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PUBLIC 65
INSTRUCTION



Wisconsin Retail Management 

Cooperative Education Certificate Assessment

The Wisconsin Retail Management 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. 

Retail Management Skill Standards Rating Scale

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

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

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

SB
School Based

WB
 Work Based

	
	

	Description of Skills
	3
	2
	1
	SB
	WB
	Comments

	Economic Foundations

18 competencies must be achieved at level 2 or 3

	1. Distinguish between economic goods and services
	 
	 
	 
	  
	  
	     

	2. Explain the concept of economic resources
	 
	 
	 
	  
	  
	     

	3. Describe the nature of economics and economic activities
	 
	 
	 
	  
	  
	     

	4. Determine forms of economic utility created by economic activities
	 
	 
	 
	  
	  
	     

	5. Describe the principles of supply and demand
	 
	 
	 
	  
	  
	     

	6. Describe the concept of price
	 
	 
	 
	  
	  
	     

	7. Explain how price is impacted by the interaction of supply and demand
	 
	 
	 
	  
	  
	     

	8. Explain the types of economic systems
	 
	 
	 
	  
	  
	     

	9. Explain the relationship between government and business
	 
	 
	 
	  
	  
	     

	10. Explain the concept of private enterprise
	 
	 
	 
	  
	  
	     

	11. Determine factors affecting a business’s profit
	 
	 
	 
	  
	  
	     

	12. Explain the concept of competition
	 
	 
	 
	  
	  
	     

	13. Explain the concept of productivity
	 
	 
	 
	  
	  
	     

	14. Explain the concept of organized labor and business
	 
	 
	 
	  
	  
	     

	15. Explain the measures used to analyze economic conditions such as Consumer Price Index and Gross Domestic Product
	 
	 
	 
	  
	  
	     

	16. Analyze current economic problems
	 
	 
	 
	  
	  
	     

	17. Examine the nature of international trade
	 
	 
	 
	  
	  
	     

	18. Identify the impact of cultural and social environments on world trade
	 
	 
	 
	  
	  
	     

	19. Evaluate the influences on a nation’s ability to trade
	 
	 
	 
	  
	  
	     

	20. Analyze a country’s cultural, political, economic and demographic environments
	 
	 
	 
	  
	  
	     

	Communications and Interpersonal Foundations

28 competencies must be achieved at level 2 or 3

	21. Explain the nature of effective communications (verbal, written)
	 
	 
	 
	  
	  
	     

	22. Apply effective listening skills
	 
	 
	 
	  
	  
	     

	23. Use proper grammar and vocabulary
	 
	 
	 
	  
	  
	     

	24. Handle telephone calls in a businesslike manner
	 
	 
	 
	  
	  
	     

	25. Write business letters, informational messages and inquiries
	 
	 
	 
	  
	  
	     

	26. Use communications technologies/systems (e.g., e-mail, faxes, voice mail, cell phones, etc.)
	 
	 
	 
	  
	  
	     

	27. Convince others of a point of view
	 
	 
	 
	  
	  
	     

	28. Make oral presentations
	 
	 
	 
	  
	  
	     

	29. Prepare simple written reports
	 
	 
	 
	  
	  
	     

	30. Explain the use of inter-departmental/company communications
	 
	 
	 
	  
	  
	     

	31. Demonstrate basic word processing skills
	 
	 
	 
	  
	  
	     

	32. Demonstrate basic word presentation software skills
	 
	 
	 
	  
	  
	     

	33. Demonstrate basic database skills
	 
	 
	 
	  
	  
	     

	34. Demonstrate basic spreadsheet skills
	 
	 
	 
	  
	  
	     

	35. Demonstrate basic search skills on the web
	 
	 
	 
	  
	  
	     

	36. Identify desirable personality traits important to business
	 
	 
	 
	  
	  
	     

	37. Maintain positive attitude
	 
	 
	 
	  
	  
	     

