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I.
MAJOR CONCEPTS/CONTENT:  The purpose of this program is to prepare students for employment in occupations such as:  community service representative, customer service representative, documentation/billing clerk, distribution clerk, employee relations representative, sales/customer service representative, support services specialist, teller/sales and services representative, transaction coordinator, transaction reconciliation specialist, or other specialist positions in a variety of financial services banking business environments, (161.167-010) or to provide supple​mental training for persons previously or currently employed in management and supervisory occupations.

The Banking Specialist certificate program provides students with both general knowledge and specific competencies that establish a foundation for a successful financial services career. It is suitable for professionals who recently entered banking from other industries and management trainees who desire a broader understanding of the financial services industry. 

The content includes instruction to individuals in the areas of planning, organizing, directing and controlling in banking or a banking related 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

· Pre-assessment 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:

General (Core) Skills
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.
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09.0 Understand terminology unique to the banking industry
010.0 Utilize effective selling techniques in interactions with customers--

011.0 Utilize effective cross selling techniques and procedures for financial services
012.0 Demonstrate knowledge of the history, growth and structure of the banking industry
013.0 Demonstrate basic skills for performing functions of entry level positions in banking institutions
014.0 Demonstrate security procedures and detection of fraud
015.0 Demonstrate knowledge of accounting/budgeting operations
016.0 Manage customer interactions
017.0 Participate in learning
018.0 Utilize effective cross selling techniques and procedures for financial services
019.0 Demonstrate knowledge of the history, growth and structure of the financial industry
020.0 Understand terminology unique to the finance and credit industry
021.0 Demonstrate knowledge of principles of human resources
022.0 Demonstrate knowledge of essential human relations skills
023.0 Demonstrate knowledge and application of product and service technology
024.0 Demonstrate knowledge of basic marketing principles
025.0 Demonstrate knowledge of real estate
026.0 Demonstrate knowledge of major laws and regulations that relate to and affect banking
 The 12 Credit Technical Certificate title may be Banking Specialist.
Example 12 Credit Technical Certificate Titles:

Option 1:  Technical Certificate in Banking Specialist.
	Specialization 
	Alternative 12 Credit Technical Certificate (CCC) Title

	Banking**
	Banking Specialist**


**  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.

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.

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.

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.

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.
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.

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.

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.
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09.0
UNDERSTAND TERMINOLOGY UNIQUE TO THE BANKING INDUSTRY--The student will be able to:

09.01
Understand and use terminology as it applies to the finance and credit industry.

09.02
Know how to communicate with a customer in layman’s language.

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

010.01 Demonstrate ethics in dealing with customers.

010.02 Understand selling techniques with customers.

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

11.01
Identify opportunities for cross selling.

11.02
Demonstrate how to sell other financial services.

11.03
Demonstrate knowledge of all services offered by financial institutions.

11.04
Explain the importance and demonstrate the procedures of cross selling.

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

12.01
Demonstrate knowledge of the evolution of American banking institutions.

12.02
Identify major acts and important regulations resulting from the growth and changes in banking institutions.

12.03
Explain the similarities and differences in the banking institutions and other businesses that offer banking services.

12.04
Explain the effects of deregulation.

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

13.01
Demonstrate counting and strapping of coin and currency.

13.02
Demonstrate use of a teller machine.

13.03
Explain the types of endorsements and why they are important.

13.04
Explain basic teller functions--cashing checks, accepting straight deposits and split deposits, and handling of cash.

13.05
Demonstrate knowledge of balancing a cash drawer.

13.06
Know how to detect counterfeit currency and the procedure for reporting it.

13.07
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.

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

14.01
Demonstrate procedures bank employees would use during and after a robbery.

14.02
Demonstrate security procedures.

14.03
Explain the Currency Transaction Report (CTR).

14.04
Demonstrate security precautions and methods used to deter bank fraud.

15.0 DEMONSTRATE KNOWLEDGE OF ACCOUNTING/BUDGETING OPERATIONS--The student will be able to:
15.01
Demonstrate an understanding of profit vs. not-for-profit accounting.

