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Introduction

The standardsin this documentare designed to clearly state what the studentshould know and be able
to do upon completion of an advanced high school Office Management program. These standards are
designedfora two-credit course sequence that prepares the studentfor a technical assessment directly
aligned to the standards.

These exit-level standards are designed for the student to complete all standards through their
completion of a program of study. These standards are intended to guide curriculum objectives for a
program of study.

The standards are organized as follows:

e Content Standards are general statements that identify major areas of knowledge,
understanding, and the skills students are expected to learn in key subject and career
areas by the end of the program.

e Performance Standards follow each content standard. Performance standards identify
the more specificcomponents of each content standard and define the expected abilities
of students within each content standard.

e Performance Indicators are very specific criteria statements for determining whether a
student meets the performance standard. Performance indicators may also be used as
learning outcomes, which teachers can identify as they plan their program learning
objectives.

The crosswalks and alignment sections of the document show where the performance indicators support
the Nevada Academic Content Standards. Where correlation with an academic content standard exists,
students in the Office Management program perform learning activities that connect with and support
the academic content standards that are listed. The crosswalks and alignments are notintended to teach
academic standards.

All students are encouraged to participate in the career and technical student organization (CTSO) that
relates to the Office Management program. CTSOs are co-curricular national organizations that directly
reinforce learningin the CTE classroom through curriculum resources, competitive events, and leadership
development. CTSOs provide students the ability to apply academic and technical knowledge, develop
communication and teamwork skills, and cultivate leadership skills to ensure college and career readiness.

The Employability Skills for Career Readiness identifythe “soft skills” needed to be successfulin all careers
and must be taught as an integrated component of all CTE course sequences. These standards are
available in a separate document.

The Standards Reference Code is only used to identify or align performance indicators listed in the
standards to daily lesson plans, curriculum documents, or national standards. The Standards Reference
Code is an abbreviated name for the program, and the content standard, performance standard and
performance indicator are referenced in the program standards. This abbreviated code for identifying
standards uses each of these items. For example, OFFICE is the Standards Reference Code for Office
Management. For Content Standard 2, Performance Standard 3 and Performance Indicator 4 the
Standards Reference Code would be OFFICE.2.3.4.
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CONTENT STANDARD 1.0: INTEGRATE CAREER AND TECHNICAL STUDENT ORGANIZATIONS (CTSOs)*

Performance Standard 1.1: Explore the History and Organization of CTSOs

1.1.1 Discuss the requirements of CTSO participation/involvement as described in Carl D. Perkins
Law

1.1.2 Research nationally recognized CTSOs

1.1.3 Investigate the impact of federaland state governmentregardingthe progression and
operation of CTSOs (e.g., Federal Statutes and Regulations, Nevada Administrative Code [NAC],
Nevada Revised Statutes [NRS])

Performance Standard 1.2: Develop Leadership Skills
1.2.1 Discuss the purpose of parliamentary procedure
1.2.2 Demonstrate the properuse of parliamentary procedure
1.2.3 Differentiate between an office and a committee

1.2.4 Discuss the importance of participation in local, regional, state, and national conferences,
events, and competitions

1.2.5 Participate in local, regional, state, or national conferences, events, or competitions
1.2.6 Describe the importance of a constitution and bylaws to the operation of a CTSO chapter

Performance Standard 1.3: Participate in Community Service
1.3.1 Explore opportunitiesin community service-related work-based learning (WBL)
1.3.2 Participate in a service learning (program related) and/or community service project or activity
1.3.3 Engage with business andindustry partners for community service

Performance Standard 1.4: Develop Professional and Career Skills

1.4.1 Demonstrate college and careerreadiness (e.g., applications, resumes, interview skills,
presentation skills)

1.4.2 Describe the appropriate professional/workplace attire and its importance
1.4.3 Investigate industry-standard credentials/certifications available within this Career Cluster™
1.4.4 Participate in authenticcontextualized instructional activities

1.4.5 Demonstrate technicalskills in various student organization activities/events

Performance Standard 1.5: Understand the Relevance of Career and Technical Education (CTE)
1.5.1 Make a connection between program standards to career pathway(s)
1.5.2 Explain the importance of participation and completion of a program of study
1.5.3 Promote community awareness of local student organizations associated with CTE programs

*Refer to the program of study Curriculum Framework for appropriate CTSO(s).
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CONTENT STANDARD 2.0: UTILIZE STANDARD OFFICE SOFTWARE APPLICATIONS

Performance Standard 2.1: Demonstrate Proficiency in Word Processing
2.1.1 Useatemplateto create a business document
2.1.2 Createtables, charts, and graphs to depictinformation

2.1.3 Demonstrate appropriate formatting and design to create business documents (i.e., letters,
emails, memos, reports, and proposals)

