

Business and Retail





This career path cluster offers an opportunity to perform clerical tasks, and some administrative duties. This job cluster includes skills in filing, word processing, spreadsheets, management, and techniques needed in global business.





ENTRY LEVEL


Receptionist


Word Processor


Payroll Clerk


Dispatcher


Computer Operator


Billing/Office Clerk











TECHNICAL LEVEL


Audiovisual Manager    


 Court Reporter


Graphics Manager          


Legal/Medical Secretary


Paralegal





PROFESSIONAL LEVEL


Business Manager


Personnel Director


Corporate Trainer


Director of Admin. Services


Business Teacher


Business Consultant 


Records Management Director


Underwriter 


Executive Vice President/ President





EMPLOYMENT OUTLOOK: Employment of administrative services is expected to grow about as fast as for all occupations through the year 2005.














Clubs/Activities: ASB representative/officer, Leadership Team, Teacher/ Office Aide


                              


Community Service: Volunteer work for a political campaign, volunteer work in public/ sector office, 


                                    Volunteer clerical services for senior citizens





Senior Project: Start own business, develop a career plan for a specific professional program, work for a political campaign, work with city government on specific projects that benefit the community, volunteer in the community





Recommended Electives





Spanish


ASB


Computer Programming


Business


Keyboarding


Word Processing


ROP Office 


Business English


Business Administration


Accounting 1,2





High School Diploma





Salary:


$12,000-24,000





AA Degree





Salary:


$20,000-32,000





Bachelor’s Degree





Salary:


 $39,000-80,000








