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CROSS REFERENCE SYSTEM

Task Lists 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, administrative assistant, Correspondence specialist,

correspondence superlqsor, and data entry operator. All Task Lists contain an add-on list of

huan relations/perSonal development qualities desirable for graduates seeking secretarial/clerical

positions.

The task lists for offlce services aid, typist, general office/typist, receptionist, stcretary/non-

shorthand, and secretary/shorthand.hre referred to,as."GENERAL" secretarial/clerical lists andiall

additional lists are referred to as "SPECIALIZED" lists. %

The * and the numbering system is the key to cross-referencing for the specialited lists. The

specialized lists are compared to the Hits for typist, general office/typist, reCeptioList, seer

retary/non-shorthand, and secretary/shorthand. When there is something on'the specialized list

that is pot on the general lists a * appears. The position of the * indicites,the level of'

changyade in the AEA OF COMPETENCY; The Statement of Competency, or the Task. For exaiple, if

the.* appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new. Tf the *

appears before a Statement of Competency or Task then only that Statement or Task:is atw. 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 Task List for Data Entry Operator is,not referenced to the general lists because .the tasks

are'unique in that area and need specializei training. The Task Lists for Correspondence Specialist

and Correspondence Supervisor are not referenced to the general lists.because tasks'in these areas

are applied to a word processing/correspondenee center and the procedure for completing the tasks

is different from the tasks in the generaldists. The-Task List for Correspondence Supervisor

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

if
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INDUSTRY RECOMMENDATIps

\

MEDICAL SECRETARY

Industry representatives have mad,e several suggestions to studenti3 who will seek employment

upon crompl tion of this occupatistal program. These Suggestions are general in nature and

describe t e kind of individual whoi they wish to hire'. A competent worker is one who.sat-

isfactorially performs the tasks listed in this document.'and one who is mature and respon-

sible, it is important that an employee have a positive attitude toward work and that he/.

she continues to learn on the job.

One way an employee continues to learn is through reading articles in professional journals

and publications. It is very important for a person in this position to use medical term-

inology properly, understand human anatomy and phYsiology, and intelligently communicate

with employers,, patients, and associates.

The employee who is 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 proofread* carefully so that neat and accurate correc-

tions are made. Accu,racy and confidentiality are extremely important in medical occupations.



JOB DESCRIPTION

\\

Medical Secretary

Other commonlob titles which graduates may have include: Medical Transcriptionist,

Medical Records Clerk-Typist, Medical Insurance Clerk, Doctor's Office Secretary,

Laboratory and Radiology Secretary, Private Secretary for medical records and surgical

records.

Thr basic duties of the medical secretary fall into three prime categories: patient contact,

officP procedure, and medical specializatiop.

The difference between a secretary and a medical secretary is the knowledge of terminology,

anatomy, physiology, pharmacology, iisease conditions and the ability to ptki this

knowledge to use.

The medical secretary also must have the ability to work well with people and demonstrate a

good sense of professional ethics used in the medical field.

Graduates of the medical secretarial program find employuent in clkics, 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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TASK UST

V

The lollowinpask thr vocal lonal instructor recommeodat lent; nhoul

what your nludents shonld A1PIV to do 14hen !hey take A 14 Xi A MICA!, SECRETARY,
,

II WX; hy 3 workilw committee n1 wietarialielerical Instructors nnd

Induqtrv renwientatiyes throuhout the state of Minnesota,

The Task list on the following NO'S includes the Tasks and the AREAS OF COMPETENCY

recommended lot d oadnate of the Mcdical SecrelarialOcv,ilional 11.ogram,

As you nIllize this tkili 1kt, On Will nerd to :ontinuo work ing with your liu';iI

advisory committee and with other instructor In 'our geographic area. Judgments

must. he made, hy you, concerning the amount of timo to upend in teaching widow;

tasks, the conditions uurroundlng the performance, of each taqk and the performance

level for pull task that will be,neceptahle.

Y13,
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Medical Secretary

IMK UST

AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS

IV.A lines general businesOmedical.correspOndence usint*medical termio.o9y frommityPed

rough.dxaft,, handwritten rough draft, verbal instruction, Verbai'diditI6n at t* ,

tppewriter, machine transdription,inforMation coMpiled and composed it the typewriter,

and shorthand note transcription

1. types employer's businestemed cal and personal letters in several styles including

any ethe following features

a. attention line

b. carbon notations

c. *hospital, *business, company name in closing

d. enclosure notations

e. listed materials

f. mailing notations

g. multiple page headings

* 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 referencecIto the task lista,for

typist, general office/tyPist, receptionist, secretary/non-shorthand; and secretary/shorthand.

If the * immediately 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.

MED 3

14



e'

15

6

. h. postcriptsi,

I. 'quoted makerial

j. reference 'nitials

k. special/closings'

1. speci -sized stationery

(1) 4xecutive size

(2),/i/half size

(3i".1 legal size

*() metric update.

,rn. statistical data in tabular form

n. subject lihe

2. types addresses on envelopes

a. ,addresses for window envelopes,

b. mailing address (including ZIP Code)

c. name above,printed return address

d. return.addreps

e. special notations

3. types interoffice memoranda

a. plain paper with appropriate headirigs

b. pre-printed forms

*4 . types miscellaneous business letters,

a. thank you notes

b. referral notes.

c. follow-up letters

IV.B. Types multiple copies of general business forns that are pertinent to the specific business

from: typed rough draft, handwritten rough draft, verbal instruction, verbal dictation ,at

the typewriter, machine
transcription, information compiled and compoped at the typewriter,

and shorthand note transcription

1. types general business forms

ap,



a. 'bills of.lading

b. credit memorandums

c. -omit7

d.

e. invoices

f., purchase orders

g. , purchase requisitions

h. statements of account

i. voucher checks

3. vouchers

IV.C. Types miscellaneous material *(using medical terminology) from:;, typed rou0draft, hatid-

written rough draft, verbal instruction, verbal dictation at the typewriter, machine

transcription, information compiled and composed at,the. typewriter, and shorthand note

transcription:

1. types miscellaneous material
.

. address, file folder, file draWer labels

b. index cards,.

c. formiletters, form paragraphs, and fill-in information

d. listie.g. gailing)

e, sumhary of minutes of meetings or conference's

f. telegrams, cablegrams; mailgrams

g. postcards

h. meeting agendas

i. daily work schedules

j. manuscripts

k. personnel forms .

