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Major Sponsors

BPA

Contributing to the preparation of a
world-class workforce through the
advancement of leadership, academic,
citizenship, and technological skills

DECA/DEX

An Association of students with career
interests in marketing, management,
and entrepreneurship

FBLA/PBL

Bringing business and education to-
gether in a positive working relationship
through innovative leadership and career
development programs

Glencoe

The nation’s leading publisher in Business
and Marketing Education

Goodheart-Willcox
Publisher

A premier education

publisher for 84 years, now offering
a fresh approach to Business and
Marketing Education

MarkED/Career Paths

Supporting marketing and business
faculty through research, curriculum
design, and professional development
since 1971

South-Western Cengage
Learning

Providing innovative educational
materials, the latest technologies,

and personal service for business

and marketing educators

Supporting Sponsor

Consortium for
Entrepreneurship
Education

The national leader in advocacy of entrepre-
neurship education as a lifelong learning
process
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The business world in which people work is dynamic, changing, and expanding. The pace
at which it is changing has accelerated due to a variety of environmental shifts: downsizing,
outsourcing, offshoring, mergers, global competition, world markets, legal requirements,
and technological innovations, to name a few. Business is not limited by being for- or not-
for profit, having a brick and mortar or a virtual location, being public or private, or being
large or small. Neither is it limited to organizations providing physical goods. Hospitals,
attorneys’ offices, and colleges are businesses. Regardless of where people are employed,
they are part of the business world, and their economic survival in the 21st century
will depend on their ability to understand and execute business skills.

The National Business Administration Standards provide insight into what business
leaders view as important to the success of employees at various levels and in various
specialties. These standards define the content for Business and Marketing Education.
They inform teachers, administrators, and curriculum developers as to what should be
taught. Educators, then, take the standards and determine howto deliver the content (in-
structional strategies) and howto design the programs/courses. Educators also determine
what program area will deliver the performance indicators; i.e., whether the content will

be addressed in a business education course, marketing education course, or both. These
standards address software applications rather than technical T content that is found in a
separate cluster.

Premises of the Curriculum

The Business Administration curriculum should:
e Encourage students to think critically and innovatively

e Stress the integration of and articulation with academics

e Enable students to utilize technology in the performance of business tasks
e Stress the importance of interpersonal skills in a diverse society

e Foster an understanding and appreciation of business ethics

* Provide a foundation for advanced study in business

e Foster a realistic understanding of work

e Utilize a variety of interactions with the business community
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The business curriculum is divided into four tiers of specificity: Business Administration
Core, Cluster Core, Pathways, and Specialties.

Tier 1: Business Administration Core

The Business Administration Core consists of academic and technical content common to
the four clusters, or occupational groupings, in the States” Career Cluster Initiative. This
core content is divided into 13 instructional areas identified on page 4.

Tier 2: Cluster Core

This tier represents the skills and knowledge that are common to each individual cluster;
i.e., Finance Core, Hospitality Core, Business Management and Administration Core, and
Marketing Core. Core content for each cluster was identified through a review of business
literature and interviews with business representatives employed in each cluster.

Tier 3: Pathways

Tier three represents the content of a variety of broad-based occupational opportunities
called Pathways. As an example, the Pathways in the Finance Cluster are Accounting,
Banking Services, Business Finance, Insurance, and Securities and Investments.

Tier 4: Specialties

The final tier of specificity contains curricular content unique to a product or service. It ad-
dresses job opportunities associated with each Pathway. In the Marketing Cluster’s Profes-
sional Selling Pathway, examples of some Specialties are pharmaceutical sales, advertising
sales, and real-estate sales.

Pathways

€0 Accountingor,
ProfessionalSelling

Cluster Core
Common content for one cluster

Business Administration Core

Common academic and technical content across:
Finance ¢ Hospitality ® Business Management & Administration e Marketing

Four tiers of curricular specificity
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These national standards were
funded in part by the collabora-
tive efforts of 29 state education
departments. MarkED is grateful
for the support of:
California
Delaware
Georgia
Idaho
llinois
Indiana
lowa
Kansas
Kentucky
Louisiana
Michigan
Missouri
Nebraska
New Jersey
New Mexico
North Carolina
North Dakota
Ohio
Oklahoma
Pennsylvania
South Carolina
Tennessee
Texas
Utah
Virginia
Washington
West Virginia
Wisconsin
Wyoming
Additional state participation is
strongly encouraged to support
the continuing research initiative

required of a contemporary busi-
ness administration curriculum.




