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- CROSS REFERENCE SYSTEM
Task [4sts in the secretarial/clerical area include: office services aid, typist, genergl
office/typist, receptionist, secretary/non-shorthand, secretary/shorthand, educational office
personnel, medical secretary, legal secretary, edministrative assistant, ¢orrespondence specialist,
correspondence supervisor, and date entry operator, ALl Task Lists contain an add-on list of
human relstions/personal development qualities desirable for graduates seeking Becretaﬁial/clerical‘
positions, ” o S ‘

' The task lists for ofiice services aid, typiét,‘general office/typlst, receptionist, gecretary/non-

shorthand, and secretary shorthand are referred to as "GENERAL" secretarial/clerical 1sts and all
additional ists are referred to as "SPECIALIZED" lists, E .

The * and the numbering system is the key to cross-referencing for the specialized ligts. The

specialized 1ists are compared to the ligts for typlst, general office/typist, receptiorist, sec- .

retary/non-shorthand, and secretary/shorthand, When there is something on the specialized list
that is not on the general lists a * appears, The position of the * indicates the level of ' .
change nade in the AREA OF COMPQTENCY; The Statement of Competency, or the Task. For example, if
the * appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new, If the *
appears before a Statement of Competency or Task then only that Statement or Task is new. If the
* appears before a word then only that word is new or different, It may be necessary to refer to
more than one general task list when comparing statements of competency. .- ' :

The Tesk List for Dats Entry Operator is.not referenced to the general lists because the tasks

are-unique in that ares and need specialized training, The Task Lists for Correspondence Specialist

and Correspondence Supervisor are not referenced to the general 11sts. because tasks in these ereas
are applied to & word processing/correspondence cénter and the procedure for completing the tasks
{5 dfferent fron the tasks in the general.lists, The Task [ist fot Correspondence Supervisor

i3 cross-referenced as an add-on to the Correspondence Specialist Task List. )

i1



INDUSTRY RECOMMENDATI%NS

MEDICAL SECRETARY

Industry representatives have made several suggestions to studentd who wlll seek employment
upon (ompgftion of this occupatiannl program. These Suggestions are general in nature and

- describe the kind of individual vhom they wish to hire. A competent worker is one who sat-
léfnctorlélly performs the tasks 11sted in this document - and one who 18 mature and respon-

sible, It is {mportant that an employee have a positive attitude toward work and that he/

ghe contiluoq to learn on the job.

(me way an employee continues to learn is through reading articles in professional journals
and publications. It {s very important for a person in this position to use medical tem-
inology properly, understand human anatomy and physiology, and intelligently comunicate
with employers, patients, and assoclates. ‘

The employee who 1s an asset to the business assumes responsibility for communications (both
written and oral) that leave the office, This includes using correct grammar and punctua-

tion, spelling words correctly, and proofreadidg carefully so that neat apd accurate correc-
tions are made. Accuracy and confidentiality arc extremely important in medical occupations,

|
l

Cd



| JOB DESCRIPTION
N

3 " Medical Secretary . {

4

Other common” job titles which graduates may have include: Medical Transcriptionist, ,
Medical Records ClerksTypist, Medical Insurance Clerk, Doctor's Office Socretary,
Laboratory and Radiology Secretary, Private Secretary for medical records and surgical
q records.
' \
The basic duties of the medical secretary fall into three prime categories: patient contact,
office procedure, and medical specializatiop.

The difference hetween a secretary and a medical secretary is the knowledge of terminology,
anatomy, physiology, pharmacology, disease conditions and the ability to puf this
knowledge to use,

The medical secretary also must have the ability to work well with people and demonstrate a
qood sense of professional ethics used in the medical field.

craduates of the medical secrstarial program find employment in clinics, hospitals, private

doctor's offices, insurance companies, research foundations, drug and chemical firms and
laboratories, medical institutions, and government agencies, ‘

| | | 10
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[ wa dvvr]upvd by 4 wnthln; committee ol .Pl!l!lf[ll/ ferleal fnstructors and
[ndust ey vepresentat fves throughout the state of Minmesota,

whll four nludvnt' hnnl! be lllv to do uhvn lh(v l:ku 0 Jnh o 1IHI(AI Fc ZIIA \.

The Task Lst on the following pages fneludes the Tasks and the ARFAS OF COMPETENCY

recommended for o praduate of the Medleal Seeretarlal Occupat lonal rogram.

As you utttize this task Hat, vou will need to continue working with vour loeal
advisory committee and with other fnstructors In rour geographie area. Judgnents
must be made, by vou, concerning the amount of time to spend {n teaching varfous
tasks, the condttlons aurrounding the performance of each task and the performance
level for each task that will be acceptable.

{
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- Medical Secretory .
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- M AREA OF COMPETENCY: TYPWRTEN COMAUNIATIONS

IV.A Types general bu51ness/*medxca1 correspondence using. *medlcal termlhplo  from:, tybed
rough draft, handwritten rough draft, verbal 1nstruct10n. verbal dlctit on at tg&
typewrlter, machine transcrlptlon,1nformat10n complled and composed at the typewrltqr.
and shorthand note transcription -

v
1. types empleyer's business/*med cal «nd personal letters in several styles 1nc1ud1ng
- ay of the following features

R

A

rf

attention line ! ' ‘ : o *
carbon notations | :

*hospital, *business, company name in closing

enclosure notations | ‘

listed materials ' ¥
mailing notations ' '
multiple page headings

W O FHh D Q. O

-

* The position of the * denotes the scope of the change made in the task, the statement of

. competency, and the area of competency This task list is referenced to the task lists for
- typist, geteral office/typist, receptlonlst secretary/non-shorthand, and secretary/shorthand
If the * imediately precedes a word, then only that word has been changed as compared to the

five named task lists, If the * immediately precedes the AREA OF COMPETENCY, a number, or a
letter, then the. entire area of concern has been changed, :




I ) ‘ . ' ) . . ‘j““m ' *:. , h‘? . ) v -’ ,‘

y q

h. postcripts,
i. quoted naferial
j. reference fnitials
k. specialytlosings’
1. specigl-sized stationery
(1) f@xecutive size . '
(2);§'ha1f size . 4
(3} legal size
*{4) metric update
m. statistical data in tabular form
n. subject lihe SR
2. . typés addresses-on envelopes
a.  addresses for window envelopes, o
b, mailing address (including ZIP Code) .
¢. name above.printed return address
d. - return address |
e, special notations oy

3. types interoffice memoranda *

a. plain paper with appropriate headifls - ’
b. pre-printed forms ' ' L

*4, types miscellaneous business letters.

’
t

a., thank you nétes

b. referral notes

c. follow-up letters

. IV.B. Types multiple copies of general business forms that are pertinent to the §pecific business
from: typed rough draft, handwritten rough draft, verbal instruction, verbal dictation at .