2.1.4 Write, edit, and revise written work consistent with professional standards
2.1.5 Create a professionalresume

2.1.6 Demonstrate competency in typing with a minimum net speed of 40 wpm and a minimum 90%
accuracy

2.1.7 Create various desktop publications (e.g., newsletters, certificates, brochures, and flyers)

Performance Standard 2.2: Demonstrate Proficiency in Spreadsheet Applications
2.2.1 Generate formulasand use functionstosolve a problem
2.2.2 Utilize formattingand editing to create a spreadsheet consistent with professional standards
2.2.3 Createtables, charts, and graphs to depictinformation
2.2.4 Demonstrate sorting and filtering data
2.2.5 Exportdatato othersoftware applications to support claims and findings
2.2.6 Importdata to create spreadsheets
2.2.7 Implementsecurity measures forspreadsheet protection

2.2.8 Summarize complex data to include pivot tables, pivot charts, v-lookup, outlines, and other
advanced analytic tools

Performance Standard 2.3: Demonstrate Proficiency in Database Applications
2.3.1 Utilize data to create tables
2.3.2 Createformsto collect and enterdata
2.3.3 Formulate reports utilizing data queries to convey meaningfulinformation
2.3.4 Utilize filters to answerinquiries and create final reports
2.3.5 Edit and revise collected data consistent with professional standards
2.3.6 Use data to create mail merging with other software applications

2.3.7 Explore purposes for database applications (e.g., marketing, demographics, product usage,
careeropportunities)

Performance Standard 2.4: Demonstrate Proficiency in Presentation Software
2.4.1 Useatemplate to create a presentation
2.4.2 Demonstrate appropriate formatting and design of business presentations
2.4.3 Edit and revise presentation content consistent with professional standards
2.4.4 Apply effective animations and transitions to customize presentation
2.4.5 Capture and insertgraphics, audio, and video appropriate to the presentation
2.4.6 Demonstrate professional presentation skills

2.4.7 Practice creating and managing presentations using advanced tools (slide masters, etc.)

2 Nevada CTE Standards Released: DRAFT/2022
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Performance Standard 2.5: Demonstrate Proficiency in Technology Media

2.5.1 Compare and contrast security measures taken in various formats and/orbusiness
environments

2.5.2 Evaluate internetresearchssites for credibility and reliability
2.5.3 Implementan electronicfile storage system (naming conventions, drop box applications, etc.)

2.5.4 Compare and contrast Cloud- and server-based technology to maintain and secure client and
businessinformation

2.5.5 Researchand evaluate various mobile and remote applications fora workplace setting
2.5.6 Explain usage of social media platforms for a workplace setting

Released: DRAFT/2022 Nevada CTE Standards 3
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CONTENT STANDARD 3.0: UNDERSTAND ACCOUNTING FUNCTIONS

Performance Standard 3.1: Perform Accounting Functions to Classify, Record, and Summarize
Data to Produce Needed Financial Information
3.1.1 UseT-accounts/double entry bookkeeping
3.1.2 Describe a variety of source documents (check receipt, memo, etc.)
3.1.3 Classify items as assets, liabilities, and owner’s equity
3.1.4 Describe the use and purpose of financial statements (balance sheet, profit/loss, etc.)
3.1.5 Discuss the steps of the accounting cycle

Performance Standard 3.2: Perform Accounts Payable and Accounts Receivable Functions to
Record Payments and Disbursements

3.2.1 Explain the nature of accounts payable and accounts receivable
3.2.2 Prepare and post to an accounts payable and accounts receivable subsidiary ledger
3.2.3 Prepare accounts payable and accounts receivable schedules

Performance Standard 3.3: Select, Utilize, and Maintain Appropriate Software

3.3.1 Useintegrated business software application packages (e.g., Microsoft Office, QuickBooks,
Quicken)

Performance Standard 3.4: Complete Payroll Procedures to Calculate, Record, and Distribute
Payroll Earnings
3.4.1 Calculate employee earnings (i.e., gross earnings, net pay)
3.4.2 Calculate employee-and employer-paid withholdings (i.e., federal, state, and other)
3.4.3 Maintain employee earnings records
3.4.4 Prepare a payroll register
3.4.5 Recordthe payrollin the generaljournal
3.4.6 Describe compliance with payroll regulations

4 Nevada CTE Standards Released: DRAFT/2022
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CONTENT STANDARD 4.0: UNDERSTAND ETHICAL AND LEGAL ISSUES THAT IMPACT BUSINESS

Performance Standard 4.1: Understand Ethics in Business
4.1.1 Explain ethical characteristics and traits
4.1.2 Discuss business ethics in the office environment
4.1.3 Describe the importance of workplace confidentiality
4.1.4 Discuss and examine ethical usage of media content

Performance Standard 4.2: Understand the Role of Law in Business
4.2.1 Describe various fraudulent business activities
4.2.2 Explain legalissues associated with information management
4.2.3 Describe methods used to protect copyrights, intellectual property, and corporate property
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CONTENT STANDARD 5.0: UNDERSTAND THE IMPORTANCE OF POSITIVE CUSTOMER RELATIONS

