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You are probably tired of people asking, “What do you want to be when you grow 

up?” Some students know exactly what they want to do, but most haven’t got a 

clue. The idea of choosing a career is intimidating, and it feels like it’s far in the 

future. There’s little time in the commotion of classes, activities, sports, work, and fun to 

think about what career you want to pursue after graduation from high school or college. 

It pays, though, to take the time to think about your future career. The truth is that 

you’ll save a lot of time and money if you have a direction in life, as opposed to just 

finishing high school and worrying about it later. It’s really a matter of dollars and 

sense. If you choose a career direction now, you can select classes and activities that will 

make you highly marketable—and highly paid—when you look for work. And it only 

makes sense to have an idea of what you want to do rather than just wandering aimlessly 

through school. 

Nobody wants that. Not your parents. Not your teachers. Not your friends. They want 

you to be somebody. They want you to use your talents, follow your interests, and pursue 

your ambitions to become great at what you love to 

do in life. That’s what you should want, too. 

So the time is right to take charge of your life and 

think about the future. You need a plan of action 

for how to get from where you are today to where 

you want to be in a few years: starting out on a 

personally and professionally rewarding career. 

That’s what AchieveTexas in Action is all about. The 

magazine you are holding is one of 16 guides to different 

career clusters. It is designed to help you make smarter 

decisions about your education and career options. 

You’ve heard the phrase, “Information is power.” Well, this magazine is power. It puts 

you squarely in charge of your future, from creating your Texas Achievement Plan (TAP) 

(see page 5) to choosing college or some other form of education or training after high 

school. Work with your parents, teachers, and counselors to make decisions, but remind 

everyone that it is your future at stake and that you are taking charge of it. 

Get information. Get a plan. Get a clue about your career direction. It’s all right if that 

direction changes; choosing a direction now is better than having no direction at all. Just 

promise yourself that you’ll make smart choices about where to focus your time, energy, 

and passion. 

We’re proud that you are taking steps to plan your career direction, and we pledge that 

your school, teachers, and counselors will do all they can to help you make wise choices 

on your plans for success. We wish you the best of luck on your journey. 

Dear Texas Student,

You’ve Heard 
THaT ‘InformaTIon Is 
power.’ well, THIs 
magazIne Is power.

IT puTs You In cHarge 
of Your fuTure.

WELCOME TO AChiEvETExAs in ACTiOn
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Hot Career Areas
 
Texas has launched a strategic plan that 
targets state efforts on six industry clusters 
that economists say will be the engines of 
economic growth in Texas. As you plan your 
future, think about a career in one of these 
new and emerging sectors.

•	Advanced	Technologies	&	Manufacturing
 -  Molecular technologist
 -  Sensor/robotics engineer

•	Aerospace	&	Defense
 -  Aerospace engineer
 -  Unmanned autonomous vehicle engineer

•	Biotechnology	&	Life	Sciences
 -  Bioinformatics specialist 

-  Biocontainment technician

•	Information	&	Computer	Technology
 -  System integrator 

-  Computer game developer

•	Petroleum	Refining	&	Chemical	Products
 -  Petrochemical engineer 

-  Refinery process design engineer

•	Energy
 -  Wind/solar energy engineer 

-  Geophysical (oil and gas) prospector

sTudenTs are 

auTomaTIcallY 
admITTed, 

as space permITs, To THe 
mccoY college of BusIness 

admInIsTraTIon aT Texas sTaTe 
unIversITY–san marcos If THeIr 

saT scores are 1,200 or greaTer, 
If THeIr acT scores are 27 or 

greaTer, or If THeY are In THe Top 
25 percenT of THeIr Texas HIgH 

scHool graduaTIng class.

Business Touches everyThing in your world. it’s behind the food you eat, the vehicles 
you drive, the clothes you wear—every product or service you consume is the result of a business 
somewhere organizing the people, money, materials, and other resources to deliver that product or 
service to you. From chief executive officers (ceos) overseeing worldwide organizations of hundreds of 
thousands of workers to receptionists answering phones, well-educated employees make businesses run 
more smoothly and profitably. The skills you learn in Business Management & Administration can make 
you an attractive job applicant for any company. if you see yourself managing teams of people to get 
projects done, crunching numbers to keep costs down, or becoming an entrepreneur and starting your 
own venture, then Business Management & Administration could be the right career cluster for you.
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 When I was in high school,” says Sheryl 
Kovach, human resources director of 
environmental services at Phillips Services 

Corporation,  in Houston, “the only job that I 
even knew about was receptionist work. I didn’t 
aspire to be a manager or entrepreneur because I 
really didn’t know about those disciplines. I was 
just looking forward to graduating. That was it. I 
really didn’t know what it was I wanted to do.”

Sound familiar? You, too, may not have a clue 
about what to do with your life. 

Don’t worry, though. Help is right here in your 
hands. This issue of AchieveTexas in Action is 
your guide to education and career choices that 
can shape your future. It’s one of 16 career cluster 
guides published by AchieveTexas, Texas’s college 
and career initiative (www.AchieveTexas.org).  
This edition is all about Business Management  
& Administration. 

Let’s start with some basic steps you should take 
to get organized, plan for the future, and start on 
the road to success. 

Assess Your  
Talents and Abilities 
First, you need to figure out some 
things about yourself. This step can 
be as simple as writing down a list 
of your interests (like video games 
or rock climbing), your hopes and 
dreams (like helping others), your 
talents (like writing or math ability), 
and your weaknesses (if you’re 
squeamish at the sight of blood, for 
example, you might not want to be 
a doctor). 

Follow up on this informal exercise by taking 
some formal assessments to determine your 
interests and abilities. Common assessments 
include the Kuder (www.kuder.com), Bridges 
(www.bridges.com), Career Cruising (www.
careercruising.com), COIN (www.coinedu.com), 
and Myers-Briggs (www.myersbriggs.org) tests. 
Terry Brock, director of the Texas Counselors’ 
Network, a group that helps counselors statewide 
advise their students on career planning, says, 
These tools give most of our students some career 
exploration awareness by the time they enter 
eighth or ninth grade. 

Ask your principal or counselor  
about the career 
assessments 
available at  
your school. 

In 2010, 
fIeld experTs named THe 
maYs BusIness scHool 

MBA ProgrAM aT 
Texas a&m unIversITY 
as THe BesT value and 

reTurn on Your 
educaTIon InvesTmenTs 
among mBa programs 

worldwIde 
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The FirsT sTep toward success is making smart 
decisions about your education and career options. 

Plan for
Success

PLAnning YOur CArEEr
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research Your Career Options
Once you’ve learned about yourself, learn more 
about your career options. There are thousands 
of occupations out there of which you may never 
have heard, and others that do not yet exist 
because the technologies have not been developed. 
Fortunately, there are plenty of resources (see inside 
back cover) for you, and they are as close as the 
nearest computer. 

One of the most helpful is the Occupation and 
Skill Computer-Assisted Researcher (or OSCAR, for 
short) from the Texas Workforce Commission.  
It is a vast database of information about hundreds  
of professions. You can find OSCAR at www.ioscar.
org/tx. Another good place to start is O*NET 

(http://online.onetcenter.org). 
Gather information about what you 

can earn in the careers in which you are 
interested. Find out whether the careers 

you are considering have a promising 
future—are they adding or losing 
jobs? Check out the education you’ll 
need to enter those careers. 

The chart on pages 10–11 
presents data on 25 possible 

professions. Remember, though, 
that these are just a sampling of 

careers available in the cluster. Go to 
OSCAR, O*NET, or another resource 

to investigate other careers. 

Create Your TAP
Once you have a better idea of your interests 

and abilities, you are ready to plan for high 
school and beyond. The Texas Achievement 

Plan, or TAP, is your plan for preparing for the 
career of your choice. 

The first step is for students to choose a career 
cluster, and not a particular occupational goal. In 
the eighth grade a student might choose Business 
Management & Administration and then later 
become interested in a narrower field such as human 
resources  or business management. 

The program of study you choose—your plan—
does not stop with graduation from high school, 
Brock emphasizes. “A student could then pursue a 
two-year degree as human resource manager or a 
four-year degree as a business administrator.”

You should set up a TAP that takes you through 
career preparation after high school, revising your 
blueprint as needed as you go along. If your career  
plans include college study, ask your counselor  
about tests required for admission to college,  
such as the PSAT, SAT, or ACT.

seek Out special Programs
Many Texas schools offer innovative programs  
to prepare students for specific career areas.  
These include career and technical education  
(CTE) programs, academies, and magnet schools. 
Once you’ve decided on a career direction, ask  
your counselor about special programs in your  
area that may provide related experiences in your 
chosen career.  

Samuel Odamah, enrolled in the architecture 
program at the University of  Texas at Arlington, 
having found his career calling at Dallas’s Skyline 
Career Development Center, a high school with 
career programs in a number of different fields.

“Skyline is one of the few schools in the country 
that offers programs in architecture,” Odamah says. 
“In some careers, Skyline students could even  
get professional certifications or licenses right in  
high school. It was a great place because you  
could find out whether you really wanted to enter  
a career.”

Odamah says that the career cluster system at 
Skyline taught him the value of planning for his 
career and his life. “We learned about planning 
ahead,” he says. “Those who plan things ahead of 
time don’t have to catch up. It’s just a matter of what 
a person wants out of life. Planning gives you a 
better platform for success.”
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Business 
Management & 
Administration 
cTsos

one of the best ways to acquire 
out-of-class experience in your 
chosen career is by joining a 
career and technical student 
organization (cTso). In Business 
management & administration, 
the most helpful cTsos are:

•	 Business	Professionals	
	 of	America	(BPA)
 www.texasbpa.com

•	 DECA,	Texas	Association
 www.texasdeca.org

•	 Future	Business	Leaders	
	 of	America	(FBLA)
 www.txfbla.org

71706 Business.indd   5 9/2/10   7:02 PM



Planning your Career

In Texas, TAPs (Texas Achievement Plans) will guide students’ high school and 
college experiences (see next page). As part of this process, students focus their 
studies within a chosen career cluster and program of study. 

