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PUBLIC 65
INSTRUCTION



Wisconsin Business Management and

Administration Cooperative Education

Certificate Assessment
The Wisconsin Business Management and Administration Cooperative Education Certificate recognizes a student’s mastery of employability skills valued by employers in a variety of worksite settings while helping students explore career interests.  The program allows:

· students to document their employability skills

· employers to assess the skills they are looking for in quality employees

· educators to customize instruction to help students to acquire skills that today’s workplace requires

Directions for Employer  
Thank you for your help in mentoring an entry-level employee at the beginning of their work experiences to become a more effective future employee. Please use this student portfolio checklist to rate the employee based on the 3-2-1 scale.  Select the appropriate work experience environment code or codes to show where the student has demonstrated the skills or attitudes.  Be sure to provide as much feedback as possible to the student under comments. Periodically, review these competencies with the employee throughout the year. If you cannot assess the employee on some of the items due to lack of access to practice or opportunity to observe the skill, please rank the student at a 1 level and provide ways for the student to gain this experience in the goal section after the category.  

	
	STUDENT information
	

	Student/Employee Name

     
	Supervising Teacher

     
	Supervising Teacher’s Email

     

	Student Grade

     
	Student Address: (Street, City, State, and Zip)

     

	Student Email

     
	Student Telephone Area/No.

     

	School District

     
	School Name and Address: (Street, City, State, and Zip)

     

	
	MENTOR/WORKSITE INFORMATION
	

	Workplace Mentor

     
	Mentor’s E-Mail Address

     
	Mentor’s Phone

     

	Student’s Position
     
	Start Date
     

	Work-Based Learning Site (Employer name, street address, city, state, zip code)

     

	Primary Responsibilities:  

     


School:  Please review this Certificate Assessment (student portfolio checklist) with the participating employee and ensure that s/he understands the items to be assessed. Between the employer, community based partner, or the school, all items must be rated. 

	Section I:  Employability Skills - Must complete A, B, and C

	A
	Wisconsin Employability Skills Certificate
	To receive the WI Employability Skills Certificate, this score should be reported separately.  DO NOT include this score in the final score reported for this certificate.
	Date Completed
	      COMMENTS   \* MERGEFORMAT 
	Score
	     
	

	
	
	
	
	

	C
	Other as identified by local teacher coordinator (optional)
	Date Completed
	     
	Type 
	     
	

	
	
	


	Section II:  Business Foundations  
	Demonstrate a minimum of 20 performance indicators with a score of 2 or 3. Checked performance indicators are required. Up to three performance indicators may be added. A minimum of 15 performance indicators must be demonstrated on the job (WB). 

	3
Proficient—able to perform entry-level skills independently.








SB—School-based 

2
Intermediate—has performed task; may need additional training or supervision.






WB—Work-based

1
Introductory—is familiar with process but is unable, or has not had the opportunity, to perform task; additional training is required.




	Business Foundations
	Rating
	Location
	Comments

	Performance Indicator to be Evaluated
	Performance Indicator ID
	Performance Indicator
	
	3
	2
	1
	SB
	WB
	

	(
	BC5.b.24.h
	1. Write a formal application letter for job opportunities.
	PORTFOLIO REQUIREMENT
	     
	     
	     
	     
	     
	     

	(
	BC5.b.25.h
	2. Create a digitally accessible and print version of a resume.
	3. 
	     
	     
	     
	     
	     
	     

	(
	BC5.b.26.h
	4. Complete employment application forms. 
	5. 
	     
	     
	     
	     
	     
	     

	(
	BC5.b.27.h
	6. Write a follow-up (thank you) letter/email for job opportunities.
	7. 
	     
	     
	     
	     
	     
	     

	(
	BC1.c.13.h
	8. Create and deliver a digital conference and/or presentation.
	9. 
	     
	     
	     
	     
	     
	     

	(
	BC4.b.8.h
	10. Plan, research and write business-specific reports that incorporate graphic aids.
	11. 
	     
	     
	     
	     
	     
	     

	(
	BCA1.b.13.h
	12. Prepare a budget with income and expenses.
	13. 
	     
	     
	     
	     
	     
	     

	(
	MG1.a.10.h
	14. Evaluate the roles and levels of authority and their relationships within an institution or organization.
	15. 
	     
	     
	     
	     
	     
	     

	
	IT1.e.5.h
	16. Analyze a business task and apply the most appropriate emerging tool for the situation.
	     
	     
	     
	     
	     
	     

	
	IT1.e.6.h
	17. Demonstrate proficiency in the use of a variety of emerging technologies.
	     