Organizational Structure

Knowledge and Skill (Standards)

Within each tier, the curricular
content has been organized into
Knowledge and Skill Statements,
(Standards), Performance
Elements, and Performance
Indicators.

The Knowledge and Skill State-
ments are broad-based content
standards that identify what
students should know and be able
to do as a result of instruction.
These statements encapsulate the
overarching intent/purpose of a
work function.

Performance Elements

Each Knowledge and Skill State-
ment is composed of multiple
Performance Elements. These
are broad-based work or cogni-
tive performances that aid in
defining the Knowledge and
Skill Statements.

Performance Indicators

Performance Elements are
defined through Performance
Indicators: specific work-based
skills and knowledge that specify
what an individual worker must
know or be able to do to achieve
the Performance Elements. They
are measurable in that the quality
of work associated with them can
be determined. The States’ Career
Cluster Initiative currently uses
the term Measurement Criteria
in reference to performance
indicators.
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Business Administration Core Standards

Business Law: Understands business’s responsibility to know, abide by, and enforce laws and
regulations that affect business operations and transactions [Includes Career Cluster topics (e.g.,
Ethics and Legal Responsibilities)]

Communication Skills: Understands the concepts, strategies, and systems used to obtain and
convey ideas and information (Addresses Career Cluster topic: Communications)

Customer Relations: Understands the techniques and strategies used to foster positive,
ongoing relationships with customers [Includes Career Cluster topics (e.g., Problem Solving and
Critical Thinking, Systems)]

Economics: Understands the economic principles and concepts fundamental to business
operations [Includes Career Cluster topics (e.g., Academic Foundations)]

Emotional Intelligence: Understands techniques, strategies, and systems used to foster
self-understanding and enhance relationships with others [Includes Career Cluster topics (e.g.,
Leadership and Teamwork, Ethics and Legal Responsibilities)]

Entrepreneurship: Understands the concepts, processes, and skills associated with identify-
ing new ideas, opportunities, and methods and with creating or starting a new project or venture
[Includes Career Cluster topics (e.g., Systems)]

Financial Analysis: Understands tools, strategies, and systems used to maintain, monitor,
control, and plan the use of financial resources [Includes Career Cluster topics (e.g., Systems,
Technical Skills)]

Human Resources Management: Understands the tools, techniques, and systems that busi-
nesses use to plan, staff, lead, and organize its human resources [Includes Career Cluster topics
(e.g., Leadership and Teamwork, Problem Solving and Critical Thinking, Systems)]

Information Management: Understands tools, strategies, and systems needed to access,
process, maintain, evaluate, and disseminate information to assist business decision-making
[Includes Career Cluster topics (e.g., Information Technology Applications, Technical Skills)]

Marketing: Understands the tools, techniques, and systems that businesses use to create
exchanges and satisfy organizational objectives [Includes Career Cluster topics (e.g., Systems)]

Operations: Understands the processes and systems implemented to monitor, plan, and control
the day-to-day activities required for continued business functioning [Includes Career Cluster
topics (e.g., Safety, Health and Environmental; Systems)]

Professional Development: Understands concepts, tools, and strategies used to explore,
obtain, and develop in a business career [Includes Career Cluster

topics (e.g., Problem Solving and Critical Thinking, Employ-
ability and Career Development, Technical Skills)]

Strategic Management: Understands tools,
techniques, and systems that affect a business’s
ability to plan, control, and organize an organiza-
tion/department [Includes Career Cluster topics
(e.g., Technical Skills)]

* Comemunications
*Customer Relations
* Economics * Emotional Intedligence
Entrepreneurship * Financlal Analysis

* HR * Information Management

* Markeling * Operalions
* Professional Developrrent
+ Strategic Management
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Finance Cluster

The Finance Cluster incorporates career opportunities that make strategic decisions to
report, obtain, save, protect, and grow the financial assets of businesses and individuals.

Finance Pathways

Accounting: Careers that record, classify, summarize, analyze, and communicate a
business's financial information/ business transactions for use in management decision-
making

Banking Services: Careers that accept deposits, lend funds, and extend credit

Business Finance: Careers that manage policy and strategy for (and the implementa-
tion of) capital structure, budgeting, acquisition and merger, financial modeling and
planning, funding, dividends and taxation

Insurance: Careers that protect individuals and businesses from financial losses by
delivering “products” that transfer risk from an individual or business to an insurance
company

Securities and Investments: Careers that support the flow of funds from investors to
companies and institutions

These pathways encompass both financial services and financial functions that are inter-
related. While many performance indicators in Accounting are also in the other Finance
Pathways, Accounting also exists as its own separate pathway. All five Finance Pathways
are interrelated and stand alone as pathways in finance.