1. expense reports

m. ,speed-reply letters and memos

n. itineraries

o. other materials pertineht to the specific business

*p, return7to-work slips (patient or employee)

*q. supplemental payroll reportS

0
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I.D. -omit-

I.E., Types or prepares copy for reproduction

1. 4mit-

2.. types *(or prepares) masters for photo reproduction

IV.F. Types correspondence, ,records, reports, forms, and miscellaneous material 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 carbonoopies

1

I '

1. types mairials with carbon copies

. to mail

for officeifiles

A.G.. 'Proofreads and makes neat and,accurite corrections of typed material (Very important)

I. makes corrections on

a. copies typed with fabric ribbons

b. copies typed with carbon ribbons

c. carbon copies

d.. offset masters

*4H. Types medical records, medical reports, and medical forms from: typed rough draft, hand -

v writien rough drafti'verbal instruction, verbal dictation at the typewriter, information

compiled and composed at the typewriter, machine transcription, shorthand note transcription,

and questionnaires

1. typea medical records, medical reports, and medical Orme which may include

a. casehistories

b. discharge summaries

c. operation reports ,

d. x-ray reports

e. patholOy reports

ED 6
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f. consultation reports

g. physical exams

h. radiology reports

i. surgical reports,

j. liarcotics'infOrmation

k. admission reports

1. controlled substance (narcotics, amphetamines, barbituates) information

m. preadmission registrations

o. 'Medicare forms

p. workmen's compensation forms or reports

q. .hospital admission forms ,

r. group hospital insurance

s. independent hospital insurance

t. inpatient admission and billing

u. outpatient hospital billing

v. provider billing

w. patient index cards

x. patient transfer forms

y. nurSing home admissions

z. admission and diScharge registers

aa. welfare forms

bb. autopsy reports

cc. birth records

dd. death records

ee. medical lab teports

ff. CHAMPUS reports

rgg. tissue reports

1111 miscellaneous medical reports

22
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AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION

I.A. Composes business and *medical letters *(excluding technical-medical ihformation regarding

patients), under direct supervision'

1. composes business and *medical letters under direct supervision

a. requesting information,and/or services

b. expressing appreciation

c. supplying information

*(1) appointment procednies

*(2) follow-up tare

d. responding to complaints

e. declining a request
/

f acknowledging correspondence

g. expressing acceptance

h. requesting, payment

1. giing confirmation *(important)

j. expressing 6ondolence

k. extending congratulations

*1. medicolegal releases

f

I.B. ComPos,busIess and informational *medital reports under direct supervision

I.C. Compo s and/or/edits other materials under direct supervision

1. gives dictation (such as to a correspondence center)

2. edits letters dictated by others

3. edits manuscripts prepared by others

4. proofreads typewritten/handwritten copy (very important)

5. prepares articles, announcements, news releases, form letters, and cover letters

6. prepares audio and visual materials

7. collects related materials from several reference sources

ED 8



*AREA OF COMPETENCY: INSURANCE DATA

I.A. repares medical insurance data according to accepted procedures

AREA OF COMPETENCY: RECORDS RUNG i)ND MANAGEMENT

4

II.A. 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 fil,es

7, follows up on released materials

I.E. Revises files *(patient and general Office) to keep 11em current

*1. follows doctoF's, employer's or supervisor's directtóns

for retentionand disposal of records "

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

patients' files and general office files to inactil, files

I.C. Cross-references documents and prepares cross ference materialq

I.D. Maintains index files

I.E. Maintains "tickler" files for follow-up responsibilities

MED 9



I.F. Maintains personal "work in progress" file

I.G. -omit-

Sgects materials for micro reproducing

LI. Determines recordkeeping needs and suggest a filing system.

I.J. Establishes and sets up a filing system *(Optional)

if

1. requisitions necessary equipment and supplies

2. prepares folders and guides

3, files documents

f

Maintains files for shorthand notebooks (Optional)

AREA OF COMPETENCY: PUBLIC RELATIONS'AND STAFF SERVICES

II.A. Screens persons who enter the office

1. screens visitors *(and detail person't to save doctor's tine)

2. *es *patients and visitors comfortable

3. givk appropriate information to *patients or visitors or answers questions

aboui where needed information can be obtained

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

5. makes introductions

6. delivers oral or written messages'from visitors or *patients to *doctor or

proper persons

7. -omit-

8, -omit-

9. -omit-

27
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LB. Maintains appointment information

1, schedules appointments *(between doctor(s) and patient(s)?

2. records appointment and keeps appointment book current

3, reminds persons of appointments

4. records cancellations and "no sliows" *(very important)

5. -omit-
I

*6. explains doctor's fee schedule (Minnesota Relative Value Index)

*7, 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 prephysical

*I.C. Manages patients' files and reports

1. obtains releases from patients for transfer of records and x-rays to other facilities

2, receives, transmits, and transcribes prescription information

3. receives and files ancillary reports

4. sets up new patient files

5. refiles patients' charts used during the day

*I,D. Arrages for patient admission to the hospital

1. arranges scheduled admission

2,. arranges impromptu admissions

AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps the reception area in order

I.B. Operates intercom system

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

29
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I.D. -omit-

I.E. Writes/prints legibly

*I.F. Keeps an annual calendar

AREA OF COMPETENCY: OFFICE EQUIPMENT

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

H.S. Selects and keeps equipment currebt

1. prepares requisitions for equipment
2. maintains records of equipment inventory
3. determines requirements for equipment

*4.. orders equipment"from suppliers

AREA OF COMPETENCY: OFFICE SUPPLIES

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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32

3. maintains and checks inventory tecords to determine if minimum quantities of

supplies are on hand

4. orders and obtains,supplies as needed from suppliers

5. checks incoming supplies with packing slip or invoice

6. unpacks and stores incoming supplies

7. maintains suppliers contactfile

,13. distributes and controls office supplies

9. prepares purchase orders

10. -omit-

AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS

I.A. Makes travel arrangements

1. plans a schedule using

a. travel agency

b. printed schidulep from transportation companies

c. -omit-

2. composes, types, and mails letters of reservation

3. purchases and/or prepares tickets

4. -omit7

5. prepares itineTary

6.. makes and confirm transportation reservations

7. makes and confirms hotel and motel reseryations

8. obtains necessary travel funds '

compiles and types expense reports

10 maintains telephone and mail digest for absent employer

I.B. Schedules meetings and/or cOnferinces

1. contacts speakers

2. mails,or distributes notices and specifics regarding location of meetings

3. schedules meeting times
33
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4. sends confirmation notes as reminders of meetingt