    Career Clusters  
& Programs of Study ?
WHAT ARE

C  L  U  S  T  E  R

Business Management
& Administration

Office Manager

Research Analyst

Business Executive

Human Resources Manager

Financial Officer

Marketing Manager

Office Manager

Research Analyst

Business Executive

Human Resources Manager

Financial Officer

Marketing Manager

P R O G R A M S   O F   S T U D Y E X A M P L E   O C C U P A T I O N S

Business Analysis

Human Resources

Management

Administrative & Information Support

Business Financial Mgmt. & Accounting

Marketing

Business Analysis

Human Resources

Management

Administrative & Information Support

Business Financial Mgmt. & Accounting

Marketing

Planning your Career 

 A career cluster is a group of occupations and broad industries 
that share certain features.  The Business Management 
& Administration cluster, for example, includes office 

managers and business executives. Texas has adopted 16 career 
clusters (see back cover), the same ones designated and developed 
by the U.S. Department of Education. As the graphic below 
shows, within each cluster are programs of study, which are more 
specific groupings of similar occupations. Think of a program 
of study as being like a college major. In Business Management 
& Administration, you might choose to focus on Human 
Resources in high school and college.

related occupations
Each program of study includes a range of related occupations; 
human resources manager is an example of an occupation that 
falls within Human Resources. Choosing a career cluster and 
program of study will help you acquire the knowledge and 
skills you’ll need to enter your chosen career. It will allow you to 

follow a seamless course of study from high school into college 
or other postsecondary education or training. The electives you 
choose can complement your core academic classes to prepare 
you for the challenges of the real world of work.

review your TaP each year 
Don’t get locked into a cluster and program of study you don’t 
like. You should reexamine your TAP at least once a year and 
change pathways or clusters if your interests have changed. 
Choosing a cluster and program of study, even if they change 
later, means that you’ll have a direction in life. The idea is to be 
aware of what’s going on in your life and take control of your 
future. When you know where your education is going and why, 
your classes will become more meaningful. You’ll make contact 
with students, teachers, and employers who share your interest 
in a particular career area. You’ll have experiences that are fun 
and exciting. You’ll be on your way to success in school, in a 
career, and in life. 

Page 4
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choose a career cluster on which to 
focus your high school and college or 
postsecondary studies. The idea is to 
offer you a seamless route to follow from 
high school, through college or other 
postsecondary education, and into a career. 
not all Texas schools offer all clusters, so 
ask your guidance counselor which clusters 
are available at your school. 

A Career Portfolio (see page 15 )  is a 
good way to organize information about your 
educational experiences, record results of 
career interest and abilities assessments, 
and hold examples of your best work.  
include a TAp in your portfolio. 

pick extended learning activities that complement 
your classes (see page 14 ). work on community 
service projects. plan for paid and unpaid career 
learning experiences, such as job shadowing and 
internships. All these extracurricular activities 
can give you experience that will help you get into 
college or land a job. 

plAn for what you want to do after high school. 
your goal may be to attend a four-year university 
or two-year college, join the military, or enter an 
apprenticeship program. your postsecondary goal 
should influence the classes you take in high school; 
for example, you will need certain course credits to 
qualify for admission to a college. 

skeTch out your schedule of classes for your 
high school years. Most of your time will be 
spent taking your core academic courses. By 
carefully selecting your electives, you can get 
the education and experience you need to start 
toward the profession of your choice. 

 ATAP is a Texas Achievement Plan, and it’s a smart 
idea to create one to guide your studies through 
high school and into college or other postsecondary 

education or training. Your TAP represents your chance 
to take control of your education and career choices. 
Working with your parents/guardians and guidance 
counselor, you can pick the cluster on which you 
want to focus your studies as well as your career and 

postsecondary education goals. Don’t worry. You aren’t 
locked into your choices. You should revisit your TAP 
at least once a year to update it. You can change clusters, 
programs of study, and career and postsecondary goals as 
your interests and ambitions change. Having a plan—even 
if it changes—is smarter than having no idea of what you 
want to do and why you are attending school. Here’s how 
to fill out your TAP. 

?WHAT IS ATAP

Texas	Achievement	Plan

Name: Taylor Jones

School: west High school

Cluster: Business management & administration

Program	of	Study: management

Career	Goal: Business executive

Postsecondary	Goal: master’s degree in Business administration

9th	Grade
10th	Grade

11th	Grade
12th	Grade

algebra I
geometry

algebra II
precalculus

english I
english II

english III
english Iv

Biology
chemistry

physics
environmental systems

world geography
world History

u.s. History government/economics

languages other Than english I languages other Than english II professional communications fine arts

physical education

principles of Business, marketing 

and finance or Touch systems 

data entry or money matters or 

medical Terminology

Business management Information I or 

Banking and financial

management or virtual Business

accounting I or Business 

Information management II 

or global Business or word 

processing applications

accounting II or Business 

Information management II or 

global Business or practicum 

in Business management or 

problems and solutions or Touch 

systems data entry

Career	Learning	Experiences:	career preparation—paid and unpaid, Internship, Job shadowing

Curricular	Experiences: Business professionals of america (Bpa), deca, future Business leaders of america (fBla)

Extracurricular	Experiences:	language Tutor, school class officer, school newspaper, uIl, Yearbook

Service	Learning	Experiences:	Boys and girls clubs of america, Boy scouts of america,  

    community service volunteer, girl scouts of america

Page 5

lisT basic 
information such as 
your name and school. 

choose one or more occupations for 
which you would like to prepare. use 
resources such as oscAr (www.ioscar.
org/tx ) to research your options. 

pick a program of study within the 
cluster. There are six programs of study 
within the Business Management & 
Administration cluster (see page 12 ). 
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 You can write your own ticket to success in Business 
Management & Administration. This cluster represents one of 
the fastest-growing and highest-paying groups of jobs in the 

United States. 
“There is a desperate need for trained business professionals,” 

says Jamie Belinne, assistant dean of the Rockwell Career Services 
Center in the University of Houston’s Bauer College of Business. You 
can take your pick: jobs with many openings include accountants, 
administrative assistants, bookkeepers, desktop publishers, meeting 
planners, office managers, personnel recruiters, public relations 
specialists, and store managers. 

The Bottom Line
While the jobs vary widely, you can count on one thing. “The bottom 
line in business is the bottom line,” says Belinne. “You can’t be too 
afraid of numbers.”

But don’t think business is just boring number crunching. For 
instance, if you like solving mysteries and are good with numbers, 
the FBI might hire you as an accountant. “Our country loses a lot 
of money to white-collar crime each year,” explains Belinne. “If you 
really enjoy investigating and don’t mind going through mounds of 

information to get to the bottom of a mystery you 
would probably enjoy accounting.” 

A business career could take you 
to exotic places as well. Ron 

Zimmerman, chief executive 
officer of the Houston 

pharmaceutical company PLx 
Pharma, has lived in England, 
Russia, and Kazakhstan. 
He helped bring energy 
and mining companies to 
the latter, a former Soviet 
republic. The company 
developed oil fields to 
pump jobs and revenue 

into the economy.

Excellent Pay and Prospects
Whether you’re working in the oil fields, in a 
department store, or in criminal investigation, 
pay and prospects in Business Management & 
Administration are excellent. Managers in big 
retail stores can make six-figure salaries within 
five to 10 years after college graduation, Belinne 
says. “The hours are long and the work is hard, 
but you can be extremely successful.”

Accounting majors straight out of college 
can earn $40,000 to $50,000 and management 
information system majors can earn $60,000 to 
$70,000. “Information system experts are almost like 
interpreters who can move back and forth between 
business and technology,” Belinne explains.

CLusTEr ProfiLE

Ride

Page 6

Climb aboard 
a business career for 
exciting challenges, great 
pay, and a solid future.

Ticket
to

This is a projection of 10 fast-growing careers in Business Management & Administration in Texas 
from the year 2006 to 2016 and the number of new jobs created in each occupation. Note that while the 
percentage of growth in jobs may be high, the actual number of jobs created may be low. Source: U.S. 
Bureau of Labor and Statistics.

10 Fast-Growing Careers

  Occupation
% Growth

(2006–
2016)

New Jobs Created 
(2006–2016)

Network Systems and Data Communications Analyst 53.36% 208

Advertising Sales Agent 45.10% 157

Financial Examiner 41.16% 16

Computer Software Engineer 32.46% 372

Compliance Officer, except agriculture, construction, 
health & safety, and transportation 31.05% 109

Employment, Recruitment, and Placement Specialist 27.92% 112

Medical Secretary 26.64% 84

Cost Estimator 25.34% 104

Cargo and Freight Agent 23.94% 40

Human Resources, Training, and Labor Relations Specialist 23.94% 386
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do you  
like math?

Are you good at 
organizing clubs 
or parties?

can you 
persuade people 
to accept your 
point of view? 

do you like 
selling things?

Are you good at 
paying attention 
to details?

do you play 
chess, other 
board games, 
or computer 
games? 

if you play sports, 
are you a team 
leader?

do you like to 
be in charge of 
group projects?  

do you like 
working and 
earning your  
own money?

do you read 
business 
magazines or 
keep track of the 
stock market?

Q
U
I
Z

8. 9. 10.

is Business Management & Administration the 
right cluster for you? Take this quiz to find out. 
Answer “yes” or “no” to the following questions. 

If you answered “yes” to five or more of the above questions, Business Management & Administration may 
be the right cluster for you. To get a more specific and scientific measurement of your attitudes and abilities, 
ask your guidance counselor or teacher about taking a career assessment test or interest inventory. 

5. 6. 7.2. 3. 4.1.

		Occupation Average	
Wage

Entry-Level
Wage

Experienced
Wage

chief executive $79.81 $7.00   na

engineering $63.26 $39.65 na

marketing $58.90 $28.27 na

computer and Information systems 
manager $57.36 $34.40 na

natural science $56.72 $33.39 na

sales manager $49.80 $24.47 na

financial manager $53.95 $26.47 na

Human resources manager $51.37 $30.11 na

general operations manager $51.86 $21.15 na

Industrial production manager $51.33 $28.10 na

Across the board, the outlook is bright. The number of jobs 
nationwide in Business Management & Administration is expected 
to grow 42 percent during this decade. 

Wide Opportunity
And you can chart your own course. Opportunities are available for 
talented managers in every industry in every part of the world.

Zimmerman—who began his work life sacking groceries—put 
himself through the University of North Texas by working summers 
as an oil field roustabout. “I was fortunate the oil field was a high-
paying job,” he says. “That was my primary financial support.”

