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Opportunity 
The Business Information Worker Pathway (BIW) defines a sequence of skills essential 
to entering or advancing in today’s business office. Over 200,000 jobs are available 
throughout California at any one time that match some level of the BIW pathway. It is 
the most effective pathway for entry level as well as stranded or adult workers looking to 
refresh their skill sets in a technologically changing world. Numerous placement 
agencies and Manpower Inc. endorse it. 
 
CCC Strength 
The California Community College system and most colleges already have many of the 
courses identified in the pathway.  Currently over 74% of the CCCs have self-identified 
the courses on the BIW website. Matching 3rd Party Certifications and some Digital 
Badges are aligned with the pathways so that students can sit for validation testing and 
promote their skills on their LinkedIn profiles. The Academic Senate has endorsed the 
pathway and is focused on C-ID standardization of the pathway which also conforms to 
Guided Pathways principles. 
 
The Challenge 
While many students (approximately 110,000 statewide) are currently enrolled in 
courses aligned with the pathway, most of them don't know it. Without learning the value 
to their employment and future of the pathway, and without support for their efforts, 
these students do not continue and represent part of the 70% of CCC students that are 
only with the CCCs less than a year. Retaining these students to complete the pathway 
or to return later for more training will positively affect their future and greatly increase 
the effective Career Education services of the CCCs. 
 
Additionally, prospective students need to be ‘sold’ the value of the pathway in order 
make the necessary commitment to enroll and to finish. 
 
The Solution 
The single most effective way to accomplish these results is to focus on regional cohort 
recruitment and retention for the program at each college. This BIW Recruitment and 
Retention Guide details how to apply CTE Funding (Strong Workforce, Projects in 
Common, Guided Pathways) to initiate, manage and eventually create a sustainable 
community-based cohort support infrastructure. 
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Key Assumptions 
Currently available CTE Funding will be used to engage marketing and community 
support for this well-defined and detailed process. Statewide leadership through the 
ICT-Digital Media Sector Team will provide overall guidance to the effort. Participating 
CCCs will commit to the responsibilities listed. The goal is a greater number of students 
completing the pathway and a sustainable community-based cohort support tradition 
that will evolve as a result of these efforts. This program is compliant with the Guided 
Pathways institutional model.  
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THE BIW COHORT-BASED MODEL  

Outreach and Enrollment 
Research indicates that students benefit from 
participating in “learning communities” which can 
help ease the adjustment to college whether 
students are transitioning from high school, 
absence from college, or as an adult, taking 
classes for the first time. Recruiting students into 
cohorts also encourages camaraderie and helps 
students stay on their chosen path. Regional 
outreach activities can be an effective way to 
increase cohort enrollment by sharing marketing 
costs. 
 

 

Cohort Engagement 
Providing continuous cohort engagement and 
support improves student success in the 
program and ensures that learning outcomes 
are being met. Community colleges already 
implementing a BIW cohort-based model have 
provided supports such as reduced-cost or 
loaner textbooks, job readiness activities and 
cohort celebrations which enhance the feeling 
of community students experience. 
 

Career Advising and Job Placement Assistance 
Employer involvement throughout the outreach and engagement process adds validity to the BIW 
pathway which can also positively impact student enrollment and retention. Developing 
relationships with employers that agree to interview and possibly employ BIW pathway completers 
would help accomplish the goal of providing a fast-track pathway for students to obtain skills, then 
quickly start working. 
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A turn-key approach to building FTEs and improving retention by enrolling BIW cohorts 
on your campus: 
 
1. Offer BIW at Your College 
Determine the best BIW implementation for your campus, which provides student 
accessibility and meets the needs of the local business community. Possibilities include 
a series of credit courses, credit courses incorporated into a certificate and/or AA or AS 
approved program, or noncredit courses/program. 
 
2. Identify a BIW Champion 
Find a BIW pathway supporter, such as a lead instructor or department chair, to obtain 
approvals, develop student cohort schedules, secure textbook and certification 
discounts, and guide outreach efforts. 
 
3. Select a Community Group or Marketing Partner 
Contractually engage a marketing consultant or community partner that will drive 
enrollment and engagement efforts by promoting your BIW cohort at local recruiting 
events and providing students with ongoing applied learning experiences, motivational 
events and access to support services throughout the term of the program.  Community 
relationships drive sustainability after the Strong Workforce funding is gone. 
 
