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I.
MAJOR CONCEPTS/CONTENT:  The purpose of this program is to prepare students for employment in commercial lending such as:  commercial lending, credit-management, supervisory and management positions, community service coordinator, customer relations specialist, customer services manager/supervisor, department supervisor, support services supervisor, or other mid-management administrator or financial management positions in a variety of business environments, (161.167-010) or to provide supple​mental training for persons previously or currently employed in other industries management occupations.

The content includes instruction to individuals in the areas of planning, organizing, directing and controlling of a business, with emphasis on selected theories of management and decision making and the knowledge and understanding necessary for managing people and functions.

II. LABORATORY ACTIVITIES:  Laboratory activities are an integral part of this program and include the use of calculators, keyboarding/typewriting systems, computers, and peripheral equipment.

III. COMPLEMENTARY SOFTWARE AND EQUIPMENT: Lab exercises are required for this course of study.  The following tools and equipments are required for this program: workstation, PC and text software.

IV. WORK/LEARN CYCLES: The cooperative method of instruction including internship and apprenticeship is strongly recommended for this program.  Whenever the cooperative method is offered, the following is required for each student: a training plan (signed by the student, teacher and employer) which includes instructional objectives and a list of on-the-job and in-school learning experiences; a work station which reflects equipment, skills and tasks that are relevant to the occupation which the student has chosen as a career goal.  It is recommended that the student receive monetary compensation, as well as credit, for work performed.
V. INSTRUCTOR QUALIFICATIONS: Must meet SACS Certification.

VI. DISTANCE LEARNING: Students who are organized, self motivated and desire flexibility in a learning environment may benefit from a distance learning program.  Distance learning opportunities may be available utilizing synchronous and asynchronous tools to allow interaction with instructors, fellow students and practicing professionals.  Many textbook publishers offer e-packs that coordinate with the text including a variety of web-enhanced activities.  Instructors have noticed increased success rates, as measured by the percentage of students completing the course with a passing grade, when using materials integrated with the same text as used in traditional courses. 


Other features of quality distance learning products include:

· Industry standard curriculum that may lead to certification

· Preassessment components

· Assessment tools

· Multimedia environments

A variety of programs lend themselves to Distance Learning Curriculum delivery:

Virtual courses (delivered 100% online)

Hybrid courses (a mix of online and classroom instruction)

Web-enhanced classroom activities

VII. ACCELERATED WORKFORCE EDUCATION: In addition to the traditional sixteen-week course model, classes could also be given in a shorter time frame such as accelerated eight-week model.  A hybrid model combining instructor-led training and online Internet modules is another alternative.

VIII. FUTURE PROGRAM DEVELOPMENT: This area will see steady growth for the foreseeable future due to the expansion of the financial services industry.  The importance of degree and certificate programs for Finance is increasing.  Use of this curriculum framework requires instructors and curriculum developers to remain knowledgeable of current industry changes in software, state and federal laws and regulations.  It is recommended to continuously review program competencies.

IX.
SPECIAL NOTE: Industry certifications have become an important measure of success.  Whenever possible, current industry certifications should be addressed within the program.  Concepts of economics and business law are included in this program so that students may function effectively in the contemporary business environment.

Phi Beta Lambda (postsecondary) is the appropriate student organization for providing leadership experiences and for reinforcing specific skills.  Student organizations, when provided, shall be an integral part of the instructional program, and the activities of such organizations are defined as part of the curriculum.

The cooperative method of instruction is appropriate for this program.  Whenever the cooperative method is offered, the following is required for each student:  a training plan, signed by the student, teacher and employer, which includes instructional objectives and a list of on-the-job and in-school learning experiences and a work station which reflects equipment, skills and tasks which are relevant to the occupation which the student has chosen as a career goal.  The student may receive compensation for work performed.

Stock Market Game:  The Stock Market Game is sponsored by the Security Industry Association through its Foundation for Investor Education.  This simulation is utilized nationally and internationally in grades 4 to Graduate School, by teachers across multiple disciplines.  This demonstrates the versatility of this educational activity.  

 

The Stock Market Game provides $100,000 to teams of 3 to 5 students to use to during the 10 weeks of this activity to invest in stocks sold on the New York Stock Exchange, the NASDAQ and the American Exchange.  This educational opportunity is used to learn: about the marketplace and the forces of supply and demand, wise investing fundamentals, the importance of monetary and fiscal policies on the market, how current events impacts the market, research skills, team work, decision-making skills, and risk management. 

