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Career Development
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12th Grade

Program:
Basic Business Technology (BBT)

Instructor:
Ms. Joan Thomas-Floyd (thomas-floydj@mcvts.net)



general Description

Through performance-based activities, you will use the functions and features of Microsoft Office software to develop professional business documents. You will learn advanced keyboarding, and other administrative duties.  You will acquire advanced business skills that will allow you to gain employment in an office environment. The Basic Business Technology program is designed to prepare you for these positions available to entry-level workers.  Emphasis will be on preparation for the MOS Test and/or the NOCTI exam. In addition, accounting and financial literacy skills will be reinforced that will enable you to create, and develop a working business plan for your own company through advanced business simulation(s). 
Evaluation
Students are assessed regularly on the basis of their IEP’s, class participation, daily assignments, classwork, projects, quizzes and tests.  Five points will be deducted for each spelling, spacing, input error and format error.  All documents must be handed in by the due date.  Failure to do so will result in a deduction of fifteen points.  Missed tests/exams and quizzes may be made up for valid reasons.  
Term Grade Composition:
Classwork



35%






Quizzes/ Class Participation
25%






Tests




30%






Homework



10%
School/Course Policies
Compliance with all school rules and practices in the areas of attendance, dress code, and personal conduct is expected. See back of this page.


Student Name (Print):____________________________________Date:___________________

Student Name (Sign):_____________________________