Performance Standard 5.1: Foster Positive Relationships with Customers to Enhance
Company Image
5.1.1 Explain the nature of positive customerrelations
5.1.2 Demonstrate acustomerservice mindset
5.1.3 Reinforce service orientation through communication
5.1.4 Applybusiness policies to respond appropriately to customerinquiries
5.1.5 Explain the role of administrative servicesin customerrelations
5.1.6 Explain the role of customerservice representatives

Performance Standard 5.2: Resolve Conflicts with/for Customers to Encourage Repeat
Business

5.2.1 Discuss importantstepsin resolving conflict
5.2.2 Role play customer conflict scenarios
5.2.3 Formulate solutionsto customer/client complaints

6 Nevada CTE Standards Released: DRAFT/2022
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CONTENT STANDARD 6.0: UNDERSTAND THE ROLE OF HUMAN RESOURCES

Performance Standard 6.1: Explain the Role of Human Resources in Business Operations
6.1.1 Discuss the elements of humanresources management
6.1.2 Describe the use of technology in human resources management
6.1.3 Prioritize tasks and projects of employees and management

Performance Standard 6.2: Understand the Hiring and Termination Process
6.2.1 Practice selecting, hiring, and terminatingemployees
6.2.2 Explain state and federallabor laws and regulations for hiring
6.2.3 Explain state and federallabor laws and regulations forterminating an employee
6.2.4 Screenjob applications/resumes
6.2.5 Practice interviewingjob applicants in different situations/applications

Performance Standard 6.3: Evaluate Practices to Manage Staff and Resolve Employee Issues
6.3.1 Describe the purpose of employee orientation
6.3.2 Discuss the need foremployee recognition
6.3.3 Assessemployeeperformance
6.3.4 Role play resolution of employee complaints and grievances
6.3.5 Explain the role of policies/procedures to protect the privacy of human resources information

6.3.6 ldentify coachingand training needs
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CONTENT STANDARD 7.0: UNDERSTAND BUSINESS AND OFFICE OPERATIONS AND EXPLORE
CAREERS

Performance Standard 7.1: Manage Daily Office Functions for a Business
7.1.1 Demonstrate effective management of office projects and meeting deadlines
7.1.2 Develop and manage an electronic office calendar
7.1.3 Plan and organize a meeting
7.1.4 Plan organization/department activities to support decision management

Performance Standard 7.2: Understand How Businesses are Organized

7.2.1 Describe the hierarchy of a business organization and the roles of key officersin an
organization

7.2.2 Describe the differences between the various types of business ownership
7.2.3 Compare and contrast various types of managementstyles (e.g., intergenerational workplace)

Performance Standard 7.3: Understand Proper use of Office Tools and Equipment
7.3.1 Compare and contrastsources for scanned documents
7.3.2 Discuss function and usage of copy machines
7.3.3 Practice 10-Key by touch
7.3.4 Describe web-based and video conferencing

7.3.5 Discuss technology device usage and trends as applied to past and present business
environments

7.3.6 Setupandinstall audio visual equipment
7.3.7 Explain the use of multi-line phones and conference calls

Performance Standard 7.4: Investigate Careers in Office and Logistics Management (OLM)

7.4.1 Researchvariouscareers related to office and logistics management

7.4.2 Compare personaltraits, likes, and dislikes with characteristics typical in office and logistics
management careers

7.4.3 Explain the role and responsibilities of administrative professionals

8 Nevada CTE Standards Released: DRAFT/2022
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Crosswalks and Alignments

Crosswalks and alignments are intended to assist the teacher in making connections for students
between the technical skills within a program and academic standards. The crosswalks and
alignments are not intended to teach the academic standards but to assist students in making
meaningful connections between their CTE program of study and academic courses.

Crosswalks (Academic Standards)

The crosswalks of the Office Management Standards show connections with the Nevada Academic
Content Standards. The crosswalk identifies the performance indicators in which the learning objectives
in the Office Management program connect with and support academic learning. The performance
indicators are grouped according to their content standard and are crosswalked to the Nevada Academic
Content Standards in English Language Arts, Mathematics, and Science.

Alignments (Mathematical Practices)

In addition to connections with the Nevada Academic Content Standards for Mathematics, many
performance indicators support the Mathematical Practices. The following table illustrates the alighment
of the Office Management Standards Performance Indicators and the Mathematical Practices. This
alignment identifies the performance indicators in which the learning objectives in the Office
Management program connect with and support academic learning.

Alignments (Science and Engineering Practices)

In addition to connections with the Nevada Academic Content Standards for Science, many performance
indicators support the Science and Engineering Practices. The followingtable illustrates the alignment of
the Office Management Standards Performance Indicators and the Science and Engineering Practices. This
alignment identifies the performance indicators in which the learning objectives in the Office
Management program connect with and support academic learning.