 

Since the SMG is student driven, they learn how important it is to research companies before investing, and what factors influence their companies on the local, state, national, and international markets.  By learning how business grow, students see the factors which stimulate business, and how it changes over time, the skills necessary to be involved in business and its multiple related fields.  

 

Teachers who participate in the SMG see its valuable immediately and repeat their participation semester after semester.  The SMG is flexible and blends well with almost any curriculum and school frameworks.  It is especially valuable in integrating math, language, science and social studies course work.

X. INTENDED OUTCOMES:  After successfully completing this program, the student will be able to:

01.0 Demonstrate comprehension and communication skills.
02.0 Demonstrate effective customer service skills 
03.0 Demonstrate human relations skills necessary for workplace success
04.0 Demonstrate proficiency in using microcomputer and electronic skills to perform job functions 
05.0 Perform general organizational workplace competencies
06.0 Demonstrate sales and marketing fundamentals
07.0 Demonstrate employability skills
08.0 Manage career development 
09.0 Identify, classify, and demonstrate management activities.
010.0 Demonstrate a basic understanding of legal and ethical issues in a business environment.
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011.0 Understand terminology unique to the banking industry
012.0 Utilize effective selling techniques in interactions with customers
013.0 Utilize effective cross selling techniques and procedures for financial services
014.0 Demonstrate knowledge of the history, growth and structure of the banking industry
015.0 Demonstrate basic skills for performing functions of entry level positions in banking institutions
016.0 Demonstrate security procedures and detection of fraud
017.0 Demonstrate knowledge of accounting/budgeting operations
018.0 Manage customer interactions
019.0 Participate in learning
020.0 Utilize effective cross selling techniques and procedures for financial services
021.0 Demonstrate knowledge of the history, growth and structure of the financial industry
022.0 Understand terminology unique to the finance and credit industry
023.0 Demonstrate knowledge of principles of human resources
024.0 Demonstrate knowledge of essential human relations skills
025.0 Demonstrate knowledge and application of product and service technology
026.0 Demonstrate knowledge of basic marketing principles
027.0 Demonstrate knowledge of real estate
028.0 Demonstrate knowledge of major laws and regulations that relate to and affect banking
029.0 Demonstrate knowledge of business english and business writing
030.0 Demonstrate knowledge of basic functions of financial institutions.
031.0 Operate computers and other equipment appropriate to customer relationship management.
032.0 Use web browsers to access internet services.
033.0 Demonstrate proficiency in microcomputer operating systems and software.
034.0 Demonstrate basic skills for performing loan processing functions of entry level positions in financial institutions.
035.0 Demonstrate proficiency in business law.
036.0 Plan the marketing strategy and promote the business.
037.0 Identify the organization and function of the retail industry.

038.0 Demonstrate knowledge of small business management functions.

039.0 Demonstrate an understanding of commercial lending.
040.0 Demonstrate knowledge of statement analysis.
041.0 Demonstrate proficiency in money and banking.
042.0 Apply the concepts for residential mortgage lending.
043.0 Demonstrate an understanding of the principles of real estate finance.

The 27 Credit Technical Certificate title may be Banking (Lending) Management, or one of the following specialized titles may be used:

Example 27 Credit Technical Certificate Titles:

Option 1:  Technical Certificate in Financial Services Management with Specialization in Banking Lending Management.

Option 2:  Technical Certificate in Financial Services Management with Specialization in Finance Management.

Specialization 
Alternative 27 Credit Technical Certificate (CCC) Title

Banking**
Banking Management**

Finance
Finance Management

**  It is recommended that this Technical Certificate may apply to either the Business Administration or Banking AAS/AS degree programs.
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01.0 Demonstrate COMPREHENSION AND COMMUNICATION SKILLS. —The student will be able to:
01.01 Follow written and oral technical instructions.

01.02 Take notes, organize, summarize, and paraphrase ideas and details.

01.03 Apply active listening and observation skills to obtain and clarify information transmitted through verbal and non-verbal behaviors.

01.04 Gather, read, discuss, evaluate and critique work from professional journals related to the course content.

01.05 Read trade journals and magazines to stay current in the industry.

01.06 Reflect on what has been learned through reading, recognizing assumptions and implications, and formulating ideas, opinions, and personal responses.

