I P E 65.7 I P R    

Develop risk 

management policies. 

R 6.4   P E 25.5  I P E 45.5  I P E 65.8   P    

Manage a medical 

practiceôs risks. 

          E 45.6  I P         

Transfer business risk. R 6.5   P E 25.6  I P E 45.7  I P E 65.9   P    

Assess risk 

management methods. 

               E 65.10   P    

Implement security 

policies and procedures.  

E 6.6 I P R E 25.7  P R E 45.8  I P E 65.11 I P R    

Manage network 

security. 

          E 45.9  I P         

Adhere to health and 

safety regulations. 

E 6.7  P R E 25.8  I P E 45.10   I P E 65.12  P R    

Implement safety 

procedures. 

E 6.8 I P R E 25.9 I P R E 45.11  P R E 65.13 I P R    



 

xliii  
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Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Determine needed 

policies and procedures 

to protect employee and 

customer safety. 

R 6.9  I R E 25.10  I P      E 65.14  I P    

Protect workers from 

ergonomic injuries in 

the office setting. 

          E 45.12  P R         

Respond to medical 

emergencies. 

          E 45.13  P R         

Communications 

Skills 

                       

Explain effective 

communications. 

E 7.1 I P R E 26.1 I P R E 46.1  P R E 66.1 I P R    

Apply active listening 

skills. 

E 7.2 I P R E 26.2 I P R E 46.2  P R E 66.2 I P R    

Apply appropriate 

verbal skills in business 

situations. 

E 7.3 I P R E 26.3 I P R E 46.3  P R E 66.3 I P R    

Interview a client.      E 26.4  I P              

Perform reception 

duties in a medical 

office. 

          E 46.4  P R         

Perform reception 

duties. 

     E 26.5  P R              

Make oral 

presentations. 

E 7.4 I P R E 26.6 I P R R 46.5  P R E 66.4 I P R    

Utilize effective written 

communication. 

E 7.5 I P R E 26.7 I P R E 46.6  R P E 66.5 I P R    

Use proper grammar 

and vocabulary. 

E 7.6 P R R E 26.8 I P R E 46.7  P R E 66.6 P R R    

Compose legal 

documents. 

     E 26.9  I P              

Prepare legal 

documents. 

     E 26.10  P R              

Communicate using 

telecommunications 

tools. 

E 7.7 I P R E 26.11 I P R E 46.8  P R E 66.7 I P R    

Manage telephone 

communications. 

     E 26.12 I P R              

Perform telephone 

triage. 

          E 46.9  P R         
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Support Pathway 

Medical Management and 

Support Pathway 
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Pathway 

Postsecondary 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Manage the medical 

officeôs phone system. 

          E 46.10  P R         

Read to acquire 

meaning from written 

material. 

E 7.8 I P R E 26.13 I P R E 46.11  P R E 66.8 I P R    

Follow company 

guidelines when 

communicating in the 

business environment. 

E 7.9 I P R E 26.14 I P R E 46.12  P R E 66.9 I P R    

Communicate 

effectively to provide 

information to staff. 

E 7.10 I P R E 26.15  I P E 46.13  P R E 66.10 I P R    

Use communication 

skills to influence 

others. 

E 7.11 I P R E 26.16 I P R E 46.14  P R E 66.11 I P R    

Emotional Intelligence                        

Explain the concept of 

emotional intelligence. 

E 8.1 P R R E 27.1 I P R E 47.1  P R E 67.1 P R R    

Explain the role of 

personality traits in the 

workplace. 

E 8.2 P R R E 27.2 I P R R 47.2  I R E 67.2 P R R    

Exhibit appropriate 

personality traits in the 

workplace. 

                       

Manage emotional 

reactions to people and 

situations. 

E 8.3 P R R E 27.3 I P R E 47.3  P R E 67.3 P R R    

Identify with othersô 

feelings, needs and 

concerns. 

