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.technical education programs. The five areas selected fer study and
; s X .

PURPOSE OF THE STUDY .

1 \ '

The Bureau of Vocational Education, Louisiana State Department of
Education was awarded a grant to make a study for the articulation of

competency-based curricnla for the coordination of selected vocational-
’

-

development of competency-based curricuia were: (1) Air-conditioning/
Refrigeration, (2) qufting, (3) Electronics, (4) Nursing, and (5) Office

Occupations, . -

A team of writerq-worked during -the Summez of 1975 developing curricula

4 <

El

fx_guides for teachers on the three institutional Ievels:,_SeEondary, Post-

+
.

Secondary, Vocational-Technical, ind Associate Degree programs on the

collegiate level, - - . _
e. . i . » . O
Currigulum-Writing Team Members

Air-condifioning/Refrigeration:.

!

Robert Bblmarc1ch,“Cha1rman o

Instructor, McNeese State University

Lake Charles, Louisiana -
B -

Nolan D. Simon, Instructor .

Baton Rouge Vocational-Technical School,. . ~

-Baton’ Rouge, Louisiana

Willie Montgomery, Teacher
Sulphur High School .
Sulphur, Louisiana .

Drafting:

Mrs. Marion M. Bridges, Chairman oo
Instructor, Shfeveport-Bossier Vocational-Technical Center
Shreveport, Louis

Lowell Brown, Teacher .
Byrd High School
Shreveport, Louisiana




vy L
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#. L. Henry, Jr., Department Head
Industrigl Engineering and Computer Science
LouisianasTech University ¢

Ruston, Louisiana & '
2 [ ™~
~ . . -
Electronics:

Andrew McGowan, Chairman
Instructor, Sowela Technical Institute .
Lake Charles, Louisiana -

Vernon Hidalgo, Teacher_
Barbe High School .. .
Lake Charles, Louisiana

John W, House, Teacher ) o
Sulphur High School -
Sulphur, Louisiana )
- Charles M. Stockwell ,
School of Engineering and Technology .
. ' McNeese State University . °
® * Lake Charles, Louisiana =«

Nursing: .
Mrs. Ruth Rachal, Chairman
Instructor, Vatchltoches Trade School
Natchltoches, Lou181ana

%rs..Katherlne Crawford, Instructor
~School of ‘Nursing

Northwestern State University

Shreveport, Louisiana

Mrs, Louise B, Murphy, Instructox-

Department of Nursing ’ RN
Louisiana Tech University

Ruston, Louisiana

Mrs..Billie Oglesby, Guidance Counselor and Nurse Educator
« Shreveport-Bossier Vocational-Technical Center ~ .o
Shreveport Louisiana * "o

Office Occupations:

Mrs. Dglores Tucker, Chairman .
Instructor, Natchitoches Trade School
Natchitoches, Louisiana

Y




Mrs. Sue Champion, Teacher ™, o . X
Natchitoches-Central High School . g : _
. .Natchitoches, Louisiana _ =~ ) ~
o AN . - ;
. ,Mrs. Dorothy Townsend, Teacher . A . -
* Coushatta High School . -
. " Coushatta, Louisiana . B I
& .
\ ‘ . .
/ Mrs. Betty Williams, Imstructor . -
Central Area Trade School -
Natchitoches, Louisiana )
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“-§~ .. : REPORT OF THE ARTICULATION COMMITTEE . - . -
. 1he»§omm1ttee on Office Occupations obtainea Job analyses from & '
- . the State Civil Service Manual, Dictionary 'of Qecupational Titles, . L

and warious busaness sources. .

N
. .
~ A .

. * =nll tasks listed in the job analyses were used to develop °

At terninal performance objectives. based on standards required on each
. job.as determined from information obtained from sources such.as

- businesses, textbooks- and State Civil Service brochures.

-

)1 .

3 The job analyses are to be udeﬁtzg,update the training for T .
state, federal,’ and business entry level positions after ‘the rele-
vancy of the tasks and the validity, of the performance obJectives “
. have been established. . -

- -
.

.

To establish the relevancy of the tasks-and the validity of
* the performance objectives, a questionnaire should be designed and ,
mailed to state, federal, and business office employees and }
\ employers. (A separate questionnaire would be requirad for each .
o job analysis, although some job similarities woula necessitate
using identical questions. ‘

After validating the tasks and performante objectives,
instructors will be able to use the job anilyses to develop the .
curriculum and materials to be used in training students for entry
level positions. )

-— Yy N r

. Articulation on the secondary and pos ~secondar&3level would
~ -~ _be possible._as the students on each level could train for entry
level or advance level positions according to their tmdividuad—_  _ __ _ i
abilities and desires. Also, the training would transfer from the®
secondarv,to the post-secondary level o that students could begin
at, thei.” level of competency as established by appropriate testing.

Should students have to leave school before completing their
chosen curriculum, the job analyses could be used to determine
which eritry level positions the students were qualified to obtain

+ without additional training. School counselors could aid" the
i instructors ano students by becoming familizr with the job analyses
and by using the JOb analyses to counsel terminating students.

-

L

A sample ledrning packet based on the Sales Clerk's job
analysis wag developed by the Committee. Student and instructor
instructions are included in the packet.

Office Occupationg is definitely an area in which training
should be conducted using performance based objectives. All
training in this area must be based on current business standards
to enable students to obtain, succeed, and advance in their chosen
vocations.

. vii
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i ) JOB: ' ORDER PICKER, WAREHOUSEM&N; OR STOCKMAN ’
) ‘GOAL: The student wi’l be able to obtainh succeed, and advance in
~ an Order Picker, WarthOuseman, or Stpckman s position. -7

— ' - " ‘-

TASKS: 1. Selects items ordered from stock in war%house.
. 2. Checks stock number,‘name, .d quantity against order
L~ N form. |
> ‘3. Keeps records of. itema removed\from “the warehouse-

» - .
PERFORMANCE OBJECTIVES AND CRITERION—REFERENCED MEASURESu i

(S .
.

e/ - 1.01 Given a kit containing 10 requisition forms and*thé
. stock nuthber of items in bins or on racks, the student
will be able to locate each item with 98 pércent - .
accuracy. ’
* 2,01 Given a kit containing 10 regidisition fbrms and items’
. . ‘which have been selected from stock, the‘student-will

} ) . be able to check the stock number and quantity of -
. items ordered against the items which were selected,
. and verify. each jtem with 98 percent &ccuracy.

3.01 Given 10 stock cequisition fotms which .have-been filled
the student will be able to maintain a record of qgér--
chandise removed from stock with'96 percent accuracy.

< ‘ .R—'/_
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JOB:  CASHIER !
GOAL: The student will be able to obtain, succeed, arl advance in
«a Cdshier's position. )
. 1 :
TASKS: 1. Receives payment and makes change. .
' 2. *Rechecks or.computcs bill. . .
© * 3. Rings sale on cash register.
" 4. Reads and records details on cash register and-verifies
. against cash on hand. i K2 . .
PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: .
1.01 Given 30 prepared bills, the student will make change
: in 15 minutes with 95 percent accuracy when given
. amounts greater than the 'bills N
2.01 Given 30 prepared bills, the student will use the cash
reglster to recheck or compute "bills in 15 ninutes with
95 percent accuracy. - .
3.01 Givenh 30 preparéH bills, the student will ring sales on
the cash regiSter in 15 minutes with 95 percent ancuracy.
4.01 At the end of the work period each day, dsing cash
+  register tape, currency, checks, and coins, the student
will be \able to verify cas h on hand with 100 percent
' accuracy. .
° .‘\\ . ¢ | ¢
- P -
§oy
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JOB:  SALES CLERK*

GOAL:  The student will be able to obtain, Succeed, and advance
in a Sales Clerk's position.

TASKS: 1. Prepares cash and credit sales tickets.
2, Receives payment for merchandise and makes change.
3. Prepares credit memo forms.
4, 3§ocks shelves., * :
S. Wraps arl bags merchandise.
6. Demonstrates positive attitudes toward co-workers - P
and customers.

\,
\

PERFORMANCE OBJECTIVES AND gRITERION—REFERENCEﬁ\MEASURES:

\
1.01 Given 10 sales tickets of varied lené}h, the student -
will be able to complete cash or credit sales tickets ~
v in 30 minutes with 97 percent accuracy. :
® 2.01 Given 20 sales transactions; the student will make
change in 15 minutes with 95 percent accuracy when
given amounts greater than the sales tickets.
3.01 Given 10 credit memo forms covering different types of
merthandise, the student will be able to complete the
forms with 95 percent accuracy.
4,01 Given instructor- and student-prepared materials, the
student will demonstrate ability to stock shelves
according to instructor~prepared instructions.
5.01 Given a simvlation kit with wrapping paper, bags, and
) merchandise, the.student will demonstrate ability to
wrap and bag different types of merchandise according
. to instructions contained in the simulation kit.
6.01 Given.5 instructor-prepared case histories concerning
human relations, the student will analyze 4 of the

- case histories with 95 percent accuracy.
»

]
.‘? a
* A sample learning packet based-on the Sales Clerk's job analysis
is included in this guide beginning on page 69.

3 N L
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JOB:  MATL CLERK .

GOAL: The Student will be able to obtain, sugceed, and advance in
a Mail Clerk's position. .« ’

TASKS: .l1. Processes outgoing mail.
2. Prccesses incoming mail.
3. Forwards mail. - - v

. 4. Handles specialized mail. .

. 5. Keeps postage meter record and uses postage meter.
6. Uses U.S. Zip Code Directory and U.S. Postal Manual. ©
7. Prepares parcels for mailing. ‘

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: : , \

1.0i Giveny30 pieces of outgoing mail, postage scale, U.S.
- Postal Manual, the student will bé able to weigh items,
. mark correct and appropriate postage on each item, and

deposily the item in the appropriate place in 60 minutes.

1.02 Given 100 addressed envelopes, the student will be able
to presort-by Zip Code, bundle and tie letters in
quantities, labeling out of town, local, or specialized
mail according to bulk mailing regulations in 60
minutes with 100 percent accuracy.

- 2,01 Given 30 pieces of.incoming mail and date stamp, the
student will be able to open—-except confidential or
personal--stamp, and sort in 30 nminutes with 95 percent

- . accuracy.

3.01 Given 20 pieces of assorted mail, instructions as to
which mail is to be forwarded, forwarding addresses,
the student will be able to readdress and process each
appropriate piece of°mail in accordance with instructor's
directions in 60 minutes with 95 percent accuracy.

4.01 Given 30 pieces of specialized mail (special delivery,
registered, certified, insured, C.0.D.), postage scale,

. and a U.S. Postal Manual, the student will be able to
-determine the appropriate method of sending mail and
determine postage and fees for each in 60 minutes with

. 95 percent accuracy. ’
5.01 . Given a postage meter, a postage meter record book, and
50 pieces of varied mail each day, the student will be
able to maintain the postage meter record for one week, .
making daily enEries in the meter book with 100 percent

accuracy.
. 5.02 Given 30 pieces of mail, a postage scale, and a postage
¥ meter, the student will be able to place correct amcunt

of postage on each piece of mail in 30 minutes with 100
percent accuracy.

-

k4




~- {6.01

7.01

F's

MATL CLERK Cont'd - -— - —— -+ = = e L

Given 100 envelopes, addresses, and U.S. Zip Code
Directory, the stuydent will be able to determine the
Zip Code for each address in 50 minutes with 100 percent
accuracy. . .
Given 10 parcels to be prepared for mailing and a U.S. .
Postal Manual, the student will wrap and tie parcels,
weigh and determine the correct postage in 50 minutes

with 95 percent accuracy. .

-

*
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GOAL: - The

- JOBz- - STOCKCLERK -~ T ~--

student will be able %o obt:ainz succeed, and advance

in a Stock Clerk's position.

TASKS: 1.
2.
3.
4
5.

PERFORMANCE

1.01
2.01
3.01

4.01

5.01

Accepts goods for storage from the receiving clerk and®

enters information .about goods received into the stock

records.
Stores goods in proper place in warehouse.
Enters information on bin tickets. -

Releases stock from the stockroom upon receipt of a
stock requisition.
Takes physical or book inventory.

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given 20 stock record cards and a list of 100 items
received, the student will complete the stock record
cards with 96 percent accuracy.

Given a master inventory list and 100 items recelved,
the student will indicate where the items should‘be
stored with 96 percent accuracy.

Given 20 bin tickets and 100 items to.be stored, the
student will complete the bin tickets with 96' percent
accuracy.

Given a kit containing stock requisition forms, bin
tickets, and stock record cards, the student will ,
demonstrate the ability to release stock from the
stockroom with 96 percent accuracy.

Given 20 Stock records and an inventory form, the
student will be able to complete the inventory form
with 96 percent accuracy.

16
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JOB: INVENTORY CLERK

GOAL: Thq student will be able to obtain, succeed, and advance in
an Inventory Clerk's position.

TASKS: 1. Keeps records of amount, kind, and value of merchandise.
2. Courts items in bins, on shelves, on racks, or in other
storage areas.
3. Keeps records of -goods recgived and goods shipped.
4. VPrepares lists of merchandise and indicates which items
are low. ’

PERFORMANCE OBJECTIVES\ARD CRITERION-REFERENCED MEASURES:

1.01 Given 20 merchandise receipts, the student will be able
to record amount, kind, and value of merchandise with 95
percent accuracy. )

2.01 Given a kit containing 100 varied types of merchandise
on hand, the etudent will count and record items with
95 percent accuracy.

3.01 Given 20 invoices and receipts, the student will be able
to complete records of goods received and goods shipped

.with 95 percent accuracy.

4.01 Given inventory records of 100 varied types of merchan-
dise, the student will be able to itemize inventory and
indicate items which are low with 95 percent accuracy.




GOAL: The

TASKS: 1.
v 2.

aln s> Ww
< . N

PERFORMANCE

1.01

.

2.01

3.01
4.01

5.01°

6.01

»

JOB: RECEIVING CLERK /

\

student will be able to obtain, succeed, and advance in

a Receiving Clerk's position.

Assists with the.unloading of incoming merchandise.
InSpects the condition of incoming shipments and signs
carrier's receipts.

Prepares vduchers to pay for delivery charges.

Keeps records of goods received.

Checks contents of packages.

Routes goods received to proper storage areas.

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given a list of receiving equipment and 100 types of
merchandise, the student will demonstrate his ability
to select and use suitable receiving equipment by
matching the correct receiving equipment with the type .
of merchandise with 95 percent accuracy.

Given a kit containing 15 carrier's receipts, the
student will demonstrate his ability to inspect the
condition of merchandise aad complete ail receipts with
95 percent accuracy.

Given 15 vouchers and a rate chart, the student will
complete delivery charges with 95 percent accuracy.
Given 25 receiving cards, the student will complete
information on goods received with 95 percent accuracy.
Given a kit containing 10 orders of merchandise, the
student will demonstrate the correct procedure for
checking package content with 95 percent accuracy.

Given a list of storage areas and 100 types of goods
received, the student will route goods to proper
storage areas with 95 percent accuracy.

-




, JOB: SHIPPING CLFRK

GOAL: The student will be able to obtain, sucéeed, and advance in
. ) a Shipping Clerk's positiomn.

TASKS: 1. Counts and compares quantity and identification of
items with the order. T
2. Selects container and appropriate packing materials,
* inserts merchandise, seals, and places identifying
information on container. - -
3. Selects an appropriate carrier. i
4, Weighs containers; computes ashd attaches postage
5. Prepares shipping documents and records items shipned.
~ . 6. Receives, and makes routine telephone calls concerning
’ shipments. ! ’
7. Files invoices according to alphabetic filing system.

PERFORMANCE. OBJECTIVES AND CRITERION-REFERENCED MEASURES: -

1.C1° Given 20 invoices of varied length and complexity, the
student will be able to count and compare quantities
and identification of items on the invoices with the

. shipment with 95 percent accuracy.

2.01 GivVen 10 unassembled containers of varied sizes, the
student will demonstrate the ability to select the
appropriate container and assemble each container
with 95 percent accuracy.

2.02 Given 20 preassembled containers and packing materials,

N . - the student will be able to fill the containers
efficiently, close, and label the containers with 95
. ) percent accuracy.

R 3,01 Given a list of shipping services available and 20
varied types of shipping containers, the student will
select the appropriate carrier with 95 percent accuracy.

4.01 Given a ten-key printing calculator and 20 varied jobs,
the student will be able to operate the machine with
the touch system for 3 minutes at a minimum rate of 100
digits per minute with a maximum of 3 errors.

4.02 Given a simulation kit containing zone charts, postal
rate charts, insurance charts', special postage charts, -
20 varied containers, scales, and a ten-key printing
calculator. the student will be able to weigh, compute,
and attach Istage with 95 percent accuracy.

5.01 Given 20 oru s for merchandise anc varied business

. forms, the student will demonstrate the ability to

.\ Prepare bills of lading and records of shipment with
95 percent accuracy.

6.01 Give a telephone assimilator and 10 varied shipping
problems or situations, the student will be able to
handle the calls promptly and efficiently with 98 -
percent accuracy. . . .

‘19




SHIPPING CLERK Cont'd ‘ (
7.01 Given 30 coded documents, the s;&dent will be able to
sort the documents in 20 minutes-with 97 percent accu-
’ . racy using the alphabetic filing system.
i _ p
* 7
P \
&

. .
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JOB: AIRLINE RESERVATION CLERK ] . -

GOAL: The student will be able to obtain, succeed, and advance in
an Airline Reservation Clerk's position.
k)
TASKS: - 1. Makes and confirms reservationé for passengers on
scheduled airline flights using timetables, airline
manuals, and reference guides. .
) 2. Answers inquiries regarding departures, arrivals, and )
. baggage limltations.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

-

1.01 Given a telephone assimilatQr, airline manual, time-
table, and 20 telephone reservation situations prepared
by the instructor, the student will be able to execute
‘the 20 situations with 98 percent accuracy.
1.02 Given a telephone assimilator, timetable, and 10
telephone situations prepared by the instructor, the

student will be able to.confirm reservations with 98 ¢
percent accuracy. .. ..

c L. 2.01 Given a telephone assimilator, airline manual, and 20
instructor-prepared situations, the student will be
able to answer inquiries about rates for different -
clzsses of service.

’ 2.02 Given 2 telephone aseimiiator, timetable, and 10

' “

instructor-prepared inquiries, the student will be able
to answer inquiries promptly about departures and arri-
vals with 98 pertent accuracy.

[y




'J\ i 'Y . *
JOB: TRAVEL CLERK

GOAN: The student will be able to obfa;h, succeed, and advance in
a Travel Clerk's position. .

TASKS: 1. Plans routes; marks road maps; and computes mileage,
using a ten-key adding machine.
2. Answers inquiries orally and by mail as to accommoda-
tions, points of interest, and time zones.
- 3. Files documents. ‘/”) .

“ -

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: | i

1.01 Given 15 instructox-prepared réquests and road maps,
the student will be able to locate desired geographic
.point, trace route between specified points, and
compute mileage with 95 percent accuracy:

1.02 Given a ten-key adding machine and 30 varied jobs, the
student will be able to operdte the machine at a
minimum rate of 60 digits per minute for 3 minutes with .-
90 percent accuracy. )

2,01 Given 25 varied requests prepared by the instructor and
the Hotel and Motel Red Book, the student will be able
tQ answer the 25 inquiries promptly and efficiently
with 95 percent accuraty.

2.02 Given 50 cities and a map showing time zonés in the,
United States, the student will be able to identify

J the time zones observed in each city.
2.03 Given 10 envelopes and a list of addresses, the student
v “will manually address and .stuff the envelopes in 15

minutes with 100 percent accuracy.

2.04 Given 5 instructor-prepared case histories concerning
human relationships, the student will be able to analyze
4 of the case histories with 95 percent 2ccuracy.

3.01 Given,a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using

- the alphabetic ‘filing system.

3,02 Given a simulation file kit containing 30 previously.

sorted documents, the ctudent will he able to file the »

. ¥ documents in 15 minutes with 97 percent accuracy using .
_the geographic filing system.

N




~ - h

. . J0B:  TICKET AGENT . - ‘
GOAL: The. student will be able to obtain, succeéed, and advance D
. -in a- Ticket Agent's position.
~
TASKS: 1. Plans routes. .
2. Sells tickets; computes cost of tickets, accepts money;
and makes change.
. 3. Useg timetables and rate schedules; gives, information
- - svregarding departures and arrivals.
4, Xeeps daily ‘balance sheets of tickets sold and cash’
» received,
) PERFORMANCE OfJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a rate schedule and 20 instructor—prepared situa-
tions, the student: wiil be able ‘to plan routes ‘and
compute cost of tickets with 100 percent accuracy.

2,01 Given 20 opportunities, the ‘student will be able'to .
issde tickets and make change in 20 minutes with 100°
percent accuracy when given amounts greater than cost

“ of tickets.
3,01 Given timetables and 20 inquiries prepared by the
) : instructor, the student will be able to answer .
promptly inquiries regarding departures and arrivals
with 98 percent accuracy. :
- 4.01 Given 7 instructoi-prepared forms, the student will
be able to keep a daily record of tickets sold and
. cash received for one week with 100 percent accuracy.
7
’ i
o -

%
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JOB:  FILE CLERK OR RECORDS CLERK

GOAL: The student wifl be able to obtain, succeed, and advance in
‘ a File Clerk's or Record Clerk's position.

TASKS: .'1. Cedes documents.
2. Indexes and cross—references documents.
3. Sorts and f£lles according to alphabetic, geog.aphic, ”
numeric, and subject filing systems. f
4. Locates and retrieves filed documents.

_ 5. Keepg-in- and out—cards on documents removed from the
. files. , L

. PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: .
1.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 pErcent

accuracy. ! 3 e
2.01 Given 40 varied documents, the student #ill’ be able fo .+ - :
index and cross-reference the documents in 30 minutes .
with 97 percent accuracy. ‘ '
. 3.01 Given 30 coded documents, the student will be able to = « e
-7 &ort the documents in 20 minutes with 97 perceint P

accuracy using the alphabetic filing system-.

3,02 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filﬁng systefi, '

3,03 Given 60 coded documents, the student will be able to °
sort the documents in 15 minutes with 97 percent

"~~~ ‘accuracy using the. numeric f£iling system. ,

o 3.04 Given 30 coded documents) the‘studg!t will be able-to —--- -
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system,

3.05 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic f£iling system.

& 3.06 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to‘file the
documents in 15 minutes with 97 percent acguracy using
the geographic filing system.

Y 3.07. Given a simulation file kit containing 70 previously
Cot sorted documents, the student will be able to file the ,
{E documents in 30 minutes with 97 percent accuracy using : )

the numeric filing system.

N

*These performance objective standards were established by Records
Controls, Inc., based on surveys of several hundred firms.

24 .
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FILE CLERK OR .RECORDS. CLERK Cont'd e

3.08 Given a simulation file kit scontaining 30 previo.sly
sorted documents, the student wfll be able to file tha

. . documents in 15 minutes with 97 percent accuracy using
' . the subject filing system. ‘
. ¢ 4.01 CGiven a simulation file kit containing 10 misfiled

‘ documents and & 1list of the misfiled documents, the
v student will be able to locate and file the documents in -
30 minutes with 97 percent accuracy using the alphabetic
. filing system and previously learned rules for locatin

nisfiled uments . . :

5.01L Given ﬁgxggf and.out-cards and information of 20 records
reroved from the files, the.student will complete the

- - in- and out~cards in 15 minutes with 97 percent accuracy.

- <

-

A

-«




JOB: OrFICE MACHINES OPERAIOR 1 '

-

GOAL: The student will be able ‘to obtain, eucceed, and advance in’

an Office Machine Operator's position.
. /\

.+ TASKS: 1. Operates the ten-key adding machine; printing calculator,
! '// i and the electronic calculator. -

- 2. Operates the postimg machine.
- ~ 3. Operates the mimeograph and/or spirit duplicator.

- . * 4. Operates the postage meter machine, and postage scale;

wraps parcel post packages; uses Zip Code Directory .
. and U.S. Postal Manual. ) TS

. PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: ‘
4 " 1.01 Given a ten-key adding machine and 20 varied jobs, the

. . student will be able to operate machine with ,the touch

' > _ system for 3 minutes at a milnimum rate of 100 digits °

., *.  per minute with a maximum o£”3 £XYOYS. ¢

1.02 hiven a ten-key printing calculator and 25 varied jobsy.., 1
the student will be able to operate machine with touch
.. system for 3 ninutes at a minimum rate of 100 digits per
: minute with a maximum of 3 errorss
] ] . 1.03 Given a full-keyboard adding listing machine and 20
o ) . varied jobs, the student will be able to)operate machine
for 3 minutes at a minimum rate of 50 digits per minute ~
with a maximum of 3 erroxs. -
1.04 Given an- electronic calculator and 40 varied jobs, the
student will be able to operate’ machine at a minimum
rate of 60 digits per minute for 3 minutes with 90 o
percent accuracy.
l§05 Given an electronic calculator and a given set :of pro- .
blems involving ad.lition, subtraction, multiplicaticn Vot
and division, the student will be able to operate
machine with 90 percent accuracy.
- 2.01 Given a posting machine, accounts receivable journal,
accounts payable Journal,,and 50 ledger cards, the
student will be able to post accounts to the 50 ledger .
cards-in 60 minutes with 95 percent accuracy. o
3.01 Given a mimeograph or spirit duplicating machine, the
s student will be able to reproduce 250 legivle copies
, of a stencil or 50 copies of a prepared mas:er with
proper alignment, balance, and other traits of appearance
. within 5 minutes with 98 percent accuracy. .
' 3.02 Given a mimeograph or spirit duplicating machine and
" “necessary cleaning supplies, the student will, be able to
clean machines and add fluid or- ink, when needed; in.10
minutes with 95 percent accuracy.




)
OFFICE HACW OPERATOR® Cont'd

N . 4.01 Given 25 pieces of varied mail (special delivery,
. - registered, certified, insured, 'Cs0.D.),.postage scale,
. - -and U.S. Postal Manual, the student will be aZi} to
y ‘ . determine postage and fees for each-with 98 pércent
7 __.accuracy:— "
S, 4. 02 Given a postage meter, a postage meter record book, -

and 50 pieces of varied mail each day, the student will
g be able to maintain the postage meter record for one -
A . + week, making daily entries in the meter book with 100~
’ percent accutacy. ﬁf
4.03 Given 30 pleces of mail, a postage scale, and a postage
meter, the student will be able to place correct amount
' . of pcstage on each plece of mail in 30 minutes with -100
- ) percent accuracy.. .
4.04 Given 100 envelopes, addresses, and U.S. Zip Code
N " Directoery, the student will be able to determine the
' correct Zip Code for each address in 50 minutes with
. IQO percent accuracy. .
e 4.05 Glven 10 parcels to be prepared for'mailing and a U.S.
Postal Manual, the student-will be able to wrap and tie
.the parcels and weigh and determine the correct postage ’
in 10 minutes with 98 percent accuracy.

’

3
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JOB: BANK TELLER

GOAL: The

student should be able to obtain, succeed, and advance

in a Bank Teller's position.

PERFORMANCE

1.01

2.01

3.01

4.01

"Receives checks and cash for deposit.

-

Verifies amounts using ten-key printing calculator and
examires checks for endorsements.

Enters deposits in depogitor's passbooks or issues
receipts.

Cashes chetks and makes change.
Keeps record of money and negotiable instruments involved
in banking transactions. ‘

Prepares cashier checks, money orders, and traveler's
checks.

-

OBJECTIVES AND CRITERION:REEEREﬂCED MEASURES:

Given 12 opportunities, the é%udent will be able to
verify amounts on deposit slips, examine checks for -,
appropriate endorsement, and initial and stamp deposit
slip in 60 minutes with 98 percent accuracy. .

Given a ten-key printing calculator and 30 varied jobs,
the student will be able -to operate the machine at a
minimum rate of 60 digits per minute for 3 minutes with
90 percent accuracy.

Given 15 opportunities and passbooks or receipts, the
student will be able to enter the deposit in depositor's
passbook or issue him a receipt in 15 minutes with 100
percent accuracy. - . :

Given 15 opportunities using checks and various denomi~

. nations of money, the student will be able to cash

5.01

6.01

checks or make change as instructed in 30 minutes with

100 percent accuracy. ‘ "
Given the 12 forms completed in Performance Objective

No. 1.01, the student will be able to record the banking
transactions in 12 minutes with 98 percent accuracy.

Given 3 cashier checks, 3 money orders, 3 traveler's checks,
and instructor-prepared directionms, the student will be able
to prepare the documents in 30 minutes with 100 percent
accuracy.

18
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JOB: PAYROLL CLERK
GOAL: The student will be able to obtain, succeed, and advance in
. a Payroll Clerk's position. , '

TASKS: 1. Computes employee's net pay.

2. Maintains and verifies payroll register, and employees'
‘ earning records using the ten-key printing calculator.
3. Makes state and federal quarterly ‘and yearly payroll.
reports using the ten-key printing calculator R -

4. Prepares the payroll checks.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

’ 1.01 Givep 10 punched time cards, the student will be able to
compute and verify gross pay in 60 minutes with 95 per—
cent accuracy.

,1.02 Given 10 forms, payroll register, tax schedule, and other

= deduction information, the student will be able to
compute and verify net pay in 60 minutes with 95 percent
accuracy.

1.03 Given a ten-key printing calculator and 30 varied jobs,
the student will be able to operate machine with touch

. system for 3 minutes. at a minimum rate of 75:-digits per
minute-with a maximum of 3 errors.

2.01 Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify in 60 minutes with 95 percent dccuracy.

3.01 Given 10 employeé earnings records and state and federal

R ol quarterly and yearly payroll report forms, the student
will be able to complete the forms in 60 minutes with
100 percent accuracy.
4.01

Given 10 checks and supporting payroll register, the student
will be able to complete check stubs and prepare payroll
checks in 10 minutes with 100 percent accuracy.