5. makes and notifies participants of changes or cancellations of meetings

.6. reserves meetitg room and arranges for refreshments

7. prepares and inspects meking room for arrangements and equipment

8. processes registration for conference participants.,/

9. assembles needed materials for use during meetings

10. prepares agenda for meetings

11. attends meeting and reads minutes

12. attends meeting and takes minutes

13. distributes the typed minutes in person or by mail Ifk

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

I.A. Answers incoming telephone,calls

1. uses single line

2. uses multiple line

3. transfers calls to correct department or person,

4. screens incoming calls

5. answers inquiries posed by telephone callers

6. records telephone messages (date and time)

7. requests complete information to make return call

8. delivers telephone messages promptly

*9, uses switchboard

LB. Places outgoing telephone calls

1. places local calll

2. places long distance calls

a. direct distance dial (ddd)

b. person-to-person

c. station-to-station

d. collect

e. credit card

4

f,

35
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(
3. placies calls using specializetelephone secices

a. conference calls

b. overseas long-distance calls

c. telephone facsimile equipment

d. specialized long-distance networks/ iuch as WrS

I.C. I'laces outgoing and receives incoming calls using specialized telephone equipment

1. operates speakerphone

2.- -operates picture phone (optional)

3. uses bell-boy service (pager service)

4. uses card dialers

5. operates after hours message recorder

6. contacts mobile phones

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

1. .uses the white pages

2. uses,the yellow pages

1I.E. Maintains internal telephone records and checks them against billing

1. *(keeps directory of doctor's patients) frequently called numbers current

2. records long distance calls made

3. reminds *doctor to return calls

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

I.F. -omit-

/ *I.G. Records incoming x-ray and laboratory reports (according to accepted procedures)

.

37
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AREA OF COMPETENCY: MAIL

II.A. Receives and processes incoming mail

1. collects mail from post office or mailing departments (optional)

2. sorts unopened incoming mail for delivery to Aepartments or individuals

a. business

b. personal

3. mends torn or damaged mail

4. prepares and attaches a routing Slip

5. delivers incoming mail to proper persons or departments

6. makes notations in mail register

7. signs for packages received from shippers or UPS

8. pays for packages received COD

9. determines disposition of inadequately addressed mail

10. opens incoming business mail, sorts contents, checks enclosures, time/date stamps

11. attaches pertinent Iformation to incoming 'mail

12. makes filing notati ns and/or calendar ndtations

LB. Prepires outgoing mail

1. collects mail from other offices or departments (optional)

2. folds and,stuffs envelopes for mailing

3. -omit-

4. decides on least expensive and/or most desirable method of commication or delivery

5; processes outgoing letters and packages requiring spedial handling and/or special rates

6. -omit-

7. prepares and sends telegrams, cablegrais, or mailgrams

8. -omit-

9. operates a postage meter

10. records use of postage,meter in "Meter Record Book"



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. writesZIP Codes on incoming or outgoing mail

16. files return receipts from registered or certified mail

17. insures mail

18. registers mail

AREA OF COMPETENCY: REPROGRAPHIC SERVICES

II:A. Supervises and/or creates needed copies

1. operates-duplicating equipment

a. -omit-

b. copier

2.) -omit-

3. -omit-

4. -omit-

5. proofreads to insure accuracy (very important)

LB. Makes decisions about,reprographic needs
Ak

1. decides vhat mat, is need to be copied

2. decides on the Y' '
expensive and/or most desirable method to duplicate materials:'

3, makes arrangementu to have materials'duplicated

40

MED 17



4

42

AREA OF COMPETENCY: NUMERICAL. DATA

I.A. Maintains a petty cash fund

1. obtains or 'preilares checks to establish or replenish petty cash tag

2. makes payments from petty cash

3. prepares vouchers for money taken out or received

4., records petty cash entries in a journal or check register

5. prepares petty casil reports

B. -omit-

I.C. Prepares payroll
A

1. distributes.W -4 Fots to new employees

2. maintains personnel records

3. ,prepares time cards for employees

4. computes payroll

a. time worked

(1) timeclock

(2) ,handwritten records'

S. computes citlystate, or federal taxesrusing printed tax tables

0. records tiMel earnings, etc., on ,fl4loyees' earnings record

7. prepares payroll checks

B. distributespayroil checks

9. compilei'payroll information to prepare employer s quarterly and annual tat forms

10. prepares and mails payroll tax reports

11. prepares and mails/distributes end.of-year reports (I-2 Form)

12. keeps records of vacation.time

13. keeps personnel records of sick leave .



I.D. Maintains checking account

1. prepares receiptc-for incoming cash

2. endorses inc000li itecks for deposit

3. prepares bamk deposits from incoming cash

4. enters amourt of deposit in checkbook

5. enters deposits in journals or check register *(pegboard)

6. takes deposits to ')ank according to accpted procedure

7. prepares checks

8. uses checkprotector

9. enters checks written in journal or check register (pegboard),

10. 'reconcil4s 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

a. certified

b. bank drafts

c. moneyArders

I.E. Handles payment of bills and statements

1. checks accuracy of source documents

2. verifies items and checks accuracy and figures on statements

3. calculates discounts

4. prepares checks

5. records on the invoices or statements the date paid, ,gheck number, initials

6. attaches stubs of bills to checks and presents for signature

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

4 4
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4

3. uses doctor's fee schedule (Minnesota
Relative Val e,Index) to bill patients fa

services

4. keeps patient ledger cards current

5. prepares billing for accounts receivable

a. makes a copy of the bill

b. mails the bill,

6. prepares list of delinquent accounts

1.G. Maintains accounts payable reco(ds

1. calculates accounts payable from source documents to keep accounts payable records

current

2. records payments

1,11. -omit-

LI. -omit -

1.J. -omit -

Piepares annual summary from check roogister

AREA ()F COMPETENCY: DATA PROCESSING

I.A. Codes forms for data entry (Optional)