	38. Demonstrate responsible behavior, honesty and integrity
	 
	 
	 
	  
	  
	     

	39. Recognize personal biases and stereotypes
	 
	 
	 
	  
	  
	     

	40. Demonstrate work ethics
	 
	 
	 
	  
	  
	     

	41. Demonstrate self-control
	 
	 
	 
	  
	  
	     

	42. Explain the concept of self-understanding and self-esteem
	 
	 
	 
	  
	  
	     

	43. Use feedback for personal growth
	 
	 
	 
	  
	  
	     

	44. Adjust to change
	 
	 
	 
	  
	  
	     

	45. Make decisions
	 
	 
	 
	  
	  
	     

	46. Set personal and professional goals
	 
	 
	 
	  
	  
	     

	47. Develop cultural sensitivity
	 
	 
	 
	  
	  
	     

	48. Participate as a team member
	 
	 
	 
	  
	  
	     

	49. Explain the concept of customer service
	 
	 
	 
	  
	  
	     

	50. Demonstrate problem-solving skills
	 
	 
	 
	  
	  
	     

	51. Interpret business policies to customers/clients
	 
	 
	 
	  
	  
	     

	Professional Development

9 competencies must be achieved at level 2 or 3

	52. Assess personal interests and skills needed for success in marketing and business
	 
	 
	 
	  
	  
	     

	53. Analyze employer expectations in the business environment
	 
	 
	 
	  
	  
	     

	54. Explain the rights of workers
	 
	 
	 
	  
	  
	     

	55. Explain employment opportunities in marketing and business
	 
	 
	 
	  
	  
	     

	56. Utilize job search strategies
	 
	 
	 
	  
	  
	     

	57. Complete the job-seeking process
	 
	 
	 
	  
	  
	     

	58. Explain the need for ongoing education as a worker
	 
	 
	 
	  
	  
	     

	59. Explain possible advancement patterns for jobs
	 
	 
	 
	  
	  
	     

	60. Develop an individual professional portfolio
	 
	 
	 
	  
	  
	     

	61. Utilize resources that can contribute to professional development (e.g., trade journals/periodicals, professional/trade associations, classes/seminars, trade shows
	 
	 
	 
	  
	  
	     

	Marketing, Management and Entrepreneurial Foundations

25 competencies must be achieved at level 2 or 3

	62. Explain marketing and business and its importance in a global economy
	 
	 
	 
	  
	  
	     

	63. Describe marketing functions and related activities
	 
	 
	 
	  
	  
	     

	64. Explain the nature and scope of purchasing
	 
	 
	 
	  
	  
	     

	65. Explain company buying and purchasing policies
	 
	 
	 
	  
	  
	     

	66. Explain the concept of production
	 
	 
	 
	  
	  
	     

	67. Explain the concept of accounting
	 
	 
	 
	  
	  
	     

	68. Calculate net sales
	 
	 
	 
	  
	  
	     

	69. Describe the nature of cash-flow statements
	 
	 
	 
	  
	  
	     

	70. Prepare a profit and loss statement
	 
	 
	 
	  
	  
	     

	71. Explain the concept of finance
	 
	 
	 
	  
	  
	     

	72. Explain the concept of management
	 
	 
	 
	  
	  
	     

	73. Contrast management styles and practices
	 
	 
	 
	  
	  
	     

	74. Describe the nature of budgets
	 
	 
	 
	  
	  
	     

	75. Describe the crucial elements of TQM culture
	 
	 
	 
	  
	  
	     

	76. Explain the nature of continuing improvement strategies
	 
	 
	 
	  
	  
	     

	77. Explain the types of business ownership
	 
	 
	 
	  
	  
	     

	78. Describe current business trends
	 
	 
	 
	  
	  
	     

	79. Identify the ways that technology affects marketing and business
	 
	 
	 
	  
	  
	     

	80. Explain basic types of business risk
	 
	 
	 
	  
	  