After exploring banking after college, he spent most of his 
career in the energy business. “I was mainly working with energy 
companies,” Zimmerman says, “advising on selling and partnering 
with companies overseas—mainly in oil and gas exploration and 
production.”

Qualifications
Many—but not all—Business Management & Administration 
jobs require a college degree. For top positions in human resources, 
companies vary widely in what they require. Monty Stanley, human 
resources director at the San Angelo Standard-Times, says, “Any 

kind of management or business degree should get you in the door. 
“To work as a human resources assistant or clerk,” he adds, “you 

need to have a high school diploma and a good sense of organization. 
Practical courses in using desktop computer systems will make 
you much more marketable. If you can prove yourself in some 
kind of an office-related internship job, this will also improve your 
career opportunities.” 

Whichever route you choose, take rigorous math or English. 
These skills can help you succeed in a career. Belinne, who helps 
college students obtain job interviews and evaluate offers, says, 
“If you can write and speak well and are good at math, you can be 
phenomenally successful.” 

Page 7

This is a chart of hourly wages for 10 of the top-paying careers in the Business Management & 
Administration cluster in Texas. Note how entry-level wages are often much lower than pay for the 
average worker and experienced workers in each profession. Source: U.S. Bureau of Labor and Statistics. A 
notation of NA signifies information not available.

10 Top-Paying Careers

 THe mccomBs 
scHool of BusIness 

aT uT ausTIn Is THe HIgHesT ranked 
In THe souTHwesT u.s.
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On ThE JOB

on the jobGrow

 L ike many kids, Terry Welch ran a Kool-
Aid stand as a child. His was more 
successful than most, he remembers, 

because “we had different flavors than 
the Kool-Aid stand down the road.” His 
secret? He would juice up his product with 
additives such as raspberries or Coca-Cola. 

Welch discovered early on that 
working in business means coming up 
with creative ideas that yield bottom-line 
benefits. Eventually, Welch went to work as 
director of environmental operations for 
the Dow Chemical Company in Houston, 
designing ways to help Dow efficiently 
deal with waste generated by the 
company’s operations. 

Collaboration
Although the Business Management 
& Administration cluster covers 
a wide variety of activities—
management, accounting, human 
resources, marketing, business analysis, 

administrative support—professionals 
in all these areas generally spend their 

days collaborating to plan, 
organize, and deliver 
a product or service. 

Welch, for example, 
managed 600 employees 

and a budget of $500 million 
a year.

Multitasking
“I’m not one who likes doing the same 
thing over and over,” says Linda Hulett, 
who served as an administrative assistant 
at the University of Houston’s College 
of Technology while working on her 
bachelor’s degree online with DeVry 
University. “I’m the type of personality 
that likes multitasking.” An administrative 
assistant’s job is to support managers by 
doing such varied tasks as answering phone 
calls, scheduling meetings, and filing. 

“I knew I wanted to be a secretary in 

the eighth grade,” Hulett says, but her 
horizons broadened as she acquired more 
marketable skills.  

“There are a lot of project management 
tasks that I perform in my job right now,” 
she explains. “When I came here, for 
example, I was asked to create a better 
design for office operations. I detailed 
what the various responsibilities were and 
designed an organizational chart including 
the new positions that were created.” 
Hulett now works as an assistant for 
Dynegy in Houston.

What	Employers	Want

coMMunicATion skills
 “what will separate the wheat from the chaff in what 
we do is the ability to communicate both orally and in 
writing,” says greg Haviland, project manager for catapult 
systems, a national micro-soft focused IT consulting 
company based in austin. “It really distinguishes people to 
be able to put their ideas on paper.”

Jim mccarley, chief executive officer of the opinion 
research firm opinions unlimited in Houston agrees. “a 
solid command of the english language is essential.”

“There’s nothing worse than spelling errors in emails 
or resumes,” states molly Holmes. she should know. she 
reads hundreds of emails and resumes each week as 
human resources director for liaison resources in austin, 
a firm that specializes in recruiting and placing marketing 
communications specialists.

To succeed in business, it’s also useful to be able to 
speak with ease both to groups and one-on-one. “You 
don’t have to be outgoing,” reports Haviland, “but you 
have to be approachable and communicative.”

 “You need to be able to effectively present your ideas,” 
agrees Holmes. “It’s important to be personable versus 
someone who just sits behind a computer and hides, and 
it’s critical to be able to speak well in front of a group.”

reliABiliTy And puncTuAliTy 
“You’ve got to be punctual and reliable,” says Haviland. 
“It’s an absolute requirement.” But it’s not enough to just 
show up once. You have to be punctual every day. “ninety 
percent of the people who lose their jobs do so due to 
absenteeism,” reports mccarley, “and we have one of the 
lowest rates of absenteeism in our industry.”

presenTABiliTy And diversiTy 
“presentability is important,” states mccarley. 
a well-groomed, well-dressed professional 
appearance shows a level of respect for 
coworkers, clients, and the company that is 
vital to success. as your parents and teachers 
always told you, neatness counts. 

most important of all, remember that 
you are special. “we look for people who 
are their genuine selves,” says Holmes. 
“we want you to be professional, but 
we also want to see what kind of unique 
qualities you bring to the table. after all, it 
takes a million different pieces to make a 
beautiful mosaic.”

dealing with the dAily chAllenges of business 
can lead to rewarding personal development.

Fortune magazIne’s lIsT of 
100 fasTesT-growIng companIes 
Includes 13 HeadquarTered In 

Texas.
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SportS marketer
Sports marketers help “sell” 
a team or product and attract 
fans or customers through 
branding strategy, advertising, 
and promotions. A business 
education could help you 
secure a job in the big leagues. 
University of Houston students 
participate in internships with 
different sports teams, including 
the Astros and the Rockets. 

“They need interns who 
want to get credit instead of 
getting paid. Students are very 
open to doing that because 
of the opportunities to gain 
experience,” reports Brett Hobby, 
assistant director for employer 
services and recruitment at the 
University of Houston Bauer 
College of Business.

Venture capitaliSt 
Venture capitalists find private 
investment money for startup 
companies, often in unproven 
cutting-edge technologies. 
Venture capital powered 
the 1990s boom in Internet 
companies although the 2000 
“dot-com” bust drove many 
people out of the business, 
the industry recovered and 
has positive career prospects. 
Venture capitalists must have 
solid knowledge of the markets 
and make wise decisions in their 
investing to minimize risks.

buSineSS Valuator
As the newspapers reflect in 
their stories about billion-dollar 
corporate mergers, the demand 
for business valuators continues 
to rise. Business valuators are 
accountants who specialize 
in evaluating the market 
value of businesses. Like all 
accountants, they evaluate the 
assets, liabilities, and capital of a 
company. Business valuators do 
so, however, so another company 
can decide whether it is worth 
trying to buy a company, or so 
the company itself can decide 
what kind of offer it can accept. 
Pay is high but so is the pressure, 
because so much is riding on the 
business valuator’s work.

Financial manager
These well-paid professionals 
oversee the preparation of 
financial reports, evaluate 
investments, and supervise cash 
management. “Finance majors 
are heavily sought after,” says 
Hobby.

These jobs can take you to 
cool places. Students from Africa 
and Europe can land jobs in New 
York with financial investment 
companies, while Americans can 
find work in financial centers in 
Europe and Asia.

agent
Agents and business managers 
of artists, performers, and 
athletes represent their clients to 
prospective employers and may 
handle contract negotiations and 
other business transactions.

Managerial duties in the 
performing arts can include 
marketing, event booking, and 
fund-raising.

on the job

Working with People
Almost every job in business requires 
working as a member of a team. 

“You really need to like working with 
people,” says Monty Stanley, human 
resources director at the San Angelo 
Standard-Times. “The one thing that all 
businesses have in common is their people, 
their ‘human resources.’”

In business, effective communication 
is critical, whether it’s face-to-face in 
meetings or via phone, fax, email, or instant 
messaging. Businesspeople need to write, 
read, and speak well. Mastering business 
technology, such as Microsoft Office, 
is a must. And math skills are used for 
budgeting, pricing, marketing, and many 
other areas of a company’s operations. 

Networking
“Students interested in business should 
learn how to network, be a part of student 

organizations, and not hide behind computer 
skills,” says Ann Hughes, director of the School 
of Management at Texas Woman’s University 
in Denton. “It is extremely important to 
build your interpersonal skills.” Hughes also 
recommends that students work while in 
college—especially in internships. College 
graduates with no practical work experience 
are at a disadvantage in the job market. 

Learning to Manage
The most common problem Stanley runs into 
is when new supervisors don’t know how to 
manage their staff well. “Supervising is a job 
that doesn’t come naturally to most people,” 
he says, “so I need to be able to identify when 
training is needed and see that it gets done.”

Stanley’s job calls on him to help people 
with problems, and he likes doing it. He has a 
bachelor’s and master’s degree in psychology, 
as well as a master’s degree in human 
resources management. 

Lifelong Learning
In business today, successful people keep 
constantly learning. 

Welch himself has taken advantage of 
Dow’s commitment to developing its people. 
He had a strong background in science and 
mathematics when he started with Dow, 
and the company trained him in leadership 
and management. He is now completing a 
master’s degree in business administration. 

Welch sees working in Business 
Management & Administration as an 
opportunity for personal improvement. “I 
can experience, learn, grow, and become a 
better individual and leader,” he says. “And I 
can give back to a job I enjoy.”
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5 Cool Careers
CHECk oUT THESE ExCITINg CAREERS IN BUSINESS MANAgEMENT & AdMINISTRATIoN

Dealing with the Daily challenges of business 
can lead to rewarding personal development.

5.2. 3. 4.1.
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SOC Occupation Growth Openings Wages Education Education	Levels Job	Description

15-2041 Statistician 13.07% 10 $72,600 master’s degree engage in the development of mathematical theory or apply statistical theory and methods to collect, organize, interpret, and summarize numerical data to provide usable 
information. may specialize in fields such as biostatistics, agricultural statistics, business statistics, economic statistics, or other fields.