01.07 Use reference sources such as books, magazines, and electronic databases to gather and critically evaluate materials.

01.08 Submit final drafts using correct grammar, punctuation, and spelling.

01.09 Read and comprehend both technical and non technical text accurately.

01.010 Write reports, summaries, and descriptive essays.

01.011 Write clear and well-organized research papers, integrating a variety of information.

01.012 Correctly cite or attribute sources.

01.013 Read and understand graphs, charts, diagrams and tables commonly used in this industry/occupation.

01.014 Organize, prepare and deliver formal and informal effective presentations.

01.015 Participate in group discussions both as a member and as a leader.

02.0 Demonstrate effective customer service skills.—The student will be able to:
02.01 Use appropriate communication skills, telephone etiquette, courtesy, and manners when dealing with customers.

02.02 Identify and evaluate customer needs.

02.03 Respond to client inquiries in a timely matter.

02.04 Access and maintain client records.

02.05 Provide timely accurate information to meet customer needs.

02.06 Utilize available techniques to effectively serve customers. 

02.07 Utilize a process to assist clients, including difficult customers, with problem resolution.

02.08 Operate within grant of authority to provide service to customers.

02.09 Build client relationships

03.0 Demonstrate human relations skills necessary for WORKPLACE SUCCESS.   --The student will be able to:
03.01 Exhibit interest and enthusiasm.

03.02 Demonstrate a positive mental attitude.

03.03 Demonstrate traits of being industrious and cooperative.

03.04 Demonstrate sincerity, patience, courtesy, and tact.

03.05 Exhibit punctuality, attendance and dependability.

03.06 Willingness to receive and accept feedback and use it constructively.

03.07 Demonstrate willingness to assume job responsibilities.

03.08 Develop ability to handle difficult customer/co-worker situations.

03.09 Develop ability to exhibit friendliness, combined with a professional businesslike approach.

03.010 Demonstrate willingness to assume the responsibility for one’s actions.

03.011 Demonstrate problem solving and critical thinking skills.

03.012 Foster teamwork to improve quality of work.

03.013 Use group consensus strategies.

04.0 Demonstrate proficiency in using microcomputer and electronic skills to perform job functions.—The student will be able to:
04.01 Apply the following tools to increase work efficiency: telephone systems, word processing, database, spreadsheet programs, presentation programs, email systems and the internet.

04.02 Utilize computer technology to access, analyze and interpret business information.

04.03 Cite Internet-based resources correctly using proper format.

04.04 Research industry trends on the Internet.

05.0 PERFORM GENERAL ORGANIZATIONAL WORKPLACE COMPETENCIES. The student will be able to:
05.01 Demonstrate self-motivation and responsibility to complete an assigned task.
05.02 Identify problem solving techniques.
05.03 Choose appropriate action in situations requiring effective time management.
05.04 Apply techniques for organizing and planning time and resources to complete an assigned task.
05.05 Apply principles and techniques for being a productive, contributing member of a team.
05.06 Communicate effectively with individuals lacking a technical background.
05.07 Evaluate detailed technical oral instructions for clarity.
05.08 Participate in group discussion as both a member and a leader.
05.09 Encourage and build mutual trust, respect, and cooperation among team members.
05.010 Assimilate new knowledge into project solutions and decisions.
05.011 Employ techniques such as brainstorming to generate ideas and suggestions to achieve a task.
05.012 Evaluate alternatives, costs and benefits in determining the best solution.
05.013 Identify strategies to improve and maximize productivity in the workplace.
06.0 Demonstrate sales and marketing fundamentals. —The student will be able to:
06.01 Demonstrate knowledge of services and/or products offered.

06.02 Recognize consumer motivation, including demographic, geographic and socioeconomic data in buying behaviors.

06.03 Explain the importance of and demonstrate the procedures of cross selling.

06.04 Identify the opportunities for cross selling.

06.05 Follow effective procedures for closing a sale.

06.06 Demonstrate the ability to sell a variety of services and/or products.

07.0 Demonstrate employability skills. —The student will be able to:
07.01 Identify personal interest and aptitudes; skills, knowledge; strength and weaknesses.

07.02 Identify and apply sources of job search including networking, internet, job fairs, employment agencies and others.

