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CROSS REFERENCE SYSTEM B -

{

Task Lists in the séeretarial/clerical ares include: office services aid, typist, general

of fice/typist, receptionist, secretary/non-shorthand, secretary/shorthand educational office
personnel, medical secretary, legal secretary, administrative essistant, correspondence specialiat
mn%Wmeswwﬂwra@dﬁamﬁyww%wnAukaMMstMnmaMwnnnof

human relations/personal development qualities desirable for graduates seeking secretarial/clerical
positions.

~ The task lists for office services aid, typist, gené}al office/typist, receptionist, secrets "/non- .
shorthend, and secretary /shorthand are referred to as "GENERAL" secretarial/clerical 1ists and a1l
additional lists are-referred to.6s "SPECIALIZED" 1ists, .

The ¥ mmMMmMmmmmwwmmWMWmmemmmmMML%e

specialized lists are compared to the lists for typist, general office/typist, receptionist, sec-

retary/non-shorthand, and secretary/shorthand, When there is something on the specialized list ¥
~that is not on the general lists a * sppears. The.position of the * indicates the level of
change mede in the AREA OF COMPETENCY, 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 ¥
'wmusmmmasmmmmof%m%@wor%ﬂﬁMnmtht%Mmmthukunw.Ifﬂe

¥ appears before a vord then only that vord 18 new or different; It mey be necessary to refer to
more. than one generel task llst when qomparlng statements of coﬁpetency

K ‘

The Task Ligt for Data Entry Operator ib not referenced to the general 1ists because the tasks
amemmmWMmMMWMMmmmg%MMMWMNWWMmemm
and Correspondence Supervisor are not referenced to the general 1ists because tasks in these arees
are applied to a word process1ng/correspbndence center and the procedure for completing the tasks

is different from the tasks in the generdl lists, THe Task List for Correspondence Supervisor.

is cross-referenced es an edd-on to the Cbrrespondence Speciallst Task List, ) |
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INTRODUCTION TO WORD PROCESSING

Word Processing 1s one of the fastest growing arcas in Buslness-and Industry. Education

for this arca should be considered a total word processing program and must Include

training for non-typing (Administrative Assistant) and training for typing (Correspondence
Specialist) positions. Therefore, the task list, for Word Processing Administrative Assistant
ind Word Processing Correbpondence Specialist até presented fn one booklet.

The worker mobility chart on the following page is typical of that found in a bisiness
office that has implimented the total word processing concept. This worker mobility

. Chart identifies distinct functional areas for the idministrative Assistant and the
- Correspondence Specialist,

Their areas are inter-dependent and pernit total promotional
mobility for office workers. An Administrative Assistant can move to Correspondence
Specialist position or be promoted to the Administrative Supervisor position. The
Correspondence Specialist can move to the, Administrative Assistant position or be promoted
to the Correspondence Supervisor position, Promotion from either side leads to the Word
Processing/Adninistrative Support Manager's position.

| o it



Worker Mobility Chat
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WORD PROCESSING
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ADMINISTRATIVE
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SPECIALIST

CORRESPONDENCE
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" ADMINISTRATIVE
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ADMINISTRATIVE
ASSISTANT
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INDUSTRY RECOMMENDATIONS

v

CORRESTONDENCE SUPERVISOR

Industry representatlves have made several suggestlons to students who will seek enployment

upon completion of this occupatfonal program. These riggestions are general g nature and
degeribe the kind.of Individual vhom they wish to hire. A competent worker s one who satis-

factortally performs the tasks listed In this document and one who {4 mature and responsihle. -
- It ip Important that an employee have a poaitive attitude toward work and that he/she con-

tinues to learn on the job,

One way an employee continues to learn is through reading articles in professional journals
and publications. It 18 very important for a person in this position to 1ntelligently
comunicate with employers, associates, and the general public,

A . .
The employee who {8 an asset to the business assumes responsibility for communications (both
written and oral) that leave the office, This Includes using correct grammar and punctuation,
gpelling words correctly, and proofYeading carefully so that neat and accurate corrections
are made, Accurdcy and confidentiality are extremely important in all secretarial/clerical
occupat {ons,

’ A ,'
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© Corfespondence Supervisor . - o T T 5?&
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; -.

" Other éommon job titles which graduates mey have includé:‘QSenior Correspondence Sécretary/
+ Specialist, Word Processing Supervisor, Word Processing Center Supe.: sor. -

The basic duties of thé cortespondence superviser & to naintain reports such as personnel,

cost, and productivity. Other responsibilities could inclade supervising end training the .. -

correspondence specialist within the center, developing ard maintaining center procedures,
- glving personnel intervievs, counseling, assisting in career developent and advancement,
- assisting in dévelppment of nev epplications and coordinating work requirements received

.. % from users.

TIn addition, the correspondence supervisor mey be required to make recoﬁmendations for equip-
nent end pefsonnel to meet future menegenent objectives.

Gradustes of this program'are quaiified for employment in an office thet utilizes the yord.
processing concept: Gradustes of such a progran begin as & correspondence specielist but

have the oppqrtunity for more rapid advencement.
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The following Task List% 1ves.you, the vocational instpuctor, recommendations about
what your students shotild be able to do when they take™a {ob as a CORRESPONDENCE
SUPERVISOR. It vas developed by a working committee of secratarial/clerical instruct-
ors and industry representatives throughout the state of Minmesota, '

| " The Task Li8t on the followingOpag\es neludes the Taska‘and the AREAS OF COMPETENCY
recommended for‘a/ graduate of the advanced Word Processing occupmonalrrogram.