4. Apply for Funding 
Colleges can apply for Strong Workforce funding to implement the BIW cohort outreach 
and enrollment model. The implementation of this model may also support your Guided 
Pathway compliance. See our sample contracts to engage a marketing consultant or 
community partner. 
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The ICT-Digital Media Sector Team will provide leadership on the overall strategy, multi-
regional integration of support, program guidelines (for third-party contracts), statewide 
community manager and technical support for program upgrades. With adequate 
funding this program can be outsourced to a marketing partner so that the time spent by 
the CCC is limited to routine student engagement.	
 
The following chart shows the currently established sequence of competencies. Please 
note that these may vary by college, C-ID implementation, etc. 
 
	

BIW Stage 1  BIW Stage 2  Specialist 

Keyboarding  Microsoft PowerPoint  Presentation/Marketing 

Microsoft Windows  Microsoft Excel, Intermediate  Communication Support 

Microsoft Word  Microsoft Access or  
Intro to SharePoint  Project Management Concepts 

Microsoft Excel  QuickBooks  Salesforce Certification Prep 

Microsoft Outlook  Electronic Records 
Management   

Information Systems  Customer Relationship 
Management  

 

Business Communications    
 

Human Relations or 
Customer Service    

 

	
	
Funding 
Currently available CTE funding, such as Strong Workforce and Projects in Common 
can be used to initiate and manage a sustainable community-based cohort support 
infrastructure. The ICT-Digital Media Sector Team can assist colleges with the 
application process and facilitate funding through state grants where possible. 
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This is the local driver of the program that works with the college, local businesses and 
the ICT-Digital Media Sector Team leadership. 
 
Community organizations have a pulse on the unique needs in the local area and often 
have connections with other groups aligned with their mission. Choosing a dedicated 
community partner can give a college access to many potential students and allow for 
sustainability of the program. For example, in Orange County, Golden West College is 
working with CIELO, a program of the Oak View Renewal Partnership, to increase the 
number of BIW students through its CIELO center on campus. Community 
organizations may also be able to provide student scholarships to offset the cost of 
tuition and/or books. 
 
Colleges may already have relationships with community organizations. Listings of 
community organizations can also be found through local Chambers of Commerce. An 
experienced marketing partner could also completely manage the program outreach 
and engagement activities as described below. 
	
1. Cohort Recruitment: Establish Outreach and Recruiting Events 
 

Your marketing or community partner should work to recruit students into the BIW 
cohort. We have identified both internal and external recruitment strategies as follows: 

   External Recruitment: Prospective students not currently attending college 

Government-Funded Agencies 
Promoting the BIW cohort to government-funded groups like One-Stop Centers and 
YWCAs are some recommended outreach methods for recruiting students who are 
new to the college.  

o Contact the local One-Stop Center manager and offer to deliver a BIW 
presentation at their next staff meeting. These presentations have been well-
received in Orange County, especially where noncredit offerings are 
available. 

o Offer to hold an onsite workshop at a local YWCA to introduce prospective 
students to skill sets taught in the program. College of Marin has recruited  
 

 
 

MARKETING PARTNER/COMMUNITY ORGANIZATION ROLE 
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students into their BIW program by facilitating an onsite registration process 
during their presentations. 

o Work with local EDD/workforce partners to get your BIW on the list of 
approved programs. 

 
High School Outreach 
Connecting with the local CDE office can open up opportunities for colleges to connect 
with their local high schools. 

o Make brief presentations to local high school business classes, including 
continuation schools. Ask the CDE office to send an email to their list(s) of 
teachers and administrators with details about the presentation, and have a 
designated team to schedule and deliver as promised. 

o Attend college and career night events at high schools with a booth or table set 
up, BIW swag items, and a method to capture contact information of prospective 
students if possible 

o Establish dual enrollment with feeder schools to create high school BIW cohorts. 
Santiago Canyon College has successfully done this with Canyon High School 
resulting in the first cohort of 30 students for 2017/18. 

 
Community Events 
Promoting the BIW at local community events is another way recruit students into 
cohorts. Many colleges and community organizations support specific initiatives and can 
work with partner organizations to share the BIW pathway with those already being 
served by community programs. For example, the WATT (Women Advancing Through 
Technology) program in Orange County is supported by local colleges, nonprofits, and 
the OC Department of Education with the goal to help unemployed women gain 
technology skills needed to obtain employment.  

