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Introduction

The States’ Career Cluster Initiative
9/01/02

Charles Losh, Ph.D., Project Director

The U.S. Department of Education Office of Vocational and Adult Education (OVAE) has
identified 16 career clusters representing career opportunities for the 21% century economy. These
clusters will frame student opportunities as they pursue postsecondary education and a wide range of
career opportunities from front-line to professional and managerial careers.

Helping students make their dreams become a reality was the driving force behind the
nation’s Career Clusters initiative launched June 1, 2001. Twelve lead states and the District of
Columbia were partners in the development of the tools supporting eleven career clusters which,
when combined with the five clusters that have already been developed, will represent all career
possibilities.

The National Association of State Directors for Career and Technical Education
Consortium (NASDCTEc) and their Board of Directors assumed leadership for coordinating the
project. This in itself was unique for a project of this scope. The Board and the State Directors
organization believed that this initiative was of such potential impact on the Career Technical
delivery system in the country that they needed to play this leadership role in the project, assuring
that the materials had utility in their states once completed. Therefore, the NASDCTEc in
conjunction with the State of Oklahoma (the project fiscal agent) prepared and submitted a proposal
to OVAE in January of 2001. This proposal was funded at a $2.2 million dollar level, with
expectations of a second year of funding of $2.5 million. The plan to develop eleven curriculum
frameworks was very aggressive, given that each of the prior projects, designed to develop and pilot
test materials for a single cluster, had received in excess of $1 million dollars for their multiyear
development work.

The project was designed to establish curriculum frameworks and supportive materials for
each cluster, with a broad-based advisory committee for each cluster, led by a state. There was also
a National Advisory Committee consisting of members from each of the cluster committees, along
with other stakeholders. The National and State Cluster advisory committees were responsible for

identifying the frameworks, pathway and foundation knowledge and skills, and other supportive



materials. The committees included representatives from states, schools, education and training,
business and industry, associations, and others directly impacted by the materials.

The development of materials for each of the eleven clusters was led by a different state,
with business and industry at the helm. The lead states included: Idaho and Iowa (jointly leading the
Agriculture, Food and Natural Resources cluster), Pennsylvania (Architecture and Construction),
Ohio (Marketing, Sales and Service), North Dakota (Finance), West Virginia (Hospitality and
Tourism), South Carolina (Business, Management and Administration), Kentucky (Human
Services), Arkansas (Law, Public Safety and Security), North Carolina (Science, Technology,
Engineering and Mathematics), Michigan (Education and Training), and Oklahoma and the District
of Columbia/Washington D.C. (jointly leading the Government and Public Administration cluster).

The five additional career clusters included Health Science led by the State of Utah,
Manufacturing led by the State of Indiana, Arts, Audio Video Technology and Communications led
by the V-TECS Consortium, Information Technology led by the Educational Development Center,
Inc., and Transportation, Distribution and Logistics Cluster led by the State of Illinois. These
clusters plan to complete their work by June 30 of 2003.

To facilitate and coordinate the developmental work of the Cluster Initiative, staff was
identified and housed at the Oklahoma Department of Career and Technical Education. The staff
consisted of four Cluster Coordinators: Marsha Daves, Greg Dewald, Curtis Shumaker, and Pam
Stacey. Additionally, Denise Christy provided research and web development support, Lisa
Batchelder provided financial support, and Karan Smith provided administrative support.

Development work for the States’ Career Clusters Initiative began June 1, 2001, and the first
meeting of lead states, OVAE staff, and cluster staff was held in Oklahoma City in mid-June. At this
meeting, project objectives, general direction, timelines, and the initial research goals were
identified. This work continued through the fall and winter of 2001 and included the identification
of cluster advisory committee members, the development of cluster frameworks based on the
prototype cluster models provided by V-TECS, and the identification of occupations and draft
pathways along with degrees and certificates associated with the career specialties/occupations in
each of the clusters.

In January of 2002, the lead state teams were brought together in Phoenix to begin the
process of developing knowledge and skill statements for each of the cluster pathways and

foundations. Contracted writers and lead state cluster advisory committee members, depending upon



the decisions of cluster leadership, carried out this work. A part-time editor in Oklahoma provided
consistency across the cluster knowledge and skill statements. One concern that was addressed early
in the process was the need for a “common look and feel” across the clusters. Ultimately, this was
accomplished not only for the eleven clusters in the States’ Career Clusters Initiative, but also
through close cooperative relationships between the projects, all the cluster knowledge and skill
statements were developed (or retro-fitted) using the same format. This format includes a
knowledge/skill statement with associated performance elements and measurement criteria. This
format provides the tools needed for curriculum and assessment developers as they take the
materials to the classroom.

The National Advisory Committee met in March of 2002, and reviewed the curriculum
frameworks, credentials list, and lead state advisory committee memberships and structures, and
forwarded those materials to the Executive Committee for the Project. The Executive Committee,
made up of the Board of the NASDCTECc, also met in March, approved the materials and discussed
the future actions needed to assure implementation of the cluster materials.

Originally, the project was designed for a minimum of two years and was to include the
identification of 110 pilot test sites across the country, along with the development of assessments
and certifications for the clusters. The Office of Vocational and Adult Education, however,
determined in November of 2001 that the goals of the project were “too broad”, and terminated the
project as of September 30, 2002.

Development of the products needed for curriculum and assessment was fast-tracked, with
the knowledge and skill statements, performance elements and measurement criteria ready for
validation by July 15, 2002. This was the result of a major effort of lead state advisory committees
and staff responding to the shortened timeline and the need for quality product.

Given the efforts of the developmental teams, cluster advisory committee members were
able to review and validate the knowledge and skills and supporting elements. Additionally, a
national web-based validation was conducted from July 15 to August 15, 2002. All 50 states were
invited to a dissemination meeting held in Charleston, South Carolina Sept 13, 2002, where the
materials were distributed to participants for their use in updating their curriculum.

For further information on the status of the materials, go to the web-site,

http://www.careerclusters.org/.







Section I — Pathway Model
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Section II — Cluster Knowledge and Skills






Cluster Knowledge and Skill Statement
Academic Foundations
Statement: Apply reading skills to enhance financial career opportunities.

Performance Element: Use reading skills to interpret and understand information.
Measurement Criteria: Identify information sources.
Measurement Criteria: Collect information from a variety of reliable sources.
Measurement Criteria: Extract relevant information from information gathered.
Performance Element: Use reading skills to interpret and understand information.
Measurement Criteria: Follow written instructions.
Measurement Criteria: Apply written information to correctly perform task.
Statement: Apply writing skills to enhance financial career opportunities.

Performance Element: Employ effective grammar to communicate in writing.
Measurement Criteria: Use correct grammar.
Measurement Criteria: Use correct spelling.
Measurement Criteria: Use correct punctuation.
Measurement Criteria: Write complete sentences.

Performance Element: Select appropriate programs/software to produce business
documents.

Measurement Criteria: Format business letters.
Measurement Criteria: Format memo.
Measurement Criteria: Format e-mails.

Statement: Apply mathematics skills to enhance financial career opportunities.
Performance Element: Employ numbers and operations to solve mathematical
problems.

Measurement Criteria: Recognize relationships among numbers.
Measurement Criteria: Apply operations correctly.
Measurement Criteria: Calculate computations successfully.
Performance Element: Use mathematical skills to make business decisions.

Measurement Criteria: Predict reasonable estimations.
Measurement Criteria: Utilize ratios successfully.
Measurement Criteria: Apply statistical methods in data analysis.
Measurement Criteria: Analyze data to assure proper decision.

Statement: Apply economic skills to enhance financial career opportunities.

Performance Element: Use economic skills to determine the role of global economics.
Measurement Criteria: [dentify foreign factors.
Measurement Criteria: Determine currency exchange.
Measurement Criteria: Evaluate foreign risk.

Performance Element: Analyze regional and national economics to determine their
roles.
in the total financial picture.

Measurement Criteria: [dentify demographic data.
Measurement Criteria: Identify geographical data.
Measurement Criteria: [dentify socioeconomic data.
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Cluster Knowledge and Skill Statement
Communications

Statement: Comprehend and use reading strategies to learn meaning, technical concepts, and
vocabulary and follow directions.

