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Program Name Business Operations Support and Assistant Services 

Program CIP Code 52.0400.00 

Program Description and 
Coherent Sequence 

The Business Operations Support and Assistant Services 
instructional program is designed to provide administrative 
support to Managers and Executives within small, medium and 
large organizations/businesses. Duties would include scheduling 
meetings, answering phones, managing databases, 
disseminating information (through email and internal memos), 
creating spreadsheets, generating reports, ordering equipment 
and working with clients or customers. In addition you must have 
extensive knowledge of computer software including word 
processing, desktop publishing, report generation, project 
management and other such relevant applications. The MOS 
Bundle including Access, Excel, PowerPoint and Word are 
Certifications that can be obtained through Business Operations 
Support and Assistant Services. The program is designed and 
delivered as a coherent sequence of school-based and work-
based supervised learning. Students learn leadership skills and 
develop their leadership abilities through participation in the 
state-recognized Career and Technical Student Organization, 
FBLA (Future Business Leaders of America).   
 
The following describes the recommended sequence of courses 
developed from industry-validated skills necessary for initial 
employment continued or continued related education. All 
Career Preparation state-designated Business Operations 
Support and Assistant Service standards are addressed in the 
instructional sequence. 
 
Introduction to Business Operations Support and Assistant 
Services:  This course is recommended for students who have 
an interest in Administration and Information Support to learn 
how to utilize technology to perform and coordinate the 
administrative activities of an office and to ensure that 
information is collected and disseminated to staff and clients 
effectively and efficiently. 
 
Advanced Business Operations Support and Assistant 
Services:  Students enrolled in this course will develop 
advanced knowledge and skills in desktop publishing, office 
procedures, transcription, public relations, records management 
and customer service while integrating the skills attained in the 
Introduction to Business Operations Support and Assistant 
Services course. 
 
Work-based Learning: Students have the opportunity to 
participate in either a Business Operations Support and 
Assistant Services Cooperative Education experience or an 
Internship. 
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Industry Validated Standards http://www.azed.gov/career-technical-
education/files/2011/11/technical-standards-business-
operations-support-and-assistant-services-52040000.pdf  

Specialized Equipment Hardware: (One for each student) 
PC Processor: i3-i5 
Memory: 4 GB Ram 
Hard Drive: 500 GB-1TB 
Monitor: 19” 
Apple Processor: i5 
Memory: 4 GB Ram 
Hard Drive: 500 GB-1TB 
Monitor: 21.5” 
Software: (One for each computer) 
PC Operating System: Windows 7 or 10 
Programs: MS Office 2010 or 2013 
Apple Operating System: 
Mac OS X Mountain Lion or 
Yosemite 
Programs: MS Office 2010 or 2013 
Computer Peripherals: Mouse (One for each computer) 
Items: Multi-Function Laser (One for each classroom) 
Color Inject Printer (One for every 10 computers) 
LCD Projector (One per classroom) 
Television (One per classroom) 
DVD Player (One per classroom 
Telephone with electronic voicemail system (One per classroom) 
Storage cabinet (large lockable) (One per classroom) 
File Cabinet (5 Drawer and lockable) (One per classroom) 
Whiteboard or Smartboard (One per classroom) 
Digital Camera (@ least 12 
Megapixels w/ HD Video) (One per classroom) 
Optional: Laminator (One per classroom) 
Postermaker or Large 
Format Printer (One per classroom) 
 
Consumables: 
http://www.azed.gov/career-technical-
education/files/2011/11/equipment-list-business-operations-and-
support-services-52040000.pdf  

Industry Recognized 
Certifications 

 Microsoft Office Specialist 
o Access 
o Excel 
o PowerPoint  
o Word 

 Arizona Western College 
o Occupational Certificate: Office Administration 
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CTE End-Of- Program (EOP) 
Technical Skill Assessment 
(TSA) Y/N 

Y 

Current EOP TSA Pass Score 60% 

Participation in JTED Program 
Qualifies Students for These 
Employment Opportunities 

Administrative Assistant 
Office Coordinator  
Secretary  
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SB1525 JTED Course and Program Requirements 
 

Requires students obtain 
passing score of 60% on 
assessment  
15-391(3)(b) Page 1/20-24 &  
15-391(5)(b) Page 2/1-6 

Yes, MOS Certification in Access, Excel, PowerPoint and 
Word 

Not a Course Required under  
Minimum Course of Study 
including Honors 15-391(3)(d) 
Page 1/27-29 

No 

Majority of Instructional Time in 
Lab / Field / Work Based 
Learning Environment 15-
391(3)(e) Page 1/30-32 and  
 
Requires CTSO Participation  
15-391(5)(d) Page 2/10-13  

Yes, project-based learning and Cooperative 
Education/Internship for WBL are key components to this 
program.   
 
