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Finance Youth Apprenticeship 
Course Outcome Summary 

 
Course Information 
 
Description 
The financial services industry is a changing and expanding sector of the U.S. economy.  
Due to expanding bank branch operations offering a wider range of services, Internet 
banking, 24-hour call centers, and consolidation, banks and financial services offices will 
need to attract and retain qualified employees to meet their customers' financial needs.   
Statistics from the U.S. Department of Labor’s Bureau of Labor Statistics (BLS) predict that 
employment in the financial services sector will grow by 12.3%, adding almost one million 
additional jobs between 2002 and 2012.  
 
While many of the projected job increases stem from the banks' ability to sell more 
financial products, industry experts also say that the employment trend is also fueled by 
banks' increased efforts to reach more people, whether through increased locations, 
expanded hours, or by seeking out previously unbanked groups.  On a broader scale, 
areas such as insurance, mortgage loans and branch banking will continue to be 
opportunistic employment areas in the future.  Individuals with strong communication skills, 
technical skills, fluency in computers, and strong backgrounds in math and accounting will 
be attractive to financial services companies.  
 
The skill standards are competency based.  Competencies are performance-based 
outcome statements of occupational related skills defined by representatives of finance 
worksites throughout Wisconsin and aligned with national skill standards.  The 
competencies in the program include many of the standards and knowledge statements 
outlined in the National States’ Career Cluster Skill Standards for Finance at 
www.careerclusters.org.  

The competencies will be taught at the worksite in combination with supportive, related 
technical classroom instruction.  While the skill competencies are established statewide, 
program implementation and oversight occurs through local consortium committees to 
assure local needs are met.  
 
EACH  competency (work site skill) is listed with its corresponding Performance 
Standards and Learning Objectives.  The Performance Standards describe the 
behaviors, as applicable, that employers should look for in order to evaluate the 
competency.  The Learning Objectives suggest classroom learning activities for the 
required related technical instruction.  
 
Target Population            
This program is applicable for a student who has expressed an interest in a business, 
finance, accounting, banking and/or insurance career.  Strong interest in math and fluency 
in computers also make this program an attractive career option for students.   

http://www.careerclusters.org/
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Financial industries comprise establishments engaged in the sale, processing, and/or 
service of financial services and products such as company accounting functions, banking 
services, loans, and insurance services and products.  Furthermore, all financial services 
workers need to possess good customer service, math, and computer fluency skills.  The 
Finance YA program was structured to require industry-wide foundational skills and 
industry-specific technical skills.    
 
All Youth Apprentices must complete the core finance foundational knowledge 
competencies consisting of competencies in employability skills, customer service, safety, 
security, and basic finance fundamentals.  The Required Skill competencies may be 
completed concurrently with the specific technical skills.    
 
Finance YA students are required to perform all of the Core and Safety/Security skills for 
EACH unit they enroll in.  Level One (one year) YA students are to choose additional 
competencies from a MINIMUM of ONE Finance unit.  Level Two (two year) YA students 
are to complete competencies from a MINIMUM of TWO Finance units.   

Finance Pathways 

1.  Business Financial Management-  
• Accounting Services Basic Unit 
• Accounting Services Advanced Unit 
Several different accounting specialty tasks will be performed in an accounting 
department at any type of business. 

 
2.  Banking and Related Services-  

• Banking Basic Unit 
• Banking Advanced Unit 
Required tasks in teller functions with additional learning opportunities in financial 
products and marketing, support services, and lending will be available in this 
pathway at a financial institution. 
 

3.  Insurance-  
• Insurance Services Unit   
Insurance policy and claims processing along with claims investigations are the 
main tasks required in this pathway related to a rapidly expanding insurance 
industry in Wisconsin.  

 
NOTE:  Units within each Pathway build upon each other.  Therefore, switching 
between pathways, after the successful completion of the first year, is allowable provided 
that the student begins the second year in the first unit listed under the NEW pathway 
choice.   
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CURRICULUM SOURCES: 
 
• Accounting:  Real world applications and connections.  Guerrieri, D.J., Haber, F.B., Hoyt, W.B., and 

Turner, R.E.  (2004).  Glencoe-McGraw/Hill, Woodland Hills, CA. 
   

• Center for Financial Training, North Central States, Course Objectives for Principles of Banking, Banking 
Today, Today’s Teller, Consumer Lending, Marketing Financial Services, and Principles of Law & 
Banking, 2008. 
 

• Illinois Occupational Skill Standards and Credentialing Council, Illinois Occupational Skill Standards- 
Banking Cluster, Insurance Cluster, Accounting Cluster, Accessed January 2008. 

