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Description of Specific and Related Occupational Training 

§130.122.  Practicum in Business Management 

The occupational essential knowledge and skills listed below are provided as a convenience to promote quality standards in work-
based training.  Additional space is available to add specific training opportunities not otherwise identified as essential knowledge and 
skills.  NOTE:  Occupational training objectives having no state adopted essential knowledge and skills will require the training plans 
to be individually developed. 

To Be Done 

 
State Adopted  

Essential Knowledge and Skills 
 

 
Work-Based 
Instruction 

 
Class 

Instruction 

 
Related Study Assignments 

 
THE STUDENT: 
 
(1)  demonstrates professional standards as 
required by business and  
 
(2)  applies concepts of critical thinking and 
problem solving. 
 
(3)  abides by risk-management policies and 
procedures for technology to minimize loss. 
 
(4)  facilitates internal and external office 
communications to support work activities. 
 
(5)  performs scheduling functions electronically 
to facilitate on-time, prompt completion of work 
activities. 
 
(6)  uses information technology tools to manage 
and perform work responsibilities. 
 
(7)  uses spreadsheet software to create business-
related spreadsheets. 
 
(8)  enters formulas and functions in a 
spreadsheet document. 
 
(9)  selects a format and procedure to produce 
memoranda appropriate for a given purpose. 
 
(10) selects document type and layout to produce 
business letters. 
 
(11) selects appropriate writing methods to 
produce a variety of reports. 
 
(12) records transactions to manage cash fund 
accounts, tallies receipts, and proofs work to 
prepare bank deposits. 
 
(13) demonstrates accurate bookkeeping 
guidelines to reconcile bank statements. 
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THE STUDENT WILL: 
 
• adhere to policies and procedures. 
• demonstrate positive work behaviors and 

attitudes, including punctuality, time 
management, initiative, and cooperation. 

• accept constructive criticism. 
• apply  ethical reasoning to a variety of 

situations in order to make ethical decisions. 
• complete tasks with the highest standards to 

ensure quality products and services. 
• model  professional appearance, including 

dress, grooming, and personal protective 
equipment as appropriate. 

• comply with practicum setting safety rules 
and regulations to maintain safe and healthful 
working conditions and environments. 

• analyze elements of a problem to develop 
creative and innovative solutions. 

• critically analyze information to determine 
value to the problem-solving and critical-
thinking skills. 

• conduct technical research to gather 
information necessary for decision making. 

• adhere to technology safety and security 
policies such as acceptable use policy and 
web page policies;  

• apply ergonomic techniques to technology 
tasks;  

• adhere to laws pertaining to computer crime, 
fraud, and abuse;  

• follow procedures used to restart and recover 
from situations such as system failure and 
virus infection;  

• follow policies to prevent loss of data 
integrity; and  

• adhere to the organization's policies for 
technology use.  

• completely deliver messages to appropriate 
person or department;  

• coordinate arrangements for participants;  
• follow calling and login procedures; and  
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(14) demonstrates leadership and teamwork 
skills in collaborating with others to accomplish 
goals and objectives.           
 
15) The student maintains work flow to enhance 
productivity. 
 
(16) The student implements processes for 
purchasing business supplies, equipment, and 
services. 
 
(17) The student establishes procedures to 
maintain equipment and supplies. 
 
(18) The student identifies career opportunities 
in business occupations and implements job-
seeking skills to obtain employment. 
 
(19) The student applies principles of effective 
human relations skills. 
 
(20) The student uses employability skills to 
gain a position in a company. 
 
(21) The student identifies skills and attributes 
necessary for professional advancement. 
 
(22) The student develops skills for success in 
the workplace. 
 
(23) The student applies work ethics, job 
expectations, multicultural considerations, and 
communication skills in the workplace. 
 
(24) The student applies word-processing 
technology. 
 
