
 

  

Introductory 

Technical  

Competency 

Credits 

PATHWAY 

SEQUENCE 

ADMINISTRATIVE SERVICES 

Idaho Business & Marketing                                                                                                   

Administrative Services Secondary Pathway Sequence 

Intermediate 

Capstone 

Required 

ADMINISTRATIVE 

SERVICES 

Business Document  
Processing – 3 credits 
(CEI, CSI, CWI, ISU, 

LCSC, NIC) 

Business Computer  
Applications I 

100050 

Introduction to 
Interactive Media 

102030 

Business Administration 
(Required) 

120030 

Business Essentials 
120010 

Accounting I 
121040 

Personal Business  
Finance 
121013 

Business Computer  
Applications II 

100051 

Business Math 
129998 

Principles of  
Marketing 
121640 

Business  
Communications 

120090 

Publishing I 
111040 

Business Law/Ethics  
Applications 

120540 

Business  
Management 

120552 

Marketing  
Economics 

121670 

Financial Business  
Applications –3 credits 
(CEI, CSI, CWI, ISU, 

LCSC, NIC) 

Work-Based Learning: 
Administrative Services (Optional) 

120480 

Mechanics of Business  
Writing – 3 credits 

(CEI, CSI, CWI, ISU, LCSC) 



 

Idaho Career and Technical Education (ICTE) Program Quality Manager Shauna Williams  Website: https://cte.idaho.gov/ 

 

PATHWAY RESOURCES — BUSINESS MANAGEMENT & ADMINISTRATION 

Program Requirements 
Approved Assessments 

Administrative Services 

         CTECS-Admin Services 

 

Program Standards 

Administrative Services 

 

Endorsements (all under Administrative Services) 

 1010 Marketing (6-12) 

 1080 Sales (6-12) 

 1085 Hospitality (6-12) 

 4015 Business Management/Finance (6-12) 

 4075 Accounting (6-12) 

 4080 Paralegal/Legal Assisting (6-12) 

 7092 Marketing Technology Education (6-12) 

 7093 Business Technology Education (6-12) 

 

Advanced Opportunities (if not in Imagine Academy)  

 Microsoft Office Specialist 

 Access 

      Excel 

 OneNote 

 Outlook 

 PowerPoint 

 Word 

 SharePoint 

  

  

  

SkillStack Badges 
Administrative Services 
TCC-Business Document Processing Course: 3 Credits 

      Keyboarding 

      Word Processing Skills Formatting & Creating Business Documents  

               Manage Electronic File Storage Systems 

  

 

  

 
TCC-Financial Business Applications Course: 3 Credits 

    Ten-Key 

     Banking Concepts 

     Payroll & Payroll Taxes 

                      Retail Computations 

                      Time Value of Money 

Career and Technical Student Organizations 

Business Professionals of America (BPA)     

Website http://www.bpa.org/c/idaho    

Mission To contribute to the preparation of global professionals through the advancement of leadership, 

citizenship, academic, and technological skills. 
 

CTSO State Advisor Shauna Williams  208.429.5506     

CTSO Manager Jessie Friedberg 208.429.5526       

 

DECA 

Website https://www.deca.org/  

Mission  DECA prepares emerging leaders and entrepreneurs in marketing, finance, hospitality and  

management in high schools and colleges around the globe. 

 

CTSO State Advisor Shauna Williams  208.429.5506 

CTSO Manager  Lisa Costa 208.429.5525    

https://cte.idaho.gov/C:/Users/wmaxson/Documents/Custom%20Office%20Templates
https://cte.idaho.gov/wp-content/uploads/2017/01/Secondary-Technical-Skills-Assessments-2017-18-1.pdfC:/Users/rjones/Documents/Custom%20Office%20Templates
https://cte.idaho.gov/wp-content/uploads/2016/01/Administrative_Service_Standards-1.pdf
http://www.sde.idaho.gov/student-engagement/advanced-ops/
https://skillstack.idaho.gov/
http://www.bpa.org/c/idaho
https://www.deca.org/C:/Users/rjones/Documents/Custom%20Office%20Templates