-
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JOB:  CLERK I (State Civil Service Classification)

GOAL: The

student will be able to obtain, succeed, and advance

in a Clerk I's position.

»TASKS: 1
2.
3.
4

5.

10.
PERFORMANCE

1.01
1.02
1.03
1.04
1.05
1.06

1.07

-

Files documents.

Sorts and routes incoming mail.
Prepares ouzgoing mail.
Proofreads, sorts varied materials, and checks compu-
cations of others for accuracy.

Checks forms, lists, questionnaires, and similar
material against established requirements. 27
Receives and receipts for cash payments where amounts
due and fund distribution are computed by other
employees.

Performs simple posting where errors would not lead to
serious consequences.

Compiles simple records and reports not requiring the
making of difficult decisions.

May do 1ncidental typing where ,accuracy rather than
speed is essential.

May operate a manual addressograph, adding machine,
ditto duplicator, or other common office equipment not
requiring previous training or experience.

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent
accuracy. :

Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes
with 97 percent accuracy.

Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with'97 percent
accuracy using the alphabetic filing system.

Given 25 coded documents, the student will be able to
sort documents in 15 minutes with 97 percent accuracy
using the geographic filing system.

Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuraty using
the alphabetic filing system.

20
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1.08

1.09

1.10

1.11

1.12

2.01

3.01

4.01

5.01

6.01
7.01

8.01

- CLERK I Cont'd

véiven 3 simulation file kit containing 30 previously

sorted documents, the student will be able to file

the documents in 15 minutes with 97 percent accuracy
using the geographic filing system. .
Given a simulation file kit containing 70 previously
sorted documents, the astudent will be able to file the
documents in 30 minutes with 97 percent accuracy using
the 'humeric filing system.

Given'a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with-97 percent accuracy using

" the subject filing system.

Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 peréént accuracy using the
alphabetic filing system and’ previcusly learned rules
for locating misfiled documents. '

Given 20 in- and out-cards and information on 20 records
removed from the files, the student will complete the
in- ‘and out-cards in 15 minutes with 97 percent accu-
racy..

Given 25 pleces of incoming mail, date stamp, and
sorting trays, the student will be able to stamp, sort,
and distribute the mail in 40 minutes with 99 percent
accuracy. . L -
Given 30 piecee of mail, postage scale, and a postage
chart,g the student will be able to record the amount of
postage on each piece of mail in 45 minutes with 99
percent agcuracy.

Given 10 prepared invoices and an adding machine, the
student will check the computations on the invoices in$
20 minutes with 100 percent accuracy.

Given 10 varied business documents and reference
materials, the student will check the documents against
established requirements in- the reference materials in
50 minutes with 98 percent accuracy.

Given 10 cash payments slips and a cash receipts book,
the student will record the payments and issue receipts
with 100 percent accuracy.

Given 10 invoices and 10 accounts receivable ledger
cards, the student will post the invoices to the ledger
cards in 10 minutes with 98 percent accuracy.

Given 10 documents, a report form, and written instruc-
tions, the student will 1ist the specified information
from the documents onto' 'the report form in 20 minutes
with 98 percent accuracy,

21
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JOB: CLERK II (State Civil Service Classification)
GOAL: * The étudent will be 4ble to obtain, succeed, and advance in
L " a Clerk II's position.

TASKS: 1. Examines payrolls, vouchers, invoices, statements,

- requisitions, and reports for completeness, conformity
with regulations, and accuracy of computations and
follows up discrepancies in person' or by correspondence.

2. Prepares payrolls from employeés' time reports, checks
time of employees, distributes time to various jobs,
handles discrepancies, and keeps other employee records.

3. Prepares.memorandum records of: departmental activities.

4, Compiles data from office records for use by a superior
where some judgement must be exercised in the selection
of the data.

5. May do incidental typing where accuracy rather than
speed 1is essential.

\ . f [

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a completed weekly payroll register for 10 employees,
containing errors, the student will verify and correct the
errors .in 30 minutes with 100 percent accuracy.

1.02 Given 10 _prepared wouchers and reference materials, the
student will verify all information in 15 minutes with

~ 100 percent accuracy.

1.03 Given 10 completed invoices of varying length, the student

- will verify all figures on the invoices in 20 minutes with
100 percent accuracy.

1.04 Given 10 statements, the student will verlfy all figures
on the statements in 20 minutes with 100 percent accuracy.

1.05 Given 5 requisitions and related reference materials, the
student will verify all information on the requisitions

<in 15 minutes with 100 percent accuracy.’ ,

1.06 Given 5 reports and related reference materials, the
student will verify all information in, the reports in 50
minutes with.100 percent accuracy.

1.07 Given a report that contains an error, the student will
compose in 30 minutes an effective letter based on pre-
scribed conditions listed by the instructor.

2.01 Given 10 punched time cards, the student wili be able
to compute and verify gross pay in 60 minutes with 100
percent accuracy.
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2.02

2.03

3.01

4.01

5.01

CLERK II Cont'd /"

Given 10 forms, payroll register, tax schedule, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 100
percent accuracy. -

Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify the records in 60 minutes with 100 percent
accuracy.

Given a list of varied activities and instructor-
prepared instructions, the student will prepare a
written report in 30 minutes with 98 percent accuracy.
Given 10 varied documents and instructor-prepared
instructions, the student will compile a report,
using selected data from the documents, in 60
minutes with 100 percent accuracy.

Given 10 labels and a list of addresses, the student
will type the addresses on the labels in 20 minutes
with 100 percent accuracy.




JOB:  GENERAL OFFICE CLERK | -
GOAL: The student will be able to obtain, succeed, and advance irn
a Geneval Office- Clerk's position.

TASKS: 1. Writes or types bills, statements, receipts, checks or
-~ other documents, copying information from one record to
’ another.

2. Proofreads records or forms

3. Counts, weighs, or measures material.

4. Sorts and files records.

5. Receives money from custoners and deposits money in
bank.

6. Addresses envelopes or packages by hand, typewriter, or
addressograph machine.

7. Stuffs envelopes by hand or with envelope stuffing .
machine. \

8. Answers telephone and conveys messages.

9. 3Stamps, sorts, and distributds nail.

10. Stamps or numbers forms by hand or machine. o7

11. Operates office duplicatlng equipment

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 varied business source documents and 10
business forms, the student will be able to copy
information from the 10 source documents onto the
business- forms in 30 minutes with 100 percent accuracy.

2.01 Given 10 waried business documents, the student will
proofread, locate, and mark typographical errors in 50
minutes with 100 percent acguracy. )

. 3.01 Given a simulation kit containing instructions, items "
of merchandise, and scales, the student will count,
weigh, and measure the merchandise according to
instructions with 100 percent accuracy.

4.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent accu-
racy.

4.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes
with 97 percent accuracy.

4.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

4.04 Given 25 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent accu-
racy using the geographic filing system.

4.05 Given 60 coded documents, the student will pe able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric f£iling system.

4.06 Given 30 coded dociments, the student will be able to
sort the documents in 20 minutes with 97 percent accu~ <

racy using the subject filing system.
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GENERAL OFFICE CLERK Cont'd

4.07 Given a simulation file kit containing 50 previously
- sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic filing system. ’

4.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using

. the geographic filing system.

4.09 “Given a simulation file kit containing 70 previously
sorted documents,; the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric £iling system. . '

4,10 Given a simuiation file*kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing system. »

4.11 Given a simulation file kit containing 10 misfiled docu-
ments and a list of the misfiled documents, the student

- will be able to locate and file the documents in 30
minutes with 97 percent accuracy using the alphabetic
filing system and previously learned rules for finding
misfiled documents. ~

4.12 Given 20 in~ and out-cards and information on 20 records
removed from the files, the student will complete the
in- and out-cards in 15 minutes with 97 percent accuracy.

5.01 Given 10 checks covering payments of customers' accounts,
the student will complete a deposit slip in 10 minutes
with 100 percent accuracy.

6.01 Given 10 envelopes and a list of addresses, the student
will manually address the envelopes in 5 minutes with
100 percent accuracy.

7.01 Given 10 addressed envelopes and letters, the student
will stuff .the envelopes in 5 minutes with 100 percent
accuracy.

8.01 Given a telephone assimilator and 10 telephone situations
prepared by the instructor, the student will be able to
execute the situations with 98 percent accuracy.

8.02 Given a telephone assimilator, telephone message pad, and
pen, the student will be able to record and distribute
15 messages with 100 percent accuracy.

9.01 Given 25 pieces of incoming mail, date stamp, and sorting
trays, the student will be able to stamp, sort, and
distribute the mail in 40 minutes with 97 percent accu-
racy.

10.01 Given 100 invoices, the student will manually number the
invoices in 10 minutes with 100 percent accuracy.
11.01 Given a mimeograph or spirit duplicating machine, the
' student will be able to reproduce 250 legible copies of a
stencil or 50 copies of a prepared master in 10 minutes
with 98 percent accuracy.'
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GENERAL OFFICE CLERK*Cont'd

11.02 Given a mimeograph or spirit duplicating machine and
necessary cleaning supplizs,’ the student will be able
] ' to demonstrate ability to clean machine and add the
ink or fluid, when needed, in 10 minutes with 100

percent accuracy.




]

JOB:

GOAL:

TASKS:

ACCOUNTS RECEIVABLE CLERK

» \
The student will be able to obitain, succeed, and advance in
an Accounts Receivable Clerk's position.

1. Posts each credit sale to the customer's account,

2. Collects money (payments) from customers and issues
receipts. 4

3. Posts each cash receipt to the customer's account.

4, Posts each credit or allowance to the customer's
account.

5. Periodically makes: out deposit tickets and deposits the
money .

6. Verifies the balances of all customers' acccunts in fhe
accounts receivable ledger and sends out monthly state-
ments to all charge customers.

7. 'Prepares a list, or schedule of accounts receivable,

“and adds all balances to determine the total owed by
customers; compares this total with the total of accounts
receivable (control account) in the general ledger.

8. Uses ten-key calculator.

9. Files documents using the alphabetic filing system,

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 credit sale slips, the accounts receivable e

ledger, and the customers' account sheets, the student
will be able to post each sale to the customers'
accounts in 30 minutes with 95 percent accuracy.
2,01 Given 10 opportunities and a receipt book, -the student
* will be ableg; to accept paymeﬁt and issue receipts,
making change when given amounts greater than the bill,
in 30 minutes with 100 percent accuracy.
3.01 Given a cash receipts book and ledger account sheets,
the studgnt will be able to post from receipt stubs 10 .
----- cash-recelipts to “the. pro: proper customer account in 30
minutes with 95 percent accuracy.
4.01 Given 10 credit memos and customers' ledger sheets, the -
student will ' . able to post each credit to.the custo< -
mers' accounts in 30 minutes with 95 percent—atcuracy. .
5.01 Given 10 groups of checks, currency and coins, and bank .
deposit slips, the student will be able to £fill gut
deposit slips, using ABA numbers for checks, and endorse
checks manually with restrictive endorsement in 60
minutes with 10Q percent accuracy.
6.01 Given 10 customers' ledger sheets and statement forms,
the student will be able to verify" ‘customers' balances
by adding debits to balance and subtracting credits from
balance, and prepare a monthly statement for each L 8
customer in 20 minutes with 98 percent accuracy.
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ACCOUNTS RECEIVABLE CLEBK Cont'd - . i {?

7.01 Given 10 schedules of accounts receivable and the
general ledger, the student will be able to add all
, balances to determine the total owed by customers 4
.and compare chis total with the total accounts
receivable in the general ledger in"10 ninutes with . “
100 percent accuracy. |

g 8.01 Given a ten-key calculator and 30 varied jobs, the v o
student will-be able to operate the machine at a
winimum rate of 60 digits per minute for 3 minutes
with 90 percent accuracy.

9,01 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file .
the documents.in 20 minutes #fth 97 percent accuracy
using the alphabetic filing system. - .

9.02 Given 20 in- and out-cards and information on 20 . )
.records removed from the files, the student will
comp}ete the in- and out-card$ in 15 minutes with 97
percent &ccuracy.

. ¥

o
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JOB: ACCOUNTS PAYABLE CLERK
GOAL: The studenf will be able‘to obtain, succeed, and advance in
an Accounts Payable Clerk's position.
TASKS: iﬂ “Yerifies and checks extensions and total on each invoice
before posting. | R :
2. Figures the due date of each invoice and checks to see
if there is a discount when paid by a certain date.

3. Posts purchases to each creditor's account and computes
balance of each account. .
4. Posts payments to the creditors' dccounts and computes

new balancég. .
5. Records any purchase returns or allowances to each credi-
. - -

tor's account. . PR

6. Verifies the balances of all creditors' accounts.

7. Pays amount ,owed to creditors according to terms of
invoice. :

8. ‘Prepares a list, or schedule of accounts payable, and

adds all-balances to obtain the total owed to creditors;
compares this total with.accounts payable in the general
ledger to prove the total. ‘

9. Files documents using the alphabetic filing system.

10. Uses .ten-key calculator.

11. Writes letters. : -~

-

. PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 unbaid invoices.of varying length, thé student
will be able tb verify invoice computations -by checking
extensions, sub-totals, salea tax, -and tbtals by.macihine
in 20 minutes with 100 perc?ht-accuracy. '

2.01 , Given 10 unpaid invoices, the student will be able to™~
mark due-date,, figure discounts, and sort according to
payment date in 80 minutes with 190 percent accuracy.

3.01 Given 10 unpaiy invoices, accountsg paygble.ledger, and :
creditors' ledger sheets, the student will he able to
post purchases manually to each creditor's accougt and
compute new balances in. 30 mingxés'w};h 98 percent
accuraty. . T

4.01 Given 10 paid invoices and the creditors' ledger sheets,
the student will be“able to post payments manually to
each creditor's account and compute new balance in
30 minutes with 98 percent acluracy. '

5:01 Given 10 purchase returns or allowances and creditors'
“ledger sheets, the student will be able to subtract
returns, computing new balances manually in 20 minutes
with 98 percent accuracy, - .

6.01 Given 10 creditors' accounts, the student will be able
to verify manually the balance of each account, adding
credits to the balance and subtracting debits from the
balance in 20 minutes with 98 percent accuracy.

.
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ACCOUNTS® PAYABLE CLERK Cont'd ©

: 7.01 Given 10 accounts payable, blank’ checks, check stubs,
check register or cash.disbursements journal, the student
will be able to pay amounts owed to creditors according
. to terms of invoice, writing checks in accordance with
ABA requirements and f£illing in check stubs in 30-
* winutes with 100 percent accuracy. R
J 8.01 Given 10 schedules of accounts payable and a genéral
ledger, the student will be able to add all balances
ta obtain the total owed to creditors and éompare this ‘
total with gccounts payable total in the general
Aedger in 10 minutes with 100 percent accuracy. \
9.01 Given a simulation file kit containing 50 previously
N ‘ sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using ‘
B the ‘alphabetic filing system. ! )
9.02 Given 20 in- and out-cards and information on 20 records >
removed from the files, the Student will be able to .
complete the fn- and out-cards in 15 minutes with 97 '
percent acclracy. — . S - . R
10.01 Given a ten-key calculator and 30 varied jobs, the stu- Ty
dent wilk be able toioperate the machine at a minimum .
rate 6f 60 digits per minute for 3 minutes with 90 »
s percent accuracy.' . '
11.01 Given'2 invoices that contain an error, the student -
will be able to compose an effective letter for eath
based on prescyibed conditions listed by the instructor

in 60. minutes,
N e
o+ 4 N ’ -

'

¢
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JOB: BOOKKEEPER I (D1ct10nary of Occupational Titles Classifica-
tion)

GOAL: The student will be able to obgéin, succeed and advance in
a Bockkeeper I's position. .
TASKS: 1. Keeps records of financial transactions. '
) 2. Computes employees wages from time cards, and makes up
checks.
3. Prepares withholding, social security, and other tax
reports.
4. Verifies and enters details of transastions as they
occur in chronological order in accounts and cash Journals
5. Operates posting machine.
6. Summarizes details on separate ledgers and transfers
data to general ledger.
7. Compiles statistical reports. ~ .
8. Mails monthly-.statements to customers.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a bookkeeping kit with varied réhordkeeping forms

- and 1ﬂ§tructions, the student will be ablé to-post,
summarize, and maintain legible records of all financial
transactions with 98 percent accuracy.

2.01 Given 10 punched time cards, the student will be able to
compute and verify gross pay in 60 minutes with 100 per-
cent accuracy. G -

2.02 given 10 forms, payroll register, tax schedules, and
other deduction information, the student will be able to

g copipute and verify net pay in 60 minutes w1th 100 percent
. adcuracy.

2.03 Given 10 payroll forms and employee earnings records, the
student will be able to complete and verify in 20 minutes
with 100 percent accuracy.

2.04 Given a checkbook and supporting payroll register, the

<;S/°‘ student will be able to complete check stubs and prepare

10 payroll checks in 20 minutes with 100 percent
accuracy. o

3.01 Given a completed payroll register on 10 employees and
an adding machine, the student will be able to .prepare
reports on social security, insurance, and other with~-
holding deductions in 60 minutes with 100 percent accuracy.

4,01 Given 10 prepared invoices and ad adding machine, the
student will be able to check the computations on the
invoices in 20 minutes with 98 percent accuracy.

4,02 Given 10 verified invoices, anp cash payments journal,

' the studcai will be able to record invoices in chrono- °
logigal order in 20 minutes with 100 percent accuracy.
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BOOKKEEPER I Cont'd . ' )
¥ . o
- 4.03 Given 10 varied business documents and reference mate-
rials, the student will check the docums#ts against the
_ . . figures shown on the reference materials in 50 minutes
' with 98 percent accuracy.
5.01 Given a posting machine, accounts receivable journal
o« v accounts payable journal, and 50 ledger cards, the
FR student.will be able to’'post 25 accounts payable and .
- ERA T 25 accounts receivable individual accounts in 60
. minutes with 100 percent accuracy.
i ) .5.01 Given the accounts payable ledger, an adding machine,
Ll " and 10 varied accounts, the student will be able to
"post and prove the accounts in 30 minutes with 1060°
" percent accuracy.

6.02 Given the accounts receivable ledger, an adding machine,
- and 10 varied cash receipts, the student will be able to
post the cash receipts and prove the accounts in 30

minutes with 100 percent accuracy.
6.03 Given 10 invoices, 10 accounts receivable ledger cards,
’ N and a posting machine, the student will prove and post
/the: invoices to the 1edger cards in 20 minutes with 98
N percent accuracy. .

7.01 Given 10 documents, a report .form, and written instruc-

- tions,.the student will be able to copy the information ~
from documents ofito the agport form in 20 minutes with

. 98 percent accuracy. <«

8.01 Given 30 pieces of outgoing mail, postage scale, and
U.S. Postal Manual, the .student will be able to Weigh -
items, mark correct and appropriate postage on each
.item, and deposit mail in appropriate place in 60
minutes with 98 percent accuracy.
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JOB: KEYPUNCH OPERATOR

GOAL: The

student will be able to obtain, succeed, and advance in

a Keypunch Operator's position.

TASKS: 1.
7/

4.
5.

PERFORMANCE

1.01

2.01

3.01

3.02

3.03

3.04

3.05

. 3.06

Keypunches numeric and alphabetic data from varied .
source documents onto punched cards.

Mounts program cards on the program drum.

Achieves proficiency in the operation of the keypunch
machine.

Prepares program cards.

Removes jammed cards.

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

&
Given a kit with punching instructions for 10 programs,
the basic program codes, and 10 IBM cards, the student
will prepare the program cards in 50 minutes with 96
percent accuracy. '
Given 6 TLM cards, the student will mount the 6 cards on
the drum, in 3 minutes with 100 percent accuracy.
Given 2 kit with punching instructions for an inventory
job with equal fields and 17 IBM cards, the student will
prepare a program card and keypunch the 17 cards in 30
minutes with 96 percent accuracy using numeric source
data.
Given a kit with punching “instructions for an inventory
job with unequal fields and 17 IBM cards, the student
will prepare a program card and keypunch the 17 cards
in 30 minutes with 96 percent accuracy using numeric
source data.
Given a kit with punching instructions for a sales job
and 25 IBM cards, the student will prepare a program
card and keypunch the 25 cards in 35 minutes with 96
percent accuracy using numeric and alphabetic source
data. .
Given a kit with punching instructions for a payroll Jjob
and 75 IBM cards, the student will prepare a program
card and keypunch the 75 cards in 1 hour and ‘25 minutes
with 96 percent accuracy using numeric and alﬁhabetic
source data.’ ’
Given a kit with punching instxuctions for an accounts
receivable job and 145 IBM cards, the student will )
prepare a dual program card and keypunch the 145 cards in
3 hours with 96 percent accuracy using numeric and
alphabetic source data.
Given a kit with punching instructions for an accounts
payable job and 152 IBM cards, the student will prepare
a dual program card and keypunch the 152 cards in 3
hours with 96 percent accuracy using numeric and alpha-
betic source data. ‘
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KEYPUNCH OPERATOR Cont'd

3.07

3.08

3.09

4.01

5.01

Given a kit with punching instructions for a Cobol
program job and 13 IBM cards, the student will prepare
a program card and keypunch the 13 cards in 30 minutes
with 96 percent accuracy using numeric and alphabetic
source data.

Civen a kit with punching instructions for a Fortran
program job and 20 IBM cards, the student will prepare
a program card and keypunch the 20 cards in 40 minutes
with 96 percent accuracy using numeric and alphabetic
source data. .

Given instructor-prepared payroll punching information,
program card, and 112 IBM cards to be used in four 15-
minute timings, the student will keypunch 28 cards in
each 15-minute timing with 96 percent accuracy.

Given instructor-prepared instructions and 4 IBM cards,
the student will plan the program;card format and key-
punch the 4 program cards in'60 miputes with 96 percent
accuracy. )
Given a keypunch machine with jammed cards and a sawtooth
file, the student will remove the ¢srds and keypunch
instructor-prepared data onto an IBM card to demonstrate
that the jammed cards were correctly removed and the
keypunch machine is functioning properly. )
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GOAL: The

TASKS: 1.
2,
3.
4,
5.
6.
7.
8.

PERFORMANCE

1.01

-~

1.02

1.03

.04

2.01

2.02

2.03

3.01

4,01

5.01

JOB: RECEPTIONIST (State Civil Service Classification)

student will be able to obtain, succeed, and advance in

a Receptionist's position.

Receives visitors, clients, or customers.
Answers telephone.”

Keeps record of callers.

Answers routine inquiries.

Makes appointments.

Performs variety of clerical duties.

Uses city telephone directory.

Sorts and files correspondence and other varied
documents, T

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given 5 receptionist jobs in the General Office kit,
the student will be able to 'handle situations promptly
and efficiently with 98 percent accuracy.

Given 10 recepqioniiz workbook jobs, the student will
be able to handle s}ttuations accurately, promptly

and efficiently with 98 percent accuracy.

Given 5 receptionist jobs in a secretarial workbook,
the student will be able to handle the situations
promptly and efficiently with 98 percent accuracy.
Given 15 opportunities to act as receptionist in the
school office, the student will.be able to handle all
situations promptly and efficiently with 98 percent
accuracy. .

Given a telephone assimilator and 20 varied situations
prepared by the instructor, the student will be able
to handle the situations promptly and efficiently
with 98 percent accuracy.

Given 10 varied telephone jobs from a receptionist
workhook, the student will be able to answer calls
promptly and efficiently with 58 percent accuracy.
Given 15 opportunities to answer the telephone in the
school office, the student wiil be able to handle the
calls promptly and efficiently with 98 percent accuracy.
Given a telephone assimilator, pad, and pen, the stu-
dent will be able to record 15 incoming calls neatly
with 100 percent accuracy.

Given 20 varied business inquiries prepared by .the
instructor or taken from a receptionist workbook, the
student will be able to answer the i{nquiries promptly
and efficiently with 98 percent accuracy.

Given 25 varied appointment situations from workbook

or instructor-prepared materials, the student will be
able to make the appointments with 100 percent accu-
racy. )

L d
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RECEPTIONIST Cont'd

6.01

7.01

8.01

8.02

. 8.03

8.04

8.05

8.06

8.07

8.08

8.09

8.10

8.11

8.12

Given an Advanced Typewriting Office Practice kit, the

student will be able to complete all jobs in the kit

promptly, mneatly, and efficiently with 95 percent

accuracy. -

Given a list of 25 namee, the student will be able to

locate and iist the telephone numbers of the names

in 10 minutes with 98 percent accuracy.

Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent

accuracy.

Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes

with 97 percent accuracy.

Given 30 coded documents, the student will be able to .
sort the documents in 20 minutes with 97 .percent
accuracy using the alphabetic filing system.

Given 25 coded documents, tHe student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

Given 30 coded documents, the student will be able to*
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 2C minutes with 97 percent accuracy using
the alphabetic filing system.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
doctments in 15 minutes with 97 percent accuracy using
the geographic filing system. )

Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file

the documents in 30 minutes with 97 percent accuracy
using the numeric filing system.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file
the -documents in 15 minutes with 97 percent accuracy
using the subject filing system.

Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules
or locating misfiled documents.

Given 20 in- and -out-cards and information on 20
records removed from the files, the student will
complete the in~ and out-cards in .15 minutes with

97 percent accuracy. ". . .
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JOB: TYPIST CLERK I (State Civil Service Classification)

GOAL: The

student will be able to obtain, succeed, and advance in

a Typist Clerk I's position.

TASKS: 1.

7.
PERFORMANCE

1.01

1.Q2

1.03

2.01

3.01

-3.02

Types final copy from rough draft; transcribes from
dictating machine or detailed instructions, forms,
letters, memoranda, mailing lists, index cards, and
other material.

Proofreads varied typed and printed material,

Cuts stencils or master units for use on duplicating
machine and operates a mimeograph machine.

Sorts and routes incoming mail; folds letters, bills,
bulletins, and other material for mailing; and
addresses envelopes on a typewriter.

Checks business forms, extensions, and computations;
reports discrepancies; posts data to establish forms;
and makes simple compilatioms,

Sorts and files correspondence, checks, vouchers, index
cards, medical charts, forms, and other material
numerically, alphabetically, or by predetermined
classification.

Answers telephone; routes.visitors and telephone calls;
secures and gives out routine information.

OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given at least 25 varied copies of rough draft
material, the student will be able to type in final
form 25 copies of rough draft material with 95

percent accuracy.

Given 20 belts or tapes, the student will be able to
transcribe a full page of single-spaced typing with no
more than 3 errors; a half page with no more than 1
error.

Given a typewriting office practice kit, the student
will be able to type at least 10 varied business forms,
letters, memoranda, mailing lists, index cards, and
other documents with 95 percent accuracy.

Given a minimum of 20 varied copies of typed or printed
material, the student will be able to proofread 20
varied copies and make necessary corrections with 98
percent accuracy. -

Given stencils or masters and 10 varied documents, the
student will be able to cut each stencil or master
with 98 percent accuracy.

Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies
of a stencil or 50 copies of a prepared master within
5 minutes with proper alignment, balance, and qther
traits of appearance with 98 percent accuracy.
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TYPIST CLERK I Cont'd

3.03 Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies, the student will be able
to clean machines and:add fluid or ink, when needed,

y *»+4in 10 minutes with 95 percent accuracy. '

4,01 Given 20 pieces of incoming mail and date stamp, the
student will be able to open--except confidential or
personal--stamp and sort the pieces of mail in 20.
minutes with 98 peysent accuracy. :

4,02 Given a typewriting kit with 10 envelopes and varied
documents, the student will be able to address the
envelopes, fold the documents, and insert the documents
in the envelopes in 15 minutes with 95 percent accuracy.

5.01 Given a completed weekly payroll register for 10
employees, the student will verify all figures in 30
minutes with 100 percent accuracy.

5.02 Given 10 prepared vouchers and referen:e materials, the
student will verify all information in 15 minutes with
100 percent accuracy. i

5.03 Given 10 completed invoices of varying length, the %

< : ~ student will verify all figures on the invoices in 20

minutes with 100 percent accuracy.

5.04 Given 10 punched time cards, the student will be able

to computefand verify gross pay in 60 minutes with 100
. percent accuracy..

5.05 Given 10 invoices and 10 accounts receivable ledger
cards, the student will post the invoizes to the ledger
cards in 10 minutes with 98 percent accuracy.

6.01 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using. the alphabetic filing system. -

6.02 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

6.03 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

6.04 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 perceat

' accuracy using the subject filing-system.

6.05 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic filing system.

6.06 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

48

38




TYPIST CLERK I Cont'd

6.07

Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy usinge -
the numeric filing system.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file

the documents in 15 minutes with 97 percent accuracy :
using the subject filing system,

Given a simulation file kit containing 10 misfiled
documents and a list of the:misfiled documents, the
student will be able to locate and file the documents

in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules
for locating misfiled documents.,

Given 20 in- and out-cards and information on 20

records remuved from the files, the student will com-
plete the in- and out-cards in 15 minutes with 97 .
percent accuracy,

Given a telephone assimilator and 20 varied telephone
situations prepared by the instructor, the student will
be able to handle the varied telephone situations
promptly and efficiently\yfth 98 percent accuracy.

Given 10 varied telephone jobs from the receptionist
workbook, the student will be able to answer calls
promptly and efficiently with 98 percent accuracy.

Given 15 opportunities to answer the telephone in the
school office, the student will be able to handle 15
calls promptly and efficiently with 98 percent accuracy.
Given a telephone assimilator, pad, and pen, ‘the student
will be able to record 15 incoming calls neatly with

100 percent accuracy. .
Given 5 receptionist jobs 1n the general office practice
kit, the student will be able to handle situations
promptly and efficiently with 98 percent accuracy.

Given 10 receptionist workbook jobs, the student will
be able to handle situations accurately, promptly, and
efficiently with 98 percent accuracy. .

Given 5 receptionist jobs in a secretarial workbock, the
student will be able to handle the situations promptly
and efficiently with 98 percent accuracy.

Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 percent
accuracy.
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JOB: . TYPIST CLERK II (State Civil Service Classification) \\

GOAL: The student will be gble to obtain, succeed, and advance in
a Typist Clerk II's position.

TASKS: 1. Types varied documents from rough draft or from
definite instructions; transcribes from ther dictating
machine.

Composes and types correspondence.

Performs computations and posts statistical records.

Supervises clerical employees engaged in_,posting,

filing, sorting, dictation, and other routine clerical

work. - :

5. Examines varied applications for discrepancies and
reports to supervisor; conducts a follow-up on each
discrepancy in person or by correspondence.

6. Maintains general ofgice files.

PN

PEREORMANCE-OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 30 varied copies of rough draft material, the
student will be able to type in final form the varied
documents with 98 percent accuracy.

1.02 Given 20 belts or tapes, the student will transcribe a

; full page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and
postal cards and envelopes with”no more than 1 error.

1.03 Given belts or .tapes, the student will transcribe memos
and reports for a period of 30 minutes at a minimyum
rate of 30 wpm with 95 percent accuracy.

5 . 2.01 Given 15 varied jobs from the typewriting office
practice kit, the student will be able to type the
varied forms, letters, mémoranda, mailing lists, index
cards; and other documents with 98 percent accuracy.

3.01 Given an electronic calculator or ten-key printing
calculator and a given set of problems involving addi-
tion, -subtraction, multiplication, and division, the
student wild be able to make computations on all jobs
promptly with 100 percent accuracy.

3.02 Given a posting machine, cash receipts journal, and 50

' ledger cards, the student will be able to post payments

. to the ledger cards in 60 minutes with 100 percent
accuracy.

3.03 Given 10 documents, a report form, and written or oral”
instructions, the student will list the documents on

Y ’ the report form in 20 minutes with 98 .percent accuracy.

4.01 Given 5 opportunities to supervise and assist class-
mates in 5 varied clerical jobs, the student will be
able to supervise classmates with 95 percent accuracy
using an instructor-prepared checklist. °

—
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TYPIST CLERK II Cont'd

5.01

5.02

5.03

6.01

6.02

6.03

6.04

6.05

6.06

6.07

6.08

6.09

6.10

o«

¥

Given 25 varied applications for enrollment in any
course, the student will be able to verify the applica-
tions and follow-up, when necessary, in 60 minutes with
10U percent accuracy. .

Given 10 varied business documents and reference
materials, the student will check the documents against G
established requirements in the reference materials

in 50 minutes with 98 percent accuracy.

Given 25 varied applications form the typewriting office
practice kit, the student will be able to verify the
varied applications and follow-up, when necessary, with
98 percent accuracy.

Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

Given 25 coded documents,. the student will be able to
sort the documents in 15 minites with 97 percent accu-
racy using the geographic filing system.

Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 pergent accu-
racy using the numeric filing system.

Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

Given a simulation file kit containimg 50 previously
sorted documents, the student will be able to file the -
document. in 20 minutes with 97 percent accuracy

using the alphabetic filing system.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15.minutes with 97 percent accuracy
using the geographic filing system.

Given a simulation file kit containing 70 prev1ously

sorted documents, the student will be able to file the -~

documents in 30 minutes with 97 percent accuracy
.using the numeric filing system.

Given a simulation file kit containing 3C previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy

using the subject .filing system.

Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents™
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules
for locating misfiled documents.

Given 20 in- and out-cards and information on.20
records removed from the files, the student will

complete the in- and out-cards in 15 minutes with 97
percent accuracy. A
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TASKS: 1.

4,

1.01

1.03

1.04

2.01

3.01

- 1.02

$0B:  TRANSCRIBING MACHINE OPERATOR

G0AL: The student will be able to obtain, succeed, and advance

a Transcribing Machige Operator's position.

g

Transcribes letters, reports, or other recorded data
uSing~trahscribing machine and typewriter addresses
and stuffs envelopes.
Proofreads varied documents.

Acts as office receptionlst by answering the telephone,
routing calls -and visitors, and giving out routine
information.
Sorts and files accordiug to alphabetic, geographic,
numeric, and subject filing system.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

Given 20 belts or tapes, the student will transeribe a
full page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and
postal cards and envelopes with no more.than 1 error.
_Given belts or tapes, the student will transcribe memos
and reports for a period of 30 miqutes at a minimum

rate of 30 wpm with S5 percent accuracy.

Given at least 25 varied copies of rough draft mate~
rial, the student will be able to type in final form

the copies of rough draft material with 95 percent .
accuracy. .
Given a Typewriting Office Practice kit containing
varied forms such as letters, memoranda, mailing lists,
index cards and other materials, the student will be
able to type at least 10 forms with 95 percent

accuracy.

Given stencils or masters ‘and 10 varied documents, the
student will be able to cut each stencil or master -
with 98 percent accuracy. )
Given a typewriting kit with 10 envelopes and.varied.docu-

i

ments, the student will be able to address the énvelopes,

fold the documents, and insert the documents-into the
envelopes in I5 ninutes with 95 percent accuracy.
Given an Advanced Typewriting Office Practice kit, the
student will be able to complete all jobs in the office
practice kit promptly, neatly, and efficiently with 95
percent accuracy.

Given a minimum of 20 varied copies of typed or
printed material, the student will be able to proof-
read the various copies and make necessary corrections
with 98 percent accuracy.

Given 10 receptionist jobs in a clerical workbook, the
student will be able to handle the situatlons prpmptly
and efficiently with 95 percent accuracy. :

. |
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TRANSéRIBING MACHINE OPERATOR Cont'd

3.02 Given 5 receptionist jobs in a secretarial workbook,
the student will be able to handle the situations
promptly and efficiently with 95 percent accuracy.

(13.03 Given 15 opportunities to act as receptionist in the -~
sqbool office, the student will be able to hani}g/&
situations promptly and efficiently with 98 .percent

. accuracy. . . //,//~f”'

3.04 Given a telephone assimilator and office situations
prepared by the instructor, the student will be able
to handle at least 15°varied telephone calls promptly
and efficiently with 98 percent accuracy.

3.05 Given 10 telephone jobs from a receptionist workbook,
the student will be able to answer calls promptly and
efficiently with 98 percent accuracy.

3.06 Given at least 15 opportunities to answer the telephone ,
in the school office, the student will be able to handle "y *
calls promptly and efficiently with 98 percent accuracy.

3.07 Given a telephone assimilator, pad, and pen for incoming

calls, the student will be able to record 15 calls

neatly with 100 percent accuracy. .

3.08 Given 50 varied business inquiries ‘prepared by the
instructor or tasks from the receptionist workbook, .
the student will be able to answer the 50 inquiries
promptly and efficiently with 95 percent accuracy. _

") 3.09 Given 25 varied appointment situations from workbook

A or instructor-prepared material, the student will be

abie to make the 25 appointments with 100 percent ac-
" curacy. -

4,01 Given 50 varied .documents, the student will be able to

code the documents in 40 minutes with 97 percent

accuracy.
4.02 Given 40 varied documents, the student will be able to >
index and cross-reference the documents in 30 minutes ¢

‘with 97 percent accuracy.
4.03 Given 30 coded documents, the student will be’able to
* sort the documents in 20 minutes with 97 pertent
accuracy using the alphabetic filing system.
. 4.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
N accuracy using the geographic filing system. .
v 4.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent

: accuracy using the numéric filing system.

4.06 Given 30 coded document§,the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy ‘using the subject filing systenm.

4.07 Glven a simulation file kit containing 50 previously
sorted dotuments, the student will be able to file the ‘
documents in 20 minutées with 97 percent accuracy using
the alphabetic filing system. "y

-

4
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TRANSCRIBING MACHINE OPERATOR Cont'd

4.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to.file-the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

) 4.09 Given a simulation file kit containing 70 praviously

. sorted docurents, the student will be able to file the
documents in 30 minutes with 97 percent accurdcy ’
using thé numeric filing system. -

4.10 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with.97 percent accuracy using
the subjec: filing system.

4.11 Given a simulation file kit containing 10 misfiled -
documents and a list of the misfiled documents, the
student will he able to locate and file the documents: .
in 30 minutes with 97 percent accuracy using the .

. alphabetic filing system and, previously learned rules ‘

for finding misfiled documents. '
ot 4,12 Given 20 in- and\out-cards and information on 20
) records removed from the files, ghe student will com-

plete the in- ‘and out-cards in 15 minutes with 97 . :-
_-percent accuracy. ; ’ .
€ .
s, ) -
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N JOB: STENOGRAPHER CLERK I (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
a Stenographer Clerk I's position.

TASKS: 1. Takes and transcribes {dictation counscisting of letters,
reports, statements, memoranda, and other material.
2. Independently composes|and typce simple form letters or
letters of a standardized nature.
3. Cecmpiles and types departmental reports of a nontechnical
and simple nature. :
4. Sorts and distributes incoming mail; folds, seals, and
addresses outgoing mail.
5." Files various materials alphabetically, numerically, or
according to a predetermined classification.
6. Cuts mimeograph stencils and operates a mimeograph
machine; operates other simple office machines.
‘ 7. Types purchase orders, payrolls, reports, buIletins,\
e . index cards, and similar material. ’ \
8. Performs routine tasks in keeping financial records and
accounts.
9. Answers the telephone and acts as office receptionist‘
routes calls and visitors; gives out roqtine information.

e —
PERFORMANCE, OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given dictation from new material at 80 wpm for 3
minutes, the student will be able to write in shorthand
and transcribe 3 letters with no more than 9 errors.

1.02 Given 20 belts or tapes, the student will transcribe a
full page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and
postal cards and envelopes with no more than 1 error.-

1.03 - Given belts or tapes, the student will transcribe memos
and veports for a period of 30 minutes at a minimum
rate of 30 wpm with 95 percent accuracy.

2.01 Given 20 varied textbook or instructor-prepared letter-
writing situations, the student will be able to compose

\ the responses for each situation with 95 percent
' accuracy.
1 3.01L Given at least 23 varied copies of rough draft material, |
' the student will be able to type in final form the copies
of rough draft material with 95 percent accuracy.
3.02 Given a minimum of 20 ~varied copies of typed or printed
material, the student will be able to proofread the.
« various copies and make necessary corrections with 98
percent accuracy.
’ 3.03 Given a typewriting kit with 10 envelopes and varied
: documents, the student will be able to address the
envelopes, fold the documents, and insert the
documents into the envelopes in 15 minutes with 95

percent accuracy.
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;Given a simulation file kit containing 30 varied
' previously sorted documents, the student wilI\be able

STENOGRAPHER CLERK I Cont'd

4,01 ¢iven 20 })ieces of incoming mail and date stamp, the

tudent will be able to open--except confidential or °

ersonal--stamp, and sort the mail in 20 minutes with

8 percent accuracy. , ‘
Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes
with 100 gercent accuracy.
Given 100 envelopes, addresses, and a U.S. Zip Code
Directory, the student will be able to record the
correct Zin Cnde for aach address in 50 minutes vith
100 percémt accuracy.

Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent accu~
racy.

Given 40 varied documents, the student will be able to
index and cross-reference theé documents in 30 minutes
with 97 percent accuracy.

Given 50 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
- accuracy using the geographic filing system.

Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system. .

Given 30 coded documents, the student will be able to
sort the documents in 20 rinutes with 97 percent
accuracy using the subject filing system.

Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file

the documents in 20 minutes with 97 percent accuracy
using the alphabetic filing systen.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using '
the geographic filing system.

Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy using

the numeric filing system.

to file the documents in 15 minutes with 97 percent
accuracy using the subject filing system.

Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents

46




STENOGRAPHER CLERK I Cont'd

5.12

b 6.01

6.02

6.03

7.01

8.01

9.01

9.02 ’

9.03

9.04

in 30 minutes with 97 percent accuracy using the
alphabetic £iling system and previously learned rules
for misfiled documents. * :

Given 20 in- and out-cards and information on 20
records removed from the files, the student will
complete the in- and out-cards in 15 minutes with 97
percent accuracy on records removed from the files.
Given stencils or masters and 10 varied documents,
the student will be able to cut each stencil or master
with 98 percent accuracy.

Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies
of a stencil or 50 copies of a prepared master with
proper alignment, balance, and other traits of appear-
ance within 5 minutes with 98 percent accuracy.

Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies, the student should be
able to demonstrate ability to clean machine and add
ink or fluid, when needed, within 10 minutes with 95
percent accuracy. )

Given a typewriting office practice kit containing

,10 varied forms such as letters, memoranda, mailing

lists, index cards, and other materials, the student
will be able to type the forms with 95 percent
accuracy.,

Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with 95
percent accuracy.

Given a telephone assimilator and 20 varied situatioms

‘prepared by the instructor, the student will be able

to handle the situations promptly and efficiently with
98 percent accuracy. )

Given a telephone assimilator, pad, and per, the stu-
dent will be able to record 15 incoming calls neatly
with 100 -percent accuracy. .

Given 20 varied business inquiries prepared by the
instructor or taken from the teceptionist workbook,
the student will be able' to answer the inquiries
promptly and efficiently with 98.percent accuracy.
Given 25 varied appointment situations from workbook
or instructor-prepared materials, ehg student will be
able to make the appointments with 100. percent

accuracy.
S
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JOB: STENOGRAPHER CLERK II (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
. a Stenographer Clerk II's position. °

TASKS: 1. Reads incoming mail and assembles files and other mate-
) rial to facilitate reply by a superior.

2. Composes and, types correspondence requiring knowledge
of departmental operations and regulations, which may
not be reviewed by a ‘superior.

3. Takes and transcribes dictation of letters, memoranda,

’ articles, addresses, and other material; may take and
transcribe difficult and specialized terminology.

4. Maintains matling lists and is responsible for mailing
circulars or releases periodically.

5. Maintains general office files, simple account records,
and a variety of other office records.

§. Types minutes of official meetings, tabular data,
accounting reports, forms, payroll, specifications,
and other material from rough draft, dictating machine
cylinders, or instructions.

7. Supervises several clerical employees engaged in posting,
filing, sorting, taking dictation and typing in a
clerical pool, or other rcutine work; sees that proce- {

. dures are followed, maintains production, and checks
the more difficult work.

8. Answers telephone or acts as office receptionist, routes
office calls and visitors, gives out .Jormation to the
public in reference to departmental services, policies
or regulatibns.

9. Performs routfne tasks in keeping financial records and
accounts.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 20 pieces of incoming mail and date stamp, the
student will be able to open, stamp, sort, read, and
assemble files to facilitate replies by a supevrior
with 95 percent accuracy.

2.01 Given 20 varied textbook or instructor-prepared letter-
writfng situations, the student will be able to compose
the responses for each situation with 95 percent
accuracy. '

3.01 Given dictation from new material at 80 wpm for 3
minutes, the student will be able to write in shorthand
and transcribe 3 letters with no more than 9 errors.

4.01 Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be abie to place the correct
amount of postage on each piece of mail in 30 minutes
with 100 percent accuracy.

58

48




4.02

5.01

- 5.02

5.03

5.04

5.05

5.06

5.07

5.08

5.09

5.10

5.11

STENOGRAPHER CLERK II Cont'd

Given 100 envelopes, add-esses, and a U.S. Zip Code

Directory, the student wiil be able to record 'the cor-

rect Zip Code for each address in 60 minutes with -
100 percent accuracy.

Given 50 varied documents, the student will be able to

code the documents in 40 muutes with 97 percent

accuracy. )

1Given 40 varied documents, the student will be able

to index and cross-reference the documents in 30

minutes with 97 percent accuracy.

Given 30 coded documents, the studeat will be able to

sort the documents in 20 minutes with 97 percent

accuracy using the alphabetic filing system.

Given 25 coded documents, the student will be rhle to

sort the documents in 15 minutes with 97 perceuc

accuracy using the geographic filing system. . \ =

Given 30 coded documents, the student will be able to \

sort the documents in 20 minutes with 97 percent !

‘accuracy using the subject filing system. i

Given 60 coded documents, the student will be able to ‘

sort the documents in 15 minutes with 97 percent i

accuracy using the numeric filing system.

Given a simulation file kit containing 50 previously

sorted documents, the student will be able to file i

the documents in 20 minutes with 97 percent accuracy

using the alphabetic filing system.

Given a simulation file kit containing 30 previously

sorted documents, the student will be able to file the

documents in 15 minutes with 97 percent accuracy using

the geographic filing system.

Given a simulation file kit containing 70 previously

sorted documents, the student will be able to file the

documents in 30 minutes with 97 percent accuracy using

the numeric filing system.

Given a simulation file kit containing 30 previously’

sorted documents, the student will be able to file the

documents in 15 minutes with 97 percent accuracy using

the subject filing system.

Given a simulation file kit containing misfiled docu—

ments and a list of the misfiled documents, the student

will be able to locate and file 10 documents in 30

minutes with 97 percent accuracy using the alphabetic

filing system and previously learned rules for misfiled

documents. \

Given 20 in- and out-cards and information on 20 records

removed from the files, the student will complete the

in- and out-cards in 15 minutes with 97 percent accu-

racy on records removed from the files.
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6.01 Given at leest 30 varied copies of rough draft material,

the student will be able to type the copies of rough

draft material in final form with 95 percent accuracy.
6.02 Given typewriting office practice kit, the student will

be able to type at least 15 each of various forms, let-

ters, memoranda, mailing lists, index cards, and other

materials with 95 percent &ccuracy. ;
6.03 -Given 20 belts or tapes, the student will transcribe a
fuli page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and \
postal cards; and envelopes with no more than 1 error.
Giveu velis o tapes, the student will tnmsc*‘*be memog
and reports for a period of 30 minutes at a minimum rate
of 30 wpm with 95 percent accuracy.

6.05 Given an advanced typewriting office practice kit, the
student will be able to complete all jobs in office
practice kit promptly, neatly, and efficiently with 95
percent accuracy.

7.01 Given at least 10 opportunities, the student will be
able to supervise and assist classmates in 10 varied

- . clerical jobs with 95 percent accuracy using an instruc~
tor—prepared checklist.

8.01 Given 5 receptionist_ jobs in the general office practice
kit, the student will be able to handle situations
promptly and efficiently with 95 percent accuracy.

8.02 Given 10 receptionist workbook jobs, the student will be’
able to handle situations promptly and efficiently with
95 percant accuracy.

8.03 Given 5 receptionist jobs in secretarial workbook, the
student will be able to handle situations promptly and

N . efficiently with 95 percent accuracy.

8.04 Given 15 opportunities to act as receptionist in school
office, the student will be able to handle all situationms
promptly and efficiently with 98 percent accuracy.

8.05 Given a telephone assimilator and office situations
prepared by instructor, the student will be able to’
handle at least 15 varied telephone calls promptly and
efficiently with 98 percent accuracy.

? 8.06 Given 10 telephone jobs from receptionist workbook, the
student will be able to answer calls promptly and -
efficiently with 98 percent accuracy.

8.07 Given at least 15 opportunities to answer "telephone in ~
school office, the student will be able to handle calls
promptly and efficiently with 98 percent accuracy.

8.08 Given a telephone assimilator, pad, and pen, for incoming
calls, the student will be able to record 15 calls neatly
with 100 percent accuracy.

O\
(<}
2~
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STENOGRAPHER CLERK II Cont'd .

8.09

8.10

8.11

9,01

9.02

9.03

9.04

9.05

9.06

Given 50 varied business inquiries prepared by the
instructor or taken from the receptionist workbook,
the student will be able to answer the inquiries
promptly and efficiently with 95 percent accuracy.
Given 25 varied appointment situations from workbook
or instructor—prepared material the student will be
able to make the 25 appointments with 100 percent
accuracy.

Given a list of 25 names, the student will be able to
locate and record the telephone numbers of the

names within 10 minutes with 98 narcent accuracy,

Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with

95 percent accuracy.

Given 10 forms, payroll register tax schedule, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 95
percent accuracy.

Given a ten-key printing calculator and 30 varied jobs,
the student will be able to operate machine with touch
system for 3 minutes at a minimum rate of 75 digits
per minute with a maximum of 3 errors.’

Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify in 60 minutes with 95 percent accuracy.’

Given 10 employee earnings records and state and
federal quarterly and yearly payroll report forms, the
student will be able to complete the forms in 60
minutes with 100 percent accuracy.

Given 10 checks and supporting payroll register, the
student will beable to complete check stubs and
prepare the payroll checks in 10 minutes with 100
percent accuracy. . ,
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JOB:

GOAL:

TASKS:

SECRETARY

The student will be able to obtain, succeed, and advance in
a Secretary's position.

1. Takes and transcribes dictatiom, ‘'with a high degree of
accuracy, consisting of general and statistical reports
and correspondence, and other material of a confidential
nature by shorthand methods and/or from a machine.

2. Operates simple office equipment. .

3. Types varied documents.

4. Dates, stamps, sorts, and allocates mail delivered to
the office, folds, seals, and addresses outgoing mail.

5. Maintaifs general office files, technical and confiden-

) tial files; locates and retrieves filed documents.

6. Answers telephone and/or acts as office receptionist,
routes office calls-and visitors, and gives out
information to the public.

7. Secures, .compiles, and assembles data from general
references and statistical documents.

8. Keeps records of financial transactions and accounts.

9. Composes, edits, and-proofreads varied statistical

. ~~documents, correspondence, reports, and other material
requiring knowledge of the office regulations and

,pilicies. .

B

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given. dictation containing varied information, the

) student will be able to write in shortliiand outlines at -
the rate of 90 wpm for 3 minutes with 98 percent accuracy,

1.02 Given 20 belts or tapes containing varied information,
the student will transcribe a full page of single-
spaced typing with no more than 3 errors; 'a half paga
with no more than 2 errors; and cards containing
numerical information with no moxe than 1 error.

1.03 Given belts or tapes containing variec information,
the student will transcribe memos and reports for a
period of 30 minutes at a minimum Tate of 30 wpm,
with 95 percent accuracy.

2.01 Given a ten-key adding machine and 20 varied jobs, the
student will be able to operate the machine with the °
touch system for 3 minutes at a minimum rate of 100
digits per minute with a maximum of 3 errors.

2.02 Given a ten-key printing calculator and 25 varied jobs,
the student will be able to operate the machine with
the touch system for 3 minutes at a minimum rate of
100 digits per minute with a maximum of 3 errors.

2.03 Given a full-keyboard adding listing machine and 20
varied jobs, the student will be able to operate
machine for 3 minutes at a minimum rate of 100 digats
per minute with a»maximum of 3 errors. \

v ) \
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2.04

2,05

2,08

2.09

L

/

Given an electronic calculator and 40 varied jobs, the
student will be abke to operate machine at a minimum
rate of 60 digits per minute for 3 minutes with 90
percent accuracy. ‘

Given an electronic calculator and a given set of
problems involving addition, subtraction, multiplica-
tion, and division, the student will be able to operate
machiné with 90 percent accuracy.

Given stencils or masters and 10 varied documents, the
student will be able to cut each stencil or master with
98 percent accuracy.

Given a mimeograph or spirit.duplicating machine, the
student will be able to reproduce 250 legible copies’
of a prepared stencil or 50 legible copies of a prepared
master with proper alignmment, balance, and other traits
of appearance within 5 minutes with 98 percent accuracy.
Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies, the student will be able
to clean machine and, when needed, add:.fluid or ink

in 10 minutes with 95 percent accuracy. .

Given. statement forms, current charges, and a copy
machine, the student will be able to produce legible

3.017

*3.02

3.03

© 4,01
4,02
4.03

4.04

copies according to the instructor's directions with

100 percent accuracy.

Given a minimum of 20 varied copies of typed or printed

statistical material, the student will be able to ‘
proofread the cop es'and make necessary corrsciions

with 98 percent accuracy.

Given statistical dataz, the student will be able to

type from handwritten copy a table of four columns

(6-10 letter characters per line), 10 lines per column -

with 100 pércent accuracy.

Given numbers in tabular form, the student will be able

to type at a rate of 100 figures per minute for 3

minutes with 100 percent accuracy.

Given 20 pieces of incoming mail and date stamp, the »
student will be able to open--except confidential or
personal--stamp, and sort the mail im 20 minutes with

98 percent accuracy. . :

Given 20 pieces of mail, a postage scale, and a postage

meter, the student will be able to place the correct

amount of postage on each piece of mail in 30 minutes

with 100 percent accuracy. '

Given 100 envelopes, addresses, and a U.S. Zip .Code

Directory, the student will be able to determine the

correct Zip Code for each address in'50 minutes with

100 percent accuracy. .

Given a typewriting kit with 10 envelopes and varied .
documents, the student will be able to address the
envelopes, fold the dociments, and insert them inta -
envelopes in 15 minutes with 95 percent accuracy.
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5.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent
accuracy.

5.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in, 30 minutes
with 97 percent accuracy.

5.03 Given30 coded documents, the student will be able to

_ sort the documents in 20 minutes with 97 percent
, accuracy using the alphabetic filing system.

5.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic £filing system.

- 5.05: Given 60 coded documents, the student will be able to
sort the documents in 15-minutes with 97 perceént
accuracy using the numeric filing system.

5.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

5.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file
the documents in 20 minites with 97 percent accuracy
"using the alphabetic filing system: ~—

5.08 Given a simulation file kit containing 30 previously
sorted.documents, the studentywill be able to file
the documents in 15 minutes witi 97 percent accuracy
using the geographic filing system.

5.09 Given a simulation file kit containing 70 previously

- > sorted documents, the student,will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.

< 5.10 Given a simulation_ file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing system.

5.11 Given a simulation file kit containing 10 misfiled
“documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the

° >  alphabetic filing system and previously learned rules
for locating misfiled documents.

5.12 Given 20 in- and out-cards and information on 20
records removed from the files, the student will .
complete the in- and out-cards in 15 minutes with
97 percent accuracy. '

6.01 Given 5 receptionist jobs in'a secretarial workbook,
the student will be able to handle the situations
promptly and efficiently with 98 percent accuracy.

64 - . ‘
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6.02

6.03

6.04

6.05

6.06

7.01

8.01

8.02

8.03

8.04

8.05

8.06

8.07

8.08

Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 percen
accuracy. o :
Given a telephone assimilator and 20 varied situations
prepared by the instructor, the studeut will be able
to handle the situations promptly and effic.ently with
98 percefit accuracy. .

Given 10 varied telephone jobs from the receptionist
workbook, the student will be able to answer calls
promptly and efficiently with 98 percent accuracy.
Given a telephone assimilator, pad, and pen, the
student will be able to record 15 incoming calls neatly
with 100 percent accuracy. »

Given 25 varied appointment situations from workbook

or instructor-prepared material, the student will

be able to make the appointments with 100 percent
accuracy. -

Given 10 varied documents and instructor-prepared
directions, the student, using selected statistical
data from documents, will compile a report in GQ
minutes with 100 percent accuracy.

Given 10 prepared invoices and an adding machine, the
student will be able to check the computations on the
invoices in 20 minutes with 98 percent accuracy. 5
Given 15 opportunities using checks and various \
denominations of money, the student will be able to
cash checks or make change as instructed in 30 minutes
with 100 percent accuracy.

Given 12 opportunities, the student will be able to
verify amounts on deposit slips, examime checks for
sppropriate endorsement, and initial and stamp deposit
slips in 60 minutes with 98 ‘percent accuracy.

Given 20’ charge slips, customer names, and addresses,
the student will be able to prepare the necessary
statements and envelopes in 60 minutes with 98 percent
accuracy. 'y

Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with

100 percent accuracy.

Given 10 forms, payroll register, tax schedules, and
other deduction information, the student will be able
‘to compute and verify net pay in 60 minutes with 100
percent accuracy.

Given 10 payroll forms and employee earnings records,
the student will be able to complete and verify in

20 minutes with 100 percent accuracy. )

Given a checkbook and supportigg payroll register, the
student will be able to prepare 10 payroll checks and
complete check stubs in 20 minutes with 100 percent
accuracy. - .
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8.09 Given a completed payroll register on 10 employees and
an adding machine, the student will be able to prepare ]
the reports on social security, insurance, and other

. withholding deductions in 60 minutes with 100 percent

t accuracy. "
§5.01 Gtven 20 varied textbooks or 1nstructor-prepared
letter-writing situations, the student will be able to
compose the response for each situstion with 95 percent
accuracy. ’
9,02 Given 10 varied business documents and reference

materials, the student will be able to check the
: documents against established Tequirements in the o

\ reference materials in 50 minutes with 98 percent :
' Co ] accuracy.

I
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GOAL: The

TASKS: 1.

-

5.

6.

7.

8,

JOB: LEGAL SECRETARY

I a7 . N .« * . -

student will be able to obtain, saccéed,'and advance in

a Legal Secretary's position..

Organizes and maintains office files, using alphabetic;
numeric, and subject file systems; locates and retrieves
filed documents.

deel

>
Types varied legal dccuments from dictatdidn, hand-

written drafts, and corrected rough drafts which requires
a knowledge of legal forms, terfiinology, and procedures.
Takes and transcribes legal and confidential dictation
consisting of letters, memos, reports; and maruscripts
by .ghorthand methods and/or from a machine requiring a
high degree of accuracy. Lt
Independently composes and types simple form letters
and inguiriee of a standardized nature, such as a
réquest for accident reports, etc. « .
Operates .simple office machines, supervises care of
office equipment, and handles service calls.

Takes inventories and makes requisitions for office
supplies @nd materials. . :
Reads incoming mail--except that marked confidential

—qu:wmﬁand,personal::prepargs_salggdgx, and assembles files

AR

and other materfals to facilitate replies by superior.
Uses postage meter to process.outgoing mail and keeps

. postage meter record. -

9.
10,

Receives visitors aud clients. -
Answers telephone, keeps ‘record of callers, makes

- appointments and enters them in calender file, and ,

11.
. 12,

- 13.

, 14,

15.

* 161‘_

1 17.

PERFORMANCE.-

1.01

gives out information to the public in answer to
routine inquiries.. ’ .

Conducts research independently or upon request,
Records ‘fee payments, issues receipts, marks clients'
ledger cards, and posts accounts journal.