Performance Element: Determine and use reading strategy (skimming, reading for
detail, reading for meaning and critical analysis) to determine purpose of text.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Measurement Criteria:

Use reading strategy to achieve intended purpose.
Identify purpose of text.

Identify complexity of text.

Explain purpose of text.

Performance Element: Analyze information read to learn meaning, technical
concepts, vocabulary, and follow directions.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Determine relevance, accuracy, and appropriateness to purpose.
Identify complexities and discrepancies in information.

Analyze information presented in a variety of formats such as
tables, lists, and figures.

Identify key technical concepts and vocabulary.
Follow all instructions as specifically given.

Performance Element: Interpret, transcribe and communicate information, data, and
observations to apply information learned from reading to actual practice.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Explain meaning of new terms, vocabulary and concepts.
Interpret technical materials used.
Summarize overall meaning of text.

Write specific steps for applying information learned to task or
new situation.

Write set of directions for others sharing information learned
and applying that to task or new situation.

Statement: Locate, organize, and reference written information from reliable sources to

communicate with co-workers and customers.

Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Saturday, August 24, 2002

Performance Element: Locate written information to communicate with co-workers
and customers.

Measurement Criteria:
Measurement Criteria:

Identify topic.
Conduct information search using card catalog, keywords,
and/or search engines.

Locate variety of resources such as books, journals, and
magazines.

Locate information from electronic forms including the Internet.
Organize resources to use key information.

Performance Element: Organize information to use in written and oral
communications.

Measurement Criteria:
Measurement Criteria:

Read and take notes from selected resources.

Prepare outline that emphasizes major points with supporting
data.

Present information in organized, easy-to-follow manner.

Prepare working bibliography according to MLA, APA, CBE,
Chicago, depending on the warranted language style.
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Cluster Knowledge and Skill Statement

Performance Element: Document the source and proper reference to use in written
information.

Measurement Criteria: Prepare a bibliography according to MLA, APA, CBE, Chicago,
depending on the warranted language style.

Measurement Criteria: Use parenthetical, footnotes and endnotes text citations
accurately.

Measurement Criteria: Follow plagiarism and copyright rules and regulations.
Statement: Use correct grammar, punctuation, and terminology to write and edit documents.
Performance Element: Compose multi-paragraph writing clearly, succinctly, and
accurately to write documents.
Measurement Criteria: Organize and arrange information for effective coherence.
Measurement Criteria: Report relevant information in order of occurrence.
Measurement Criteria: [nterpret information, data, and observations correctly.
Measurement Criteria: Present main ideas and supporting facts.

Performance Element: Use description of audience and purpose to prepare written
documents.

Measurement Criteria: Use technical terms and concepts.
Measurement Criteria: [ncorporate and use references effectively and accurately.
Measurement Criteria: Report objective and/or subjective information.
Performance Element: Use correct grammar, spelling, punctuation, and capitalization
to prepare written documents.
Measurement Criteria: Use correct grammar and sentence structure.
Measurement Criteria: Use correct spelling.
Measurement Criteria: Use correct punctuation and capitalization.
Performance Element: Use computer skills to design and develop written and
supporting material.
Measurement Criteria: Use word processing software to develop text, charts, graphs, or
figures correctly.
Measurement Criteria: Use presentation software to prepare visual support materials.
Measurement Criteria: Format written documents with appropriate font and layout for
easy reading.
Statement: Develop and deliver formal and informal presentations using appropriate media to
engage and inform audiences.

Performance Element: Prepare oral presentation to provide information for intended
purpose and audience.

Measurement Criteria: Know subject matter well enough to be independent of written
aids.

Measurement Criteria: Identify characteristics of the audience and adjust to their ability
to understand.

Measurement Criteria: Use technical terms and concepts correctly.

Measurement Criteria: Use proper organization and structure to achieve coherence of
major points.
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Cluster Knowledge and Skill Statement

Performance Element: Identify and prepare support materials to accompany oral
presentation.

Measurement Criteria: [dentify media and visual aids appropriate to understand topic.

Measurement Criteria: Prepare visual aids and support materials for easy viewing and
without error.

Measurement Criteria: Operate any equipment used with support materials smoothly
and efficiently.

Measurement Criteria: Adhere to basic visual communication principles.
Measurement Criteria: Rehearse presentation as needed.
Performance Element: Deliver presentation to sustain listener’s attention and interest.

Measurement Criteria: Deliver presentation without grammatical error.

Measurement Criteria: Speak clearly with appropriate volume, rate, and gestures while
making and maintaining appropriate eye contact.

Measurement Criteria: Use support materials in the presentation that enhance
understanding of the topic and the interest level of the audience.

Measurement Criteria: Stay within presentation time parameters.

Measurement Criteria: Evaluate listeners' interest and receptiveness.

Measurement Criteria: Use verbal and nonverbal feedback strategies to engage
discussion and adjust message and delivery.

Measurement Criteria: Respond to questions and comments to presentation.

Statement: Interpret verbal and nonverbal behaviors to enhance communication with co-workers

and clients/participants.

Performance Element: Interpret verbal behaviors to enhance communication.
Measurement Criteria: Identify verbal cues.
Measurement Criteria: Observe voice speed, voice quality and tone.
Measurement Criteria: Explain message conveyed by verbal behaviors.
Performance Element: Interpret nonverbal behaviors to enhance communication.
Measurement Criteria: Identify nonverbal cues.

Measurement Criteria: Observe eye contact, facial expressions, posture, gestures, and
other body language.

Measurement Criteria: Explain message conveyed by nonverbal behaviors.
Statement: Apply active listening skills to obtain and clarify information.

Performance Element: Interpret message/information given to clarify information.
Measurement Criteria: Determine familiarity of discussion.
Measurement Criteria: Respond accordingly using appropriate verbal and non verbal
language.
Measurement Criteria: Explain the message given in your own words.

Performance Element: Respond with restatement and clarification techniques to
clarify information.

Measurement Criteria: Ask questions to seek or confirm understanding.
Measurement Criteria: Paraphrase and/or repeat information.
Measurement Criteria: Record and summarize information in written notes.

Measurement Criteria: Follow directions and/or respond in a positive way with clear,
concise comments.

Saturday, August 24, 2002
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Cluster Knowledge and Skill Statement
Statement: Interpret and use tables, charts, and figures to support written and oral communication.

Performance Element: Develop tables, charts, and figures to support written and oral
communications.
Measurement Criteria: Compile and arrange facts in organized manner for a table,
chart, or figure.
Measurement Criteria: Document sources of data.
Measurement Criteria: Determine most appropriate way to display data for effective
coherence.
Measurement Criteria: Prepare table, chart, graph, or figure for inclusion in
publication or presentation.
Performance Element: Interpret tables, charts, and figures used to support written
and oral communication.
Measurement Criteria: Evaluate reference or source of data for authenticity and
reliability.
Measurement Criteria: Explain information presented in tables, charts, and figures.
Measurement Criteria: Prepare written summary of findings expressed in tables, charts,
and figures.
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Cluster Knowledge and Skill Statement
Problem Solving and Critical Thinking

Statement: Apply problem solving and critical thinking skills to resolve a problem.

Performance Element: Determine appropriate strategies to solve problems.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Identify the problem.
Determine possible solutions.
Involve appropriate people.
Review possible solutions.
Determine best solution.

Performance Element: Use group consensus strategy to solve a problem.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Saturday, August 24, 2002

Communicate solution to people involved.
Check for understanding.

Prioritize implementation steps.

Apply strategy to the problem.
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Cluster Knowledge and Skill Statement

Information Technology Applications
Statement: Develop and access a database to manage general information.

Performance Element: Use a database to organize customer information.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Saturday, August 24, 2002

Create database.

Access customer information.

Analyze customer information.

Interpret information to meet customer needs.

Performance Element: Use computer technology to organize company information.
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Create database.

Access company information.

Analyze company information.

Interpret information to meet company objectives.

Statement: Apply technological tools to expedite workflow.