07.03 Conduct a job search.

07.04 Research information about specific job.

07.05 Identify documents that may be required when applying for a job.

07.06 Create an appropriate application portfolio including letter of applications, resumes, thank you letters and available references.

07.07 Identify methods for requesting and obtaining employment references.

07.08 Complete a job application and employment form correctly.

07.09 Identify, understand and demonstrate the job interview process.

07.010 Demonstrate verbal and non-verbal communication skills, appropriate business attire and hygiene. 

07.011 Discuss employer expectations regarding attendance, punctuality, initiative, teamwork, etc.

07.012 Understand and apply the process of accepting and declining job offers.

07.013 Apply personal skills and talents to enhance work performance.

07.014 Apply skills to meet and exceed employer expectations.

07.015 Demonstrate appropriate responses to feedback from employer, supervisor, co-workers and customers.

07.016 Apply principles and techniques for working productively with people of diverse cultures and backgrounds.

07.017 Identify and use acceptable strategies for resolving conflict in the workplace.

07.018 Identify and apply stress management techniques, employee wellness and safety guidelines.

07.019 Participate in job-enhancing activities to achieve career success.

07.020 Compose and produce a letter of resignation.

08.0 Manage Career Development. —The student will be able to:
08.01 Enhance personal business skills.

08.02 Formulate a career plan for post-graduation.

08.03 Comply with continuing education needs/requirements.

08.04 Attend seminars, workshops, and tradeshows.

08.05 Respond to changing business environment.

08.06 Identify updated industry information.

08.07 Explain the importance of having a written job description.

08.08 Pursue industry designations/licensing/degrees.

08.09 Reassess career plan.

08.010 Demonstrate knowledge of how to make job changes appropriately.

08.011 Understand employment benefits packages.

08.012 Build mentor relationships.

08.013 Volunteer in community service organizations.

08.014 Network with industry professionals.

08.015 Maintain professional contact for future projects.

08.016 Identify corporate strategies and policies.

08.017 Anticipate future industry trends and identify various industry career paths.

09.0 IDENTIFY, CLASSIFY, AND DEMONSTRATE MANAGEMENT ACTIVITIES--The student will be able to:

09.01 Compare management styles.

09.02
Identify the major functions of management.

09.03
Demonstrate understanding of basic management concepts such as     authority, responsibility, delegation, empowerment, and hiring and firing.

09.04
Demonstrate knowledge of the relationship between authority and responsibility to task accomplishment.

09.05
Select the most effective communication systems.

09.06
Identify problems and make an appropriate decision.

09.07 Demonstrate understanding of organizational culture and its     impact on communication.

09.08
Identify and discuss current management issues in business and    other organizations.

09.09
Describe activities associated with the management functions of planning, organizing, staffing, leading, and controlling.

10.0 DEMONSTRATE A BASIC UNDERSTANDING OF LEGAL AND ETHICAL ISSUES IN A BUSINESS ENVIRONMENT--The student will be able to:

10.01
Demonstrate basic understanding of contracts.

10.02
Demonstrate basic understanding of human resource issues.

10.03
Demonstrate basic understanding of negotiable instruments.

10.04
Demonstrate basic understanding of intellectual property rights.

10.05 Demonstrate basic understanding of appropriate use of employer property.

10.06
Demonstrate basic understanding of confidentiality.

10.07
Demonstrate basic understanding of role of ethical decision making in dealings with stakeholders.

10.08
Demonstrate knowledge of social responsibilities.

10.09
Demonstrate knowledge of legal and privacy issues regarding e- mail, voice mail, internet, telephone, and other communication methods.
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11.0 UNDERSTAND TERMINOLOGY UNIQUE TO THE BANKING INDUSTRY--The student will be able to:

11.01
Understand and use terminology as it applies to the finance and credit industry.

11.02
Know how to communicate with a customer in layman’s language.

12.0 Utilize effective selling techniques in interactions with customers--The student will be able to:

12.01 Demonstrate ethics in dealing with customers.

12.02 Understand selling techniques with customers.

13.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDURES FOR FINANCIAL SERVICES--The student will be able to:

13.01
Identify opportunities for cross selling.

13.02
Demonstrate how to sell other financial services.

13.03
Demonstrate knowledge of all services offered by financial institutions.

13.04
Explain the importance and demonstrate the procedures of cross selling.

14.0 Demonstrate knowledge of the history, growth and structure of the banking industry--The student will be able to:

14.01
Demonstrate knowledge of the evolution of American banking institutions.

14.02
Identify major acts and important regulations resulting from the growth and changes in banking institutions.

14.03
Explain the similarities and differences in the banking institutions and other businesses that offer banking services.