1.53 } the typewriter, machine transcription, information compiled‘and compoged at the typewriter,

and shorthand note transcription

1. tfpes general business forms | . )

M

18
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bills of . lading T ,, | |

credit memoranduns . - - | A
-omit- , '
onit-) ,

invoices

.+ purchase orders

, purchase reqursrtrons N )
statements of account ‘ | | J
voucher checks : "

. vouchers | -

—s

Ede - I U Hh D o QB o

IV.C. Types mrscellaneous material *{using medical termlnology) from, typed rough draft harid-
written rough draft verbal instruction, verbal dictation at the typewrrter, machine I
transcription, information compiled and composed at the typewriter, and shorthand note
transcrrptlon

1. types miscellanéous‘material

4

Qe

address, f11e folder, flle drawer labels .
index cards. = o Y
formgletters, form paragraphs, and fill-in information
listh*(e.q. mailing)

sumiary of minutes of meetings or conferences L
telegrams, cablegrams; mailgrams ' .
postcards : : oA
meeting agendas " '

daily work schedules

manuscrlpts; ) ,
personnel forms . - o S i ' f
expense reports - ’ ' N
speed-reply letters and memos ' - . A

I~

O D B — N e S Hh D L0 o

l1tineraries ‘
other materials pertinent to the specific business + . . '
*p, return-to-work slips (patient or employee)
*q. supplemental payroll reports - C

. ' . v ’ ) : 18




ID. -omit-
I.E. Types or prepares copy for reptoduc'tion

| 1- "'omit" v
2, types *or preperes) nagters for photo reproduction

\

IV.F, Types correspondence, records, reports, forms, and miscellaneous meteriel from: typed
rough draft, handwritten rough draft, verbal instruction, verbal dictation at the ,
typewriter, machine transcription, information compiled and composed at the typewriter,
and shorthand note transcription with carbon’ copies s
/
1. types ma\erials with carbon copies

~a tomil
b, for office files

. AL, Proofréads and mkes neat and accurite corrections of typed material (Very important) |

-1, makes corrections on SRR C .

copies typed with fabric ribbons
copies typed with carbon ribbons
Ccarbon copies o
offset masters ‘

an oe

*K@H- Types medical records, medical reports, and nedical foms from: typed rough draft, hand-

written rough draft, verbal instruction, varbal dictation at the typewriter, information -
compiled and composed at the typevriter, sachine transcription. shorthand note transcription,

and questionnaires ‘ » &

1. typee medieal records, pedical reports, and nedical forms which may. include

case hietories . "’ . |

dlscharge sumaries : SR R Coe
operation reports - . | :
xeray xeports 0 ° '

patholoby reports .

® 0 T e,
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aa.
bb.
ce.
dd,
ee,
138

99.

hh.

consultation reports cf////y

= 3 e b DO En

physical exams
radiology reports

surgical reports Tk

. tarcotics "information
admission reports

controlled substance (narcotics, amphetamines, barbituates) 1nformation
preadmission registrations

"Medicare forms

workmen's compensation forms or reports

hospital admission forms |

group hospital insurance

independent hospital insurance

inpatient admission and billing

outpatient hospital billing "

provider billing .. . | .
patient index cards |
patient transfer forms
nursing home admissions - '

admission and discharge reglsters T \ .
welfare forms

autopsy reports

birth regords

death records

medical lab treports

CHAMPUS reports

tissue reports

miscellaneous medical reports

MED 7
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 AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION
I.B, Composes business and *medical letters *(excluding technical-medical information regarding
patients) under direct supervision- :

1. composes business and *medical letters under direct supervision

a. requesting information and/or services
b. expressing appreciation o
c. supplying information
*(1) appointment procedures
*(2) follow-up care .
responding to complaints g | - Lo
declining a request - ' ‘
acknowledging correspondence ‘ , ' :
expressing acceptance { -
requesting payment
giving confzfmation * (important)
expressing condolence |
extending congratulations = 2
medicolegal releases /

-

7:"-—'-:--:::‘@ @D ou

-

E
—

X

¢ . ‘ w . ' .
I.B. CompOZig,husingis and informational *medtal reports under direct supervision
I.C. Composes and/or'kdits other materials under direct supervision . ' . ¢

gives dictation {such as to a correspondence center)
edits letters dictated by others

edits manuscripts ptepared by others ~ .
proofreads typewritten/handwritten copy (very important) v i!ét
prepares articles, announcements, news releases, form letters, and cover letters
. prepares audio and ¥isual materials | ‘ S
collects related materials from several reference sources

~F O U & wWw bho
- . 2+ e = =
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*AREA OF COMPETENCY: INSURANCE DATA

I.A.

# 3

?repares nedical insurance data according to accepted procedures

/v

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

IL.A

I.B.

I.C.
I1.D.

I.E.

Maintains the currently used filing system

1. codes documents for filing
2. adds new folders ‘
3. "locates and retrieves documents *{for patients' appointments)
4. refiles documents that have been removed
a. single pieces in file folders

*b. entire file folder in drawer
5. searches for missing and misplaced materials
6. maintains records of materials taken out of -the files
7. follows up on released materials

"‘)

+

Revises files *(patient and general office) to keep @em current

\]

. for retention

%], follows doctotfs, employer's or supervisor's dire;;;gg;’-

and disposal of records

V4

*2. follows doctor's, employer's or supervisor's directions for transferring

patients' files and general office files to inactigp files

1
Cross-references documents and prepares cross~q‘ference materialg

Maintains index files

Mgintains "tickler" files for follow-up responsibilities

J

26
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I.F.

ICGO

LH.

I.L

Maintains personal "work in progress" file
-omit- -

Selects materials for micro reproducing

Determines-recordkeeping needs and suggest a filing system .

» Pstablishes and sets up a filing system *(Optional)

J

" 1. requisitions necessary equipment and supplies

2. prepares folders and quides

-3, files docunents

LK.

Maintains files for shorthand notsbooks (Optional) “l

AREA OF COMPETENCY: PUBLIC RElATIONS)AND STAFF SERVICES

IL.A,

I

Screens persons who enter the office

memmmmmmmmmm£mmmmmnm)

B\.)

‘makes *patients and visitors comfortable

3.w&mmmmMMmmmmmMMmmmwmmmmmm

about where needed information can\pe obtained .

4. escorts *patients to *(doctor's office or examination room)

5. makes introductions

&%mMMMMMwmmMmWWMMMMW

Proper persons

7. -omit-
g, =-omit-
! 9- "Omit‘

28
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1.B. Maintains appointment information

schedules appointments *{between doctor(s) and patient(s))
records appolntment and keeps app01ntment book current

reminds persons of appointments o
records cancellations and "no shows" *(very important) /
~omit- ‘ '

*6, explains doctor's fee schedule (Minnesota Relative Value Index)
*], arranges doctor's private schedule

*8. pulls charts and folders for following day's appointments

*9. prepares list for doctor of following day's appointments

*10. prepares surgical and hospital rounds -

*11. gives patient admission orders after prephysmal

-
N o o o
- - - -

"*1.C. Manages patients' files and reports

1

obtains releases from patients for transfer of records and x-rays to other facilities
receives, transmits, and transcribes prescription information

receives and files ancillary reports

sets up new patient files |
refiles patients' charts used during the day

L4

LN e a8 =

*1.D. Arranges for patient admission to the hospital

1. arranges scheduled admissions
2,. arranges impromptu admissions ?ﬂ”"““mn\\\\

1
AR

-~

~ AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps the reception area in order o

1.3, Operates intercom system

{

I.C. Maintains a *(medical staff) bulletin board of announcements, news, etc.

30
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[
I.D. -omit-
I:E. Writes/prints legibly
*I.F. Keeps an annual calendar ‘ : ,
AREA OF COMPETENCY: OFFICE EQUIPMENT N

II.A. Maintains office equipment
1. changes equipment ribbons -
2. cleans office equipment
3. recommends service on equipment
4. handles service calls on equipment
5. handles routine maintenance of equipment
6. makes minor repairs on office equipment

II.B. Selects and keeps equipment current

1. prepares requisitions for equipment

2. maintains records of equipment inventory
3. determines requirements for equipment
*4.  orders equipment ‘from suppliers

i

<

AREA OF COMPETENCY: OFFICE SYUPPLIES

III.A. Maintains and keeps up-to-date personal and office-inventory of supplies

1. - determines requirements for personal and office supplies
2. prepares requisitions or requests

31
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10.

\

naintaing and checks inventory records to determine if minimun quantities of

supplies are on hapd -

orders and obtains supplies as needed from suppliers

checks incoming supplies with packing slip or involce

unpacks and stores incoming supplies

maintaing suppliers contact file

distributes and controls office supplies

prepares purchase orders ! .
-omit- |

~ AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS

I.A. Makes travel arrangements

L.