Brings clients' ledger cards up to date and prepares
clients' statements or photocopies clients' ledger
cards which will serye as end-of-month ‘'statementss .
Makes bank deposits and maintains a petty cash Zund.
Computes emp}oyees' wages and writes checks. y .
Prepares employer and. employee reports.

Demonstrates initiative and résponsibility by orgenii—

ing activities according to priorities.

-

OBJECTIVES AND CRITERLON-REFERENCED MEASURES ¢

)
Given Legal Office Procedures Practice set, the student
will SQJéble td perform the activities as indicated in
the sec with 98 percent accuracy.
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1.02 Given 50 varied documents, the studént will be able to

code the documents in 40 minutes with 97 percent
accuracy.

Given 30 coded documents, the student will be able to

sort the ‘dogcuments in 20 minutes with 97 percent
accuracy using the alphabetic filing system.- .

Given 60 coded documents, the student will be able to

sort the documents in 15 minutes with 97 percent .
accuracy. .using che numeric filing system.

Given 30 coded documents, the student will be able to

sort +the documents in 20 minutes with 97 percent
accuracy using the subjeét filing syStem,

s

1.06 ~Given a simulation file kit containing 50 previously

‘ |

sorted documents, the student will be able ‘to file'
the documents’in 20 minutes with 97 percent accpracy

: * using the alphabetic £iling system.
¢ R 1.07"

Given a simulation file kit ‘containing 30 previously
sorted documents, the student will be able to file

the documents in 15 minutes with 97 percent accuracy:

using the subject filing, system. o » v
Given a simulation file kit containing 70 previously
sorted dotcuments, the student will be able to file

~N
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-
.
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the documents in 30 minutes with' 97 percent accuracy
sing the numeric filing system.

prgwiously “learned rules for locating misfiled docu-
flents, the student will be able to locate and file
the documents in 30 minutes with 97 percent’ accuracy
using the alphabetic f£iling systém.

Given dictation from the Legal Office Procedures
Practice’ dittatiqn booklet, the student{i::.be able

“to transcribe at 30 wpm with all errors corrected’
_neatly in acceptable format ‘according to~kegal

‘0ffice Typing Manual.

Given 20 belts or tapes, the student will transcribe
legal |documents at 30 wpm in acceptable format
according to Legal Office Iyp;_g,manual with 100
petce t accuracy.

Given 25 varied copies of rough~draft miterial
(handwritten or corrected), the student wilf be able

to' type the copies in final form at 50 wpm with no

more than 2-errors,

ents, a list of the mis#iled documents, and using

-
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Nl

2.04 Given 80 legal vocabulary words, the student will be
able to correctly spell and define with 95 percent

accurazy. .

2.05 Given a minimum of 20 varied copies of typed or
'printed material, the student will be able to proofread
the copies and make mecessary corrections with 100
percent accuracy. .

3.01 Given dictation from new material at 80 wpm for 3
minuté®, the student will be able to write in shorthand
and tramscribe 3 letters or reports with no more than
9 errors. A

3.02 Given dictation at 80 wpm, the student wilI\hp able ‘to
transcribe at 30 wpm the shorthand notes for 3 letters
of medium length into mailable copy and address an
envelope for each letter.

3.03 Given 10 envelopes and a list of addresses, the student
will menually address the envelopes in 5 minutes with
100 percent accuracy. .

4.01 Given 20 varied textbook or instructor-prepared '
letter-writing situations, the student will be able
to compose the responses for each situation with 95
percent accuracy. =

- 5.01 Given a ten-key printing calculator and 30 varied jobs,

the student will be able to operate the machine at a
minimum.rate of 60 digits per minute for 30 minutes
with 100 percent accuracy.

5.02 Given a ten-key adding machine and 20 varied jobs, the
student will be able to operate the machire with the
touch system for 3 minutes at a ninimum rate of*100
digits per minute with a maxlmum of 3 errors.

5.03 Civen 5 instructor-prepared machine problems, the
student-will write letters stating the problems and
requesting service for each machine.

6.01 Given 2 price list, requisition forms, and 10

' instructor-prepared orders for office supplies, the
student will be able to prepare the requisition forms
with 100 pertent accuracy.

7.01 Given 25 pieces of incoming mail, Jdate stamp, sorting
trays, and calendar, the student will be able to open,
read, sort, enter necessary information on calendar
sheet, pull necessary files, and distribute the mail

y and related files in 60 minutes with 97 percent
accuracy.

* 8.01 Given 30 pieces of outgoing mail, postage scale, U.S.

Postal Manual, and a postage meter, the student will
be able to place correct amount of postage on wach
piece in 30 minutes with 100 percent accuracy.

59




[

LEGAL SECRETARY Cont'd

8.02

10.01

10.02
10.03
10.04
10.05

11.01

12.01

12.02

12.03

.

Given a postage meter, a postaée meter record book, and
50 pieces of-varied mail each day, the student will be
able to maintain the postage meter record for one week,
making daily entries in the meter book with 100 percent
accuracy. coe

Given 5 receptionist jobs in the General Office Practice
kit, the student will be able to handle the situations
promptly and efficiently with 98 percent -accuracy.

Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and ffficientlxiwith 98 percent
accuracy. /

Given a telephone assimilator and 20 varied situatioms
prepared by the instructor, the student will be able to
handle the situations promptly and efficiently with 98
percent accuracy. \ "

Given 10 varied telephone jobs from the receptionist
workbook, the student will be able to handle the calls
promptly and efficiently with 98 percent accuracy.

Given a telephone assimilator, pad, and pen, the student
will be able to record 15 incoming calls neatly with 100
percent accuracy.

Given 15 varied business inquiries prepared by the
instructor or taken from a receptionist workbook, the
student will .be zble to answer the inquiries promptly

and efficiently with 98 percent accuracy.
Given 25 varfied appointment situations from a workbook

or instructor-prepared material, the student will be
able to mak? the appointments by entering each on the.

calendar with 100 percent accuracy.

Given an ingtructor-prepared problem for research

such as the |probate procedure within e particular state,
the student will be able to list the zenmeral routine

or steps of probate, the check list for probate, and
other signifficant information in the form of notes on
separate shests.
Given 10 instructor-prepared jobs or jobs from the
Legal Office Procedures Job Booklet, the student will
be able to complete the jobs using the pegboard system
with 97 percent accuracy. '

Given 10 opportunities and a receipt book, the student
will be able to\accept payment and issue receipts in
30 minutes with 100 percent accuracy.

Given 10 accounts payable or fees payable, blank
checks, check stubs, check register or cash disburse-
ments journal, the student will be able to pay amounts
owed according to jinstructor's directions, writing
checks in accordance with ABA requirements and f£illing
in check stubs in 30 minutes with 100 percent accuracy.

' 70

\60

\
\

| )




LEGAL SECRETARY Cont'd

13.01 Given 10 clients' ledger cards and imstructor-prepared
directions for fees to be charged, the student will
date and enter fee charges, list services performed,
date, total, photocopy bills and prepare for mailing
with 100 percent accuracy.

14.01 Given 10 checks, currency and coins, and bank deposit
slips, the student will be able to fill out deposit
slips, using ABA numbers for check identification, and
endorse checks with restrictive endorsements with 100
percent accuracy.

14.02 Given 5 opportunities, the student will prove the petty
cash fund daily for one week with 100 percent accuracy.

15.01 Given 10 forms, payroll register, tax schedules, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 100
percent accuracy.

15.02 Given 10 payroll forms and employees' earnings records,
the student will be able to prepare the payroll,
complete check stubs, and write checks in 20 minutes
with 100 percent accuracy.

16.01 Given a completed payroll register on 10 employees and
an adding machine, the student will be able to prepare
reports on so.f~l security, insurance, and other
withholding deuuitions in 60 minutes with 100 percent
accuracy.

16.02 Given 10 employee earnings records and state and .
federal quarterly -and yearly report forms, the student
will be able to complete the forms in 60 minutes with
100 percent accuracy.

17.01 Given a Legal Office Procedures Practice set of 23 job ,

" assignments for 5 days of secretarizl work in a law .
office, the student will be abls: to perform the 1
activities outlined in 5 days with 98 percent accuracy.

17.02 Given 5 prescheduled daily calenda:s, the student will .
remind the instructor, as if he were a lawyer, of uis
time schedule. o
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JO0B: MEDICAL SECRETARY ,
GOAL: The student will be able to obtain, succeed, and advance in
a Medical Secretary's position.

TASKS: 1. Types varied documents using medical terminology.

2. Operates simple office equipment.

3. Takes and transcribes confidential medical dictation
by shorthand methods and/or from a machine requiring
2 high degree of accuracy. .

4. Mate stamps, sorts, and allocates mail delivered to the
office; folds, seals, and addresses outgoing mail. l .

5. 9Jrganizes and maintains office files and locates and '
retrieves filed documents.

§. . Answers telephone and/or acts as office receptionist,
routes officeé calls and visitors, and gives out informa-
tion to the public.

7. Secures, compiles, and assembles data from general
references and’medical manuals. .
Keeps records of financial transactions and accounts.
Composes, edits, and proofreads various medical documents,
correspondence, reports, and other material requiring
knowledge of the office regulations and policies.

10. Prepares doctor's appointment talendar and assembles
files and other related materials to facilitate replies
to patients, insurance companies, and others.

w_cc
. e

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given straight pqihted or handwritten copy ¢ontaining
medical terminology, the student will be able to typé
at a rate of 50 wpm for 5 minutes with no more than ¥
2 errors. : .

. 1.02 Given a corrected or handwritten draft of approximately
'300 words, the student will produce a double-spaced,
. corrected or error~free copy in 15 minutes.

1.03 Given a handwritten copy of a business letter of average
length, the student will be able to produce a mailable
letter with one carbon copy and an addressed envelope
in 10 minutes. N

- ¥ 1.04 Given a minimum of 20 varied copies of typed or printed

AN materials, the student will be able to proofread the

copies and make necessary corrections with 98 percent

accuracy. ’

2.01 Given a ten-key adding machine and 20 varied jobs, the
student will be able to operate machine with the touch
system for 3 minutes at a minifium rate of 100 digits per
minute with a maximum of 3 errors.

2.02 Given a ten-key printing calculator and 25 varied jobs,
the student will be able to operate machine with the
touch system for 3 minutes at a minimum rate of 100 N\
digits per minute with a maximum of 3 errors..

- Kez
3
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2.03

2.04
2.05

3.01

3.02

3.03

4.01
“4,02
4.03
4,04

5.01

5.02

Y »

Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies

of a prepared stencil or 50 copies of a prepared
master with proper aligmment, balance, afd other traits
of appearance within 5 minutes with 98 percent accuracy.
Given a mimeograph or spirit dupligating maching and
necessary cleaning supplies, the student will able
to clean machine and, when needed, add fluid or ink

in 10 minutes with.95 percent accuracy.

Given statement forms, current charges, and a copy
machine, the student will be able to produce legible
copies according to the instructor's directions with

7100 percent accuracy.

Given 20 belts or tapes containing medical information,
the student will transcribe a full page of single-spaced
typing with no more than 3 errors; a half page with no
more than 2 errors; and record sheets and file cards
with no more than 1 error.

Given belts or tapes containing meaical information, the
student will transcribe memos and reports for a period
of 30 minutes at a minimum rate of 30 wpm with 98 per-
cent accuracy.

Given dictation containing medical information, the
student will be able to.write shorthand outlines at the
rate of 90 wpm for 3 minutes with 98 percent accuracy.
Given 20 pieces of incoming mail and date stamp, the
student will be able to open--except confideritial or
personal-~-stamp, and sort th- mail in 20 minutes with
98 percent accuracy.

Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes
with 100 percent accuracy.

Given 100 envelopes, addresses, and a U.S. Zip Code
Directory, the student will be able to record the
correct Z¥p Code for each address in 50 minutes with
100 percent accuracy.

Given 20 envelopes and 20 varied documents, the

student will be able to fold the documents correctly
and insert them in the envelopes withln 5 minutes‘'with
98 percent accuracy. -

Given 50 varied documents, the student-will be able to
code ﬁpe documents in 40 minutes with 97 percent
accuracy.

Given 40 varied documents, the student will be able to
index and cross-reference asthe documents in 30#minutes
with 97 percent accuracy. »

L
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5.03
*5.04
5.05
5.06

5.07
5.08
5.09
5.10

5.11

5.12
6.01

6.02

6'03

Giver 30 ccded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using cthe geographic filing system.

Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric f£iling system.

Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent'
accuracy.using the subje® filing system. .

Given-a simulation file kit containing 50 previously °
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic f;ling system. -

Given a simulation file kit containing 30 p*eviously
sorted documents,, the student will be able to file the
documents in 15 minutes with 97 percent ‘accuracy using
the geographic filing system.

Given a simulation file kit containing 70 previously
sorted documents) the ‘student will be able to file the’
documents in 30 minutes with 97 percent accuracy "using
the numeric filing system. .

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file

the documents in 15 minutes with 97 percent

accuracy using the subject filing system.

Given a simulation file kit containing 10 misfiled
documents and a list of misfiled documents, the student
will be able to locate and file the documents in 30
minutes with 97 Dercent accuracy using the alphabetic
filing system and previously learned rules for locating
misfiled documents.

Given 20 in- and out-carcs and 1nformat10n on 20 records
‘removed from the files, the student will complete the
in- and out-cards in 15 minutes with 97 percent accuracy.
Given 5 receptionist jobs in a secretarial workbook, the
student will be able to handle the situations promotly
and efficiently with 98 percent accuracy.

Given 15 opportunities td act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 pexcent
accuracy.

Given a telephone assimilator and 20 varied situations
prepared by the instructor, the student will be able to
handle the situations promptly and efficiently with 98
percent accuxacy. |
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6.04
6.05

<

.7.01

r

8.01

8.02
8.03

8.04

8.05.

8.06

8.07

8.08

8.09

9.01

9.02

Given a telephone assimilator, pad, and pen, the
student will be able to record 15 incoming calls’

neatly with 100 pkrcent accuracy. .
GiveA 25 varied appointment situations from workbook

or instructor-prepared materials, the student will be

‘able to make the appointments with 100 percent accuracy.

Given specific instructions, medical manuals, and a
list of general reference materials, the student will
secure, compile, and assemble the relevant data with
98 percent accuracy.

Given 10 prepared invpices and an adding machine, the
student will be able to check the computations on the
invoices in 2C minutes with 98 percent accuracy.
Given 15 opportunities using checks and varied
denominations of money, the student will be able to

_cash checks or make change as instructed in 30 minutes

with 100 percent accuracy. ~

Given 12 opportunities, the student will be able to
verify amounts on deposit slips, examine checks for
appropriate endorsement, and initial and stamp deposit -
slips in 60 minutes with 98 percent accuracy.

Given 20 charge slips, patients' names, and addresses,
‘the student will prepare the necessary statements and
envelopes in 60 minutes with 98 percent accuracy.
Given 10 punched time cards, .the student will be able
to compute and verify gross pay in 60 minutes with

100 percent accuracy.

Given 10 forms, payroll register, tax schedules, and
other deduction information, the student*will be able
to compute and verify net pay in 60 minutes with 100
percent accuracy.

Given 10 payroll forms and employee earnings records,
the student will be able to complete and verify in

20 minutes with 100 percent accuracy.

Given a checkbook and supporting payroll register, the
student will be able to complete the 10 check stubs
and prepare the payroll checks in 20 minutes with

100 percent accuracy.

Given a completed payroll register on .10 employees and
an adding machine, the student will be'able to prepare
reports on social security, insurance, and other
withholding deductions in 60 minutes with 100 percent
accuracy.

Using instructor-prepared materials or materials from
the Medical Secretary Office Practice, set, the student
will edit, proofread, and prepare the “varied documents
with 98 percent accuracy.

*Given 20 varied textbook or instructor-prepared letter~

writing situations, the student will be able to compose
the response for each situation with 95 percent accuracy.
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10.01 Given instructor-prepared instructions or materials from
the Medical Secretary Office Practice set, patients'
files, and other related materials, the student will be
able to prepare .the calendar for one week's appointments

and assemble the related files and information with 100
percent accuracye.

I
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JOB: EXECUTIVE SECRETARY OR ADMINISTRATIVE SECRETARY
. (Dictionary of Occupational Titles Classification)

GOAL: The student will be able to obtain, succeed, and advance
in an Executive or Administrative Secretary's position.

TASKS: 1. Maintains official corporation records.
2. Executes administrative policies determined W or in
conjunction with other officials.
3. Prepares memoranduns outllning and explaining adminis-
trative procedures and policies to supervisogy workers.,
4. Plans conferences.
¢ 5. Prepares records, such as notices, minutes, stock
- issues and transfers, and resolutions for stockholders'
and directors' meetings.
6. Prepares ‘and files corporate legal documents with
government agencies to conform with statutes. )
7. Performs publicity work in small organizations, such as
trade, civic, or welfare associations.

] PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 50 varied documents, the student will be ab%e to

‘code the documents in 40 minutes with¥™97 percent

accuracy. )
1.02 Given 40 varied documents, the student will be able to
‘ index and cross-reference the documents in 30 minutes
with 97 percent accuracy.

‘ 1.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing sysjem.

‘ 1.04 Given 25 coded documents, the student will be able to
sort the documents, in 15 minutes with 97 percent accu-,
racy using the geoi%aphlc filing system.

1.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system. |

1.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

,1.07 Given a simulation fle kit containing 50 previously
sorted documents, the student will pbe able to file the
documents in 20 minutes with 97 percent accuracy using

* * the alphabetic filing system.
1.08 Given a simulation file kit containing 30 previously
¢ sorted documents, the student will be able to file

the documents in 15 minutes with 97 percent accuracy
using the geographic filing system.

67




1.09

1.10

2.01

~& 3.01

4.01

4.0::

+ 5.01

5.02
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EXECUTIVE SECRETARY OR ADMINISTRATIVE SECRETARY Cont'd

Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file

the documents in 30 minutes with 97 percent accuracy
using the numeric filing system.

Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing system.

Given 10 case problems from the Supervision textbook,
the student will be able to formulate solutions to the
cases in 60 minutes. !

Given 5 protlems requiring the preparation of memoran-
dums, the student will be able to compose effective
memorandums and type them in final form.

Given a list of names and topics involved in a confer-
ence, the student will be able to plan and organize

the conference according to ‘the instructor's directions.
Using the information provided in Performance Objective
4,01, the student will be able to complete the planning
of the conference by typing and mailing notices to
conference participants amd completing phy51cal
arrangements according to the instructor's directions.
Given 10 varied jobs from the Typewriting.Office
Practice kit, the student will be able to complete the
jobs with 98 percent accuracy. s
Given 10 varied jobs from the Executive Typewriting
kit, the student will be able to complete the jobs wich
98 percent accuracy.

Given 10 varied corporate documents and rules for -
filing these documents with government agenties from
College Law textbook, the student will be able to
indicate correct flllng procedures in 10 minutes by

writing on an instructor-prepared form where each

document is to be filed with 98 percent accuracy.
Given 3 varied topics, the student will be able to
prepaxe newspaper articles or ads for publication to

_the satisfaction of the instructox.

A
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- JOB: SALES CLERK

GOAL: The student will be able to obtain, succeed, and advance
in a Sales Clerk's position.

TASKS: 1. Prepares cash and credit sales tickets.
-2 Receivés payment for merchandise and makes change.
. 3. Prepares credit memo forms.
' 4. Stocks shelves., N
5.. Wraps and bags merchandise.
6. Demonstrates-positive attitudes toward co-workers
and customers. @
°o- 3

PERFORMANCE OBJECTIVES AND .CRITERION-REFERENCED MEASURES:

1.01 Given 10 sales tickets of varied length, the student
— will be able to’ complete cash or credit sales tickets
——s in 30 minvtes with 97 percent accuracy. i
*° 2,01 Given 20 sales transactions,'the student will make ,
change in 15 minutes gith 95 percent accuracy when
' given amounts greater than the sales tickets.
3.01 Given"10 credit memo forms covering >ifferent types of
merchandise, the student will be able to complete the
. forms with 95 percent accuracy. ' |
4.01 Given instructor- and student-prepared materials, the
student will demonstrate ability to stock shelves j
according to instructor-prepared instructions.
5.01 Given a simulation kit with wrapping paper, bags, and
merchandlse, the student will demonstrate ability to.
wrap anﬁ bag different types of merchandise according
to ipstructions contained in the simulation kit.
6.01 Given 5 instructor-prepared case histories concerning
' human relations, the student will analyze 4 of the
‘caSp/histories_with_QSipercent accuracy.
i
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JOB :‘ SALES CLERK

‘ - Performance Objective No. 1 -~

. .
\ » < .

Given 12 sales tickets, the ‘student will be able to complete cash

or charge sales tickets in 30 mihutes with 97 percent accuracy. . !

)
N 3
AN

N

/
/

the student should be retested - . .

Prerequisites ! i . S

The student must score 85 percent on a basic aritﬁmetic review test
(enclosed). 8
given a. review in basic arithmetic, using Steck-Vaughn's Working .
with Numbers series or comparable materials prepared or chosen by

the instructor.

If the student does not score 85 percent, he should be

Upon completion of the basic arithmetic review,

el

Sales list, sales slips, and'price cayalog (instructor-prepared or
available in ?outh-Western Clerical Record Keeping kit).

“Materials and/or Equipment , L)

Activitles for Performance Objective No. 1

were made.
- instructions given below:

/.
A.
B.
C.
' _D.
E.
F.
G.
: I.
. J.

2. Upon satisfactory complétion of Activity ﬁo. 1, ask the instruc-
tor for the Performance Objective No. 1 ‘Test. . :

1. During the previous week, the sales listed on the encitigi‘sheet :
to \\\\

/

Prepare the 40 customer sales slips\qgifrdi‘

!
: 4

Write’ carefully, neatly, and’clearly. . N
Write your name on the 1line after the word "Agent." (\\ S
Fill in the lines for -date, customer, and street. : - \
Use a separate line for each purchased item.

Use price catalog to determine price of each item. s

Add the prices of all purchased items and write the ‘total .o
on the line with the word '"Total,"

Determine the sales tax on this total and write the amount
on the "“Sales Tax" line (sales tax is 5% of total).

Add the toggl/and the sales tax and write the amount on the
line with the words '"Pay this Amount."

Circle "cash" or "charge' according to type of sale.

Number each sales slip to correspond to customer list. . v
. 1 . y




JOB: SALES CLERK
PERFORMANCE OBJECTIVL NO. 1
ACTIVITY NO. 1
PRICE LIST ‘
Catalog No. ‘Price
After Shave Lotion | 74 $1.89
Bath Brush | 38 . . 2.69 |
Bath Mist , <75 2,29
. Bath 0il ‘ ‘ 76 2.10 : ‘
Bath Powder . 72 2.10
Bath Refresher 78 i 2.09
;t;l:;:ub Brush ; 31 1.89
- Body Lotion 56 - -1.29
) Bowl Brush 37 1.89
Bowl Cleaner 42 .75
: > Bristle Comb €2 3.05
Bubble 3ath N 73 1.10
Clcansing Cream ' -- 59 2.48
. Cologne 264 o 1.98
b Comb Set , 65 . 2,39
Compact ; 216 3.00
_Cream Sachet 270 1.49
r. ~ Deodorant 70 © 1,09
-~ Deodorizer 20 : 2.00 )
Dry Mop 122 3.65 .
;_ ’ Dust Glove 51s 1.15
: bDuster Spray P )-1-1— 1.95
Dusting Powder 83 2.69 .
) ;’;I;e'r Broon 119 ‘2. 89 )
;oot ﬁSpt:ay - 80 - ‘ 1.98 -
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST )

Catalog No“. Price

Furniture Polish ;25 §1.79
’ Furniture Wax ‘324 1.79
Glass Cleaner 165 1.19
Grease Chaser 'op48 1.60
, Hair Rinse 272 1.30
Hair Spray 276 1.80
Hairbrush ' 32 3.09
Hand Brush 39 i .49
Hand Cream 50 1 2.09
Hand Lotion 52 j\ 1.30
Insect Killer 716 . 2.19
Ironing Board Cover 96 2.89
Light Mirror 418 9.88
Lipstick 34 .98
Moth Proofer 153 2.35
Nail P;lish 53 1.10
Perfune 2468 4.50
Pet Shampoo €09 | 1.19
Room Spray ) 22 + 1.75
Rug Shampoo Set 840 . 11.50
Shampoo » 71 ;1 1.98
Shave Cream 79 1,10
Silver Polish 87 .99
Sponge Mop 112 4.25
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1 5
ACTIVITY NO. 1 . 1

PRICE LIST .-,

-

Catalog No. Price )
Spot Remover 12 . $ 1,69,
Stand Mirror 415 10.30
N
Steel Sponges : 141 1.98
Suntan Lotion 58 1.95
<
’ -
- ° 85

75




JOB: SALES CLERK

o

PERFURMANCE OBJECTIVE NO. 1

ACTIVITY NO. 1

.

1. Mrs. Nacthan Swmiley
£32 Edson Place

Cone oot
Hand 1ot
Bath 0il

1= 1= }»

g
~ 3
1
=8

2. Mro. Jawes Courson

.403 Edson Pluce

1 Bowl Brusn
1 Bathtub BErush

"1 Bowl Cleaner
CASH

3. Mrs. koncoe Xammer
386 Edgon Flace

1 Bach Brush
L Briscle Coumt -
1 Fuct Spray
ChAl(GE .
3. Mrs. Sordoa winters
213 Lidas Avinue

i Destiag Powder
CASA )

5. Mzs, Ron2la Racors
224 Lions Avenue

1 sSput Remover

1 Ironiny kodra Vover

¥ Yilver rolish

i ‘uvrdoxzmt
CUARGE

C Mes. l).:iup'x. wule
3U6 iilous Avenlue

L Latlt Rerre. ne.
L Furntiure Hax
wvabi

CUSTOMER LIST
May 5

7¢

86

7. Mrs, Sumuel Targel
201 Uclid Avenue

Cponge Mop

+ Tiber Broow
1 Bowl brush

1 Baghtup Erush

* l.-l

CASH

8. MNrs. James Clorak
225 Uclid avenue
1 Afrer Shave Lotion
1 De ordordnt
1 Shave Cream
1 Bubble Bach

CASH

9. Mrs. Norberz angell
240 Uclid Avenue

% Huand Brush
2 Pristle Combs
2 Leodorunts

CHAKGE

10. Mcgs. David Mécuruder
301 Uclid Avenue

1 Lipstick
1 Deodorant
CaSH

11. Mrs. Benjamin Oiley
40 Qruss Avenue

1 Stnran Lotion
1 ha;d CVudm
1 C

CAuH N

L2, Mrs. Michael Granc
63 Cross Avenue

. 1 Sadives Yelise
1 bach Vi1
. TH R AT LJL_LP
1l Hana Cx.
ChakGe

*




JOB: ‘SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

13, Mrs. William Petal
85 Cross Avenue

1 Comb Set

1 Dry Mop

1 Foot Spray =
. CASH

14. Mrs. Robart March
99 Cross Avenue

1 Insect Killer
1 Glass Cleaner
CASH

. 15. Mrs. James Storey’
130 Cross Avemue

1 Pet Shampoo
1 Room Spray

P |

16. Mrs. Lloyd Marshall
485 Clinton Avenue

1 Hairbrush
1 Comb Set -

14

CHARGE

17. Mrs. Morris Mentor
506 Clinton Avenue

1 Stand Mirror
3 path Brush

AARGE d
] ,
18, Mrs. James Johnson
222 Yale Avenue

1 Furniture Wax
CASH hd

19. Mrs. Layton Shields
592 Clinton Ave?ue

¢ 1 dair Spray

1 Hair Rinse

1°Silver Polish ,
" CHARGE

»

77

CASH *

CUSTOMER LIST
May 6

i
20. Mrs. Gene Sheridan
290 Yale Avenue
1 Bowl Brush

1 Bowl Cleaner
CASH

21. Mrs. David Needle
296 Yale Avenue

1 Ironing Board Cover
1 Furniture Wax
CHARGE . -
22. Mrs. Saul Maybaum
+ 356 Yale Avenue

1 Cempact
CASH

23. Mrs. Robert Scherer
219 State Street

1 Rath 0il
1 Comb Sat '
1 Hand Lotion
1 Compact
CHARGE .

24. Mrs. Arthur Morley
227 State Street

1 Bath Mist

1 Bath Brush

1 Bath 0il
CHARGE

25. Mrs. Richard Kestner
235 ‘State Street

1 Deodorizer

1 Steel Sponge

1 Cream Sachet
CHARGE

26. Mrs. Jervis Smith
240 State Strect

1 Grease Chaser




JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO, 1
ACTIVITY NO. 1

CUSTOMER LIST

May 7
27. Mrs. Morton Catler 34. Mrs. Steven Longman
252 State Street 109 New Street
1 Cologne ) Dry Mop
1 Perfume 1 Dust Glove 7
CASH . CASH -4
~
28. Mrs. Joseph Lang . 35. Mrs. Louis Lassiter
19 Main Street 176 New Street
1 Stand Mirror 1 Hand Brush
CASH 1 Hairbrush
CASH .
29. Mrs. Henry Rand —_— )
48 Main Street 36. Mrs. Al Steeley
| K . . 183 New Street
1 Deodorizer .
1 Furniture Wax ) 1 Furniture Polish .
1 Hand Brush ‘ CASH
CHARGE *
37. Mrs. James Coltar
 30. Mrs., Jerome Jay 126 New Street ' .|
86 Main Street . ,
1 Deodorizer
1 After Shave Lotion 1 Cream Sachet
1 Shave Cream . - CHARGE
CASH - . t
\ 38. Mrs, David Duncan
31. Mrs. Alfred Stoner 427 Long Avenue
112 Main Street .
1 Fiber Broom
1 Stand Mirror CASH
CASH
39. Mrs. Lewis Griffin »
32. Mrs. Milton Vangton - 472 Long Avenue
88 New Street .
1 Shampoo
1 Sponge Mop : . 1 Hand Creanm
1 Fiber Broom CHARGE
CASH ’
. 40. Mrs. L. Wister
33. Mrs. Franklyn Meadows 125 Rose Street
101 New Street Y
1 Compac*
1 Bristle Comb a 1 Lipstick .
CASH 1 Bath Powder
CHARGE »
.
78
: ~ 88




PERFORMANCE OBJECTIVE NO. 1

» ACTIVITY NO. 1 - ‘
’ Name -
2
N E -
i I 2
. HOME PRODI ©TS (0. < HOME PRODUCTS CO.
Agent’ - — Agent
p
Date ] £ Date
(¢ u:lé)r‘cr C
Street Street !
Y T,
Owanuty  No Description’ . Pnct Ouantity § No Description Pnce
! j
i
: B : (.
: T ! \
. ] | e i '
- ! ! ! .
f . i .
e - meman s —— - . .
: | { » H
- - - + +
' i 1 !
& ' i
CASH Total | ! | CASH Totl i
CHARGE . CHARGE
Sale< Tax " s | Sales Tax !
] ; !
Pav thie Am't , | Pay this Am't :
>
3 * 4 -
HOME PRODUCTS (O, HOME PRODUCTS CO.
3 - * .
‘ Agent —— e v emnd Axent .
Dt — Date. -
- Cy-tomer * Cudtomer._ .. e
Street - T — Street y
Quantity l No Dexoption : Prioe Quantity__ No . Decniption .
M L o Y 1 !
b b e A
! ! : T :
i Y &
1 ! i
| i M
i .
- ’
S SO x i
“~ l ! | | [}
] - ) B
1 ? 4
. " _ ! A
} » 1
3 ' i
) CASH Total — CASH Total '
. CP&RGE i
CHARGE Sakes Tax T__ ) | o Sales Tex
i {
Pay this Am't ' : Pay this Am™t -~ '
- = S -
= 79 N
L4
]
*
L]
. -
N .
. .
o o .