15-2031 operations	research	Analyst 22.02% 32 $69,000 master’s degree
formulate and apply mathematical modeling and other optimizing methods using a computer to develop and interpret information that assists management with decision making, 
policy formulation, or other managerial functions. may develop related software, service, or products. frequently concentrate on collecting and analyzing data and developing 
decision support software. may develop and supply optimal time, cost, or logistics networks for program evaluation, review, or implementation.

11-2031 Public	relations	manager 12.93% 21 $84,430 Bachelor’s degree plus experience plan and direct public relations programs designed to create and maintain a favorable public image for employer or client; or if engaged in fund-raising, plan and direct activities to 
solicit and maintain funds for special projects and nonprofit organizations.

13-1011 Agent	and	Business	manager	of	Artists,	Performers	and	Athletes 22.44% 10 $82,940 Bachelor’s degree plus experience represent and promote artists, performers, and athletes to prospective employers. may handle contract negotiation and other business matters for clients.

11-2022 Sales	manager 14.95% 127 $97,260 Bachelor’s degree plus experience direct the actual distribution or movement of a product or service to the customer. coordinate sales distribution and establish sales territories, quotas, and goals and establish training 
programs for sales representatives. analyze sales statistics gathered by staff to determine sales potential and inventory requirements and monitor the preferences of customers.

11-3011 Administrative	Services	manager 12.47% 87 $73,520 Bachelor’s degree plus experience plan, direct, or coordinate supportive services of an organization, such as recordkeeping, mail distribution, telephone operation/reception, and other office support services. may 
oversee facilities planning and maintenance and custodial operations.

13-2031 Budget	Analyst 15.09% 22 $65,320 Bachelor’s degree examine budget estimates for completeness, accuracy, and conformance with procedures and regulations. analyze budgeting and accounting reports for the purpose of maintaining 
expenditure controls.

13-2011 Accountant	and	Auditor 21.65% 498 $59,430 Bachelor’s degree examine, analyze, and interpret accounting records for the purpose of giving advice or preparing statements. Install or advise on systems of recording costs or other financial and 
budgetary data.

13-1071 Employment,	recruitment,	and	Placement	Specialist 27.92% 112 $45,470 Bachelor’s degree recruit and place workers.

13-1073 Training	and	Development	Specialist 23.33% 107 $51,450 Bachelor’s degree conduct training and development programs for employees.

13-1072 Compensation,	Benefits,	and	Job	Analysis	Specialist 23.57% 61 $53,860 Bachelor’s degree conduct programs of compensation and benefits and job analysis for employer. may specialize in specific areas, such as position classification and pension programs.

13-1061 management	Specialist 21.66% 6 $50,460 Bachelor’s degree coordinate disaster response or crisis management activities, provide disaster preparedness training, and prepare emergency plans and procedures for natural (e.g., hurricanes, 
floods, earthquakes), wartime, or technological (e.g., nuclear power plant emergencies, hazardous materials spills) disasters or hostage situations.

11-9141 Property,	real	Estate,	and	Community	Association	manager 8.42% 78 $46,130 Bachelor’s degree plan, direct, or coordinate selling, buying, leasing, or governance activities of commercial, industrial, or residential real estate properties.

43-6013 medical	Secretary 26.64% 189 $29,680 postsecondary award perform secretarial duties utilizing specific knowledge of medical terminology and hospital, clinic, or laboratory procedures. duties include scheduling appointments, billing patients, 
and compiling and recording medical charts, reports, and correspondence.

43-6012 Legal	Secretary 18.44% 84 $39,860 postsecondary award perform secretarial duties utilizing legal terminology, procedures, and documents. prepare legal papers and correspondence, such as summonses, complaints, motions, and 
subpoenas. may also assist with legal research.

43-1011 First-Line	Supervisor	of	office	and	Administrative	Support	Workers 11.00% 489 $45,790 work experience in a related occupation supervise and coordinate the activities of clerical and administrative support workers.

27-3091 interpreter	and	Translator 22.19% 23 $38,850 long-term on-the-job training Translate or interpret written, oral, or sign language communications into another language for others.

13-2082 Tax	Preparer 2.92% 19 $29,402 moderate-term on-the-job training prepare tax returns for individuals or small businesses but do not have the background or responsibilities of an accredited or certified public accountant.

43-4051 Customer	Service	representative 17.74% 1,108 $29,860 moderate-term on-the-job training Interact with customers to provide information in response to inquiries about products and services and to handle complaints.

43-3021 Billing	and	Posting	Clerk	and	machine	operator 15.28% 167 $30,983 moderate-term on-the-job training compile, compute, and record billing, accounting, statistical, and other numerical data for billing purposes. prepare billing invoices for services rendered or for delivery or shipment of goods.

43-6011 Executive	Secretary	and	Administrative	Assistant 12.82% 419 $40,030 moderate-term on-the-job training provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing 
correspondence, receiving visitors, arranging conference calls, and scheduling meetings. may also train and supervise lower-level clerical staff.

43-4167 receptionist	and	information	Clerk 15.18% 480 $24,550 short-term on-the-job training answer inquires and obtain information for general public, customers, visitors, and other interested parties. provide information regarding activities conducted at establishment; 
location of departments, offices, and employees within organization.

43-4111 interviewer,	except	Eligibility	and	Loan 15.62% 92 $28,140 short-term on-the-job training Interview persons by telephone, by mail, in person, or by other means for the purpose of completing forms, applications, or questionnaires. ask specific questions, record answers, 
and assist persons with completing form. may sort, classify, and file forms.

43-9061 office	Clerk,	general 11.96% 771 $25,320 short-term on-the-job training
perform duties too varied and diverse to be classified in any specific office clerical occupation, requiring limited knowledge of office management systems and procedures. clerical 
duties may be assigned in accordance with the office procedures of individual establishments and may include a combination of answering telephones, bookkeeping, typing or word 
processing, stenography, office machine operation, and filing.

43-4171 receptionist	and	information	Clerk 15.18% 480 $24,550 short-term on-the-job training answer inquiries and obtain information for general public, customers, visitors, and other interested parties. provide information regarding activities conducted at establishment; 
location of departments, offices, and employees within organization.
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listed below are 25 careers you might consider in the Business management & administration cluster. These are not all the career options in the cluster—they are just a sampling showing the variety of occupations available to you at different education levels. 
Turn to the “online Info” on the inside back cover to research all career options in the cluster of your choice and decide on the ones that best fit your talents and ambitions. Here’s an explanation of the kind of information presented in each column. 
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SOC: stands for standard 
occupational code, which 
organizations like the u.s. 
department of labor use to 
categorize career information. 
sometimes you can find data on 
a career faster by searching for 
its soc.  

WAGES: This is the amount 
the average person in the 
career earns in Texas per 
year. naturally, entry-level 
wages are lower than the 
average, and those for workers 
with years of experience are 
generally higher. 

GROWTh: This is the 
projected annual growth 
in Texas for the career 
between 2008 and 2018. 
fast-growing occupations 
may offer greater career 
opportunities for young 
adults. 

OPENINGS: This is the projected 
number of job openings for the career 
in Texas each year. even though a 
career may be fast growing, there 
may not be a lot of positions available. 
careers with more openings will give 
an entry-level worker a better chance 
of getting a job and greater job security.

Source:	
u.	S.	Bureau	of	Labor	
and	Statistics
note: This chart is a sampling 
of careers in the cluster, not 
recommendations from any 
agency or organization. always 
do thorough research and 
consult with your parents/
guardians before making a 
career choice.
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SOC Occupation Growth Openings Wages Education Education	Levels Job	Description

15-2041 Statistician 13.07% 10 $72,600 master’s degree engage in the development of mathematical theory or apply statistical theory and methods to collect, organize, interpret, and summarize numerical data to provide usable 
information. may specialize in fields such as biostatistics, agricultural statistics, business statistics, economic statistics, or other fields.

15-2031 operations	research	Analyst 22.02% 32 $69,000 master’s degree
formulate and apply mathematical modeling and other optimizing methods using a computer to develop and interpret information that assists management with decision making, 
policy formulation, or other managerial functions. may develop related software, service, or products. frequently concentrate on collecting and analyzing data and developing 
decision support software. may develop and supply optimal time, cost, or logistics networks for program evaluation, review, or implementation.

11-2031 Public	relations	manager 12.93% 21 $84,430 Bachelor’s degree plus experience plan and direct public relations programs designed to create and maintain a favorable public image for employer or client; or if engaged in fund-raising, plan and direct activities to 
solicit and maintain funds for special projects and nonprofit organizations.

13-1011 Agent	and	Business	manager	of	Artists,	Performers	and	Athletes 22.44% 10 $82,940 Bachelor’s degree plus experience represent and promote artists, performers, and athletes to prospective employers. may handle contract negotiation and other business matters for clients.

11-2022 Sales	manager 14.95% 127 $97,260 Bachelor’s degree plus experience direct the actual distribution or movement of a product or service to the customer. coordinate sales distribution and establish sales territories, quotas, and goals and establish training 
programs for sales representatives. analyze sales statistics gathered by staff to determine sales potential and inventory requirements and monitor the preferences of customers.

11-3011 Administrative	Services	manager 12.47% 87 $73,520 Bachelor’s degree plus experience plan, direct, or coordinate supportive services of an organization, such as recordkeeping, mail distribution, telephone operation/reception, and other office support services. may 
oversee facilities planning and maintenance and custodial operations.

13-2031 Budget	Analyst 15.09% 22 $65,320 Bachelor’s degree examine budget estimates for completeness, accuracy, and conformance with procedures and regulations. analyze budgeting and accounting reports for the purpose of maintaining 
expenditure controls.

13-2011 Accountant	and	Auditor 21.65% 498 $59,430 Bachelor’s degree examine, analyze, and interpret accounting records for the purpose of giving advice or preparing statements. Install or advise on systems of recording costs or other financial and 
budgetary data.

13-1071 Employment,	recruitment,	and	Placement	Specialist 27.92% 112 $45,470 Bachelor’s degree recruit and place workers.

13-1073 Training	and	Development	Specialist 23.33% 107 $51,450 Bachelor’s degree conduct training and development programs for employees.

13-1072 Compensation,	Benefits,	and	Job	Analysis	Specialist 23.57% 61 $53,860 Bachelor’s degree conduct programs of compensation and benefits and job analysis for employer. may specialize in specific areas, such as position classification and pension programs.