 
Career Fairs 
Underemployed individuals or those looking for a career change can often be reached 
at local career fairs. Setting up a table with BIW program information can generate 
interest by those who could benefit from updating their business technology and 
applications skills. Business partner contacts can also be made with employers 
recruiting at the event. 

   Internal Recruitment: Current students attending BIW-related classes 

Current Student Groups 
o Department instructors can inform students in BIW classes that they are part of 

the BIW pathway at the beginning of each semester/session. Handing out a  
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checklist to show where students are on the path can be a motivator for students 
to track their progress and continue taking courses. 

o Riverside City College promotes the BIW to current students via their CTE 
department e-newsletter, to which more than 200 CAT (Computer Application & 
Office Technology) students subscribe.  

o BIW flyers/posters are displayed near the computer lab at Orange Coast College 
and BIW-labeled pens are placed in Cabrillo College’s computer lab in an effort 
to spread awareness to current students. 

 
Counselor Awareness 
Making college counselors aware of the BIW pathway is critical. Be sure to disseminate 
BIW cohort schedules and print material to counseling staff, especially CTE counselors. 
Making a BIW presentation at counselor workshops and events is a good way to 
educate them on the BIW cohort structure and how it benefits students.   
 
Campus Events  
Bringing students, faculty and employers together on campus is a great way to promote 
your BIW cohort. A recent “Tech Talk” held at San Diego City College drew more than 
200 students, faculty and industry representatives to discuss today’s hot jobs and the 
future of technology in the workforce. 
 
BIW Website and Social Media Strategies 
 
Your college may choose to promote its BIW cohort on its own, or in collaboration with 
other participating colleges in the region. Either way, there are a few fundamentals that 
can help reach both prospective and current students. 

 
BIW Website 
Create a regional BIW landing page listing the participating colleges and a simple 
program interest form where students select their desired cohort. Drive students to this 
page via print and online marketing strategies, including social media. The example site 
below is for the Orange County region. 
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Fielding Inquiries 
Hire an answering service or assign a designated staff member to field calls and emails 
from interested students. Be sure to provide an FAQ document to help with common 
questions, such as: 

o What classes are offered? 
o How much does the program cost? 
o When do classes start? 
o Can I attend classes at more than one college? 
o What types of jobs can I get with these skills? 

 
Social Media/Ads 

o Create a client profile sheet describing prospective BIW students in your 
community and work with a marketing partner to create targeted/custom 
audience lists in Facebook, Twitter and other social media appropriate for your 
area. 

o Create a dedicated BIW page for each social media platform used and post on a 
regular basis to increase audience engagement and relevance.  

o Place ads on Facebook and in your local Craigslist area promoting cohort 
enrollment. 

 
Samples: 
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Regional Marketing 
Colleges in a region can pool funding and resources to promote the BIW as a region.  

o Create a regional BIW website and promote via internal, external, and social 
media strategies. 

o Host a regional event with the local CDE office and invite both high school and 
community college faculty and counselors to attend. Orange County community 
colleges partnered with the OCDE to host “STEM and the Future Workforce” 
which generated interest in the BIW program among attendees and led to high 
school campus visits and student enrollments. 

 
 
2. Work with CCC Faculty and Administrators to Enroll Students  
It is important to establish a smooth enrollment process for prospective BIW cohort 
students. College faculty and administrators should work closely with the designated 
marketing or community partner to identify clear, concise steps for students to follow 
upon expressing interest in the program, and the appropriate point(s) of contact along 
the way. 
 
For example, students could complete a program registration form on a designated BIW 
cohort webpage, then receive emailed acceptance and registration instructions as set 
forth by the BIW college lead. It is recommended that accepted students attend a BIW 
orientation session before the semester begins in order to meet each other, their 
instructors, and to ask questions. The marketing or community partner could arrange 
and co-facilitate this information session in collaboration with their campus BIW 
contacts. 
	
	
3. Provide Ongoing Support Activities  
Regular support activities keep students engaged in the program and promote a sense 
of collaboration among the group as a whole. On a monthly basis, marketing or 
community partners can bring in guest speakers and conduct job readiness activities. 
These activities can take place throughout the semester, or during winter intercession 
as scheduling allows. 
 
