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Described below are current business course offerings
Word Processing 

This course enables students to develop personal keyboarding and composition skills useful in preparing business correspondence such as memorandums, business letters, outlines, reports, meeting agendas, minutes of meetings and research papers.  The keyboarding aspect of this course focuses intently on students’ ability to keyboard utilizing proper finger reaches, technique and posture.  The overall goal of this course is to provide students with keyboarding and computer skills that will serve them throughout their school years, in their personal lives and ultimately in their careers.  
MS Office XP

This hands-on course introduces students to the use of computers in daily work or school activities.  Students will use IBM compatible computers and will learn software programs including Microsoft Word, Excel, Access, and PowerPoint.  Various word processing applications such as newsletters, flyers, and multiple-page documents are emphasized.  Spreadsheet and database techniques are used to help the student organize and keep records involving math formulas.  Students will learn how to develop databases in Access to organize data.  Students will also learn PowerPoint and the proper way to develop a presentation for an audience.  Other software programs will be introduced if time permits.  This course is offered for college credit through NCCC.  This course satisfies the computer course requirement for graduation.

Web Design
This course will introduce students to web design.  This course is also designed to have students develop a general understanding of web design utilizing Hyper Text Markup Language (HTML).  Students will also learn to create professional documents in Microsoft Publisher (flyers, brochures, business cards, newsletters, catalogs), time permitting.  Document formatting including page layout/design and artwork will also be covered in this course.  
Accounting

This course is designed to introduce students to the basics of accounting.  Students will be introduced to the procedures and systems used to record transactions relating to a sole proprietorship and a merchandising business operating as a partnership.  The general goals of the course are as follows:  Introduce the Basic Accounting Cycle for a business operating as a sole proprietorship; Introduce the Accounting Cycle for a Merchandising Corporation; and Introduce Accounting for a Payroll System.
Advanced Accounting 

This course builds on Accounting I and is designed to develop entry-level proficiency in the accounting field.  Content includes partnership and corporate accounting, notes payable and notes receivable, depreciation, inventory management and the accruals.
Business Marketing 

This is a newly designed course that will incorporate basic marketing concepts in the following industries:  Sports and Entertainment, Hospitality & Tourism, Music, and Fashion.  Students will explore the many facets of each of these industries allowing them to gain a general understanding of each.

Personal/Business Law

This exciting course is organized to create an understanding of our legal system and how to show respect for the law and those responsible for enforcing the law.  It is designed to develop awareness on one’s legal rights, and obligations in personal, consumer and business situations.
Career Exploration Internship Program (CEIP)
CEIP is the only internship program approved by both NYS Education Department and NYS Department of Labor.  This course requires students to complete a 54 hour on-site internship experience (non-paid) under the supervision of a mentor in addition to classroom instruction provided by the school’s internship coordinator.  Internships are available to students age 16 and above with a strong interest in exploring a particular career field.  Once accepted, the internship coordinator identifies potential internship sites in the student’s occupational area and makes a selection.  Students will also produce an Employability Portfolio and upon adequate completion receive an Employability Certificate.  This course is taught by a certified internship coordinator.  

Personal Finance & Investment

Stresses the individual’s roles and financial responsibilities as student, citizen, family member, consumer and employee.  Topics include money management, tax preparation, savings techniques and credit.  Coverage of current research, laws, technology and investment strategies including the buying and selling of stocks and bonds are also essential topics.

Career and Financial Management

This course stresses the effective management of personal, time and financial resources in our student’s futures.  Career planning and job searches are integrated with developing the skills employers want.  Topics include interview techniques for college and career, writing a strong resume and college/employment application preparation.  Students will learn how to develop financial responsibility and preparation for their future.  Personal budgets, checking and savings accounts, other banking and credit are enhanced by the use of personal computers.   

International Business
(Academy of International Business & Finance Course)

International Business is the foundations course for all AIBF members.  Students will learn about the world’s marketplaces, cultural influences, legal and political forces, and ethics and social responsibilities of American businesses operating in a global environment.  Some of the topics covered include:  importing & exporting, national trade policies, international marketing, and human resources management.  Guest speakers and field trips to local businesses involved in international business and trade will also be a part of this course.