LB. Reads computer printouts to obtain information to prtpare required reports

I.C. Checks source documents against computer printouts for accuracy

47
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I.D. -omit

*I.E. Operates a key-tape machine encoding tape (Optional)t

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

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

1. performs transcribing duties

a. basic classifiCations of'drugs and their functions

. b. metric systems '

2. orders drugs

I.B. Administers standard first aid (Optional)

I.C. Performs routine medical tasks for patient examinations (Optional)

1. prepares patients for examinations

2. takes and records temperatures

3, takes and records pulse

4. takes and record§ blood pressure

5. takes and records respiration

6. makes and records routine eye examinations

7. assists with collection, labeling, and delivery of specimens

a. urine

b. blood

t ,

8. identifies pio9dures for assitting the doctor during or before the examination

9. performs basPc, Sterilization 'techniques on surgicgl/medical instruments to prepare

them for the doctor to use during the examination of patients

10. .prepares examination room for doctor's appointments

49
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AR.EA OF COMPETENCY: REFERENCE AATERIALS
t

Uses general reference materials to look up spellih, pronunciation, defini nobffrterms,

compose, edit, and aid in research

1. uses general reference materials

a. *clinical procedures manuals

b. dictionary

'c. telephone directory and yellow pips

d. quick reference,words manual

e. .thesaurus

f. outside agencies'(both internal and external to the profession)

g. city directory

h. postal manual

i. ZIP Code directory

j. secretary's reference manual

k., -omit-

1. -omit-

m. wordrdivision manual

n. equipment operator manual

o. library

*p. hotel and trayel guides

I.B. Maintains a reference 1,ibrary

\

*I.C Uses reference matedals specificalky for the medical secretary to look up spelling,

pronunciation, definitlbn of terms, compose, edit, and aid in research

1. medical dictionary

2. quick reference medical terms manual

3. Physician's Desk Reference and/or Amfrican Drug Index

4. Doctor's Shorthand (abbreviations)

5. medical word book

6. Syllabus for the Surgeon's Secretary
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7, Guide to Surgical Terminology

8. Laboratory Manual

9, H.I.C.D.A..2nd. aiition Coding Manual

AREA OF COMPETENCY: MACAII,E OPERATION (ViRY IMPORTANT).

rI.A. Operates the standard manual typewriter to perform basic office duties

I.B. .0perates the standard electric 'typewriter to perform basic office duties ,

I.C. Operatesdihe selectric typewriter to perform basic office duties

I.D. Operates the self-correcting typeriter to perform basic office duties (Optional)

I.E. Operates the proportional spacing typewriter to perform basic Once duties (Opt'ional)

I.?. Operates the automatic/power typewriter to perform basic office duties (Optional)

kind:

LG. Operates the 10-key adding machine to perform basic office duties

I.H. Operttes the electronic display calculator to perform basic office duties .

LI. Operates the electronic Printing calculator to perform baslic office duties

I,J. Operates the printing calculator to perform basic office duties (Optional)

T.K. Operates he full-iey adding machine to perform basic office Auties (Optional)

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

*I.M. Operates the posting machine to perform bdsic office duties (optionall.

YE 23



*AREA OF COMPETENCY:. WORD PROCESSING/CORRESPONDENCE SKILLS (OPTIONAL)

I.A. Performs logging-in procedures for work reeeived in recorded form

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 progress"

procedures

I.13, Performs logging-in procedures for hard copy

1. ,completes log sheet and attaches o hard copy

a. records time copy was received

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

procedures

11114 I.C. Performs logging-in procedures for stored copy

1. sel cts needed materials from stored copy file

2, comp tes log sheet: indicates amount of work and time of completion

I.D. Files, locates, and retrieves or plays back stored documents (magnetic media and

typewritten copy) in procedure.with the currently used filing systa

I.E. Codes documents for filing by assigning code numbers and author's nage or number

according to the system used

I.F. Retains completed magnetic output media for a predetermined number of days

55
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I.G. Keyboards on magnetic keyboard from recorded media, hard copy, or stored documents and

produces final copy as requested

J

56

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

stored document fil fo '. lowing the procedures used to obtain materials needed,for

keyboarding

a. indicates time and date picked up on log sheet

2. keyboards materials obtained

a. types copy

(1)' rough-draft.form

(2) first-time-final

-) (3) documents for permanent storage

3. edits and proofreads for playback in final form

a. punctuation

b. spelling

c. grammar

d, word division

e. format 0.

4. plays back in final form rough draft materials that have been edited for delivery

of final copy

5. uses line counter or specific office measuring proaure to determine amount of work typed

6. completes log sheet to indicate work completed

a. indicates time completed

b. classifies type of document

(1) original

(2) hard copy

ED 25
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A

(3) stored document

(4) revisions

(5) statistical

c. determines amount of work completed

(1) lines

(2) pages

(3) keystrokes

(4) time

7. scans, erases, refiles, or returns to user the tralAcribed media, hard copy, or

stored documents as determined by center procedursi

8. routes completed copy'to word originator

I.E. Keyboards on magnetit keyboard variable information when playing back stored documents

1. obtains stored document according to center procedure IP

2. plays back stored mateAal and inserts variable information as needed

3. edits and proofreads for accurate final copy

4. measures work

5. completes log sheet

6. completes copy and returns to word originator for final approval

LI. Proofreads all typed material for accuracy

I.J. Uses specialized reference materials for understanding of operations, prpcedures, an

utilization of a word processing system

1. -aes author's manual or book of authorized uSers of the system

2. uses secretary and dictator procedure manuals

,1
eo.



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

IA. Participates in supervised work experience training (co-op,internship)

IB. Participates in a simulated office program

IC. Participates in co-curricular student organizations

6 0
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COMPETENCY RECORD

-The COMPETENCY RECORD that appears in %his 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.

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 SecretaryOccupational Program.

61



COMPETENCY RECORD

tf

OCCUPATIONAL PROGRAM: Medical Secretary JOIN Lqiuthi

This competency record tells what the student, who is named above, has demonstrated that he or she can
do. A graduate is one who has demonstrated competeni

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 performance can be rated at the secondary and/or post secondary level,

RATING SCALE:

5 - Performs task(s) with ability that consistently 1 - Is unable to perform task(s).

exceed(s) program minimum standards set for job

entry level; very competent, T - Demonstrated ability to perform task(s) at or

above job entry level by taking a challenge

4 - Performs task(s) at job entry level; competent, test,

3 - Performs task(s) with periodic assistance,

- Performs task(s) with constant assistance.