Performance Element: Use available technology tools to increase work efficiency.
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Use a telephone system.

Use an e-mail system.

Use a word processing program.
Use a database program.

Use a spreadsheet program.

Use the Internet.

Performance Element: Integrate available technology tools to process and perform
services.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Enhance customer service.
Improve company profitability.
Increase employee productivity.

Demonstrate presentation software to support presentations.
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Cluster Knowledge and Skill Statement

Systems

Statement: Examine current events to determine their impact on the financial industry.

Performance Element: Interpret financial elements to determine impact on consumer

behavior.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Saturday, August 24, 2002

Consider jobless rate.

Consider current economic conditions.
Consider individual risk tolerance.
Consider income level.

Performance Element: Interpret laws and regulations to determine the role of
government in the financial industry.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Identify tax implications.

Identify federal programs and regulations.

Identify state programs.

Identify municipal programs.

Determine the influence of the Federal Reserve Board.

Performance Element: Interpret world events to determine the impact of
international affairs on the financial industry.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Review trade agreements.

Explain military conflicts.

Explain economic conditions of other nations.
Evaluate foreign policy relations.
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Cluster Knowledge and Skill Statement
Safety, Health, and Environmental

Statement: Implement safe and secure environmental controls to enhance productivity.
Performance Element: Acquire knowledge of federal and state regulations to support
a safe environment.
Measurement Criteria: Identify applicable regulations.
Measurement Criteria: Implement procedures for compliance.
Measurement Criteria: Recognize penalties for noncompliance.
Performance Element: Evaluate security issues to minimize loss.
Measurement Criteria: Identify causes of risk.
Measurement Criteria: Take routine security precautions.

Measurement Criteria: Apply procedures to handle and report workplace security and
safety infractions.
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Cluster Knowledge and Skill Statement
Leadership and Teamwork
Statement: Manage resources to achieve company goals.

Performance Element: Exhibit leadership ability to manage staff.
Measurement Criteria: Staff the business operation adequately.
Measurement Criteria: [mplement techniques to motivate staff.
Measurement Criteria: Resolve employee complaints and grievances.
Measurement Criteria: Assess employee performance.

Measurement Criteria: Maintain fiscal control of the business.
Measurement Criteria: Maximize efficiencies.

Performance Element: Foster teamwork to improve quality of work.
Measurement Criteria: Employ techniques to build employee morale.
Measurement Criteria: Participate as a team member.

Measurement Criteria: Demonstrate interpersonal skills in team working relationships.
Measurement Criteria: Demonstrate patience and nonjudgmental attitude.
Measurement Criteria: Encourage cooperation between departments/levels.
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Cluster Knowledge and Skill Statement
Ethics and Legal Responsibilities

Statement: Practice ethical behavior to instill trust and confidence.

Performance Element: Exhibit professional conduct to build trust.
Measurement Criteria: Exhibit respect for others.
Measurement Criteria: Accept responsibility for actions.
Measurement Criteria: Demonstrate honesty and integrity.
Measurement Criteria: Select products to meet customer needs.

Performance Element: Interpret industry laws and regulations to assure compliance.
Measurement Criteria: Apply industry regulations to business practices.
Measurement Criteria: Research specific information regarding laws and regulations.
Measurement Criteria: [dentify major regulations that apply to specific situations.
Measurement Criteria: Conduct business within regulatory guidelines.

Statement: Analyze practices of the finance industry to determine ethics and social responsibilities.
Performance Element: Apply ethical practices and responsibilities to business
operations.

Measurement Criteria: Explain the difference between an ethical business practice and
a legal responsibility.
Measurement Criteria: Identify the ethical issues in a given situation.

Measurement Criteria: Explain alternative strategies to address unethical and illegal
actions.
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Cluster Knowledge and Skill Statement
Employability and Career Development
Statement: Develop employability skills to obtain a career in finance.

Performance Element: Identify job requirements and characteristics to secure a
position.
Measurement Criteria:
Measurement Criteria:

Identify personal interests and aptitudes.
Analyze career information.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Identify career skills required.
Identify educational and credential requirements.
Determine employer expectations.

Performance Element: Obtain necessary skills and knowledge to meet position
requirements.

Measurement Criteria: Obtain required education.
Measurement Criteria: Obtain credentials and certifications.

Statement: Pursue career development skills to advance in the financial world.

Performance Element: Apply skills to meet or exceed employer expectations.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Demonstrate regular attendance.

Exhibit pride in work.

Display initiative.

Embrace change and flexibility.

Demonstrate willingness to learn new knowledge and skills.

Performance Element: Participate in job-enhancing activities to achieve career

success.
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Participate in industry’s organizations and associations.

Participate in civic organizations.

Participate in corporate events.

Continue educational training.

Statement: Exhibit personal skills needed to succeed in the workplace.
Performance Element: Apply personal skills and talents to enhance work

performance.
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Demonstrate self-discipline.
Demonstrate self~-worth.
Demonstrate leadership.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Saturday, August 24, 2002

Demonstrate teamwork.

Demonstrate integrity.

Maintain a positive attitude.

Handle stress in an appropriate manner.
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Cluster Knowledge and Skill Statement
Technical Skills
Statement: Use computer and electronic skills to perform job functions in the financial industry.
Performance Element: Operate appropriate equipment to perform specific job
functions.
Measurement Criteria: Operate calculator correctly.
Measurement Criteria: Operate computer with related software.
Measurement Criteria: Operate presentation equipment.
Performance Element: Apply fundamental finance concepts to perform professionally.
Measurement Criteria: Demonstrate accounting procedures.
Measurement Criteria: Demonstrate marketing principles.
Measurement Criteria: Utilize customer service skills.
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Section III — Pathway Knowledge and SKkills






PATHWAY: Financial & Investment Planning

Pathway Topic: Product Knowledge
Pathway KS Statement: Examine characteristics to distinguish between
stocks, bonds, and commodities.
Performance Element: Compare stocks, bonds, and commodities to determine
advantages.

Measurement Criteria: Define stock, bond, and commodity.

Measurement Criteria: Determine appropriate use of stocks, bonds, and commodities.
Performance Element: Process stocks, bonds, and commodity investments to
calculate rates of return.

Measurement Criteria: [dentify initial investment.

Measurement Criteria: [dentify the current value of the investment.

Measurement Criteria: [dentify the length of time the investment is held.

Measurement Criteria: Calculate the performance of the investment product.
Performance Element: Process stocks, bonds, and commodity investments to assess
the risks involved.

Measurement Criteria: List the risks of owning stocks, bonds, and commodities.

Measurement Criteria: Determine the acceptable risk tolerance of owning stocks,

bonds, and commodities.
Pathway KS Statement: Examine characteristics to distinguish between
insurance and annuity products.
Performance Element: Compare insurance and annuities to determine advantages.

Measurement Criteria: Define insurance and annuity.
Measurement Criteria: Determine appropriate use of insurance and annuities.
Performance Element: Process information to explain insurable risk.

Measurement Criteria: [dentify risk hazards and perils.

Measurement Criteria: Describe the four risk management techniques.
Performance Element: Compare term and whole life insurance to determine
advantages.

Measurement Criteria: List the characteristics of term and whole life insurance.

Measurement Criteria: Determine appropriate use of term and whole life insurance.
Performance Element: Describe the two basic types of annuities to meet client needs.

Measurement Criteria: Define immediate annuity and deferred annuity.

Measurement Criteria: Determine appropriate use of immediate annuity and deferred
annuity.

Performance Element: Process annuity investment to calculate the return on
investment.
Measurement Criteria: [dentify the amount of the initial annuity contribution.
Measurement Criteria: [dentify the current value of the annuity contribution.
Measurement Criteria: [dentify the length of time the annuity is held.
Pathway KS Statement: Examine characteristics to distinguish between
secured and unsecured credit.
Performance Element: Compare secured and unsecured credit to determine
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Pathway Topic: Product Knowledge

advantages.

Measurement Criteria: Define secured and unsecured credit.
Measurement Criteria: [dentify the sources of secured and unsecured credit.

Measurement Criteria: Determine appropriate use of secured and unsecured credit.

