
Business Communication 2
Exam Information Description

Exam number
222

Items
36

Points
37

Prerequisites
Business
Communication 1

Recommended course
length
One semester

National Career Cluster
Business Management
& Administration

Performance standards
Included (Optional)

Certificate available
Yes

The Business Communication 2 industry certification exam assesses
advanced professional communication skills, building upon those acquired in
Business Communication 1 or as a stand-alone evaluation. Competency is
evaluated in oral, written, interpersonal, technological, and employment
communication, with listening skills incorporated throughout. Learners will be
assessed on their ability to create a practical, proficient portfolio consisting of
a cover letter, resume, and follow-up letter. Additionally, they will be required
to create either a business report or a business plan. The exam also measures
their understanding of the impact of technology and the need for effective
communication skills to advance in a business career.

Exam Blueprint

Standard
1. Business communication
2. Employment seeking communication
3. Online business communication
4. Information gathering
5. Delivering & sharing knowledge
6. Careers & CTE pathways

Percentage of exam
16%
43%
14%
8%
14%
5%
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Standard 1
Students will understand the importance of business communication: businesses are constantly sending messages
to customers, inter-business, clients, supervisors and board members.

Objective 1 Understand the importance of taking responsibility for verbal and written
communication-- understanding what words are appropriate or inappropriate for
business situations.
1. Professional apologies when someone has been offended by our

communication.
a. How to have a difficult conversation (hiring, firing, asking for a promotion, hygiene

issues, colleague conflicts, giving a positive no, resigning from a job, unhappy
customer/employee.)

b. Understanding your own biases and experiences. How they impact your
communication and perspective in understanding

Objective 2 Explore the business/professional situations that require communication and
evaluate appropriate communication.
1. Develop ways to Improve listening, note taking and observing skills, and giving

verbal feedback to engage in each situation.
a. Small talk: informal “water cooler” talk, get to know you moments with

supervisor, colleagues and customers.
b. Customer relationship interaction- remembering customer names and details
c. Impromptu summary- Without prior notice, express your opinion thoughtfully,

and summarize current issues succinctly.
d. Reporting to or receiving a report/feedback from a supervisor
e. Board meeting/ formal presentation: prepared presentation with details planned

and listed in a handout or in a slideshow.
f. Business dinner or party: more formal conversations with business partners or

clients. Goal is to make a positive impression, avoiding controversial topics.

Standard 1 Performance Evaluation included below (Optional)

Standard 2
Students will explore the appropriate communication tools and strategies for securing employment.

Objective 1 Students will understand that a professional resume communicates their skills and
verifiable experiences.
1. Resumes Essential Components: Contact information, Work experience, Education

Experience, and at least 1 of the following (Skills and Certifications, Personal Interest, Awards)
to fill one page.

2. References Sheet: a separate document that contains names, contact information, and
relationship length and description. Non-family members!

Objective 2 Understand the importance of tailoring an employment resume to match a specific
job description
1. Job Description: published notice of employment opening including list of duties and

experience required.
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2. Adapting a resume to include keywords from the job description to aid in electronic
selection of applicants.

3. Keywords: specific words from the job description that an employer will use to filter
applicants.

Objective 3 Explore the importance of an effective cover letter and follow-up letter in the ability to
secure employment
1. Cover letter essentials:

a. Consistent formatting with resume: including fonts and headers styles with
contact information.

b. Introduction of potential employee
c. Employee Skill matched to the job description- give specific details
d. Fit: employee culture and values align with business mission
e. Ask: request an interview and explain how to best contact you
f. Follow up letter essentials:
g. Thank employer for interview
h. Reminder of Fit: why you are an ideal candidate
i. Future looking--how to contact you for further information

Objective 4 Understand the process for effective job interviews
1. Informal job interviews
2. Networking
3. Professionally complete a written or electronic job application form
4. Interview Essentials:

a. Research the company- know their product/service, understand the company
values and culture (including dress)

b. Prepare answers to common interview questions
c. Prepare a list of questions to ask an interviewer
d. Avoid common mistakes made by applicants (improper dress or grooming,

sharing too much personal information, answering questions too briefly, not
doing research on the business, asking about pay.)

e. Arrive early with paper copy of your resume

Objective 5 Understand how to navigate and utilize technology to secure employment
1. Templates: a digital tool that provides a structure for resumes, cover letters and other

business documents
2. Job Posting websites are sites used by employers to advertise their job vacancies to

job seekers. Examples: Jobs.utah.gov, Monster.com, Snagajob, Indeed.com,
Glassdoor, Simplyhired, and LinkedIn.

3. LinkedIn profiles/ professional networking sites: include your name, professional-looking
profile photo, summarize your work history/story, list your skills and ask connections to
endorse your skills, network with/follow others.

Standard 2 Performance Evaluation included below (Optional)
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Standard 3
Students will Improve business communication through the use and understanding of online tools.

Objective 1 Explore the concept of digital citizenship: responsible use of technology by anyone
who uses computers, the Internet, and digital devices to engage with society on any
level
1. A business’s or person’s digital footprint communicates a message about them.
2. Identify cyber bullying use of electronic communication to bully a person, typically by

sending messages of an intimidating or threatening nature.