13-1061 management	Specialist 21.66% 6 $50,460 Bachelor’s degree coordinate disaster response or crisis management activities, provide disaster preparedness training, and prepare emergency plans and procedures for natural (e.g., hurricanes, 
floods, earthquakes), wartime, or technological (e.g., nuclear power plant emergencies, hazardous materials spills) disasters or hostage situations.

11-9141 Property,	real	Estate,	and	Community	Association	manager 8.42% 78 $46,130 Bachelor’s degree plan, direct, or coordinate selling, buying, leasing, or governance activities of commercial, industrial, or residential real estate properties.

43-6013 medical	Secretary 26.64% 189 $29,680 postsecondary award perform secretarial duties utilizing specific knowledge of medical terminology and hospital, clinic, or laboratory procedures. duties include scheduling appointments, billing patients, 
and compiling and recording medical charts, reports, and correspondence.

43-6012 Legal	Secretary 18.44% 84 $39,860 postsecondary award perform secretarial duties utilizing legal terminology, procedures, and documents. prepare legal papers and correspondence, such as summonses, complaints, motions, and 
subpoenas. may also assist with legal research.

43-1011 First-Line	Supervisor	of	office	and	Administrative	Support	Workers 11.00% 489 $45,790 work experience in a related occupation supervise and coordinate the activities of clerical and administrative support workers.

27-3091 interpreter	and	Translator 22.19% 23 $38,850 long-term on-the-job training Translate or interpret written, oral, or sign language communications into another language for others.

13-2082 Tax	Preparer 2.92% 19 $29,402 moderate-term on-the-job training prepare tax returns for individuals or small businesses but do not have the background or responsibilities of an accredited or certified public accountant.

43-4051 Customer	Service	representative 17.74% 1,108 $29,860 moderate-term on-the-job training Interact with customers to provide information in response to inquiries about products and services and to handle complaints.

43-3021 Billing	and	Posting	Clerk	and	machine	operator 15.28% 167 $30,983 moderate-term on-the-job training compile, compute, and record billing, accounting, statistical, and other numerical data for billing purposes. prepare billing invoices for services rendered or for delivery or shipment of goods.

43-6011 Executive	Secretary	and	Administrative	Assistant 12.82% 419 $40,030 moderate-term on-the-job training provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing 
correspondence, receiving visitors, arranging conference calls, and scheduling meetings. may also train and supervise lower-level clerical staff.

43-4167 receptionist	and	information	Clerk 15.18% 480 $24,550 short-term on-the-job training answer inquires and obtain information for general public, customers, visitors, and other interested parties. provide information regarding activities conducted at establishment; 
location of departments, offices, and employees within organization.

43-4111 interviewer,	except	Eligibility	and	Loan 15.62% 92 $28,140 short-term on-the-job training Interview persons by telephone, by mail, in person, or by other means for the purpose of completing forms, applications, or questionnaires. ask specific questions, record answers, 
and assist persons with completing form. may sort, classify, and file forms.

43-9061 office	Clerk,	general 11.96% 771 $25,320 short-term on-the-job training
perform duties too varied and diverse to be classified in any specific office clerical occupation, requiring limited knowledge of office management systems and procedures. clerical 
duties may be assigned in accordance with the office procedures of individual establishments and may include a combination of answering telephones, bookkeeping, typing or word 
processing, stenography, office machine operation, and filing.

43-4171 receptionist	and	information	Clerk 15.18% 480 $24,550 short-term on-the-job training answer inquiries and obtain information for general public, customers, visitors, and other interested parties. provide information regarding activities conducted at establishment; 
location of departments, offices, and employees within organization.
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listed below are 25 careers you might consider in the Business management & administration cluster. These are not all the career options in the cluster—they are just a sampling showing the variety of occupations available to you at different education levels. 
Turn to the “online Info” on the inside back cover to research all career options in the cluster of your choice and decide on the ones that best fit your talents and ambitions. Here’s an explanation of the kind of information presented in each column. 

Business Management & Administration

JOB	
DESCRIPTION:	
These are brief 
descriptions of 
each career from 
o*neT online 
(http://online.onetcenter.
org). 

percentage of 
people in the 
profession 
who have a 

four-year college 
degree or better

percentage of 
people in the 
occupation 
who have 

some 
college

percentage of 
people in the 
occupation 
who have 

at most high 
school diplomas

EDuCATION	LEvELS:	The color bars show the mix of education levels attained by people actually working 
in the profession in Texas (see bars at right ). If a bar features mostly one color, that means that level of 
education is likely the one you’ll need to reach to work in the profession. look at statistician, for example, 
and you’ll see that virtually everyone in the field has a college degree or better. If the three colors in the bar 
are roughly equal in size, that means that there are opportunities in the profession for people of all education 
levels. for example, about 38 percent of the people working as customer service representative have a high 
school diploma, while 40 percent have some college, and 22 percent have four-year degrees or better. 

EDuCATION:	This is the minimum preferred level of educational attainment for people working in the career in the united states. 
This can range from short-term on-the-job training to a doctoral degree taking several years of college.

Some	Collegehigh	School College	or	Better
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 Before Linda Hulett had even entered high school, she discovered 
she was a typing wizard. “I recognized that I was gifted in that 
department,” she says. “My typing teacher told me.”

“My counselors and teachers didn’t really encourage me to pursue 
business until they saw my production,” she adds. Then everything 
changed. In high school, Hulett was asked to help teachers with their 
administrative work. “They picked a few of us who were gifted in that 
area,” she recalls, “I was chosen to work with a lot of teachers.”

Now, after a career as a secretary that has lasted almost 25 years, Hulett 
has completed her bachelor’s degree in project management from Devry 
University and is working as an assistant at Dynegy. 

The sooner you realize your full potential, the sooner you’ll be able to 
start making the most of your talents. That means right now, in your high 
school classes. Now is the time to really explore the subjects you enjoy and 
those where you experience success. Like Hulett, you may find you have 
what it takes to succeed in business. 

Core skills
The Business Management & Administration cluster is popular because 
successful pursuit of a career within any business concentration requires 
a diverse set of skills. Business careers can take you into every field 
of human endeavor, so it is essential to start your career with a solid 
grounding in rigorous academic courses—English, math, science, and 
social studies.

As a graduate student in the master’s degree program in business 
administration, Anna Marie Miller says one realizes how important it is 

Get Down to

Business
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you can sTArT exploring 
programs to prepare for business 
careers right now.

high sChOOL PrOgrAMs

	ADminiSTrATiVE	&	inFormATion	SuPPorT
employees who work in this area manage the activities of an office. one of their 
goals is to ensure that information is collected and shared with staff and clients.

	BuSinESS	AnALySiS
If a business is experiencing problems, the owner might contact a professional 
in this field for help. To understand the problems, he or she would analyze 
information and create solutions, then make a proposal to the business owner.

	BuSinESS	FinAnCiAL	mAnAgEmEnT	&	ACCounTing
employees in this field use general accounting systems. They use computer 
systems to prepare bills, taxes, and reports. They help make important 
business decisions.

HErE	ArE the programs of study available within the Business management & administration cluster in Texas high schools.* The state has created 
descriptions of each of these programs of study. These documents detail high school classes you might take, extended learning opportunities, and 
postsecondary programs. To download them, visit www.Achievetexas.org and click on the cluster icon for the area that interests you.

* not all schools offer all programs of study or clusters. Ask your counselor which programs are available at your school. 

	HumAn	rESourCES
people in this field are responsible for finding and keeping employees. To do this, 
they interview and hire the most qualified applicants. 

	mAnAgEmEnT
employees working in management have a variety of responsibilities to keep a 
business in operation. They build relationships with people outside the company 
or department and with employees. They might negotiate with or hire employees.

	mArkETing
marketing managers develop marketing plans to sell products or services. 
marketing managers identify and keep track of trends in buying and selling. They 
do this by reading trade journals and attending trade shows.

PRo GR A M  PRoFILES
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not to cut academic corners in high school 
if you want to excel in business studies in 
college.

Miller avoided rigorous math classes in 
high school, and paid the price when she was 
applying to colleges. “I took math classes like 
Consumer Math instead of Algebra II or 
Advanced Math,” she explains, “which you 
really need for the college placement tests. I 
had to take remedial math  in college, and 
I had to pay for it even though I didn’t get 
college credit for it.”

Accounting for Everyone
Ron Zimmerman, chief executive officer of 
the Houston pharmaceutical company PLx 
Pharma, has more than 30 years’ experience 
in investment banking and startup 
management in a variety of international 
firms. He says math is important in 
management no matter what the industry.

“I strongly suggest anybody interested 
in any kind of business take accounting 
classes,” Zimmerman says. “I’d actually 
advise the classes for any career. Most  
people go to work in a corporate 
environment. Pretty much everyone  
is involved in budgets.”

Focusing Electives
Courses such as Accounting, Touch 
Systems Data Entry, Business Information 
Management I, Advertising and Sales 
Promotion are offered as career electives by 
many Texas schools, and they are classes 
that can help begin your preparation for a 
business career.

Think of the electives as the chance to 
focus on your job options. The electives 
differ for each of the six business career 
programs of study (see “Program Profiles” 
on opposite page). Each program consists of 
different electives designed to begin your 
preparation for those particular careers.

For example, an 11th grader following 
the Management program of study could 
take a Business Law course, while another 
following the Administrative & Information 
Support program of study might opt for 
Word Processing. 

Software Savvy
Business Information Management has 
become one of the most popular electives 
because it offers the technical training to use 
business software. 

In a startup situation, Zimmerman says, 
he finds mastery of basic software programs 

such as Microsoft Word and Excel extremely 
helpful. “You’ve got to be frugal when you’re 
starting a company, so people need to be 
self-sufficient in basic skill sets. With the 
advent of word processing and the Internet, 
people are expected to do a lot of their  
own work.”

Get Certified
In some cases, you can begin work toward 
certification in particular skills even while 
in high school. Working toward Microsoft 
Office Specialist certification, Internet  
and Computing Core certification, or 
certification in Bookkeeping Fundamentals, 
for example, makes you more employable 
now and builds the foundation for later 
advancement.

 Imagine filling out your 
parents’ or neighbors’ 

tax returns and filing them electronically with 
the Internal Revenue Service. That’s what 
sophomores do every year at the Sidney Lanier 
International Banking and Business Magnet 
High School in San Antonio. These students 
help people in the community whose income 
qualifies them for free service.