E 8.4 P R R E 27.4 I P R E 47.4  P R E 67.4 P R R    

Implement teamwork 

techniques to 

accomplish goals.  

E 8.5 I P R E 27.5 I R P E 47.5  P R E 67.5 I P R    

Manage internal and 

external business 

relationships. 

E 8.6 P R R E 27.6 I P R E 47.6  P R E 67.6 P R R    

Describe work ethic 

standards. 

E 8.7 P R R E 27.7 I P R E 47.7  P R E 67.7 P R R    

Apply appropriate work 

ethic. 

E 8.8 I P R E 27.8 I P R E 47.8  P R E 67.8 I P R    
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Support Pathway 

Business Management 

Pathway 
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Human 
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# 
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# 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Demonstrate ethical 

behavior as a legal 

professional. 

     E 27.9 I P R              

Recognize personal 

biases and stereotypes. 

E 8.9  P R E 27.10 I P R E 47.9  P R E 67.9  P R    

Apply time 

management principles. 

E 8.10 I P R E 27.11 I P R E 47.10  P R E 67.10 I P R    

Function as a self-

managed employee. 

E 8.11 P R R E 27.12 I P R E 47.11  P R E 67.11 P R R    

Apply decision making 

techniques. 

E 8.12 I P R E 27.13 I P R E 47.12  P R E 67.12 I P R    

Apply problem solving 

techniques. 

E 8.13 I P R E 27.14 I P R E 47.13  P R E 67.13 I P R    

Use critical thinking 

skills to approach legal 

issues, problems or 

situations. 

     E 27.15  I P              

Apply conflict 

resolution skills. 

E 8.14 I P R E 27.16 I P R E 47.14  P R E 67.14 I P R    

Manage stressful 

situations. 

E 8.15 I P R E 27.17 I P R E 47.15  P R E 67.15 I P R    

Achieve organizational 

goals. 

E 8.16  I P E 27.18  I P E 47.16  P R E 67.16  I P    

Explain the role of 

leadership in the 

workplace. 

E 8.17  I P      E 47.17  P R E 67.17  I P    

Provide leadership for 

organizational change 

of the medical practice. 

          E 47.18  P R         

Describe cultural 

knowledge needed for 

global business 

relations. 

R 8.18  I R R 27.20  I R      R 67.18  I R    

Describe cultural 

knowledge needed for 

business relations. 

          E 47.19  P R         

Professional 

Development 

                       

Acquire self-

development skills. 

E 9.1 I P R E 28.1 I P R E 48.1  P R E 68.1 I P R    
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Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 
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Specialty 
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# 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Participate in career 

planning. 

E 9.2 P R R E 28.2 I P R E 48.2  P R E 68.2 P R R    

Explore career 

pathways in legal 

management and 

support. 

     E 28.3 I P R              

Explore career 

pathways in medical 

management and 

support. 

          E 48.3  P R         

Explain professional 

obligations of legal 

management and 

support staff. 

     E 28.4 I P R              

Explain the 

organization and 

operation of law offices. 

     E 28.5 I P R              

Explore professional 

development 

opportunities. 

E 9.3 I P R E 28.6  P R E 48.4  P R E 68.3 I P R    

Explore career 

advancement activities. 

E 9.4 I P R E 28.7 I P R E 48.5  P R E 68.4 I P R    

Money and Personal 

Finance 

                       

Describe the 

fundamental principles 

of money needed to 

make financial 

exchanges. 

E 10.1 I P R E 29.1 I P R E 49.1  P R E 69.1 I P R    

Analyze personal 

financial needs and 

goals . 

E 10.2 I P R E 29.2 I P R E 49.2  P R E 69.2 I P R    

Manage personal 

finances . 

E 10.3 I P R E 29.3 I R P E 49.3  P R E 69.3 I P R    

Explain the use of 

financial services 

providers. 

E 10.4 I P R R 29.4  I R      E 69.4 I P R    

Identify investment 

strategies to ensure 

personal financial well-

being. 