ERIC

Aruitoxt provided by Eic:
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~ ( \‘
”
PERIORMANCE QBBECTYVE No. 1
ACTIVITY NoO. )
: Name . 3
5 6 ‘
. : HOME PRODUCTS CO. HOME PRODUCTS CO. }
. - )
1
Agentlo e v e e P——— Agent -
— gen | .
Date oo ] DAE S
Customer e e e e Customer,
i .
M ! Streer = Street ___
x il B & p——— ~——-‘v-Tv—~<~ — [ iy ™ e v s e e ]
U Quantity  No Dewcrsption foce Quannty | No Desenption Price
L]
S S S N
H '
v {
. 1 '
, — - ! -
. [o— : - - >, B
¥ » el ! -
. 14
S R : .
——— e — RN S P SR T - —
. N »
+ CASH Fotal j { CASH Total
R — b e —_—
l CHARGE : CHARGE .
- ‘ Sales Tax g Sales Tat- . :
! Pav the Am't ' . Pay this Am’t
.
L
.- e
7 8
HOMF PRODUCTS ), HOME PRODL (TS CO.
' : : !
Agett .. U Axent
i
Mt R | N Date . oo )
; Cyrtomes,___ __ —_ Cu Y ‘
Steeet e — Street - s
I - 1 .
| Quantity | Ne Description Prsce § Quanuty  No Deenption Prics
t (b et (
! ! w - N . : !
+ - .
1 i , -
fo e e -
I N 1
o ! - 1
o , —
‘{ i N ; ; : i d
L A _ i v . ) <.
* + \ ”
l CASH Toul ) CASH Tow! —
Y CHARGE o
, CHARGE Sales Tax . Saks Tax * !
M 1
) <o 4 ‘ Pay this Am't ' . Say this Am't . i
30 '
. -3 . B .
- A v ~ ’
*
i 9 0 ¢
v ) a
Q
ERIC - o
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Aruitoxt provided by Eic:

ERIC

(NS4 .

o z
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1
Name, . JUS—
} v .
4 9 10 .
HOME PRODLCTS CO. HOME PRODUCTS CO.
Agent Agent -
’
Date o Date
|
C ‘ Customer,
Stree* . __ = - —— Street . .
—n - e A i = - =

Quantity - No | Deseription ™ | Poce ~ Quanuty ' No Dewenption Price
‘ | S : .
I S
R | |

' x i ,
- omde—y i i 1 i .
fomm e ey -+ =
1 ; \ 4
_— : _i — — ;
_ | T " ——’
—— ! b { __’ - - o
L
t CASH Total R S CASH Total .
HARGE : CHARGE :
I c Sales Tax . j— Sales Tax b ] .
3
{ Pav this Am't i L Pay this Am" .
. A i
"'.; [ — - PR
£
H 11 ~ Yy 12
‘ HOME PRODUCTS ¢ O, . HOME PRODY TS CO.
X -
: Agent . e v e e o] Agent . f
‘ D Date o ]
- o
' € yrtomer, [TTITY; 1 b R
Street - Street . i «
”””” - 1
Quantity + No Descriplion Pece Quantity | No Descripieon bace
i i -
p - R S ! ._...._.._.J.. —— ~
| ' . §
‘ e el * 1
| - : ] I S
I ' T -

i f =t -~ ]
. - T - g ]
e : ~ A

i,y - ;
CASH Total _— . CASH Total RS S
i CHARGE - _
. ].~ GHARGE Salot Tax 'y S4%s Tax .
{ Pay this Am't | { Pay this Am't
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’ ¢ *
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1 o
Name, .
\
» 1
13 . 14 t
HOME PRODLCTS CO. HOME PRODUCTS CO. i
Agent Agent H
rd o« j
Date Date .__.__
.. | C C
l . b . . -
Street -~ Strect
* - ]
Quanuty No | Descripion Prce Quantity * No Description Price
B i a
3 g t l '
i . —
o> ‘ I 4 :
! H . ¢ '
T + "
; . K] y ’
ety Sk B e A St e + ’
P ! ! . ! X
v ' i LM
CASH Total | CASH Total : !
CHARGE CHARGE . Lo
Sales Tax Sales Tax ,
. |
. | Pav this Am't Pay this Ant ’ ' 1
! —.{J— — — e —— — ~—ar——
! . 16
| nowe prdoreTs o, HOME PRODUCTS €O,
. ANl e e o — e Agent
Date Date L
<«
Cutomer Customer,
- Street —_— Street &
' [ - 3
Quaatity y No Dxenption Prxe Quantity | No Description Pnce
: B I ’
- )
i | A \
1 >
' - -
do
- " cAsH Tl cASH Tous
CHARGE v ¢
CHARGE Ssles Tax Sales Tax
Pay this Am't Pay this Am't
. 82
a
7Y .
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ERIC

.. 3
PERFORMANCE OBJECTIVE NO, 1 3 .
ACTIVITY NO, 1
Name,
17 ‘ . 18
\ HOME PRODLCTS CO. { H/)ME PRODUCTS CO.
. \ .
' s ‘L
Agent Agent
Date . Date
C Customer,
Steeet Street
i - 3
¥ Ouannty | No Description Price Quantity | No Descriptron Price
) { L
i
; »
&
CASH Total t_ | CASH Total \
CHARGE ! CHARGE
Sales Tax . | Sates Yax AN
r )
Pav this At t Pay this Amt N
T {
' 19 : \ 20
i - O BOME PRODUCTS (0O, HOME PRODUCTS CO.
) Altnlé_. . ——— Agent
l Oty o Date ______T__'...__
4 Cu-tomes Cuﬂor‘ner
;, _?‘_"5‘,-—“_::*1:‘~ —= == Strect
igdln"l;T No Dewcniption Pnee Guanuty | No Descriplion Price
! ) t M
i _—
! | '
[ | _
v ——— ‘ -
- i i v _
k . b w
H \ ° »
CASH Total gﬁiggg Total
CHARGE Sa\csiTax Sales Tax
Pay this Am™t | . Pay this Am" a
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p - J
/ PERFORMANCE OBJECTIVE X0. 1 . N
‘ ACTIVITY NO. 1 i
‘ Name ——
P ’ - l
7 - had
. . 21 ) ) 22 ‘
YOME PRODL CTS CO. . N HOMili PRODUCTS CO.
ks
. : i | ’
Agent ! Apgent "
Date " Date . —
i
Cust Customer, ——— p—
'il:ce' O ! Stree! o
e i X
Nuannty No Description Pniee . Quantity ¢+ No " Peseription l Pree
- : ‘
. = ! l
] I j
: pii h
I +
— ' -
N r
i
CASH Fotat ¢ CASH Total
CHARGE - CHARGE
Sales Tax I Sales Tax
Pav this Am't l Pay this Am't
; T
4
I /
23 . 24 2
HOME PRODUCTS (0. HOME PRODUCTS CO. ,
/ . ——— e /
Agent Agent
Date D‘m:
Cu:tomer, Ci
Sureet ——— — — Street
Quannty | No Description Pnee Quantity * No. Deccrnption Pnes
- i
T
+ )
e ?
L
. ¢ K 7
[ ;
- " T
1 F - R
CASH Toul CASH Total ' o
CHARGE
CHARGE Saks Tax Sales Tax
Pay this Am't Pay this Am't
- } v




*
1
. A
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY'NO, L -
4
Name - - —
N
T . 25 ’ 26 t
M{OME PRODt CTS CO. ) HOME PRODUCTS CO. }
. , - 4
[, 3] JEC— . Agent i
) A Date ) Date ..}
. -
Cust i 2 . Customer. ,’ v
Streer Strect =gt
———— - ™
|_Qcannty l No Dexcripion P | Quantty | Nor Descniption Pnce 1 : .
. Y g *
—an 2 *
J i
- S r : .
- ! ~ . U
. . o — i
i L < !
é b 71 0 m——
: i L U D i d
, ' !
---:...-_...L e T / £ - }-—-m.—-— ...._-J. ¢
-~ . . . . * . ‘ .
gﬁgﬁ Fotal casH - ToTom R
. . Y \ .
- ’ Sales Tax L ) , Sales Vax, 'L R M_} s t
’ N * H .
2 | ' ' Pay this Am™t » __Pay this Amt l : i i
, ; N . N , . , . .
A -
! -~ t - . : '
‘ 27 . 2l ?
I HOME PRODUCTS (O, i ] HOME PRODY(T5 CO.
. o
! Agent 2 O AgEM e 2 hi
' LD X1 7 U SO | ! Date e <o
! T omgr N : Customier . . - e e e e et
1 « *
_ Street i Street { —
1 H 1 ¥ LS
touantty | No Descriptiony, P pnee Quantity No' \ Description - Pner
) T s =
. SN N S —
v ) .
’ » SR NURUNS S : 1
| R A R I | .
U . | e
%, ! +
- . - ......-JL. e e —— e —-—»-—-—{-..—-- e e -
1
) - - T . ~ - e
R R S S ‘
s » H »
. CASH Total S S . CASH ., Total _
L ‘ 3 . CHARGE | ’
CHARGE Sates Tax ‘f““ | st . L
A : ~
ol Paythe Am't ’ ! Pay this Am't .
, s . “
» * ]
. &
l‘ L
. 1 s
. - . . h
. 0= /
O J{ ' f) J / |
ERIC P
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‘ Vs
1 - .
; . | ; . . . o
I -
. ’ ¢ \ " Ve ” N
; oo, & .
’ » LS
/ . : . S A \b .
. i . . i o
/* - J
/. . . * |
L] M
N - L)
- *PERFORMANCE QBJECTIVE NO. 1 . o -~
| ACTIVITY NO. 1 N ‘. .
» ' * * N ‘et .
N Name : : I
. A N . L]
R . . 2 N
29. ~ 2 N 30
. . HOME PRODL CYS CO. HOMC PRODUCTS CO. ' ~ )
N V4 .
p .
Agent — - Agent - ’ J !
. e 'qj
i . Dare N Date . .
B y ! . - Custome: § N -
Street : . ! Street . P -
. ree - =~ T =, —_ K
. Qu.otity | No Description i Pnce Quantity | No Description “! Prce .
i . v T o A S
I '\ ) s 2 ! ’ '
\ 4 | B . - ,
! -
| N * e *
. . N ’ < " -
Y Tay N [ i .
3 - j . ', * :
‘ ( ! i . ' ‘ ‘
4oy A ; - ' .
\\ l l *
5 ‘ . NS .
. - 1R cAsH Totat CASH Total v Ls v .- .
: ‘ CHARGE CHARGE R - . e
3 bt Sales Tax Sales Tax . . v
. ° + * -~
Pay this Am't Pay this Am't 1 ) N
/ ‘
T - i i . .
31 / 32 * .
HOME PRODUCTS €O, ‘NOM/. PRODUCTS CO. ' T
] ' )
1 Agent Agent / + A ﬁ
- ¥
t ').;lc____r________ Date M
vy ? Customer . Cust
( Strent — Strezt - ’
Quanuty | No Descniption Pt | Quantity I No Description Pnce
. Y I
T — N
- L ’
, | e
Il
) . o
, -
- .
. ;
1] . . |
. . T T N 4
' : '\
‘e CASH Toul | CASH Total
. . CHARGE !
. CHARGE Sales Tax : : ' Sales Tax te
. ! . . 1 !
f Pay this Am*t - Pay tis Am't
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PERFORMANCE OBJECTIVE No. 1
. ACTIVITY NO. 1 )
L ) Name¢ Al
- ™ .
- : = 34
i HOME PRODL CTS CO. - . HOME PRODUCTS CO.
Agent Agent !l
Date . i —— ' Date I
4 »
Customer, Cust
Stree* __ _ o — _ : — Strect :
T ¢ ]
U Quantty ' No o} Descriptaon Pre Quantty | No Description Pnce
| i
< ] T .
N ! ' .
| i
i
} + et Al
. H ° . P ~ .
| ! ‘ 1
1 R
. 11
1 CASH ¢ Total — { CASH Tota! .
v i CHARGE . CHARGE 3
l v Sales Tax . Sales Tax
‘» = PavihsAmt . Pay this Am't H -
3 z 36
i HOME PRODUCTS (O, ¢ i HOME PRODUCTS CO.
[ .
Apent PR - - Agent__ . L o
Pate Date .
Cust C
ustomer, v
! Btreet Street !
!
[ Quantty ¢ No ! Description Pnce | ] ou:mu:g No Description Pnce
+ i ~ -
- | U S { 1 , -
3 o N !
- |
— !
»
]
3
3 {
CASH Total . CASH Total :
CHARGE ¢ 1 “
CHARGE Sales Tax N L ) Sales Tax
Pay this Am't Pay this Am't ’
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PERFORMANCE UBJECTIVE NO. 1
ACTIVITY NoO. 1

. 37
HOME PLRODL CTS CO,

Agent ___

Agent

38

HOME PRODUCTS CO.

. Date-, " . Date -

Customer, l Customer,

-
L

Stree? R ——— Street
T = g T
i Nuannty , No Desription T Price Quantity * No Descript'on Prxe
| S ) ]

3
1 ! . ¢ H
- i T ——
| COR S st e e s b - - z f -—
i [ , ¢
+ CASH Total [ | CASH Total : !
I CHARGE ! CHARGE 1 \
Sales Tax - a Sales Tax | f P

! i ‘ i
' (Pavihsamt 7 Pay this Am*t ]

39
HONME PRODUCTS ¢ 0.

40
HOME PRODUCTS CO.

Cutomer, - Customer,
.
Street Street
) i N\ ! 1 ]
Quantity No . Descripion Pnce Quantity | No | Description Prnee
b e - |

- ——t *

Total M

Sales Tax

’?ay this Am't i

CASH
CHARGE

Total

Sales Tax

Pay this Am't

- -
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JOB? SALES CLERK :
_ PERFORMANCE .OBJECTIVE NO. 1
ACTIVITY NGO. 2

L

TEST
- -
INSTRUCTIONS: During the previous week the sales listed on the"
enclosed sheet were made. Using the enclused price catalog, custo-
mer list, and sales slips, prepare the 12 sales slips according to
the following instructions: .
A. Write carefully, neatly, and clearly.
B. Wcite your name on the line after the word "Agent."
C. Fill in the lines for date, customer, and street. .
D. Use a separate line for each purchased item.
E. Use the price catalog to determine price of each item.
F. Add the prices of all purchased items and write the total
on the line with the word "Total."
G. Determine the sales tax on this total and write the amount
& on the "Sales Tax" line (sales tax is 5% of Total).
* H. Add the total and the sales tax and write the amount on the
\ line with the words "Pay this Amount."
~ I. Circle "Cash" or "Charge" according to the type of sale.
J. Number each sales slip to correspond to customer list.
o R a
N\ 53, - W - N -
1
‘ » 2/
(4




JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST

ACTIVITY NO. 2 -

»

PRICE LIST

Catalog No, Price _ .

After Shave Lotign v 74 - % $1.89 .

Bath Brush 38 2.69 :

Bath Mist s 75 2.29 T

Bath 0il 76 2.10 ) ¢

Bath Powder 72 2.10

Bath Refresher: 78 2.0§

Bathtub Brush 31 1.89 o

Body Lotioy 56 :a 1.29

Bowl Brush 37 1.89 ¥ ’
i Bowl Cleaner 42 .75

Bristie Comb - ? 02 3.05

Bubble Bath Y73 1.10

Cleansing Cream 59 2.48 N

Cologne 264 1.98

Comb Set 65 54 2.39 1
Compact 216 3.00 "
Cream Sachet . 270 1.49

Deodorant 70 1.09 ‘.
Deodorizer . ., 20 2.00

Dry Mop 122 3.65 .

Dust Gi;ve % 515 1.15 -

Duster Spray Sl 1,95

Dusting Powder 33 2.69 '

‘Fiber Broom ‘ 1@ 2.89

—

Foot Spray




A

JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1 TEST

ACTIVITY No, 2

"\. 2

. PRICE LIST
- . Catalog No. Price ~
Furniture Polish . 25 ) $1.79
Furniture Wax ' 26 1.79
* Glass Cleaner 165 l.%9\,
Grease Chaser 148 1.60
Hair Rinse 272 1.30
Hair Spray 276 . 1.80
Hairbrush ) . 32 3.09
Hand Brush g 39 .49_
Hand Cream 50 2.09
ﬁ;;d Lotion 52 T 1.30
~Insect: Killer 716 2.19
}roning Boa;; Cover 9% . 2.89
Light Mirror §18 9.88
'Lipstick 34 .98
Moth Proofer 153 2.35
Nail Polish 53 , 1.10_
Pe;:fmne . 268 4.50
Pet Shamﬁoo 609 1.19
Room Spray ‘22 . 1.75
Rug Shaupoo Set ' 840 . 11.50
Shampoo : 71 1.98
Shave Cream . ?9 1.10
;i-lver Polish. 87 .99
Sponge Mop ¥ ‘ 112 4,25 .

\




+ JOB: SALES CLERK ” :
PERFORMANCE OBJECTIVE NO. 1 TEST
ASTIVITY NO. 2

2

PRICE LIST

P

Catalog No, = ' Price t -
Spot Remover , 12 $1.69
- v \
Stand Mirror 415 - -~ 10.30 \
Steel Sponges 141 '\‘ ' 198 ‘ :
Suntan Lotion " 58 ) 1.95 !
TN <
R . e o = ) -
& ' - )
. ' /
» * S
. o=
[
-t »
. . A
J £ ‘ - ) » v"! - i ’
2
k)
L J " [
s
1
. _ . ,
3
* . - -
\ -

92
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JOB: SALES CLERK ' -
PERFORMANCE OBJECTIVE NO. 1 TEST
‘ACTIVITY NO. 2

.

O T

g ' CUSTOMER LIST
- June 1 ,
b -
1. Mrs. Fred Marford 7. Mrs. Frank Mayer .
246 Broat Street 28 Hill Street
1 Comb se-. 1 Bristle Comb .
CASH N 1 Hairbrush
. 1 Hand Cream
2. Mrs. Morris Morberg CHARGE
505 Rbbin Place .
B 8. Mrs. Donald Deemers
1 Bubble Bath : ) 176 _Court Street >
1 Bath Powder ) 4
CHARGE : 1 Shampoo
’ 1 Hand Cream .. -
3. Mrs. Harry Roth g CASH . . >
745 Robin Place | o ’ . Co.
- AY N
1 Pet Shampoo . 9. OMi's. otto Reichman
CASH “ 148 Court Street
4, Mrs. Dale Warden ? . 2 Hairbrushes
14 Hill Street 1 Hand Cream N ’
CASH
1.Bowl Brush
1 Bowl Cleaner - .
1 Deodorant - 10-. Mrs. Paul Hampton !
CHARGE i . 515 James Street . “
5. Mrs. Cedric Kaufman Pr— .1 Spange Mop
: _ 406 Helen Avenue 1 Fiber Broom
. 1 Deodorizer *
1 Furniture Wax CHARGE .
1 Room Spray .
1 Grease Chaser 11. Mrs. John Whitman . :
CHARGE . 212 Berry Avenue
6. Mrs. James Blair . . 1 Silver Polish -
348 Broad Street " CASH i . ,
1 Lipstick t 12. Mrs. Walter Allen
1 Deodorant ) 476 Second Street
CASH . '
) 1 Stand Mirror
CASH
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_PERFORMANCE 0BJECTIVE NO. 1 ’ . -
. "ACTIVITY NO. 2 - )
Name a —
- <
1 - 2
HOME PRODL (TS (O. . HOME PRODUCTS CO.
- < »
»
v . Agent Agent N P .
R Date..oo o Date . )
* T Customer_« Customer, :
[]
. Slnx' ¢ e [ — 2 Street N
T B h i
o . Quanmty | No Descroptan & Pnee Quantity | No Description Price
: I »
. "'—' T -
I l * .
’ 13
I ' .
P - ! r
-
! .
N -
mnn e l . . —
- ‘ , ' .
v |- o——i - - -
ie ’ e
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JOB:~ SALES CLERK N L . _ e, L
Performance Objective No. 2 ' . N\ . : ’ T
.- ' o L . - S
); Given 20 sales transactions, the Student will make change in ‘15 . .
minutes with 95 percent dccuracy when'given amoun#s greater {than )
° the sales tickets.’ } " . .o
_ * A ’ .
Prerequisites ~ s - L . )
s - h ) )
" The student will have satisfactofily completed Performanfe * . ‘
- . Objective:No. 1. " ) ’ .
; . N 13 . ~ h
\ Materials- and/or Equipment . . . " s '
. v
. A-money tray, play money, éhc_l 25 monetary exercises (exercisé’g)m,ay—
- be instructor-prepared oy taken from South-Western Clerical Regord — ' w
) .* Keeping kit " T . L & ~
~ - £l
, Activities for Performance Objective No. 2 . .
L, . 1. Determine the amount of coins and bills required to complete
each sales tradsact.on on Exercises No. 1 and No. 2. List '
. under the appropriate headings the r}umber'of coins and bills °
required to- comp]/.ete the transaction (use as large a denomina- :
- . ' tion of coins and bills as .possible). .
. 2. "Upon satisfactory completion of the exercises, ask the insttuc-
o ' tor for the Performance Objective No.‘2 Test. R
° » ’2' ~ ~
- &
\ »
‘ LY \s ! /
t. *
. ]
<« / :
7 "
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JOB: SALES CLERK , : ' o , Ry |
PERFORMANCE OBJECTIVE No, 2 - . |
"~ ACTIVITY X9..1 . ’ !
L 4 ¢
EXERCISE NO. 1
. : LEARNING TO MAKE CHANGE )
- v » *
. Making change is an integral part of the Sales Clerk's job. You must’
petform this responsibility with accuracy and skill. The exercises that
~ follow will acquaint you with® the procedures for making change correctly, . g
’ 4]
INSTRUCTIONS: Using the least numbers of coins and bills, indicate the ¢
£ amount of change to be returned for+gach of the following .
- transactions.
e , \ ,
. AMOUNT | AMOUNT .
OF SALE 1 TENDERED DEMONINATIONS
.« o, y ~ . § .
N . 01| .05 .10 .25 .50 | 1.00 5.00 !
. . ) ) N\ - ¥ " R
£
1. $2.73 | § 5.00 ~ :
- - »
2. $.17 1% .50 A v . ’
o
. 3. »1.29 | $10.00 ) :
4. $ .81 | 31.01 ) ' ‘ -
5. $ .39 | $20.00 ‘ i \ -
o . / "~ * 2
6 .20 1§ 5.01 ¢
) . 7. _$7.57 | $10.00 - !
” R . . ’
i 8. $3.05 | $°5.00 . ¢ . . :
. B QY L]
¢ 1
9. $2.76 | $10.00 ° .
T R o . ’
) 10.°_$1.59 | $20.00 '
[ . nt v -
1 - ~
» ~ { R
A} a ' 4
~ £
. . B Worth: l'OoPoints .
- , - . Scorey .
R " Grade: ,
» " .
! 98
Yoo i . .
. ’ = 1 -
\ s ! * . 1
d ‘. . ,
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"JOB: SALFS CLERK
PERFORMANCE OBJECTIVE NO. 2 -
ACTIVITY- NO. 1
’ ’
e 4 - "
- EXERCISE NG. 2
LEARNING TO MAKE CHANGE . - ‘
o3 - N -
R Making change is an integral part of the Sales Clerk's job. You must «
perform this responsibility with accuracy and skild. The exercises that
follow will acquaint you with the procedures for maRing change correctly.
INSTRUCTIONS: Using th: least number of coins and bills, indicaEe cl{e . .
tor . amount of’change to be returned for each of the following - -
\ transactions. .
AMOUNT AMOUNT -
OF SALE TENDERED DEMONINATIONS
L .
. . .01 .05 .10 .25 .50 1.00 | 5,00
Jt 1. 82,73 18 5.00
1
! 2. % .17 1§ .50
3. 51.29 1$5.00 : ' . .
4, $ .81 1§ 1.u0
)
5. $ .39 13$10.00 .
- 6. 5 .21 |s .50 -
’ B
7. S7.57 1610.00
) 8. $3.02 1§ 5.00 - |-
9. $2.76 | $10.00
110, $1’. 57 |3 5.00
. «
L - . ¢
. T . Worth: 10 Points v
N o /]
I 4
., Score:’
- ‘ > Grade: ) )
N
- 99 i .
- . -
o *
v . ' 3
' N B |
4 " ‘
. *
’ O u !

== :
.
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JOB:

SALES CLERK
PERBORMANCE OBJECTIVE NO. 2
ACTIVITY NO. 2

MAKING CHANGE TEST

~ ;
Listed below are making change exercises. The amount of sale and amount of
money tendered is gi¥en. Please indicate the afiount of change to be re-
turned for each of the following transactions by using the least number of
coins and bills. .
[ AMOUNT | AMOUNT ! ) !
|___OF SALE ;  TENDERED i DENOMINATIONS
| i
: | .01 .05 .10 .25 {750 1.00 |s.00
| ; 2 | 2
¥ 1
1 1. $5.72 | $12.00 | !
; t ; -
2. $4.88 $35.00 i
- Y 1]
3. 83.01 |,  $10.00 ' '
§ T " : :
b, $5.69  $40.50 ! i :
L5, 33,72 - $10.00 i i
L- ’
| 6. $6.41 - $15.50 ‘ . !
3 + - : ” i
(7. $6.60 | 1000 | . i
¢ T N ‘
[ 8. $4.27 |  $20.00 -
. vy
9. 3646 | 5550 j :
10. $9.25 | $20.00 |
Worth: 10 Points '
. Score: ‘
. Grade:
100
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JOB: SALES CLERK "

PERFORMANCE OBJECTIVE NO. 2
ACTIVITY NO. 2

MAKING CHANGE TEST Cont'd

I WOUNT 1 ANOUNT '
} OF SALE | TENDERED
? T
; ; .01 .05 .10 | .25 .50 {1.00 {5.00 !
| | !
P 1. se.06 | $10.00 : ]
"2, s6.63 . $55.00 . 1
3. s446 | $5.50 . , i
T [+) *1
4, $9.25 1 .$20.00 :
115, $4.06 " $10.00 1
{6 463 , $5.00 | ) ] |
L 7. $5.72 §12.00 | ” |
Es. §4.88 $35.00 l
1 9. $5.01 $10.00 ]
10. $5.69° | §40.00 « B
® ' ‘;orth: 10 Points -
Score: g .
Grade:
_101

111




JOB: SALES CLERK

Performance Objective No. 3

Given 10 credit memo forms covering different types of merchandise;

the student will be able to complete the forms with 95 percent
accuracy. .

Prerequisites

The student will have satisfactorily completed Performance
Obje~tive No. 2. ) } .

Miterials and/or Cquipment

Ten credit memo forms (instructor-prepared)
.. 4

’

Activities for Performance Objective No. 3

1. Complete the 10 attached Qemo forms. B
2. Upon satisfactory completion of Accivity No. 1, ask the .
instructor for the Performance Objective No. 3 Test.




PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 1

!
EXERCISE
CREDIT MEMORANDUMS

You are employed by the Indio Pafer Company, Inc. In addition
to selling paper, your company also sells office supplies.

Ten customers have returned merchandise to the Sales Depart-
ment for credit. This merchandise may have the wrong size or
color, or it may not have been in good condition upon arrival.

Attached are 10 memo forms to be completed by you using the
following instructions:

. 1. Prepare a credit memo form for each customer by writing
the information provided on the attached Credit Mewmo
List under the appropriate column' headings.
2. Upon completion of each ecredit memo form, check the
completed form to sce if the information is the same as
that on your Credit Memo List. )

103

113




JOB: SALES CLERK
PERFORMANCE QBJECTIVE NO. 3
ACTIVITY No. 1

. CREDIT MEMO.LIST -
No. 1

To: Paul Cardozo
9248 Overland Avenue
Boise, “¥D 83705

. Credit Mego No.: 1 -
Invoice No.: 1211 ’
Date: January 2, 1975

Sales Representative: John L. Chisholm

CATALOG _ UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT

1 0086 Easel and Pad - 15.00 15.090
( TAX .75
~ . ) TOTAL . . 15.75
XXKKKKXkaxxzxxxxaxmxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxkaxxxxxxxx;xxxxxxxxxxxxxxxxxxx
No. 2 ’ g .