Objective 2 Understand the impact of social media as a communication tool
1. Know your audience to choose the most appropriate social media platform
2. Establish an objective with posting
3. How frequently to post
4. What kind of messages do you want to send?
5. Does it represent the business well?
6. What will be the perception of the post (background of images count)?
7. Understand the importance of an online persona
8. Social media accounts should give the impression that you want them to?
9. Explain the use of Social media as a common screening practice for future college and

career opportunities
10. In 2021, 70% of hiring managers look up personal social media accounts
11. College recruiters & scholarships offices verify applicants’ information through

their Social Media personas

Objective 3 Recognize the difference between an analytical and an informational
report.

Standard 3 Performance Evaluation included below (Optional)

Standard 4
Students will improve and demonstrate effective informational reading strategies necessary to success in the
workplace.

Objective 1 Use basic evaluation techniques to find and use a variety of credible and reliable
sources of information
1. Date publication

a. Check sources of the information
b. Checking sources bias
c. Determine the motive of the publication
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Objective 2 Determine key understanding from various articles, websites, blogs and other
publications

1. Summarize the information sources main ideas
a. Determine the key points for future communications

Objective 3 Understand how to use the information you have gathered to apply it to the
business or organization that they are in
1. Create recommendation on improved practices for the business
2. Determine the best way to communicate recommendations from reading.

Standard 4 Performance Evaluation included below (Optional)

Standard 5
Students will understand various formal methods for delivering/sharing knowledge in the workplace.

Objective 1 Create and organize a professional verbal report
1. Plan & Construct (research, outline, and organize) public speeches.
2. Compose -use correct grammar, spelling, and parallelism in both the

presentation and oral report.
3. Create a Reference/Works Cited page with proper citations for sources.
4. Edit
5. Present

Objective 2 Deliver a professional presentation
1. Manage apprehension about communicating in public contexts.
2. Rehearse your presentation
3. Visual guide- slideshow
4. Recognizing human limitations- realistic expectations
5. Paced breathing
6. Dress appropriately
7. Posture
8. Eye contact
9. Body language including hand/arm gestures
10. Filler words eg. like, um, so.
11. Volume and enunciation

Standard 5 Performance Evaluation included below (Optional)
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Standard 6
Students will understand the Business Communications I and II are explorer courses for all the Business,
Finance & Marketing pathways. Students will learn to make connections between the Business and
Marketing Pathways and Post-secondary opportunities.

Objective 1 Identify potential careers that include the skills taught in Business Communication I
and II. Point out specific or high wage, high demand careers for your state.
1. Examples:

a. Determine personality traits that support these types of jobs.
b. Problem Solving
c. Teamwork/Collaborative
d. Communication
e. Detail Oriented
f. Time Management
g. Creativity

Objective 2 Understand CTE High School to College and Career Pathways that relate to advertising
careers and other classes offered related to these Pathways.
1. Describe your state’s pathway(s) that Business Communications is currently included in.

2. Identify secondary certifications and/or degrees needed for these types of careers.
3. Students can gain Industry certifications that highlight the skills they have through

Google, MOS, ADA, and MTA industry exams.
4. Teach students the importance of emerging social media sites like LinkedIn in verifying

communications skills.

Standard 6 Performance Evaluation included below (Optional)

Business Communication 2

Performance assessments may be completed and evaluated at any time during the course. The following
performance skills are to be used in connection with the associated standards and exam. To pass the performance
standard the student must attain a performance standard average of 8 or higher on the rating scale. Students may
be encouraged to repeat the objectives until they average 8 or higher. 

Student’s Name: _________________________________________________________________________

Class: ____________________________________________________________________________________
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Performance standards rating scale

0 Limited skills 2 → 4 Moderate skills 6 → 8 High skills 10

Standard 1 – Business Communication Score:

● Role play professionally handling a difficult situation (mass layoff, product recall)
● Evaluate a case study where a business demonstrated effective or ineffective communication

Standard 2 – Employment Seeking Communication Score:
● Create an employment portfolio (Required)
● Create a resume that is tailored to a specific job description
● Write a cover-letter to accompany a resume and asks for an interview
● Role-play interviews and demonstrate professional communication
● And TWO of the following:

○ Evaluate two or more cover-letters for clarity
○ Prepare a list of answers to common interview questions; make sure answers are appropriate,

positive and complete
○ Research a potential employer and prepare questions to ask about the

business
○ Write a follow-up letter for a simulated job opportunity

Standard 3 – Online Business Communication Score:
● Choose ONE:

○ Students will analyze their digital footprint and understand the importance of and impact of
digital decisions

○ Students will evaluate how a business communicates through social media and the messages of
those postings

Standard 4 – Information Gathering Score:
● Read and analyze three current business articles
● Summarize each article
● Report on any biases that you can see
● Compare the motivation of each article
● Determine the key points to be able to report either

verbal or written
● Utilize these resources for similar articles:

○ https://www.allsides.com/unbiased-balanced-news

Standard 5 – Delivering and Sharing Knowledge Score:
● Verbally deliver a five-to-ten-minute business presentation similar to a podcast or

Ted Talk

Standard 6 – Careers and CTE Pathways Score:
● Set up or clean up a LinkedIn profile or personal website.
● Create an infographic that identifies a career and the education or training to get to that career. Be
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sure to include starting and average salary, and schools or universities that provide the training,
required skills, or certifications.

Performance standard average score:

Evaluator Name: __________________________________________________________________________

Evaluator Title: ____________________________________________________________________________

Evaluator Signature: ______________________________________________________________________

Date: ______________________________________________________________________________________
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