PWPM - Actual production words per minute (PW111)

obtained by student,

62

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

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATIFG YR, Ill.STR,

POST SECONDARY

RATING YR,

,.

INSTR,
...,1

t
AREA OF tOMPETENCY: TYPEWRITTEN COMMUNICATIONS

IV.A. Types general business/*medical correspondence 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

*

*

*

,

t

.

.

IV.B. Types.multiple copies of general business forms that are..,\

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 transcription
.1

.
.

IV.C. Types miscellaneous material *(using medical terminology)

from: typed rough draft, handwritten rough draft,

terbal instruction, verbal dictation at the typewriter

machine transcription, information compiled and composed

at the typewriter, and shorthand note transcription

,

I,D. -OMIT-

.

I.E. Types or prepares copy for reproduction , .

*

IV.F. Types correspondence, records, reports, forms and mis-

cellaneous material from: typed rdUgh draft, handwritten

rough draft, verbal instruction6rbal dictation at the

typewriter, machine transcription, information compiled

'and composed at the typewriter, and shorthand note

transcription with carbon copies

*

,

LG. Proofreads and makes neat and accurate corrections of

typed material (Very
important)

diromm.....-iiiimamm- ,

. ,
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MINIMUM

PROGRAM

STANDARD

POST SECONDARY

RATING YR, INSTR,

*I.H. Types medIcal records, medical reports, and medical forms

from: typed rough draft, handwtitten rough draft,verbal

instruction, verbal dictation at the typewriter, information

compiled.and composed at the typewriter, machind trans-

triptioLlhglitinnd,gots; transcription.' _and questionaitei

*

Rough draft pwpm ( pwpm standard) for minutes (

Comments:
_ _

standard) for 'minutes ( minutes): Shorthand (kind:

minutes ( minimum minutes) with X accuracy ( X minimum accuracy)

DWOTfl -7"

minutes): Machine transcription pwpm ( pwrn

) 'taken Rt wpm ( pwpm standard) for

: Shorthand (Kind ) note traAshiption at

It

AREA OF COMPETENCY,: ,COMMUNICATIONS COMPOSITION

__ _ _

I.A. Composes business and *medical Jetters *(excluding tech-

nical-medical information regarding patients) under direct

supervision .

1

,

,

I.B. Composes business and informational *medical reports under

diNct supervision

,

1

1

I.C. Composes and/or edits other materials under direct super-

vision

Comments:

*AREA OF COMPETENCY: INSURANCE DATA

LA, Pre2ares insurance data according to acceptid procedurei

Comments:

/4

lie61000111.110100mmEllgormairriimimomeimellalmmomMENNIN
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MINIMUM

PROGRAM

STANDARD

SECONDARY POST SECONDARY

RATING YR, INSTR, RATING YR, INSTR,

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

II.A. Maintains the currently used filing system

iimIiimPUNINIMM1=11

I.B. Revises files *(patient and general office) to keep

them Current

I.C. Cross-references documents and prepares cross-reference

materials

I.D. Maintains index files

I.E. Maintains tickaer" files for follow-up responsit'lities

I.F. Maintains perSonal "work in progress" file'

I.G. -omit-

I. . Selects materials for micro reproducing

-...1.1011EMMIINNI

I.I. ) Determines recordkeeping needs and suggest a filino sys-

tem *(Optional)

I.J. Esablishes and set up a filing system *(Optional)

I.K. Maintains files for shorthand notebooks (Optional)

Comments:

MED 32
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MINIMtM

PROGRAM

STANDARD

SECONDARY

RATING YR, IINSTR,

POST SECONDARY

RATING YR INSTR,

AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES

II.A. Screens persons who enter the office

I.B. Ilintains appointment information

*I.C. Manages patients' files and reports
.

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

Comments:

AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps the reception area in order

LB. 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. Keepsan annual calendar

Comments:

70
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MINIMUM

PROGRAM

STANDARD

AREA OF COMPETENCY: OFFICE EQUIPMENT

SECONDARY

RATING YR, .TiNISTR,

a

POST SECONDARY,'

RATTO YR, INSTR,..

II.A. Maintains office equipment

II.B. Selects and keeps equipment current

Comments:

AREA OF COMPETENCY: OFFICE SUPPLIES

Maintains and keeps up-to-date personal,and office

inventory of supplies

Comments:

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)

72

I.A. Answers incoming telephone calls

LB. Places outgoing telephone calls

-
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OmmelmullomMINMENIniminamolmnMMINIIIMINIMIP

MINIMUM
SECONDARY

PROGRAM

cTANDARD RATING YR, INSTR

POST SECONDARY

RATING YR, INSTR.

I,C. Places outgoing and receives incoming calls using

specialized telephone equipment

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

II.E. Maintains internal telephone records and checks them ag-

ainst billing

I.F. -Omit-

*I.G. Records incoming x-ray and laboratory reports (acc

to accepted procedures)

rding

Comments:

..M.1..1W

AREA OF COMPETENCY: MAIL

ILA._ Receives and processes incoming mail

I.B. Prepares outgoing mail

Comments:

AREA OF COMPETENCY: REPROGRAPHIC SERVICES

II.A. Supervises and/or creates needed copies

I.B. Makes decisions about reprographic needs

\Commenti4;

/ 7 5
(/
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MINIMUM SECONDARY

PROGRAM

STMDAnD RATING Yll INSTRI

POST SECONDARY

RATING YR, usta,

AREA OF COMPETENCY: NUMERICAL DATA

I.A. Maintains a petty cash fund

I.B. -Omit-

I.C. Prepares payroll

LD. Maintains checking accounts

I.E. Handls payment of bills and statements

*Li'. Prepares patients' billing data

I.G. Maintains'accounts payable records

I.H. -Omit-

I.I. -Omit-

I.J. -Omit-

*I.K. Prepares annual, summary from check register

Comments:

AREA OF COMPETENCY: DATA p SSING

I.A. Codes forms for d a ent 0 tional)

I.B. Reads computer rintout's to obtain information to prepare

re uired re rts
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MINIMUM

PROGRAM

STANDARD

SECONDARY

RATTNa YR, 7NcTR,

POST SECONDARY

RATING YR, INSTg,

I.C. Checks source documents against computer printouts for

accuracy

I.D. -Omit-

I.E. Operates a key-tape machine encoding magnetic tape

(optional)

