​COM-FSM Chuuk Campus

Certificate of Achievement in Bookkeeping

Assessment Matrix

Program Learning Outcomes (PLOs)
Source:  COM-FSM General Catalog 2005-2007 (pp. 70-71)

(1)
Demonstrate proper bookkeeping techniques for a small business
(2)
Demonstrate general computer competence and information technology literacy

(3)
Describe small business management techniques

(4)
Communicate effectively in English for business purposes

(5)
Perform business computation and apply logic as needed

(6)
File documents properly and use common office machines

Major Requirements and Courses Offered
BK 095 Bookkeeping I (3)

BK 096 Bookkeeping II (3)

BU 097 Small Business Management (3)

BU 095 Filing, Office Procedures/Office Machines (3)

BU 098 Basic Business Math (3)

BU 100 Practicum (3)

CA 095 Basic Computer Applications (3)

ESL/BU 095 ESL for Business Purposes I (4)

ESL/BU 096 ESL for Business Purposes II (4)

MS 095 Pre-Algebra (4)

SS 100 World of Work (3)

Assessment Matrix
I = introduced, D = developed and practiced with feedback, M = demonstrated at the mastery level appropriate for graduation


Course
  PLO1
  PLO2
  PLO3
PLO4
PLO5
PLO6

ESL/BU 095

 I

I,D

I

BK 095
I,D

 I,D
I
I,D
I

BU 098
I



I,D,M
I

MS 095




I

SS 100


 I
I

I

ESL/BU 096

 I
 I
D,M

I,D

BK 096
D
 I
 D
I
D
I,D

BU 095

 I
 I,D
I,D

I,D

BU 097

 I,D
 I,D
I,D
I
I,D

BU 100
D
 I,D
 I,D
D
I,D
D,M

CA 095

 I,D
 I
I
I
I,D
Program Goals
This one-year program is intended to prepare students for entry-level jobs in the area of Business or, for those who are working, to upgrade skills needed to better manage their own businesses.  It is also the aim of this program to reduce the reliance of FSM on foreign skilled workforce in the area of Accounting or Bookkeeping.  
The goal of this program is to train students to acquire employable skills so that they will be qual​ified to take entry-level office positions in businesses.  With the number of graduates of this program through the years, the community will have a pool of qualified human resources that can work as bookkeepers and in other entry-level jobs in businesses.  
Students who successfully complete the Certificate of Achievement in Bookkeeping Program will be able to maintain accounting records manually in journals, ledgers, and other accounting forms.  

Program History

The Certificate of Achievement in Bookkeeping Program was first offered at Chuuk Campus in Fall 1997.  It replaced two programs originally offered in the past:  (a) Certificate of Achievement in Business Studies, and (b) Certificate of Achievement in Accounting.  Both of these certificate programs have already been abolished.  
Program Description

This is a one-year program with 11 major requirements of 36 credit hours.  A description of each course, as shown above in “Major Requirements”, may be found in the General Catalog 2005-2007:  
(01)
BK 095 (Bookkeeping I)

This course gives students a basic knowledge about accounting and bookkeeping for a small business and the importance of proper recording techniques in business.  It introduces the basic understanding of the accounting environment and accounting principles and concepts.  It teaches students the first half of the accounting cycle, such as journalizing business transaction, posting to ledgers, and preparation of trial balance.  
(02)
BK 096 (Bookkeeping II)
This course is a continuation of BK 095.  It gives students more understanding of bookkeeping techniques and teaches students the remaining half of the accounting cycle, which includes completion of worksheet, preparation of adjusting and closing entries, and preparation of financial statements.  Also, students are taught how to compute payroll, estimate depreciation costs for fixed assets, and perform internal control procedures for cash and other financial resources.  
(03)
BU 095 (Filing, Office Procedures, and Office Machines)

This course is designed to teach students the proper skills necessary to perform in general office procedures and the proper skills needed within or outside the business environment.  Upon successful completion of this course, students will have acquired the fundamental skills in the use of office machines, such as telephone techniques, and perform office functions, such as work priority schedules, planning meetings, and travel arrangements, and ability to select an appropriate filing system.  
(04)
BU 097 (Small Business Management)
This course provides students with a basic knowledge of small business operations and management and introduces challenges and successes in managing small businesses in today’s market.  It presents the concept of entrepreneurship and guides students step by step on how to write a business plan.  
(05)
BU 098 (Basic Business Math)
This course is designed to teach students the concept of business math through applications in banking, merchandising (retail and wholesale), hotel industry, real estate, and others.  It will guide students through the basic mathematical skills of whole numbers, decimals, fractions, percentages, statistics, and equations.  These skills will then be applied to business situations, such as payroll, mark-up/mark-down, interest, credit, and more.  
(06)
BU 100 (Practicum)
This is an internship course designed for students to get hands-on experience in the field of business and government agencies where students will be assigned and supervised by a business owner or supervisor of an industry in the community.  Upon completion of this course, students will be able to perform actual work that businesses and industries in the community expect of them as employees.  
(07)
CA 095 (Basic Computer Applications)