Performance Element: Compare secured vs. unsecured credit to arrive at cost factors
and determine advantages.

Measurement Criteria

Measurement Criteria

Measurement Criteria
Pathway KS Statement:
plan.

Performance Element:
client.

Measurement Criteria
Measurement Criteria
Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria

Performance Element:

Measurement Criteria

Measurement Criteria

Performance Element:
return.

Measurement Criteria:
Measurement Criteria:

Pathway KS Statement:
Performance Element:
financial situation.

Measurement Criteria
Measurement Criteria
Measurement Criteria
Performance Element:

Measurement Criteria:
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
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! Determine the annual percentage rate of interest.
! Determine the length of the repayment period.

! Determine the initial costs.

Follow appropriate steps to develop an investment

Prepare money management documents to meet needs of

! Develop an income and expense statement.

. Develop a balance sheet.

Review family needs to identify risk tolerance.

: Compare risk and reward.

! Define inflation, industry, market, and interest rate risks.

! Analyze time issues of families in various stages of life cycle.

Process information to project rates of return.

: Compare rates of return between stocks, bonds, savings

instruments, and annuities.

! Analyze risks associated with stocks, bonds, savings

instruments, and annuities.

Select appropriate investment to provide desired rate of

vehicles.

Match individual life cycle stages with appropriate risks.
Match individual life cycle stages with appropriate investment

Develop a financial plan to address client needs.
Review client’s financial information to determine current

. Interpret a balance sheet.

! Analyze expenditure patterns.

: Interpret a tax return.

Review appropriate information to set financial goals.

Define goals.

stage.

planning.

Design an implementation plan.

List five typical financial goals for members in each life cycle

Describe an evaluation process appropriate to financial
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Pathway Topic: Product Knowledge
Performance Element: Review appropriate information to recommend a financial
plan.

Measurement Criteria: Describe alternative mediums/methods for presenting a

financial plan.

Measurement Criteria: Develop two methods of soliciting feedback from clients.
Performance Element: Review appropriate information to evaluate the success of a
financial plan.

Measurement Criteria: Calculate the rate of return on investments.

Measurement Criteria: Compare goals and outcomes of the plan.

Measurement Criteria: Review a plan for appropriate actions/implementation.
Pathway KS Statement: Use tax preparation procedures to determine tax
liability.

Performance Element: Review previous tax returns to establish a client tax history.

Measurement Criteria: Describe the five filing statuses.

Measurement Criteria: List sources of income.

Measurement Criteria: List sources of deductions taken.

Measurement Criteria: Determine if estimated taxes were paid.

Performance Element: Review income, deductions, and credits to determine current
financial position.

Measurement Criteria: List types of income, deductions, and credits.

Measurement Criteria: Calculate the tax benefit of a deduction and credit.

Measurement Criteria: Calculate the cost of income sources.

Performance Element: Reference the latest tax code to guide tax return preparation.

Measurement Criteria: [dentify the purpose of tax forms and schedules.

Measurement Criteria: Accurately complete the form.

Measurement Criteria: Accurately calculate the tax liability.

Pathway Topic: Federal/State Regulations
Pathway KS Statement: Review most current state and federal regulations to
apply the tax code professionally.
Performance Element: Check earnings and sources to establish gross income.

Measurement Criteria: List types of income that are taxable.

Measurement Criteria: List types of income that are non-taxable.

Performance Element: Examine all qualifying conditions to determine tax exclusions.

Measurement Criteria: List seven tax exclusions.

Measurement Criteria: Calculate the cash benefit of an identified tax exclusion.

Performance Element: Review life-style and family status to determine a tax
deduction.

Measurement Criteria: List seven basic types of itemized deductions.
Measurement Criteria: Calculate the cash benefit of an identified tax deduction.
Performance Element: Examine state and federal laws to identify tax credits.

Measurement Criteria: List five tax credits.
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Pathway Topic: Federal/State Regulations
Measurement Criteria: Calculate the cash benefit of an identified tax credit.
Performance Element: Explain estimated tax payments to help client manage
unanticipated income.
Measurement Criteria: Explain the rules requiring estimated tax payments.

Measurement Criteria: Determine types of clients who may need to use estimated tax
payments.

Performance Element: Review the purpose of tax reporting forms to properly
complete six basic schedules and forms.
Measurement Criteria: Differentiate between Forms 1040, 10404 and 1040EZ.
Measurement Criteria: Explain the use of Schedule A.
Measurement Criteria: Explain the use of Schedule B.
Measurement Criteria: Explain the use of Schedule D.
Pathway KS Statement: Research the regulatory requirements of financial
and investment planning and security sales to assure compliance with codes.
Performance Element: Examine federal publications to identify the regulatory
requirements of federal agencies.
Measurement Criteria: Explain the requirements of the Securities Exchange
Commission.
Measurement Criteria: Explain the requirements of the CFTC.
Performance Element: Review appropriate state and self-regulatory materials to
identify regulatory requirements.
Measurement Criteria: Explain the requirements for an identified state.
Measurement Criteria: Explain the requirements of the NASD.
Pathway KS Statement: Plan appropriate education activities to achieve
licensing and certification requirements.
Performance Element: Examine licensing requirements to complement career goals.
Measurement Criteria: [dentify the purpose of licensing.
Measurement Criteria: [dentify which groups govern licensing procedures.
Measurement Criteria: [dentify the three most often used components of licensing.

Measurement Criteria: [dentify examination requirements for particular investment
products or advice.

Performance Element: Examine certification requirements to plan career goals.
Measurement Criteria: [dentify the purpose of certification.
Measurement Criteria: [dentify which groups govern certification procedures.
Measurement Criteria: [dentify the three most often used components of certification.
Pathway Topic: Customer Service

Pathway KS Statement: Use appropriate methods to communicate with
clients.

Performance Element: Use people skills to greet and dismiss clients.

Measurement Criteria: Welcome the client.
Measurement Criteria: Direct the client.
Measurement Criteria: Treat the client in a courteous manner.
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Pathway Topic: Customer Service
Performance Element: Use appropriate responses to address client inquiries.

Measurement Criteria: Provide the client with accurate and necessary information.

Measurement Criteria: Reflect company policy in responses.

Measurement Criteria: Address client inquiries in a polite and courteous manner.
Performance Element: Use appropriate methods to handle telephone and electronic
communication.

Measurement Criteria: Respond to the inquiries.

Measurement Criteria: Communicate in a professional and courteous manner.

Measurement Criteria: Record and forward information accurately.

Pathway KS Statement: Exercise appropriate techniques to interview clients.
Performance Element: Identify ways to gather information.

Measurement Criteria: Describe an information intake form.
Measurement Criteria: Describe methods for verbally gathering information.
Performance Element: Use telephone and in-person methods to interview clients.

Measurement Criteria: Explain telephone interviewing.
Measurement Criteria: Describe in-person interviewing.
Performance Element: Ask well-planned questions to conduct an effective interview.

Measurement Criteria: Plan follow-up questions.
Measurement Criteria: Use open-ended questions.
Measurement Criteria: Use close-ended questions.
Pathway KS Statement: Use people skills to conduct client conferences.
Performance Element: Develop an agenda to conduct a client conference.

Measurement Criteria: Develop a basic agenda for the first client conference.

Measurement Criteria: Develop an agenda for a client conference to make
recommendations.

Measurement Criteria: Develop an agenda for a client conference to discuss
implementation plan.

Measurement Criteria: Develop a basic agenda for an evaluative client conference.
Performance Element: Use various presentation mediums to conduct a client
conference.

Measurement Criteria: Use graphs and charts.

Measurement Criteria: Use verbal interaction when appropriate.

Measurement Criteria: Prepare follows-up materials to present to clients.
Pathway KS Statement: Review client financial information to develop a
client’s account statement.

Performance Element: Explain the purpose of a client's account statement to enhance
client awareness.

Measurement Criteria: [nclude all pertinent information on every client

communication.

Measurement Criteria: Define at least three other uses for client account statements.
Performance Element: Format client account statements to reflect current status.

Measurement Criteria: Differentiate between types of data for client account
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Pathway Topic: Customer Service

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Pathway KS Statement:
Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:
client complaints.