A0 =3 O U B L B
. e e + s =

¥

plans a schedule using

a, travel agency

b. printed schgdulep from transportation companles

C. =omit-

composes, types, and mails letters of reservation -
purchases and/or prepares tickets

-omit- ,

prepares itinerary

.- makes and confirms transportation reservations

makes and confirms hote] and motel reservations

obtains necessary travel funds

complles and types expense reports ,
naintains telephone and mail digest for absent employer

I.B. Schedules meetings and/or conferences

1.
2.
3

ERIC -

contacts speakers
nails or distributes notices and specifics regarding 1ocation °f meetings

schedules meeting times

33
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* AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

IA. Angwers incoming telephons calls | 1? L

E 3

I.B. Places outgoing telephone calls

10.
11,
12.
13.

uses single line = ° | | .
uses multiple line . : R
transfers calls to correct department or person- - |-
screens incoming calls | Y
answers inquiries posed by telephone callers .

records telephone messages (date and time)- 2 d§ ¥ N
requests complete information to make return call }

W

LR

P
sends confirmation notes as reminders of meetings

nakes and notifies participantq of ‘changes or cancellations of meetings
reserves neeting room and arranges for refreshments |
prepares and inspects mebting room for arrangements and equipment
processes registration for conference participantsv'f//
assenbles needed materials for use during meetings
prepares agenda for meetings |
attends meeting and reads minutes i
attends meeting and takes minutes
distributes the typed minutes in person or by mail ‘Q
. ‘ (o )

!0
. Im

! ' t
I ]
Y

th
”L

’
“h

,\ .

delivers telephone messages promptly

uses switchboard = - 5

-

1. places local calls E R % -

2. places long distance calls \ s

{

-

. person-to-person " ,ﬁ»”inr
© Ve

direct distance dial (ddd) . 4, | BN |
station-to-station

collect - m,
credit card

¢ e 14



L.C. - Places outgoing and receives incoming calls using specialized telephone eéuipment

IIDO

IL.E.

LF.

*1.G.

3.

O U B o B
- a = = -

R

placpélcalls using speclalized: telephone sqirices

a. conference calls

D. overseas long-distance calls

c. telephone facsimile equipment |
d. specialized long-distance networks, such as WATS

opérates speakerphone

.- ‘operates picture phone (optional) =~ -

uses bell-boy service (pager service)
uses card dialers

operates after hours message recorder
contacts mobile phones

Finds needed information by using thswtelephone directory

L.
2.

-uses the white pages

uses, the yellow pages

Maintaing internal telephone records and checks them against billing

B s RO —

*(keeps directory of doctor's patients) frequently called numbers current
records long distance calls made

reminds *doctor to return calls

checks bill from telephone company with records of long distance calls made

'

-omit-

' ' ) !
Records incoming x-ray and laboratory reports {according to accepted procedures)

31
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AREA OF COMPETENCY: MAI

* II.A. Receives and processes incoming mail

1. collects mail from post office or mailing departments (gpt{onal)
2. sorts unopened incoming mail for delivery to departments or individuats

a. business '
*b. personal $

mends torn or damaged mail

. prepares and attaches a routing slip

delivers incoming mail to proper persons or departments

makes notations in mail reqister

signs for packages received from shippers or UPS

pays for packages received COD
&demﬁmmMMmmmmeMNMI

10. opens incoming business mail, sorts contents, checks enclosures, time/date stamps
11. attaches pertinent. gformation to inconing mail

12. makes filing notatiohs and/or calendar notations

02 ~3 o L b Lo
e e+ e = -

1.B. ' Prepares outqgoing mail

collects mail from other offices or departments (optional)

folds and stuffs envelopes for mailing

-omit-

decides on least expensive and/or most desirable method of commnication or delivery
processes outgoing lebters and packages requiring spe¢ial handling and/or special rates
~omit-

prepares and sends telegrams, cablegrams, or mailgrams

~omite

operates a postage meter

records use of postage meter in "Meter Record Book"

O GO -3 O U3 B ) PO
. e e e e e e e e

Lol
O

—
<

18 16
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11. takes postage meter to post office to be refilled (optional)
12. operates a postage scale to determine correct postage

13, attaches correct postage

14, wraps packages for mailing

15, writes ZIP Codes on incoming or outgoing mail

16, files return receipts from reglstered or certified mail

17, insures mail

18, registers mail

 AREA OF COMPETENCY: REPROGRAPHIC SERVICES !

IL.A. Supervises and/or creates needed copies R o

1. operates-duplicatihg equipment
d. -Omit- ' ‘ J .
b. copier | b 4

2. -omit- ~ ‘ A

3. -omit-

4, -omit- p
5. proofreads to insure accuracy (very important) . ¥

x 1B Makes decisions aboutreprogrephic needs -

1. decides vhat matJ: 18 need to be copied ‘ |
2. decides on the . ' expengive and/or most desirable method to duplicate naterials:

3. nekes arrangementa to have materials duplicated f ‘ ;,\;a

o

40
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I.A, Maintains a petty cash fund

1.C.

@_\I‘G\l.l'l

> L B

-

T e B

~Omit~

- AREA OF COMPETENCY: NUMERICAL DATA

v

obtains or 'preLares checks to establish or replenish petty cash fund

makes payments from petty cash
prepares vouchers for money taken out or received

+, records petty cash entries in'a journal or check register

prepares petty cash reports

)

Prepares payroll v

11,

12l
13,

distributes. -4 ;w to new employess
maintains personnel’ records

_Drepares time cards fo; employees
‘computes ‘payroll . '

a. time worked
1) timeclock ,
(2) handwntten reoords

. ”~computes city, state, or federal taxes 'using printed tax tables

records tire, earnings, ete., on employees earnings record

- prepares payroll checks

distributes payroll checks

compiles payroll information to prepare employer § quarterly and annual tax forms

prepares and mails payrol{ taxreports ,
prepares-and mails/distributes end-of -year reports (-2 Porms)

keeps records of vacation time
keeps personnel records of sick leave

3




I.D. Maintains checking account

prepares receipte-for incoming cash
endorses incoming <hecks for deposit
prepares bank deposits from incoming cash
enters amourt of deposit in checkbook
enters deposits in ournals or check register *(pegboard)
takes deposits to Lank according to accepted procedure
prepares checks
uses checkprotector
enters checks written in journal or check register *(pegboard)
. ‘reconcilds bank statements
11, files cancelled checks
12, signs a check signature card to sign checks
13, signs checks
14. purchases special checks from the bank

~&

OO ~J3 O LN e W r2o —
- = e e - -

/
—
o o

a. certified
b. bank drafts

C. money orders

I.E. Handles payment of bills and statements {”fﬂf

1. checks accuracy of source documents J'k';
2memwMMmmmmmmmmm

3. calculates discounts

4. prepares checks

3. records on the invoices or statements the date paid, gheck number, initials
6. attaches stubs of bills to checks and presents for siqnature

7. files invoices/statements marked paid

*8. reviews licenses and narcotics permits

*I.F, Prepares patients' billing data

1. uses day sheet/book (pegboard)
2. calculates accounts receivable from source documents

3
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:
.,

3, uses doctor's fee schedule (Minnesota Relative Val

services I -

4, keeps patient ledger cards current
&mmmMMNmmMmMMe

a. makes a copy of the bill
b, mails the bill. |

6. prepares list of delinquent accounts

1.G. Maintains accounts payable rec0(§s

1. calculates accounts payable from source documents to keep acco

current
2, records payments

I.H. -omit-
I, -omit- S /
I .lJ [] ) -omit- N

*L.X. bepares annual sumary from check qggister

AREA OF COMPETENCY: DATA PROCESSNG
LA Codes formé for data entry (Optional)

I.B, Reads computer printouts to obtain information‘to prepare required reports

1.0. Checks source documents against computer printouts for accuracy

i Index) to bill patients for

unts payable records

{

4
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L.D.

