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Mission:  The Division of Adult Education, a community-focused organization, promotes and facilitates life-long learning for adults to meet the challenges of the 21st century.

Student Learning Outcomes

· Students will establish personal, academic and/or workforce goals and demonstrate progress toward them

· Students will solve problems

· Students will communicate clearly and collaborate with others

· Students will use resources, including technology, to research, organize and communicate information
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KEYBOARDING-BEGINNING & INTERMEDIATE
Basic Course Information

	Course Title:
	Keyboarding - Beginning & Intermediate

	CTE Industry Sector:
	Information Technology Industry

	Career Pathway:
	Information Support & Services


	Course Level:
	X
	Introductory
	
	Concentration
	
	Capstone


	Course Number:
	2651

	CBEDS Title:
	Business Technology

	CBEDS Number:
	4623


	Course Hours:
	80 hours 

	Prerequisites:
	None

	Evaluation:
	1. Satisfactory completion of required assignments.

2. Satisfactory completion of a minimum of two five-minute timed writings on straight copy with five errors or less. 

	Conditions for Repetition:
	Students who have failed to meet the objectives because of insufficient attendance or inability to master content may repeat the course. 

	Articulation Information:
	Southwest College
Keyboarding I BUS 70

Keyboarding II BUS 71

	Articulation Credit:
	1 credit Keyboarding I
1 credit Keyboarding II

	High School elective Credit:
	These courses are offered on a Credit/Non-Credit basis.  Upon successful completion of course objectives, one unit of high school elective credit may be earned for each course.

	Advisory Committee Meetings:
	


Course Description

	Keyboarding - Beginning & Intermediate are adult vocational courses in which students gain competency in the touch method of keyboarding including the use of the ten-key pad.  Courses include instruction in the use of the computer, effective use of tools for production, handling software, and common formats for letters, reports, and manuscripts.

Keyboarding - Beginning & Intermediate will enable students to meet minimum standards for entry-level employment as a clerk typist.


Instructional Strategies

	Teacher lecture and demonstration…………………………………………………………………….10%

Teacher supervision of student practice………………………………………………………………..70%

Timed testing …………………………………………………………………………………………..20%


Instructional Materials

	Textbooks: Information not available


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	Intro to Computer Concepts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	120

	Keyboarding
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	80

	Computer Applications – MS Word 2010
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	300

	Computer Applications – MS Excel  2010
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	180

	Computer Applications – MS Access 2010
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	180

	Computer Applications – MS PowerPoint 2010
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	180

	· Student can choose from the following groups:

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	


Occupations for Identified Pathway

	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· Customer Service Specialist
· Information and Records Clerk
· Executive Administrative Assistant

· Information Systems Specialist *
	· Computer & Information Systems Manager *

· Administrative Services Manager *


Course Goals

	1. Gain an introduction to the background of the Information Technology Industry as well as the qualifications of successful clerk typists.

	2. Learn to /keyboard by the touch method on a computer.

	3. Demonstrate the ability to boot up a computer, use different types of media storage, and handle software.

	4.Learn the importance of following instructions and attending to details

	5. Proof read accurately and corrects errors neatly.

	6. Understand and appreciate the role of the typist in an office and the attitudes and skills required for success in the business environment.

	7.Earn a certificate of proficiency

	8. Learn how to develop a career plan and complete documentation such as a job application resume, and cover letter.

	9. Learn work based expectations and the day-to-day aspects of running a business.


Instructional Module/Unit

	Unit 1
	Introduction
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students gain an introduction to the course and learn class expectations.  They are introduced to the common traits exhibited by people successfully working in this field, personal qualifications, interests, aptitudes, and knowledge of skills necessary to succeed this career pathway. Students examine the historical and economic background of this field as well as current opportunities available.  In addition students will examine the personal, professional, and educational requirements needed to meet their goals.  

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1 Identify the personal qualifications, interests, aptitudes, knowledge and    skills of successful clerk typist.

	2. Demonstrate an understanding of personal, professional, and educational requirements of this career field


	Unit 2
	Keyboard by Touch Method
	Class Hrs.
	10
	Lab Hrs.
	20



Description:

	Students will be instructed on the proper way to keyboard on the computer. This instruction will include the numeric keyboard as well.

	Unit 2 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate correct keyboarding techniques in the stroking and touch control rhythm including the use of the ten-key pad.

	

	Unit 3
	Basic Computer Literacy
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students will gain knowledge of the computer and learn how to use the computer software in the keyboarding unit. They will be instructed on the different types of media storage and will practice using different computer software.