15.02
Demonstrate an understanding of available and appropriate technology for accounting applications

15.03
Interpret and analyze income statement, owner’s equity statement, and cash flow statement.

15.04
Describe the principles related to pricing decisions.

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

16.01
Listen reflectively.

16.02
Review customer history.

16.03
Ask questions.

16.04
Collect information.

16.05
Assess the customer’s needs.

16.06
Research solutions.

16.07
Develop a plan of action.

16.08
Refer to appropriate authority (if needed).

16.09
Execute data capture.

16.10
Communicate actions.

16.11
Resolve customer issues.

16.12
Offer additional services.

16.13
Perform follow-up as needed.

17.0 Participate in Learning--The student will be able to:
17.01
Attend scheduled training.

17.02
Utilize available resources.

17.03
Review job critical information.

17.04
Seek feedback on performance.

17.05
Apply acquired skills.

18.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDURES FOR FINANCIAL SERVICES--The student will be able to:
18.01
Identify opportunities for cross selling.

18.02
Demonstrate how to sell other financial services.

18.03
Demonstrate knowledge of all services offered by financial institutions.

18.04
Explain the importance and demonstrate the procedures of cross selling.

19.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY, GROWTH AND STRUCTURE OF THE FINANCIAL INDUSTRY--The student will be able to:
19.01
Demonstrate knowledge of the evolution of American financial institutions.

19.02
Identify major acts and important regulations resulting from the growth and changes in financial institutions.

19.03
Explain the similarities and differences in the financial institutions and other businesses that offer financial services.

19.04
Explain the effects of deregulation.

20.0 UNDERSTAND TERMINOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY--The student will be able to:
20.01
Understand and use terminology as it applies to the finance and credit industry.

20.02
Know how to communicate with a customer without using confusing terminology.

21.0 Demonstrate knowledge of principles of human resources--The student will be able to:
21.01
Demonstrate knowledge of the functions of human resources.

21.02
Demonstrate knowledge of the employer’s relationship with the Human Resources Department.

21.03
Demonstrate knowledge of the business concepts used in Human Resources.

21.04
Demonstrate knowledge of recruitment of employees. 

21.05
Describe recruitment process.

21.06
Analyze job descriptions and position requirements.

21.07
Identify potential employees as candidates in reviewing applicant materials.

21.08
Demonstrate knowledge of interviewing skills.

21.09
Describe methods of orientation for new employees.

21.10
Describe methods to train new employees.

21.11
Describe process for hiring new employees.

21.12
Describe compensation and benefit plans.

21.13
Develop compensation and benefit plans.

21.14
Describe the legal issues associated with compensation and benefit plans.

21.15
Describe the functions of the administration of compensation and benefit plans.

21.16
Describe principles, concepts and legal considerations for realistic decision situations and confrontations between employees and management.

21.17
Demonstrative an understanding of employee benefits and services.

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

22.01
Discuss the importance of effective human relations skills in organizations.

22.02
Relate concepts including self-esteem, perception, values to job performance.

22.03
Identify and discuss various barriers to communication and specific ways to improve interpersonal and organizational communication.

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

23.01
Understand the importance of product safety.

23.02
Understand the importance of product and service technology.

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

24.01
Discuss the role of marketing in the free enterprise system.

24.02
Discuss the functions of marketing.

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

25.01
Describe a real estate market under the price system.

25.02
Explain the major sub markets of real estate.

25.03
Explain the principles of highest and best use of land.

25.04
List and explain at least three factors that influence demand in the real estate market.

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

26.01
Describe the interrelationships between regulatory agencies and the banks they regulate.

26.02
Explain the elements and differences of torts and crimes.

26.03
Describe the basic legal entities that transact business with banks.

26.04
List and explain the elements of a valid contract and the rights and responsibilities of various parties to a contract.

26.05
Discuss the basic laws affecting an individual’s rights in property.

26.06
Identify the basic bankruptcy laws and bankruptcy filings permissible.
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