Crosswalks (Common Career Technical Core)

The crosswalks of the Office Management Standards show connections with the Common Career
Technical Core. The crosswalk identifies the performanceindicators in which the learning objectives in the
Office Managementprogram connect with and support the Common Career Technical Core. The Common
CareerTechnical Core defines what students should know and be able to do after completing instruction
in a program of study. The Office Management Standards are crosswalked to the Business Management
and Administration Career Cluster™ and the Administrative Support, Business Information Management,
and General Management Career Pathways.

Released: DRAFT/2022 Nevada CTE Standards 9
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Crosswalk of Office Management Standards
and the Nevada Academic Content Standards

Content Standard 1.0: Integrate Career and Technical Student Organizations (CTSOs)

Performance
Indicators

Nevada Academic Content Standards

111 English Language
SL.11-12.1a

SL.11-12.2

SL.11-12.4

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate athoughtful, well-reasoned exchange of
ideas.

Integrate multiple sources of information presented in diverse formats and media
(e.g., visually, quantitatively, orally) in order to make informed decisions and solve
problems, evaluating the credibility and accuracy of each source and noting any
discrepancies among the data.

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectivesare addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

1.1.2 English Language
SL.11-12.1a

SL.11-12.2

SL.11-12.4

English Language
WHST.11-12.8

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate athoughtful, well-reasoned exchange of
ideas.

Integrate multiple sources of information presentedin diverse formats and media
(e.g., visually, quantitatively, orally) in order to make informed decisions and solve
problems, evaluating the credibility and accuracy of each source and noting any
discrepanciesamong the data.

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectivesare addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

Arts: Writing Standards for Literacy in Science and Technical Subjects

Gather relevantinformation from multiple authoritative printand digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.

1.1.3 English Language
WHST.11-12.8

Arts: Writing Standards for Literacy in Science and Technical Subjects

Gather relevantinformation from multiple authoritative printand digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.

Released: DRAFT/2022
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Performance
Indicators

Nevada Academic Content Standards

121

English Language
SL.11-12.1a

SL.11-12.2

SL.11-12.4

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

Integrate multiple sources of information presented in diverse formats and media
(e.g., visually, quantitatively, orally) in orderto make informed decisions and solve
problems, evaluating the credibility and accuracy of each source and noting any
discrepancies among the data.

Present information, findings, and supporting evidence, conveying a clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectives are addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

124

English Language
SL.11-12.1a

SL.11-12.2

SL.11-12.4

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

Integrate multiple sourcesof information presentedin diverse formats and media
(e.g., visually, quantitatively, orally) in order to make informed decisions and solve
problems, evaluating the credibility and accuracy of each source and noting any
discrepancies among the data.

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectivesare addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

125

English Language
WHST.11-12.4

Arts: Writing Standards for Literacy in Science and Technical Subjects
Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

141

English Language
WHST.11-12.4

Arts: Writing Standards for Literacy in Science and Technical Subjects
Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

12

Nevada CTE Standards Released: DRAFT/2022




Office Management Standards 2022

Performance
Indicators

Nevada Academic Content Standards

1.4.2 English Language
SL.11-12.1a

SL.11-12.2

SL.11-12.4

English Language
WHST.11-12.8

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

Integrate multiple sources of information presented in diverse formats and media
(e.g., visually, quantitatively, orally) in order to make informed decisions and solve
problems, evaluating the credibility and accuracy of each source and noting any
discrepancies among the data.

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectives are addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

Arts: Writing Standards for Literacy in Science and Technical Subjects

Gather relevantinformation from multiple authoritative printand digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.

143 English Language
WHST.11-12.8

Arts: Writing Standards for Literacy in Science and Technical Subjects

Gather relevantinformation from multiple authoritative printand digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.

144 English Language
WHST.11-12.5

Arts: Writing Standards for Literacy in Science and Technical Subjects

Develop and strengthen writing as needed by planning, revising, editing, rewriting, or
trying a new approach, focusing on addressing what is most significant for a specific
purpose and audience.

145 English Language
WHST.11-12.6

Arts: Writing Standards for Literacy in Science and Technical Subjects

Use technology, including the Internet, to produce, publish, and update individual or
shared writing products in response to ongoing feedback, including new arguments or
information.

Released: DRAFT/2022
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Performance
Indicators

Nevada Academic Content Standards

15.2

English Language
L.11-12.6

English Language
SL.11-12.1a

SL.11-12.4

English Language
WHST.11-12.8

Arts: Language Standards

Acquire and use accurately general academic and domain-specific words and phrases,
sufficient for reading, writing, speaking, and listening at the college and career
readiness level; demonstrate independence in gathering vocabulary knowledge when
considering a word or phrase important to comprehension or expression.

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectives are addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

Arts: Writing Standards for Literacy in Science and Technical Subjects

Gather relevantinformation from multiple authoritative print and digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.