As you utilize this task list, you will need to continue wotking with your local
advisory comittee and with other insttuctors in your geographic ares. Judgments
mst be nade, by you, conceming the anomnt of time to spend In teaching various

tasks, the conditions surrmmding the performance of each task and the perfornance

level for each task that will be acceptable, ‘g

\
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Correspondence Supervisor

wK s
o e
MGA OF COMETENCY, TWPOVRITEN COMMUNCATONS / \

L4, Types bhsiness documents from; irauscription equipment, hard copy, atorédldoéuments

i W.mwmm“mwummmumnmmedeMMWMMn
a, anmmmnlme I B 3 o
b, catbon notations ' | '
-t cotpany deme in closing
i enclosure notations
e, listed material
f. mailing notations -
g. multiple page headings
h, ‘postscripts
1, quoted material
J»~ reference initials
k., speclal closing

* This liat 1s referenced to the correspondence specialist liut. The * indicates areas which
apply only to the correspondence supervisor,

CSup 3
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1. special-sized stationery S

(1) executive size

(2) half size \ |
(3) legal size ‘ , L
(4) metric update .

m. statistical data in tabular forn
1, subject line
0. document codes

p. special formats

LmeMwm&me | . X

a, eddresses for window enveiopeo

b, mailing address (including ZIP Code)

¢. .name gbove printed return address

d. return addcgsS‘

e. special notations
3. types interoffice memos’
b, types nanuscripts

e footnotes

5 type& multiple page reports

LB, Types copy for reproduction from cranscription equipment, hard copy, stored documents

1, types offset masters
2. types masters for photo reproduction f
3, types Thoto composition input

(Stp 4
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L.C. Typés ﬁiecellaneow naterial from: transcriﬁtion equipment, hard copy,l' stored docunents

1. types miscellaneous material

8. address, file folder and file draver labels
b company news letters
¢ Indes cards
d. itineraries
e, Deeting agendas
f. name badges

_ g nevs releases

" h. postcards e w
1, speeches .
§. statistical reports
k. oumsries of ninutes of meetings or conferencea
1, varlous office forns )
n. various periodical reports
mﬁMmMMwmmmmeMMMMM

MJWMMMMWmmmMmmMMHMMMmmemMM%
. and stored docunents supplying carbon coples as requested
Come X :
| 1. types carbon copies

CSup 3




 AREA OF COMPETENCY: LOGGING-IN

‘ ' InA-

LB

Performs Jogging-in procedures for work coming fnto the corr‘espondence center via central .
recording equipment | ’ |

1. removes media from recorder |
2. places clean media on the recorder when necessary .
3. completes log sheet and attaches media removed from central recorder - '

a, records time dictation'was receiv'ed

b, places media and log sheet in hold foldgr accdrrding to centers work in progress procedures

3 |

(

Performs logging-in procedures for hard copy coming into the correspdndence center
g '

1, completes log sheet and attaches o hard Copy . g‘

a, records time copy was received . :
' " (

2. places hard copy a(z&'l'dg‘m{et in hold folder‘accordiﬁg to Eenters work in progress pro-
cedures ) | :

A

. Perforns logging-in procedures for stored copy

1. selects needed materials from stored copy file 9]
2. completes log sheet indicating amount of work and time of completion o § .
, .t

-
t
,/



AREA OF TOMPETENCY; KEYBOARDING (ON MAont KEVBOARD)

/‘
LA, Keyboards from recorded vedda, hard copy or stored documents and produces final copy
as requested by center users

1, umwsnmmmmwu MMCWLorﬂmﬂdwmmﬂfmmuMmlMMfdur
- or stored document file following center procedures to obtdin materials needed

for keyboarding
\

a. 1indicates time and date picked up on log sheet ¢

2, ke}boards materials obtained

8, types copy

) rough-draft form *
(2) first-tina-Final |
(3) documents for permanent storage

3. edits and proofreads for playback in final form

.

a. punctuation : 2
b. spelling

¢. grammar

d. word division

e, format

mpWMMmmumwmmwmmmﬁmwm\

we )
" '
L]

o

CSup 7
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"5, uses line counter or specific office measuting procedure to deternine smount
of work typed f o
6. completes log sheet to indicate work completed |

s, indieates tine completed
b, classifies type of document

(1) original

(2) - hard copy

(3) stored docunent
"(4) revisions : ‘ |
(5) statistical

C determineseamouFt of work completed

keyatrokes - | ~ |

time " | | -
! 0

1. scans, erages, refiles, or returns to user the transcribed media, hard copy, or

/ atored documents as deternined by center procedures

8 routes completed copy to word originator

)
) pages
)
)

I,B. Keyboards variable information when playing back stored documents

1, obtetns stored docunent according to center procedures |
2, plays back stored material and dnserts varisble infornation as needed

" (Sup 8

Aruitoxt provided by Eic:
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I.A.
I.B..

I.C.

I‘D‘

I.E.

3. edits and proofreads for accurate ‘final copy |

4., measures work
5. completes log sheet
6. completed copy is returned to work originator for final approval

Keyboards documents using specialized terminology as determined by the needs of
the business (e.g. legal, medical)

Proofreads and makes neat and accurate corrections of typed material

* AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION

Composes miscellaneous business letters or memos
h.:.."\:r“‘.v\

Composes business reports s N\
Composes other materials unique to the business
Edits materials for processing when necessary

Composes and dictates letters, memos, etc. for transcription

1, uses a machine
2, dictates person to person

\

Cssp 9
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- AREA OF COMPETENCY: RECORDS FIING AND MANAGEMENT (A5 APPLIED TO CENTER PROCEDURES)

IL.A, Maintaing and manages the currently used filing systen

1. adds,rjew jackets, folders or er;velopes
2, locates and retrieves stored fnformation

b naguetic med1a L
b, hard copy - | \\

3, refiles stored media ,
4, ‘searches for missing and misplaced material(
%5, naintaing records of materials taken out of fﬁq '
#6, follovs-up on released naterdals

o
1B, Codes documents for filing .