“We are the only high school in Texas that 
does this,” magnet coordinator Blanca Ramirez 
declares proudly.

Sidney Lanier teachers trained by the IRS 
show the accounting students how to prepare 
tax returns, but the teachers don’t do the actual 
processing—they just supervise. 

One of nine magnet schools around San 
Antonio, Sidney Lanier caters to students 
interested in international banking, marketing, 
and entrepreneurship.  

Operating as a school within a school, 
the magnet program started in 1996 to help 
students learn from the trend toward a global 
market economy. They take business classes 
and rigorous academic subjects such as English 
and social studies. 

Nearly 255 students out of 1,400 attending 
the inner-city high school are part of the 
international banking and business program. 
They enhance their studies with senior year job 
shadowing and internships. 

An on-site financial service center doubles 

as a classroom to provide business experience. 
Students also manage a restaurant as well as 
several shops—beauty, auto and body repair, 
and print—that serve the community.

Some students will go on to operate their 
own businesses. Others attend college and 
then begin careers in areas as varied as public 
relations and human resources.

“I am proud of these students,” says 
Ramirez, who adds that the Sidney Lanier 
magnet program reaches students in ways 
traditional programs can’t.

“If you have a smaller community,” she says, 
“you can nurture the students. These students 
know someone cares about them. I think that’s 
why the program has been successful.”

Taxing classes
Magnet School Teaches International Finance and Business

Page 13
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 Until he took an internship with the 
office supply store, Office Max, his 
sophomore year, surfing was the only 

passion of Dulles High School student 
Geoff Hirschheim of Sugar Land. “I was 
one of those students who was just going 
through the motions,” he recalls. 

Being introduced to the business 
world, however, changed his attitude 
dramatically. Almost instantly his grades 
improved and “he was successful at the 
University of Texas at San Antonio,” 
recalls Hirschheim’s business teacher  
Ken Kaser. 

Career Launch
Hirschheim credits his experience in the 
world of work, together with his focus 
on business classes in high school, with 
getting his career off the ground. “Having 
a strong foundation in marketing and 

management prior to college gave me an 
advantage over the other students who 
were hearing it all for the first time.

“Practice makes perfect,” adds 
Hirschheim, who went to work as 
an executive with Shell Information 
Technology International in Houston 
after college, “starting in high school 
allowed time to practice. It gave me the 
confidence and knowledge I needed to 
compete in the business world.”

real Business Experience
Internships are just one of the ways you 
can get real business experience while 
still in high school. Education that takes 
place outside the classroom, whether it 
happens in the workplace or in student 
organizations in your own high school, is 
called extended learning, and it is one of 
the best ways to find out what business is 

all about.
Paid or unpaid internships 

are temporary, part-time, 
or summer jobs that enable 
students to learn business 
skills on the job. Often interns 
are paired with a mentor, an 
employee in the business who 
oversees their work and shows 
them the ropes. 

Make Contacts
One good place to make contacts and 
learn about business in general is 
in career and technical student 
organizations (CTSOs) in 
your school. Vickie Thomas 
is state advisor for the student 
organization Texas Business 
Professionals of America (see 
“Business Competition” on 
next page).  Among a host 
of other activities, she says, 
BPA helps students set up 
job shadowing with business 
professionals.

Job shadowing allows 
students the opportunity 
to observe business 
professionals on a typical day 
at work. “We have matched 
up students with professionals 
in every job field from 
audiovisual to accounting,” 
says Thomas. Students get 
an idea of all aspects of 
business management, and 
connect with professionals 
who might later help with 
mentoring, internship, or even 
employment opportunities. 

economist magazIne ranks  
souTHern meTHodIsT unIversITY’s

cox scHool of BusIness 
In dallas as THe BesT BusIness scHool 

for neTwork BuIldIng In THe u.s.

MAke conTAcTs, gain marketable skills, and 
launch your business career with extended learning.

Take It
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volunteering
Volunteering is another way to acquire 
practical work experience. There are many 
volunteer opportunities that can provide 
leadership training, offer the responsibility 
of dealing with real-life or crisis situations, 
and, perhaps most significantly, allow 
students to gain the maturity and wisdom to 
deal with adversity. 

In Texas, there are opportunities through 
the American Red Cross, the Special 
Olympics, the March of Dimes, and Habitat 
for Humanity, among others. “Both the 
Red Cross and Habitat sponsored huge 
contingencies from Texas to aid the  
ongoing clean up resulting from the 
Hurricane Katrina disaster in the Gulf 
region,” says Thomas.

S P o T L I G H T
BuSINESS	COMPETITION
BPA	and	FBLA	Teach	real-World	
Skills	to	Students

creATe a career 
porTFolio
One valuable tool that can help you get 
ready for college and beyond is a career 
portfolio—a collection of items that 
document your achievements both in 
and out of school, assembled in one 
convenient package.

A career portfolio is not simply 
a resume, although it can certainly 
include one. So what should go in a 
career portfolio? A variety of things, 
depending on your own personal 
experiences. It could include transcripts 
and grades; writing samples; letters 
of recommendation from teachers, 
mentors, or employers; awards you’ve 
received; and items that document 
other activities, such as internships and 
job shadowing experiences. 

“You need to be specific—dates, how 
many years, any awards, what they 
meant, and who you received them 
from,” says Grace Brauchle, who helps 
students put their portfolios together 
as the career center coordinator for 
Lehman High School in Kyle. 

Brauchle says portfolios come in 
handy when students apply for jobs or 
admission to college. “First impressions 
are a very big thing,” she says, “and 
you want to be the one whose papers 
get passed around the office. You want 
to be the one where the admissions 
counselors say, ‘Wow, look at this one!’”

And a portfolio doesn’t have to be 
simply a collection of papers. Artists 
and photographers use their portfolios 
to provide visual examples of their 
work, and so can you. Do you have 
photos of someone giving you an 
award? Put them in. How about a video 
of a performance? Include it on a DVD. 
Do you have experience in Web design?  
Make an online portfolio to showcase 
what you can do.

 Students interested in business careers can begin 
developing professional skills in high school 

student organizations. Business professionals of 
america (Bpa) and future Business leaders of 
america (fBla) have active chapters across Texas 
that promote leadership, encourage teamwork 
with people with similar interests, and organize 
competitions that showcase business skills. 

Bpa aims to help prepare a world-class workforce 
by developing students’ leadership, citizenship, 
academic, and technological skills. vickie Thomas, 
Bpa’s Texas state advisor, has seen many students 
develop into business professionals—Thomas says 
one student still in high school is a website designer. 
“He has really grown his company and has a huge 
client base,” she says.

Bpa competitive events begin each fall at  
local leadership conferences throughout Texas 
featuring competitions in business skills. students 
with technical skills, for instance, might try to  
create the best website or develop plans for an  
e-commerce business. 

Then students advance to regional competitions 
and, if they win, advance to the state and national 
levels. no matter how far they advance, Thomas 
says, students benefit from the experience. “They’re 
getting that feel of working in teams and developing 
businesses,” she says.

fBla holds spring 
state leadership 
conferences featuring 
competitions in 
business knowledge 
and skills. Top 
performers move 
on to advanced competition at fBla’s national 
leadership conference in the summer. malia Hudson, 
a teacher and sponsor of fBla at plano east senior 
High school in plano, says several of her students 
have excelled in competitions.

one of them, Hunter morris, was “barely 
interested in school and only to appease his mother’s 
wishes became involved in extended learning with 
fBla,” Hudson says. after excelling at an fBla 
competition, morris wound up “discovering his true 
calling in the field of economics,” she says. since 
then, morris has attended the university of chicago 
on scholarship, and is currently working in london’s 
financial district.

Both fBla and Bpa encourage community service 
through participation in projects such as special 
olympics. “we want students to be great leaders,” 
Thomas says, “and part of being a great leader is 
giving back to your community.”

for more information, visit www.texasbpa.com or 
www.txfbla.org.
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 John Mullen is a Highland Village 
consultant advising startup 
companies that are just in the 

process of getting off the ground. He has 
a bachelor’s degree in philosophy and a 
master of business administration (MBA) 
degree and owns his own business.

“I really enjoy the variety of the work I 
do,” he says. “I get to collaborate with new 
people, in different industries, and on a 
variety of projects. 

“I think the philosophy degree has 
helped me more in business than the 
MBA, because it trained me to seek 
creative solutions to problems,” he 
continues. “I have seen far too many 
business graduates who can only apply a 
‘cookie-cutter’ approach to problems.”

As Mullen points out, education is 
critical to success in Business Management 
& Administration. Of course, a few 
entrepreneurs can and do create successful 
businesses right out of high school. 
Nearly every successful businessperson, 
however, has gotten further education 
after graduation, whether it is military 
service, certification in a business skill, 
a two-year associate’s degree, a four-year 
bachelor’s degree, or a master of business 
administration degree, which takes two 
years after earning an undergraduate 
degree. If you want to be successful in 
business, plan on continuing to learn 
throughout your entire career. 

Tech Prep
A great way to get your start at two-year 
colleges is to take advantage of the Tech 
Prep system in Texas. Tech Prep gives 
high school students a seamless transition 
to postsecondary business education by 
combining high school work with two 
years of study at community colleges and 
technical schools.

South Texas College, for example, with 
five campuses and centers in McAllen, 
Weslaco, and Rio Grande City, is a big 
supporter of Tech Prep in south Texas. The 
college has partnerships with 16 school 
districts in Hidalgo and Starr counties. 

As early as their sophomore year, high 
school students begin earning college 
credit toward an associate’s degree at 
South Texas College with a wide variety 
of business specializations—accounting, 
banking, marketing, management, and 
import/export/logistics.

Associate’s degrees
Although most management positions 
require at least a bachelor’s degree, 
there are other business careers, such as 
accounting or administrative support, that 
do not. Employers often look for people 

with associate’s degrees, certificates, or 
related work experience.

Most community colleges offer several 
types of educational programs. The first, 
academic transfer programs, gets students 
ready to switch schools after their second 
year of higher education and pursue a 
bachelor’s degree in business at a four-
year university. Applied studies consist 
of programs designed to allow 
students to earn a business 
certificate or associate’s degree 
leading directly to employment. 