This is a hands-on course and is designed to teach students the basic skills necessary to operate a personal computer and its applications software (Microsoft Office 2002:  Word, Excel, and Internet Explorer browser) within or outside the business sector and in their personal lives as well as in the community.  
(08)
ESL/BU 095 (ESL for Business Purposes I)
This course is designed to further strengthen the English skills of students and to prepare them to pass the COM-FSM Entrance exam.  This course aims to sharpen students’ knowledge of the English language, as applied to business.  Upon successful completion of this course, students will have acquired basic skills needed for them to be confident in communicating effectively in the English language in business settings, such a answering phone calls, conducting and attending meetings and presentations, and writing and understanding basic business written correspondence, such as e-mail, letters, and reports.  
(09)
ESL/BU 096 (ESL for Business Purposes II)
This course is designed to continue building English skills necessary in a business workplace.  Students practice more advanced reading, writing, listening, and speaking skills needed in an office setting.  The computer-labe component reinforces business computer skills and provides opportunity for online English practice.  Upon completion of the course, students will have acquired more advanced skills that will attest to a post-secondary level of competence in English skills for business purposes.  
(10)
MS 095 (Pre-Algebra)

This is an intensive, one-semester course designed to build students’ mathematical skills.  Students will learn to manipulate integers, fractions, decimals, and real numbers.  Variable expressions and formulas will be introduced.  Students will apply these topics with real-world problems, involving percentages, geometric applications, investment and motion problems, etc.  A variety of instructional styles will be incorporated:  lecture, group work, activity-based labs, and computer-aided instruction.  
(11)
SS 100 (World of Work)
This course is designed to provide students with an opportunity to examine work roles, jobs, and attitudes relating to the world of work.  Students will be introduced to the evaluation methods most commonly used by employers.  Ways in which personal and professional goals are set will maximize students ability to succeed in their chosen professions.  They will be introduced to a variety of changes that can and will take place over the course of time in all work-related fields.  Upon completion of the course, students will have the ability to seek, obtain, maintain, and perform their chosen profession that will be both fulfilling and beneficial to them.  
These courses ensure that students can demonstrate proper bookkeeping techniques and general computer competence, describe small business management techniques, communicate effectively in English for business purposes, perform business computations and apply logic, and file documents properly and use common office machines upon completion of the program.  Their developed skills will give them confidence to enter an entry-level job in the area of business and to be successful.  
Admission Requirements
Admission to the Bookkeeping Program is open to high school graduates and GED certificate holders who have not passed COMET or who are not interested in the degree program.  
Program Faculty
There are three full-time instructors:  
●
Roger Arnold:  BA Economics (University of Hawaii at Hilo, 1994).

●
Atkin Buliche:  BS Computer Science (Lincoln Memorial University, Tennessee, 1994).  

●
Hermie Nunez:  MBA Business (University of the Philippines, 2002).  
Program Outcome Analysis
The following data represent the experiences of the Business Department during the school year 2004-2005, including the Summer of 2005:  
Health Indicator
Fall 2004
Spring 2005
Summer 2005

Program enrollment
202
172
15

Graduation rate
7
4
2

Average class size
27
24
3

Student’s seat cost
$260
$290
$320

Course completion rate
80%
80%
80%

Student satisfaction rate
n/a
n/a
n/a

Employability rate
n/a
n/a
n/a

Transfer rate
n/a
n/a
n/a

Program SLOs
6
6
6

Course SLOs
11
11
11
Recommendations
●
Problem Statement 1:  PLO1, as shown in the Assessment Matrix, does not achieve demonstration of mastery (M) in any course; however, it should come in one of two, or both, courses:  BU 097 and BU 100.  Unfortunately, both course outlines do not have SLOs that ensure an assessment of M.  We have three potential remedies:  
→
We could revise the BU 097 course outline to incorporate activities that fulfill PLO1.  However, this is not a good option since BU 097 is overwhelmingly classroom discussion that does not at all contri​bute to PLO1.  We therefore reject this remedy.  
→
We could revise the BU 100 course outline for the same purpose.  However, students in BU 100 are not always practicing bookkeeping in a small business.  Rather, their practicum in large business settings and/or in public-sector agencies automatically disqualifies any demonstration of mastery for PLO1 (i.e., small business).  In Chuuk, small businesses do not generally hire bookkeepers and do not agree to have our students with them for practicum.  In effect, bookkeeping practices in small businesses here are family affairs similar to mom-and-pop store operations.  We therefore reject this remedy.  
→
We could revise PLO1 to eliminate the focus on demonstration for a small business; however, such revision would easily undermine an important component of our program.  We must reject this remedy.  
What, then, is a viable option?  We can only offer as a solution to our problem statement, at the present time, call for further research.  
Recommendation 1:  None.  Palikir’s Curriculum Review Committee may wish to put onto its agen-​da such call for further research and offer its expert advice.  