14
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Content Standard 2.0: Utilize Standard Office Software Applications

Perf(?rmance Nevada Academic Content Standards
Indicators
2.1.2 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.2a Introduce a topic and organize complex ideas, concepts, and information so that each
new element builds on that which precedesit to create a unified whole; include
formatting (e.g., headings), graphics (e.g., figures, tables), and multimedia when useful
to aiding comprehension.
213 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.
2.14 English Language Arts: Language Standards
L.11-12.2 Demonstrate command of the conventions of standard English capitalization,
punctuation, and spelling when writing.
2.1.7 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.8 Gather relevantinformation from multiple authoritative printand digital sources,
using advanced searches effectively; assess the strengths and limitations of each
source in terms of the specific task, purpose, and audience; integrate information into
the text selectively to maintain the flow of ideas, avoiding plagiarism and overreliance
on any one source and following a standard format for citation.
2.2.1 Math: Algebra —Seeing Structure in Expressions
ASSE.A.1 Interpret expressions that representa quantity in terms of its context.
Math: Number & Quantity — Quantities
NQ.A.1 Use units as a way to understand problems and to guide the solution of multi-step
problems; choose and interpretunits consistently in formulas; choose and interpret
the scale and the origin in graphs and data displays.
2.2.2 English Language Arts: Language Standards
L.11-12.2 Demonstrate command of the conventions of standard English capitalization,
punctuation, and spelling when writing.
English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.
223 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.2a Introduce a topic and organize complex ideas, concepts, and information so that each
new element builds on that which precedesit to create a unified whole; include
formatting (e.g., headings), graphics (e.g., figures, tables), and multimedia when useful
to aiding comprehension.
224 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.
2.2.5 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.
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Indicators
226 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.3 Follow precisely a complex multistep procedure when carrying out e xperiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.

2.2.7 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.

2.3.1 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.

RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

232 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects

WHST.11-12.2a Introduce a topic and organize complex ideas, concepts, and information so that each
new element builds on that which precedesit to create a unified whole; include
formatting (e.g., headings), graphics (e.g., figures, tables), and multimedia when useful
to aiding comprehension.

2.3.3 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.7 Integrate and evaluate multiple sources of information presentedin diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.

234 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.7 Integrate and evaluate multiple sources of information presentedin diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.

235 English Language Arts: Language Standards

L.11-12.2 Demonstrate command of the conventions of standard English capitalization,

punctuation, and spelling when writing.
236 English Language Arts: Language Standards

L.11-12.2 Demonstrate command of the conventions of standard English capitalization,

punctuation, and spelling when writing.
241 English Language Arts: Language Standards

L.11-12.2 Demonstrate command of the conventions of standard English capitalization,
punctuation, and spelling when writing.

243 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects

WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

244 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.

English Language Arts: Speaking and Listening Standards

SL.11-12.5 Make strategic use of digital media (e.g., textual, graphical, audio, visual, and
interactive elements) in presentations to enhance understanding of findings,
reasoning, and evidence and to add interest.
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245 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.3 Follow precisely a complex multistep procedure when carrying out experiments,
taking measurements, or performing technical tasks; analyze the specific results based
on explanations in the text.
English Language Arts: Speaking and Listening Standards
SL.11-12.5 Make strategic use of digital media (e.g., textual, graphical, audio, visual, and
interactive elements) in presentations to enhance understanding of findings,
reasoning, and evidence and to add interest.
2.4.6 English Language Arts: Speaking and Listening Standards
SL.11-12.4 Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectives are addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.
SL.11-12.6 Adapt speech to a variety of contexts and tasks, demonstrating a command of formal
English when indicated or appropriate. (See grades 11-12 Language standards 1 and 3
on page 54 for specific expectations.)
2.5.2 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.6  Use technology, including the Internet, to produce, publish, and update individual or
shared writing products in response to ongoing feedback, including new arguments or
information.
WHST.11-12.7 Conduct short as well as more sustained research projects to answer a question
(including a self-generated question) or solve a problem; narrow or broaden the
inquiry when appropriate; synthesize multiple sourceson the subject, demonstrating
understanding of the subject under investigation.
254 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.6  Use technology, including the Internet, to produce, publish, and update individual or
shared writing products in response to ongoing feedback, including new arguments or
information.
2.5.5 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.7

English Language
WHST.11-12.7

Integrate and evaluate multiple sources of information presentedin diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.

Arts: Writing Standards for Literacy in Science and Technical Subjects

Conduct short as well as more sustained research projects to answer a question
(including a self-generated question) or solve a problem; narrow or broaden the
inquiry when appropriate; synthesize multiple sourceson the subject, demonstrating
understanding of the subject under investigation.
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2.5.6