North Central Texas College 
offers an associate of applied 
science (AAS) degree in business 
management for 70 credit hours 
or in computer information systems 
for 61 credit hours. It also offers 
a certificate of business 
management or network 
operating systems for 
31 credit hours.
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Military Options
The military is another option for 
occupational training in many subjects—
math, bookkeeping, accounting, finance—
that can prepare trainees for employment or 
further education after military service. 

In addition to these great on-the-job training 
programs, the military also offers numerous 
ways to earn four-year degrees. They have credit 
programs, military colleges, service academies, 
online classes, and the Reserve Officers 
Training Corps (ROTC), which pays students 
who participate during college. 

four-Year degrees
Kathleen Cochran advanced all the way to 
vice president at Heritage Bag, a national 
industrial trash bag company headquartered 
in Carrollton, without a college degree of any 
kind. She was fortunate enough, however, to 
have a mentor on her first job who taught her 

everything about business.
“The lack of a college degree didn’t hold 
me back, but a college degree wasn’t 

necessary in those days,” she says. “My advice to 
students today is to get a degree. Today, all things 
being equal, the person with the degree will get 
the job. Our company requires at least a four-year  
degree now.”

Students applying or transferring to four-
year universities in Texas have many choices 
of excellent bachelor’s degree programs in 
business. Business Week magazine ranks 
the University of Texas at Austin’s four-year 
business program number 10 in the country. 
The cost of UT Austin’s program is a little 
over a quarter of the tuition at the number 1 
program at the University of Notre Dame. 

Three other Texas colleges—Southern 
Methodist University, Texas Christian 
University and Texas A&M—have four-year 
business programs in the top 50 nationwide. 

MBA Programs
Students interested in careers in management 
should look into MBA programs. These 
programs, usually two years long, aim to give 
students all the tools—economics, finance, 
marketing, organizational psychology—
needed to be first-rate managers.

UT Austin’s MBA program is rated  
number 11 in the country by Forbes and, in 
terms of students’ personal investment, the 
program pays for itself.  
A Forbes magazine survey found that  
1996 graduates averaged annual raises over 
five years of over 14 percent.
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you deserve

 Tech prep in Texas is a great way to 
earn college credits toward a technical 

career while you’re still in high school. 
Tech prep programs center on “articulation 
agreements,” contracts between the 
student, his or her high school, and 
community colleges the student would 
like to attend. The agreement includes 
recommendations for courses to be 
completed before graduation and outlines a 
two-year degree or certificate program.

selected courses in a Tech prep plan 
cover the same material as the equivalent 
college course, allowing the student to 
receive what is called advanced technical 
credit toward the college degree. It’s like a 
bank account. The credit is banked for you 
at the college, and you withdraw it when 
you enroll.

for more information on Tech prep, 
visit www.techpreptexas.org. ask your 
counselor about advanced placement, dual 
credit, or articulated courses and other 
opportunities to earn college credit.
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1. Make school Your Job
The first thing college admissions officers look for 
on your application is your grade point average. It’s 
simple—you have to make the grades in high school to 
earn your spot in a college. The easiest way to do that 
is to think of school as your job, starting in your first 
year. If you show up late for work, slack off, and talk 
back to the manager, you’ll get fired faster than you can 
say, “do you want fries with that?” But if you always 
arrive on time, work really hard, and try to learn from 
management, then pretty soon you’ll probably get a 
raise or a promotion. 

what works on the job works in the classroom, too. 
Take challenging courses. Turn in all your work on time. 
pay attention in class. contribute to discussions. ask for 
help when you don’t understand something. By treating 
school as a career, you’ll have a better shot at earning 
the grades and teacher recommendations that you need 
to move to the next level.

2. get involved in Activities
colleges don’t accept students to fill seats.  
They look for students who will add to the entire 
college community by playing on sports teams, 
performing on stage, volunteering for service 
projects, and so on. look at the clubs and 
teams available at your school 
and sign up for the ones that 
interest you. In addition to 
showing school spirit, being 
part of an organization is a 
great way to build teamwork 
and leadership skills—two 
traits that can really help 
your college application 
stand out from  
the pack.

3. Build a resume Portfolio
what if you had to take a final exam on the last three 
years of a subject and didn’t have any notes to study? 
well, that’s exactly what it’s like trying to complete a 
college application if you haven’t kept an ongoing file of 
all your activities, honors, and employment. 

start your first year and build a career portfolio (see 
page 15 ). It’s also smart to create a computer file called 
“college resume” and add to it each time you participate 
in a service project, win an award, get a new job, and 
so on. use technology to create a resume format or ask 
your parents or guidance counselor for help. when you 
sit down to complete your college applications, review 
your career portfolio and call up the resume—all the 
information you need will be right at your fingertips.

4. Prep for Tests
most colleges use scores 
from the saT, saT II, or 
acT tests in making their 
admissions decisions. 
check which tests the 
schools you’re interested 
in require and sign up 
to take them in time 
to include the scores in your application. college for 
Texans (www.collegefortexans.com) also has a free 
acT, saT, and gre prep course.

spend time preparing for the tests before you walk 
into the room with your no. 2 pencils and calculator. go 
through sample saT questions at www.collegeboard.
com or acT tests at www.actstudent.org. There are also 
dozens of test-prep books you can buy, some including 
software that tracks your progress as you go through 
sample exams.

remember: If you don’t do well on a test the  
first time, you usually can take it again and try to  
improve your score.  

5. Make a List of Colleges
do you want to stay in Texas for college or see another 
part of the country? would you be more comfortable at 
a big university or a small college?

Think about what you would like to study and what 
matters most to you (like location, size, or religious 
affiliation), and then start developing a list of colleges 
that fit your criteria. 

use online tools like www.collegefortexans.com 
or www.collegeboard.com to learn more about each 
school and take online campus tours. Buy or borrow 
from the library some of the many college guides 
available. If possible, schedule visits to the schools you 
are interested in, or, through the school’s admissions 
office, arrange an interview with a recent grad who lives 
in your area so you can ask questions about courses, 
faculty, or anything else. 

By the fall of your senior year, narrow the list down to 
the top five or six choices. while some online applications 
are free, it can cost up to $70 per school to apply, so be 
realistic about how much you can spend on applications.

6. submit Polished Applications
once you send in an application to a college there’s no 
taking it back, so make sure you get it right the first 
time. double-check your spelling. If you use the same 
essay for multiple schools, remember to change the 
name of the school to fit each application. make sure 
you have any required standardized test results (acT, 
saT, saT II) sent to each school. 

Be neat and complete, and meet every deadline. 
make copies of each application before you hit the send 
button or pop it in the mail. If you don’t receive an email or 
postcard confirming that your application was received, 
contact the college to make sure it arrived. Items can get 
lost or misdirected, especially when thousands of students 
are sending in applications at the same time. By having 
copies, you can easily submit again.

Page 18

 Applying to college is a lot like looking for a job or trying out for a team. You choose something that interests 
you, and then try your best to convince whoever is in charge that you have what it takes to be part of 

their organization. But whereas there might be only a few spots open on your high school’s varsity football 
squad, there are thousands of places available in hundreds of colleges each year. whether you are the first in 
your family to apply to college or both of your parents have advanced degrees, going through the admissions 
process can be stressful. fortunately, there are plenty of free resources available for Texas college-bound 
students. The best is college for Texans (www.collegefortexans.com), which features a list of all the state’s 
colleges and universities, a checklist for selecting a school, and a link to the online Texas common application. 
To help you get started on your own college search process, here are six steps you should take. 

AfTEr high sChOOL

six Things Texas students should 
know about getting into college
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 College isn’t cheap. with tuition and room and 
board at private schools often topping $40,000, 

and even in-state, public schools costing several 
thousand dollars a year, you may wonder why you 
should even apply. 

well, don’t worry. every Texas student can afford 
to go to college. 

“access and affordability of higher education can 
be intimidating to students and parents; however, 
there are numerous resources available to walk you 
through the process and into an exciting future,” says 
Heather v. crowson, vice president for enrollment 
management at sam Houston state university. 

The secret to getting the aid you need to go to school 
is in filling out the necessary forms, getting good grades, 
and applying to schools that offer generous financial aid 
packages. (a financial aid package consists of need- or 
merit-based scholarships and grants plus work-study jobs 
and low-interest student loans.)

Here’s a quick overview of steps you can take 
to get the financial aid you need to continue your 
studies after high school. for more information about 
the aid available at a specific college or university, go 
to the school’s website and click on the “admissions 
and financial aid” link. many schools provide an 
online form you and your parents can fill out that will 
give you the estimated financial aid package you 
might receive if accepted to that school.

Apply: You definitely won’t get any financial aid if 
you don’t apply. To figure out how much grant money 
(which you don’t pay back) and loans (which you do 
pay back) you’ll need to afford school, colleges use 
a formula that factors in your parents’ income and 
investments, your income, the number of kids in the 
family who will be in college at the same time, and 
other financial information. families of all income 
levels may receive aid, so fill out the forms.

all schools require the free application for federal 
student aid (fafsa), which determines eligibility 
for federal aid, such as work-study, pell grants, and 
the stafford loan program; and for college grants 
and, sometimes, merit scholarships. complete the 
application as soon as possible after January 1 of 
the year you’ll be starting college. fafsa forms and 
instruction booklets are available in your guidance 
counselor’s office, or you can complete the form 
online at www.fafsa.ed.gov.

most private schools also require applicants to 
complete a school financial aid application and, in 
some cases, the css/financial aid profile form 
(http://profileonline.collegeboard.com), which is used 
to award nonfederal student aid funds. carefully read 
each college’s application to determine financial aid 
deadlines and what forms you will need to submit.

study in-state: whether you choose a public 
or a private school, staying in-state for college will 
cut your costs considerably. plus, since Texas covers 
267,339 square miles, you can “go away” to college 
without ever leaving the state.

To help ensure that qualified Texas high school 
graduates with financial need can go to college, the 
state legislature established the Texas (Towards 
excellence, access, and success) grant program. 
grants can be used to study at any public college or 
university in the state and are equal to the student’s 
tuition and required fees. In 2005–2006, 61,086 
students received Texas grants. To apply, fill out 
the fafsa.

another way to score some serious state aid is to 
get good grades in high school. Texas students who 
are in the top 10 percent of their graduating class are 
eligible for automatic admission to any public university 
in the state. with that automatic admission comes the 
opportunity to apply for merit scholarships and special 
programs available at each school. 