Statements.

Explain the use of transaction information.

Explain the purpose of financial status information.

Verify that clients can read and interpret account statements.

Employ people skills to respond to client complaints.
Outline a process to address client complaints.

: Listen to client complaints.

: Identify the underlying cause of complaints.

! Describe alternative methods of addressing client complaints.
Experiment with methods to address client complaints.

Describe written responses to complaints.
Describe verbal responses to complaints.
Write a response to a client complaint.
Write a script to respond to a client complaint.
Develop follow-up procedures to demonstrate concern for

Measurement Criteria: Explain why follow-up is important.
Measurement Criteria: Determine methods of following-up on client complaints.

Measurement Criteria:

Write a follow-up plan.

Pathway Topic: Financial Planning

Pathway KS Statement:

Examine client’s money management patterns to

determine a client’s financial situation.

Performance Element:
worth.

Measurement Criteria:
Measurement Criteria:

Performance Element:
flow.

Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Performance Element:
liability.

Review a client's current financial situation to determine net

! Identify needed documents to calculate a client's net worth.
! Calculate a client's net worth.
Review a client's income and expenditures to determine cash

List documents needed to calculate a client's income and
expenditures.

Calculate a client's monthly or annual income.
Calculate a client's monthly or annual expenditures.
Review a client's financial information to determine tax

Measurement Criteria: Determine the tax liability for the previous year.
Measurement Criteria: Calculate estimated taxes for the current year.

Pathway KS Statement:

Performance Element:
financial goals.

Develop procedures to create a financial plan.
Guide the client through effective planning to establish

Measurement Criteria: Determine a client's life-cycle stage.
Measurement Criteria: List five financial goals for each life-cycle stage.
Measurement Criteria: Identify the insurable risks.
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Pathway Topic: Financial Planning
Measurement Criteria: [dentify five financial goals.
Measurement Criteria: [dentify the investment risks.
Measurement Criteria: Determine how the plan will be evaluated.
Performance Element: Make financial recommendations to meet client needs.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Write a financial plan.

Plan the presentation to client.
Present the financial plan.
Develop an action plan.

Performance Element: Evaluate the financial plan to determine realization of goals.

Measurement Criteria: Calculate the rate of return on investments.

Measurement Criteria: Compare goals to outcomes of the plan.

Measurement Criteria: Make an action plan for implementing recommendations.
Pathway KS Statement: Describe procedures necessary to execute financial

transactions.
Performance Element:

Measurement Criteria:

Measurement Criteria:

Measurement Criteria:

Performance Element:
transactions.

Measurement Criteria
Measurement Criteria

Measurement Criteria

Examine asset management to determine advantages.
Differentiate between a financial product and a financial
service.

Compare and contrast brokerage services and asset
management services.

Evaluate the advantages of offering asset management services.
Describe the documentation necessary to execute financial

Summarize the rules and procedures governing new accounts.

Explain the importance of knowing the financial and
investment needs of the client.

Identify necessary information on a new account form.

Pathway Topic: Operations

Pathway KS Statement:

Performance Element:

Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Performance Element:
company activities.

Measurement Criteria:

Measurement Criteria:

Measurement Criteria:

Pathway KS Statement:

Performance Element:

Saturday, August 24, 2002

Use financial information to manage client records.
Use organizational skills to maintain accurate client records.
Describe laws and regulations relevant to client record
management.

Describe a basic record management system.

Identify software for client records.
Use invoicing and billing systems to organize records of

Explain the difference between invoicing and receiving
payments.

Differentiate between fee-for-service, commission, and hourly
fee structures.

Identify software for invoice and billing systems.
Develop procedures to adhere to compliance plan.
Describe the procedures to maintain a compliance plan.
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Pathway Topic: Operations
Measurement Criteria: Identify standardized rules for the financial planning industry.
Measurement Criteria: Describe the best practices to comply with industry rules.
Pathway KS Statement: Use data bases and other computer management
tools to manage office records.
Performance Element: Maintain office records to insure accuracy and compliance
with regulations.
Measurement Criteria: Describe the laws and regulations associated with record
management.
Measurement Criteria: Describe a basic record management system.
Measurement Criteria: [dentify software to maintain a firm's record systems.
Performance Element: Maintain time records to insure accuracy.

Measurement Criteria: Describe the purpose of maintaining time records.
Measurement Criteria: [dentify individuals who should keep time records.
Measurement Criteria: Describe methods to keep time and billing records.
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PATHWAY: Business Financial Management

Pathway Topic: Planning and Budgeting
Pathway KS Statement: Interpret financial data to develop short- and long-
term budgetary plans.

Performance Element: Analyze past and current budgets to determine financial
business needs.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Review revenues.

Review expenditures.

Identify trends.

Determine priorities.

Investigate abnormalities.

Report conclusions based on data.

Performance Element: Prepare a planning budget to guide financial decision-making.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Project revenues.

Identify expenditures for business activities.

Determine cash flow and profit margin requirements.

Justify changes.

Organize information in a logical and understandable format.
Hllustrate information with the use of charts, tables, and graphs.

Performance Element: Implement budget to manage financial decision-making.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Monitor revenues.
Monitor expenditures.
Examine and explain variances between budget and actual
results.
Pathway Topic: Analyze and Interpret Data
Pathway KS Statement: Analyze and interpret financial data to produce
accurate reports.
Performance Element: Describe financial statements to explain the need for accurate
reports.
Measurement Criteria
Measurement Criteria
Measurement Criteria

. Describe the different types of financial statements.
! Explain the purpose of a financial statement.
: Compare the differences in financial statements.

Performance Element: Analyze financial statements to verify information.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Identify critical data.

Identify relative timelines.

Determine trends.

Interpret trend indicators.

Compare ratios/standards.

Identify causes.

Identify problems or areas of concern.
Assess potential impacts.

Pathway Topic: Accounting
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Pathway Topic: Accounting

Pathway KS Statement: Examine accounting system elements to
demonstrate good accounting practices.

Performance Element:

Analyze financial information to demonstrate an

understanding of the accounting equation.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Pathway KS Statement:
information.

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Identify parts of the accounting equation.
Classify accounts as assets, liabilities, and owner’s equity.
Record business transactions to track business activities.
Create a chart of accounts to reflect financial business needs.
Identify asset accounts.
Identify liability accounts.
Open accounts in a general ledger.
Open subsidiary ledgers.

Analyze financial activities to record business transactions.

Journalize transactions in appropriate journals.
Post from journals to ledgers.

Prepare a trail balance.

Journalize and post adjusting and closing entries.
Close the general ledger.

Compile business transaction data to report financial

Organize accounting elements to prepare financial statements.

Prepare a balance sheet.
Prepare an income statement.
Prepare a cash flow statement.

Pathway Topic: Tax Management

Pathway KS Statement: Analyze tax structures and consequences to assist in
business decision-making.

Performance Element:
business taxes

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Performance Element:

Measurement Criteria:
Measurement Criteria:

Performance Element:
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Compare tax structures to differentiate between types of

List types of taxes required of businesses.
List characteristics of different taxes.

Determine appropriate business structure for overall tax
purposes.

Identify various taxing authorities to determine the
relationship to business.

List various taxing authorities.

Identify required financial information for each taxing
authority.

Evaluate accrual methods to determine tax effects.

Calculate the tax effects of various accrual methods.
Compare tax effects of various methods.
Evaluate inventory methods to determine tax effects.
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Pathway Topic: Tax Management
Measurement Criteria: Calculate the tax effects of various inventory methods.
Measurement Criteria: Compare tax advantages associated with methods.

Performance Element: Evaluate depreciation options to determine tax effects.
Measurement Criteria: Calculate the tax effects of various depreciation options.
Measurement Criteria: Compare tax advantages associated with options.

Pathway KS Statement: Establish a tax plan to incorporate the impact of tax
consequences on business decisions.

Performance Element: Analyze current business decisions to determine the impact on

taxes.

Measurement Criteria:
Measurement Criteria:

Identify tax policies that affect business decisions.