Comments

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

I.A: Applies pharmacology knowledge to perform transcription

and standard first aid duties

I.B. Administers standard first aid (Optional)

I.C. Performs routine medical tasks for patient examinations

(0ptional)

Comments:

, AREA OF COMPETENCY: REFERENCE MATERIALS

III.A. Uses general reference materials to look up spelling,

pronunciation, definiton of terms, compose, edit, and

aid in research

78
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I.B. Maintains a reference library

MI110mommenageonmenallswilimmoommosiong

*I.C. Uses reference materials specifically for the medical

secretary to look up spelling, pronunciation, definition

of terms, co ose edit, and aid in reSearch

MINTM SECONDARY

PROdRAM

STANDARD RATING YR, INS11,

POST SECONDARY

RATING YR, INSTR,

/Conmentl:

AREA OF CObETENCY: MACHINE OPERATION (VERX IMPORTANT)

I.A. Operates the standard'ulanual typewriter to perform basic

office duties

I.B. Operates the standard elidttic .typewriter to perform basic

office duties

I.C. Operates the selectric typewriter tb perform basic office

duties

I.D. Operate the self-correcting typewriter to perform basic

office duties (6 tional)

I.E. Operates the proportional spacing typewriter to perform

basic office duties (Optional)

I.F. Operates the automatic/power typewriter to perform basic

office duties (OPtional)

Kind:

I.G. Operates the i0-key-adding machine to perform basic office

duties

go

miniR
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MINIMUM

PROGRAM

STANDARD

SECONDARY

WING YR, INSTR,

4 ,

POST SECO

RATING YR'. CIPSTR,

4

I.H. Operates the electronic display calculator to perform

basic office dUties

1,1. Operates the electronic printing calculator to perform

basic office duties

I.J. Operates the printing calculator to perform basic office-

duties (Optional)

I.K. Operates'the full-key adding machine to perform b*c of-

fice duties (9ptional)

I.L. Operates the transcribing machine to perform basi!2office.

duties
+NO.

I. . Operates the posting machine to perform bpi, ffice

duties (Optional)

Comments:

ihREA OF COMPETENCY: WORD PROCESSING/CORRESPONDENCE SKILLS

(OPTIONAL)

I.A. Performs logging-in procedures for work received in re-

corded form

I.B. PerforMs logging-in procedures for hard copy

I.C. Performs loiging-in irocedures for stored copy
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MINIMUM

PROGRAM

STAMM

SECONDARY

WING IT, INSTR

POST SECONDART

RATING YR IMO,

IiD. Files, locates, and'retrkves or plays back stored docu-

ments (magnetic media anStypewritten copy) in procedure

with the currently used.filing system

I.E. CodeS documents for filiAg by assigning code numbers and

author's name or number according_ to the system used

I.F. 'Retains completed magnetic output media for a predeter-

mined number of days'

6

I.G. Ayboards on magnetic keyboard from recorded media, hard

copy, or stored'documents and produces final copy as

requeSted

I.H. Keyboards on magnetic keyboard variable information when

playing back stored documents

LI. Proofreads all typed material for accuracy

I.J. Ises specialized reference materials 4pnderstanding

of operations, procedures, and utilization\of a word

Erwessing system

Comments:'

AREA OF CCMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE

MULATION, STUDEVT ORGANIZATIONS 0 TIONAL

I.A. jaiti4pates in superviied work experience training (co-

?,

op or internship)

1

Type of business, institutuion, or agency:,

84
Length of time:

85

Al. vas*
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0.,:.Participates in a simulated office program

Length of program:

I.C. Participates in co-curricular student organizliions

Name of organization:

MIMIC

PROGRAM

S,TAYDAPD

,POST SECONDARY

RATIN'd YR,' INSTR,'

Comments:

.10,0WMPNWIIMINIIIMPPINIIMINI

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

86
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INDUSTRY REPRESENTATIVES

The following Industrial Representatives were involved in the development of the task list for this

occupational program.

Mrs. Judy Wilder -

Mayo Clinic, Personnel Dept.

Rochester, MN 55901

Mrs. Deloris Margquardt

Cullado, M.D.

2505-42nd Avenue North

Minneapolis, MN 55412

Ms. Sandra Williams,

Medical Records

St. Mary's jlospital

407 East 3ra Street

Du1uth, MN 55805

Ms, Margret Severson

.Medical Records

'4050 Coon Rapids Blvd.

'Coon Rapids, MN 55433

Mrs. Irene Ferlen

Northfield Clinic

Northfield, MN 55057

Mrs. Elaine Gruys, CLA1CMA

Anoka State Hospital

3300 Fourth Avenue

Anoka, MN 55303.

Mb, Kay Wilshusen

Mayo Clinic-Typing Service

Rochester, MN 55901

V

MS. Carol Hersman

.Personnel Department

S'L Lolge Park Medical Center

5000 *st 39th Street

St. Louis Park, MN 55416

Mr. Allan link, Administrator

St. Cloud Orthopedic Assoc.

St. Cloud, MN ,56301

Mrs. Vergene Boulet

1835 N. E. Garfield Street

Minneapolis, MN 55418

Ms. Mary Coiert,

Medical Records

Fairview Southdale

6401 France Avenue South

Edina, MN 55435

MS. Mary Jane Schmidt

Director o'f Nursing

New Hope Nursing Home

8611-55th Avenue North' ,

Minntapolis, MN 5548

1,4
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Dr. Laura J. Burger, Director

Ms. Deena B. Allen, Curriculum

Specialist

Statewide Curriculum Articulation

Rroject

3554 White Bear Avenue

White Bear Lake, MN 5511Q

Ms. Connie Kohls, Curriculum

Specialist

Statewide Curriculum Artidulation

Project

Brainerd A.V.T.1.

300 Quipce Street

Brainerd, MN 56401

. 7,)

DEVELOPERS

Curriculum Artictiation Project

Ms. Helen Sierk

Rochester A.V.T.I,

Rochester, MN 55901

Ms. Karonne Becklin

gAnoka A.V.T.I.

Anoka, MN 55303

Ms. Eileen Pettit

Brainerd A.V.T.I.