"I,

~omit . | \

L

Operates & key~tape machine encoding mginetic tape (Optional),

.

" *AREA OF COMPETENCY; PHARMACOLOGY/FRST AID/ROUTINE MEDICAL TASKS

L.A.

IDBI

LI.C.

Applies pharmacology knowledge to perform transcription and standard first aid duties
1. performs transcribing duties

a. basic classifications of ‘drugs and their functions
b. nmetric systems "

2. orders drugs
Administers standard first aid (Optionmal)
Performs routine medical tasks for patient examinations (Optional)

prepares patients for examinations

takes and records temperatures

takes and records pulse

takes and records blood pressure

takes and records respiration

makes and records routine eye examinations

assists with collection, labeling, and delivery of specimens

s B o LR & o SN < SR S B G B
e a4 s« e * e =

a. urine -
b. blood
. v |
. identifies p ocgdures‘for assisting the doctor during or before the examination | ,
9. performs bas?q sterilization ’itechniques on surgicdl/medical instruments to prepare
then for the doctox: to use during the examination of petients 49
10, prepares examination room for doctor's appointments

1
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. AREA OF COMPETENCY: REFERBNCE MATERALS * ) f
IIT.A. Uses general reference materials to look up spellldg, pronuncxatlon, defln;ﬁ?%b:af”ierms,
compose, edit, and aid in research . »
i. uses‘gineral refefencé naterials - o | T
‘ . *clinical procedures manuals | | ]?v |

a
b. dictionary
"c. telephone directory and yellow phges o

d. quick reference words nanual \

e. thesaurus ' .
LwmemMMMMmemmWWMM)Q

g. city directory

h. postal manual | .

i, ZIP Code directory | . 9
j. secretary's reference manual

k.. -omit-

1. -omit-

m. word division manual

n. equipment operator manual

0

. library /
kp. hotel and trayg} quides

I.B. Maintains a reference library ﬂ
\

*1,C. Uses reference materfals spe01f1calLy for the medlca; secretary to look up spelling,
pronunc1at10n, deflnlttbn of terms, compose, edit, and aid in research

1. medlcal dictionary
2. quick reference medical terms ‘panual
3. Physician's Desk Reference and/or American Drug Index

Doctor's Shorthand (abbreviations)

. Syllabus for the Surgeon's Secretary

po
:

4
5. medical word book | ‘ |
6 R - 4
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7. Guide to Surgical Terminology
8. Laboratory Manual ' -
9, H.I.C.D.A.u2nd. Edition Coding Manual

AREA OF CONPETENCY MACHINE OPERATION (VERY INPORTANT) | i

1.A. Operates the standard manual typewriter to perform basic office duties
I.B. -Operates the standard electric typewriter to perforn basic office duties n

I.C. Operates ‘the selectric typewriter to perforn basic office duties

L.D, Operates‘the self-correcting typewriter to perforn basic office dutles (Optional)

I.E. Operates the proportionsl spacing typewriter "'co perforn vasie office duties (Opt‘ional)

IF. Operstes the automatic/power typevriter to perforn besic office duties (Optional)
Kind:

I.6. Operates the 10-key adding machine to perforn basic office duties
1.0, Operttes the electronic dlsplay caleulstor to perforn basic office duties -
I.I. Operates the electronic printing calculator to'perf;)rm bas{‘c office duties

I.J. Operates the prmting calewlator to perform Yasic office duties (Optional)
I.K. Operates the full- key adding machine to perform basic office duties (Optional

I.L, Operates the transcribing machine to perform basic office duties

¥4
¥[ M. Operates the posting mechine to perform bdsic office duties (gptional}

&
v
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*AREA OF COMPETENCY. WORD PROCESSING/CORRESPONDENCE SKILLS (OPTIO‘NAU"

LA

{

LI.B.

L.C.

I.D.

IlEl

Perforns logging-in procedures for vork refeived in recorded form

1Y

i
1. removes media from recorder

2. places clean media on recorder when necessary
3. completes log sheet and attaches media removed from recotder ~

a. records time dictation was received

4. places media and log sheet in hold folder according to “'Work’ in progresé"
 procedures

Performs logging-in procedures for hard copy
1. completes log sheet and attaches yo'hard COpY

a. records time copy was received

2. places hard copy and log sheet in hold folder according to "work in progress’

procedures (

Performs logging-in procedures: for stored copy

1. selpcts needed materials from stored copi( file

2. completes log sheet: indicates amount of vork and tins of completion
|

?

Piles, locates, and retrieves or plays back stored documents (magnetic media and «'

typewritten copy) in procedurs with the currently used filing system

Codes docunents for filing by assigning code numbers and authoz's name or number
according to the system used ' '

1.F. Retains completed magnetic output media for a predeternined nunber of days

‘ ;:“r:

Lo e T g A
L .}.j;-”,,‘*{,"ﬂf‘.“?"'
T

33
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I.G. Keyboards on magnetic keyboard from recorded media, hard copy, or stored documents and
produces final copy as requested

1
¢

1. removes recorded mec ., hard copy, or stored documents from central hold folder or

2

|

3

L

5.

6.

P . O O W

stored document £il. fo lowing the procedures used to obtain materials needed for
keyboarding

- 4. Indicates time and date picked up on log sheet

keyboards materials obtained

‘3, types copy BE ‘

(1) rough-draft form
(2) first-time-final .
(3) documents for permanent storage

edits and proofreads for playback in finél form

punctuation

spelling ‘ ///

qrammar /

word division | .
format / w ' -

plays back in final form rough draft materials that have been edited for delivery
of final copy

uses line counter or specific office measuring pro‘ure to determine amount of work typed

completes log sheet to indicate work completed

a. indicates time completed - ’

b. classifies type of document i \
(1) original o ' ;
(2) hard copy

MED 25
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(3) stored document
(4) revisions
(5) statistical

c. defegmines amount of work completed

(1) lines
(2) pages
(3) keystrokes
(4) time

[ 4

-~

7. scans, erases, refiles, or returns to user the tra2}cribed media, hard copy, or
stored documents as deternined by center procedurg

8. routes completed copy to word originator

]
]

Ij.KwMuﬂonMwﬂkkw%ndmﬁwhiﬁwmﬁmwhnﬂwMgM&swmdmwmmf

obtains stored document according to center procedure %r‘
plays back stored materkal and inserts variable information as nesded ‘
edits.and proofreads for accurate final copy B

measures work
completes log sheet

O LN WS L B

1.1, Proofresds al] typed materisl for accuracy

ILUmwmemMWMMMMMMmmmMMmmM&mMmmm
utllxzatlon of a word processing system A

Ees author's manual or book of authorized uSers of the system -
2. uses secretary and dictator procedute nanuals

completes copy and returns to vord originator for final approval T ‘X* 3



N —

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMULATION,
STUDENT ORGANIZATIONS (OPTIONAL)

IA. Partjcipates in supervised work experience training (co-op,internship)
IB. Participates in a simulated office program

IC. Participates in co-curricular student organizations

60
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ERIC

Aruitoxt provided by Eic:

COMPETENCY RECORD

‘The COMPETENCY RECORD that appears in is section is

suggested as a replacement for the traditional report
card. It can be used to give employers, teachers,
counselors, students, and parents information about
what each student can and cannot do.

v

The COMPETENCY RECORD should follow the student through
his or her vocational training in the secondary and/or
the post-secondary school. The recommended grading
scale is shown on the COMPETENCY RECORD. The

COMPETENCY RECORD on the following pages includes
ALL the AREAS OF COMPETENCY recommended for a graduate
of the Medical Secrgfary Occupational Program.