●
Problem Statement 2:  PLO2, as shown in the Assessment Matrix, does not achieve demonstration of mastery (M) in any course; however, in three courses – BU 097, BU 100, and CA 095 – PLO2 does have limited development of computer literacy.  The problem here is that there is no course available for students to demonstrate general computer competence and information technology literacy.  We have two potential remedies:  
→
We could revise any or all course outlines (BU 097, BU 100, and CA 095) to upgrade I and D activities to M; however, such improvement would undoubtedly require downgrading of other necessary skills from the courses.  We cannot do this, and so we reject this remedy.  
→
We prefer an existing course for computerized bookkeeping, as shown in the VPIA website, and kill two birds with one stone.  Students will be able to demonstrate competent computer literacy and apply such competence to bookkeeping.  We therefore accept this remedy.  
Recommendation 2:  BK 097 (Computerized Bookkeeping) should be added as a major requirement in the Certificate of Achievement in Bookkeeping Program.  
●
Problem Statement 3:  The Assessment Matrix reveals more than just presence or absence of M for the PLOs; it also shows us that certain courses need to be re-evaluated.  
→
First, three courses (MS 095, SS 100, and CA 095) are not bookkeeping-specific courses.  All the same, their course contents help our students to achieve PLOs.  So, we accept this situation and offer no recommendation for change.  
→
Second, when the new course BK 097 (Computerized Bookkeeping) is approved for offering to our students, two prerequisite courses shall be necessary:  BK 096 (Bookkeeping II) and CA 095 (Basic Computer Applications).  We accept this idea of the two prerequisite courses.  
→
Third, BU 097 (Small Business Management) is narrow in course content – only small business.  Yes, it has worth as a course; however, another course already approved – BU 099 (Survey of Business) – includes lessons more useful to our students than BU 097.  Here is a comparison, from the General Catalog 2005-2007, at face value:  
►
BU 097:  Introduces the challenges and successes in managing small business in today’s market.  The definition of entrepreneur, types of business organizations, legal aspects, personnel manage- ment and the criteria for establishing a small business are discussed.  A simple business plan is      developed.  
►
BU 099:  Introduces basic business concepts including the business environment, types of busi-   ness organizations, management process, information for business, and international business         issues with introduction to business in Micronesia.  

BU 097 is narrow for another reason.  To be sure, there are a number of CLOs, but the topics in all of them can be summarily re-stated as only two – (1) entrepreneurship and (2) business plan development.  We do not put down these topics, but we believe that there is much greater worth in having our students achieve the CLOs in BU 099.  
Recommendation 3:  BU 099 (Survey of Business) should replace BU 097 (Small Business Management) as a major requirement in the Certificate of Achievement in Bookkeeping Program.  

A final comment may be in order.  Both BK 097 (Computerized Bookkeeping) and BU 099 (Survey of Business) are already approved course outlines.  If we were to add both as major requirements for our certificate program, an assessment matrix could be projected for them:  

Course
  PLO1
  PLO2
  PLO3
PLO4
PLO5
PLO6


BK 097
 M
  D,M

I
I,D
D

BU 099
 I,D
  I,D
 D,M
I
I,D
I
Also, two final points arise in terms of the program’s course offerings.  
●
The number of courses would rise from 11 to 12, or 36 credits to 39 credits.  Does this increase in the number of courses (or credits) violate any policy or law regarding accreditation or financial aid?  If necessary, we could recommend deletion of a course from the certificate program, so that the number of courses remains at 11 and the number of credits remains at 36.  Please advise.  
●
The suggested schedule in the General Catalog 2005-2007 (page 71) recommends 17 credits for the first semester, 13 credits for the second semester, and 6 credits for the summer session.  We seek to allow our students to take the following schedule:  17 credits for one semester, 16 credits for a second semester, and 6 credits for the remaining term.  This would essentially fulfill the intent and purpose of having a one-year Certificate of Achievement in Bookkeeping Program.  Please advise.  
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