	     
	     
	     
	     
	     

	
	BCA1.b.12.h
	18. Compute gross and net earnings, payroll deductions, taxes, net pay.
	     
	     
	     
	     
	     
	     

	
	BCA1.c.10.h
	19. Compute decimals, fractions, percents, ratios, etc. both with and without the use of technology. 
	     
	     
	     
	     
	     
	     

	
	BCA1.d.7.h
	20. Analyze and predict patterns of data.
	     
	     
	     
	     
	     
	     

	
	BCA1.d.9.h
	21. Generate equations using variable information.
	     
	     
	     
	     
	     
	     

	
	BCA3.b.5.h
	22. Examine and interpret tables, charts and graphs to make comparisons, predictions and inferences.
	     
	     
	     
	     
	     
	     

	
	BC1.a.10.h
	23. Lead logical and complex discussions. 
	     
	     
	     
	     
	     
	     

	
	BC1.a.12.h
	24. Introduce others in a variety of situations.
	     
	     
	     
	     
	     
	     

	
	BC1.a.13.h
	25. Ask questions with confidence to elicit more information.
	     
	     
	     
	     
	     
	     

	
	BC1.b.8.h
	26. Use standard English when speaking; avoiding the use of expletive, slang, jargon and technical terms.
	     
	     
	     
	     
	     
	     

	
	BC2.a.6.h
	27. Present and role-play strategies for communicating with managers, co-workers and customers/clients.
	     
	     
	     
	     
	     
	     

	
	BC2.a.7.h
	28. Use negotiation strategies to resolve a conflict.
	     
	     
	     
	     
	     
	     

	
	BC3.b.12.h
	29. Demonstrate the consistent use of proper etiquette when using a two-way communication device. 
	     
	     
	     
	     
	     
	     

	
	BC5.b.16.h
	30. Edit and revise written work to improve content and effectiveness. 
	     
	     
	     
	     
	     
	     

	
	BC5.b.17.h
	31. Compose a variety of business documents for various situations.
	     
	     
	     
	     
	     
	     

	
	BC6.b.5.h
	32. Respond appropriately to nonverbal signals.
	     
	     
	     
	     
	     
	     

	
	BLE5.d.9.h
	33. Evaluate ethical problems that could result from business technologies.
	     
	     
	     
	     
	     
	     

	
	BLE5.e.10.h
	34. Analyze the ethical impacts of employee raiding and non-compete clauses in business.
	     
	     
	     
	     
	     
	     

	
	BLE5.e.11.h
	35. Explain digital rights management and its importance to technological businesses.
	     
	     
	     
	     
	     
	     

	
	
	36.      
	     
	     
	     
	     
	     
	     

	
	
	37.      
	     
	     
	     
	     
	     
	     

	
	
	38.      
	     
	     
	     
	     
	     
	     

	Business Foundations:  Minimum Score required = 40 points
	
	Total Earned      


	Section III: Business Management & Administration 
	Demonstrate a minimum of 15 performance indicators with a score of 2 or 3. Checked performance indicators are required. Up to three performance indicators may be added. A minimum of 12 performance indicators must be demonstrated on the job (WB).

	3
Proficient—able to perform entry-level skills independently.








SB—School-based 

2
Intermediate—has performed task; may need additional training or supervision.






WB—Work-based

1
Introductory—is familiar with process but is unable, or has not had the opportunity, to perform task; additional training is required.


	Business Management & Administration
	Rating
	Location
	Comments

	Performance Indicator to be Evaluated
	Performance Indicator ID
	Performance Indicator
	
	3
	2
	1
	SB
	WB
	

	(
	BC2.b.9.h
	1. Participate in group discussions/role play customer service problem resolution. 
	PORTFOLIO REQUIREMENT
	     
	     
	     
	     
	     
	     

	(
	BLE5.d.11.h
	2. Examine how a competitive business environment may promote unethical behavior. 
	3. 
	     
	     
	     
	     
	     
	     

	(
	MG1.a.11.h
	4. Explain several traits of effective leadership and the skills required. 
	5. 
	     
	     
	     
	     
	     
	     

	
	BCA1.a.6.h
	6. Calculate and analyze sales computations (net sales, markup percentages, markdown percentages, sale prices, discounts).
	
	     
	     
	     
	     
	     

	
	EC4.a.14.h
	7. Discuss factors contributing to the demand for a product. 
	
	     
	     
	     
	     
	     

	
	EC4.b.7.h
	8. Assess the effect of the introduction of new products and production methods on competition.
	