A dedicated cohort website can be a tool for students to access class materials as well 
as other support materials contributed by the marketing partner or community 
organization. The site should be maintained by a designated community manager. 
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It is also recommended that case management techniques be embedded into the 
program, in accordance with Guided Pathway recommendations. A proactive “early alert 
system” can help students course-correct throughout the program and continue to make 
progress. 
	
	
4. Celebrate Completions & Promote Students for Internships or Jobs  

o Arrange a special celebration for BIW cohort completers and their friends and 
family. This could be an informal “graduation” luncheon on campus or a larger-
scale event as budget allows.  
 

o Consider hosting a career fair on campus for cohort completers and other 
interested students. San Diego City College hosted a career event in 
collaboration with Manpower, Inc. during which students interviewed with 
recruiters and learned about positions for which they qualified. Resume 
preparation assistance was provided before the event, and the campus 
Cosmetology Department offered complimentary hair and makeup services to 
students. 
 

o Contacting and maintaining relationships with local businesses can give students 
a starting point when they begin their job search. Consider posting a list of 
employers with which the college has a relationship on the BIW cohort dedicated 
website. See the following section “Local Business Role” for more information. 
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      Sample Budget Tool 

	
	
	
	
	
	
	

TASK TASK DESCRIPTION
ICT-DM 

SECTOR
COLLEGE OR 

REGION
MARKETING 

PARTNER
COMMUNITY 

ORG ASSUMPTIONS LABOR SCOPE

LABOR COST* 
(includes 
stipends)

MATERIALS 
COST* TRAVEL COST*

MISC. COST* 
(includes 
events) TASK TOTAL COST

Task 1.1 Identify and consult with college faculty or administrator support for BIW pathway project -$                              

Task 1.2 Determine college courses that map to BIW Branded Pathway and list on Branded Pathway site -$                              

Task 1.3 Identify course gaps and workable solutions -$                              

Task 1.4 Identify community participants (community groups, placement agencies, businesses) interested 
in BIW outcomes and a local champion or marketing agent to act as project manager -$                              

Task 1.5 Investigate affordable textbook options and select appropriate option for cohort students -$                              

Task 1.6 Identify options for providing affordable industry certification exams to cohort students -$                              

Task 1.7 Work with campus designee to develop BIW cohort schedule geared toward student availability -$                              

Task 1.8 Collaborate with other regional colleges on program alignment and cohort schedule development -$                              

Task 1.9 Explore dual enrollment possibilities with local high schools and make recommendations -$                              

Task 1.10 Provide initial supply of BIW brochures -$                              

Task 1.11 Develop a draft schedule of cohort building activities that can optimize the college facilities and 
calendar -$                              

Task 1.12 Develop program-relevant contract terms for partner organization or consultant/project manager. 
Seek college legal approval and Strong Workforce funding as appropriate. -$                              

Task 1.13 Present BIW cohort model and retain services of selected organization -$                              

-$                              

-$                              

Subtotal Phase 1 -$                   -$                   -$                   -$                   -$                              

Task 2.1 External Recruitment: work with partner organization to recruit cohort students through outreach 
to government-funded agencies, high schools, community events and career fairs -$                              

Task 2.2 Internal Recruitment: work with partner organization to recruit cohort students through outreach 
to current student groups, college counselors and campus events -$                              

Task 2.3 Create BIW “swag” items for placement in campus computer labs and for campus events -$                              

Task 2.4 Develop and print local marketing collateral -$                              

Task 2.5 Develop local BIW landing page (and Facebook page) with program interest form/application -$                              

Task 2.6 Retain services of answering service/call center or designate college staff member to field calls -$                              

Task 2.7 Create and launch ads and posts on social media platforms (Facebook, Twitter, etc.)
Posting	schedule	
agreeable	to	college -$                              

Task 2.8 Develop and execute cohort enrollment process (registration form, student orientation, etc.) -$                              

Task 2.9 Host series of enrollment events to achieve cohort goal Use	of	campus	facilities -$                              

Task 2.10 Host kick-off event with complete cohort with collaborating business, community and college 
partners Use	of	campus	facilities -$                              

-$                              

-$                              

Subtotal Phase 2 -$                   -$                   -$                   -$                   -$                              