 
FBLA is the CTSO for this program.  

Demonstrated Need for Extra 
Funding for a course 15-391(3)(f) 
Page 1/33-34 

Yes, they need to purchase equipment and software which 
needs to remain up-to-date and current and they need to 
purchase instructional materials and resources. 
 Computer for every student 
 Office 2010 or above  

o Can’t be more than 1 version behind industry 
standard 

 Photocopier 
 Multi-function laser 
 Inkjet Printers 

Specialized Equipment Exceeds 
Cost of Standard Course  
15-391(3)(g) Page 1/35-36 and  
15-391(5)(c) Page 2/7-9 

 Computer for every student 
 Office 2010 or above  

o Can’t be more than 1 version behind industry 
standard 

 Photocopier 
 Multi -function laser 
 Inkjet Printers 

Alignment through Curriculum, 
Instructional Model and Courses 
Sequence 15-391(5)(e) Page 2/15-
18 

Yes, the course sequence for Business Operations Support 
and Assistant Services consists of 2 Carnegie Units of 
Instruction. 

Defined Pathway to Career and 
Postsecondary Ed in Specific 
Vocation or Industry 15-391(5)(f) 
Page 2/19-21 

Yes, the students can attain the MOS Access, Excel, 
PowerPoint and Word Certifications which are all pathways 
to employment. There are also postsecondary opportunities 
for Certificates, AA and BS degrees.    
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Fills High Need Vocation or 
Industry as Determined by 
CTE/ADE  15-391(5)(j) Page 2/30-
31 

Yes, the Business Operations Support and Assistant 
Services program is ranked 64th on the 2017 CTE Program 
List. Ranking is based on “high demand, high wage and high 
skill” occupations as determined by the AZ Office of 
Employment and Population Statistics. In addition, Arizona 
Industry Employment Projects for 2012-2022 projects that 
Professional and Business Services will have an increase 
33.4% over the 10 year period. The Administrative sector 
has one of the largest projected job gains over the projection 
period mainly by Employment Services.  

Requires a Single or Stackable 
Credential or a Skill that allows a 
student to obtain work 15-
391(5)(k) Page 2/32-35 

 Skilled in Microsoft Access, Excel, PowerPoint and Word 
 Practiced in scheduling and planning meetings and 

travel.  
 Trained in Customer Service and telephone/email  

etiquette  

Leads to certification or 
licensure verified by that 
vocation or industry that 
qualifies student for employment 
which the student would not 
otherwise qualify.   
15-391(5)(l) Page 2/36-39 

MOS Certification in Access, Excel, PowerPoint and Word 
 
 Microsoft Office Specialist 

o Access 
o Excel 
o PowerPoint  
o Word  

 Arizona Western College 
o Occupational Certificate: Office Administration 

 

If no certification or licensure is 
accepted by vocation or industry, 
completion of program must 
qualify student for employment 
for which student would not 
otherwise qualify without 
completing JTED program.  
15-391(5)(l) Page 2/39-43 

N/A  

Requires instruction and 
instructional materials 
substantially different from and 
exceed scope of standard 
instruction and include skills, 
competencies and knowledge to 
be successful in JTED program 
vocation or industry. 15-
391(5)(m) Page 2/44-45 and 3/1-3 

Yes, supplemental resources such as LAPs through MBA 
Research and Curriculum Center and supplemental 
textbooks. 
 Computer for every student 
 Office 2010 or above  

o Can’t be more than one version behind industry 
standard 

 Photocopier 
 Multi-function laser 
 Inkjet Printers 
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Industry provided financial or 
technical support. 15-391(5)(n)  
Page 3/4-8 

ABMEAC  
Business & Industry sit on Local Advisory Boards  
Business & Industry provide WBL opportunities  
Business & Industry serve as judges for FBLA 
Business & Industry are Guest Speakers in BOSAS 
Classrooms 

Demonstrated need for extra 
funding in order to provide JTED 
program 15-391(5)(o) Page 3/9-11 

Yes; Equipment, supplemental resources and supplemental 
textbooks. 
 Computer for every student 
 Office 2010 or above  

o Can’t be more than 1 version behind industry 
standard 

 Photocopier 
 Multi-function laser 
 Inkjet Printers 

 

Eligibility Yes No 
JTED The Business Operations Support and Assistant Services 

program meets the requirements for JTED compliance and 
eligibility  

x  

CTE Federal 
Perkins and 
State Priority 

The Business Operations Support and Assistant Services 
program meets the requirements for Perkins and is eligible to 
generate CTE State Priority funding. 

x  

 

 
 


