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Assessment Title:
Effective Office Resource Management
Overview of Performance Assessment: (Summary of the assessment with a brief synopsis of each task) 

Full Text of Standard(s) and Indicators(s) in Targeted Content Area:



Information Technology Industry Sector
A. Information Support and Services Pathway

A4.0   
Students understand the process necessary to accomplish a task by 


 
using effective resource management:



A.4.1
Know how to acquire, use, and manage necessary internal 

and external resources when supporting various organizational systems.



A4.2
Understand how to identify and integrate various




organizational systems to achieve maximum efficiency and 




effectiveness.  
Related Interdisciplinary Standard(s) and Indicators(s):

CAHSEE Language Arts: 2.1 (a)

CAHSEE Mathematics: 1.1
Mathematics Reasoning (7th grade): 1.1
Listening and Speaking: 1.7

Technology: 4.5

“Unwrapping” Content Standard(s)
Grade Level and Content Area:
11-12 grade/Office Occupations
Standard(s) and Indicators by Number:
A4.0, A4.1, & A4.2
Concepts:  Need to Know About Resource Management
· Process for using effective resource management to accomplish a task.

· Internal and external resources supporting organizational systems.

· Various organizational systems to achieve maximum efficiency and effectiveness.

Skills:  Be Able to Do


Understand


Accomplish


Know


Acquire


Use


Manage


Identity


Integrate


Achieve
Topics or Context: (What you will use to teach concepts and skills—particular unit, lessons, activities)


Work/School/Life Related Issues and Tasks
Identifying Big Ideas from 
Unwrapped Standard and Indicators
1.
Effective resource management is a process.
2.
Knowledge of internal and external resources will support organizational systems.

3.
The ability to identify and integrate internal and external resources.
4.
Creating efficient and effective organizational systems leads to accomplishing a


task.
Essential Questions from Big Ideas to 
Guide Instruction and Assessment
1.
What are good resources? How are they used in the office?
2.
What is effective resource management?  Why is it important?
3.
What creates a successful office environment? 
4.
What is the outcome when use internal & external resources? 
 “Engaging Scenario” Planning 

Include elements of an effective Engaging Scenario:


Presents students with a challenge


Connects learning to real life – “Why do we need to learn this?”


Conveys importance – “What does this mean to the student personally?”


Acknowledges audience – “Can the student present the completed task to others?”

Engaging Scenario (Full description):

S – SITUATION

The office you work in has recently lost its 20-year Executive Assistant to retirement and the position has become vacant. It is the highest clerical position within your company. The position offers a great salary, benefits (vacation, health, medical, tuition reimbursement, retirement, etc.) and opportunity for future growth toward management. The word in the office is that the President of the company needs to fill the position as soon as possible and would like to hire from within the company. However, there’s one catch, he would like for any interested applicant, regardless of their current clerical position, to temporarily assist him, which will enable him to observe and work first-hand with the potential new Executive Assistant. This is your one and only opportunity to advance in your clerical career to a more promising position that offers a $20,000 annual increase in your current salary and great benefits if chosen as the new Executive Assistant. 

C – CHALLENGE

You hear from other clerical staff within your company that the former Executive Assistant seriously neglected her office without the President’s awareness of the problem. She managed to work through her “mess” because she created her own system in the office. Unfortunately, that system was ineffective and valuable company time was wasted. All internal and external systems are disorganized. However, it has not slowed down the competition for the position. Your challenge is to not only organize the “mess” but to learn new systems such as the internal systems of your company such as filing, telephone, computer software, mailing, and departmental personnel as well as how it relates to the external systems—that is, outside of the company. 

R – ROLE

You are currently hired as a ___________ and are willing and ready to accept the assignment. Although your current clerical knowledge is limited, you are a quick learner. You will need to develop a plan of action to demonstrate to the President that you are the “right” person for this job.

A – AUDIENCE

All eyes are on you if you take on this challenge. Many people who want this job are less than willing to guide you. However, your main audience will be the President of the company, internal staff (personnel) he works with, and external clients, vendors (suppliers) and the general public. You will only have one (1) week to demonstrate that you are the “right fit” for the position. 
P – PRODUCT OR PERFORMANCE

At the end of the week, you will be evaluated on your performance. The end product will be an effectively and efficiently run office. Therefore, you will have created a new internal and external system for your organization. These systems must be able to managed with or without your presence. 
Task 1 Planning Guide (“SQUARE” – Key Elements to Include in the Design of a Standards-Based Performance Task)

Which STANDARD(s) and Indicators Will This Task Target?