	     

	81. Describe the concept of insurance
	 
	 
	 
	  
	  
	     

	82. Explain routine security precautions
	 
	 
	 
	  
	  
	     

	83. Open and close a business facility
	 
	 
	 
	  
	  
	     

	84. Follow safety precautions
	 
	 
	 
	  
	  
	     

	85. Explain procedures of handling accidents
	 
	 
	 
	  
	  
	     

	86. Explain the nature of legally binding contracts
	 
	 
	 
	  
	  
	     

	87. Orient new employees
	 
	 
	 
	  
	  
	     

	88. Explain the nature of overhead and operating costs
	 
	 
	 
	  
	  
	     

	89. Describe planning tools used by management (budgets, forecasts, financial statements, schedules) to control operations
	 
	 
	 
	  
	  
	     

	Building Sales

14 competencies must be achieved at level 2 or 3

	90. Determine customer’s needs by listening and asking questions
	 
	 
	 
	  
	  
	     

	91. Make the shopping experience enjoyable for the customer
	 
	 
	 
	  
	  
	     

	92. Give customer appropriate greeting
	 
	 
	 
	  
	  
	     

	93. Direct customer to additional services such as delivery, alterations, gift wrapping
	 
	 
	 
	  
	  
	     

	94. Refer customer to another department/store
	 
	 
	 
	  
	  
	     

	95. Follow through on commitments made to customers
	 
	 
	 
	  
	  
	     

	96. Respond to personal needs of customers
	 
	 
	 
	  
	  
	     

	97. Honor manufacturer’s warranties
	 
	 
	 
	  
	  
	     

	98. Adhere to company’s return policy
	 
	 
	 
	  
	  
	     

	99. Handle customer complaints
	 
	 
	 
	  
	  
	     

	100. Balance responsive phone service with in-store service
	 
	 
	 
	  
	  
	     

	101. Maintain key information on customers
	 
	 
	 
	  
	  
	     

	102. Conduct customer follow-up
	 
	 
	 
	  
	  
	     

	103. Provide customer with personalized business card
	 
	 
	 
	  
	  
	     

	104. Complete special orders
	 
	 
	 
	  
	  
	     

	105. Schedule personal appointment with shopper, select merchandise in advance
	 
	 
	 
	  
	  
	     

	Customer Service and Sales

15 competencies must be achieved at level 2 or 3

	106. Listen and ask open-ended questions
	 
	 
	 
	  
	  
	     

	107. Acquire and apply product knowledge
	 
	 
	 
	  
	  
	     

	108. Request product feedback from customer
	 
	 
	 
	  
	  
	     

	109. Handle customer objections
	 
	 
	 
	  
	  
	     

	110. Verify product is appropriate for customer use
	 
	 
	 
	  
	  
	     

	111. Offer alternative sales options
	 
	 
	 
	  
	  
	     

	112. Motivate customer to return for future purchases
	 
	 
	 
	  
	  
	     

	113. Sell customer additional or related items
	 
	 
	 
	  
	  
	     

	114. Review current advertising and promotions
	 
	 
	 
	  
	  
	     

	115. Convert phone calls into sales
	 
	 
	 
	  
	  
	     

	116. Encourage customer to open credit accounts and purchase gift certificates
	 
	 
	 
	  
	  
	     

	117. Assist customer in making purchase decision
	 
	 
	 
	  
	  
	     

	118. Handle transactions and related paperwork
	 
	 
	 
	  
	  
	     

	119. Inform customer of return/exchange policy
	 
	 
	 
	  
	  
	     

	120. Open, maintain and close cash register
	 
	 
	 
	  
	  
	     

	121. Package merchandise properly
	 
	 
	 
	  
	  
	     

	122. Assure that shipping/mailings/deliveries are handled properly
	 
	 
	 
	  
	  
	     

	Inventory and Product Handling

16 competencies must be achieved at level 2 or 3

	123. Check-in merchandise against paperwork
	 
	 
	 