English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.6  Use technology, including the Internet, to produce, publish, and update individual or
shared writing products in response to ongoing feedback, including new arguments or
information.
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Perf(?rmance Nevada Academic Content Standards
Indicators
3.1.2 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
3.13 English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
3.14 English Language Arts: Language Standards
L.11-12.1 Demonstrate command of the conventions of standard English grammar and usage
when writing or speaking.
3.15 English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
3.2.1 English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
3.2.2 English Language Arts: Language Standards
L.11-12.1 Demonstrate command of the conventions of standard English grammar and usage
when writing or speaking.
3.4.4 English Language Arts: Language Standards
L.11-12.1 Demonstrate command of the conventions of standard English grammar and usage
when writing or speaking.
3.4.5 English Language Arts: Language Standards
L.11-12.1 Demonstrate command of the conventions of standard English grammar and usage
when writing or speaking.
3.4.6 English Language Arts: Reading Standards for Informational Text
RI.11-12.7 Integrate and evaluate multiple sources of information presentedin different media or
formats (e.g., visually, quantitatively) as well as in words in order to address a question
or solve a problem.
English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
SL.11-12.3 Evaluate aspeaker’s point of view, reasoning, and use of evidence and rhetoric,
assessing the stance, premises, links among ideas, word choice, points of emphasis,
and tone used.
SL.11-12.6 Adapt speech to a variety of contexts and tasks, demonstrating a command of formal
English when indicated or appropriate. (See grades 11-12 Language standards 1 and 3
on page 54 for specific expectations.)
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Content Standard 4.0: Understand Ethical and Legal Issues That Impact Business

Performance
Indicators

Nevada Academic Content Standards

41.1

English Language
SL.11-12.1d

Arts: Speaking and Listening Standards

Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or researchis required to deepen the
investigation or complete the task.

4.1.2

English Language
SL.11-12.1d

Arts: Speaking and Listening Standards

Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or research s required to deepen the
investigation or complete the task.

413

English Language
SL.11-12.1a

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate athoughtful, well-reasoned exchange of
ideas.

414

English Language
SL.11-12.4

SL.11-12.6

Arts: Speaking and Listening Standards

Present information, findings, and supporting evidence, conveyinga clear and distinct
perspective, such that listeners can follow the line of reasoning, alternative or
opposing perspectivesare addressed, and the organization, development, substance,
and style are appropriate to purpose, audience, and a range of formal and informal
tasks.

Adapt speech to a variety of contexts and tasks, demonstrating a command of formal
English when indicated or appropriate. (See grades 11-12 Language standards 1 and 3
on page 54 for specific expectations.)

421

English Language
SL.11-12.1

SL.11-12.1a

Arts: Speaking and Listening Standards

Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

4.2.2

English Language
RST.11-12.7

Arts: Reading Standards for Literacy in Science and Technical Subjects

Integrate and evaluate multiple sources of information presentedin diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.

423

English Language
SL.11-12.1

Arts: Speaking and Listening Standards

Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
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Content Standard 5.0: Understand the Importance of Positive Customer Relations

Perf(?rmance Nevada Academic Content Standards
Indicators
51.1 English Language Arts: Reading Standards for Informational Text

RI.11-12.3 Analyze a complex set of ideas or sequence of events and explain how specific

individuals, ideas, or events interact and develop over the course of the text.
English Language Arts: Writing Standards for Literacy in Science and Technical Subjects

WHST.11-12.1 Write arguments focused on discipline-specific content.

WHST.11-12.1e Provide a concluding statement or section that follows from or supports the argument
presented.

WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

5.1.2 English Language Arts: Reading Standards for Informational Text

RI.11-12.7 Integrate and evaluate multiple sources of information presentedin different media or
formats (e.g., visually, quantitatively) as well as in words in order to address a question
or solve a problem.

English Language Arts: Speaking and Listening Standards

SL.11-12.1b Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.

SL.11-12.1d Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or researchis required to deepen the
investigation or complete the task.

513 English Language Arts: Speaking and Listening Standards

SL.11-12.1a

SL.11-12.1b

SL.11-12.1c

SL.11-12.1d

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate athoughtful, well-reasoned exchange of
ideas.

Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.

Propel conversations by posing and responding to questions that probe reasoning and
evidence; ensure a hearing for a full range of positions on a topic or issue; clarify,
verify, or challenge ideas and conclusions; and promote divergent and creative
perspectives.

Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or researchis required to deepen the
investigation or complete the task.
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514

English Language
SL.11-12.1a

SL.11-12.1b

SL.11-12.1c

SL.11-12.1d

Arts: Speaking and Listening Standards

Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.

Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.

Propel conversations by posing and responding to questions that probe reasoning and
evidence; ensure a hearing for a full range of positions on a topic or issue; clarify,
verify, or challenge ideas and conclusions; and promote divergent and creative
perspectives.

Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or researchis required to deepen the
investigation or complete the task.

515

English Language
WHST.11-12.4

Arts: Writing Standards for Literacy in Science and Technical Subjects
Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

5.1.6

English Language
WHST.11-12.4

Arts: Writing Standards for Literacy in Science and Technical Subjects
Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

521

English Language
SL.11-12.1

Arts: Speaking and Listening Standards

Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
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Content Standard 6.0: Understand the Role of Human Resources

Perf(?rmance Nevada Academic Content Standards
Indicators
6.1.1 English Language Arts: Speaking and Listening Standards

SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.

