
Business Administration in BUSINESS MANAGEMENT Career Pathway
NEW North
2022-2024

EXPLORE: Click on the links to find the job titles that seem most interesting to you to learn more! Save any jobs you are interested in from this career pathway in your XELLO 
account so that you can create an Academic and Career Plan (ACP) later on.

Educational Level
May also require work experience  

Administrative Services Management

High School Diploma, Certification

Receptionists ⚪ 
Office Assistant ⚪  
Administrative Assistant ⚪  
Client Services
First Line Supervisors in:  

● Administrative Support 
● Services Workers 

Business Operations Specialist 

Range $24,960-62,310

Customs Broker 
Gaming Supervisor
Entrepreneur ✶⚪  
First Line Supervisor in:  

● Construction
● Culinary
● Housekeeping & Janitorial
● Landscaping
● Non-Retail Sales Workers
● Production & Operating Workers
● Retail Sales

Range $33,970-92,890

Certification or

Technical Diploma

Customer Service Representative ✶⚪  
Technical Writer ⚪ 
Range $34,815-88,450

Business Operations Analyst
Payroll Associate
Range $26,330-105,970

Associate Degree

Executive Administrative Assistant
Administrative Services Manager  
Document Management Specialist  
Paralegal & Legal Assistant ⚪
Program Coordinator  
Range $43,990-126,810

Business Analyst/Project Manager ✶
Credit Manager
Human Resource Generalist
Operations Manager ✶
Account Executive
Range $53,710-178,040

Bachelor Degree and beyond

Executive Director/CEO/President ✶
General Manager ✶

Training and Development Specialist ✶⚪ 
Office/Administrative Services Manager ⚪  

Human Resource Manager ✶
Compensation and Benefits Manager ✶

Logistics Manager ✶
Range $47,670-182,590

Postsecondary Options
Click HERE for 

Administration Support  Postsecondary Options
Click HERE for Management

Postsecondary Options

✶   BRIGHT OUTLOOK = these jobs are expected to grow in the future – which means more opportunities for you!
⚪   XELLO = you can learn more and save this job in your Xello account (note: some job titles might look a little different in Xello)                                                                     

https://www.mynextmove.org/profile/summary/43-4171.00
https://www.mynextmove.org/profile/summary/43-9061.00
https://www.mynextmove.org/profile/summary/43-6014.00
https://www.mynextmove.org/profile/summary/41-2021.00
https://www.mynextmove.org/profile/summary/43-1011.00
https://www.mynextmove.org/profile/summary/39-1021.00
https://www.mynextmove.org/profile/summary/43-9061.00
https://www.mynextmove.org/profile/summary/13-1199.03
http://www.mynextmove.org/profile/summary/39-1011.00
https://inwisconsin.com/doing-business-in-wisconsin/entrepreneurs/
http://www.mynextmove.org/profile/summary/47-1011.00
http://www.mynextmove.org/profile/summary/35-1012.00
http://www.mynextmove.org/profile/summary/37-1011.00
https://www.mynextmove.org/profile/summary/37-1012.00
https://www.mynextmove.org/profile/summary/41-1012.00
https://www.mynextmove.org/profile/summary/51-1011.00
http://www.mynextmove.org/profile/summary/41-1011.00
https://www.mynextmove.org/profile/summary/43-4051.00
https://www.mynextmove.org/profile/summary/27-3042.00
https://www.mynextmove.org/profile/summary/15-2031.00
https://www.mynextmove.org/profile/summary/43-3051.00
http://www.mynextmove.org/profile/summary/43-6011.00
https://www.mynextmove.org/profile/summary/11-3011.00
https://www.mynextmove.org/profile/summary/15-1199.12
https://www.mynextmove.org/profile/summary/23-2011.00
https://www.mynextmove.org/profile/summary/11-1021.00
https://www.mynextmove.org/profile/summary/13-1111.00
https://www.mynextmove.org/profile/summary/11-3031.02
https://www.mynextmove.org/profile/summary/13-1071.00
https://www.mynextmove.org/profile/summary/11-1021.00
https://www.mynextmove.org/profile/summary/11-2022.00
https://www.mynextmove.org/profile/summary/11-1011.00
https://www.mynextmove.org/profile/summary/11-1021.00
https://www.mynextmove.org/profile/summary/13-1151.00
https://www.mynextmove.org/profile/summary/11-3011.00
https://www.mynextmove.org/profile/summary/11-3121.00
https://www.mynextmove.org/profile/summary/11-3111.00
https://www.mynextmove.org/profile/summary/11-3071.03
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdpi.wi.gov%2Fpathways-wisconsin%2Fdemand-industries%2Feducationbusiness-administration-management%2Fnew-north%2Fpostsecondary-options&data=04%7C01%7CCarol.Hutchison%40dpi.wi.gov%7Ced36b627289b4a52351908da0e85cd36%7C1654d14032604903b5b718450051ce16%7C1%7C0%7C637838265087233780%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=iDT7ryrhsDK7AAB5Zz%2BOeBxb%2BqtFAiSX8K2AO2pax6s%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdpi.wi.gov%2Fpathways-wisconsin%2Fdemand-industries%2Feducationbusiness-administration-management%2Fnew-north%2Fpostsecondary-options&data=04%7C01%7CCarol.Hutchison%40dpi.wi.gov%7Ced36b627289b4a52351908da0e85cd36%7C1654d14032604903b5b718450051ce16%7C1%7C0%7C637838265087233780%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=iDT7ryrhsDK7AAB5Zz%2BOeBxb%2BqtFAiSX8K2AO2pax6s%3D&reserved=0