To: Goodman Company - .

R 23 Terry Street

|
|
N !
Portland, OR 97204
Credit Memo No.: 2 - > |
Invoice No.: 1212 ‘
N . . Date: January 2, 1975 .

Sales Representat’Ve: Edward S. Venters "

CATALOG UNIT
QUANTITY NO. . DESCRIPTION FRICE AMOUNT .
- 5 0101 Desk large, floursscent 8.25 41.25
‘ 2 0089 Desk file tray 3.50 7.00 .
’ - TOTAL 48.25
. TAX 2.41
TOTAL .  50.68
‘ !
104

114 .
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JOB: 'SALES CLERK
PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. L

»

CREDIT MEMO LIST Cont'd

No. 3

To: McClean Book Co.
6995 Bannock Street
Portland, OR 97204

Credit Momo No.: 3
Invoice No.: 2213 -
. Date: January 8, 1975

Sales Representative: Charles W. Foreman

-

. — 3
No. 4 -
To: Gem Paper Company o .
6490 Gem Street . )
Reno, NV 89503 -,

Credit Memo No.: &
Invoice No.: 2314
Date: February 10, 1975

Sales Repyesentative: Chanje C. Kenob%ki

>

CATALOG UNIT
QUANTITY R0, DESCRIPTION PRICE AMOUNT
) 0126 File, Roilaway 65.00 ! 65400
TAX 3.25
TOTAL 68.25

s

CATALOG UNIT .
QUANTITY NO. DESCRIPTION PRICE AMOUNT -
2 0048 Typist posture chairs : ", 54.25 108,50,
TAX 5,43
TOTAL 113,93
105
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JOB: SALES CLERK .
» PERFORMANCE OBJECTIVE NO. 3 » .
ACTIVITY NO. 1 - '
} CREDIT MEMO LIST Cont'd
No. 5
To: Fashion Appaie]. ! .
2408 Region Street
- Sacramento, CA 95826 -
Credit Memo:No.: S
Invoice No.: 3004 7
Date: March 5, 1975
. Sales Representative: Begjamin Wister
« 2 DA .
CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
1 0134 File, two-drawer 125.00 125.00
_ TAX 6.25
. _ TOTAL 131.25
X:\'XXXX.\:X}:XXXXXXXXKt‘xxxmwmxmmmmmumxmmxx
N
) No. 6
‘To: Babbitt Furs *
123 Beacon Avenue . -
. Sheridan, WY 82801 , o ,
Credit Memo No.: 6 .
Invoice No.: 4216
. Date: April 10, 1975
‘Sales Repreéentar_i.ve: Victor Seligmun ..
:‘ ,‘7' ’ . >
CATALOG ) UNIT
QUANTITY NO. . DESCRIPTION PRICE AMOUNT -
3 Y0010 Boxes Folders, plastic 10.95 32.85
2 021 Boxes Dividers 6.85 13.70
- TOTAL ¥ §6.55
- . TAX . 2.33
TOTAL %8.88 .
¥
o 106
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JoB: SALES CLERK '
PERFORMANCE OBJECTIVE XNo. 3
ACTIVITY NO. 1

é CREDIT MEMO LIST Cont'd

. No. 7

-

To: Art Associates .
6240.5pring Street
Boise, ID 83701 .

Credit Memo No.: 7 .
Invoice No.: 2218
June 12, 1975

Sales Representative: Kirby J. Andersom ) * s Y
o CATALOG URIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
: 3 « 0024 T-square and board 14.00 28.00
¢ , : .
- . ©
. TAX 1.40
TOTAL . 29,40

[s 4 »~

XXXXXXXXXXXXXXXXXXXXXX&XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXﬁXXXXXXXXXXXXXX*XXXXX

No. 8 ° .
vt To: Eagle Stationery
625 Bond Avenue u . v
Boise, ID 83701 .

Credit Memo No.: 8
Invoice No.: 5218
Date: November 12, 1975

Sales Representative: Harxold Kloover

=

. CATALOG ' . UNIT .
. QUANTITY K0. DESCRIPTION PRICE AMOUNT
) - \T 3 0050 Boxes tape, transparent 8.95 26.85
NN 0054 Rubber bands - N 30 1.2Q
3 0058 Thumb tacks 3.00 9.00
TOTAL 37.05
TAX } 1.85
‘ TOTAL  _ 38.90
. ’ ' 07
Q . N - |

RIS : AN
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JOB: SALES CLERK .
PERFORMANCE™ OBJECTIVE NO.“3 ’ - I
CACTIVITY NO, 1 |
a v ‘
CREDIT MEMO LIST Cont'd |
” . ‘
No. 9 . |
' To: Yucan Travel - i
. 698 Thorson
Phoenix, A7 85029 |
Credit Memo No.: 9 . ¥ 1
Invoice No.: 1219 |
Date: January 15, 1975 -
\ ST . E ~
\\ . Sales Kepresentative: Bartsn D. Dixon o ¢ ’ ’
e ‘
- = >
CATALOG * UNIT - r
QUANTITY NO. DESCRYPTION PRICE AMOUNT
R ]
1 0061 Bockcase, Oak T 89.00 89.00
1 0022 ulobe ) , 23.68 23,68
3 ] TOTAL 112,68
[ TAX 5.63 - A
TOTAL . 118.31
TX{YXI{XXWYMLRMWWHWWWWWW
wi ‘
No. 10 i > . v
To: Evans Manufacturing ' 1 . ' .
23 Taft Street .
) , fobile, AL 36610 . ’
Credit Memo No.: 10
Invoice No.: 2648
’ Date: January 15, 1975 N
< - 1
Sales Representative: Thomas Vanderbilt . '
t 4
CATALOG . : UNIT
- QUANTITY NO. DESCRIPTION PRICE AMOUNT ’
10 0067 Boxes 8 1/2 X 11 bond paper, 1
. White 7.26 . 72.60
. . . , TAX 3.63
. TOTAL 76.23
108 ' Y :
. N
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 2

TEST ON CREDIT MEMORANDUMS

You are employed by the Indio Paper Company, Inc. In addition
to selling paper, your company also !sells office supplies.

Ten customers have returned merchandise to the Sales Depart-
ment for credit. This merchandise may have been the wrong size or
color, or it may not have been in good condition upon arrival.

Attached are 10 memo forms to be coiupleted by you using the
-following instructions:

1. Prepare a credit memo form for each customer by writing
the information provided on the attached Credit Memo List
under the appropriate column headings.

2. Upon completion of each credit memo form, check the com-
pleted form to see if the information is the same-as that

on your Credit Memo Li~t. ’




R

JOB: SALES CLERK _ ' \
PERFORMANCE OBJECTIVE NO. 3 TEST ' '
ACTIVITY NO. 2

CREDIT MEMO LIST

"No. 1
H
To: Jean Salvatore -
R 22 Willow Street
Boise, ID 83702‘45

Credit Memo No.: 1
Invoice No.: 1121
Date: January 14, 1975

Sales Representative: Juanita Gomez 3
CATALOG N UNIT
QUANTITY NO. -DESCRIPTION PRICE AMOUNY

’ * 1
1 . 2214-X Sealing machine 4.65 4.65 |
|
|
) TAX 14 :

To: The Martin Company
2212 3rd Street
Anderson, IN 46011

|
|
. No. 2 3
Ccedit Memo No.: 2 . - .
Invoice No.: 1212
Date: January 14, 1975

Sales Representative: Charlene Madison

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
1 P0212 Art Cabinet 31.95 31.95
-
TAX .96
. TOTAL 32,91
) 120 y;
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JoB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3 TEST

ACTIVITY NO. 2
CREDIT MEMO LIST

No. 3

Td:» John Chadwick .
% - 101 Delco Street, - . . »
- ovid, ID 83260

«
-

" TCredit Memo No.: 3 .
Invoice No.: 1040 ’
Date: January l4, 1975 .

Sales Representative: Sean Kern

\

CATALOG . UNIT .
QUANTITY NO. dICE AMOUNT
1 332-X Rubber Stamp 2.23 2,23
. 1 333-X Stamp Pad .75 . .75
TOTAL 2.98 v
TAX .09

TOTAL 3.07

xxxxxmmumxxmmxxuxxnxxmxxxxnxxxxxxxmmxnmxnmmxmmxxxx

A
No. &
To: James Evans

624 Cherry Lane
Boise, ID 83702 -

} Credit Memo No.: 4, R
Invoice No.: 1141
Date: January 14, 1975

Sales Representative: Eva Selian ¢’
CATALOG ’ UNET
QUANTITY NO. DESCRIPTION PRICE AMOUNT .
. 6 X~345 Slide rules 6.25 37.50
4 G-455 Rubber stamps . 2.23 8.92
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JOB: SALES CLERK v
PERFORMANCE OBJECTIVE NO. 3 TEST
ACTIVITY No. 2

CREDIT MEMO LIST -

No. 5 . \

To: Cash and Carry Company
201 26th Street
Terra Haute, IN 47802 s

“Credit Memo No.: 5
- » Invoice No.: 1080
Date: January 14, 1975

Sales Representative: John Weber

CATALCG : UNIT
QUANTITY NO. DESCRIPTION PRICE AHMOUNT
o ] .
2 pkgs. P0345 Felt markers 1.50 3.00.
TAX + _.0
TOTAL .09
xxx.xxmxnxnxxmxmxm\mmxmnmxmmwxxxxxxxxxxxxxxxmmmm
No. © * . '
To: James Dean
201 Spring Street ) .
Boise, 1D 83702
‘Credit Memo No.: 6 -
Invoice No.: 1122 N
Date: January 14, 1975
Sales Representative: Melvin Evans'
CATALOG : 3 ) UNIT *
QUANTITY NO. ‘ DESCRIPTIGN PRICE AMOUNT _
2 322 Swivel .chairs ' 59.95 119.90
Lg/ 2 323 Swivel stools < 31.20 62.40
. TOTAL 182.30
TAX 5.47
TOTAL N 187.77
, .
122
Q * '
IC _—

d .
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3 Test

/ ACTIVATY NO. 2 Cont'd -
T, CREDIT MEMO LIST.
) PR
No. 7 ’ ; .
To: Robert Ramasey
- 11 Main Street .
Boise, ID 83701 '
4
3 Credit Mern No.: 7 . )
Invoice No.: 1111
Date: January l4, 1975 .
Sales Representative: Verne Schaffner
CATALOG N “UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
1 PX 24 . Desk file 31.95 . 31.95
TAX ! .96
< TOTAL 32.91
WLWWWWWWWWWW
- >
No. 8. i
To: Charles Fibs R
201 Sea Lane
- Mansefield, OH 44903
Credit yemo No.: 8
Invoice No.: 1234
Date: _January 14, 1975 .
) ’ Sales Representative: Martin Lerson
CATALOG UNIT °
QUANTITY NO . DESCRIPTION PRICE AMOUNT
« 2 96234 Attache' cases 18.15 36.30
TAX _49
TOTAL 36,79
123
Q ! . ¥

ERIC .o

Aruitoxt provided by Eic:




H s * . e ( .
JOB: SALES CLERK s
PERFORMANCE OBJECTIVE NO. 3 TEST . # -
ACTIVITY NO. 2 Cont'd ’

[y

CREDIT MEMO LIST

No. 9 N
" To: Diane Riley . ‘
222 Pearl Lane .
* Warren, ID 83671
Credit Memd No.: 9
Inyoice No.: 1090 .
Date; January 14, 1975 . o
8 R ,
Sales Representative: Lee Selji& .
- . . L] .
. . CATALOG UNIT - . :
. QUANTITY NO. DESCRIPTION PRICE - AMOUNT
_ 1 2% Shelf Cabinet’ Unit 57.80:, 57.80 .
Ri { -~ . O -
’ ) . TAX - 1,73 .
TOTAL 59.53 .
. 1

To: S, R. Budd "
88 Maple Drive . . T
Troy, 1D 83871 ;

Credit Memo No.: 10 - - . ’ v,
Invoeice No.,: 1064 j . i
Date: January 14, 1975

Sales Representative: John Carson

1
|
|
\
P . ._
— CATALOG UNIT .
QUANTITY NO. * _ DESCRIPTION -  PRICE AMOUNT
& [3 ~ 1

. 5 T 22416 Address books . 1,50 7.50
' - TAX .23 |

TOTAL 7.73

2 7 /
. . bY

g
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JOB: SALES CLERK

Performance Objective No. &

Given instructor and student-prepared materials, the student will
demonstrate ability to stock shelves according to instructor-
prepared instructions.

Prerequisites -

The student will have satisfactorily completed Performance Objec-
tive No. .3. —

2
. <
’l

Materials and/or Equipment

1

Instructor—-prepared exercises and instructions.

Activities for Performance Objective No. &

1. Complete the exercises under the direction and observation of’
the instructor.

i}

«
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JOB: SALES CLERK

Performance Objective No. 5 '

Given instructor and student-prepared materials, the studen€'w111
. demonstrate ability to wrap and bag different types of merchandise
’ according to instructions contained in the simulation kit.
e

~

Prerequisites

-]

The student will have satisfactorily completed Performance
Objective No. 4.

Materials and/or Equipment

L -

23

The student wiil be responsible for obtaining’%rgpping paper, bags,
and merchandise.

>

Activities for Performance Objective No. 5

1. Using student's materials’ (wrapping paper, bags, and merchan- :
dise), the student will wrap and bag the merchandise quickly .
and efficiently, with the instructor obsérvi , according to
the attached -instructions.




PERFORMANCE OBJECTIVES NO. 5 5
ACTIVITY NO. 1 .

How to Wrap Packages for Parcel Post Shipments

If the shipping carton is strong enough and properly sealed,
it is not necessary to wrap it in paper. The carton may be tied
with strong twine or rope. If the shipping carton has printing on
it or if it is not strong enough, wrap the carton in paper. Heavy
paper of good quality should be used. The tearing of the outexr
paper wrapper can cause the loss of the address or the return
address, rerndering the parcel undeliverable.

WRAPPING MATERTALS s
SISAL TWINE . ‘
\ {ACTUAL SIZE) ’ 2
\ ’ 44, 2 pLy
\\ CKZY 7 3 PLY
\
\ ' INDIA JUTE TWINE

(ACTUAL SIZE
. P o =D
\ secnrrrr 2 N
oo 12
xxrare 3
- AL 4

.




»

PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

HOW TO PAPER WRAP PACKAGES

4 4‘ ; ;
1. Place the carton 2. Wrap 1engthwlse 3. Fold neatly
on heavy paper. (Use tape to hold - at the
@ paper in place) »  corners
@ ) % % '
4. Fold the cornersx. 5. Secure with tape - . Loop st:rong
cord around
end of carton”
De ,//
7. Pull tight and 8. Repeat steps 6 and 9. Knot
- tie knot 7. Loop cord at — .
’ each intersection. - !
Tie knot. {
‘ i
| )
{
o 138 ' ¢
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PERFORMANCE OBJECTIVES NO. 5
ACTIVITY NO. 1 ’

How to Select Packing Mater{&is and Containers

= Select packing materials and containers that will protect the
e goods so that they will atrrive.in good condition.
- -1.  Pre-packaged or boxed goods B

«

Many items, such as small appliancés;*toys, and gift items
are pre-packaged in individual boxes. Each box should be
sealed with gum tape sc it will not open or break apart in

shipping.

e

Outer shipping containers are available for pre-packaged 6r
boxed goods in sizes to hold 6, +12, 72, and 144 indivdidual boxes.
If the shipment does not call for the full ‘number that the-con-
tainer holds, stuff the empty space with newspaper or gther filling

materials to prevent the boxes from moving about in the container.
. . ‘ T

! FILLER MATERIALS

Corrugated form
with shredded

newspaper

Rolled newspaper




.
-

/ \ ’ ‘.
'PERFOMANSF OBJECTIVE NO. 5 ° .
AcTIVITY-NO. 1 . ° } -~ e
2. Loose Item§ .\ LT, . o
Wearing' apparel should be fglded neatly with cardboard or .
i tissue paper inserts to prev&pt wrinkling. Each article
may be further protected by placing it in a paper or plastic
_ bag. . Lo ' -
. FOLDING WEARING APPAREL _ o :

" 1 . . .
k) . . \ r
4
* . - < -
% . .
\

e -
l'ﬁ R ] 3
& 5
N w‘ A J
Close all Place front Fold sides Place tissue . :
buttons. * side down, ‘to the . or cardboard -
Put tissue center over on garment.
| " or -cardbeard the tissue

. in center. or cardboard. .

~ L

Yy, S Fold in half. .




FERFORUANCE OBJECTIVE X0. 5
ACTIVITY NO. 1

Loose i*ers may be protected by wrapping each item i » “row oib.e

t

covering and placing separators between items, co b oot rilter

matericls arouad the goods to protect them.

PACKING LOOSE ITEMS

3. Fragile items

Glass, china and other breakable items snuuld c= wadinaonsald,
protected before being placed in a shipping ccr:aincr  Uepi-
rator forms or specially designed pretective pacliag iy ve)

be used.

\ PACKING FRAGILE ITEMS

141




*\(
PERFORMANCE OBJECTIVE NO. §
ACTIVITY NO. 1
Scored sheet of
corrugated board

Flower container

Glass tape

-

Floral arrangement is taped to
corrugate sheet, then assembly
is slipped into container.

How ‘to Close Packages for Shipping

Materials used to close the packages are adhesive, metal

stitches, wide crown staples, paper sealing tape or reinforced
tape. Where adhesive is used, at least half of the package
should be glued firmly to insu e safe.y of the package in
saipping. Heavy parcels and those of unusual length should

be strengthened with metal bands or reinforced tape around
the middle of the package. .

\

\

y:

—

i Vb , .
\\ | -

Paper\éealiﬂg Reinforced Wide Crown\\\\x
tape tape staples
i !
'\,‘ —~— - -
&

Metal bands Metal stitches
i
‘ 142

152
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JOoB: SALES CLERK

Performance Objective No. 6

Given 5 instrinctar-nrenared case histories concerning human rela-
tiouships, the student will analyze 4 of the case histories with

95 percent accuracy.

Prerequisites

The student will have satisfactorily completed Performance
Objective No. 5.

Yaterials and/or Equipment

Ten instructor-prepared case histories

Activities for Performance Objective No. 6

N

-
1. Analyze the case histories according to instructions.
. 2. Upon satisfactory completior of Project No. 1, ask the instruc-
tor for the Performance Objective XNo. 6 Test.

143

153
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PERFORMANCE OBJECTIVE N0, 6 EXERCISES FOR ACTIVITY NO. 1

Nare

Date

Score

. The man who works at the counter next to yours and who does similar work
is late at least once a w2ek. This tardiness is overlooked since
efficient help is hard to get. He, however, asks yoy to help hin
catch up so he can leave at the end of the day. What should you do?

2. Sormeone is a wiys takiag uo a collection to buy a present for
soreore in the store. You feel that these frequent collections are
an imposition. What should you do?

[

3. Sore of the store evmployees take coffee breaks that last longer than
the fifteen minutes 2ilowed. They usually ask you te stay longer, too.
What should you do?

&, A co-worker stops by your counter at every oppbrtunity to chat.
Your supervisor is »eginning to notice, and you have work to do.
What should you do? «

5. TFellow employees asked you to have lunch with them the first day of
your new job. They talked urkindly about other people in the store.
1f you arc askea to lunch with them again, what should you do?

\ 7 7 144 '

154
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PERFORMANCE OBJECTIVE N0, 6 TEST

Name -

Date

Score

1.

4-

There are 25 people in your department. Even though you have con-
centrated on learning the names, you are still having difficulty
after working with these people for a month. What should you do?

You have been working for a year and are entitled to a week's
vacation with nar. The family plans a vacation in June, and your
vacaticn has been approved for August. Other merbers in your family
cannot change their plans. Waat should you do? )

You have been working for the same company for seveval years, deing
an efficient job and getting along well with the other employees.
You have bzen vassed over for promotion several times. What should
you do?

T

Mary, a member of a minority race, has not been invited by fellow
workers to participate in coffee break discussions. Mary is a shy
serson who hesitates to initiate friendships with her fellow workers.
Wiat should you do?

Tae supervisor is very demanding, impatient, and critiées all the
clerks daily. What should you do?




i
INSTRUCTOR'S COPY

LEARNING PACKET FOR

SALES CLERK JOB ' T




ERIC

Aruitoxt provided by Eic:

~¢

-

21 INDIVIDUAL PROJECT
REVIEYW TEST FOx ARLTHMETIC PROFICIENCY

Kev: before Iuscructioa in Arithmetic for Discributrion

Purnsose: To test studentz on basic arithmeric skils an coaputa-
cion and accueracy; to devernine where each individual must
bhesin Smprovementz: and to increase his compertency in new
uses of urirmmetic. N

J

Pre-vrodecs nrevaguartion: Nonu

Marerizls, ecuipminr, znd supolies: Reproduce che “Review Test"
) shown on the folicwing pages (one copy for each stuuent).

Proceetre: Time f3 2s importzur in this test as accuracy. Have
students begin at the sawe time, and notve each student's
iupsea Ciwe For tne whole rest as he finishes. Every |
tudent should have rinished by the end of the class period.

Time for complericn: Fifty winutes time should be the meximum for
“each studenc. Crezding may be by the instrucror {recommended
methed) or by navipg students exchange papers for class
grading. Xf the latrer method is used, it is suggested that
students be assigned a code number to use on their papers
rather than nomes for identity. Code numbers may be kept in
rhe instructer's grade book for easy reference.

-

Svasuation: Each studenc's grade should be evaluated on the basis
of time ana accuracy. If compuvational skills are evidently
in need of improvement, the student should be counseled into
cskiil-building «rills. If the test shows sufficient computa-
tion skill and zccuracy, the student may begin work’ on the
Szles Clerk Performance Objectives.




<
, BASIC ARITHMETIC REVIEW TEST
Add: 1. $5.14 2. $35.15 ANSWERS
4.79 29.29
2.47 17.50 1.
.89 27.932 -
9.54 2, !
.6.26
3.
3. § 4.31
. . 7.88 4.
12,73 , 4., 3 feet, 6 inches
9.29 4 feet, 8 inches 5.
44.03 3 feet, 2 inches
7.18 9 feet, 7 inches 6.
137.29 i
7.
. 6. 74
5. 10°1bs., 4 oz. 37 8.
8 1bs., 6 oz. 118 -
21 1lbs., 9 oz. 1466 9,
7 1bs., 4 oz. 905 ) .
17 lbs., 7 oz. 3 10,
> 12455
718 11.
9 )
4073 : 12, .
18
- 13.
Subtract:
B 7. $826.37
- 349.89 8. $1,943.17
- 975.67 ’ ‘
9. 57 £t., 11 in. '10. 18 1bs. ¢
-48 ft;, 3 ino bl 7 1bs., 12 0Z.
1)
11. 100% - 63% 12, 17,976,814
~ 377,921
13. 7,734 .
-6,735
A 148 ' o °
. * % * . ‘\
v V‘




d |
- . l ‘
' s
1 s
\ -~
* P
Huiciply: .
14. $37.50 - 15. 27,005 © 414,
x 3.47 x 2,411
15‘
) 16. 18 ‘ 16.
x 18 17. 197
x 68 17.
* - ,\18.
18. 52,435 !
x 005 19. $24.35 19, ‘
x .075
20,
-y
20, 46 pounds Yl 21,
x 14 !
22.:
> . N P
Divide: © B 23, -
_ 21. 357 + 18 . 22, 18+ 3.2 2.
23, 1,443 + 17 24, $386.15 + $27.84 - 25, ,
25. 355.891 + 46,721 26. 4 feet, 9 inches + 3 in. 26.
N - 27.
- ADD: ¢
' 28,
27. 1/2 +1]3 +1/6 28, 2/3 + 3/4 + 8/9 .
. 29, .
29, 31/2 +12 1/4 30. 4 9/16 + 12 3/4 .
) 30.
31, 15/21 + 6/21 +42/21
31.
Subtract: T 32,
32, 13/4-7/8 33, 1/2 - 1/4 33, ’
’ 3. 51/6 -4 1/2 ‘ 3, ) -
- 2
~ \
149 .
| - 159
‘ .
|




£
\
~Multiply: -
s 35. 4 1/2 x $1.35 36. 7 1/3 x 84 5/8 35. s
36.
37. 1/2 x 1/4
37.
‘Divide: 38.
38. 2 7/8 + 5/8 39. 1/2 + 1/4 . 39,
: 40. ]
40. $385.25 + 7 2/3
41.
x Give the decimal equivalents for the following: 42.
6. 12 42. 3/4 ) Sy
43. 2 2/3 44, 1/3 44,
45. 67% . 46.- 375 1/4 . ' 45. _
47. 34 of 1% - B . 46, | '
’ 47. )
\ Give the fractional equivalent of the following: .8
48. 3.67 49, 50.50 . 49. . ° _
'<50. 49.75 ’ 51. 23% 50. '
52. 17 2/3% - 53. .6531 ~ s, ‘
) 54, 7.22593 55. 8.1 - - 52, )
) 53. >
4.
55.
o
) |
&
150

160 o0




Perform the following extensions:

56. 15 each @ $3.78 per. dozen ' 56.' . 4
57. 9 cans @ 2 for 25 cents " 57.
5§. 27 1/4 dozen @ §2.89 each | $s.
59. 3 yards, 2 feet, 9 inches @ $.29 per foot 59.
60. 1 3/4 pounds @ 9 cents per ounce ., 60.

, ' ; 151




INSTRUCTOR 'S ANSWER KEY
$13.29 ? 21, 19.833 41. .5
2. §125.67 22. 5.625 B 42. .15
3. $223.31 23. 84.88 43. 2.67
“ 4. 20 feet, 11 inches .  24. $13.87 44. .333
5. 64 pounds, 16 ounces‘ 25. 1.6 . 45. .67
6. 19,876 26. 19 in. (or 1 £t., 7 dnc.)”  46.° 375.25
7. $476.48 7. 1- 47. .0C75
s 596750 28. 2 11736 48. 3 674100
9. 9 fc., 8 in. 29, 15 3/4 e 49. 50 5/10
10. 10 1bs., & oz. 30. 17 S/16 50, 49 75/100
1. 377 31. 3 | 51. 23/100
12. 17,598,893 32. 7/8 52. 1767/16,090
13. 999 33. 1/4 : "53. 6531/10,000
14. $130.13 3%. 2/3 1 54. 7 22,593/100,000
15.° 65,109,055 35. $6.08 55. 8 1/10-
16. 324 36. 620 7/12 56. $4.73
17. 13,396 37. L4 57. §1.13
18. $12.18 - 3 4 3/5 58. §945.03
19. $1.83 39. 2 59. \s\&{u |
20. 644 pounds, 40.  $50.24 60. $2.52 ,
152

1.
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JOB:  'SALES CLER

GOAL: The

3

I3

student will be able to obtain, succeed, and advance

in a Sales Clerk's position.

TASKS::

1.
2.
3.
4,
5.
6

PERFORMANCE

1.01
2,01
3.01
4.01

5.01

6.01

Prepares cash and credit ssles tickets.

Receives payment for merchandise and makes change,
Prepares credit memo forms,

Stocks shelves." ;

Wraps and bags merchandise.

Demonstrates positive attitudes toward co-workers
and customers.

OBJECTIVES AND CRITERION -REFERENCED MEASURES 3

Given 10 sales tickets c¢f varied length, the student
will be able to complete cash or credit sales tickets
in 30 ninutes with 97 pzrcent accuracy.

Given 20 sales transactions, 'the student will make
change in 15 minutes with 95 percent accuracy when
given amcunts greater than the sales tickets.

Given 10 credit memo forms covering different types of
merchandise, the student will be able to complete the
forms with 95 percent accuracy. )

Given instructor~ and student~prepared materials, the °
'student will demonstrate ability to stock shelveg
éccording to instructor-prepared instrictions,

Given a simuldtion kit with wrapping paper, bags, and
merchandise, the student wilj, demonstrate ability to .
wrap and bag different types of merchandise according
to instructions contained in the simulation Ikit.

Given 5 instructor-prepared case histories concerning
human relations, the student will analyze 4 of- the
case Historieshwith 95 percent_?ccuracy.

.
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JOB: SALES CLERK

Performance Objective No. 1

Given 12 sales tickets, the student will be able to complete cash or'
charge sales tickets in 30 minutes with 97 Percent accuracy.

Prerequisites

The student must score 85 percent on a basic arithmetic review test
(enclosed). If the student does not score 85 percent, he should be

iven a review in .basic arithmetic, using Steck~Vaughn's Korking
with Numbers series or comparable materials prepared or chosen by
the instructor. Upon completion of the basic arithmetic review,
the student should be retested.

5 > T ——
taterials and/or Equipment

Sales list, sales sliés, ana price catalog (instructor-prepared or
available in South-Western Clerical Record Keeping kit).

Activities for Periormance Objective No. 1

1. During the previous weelk, the sales listed on the enclosed sheet
were made. Prepare the 40 customer sales slips according to
instructions given belorr:

A.+ Write carefully, neatly, and clearly. i <

B. Write your name on the line after the word "Agent."

C. Fill in the lines fdr date, customer, and Street,

D. Use a separate line for each purchased item

E. Use price catalog to determine Price of eacH iten.

F. Add the prices of all purchased items ond write the total
on the line with the word "Total."

G+ Determine the sales tax on this total and write the amount
on the line with the word "Total."