E 10.5  I P R 29.5  I R R 49.4  I R E 69.5  I P    

Economics                        
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# 
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# 
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# 
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# 

A

D 

Explain fundamental 

economic concepts. 

E 11.1 I P R E 30.1  P R R 50.1  I P E 70.1 I P R    

Discuss the interactions 

of supply, demand and 

price. 

E 11.2  I P E 30.2   P R 50.2  I P E 70.2  I P    

Describe businessô 

contribution to society. 

E 11.3 I P R E 30.3 I P R R 50.3  I P E 70.3 I P R    

Describe the legal 

structures under which 

businesses are 

organized. 

R 11.4  I P E 30.4 I P R R 50.4  I P E 70.4  I P    

Differentiate among 

economic systems. 

E 11.5  I P E 30.5  I P R 50.5  I P E 70.5  I P    

Discuss the impact of 

government on business 

activities. 

E 11.6  I P E 30.6  I P R 50.6  I R E 70.6  I P    

Explain economic 

indicators used to 

measure economic 

trends and conditions. 

R 11.7   I E 30.7  I P R 50.7  I R E 70.7  I P    

Assess global tradeôs 

impact on business 

decision making. 

E 11.8   I R 30.8  I P R 50.8   I E 70.8   I    

Discuss the impact of 

globalization. 

E 11.9  I P E 30.9  I P R 50.9  I P E 70.9  I P    

Accounting                        

Acquire foundational 

knowledge of 

accountingôs role in a 

company. 

E 12.1 I P R E 31.1 I P R E 51.1  P R E 71.1 I P R    

Discuss Generally 

Accepted Accounting 

Principles (GAAP). 

R 12.2   I E 31.2  I P E 51.2  P R E 71.2  I P    

Describe accounting 

tools used to track 

money flow and to 

determine financial 

status. 

E 12.3 I P R E 31.3  P R E 51.3  P R E 71.3 I P R    

Apply the accounting 

equation. 

R 12.4  I P E 31.4  I P E 

R 

 I P 

R 

 E 71.4  I P    
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A

D 

Analyze transactions 

and their effect on 

assets, liabilities and 

ownerôs equity.  

R 12.5  I P E 31.5  I P E 

R 

51.5  I P 

R 

E 71.5  I P    

Analyze transactions 

impacting revenue, 

expenses and 

withdrawals. 

R 12.6  I P E 31.6  I P E 

R 

51.6  I P 

R 

E 71.6  I P    

Discuss types of 

accounting methods. 

D 12.7 DELETED E 31.7  I P E 

R 

51.7   P 

I 

R 71.7  I P    

Perform specialized 

accounting functions.  

R 12.8  I P E 31.8  I P E 

R 

51.8   P 

I 

E 71.8  I P    

Discuss health care 

insurance concepts. 

          E 51.9  P R         

File insurance forms.           E 51.10  I P         

Process denied 

insurance claims. 

          E 51.11  I P         

Process accepted 

insurance claims. 

          E 51.12  P R         

Maintain cash controls R 12.9  I P E 31.9 I P R E 51.13  P R E 71.9  I P    

Financial 

Management 

                       

Acquire foundational 

knowledge of finance to 

recognize its 

contribution to a 

business. 

E 13.1 I P R E 32.1 I P R E 52.1  P R E 72.1 I P R    

Manage office budgets      E 32.2   P              

Discuss financial 

concepts as they relate 

to the medical field. 

          E 52.2  P R         

Analyze fee schedules.           E 52.3  P R         

Develop financial skills 

to obtain business credit 

and to control its use.  

R 13.2   I E 32.3  I P E 52.4   P 

I 

E 72.2  I P    

Maintain accounting 

and financial control 

systems for a legal 

office. 

     E 32.4  I P E 52.5  I P         
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Medical Management and 

Support Pathway 
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Pathway 
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# 

A

D 

Describe the scope of 

financial information 

needed to accurately 

report and analyze a 

businessô financial 

position. 