'S
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COVPETENCY RECORD

_OCCUPATIONL mocea: Medical Secretary Nawe 06 Cludent

This competency record tells what the student, who is named above, has demonstrated that he or she can
do. A graduate 1s one who has denonstrated competent performance of all the tasks designated for this
occupational program. This competency record is to be used as an expansion of and/or supplement to the
traditional report card. Student perfornance can be rated at the secondary and/or post sécondary level,

, BATING SCALE:

5 - Performs task(s) with ability'that consistently 1 - Is unable to perforn task(s).
exceed(s) program minimum standards set for job

entry level; very competent, T - Demonstrated ability to perforn task(s) at or
, | above job entry level by taking a challenge
b - Performs task(s) at job entry level; competent. test,
3 - Performs task(s) with periodic assistance. PWPM - Actual production words per minute (PWPH)

obtained by student.
2 - Performs task(s) with constant assistance.

(,‘

SCHOOL(S) ATTENDED: DATES ATTENDED  INSTRUCTOR'S NAME(S)

MED 29
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\

NN | spoomagy POST SECONDARY
PROGRAM

STANDARD JPATTNG | YR, |™NSTR, |RATING | YR, , INSTR,

R ——

AREA OF COMPETENCY: TYPEWRITTEN COMMUNICKTIONS

IV.A, Types general business/*medical correspondence uging
*medical terminology from: typed rough draft, handwritten
rough draft, verbal instruction, verbal dictation at the
typewriter, machine transcription, information compiled
and composed at the typewriter, and shorthand note
transcription

IV.B, Types. multiple copies of general business forms that are
a pertinent to the specific business from: typed rough
draft, handwritten rough draft, verbal instruction,
verbal dictation at the typewriter, machine trans-
cription information compiled and composed at the type-
writer, and shorthand note tramscription - ' .

IV.C. Types miscellaneous material *(using medical terminology) , '
from: typed rough draft, handwritten rough draft,
verbal instruction, verbal dictation at the typewriter
machine transcription, information compiled and composed
at the typewriter, and shorthand note transcription

[.D.  -OMIT-

I.E. Types or prepares copy for reproduction '

IV.F. Types correspondence, records, reports, forms and mis-
cellaneous material from: typed r ugh draft, handwritten
rough draft, verbal instruction(:gérbal dictation at the
typewriter, machine transcription, iqformation compiled -

“and composed at the typewriter, and shorthand note
transcription with carbon copies

I.G. Proofreads and makes neat and accurate corrections of

typed material (Very {mportant) - |
. S m*i “ '
60 \ | w I
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. ‘ .
MINIMM secouDARY POST SECONDARY
FROGRAM .
STANDARD | RATING | YR, | INSTR, | RATING YR, INSTR,
prinm s ——— \
Y[, Types medical records, medical reports, and medical forms
from: typed rough draft, handwritten rough draft verbal
{nstruction, verbal dictation at the typewriter, {nformation b ’
compiled.and composed at the typewriter, nachind trans-
mm_»__nﬁ[lleQnJ4ﬁhQ[jjﬁuyLMgQEQ transcription, and questionnaires 4 R
Rough druft pupn (_ pwpn tandard) for  minutes (__minutes): Mnchine trdnacrlptlnn ~pupn (‘_ pwpm
Comments: tandard) for  minutes (__ ninutes): Shorthand (Kind: ) taken at _ wpn (_pipn standard) for

minutes

( mininum minutes) with 1 accuracy (.

pwpn minimum standard) ™

7 minimm accuracy)! Shorthand (Kind

) note tlaanrlptiun‘dt

A}

AREA OF COMPETENCY:  COMMUNICATIONS COMPOSITION

INSURANCE DATA

I.A. Composes business and *medical letters *(excluding tech-
nical-medical information reqarding patients) under direct
-~ supervision : j e
O !
1.B. Composes business and informational *medical reports under ;
direct supervision ‘ e B e
1,C. Composes and/or edlts other materials under direct super-
_vision ) | ! .
Comments:

*AREA OF COMPETENCY:

I.A, Prepares insurance data according ‘o accepted procedures
Comments:
ee———— A

67.
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- MINTAM
PROGRAY

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

'SECONDARY -

STANDARD | RATTNG | 1R,

INSTR, | RATING | 1,

POST SECONDARY

INSTR, ..

 IL.A. Naintains the currently used filing system

I.B.

Revises files *(patient and general office) to keep
them current |

I.C.

-1

Cross-refexences documents and prepares cross-reference
materials

¢

I.D. Maintains index files

I.E. Maintains\\ﬁickler"'files for follow;up responsib'lities
I.F. Maintains personal "work in progress” file: N
1.G. .—omit- T

I.H.

e

Selects materials for micro reproducing

I.1.7 Determines recordkeeping needs and suggest a filina sys-

tem *(Optional)

I.J.

Establishes and sets up a filing system *(ptional) -

I.K.

Maintains files for shorthand notebooks (Optional)

Comments:

69
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| MM | spconpary POST SRCONDARY
PROGRAM
| STANDARD | RATING | YR. | INSTR, | RATING| TR, | TNSTR,

| AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES

II.A.  Screens persons who enter the office

I.B. Maintains appointment information

f P

*1.C. Manages patients' files and reports °*

*1.D. Arranges for patient admission to the hospital

Comments;

3

AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps the reception area in order

!

1.B. Operates intercom system

I.C. Maintains a *(medical staff) bulletin board of announce-

ments, news, etc.’

I.D. -Omit-
I,E. Writes/prints legibily "
*I.F. Keeps an annual calendar ‘
- ‘ Y
Comments:
A —— Y

MED 33
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AREA OF COMPETENCY: OFFICE EQUIPMENT

MINIMM
PROGRAM
STANDARD

SHORARY-

U

[nisma,

20ST SEcouDARy - |

.o R
RATR{S, YR, | INSTR, |-

II.A. Maintains office equipment F

~
-—

II.B. Selects and keeps equipment current

Comments:

AREA OF COMPETENCY: OFFICE SUPPLIES

TII.A. Maintains and keeps up-to-date personal-and office
‘ inventory of supplies

Comments:

K]

AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS

I.A. Makes travel arrangements

I.B. Schedules meetings and/or conferences

Comments: &

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPCRTANT)

LA, Answers.inéoming telephone calls

7

1B, Places outgoing telephone calls : .

13

e~
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MINIU | seconpary POST SECONDARY
PROGRAY

STANDAZD RATING YR, INSTR, | RATING ¥R,| INSTR,

_ L

I.C. Places outgoing and receives incoming calls u51ng
specialized telephone equipment

I

I.D. Finds needed information by using the telephone directory

ILE. Maintains internal telephone records and checks them ag-
ainst billing

I.F. -0mit- | ) | |

, . [
*1.G. Records incoming x-ray and laboratory reports (acc§rding ; ' |
to accepted procedures) ‘

v

Comments:

AREA OF COMPETENCY: MAIL N :

IT.A. Receives and processes incoming mail

1.B. _Prepares outgoing mail

b s ———— e —

Comments: SR | . ‘

AREA OF COMPETENCY: REPROGRAPHIC SERVICES : _
i
i ] I
IT.A. Supervises and/or creates needed copies B ] L
!
1.B. Makes decisions about reprogrephic needs ° ‘ R i
i ! )
Comment ( \
j; /§>«‘ |
— o ‘ m———
L ‘ :
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| C | NI spoomaRY POST SECONDARY
PROGRAL
STADATD | Rz