(25) The student demonstrates project-
management skills to improve workflow and 
minimize costs. 
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• troubleshoot any problems. 
• create a calendar or schedule;  
• maintain an appointment calendar;  
• verify appointments;  
• coordinate travel arrangements; and  
• set up meeting arrangements.  
• demonstrate advanced web search skills;  
• demonstrate advanced word-processing 

skills;  
• apply advanced presentation applications;  
• construct advanced database applications;  
• demonstrate advanced spreadsheet 

applications; and  
• create a web page for business applications.  
• select appropriate software for creating 

spreadsheets;  
• enter labels and values into spreadsheet cells; 

and  
• (format labels and values.  
• develop formulas and enter appropriate 

functions; and  
• verify formulas and functions with sample 

values.  
• select proper layout such as direct and 

indirect;  
• apply correct grammar, spelling, punctuation, 

and other English mechanics;  
• prepare correct memoranda format;  
• enter data without error; and  
• disseminate to appropriate persons.  
• determine use of documents for purposes 

such as sales, claims, and good news;  
• prepare correct layout;  
• apply correct grammar, spelling, punctuation, 

and other English mechanics; and  
• enter data without error.  
• determine purpose of a report; Adopted to be 

effective August 23, 2010.  
• select proper method of writing such as short 

and informal;  
• prepare tables, graphs, and graphics;  
• use references and prepare notations;  
• apply correct grammar, spelling, punctuation, 

and other English mechanics; and  
• enter data without error.  
• maintain records of petty cash disbursements;  
• replenish petty cash;  
• increase or decrease cash fund accounts as 

necessary;  
• prepare endorsement;  
• reconcile; and  
• verify totals.  
• compare an electronic or a manual 

checkbook to a bank statement;  
• add deposits not credited;  
• subtract checks not cleared;  
• subtract bank charges from a checkbook;  
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• ensure a bank statement balance equals a 
checkbook balance.  

• analyze leadership in relation to trust, 
positive attitude, integrity, and willingness to 
accept key responsibilities in a work 
situation;  

• demonstrate teamwork skills through 
working cooperatively with others to achieve 
goals;  

• demonstrate teamwork processes that 
promote team building, consensus, 
continuous improvement, respect for the 
opinions of others, cooperation, adaptability, 
and conflict resolution;  

• demonstrate responsibility for shared group 
and individual work tasks; and  

• establish and maintain effective working 
relationships. 

• organize and prioritize work;  
• complete assigned tasks in a timely manner; 

Adopted to be effective August 23, 2010.  
• coordinate work with that of team members;  
• assist with overflow work; and  
• coordinate submission of proposals.  
• maintain vendor and supplier relationships;  
• conduct vendor and supplier searches;  
• negotiate terms with vendors.  
• determine equipment needed;  
• determine supplies needed;  
• establish equipment and supplies 

maintenance systems;  
• schedule equipment maintenance; and  
• use equipment and supplies maintenance 

procedures.  
• assess personal marketability;  
• identify appropriate employment 

opportunities and those emerging through 
technology by analyzing established 
resources; and  

• use job-search strategies. 
• demonstrate professional qualities, including 

positive attitude, loyalty, and diplomacy;  
• demonstrate professionalism through 

personal appearance, neatness of work area, 
and correctness of completed tasks;  

• identify and demonstrate skills needed to 
maintain effective work relations with 
colleagues;  

• demonstrate a respect for individual 
differences;  

• apply tact in handling criticism and 
disagreement or disappointment, accept 
constructive criticism, and revise personal 
views when valid evidence warrants;  

• explain the concepts of integrity and 
confidentiality as related to the office 
environment;  

• plan, staff, lead, and organize human 
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resources to enhance productivity and 
satisfaction;  

• assist with staff growth and development and 
train staff on system usage; and Adopted to 
be effective August 23, 2010.  

• implement methods for improving employee 
satisfaction.  

• identify employment opportunities and 
complete job search procedures such as job 
applications and W-4 forms;  

• (B) demonstrate proper interview techniques, 
professional dress, and appearance; and  

• create appropriate documents such as 
applications and thank you letters.  

• evaluate and compare employment options 
such as salaries, benefits, and prerequisites; 
and  

• demonstrate proper interview techniques in 
various situations.  

• explain importance of and model appropriate 
dress, hygiene, and demeanor for the work 
assignment;  

• demonstrate dependability, punctuality, and 
initiative;  

• exhibit productive work habits and attitudes;  
• demonstrate the ability to work with the other 

employees to promote the organization and 
complete assigned tasks;  

• prioritize work to fulfill responsibilities and 
meet deadlines; and  

• identify and rank tangible and intangible 
rewards of work.  

