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Description
Computer Careers prepares students for entry-level jobs in a computer career. Students will be introduced to the following careers: Administrative Assistant, Internet/Web Support Technician, Technology Support Technician, Graphic Designer, Web Master, and Customer Service Representative.  Students will have an opportunity to gain exposure of a computer career through workplace learning.

Discussion and application will focus on operating systems, word processing, spreadsheets, database, graphics and presentation software. Additional concepts and applications dealing with desktop publishing, software integration, and Internet may be included as well as future technology.
Specific Objectives

The objectives of this course are :
· Demonstrate basic Windows skills 
· Demonstrate a thorough understanding of word-processing.

· Demonstrate an understanding of a spreadsheet.

· Demonstrate an understanding of a database.

· Demonstrate an understanding of presentation software.
· Demonstrate a thorough understanding of the Internet.
· Demonstrate understanding of hardware concepts.
Software to be used throughout the course.

· Adobe Dreamweaver

· Adobe Photoshop

· Microsoft Word

· Microsoft Access

· Microsoft Excel

· Microsoft PowerPoint

· Microsoft Publisher

· Microsoft Internet Explorer

Schedule of Topics

1. Internet and the World Wide Web

2. Information and Searching the Internet

3. Word Processing with Microsoft Word

4. Spreadsheets with Microsoft Excel

5. Presentations with Microsoft PowerPoint

6. Desktop publishing with Microsoft Publisher

7. Databases with Microsoft Access

8. Web Page Design with Dreamweaver 
9. Graphics & Editing Tools (Photoshop)

10. Integrated throughout the course are career preparation and academic content standards, which include basic skills, communication, interpersonal skills, problem solving, safety, technology, and other employment skills.
11. Basic computer hardware and software topics

Method of Instruction

· Instruction will include lecture, demonstrations, audiovisual presentations and individual and group-based hands-on computer work. 

Method of Evaluation

Your semester grade will be based on a point system to include the following percentage breakdown.
· Daily attendance and participation
· Classroom tardies will result in loss of  the daily credit
· Applied lab assignments

· Individual/Group projects

· Unit Tests & Quizzes

· Extra credit assignments are available throughout the course.

School Materials
· 3 ring binder with 3 dividers – 2” or larger
· Paper, pens, pencils

· Students are required to write assignments and daily agendas in their school planner.
What is expected of each student? 

· Students are expected to come to class with an eagerness to learn and an open mind to explore the many possibilities that are available when utilizing the computer. 

What is the learning atmosphere? 

· Students are expected to stay on task while in class. The computer lab is different than a regular classroom, as students are constantly engaged in hands-on activities. It is a more casual atmosphere where hopefully students will feel confident in asking questions and seeking individual help. Cooperative learning is stressed. Students should learn to work together to problem-solve. 

Missed work and homework policy
· Homework is rarely given for this class as it requires a computer loaded with expensive software.  
· Work missed due to absences must be made up during tutorials.  It is the responsibility of the student to contact the teacher to receive work missed due to absence. 
· Late work is accepted no more than 5 days after the original due date.  Late work will not be given/allowed for unexcused absences or absences due to suspension, in-house detention, and/or Viewpoint.

· Assignments can also be redone in their entirety for a better grade if a low score is received.[image: image1.jpg]