Business Administration in BUSINESS MANAGEMENT Career Pathway
In High School

A career pathway in high school must include: 
• A sequence of courses  (including at least 2 CTE courses) 
• Two of the following components: Career and Technical Student Organization, Work-based Learning, 
  Industry Recognized Credential, College Credit Opportunity

Career and Technical Education 
Courses 

Must include a sequence of at least TWO Career and Technical Education courses.  
Should align with Education Building Blocks for the pathway:

•  

•  

•  

CAREER EXPLORATION PROGRAMS 

Additional Employer 
Recommended Courses

Should align with Education Building Blocks for this pathway: 

• Business, Accounting, and Law Classes

• Public Speaking/Drama Class

• Psychology

• Personal Finance 

Statewide: 
You can find the list of career exploration programs 
associated with this pathway and develop a program 
list specific to your region or school.

● Inspire WI
● Job Shadow/Internship
● Youth Apprenticeship
● Any Customer Service Position

Career and Technical Student 
Organization

• Wisconsin DECA Student Organization
• Wisconsin Future Business Leaders of America (FBLA) Student Organization 

Work-Based Learning Program 
Options 

• Employability Skills (90 hrs)

• State Skill Standards Co-Op- Business, Finance and Marketing (480 hrs/1  year)

• Youth Apprenticeship- Finance & Marketing (450 hrs/year; 1-2 years)

• Local Work-based Learning Programs that meet state quality requirements

Administrative Support Business Management

Industry Recognized 
Credential Options 
Learn the skills that employers 
want to see!

Italics = must be 18 years old to 
obtain

*This certification is eligible for 
reimbursement through the 
technical incentive grant

IC3 (Internet Core Competency Certification)*
Microsoft Office Specialist (MOS)* & Microsoft Technology Associate (MTA)* Microsoft or Certiport

A*S*K - ANY Business or Marketing Certificate
Entrepreneurship and Small Business Certification (Certiport)

Certified Front Desk Representative (CFDR)
Fundamental Payroll Certification
Lean Six Sigma Certification (Yellow Belt)
Professional in Human Resources (aPHR)
Southwest Airlines Professional Communications Certification

Certified Meeting Professional (CMP) 
Certified in Logistics, Transportation and 

Distribution (CLTD)
Project Management Institute Certifications:
○ Certified Associate in Project Management 

(CAPM)
○ Project Management Professional (PMP)
○ SHRM

College Credit Opportunities You can find the list of college credit opportunities included in the postsecondary options for this pathway HERE. 