R 13.3   P E 32.5  I P R 52.6   R E 72.3  I P    

Technology                        

Assess the impact of 

technology on business 

activities. 

E 14.1 I P R E 33.1 I P R E 53.1  P R E 73.1 I P R    

Utilize office equipment 

to accomplish job 

assignments. 

E 14.2 I P R E 33.2 I P R E 53.2  P R         

Utilize computer 

operating systems. 

E 14.3 P R R E 33.3 I P R E 53.3  P R E 73.2 P R R    

Manage a computer 

system. 

     E 33.4  P R              

Manage the medical 

officeôs computer 

system. 

          E 53.4  P          

Use the Internet to 

access available 

resources. 

E 14.4 P R R E 33.5 P R R E 53.5  P R E 73.3 P R R    

Perform basic Web 

search skills. 

E 14.5 P R R E 33.6 P R R E 53.6  P R E 73.4 P R R    

Demonstrate basic e-

mail functions. 

E 14.6 P R R E 33.7 P R R E 53.7  P R E 73.5 P R R    

Demonstrate personal 

information 

management and 

productivity 

applications. 

E 14.7 P R R E 33.8 I P R R 53.8  I R E 73.6 P R R    

Demonstrate basic word 

processing skills. 

E 14.8 P R R E 33.9 P R R R 53.9  P R E 73.7 P R R    

Use advanced word 

processing features. 

E 14.9 I P R E 33.10 I P R R 53.10  P R R 73.8  I R    

Use presentation 

software. 

E 14.10 P R R E 33.11 P R R R 53.11  P R E 73.9 P R R    

Create basic databases. E 14.11 I P R E 33.12 I P R      E 73.10 I P R    

Utilize basic databases.           E 53.12  P R         
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Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 
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# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Create basic 

spreadsheets. 

E 14.12 P R R E 33.13 P R R      E 73.11 P R R    

Utilize basic 

spreadsheet software. 

          R 53.13  P R         

Use advanced 

spreadsheet functions to 

communicate 

information. 

E 14.13 I P R E 33.14 I P R R 53.14  I R E 73.12 I P R    

Use advanced 

spreadsheet functions to 

analyze financial and 

business data. 

E 14.4  I P R 33.15  I R      E 73.13  I P    

Apply the most 

appropriate 

applicationôs (word 

processing, spreadsheet, 

database, presentation, 

collaborative 

groupware, Web) to 

record, analyze and 

present information. 

E 14.15 I P R E 33.16 P R R R 53.15  P R E 73.14 I P R    

Integrate business 

software applications. 

E 14.16 I P R E 33.17 I P R R 53.16  P R E 73.15 I P R    

Use EMR (Electronic 

Medical Record) 

software. 

          E 53.17  I P         

Demonstrate 

collaborative/groupware 

applications. 

E 14.17  I P R 33.18  I R R 53.18   I E 73.16  I P    

Create and post a basic 

Web page. 

E 14.18  I P R 33.19  I R      E 73.17  I P    

Identify hardware and 

software system 

requirements that match 

business needs. 

E 14.19  I P E 33.20   P R 53.19   I E 73.18  I P    

Select information 

systems needed for the 

medical practice. 

          E 53.20   P         

Manage a database for 

an information system. 

     E 33.21   P E 53.21   P         



 

li  

 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Develop the skills and 

knowledge needed to 

obtain technical support 

services. 

E 14.20 I P R E 33.22  I P R 53.22  I R E 73.19 I P R    

Exhibit legal and ethical 

behaviors when using 

technologies. 

 

 

E 14.21 I P R E 33.23 P R R E 53.23  P R E 73.20 I P R    

Information 

Management 

                       

Apply information 

literacy skills to the 

workplace. 