Task 3.1 Provide regular support activities such as guest speakers and job readiness activities (evening 
dinners or weekend meet-ups)

-$                              

Task 3.2 Maintain regular contact with cohort students through dedicated web portal maintained by 
designated community manager (surveys and follow up calls)

-$                              

Task 3.3 Arrange cohort celebration for cohort graduates -$                              

Task 3.4 Host career fair on campus for cohort completers and other interested students -$                              

-$                              

-$                              

Subtotal Phase 3 -$                   -$                   -$                   -$                   -$                              

-$                   -$                   -$                   -$                   -$                              

*	ESTIMATES	FOR	PLANNING	PURPOSES

COLLEGE OR REGION
Business Information Worker Recruitment and Retention Planning & Estimate Tool

Total

PHASE 1: PROGRAM DESIGN/COLLEGE READINESS

PHASE 2: COHORT RECRUITMENT AND ENROLLMENT

PHASE 3: COHORT ENGAGEMENT

PROJECT RESPONSIBILITY
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Community placement agencies, prominent businesses, government and the Chambers 
will be encouraged to speak to, offer office tours, internships and jobs to BIW cohort 
students. 
 
Placement Agencies and Businesses 
The growing need for a skilled workforce in the Administrative and Support sector in 
California continues to be supported by Labor Market information. There are 
approximately 200,000 administrative support jobs available statewide, particularly in 
employment services such as placement/staffing agencies. 
 
Finding a placement agency supporter can be a good way for BIW program completers 
to begin their job search and find employment. Robert Half’s Office Team and 
Manpower have expressed their support of the BIW pathway and provided valuable 
input during pathway development.  
 
Many colleges have relationships with local businesses and they can be also be 
approached at career fairs or other community events. It is recommended that your 
marketing or community organization partner designate a staff person to develop and 
maintain these relationships, and assist students in obtaining job interviews. 
 
Partner employers are also encouraged to engage with students throughout the 
program by participating in guest speaker opportunities and offering office tours as 
appropriate.  
 
Chambers of Commerce 
Local Chambers are sponsored and supported by local businesses and may have 
education funds that help support activities that increase the number of college-ready 
students in the community. Students can be matched with mentors and can receive 
tuition assistance as they complete coursework. Contact your local chamber to discuss 
how they may be able to assist BIW cohort students in obtaining employment in the 
local community. 
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BIW Pathway and Cohort Development 
 
BIW Champion 
Identifying a BIW pathway supporter is a critical first step in the development of a 
comprehensive cohort-based model at your college. This college “champion” is most 
often a Dean, Department Chair or lead instructor in the division in which most BIW 
courses are found. This individual is responsible for coordinating the local, regional and 
statewide approvals needed to establish a BIW program certificate or degree to be 
offered by the college. The BIW champion will also coordinate the development of a 
student cohort schedule, secure textbook and certification accessibility for students and 
guide outreach efforts. 
 
 
Implementation Options 
There are several BIW implementation options that provide students with the identified 
skill sets and prepare them to work as administrative professionals.  
 
1. The BIW pathway can simply be packaged as a set of courses already offered by 

the college that teach the recommended skills. This best-fit method results in 
courses that vary within the community college system.  

 
2. Colleges can choose to align BIW courses with C-ID course standards for 

transferability. The development of a complete BIW C-ID pathway is currently 
underway. 

 
3. The BIW pathway courses can be incorporated into an existing certificate of 

proficiency, certificate of achievement, AA or AS approved program, or as a BIW 
certificate or degree. 

 
4. The BIW might best serve a college’s student population as a noncredit offering. 

Noncredit courses and programs can often serve as an entry point into for-credit 
coursework. See Appendix A for a sample BIW noncredit program in development 
by North Orange Continuing Education. 

 
 

 
 

COMMUNITY COLLEGE RESPONSIBLITIES 
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5. Incorporating the cohort model recommendations help to align the BIW with the 

Guided Pathways Principles and Pillars as follows: 
 

• Colleges offering the BIW develop a customized program map appropriate for 
the needs of the local region and unique student population, based on the 
recommended core skill sets. Pathway classes align with the knowledge and 
skills expected of entry to mid-level administrative professionals in the 
workforce. 
  

• College outreach efforts in partnership with local community organizations 
can result in BIW cohorts at the college and high school levels. Efforts to 
provide enrollment support for prospective students helps them smoothly 
enter their pathway. 
 