300 gpince Street

Braga& MN 56401

A. Pat Pehrson

Willmar A.V.T.I.

Willmar, MN 56201

Ms. Sharon Frank

. Anoka A.V.T.I.

Anoka, MN 55303
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Secretarial/clerical personnel work with people. ,For this
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
understanding of themselves and their co-workers and when they
willingly make appropriate adjustments in their own behav-
ior.

The STATEMENTS OF COMPETENCY shown in the following sedt 1 on of
this task lis't represent the minimal Human Relaitc /liship and
Personal Development skills needed by- graduates of secretarial/ '

clerical programs. It shouold be recognized that students'will
continue to 1e4rn about themselves and others thiough daily ex-
periences they haVe in their careers. .
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HUMAN RELATIONS AND PERSONAL 1\16VELOPMENT

AREA OF COMPETENCY: COMMUNICATIONS

A. Demonstrates acceptance of people in a friendly business-like manner

1. interacts verbally with people in communicating a message

;

a.;' enunciates clearly

ul;c.., correct grammar and appropriate'choice of words

c, sha4s/demonstrates tact

cf. responds courteously

e. uses a pleasant speaking tone, rate and volume

93

2. asks, remembers aild uses pecsous' ainc. n cummunicatiag wirh pomple

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. :ecognizes 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

1. takes notes when.receiving instructions

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

3. asks for clarification when the message is mot underStood

4. concentrates on one thing at a time as directions are given

C. Gives directions and responds to other people

1. makes use of an understanding of human behavior ;.

2. displays an ability to be #ssertive.without beini offensive

3. deals effectively with angry or defensive co-workers/customer6

4. reLognizes the uniqueness of and differences in individuals

AREA OF COMPETENCY: SELF-DEVELOPMENT

A. Demonstrates a disposition for continued personal growth and understanding of self1

HR/PD MED 45
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1, thinks' positively about himself/WWII ',end biiiha'futuri.

2. .doesliot ahoy off to bolster hielher self-con4daci

3. waits 'fur what he/she Oaks )

4. makes up his/her mind decieively

admits his/her Shortcomings

6 recogniiis and builds on. his/her 'strengths without becoming vitt

seeks 'out, .1101 ways tO deveiop his/sher taleits

8. Si realistice self-limage based uponlbi way ihst oeherPlai him/hor

9. h a positiVe attitude abnut selflad others

Display personal development.for

1. hanctle( personal finances

2. chooses life style snd housing, 'options

a. displays an ability to,live sud k with others

3. thoosss safe and reliable transportat on

4. identifies personal biases, preiwtices, and stereotypee

Shows emotional maturity

1. . toleratakfrustrations'

2, thinks 'for ;'hirliself/herielf

3; is- Calt:a44....exerth extri'..effcirt.ta 'keep ',On-, au iivOkIevii;.'"4

4. -tackle's *440i:sat. tasks iithout..14.flitt,
,

5. takes reiponSibilitY.-tothis/ber:',ointjactions

6. understands,hiS/her dynads

7, , takes orders. Without...becoming obstinate'

8. is .motivated by.adong-range

9; does 40i nurse 'grudges Or .4Y'.toiei

Maintliins prdessional maturity

1. has clearly defined career goals A

a, vievii his/her job RrOfessionilly, rather 00,411 Oily' a

b, sees job satisfaction. as part , of

c., .sets

ARIA 0? 'COMEDY PERSONAL APPEARANCE;

A. gaintains good phisidal 'fitness behavior, patier*10

gets sufficient:sleep;

shows to,O.4iutrl;t0n

V0hOW4.104,00AW



,3 gets pope ocefeltO
4 has annual dintalindvd4il cheek.ups

5. . has good poSture

9

B. 'Shows good visual poise

1. demonstratei an appropge tethod of standing, walking, sitting, bending 'and' lifting

,

Selects and Wears proper office'attire

,

Arooted attractively and.tastifully
'Oh'

i:d.' wearA clean, wrinkle free garments

,
b.,' wars'flattering colors and garment styles for his/her fiPie

c. .chooses accesiories that ut:appropritte fpr WOO,
.

,

.(l) fide'

(2): fashion's

a.

d. :coordinates tolors of gattents and actessories worn together

planspi vardrobe for a .1,mited budget
...

wears shoes.thec are quiet, polilised, fastened and in goo rOpa*,?:

g: shops for clothing rho,i,is well constructed so thit it will,IlastP

1 ,

T.
.

Has geed perional hygiene habits
1

el)

1

,

.
bathel his/hq body regulatli

.2'. uses antiperspirant

3. 'has clean heir,,skin.teeph, nails, and breath,

5. relieves hair properly and regularly from.selected reas'of0 'ody

4. wears clean clothes that have been laundered

6, applies cemetici'in a skillful way to enhance features

7, subtly applies body fragranoes

AREA OF COMPETENCY: OFFICE ATTITUDE , ,

,4

A. Iplatei it. tale and female co=workers of all agegi skills, bat reunds, and positions

4
1, contributes to a.,teem effirt

.a. requests tad/or gives a4raice/tp, 4ther people ,

IL handles constructivellontOnstru4 icriticistand profits'frOil

c. declines invitations graiefUlly

d. responds cheerfully and'ilVe0itiiiihen appropti4

e. iOupportive and encouragint.t4lOrkerL
, A



,

2. Osuw individual job IrdsOensibilitt th,

3. 'dealt if fecavily wit l'friatiou uod tension withia the Office

a. co-workers whO n .full here 6f workload
, 16 moOdiness of co4;Orkers/superviiors

,

d. favoritism among

d. ,personal problems which4nterfervitth work,

el' offensive linguageor behavior of,colorksys, supetv4sor or cui,oserS

f. improper hygientof co-workticatiOh itoffegs$44 to othoro

Ig. angryycustomers : , ,

b. chronic complainers f
ihort-tempered colorkerst supervisor ot

B.