E 15.1 P R R E 34.1 I P R E 54.1  P R E 74.1 P R R    

Conduct legal research.      E 34.2  I P              

Acquire a foundational 

knowledge of 

information 

management to 

recognize its 

contribution to a 

business. 

E 15.2 P R R E 34.3 I P R E 54.2  I P E 74.2 P R R    

Maintain business 

records. 

E 15.3  P R E 34.4 I P R E 54.3  P R E 74.3  P R    

Maintain client records.      E 34.5  P R              

Create and process 

medical records. 

          E 54.4  P R         

Manage records. E 15.4  P R E 34.6 I P R E 54.5  P R E 74.4  I P    

Manage scheduling.      E 34.7  P R              

Maintain the docket 

system. 

     E 34.8  P R              

Locate witnesses.      E 34.9  I P              

Assist in preparing for 

litigation. 

     E 34.10  I P              

Manage a filing system 

for insurance records. 

          E 54.6  P R         

Manage scheduling and 

registration system. 

          E 54.7  P R         

Complete the 

credentialing process. 

          E 54.8  I P         



 

lii  

 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Acquire information to 

guide business decision-

making. 

R 15.5   I E 34.11  I P R 54.9  I R E 74.5  I P    

Explain data mining.           E 54.10  I P E 74.6   P    

Apply ethical behaviors 

to data mining. 

          E 54.11  I P E 74.7   P    

Use basic data mining 

techniques to make 

management decisions. 

 

 

          E 54.12  I P E 74.8   P    

Knowledge 

Management 

                       

Explore knowledge 

management. 

E 16.1  I P E 35.1  I P E 55.1  I P E 75.1  I P    

Discuss organizational 

culture and the role of 

knowledge 

management. 

R 16.2   I E 35.2 I P R E 55.2  I P E 75.2   P    

Determine factors that 

affect knowledge 

management 

implementation. 

E 16.3  I R R 35.3  I R E 55.3  I P R 75.3   I    

Capture and transfer 

strategic knowledge. 

R 16.4   I E 35.4  I P E 55.4   P E 75.4   P    

Operations 

Management 

                       

Explain productionôs 

role and function in 

business. 

E 17.1  P R E 36.1 I P R R 56.1   I E 76.1  P R    

Plan production.                E 76.2  I P    

Integrate product 

development into the 

operational process. 

               R 76.3   I    

Apply operations 

management principles 

and procedures. 

               R 76.4   I    

Analyze job costing.                E 76.5   P    

Perform shipping and 

mailing functions. 

E 17.2  P  E 36.2  P  E 56.2  P          
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Implement expense 

control strategies. 

R 17.3   I E 36.3  I P E 56.3  P R E 76.6  I P    

Maintain property and 

equipment. 

E 17.4  I P E 36.4  I P E 56.4  P R E 76.7  I P    

Open and close the 

legal office. 

     E 36.5 I P R              

Open and close the 

medical office (e.g., 

front reception, 

business records). 

          E 56.5  P R         

Facilitate business 

operations. 

          E 56.6   P         

Describe 

vendor/supplier 

relationships. 

E 17.5  I P E 36.6  P R E 56.7  I P E 76.8  P R    

Conduct a 

vendor/supplier search. 

E 17.6  I P E 36.7  P R R 56.8  I P E 76.9  I P    

Negotiate contracts with 

vendors/suppliers. 

               E 76.10   P    

Select vendors/suppliers 

of materials or services. 

               E 76.11   P    

Evaluate 

vendors/suppliers. 

               E 76.12   P    

Explain the concept of 

supply chain 

management (SCM). 

               E 76.13  I P    

Evaluate supply chain 

management. 

               R 76.14   I    

Explain company 

purchasing policies. 

               E 76.15   P    

Explain the buying 

process. 

               E 76.16  P R    

Develop a procurement/ 

acquisition plan. 

               E 76.17   P    

Analyze organizational 

requirements for 

purchase requisitions. 

E 17.7  I P           E 76.18  I P    

Explain competitive 

bids, quotations and 

proposals. 