 
• Oklahoma Department of Career and Technology Education, Accounting Services Bookkeeping Skills 

Standards- OD20003 (2004), Accounts Payable Skills Standards- OD20001 (2004), Accounts 
Receivable Skill Standards- OD20002 (2004), Deposits/Teller Skills Standards- OD40902 (2007), 
Accessed January 2008. 
 

• National Career Technical Education Foundation, States’ Career Clusters Initiative, Finance Knowledge 
and Skills for Foundation skills, Banking Pathway, Business Financial Management Pathway, Financial 
and Investment Planning Pathway, and Insurance Services Pathway; Accessed January 2008. 
 

• National Occupational Competency Testing Institute (NOCTI) Job Ready Student Assessment Blueprints 
for Workplace Readiness and Basic Accounting Accessed January 2008 from 
http://www.nocti.org/ExperienceA.cfm.  
 

• Sales and Service Voluntary Partnership, Customer Service and Sales Skill Standards, 2002.  
 
• Wisconsin Department of Public Instruction, Work-Based learning Skill Standards for Business and 

Information Technology, Accessed February 2008 from http://dpi.wi.gov/cte/pdf/bitwblguide.pdf.  
 

• Wisconsin Department of Workforce Development, Financial Services Youth Apprenticeship Instructional 
Curriculum Materials developed by Southwest Wisconsin Technical College, 1998. 

 
• Wisconsin Department of Workforce Development, Financial Services Youth Apprenticeship Advisory 

Committee, formed December 2007 for the purpose of revising and updating the Financial Services 
Youth Apprenticeship curriculum. 

 
• Worknet Occupation Task Lists for Insurance Claims Clerks, Insurance Policy Processing Clerks, 

Customer Service Representatives, Bookkeeping, Accounting & Auditing Clerks, Tellers, New Accounts 
Clerks, and Loan Interviewers and Clerks, accessed February 2008 from 
http://worknet.wisconsin.gov/worknet/default.aspx.   

 
• Wisconsin Technical College System, Statewide Accounting Steering Committee, DRAFT curriculum for 

Accounting I (10-101-111), Accounting II (10-101-113), Cost Accounting, Payroll Accounting, Accounting 
Spreadsheets, Accounting Software Applications (10-101-150), Income Tax I, Income Tax II, Developed 
2004, Accessed from Work in Progress at WTCS Curriculum Bank at 
http://www.curriculumbank.org/curriculumbank/index.pl. 

 
• Wisconsin Office of the Commissioner of Insurance, http://oci.wi.gov/.  
 
 

This curriculum was developed through a Grant from the Wisconsin Department of Workforce Development to the University of 
Wisconsin-Oshkosh’s Center for Career Development and Employability Training (CCDET). 

http://www.nocti.org/ExperienceA.cfm
http://dpi.wi.gov/cte/pdf/bitwblguide.pdf
http://worknet.wisconsin.gov/worknet/default.aspx
http://www.curriculumbank.org/curriculumbank/index.pl
http://oci.wi.gov/
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Finance Youth Apprenticeship  

Table of Contents  
 
 

REQUIRED SKILLS                Page Number 
Unit 1: Core Skills               
1. Apply applicable academic knowledge    10  
2. Apply applicable career knowledge     11 
3. Apply applicable financial industry knowledge   12 
4. Communicate effectively       14 
5. Communicate effectively on the phone    16 
6. Act professionally       17  
7. Demonstrate customer service skills     18  
8. Cooperate with others in a team setting     20 
9. Think critically        21 
10. Exhibit legal and ethical responsibilities     22  
11. Use technology        24  
 
Unit 2: Safety and Security  
1. Follow personal safety requirements      25 
2. Maintain a safe work environment      26   
3. Demonstrate professional role in an emergency   27  
4. Follow security procedures      28 
5. Maintain confidentiality      29 
 
FINANCE PATHWAYS  

Business Financial Management Pathway 
Unit 3: Accounting Services Basic 

Basic Operations 
1. Maintain accounts       31  
2. Store financial records      32 
3. Assist to process checks      33 
4. Process journal entries      34 
5. Post journal entries       35 
6. Balance accounts after recording transaction    36 
7. Assist to prepare adjusting entries     37 
8. Prepare worksheets       38 
9. Record receipts       39  

10. Assist to prepare financial statements    40 
11. Assist to process period end closing entries    41 

Fixed Assets 
12. Maintain fixed asset records      42 
13. Assist to process asset depreciation     43  
14. Assist to process depreciation budget    44 
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Business Financial Management Pathway 
Unit 4: Accounting Services Advanced 

Accounts Receivable 
1. Process customer invoices and receipts    46  
2. Allocate receipt for invoices      47 

Accounts Payable   
3. Process receiving document      48 
4. Process credit memorandum     49 
5. Assist to process payment authorization    50 