2022-2024

https://dpi.wi.gov/pathways-wisconsin/demand-industries/business-administration
https://inspirewi.org/
https://dwd.wisconsin.gov/apprenticeship/ya-applicants.htm
https://www.wideca.org/
https://dpi.wi.gov/fbla
https://dpi.wi.gov/cte/skills-standards/employability
https://dpi.wi.gov/cte/skills-standards/cooperative/portfolios
https://dwd.wisconsin.gov/apprenticeship/ya/become-youth-apprentice/finance.htm
https://dwd.wisconsin.gov/apprenticeship/ya/become-youth-apprentice/marketing.htm
https://dpi.wi.gov/acp/work-based-learning
http://wisconsinfastforward.com/prosperity/pupil/2020_cte_certification_list.pdf
http://wisconsinfastforward.com/prosperity/pupil/2020_cte_certification_list.pdf
http://wisconsinfastforward.com/prosperity/pupil/2020_cte_certification_list.pdf
https://certiport.pearsonvue.com/Certifications/IC3/Digital-Literacy-Certification/Overview
https://docs.microsoft.com/en-us/learn/certifications/browse/
https://certiport.pearsonvue.com/Certifications/Microsoft
https://www.askinstitute.org/index.php/certification
https://certiport.pearsonvue.com/Certifications/ESB/Certification/Overview
https://www.ahlei.org/product/certified-front-desk-representative-cfdr/
https://www.americanpayroll.org/education-certification/certification/overview
https://www.iassc.org/six-sigma-certification/yellow-belt-certification/
https://www.hrci.org/our-programs/our-certifications/aphr
https://www.icevonline.com/industry-certifications/sw-professional-communications
https://www.eventscouncil.org/CMP/About-CMP
http://www.apics.org/credentials-education/credentials/cltd
http://www.apics.org/credentials-education/credentials/cltd
https://www.pmi.org/certifications/types
https://www.pmi.org/certifications/types
https://www.pmi.org/certifications/types/project-management-pmp
https://www.shrm.org/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdpi.wi.gov%2Fpathways-wisconsin%2Fdemand-industries%2Fbusiness-administration-management%2Fnew-north%2Fcollege-credit-opportunities&data=04%7C01%7CCarol.Hutchison%40dpi.wi.gov%7Ced36b627289b4a52351908da0e85cd36%7C1654d14032604903b5b718450051ce16%7C1%7C0%7C637838265087233780%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=xiBcSL0jvHec%2BZEMts2OBHvuKZ2cFjlP%2BLaTgGUjn1g%3D&reserved=0


Business Administration in BUSINESS MANAGEMENT Career Pathway
at <Name of High School>

Your Academic and Career Plan (ACP) for this career pathway starts here…
Use this page to figure out which classes and activities you will take to prepare for this career pathway.  Record your plan in XELLO.

Career and Technical 
Education Courses 

● CTE Course #1
● CTE Course #2
● CTE Course #3
● CTE Course #4

Start creating your professional network 
through CAREER EXPLORATION 
PROGRAMS.  Record your experiences in XELLO.

Other Recommended 
Courses

• Course #1
• Course #2
• Course #3

State:
• Program Name/link #1 
• Program Name/link #2
Regional:
• Program Name/link #1 
• Program Name/link #2
Local:
• Program Name/link #1 
• Program Name/link #2

Career and Technical 
Student Organization

● Name of CTSO

Work-Based Learning 
Options 

● WBL Option #1
● WBL Option #2

Industry Recognized 
Credential Options 

Italics = must be 18 
years old to obtain

Administrative Support Business Management

IRC Name/link #1
IRC Name/link #2

IRC Name/link #1
IRC Name/link #2
IRC Name/link #1
IRC Name/link #2

IRC Name/link #1
IRC Name/link #2
IRC Name/link #1
IRC Name/link #2

College Credit 
Opportunities

You can find the list of 
college credit 
opportunities included 
in the postsecondary 
options for this 
pathway HERE.

College Courses Offered at Your High School

Transcripted Credit
● Name of HS Course #1, IHE granting credit
● Name of HS Course #2, IHE granting credit

AP and/or IB Courses
Name of AP/IB Course #1                                       Name of AP/IB Course #2

  - Score, College, Course                                           - Score, College, Course
  - Score, College, Course                                           - Score, College, Course
  - Score, College, Course                                           - Score, College, Course

College Courses You Can Take at a College Campus
Application Deadlines:

October 1st: Spring Courses               February 1st: Summer Courses (ECCP only)               March 1st: Fall Courses

Start College Now
● Name of College #1, College Course #1
● Name of College #1, College Course #2
● Name of College #2, College Course #1
● Name of College #2, College Course #2

Early College Credit Program  
- Name of College #1, College Course #1                - Name of College #1, College Course #2
- Name of College #2, College Course #1                - Name of College #2, College Course #2
- Name of College #3, College Course #1                - Name of College #3, College Course #2
- Name of College #4, College Course #1                - Name of College #4, College Course #2                         

2022-2024

Add your 
district 
logo here!