T, INSTR, [ RATING 1R, | INSTR,

| AREA OF COMPETENCY: NUMERICAL DATA

1A Maintains a petty cash fund

I.B. -Omit~ B

1.C. Prepares payroll

I.E. Handles payment of bills and statements

*1.F. Prepazes patients' billing data

1.G. Maintains‘accounts payable records o

-T.H, -Omit-

|
|
!
- . |
1.D. Maiptains checking accounts . ) O
' ‘ ' |
I
|
|
|
|
|

I.I. -Omit-

1.J. =-Omit-

*I.K. Prepares annual sumary from check register : |

Comments:

AREA OF COMPETENCY: DATA PROCESSING

I.A, Codes forms for daf;/;nfry (Optional)

I.B. Reads computer' rintouts to obtain information to prepare
required reparts ./
A /-

m

: S B 3



~ 1.C. Checks source documents against computer printouts for
accuracy ‘ :

MINIMUM
PROGRAM
STANDARD

SECONDARY

RATTNG

L

TMSTR,

POST SECONDARY

IIDO 'Omit'

I.E. Operates a kei—tape machine encoding magnetic tape
{optional) -

Comments:

*AREA OF COMPETENCY: PHARMACOLOGY/FIRST AID/ROUTINE MEDICAL TASKS

I.A. Applies pharmacology knowledge to perform transcrlptlon
and standard first aid duties

I.B. Administers standard first aid (Optional)

I.C.~ Performs routine medical tasks for patient examinations

(thi°“3})w,,_, : -

Comments:

+ AREA OF COMPETENCY: REFERENCE MATERIALS

1I1.A. Uses general reference materlals to look up spelling,
pronunC1atlon, definiton of terms, compose, edit, and

aid in research )

78

"
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PROGRAM

) MINIU | sEcoNDARY POST SECONDARY
STANDARD | RATING, YR, ,INSTR, [RATING| YR, INSTR,

m

I.B. Maintains a reference library

*1.C. Uses reference materials specifically for the medical
secretary to. look up spelling, pronunciation, definition
of terms, compose, edit, and aid in research ' - '

,lCommenta:

AREA OF COMPETENCY MACHINE. OPERATION (VERY IMPORTANT) : ' '

LA, Operates the standard manual typewrlter to perform ba51c
office duties

]

I.B. Operates the standard elécttic t ‘ypewrlter to perform basic
office duties

I.C. Operates the selectric typewrlter to perform ba51c office : :
duties % o ‘

1.D. Operateﬁ the self-correcting typewriter to perform ba51c
office duties (fptional)

lI.E. Operates the proportional spacing typewriter to perform
basic office duties (Bptional)

I.F. Operates the automatic/power typewriter to perform ba51e
office duties (Optional)
Xind:

-

7

I.G. Operates the 10-key adding machine to perform basic office R

duties | '

\ ‘ S T | aem A0



) |

MINIMUM
PROGRAN
STANDARD

SECONDARY

RATING

YR, INSTR,

RATING

P {\i
ST sscom)‘

YR‘. 'msm |

Operates the electronic display calculator to peﬁform'
basic office duties

-

L1

]

Operates the electronic printing calculator to perform
basic office duties |

I.J.

Operates the printing calculator to perform basic office-
duties (Optlonal) i

LK.

Operates the full-key adding machine to perform basmc ot-w

fice duties (fptional)

I,L.
~ duties

Operates the transcrlblng machine to perform banggoff1ce

o

L,
© - dutles (Optional)

kS
~
Operates the posting naching o perform ba519éggf1ce

e Bl

Comments:

C
®REA OF COMPETENCY:

WORD PROCESSING/CORRESPONDENCE SKILLS

LA,

(OPTIONAL)

X

Performs logging-in procedures for work received in re-
corded form

1.B.

]

IIC.

Performs logging-in procedures for hard copy |

r

Performs lqggigg-ih procedures for stored copy

MED 39
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1.0,

-
S e -

~ s
e SC Y

.
A L

Files, locates, and‘retx}gyes or plays back stored docu-
ments (magnetic media and'%ypewritten copy) in procedure
with the currently used: fxllng system |

MINIMIM

r

PROGRAM
STAVD/ZD

, } l":“ ' |

L

1

SECONDARY

DA'M’W' v

wbaanV | dany

POST SECONDARY

R

TNSTR, | RATING mﬂ msﬁ

e

e

IIEI

Codes documents for fllxﬁg by assigning code numbers and

L.F.

author's name or number according to the system used

Retains completed magﬁétic output media for a predeter-

mined number of days’

L.G.

B ﬁ‘ ‘
Keyboards on magnetic keyboard from recorded media, hard

copy, Or stored docunents and produces final copy as '

requested

I.H.

Keyboards on magnetic keyboard variaple information when
playing back stored documents i

1.1,

Proofreads all typed material for accuracy

- L.

‘Uses specialized reference materials fo cunderstanding

of operations, procedares, and utlllzatlod\of a word
prgcessing system

ul \\‘ v -—-— '
. Comments:

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE

SEMULATION, STUDEAVD -ORGANIZATIONS (QPTIONAL)

L.A.

/

iy

farticipates in supervised work experience training (co-
o5 op or internship)

@ Type of business, institutuion, or agency: w

i

Length of time:l

4 D0

‘: e



“ ) . Lo ‘ K‘w
: N &
| YN 2[ POST SECONDARY
~ | PROGRAX R
. | gmammarn [aamTyg Ve, RATING | YR, | INSTR,] .
w—‘ . —- nachun T . f

T Br ~Pafticipates in a simulated office program ;

I
|

I.C. Participates in co-curricular student organizﬁiﬁons

&, Name of organization:

Length of program: e ’ '
A
1 - L —
e . (,“" i
, ,

Comments:

e

Statements of competencies can be graded at either the secondary or post-secondary level,

¢

-

fu——
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INDUSTRY REPRESENTATIVES

The following Indugtrial Representatives vere involved in the development of the task list for this

occupational program.

s, Judy Wilder -
Mayo Clinic, Persomnel Dept,
Rochester, M 55901

Mrs. Deloris Margquardt

AR, Cullado, M.D,

2505-kond Avenue North
Minnespolis, M 55412

Ms, Sendra ¥illiams,
Medical Records
St. Mary's Jospital
b0 East 3rd Street
Muluth, MV 55805

Ms, Margret Severson
Medical Records

"h050 Coon Rapids Blvd,
‘Coon Rapids, Mi 55433

K
L

]

Mrs, Irene Ferlen
Northfield Clinic

‘Northfield, MV 55057

\

Mrs. Elaine Gruys, CLA,CMA
Anoka State Hospital -
3300 Fourth Avenue

Anoke, MN 55303

e, Key #ilshusen
Meyo Clinic-Typing Service
Rochester, MU 55901

Ms, Carol Hersmen

Personnel Department
St. Logls Park Medicel Center .