E. Add the total and the sales tax and write the amount on the
line with the words "Piéfchis Amount." .

I. Circle "cash" or "charge" according to type of sale.

J. Number each sales slip to correspord to customer list.

R



JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1 o
PRICE LIST

- Catalog No. Price
After Shavl:' Lotion ‘ 74 $1.89
Bath Brush 38 / 2.69 g
Bath Mist | 75 : 2.29
Bath 0il | ' 76 - 2.10 :
Bath Powder " 72 2.10
Bath Refresher ’! 78 2.09
Bathtub Brhsh 31 1.89
Body I.otioin ) . 56 1.29 |
Bowl Brusd . 37 ) 1.89 ‘ :
B'owl Cleaner [ 42 .75
Bristle Comb } " 62 3.05
Bubble Bath { 73 1.10
Cleansing Cream l 59 1 2.48
Cologne \ 264 : 1.98 ‘
Comb Set . \ 65 2.39 '
Compact \ 216 3.00 =«
Cream Sachet ‘ \ 270 . 1.49
Deodorané \ 70 U‘ - 1.09
Decdorizer \‘\ 20 ’ 2.00 .
Dry Mop ‘ 122 . - 3.65
Dust Glove \ 515 1.15
Duster Spray) ‘\“ 5ii 1.95
Dusting Powd%r \ 83 - 2.69
Fiber Broom \ 119 2.89
Foot Spray \ 30 7 ’ 1.98




AN

JOB:\ SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

A

= PRICE LIST

.

Catalog Ng. Price

Furniture Polish 25 $1.79

Furniture Wax ) 24 1.79 )

Glass Cleaner 165 ) 1.19
" Grease Chaser 148 1.60

Hair Rinse ' 272 1,30

Hair Sprey ' " 276 1.80

Hairbrush 32 3.09 ’
Hand Brush ) . 3§{ .49 ’

Hand Cream 50 3 2.09 ‘
Hand Lotion 52 - 1.30 \

Insect Killer 716 : 2.19 ‘
Ironing Board Cover ) 96 2.89

Light Mirror T 418 : 9.88 ‘
Lipstick 34 < 498

Moth Proofer 153 2.35 I

Nail Polish - , 53 1.10
Perfume 268 4,50 3
Pet Shampoo 609" R 1.19 '

Room Spray ] 22 , 1.75 |
Rug Shampoo Set 840 11.50 1
Shampoo ‘ 71 . 1.98

Shave Cream 79 1,10
Silver Polish - : 87 ‘ 99
Sponge Mop : 112 4.%5

157

167




JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST
Catalog No. Price
Spot Remover ’ ) 12 $ 1.69
Stand Mirror . 415 10.30
Steel Sponges 141 1.98
Suntan Lotion ' gt 58 1.95

re

158




JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

1

CUSTQMER LIST , .
May 5 - g

1. Mrs. Nathan Smiley . ] 7. Mrs. Samuel Targel

432 Edson Place 201 Ueclid Avenue

1 Comb Set "1 Sponge Mop

1 Hand Lotion . 1 Fiber Broom

1 Bath 0il 1 Bowl Brush .
CASH 1 Bathtub Brush

CASH

2. Mrs. James Courson 5
403 Edson Place 8. Mrs. James Clorak

225 gelid Avenue
1 Bowl Brush

1 Bathtub Brush 1 After Shave Lotion

T Bowl Cleaner 1 Deordorant
CASH 1 Shave Cream
‘ 1 Bubble Bath'
3. Mrs. Monroe Kammer CASH

386 Edson Place
9. Mrs. Norbert Angell

1 Bath Brush 240 Uclid Avenue .

1 Bristle Comb

1 Foot Spray 1 Hand Brush
CHARGE 2 Bristle Combs

' 2 Deodorants *
4, Mrs. Gordon Winters * CHARGE

218 Lions Avenue '

) 10. Mrs. David MacGruder -
- 1 Dusting Powder 301 Uclid Avenue : .
CASH
1 Lipstick

5. Mrs. Ronald Rators 1 Deodorant

224 Lions Avenue CASH : /

1 Spot Remover 1l. Mrs. Benjamin Oiley

1 Ironing Board Cover 40 Cross Avenue

1 Silver Polish

1 Deordorant \ 1 Suntan Lotion
CHARGE 1 Hand Cream Poe

1 Compact

6. Mrs. Joseph Rule CASH . -

306 Lions Avenue
12. Mrs. Michael Grant
1 Dath Refresher . 63 Cross Avemie
1l Furniture Wax - '
CASH . 1 Silver Polish
i 1 Bath 0i1 ° .
1 Suntan Lotion '
1 Hand Cream  § S
CHARGE

"159 v

. 169




JOB: SALES CLERK
PERFORMANCE OBJECTLVE NO. 1
ACTIVITY NO. 1

CUSTOMEK LIST

May. 6

13. Mrs. William Petal
85 Cross Avenue

1 Comb Set

1 Dry Mop

1 Foot Spray
CASH

14. Mrs. Robert March
99 Cross Avenue

1 Insect Killer
1l Glass Cleaner
CASH .

15. Mrs. James Storey
130 Cross Avenue

1 Pet Shampoo
1 Room Spray

CASH

16. Mrs. Lloyd Marshall
485 Clinton Avenue [

1 Hairbrush .
1 Comb Set

CHARGE

17. Mrs. Morris Mentor
506 Clinton Avenue
. 1 Stand Mirror
.1 Bath Brush

CHARGE -

18." Mrs. James Johnson
222 Yale Avenue

a 1 Furniture Wax *
CASH »
6 .

13. Mrs. Layion Suields
592 Clinton Avenue °’

1 Hair Spray -

1 Hair Rinse

1 Silver Polish
CHARGE 160

o ' 179

.

20. Mrs. Gene Sheridan -
290 Yale Avenue ’

1 Bowl Brush 4
1 Bowl Cleaner

cau .

21. Mrs. David Needle v
296 Yale Avenue
1 Ironing Board Cover
.1 Furniture Wax .
CHARGE

22. Mrs. Saul Maybaum
- 356 Yale Avenue

1 Compact .
CASH ' .
23. Mrs. Rcobert Scherer . A
219 State Street
1 Bath 0il ‘
1 Comb Set
1 Hand Lotion
1 Compact - .
CHARGE - '
24. Mrs. Arthur Morley
227 State Street .. *

1 Bath Mist

1 Bath Brush

1 Bath 0il -

CHARGE ’

25, Mrs. Richard Kestner,
235 State Street

1 Deodorizer
1 Steel Sponge
1 Cream Sachet
CHARGE .

-

26, Mrs. Jervis Smith
240 State Street

1 Grease Chasgr
CASH .




JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY XNO. 1

£

CUSTOMER LIST

May 7
27. Mrs. Morton Catler .
252 State Street .
1 Cologne . )
1 Perfume , . -
CASH - .
28. Mrs. Joseph Lang
19 Main Street
1 Stand Mirror
CASH )
29. Mrs. Henry Rand i
48 Main Sttedt ’
. R
.1 Deodorizer,
1 Furniture Wax *
1 Hand Brush
CHARGE =
. . f) ,
30. Mrs. Jerome Jay
86 Msain Street
" 1 After Shave Lotion
1 Shave Qream
CASH :
31. Mrs. Alfred Stoner
112 Main Street
1 Stand Mirror
CASH . Ay
32. Mrs. Milton Langton
88 New Street
1 Sponge Mop
1 Fiber Broom
CASH
33. Mrs. Franklyn Meadows
# 101 New Street
1 Bristle-Comb *
CASH
1 3
161

T 171

34. Mrs. Steven Longman
109 New Street

1 Dry Mop -
1 Dust Glove '
CASH .
35. * Mrs. Louis Lassiter
176 New Street

1 Hand Brush
1 Hairbrush .
CASH

1
36. Mrs. Al Steeley
. 183 New Strget

1 Fuiniture Polish .
CASH ’

X :
37. Mrs. James Coltar -y

126 New Street

1 Deodorizer
1 Cream Sachet
CHARGE

38. Mrs. David Dunzan
427 Long Avenue
1 Fiber Broom
CASH

39. Mrs. Lewis Griffin
472 Long Avenue

1 Shamboo .
1 Hand Cream Ae
CHARGE

40. Mrs. L. Wister
125 Rose Street

1 Compact
1 Lipstick
1 Bath Powder

_CHARGE
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PERFORMANCE. OBJECTIVE NO. 1

ACTIVITY NO. 1 KEY

Name

L]

1
HOME PRODL('!S Co.

Wfl_anu.

2
HOME PRODUCTS CO.

M«u%ﬂ&ﬁt@.. —_—
Z

49;.,&; Date Ixd
Customer /121.1 W Custorxr, 7> _fau.‘@L_
- hee LI2 /'/'2""" strect 423 Fdser’ */Zt et
Quanuty  No ! Description Pnce Quantity | No Description Pnce
Vs (’ de LT | 23 ! |37\ Morts Bn skl /120
' ___[_ L ‘ y/ I 4n' / ._?b / 3/ tﬁs,{:—/;inlj / f’q
o 7L L (2 Belto /4% (’,&,mo 75
, . !
— ; ' -
1 . Toul 179 ;@ Total ﬁ4 X
CHARGE .
I CHARGE Safes Tax _‘__?._z'i [ Sakes Tax » s
t_ Pay ths Am't JA 128 Pay this Am’t # 74
) | L -
HOME PRODUCTS (0. ? HOME PRODUCGTS CO. -
Apent //{L-’YL&/ e e ] Agent Wﬁ{{—-
L@‘ _.:?; /7..29: D.\(c?
: Cus(omer%#’. lrs o n s 4 Customer.
Street .si‘ .‘. ﬁl___ Strect _.&_/ ‘r -/
¥t e — - n ¥
Quantity N Description Pnce ] 1 Quantity ; No. ] Desctiption * Price
; _/,.... 3'.6’.,15‘.&&{&/{4&«4/ Z 5? {_/_LZLW 249
41& 4_(4&[) 3 0.5
A JQ_M#:B‘—« /94
°
! N
i
Total ’ 7 @ Total ; & éz_
HARGE ™ Sales Tax 139 .| CHARGE Sales Tax ! /3
T
Pay this Am*t L Pay this Am't 21824
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e St . < s . i e

PERFURMANCE OBJECTIVE
ACTIVITY NO. 1,

NOL 1

Name

S

HOME PRODL TS (O,

A
6
HOME PRODUCTS CO. ﬁl

Agent ﬁlnc./ '“‘ < P Agent %X&_ﬁé{. _’
mu?/gau 5 1975 nmﬁ 5 /szu
i -
(‘us(on\c@.’ f{,l]!.d. £ A Ka 2“_'- <, 4 ‘ (‘uuomer%é
| St (L ~§- P.Zfﬂl«u g"f ?‘k‘ e 'imcl-ao ._@cimu
‘ I Quannty No {rexcription Price Lﬂ"m’ No Desctiption
VI /L;/.izgm«.a:ab’ Litgl |\ 4~ 15 \BtA o _20;;
i ...J_ /.;.i 4‘1'{2 2' f‘; ¥ / ‘Za‘/“ ﬁl—é'&ni/;;«; /;g;[ 2179
VENRY.¢/4 i@—tz&a{/ ke T T .
/7] 22{1:.&11{(‘ [ /.f.’z;— L ]
e -~ 1 -
IR . I | .
cASH roit VA4 '@ Total L F I8
CHARGE®, ' ; CHARGE
S Sales Tax t_ - Af;i.i g Sales Tax /9
——— . Patherw b éSZZ Pay this Am't . o
—— . |
7 —} : 8
! HOMF mmul TS O, i HOME PRODUCTS CO.
Agent /Qﬂfru/ . .o-e_/ e ] Azent .. 726" Jo“/*t’-/
nmz':a/,.f'/y 757 n.uegl < -4;/?2.‘":
Cutamer 77042 ‘./dmel.&{’/ 924 Cu. (omr%&_,. __M‘_—LﬁL
__Street f(,! 0 Z/ Ljix£~ ﬁg fztﬂ.L/_. Sxml.&ér Z/ a[z_‘[/ a/(m e
Quantity , No ‘I Deseniption Proce | Quantity ' No Description Pnce
ftﬂq Z?' l._.ﬁzzf A7/ /g9
' 4
L ’/7 ek K gk 2489 [_{70 /109
/. ?Yiz’lnﬁh-ﬁdswﬁ._,_(_ £ /i 'Zfi\/x_.dﬁq_éam, Lilo
/131 R L1£9 al sl L lioABTHRY /100
B i 1\ ) . f
=1 N T 1
i i
(CAsH)  ~ Toul [0192 1-; Toul L SV/E
| CHARGE Sales Tax ‘, [ 525 ARG Sales Tax ! 24},
L ___ PaythsAmy | /1 #7 Pay this Am't 5'14(9‘

‘ 163




PERFORMANCE OBJECTIVE NO. 1
ACTLVITY N0, 1

KEY

Name

* 9
HOME PRODLU (TS €O,

Agent Y1 2734 Z’

C uslomerﬁ 771%..5-‘-' ‘i-t:

A ."_,.LQ_Z—

_ Street ¢ 29(0 l&éé-%w -

'T

10
"HOME PRODUCTS CO.
J/

Agent %ﬂu_é&‘
' pue 2y, 5, 975

Customrmﬁﬁli’ mg&_. _/14:.‘.‘_&_/‘_/_
Street 2 Sod jm"{[«—:z[J d/y‘f et -

- e - m——

J

Quantty '.\‘n 'Dcscnpn n . Pnce Quantity | No Deséniption Price
39 \and. Bacad £9 [ o434 ZZ%M%%; Y
2. ~_,/_-j§=£&{4 2l Lovnted  3Blost / 70 oot ani Vi

2 70 Mol || s09) : §

- - 7

| cAsH Total 4 63 ASH Total 2 07

(§H.ARGE ) i GE i

Sales Tax B Z3 Sales Tax [0
§
__ PavilsAmn 4§ gé. Pay this Am't 21/7

% ‘ 1 12

HOME PROQPUCTS €O, HOME PRODUCTS LO.
: Wi

! ent _Q{l - ‘[i‘e-ﬂ SO aem‘_;@ﬂ.ﬁ €, -

' y

. Pate ?7211/(‘ S, 1975 nm
Cu lom:r% e {4 < 12/&11114;1: /%(_.- C us(omcf&&.ﬂ“"w M
smex.ﬁé’. RO e e Y22 AN Street 35 gu««-v W

Quantlty | No Description Prce Quantty | No.- Description < Prce

| - ’ ,

P L 58 zﬁ,ﬂzﬁyogz}n. _11g=] [_187 J,&mzﬁff-ufu& 29
1 V50 \ Mand. Corame] _2109) | (76 Batt CC 2l/0
[ il ['WLZ— J leo AR X un'Z'Ezn/a?_?/i"mJ / &

—- -] [ |50 (Hnd Coeams | 2109

) .
1 Total 7 04‘ CASI ) ‘Tolal N 71/3
CHARGE “Sales Tax {35' (CHARGE) SalesTax Llé
1 Pay this Am't 7 179 Pay this Am't 7 4-9

164
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- PERFORMANCE OBJF.CTI\’E'-: NO, 1

ACTIVITY NO, 1 \

. b : Name —
1] » a :

» 13
VIOME PROUL\(“N co.

, | couni?ss Watdiam. . Fotal |

14
HOME PRODUCTS CO.

Agent %&mé_&ﬁ —_—

Date

CuslomerM :i&"—-t

,/1/

WLNEN

[N ‘ Y ﬁl!-.c' g” ( ‘- L S | )ZZIQ‘{‘#_‘:_‘Z,/.__ S(rr:( ‘\?_?_ ()2 M—« %e Z
" Qwr.my No Description’ Prce Quantity | No. l’)escnphon\ Prce
; y - ;,.-Z :’._ i ﬂﬂ../_..*r/t 2139 - / 7/4 g g_!_l»(‘-tj/l'[éi i~ /'0
- y ___[ I_.:.._~ aé 1) the 2 - =3 151 V4 /é-‘rQ&/dA_J/ (thrare VAVE-]
] &.?Idzt__c{ f' [.192% ’
- |8 - |
: [] » ' ‘ I
' i RO S
e X n "T‘ i
t
c— e e e e ! .
. a ' ¢ ° L .
. ! (easid " Fotal 02, CasH Total Z|35
I‘ CHARGE ! | CHARGE .
Sales Tax . &0 Sales Tax 17
! - :Pn ftus Am't ) ﬁ l’#3 P2y this Am't 315747
P H e -~ -‘“—'\
/s . ! -
f « 15 . i 16
HOME PRODUCTS €O, ; l HOME PRODl'(‘T‘? CO., ‘
Agent ﬂ_r.cf J{e, Agent %a“/nc/ '”
T Dul‘.?;Za_f[ /9. Z_’_ Dale?? ‘47'[% 5
. Curtomer /7L ﬁﬂ YL 2 %l}__ Cuuonxr%
- R Street _/>3 ;L..é:m A N swea 25 5 L
a {_Quantity ! £ ! * _Desinption / Pace ¢ Quantity | No. D:;;;(|:n ] o Price
- ¥ . L3
L .M_ﬁ&:{éwfi‘ Llig] /_13z, jﬁujvmu{ 21 3log
4 2
S S, ¥ f_{mh,s%uu L17.41 [BRVA N Jerzf" 2,39
¢ " LA
- -5 ’ ! /1 ! i
o r— + T T
l U ‘e
3 |
; P , ‘
L_ e f Py
} J T
| Cas> Totit § 204 - msi Total 5|44
| CHARGE Sales Tax 1z (CRARGE) Sales Tax 27
. ’ & B .
‘ l Pay this Am't 1 3 logl ¢ Pay this Am't 5175
! /" 165 ,
\ &' l . ~
\) { Py % 1 7 L)
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PERPORMANCE OBJECTIVE NO. 1
ACTIVITY NO. )

KEY

Name

17
HOME PRODL CTS CO,

18
HOME PRODUCTS CO.

Agent %a:u/_roj ¢l

{ u tomer / (A.Jz gz)@‘ ‘ZZ._/
1_LZE’JJ_QIJ:¢1&°."¢_<__
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JOB: SALES CLERK B
PERFORMANCE OBJECTIVE NO. 1 ' - -

%N

ACTIVITY NO. 2

"INSTRUCTIONS:
enclosed sheet were made.

TEST y N

During the previous week the sales listed on the
Using the enclosed pr1ce catalog, custo-

mér list, and sales slips, gfepare the 12 sale$ slips according to
the following instructions: o

. Al
‘ B.
c.
b.
E.
F.

G.
H.

1.
J.

s
Write carefull$ neatly, and clearly.

Write your name on the line after the word "Agent.
Fill in the lines f{or date, customer, and street.

Use a separate line for each purchased item.

Use the price catalog to determine price of each item.
Add the prices of all purchased 1temé and wrlte the tofunl
on the line with the word "Total." * 2
Determine the sales tax on this total and write the amount
on the "Sales Tax" line (sales tax is 5% of Total). .

Add the total and the sales tax and* ‘write the amount on the

.line with the words "Pay this Amount."

Circle "Cash" or "Charge" according to the type of sale.
Number each sales slip to correspond to customer list.




' * ) ‘ 1

JOB: SALES CLERK
PEKFORMANCE OBJECTIVE 40, 1 TEST
ACTIVITY M, 2

183

=~ PRICE LIST

Catalog No, Price

After Shave Lotion ’ 74 $1.89
Bath Brush - 38 2.69
Bath Mist 75 2.29
_aeb 0l o 76 2.10
n’:'ztn Powder . ’ \ 72 2,10
Bath Refresher : ! 78 ¥ 2.09
Bathtub Brush . ! 31 1.89
Body Lotion ' 56 1.29
i Bowl Br'ush e 37 1.89
Bowl Cleaner ’ 42 .75
Bristle Comb ) 62 3.05
Subble Bath , 73 1.10
Cleznsing: Cream 59 2.48
Cologne 264 1.98
Conb Set” . 65 2.39
_Compact . R 1 i 216 3.!00
Crean Sachet 270 1}49
Deodorant - 70 1.09
Deodorizer - 20 2.00
Dry Mop N V 122 3.65
l‘):;t Glove { " 515 1.15
Yuster Spray - 511 1.95
Dusting Powder ' 83 2.69
Fiber Broom ' 119 2.89
Foot Spray : . 80 1.98

173




JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST

ACTIVITY No. 2

-
PRICE LIST

¢ éatalog No. Price

Furniture foli;h 25 $1.79
Furniture Wax 24 1.79
Glass Cleaner 165 1.19
;;;;se Chaser * 148 1.60
Hair Rinse 272 1.30
Hair Spray 276 1.80
Haifbrush 32 3.09
_Hand Brush 39 49
Hand Cream 50 2.09
Hand Lotion \ 52 1.30
Insect Killer 716 2.19
Ironing Board Cover 96 2.89
Light Mirror 418 -9.88
iipstick 34 .98
Moth Proofer 153 2.35
Nail Polish 53- 1.10
Perfume '268 4.50
Pet Shampoo 609 1.19
Room Spray 22 1.75
Rug Shampoo Set 840 - 11.50
Shampoo 71 1.98
Shave Cream 79 1.10
gz.ver Polish ’ 87 .99
Sponge Mop . 12 "~ 4.25

174

184
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JOB: SALES CLERK )
PERFORMANCE OBJECTIVE NO. 1 TEST .
I;TIVITX NO. 2

PRICE LIST‘

7

Catalog No.

Price

Spot Remover 12 $1.69

. Stand Mirror 415 ‘ 10.30

Steel Sponges

141 -1.98

Suntan Lotion
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JOB: ’ SALES CLERK
PERFORMANCE OBJECTIVE NO. } TEST
ACTIVITY NO. 2 -

. . June 1
a

1. Mrs. Fred Marford
246 Broat Street

1 Comb set
CASH

2. Mrs. Morris Morberg
505 Robin Place

1 Bubble Bath
1 Bath Powdet”
CHARGE

3. Mrs. Harry Roth
0745 Robin Place .

1 Pet Shampoo
CASH

4, Mrs. Dale Warden
14 Hill Street

1 Bowl Brush,
. ] Bowl Cleaner

1 Deodorant
CHARGE
i

5. Mrs. Cedric Kaufman
406 Helen Avenue

1 Furniture Wax
1 Room Spray :
1 Grease Chasen

CHARSE

6. Mrs. James Blair
348 Broad Street

1 Lip¥tick . -
1 Deodorant:
CASH -2

176

CUSTOMER LIST

7. Mrs. Frank Mayer

28 Hill Street

1 Bristle Comb

1 Hairbrush

1 Hand Cream
CHARGE

8." Mrs. Donald Deemers
176 Court Street

1 Shampoo
1 Hand Cream
CAsy -

9, Mrs. Otto Reichman
" 148 Court Street

2 Hairbrushes
1 Hand Cream
CASH

10. Mrs. Paul Hampton
515 James Street

1 Sponge Mop

1 Fiber Broom

1 Deodorizer
CHARGE

11. Yrs. John Whitman
212 Berry Avenue

1 Silver Polish
CASH

12, Mrs. Walter Allen
476 Second Street

1 Stand Mirror .
CASH '

-

14
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7 " JoB: SALES CLERK ‘
; , : \
‘ Performance Objective No. 2 {
/ | :
- Given 20 sales transactions, the student will make change in 15
minutes with 95 percent accuracy when given &mounts greater than .
the sales tickets. ’ ‘
Prerequisite "_ CoL ok
. 1 ’ N . ~
. The student will have satisfactorily completed gerformance /
Objective Yo. 1. '
Materiars and/or Equipment ) .
: - ‘, N L
A money tray, play money, and 25 monetary éxercises (exercises may
be instructor-prepared or taken from South-Western Clerical Record ,
Keeping kit). : . o
»
Activities for Performance Objective No. 2 ' . J
7 N - /
. . ‘ . e . /
g 3 1. Determine the amount of coins ahd bills required to compiet
., each sales transaction on; Exergises No. 1 and No. 2. List i
under the appropriate headings the number of coins and bills
N required to complete the transaction (use as large a denomina-
tion of coins and bills as possible).
2. Upon satisfactory completion of the exercises, ask the instruc-
tor for the Performance Qbjective No. 2 Test. ,
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" of change to be returned for each of the following transactions.
j L | ‘
; , AMOUNT T ANOTNT - ’l
' "OF sALE | TivpERED . !
b ; T . ” Y
! ; -1 .oz 7,05 .10 | 25} .50 [l 1,00 |[5.00 1
. t o 1 '
e b : ’ : '
{ !
. i \ N '
L4 8273 0 §5.00 o2 1 TN 2
o + 1 g |
2. 5.7 s?_.so 3 P 1. ! /
- ¥ . A
L3 3129 . sis.00 1 f 2 3 ©,
k , L g * ¥ ¢’
CGose spon o f gt | 1 » |
f‘ ! ' i . 7:
LS. .39 $10700 1 - 1 : D1, i 1
Y Y ‘ v
PN, § .21 s fLs0 R * 1
(7. $7.57-0 0 sifro0 Y 3 "1 1 1 s 2
; f - 3
8. 3302 2 5 §.00 3, l ) 2 1 1 ’
. ¥ Sy v i
[ =9 32.76 ' $10.00 - b 2 i 2 1
% T ! NI [ ! !
10. 5157 | .00 3 1 My ] ‘9| 3
L x
) P
Worth: lh‘points
[Tl
I . ¥
. ’ , Score: :
b . f | .
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A ] 1 9 1 '
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JUB: SALES CLERK
PERFORMANCE OBJECTIVE KO, 2
ACTIVITY N0, 1 .

INSTRUCTOR'S KEY

EXERCISE NO, 2 !

LEARNING TO MAKE CHANGE
Malang change is an integral part of the Sales Clerk's job:
this responsibility with accuracy and skill,

acquaint you with the procedures for making change correctly,

INSTRUCTIONS: ,Using the least number of coins and bills, indicate

»

You must perform
The- exercises that follow will

’

¥
Lthe amount
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JOB:, SALES CLERK
PERFORMANCE OBJECTIVE NO, 2 N 1

ACTIVITY NO, 1 .

INSTRUCTOR'S KEY .
E‘SXBRCISE NO, 1 -

LEARNING TO MAXE CHANGE :

¥aking change is an integral part)of the Safés Clerk's job, You must perform

this responsibility with accuracy\and skill, The exercigdes that follow will . .
acquainr you with the procedures for making change correctly, !
NSTRUCTIONS: Using the least number of coins and bills, indicate the amount
' of change to be returned for each of the following transactions.
vl )
L1 . .
T ’;,'J'(
LI CTI ‘ AMOUNT : }
| OF SAKE TENDERED DENOMINATIONS
H ~ , |
l ' .01 .05 .10 .25 .50 { | 1.00 5,00
‘ , R s /l ,
[1. $2.73 | $5.00 2 1 [ 2
i =
o sy s s 3 1 ] 1 / !
t . T
3. $1.29 #; $10.,00 1 2 L 3 1
! 1
4. $.8L . 31,01 . = 2 *
'5. s .39 $20.00 T L1 11 4 3
e - = O
1o § .26 $ 5,01 i 1 1 4
7. s1s1 | sfeoo (i3 1, 1) 1 2 "
: ' : /;
‘8. $3.05 r $5.00 2 i 1 1
- — N ~//
29. $2.76 ;% $10.0U * 4 2 2 1 ® .
10. $1.59 , © $20,00 . 1 1 1 1 : 3 3
z * ‘
Worth: 10 Points, ,
* ~ ' |
' ) . i ' Score: :
H < ' -~
Grade: / .
i
[ &3
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Jop:  SALES CLERK
| }'ERF&)N‘L’&:&C? OBJECTIVE Mo, 2
ACTIVITY &0, J i
- %
. INSTRUCTOR'S KEY
MAKING CHANGE TEST LR
Listed pelow are muking change exercises. The amount”of sale and amount of
money tendered ¢s tendered. Please indicate the amount of change to be re-
. turned for ecach”of the following transactions by using the least anw.ber of
coins and bills, ’ -
CoAMOUNT T AMOUNT . . j '
___OF SALF__ | TENDERED , DENOMINATIONS
' 3 . N
| - .01 .05 .10 .25 .50 | 1.00 ! 5.00
: . { J -
oo ‘ ’ !
- ’ .t . 1
1 ssa2 b s12.00 3 1 i1 1
‘ - —
2, N4,8% $35.00 | 2 1 i 6
M , 1 .
3. 35,01, 510.00 4 2 1 1 o4
- i N 1
4, 35,09 0 7 §40.50 bl Pl 1 1 l b 1 6
| 1 t i
3.0 93,72 $10.00 : 3 1 1 1
. 6., 36,41 . $15.50 i 4 9 1 ; 4 1
» +
~ t
. 7. 56,40 $10.00 i 1 1 3 )
] =
i 8. s4.27 520.00 i 3 2 1 3
L9, sa.86| "5 5.0 i ' 1 }
10. 59,25 | 320,00 Yl 1 1 2
b1} :
Worth: 10 Points
. Score: . :

" Grade:  _ - T T
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JOB: SALES CLERK - .
PERFORMANCE OBJECTIVE NO. 2 ~
ACTIVITY NO. 2 :

ERIC

Aruitoxt provided by Eic:

- '.
- MAKING CHANGE TEST Con'd . *
) .
) L'
—
T AMOUNT ] ANOUNT ) T
OF SALE |  TENDERED - DENOMINATIONS !
! . . . . ®
} 01} .05 .10 .25 .50 |.1.00 | 5.00
4 f . . R
I 1. se.06 | s10.00 b 1 1 1 1 1
t T
2. $4.63 1 L5 5.00 2 1 1
[ t N
. 3. S4u6 | $5.50 4 1
4, $9.25 © $20.00 ; 1 1 "2
5. $4.06 $10.00 & 1 1 1 L] 1 1°
b, 54.63 $ 5.00 2 1 1
b .
. 7. 85,72 , 512,00 ©3 1 1 1 ,
., .
. 8. 6.8 | $35%0 2 1 6
I
i 9. $5.01 |  $10.00 4 2 1 1 .4
10. $5.69 | 340.00 ‘1 1 1 4 6
*
Worth: 10 Points
Score:
5
1 9 -L Grade:
w2
7 T - o - ——— -
184
-
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. PERFORMANCE OBJECTIVE NO. 2 -
ACTIVITY NO. 2 '

-

y be used for oral testing of the
ge 1if the student does not satisfac-
1 and No. 2 of Performance Objective

NOTE: Attached sales tickets ma
student's ability to make chan
torily complete Exercises No.
No. 2.