6.1.2 English Language Arts: Speaking and Listening Standards

SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.

6.2.1 English Language Arts: Speaking and Listening Standards

SL.11-12.1b Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.

SL.11-12.1c Propel conversations by posing and responding to questions that probe reasoning and
evidence; ensure a hearing for a full range of positions on a topic or issue; clarify,
verify, or challenge ideas and conclusions; and promote divergent and creative
perspectives.

SL.11-12.1d Respond thoughtfully to diverse perspectives; synthesize comments, claims, and
evidence made on all sides of an issue; resolve contradictions when possible; and
determine what additional information or researchis required to deepen the
investigation or complete the task.

SL.11-12.3 Evaluate a speaker’s point of view, reasoning, and use of evidence and rhetoric,
assessing the stance, premises, links among ideas, word choice, points of emphasis,
and tone used.

SL.11-12.6 Adapt speech to a variety of contexts and tasks, demonstrating a command of formal
English when indicated or appropriate. (See grades 11-12 Language standards 1 and 3
on page 54 for specific expectations.)

6.2.2 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.7 Integrate and evaluate multiple sources of information presentedin diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.

RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

6.2.3 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects

WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.

6.2.4 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

6.3.1 English Language Arts: Writing Standards for Literacy in Science and Technical Subjects

WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style

are appropriate to task, purpose, and audience.
6.3.2 English Language Arts: Speaking and Listening Standards

SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
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Indicators
6.3.3 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.2 Determine the central ideas or conclusions of a text; summarize complex concepts,
processes, orinformation presentedin a text by paraphrasing them in simpler but still
accurate terms.
6.3.4 English Language Arts: Speaking and Listening Standards
SL.11-12.1a Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.
6.3.5 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
English Language Arts: Writing Standards for Literacy in Science and Technical Subjects
WHST.11-12.1e Provide a concluding statement or section that follows from or supports the argument
presented.
WHST.11-12.4 Produce clear and coherentwriting in which the development, organization, and style
are appropriate to task, purpose, and audience.
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Content Standard 7.0: Understand Business and Office Operations and Explore Careers

Perf(?rmance Nevada Academic Content Standards
Indicators
7.1.1 English Language Arts: Speaking and Listening Standards
SL.11-12.1b Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.
7.1.2 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.9 Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
713 English Language Arts: Speaking and Listening Standards
SL.11-12.1b Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.
7.1.4 English Language Arts: Speaking and Listening Standards
SL.11-12.1b Work with peersto promote civil, democratic discussions and decision-making, set
clear goals and deadlines, and establish individual roles as needed.
7.21 English Language Arts: Speaking and Listening Standards
SL.11-12.1a Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.
7.2.2 English Language Arts: Speaking and Listening Standards
SL.11-12.1a Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate athoughtful, well-reasoned exchange of
ideas.
731 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects
RST.11-12.7 Integrate and evaluate multiple sources of information presented in diverse formats
and media (e.g., quantitative data, video, multimedia) in order to address a question
or solve a problem.
73.2 English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
734 English Language Arts: Speaking and Listening Standards
SL.11-12.1 Initiate and participate effectivelyin a range of collaborative discussions (one-on-one,
in groups, and teacher-led) with diverse partners on grades 11-12 topics, texts, and
issues, building on others’ ideas and expressing their own clearly and persuasively.
735 English Language Arts: Speaking and Listening Standards
SL.11-12.1a Come to discussions prepared, having read and researched material under study;
explicitly draw on that preparation by referringto evidence from texts and other
research on the topic or issue to stimulate a thoughtful, well-reasoned exchange of
ideas.
737 English Language Arts: Reading Standards for Literacy in Science and Technical Subjects

RST.11-12.9

Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
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7.4.1

English Language
RST.11-12.1

RST.11-12.9

Arts: Reading Standards for Literacy in Science and Technical Subjects

Cite specific textual evidence to support analysis of science and technical texts,
attending to important distinctions the author makes and to any gaps or
inconsistencies in the account.

Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

74.2

English Language
RST.11-12.1

RST.11-12.9

Arts: Reading Standards for Literacy in Science and Technical Subjects

Cite specific textual evidence to support analysis of science and technical texts,
attending to important distinctions the author makes and to any gaps or
inconsistencies in the account.

Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.

7.4.3

English Language
RST.11-12.9

Arts: Reading Standards for Literacy in Science and Technical Subjects

Synthesize information from a range of sources (e.g., texts, experiments, simulations)
into a coherentunderstanding of a process, phenomenon, or concept, resolving
conflicting information when possible.
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Alignment of Office Management Standards
and the Mathematical Practices

Office Management

Mathematical Practices .
Performance Indicators

1. Make sense of problems and persevere in 221
solving them.

2. Reason abstractly and quantitatively.

3. Construct viable arguments and critique
the reasoning of others.

4. Model with mathematics. 233,234
5. Use appropriate tools strategically. 233,234
6. Attend to precision. 2.2.3-2.2.7
7. Look for and make use of structure. 2.3.1-235

8. Look for and expressregularity in repeated | 2.2.1-2.1.7; 2.3.1-2.3.5
reasoning.
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Alignment of Office Management Standards
and the Science and Engineering Practices

Science and Engineering Practices

Office Management
Performance Indicators

1. Asking questions (for science) and defining 52.1-52.4
problems (for engineering).
2. Developing and using models. 2.2.3,2.2.8

Planning and carrying out investigations.