	Unit 3 Competency:  Upon Completion of this unit, the student is able to:

	1. Turn on the computer, boot up the program, and use the Microtype and Micropace programs accurately.

	2. Know basic functions of word processing software.

	1. 3. Use word processing software to design and produce professional, quality documents.

	4. Understand the types of media storage, utilization of the appropriate file format, and how to convert data between media and file formats.


	Unit 4
	Production Work
	Class Hrs.
	5
	Lab Hrs.
	5



Description

	Students will be taught how to use basic Microsoft Word on production assignments. Emphasis will be put on the importance of following directions and paying attention to detail. 

	Unit 4 Competency: Upon Completion of this unit, the student is able to:

	1. Attend to details and consider all instructions on production work.

	
	
	
	
	
	

	Unit 5
	Proofreading Skills
	Class Hrs.
	2
	Lab Hrs.
	



Description

	Students will be instructed on how to proof read documents, how to detect errors, and then how to make corrections.  

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1. Detect and correct typographic content and format errors and evaluate work in terms of quality and quantity produced.

	
	
	
	
	
	

	Unit 6
	Office Skills
	Class Hrs.
	2
	Lab Hrs.
	



Description

	Students will be instructed on the role of a typist in an office environment. They will also learn skills and appropriate attitudes required for this role.  Students will practice in classroom environment. 

	Unit 6 Competency: Upon Completion of this unit, the student is able to:

	1. Describe and understand the role and responsibilities of a typist in a business office.


	Unit 7
	Course Completion
	Class Hrs.
	1
	Lab Hrs.
	7



Description

	Students will practice their keyboarding until they are able to type 25 wpm on a five-minute test.  The will earn a proficiency certificate once reaching this goal.

	Unit 7 Competency: Upon Completion of this unit, the student is able to:

	1.Given straight copy text, type two five-minute timed writings at a minimum of 25 wpm with no more than five errors for Keyboarding - Beginning & Intermediate

	2. Type straight copy in accordance with the “International Typing Contest Rules.”

	

	Unit 8
	Job Career Planning
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students create a sample cover letter, personal resume, completed job application, thank you letter, and list of personal references.  They develop their personal career portfolio that contains documents for getting a job as well as a career plan and selected work samples.  Students practice appropriate interviewing techniques.

	Unit 8 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to write a cover letter.

	2. Demonstrate the ability to complete a job application.

	3. Demonstrate the ability to write a resume.

	4. Demonstrate successful job interview skills.

	5. Successfully assemble a personal career portfolio.


	Unit 9
	Work-Based Learning Experiences
	Class Hrs.
	2
	Lab Hrs.
	



Description

	Students will be taught the work based expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.  Students will engage in discussions with the instructor regarding workplace experiences and the day-to-day aspects of running a small business.

	Unit 9 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to work successfully in the information technology industry.

	2. Demonstrate the ability to “go to work” with a proper attitude towards the work place expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.


	Totals
	Theory Hrs.
	28
	Lab Hrs.
	32
	Total Hrs.
	60


APPENDIX A:

MATRIX FOR ALL ASPECTS OF THE INDUSTRY

All Aspects of the Industry is a key element of the Carl D. Perkins Vocational and Applied Technology Education Act and the School-to Work Opportunities Act.  Both acts emphasize giving students a comprehensive perspective and range of skills across an industry.  The Perkins Act requires programs to “provide students with strong experience in and understanding of all aspects of the industry students are preparing to enter”.  The Act identifies eight aspects in particular, which are common to any business or industry. Programs receiving Perkins funds are required to include the teaching of these concepts to provide students with the skills necessary to be successful in their employment.
STRATEGIES

Below is a matrix showing the components of “All Aspects of the Industry for the name of Course.”  A list of strategies is provided for each component.
	ASPECTS
	SEQUENCE OF COURSES 

	
	Course 1:  Keyboarding


	Planning
	Setting goals and objectives so students can plan future assignments

	Management
	Lead students through management of class goals and objectives to completion of assignments.
. 

	Finance
	N/A

	Technical &

Production Skills
	Students learn basic keyboarding skills through computer software programs.

	Underlying Principles

Of Technology
	Students upgrade their basic skills

	Labor Issues
	Students are certified to apply for entry-level jobs.

	Community Issues
	Students become more skilled workers and productive community members

	Health, Safety, &

Environmental Issues
	Students follow safety rules in the classroom and apply them to their work environment


2
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