               E 76.19   P    
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Describe appropriate 

methods of 

procurement. 

               E 76.20   P    

Perform a cost/benefit 

analysis of planned 

acquisitions. 

               E 76.21   P    

Purchase business 

supplies, equipment and 

services. 

E 17.8  I P E 36.8  I P R 56.9  I R E 76.22  I P    

Develop purchasing 

procedures. 

     E 36.9  I P              

Develop a system for 

materials procurement. 

          E 56.10  I P         

Describe the crucial 

components of a quality 

culture. 

E 17.9  I P E 36.10  P R E 56.11  I P E 76.23  I P    

Manage quality 

achievement. 

E 17.10   P E 36.11   P E 56.12  I P E 76.24   P    

Explain quality 

assurance. 

               E 76.25  I P    

Select and employ 

quality tools. 

               E 76.26   P    

Implement quality 

control processes. 

R 17.11   I E 36.12  P R E 56.13  I P E 76.27   P    

Produce a quality 

product and/or service 

that is consistent with a 

companyôs goals and 

objectives. 

               E 76.28  I P    

Facilitate the 

physicianôs 

understanding of good 

business medical 

practices. 

          E 56.14  I P         

Maintain quality 

assurances in the 

medical office. 

          E 56.15  I P         

Project Management                        

Describe project 

management. 

E 18.1  I P E 37.1  P R E 57.1   P E 77.1  I P    
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 Administrative and 

Professional Support Pathway 

Legal Management and 

Support Pathway 

Medical Management and 

Support Pathway 

Business Management 

Pathway 

Postsecondary 

Human 

Resources 

Management 

Specialty 
Unit and Competency BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Employ standard 

project management 

processes. 

          R 57.2   I         

Describe a project life 

cycle. 

E 18.2  I P           E 77.2  I P    

Explain standard project 

management processes. 

E 18.3  I P           E 77.3  I P    

Employ processes to 

initiate a project. 

R 18.4  I R           E 77.4  I P    

Employ processes to 

plan a project. 

R 18.5  I R           E 77.5  I P    

Employ processes to 

execute a project. 

R 18.6  I R           E 77.6  I P    

Employ processes to 

monitor and control a 

project. 

R 18.7  I R           E 77.7  I P    

Employ processes to 

manage a projectôs 

costs. 

R 18.8  I R           E 77.8  I P    

Employ processes to 

manage a projectôs 

quality. 

R 18.9  I R           E 77.9  I P    

Distribute project 

information. 

R 18.10  I R           E 77.10  I P    

Control project risk. R 18.11  I R           E 77.11  I P    

Perform project 

procurement 

management. 

R 18.12  I R           E 77.12  I P    

Employ processes to 

close a project. 

R 18.13  I R           E 77.13  I P    

Human Resources 

Management 

                       

Describe human 

resources 

managementôs 

functions and 

importance to an 

organization. 

E 19.1  I P E 38.1  I P E 58.1  I P E 78.1  I P    

Implement 

organizational skills to 

facilitate the work 

efforts of others. 

R 19.2  I R E 38.2  I P E 58.2  I P E 78.2  P R    
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Support Pathway 
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10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

10 12 AD BIL  Comp 

# 

A

D 

Coordinate efforts of 

cross-functional teams 

to achieve project and 

company goals. 

R 19.3  I P E 38.3  I P E 58.3  I P E 78.3  I P    

Analyze staffing issues 

that impact hiring 

decisions. 

               E 78.4  I P    

Determine hiring needs.                E 78.5  I P    

Hire new employees.      E 38.4   P E 58.4   P         

Perform employee 

retention activities. 

     E 38.5   P E 58.5  I P         

Conduct employee-

exiting functions. 

     E 38.6   P E 58.6   P         

Investigate compliance 

with employment laws. 

     E 38.7   P              

Recruit new and 

existing employees. 