Payroll 
6. Calculate employee work hours     51 

Tax Reporting 
7. Assist with company tax reporting     52 

Inventory 
8. Record inventory usage      53 
9. Record inventory receipts      54 

10. Assist to physically inventory merchandise or materials  55 
11. Assist to process results of inventory    56 
12. Process inventory adjustments     57 

Cost Accounting  
13. Assist to cost account a new or revised product or service  58 

Internal Audit 
14. Assist to audit monthly procedures     59 

Budget Analysis 
15. Assist to process budget reports     60  
 
Banking and Related Services Pathway 
Unit 5: Banking Basic 
Required Competencies 

1. Process transactions using a computer    62 
2. File transactions       63 
3. Follow cash management/handling procedures   64 

Teller Services 
4. Process personal cash deposits     65 
5. Process personal check deposits     66 
6. Process personal withdrawals by cash    67 
7. Process negotiable instrument transactions- on-us checks  68 
8. Process negotiable instrument transactions- other than on-us checks 69 
9. Process transfers between accounts     70 

10. Respond to customer account inquires and requests   71 
11. Perform end of day drawer balance     72 
12. Issue cashier’s/official check     73 
13. Cross-sell financial institution products and services   74 
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Banking and Related Services Pathway 
Unit 5: Banking Basic 
Choose a MINIMUM of 7 additional competencies 

Teller Services 
1. Process night depository      76 
2. Process & accept bulk coinage for cash or deposit   77 
3. Process business deposits      78 

Support Services 
4. Process incoming mail      79 
5. Process credit card payments     80 
6. Process cash advances      81 
7. Place stop payment on check     82 
8. Investigate and resolve customer problems    83 
9. Assist to change customer name/account title   84 
10. Assist to add co-owner or authorized signer to customer account 85 
11. Assist to help a customer with account reconciliation   86 
12. Rent safe deposit boxes       87 
13. Wire transfer funds        88 
14. Process federal tax payments      89 
15. Balance automated teller machine (ATM)     90 
16. Process a customer statement     91 
17. Process checks       92 
18. Proof or encode items      93 
19. Process electronic or internet payments    94 
20. Process return items       95 
21. Assist with an internal audit      96 
 
Unit 6: Banking Advanced 
Required Competencies  

Products & Marketing 
1. Obtain/complete documentation to close accounts   98 
2. Obtain/Complete documentation to open accounts   99 
3. Assist with promotional efforts     100 
4. Assist to evaluate marketing efforts     101 
5. Close savings account      102  
6. Assist to open new savings account      103 

Lending Services  
7. Identify prospective loan customers     104 
8. Process loan payments      106 
9. Respond to customer loan account inquiries and requests  107  
10. Maintain and update customer loan files    108  
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Banking and Related Services Pathway 
Unit 6: Banking Advanced 
Choose a MINIMUM of 10 additional competencies 

Products & Marketing  
1. Assist with promotional efforts     109 
2. Close checking account      110 
3. Assist to open new checking account    111 
4. Assist to issue certificate of deposit     112 
5. Assist to process decedent accounts    113 
6. Issue US savings bonds       114 
7. Redeem US savings bonds       115 
8. Issue money orders       116 
9. Issue travelers checks      117 
10. Issue foreign currency      118 

Lending Services    
11. Compile documentation for loan clos ing    119  
12. Assist to complete a loan application with a customer  120 
13. Order credit reports       121 
14. Assist to collect and recover funds on defaults loans   122 

Consumer Lending   
15. Process documents for consumer loan application   123  
16. Assist to pre-approve consumer loan customer   124 

Mortgage Lending 
17. Process documents for mortgage loan application   125  
18. Assist to pre-approve mortgage loan customer   126 
19. Set mortgage loan closing date and time    128 

Commercial Lending 
20. Process documents for commercial loan application    129 
21. Assist to pre-approve commercial loan customer   130 
 
Insurance Pathway 
Unit 7: Insurance Services 
1. Maintain and update customer files     132 
2. Process premium payments      133 

Marketing 
3. Identify prospective customers     134 
4. Assist to evaluate marketing efforts     135 
5. Collaborate with marketing team efforts    136 

Policy Management  
6. Gather and update information on application   137 
7. Process customer application for insurance coverage  138 
8. Respond to customer inquiries      139 
9. Assemble insurance contract for mailing    140 
10. Respond to customer change requests    141 
11. Manage policy changes      142 

Claims 
12. Set up claim file        143 
13. Review claim file for completeness     144 
14. Update information regarding claims     145 
15. Process simple claim       146 
16. Assist to evaluate and settle claim     147 

Investigations 
17. Order supporting documents      148 
18. Assist to complete investigation     149 
19. Assist with investigation report     150   


