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Unit 1: Introduction to Self: Why is it necessary to understand how you interact with others and learn when choosing a career path?
Standards: 1.1.11 F, H; 1.6.11 A, D, F; 13.1.11 A; 13.3.11 A, B; BMIT.BMS.CE 1.1; BMIT.PCI 1.1
Vocabulary: Extroversion, Introversion, Sensing, Intuition, Thinking, Judging, Feeling, Perception, Personality Types, MBTI, Linguistic, Logical/Mathematical, Spatial, Bodily-Kinesthetic, Musical, Interpersonal, Intrapersonal, Naturalist, Multiple Intelligences, Myers Briggs Typology
1. Myers Briggs
a. Why is it important to understand your personality type?
b. How can an individual use their personality type to choose a career pathway?
c. How do employers use an individual’s personality type in the hiring process?
d. What was the initial purpose of the Myers Briggs personality type and how was it developed?
2. Multiple Intelligences
a. Why is it important to understand how you learn?
b. How can educators use information regarding how their students learn?
c. Why are you more successful at learning in certain subjects vs. other subject areas?
d. How can an individual improve their non-dominate intelligence?

Unit 2: Communication: How do communication skills aid our personal development and allow us to build personal leadership skills?
Standards: 1.1.11 F, H; 1.4.11 E; 1.6.11 A, D, F; 13.1.11 D; 13.2.11 A, B, C, D; 13.3.11 A; BMIT.DCT 3.1; BMIT.BM 4.2
Vocabulary: Verbal Communication, Nonverbal Communication, Written Communication, Listening, Giving Feedback, Receiving Feedback, Interviewing Skills, Eye Contact, Developmental Style, Controlling Style, Accommodating Style, Negotiating Style, Defensive Style, Resume, Cover letters, References, Active Listener, Marginal Listener, Non Listener, Evaluative Listener
1. Communication Styles
a. When is it appropriate to use the various styles of communication?
b. Why is it essential to evaluate the communication style that you are using during a conversation?
c. How can a variation in your communication style alter the progress of a conversation?
2. Verbal Communication
a. How can verbal communication be used to effectively communicate with other individuals?
b. How can various language barriers effect communication?
c. Why is it essential to communicate through verbal communication?
3. Non – Verbal Communication
a. How does non – verbal communication affect a conversation?
b. How can you communicate more effectively with others using non – verbal communication?
c. How can incorrect non – verbal communication cues alter the tone of a conversation?
4. Listening Skills
a. How do we know when someone is listening to us?
b. How can an individual become a more active listener?
c. How do ineffective listening skills cause a decrease in productivity on the job site? 
5. Giving/Receiving Feedback
a. How can feedback be provided to ensure positive results?
b. How can one use negative feedback to enhance their performance?
c. Why is it important to provide feedback frequently? 
6. Interviewing
a. How are communication skills used to make a positive impression when interviewing for a job or college admission?
b. How is a persuasive essay organized to support a position with logical reasoning, credible evidence, and attention to opposing arguments?
c. How is one expected to dress and act when participating in a professional interview?
7. Writing Skills
a. How is revision used to ensure effective language choices and strong support for arguments?
b. How can one use a resume to set them apart from other applicants and make a good first impression?
c. How can persuasive rhetoric be used to write a business letter to someone to influence related to an issue of importance?

Unit 3: Soft Skills: Why is it vital to use incorporate soft skills in our daily lives and work ethic?
Standards: 1.11.11 F, H; 1.5.11 C, G; 1.6.11 A, D, E; 13.1.11 C; 13.3.11 A; BMIT.BF 5.2; BMIT.PCI 3.1
Vocabulary: Technical Skills, Responsibility, Adaptability, Flexibility, Communication, Good Attitude, Desire To Learn, Work Ethic, Teamwork,	 Time Management, Organization, Positive Attitude, Problem Solving,  Self Confidence
1. Flexibility
a. How can one demonstrate flexibility in the workplace?
b. How is employer flexibility changing the traditional work day?
c. Why is it important that an employee remain flexible when working with colleagues?
2. Responsibility
a. How can an employee’s responsible behavior avoid safety hazards?
b. What are an employee and employers responsibilities if an injury occurs on the job site?
c. Why is it important to understand your rights at the workplace?
3. Adaptability
a. Why is it important to be able to adapt to the changing career world?
b. How does your inability to adapt affect your coworkers, employers, and yourself?
c. Why is it important to show your willingness to adapt during the interview process and thereafter?
4. Teamwork
a. How do groups and teams differ in their function?
b. Why are teams an essential part of the 21st Century work environment?
c. Why are soft skills necessary for each individual team member to possess to ensure a productive team atmosphere?
5. Leadership
a. How can one demonstrate their leadership skills on the job when not placed in a leadership role?
b. Why it is necessary to identify leadership opportunities within the workplace as well as opportunities to observe others in leadership roles?
c. How can one gain additional knowledge on being a leader on the job site?