- >
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JOB: SALES CLERK

Perforgance Objective No. 3 .

accuracy.

Given 10 credit memo forms covering different types of merchandise,
the student will be able to complete the forms with 95 percent

» 0

Prerequisites . . .

The student will have satisfactorily completed Performance

Objective No. 2. 5
4

P

daterlals and/or E _gpipment

-
”

Ten credit memo fprms (instructor-prepared) .

Activities for .Performance Objective No. 3 N A .
1. Complete the 10 attached memo forms.
2. @pon satisfactory completion of Activity No. 1, ask the
instruct?r for the Performance Objective No. 3 Test.
! “
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PERFORMAWCE OBJECTIVE NO. 3 ' , i
ACTIVITY NO. 1 . . .
’ INSTRUCTOR'S -KEY - ° / .
STUDENT EXERCISE# - CREDIT MEMORANDUMS I ‘

“ -

You are employed by the/&ndio Paper Company, Inc. In addition
to selling -paper, youz compahy also sells office supplies.

Ten customers have returned merchandise to the Sales Depart-
ment for credit. This merchandise may have been the wrong size or
color, or it may not have been in good condition upon arrival.

e

-

A

Attached are 1C memo forms\to be cempleted by you using the
followihg 1nstructions .
. “ N

1. Prepare a credit memo form for each customer by wr writing

the information provided on the attached Credit Memo List P

, under the appropriate ,Plumn headings. f

2. Upon completion of each credit memo form, check the éom- "

© pleted form to see if. the information is the same as that
on your Credit Memo List.

»

.
~

\
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L] - / >
* » - '
. JOB: SALES CLERK <. oot . | R .
» PERFORHANCE&BJ’SCTIVE‘ NO. 3 .
ACTIVITY NO, 1 '
) ) T CREDIT MEMO LIST
- o
R Y | )
A2 . . [y *
' To: Paul Cardozo : K . ) "
- o 9248 Overland Avenue , ’ oot
Boise, ID 83705 o -
Credit Memo No.3 1 a
-~ - e It}voice No.: 1211 ¢ . .
L Date: January 2, 1975 AN -
e, Sales. Representative: John L. Chisholm .
s
. CATALOG  « \1 . UNIT -
gUANTITY NG DESCRIPTION 3 PRICE AMOUNT
1 0086 Easel and Pad \. 15.00 - 15.00 ! '
* . F 3N v " N -
. p R
. TAX ’ .75
- - N TOTAL . 15.75
. v ’ , ¥
~ ‘o
-~ KEEKXXRKAX XXX KKK KKXKKKRNOUOO XX XK KK KKK KX KKK KK KKK KN XXX KRR KX KK KKK X KRR RRKKRKKKKKK 5
No. 2 ¥ l‘ hd
. . . . . S
. To: Goodman Company . ¢ v
. 23 Terry Street . ¢
. \ . Portland, OR 97204 ' - .
- W Credit Mamo No.: 2 C o .
Invoice No.: 1212 0 N < "
[Date: January .2, 1975 AR
" . . 7 . ' .
Sales Represen:at:ive: Edward S. Ventecs . .
4 v ?
LY » *
, - A ’
. CATALOG 2 UNIT - P :
. QUANTITY NO. DESCRIPTION ? PRICE AMOUNT d
L5 0101 + Desk large, flourescent . §.25 +  41.25
. 2 0089 Desk file tzay : 3.50 ° 7.00
. i TOTAL  + T48.25
" e N ! TAX" 2,41 - )
. - TOTAL: . 350.06
N 194
" ’ »
g * ) 2 ! .
4
. . .
' ] ¢ ) . ) ) - > hY
» L ] v
O ‘ Z 0 'L' . v . \

' :
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JOB: SALES CLERK
PERFORMANCE UBJECTIVE N0. 3
ACTIVITY N0, )

N CREDIT MEMO LIST Cont'd AN

Yo. 3

»~ To: McClean Book Co.
6995 Bannock Street
Portland, OR 97204
1 . -
Credit Memo No.: 3
Invoice No.: 2213 .
Date: January 8, 1975

Sales Representative: charles W. Foreman

. CATALUCG UNIT

VUANTITY N0, DESCRIPTION PRICE AMOUNT

1 D120 File, R?J.Iawa_y 65.00 65.00

r; )
TAX 3.25
. - . TOTAL . R 68.25
, \
84 . -
LS RKARS 0.6 0060.610.5,0.0.0:0.0.0.1 X.’\'XXXXXXI\'J(KI(Z\'XXI\'}\'}(XX.‘[XX.‘{:‘!-\‘} 1.9.0.009.0.0.0.9.60.0.0.6.0.6.0.0.0,6.0.0.0.0.6.0.0.6.6.¢
- - ~

No. 4

To: .Gem Paper C(ompanv . : *
) 6490 Gem Street i
Reno, XNV 89503 v .
. Credit Memo No.: 4 ,
Invoice No.: 2314 ¢
Dnt».-:‘Feprgary 10, 1975 r
‘Sales Representative: Chance G. Kenobski .
»
*
B CATALOG . UNIT ;
QUANTITY N0, - DESCRIPTION PRICE AMOUNT
2 0043 Typist posture chairs 54.25 108.50
- TAX 5.43
’ TOTAL 113,93
195
* .

.ERIC

A FuiText provided by Eric o
i .




Aruitoxt provided by Eic:

'JOB: SALES CLERK

PERFORMANCE OBJECTIVE NOs 3
ACTIVITY Xo. 1

{ .
CREDIT MEMO LIST Cont'd

% .

No. 5

To: Fashion gpparel
2408 Region 3treet
#  sacramento, CA 95826

Credit Memo:No.: 5LI ’ —
Invoice Ho.: 3004
Date: March 54 1975 .

Sales Represehta;ive: Benjamin Wister

- CATALUG . UNIT
QUANTITY o, « DESCRIPTION PRICE AMOUNT
1 To0134 File, two-drawer " 125.00 125.00
TAX 6.25
TOTAL 131.25
@ .

>

TR CETETTTRIINAOTTRRTOTOREOt N0 000000 00.0.0.05.68000.0000:60.0.00.00000.60:909054806,000868044

No. 6

To: Babbitt Furs
123 Beacon Avenue
Sheridan, WY 82801
Credit Memo No.: 6
Invoice No.: 4216 -
Date: AprilQ0, 1975

Sales Representative: Victor gbligman .
~
CATALOG i “UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
3 0010 Boxes Folders, plastic 10.95 32,85
0021 Boxes Dividers 6.85 13.70

2"

v




2%

ERIC

Aruitoxt provided by Eic:

JOB:  SALES CLERK
PERFORMANCE OBJECTIVE Xo. 3
ACTIVITY o, 1 .

CREDIT MEMO LIST Cont'd

No. 7

To: Art Associates
6240 Spring Street
Boise, ID 83701

Credit Memo No.: 7
Inveice No.: 2218
. June 12, 1975

Sales Representative: Kirby J. Anderson

CATALOG UNIT
OVANTITY NU. DESCRIPTION PRICE AMOUNT
2 0024 T-square and board 14.00 ©28.00
TAX 1.40
TOTAL 29.40

L

-

W .‘t(:-::n:}:{.‘(.\a.\.\x.\x.\h.\.\xxx.\xxxxx.\.m\xxx.\xx.\mmnxmmxxxmxmxuxmmmm‘o

No. B

To: Eaple Stationery
625 Bond Avenue
Boise, ID 83701 -

Credit Memo No.: 8
Invoice No.: 5218
Date: November 12, 1975

Sales Representative: Haréld Kloover

~

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
3. 0050 Boxes tape, transparent 8.95 26.85
4 0054 Rubber bands .30 ~ 1.20
3 onss Thumb tacks 3.00 9.00
TOTAL 37.05
TaxX 1.85
‘ TOTAL 38.90
AN
] . 19? .

- 207




JOB: SALES CLERK
PLRFORMANCE OBJECTIVE 50. 3
ACTIVITY NO. 1

CREDIT MEMO LIST Cont'd

No. 9 .
, <
To: Yucan Travel
. 698 Thorson o
Phoenix, AZ 85029
Credir Memo Wo.: 9 -'
_Inveice No.: 1219 . A :
Date: January 15, 1975 ’ .
Sdles Representative: Barton D. Dixon ol
CATALOG . - UNIT
» QUANTITY NO. . DESCRIPTION « PRICE AMOUNT P
1 - cool” . Bookcase, Oak 89.00 89.0Q ‘
1 0022 Globe ’ 23,68 23.68
* TOTAL 112.68
P TAX 5.63
. TOTAL 118.31
XXXKX!(KR.\.\}\&W\.\XLk\m(LLuMLLL\&WWmWWJWW ’
No. 10 -
[} . . -
To: Evans Manufacturing
23 Taft Street .
Mobile, AL 36610 - .
. ..
- Credit Memo No.: 10 ° ) ) -
\ Invoice No.: 2648 )
Date: January 15, 1975
Sales Representative: Thomas Vanderbilt
CATALOG ] UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT . <
. - 4
10 o067 Boxes 8 1/2 X 11 bond paper,
White . , 7.26 : 72.60
TAX * 3.63
T10TAL ' 76.23
198
N
: 203 -
- M -
S ’ s
O

ERIC S .

Aruitoxt provided by Eic:
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. PERFORMANCE OBJECTIVE NO. 3 .
ACTIVITY NO. 2 ,

! INSTRUCTOR'S TEST KEY

e CREDIT MEMORANDUXS
’ ‘ﬁ -

You are employed by the Indio Paper Company, Inc. 1In addition
to sq}ling paper, your company also sells office supplies. ) N

Ten customers have returned_merchandise to the Sales Depart-
ment for credit. This merchandise may have been the wrong size or
color, or it may not have been in good, condition upon arrival.

Attached ara2 10 memo forms to be completed by you using the
following instructions: .

1. Prepare a credit memc form for each customer by writing
the information provided on the attached Credit Memo
List under the appropriate column headings.
. 2. Upon completion of each credit memo form, check the com-
) pleted form to see if the 1nformat10n is the same as that
on your Credit Meno List.




»
10B: SALES CLERK
PERFORMANCE UBJECTIVE Nu. 3 TEST © ) -
ACTIVITY Nu, 2 v
-
o CREDIT MEMO LIST
Na. 1
To: Jean Salvatore
22 Willow Street
Boise, 1D 83702
¥ Credit Yemo No.: 1
. ~ Invoice Ne.:2 1121
Date: January 14, 1975
" ~ sales Represeatative:  Juanita Gomez . .
. CATALOG UNIT
v UL’:\S’{I:".{ N, DESCRIPTION - PRICE AMOUNT
| B 2214=X¢ Sealing machine , 4,65 4.65
) TAX - ) .14
" ' TOIAL 4.79
L VRN A XX AOABAELERREALESESITIOE 000400 EAE0AEERI0EENIEHEEEL0I00 6.0 0.6:06.6.0 004
M. 2 X
Ta: The Martin Company
. . ., 2212 3rd Street
¥ \ Anderson, IN 46011
Credit Memo No.: 2
R Inveice No.: 1212
Date: January 14, 1975
Sales Rupresentative: Charlene.Madison
¥ CATALOG = UNIT
OLANTITY NO. DESCRIPTION . PRICE AMOUNT
1 P0212 Art Cabinet 31.95 31.95
. T <96
TGTAL 32,91
. .
210

ERIC -

Aruitoxt provided by Eic: , -




Jops

SALES CLERK

PLYTORMANCE OBJECTIVE No, 3 TEST .
SCTIVITY Nu, 2 A —_
- -~ . \\‘
. CREDIT MEI0 LIST !
- . '
we 3
To: John Chadwick
. 101 Qflco Street
ovid,” 1D 83260
Crudit Memo No.: 3 .
Invoice No.: 1040
- Date Jéyuarv 14, 1975
., Sale~ Hepresentative:  Sean Kerd )
CATALCC UNIT
OUANTITY Nu. . PRICE AMOUNT
1 332N Rul ber Stamp , 2.23 2.23
¢ 1 333-% Stamp Pad .75 . .75
¥
TOTAL - 2.98
TAX .09
TOTAL 3.07

”

v
ARRAMLCRAAK L A A KLU KK XXX XX XX KA KO XK XXX XXX XK KN XK KK KKK XXX R KX

o, 4
* "~
lo:  James Evans -
624 Cherry Laoe
Bolse, ID 8370< 3
’ Credit Memo No.: 4
Invoice No.: 1141
- Date: January 14, 1975
Sales Rupresentative: Eva Selian
CATALCG UNIT
QUANTITY NQ. DESCRIPTION PRICE AMOUNT -
h X-345 Slide rules 6.25 37.50
4 =455 Rubber stamps 2.23 8.92
TOTAL 46,42
TAX 1.39

ERIC

Aruitoxt provided by Eic:

211
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TOTAL 47.81




JOk: SALES CLERK
PERFORMANCE OBJECTIVE XNo. 3 TEST
ALTIVITY NoO. 2

CREDIT MEMU LIST .

To: Cash and Carry. Comoany
201 26th Street
Terra Haute, IN 47802

Credit Menme No.: 5
Invoice No.: 1080
Date: January l4, 1975

Sales Representative: John Weber.

CATALOG UNIT
OUANTITY wil, ) DESCRIPTION PRICE AMOUNT
+ 2 pkas. PD34S Felt markers . 1.50 3.00 °
- “TAX .09
TOTAL 3.09
KXXXKY&XXXXXXXAXXXXXXXKXAXXXXKXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
No. b, ~

To: James Dean -
201 Spring Street -
Boise, ID 83702

Credit Memo No.: 6 -
Invoice No.: 1122
- Date: January 14, 1975

Sales Representative: Melvin Evans

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT
2 322 Swivel chairs 59.95 119.90
2 323 Swivel stools 31.20 62.40
i L :
TOTAL 182.30
TAX 5.47"
TOTAL 187.77
)
212
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O

ERIC

Aruitoxt provided by Eic:




L ]
‘i ALES LLERK
PEROLIMANCE 0BJRCTIVE L. 3 Test } .
Wbl ler N0 2 Cout'd .
- CREDIT MEMO LIST

e 7

ae

to: Robert Ramasev
11 Main Street
Bodse, 1D 43701

Credit Memo No.: 7
Inveige Soo: 1111
vate: Tanuary 14, 1975 s
|

~ale s deprescntative:s  Verne Schaffner - .
) ¢ .t
 CAIALog . UNIT
DRI o, DESCRIPTIGN PRICE AMOUNT
i X 24 Desk file . ‘ 31.95 31.95
’ . TAX .96
TOTAL 3 32.91
O 5 AU A LA AR A A KA XN A XX XXX XX KX XX XOOOUOO XX KKK XXX XK XRXXX
No. 4 .

tefr Unarles bFibs
201 Sea lane
Manseficeld, OH 44903 .

Credit Memo No.: 8
Invoice No.: 1234
Date: Januvary 14, 1975

Sales Hepresentative: Martin Larson

CATALUC UNIT
N ANTERY N0, DESCRIPTION PRICE AMODNT
2 96234 Attache' cases * 18.15 36.30
TAX 49
TOTAL 36,79
Fa )
213

ERIC ' - ‘

Aruitoxt provided by Eic:




JoB: SALES CLERK
PERFUKMANCE OBJECTIVE M. 3 TEST L
) ACTIVITY No. 2 Cont'd \
CREDIT MEMO LIST
No. 9 : . 2
To: UDiane Riley
222 Pearl Lane
Warren, ID 83671 ‘
"Credit Meme No.: 9
Invoice No.. 1090
Date: January fl;, 1975 .
Sales Representative: Lee Seljik
= ? .
' © CATALOG . UNIT
_LANTITY Hu. DESCRIPTION PRICE AMOUNT
1 214 Shelf Cabinet Unit 57.80 57.80,
o TAX 1.73
TOTAL 59.53
~ ;\'.»..‘-m;.».:{.-;u..xz.\:xxmmxmmmmumxx&mmuxnxxxxxxxxxxxxxm&xxxxxxx&wxxxxxxxx
No. 107 - )
To: S. R. Budd
838 Maple Drive .
Trov, ID 83871
Credit Memo No.: 10 -
Invoice No.: 1064
Date: January 14, 1975
" Sales Representative: John Carson
CATALOG UNRIT
QUANTITY NO, DESCRIPTION PRICE AMOUNT
5 22416 Address books 1.50 7.50
TAX .23
TOTAL 7.73

214
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Aruitoxt provided by Eic:
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JOB: 'SALLS CLERK

Ferformance Objective No. 4

-

Given instructor and student-prepared materials, the student will
dermonstrate ability to stock shelves according to instructor-
prepared instructions.

Prerequisites

The student will have satisfactorily completed Performance Objec-
tive No. 3.

-

¥aterials and/or Equipment

Instructor-prepared exercises and instructions.

Activities for Performance Objective No. &

1. Complete the exercises under the direction and observation of
the instructor.

%

1 ' 235
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JOB: SALES CLERK 'V

Performance Objective No. 5

Given instructor and student-prepared materials, the student will
demonstrate ability to wrap and bag different types of merchandise
according to instructions contained in the simulation kit.

Prerequisites

The student will have satisfactorily completed Performance -
Objective No. 4.

Materisls and/or Equipment

The student will be responsible for obtaining wrapping paper, bags,
and merchandise. .

W

Activities for Performance Objective No. 5

1. Using student's materials (wrapping paper, bags, and merchandise),
the student will wrap and bag the merchandise quickly and
efficiently, with the instructor observing, according to the
attached instructioms. ' >

236
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- .

PERFORMANCE OBJECTIVES NO. 5
ACTlVITY NO. 1 1

How to Wrap Packages for Parcel Post Shipments

If the shipping carton is strong enough and properly'sgaled,
it is not necessary to wrap it in paper. The carton may be tied
with strong twine or rope. 'If the shipping carton has printing on
it or if it is not strong enough, wrap the carton in paper. Heavy
paper of good quality should be used. The tearing of the outer
paper wrapper can cause the loss of the address or the return
address, rendering the parcel undeliverable.

WRAPPING MATERIALS

SISAL TWINE
(ACTUAL SIZE)

.uz,?"’,’ . 2 PLY

INDIA JUTE TWINE

(ACTUAL SIZE.

<o

sexIr 2

Xoepy 12

xxqrarc 3

P 4 3

S
A 1Y



PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

HOW TO PAPER WRAP PACKAGES .

2

1. Place the carton 2. Wrap lengthwise 3. Fold neatly !
on heavy paper. (Use tape to hold at the
paper in place) corners
" A
;:1
Jlld <
1/
6. Loop étrong

4. Fold the corners 5. Secure with tape
. cord aroynd __

end of cyrton

¢‘ .
\ 7. Pull tight and * 8. Repeat steps 6 and 9. Knot
tie knot . 7. Loop cord at
A
each intersection.
Tie knot.
s
- 238
. ' |
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PERFORMANCE OBJECTIVES NO. 5
ACTIVITY NO. 1

How to Select Packing Materials and Containers

Select packing materials and containers that will protect <he

goods so that they will-arrive in good condition. >
1. Pre-packaged or boxed goods . d '
- <
Many items, such as small appliances, toys, and gift items
are pre-packaged in individual boxes. Each box should be

sealed with gum tape so it will not open or break apart in
shipping.

Outer shipping containers are available for pre~packaged or
boxed goods in sizes to hold 6, 12, 72, and 144 individual boxes.
If the shipment does not call for the full number that the con-
tainer holds, stuff the empty space with newspaper or other filling
materials to prevent the boxes from moving about in the container.

Y

4 FILLER MATERIALS

Corrugated paper

Corrugated form
with shredded
newspaper

o 2T Ay
A g
SR

Rolled newspaper




}ﬂf77 .

PERFCRMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

. 2. Loose ltems

Wearing apparel should bve folded neatly with cardboard or
tissue paper inserts to prevent wrinkiing. Each article

, may be further protected by placing it in a paper or plastic
bag. .

FOLDING WEARING APPAREL

Close all Place front .Fold sides Place tissue
buttons. side down, to the. or cardboard
Put tissue center over on garment.
. or cardboard the tissué ,
in center. or cardboard.

Yo 7s

Fold in half. E

(<2
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PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1 ’

Loose items @ay be protected by wrapping each item in a protective
covering and placing separators batween(items; or by placing ffller
materials around the goods to protect them.

-

»

PACKING LOOSE ITEMS . -
; L]

A Y

3. Fragile Items
\
J
Glass, china and other breakable items should be individually
protected before being placed in a shipping container. Sepa-
rator forms or specially designed protective packaging may
be used.

1
L

PACKING FRAGILE ITEMS ~
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PERFORMANCE OBJECTIVE NO. 5

ACTIVITY NO. 1 )
Scored sheet of
. corrugated board *¥ "™ -
’ . Flower container
A . f Glass t?pe _—_—
5 Floral arrangement is taped to
corrugate sheet, then assembly
is 'slipped into container. v
t LN
How to Close Packages for Shipping » . ” ‘

Materials uged to close the packages are adhesive, metal
stitches, wide crown staples, paper sealing tape or reinforced
R tape. Vhere adhesive is used, at.least h&lf-of the -package ——— —
' should be glued firmly to insu e safety of the package in :
shipping. Heavy parcels and those of unusual length should
be strengthened with metal bands or reinforced tape around

‘the middle of the package.
I .

= e o

Paper sealing Reinforced' Wide Crown
* tape tape staples
. , _
X
’ . Metal bands \} Metal-stitches
» ;‘
¢ »

© 232 i _
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JOB: SALES CLERK e - |

Performance Objective No. 6

Given 5 instructor-prepared case histories concerning human rela-
tionships, the student will analyze 4 of the case histories with
95 percent accuracy. . &

Prerequisites

The student will have satisfactorily completed Performance
\\ Objective No. 5.

+ Materials and/or Equipment

Ten instructor~prepared case histories
\\ i

Activities for Performance Objective No. 6

\
\

1. Analyze the case histories according to instructions.’
2. \Upon satisfactory completion of Project No. 1, ask the instruc-
sor for the Performance Objective No. 6 Test.

\ . 233 RS S




INSTRUCTOR'S KEY - T, .

PERFORMANCE OBJECTIVE NO, 6 EXERCISES FOR ACTIVITY NO. 1

Name

Date

Score

' -

-+ The man who works at the counter next to yours and who does similiar work
is late at least once a waek, Tais tardiness is overlooked since
efficient heln is hard to get. He, however, asks you to help him
catch up so he can leave at the end of the day. What should you do?

KUAL L b 4@;&@1‘:&/ /éﬂy—u ,44‘—;/)71“04/
& Z

“ﬁ:‘ R 3 L’%// P Lot 1:2—;'_11 e ' AU I“L/[

’

2. Someone is a’ways taking un a co’lectlon to buy a present for
soreore in the store. You feel that these frequent collections are
31 ‘mposition. “What should you do?

e i LI ke it __uz/;m«&d/

dn_(_[_r.A:&chL' a2e Af a/nuunzl"' Nl a./jnwm'tzl

3. Some of the store employees take coffee breaks that last longer than -
. the fifteen minutes allowed, They usually ask you to stay longer, too. .
What should you do? . pd N

4. A co-worker stops by your counter at every opportunity to chét, .
Your supervisor is beginning to notice, apd you have work to do.
What should you do?

your new job. They talked unkindly about other people in the store.
If you arc asked to lunch with them again, what should you do?

] l
5. Fellow employees asked you to have lunch with them-<the first day of }

ERIC . .

.
) .
° .
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INSTRUCTOR'S KEY

PERFORMANCE OBJECTLVE NO, 6 TEST o
Name )
. Date , T '
A n ! . ’ . . ;
Score . ’ |

!

1. There are 25 people in your department, Eéen though you have con- .
centrated on learning the names, you are still having difficulty
after working.with these people for a month. What should you do?'’

/. Z . éi/s L Namt & ojéﬂfﬁ/ ,J;o-yé//ov,z‘z/ a-/ée.e»f
<. [/444 coq I &*74&/ /Afzf/u//zrllz M’Abmé—(z N
an ('Z.(ﬁeaﬂ{’«q{ /4,2" 2 i LS o
o /é 4 ﬁ/{
2. You have been working for a year and are entztled to a week's
vacation with pay. The family plans a vacation in June, and your, h

vacation has been approved for August, Other members in your family
cannot change their plans. What should you do?

44//’ _,(.147,“, //t«:,d/ ,(_/4,/ (’//401'-/;'(—‘ ' o= &% //‘/M
,c/_nuvz" ,?A'/réd ,7/{; AR ’/71/ zw,d/c/,&aé/‘j-z// |

-

-

3. You have been working for the same company for several years, doing
an efficient job and getting along well with the other employees,
You have been passed over for promotion several times. What -sWould

you do? . v .
22 7 ; i f E, Z . “~ .
, /
Sy
- ‘ 71,'—“ LR or =) ){‘, an ({, :Z‘-/ Cé’ﬁﬂﬁ g - éa,_q{
- .,' 2/ A 2577zru?#-11)
. Y .
'f 4. Mary,. a menber of’ a minority race, has not been invited by fellow

] workers to participate in goffea break discussions. Mary is a shy
[ - person who hesitates to initiate friendships with her fellow workers.
/ ) Waat should yol do?

* 5. The supervisor is very demanding, fmpatient, and critizes all the .
clerks daily. What should you do?. , . e
‘MM&#&&@@J me)

Al . i -
) e fulley -

2lygbs i dinsabont dctidedi Jands durit :
S "- . lfzaﬁefc < cprrns

) - F, :-4&"1" 44/ Vﬁfrl véu,m‘?wa’("‘ étltdacwj-oé .

S '47% Ww"? 235;_/——— WW?A’L -
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o TAXONOMY OF VERBS ‘USED IN THE DIRECTIONS (TASKS) -

ACCOMPLISH - implement, effect, fulfill, to use measuras that will
ensure the carrying out of <

ACKNOWLEDGE - adﬁit, confess, to acknowledge facts or situations.

.

. ACQUIRE - obtain, gain, procure, secure, to get possession of.

A

ACTUATE - stimulating and maintaining of performance and effecting
corrective measures

\ -

ADAPT - adjust; alter, change, vary, to change to fit the situation

’

X
ANALYZE - to determine the nature and ﬂ%&ationship of parts

APPRAISE - inform, enlighten, notify, to impart information to make
easier or faster the performance,of the work

ARRANGE - putting into an order or system

ASSEMBLE - gather, accumulate, amass, to bring together from more
than one source

. ASSESS - evaluate, analyze, appraise, estimate, judge, rate, value,

to determine the value of

CHECK - to inspect for satisfactory condition

-

CLARTFY - explain, elucidate terpret, rephrase, to make’ something
clear and underspandable -

COLLECT - securing data, supplies, or equipment

COMPARE - examining in order to detgfmine similarities and differ-
ences-

CONDUCT - escort, accompany, lead, to accompany for the purpose of
gulding or as a mark of courtesy

CONVERT - transform, to make a major change in

CREATE - design, devise, originate, to formulate a plan or pattern
to accomplish a desired objective

DEMONSTRATE - show, illustrate, to point out in order to clarify

DESCRIBE - narrate, recount, relate, report, to give an account of
in an illustrative manner

’

DESIGN ~ devise, draw, illustrate, invent, lay out, originate, to
devise for a specific function

(s

4




DEVISE - design, contrive, pldn, invent, to devise for a specific
function

DISTINGUISH - differentiate, discrimimate, to determine disiinctions
by perceiving and evaluating differences : )

DRAW - devise, design, illustrate, invent, lai:out, originate, sketch,
to-devise for a specific function

ESTABLISH - initiate, inaugurate, institute, introduce, launch, to
set going .

EVALUATE - analyze, appraise, assess, estimate, judge, rate, value to
: determine the value of -

FAﬂfPIARIZE - orient, acquaint, direct, to acquaint an individual
with the office environment .

FOLLOW - obey, comply, heed, to follow directions

FORMULATE - design, create, devise, origina;g, to formulate a plan or
pattern to accomplish the desired objective '

GATHER - accumulate, amass, assemble, to bring together from more

than one source - * .
MODIFY - making changes

OBTAIN - acquire, gain, procure; secure, to get possession of
ORGANIZE - establishing the work environment .

PERFORM - carry out, execute, to do what is provided for or required

POLE - canvass, solicit, to determine or seek«information by ,taking

v

|

of a poll .
PREDICT - forecast, anticipate, prognosticate, project, to attempt -

to indicate future conditions
PREVIEW - to make a préliminary{survey for collecting information;
PROCUﬁE - obtain, acquire, gain, secure, to get possession P
RECEIVE - obtain, acquire, gain, pfocure, secure, to get possassionlk

RECOMMEND - sugdest, advocate} urge, to offer gomething for consi-

-
.

RECORD - placing gata or information on paper, film, tapes, or other .

media
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REGISTER - book, enter, log, to enter in a register

REFORT - describe, narrate, recount, relate, to give an account of
in an illustrative manner .

REVISE - amend, improve, rearrange, revamp, streamline, update, to
improve, amend, or update )

SEARCH - hunt, investigate, look for, probe, seek, to lcok for data

- )

SECURE - obtain, acquire, gain, procure, to gettpossession of

SELECT - choose, discriminate, pick, sc¢feen, to choose from z number
of things available (ﬁt

SPECIFY =~ detail, enumerate, to give inﬁefgétion ninutely

STORE - setting aside for future use

" L

SUBMIT - to give to another for consideration *

TRACE ~ gopy, facsimile, keypunch, microfilm, photograph, reproduce,
typewrite, to make copies of by Hand or by the use of a
typewriter or copying machine

-