9000 West 30th Street

~ St. Louls Park, MV 55416

. My Alen fank, Aduinistrator

St. Cloud Orthopedic Assoc,
St. Cloud, MY 56301

w .
Mrs. Vergene Boulet
1835 N, E. Garfield Street
Minneapolis, MY 55118 ¢

Ms, Mary Cofoert,
Medical Records
Fairviev Southdale

" 6401 Frence Avemue South

Edina, MV 55435

~ Ms, Mary Jane Schmidt *

Director of Nursing
New Hope Nursing Home
8611-95th Avenue North
Minnewpolis, M 551&28
b
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DEVELOPERS
s & My
Curriculum Articﬁiation Project
y ‘f“‘

Dr. Laura J, Burger, Director Ms. Helen Sierk . rat pehrson
un  Ms. Deena B. Allen, Curriculun Rochester AV.1.I, Willmar A.V.T.I,
.‘.?": Specialist ! ROChQBter, MN( 55901 Willmr, MN 56201

Statewide Curriculum Articulation . :

Project - :

3554 White Bear Avenue Ms. Karonne Becklin Ms. Sharon Frank

White Bear Lake, MV 55110 _qMnoka AV,  Anoka A.V,T.1,

: Anoka, MN 55303 . Anoka, MN. 55303

Hs. S;z’;’;i‘{i]:t’hls' Curriculun Ms, Eileen Pattit | ,

| Brainerd A.V.1,1

3 1 ‘ 140

Statew%de Curriculum Articulation 300 Qyince Street
Project

Braf
Brainerd A.V.1.I. afierd, M 56401

300 Quince Street _
Brainerd, M 56401 ~‘ - - S N

90
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' J
HUMAN RELATIONS AND PERSONAL DEVELOPMENT ¢

Secretarial/clerical personnel work with people. .For this "i
reason additional competencies in the area of.Human Relations
and Personal Development are needed by the student who wishes
to become employed. People work together when they. have 'an
uncderstanding of themselves and their co-workers and when they
willingly make appropriate adjustments in their own behav-
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The STATEMENTS OF COMFETENCY shown in the following sectfén of
this task list represent *the minimal Humar Relatlonshlp and
Personal Development 'skills needed by graduates of secretarial/ '
clerical programs. It'shouﬂd be recognized that students will
continue to legrn about themselves and others through daily ex=-
periences they have in their careers. . N
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» HUMAN RELATIONS AND PERSONAL DEVELOPMENT |

AREA OF COMPETENCY: COMMUNICATIONS

A. Demonstrates acceptance of people in a friendly business-like manner
_ {
1. interacts verbally with people in communicating a message

)
)

ﬁ enunciates clearly

usel correct grammar and appropriate choice of words
shiows/demonstrates tact

responds courteously -
uses a pleasant speaking tone, rate and volume

N
n

a.
b
d
e

2. asks, remembers aud uses persous' walcs fn comaunicatiag with pesple
s ‘ P
N 3. interacts non-verbally with people in communicating a message .. . ¢

a. recognizes the meaning of facial expression ‘ . .
b. recognizes the meaning of body language '

c. recognizes the meaning of eye contact

d. recognizes the meaning of hidden messages

B. Listens to ahd responds to the messages received from co-workers, supervisors and visitors
takes notes when: receiv1ng instructions

periodically looks at the person who is speaking to obtain visual cues

asks for clarification when the message is not understood

concentrates on one thing at a time as directions are given

WO R —

C. Gives directions and responds to other people

makes use of an understanding of human behavior '

displays an ability to be assertive without beiﬁi offensive
deals effectively with angry or defensive co-workers /customers
. recognizes the uniqueness of and differences in individuals

B N R
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AREA OF COMPETENCY: SELF-DEVELOPMENT )
) A. Demonstrates a disposition for continued personal growth and understanding of self
9‘_) . \ - .. .. HR/PDMED 45
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RGN RRAR Pt U I
1, thinks' posteively about hingslt/beraelt nd hinfher futur
"2, doss ot show off to bolater his/her lelf-contidnncn R
A 3, vaits for whey hefshevwaics - b o L ‘.j'J,fi- v
b & uakeq up his/her nind decisively o "'{¢1=W4’/‘ "
[ . adnits his/hér shortcomings - -, L .
P ' recosniaea &nd builds on. his/he: utranatha wtthout becanins vtin
: BRI T seeks out nev vays to develop hia/her talants, S
C 8 Das i tealistice self~inage based upon, thé vay. that othttﬁ‘tct hiu/hlr
T ) h X} positiVe attitude about self ahd othqxt . .‘;;; e

B, Digplay pe:sonal development.for aocitl liﬂins

1, “handleﬁ personal ftnances
2 ‘chooses 1fe. style end houaing optiont
o+ &, displays an ability to live and f‘j
©d ~chooags safe and relisble transportat”on
l&._,lidentifies personal biases, ptt1ud1tea.

l

ﬂ”“”t G hShawa emotional maturity

oy ,l. ‘ftolerates trustrations

| B ‘thinks for himself/herself

3
b | tackles uhpleasant tasks without self-pity‘"
‘5. ‘takes responsibility for his/her own;actions
&mmmWMmmmmwm

S 1, . takes orders without betoming obstinate.

| 8 is motivated by s, long-range pltn, not: by viitng-or d e_tol oach;
: 9 does not nurge’ grudges or. try to 3et aven o

D, Mainﬁhine prafessional matutity
1 has clearly defined career'goals
views his/her job ptofessionally, rather

b.. sees job satisfaction-as part of good’ nmpmu
. 80t realisticagoalatbasedmonmhisﬁhar‘




3 - Bots prapar exerelse ;. v ML
. has annual dental and mdical chack-upo

5 has sood panture DR
S
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'Showa good visual poise

L demonstrates an appropria;e method of standing, walk;lng, sitting. bending and liftinu
4
'Selects and vears proper affice attire | -‘?.‘--.- T
L 4s groomed attractivelz and . tastéfullg o ﬁ o R R
« & vear$ clean, wrinkle free gaments o S ety
-b.," wears flattering colors and garment: styles for his/her figure T O "
C. ~chooses nccessories that are apprapriabe for. work i S } R P
e e s T
() fashdons . AR L
d. 'coordinates colors of gamenta and acceasories wom toget:her [ o \ L ;“
e, plans a vardrobe for & Linited budget * 4 ’-" - B
| f; wears shioes thar are qu1et, polisned, fastened and in 3ood rapur o O
g shops for clothing that s well cbnstructed 60 that it vill flm,/, S i
| Has goéd personal hygiene habits St e oo fy
" o ‘\ oot L
1. bathel his/he; body regularly i ' R Y S
~l. uses antipersplrant | " fﬁ;[? L S R A
3. 'has clean hair, skin) :teeth, nails, and brémr - o SRR Do

4 vears clean clothes that bave bee layndered properly  f © . B SR 1
5, redoves hair properly and regularly from. selected [areas oﬁ tkl‘ Pody S AR
6., - - applies cosmetics in a skillful vay to enhance features - fy -
7. subtly applies body fraprances R ’f,f/ L |
‘ - A PR R a}’ , |
AREA OF COMPETENCY. OFFICE ATTIUOE . ,f/(ﬂ' )
i ' |
I}elates to nale and female co-workers of all agea,j skills, bad#roundl, and positions ‘
i f . s J: * -
1. contributes to a team efﬁrt . ;" I

Joo. 6 s »supportive and encouraging Lo ,ico-workera

& requests andfor gives asﬁjtyﬁance tﬁ}" ther people
b, handles constructive/mane nstruct;l mriticism and profir.s froﬂ"{t'
¢. declines invitatiods grace?ully o '

d responds cheerfully and gi\veq prais& dhen appropriate
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2 uomnen individul f0b vimponathiltty, %= _

e favoritien snong staff

) e ahows lnyalty to compaqy
iy ‘foliows the company 8.policies SR
3, matntaing confidentiality of conpany/h\ltitutioul Momtion e

% demonstrates cost contnol Vo

. dnls offecilvely wi] fxiochm md tenadon withia tlu omco W
a co-workeu who don't’ uuu !ull ‘hm of vorklond “ |
b nooddness of co-ﬁorkm/mporvtgon O

d. pereonal problens which inurfm ﬂth work - :
¢, offensive langusge or behavior of, co-workers, lupmi,lor or eultoun
f, luproper hypiens of co-work which l ol!mivo to othlrl |
"§. angry) custoners” Y S

b, chronic complainers - | ,4/ R
1/ short-tempered co-workm. lupmilor or nl'!

quports company and amployar by cxhibiting protmimli!

