


CTE

Business Operations 1 & 2

Career & Technicol Educatin . Scope & Sequence: Year 1
Semester 1 Semester 2
Quarter 1 Quarter 2 Quarter 3 Quarter 4

Choose document priorities to
interpret file hierarchy.

Prepare, assemble materials,
documentation for meetings.
Record-deliver accurate messages
to appropriate parties.

Use professional telephone
etiquette, screening techniques:
placing-receiving calls.

Standards: 6.0

Professional Standards: 2.0, 4.0, 5.0, 6.0

Unit 7

Career Explorations
Explore career: business assistant,
virtual, receptionist, office
manager, clerk, administrative
assistant.

TUCSON UNTFIED

51% of the entire program will be conducted in a lab setting. The lab
consists of hand-on learning projects and experiences where student will
practice the necessary skills to complete the current unit study.




