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File Clerk-Record Keeping
Basic Course Information

	Course Title:
	File Clerk – Record Keeping

	CTE Industry Sector:
	Finance and Business

	Career Pathway:
	Business Management


	Course Level:
	X
	Introductory
	x
	Concentration
	
	Capstone


	Course Number:
	2656

	CBEDS Title:
	Business Technology

	CBEDS Number:
	4623


	Course Hours:
	Approximately 80 hours or until all competencies are achieved.

	Prerequisites:
	None

	Evaluation:
	1. Satisfactory completion of all written assignments as evaluated by the instructor.

2. Satisfactory completion of written objective examinations and practical tests on assigned materials.

3. Satisfactory participation and progress in classroom activities as evaluated by the instructor.

	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:
	

	Articulation Credit:
	

	High School elective Credit:
	This course is offered on a Credit/Non-Credit basis.  Upon successful completion of course objectives, participants may earn one (1) semester unit of high school elective credit.

	Advisory Committee Meetings:
	 


Course Description

	File Clerk – Record Keeping is a career technical education course in which students gain an understanding of filing rules for manual and computer sorting and records management.  Students learn how to set up a working filing system and how to use alphabetic, numeric, and subject systems in a well-organized manner.


Instructional Strategies

	1. Teacher lecture and demonstration
20%

2. Teacher supervision of student practice
60%

3. Testing and evaluation
20%


Instructional Materials

	Textbooks: Paperback: Alphabetic Indexing Rules: Application by Computer, 4th Edition


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)

	File Clerk Record Keeping
	x
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	60

	· 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)

	· Loan Specialist
· Customer Service Representative *

· Credit Analyst *
	· Appraiser *

· Bank Manager *

· Credit Manager *


Course Goals

	1. Gain an introduction to the background of the Business and Finance Industry as well as the qualifications of successful file clerks.

	2. Gain an understanding of filing rules and the proper use of these rules in different organizations.

	3. Gain an understanding of how to maintain and improve records control.

	4. Learn how to index, code, and process materials in accordance with definite rules and routines.

	5. Understand the necessity of and procedures for communicating and documenting
support provided and work effectively with diverse groups of people.

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

	7. 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 file clerk.

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


	Unit 2
	Basic Filing Rules
	Class Hrs.
	30
	Lab Hrs.
	



Description:

	Students will be taught the basic filing rules and apply them to individual filing exercises.

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

	1. Identify, describe, and explain basic filing methods and techniques.


	Unit 3
	Applying Filing Rules
	Class Hrs.
	10
	Lab Hrs.
	



Description

	Students will be taught filing rules to plan and to organize a filing system. 

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

	1. Plan and strictly follow records control routines.

	2. Direct filing and records control operations in a business situation.

	3. Transfer papers and charge-out to the proper borrower to ensure security and integrity of management systems.

	4. Organize all phases of records control.

	
	
	
	
	
	

	Unit 4
	Indexing and Coding
	Class Hrs.
	10
	Lab Hrs.
	



Description:

	Students will be taught how to index, code, and process materials in accordance with definite rules and routines.

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

	1. Index, code, and process materials applying rules and methods learned.

	

	
	
	
	
	
	

	Unit 5
	Team Work
	Class Hrs.
	2
	Lab Hrs.
	



Description

	Students will be instructed on the necessity of and procedures for communicating and documenting support provided.  They will also be taught how to work together professionally in an environment.

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

	1. Understand the necessity of and procedures for communicating and documenting support provided for an effective team environment.

	
	
	
	
	
	

	Unit 6
	Job Career Planning
	Class Hrs.
	4
	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 6 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 7
	Work-Based Learning Experience
	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 7 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to work successfully in the business and finance 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.
	60
	Lab Hrs.
	0
	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:

File Clerk – Record Keeping


	Planning
	

	Management
	Students manage information needed in an office environment.
. 

	Finance
	n/a

	Technical &

Production Skills
	Students solve problems with manual and computerized systems.  They employ basic communication skills such as writing, listening, speaking and reading.

	Underlying Principles

Of Technology
	Students learn basic skills and apply them to record management.

	Labor Issues
	Students adhere to classroom work schedule to obtain certification of skills.

	Community Issues
	Students become better skilled and more productive members of the community.

	Health, Safety, &

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