14.04
Explain the effects of deregulation.

15.0 Demonstrate basic skills for performing functions of entry level positions in banking institutions--The student will be able to:

15.01
Demonstrate counting and strapping of coin and currency.

15.02
Demonstrate use of a teller machine.

15.03
Explain the types of endorsements and why they are important.

15.04
Explain basic teller functions--cashing checks, accepting straight deposits and split deposits, and handling of cash.

15.05
Demonstrate knowledge of balancing a cash drawer.

15.06
Know how to detect counterfeit currency and the procedure for reporting it.

15.07
Explain other special services such as issue Cashier's Checks, issuing and redeeming Savings Bonds, Money Orders, Traveler's Checks, Bank Drafts, payments and cash advances on charge cards.

16.0 Demonstrate security procedures and detection of fraud--The student will be able to:

16.01
Demonstrate procedures bank employees would use during and after a robbery.

16.02
Demonstrate security procedures.

16.03
Explain the Currency Transaction Report (CTR).

16.04
Demonstrate security precautions and methods used to deter bank fraud.

17.0 DEMONSTRATE KNOWLEDGE OF ACCOUNTING/BUDGETING OPERATIONS--The student will be able to:
17.01
Demonstrate an understanding of profit vs. not-for-profit accounting.

17.02
Demonstrate an understanding of available and appropriate technology for accounting applications

17.03
Interpret and analyze income statement, owner’s equity statement, and cash flow statement.

17.04
Describe the principles related to pricing decisions.

18.0 Manage customer interactions--The student will be able to:

18.01
Listen reflectively.

18.02
Review customer history.

18.03
Ask questions.

18.04
Collect information.

18.05
Assess the customer’s needs.

18.06
Research solutions.

18.07
Develop a plan of action.

18.08
Refer to appropriate authority (if needed).

18.09
Execute data capture.

18.10
Communicate actions.

18.11
Resolve customer issues.

18.12
Offer additional services.

18.13
Perform follow-up as needed.

19.0 Participate in Learning--The student will be able to:
19.01
Attend scheduled training.

19.02
Utilize available resources.

19.03
Review job critical information.

19.04
Seek feedback on performance.

19.05
Apply acquired skills.

20.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDURES FOR FINANCIAL SERVICES--The student will be able to:
20.01 Identify opportunities for cross selling.

20.02 20.02Demonstrate how to sell other financial services.

20.03 Demonstrate knowledge of all services offered by financial institutions.

20.04 Explain the importance and demonstrate the procedures of cross selling.

21.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY, GROWTH AND STRUCTURE OF THE FINANCIAL INDUSTRY--The student will be able to:
21.01 Demonstrate knowledge of the evolution of American financial institutions.

21.02 Identify major acts and important regulations resulting from the growth and changes in financial institutions.

21.03 Explain the similarities and differences in the financial institutions and other businesses that offer financial services.

21.04 Explain the effects of deregulation.

22.0 UNDERSTAND TERMINOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY--The student will be able to:
22.01 Understand and use terminology as it applies to the finance and    credit industry.

22.02 Know how to communicate with a customer without using confusing terminology.

23.0 Demonstrate knowledge of principles of human resources--The student will be able to:
23.01
Demonstrate knowledge of the functions of human resources.

23.02
Demonstrate knowledge of the employer’s relationship with the Human Resources Department.

23.03
Demonstrate knowledge of the business concepts used in Human Resources.

23.04
Demonstrate knowledge of recruitment of employees. 

23.05
Describe recruitment process.

23.06
Analyze job descriptions and position requirements.

23.07
Identify potential employees as candidates in reviewing applicant materials.

23.08
Demonstrate knowledge of interviewing skills.

23.09
Describe methods of orientation for new employees.

23.10
Describe methods to train new employees.

23.11
Describe process for hiring new employees.

23.12
Describe compensation and benefit plans.

23.13
Develop compensation and benefit plans.

23.14
Describe the legal issues associated with compensation and benefit plans.

23.15
Describe the functions of the administration of compensation and benefit plans.

23.16
Describe principles, concepts and legal considerations for realistic decision situations and confrontations between employees and management.