A4.0   
Students understand the process necessary to accomplish a task by 

using effective resource management:


A.4.1
Know how to acquire, use, and manage necessary internal 

and external resources when supporting various organizational systems.


A4.2
Understand how to identify and integrate various



organizational systems to achieve maximum efficiency and 



effectiveness.  

Which Essential QUESTION Will This Task Address? 

What are good resources and how are they used in the office?
Which UNWRAPPED Content Knowledge and Skills Will This Task Develop? 


Skills:

Understand

Blooms:
Identify, Select, Define, Describe
What APPLICATION of Learning Will This Task Require? (What will the students actually do or produce in this task?)

 
Identify the various resources in an office. 
What Instruction, Information, and RESOURCES (including Technology Connections and Related URLs) Will Students Need First? 


Post-it paper, markers, group discussions, group presentations
What Individual EVIDENCE of Learning Will This Task Provide? (How will you know by the work students produce what they have learned relative to this task?)

A group presentation will be provided using supportive materials: post-it notes as visual aids
Task 1 Complete Description (The Full Details of What Students Will Do in This Task)

· Identify- the various resources in an office.  Divide class into groups into two or four students.  Provide large post-it paper and markers
· Define – each identified resource used.  Each group must define the resources using the same chart.

· Select- one resource from the chart that is used on a daily basis and one resource that is available but not used as often. 

· Describe- how the two resources chosen are used in the office.  Students will discuss the two resources and provide at least two to three examples and importance using simple mapping. 
Task 1 – Scoring Guide 

Exemplary:


All Proficient Criteria Met PLUS:

Identifies 2 resources and describes the importance of each resource.


Provides 3 examples of the resources used.


Content is detailed.
Proficient:


Each group member contributes orally to overall presentation.


Visual aid is clear and organized. 


Content is partially detailed in presentation’s visual aid. 


Identifies 1 resource and its importance. 


Provides 1 example to support the use of the resource. 

Progressing:


One group member contributes to overall presentation. 
· Content lacks detail in description in resources used: No examples provided 
Not Yet Meeting Standard(s) and Indicators(s):


No group presentation or visual aid was given.



Peer Evaluation (Optional) _____

Self-Evaluation _____________

Teacher Evaluation __________ 

Comments__________________

Task 2 Planning Guide (“SQUARE” – Key Elements to Include in the Design of a Standards-Based Performance Task)

Which STANDARD(s) and Indicators Will This Task Target?

A4.0   
Students understand the process necessary to accomplish a task by 

using effective resource management:


A.4.1
Know how to acquire, use, and manage necessary internal 

and external resources when supporting various organizational systems.


A4.2
Understand how to identify and integrate various



organizational systems to achieve maximum efficiency and 



effectiveness.  

Which Essential QUESTION Will This Task Address? 

Which UNWRAPPED Content Knowledge and Skills Will This Task Develop? 

What APPLICATION of Learning Will This Task Require? (What will the students actually do or produce in this task?)

What Instruction, Information, and RESOURCES (including Technology Connections and Related URLs) Will Students Need First? 

What Individual EVIDENCE of Learning Will This Task Provide? (How will you know by the work students produce what they have learned relative to this task?)

Task 2 Complete Description (The Full Details of What Students Will Do in This Task)

Task 2 – Scoring Guide 

Exemplary:

All Proficient Criteria Met PLUS:









Proficient:



















Progressing:







Not Yet Meeting Standard(s) and Indicators(s):







Peer Evaluation (Optional) _____

Self-Evaluation _____________

Teacher Evaluation __________ 

Comments__________________

Task 3 Planning Guide (“SQUARE” – Key Elements to Include in the Design of a Standards-Based Performance Task)

Which STANDARD(s) and Indicators Will This Task Target?

A4.0   
Students understand the process necessary to accomplish a task by 

using effective resource management:


A.4.1
Know how to acquire, use, and manage necessary internal 

and external resources when supporting various organizational systems.


A4.2
Understand how to identify and integrate various



organizational systems to achieve maximum efficiency and 



effectiveness.  

Which Essential QUESTION Will This Task Address? 

What creates a successful office environment?
Which UNWRAPPED Content Knowledge and Skills Will This Task Develop? 


