
Name: Bridgette Blake 
 

Grading Quarter: 
3 

Week Beginning:  
February 26 

School Year: 2023-24 Subject: Business Office Specialist Support (BOSS) 

M
onday 

Notes: 
 
  
  
 
 
 

Objective: Students will learn to insert graphics, icons, shapes, and 
images and learn how to draft a professional business letter.  
 
Lesson Overview:  

• Create Weekly Assignment February 26-March 1 
• Business Letter PowerPoint and notes 
• Draft a professional letter to Mrs. Blake requesting approval 

for their business selection.  
 

 

Academic 
Standards: 
 1.1 Create 
Documents 
1.5 Insert and 
format graphic 
elements 
2.2 Insert and 
format text, shapes, 
and images 

Tuesday 

Notes: 
 
 
 
 
 
 

Objective: Students will learn to insert and format graphic elements.  
 
Lesson Overview:  

• Complete professional letter to Mrs. Blake requesting approval 
for their business selection.  

• Business letter review 
• Business letter quiz 

 

Academic 
Standards: 
1.1 Use word 
processing software 
to create and 
manage 
documents.  
1.5 Insert and 
format graphic 
elements.  
2.2 Insert and 
format text, shapes, 
and images.  

W
ednesday 

Notes: 
 
 
  
 
 
 

Objective: Students will learn the fundamental elements of a 
professional resume and begin creation of their own resume. 
 
Lesson Overview:  

• Resume PowerPoint and notes 
• Select template and create personal resume. 

 
 
  

Academic 
Standards: 
1.1 Use word 
processing software 
to create and 
manage 
documents.  
1.5 Insert and 
format graphic 
elements. 
2.2 Insert and 
format text, shapes, 
and images. 



Thursday 

Notes: 
  
 
 
 

Objective: Students will learn the fundamental elements of a 
professional resume and begin creation of their own resume. 
 
Lesson Overview:  

• Complete resume 
• Submit Weekly Assignment Feb. 26-March 1 

 

Academic 
Standards: 
1.1 Use word 
processing software 
to create and 
manage 
documents.  
1.5 Insert and 
format graphic 
elements. 
2.2 Insert and 
format text, shapes, 
and images. 

Friday 

Notes: 
 
FBLA (Future 
Business 
Leaders of 
America) 
Friday 
 
 
 

Objective: Students will learn project management skills by creating a 
public service announcement (PSA).  
 
Lesson Overview:  

• Complete PSA draft 
• Record 30 second PSA video 

 

Academic 
Standards: 
6.4 Practice project 
management skills. 

 