1, assigns code nunbers | e
2, records name of author requesting the work --
,C, Maintatns {ndex iles !
1D, Maintains personal "work fn progress” file

I, Maintains central "ork {n progress" file | [

1.7, Maintains log records

31 | o S s
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1,6, Retains completed/output media for a predetermined number of days using the procedure

L.,
L
| t1.J,

A,
AL

b LY,

for holding as established by the center

Maint#ine "okler" file

Revises files to keep then current

Cross~references docunents and prepares cross-referehce cards
Uses CRT file maintenance to'uﬁdate nagnetic media
Determines';ésordkeeping needs and selects a filing system
Bstablishes and sets up 8 filing gysten

1, requisitions necesséry equipment and supplies

2. prepares folders and guides
3, files documents

AREA OF COMPETENCY PUBLC RELATIONS AND STAFF SERVICES VERY INPORTANT

IA, Recelves persons who enter the correspondence center

Coup 11
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\L&SmMMsmthSWMMmmmmﬁﬂwmmmd

I.C, Conducts tours

AREA OF COMPETENCY: OFFICE EQUIPMENT
HA.Saewdemhamwhﬁahrmemmemdmmofﬁﬂw@wmmmeMnmewMH
~ #1,B, Handles service calls on equipment
*1.C. Determines requirements for equipment
1. knows what equipment is available

1. nakes recomnendations for equipment changes -

*1.D. Maintaing records of equfpment {nventory

Full Tt Provided by ERIC. \



AREA OF COMPETENCY: OFFICE SUPPLIES (AS APPLIED TO CENTKER)

II.A. Maintains and keeps up to date persohal and center inventory of'supplieo
1. determines requirements for personal and center supplies and checks to
gsee 1if minimum quantities are on hand ‘

; 2. prepares.requisitions or orders supplies as needed
. . 3. organizes and maintains records of supplies inventory

A

* AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Maintains a bulletin board of announcements, news, etc.
I.B. Maintains employee information‘director"y

I.C. Writes/prints legibly

I.D. Attends inhouse staff meetings

37




AREA OF COMPETENCY., TELEPHONE COMMUNICATIONS

1.A,

II.c.

I.D.-

I.E.

Answerg incoming telephone calls

1. answerg inquireg posed by telephone callerg

1. keeps list of frequently called numberg up to date
records long distance calls made

Looks up informatioq by using the telepﬁkﬁe‘directory

1. usges the white pPages
uses the yellow pages

1. Operateg Speakerphone ; '

2. operateg Picture phone (optional)

3. uses bell—boy service (pager service)

4 uses card dialerg

5. Operates after hourg Resgage Tecorder
6. usesg accoustic Contactg (optional) i

. 38



;
AREA OF COMPETENCY: ADMINISTRATIVE DUTIES
LA Delegates work to other people by giving Instructions and directions

1.3, Receives work and instructions from company employees and assumes reuponsibility for
{ts completion

1.C. Develops and improves work methads, procedures, dd manuals

1.D. Plans and schedules work assignments and priorities for the correspondence center

[

[.E. Resolves a\thor complaints

AREA OF COMPETENCY. REPROGRAPHIC SERVICES
: I.A, Creates needed coples | \

1. operates duplicating equipnent
.
a. offset (optional), | .
b. photocopier '

2, collates mater"ials

a. manually
| b, by machine ‘ |
30 o | CSup 13
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*1,B, Deternines and recommends duplicating oequirements and delegates responsibility for
. the creation of needed copies

AREA OF COMPETENCY: REFERENCE MATERIALS L

- LA, Uses general reference materials to compose, edit, aid in research, look up spelling,
pronunciation, definition of terms

a, office or company's procedures manual

b, dictionary

telephone directory and yellow pages

quick reference words manual ' .
thesaurus | |
2IP Code directory

secretary's reference manual

company £1les

past records

word division manual

equipnent operations manual \

atlas/road maps - >

o o

-

T3, Uses specialized reference nateriala for understanding of operations, procedures,
and utilization of & word processing systen |

1. uges book of authorized ugers

a. how their name and title should appear

[KC

Aruitoxt provided by Eic:
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ERIC

Full Tt Provided by ERIC.

2." uses central manuals of office procedures

a.. secretary's menual
b, dictator's manual

3. comunications manue! o \

a, computer manual

1.0, Uses specialized manuals specific to the conpany”

1, uses equipment nanuals
2. uses training manuals
3. uses company policy manual g

- "AREA OF COMPETENCY: PRODUCTION AND PERFORMANCE STANDARDS

LA Develops &nd maintains recotds of production and performence according to-center

procedures and standards to measure work completed by center employees
1. deternines type of work and maintains records for
a. correspondence

(1) letters
" (2) menos

CSup 17
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lengthy documents

(1) manuals

(2) guides .
(3) 1legal brieff

(4) technical reports
statistical work
(l)xtables

foreign language text

forms ~- f111-in dofk

identifies mode of input

handwritten —-- manuscript

typed drafts with author revisions ,
cut and paste , Coo
pre-recorded dictation -- stored or original .

identifies activities within the center

a.

b.

keyboarding
(1) recording on magnetic media

text editing
(1) makes author changes using n.gnetic keyboard

playback ,
(1) automatic typing of "clean" output
: . e
non-typing activities
(1) proofreading : e

45



*AREA OF COMPETENCY: STAFF REQUIREMENTS AND RESPONSIBILITIES
I.A. Provides staffing to meet requirements

I.B. Selects, recruits, and trains supplemental he'lp

I.C. Conducts personnel interviews

I.D. Gives verbal counseling

I.E. Assists in career development and advancement

N .
I.F. Appraises employee performance and recommends salary action

I.G. Maintains and improves attitudes and étandards_‘within the correspondence centel

I.H. Conducts staff/communication meetings

¥

*AREA OF COMPETENCY: COST DISTRIBUTION PROCEDURES

N
I.A. Prepares a center summary report for management showing input from departmen_t/;
users, production, production against standards, and turn around time

46




I.B. Prepares records. for cost/charge back to-other deparments

A

**AREA OF COMPETENCY; INSERVICE EDUCATION ( '

LA Conducts author training sessions for users of the correspondence center
L. Condu‘cts‘ prograns of on-going education for upgrading of center personnel

1., Conducts' training sessions fof new employees in the center

*AREA OF COMPETENCY: BUDGET RECOMMENDATIONS

1A Maintains records to make budget recomendations
Ny ‘
1. Maintains records of personnel, equipment, end overhead for budget recommendations
. input equipment | | | | |
. output equipment ' ) 48
. salary . '
.. supplies

e
-l
Q. o o o

csup 20




fringe benefits

temporary help

. overtime °

operating space S
maintenance
equipment

'—"_ :—--:.:'oc :‘hfb_‘

f AREA OF COMPETENCY: MACHINE QOPERATIONS,

IA Qpe:étes the 10-key adding machine to perforn basic office guties

| 1.8, Operates the electrohic display calculator to perfqrm basic office duties
1.0, Operates the electronic printing calculator to pefform basic office duties

I.D. Operates the transcribing machine to petforn basic 6ff1ce dutles

1E. Operates the automatic/pover typewriter to perforn basic office dutles (Negnet1c Keyboard)
Kind:

1.7, Operates central recording equipment ({nput equipment) to perforn basic office duties
Kind: |

LG Operates‘ the envelope stripper to perforn basic office dutles (Optional)

19 - ‘ | | Sep 21

]:C . | | ¢

Full Tt Provided by ERIC.