               E 78.6  I P    

Screen job applications 

and Résumés. 

R 19.4  I P           E 78.7  I P    

Interview job 

applicants. 

               E 78.8  I P    

Select new and existing 

employees for job 

openings. 

               E 78.9   P    

Make a job offer.                E 78.10  I P    

Perform post-offer 

employment activities. 

               E 78.11   P    

Orient new employees                E 78.12   P    

Train new employees.                E 78.13   P    

Identify and administer 

human resources 

development. 

               E 78.14   P    

Coach employees. R 19.5  I P           E 78.15  I P    

Recognize and reward 

employees. 

R 19.6  I P           E 78.16  I P    

Supervise staff. R 19.7  I P           E 78.17  I P    

Ensure equitable 

opportunities for 

employees. 

R 19.8  I P           E 78.18  I P    

Assess employee 

performance. 

R 19.9  I P           E 78.19  I P    
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A

D 

Discipline employees. R 19.10  I P           E 78.20  I P    

Implement dispute 

resolution policies and 

procedures. 

               R 78.21  I P    

Determine and follow 

procedures prior to 

dismissing or firing 

employees. 

               E 78.22  I P    

Determine the strategic 

importance of the 

employee exit. 

               E 78.23  I P    

Adhere to employment-

at-will regulations. 

               E 78.24  I P    

Release staff due to 

layoffs. 

               E 78.25  I P    

Terminate staff for 

cause. 

               E 78.26  I P    

Conduct employee exit 

activities. 

               E 78.27  I P    

Explain the roles of 

labor and management. 

               E 78.28  I P    

Discuss employee and 

labor relations issues. 

               E 78.29  I P    

Evaluate strategies for 

building cooperative 

employer-employee 

relationships. 

               E 78.30  I P    

Coordinate 

compensation and 

benefit systems with 

management goals. 

               E 78.31  I P    

Calculate wages and 

benefits. 

               E 78.32  I P    

Analyze compensation 

functions. 

               R 78.33  I R    

Analyze benefits 

function. 

               R 78.34  I R    

Implement 

organizational 

development strategies. 

               E 78.35   P    
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D 

Apply organizational 

strategic planning and 

policy-making 

processes. 

               E 78.36   P    

Evaluate employee 

health and safety 

programs. 

               E 78.37   P    

Identify employee 

fitness and wellness 

programs. 

               R 78.38  I P    

Maintain human 

resources records. 

                       

Research human 

resources information 

system models. 

                       

Describe Human 

Resource Information 

System (HRIS). 

                       

Legal system                        

Explain legal rights and 

responsibilities. 

     E 39.1 

 

 P R              

Describe the court 

system. 

     E 39.2 I P R              

Describe trust, estate 

and probate laws. 

     E 39.3  I P              

Describe family and 

domestic relations law. 

     E 39.4  I P              

Describe immigration 

law. 

     E 39.5  I P              
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Pathway 

 

 



 

 

Administrative and Professional Support Pathway 

2 

Administrative and Professional Support Pathway 

 
Unit 1: Management 
 

BIL:  Essential 

EDU: 10 12 AD 

 I P R 

Competency 1.1: Describe business management. 

Descriptors: 

1.1.1 Explain the purpose of management in business organizations (e.g., leader, 

manager, organizer, spokesperson, problem solver). 

1.1.2 Describe functions of management (e.g., planning, leading, organizing, 

delegating, controlling). 

1.1.3 Identify management levels and their roles in the organization. 

1.1.4 Discuss management theories. 

1.1.5 Compare and contrast management styles. 

 

Correlated English Language Arts Academic Content Benchmarks 
 

 Use multiple resources to enhance comprehension of vocabulary. (Acquisition of 

Vocabulary F, 8-10; Acquisition of Vocabulary E, 11-12) 

 

 

BIL:  Essential 

EDU: 10 12 AD 

  I P 

Competency 1.2: Discuss the integration of management functions into an organization. 