Unit 4: The Big Picture: How do businesses function in the global market?
Standards: 1.1.11 F, H; 1.5.11 C; 1.6.11 A, D; 1.8.11 A, B, C; 13.3.11 A; BMIT.BF 1.1; BMIT.BM 6.1; BMIT.BM 9.1
Vocabulary: Mission Statement, Strengths, Weaknesses, Threats, Opportunities, SWOT, Company Functions, Employee Functions, Organizational Policies, Organizational Procedures, Organizational Change, Legal Responsibilities, Big Picture, Ethical Responsibilities, Advantages of Change, Disadvantages of Change
1. Mission Statement
a. How does a mission statement outline a company’s overall goal?
b. Why it is important to understand a company’s mission statement before inquiring about employment?
c. How does a mission statement evolve to keep the organization, employees and investors growing within the identified business field? 
2. Company Function
a. How do the various business functions work together to create a seamless operation?
b. How can external business functions hinder the productivity of internal business functions?
c. Why is it crucial for a business to understand their function within the global market place?
3. Employee’s Function
a. Why is it vital that every employee understand their role with a business?
b. How can an individual employee’s function be determined or identified?
c. Why is it important for the employee and employer to discuss the employees function frequently?
d. Compare and contrast the company’s function with the function of employees.
4. Organizational Policies and Procedures
a. Compare and contrast organizational policies and procedures?
b. Why is it necessary for companies to have their policies and procedures clearly defined for employees?
c. Why is it necessary to have procedures in place?
d. How are policies and procedures used to hold employees accountable and responsible within their job task?
5. Organizational Change
a. How does organizational change alter the operations of a business?
b. Compare and contrast internally imposed change with externally imposed change and the effects on an organization.
c. Why is organizational change an advantage to some business operations and a disadvantage to others?
6. Legal Responsibilities
a. What legal responsibilities does a company have to their employees?
b. How can a company protect themselves legally?
c. Why is it important for companies and employees to understand their legal rights in work-related incidents? 
Unit 5: Health/Safety: Why is it important to understand precautions and others to ensure job safety?
Standards: 1.1.11 F, H; 1.5.11 G; 1.6.11 A, D, F; 13.2.11 E; 13.3.11 A, C; BMIT.BM 4.5
Vocabulary: Leadership, Teamwork, Problem Solving, Critical Thinking, Ethics, Team Development, Characteristics of Teams, COGs Ladder, Tuckman Model, Forming, Storming, Norming, Performing, Polite, Esprit, Why Are We Here, Bid For Power, Constructive, Sexual Harassment, Violence, Diversity, Workplace Wellness, OSHA, Child Labor Laws, Healthcare, Insurance, Safety, Ethics, Demographics, Ergonomics
1. Sexual Harassment
a. How can sexual harassment alter the emotion of a work environment?
b. What are your rights and responsibilities if you feel you have been sexually harassed?
c. How can an employer take steps to avoid sexual harassment in the workplace? 
2. Violence
a. How does violence in the workplace impact the entire business community?
b. What steps can employees take to ensure that violence involving outside individuals does not happen on the worksite?
c. What have organizations like OSHA done to attempt to ensure a safe working environment for all?
d. How can employees work with the employer to develop a safer work environment for all?
3. Diversity
a. Why is it essential to understand the diverse needs of your fellow co-workers?
b. How can ignorance to other cultures affect the work environment?
c. How can an employer take steps to ensure a diverse and knowledgeable work force?
4. Wellness
a. How have workplaces taken steps to improve wellness amongst their employees?
b. How do wellness programs affect the moral at the workplace?
c. Why are employers concerned with the physical and mental health of their employees?

Unit 6: Meeting Skills: How will understanding inner business communication methods contribute to an employees’ success?
Standards:  1.1.11 F, H; 1.6.11 A, D; 13.3.11 A; BMIT.DCT 6.2; BMIT.DCT 7.1; BMIT.BM 4.7; BMIT.HTT 4.1
Vocabulary: Agendas, Itineraries, Meetings, Memos, Memorandums, Skills, Communication, Etiquette, Video Conferencing, Global Interactions, Networking
1. Agendas
a. Why is it necessary to identify the type of meeting that is being conducted before creating an agenda?
b. How can an agenda be used to ensure that meeting objectives are being reached?
c. How are agendas used to communicate with individuals who are not present at a meeting?
2. Itineraries
a. Why is it crucial to follow an itinerary during a business trip?  
b.  How are itineraries used to develop and encourage soft skills?
c. Compare and contrast an itinerary to an agenda.
3. Video Conferencing
a. How are employers using video conferencing to save time and money within the organization?
b. Why is it important to continue to conduct yourself in a professional manner even when using video conferencing or teleconferencing?
c. How can employees and employers use video conferencing to show flexibility and adaptability in the workplace?
d. How can video conferencing improve teamwork techniques?