I.H. Op_er‘ates the:continuous slitter to perform basic office duties (optional)

I.I. Operates the telex to perform basic office duties (optional)

o

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

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

I.B. Participates in simulated office program

. <
I.C. Participates in co-curricular student organizations ' ﬁ

51 % -
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| 77" COMPETENCY RECORD "

S

The COMPETENCY RECORD that appears in this section is
suggested as a replacement for the traditional report
card. It can be used to give employers, teachers,
counselors, sutdents 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 COMPETENC
recommended for a graduate of the Correspondence Supervisc

Occupational Program.

5 2 ) o . CSup
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COMPETENCY RECORD

_'OCCUPATIONAL PROGRAM: Cbrrespondence Supervisor Name 06 Student.

This competency record -tells what the student, who 1s'named above, has demonstrated that he or she can
do. A graduate 1s one who has demonstrated 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 performance can be rated at the secondary and/or post secondary level.

|
\.,) B

RATING SCALE:
. _ 1 ‘
S - Performs task(s) with ability that consistently 1 - Is unable to perform task(s{.
s) program minimum standards set fox job ‘ . 0
:i:i;d{eieg- gery 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. - PWPM - Actual production words per minute (PWPM)
' obtained by student.
2 - Performs task(s) with constant assistance,
SCHOOt%Sl_AITENDED‘ : , " DATES ATTENDED INSTRUCTOR'S NAME(S)

CSup 24
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SECONDARY POST SECONDARY

sromizo] Rarmiel W, 1o, | RatIvg| T, 1isTR{

A
'

\

AREA OF COMPETENCY: TYPEWRTTTEN COMMUNICATIONS

L.A. Types business ocuments from: tramscription equip-
ment, hard copy, stored documents

I.3. Types copy for reproduction from: transcription
cquipment, hard copy, stored documents

L.C. Types miscellancous material from: transcription
_equipment, hard copy, stored documents

I.D. Types business documents and miscellaneous material
‘from transcription equipment, hard copy, and stored
documents supplying carbon coples as requested

Commer "8

L
4

:igi OF COMPETENCY:  LOCGING-IN ' ,
‘.4, Perforns logging-in procedures for work coming into

the correspondence center via central recording equipment
- ' {

i

! .

SI.L Pegforms logging-in procedures for hard copy coming 5 | | ‘
{  inM the correspondence center

P ‘

ET . Performs logging-In procedures for stored co

N
<o

* CSup 25




SECONDARY

STANDARD mmc‘ W, I INSTR,

Comnents:

ARRA OF COMPETENCY: KEYBOARDING (ON MAGNETIC KEYBOARD)

I.A, Keyboards from recorded media, hard copy or stored doc-
uments and produces final copy as requested by center users

I.B. Keyboards variable infomatibn vhen playing back stored .
documents

i.C; Keyboﬂds documents using specialized terminonlogy as de~
ternined by the needs of the business (.. legal, medical)

LD, Proofreads and makes neat and accurate corrections of
“ typed material

Comnents: ' ' | ' , o

*AREA OF COMPETENCY:  COMMUNICATIONS COMPOSITION -

LA, Compoges miscellaneous buginess letters or memos

I.B. Compoges business re orts'-'

N i
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I.C. Composes other materials unique to the business

 SECONDARY -

YR, | INSTR, | RATING| 1R, INSTR1

POST SECONDARY

I.D, Edits materials for processing when necessary

I.E. Composes and dictates letters, memos, etc, for transcription

Comments:

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT (AS APPLIED TC
CENTER PROCEDURES)

'

II.A, Maintains and manages the currently used f1ling system

I.B} Codes documents for filing

[.C. Maintains index files

1D, Maintains personal "work in progress” file

I.E. Maintains central "work in progress" file °

I,F. Maintains log records

I.G.‘ Retains complet: ‘/output media for a predetermined number
of days using the procedure for holding as established by

_the center e s




STANDARDY RATING

LH. Maintaing "tickler" file

SECONDARY POST SECONDARY

—T————I

RATING| YR, | INSTR

*1.1. Revises files to keep them current

AL.J. Cross-references documents and prepares cross-reference cards

*1,K. Uses CRT file maintenance to update magnetic media

*[,L. Deternines recordkeeping needs and selects a filing system

1M, Establishes and sets up a filing system

Comments: - ‘ :

ARFA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY
IMPORTANT)

I.A. Receives persons who enter the correspondence center

I.B, Thedules and records appointments with office personnel

1.C. Conducts tours

Comiats:

(Sup 28
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!

LREA OF COMPETENCY: OFFICE EQUIPMENT

SECONDARY

|
STANDARD] RATING| YR, | INSTR,

POST SECONDARY

RATING| YR, | INSTR,

' BI.A. Sets and naintains standards for mainténance and

- care of office equipment within the center

#I.B. Handles service calls on equipment

L*I.C. Determines requirements for equipment

B1.D, Maintains records of equipment inventory

%omments:

AREA OF COMPETENCY: OFFICE SUPPLIES (AS APPLIED T0 CENTER)
b

IL.A Maintaihs and keeps up to date personal and-center inven-
tory of supplies

Comments:

*AREA OF COMPETENCY: OFFICE FUNCTIONS

I-ILA‘ Maintaing a bulletin board of announcements, news, etc.

f

J
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YR, |INSTR,

1.3, Maintains employee information directory *

1,C, Writes/prints legibly

LD, Attends inhouse staff meetings

|Comments: : '

N
AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS

,

LA, _Answers incoming telephone calls

H&PMumgmMﬂMthMummem
\ )

I1.C. Keeps internal (center) teléphone records

m.mm@mMmemummmmwmmq

-LE. Places outgoing and receives incoming calls using
gpecialized equipment

Comments:

CSup 30
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‘ MINIMUM SECONDARY POST SECONDARY
C PROGRAN |
: STANDARD| RATING| YR, | INSTR, | RATING | YR, |INSTR,

-
*ARflA OF COMPETENCY: it ADMINISTRATIVE DUTITES ‘ ‘ | A
LA, Delegates work }0 other people by giving Instructfon . ' |

and directions -
LB, Recefves work and Instructions from company emblovees and

agsumes responsibility for {ts completion L .
1.C. Develops and fmproves work methods, procedures, and manuals —
LD, Plans and schedules work assignments and priorities for the

correspondence center -
I.E. Resolves author complaiﬁf@’ | ___H:Y !
Comments:
‘ EA OF COMPETENCY: REPROGRAPHIC SERVICES o | | J
LA Creates needed coples |
*1.B. Determines and’recommends duplicating requirements and ,

delegates responsibility for the creation of needed copies Ah _H_ '
Comments: | ‘ - v

— .

68

>

-\
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AREA QF COMPETENCY: REFERENCE MATERIALS

STANDAR

‘SEC

RATING

ONDARY

TR, | INSTR, JRATING| TR, | THSTR

" BOST SECONDARY

q-q——’—-

R '
LA, Uses general reference materials to compose, edit, aid 1a
research, look up spelling, pronunciation, definition of terms

I.B. Uses specialized reference naterials for undefstanding of

operations, procedures, and utilization of a word processing
systen

1.C. Uses specialized manuals specific to the company

[Conments:

AREA OF CONPETENCY: PRODUCTION AND PERFORMANCE STANDARDS

[.A. Develops and maintains records of production and performance
according to center procedures and standards to measure work
completed by center employees

- Komments: ' ' {

*AREA OF COMPETENCY: STAFF REQUIREMENTS AND RESPONSIBILITIESl

-gﬁ%ﬁ&.

%

b
“ l(




| | M| SEcoNDARY POST SECONDARY ¢

PROGRAM
STANDARDY RATING| YR, | INSTR,} RATING| IR, | INSTR

-

b———

I.B. Selects, recruits, and trains supplemental help

L.C. Conqucts personnel interviews

L.D. Gives verbal counseling 0

| Lo
L.E. Assists In career development and advancement

L.F. Appraises employee performance and recommends salary action
1.6, Maintains and improves attitudes and stan¥ards within the
‘correspondence center

L.H. Conducts staff/communication meetings

Comments:

—— — T
MREA OF COMPETENCY: (03T DISTRBUTION PROCEDVRES

LA, Prepares a center sumary report for management showing 1 \
input from department/users, production, production )
against -standards, and turn around time

1.B. Prepares records for cdst/charge back to other departments

Comments: (

. 12
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sscomary - | - 208t szcowaRy. |

. Sy
.

STANDARD] RATING| YR, | INSTR, | RATfNG| ¥R, iwsm.'_
! . e

*AREA OF COMPETENCY: INSERVICE EDUCATION

LA, ‘Conducts author training sessions for users of the
____correspondence center

[ J
LB Conducts programs of on-going education for up-
____prading of center personnel

L.C, Conducts training sessions for new employees in
the center

Comments:

*AREA OF COMPETENCY: BUDGET RECOMMENDATIONS

LA, Maintains records to make budget recomendations

Comments:

AREA OF COMPETENCY: MACHINE OPERATION
&

LA, Operates the 10-key adding machine to perforn basic
office duties

14
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s office duties

» Operates the electronic display calculator to perform basic

| STANDARD J RATING

. SECONDARY

\L

LT

POST SECONDARY

INSIR, RATING R, INS’I’R

/

I.C. Operates the electronic printing calculator to perform
 basic office duties

LD, Operates the transcribing machine to perform basic office -
duties

I.E. Operates the automatic/power typewriter to perform basic
office duties (magnetic keyboard) Kind:

L.F. COperates central recording equipment (imput equipment) to
" perform basic office duties Kind:

1.0, Operates the envelope stripper to perforn basic office
duties  (Optional)

[.H. Operates the continuous slitter to perform basic o<iice

duties (Optional) g

/
4

I,I. Operates the telex to perforn basie office duties (Optional) .

Comments:
¥

0 B
‘1-. \

70 5;\ ( \ i
"4"1‘ 1 \J .
«,‘ XN
d / ,//‘ . Y
.
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SECONDARY POST SECONDARY

PROGRAY }
STANDARDJ RATING| YR, | INSTR, J RATING YR.‘ INSTRw

3

IARFA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMULATION,
STUDENT ORGANTZATIONS (OPTIONAL)

.

1.4, Participates in supervised work experience training (co-op or
internship)

Type of bﬁéiness, {nstitution, or agency:

‘Length of time: : | | | | .

1,8, Participates in a simulated of fice program

Length of program:

+

1.C. Participates in co-curricular student organizations

Nam: of organizations: '
. . \ i

Comments$:

Statements of competencies can/be gradgﬂ at either the secondary or post-secondary level. )
‘&’_,/T/ ‘ / |
! ) ‘ ) .
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INDUSTRY REPRESENTATIVES

The following Industria’ Renresentatives were involved in the develomment of the task list for this
occupatlonal DIOgYen,

« Dave lills : Mr. Richerd Lignego Ms. Celeste MacAllister

ord Processing Consultent Analyst, Methods and Procedures ., Supervisor
Pres;dent Woodbury Consulting - Burlington lorthern, Inc. Control Date Corpor&tion
"~ and Developrent Inc, | 176 Bast Fifth Street 7 Py 0. Box 0
- 401 Woodland Drive ‘ St. Paul, Mi 55101 Minneapolis, Mi  55bk0

St. Peul, MN 95119 o

. .‘l
\ /
L !