Identify accounting procedures and processes that impact

taxes.
Measurement Criteria: Compare tax impact of various decisions.

Performance Element: Develop a methodology to maintain a tax plan.
Measurement Criteria: Develop a methodology.
Measurement Criteria: Apply the methodology to aid in business decision-making.
Pathway Topic: Policies and Regulations

Pathway KS Statement: Use federal, state, and local regulations to determine
financial records management.
Performance Element: Gather federal, state, and local procedures and regulations to
apply to the storage of financial records and files.
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Maintain current federal, state, and local requirements.
Interpret guidelines for storage requirements.

Develop a procedure to insure compliance with storage
requirements.

Provide security for records and files.

Performance Element: Maintain knowledge of current financial laws, regulations,
and policies to assure compliance in financial practices.

Measurement Criteria:

Measurement Criteria: [dentify resources to provide information on financial laws,
regulations, and policies.
Measurement Criteria: Evaluate resources to provide updates to financial laws,

regulations, and policies.

Measurement Criteria:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Measurement Criteria:
Measurement Criteria:

Measurement Criteria:

Saturday, August 24, 2002

Adapt accounting and record keeping functions to merge with
current computerized systems.

Use database applications.
Use financial systems.
Use appropriate electronic files management software.

Develop auditing system to insure financial records are
accurate.

Establish backup procedures to maintain electronic records.

Use appropriate backup methods for electronic records and
files.

Schedule and complete backup procedures.
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Pathway Topic: Policies and Regulations
Measurement Criteria: Maintain backup resources in appropriate locations.
Pathway KS Statement: Analyze current laws and regulations to maintain
appropriate financial practices.
Performance Element: Interpret basic financial laws and regulations to apply to
financial practices.

Measurement Criteria: Explain major points and purposes of laws and regulations
concerning financial transactions, security trading, basic
accounting principles (GAAP/GAA).

Measurement Criteria: Identify resources to provide specific information regarding
financial regulations.

Measurement Criteria: Identify major regulations affecting identified financial
industries.

Measurement Criteria: Explain consequences for noncompliance with laws,
regulations, and policies.

Measurement Criteria: Utilize financial laws, regulations, and policies to explain the
purpose of each to a given situation.

Measurement Criteria: Explain how organization and industry policies affect industry
practices.

Measurement Criteria: Analyze organization and individual procedures for
compliance with financial laws, regulations, and policies.

Measurement Criteria: [dentify major instances of noncompliance with financial laws,
policies, and regulations.
Measurement Criteria: Apply financial laws, regulations, and policies to a given
Situation.
Pathway Topic: Organizational Skills
Pathway KS Statement: Use organizational skills to perform financial
operations.
Performance Element: Schedule appointments and calendars to manage work
responsibilities.
Measurement Criteria: Record appointments.
Measurement Criteria: Maintain manual and electronic calendars.
Measurement Criteria: Synchronize all schedules and calendars.
Performance Element: Organize work priorities to meet deadlines.
Measurement Criteria: Establish “to do” lists with scheduled completion dates.
Measurement Criteria: Organize work in logical sequence.

Measurement Criteria: Schedule work priorities to meet due dates.
Measurement Criteria: Meet deadlines.

Performance Element: Organize materials to maintain an orderly flow of work.
Measurement Criteria: [dentify documents, forms, and materials needed.

Measurement Criteria: Prepare flow charts for procedures and workflow.
Measurement Criteria: Develop written procedures and/or instructional manuals.
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PATHWAY: Banking &

Related Services

Pathway Topic: Providing Customer Service in Banking and Related

Services
Pathway KS Statement:

Performance Element:
transactions.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria

Pathway KS Statement:
functions.

Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria

Performance Element:
Measurement Criteria
Measurement Criteria

Performance Element:
Measurement Criteria

Pathway KS Statement:
functions.

Performance Element:
Measurement Criteria
Measurement Criteria

Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria
Measurement Criteria
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Employ technical skills to perform teller functions.
Implement banking procedures to process customer

Verify endorsements.

Prepare deposit slip.

Cash checks.

Issue receipt.

Issue traveler’s checks and money orders.

Use appropriate equipment and technology.
Maintain cash drawer to reflect teller activity.

Verify cash.
Tender cash.
Balance cash drawer.
Maintain adequate cash supply.
Respond to requests to provide other customer services.

. Facilitate usage of safe deposit boxes.
! Respond to balance inquiries.
: Transfer funds between accounts.
Employ technical skills to perform data processing

Use the information system to develop customer data.

! Facilitate information system.

: Use proper codes.

. Collect vital information from physical document.
Use proofreading skills to verify accuracy of data.

: Compare physical document to information system data.
: Correct errors.
Use equipment to process physical documents.

! File/scan physical document.
Use technical skills to perform new account

Aid customer to select appropriate services.

! Analyze customer needs.
: Select product that meets customer needs.
Prepare documents to meet selected services needs.

: Input customer information into document software.
! Print documents.

! Review documents with customer.

. Obtain customer signatures on documents.
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Pathway Topic: Providing Customer Service in Banking and Related

Services
Measurement Criteria
Measurement Criteria
Pathway KS Statement:
functions.

Performance Element:
Measurement Criteria
Measurement Criteria

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Pathway KS Statement:
functions.

Performance Element:
Measurement Criteria
Measurement Criteria

Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria
Measurement Criteria

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Pathway Topic: Opera
Services
Pathway KS Statement:

Performance Element:
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. Deliver customer copies.
. Deliver physical documents to processing.
Use technical and people skills to perform lending

Aid customer to determine best loan alternative.

! Analyze customer needs.
: Select product to meet customer needs.
Process customer application to include all information.

Obtain written application.
Obtain credit report.
Verify ratios.
Evaluate collateral.
Process loans to complete transactions.

Approve/Deny application.

Prepare documentation.

Review documentation with customer.
Obtain required signatures.

Disburse loan funds.

Provide customer with loan documents.

Use accounting knowledge to perform bookkeeping

Process transactions to maintain bank accounting records.

! Post and balance general ledger.
! Post the customer records.
Employ people skills to perform customer service duties.

! Process stop payments.
! Research records.
! Prepare bank statements.
! Help customer with account reconciliation.
Process documents to facilitate check collection process.
Process NSFs.

Encode transactions.

Transmit proof data to processing center.
Prepare checks for shipment.

Prepare balance settlement.

Process return items.

tions and Management of Banking and Related

Use technical skills to perform operations duties.
Manage cash needs to maintain cash reserves.
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Pathway Topic: Opera
Services

Measurement Criteria
Measurement Criteria
Measurement Criteria
Performance Element:
Measurement Criteria
Measurement Criteria
Measurement Criteria
Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:
operations.

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Measurement Criteria:
Pathway KS Statement:

Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:

Measurement Criteria
Measurement Criteria
Measurement Criteria
Performance Element:

Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Measurement Criteria:

tions and Management of Banking and Related

! Monitor vault cash.
. Facilitate cash shipments.
! Maintain liquid reserves.
Track financial ratios to monitor bank’s operations.

! Calculate reserve ratios.
! Prepare ratio reports for regulatory authorities.
! Prepare board of director’s reports.
Oversee information system to manage bank records.

Maintain record database.
Maintain information system.
Insure software stability.
Process back ups.
Troubleshoot system errors.
Maintain policy and procedure manuals to insure consistent

Review policies to ensure adequacy.
Implement procedures within appropriate departments.

Present policy reviews/changes to board of directors for
approval.

Distribute changes and updates to appropriate personnel.
Manage personnel to maximize operations.
Maintain adequate staff to meet workload demands.

Recruit qualified employees.
Train staff.
Provide recommendations to promotion staff.
Maintain positive work environment though staff recognition.
Maintain employee handbook.
Manage personnel budget to provide benefit packages.

! Provide salary guidelines.

! Research benefit package costs.

! Present proposed benefit packages to board of directors.
Prepare employee reviews to facilitate professional growth.

Maintain schedule of employee reviews.

Provide supervisor with review form.

Schedule review.

Facilitate the review with employee and supervisor.

Aid supervisor in determining appropriate salary/promotion
adjustment.

Adjust salary on payroll records.