Finance Standards

Instruction for the finance cluster is based on the 13 Business Administration Core Stan-
dards, plus four additional standards with outcomes unique to finance careers:

e Compliance  Risk Management
e Financial-Information Management ¢ Product/Service Management

Additional standards address specialized content associated

with selected pathways. PN AGE _
pppH AT =
AOHINISIRATIO 55

* Business Law

* Communications
» Customer Ralations
* Economics + Emotional intalligence
* Entreprensurship * Financial Analysis
*HR * Information Managament

* Marketing - Operalions
* Professional Devalopmant
* Strategic Management
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The National Business Administra-

tion Standards for finance, business
management and administration, and
marketing (including entrepreneurship)
are derived from an extensive research
process conducted over a five-year period.
Activities included:

Secondary Research
o Prior standards research reports
o (International) literature review
e Industry certifications
o (ollege textbooks
o College syllabi
o State CTE standards
o National academic standards
4 language arts
+ Math
4 Social sciences
4 Social studies

Primary Research
o Personal interviews
o Executive panels (senior executives)

o Focus groups (practitioners and
managers)

e Educator advisory groups
o 22 state sites

4 Central: IA, IN, KS, KY, MI, MO,
NE, OH, WI

4 East: CT, NH, MD, PA
4 South: FL, GA, NC, TN, VA, WV
¢ Southwest: OK, TX
¢ West: WA
MarkED's standards research is a continu-

ing process. Revisions are posted at www.
Mark-ED.org (curriculum and teaching).



Curriculum
Planning Levels

To facilitate curriculum plan-

ning, the performance indicators

are assigned to one of six cur-
riculum planning levels. These
levels represent a continuum of
instruction ranging from simple
to complex. The levels can serve

as building blocks for curriculum

development in that students
should know and be able to per-
form the performance indicators
at one level before tackling more
complex skills and knowledge at
the next level.

Curriculum planning levels
can also be used as the basis
for developing an unduplicated
sequence of instruction for ar-
ticulation between high school
and postsecondary business
courses. The six curriculum
planning levels are:
Prerequisite (PQ)
Career-Sustaining (CS)
Specialist (SP)
Supervisor (SU)
Manager (MN)
Owner (ON)

For more complete informa-
tion and descriptions of each
planning level, please visit the
curriculum section of our web
site (www.Mark-ED.org).

Career opportunities dedicated to performing administrative and managerial processes vital
to the success and ongoing existence of a business organization, regardless of the sector
or industry in which the business resides or the product/service it provides.

Business Management and Administration Pathways

Administrative Services: Career opportunities that facilitate business operations
through a variety of administrative and clerical duties including information and communi-
cation management, data processing and collection, and project tracking

Business Information Management: Careers that provide a bridge between business
processes or initiatives and IT and help to align business and IT goals

Corporate/General Management: Careers that focus on planning, organizing, direct-
ing, and evaluating all or part of a business organization through the allocation and use of
financial, human, and material resources

Human Resources Management: Careers that focus on the staffing activities that
involve planning, recruitment, selection, orientation, training, performance appraisal,
compensation, and safety of employees

Operations Management: Career opportunities that focus on planning, organizing, co-
ordinating, and controlling the resources needed to produce or provide a business's goods

Instruction for the cluster is based on the 13 Business Administration Core Standards, plus
four additional standards with outcomes unique to business management and administra-
tion careers:

e Knowledge Management e Quality Management

e Project Management * Risk Management

Additional standards address specialized content
associated with selected pathways.

oSPITALITY
Y. TOURISH

* Enfrepreneurship * Financial Analysis
* HR * Information Management

* Markeling * Operalions
* Professional Development
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Careers in the Marketing Cluster create, communicate, and deliver value to customers and
manage customer relationships in ways that benefit the organization and its stakeholders.