Skills:

Identify

Blooms:
Categorize, Classify, List, Outline
What APPLICATION of Learning Will This Task Require? (What will the students actually do or produce in this task?)

Distinguish the components in prioritizing in an office setting.   Given a scenario students will be able to analyze the components of using internal and external resources.   
What Instruction, Information, and RESOURCES (including Technology Connections and Related URLs) Will Students Need First? 

Post-it paper, markers, group discussions, organizational techniques, computers
What Individual EVIDENCE of Learning Will This Task Provide? (How will you know by the work students produce what they have learned relative to this task?)

By providing a prioritized final outline of group’s discussion utilizing the 5 important job duties given.  

Task 3 Complete Description (The Full Details of What Students Will Do in This Task)

· Classify-five important job duties for the day.  Divide students into groups of 3-4 students.
· Categorize-the five job duties in relevance to their importance utilizing post-it paper and markers.
· List-job duties on a number scale (1-used less often & 5 used more often) according to the groups categorization chart.  

· Outline-the final results of their list and the reason why they categorized them in that importance.  Groups will be expected to submit a typed outline report.   
Task 3 – Scoring Guide 

Exemplary:

  All Proficient Criteria Met PLUS:
Five job duties are identified, listed, and categorized.



Outline includes five job duties and supporting details are given.


Final outline report is typed. 


Proficient:

Visual aid identifies three job duties



Students work cooperatively in groups



Three job duties are categorized by their relevance of importance

Outline includes three job duties selected and reasons are given. 









Progressing:

Students participate in group discussions however, no outline was presented. 



Not Yet Meeting Standard(s) and Indicators(s):

No group participation was evident.






Peer Evaluation (Optional) _____

Self-Evaluation _____________

Teacher Evaluation __________ 

Comments__________________

Task 4 Planning Guide (“SQUARE” – Key Elements to Include in the Design of a Standards-Based Performance Task)

Which STANDARD(s) and Indicators Will This Task Target?

A4.0   
Students understand the process necessary to accomplish a task by 

using effective resource management:


A.4.1
Know how to acquire, use, and manage necessary internal 

and external resources when supporting various organizational systems.


A4.2
Understand how to identify and integrate various



organizational systems to achieve maximum efficiency and 



effectiveness.  

Which Essential QUESTION Will This Task Address? 

What is the outcome when you use internal and external resources?
Which UNWRAPPED Content Knowledge and Skills Will This Task Develop? 

Skills:

 Integrate

Blooms:
Revise, Integrate, Generate, Summarize
What APPLICATION of Learning Will This Task Require? (What will the students actually do or produce in this task?)

Students will have to create and revise current company projections utilizing a spreadsheet within a certain time limit.  
What Instruction, Information, and RESOURCES (including Technology Connections and Related URLs) Will Students Need First? 

Group discussions, computers, internal resources
What Individual EVIDENCE of Learning Will This Task Provide? (How will you know by the work students produce what they have learned relative to this task?)

Students will revise the final company projections in an efficient and effective manner.  

Task 4 Complete Description (The Full Details of What Students Will Do in This Task)

· Revise-current company projections utilizing a last year’s company spreadsheets and bio.  Divide class into groups of five or more with each student taking on one individual task.    
· Integrate-new projections using Microsoft Excel Spreadsheet.  

· Generate- a final report with final projections within a two week span.  Each student will be responsible to complete at least one section of the report to maximum their time.  
· Summarize- final report comparing and contrasting current year projections with prior year numbers.  Students will have present findings to the class with peer evaluations and feedback.  A final report must be submitted floppy disk, CD, email.  
Task 4 – Scoring Guide 
Exemplary:

 
All Proficient Criteria Met PLUS:

Class presentation includes advance work.  It is informative and engaging.  
Company projections are concise with comparables.  




Power Point presentation was given on company bio including spreadsheet.

Final report submitted via floppy disk, CD, email.
Proficient:

· Task will be divided evenly amongst the five members of the group.
· Spreadsheet will be created on Microsoft Excel.



a minimum of one Internal resources must be utilized to produce current projections.

All group members participate in group presentation.

Written final report submitted.



Progressing:


Full report not complete  

Three students participated and presented
Not Yet Meeting Standard(s) and Indicators(s):


No report 


No presentation
Peer Evaluation (Optional) _____

Self-Evaluation _____________

Teacher Evaluation __________ 

Comments__________________