	  
	  
	     

	124. Assure accurate pricing on merchandise
	 
	 
	 
	  
	  
	     

	125. Review stock and re-stock as appropriate
	 
	 
	 
	  
	  
	     

	126. Participate in periodic inventory process
	 
	 
	 
	  
	  
	     

	127. Prepare returned merchandise for resale
	 
	 
	 
	  
	  
	     

	128. Return inventory to a manufacturer/vendor
	 
	 
	 
	  
	  
	     

	129. Initiate or respond to requests for merchandise transfer
	 
	 
	 
	  
	  
	     

	130. Identify damaged goods and handle appropriately
	 
	 
	 
	  
	  
	     

	131. Initiate repair order
	 
	 
	 
	  
	  
	     

	132. Complete special orders
	 
	 
	 
	  
	  
	     

	133. Organize and maintain supplies
	 
	 
	 
	  
	  
	     

	134. Organize stockroom and storage areas
	 
	 
	 
	  
	  
	     

	135. Clean selling and customer services areas
	 
	 
	 
	  
	  
	     

	136. Report need for repair and replacement
	 
	 
	 
	  
	  
	     

	137. Arrange merchandise
	 
	 
	 
	  
	  
	     

	138. Relay feedback from customers on the effectiveness of displays
	 
	 
	 
	  
	  
	     

	139. Maintain displays following company’s display guidelines
	 
	 
	 
	  
	  
	     

	140. Dismantle displays 
	 
	 
	 
	  
	  
	     

	Loss and Safety Procedures

9 competencies must be achieved at level 2 or 3

	141. Alert customers to your presence/availability
	 
	 
	 
	  
	  
	     

	142. Attach and remove security devices
	 
	 
	 
	  
	  
	     

	143. Account for items after customer use of dressing room
	 
	 
	 
	  
	  
	     

	144. Report stock shrinkage
	 
	 
	 
	  
	  
	     

	145. Report security violations
	 
	 
	 
	  
	  
	     

	146. Monitor floor merchandise
	 
	 
	 
	  
	  
	     

	147. Alert sales associates to suspicious customers
	 
	 
	 
	  
	  
	     

	148. Report safety problems in the department/store
	 
	 
	 
	  
	  
	     

	149. Follow emergency procedures
	 
	 
	 
	  
	  
	     

	150. Maintain accurate records
	 
	 
	 
	  
	  
	     

	Creating a Competitive Advantage

8 competencies must be achieved at level  2 or 3

	151. Share ideas and information about selling, marketing, products, customers, feedback and loss control
	 
	 
	 
	  
	  
	     

	152. Attend store meetings and major events
	 
	 
	 
	  
	  
	     

	153. Assist/turnover sale to co-worker to better serve customer and company
	 
	 
	 
	  
	  
	     

	154. Assist with training and orientation of new employees
	 
	 
	 
	  
	  
	     

	155. Work out schedule conflicts with co-workers
	 
	 
	 
	  
	  
	     

	156. Research the competition (products, prices and services)
	 
	 
	 
	  
	  
	     

	157. Provide manager and peers with feedback on competition
	 
	 
	 
	  
	  
	     

	158. Track sales versus established standards
	 
	 
	 
	  
	  
	     

	159. Develop personal and professional goals
	 
	 
	 
	  
	  
	     



Retail Management 

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

	1. Economic Foundations
	36
	     

	2. Communications and Interpersonal Foundations
	56
	     

	3. Professional Development
	18
	     

	4. Marketing, Management and Entrepreneurial Foundations
	50
	     

	5. Building Sales
	28
	     

	6. Customer Service & Sales
	30
	     

	7. Inventory & Product Handling
	32
	     

	8. Loss & Safety Procedures
	18
	     

	9. Creating & Competitive Advantage
	16
	     

	Total Points
	284
	     

	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, sexual orientation, or disability
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