Marketing Pathways

Marketing Communications: Career opportunities that inform, remind, and/or per-
suade a target market of ideas, experiences, goods/services, and/or images

Marketing Management: Careers that require broad, cross-functional knowledge of
marketing and management to support strategic decision-making

Marketing Research: Careers that utilize qualitative and quantitative research methods
to determine information needs, design data-collection processes, collect data, analyze
them, and present data so that they can be used to make business decisions

Merchandising: Career opportunities in retailing that focus on efficient and effective
product planning, product selection, buying, licensing, and inventory control

Professional Selling: Careers that require in-depth knowledge of the target customer
such as the customer’s needs, business, competitors, and products; pre-sales activities;
sales processes and techniques; and servicing after the sale

Marketing Standards

Instruction for the marketing cluster is based on the 13 Business Administration Core
Standards, plus seven additional standards with outcomes unique to marketing careers:

¢ Channel Management e Product/Service Management
e Marketing-Information Management e Promotion

e Market Planning e Selling

e Pricing

Additional standards address specialized content associated
with selected pathways.

* Entrepraneurship * Financial Analysis
* HR - Information Management

* Markeling + Operations
* Professional Development

H
& SPITALITY
TOUR SM
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Building Courses
and Programs of Study

Research-based standards and
supporting performance indicators
(competencies) provide the starting
point for building a quality, rigorous
and relevant local program. MarkED’s
course-design process, outlined in
more detail at www.Mark-ED.org,
incorporates the following decision-
model:

e Determine the level of the desired
curriculum (page 6)

e Review corresponding BA per-
formance indicators and develop
objective rationale for changes

o Determine level of specificity
—i.e., clusters, pathways,
specialties (page 3)

e Review corresponding perfor-
mance indicators and develop
objective rationale for changes

e Assign resulting list of indicators
to courses

e |dentify major student experi-
ences to be associated with
standards and courses

o |dentify resources as required

o Determine appropriate pedagogy
throughout

o Develop or identify appropriate
assessment tools and strategies

e |dentify and encourage appropri-
ate certifications (independent
proof of learning)



Students have many opportunities
to prove what they’ve learned
in Business Administration
Programs. These opportunities
include:

l

A°*S K Certification

An industry-based exam to certify
student learning of specified busi-
ness skills and concepts
www.ASKlnstitute.org

CLEP Tests

Business-related College-Level
Examination Program® exams
that demonstrate undergraduate
college-level achievement

College

A smooth transition to college-
level business courses that may
include dual credits, AP, Tech
Prep or other opportunities
determined locally

]

Student Organizations ‘

Three business-oriented high
school student organizations (BPA,
DECA/DEX, FBLA/PBL) and their
respective collegiate associations,
offer competitive opportunities
for business students of all ages to
prove their technical competence.

Technical Assessment

Custom-designed end-of-pro-
gram and end-of-course assess-
ments are available from MarkED
for each Cluster and Pathway.

The 2008 Business Administration standards lend themselves to academic integration
ina variety of ways. Many of the technical standards build upon various academic
standards, particularly in math (e.g., statistics), language arts (e.g., technical writing,
interpreting technical documents), or sciences (e.g., scientific method, data-based deci-
sion-making), and social studies (e.g., economics). Specific teaching resources are also
available from MarkED.

States’ Carcer Cluster Initiative
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The research reported in this document was completed in part to support the States’
Career Cluster Initiative (16 broad occupational groupings). The research findings have
been endorsed by the State Directors of Career and Technical Education Foundation,
which provides oversight of the Career Cluster initiative. MarkED's research findings,
edited for consistency with other clusters, will be the basis for Career Cluster revisions
scheduled for release by the State Directors’ offices in 2008.

The Career Cluster initiative presently recognizes 10 Cluster Topics that form the
basis for reporting in all 16 recognized clusters. For a variety of technical and philo-
sophical reasons, the 10 Cluster Topics are not reported separately in MarkED’s
research findings. Rather, they are integrated throughout the core and Cluster standards
reported herein. A detailed crosswalk documenting the correlation between the Cluster
Topics and MarkED'’s work is included in the appendix of each final report.

Research findings, including the complete list of validated performance indicators (mea-
surement criteria) are available at www.Mark-ED.org (Curriculum/Teaching).

Technical Assistance

For technical assistance, including technical assessment, readers are invited to contact
MarkED directly: Service@Mark-ED.org.

MarkED/Career Paths®

1375 King Ave., Columbus, OH 43212

Phone: 1-800-448-0398 ° Fax: (614) 486-1819
www.Mark-ED.org
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