23.17
Demonstrative an understanding of employee benefits and services.

24.0 Demonstrate knowledge of essential human relations skills --The student will be able to:

24.01 Discuss the importance of effective human relations skills in organizations.

24.02 Relate concepts including self-esteem, perception, values to job performance.

24.03 Identify and discuss various barriers to communication and specific ways to improve interpersonal and organizational communication.

25.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE TECHNOLOGY--The student will be able to:

25.01
Understand the importance of product safety.

25.02
Understand the importance of product and service technology.

26.0 Demonstrate knowledge of basic MARKETING principles--The  student will be able to:

26.01
Discuss the role of marketing in the free enterprise system.

26.02
Discuss the functions of marketing.

27.0 DEMONSTRATE KNOWLEDGE OF REAL ESTATE--The student will be able to:

27.01
Describe a real estate market under the price system.

27.02
Explain the major sub markets of real estate.

27.03
Explain the principles of highest and best use of land.

27.04
List and explain at least three factors that influence demand in the real estate market.

28.0 DEMONSTRATE KNOWLEDGE OF MAJOR LAWS AND REGULATIONS THAT RELATE TO AND AFFECT BANKING—The student will be able to:

28.01
Describe the interrelationships between regulatory agencies and the banks they regulate.

28.02
Explain the elements and differences of torts and crimes.

28.03
Describe the basic legal entities that transact business with banks.

28.04
List and explain the elements of a valid contract and the rights and responsibilities of various parties to a contract.

28.05
Discuss the basic laws affecting an individual’s rights in property.

28.06
Identify the basic bankruptcy laws and bankruptcy filings permissible.

29.0 Demonstrate KNOWLEDGE of business English and business writing—The student will be able to:
29.01 Improve writing techniques for business correspondence.

29.02 Gain tools that build essential professional language skills.

30.0 DEMONSTRATE KNOWLEDGE OF BASIC FUNCTIONS OF BANKING INSTITUTIONS—The student will be able to:

30.01 Name the three basic functions of a financial institution.

30.02 Explain the most important function of the three and why they are    co-dependent.

30.03 Discuss which departments and employees are responsible for the different functions.

31.0 Operate computers and other equipment appropriate to customer relationship management--The student will be able to:
31.01 Obtain and transmit credit information.

31.02 Obtain information, schedule, place orders, and route using phone, fax, computer, cash register, and other communications and calculating devices.

31.03 Demonstrate merchandising and operations data entry procedures such as prices, sales, inventory changes, costs, and reductions.

32.0 Use Web browsers to access Internet services--The student will be able to:

32.01
Explain how to connect to the Internet.

32.02
Send electronic messages.

32.03
Explain communication issues specific to e-mail.

32.04
Set up an e-mail account.

32.05
Participate in an e-mail discussion group.

32.06
Explain and use proper Usenet etiquette.

32.07
Use a Web browser to navigate the Web.

32.08
Explain the guidelines for evaluating information needs before beginning a search.

32.09
Explain issues associated with pornography, free speech,   censorship, filtering, and copyright on the Web.

32.10
Describe how to critically evaluate information content.

32.11
Use bookmarks to create a bibliography.

33.0 Demonstrate proficiency in microcomputer operating systems and software--  The student will be able to:
33.01 Describe the historical development of computer operating systems. 

33.02 Describe the major hardware and related software of microcomputers. 

33.03 Describe various disk formats. 

33.04 Describe the various operating systems, including: Windows, Unix, Novell, etc. 

33.05 Use various software applications.

33.06 Demonstrate knowledge of data processing concepts. 

33.07 Identify the major programming languages used in business data processing. 

33.08 Locate requested information on a computer printout.

33.09 Locate errors on a computer printout. 

33.010 Use appropriate software.

34.0 DEMONSTRATE BASIC SKILLS FOR PERFORMING LOAN PROCESSING FUNCTIONS OF ENTRY LEVEL POSITIONS IN FINANCIAL INSTITUTIONS--The student will be able to:
34.01 Identify and process documentation required on different types of loans.