Descriptors: 

1.2.1 Discuss the importance of vision, mission and goal setting within the context of 

the business environment. 

1.2.2 Describe the role of the strategic planning process within an organization. 

1.2.3 Explain how management uses resources in the organizing process to accomplish 

goals. 

1.2.4 Discuss management skills necessary for leading and directing at various 

management levels. 

1.2.5 Discuss the importance of the evaluating and controlling function in the business 

environment. 

1.2.6 Describe the impact that employment and social laws may have on leading and 

managing business. 
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BIL:  Essential 

EDU: 10 12 AD 

  P R 

Competency 1.3: Demonstrate management skills and responsibilities. 

Descriptors: 

1.3.1 Apply management functions that are needed to complete a given task. 

1.3.2 Develop effective business goals (e.g., specific, measurable, achievable, realistic, 

time bound). 

 

Correlated English Language Arts Academic Content Benchmarks 

 

 Produce functional documents that report, organize and convey information and ideas 

accurately, foresee readersô problems or misunderstandings and that include formatting 

techniques that are user friendly. (Writing Applications C, 11-12) 

 

 

BIL:  Recommended 

EDU: 10 12 AD 

  I P 

Competency 1.4: Develop change management programs. 

Descriptors: 

1.4.1 Describe factors and elements of change management programs and activities. 

1.4.2 Describe problems in change management program execution. 

1.4.3 Develop key performance indicators and measurements to use with change 

management programs. 

 

Correlated English Language Arts Academic Content Benchmarks 

 

 Produce functional documents that report, organize and convey information and ideas 

accurately, foresee readersô problems or misunderstandings and that include formatting 

techniques that are user friendly. (Writing Applications C, 11-12) 

 

Correlated Mathematics Academic Content Benchmarks 

 

 Construct convincing arguments based on analysis of data and interpretation of graphs. 

(Data Analysis and Probability F, 8-10) 

 Connect statistical techniques to applications in workplace and consumer situations. 

(Data Analysis and Probability D, 11-12) 

 Formulate a problem or mathematical model in response to a specific need or situation, 

determine information required to solve the problem, choose method for obtaining this 

information, and set limits for acceptable solution. (Mathematical Processes A, 8-10) 
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BIL:  Recommended 

EDU: 10 12 AD 

  I P 

Competency 1.5: Establish benchmarks 

Descriptors: 

1.5.1 Discuss performance measurements that can be used in benchmarking. 

1.5.2 Collect information from key business and industry sources about their practices 

and developments. 

1.5.3 Interpret information about industry practices and developments. 

1.5.4 Establish relationships and alliances with key individuals and groups to share best 

practices. 

1.5.5 Set benchmarks. 

 

Correlated English Language Arts Academic Content Benchmarks 

 

 Compile, organize and evaluate information, take notes and summarize findings. 

(Research B, 11-12) 

 Evaluate the usefulness and credibility of data and sources and synthesize information 

from multiple sources. (Research C, 11-12) 

 

 

BIL:  Recommended 

EDU: 10 12 AD 

  I P 

Competency 1.6: Participate in strategic planning and policymaking. 

Descriptors: 

1.6.1 Collect information and feedback to help assess the organizationôs strategic 

planning and policymaking processes. 

1.6.2 Interpret information about an organizationôs operations from internal sources to 

participate in strategic planning and policymaking. 

1.6.3 Interpret information related to the general business environment, industry 

practices and developments, and technological developments from external 

sources in order to participate in strategic planning and policymaking (e.g., 

publications, government documents, media and trade organizations). 

 

Correlated English Language Arts Academic Content Benchmarks 

 

 Demonstrate comprehension of print and electronic text by responding to questions (e.g., 

literal, inferential, evaluative and synthesizing). (Reading Process B, 8-10; Reading 

Process B, 11-12) 

 Compile, organize and evaluate information, take notes and summarize findings. 

(Research B, 11-12) 