,

S4ports,company "d employer by *lilting profeseional;

1. 0ows loyalty tO compaiy:

,.2. follows the cOmpany!'elolicies

3..7 maintains confidentiality, of company/

4..dinticipates needp of .sopervisor

5. demonstrates cost'concrol

4

a. conserve supplies

b. use time efficieatly

c. develop and iiprove pe?onal workiiethode.and pricmduris

6./ displays good housekeeping habits

%,

cleans and maintaini work arei

b. ,cleans and organizes eltiploYer's work Oita ipstructid

;lakes coffee and kegs coffee'areknot and clan

111 ,

shows professional covnitment to hislher emAoyer

t

. shows flexibility and willingness to iry nev'aip

b. ig versatile an willing to adopt his/her bekailoi to new situs4onsv

c. willingly wo1 overtime to meet scheduled,diadlitieo

d. assertuhisi er.feeling, needs, and iompetenecillomminiestjugliith his/heriesployer
about salary benefits, and compiny policy

Shows,that he/she is depeniabletin the office 'Oudot\



,7.1
, illfilik

041 . has work hebiti that inturo MOrk be

-, ii k arrives at work on timt and:paii4146vs0,000 id
.

,

.

3ki: plane and INhajuies work440114144'en4 tivritiai
'0F

1

as a good attendance record with 'sick sive and,perional days taken vben maims

'pays attention to detail so that'high quality work is asintaintOonsistotly

7 Jolla' through,to'completion work that her been stetted ,

,

, D. SIT4ve initiative in ,gaining professional'idvancements

seeks job/self enhaLcoment exPeripkes

updates his4ier skills and kn dii ihrough.forisildwatiW it7housil 0441,,ind:
, .

inforaal communication' . . ,

b., participfteifin piOessicinel orgenisetions

selects oretts job promitioni based on opportunity, potecoil $eili and citaistakes

Ali examines alternatives aneengages .in career piihning

(

;

(1) long. felt

. (2) short (term

AREA O GONPETRCY 1 SOCIAL AD BUSINESS ETI

A. Displays proper sO4al itiquitte
c.

1,, et que ti for social functions ("cg.introductiin7 table sinners, coma iourtesy)
,

.

,

' e 0

11. 1Disp_ays proper business,etiquette

1, cover pA Wftfitomporkere sod gum)

ilconet intof the offiee'situatittn

b.;

office butiness (non-copfidontial)

personal, business

C. social eients

d. topics of general iliterest

4.

usesAhm infoyal communications aetwor grap

Ave*VOr...V4Wft

refrains fr4 contibuting to Of.fice gossip

4A1



4, 'addresses superior properly (1141.Mr., Dr., )Is.,.ptc.)

- formal
b. non-formal

I I,

AREA OF GOMPETENCY: JOB SEEKING SKILLS

A. "Identifies job opportunities for which he/ehe.-ls' qual.ified

1.
2.

checks scho61 bulletin boerd

roads newspaper ads
contacts employment agencies

a. Stilt*

I- private

4. uses personal contacts

B. Prepares for job interview

14
writes and types a resume

2. composes and types a Utter of applicstian.

3. contacts a prospective employev

4. arrives on time

5. conveys an optimisiic outlook'and willingness to

inlejob interview

1. hd grooms himself/herself appropriately

2. job information from perspective employer

C. Participates

dredses
obtains

job requirements
b. benefits
C. environmeht
d. salary
e- opportunity for.advancement

f-,
N

company's puipote and function

D. Follows-up on the job interview

1. sends an acknowledgment. letter

2.. makes,a phone call 103



MAN RELATIONS AND PERSONAL DEVELOPHINT

OCCUPATIONAL PROGRAM: MEDICiL SECRETARY' 600 Oi &Whit

This competency record tells what the student, whois named Above,' hes demonstrated.thit he or ihelon
do. A graduate is ona who,his demonstiited 'competent pe!formance of all the taskirdesignated for.this

ocOpetio001 program, This.competency record is to be Used'as in expension'ershd/ot suppleseet to the
, traditional report card, Student performance can :rated et the, iecondery endloi post sopondery

AriwmoomoNimompo.eopnnuImmnomm.r.omisv,rmFmeimmpnormIIIIIIIIINSINlokoalilmmrlrlmrlmoill.mwmiolmrll,rillio.M.IW

,IATING SCALE:
,?: ,

'

5 7' Performs task(s) with ability that consistently I - Is yaable to perform task(s); '

exceed(s),program minimumatinderds set for job

entry 1ev01, very competent.

i. Performs'iask(s) at job, entry level; competent.

1 - Performs task(s) with periodic assistance.

2 Performs task(s) with,constant assist c ,

,

- Delopitrated sbility to perform Visk(s) at ors

aboye :lob entry level by.taking a challenge '

test, ,

PIM - Actual production words per einuter

' obtained by l!tudont. ,

SCHOOL ATTiNDED: IA 13 145TRUITOR'S NAME



14:

i

STAi Q.JA21 1',

A V

,Demonstratelycceptence of people in a friendly-business-like

manner mi

...

' Gives directions and.res onds to other eo le

AREA OF COMPETENCY: SELF-DEVELOYMENT

jemonstrates a disposition fo continued personal growth int

understandin of self

Shows emotional matutit

Maintains rofessional maturit

Commentsr.,

AREA OF COMPETENCY: PERSONAL APPEARANCE

Maintains_good physical fitness behaVior patterns

Shows good visual rise

Selects and Wears ro er office attire

_Hasoykod personal hygiene habits



elates to Isle and female co-workjs o all ages,'' skills

rts cam an and em lo er b exhibiiin Ofessienalism

; H
1 ,...

...',Shows 'th# hetsbe".is. d.e2!ridab eAii-..thi:_.ClifiCe situation,
`.,I..., , .. , ,,,,T;e,.:.,,,.

, Shows.lnitiatize. in 1.. in rafeesionat edianCemeuts

'Idea ifies ob o ortunitits for which he she is ualifi

ares for ob interview

rtici ates in a ob interview

ketiAL,4,





w,

Linda Jeffrie(

Moorhead

810 Fourth Avenue South

Nooteaddli )6560

MB41ery Rupreoht

Mord Process Malligelkilt

CousiLltent

140/Vest !Vat Street,

mutat 16

Mr.'Milo Loken

Rennepin'Teohnical 'Confer north

9000 "Orth .77th Aveati

Brooklyn Centerr Mti 5345

f,.

Miss Shikey hekhois
innetonkailigh School

.1830 Higher/. 7

Minnetonka, Xi 55343

d!'

Mirlene Paullits

,916

3300 Centuzy 4venud

White Bee: take, Nti 55110

Nif

Nr. Dm lOke
li#chinson A.V.T.I.

Eutchindontle 55350

1,1 2