• Mentorship and job readiness activities are key components of the 
recommended cohort model. Whether this engagement support is performed 
by faculty mentors or a funded community partner organization, applied 
learning experiences and access to support services help students stay on 
their path and develop the skills needed by business. 

 
Colleges can access the most current BIW Course Guide for all three pathway stages 
on the BIW website. 
 
 
Textbooks 
Textbooks are a costly component to any college program, but there are options to 
consider. 

• A funded community partner organization may choose to provide the required 
books to student cohorts.  

• Negotiating textbook prices with publishers can help bring the cost down.  
• Using open textbooks when possible gives students free access without 

restrictions. 
 
Cabrillo College has provided cohort students with first semester textbooks, through a 
free book loan with a refundable deposit.  
 
Instructors may want to consider having students in noncredit BIW courses absorb 
some of the cost of required textbooks so that students have a monetary investment in 
their education. 
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Certifications 
BIW pathway courses are aligned with industry certifications that validate the skills 
learned. While employers place value on professional certifications, they can be cost-
prohibitive for students. However, there are options for colleges looking to encourage 
BIW cohort students to become certified.  
 
Discounted Exam Vouchers 
 
Discounted exam vouchers are available through Certiport by using the coupon code: 
HEDCA25D directly on the Certiport website at www.certiport.com. (Prices subject to 
change) 

 
 

Product Retail Price (as of 8/2017) Discounted Price (as of 8/2017) 

MOS exam voucher $96.00 $72.00 

MOS exam voucher with retake $115.00 $86.25 

 
To purchase a discounted exam voucher, students must follow these steps: 
 

1. Go to www.certiport.com 
2. Click on the “Shop” button towards the top-right corner of the site 
3. Click on the “USA” button on the following page 
4. Under the “SHOP PRODUCTS” hover over “Microsoft,” “IC3” or “Quickbooks” 
5. Click “exam vouchers”  
6. Add the voucher to the shopping cart 
7. Verify your country (United States appears by default) 
8. Click “Add to cart”  
9. Click “Check Out” from the window that appears or “View Cart” at that top of the 

page 
10. Enter HEDCA25D to the coupon code box and click Apply 

 
Become a Certiport Testing Center 

 

Colleges that elect to become Certiport testing centers enable students to take 
certification exams on campus and avoid proctoring fees and the inconvenience of 
locating a testing site. Instructors can even administer exams right in their classrooms. 
 
There is no cost for a campus to become a Certiport Authorized Testing Center (CATC). 
Learn more about the requirements to become a CATC: www.certiport.com/go 
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Campus Licensing Agreements 
Certiport offers campus licensing agreements which allow a college to provide the 
exams required to ensure student certification. Both Classroom Licenses and Small 
Campus Licenses are available and can be purchased with DSN grant funds, Perkins 
grants or Strong Workforce funds. For more information, visit the Certiport site. 
	
	
Cohort Schedule 
The college BIW champion can facilitate the development of a schedule which will allow 
cohort students to complete the pathway courses as a group. This can be arranged as a 
full-time day cohort or other schedule better suited for the specific cohort.  
 
Providing cohort students with guaranteed enrollment in required pathway courses is 
important. BIW champions may need to work with the Admissions & Records 
department to make necessary arrangements. 
 
 
Example: Golden West College 2017-18 BIW Cohort Schedule 
 

FALL	SEMESTER	CLASSES	–	9	UNITS	
BUS	G130	Introduction	to	Business	Writing	 16	weeks	 3	units	

CBA	G152	MS	Windows	 16	weeks	 3	units	

CBA	G101	Computer	Keyboarding,	Introduction,	Part	I	 First	8	weeks	 1	unit	

CBA	G145	Introduction	to	Computers	 Second	8	weeks	 2	units	

	

SPRING	SEMESTER	CLASSES	–	9	UNITS	
MGMT	G155	Customer	Service	 16	weeks	 3	units	

CBA	G155	Word,	Introduction	 First	8	weeks	 2	units	

CBA	G160	Excel,	Introduction	 First	8	weeks	 2	units	

CBA	G149	Outlook	 Second	8	weeks	 2	units	
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Example: Cabrillo College 2017-18 BIW Cohort Schedule 
 

	