Pathway Topic: Regulatory Compliance of Banking and Related
Services
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Pathway Topic: Regulatory Compliance of Banking and Related
Services
Pathway KS Statement: Operate bank to meet regulatory guidelines.
Performance Element: Develop procedures to adhere to regulations.
Measurement Criteria: Educate employees on appropriate state and federal banking
regulations.
Measurement Criteria: [mplement staff training on regulations.
Measurement Criteria: [nterpret and implement regulatory changes.
Measurement Criteria: Research questions from the staff regarding regulations.
Measurement Criteria: Monitor pending legislation.
Pathway KS Statement: Examine bank to determine regulatory compliance.
Performance Element: Implement internal audit procedures to reflect compliance.
Measurement Criteria: Prepare audit schedule.
Measurement Criteria: Conduct audit.
Measurement Criteria: [dentify audit exceptions.
Measurement Criteria: Work with appropriate employees to correct exceptions.
Measurement Criteria: Report findings to board of directors.
Performance Element: Review bank records to prepare for external examinations.
Measurement Criteria: Provide examiners with requested data.
Measurement Criteria: Cooperate with exam personnel.
Measurement Criteria: Present findings of exam with staff and board of directors.
Measurement Criteria: [mplement appropriate changes as suggested.
Pathway KS Statement: Compare legal interpretations to clarify regulations.
Performance Element: Consult experts to obtain interpretation of regulations.
Measurement Criteria: Contact appropriate regulatory agency.

Measurement Criteria: Contact legal council for interpretation of compliance.
Measurement Criteria: [mplement findings of research.

Saturday, August 24, 2002 Page 16 of 19



PATHWAY: Insurance Services

Pathway Topic: Product Knowledge
Pathway KS Statement: Examine the characteristics to explain insurance risk.

Performance Element: Review insurance policies to determine how to reduce risk.
Measurement Criteria: Define risk.
Measurement Criteria: I[dentify situations when insurance will reduce risk.

Performance Element: Review client’s situation to determine degree of risk.
Measurement Criteria: [dentify the risk of various situations.
Measurement Criteria: Support the rationale behind decision to insure.

Pathway KS Statement: Use insurance terminology to explain insurance risks
and benefits.

Performance Element: Use insurance terms in appropriate situations.
Measurement Criteria: Explain terms to client’s satisfaction.
Measurement Criteria: Explain how terms accomplish disclosure.
Pathway KS Statement: Examine characteristics to distinguish between
policy types and coverage.

Performance Element: Compare basic types of insurance policies to determine
appropriate use.

Measurement Criteria: List types of policies.
Measurement Criteria: Determine the appropriate policy use.
Performance Element: Compare common coverages to determine advantages.
Measurement Criteria: List types of coverages.
Measurement Criteria: Determine the appropriate coverage use.
Performance Element: Compare pricing methodology to determine advantages.
Measurement Criteria: List rating factors.
Measurement Criteria: Calculate premiums.
Pathway KS Statement: Create and/or complete documents in to process
information.
Performance Element: Identify the key components to correctly issue policies.
Measurement Criteria: Gather necessary information.
Measurement Criteria: Accurately record needed information.
Performance Element: Process information to complete insurance-related documents.
Measurement Criteria: Accurately write or record needed information.

Pathway Topic: Customer Service
Pathway KS Statement: Demonstrate effective techniques to gather client
information.
Performance Element: Identify data-acquisition methods to select appropriate
medium to gather information.
Measurement Criteria: Describe methods of verbally gathering information.
Measurement Criteria: Accurately record written information.

Measurement Criteria: Compare the advantages/disadvantages of gathering
information via telephone, fax, email, in person etc.
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Pathway Topic: Customer Service
Performance Element: Ask well-planned questions to determine client needs.

Measurement Criteria: Determine questions that should be asked of clients.
Measurement Criteria: Plan follow-up questions.
Measurement Criteria: Discuss the appropriate use of open-ended questions.
Measurement Criteria: Discuss the appropriate use of close-ended questions.
Pathway KS Statement: Utilize available techniques to effectively serve
customers.
Performance Element: Provide timely, accurate information to meet customer needs.
Measurement Criteria: Explain the process for receiving no justifiable complaints.
Performance Element: Operate within grant of authority to provide service to
customers.
Measurement Criteria: Explain the process for receiving a satisfactory internal review.
Performance Element: Utilize a process to resolve customer complaints or questions.

Measurement Criteria: Explain the process for dealing with questions or complaints.
Measurement Criteria: Explain the process for receiving a satisfactory internal review.

Measurement Criteria: Explain the process of referring an issue to someone with the
authority to make decisions.

Measurement Criteria: Explain the process for receiving a satisfactory internal review.
Pathway Topic: Operations
Pathway KS Statement: Examine characteristics to explain underwriting
functions.
Performance Element: Research insurance risk to determine how to meet/exceed
company objectives
Measurement Criteria: Explain growth.
Measurement Criteria: Explain loss ratio.
Performance Element: Process information to develop quotes for clients.
Measurement Criteria: List the elements of desirability for insuring.
Measurement Criteria: Identify the pricing structure.
Measurement Criteria: [dentify company services to be provided.
Performance Element: Identify the process to issue a policy.
Measurement Criteria: [ssue policy electronically.
Measurement Criteria: Provide information to others to issue policy.
Measurement Criteria: Write accurate information to issue a policy.
Performance Element: Describe the process to add endorsements.
Measurement Criteria: Define endorsement.
Measurement Criteria: Explain the process for adding endorsements to a policy.
Performance Element: Follow the process to renew policies.
Measurement Criteria: Explain renewability options.
Performance Element: Use company procedures to adjust claims.
Measurement Criteria: Reference marketing functions.
Measurement Criteria: Develop good relationships between agents, underwriters, and
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Measurement Criteria:
Measurement Criteria:
Measurement Criteria:
Measurement Criteria:

Performance Element:
requirements.

Measurement Criteria

Performance Element:
insurance career.

Measurement Criteria

Performance Element:
career goals.
Measurement Criteria
Measurement Criteria
Measurement Criteria
Performance Element:
requirements.

Measurement Criteria

Saturday, August 24, 2002

Pathway Topic: Operations

customers.

Use actuarial functions as needed.

Address loss control functions when required.
List sales functions.

Explain risk management.

Pathway Topic: Regulations and Credentials

Pathway KS Statement:
assure compliance.

Research the regulatory insurance requirements to
Examine state publications to identify regulation

! Maintain compliance with state regulations.
Participate in industry-sponsored training to advance in an

! Read industry magazines and periodicals to keep abreast of
news about seminars and training sessions.

Identify specific industry training opportunities to achieve
: Participate in insurance associations.
: Identify training opportunities.
: Continue educational training.

Plan appropriate education activities to achieve licensing

! Achieve passing grade on state insurance licensing exam.
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Career Specialty/ Occupational Coding and Crosswalk

Summary

The objective of the Career Specialty/ Occupational Coding and Crosswalk project is to
accomplish two basic tasks. The first is to design and establish a classification and coding
structure for the States’ Career Clusters Initiative. When completed, the classification and
coding structure will be compatible with existing occupational classification systems and
designed in a manner that allows for easy updating and the flexibility to add additional
career pathways and occupational specialties.

Once the first step is completed for each cluster, the second step is to build a linkage
system or crosswalk between the new career cluster classification system and the O*NET
occupational classification system developed and operated by the U S Department of
Labor. O*NET is a nationally recognized taxonomy with detailed descriptions and a rich
database of information for each occupation.

Explanation of Crosswalk Table

The attached table lists each occupational specialty and its related O*NET occupation. It
is sequenced by career pathway and occupational specialty code. It should be noted that
the relationship between an occupational specialty and its related O*NET occupation is
often not one-to-one. The O*NET occupation is often much broader covering two or
more occupational specialties. In fact, even when multiple occupational specialties are
assigned, they may only represent a part of a broader O*NET occupation.

Column 1: Lists occupational specialties that were identified by the Career Clusters
Initiative. The occupational specialties are organized by cluster pathways and represent
occupational titles with no definitions. They are intended to be a sample of occupations
that help define the cluster and pathway.