34.02 Demonstrate how to properly complete a credit application and a financial statement.

34.03 Explain how to establish credit and the importance of having a good credit rating.

34.04 Demonstrate the types of interest and how they are computed.

34.05 Explain the importance of the lending function.

35.0 DEMONSTRATE PROFICIENCY IN BUSINESS LAW--The student will be able to:
35.01
Understand federal and state regulations and examination of financial institutions.

36.0 PLAN THE MARKETING STRATEGY AND PROMOTE THE BUSINESS--The student will be able to:

36.01
Create a promotional plan.

36.02
Describe the techniques for sales and promotion.

36.03
Analyze competitive promotional activities.

36.04
Evaluate promotional effectiveness.

36.05
Explain the use of goods classification and life cycle analyses   as planning tools for marketing.

36.06
Develop and modify marketing mixes for a business.

36.07
Identify target markets.

36.08
Evaluate marketing activities.

36.09
Demonstrate knowledge of push/pull strategies.

36.10 Demonstrate knowledge of direct marketing, including e-   Business.

36.11
Demonstrate knowledge of advertising media and the advantages and disadvantages of each.

36.12
Discuss the role of public relations in the marketing mix.

37.0 Identify the organization and function of the retail industry--The student will be able to:

37.01
Analyze the organizational structure of the retail industry.

37.02
Analyze the trends in the retail industry.

38.0 Demonstrate knowledge of small business management functions--The  student will be able to:

38.01 Demonstrate an understanding of principles of small business management concerning business entities, planning, and ethics.

38.02 Demonstrate an understanding of the principles and systems of accounting in a small business.

38.03 Demonstrate an understanding of the principles of budgeting and break-even analysis as they apply to the financial management of the small business.

38.04 Demonstrate an understanding of principles of financing and cash management in the small business.

38.05 Demonstrate an understanding of the fundamentals of advertising    and marketing products and services in the small business.

38.06 Demonstrate an understanding of the purchasing and management of needed inventories, materials, supplies, services, and equipment of the right quality, in the proper quantity, for reasonable prices, at the appropriate time, from the right vendor or supplier.

38.07 Demonstrate an understanding of trends in business communications and electronic technology.

38.08 Demonstrate an understanding of basic management functions of leadership, organizing, staffing, and motivating the small business work team.

38.09 Demonstrate an understanding of the decision-making, evaluation, importance and mechanics of writing a business plan.

38.010 Demonstrate an understanding of the components of monitoring costs, job order cost cycle, purchasing materials, inventory, and payroll in job order cost accounting.

38.011 Evaluate the advantages and disadvantages of the three major forms of business ownership (sole proprietorship, partnership, and corporation).

38.012 Understand the issues of family or home-based businesses.

38.013 Demonstrate an understanding of e-Business.

39.0 Demonstrate an understanding of commercial lending--The student will be able to:

39.01 Understand the business lending environment.

39.02 Demonstrate an understanding of the commercial client.

40.0 Demonstrate knowledge of statement analysis--The student will be able to:

40.01 Demonstrate an understanding of the balance sheet spreadsheet.

40.02 Understand the details of the income statement and statement of cash flows.

40.03 Demonstrate knowledge of financial ratios.

41.0 Demonstrate proficiency in money and banking--The student will be able to:

41.01 Compare banks and thrifts

41.02 Demonstrate knowledge of commercial banking
41.03 Explain current trends in financial services deregulation and diversified financial services.
41.04 Differentiate among corporation and other forms of business.
41.05 Understand the details of a corporate charter and bylaws.
41.06 Comprehend the financial details of means of acquiring capital and subsequent equity and debt functions.
41.07 Exhibit knowledge of securities markets and SEC regulations.
41.08 Demonstrate knowledge about business failure, reorganization, dissolutions, and liquidation.
41.09 Explain the purpose of statement analysis.
042.0 Apply the concepts for residential mortgage lending--The student will be able to:

42.01 Understand the residential mortgage lending industry and function from the perspective of the commercial banker.

42.02 Understand and use basic banking terminology.

42.03 Understand the effect of inflation on mortgage lending.

043.0 Demonstrate an understanding of the principles of real estate finance--The student will be able to:

43.01 Understand basic knowledge of the real estate business.
43.02 Demonstrate an understanding of the real estate contracts.

43.03 Demonstrate the ability to calculate payments and loans. 
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