• illustrate how personal integrity affects 
human relations on the job;  

• demonstrate characteristics of successful 
working relationships such as teamwork, 
self-control, and ability to accept criticism;  

• analyze employer expectations;  
• demonstrate a respect for the rights of others;  
• communicate effectively using verbal, 

written, and electronic channels;  
• identify ethical standards; and  
• compare organizational policies and 

procedures.  
• identify customary styles of business 

documents;  
• input data using the touch system;  
• demonstrate basic writing techniques;  
• produce business documents;  
• edit a variety of written documents; and  
• identify technologies that enhance or replace 

the touch system of data entry.  
• identify resources needed for a project; 

Adopted to be effective August 23, 2010.  
• develop a project plan; and  
• apply project-management tools to monitor 

progress 
    



Description of Specific and Related Occupational Training  

§127.13. Career Preparation I (Two to Three Credits).  
 
The occupational essential knowledge and skills listed below are provided as a convenience to promote quality 
standards in work-based training. Additional space is available to add specific training opportunities not otherwise 
identified as essential knowledge and skills. NOTE: Occupational training objectives having no state adopted 
essential knowledge and skills will require the training plans to be individually developed. State Adopted Essential 
Knowledge and Skills 
 

State Adopted Essential Knowledge and Skills 
TEKS = Diversified Career Preparation                   To Be  Done  

Related Study Assignments  Work-Based 
Instruction  

Class 
Instruction  

1. Use employability skills to gain an 
entry- level job in a high-skill, high-
wage, or high-demand field. 

2. Develop skills for success in the 
workplace. 

3. Apply work ethics, employer 
expectations and interactions with 
diverse populations, and 
communication skills in the workplace. 

4. Apply academic skills to job skills. 

5. Apply ethical behavior standards and 
legal responsibilities within the 
workplace. 

6. Apply the use of self-development   
techniques and interpersonal skills to 
accomplish objectives. 

7. Apply concepts and skills related to 
safety        at the workplace. 

8. The student evaluates personal 
attitudes and work habits that support 
career retention and advancement. 

9. The student identifies skills and 
attributes    necessary for professional 
advancement. 
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 identify employment opportunities;  
 demonstrate the application of essential 

workplace skills in the career acquisition process;  
 develop a personal resumé.  
 complete job search documents, including job 

applications and I-9 and W-4 forms.  
 demonstrate proper interview techniques in 

various situations.   
 identify and model appropriate grooming and 

appearance for the workplace.  
 demonstrate dependability, punctuality, and 

initiative.  
 research positive interpersonal skills, including 

respect for diversity.  
 exhibit productive work habits, ethical practices, 

and a positive attitude.  
 research characteristics of successful working 

relationships such as teamwork, conflict 
resolution, self-control, and ability to accept 
criticism.  

 demonstrate respect for the rights of others.  
 comply with organizational policies and 

procedures.  
 apply mathematical skills to business transactions.  
 interpret data from tables, charts, and graphs to 

estimate and find solutions to problems.  
 organize, write, and compile workplace business 

documents. 
 demonstrate responsible and ethical behavior;  
 summarize provisions of the Fair Labor Standards 

Act.  
 identify and practice effective interpersonal and 

team-building skills with coworkers, managers, and 
customers.  

 develop effective leadership skills through 
participation in activities such as career and 
technical student organizations. 

 identify and apply safe working practices related to 
training station.  

 explain Occupational Safety and Health 
Administration regulations in the workplace; and  

 analyze the future employment outlook in the 
occupational area.  

 determine continuing education opportunities that 
enhance career advancement and promote lifelong 
learning.  
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Description of Specific and Related Occupational Training 
CAREER PREPARATION I 

 
The occupational essential knowledge and skills listed below are provided as a convenience to promote quality standards in work-
based training.  Additional space is available to add specific training opportunities not otherwise identified as essential knowledge and 
skills.  NOTE:  Occupational training objectives having no state adopted essential knowledge and skills will require the training plans 
to be individually developed. 
 

State Adopted To Be Done  
Essential Knowledge and Skills Work-Based Class Related Study Assignments 

 Instruction Instruction  
 
 
 
 

• Identify employment opportunities; 
• Demonstrate the application of essential workplace skills in 

the career acquisition process; 
• Develop a personal resume; 
• Complete job search documents, including job applications 

and I-9 and W-4 forms; 
• Demonstrate proper interview techniques in various 

situations; and 
• Create and complete appropriate documents such as electronic 

portfolio, employment application, letter of intent, and thank 
you letters. 