	     
	     
	     
	     
	     

	
	GB2.b.3.h
	9. Evaluate social and cultural factors that influence human resource activities.
	
	     
	     
	     
	     
	     

	
	MG1.b.12.h
	10. Summarize the importance of taking action when performance results are not acceptable.
	
	     
	     
	     
	     
	     

	
	MG1.c.14.h
	11. Outline decision making and problem solving steps, including analyzing outcomes that are a result of those decisions.
	
	     
	     
	     
	     
	     

	
	MG2.a.9.h
	12. Describe/diagram the interrelationships within an organization’s departments.
	
	     
	     
	     
	     
	     

	
	MG2.b.14.h
	13. Describe the role that suppliers play in providing materials to a business and what factors are used in selecting a supplier (i.e., price, quality, availability, reliability).
	
	     
	     
	     
	     
	     


	
	MG2.b.17.h
	14. Explain the interrelationship between factors of production (Design, scheduling, purchasing, inventory management and quality control measures).
	     
	     
	     
	     
	     
	     

	
	MG3.b.9.h
	15. Outline several stages of employee development within an organization (i.e., professional development, cross training, evaluation and goal setting). 
	     
	     
	     
	     
	     
	     

	
	MG3.b.10.h
	16. Explain why and how employees’ performance is evaluated for compensation and benefits and how it relates to goal-setting.
	     
	     
	     
	     
	     
	     

	
	MK1.a.12.h
	17. Explain and apply the concept of the product mix. 
	     
	     
	     
	     
	     
	     

	
	MK1.a.13.h
	18. Describe factors used by business to position products/services.
	     
	     
	     
	     
	     
	     

	
	MK1.a.16.h
	19. Identify examples of product/service extensions (i.e., product warranty, technical support).
	     
	     
	     
	     
	     
	     

	
	MK1.b.7.h
	20. Calculate a product’s price using different pricing methods including the break-even point.
	     
	     
	     
	     
	     
	     

	
	MK1.d.9.h
	21. Identify methods for evaluating the effectiveness of various forms of advertising.
	     
	     
	     
	     
	     
	     

	
	MK1.d.12.h
	22. Develop a promotional plan for a product/service.
	     
	     
	     
	     
	     
	     

	
	MK1.d.13.h
	23. Describe the purposes of various types of sales promotions (i.e., encouraging repeat purchases).
	     
	     
	     
	     
	     
	     

	
	MK1.e.7.h
	24. Identify ways business can create positive customer relationships.
	     
	     
	     
	     
	     
	     

	
	
	25.      
	     
	     
	     
	     
	     
	     

	
	
	26.      
	     
	     
	     
	     
	     
	     

	
	
	27.      
	     
	     
	     
	     
	     
	     

	Business Management & Administration:  Minimum Points Required = 30 points
	Total Earned      

	Job Specific Examples:
     
Goals:
     


Wisconsin Business Management & Administration 
Cooperative Education Assessment Summary
	Date of Evaluation

     
	Grading Period (if applicable)

     

	Student/Employee

     
	School

     

	Workplace

     
	Position

     

	Date
	Employer Observations and Recommendations
	Employee Reflection
(accomplishments, potential obstacles, goals, strategies)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Final Evaluation
	     
	     

	Evaluation Summative Chart

	Criteria
	Points Necessary
	Points Earned

	Employability Skills Certificate
	
	

	Business Foundations
	40
	     

	Business Management & Administration Competencies
	30
	     

	Total Points
	70
	     

	On-the-job hours completed
	Hours Required
	Hours Worked

	Total Hours Worked
	480
	     



I/We, the undersigned, attest that the information in this document is correct and has been reviewed by all parties collaboratively.

	Signature of Workplace Mentor Signature

     
	Date

     

	Teacher Supervisor Signature

     
	Date

     

	Student/Employee Signature

     
	Date

     


 (Typed name is accepted for signature on forms returned via e-mail or fax)

	Please direct any questions concerning the State-Certified Cooperative Education Program to:
	Career and Technical Education Team

Department of Public Instruction

P.O. Box 7841

Madison, WI 53707-7841

Fax: 608-267-9275

Phone: 608-267-3161


The Wisconsin Department of Public Instruction does not discriminate on the basis of sex, race, color, religion, creed, age, national origin, ancestry, pregnancy, marital status or parental status, sex orientation, or disability

Certified Business Management & Administration Co-Op                                                             
Revised May 2021

Wisconsin Work-Based Learning Skill Standards – Business & Information Technology

Certified Business Management & Administration Co-Op                                                             
Revised June 2020