23.2-234;254

Analyzing and interpreting data.

2.2.1-2.2.8;23.1;2.3.3-235

designing solutions (for engineering).

5. Using mathematics and computational 22.1
thinking.
6. Constructing explanations (for science)and | 2.3.3

7. Engaging in argument from evidence. 2.25,2.28;233
8. Obtaining, evaluating, and communicating 24.1-24.6
information.
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Crosswalks of Office Management Standards

and the Common Career Technical Core

Business Management and Administration Career Cluster

Performance Indicators

Utilize mathematical concepts, skills and problem solving to obtain necessary
information for decision-making in business.

2.2.1-2.2.8

Describe laws, rules, and regulations as they apply to effective business operations.

42.1;4.2.2,423

Explore, develop, and apply strategies for ensuringa successful business career.

215;41.1-414
71.1-71.4,7.2.1-7.2.3
73.1-73.7;7.4.1-74.3

Identify, demonstrate, and implement solutions in managing effective business
customer relationships.

5.1.1-5.1.3;5.2.1-5.2.3

Implement systems, strategies and techniques used to manage information in a
business.

21.1-21.7;2.2.1-2.2.8
2.3.1-23.7;25.1-25.6

Implement, monitor, and evaluate business processesto ensure efficiency and quality
results.

3.1.1-3.15;3.2.1-3.23
3.4.1-3.4.6;5.1.1-5.1.6
5.2.1-523;6.1.1-6.1.3
6.2.1-6.2.5; 6.3.1-6.3.6
7.1.1-71.4,7.2.1-7.2.3
7.3.1-7.3.7

Administrative Support Career Pathway

Performance Indicators

Plan, staff, lead and organize human resourcesto enhance employee productivity and
satisfaction.

6.1.1-6.1.3;6.2.1-6.2.5
6.3.1-6.3.6

Access, evaluate and disseminate information for business decision making.

21.1-21.7;2.2.1-2.2.8
23.1-23.7;2.4.1-2.4.6
2.5.1-256

Plan, monitor and manage day-to-day business activities.

71.1-71.4,7.2.1-7.2.3
73.1.-73.7;74.1-743

Business Information Management Career Pathway

Performance Indicators

Describe and follow laws and regulations affecting business operations and
transactions.

41.1-41.4;4.2.1-423

Plan, monitor, manage and maintain the use of financial resourcesto ensure a
business’s financial wellbeing.

3.1.1-3.1.5;3.2.1-3.23
33.1;34.1-346

Access, evaluate and disseminate information for business decision making.

211-21.7;2.2.1-2.2.8
23.1-23.7;24.1-2.4.6
2.5.1-2.5.6

Plan, monitor and manage day-to-day business activities to sustain continued business
functioning.

71.1-71.4;7.2.1-7.2.3
73.1.-73.7;741-74.3
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Business Information Management Career Pathway

Performance Indicators

5. Plan, organize and manage an organization/department to achieve business goals. 3.1.1-3.1.5,3.2.1-3.23
3.4.1-346,5.1.1-5.1.6
5.2.1-5.2.3;6.1.1-6.1.3
6.2.1-6.2.5; 6.3.1-6.3.6
7.1.1-7.1.4;7.21-7.2.3

7.3.1-7.3.7
General Management Career Pathway Performance Indicators

1. Describe and follow laws and regulations affecting business operations and 42.1-423

transactions.

2. Access,evaluate and disseminate information for business decision making. 211-21.7;23.1-2.3.7
24.1-2.4.6;2.5.1-25.6

3. Apply economic conceptsfundamental to global business operations. 2.2.1-2.2.8;2.3.1-2.3.7
25.1-2.5.6;3.1.1-3.15

3.2.1-3.2.3;33.1
34.1-3.4.6

4. Employ and manage techniques, strategies and systems to enhance business 41.1-41.4,42.1-42.3

relationships. 5.1.1-5.1.5;5.2.1-5.2.3

5. Plan, monitor, manage and maintain the use of financial resourcesto ensure a 3.1.1-3.1.5; 3.2.1-3.2.3

business’s financial wellbeing. 3.3.1;3.4.1-34.6

6. Plan, monitor and manage day-to-day business activities to sustain continued business 7.1.1-7.1.4;73.1-73.7

functioning.

7. Plan, organize and manage an organization/department to achieve business goals. 7.2.1-7.2.3

8. Create strategic plans used to manage business growth, profit and goals. 5.1.5;5.2.3;6.1.3;6.35

7.14
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