Column 2: Represents related occupations from the O*NET occupational coding system.

Note: A crosswalk from the occupational specialties to the Classification of
Instructional Programs (CIP) codes is forthcoming. The National Crosswalk
Service Center is currently developing the CIP to O*NET crosswalk which will be
the bridge to the career cluster occupational specialties. You may access this
crosswalk in the near future at: http://www.xwalkcenter.org/
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Section V — Cluster Profile
Advisory Committee List






Career Cluster Profile

Cluster Name: Finance
Project Lead State: North Dakota

Project Lead State Contact I nformation:

Mark Wilson, Project Director

North Dakota Board of Vocational & Technical Education
600 E Boulevard, Ave.

Bismarck, ND 58505-0610

Phone: (701) 328-2711

mwilson@state.nd.us

Wayne Kutzer, State Director

North Dakota Board of Vocational & Technical Education
600 E Boulevard, Ave., Dept 270

Bismarck, ND 58505-0610

Phone: (701) 328-2259

wkutzer @state.nd.us

Cluster Coordinators: Marsha Daves

Cluster Definition: Planning, services for financial and investment planning, banking,
insurance, and business financial management.

Cluster Pathways: Financial & Investment Planning, Business Financial Management,
Banking & Related Services, Insurance Services.

Cluster Partners:. List attached.
Number of cluster partnersin each of thefollowing categories:

Postsecondary Education: _ 6
Secondary Education: 4
Business & Industry 11

L abor 0
Associations e
Government Agencies 6
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Section VII — Validation Overview/ Results






VALIDATION REPORT

Background

Cluster advisory committees made up of business and industry representatives,
secondary/postsecondary educators, associations/organizations, government agencies and
other stakeholders developed and conducted an initial review of the knowledge and skills
statements. From July 15, 2002 through August 15, 2002, the States’ Career Clusters
Initiative conducted a national online validation of the knowledge and skill statements.
The validation rated the degree of commonality and importance of each statement (see
tables below). Each Cluster Committee reviewed the knowledge and skill ratings as well
as any written responses to a particular statement. Likewise, each committee determined
the appropriate action to take with regard to this data.

Cluster Question:

Question #1 : Is the knowledge and skill Question #2 : Is the knowledge and skill
statement common to all occupations across |statement important to workplace success
the cluster ? and/or further education ?

Pathway Question:

Question #1 : Is the knowledge and skill Question #2 : Is the knowledge and skill
statement common to all occupations across |statement important to workplace success

the pathway ? and/or further education ?
Rating Key:

Question #1: Question #2:

2 Don't Know -N/A e Don't Know -N/A

L. Common to a few (25% or less) > Not important

- Common to some (25 - 50%) L Somewhat important
- Common to many (51 - 75%) L Important

. Common to most (76 - 100%) > Critical




General Validation Statistics for the Eleven Clusters

Total Number of Respondents: 1133 completed profiles, 828 completed validation
Number of States/Others Represented: All 50 states/5 other
Overall profiles of respondents:
Organization Type
Business/Industry —17.3 %
State Agency —13.4 %
Federal Agency —2.4 %
Association — 6.2 %
Secondary Education — 36.5 %
Postsecondary Education — 14.1 %
Other — 10.1 %
Average # of Years of Experience: 18.3 years

Finance Cluster Validation Statistics

Total Number of Respondents: 31
Number of States/Others Represented: 9
Overall profiles of respondents:
Organization Type
Business/Industry —19.4 %
State Agency — 6.5 %
Federal Agency — 3.2 %
Association — 3.2 %
Secondary Education — 51.6 %
Postsecondary Education — 6.5 %
Other — 9.6 %
Average # of Years of Experience: 19.4 years
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Section VIII — Assessment Protocol
Certification Protocol






Deliverable #7

Title: Protocol for Career Clusters Assessment
8/5/2002 4:00 PM

Definition of Career Clusters Assessment

Assessment, within the context of the Career Clusters Initiative, is defined as a measurement of what a
learner should know and be able to do. The academic and technical knowledge and skills common to all
occupations and pathways within a single cluster are initially addressed in the Career Clusters Initiative.
Each cluster measures or assesses a learner’s knowledge and skills related to the cluster.

Purpose of the Protocol for Career Clusters Assessments

The purpose of this document is to provide:
*  Minimum criteria for selecting existing assessment instruments that align to the academic and
technical knowledge and skills identified for each cluster.
*  Minimum criteria for developing new assessment instruments that align to the academic and
technical knowledge and skills identified for each cluster.
*  Minimum criteria for validating and determining reliability of assessment instruments.

Functions of Career Clusters Assessment

Career Cluster Assessment serves to
*  measure (assess) student achievement, both cognitive and performance, in areas of academic and
technical knowledge and skills for each cluster
*  provide the basis for a transportable, industry-endorsed certification.

Operational Guidelines for Career Clusters Assessment

This protocol includes minimum criteria/expectations career cluster designers need to apply in the
selection/development of assessment modalities. Career clusters assessment:

CONTENT
* measures all 10 Foundation knowledge and skills.
* customizes context of questions and applications to individual clusters.
» reflects a high degree of specificity of measurable knowledge and skills.
e aligns to academic standards.
e connects to post high school standards and competencies.
e s consistent with Perkins data-quality criteria.

FORM
* combines a minimum of two modalities: cognitive and performance.
* includes an item bank that can accommodate multiple applications.
» reflects quality design and clear formats.

APPLICATIONS AND USES
» offers diagnostic feedback to the learner.
» provides added value to the user (employer, post high school); not required for employment.
» affords portability of results.
» provides cues for instruction.



ADMINISTRATION

» validates identity of test takers through a secure system.

» affords flexible administration, e.g. single assessment per foundation cluster topic or combination
of topics.

* provides flexible timing for administration.

» affords no cost or low cost to students.

* includes an affordable, user-friendly process to cover administrative costs.

» reflects an administration process that is as consistent as possible with other career cluster
assessments.

* includes an affordable, user-friendly maintenance process.

VALIDITY AND RELIABILITY
* uses consistent, reliable, and technically strong elements.
* isrecognized by business and industry.
* isrecognized by post high school education and training.

3/11/02 2



Deliverable #8
Title: Protocol for Career Clusters Certification
8/23/2002 2:28 PM

Definition of Career Clusters Certification

Certification, within the context of the States’ Career Clusters Initiative, documents learner achievement
of the academic and technical knowledge and skills common to all pathways and occupations within a
cluster. It is based on valid and reliable assessments. A certificate is recognized by employers, secondary
education, and post high school education as “value added to the admissions process to further education,
immediate employment process, and/or to employment advancement”.

Purposes of the Protocol for Careers Cluster Certification

The purposes of this document are to provide:
*  Minimum criteria for selecting existing certification programs that align to the academic and
technical knowledge and skills identified for each cluster.
*  Minimum criteria for developing new certification programs that align to the academic and
technical knowledge and skills identified for each cluster.
*  Minimum criteria for determining the value of a certification program.

Functions of Career Clusters Certification

Career Cluster Certification serves to provide a consistent, transportable method of documenting learner
achievement of a Career Cluster’s validated academic and technical knowledge and skills. The system is
based on valid and reliable assessments.

Operational Guidelines for Career Clusters Certification

This protocol includes minimum criteria/expectations career cluster designers need to apply in the
selection/development of certification processes. Career clusters certification:

* Defines the purpose and scope of the certificate.

* Bases issue of the certificate on assessed learner proficiencies and competencies related to a
Career Cluster’s validated academic and technical knowledge and skills.

* Requires learner to meet the assessment benchmark identified.

e Informs the public concerning the knowledge and skills of the certificate holder.

* Indicates date of issue on the certificate.

» Issues certificate from the State (State Director of Career-Technical Education or appropriate
designee) if the issuing organization is a secondary or post secondary education institution.

» Issues certificate from the CEO (or an appropriate designee) of an issuing professional
organization/agency/institution/company.

* Requires issuing organization to maintain a database (state and/or national) of certificate holders
based on the respective term of renewal.
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