* ¥s,” Dorothy Sandburg Mrs. Jeen Geving , Mr, Frencis S, Bodine ﬁ
Operations Officer Supervisor, CogmuﬁiEEffSH; - Manager, Clericel Methods
- First lationel Bark of Minnespolls ©=  Cemter © General Mills, Inc.
120 South Sixth Street . ‘ Gambles Py 0o Box 1113
Mifneapolis, Mi 55480 P, 0. Box 458  Minneapolis, M 55440

Minneepolis, MV  95kk0

Ms. Joyce Gallentine . Mr, Ronald Cornelius Ms. Artie 5. lewls

¥ord Processing Manager Word Processing Center Executive Secretary
‘edTronic, Inc, MedTronic, Inc. M Compeny

6120 Earle Brown Drive 6120 Earle Brovn Drive Central Engineering h2~2W
Mirneepolis, MI  55k30 . Minnespolfs, i 55430 000 Ruch fremye

St. Peul, MV 55101

79
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(Industry Representatives Continued) 3

N

Miss Judy Reese ~ Ms. Carol M. Meck M. V, Thomes Wojeik
_ﬁg;; Word Proc?ssing Supervisor ‘ Word Processing Supervisor “Ford Processing Supervisor
> Peavey Company Pillsbury Compeny State Farm Mutual
7300 Second Avenue South o 608 Second Avenue South : Insurance Company
Minneapolis, Mi, 55402 ~ Minnespolis, MV 55402 1500 West Highvay 36

St. Paul, M 55161

P
]

Ms, Linde Havenor M5, Diane Dwyex G
Administrative Shpervisor Administretive Supervisor B
First Fationel Bank of - Peavey Company

© Minneapolis 130 Second Avenue
%%m&m&mt . Minneapolis, MN 55402
Minneapolis, M 55480
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Dr. Laura J. Burger, Director

" Ms. Deena B; Allen, Curriculum

Specialist

 Statewide Curriculum Articulation

Project
3554 White Bear Avenue

‘White Bear Lake, MN 55110

Ms, Cbnnie‘xohls, Curriculﬁm
Specialist

DEVELOPERS

Curriculun Articulation Project

Carolyn Ball ‘% | “'\\,J.
Central High School v*

3416-4th Avenue SOuth
Minneapolis, M 55408

% J - 1 ek
y Sandy Tracy A f '
 -Hutchinson AV, 1,
200 Centuzy

Hutchinson, MN 55350

"

Statewide Curriculum Articulation : _ "

Project
Brainerd A.V.T.I.
300 Quince Street
Brainerd, MN 56401

o

James Heckler .
Granite Falls A.V.1.I
Granite Falls, MN 56241

Carol Grinacker
Moorhead A.V.T.I.
810 4th Avenue South
Moorhead, MN 56560

M

Faye Gurtz S
Dakota County A.V.T.I. .
Rosemount, MN 55068

&

‘Ron Svedjan

‘Bemidii A.V.T.IL

‘Roosevelt Road |
' Bemidii, MN 56601

" Chuck Trochldy s
Willnar AV, ;%%‘w

Ann Czarnecki

Kate Goke

_St. Cloud A.V.T.1.
St. Cloud, MN 56301 .

a Craven
Jackson V0T
Jackson,

. Box 1097 .
| W111mar, MN 36201
’ ) »
R
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»

~HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Y
i o

Secretarial/clerical personnel work with people. For this
reason addigional competencies in the area of Human Relations*
and Personal Development are needed by the student who wishes j
to become employed. PeoPle work together when they have an .
understanding of themselves and their co-workers and when they
willingly make appropriate a®justments in their own behav-

ior.

A

The STATEMENTS OF COMPETENCY sho;> in the following section of
this tesk list represent the minimal Human Relationship and

Personal Development skills needed by graduates of secretarial/ :
clerical programs. It should be recognized that students wrll
cgontinue to learn about themselves and others through daily ex
periences they hafe in their careers. - f

@ )

; | 85

/ /
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

AREA OF CAPETENCY: - COMMUNICATIONS

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

1. Interacts verbally with people in comminicating a messige
' s
enunciates clearly
uses correct grammar and appropriate choice of words -
shows/demonstrates tact ,

responds courteously

uses a pleasant speaking tone, rate and ‘ﬁlume
]

o . o o

2, asks, remembers and uses persons’ mames in communicating with people

3. interacts non-verbally with people in communicating & message |

/
/

i recognizes. the meaning of .fabial expression

b. recognizes the meaning of body language B

¢. recognizes the meaning of eye contact V. A

d. recognizes the meaning of hidden Jnessages, ) . :\ : N
* B, Listens to and responds to the messages received fro c’b-&kets, viso;:s and visiturs {

l ; i
takes notes when receiving jnstructions ¢y (“‘“/ &‘?& ;/ |
periodlcally looks at the person who ds speaﬁing‘ 0 ob;ain visua cues .
asks for clarification when the message. is ‘ot undkrstood J [ :' !
concertrates cn one thind at » tine s d reﬁfions re giv r-‘ -

I~ L3 PO

wwu W

[
E]

C. Gives directionspand responds to other pe&

A
I makes use of an understanding of human B¢ fylor !& . N
2. ‘displays an ability to be assertive withy t Yeing offe o
3, deals effectively with angry or defensive ,o-workers/custom}e@ g U e
4 ) 'Y \y
BN

recognizes the uniqueness of and di‘ferenl:eg)l indjviduals }

: ﬂaﬂ’/

AREA OF CONPETENCY: SELF~DEVELOPMENT W
o CF]

A Demonstrates a disposition for continued persona grq:;h and\q dersta
¥ )

v‘fz{? ‘ .
. . l).’ vt
v - b




“r,U . gy

thinks positively about himself/herself and his/her future
daes not show off to bolster hia/her self-confidence
wMme&mhmmm‘yﬂ

“makes up his/her mind decisively;”

 adnits his/her shortconings
recognizes and bui%ds on his/her strengths without becoming vain
seeks out new ways'to develop his/her talents
has a realistice self-inage based upon the way that others see him/her
has & positive attitude about self and others -

E
”.