# ‘i’" L i
. ) 3 ﬂ -
" ) , b 'H

"“"' \ vl““ ‘l“ I i. ) .‘ ‘

b anticipates needa of aupervinor ¢

- ) X
. LR .

"8, conserve suppliea e e j*«‘,, I
b.. use time efficiem:ly L e Pl
(2 develop and improve pe:'aonal work mhodl lné ptmdum

6.(, diaplays good housekeeping habita '-'- L "“‘I‘ |
4. cleans aid maintalnd vork ared . :  BT
b, cleans and organizes employer's otk ares: » ipoﬁmud :
‘ makqs coffee and kags coffee area‘fnm: and clun o |
L .é S v‘~: .
‘7.' ‘ahows professional commitment to his/hlr empioyat TR
- X

shows flexihility‘ and willingness to try ne’ app‘

8 g
b 1 versatile an wming to aﬁopt hin/her belmior to m uituatim
oo ‘ ¢
. about salary, benefita, and company policy |
Shovs that he/she s dependabla 1n the officc lituatm\ .

e




S lm hap work habits that {nsuro vork bedng 8t
TR 2,1 areives at work on timbé and oaiuwm lom ‘

| 3*&‘, plans and wcleiuies wrk miu geils wnd ﬂorlﬂu

1 has & good attendance record with otok "«Vl and poroonaI dtyl ukoo vhoo nmhmy ST

L ' paye atgention to datatl wo that ‘high qualty work 4o maintaind ooooiomtly R
i “°n°"" through:to complotion wk thet has beta e B
D st,m mnmm fn gaioing prolmionu ldvonomoto | R o I;"* e
‘ o JLL saeks job/aelf enhaocemont experhﬂc” o ' S B

s updoteo his ner ski1ls md knm@du through fqml education, io-houu traioina. -
S infornal communication - .} R
=l | b porticipltol inp{omlionll ormmtionl | ey

R

e

| .'2.‘ oelocts o ro1ooto job promooiono based oo opportunity, \'MIOMI zooll, ond ottomtmm :

R 1 examinea altemativeo ad’ engosu io amr phhning k “{ I
| SR e f ‘«f..q FE S N
cL (l) long,oo(m o _ R ‘ M T
A ) shott‘tarm _ \_ o '“ ‘Q‘\ ;o‘ N AT NP SN

" JREA or oomrm- socm m nusmzss moum

'1

A - Displays proper opoial ““Illem\’  , . o

. kN ' v S el
! e e RCREE

Co L etwté fo social functions (l B introduotion/u bl umu. em cmum IR

PN ) o
' ‘ o ' K - VA ‘ ‘ AT _";"1"\‘\' L
, SR thlaya proper businoao‘etiquotte | PR D L xﬂ. -
. | CroNG ] LI ;:'
Yy 1. converpes wf the-vorkets and guestiai ;/ﬁhlly occopnblo unnor, mhin tho tiu
S cone?lint of ohe office sitmti&o j : .
R 2 & offfee boaineso (noo-confidcoml) ‘ R ‘ )~'\ ,‘ 
’ b-. personal, buglness T B
x ‘ i o : ,1. Lt ) ‘ i “v‘, . ‘
v 3 ¢ gocial events: . . ‘ 3@ T I R
N ‘.1- toples of seneral i'ntereot o sl L . el T
2“} Iusje;.tha Miofo?al cooﬁofiooﬁoo;' neovork(mp WT”I obo o!ﬁoo £n i poutii"i"wm“ s
S rofuino froﬁ contibutiog to ofﬂon souip |
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"4, 'addresses superior properly (e.8.Mr., Dr., Ma...gtc.)'

. l A B !o:mil ‘
S 'b. . non-formal

Ly . . v -,

AREA OF QOMPETENCY: JOB SEEKING SKILLS
1. checks schodl leletin bosrd

LU
2. ' reads newspaper ads -
ot - / 3, contacts employment agencies

A. ‘Identifies job opportunities for which ﬁi[3h0a1‘ qua{i!;od' .

[

a. state
b.  private -

4. uses personal contacts /_\;\ A 0

B, ~ Prepares for job interview - S e C
14 - writes and types a regﬁme . . . \}
2. composes and types a jetter of application: 1 N !
3. contacts a prospective employer- ' N e

4. arrives on time - T

5. conveys an optimistic outlodk'and willinﬁncuu to lagpu:

. ' L | , -
-  C. Participatés in’y job interview ;e .
» . . . ' \

) 1. dresses JLd.g;ooms himself/herself appropriately \;

L T 2. obtains job information from pernpegtivo employer © -

» ' a. ~job requirements
T b. ' benefits ‘
- Ce environment :
d. salary o -

. e. opportunity gor.adyanqemedt T Ny
| ‘ . . : :n\ ;ompaﬁy's_purpose and function

D. Follows-uﬁ on the job interv

Bdi..

iew L

1. senAS'an ackncwledgment»ietter - . .
103

\\\\\x 2. ' makes-a phone call i |
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NUNAN RELATIONS AND PERSONAL DMDOMNT '

, OCCUPATIONAL Pooow: MEDICAL socmm» . Jlnme oﬁ Qludﬂtt

v
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' . o
l : ek
‘

- ot 11
‘ Thio competency rocord tollo vhat the otudont, whoxlo naved above, hu domonl |
trated. that he or |ho an
do. A graduate 1s one vho hes demonstFated compatent pog!omoeo’of all the tnkl dusignated for- tgio K

. occupation¥d. program, This. -compatency record is to\be used ‘as an ax ‘
panedon ‘ol abd/or supplemant to th ~
; troditiontl report card, Student porlomnct can b rated at tho mondm and/or polt ::cood::y lm:. o "

RATING SCALE: ] — — o ]
. 4 o N S K o '
- § = Perforns task(s) with ability that conatotontly l- Is unable to ptfors mk(o) PR ',
exceed (s) program minimum standards set for job b |
B ontry level} very competent. B ’P Dmpotrotod shility to potfotn mk(u) o
1 - . above ;ob ootry lvel by .tokinz ¢ challonge
N - Perfoms took(o) at job orttry lovol. conpetent, ' test, . ~ |
# 3 « Perforus task(s) with poriodic usistance, PWRY - - hctul production wordo par niouto W) ]
! : AR ,. ! obtoiood by itudmt.\ T
2 - Perforns task(s) with constant assistapce, .

- ‘! ' ) '
] \ ! | =
’ ' ¢ b ' . f ’
; . o [ I ,
i ) \ 3

SCHOLG) ATTEWORD: DA ATIEOD_ INETRUCION'S WA(S)
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AREA i commcr. corowmcmous Lo

llo Demonstratemcceptance of people na friendly-business-like
manner W |

e
~

Listens tq{;ﬁpd responds to the messages received from co- :

-

[ .

- vorkers, gupomsors and visitorL RN

“

o ¢ ‘Gioes .directions and 5re3p‘onds t_o other oeoole %

| B e
1 oo comwuco SELF;DEVELQPI“IENT 5

“.A.  Denonstrates a dispositioo foj continued personal growth aud

—

+ understanding of self .

:jB Displgxs personal develcmm for social living

g [

‘ C Shous enotional maturitg‘ SR |
| D. | Maintains professional maturity = -

" ‘\'*
Comments,« :

* AREA OF COWPETENCY: PERSONAL APPEARANGE

A, Maintains ggoﬂ‘,ohySical fitness ;behavior patterns |

ca;, Shows good visual poise R
4Uo- |

C. §eiecto and vears properl office attire




fﬁ‘ékg ounds; '.'and positions

B, Displays.proper business etiquette
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D Fdllowsaxgon'fhe jobv interview
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Comments: : S

b

: steteunta of competencies can be graded gt either
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