• Identify and model appropriate grooming and appearance for 
the workplace; 

• Demonstrate dependability, punctuality, and initiative; 
• Research positive interpersonal skills, including respect for 

diversity; 
• Model appropriate business and personal etiquette in the 

workplace; 
• Exhibit productive work habits, ethical practices, and a 

positive attitude; 
• Demonstrate the ability to work with the other employees to 

support the organization and complete assigned tasks; 
• Identify how to prioritize work to fulfill responsibilities and 

meet deadlines; 
• Evaluate the relationship of good physical and mental health 

to job success and personal achievement; and 
• Demonstrate effective methods to secure maintain and 

terminate employment. 
• Illustrate how personal integrity affects human relations on 

the job; 
• Research characteristics of successful working relationships 

such as teamwork, conflict resolution, self-control, and ability 
to accept criticism; 

• Analyze employer expectations; 
• Demonstrate respect for the rights of others; 
• Develop listening skills; 
• Apply effective listening skills used in the workplace; 
• Identify ethical standards; and 
• Comply with organizational policies and procedures 
• Apply mathematical skills to business transactions; 
• Develop a personal budget based on a career choice; 
• Interpret data from tables, charts, and graphs to estimate and 

find solutions to problems; and 
• Organize, write, and compile workplace business documents 
• Research and compare published workplace policies and 

procedures; 
• Demonstrate responsible and ethical behavior; 
• Summarize provisions of the Fair Labor Standards Act; 
• Describe the consequences of breach of confidentiality; and 
• Research and describe laws related to different careers. 
• Offer solutions related to unsafe work practices and attitudes; 
• Determine health and wellness practices that influence job 

performance. 
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TEXT—From School to Work—Littrell, Clasen, Pearson 
 
Chapter 1—Making the Transition From School to Work 

• Candidates for Work-Based Education 
• The Benefits of School-to-Work Programs 

Chapter 16—Applying for Jobs 
• Your Resume 
• Preparing a Portfolio 
• Letter of Application 
• Filling Out a Job Application 

 
 
Chapter 8—Looking Good on the Job 

• Looking Good 
• Appropriate Clothes for the Job 

Chapter 3—What Your Employer Expects 
• Personal qualities on the Job 
• Personal Traits 
• Dependability and Work Ethic 

Chapter 5—Communicating on the Job 
• Effective Communication 
• How Well Do You Listen? 

Chapter 11-Participating in Meetings 
• Terms Used at Meeting 
• Order of Business 

Chapter 19—Succeeding on the Job 
• Terms for Success 
• Workplace conduct and Job success 
• Job Satisfaction 
• How Am I Doing? 

Chapter 20—Diversity and Rights in the Workplace 
• Diversity Awareness 
• Promoting Diversity 
• Know Your Rights 

 
Chapter 3—What Your Employer Expects 

• An Employer’s View 
• Dependability and Work Ethic 

Chapter 5—Communicating on the Job 
• How Well Do You Listen? 

Chapter 11- Participation in Meeting 
• Organization Constitutions and Bylaws 

Chapter 6—Math in the Workplace 
• Using a Calculator 
• Analyzing Data 

Chapter 5—Communicating on the Job 
• Writing a Business Letter 
• Writing Memos 

Chapter 9—Safety on the Job 
• Job Safety Procedures 
• Safety on the Job 
• Protective Devices and Procedures 
• Organization Constitutions and Bylaws 

 
 

Additional Occupationally Specific 
Knowledge and Skills 

Work-Based 
Instruction 

Class  
Instruction 

Related Study Assignments 

 
• Identify and practice effective interpersonal and team-

building skills with coworkers, managers, and customers; and 
• Develop effective leadership skills through participation in 

activities such as career and technical student organizations 
 

• Identify and apply safe working practices related to training 
station; 

• Demonstrate knowledge of personal and occupational safety 
practices in the workplace; 

• Explain Occupational Safety and health Administration 
regulations in the workplace; and 
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Chapter 10—Leadership and Group Dynamics 
CTSO—DECA, FBLA, or other organization 

• Leadership Conference 
• Competition 

 
Chapter 9—Safety on the Job 
OSHA  Certification 

• Industry certification study guide materials 
• Online training 
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Note:  The above should serve as a suggested format.   Space allowances should be expanded to accommodate inclusion of appropriate 
information. 