OO0~ O W B WD D e

B. “pisplays personal development for social liVing\

handles per.nal finances o
2, chooses 1ii :tyle and housing options ' o
_a.thwMMﬂMMmﬂmmmMMMmMMy H/
3, choose‘isafe and reliable transportation i\
b, identifies persifal biases, prefudices, and ster-otypes

C. Shows enotignal maturity

N
1. tolerates frustrations ,
2. thinks for himself/herself .
3, 1 caln and exerts extra effort to keep on an even level
4, tackles unpleasant tasks without self-pity
5. takds responsibility for his/her o actions
T 6. understands his/her role in group dynamics
7. takes orders without becoming obstinate :
8. is motivated by a long-range plan, not by whins or desires of each passing week . i
9, does not nurse grudges or try to get even | 7: ¥
D. Maintains professional maturity o i

1.9 has clearly defined career goaIS'

a. views his/her job professionally, rather than as only & nefgb bt
b. sees job satisfaction as part of good mental health i e
c. sets realistic ééals based on his/her abilities -

/

AREA' OF COMPETENCY: PERSONAL‘APPEARANCE o i 9;':;;-‘. 7
‘ : 5 . b

Y Maintaing good phy51ca1 Iitness behavior patterns . '  ‘ R
L &
\/\.

Lo gets safficlent sleep ) | | , T

151 \\ 4% " shﬁﬂﬁggood nutrition o ‘ R L
. Che e A : L Ldoof ¢ HRIED CSup 42 .



3. proper exercise
4, " Has annual dontal “and medical check- -Up5
5. has good postute

. B, Shows good visual poise
1. demonstrates an appropriate method of standing, walking, sitting, bending and lifting

. Selects and wears proper office attire

8 10 _groomed 1LLractivel{ and tastefully
wears clean, wrinkle free garments

S.‘»

e
""_'j

5. wears flattering colors and garment styles for his/her figure
c. rhooses accessories that are appropriate for work
(1) fads
) fashlons :

" d. coordlnateq colors of garments and accessories worn together .
k e. plans a vardrobe for a linited budget |

t, wears shoes that are quiet, polished, fastened and in good repair

g, shops for clothing that is well constructed so that it will last

D,  Has good persunal hygiene habits

bathes his/her body regularly | o
uses antiperspirant

has clean hair, skin, teet', nails, and breath

wears clean clothes that have been laundered properly

removes hair properly and,regularly froé selected areas of the body
applies cosmetics in a sk?llful way to knhance features '

subtly applles body frdgrances g

)
%

AREA OF*COMPETENCY: 'OFFICE ATTITUDE

' A Relates to,male and fenale co-vorkers of all ages, .skills, backgrounds, and positions

1. contributégyto a team effort

responds cheerfully and gives praise when appropriate

4. requests and/or gives asgistance to other people #

b.  handles constructive/non-constructive criticism snd profits from it
¢. declines invitations gracefully a |

d,

L

{s supportive and encouraging to co-workers

. ' -t
v
. ’
i L
Y,
: B t . .
I . ’ ,
. 3 .
| : \ . \
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A - o RO

assumes individual job responsibility
deals effectively with [riction and teasion within the office -

w3 o

co-workers who don't assume full share of workload

moodiness of co-workers/supervisors

favoritism among staff

personal problems which intetfere with work

offensive language or behavior of co-workers, supervisor or customers
Improper hygiene of co-workers which is offensive to others

angry customers

chronic complainers : ‘
short-tempered co-workers, supervisor or self |

- D02 M P O o o

&
Supports company and employer by exhibiting professionalism

shows loyalty to company |

. follows the company's policies : | L {/’
maintains confidentiality of company/institutiondl information

anticipates needs of supervisor

demonstrates cost control

a. conseriissupplies
b, use tiﬁg efficiently ,
¢. Aevelop and improve personal work gﬁthods anw procedures " ' . /\‘

4

6. displays good housekeeping habits Ly

a. cleans and maintains work area :
b. cleans and organizes employer's work area as instructed
¢. makes coffee and keeps coffee area néat and clean

]

1. shows professional commitment to his/her employer

g : '
shows flexibility and willingness to try new approaches
1s versatile and willing to adopt his/her behavior to new situations
willingly works overtine to meet scheduled deadlines.
asserts his/her feeling, needs, and competeﬁce in communicating with his/her employer
about Qa.lary, benefits, and company policy A | 93

[ = DU o TN = ¥t )

Shows that he/she 1s dependable in the office situation .4.?3;

\
'

BRIED cSup b4 .



L. has work hablts that insure work being accomplished on time and correctly
2. avrives at work on tiwe and maintalng scheduled working hours
b0 plans ane scoedutes work asstpmenls and paoitivs |

b, takes reasonable colfee breaks and lunch breaks \\ \

. .
5 has a good attendance record with slek leave and persomil days taken when necessary
0. pays attention to detall so that high quality work is maintained consistently
7, follows through to completion work that has been started
D. aws Inftiabive fo paining professional advancements
1. secks Job/sel cnhancement experiences
. -
d 'ul‘ ictesihis/her sk{lls oud knowledge through formal education. "i-house training, and
nformal CmeuWLthlon i
C s b 4+ pa&tioip&ted in'professional organizations \
'
I S , |

" 2. selects or rejects job promotions based on opportunity, personal goals, and circumstances’

a." cxanines alternatives and éngages In cereer planning

(1) long term , |
(2) short tern , . {

\
x

\....J\\

ARFA OF COMPETENCY: ~SOCTAL AND BUSINESS ETIQUETTE

- \-—-Jf

A. Displays proper social ctiquette | - ) (
1. etiquette for social functions (c.8. introductions, table manners, common courtesy)

B Displays proper business etiquette

t

1. converses with co-workers and puests in a soclally acoeptable manner, within the time
constraint of the office situation ‘ '

a. office business (non-confidential) |
b.  personal business 5
¢, soclal events

d.  topics Of general interest

2. uses the informal communications network (grapevine) within the office in s positive vay
3. refrains from contibuting to office gossip 3 ' '. $)Ei
P |

)

\
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]

4. addresscs superior properly (e.8-Mr., Dr,, Ms., etc.)

a.  formal
b. non-formal

AREA OF COMPETENCY: JOB SEEKING SKILLS

ok
o \. Wy " o
- ", A.  Tdentifies job oﬁ*ortunities for which he/she 18 qualified
1. checks school bulletin board
2. reads newspaper ads - .
3. contacts cmployment agencies
Wt ﬁ"
a. state
b. private
& 4. uses prrsonal contacts
B. Preph s for job interview
tes and tybes a resume
2. poses and types a letter of application
3. ™hdontaces a prospective employer
4. arrives on time ] |
5. conveys an optimistir outlook and willingness to learn
C. ';Pitticipates in a job interview
b TR -
. ~ "1, dresses and grooms himself/herself appropriately '
2. obtains job information from perspective employer |
a a. . job requirements R N
b.  benefits - : S
Co environment
Eg- salary
€. opportunity for advancement
£.  company's purpose and function
D. Follows-up on the job interview | S)(5
H 1. sends an acknowledgment letter ~ '
o 2. makes a phone call




cnle TENCY thonn By

HUMAN RELATIONS AND PERSONAL DEVELORMRNT - | / 2.