Take Two at a Community College:  
The first two years of many college programs are 
filled with core courses that could easily be taken  
at a local community college for a lot less money.  
If you fill out all the forms, do the math, and still 
can’t afford a four-year school, enroll in a community 
college for the first two years, then transfer to a 
four-year school. 

By living at home, working part-time, and getting 
required courses out of the way, you could save 
tens of thousands of dollars in tuition and room and 
board, and be able to afford to attend the college 
of your choice for junior and senior years. for a 
complete list of the state’s community colleges, go 
to the Texas association of community colleges 
website at www.tacc.org.

Target Your search: applying to a couple 
of colleges where your grades and talents put you 
near the top of the typical talent pool makes it more 
likely you’ll qualify for merit aid and other special 
school scholarships and grants. do a little research 
on college websites to find schools where your 
standardized test scores and grade point average 
rank you in the top 25 percent or so of the most 
recently accepted first-year class. colleges want 
to attract the best and brightest students available, 
and often will offer attractive scholarship/grant/loan 
packages to convince those students to come to 
their school. 

There are also more than one million local, 
national, and college-specific scholarships 
available each year. The trick is to find and apply for 
scholarships that best fit your strengths and talents. 
fastweb (www.fastweb.com) is a free college 
scholarship search source. register online and you 
will start receiving email notices about scholarships, 
internships, and other opportunities that fit the  
profile information you submit. 

even iF you get accepted to college, you’ll 
never be able to pay the bill, right? wrong! There’s 
financial aid available if you know where to look. 

Financial 
 Aid BASICS   
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does 
    that mean?

LOOK iT uP

AchieveTexas: the name for Texas’s 
college and career education initiative.

Articulation agreements:  
formal agreements between or among 
educational organizations (high schools, 
community colleges, and universities)  
that align courses and majors in a way  
that allows students to transition from  
one institution to another without loss  
of course credit or time.

Associate’s degree: a two-year  
degree awarded by a community or 
technical college. 

Bachelor’s degree: a four-year  
degree awarded by a university. 

Career and technical student 
organizations (CTsOs): curricular 
organizations for students that offer 
activities and competitions related to 
particular careers.

Career cluster: a way of organizing 
curricula, instruction, and assessment 
around specific occupational groups (for 
example, Information Technology or Health 
Science) that offers students core academics, 
coursework related to specific occupations, 
and extended learning experiences. 

Career guidance: structured 
developmental experiences presented 
systematically from kindergarten through 
12th grade that help students analyze and 
evaluate abilities, skills, and interests.

Career portfolio: a collection of student 
work indicating progress made in subjects, 
activities, or programs. In career cluster 
systems, portfolios are often used to assess 
student performance in extended learning 
experiences.

doctoral degree: a degree awarded 
by universities for study beyond a master’s 
degree. Also referred to as a Ph.D. or 
professional degree.  

dual credit: credit given in both high 
school and college for college-level courses 
taken while in high school.

Extended learning experiences: 
participation in career and technical student 
organizations, extracurricular activities, job 
shadowing, internships, or service learning.

financial aid: scholarships, grants, loans, 
and work-study funds awarded to students 
to pay for college expenses. 

internship: an extended learning 
experience in which students work 
temporarily at entry-level jobs in careers 
that interest them. 

Job shadowing: an extended learning 
experience in which students observe 
professionals in particular careers as they go 
through a day on the job. 

Master’s degree: a degree awarded by 
universities for study beyond a bachelor’s 
degree.  

Postsecondary education:  
education beyond high school. Middle 
school and high school are referred to as 
secondary education, so postsecondary means 
after high school. 

Program of study: a way of organizing 
the curricula and educational activities 
within a career cluster related to a student’s 
specific academic and career goal.

service learning: an extended learning 
experience in which students do volunteer 
work related to their career goals. 

Targeted industry clusters:  
six industry clusters that have been 
identified by Texas as high-demand, high-
growth sectors paying high wages. As they 
are developed by the State, these may be hot 
areas in which to build a rewarding career. 

What
look iT up! here are key words and phrases 
used in this guide that you may not already know.

Texas Achievement Plan (TAP): 
an education plan suggesting the high 
school courses a student should take 
to prepare successfully for graduation 
and transition into postsecondary 
education. The vision for AchieveTexas 
is that eighth graders, in consultation 
with their parents/guardians, 
counselors, and teachers, will select 
a program of study and create a TAP. 
TAPs are to be reviewed and revised at 
least once each school year.
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Ask OsCAR
The State of Texas has created a special website for students and others 
researching careers. It’s called the Occupation and Skill Computer-
Assisted Researcher, or OSCAR for short. You’ll find a wealth of 
information about hundreds of career choices. You can look up careers, 
for example, by cluster. Choose “I Want to Take the Full Flight” from the 
home page, then click on “Clusters” on the following page. There, you 
can choose a career cluster and a career group, which yields a list of jobs. 
Click on a job title and you’ll get a brief description of the occupation and 
a summary of education requirements. Choose “Report” at the bottom 
of the page and you’ll see a detailed look at the job, including job duties, 
employment outlook, wages in Texas, and the knowledge, skills, and 
abilities needed for the occupation. There are many other ways to click 
through the data to explore your career options, from Able Seaman to 
Zoologist. To explore OSCAR, go to www.ioscar.org/tx. 

Online

Explore these Internet resources for more 
about your education and career options. 

Info

 The Texas Workforce Commission has created an  
online resource called Reality Check to help you  

understand how much money you’ll need to live on your  
own after high school or college and how you can earn it.   •   There are three ways to explore careers, 
expenses, and earnings.   •   For the first option, which is called “Get a Reality Check,” you choose 
an area you’d like to live in, such as Austin. You then go through a series of screens with real-world 
costs for items such as housing, clothing, transportation, health care, and personal expenses. The site 
automatically adds up your estimated monthly expenses, then uses salary information for Texas to 
show you careers that will make you that much money.   •   The second option, called “Future Salary,” 
starts with the wages you expect to earn, what education you plan to pursue, and the career cluster that 
interests you. Then it generates a list of careers in which you can make that amount of money.   •   The 
third option, “Career Direct,” begins with your career choice and the area where you want to live, then 
shows how your estimated expenses subtract from the salary for your chosen job.   •   The site, which 
is at www.cdr.state.tx.us/realitycheck, is a great way to play “what if” when it comes to mixing your job, 
earnings, and expense options. 

Take a Reality

AchieveTexas
www.AchieveTexas.org
The AchieveTexas website offers  
information about the initiative and  
copies of the programs of study that 
recommend classes to take in high  
school, extended learning opportunities,  
and postsecondary programs.

America’s Career InfoNet
www.acinet.org/acinet
This is the place to search for occupational 
information, industry information, and  
state-specific labor market information.

Competency Model Clearinghouse
www.careeronstop.org/competencymodel/
default.aspx
This career planning resource focuses on the 
skill sets and competencies essential for careers 
and industries.

College for Texans
www.collegefortexans.com
Here is everything a Texan needs to know 
about preparing for, applying for, and paying 
for college or technical school. And it’s all in 
one up-to-date, easy-to-navigate mega-site 
almost as big as the state itself. Remember:  
$4 billion is available every year to help 
Texans attend college.

College Tech Prep of Texas
www.techpreptexas.org
Tech Prep is a way to begin your course  
of study in high school and continue in  
a community or technical college. The  
result is a certificate or associate’s degree  
in a career field.
 
 

O*NET  
(Occupational Information Network)
http://www.online.onetcenter.org
Also available in schools and libraries,  
O*NET provides full information on 
occupations, including compensation, 
employment prospects, and skill matching  
for students. Information on compensation  
is available on a state-by-state basis.

U.S. Department of Labor 
Occupational Outlook Handbook
www.bls.gov/oco
This nationally recognized resource offers 
information on job responsibilities,  
earnings, working conditions, and job 
prospects for the future.

Check

The results of Reality Check show you how expenses add 
up quickly when you are living on your own.

STUDENT RESOURCES
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The career clusters icons above are used with permission of the 
States’ Career Clusters Initiative, 2010. For more information, visit  
www.careerclusters.org.

AchieveTexas Career Clusters 

processing, production, distribution, and 
development of agricultural commodities and 
natural resources

organizing, directing, and evaluating functions 
essential to productive business operations 

executing governmental functions  
at the local, state, and federal levels

providing for families and 
serving human needs

processing materials into intermediate 
or final products  

managing movement of people, materials, and 
goods by road, pipeline, air, rail, and water 

About	AchieveTexas 

You may have seen the name AchieveTexas on the cover of this magazine. What exactly is that? 

Well, AchieveTexas is the name of Texas’s college and career education initiative. The idea behind it is 
simple: Planning for the future so that students achieve lifelong success. As AchieveTexas grows, you’ll 
see how subjects such as English, math, science, and social studies are relevant to your personal goals 
and ambitions. You’ll get the chance to begin a plan that gets you where you want to go in life. You’ll have 
the opportunity to take courses and engage in extended learning experiences that give you marketable 
skills. Best of all, you’ll be in control of your future. Read all 16 editions of AchieveTexas in Action (available 
through your counselor) to explore Texas’s career clusters and start on the road to success.

designing, managing, building, and 
maintaining the built environment

providing education and training services, 
and related learning support services 

providing diagnostic and therapeutic services, 
health informatics, support services, and 
biotechnology research

designing, supporting, and managing hardware, 
software, multimedia, and systems integration

performing marketing activities to  
reach organizational objectives

creating, exhibiting, performing, and 
publishing multimedia content 

financial and investment planning, banking, 
insurance, and business financial management

managing restaurants and other food services, 
lodging, attractions, recreation events, and 
travel-related services

providing legal, public safety, protective, and 
homeland security services

performing scientific research and professional 
and technical services

it is the policy of the Texas education Agency not to discriminate on the basis of race, color, national origin, sex, or handicap in its career and technical education programs, services, or activities.

AchieveTexas in Action is developed by A3 creative group (www.A3CreativeGroup.com) under a contract from Texas Tech university and the Texas education Agency.

YOur fuTurE AWAiTs
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