, | \ |
OCCUPATIONAL PROGRA: CORRESPONDENCE SUPERVISOR - Wame 06 Qtudcnt‘ : -
This competencv record tells what the student who. 13 |

named above, has demonStrated that he or ghe can
do. A graduate 1s one who has den strated competent performance of all the tasks designated for this
occupational program, This compe ehey record is to b

¢ used as an expansion of ‘and/or supplemedt to the
traditional report card, Student performance can he rated at the secondary and/or post secondary level

V.

} ‘ . ) . C, . ‘ \ ,‘ ‘I "
RATING SCALE:  ~ - N : {.
N'S - Performs task(n) with ability that consistently 1 4.Is unable to perform tasl(s), * - |
exceed (s) progtan minimum standards set for job o o
entry level; very competent. T - Demonstrated ability to perform task(s) at ot
... above job entry level by taking a challenge
1 §- Perforns ‘task(s) at job entry level; competent. test,
3 - Perforns task(s) with perfodic assistance, ~  PWPH - Actual production words per ninute (PWPM)
| Y obtatned by student. .
2 - Perforns task(s) with constant assistance, ' K
h " ‘ " v h\ '1 ‘Y A“
. HTP ’ ' . .I t . ' , ‘ I. .
- SCHOOL ($) ATTENDED: e . DATES ATTENDED / INSTRUCTOR'S NAME(S)
‘. ' ) ]
, /," ;', 4
. - / 1
7 f’; : [} N
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MINIMUM SECONDARY
PROGRAM : t

, POST SECONDARY

~

‘ .
_ _ . STANDARD RﬂTI Gt YP. | INSTR
- - ’ N :I\S;P
AREA OF COMPETENCY: COMMUNICATIONS
\A. Demons;rates acceptance of people in'a friendly-business 11ke
manner 5 : L :
" IB. Listens to and responds td the' messages received from co- :
workerslfsupervisors and visitors D v
Je. Gives directions aqd resgpnds to,ocher;people‘> |
Comménts: =~ e i [ ‘
1 b,
|AREA OF CQMPETENCY: _SELF-DEVELOPMENT ) ) .
A. Dei nstrates disposition'for contlnued persondl growth and K
_u erstandingiof self ¢ - _ 4 K
B. Displays perJLnal develbpmenc for social living [
C. Shows emotiblal maturity
D. AMaiﬁtains professional maturity 1
: —=- - +
Comments: o ’
. , B ]
AREA OF COMfETENCY: PERSONAL "APPEARANCE ¢
7 -
A. Maintains good physical fitness behavior patterns
B..JShowé good visﬁal poise ‘ 4
I | 100}
C. Selectg and wears proper office attire
D. Hag;gdod,persohal hygiene habits o - § . ‘



-

MINIMUM SECONDARY
PROGRAM ’

STANDARD

©POST, SECONDARY |

RaTINGL TR, | 3531

Connents: f | ‘ o S o e

o

AREA OF COMPETENCY: OFFICE ATTITUDE

[ — , :
1A, Relates to male and female co-workers of all ages, skills,

backgrounds, and positiois | '

f

B, Supports company énd employer by éxﬁibiting,professionalism )

Ic. Shows that he/she is depeq@gblquiq.ghq"qgfigg_gjfuation

0. Shows initiétive in gaining,prqféséionalvadvancements

s
.

Comments: ., + . | : : - " . Y R

L |

: . v v
AREA OF COMPETENCY: SOCIAL AND BUSINESS BTIQUETIE _

. : " . .
N : H ) . \ o
. ‘v ' P
‘ N . ' ] \
; 1

M ’

‘1A, Displays proper.SOCial etiquette

L

) B. Displays proper bustness etiquette

Comments:

g -‘ . .‘ ‘ i
AREA OF COMPETENCY:- JOB SEEKING SKILLS, . ’ L

' '

“JA. Identifies job opportunities far-which he/she 1s qualified

B. Prepares for job intefview
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D. Follows=ip on the jab {nterview
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, , Developers: Human Relations and Personal Development ‘
“ ‘ ‘ N ¢ ' ‘ ' /
Ms. Linda Anderson g Ms, Linda Jeffries _ Mg, Ann Ellinson
fiutchinson, AV T 1y Maorhead A.V.T.I, Hoorhead A.V.T.1.
Hutchingon, MV 593507 ~ B10 Fourth Avenue South ~ 810 Fourth Avbmue South
| ' Moothead, M 56560 - Moorhead, MV 56560
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- Mr, Milo Loken o - Ma, Mary Ruprectt - " Ms. Willa'Campbell
Hennepin Technical Center North Word Processing Management S, Cloud AJVI,
9000 North77th Avenue y Consultant - Sty Cloud, MY 56301

_Brooklyn Genter, MY 5545 140 West Myrtle Sprest - |
. | Duluth, MY ‘55861 % | vt
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Miss Shirley Bugkholz | Mg, Cheryl Boche . ¥, Katheryn Simchson
Miznetonka High School . South Washington €o. Schools - ' Bleinerd AV.ILL,. .
1830 Hjghvay 1 , Park High o - 300 Quince Street
Minnetonke, MV 55343 - Cottage Grove, MY 55075 ~ Bradnerd, MY 5640

¢ Vs, Marlene Pauleowits Mr, Frenk Sterke ' ; ‘ Mr, Bennis Lyngen
916 AV, " Aexandria AV, " Alegandris AV
3300 Century Avenue ‘ Alexandria, MN 56308 | h Alexandris, MF” 56308 .
White Bear Lake, MV 55110 L e o

‘Mr. Dave T . '
Hutchlngod AVTCL. - - . O - L
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