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ABSTRACT . . .
One of a series of 12 in the secretarial/clerical

area, this booklet for the vocational instructor contains job
descriptions for two word processing occupations, the non-typing
administrative assistant and the correspondence specialist (also
called word processing correspondence specialist, magnetic keyboard
specialist, or word processing trainee); task lists under the areas -
. of competency for each job; an occupational tasks competency record
for each (suggested as replacement for the traditional report card) a
list of industry representatives and educators involved in developing
the project, and statements of competencies and a separate competency
record for the area of human relations and personal development. The
duties listed for the administrative assistant include these: ,
Performs routine secretarial and administrative duties (usually for
more than one person), prepares reports and other materials, makes
travel arrangements, processes expense accounts, and maintains
company records. The correspondence specialist duties involve
operation of the typewriter and other office machines to process
letters and other records and data. Areas of competency in human
relations and personal development are included ‘(communication,
self-development, personal appearance, office attitude, social and
business etiquette, and job-seeking skills). Statements of
competercies may be graded at either the secondary or -postsecondary
level, and the competency records are intended to follow through
vocational training at both levels. Tasks in the task list are cross
referenced with those in the booklets for other secretarial/clerical
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(ROSS REFERENCE SYSTEM .

;

Task Iists in the sécretarial/clerical ares include: office services aid, typist, general
offlce/typist, receptionist, secretary/mon-shorshand, secretary/shorthand, educational office
personnel, medical secretary, legal secretary, administrative assistant, cotrespondence specialist,
correspondence supervisor, and date entry operator. ALl Task Lists contain an edd-on list of
hunan telationd personal development qualities desirable for graduates seeking secretarlal/clerical

positions, y

ﬁ ,
The task 1ists for office services aid, typist, general office/typist, receptionist, secretary/non-
shorthand, and secretary /shorthand ere referred to as "GENERAL" secretarial/clerical Hsts end all
additional 1ists are referred to as "SPECTALIZED" lists. -

The * and the numbering system is the key to cross- referencing for the specialized lists. The
specialized 1ists are compared to the lists for typist, gemeral office/typist, receptionist, sec-
retary/non-shorthend, and secretary/shorthamlﬁ When there is something on the specialized list
that is not on the geperal lists a * appears. * The position of the ¥ indicates the level of
change made in the AREA OF COMPETENCY, The Statement of Competency, or the Task. For example if
the * appears befors the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new, If the *

~ gppears before 8'Statement of Competency nr Task then only that Statement or Task is new. If the
* appears before a word then only thet w  1is new or different, It may be necessary to refer to
more than one general task list when com  ~ ctateuents of competency.

/ \

{ ' .
The Task List for Date Entry Operstor is not referenced'to the general Lists because the tasks -
are unique in that area and need specialized treining, The Task Lists for Correspondence Specialist
and Correspondence oupefv1sor are not referenced to the general lists because tasks in these areas
- are applied to & word proce551ng/correspondence center and the procedure for completing the tasks
. s different from the tasks in the genersl lists, The Task List for Correspondence Supervisor

15 crogs-referenced as an add-on to the Correspondence Specialist Task List,

iy
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INTRODUCTION TO WORD PROCESSING

()

Word Processing s one of the fastest growing areas in Business and Industry. Education
for this area 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 Adninistrative
Assiutant and Word Processing Correspondence Specialist are presented in one booklet.

The worker mobility chart on the following page is typical of that found in a businoss
office that has implimented the total word processing concept. "This worker mobility
chart identifies distinct functional areas for the Administrative Assistant and the
Correspondence Specialist, Their areas are inter-dependent and permit total promotional
mobility for office workers. An Adninistrative Assistant can move to & Correspondence
Specialist position or be pronoted to the Adninistrative Supervisor position, The
Correspondence Specialist can move to the Adninistrative Assistant position or be promoted
to the Correspondence Supervisor position. Promotion from either side leads to the Word
Processing/Adninistrative Support Manager's position,

Aruitoxt provided by Eic:
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INDUS]{RY RECOMMENDATIONS
|

T

&,
ADMINTSTRATIVE ASSTSTANT AND CORRESPONDERCE SPYCIALIST

| )
[ndpaegy representat fves have wade severad augpest Tons to students who wlH seek enployment
upgn complet fon of this aceupat fonal program, These sugpestfons are peneral fo nature and
debertbe the kind of fndividua) whom they wish to hfres 0 competent worker {u one who gat-

[afactortnl v performs the tasks Hsted o this dorument an one who Iy mature and responalhle,

[t [s fmportant that an employee have a pos{tive att{tude toward work and that he/she cont In-
wes o Tearn on the ol

e way an enplovee contfuues to learn fs througe readtog art{etes In prolesstonal Journals
and publfeatfons. [t fs very Impartant for a person In this.posftfon to {ntelligently
comun{cate with caplovers, assoclates, and the gereral publie,

. . |
The emplover who {5 it assel to the huslness assumes respons{hility tor commumicatfons (both
written and ral) that leave the offlee. This Includes uslng correct gprammar and punctuation,
spellIng words corvectly, and proofreadtng carefully so that neat and accurate corrections
are ma'o. Accuracy and confident{ality are extremely [mportant In all secretarial/clerical
oceupat Lons. ‘

i
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 J0B DESCRPTION -

i |
Aministrative Assistant

%u%wmem%muwSawmaSmmﬁqAMmmt+we%wm&.

The administrative assistant serves t': co7pany by performrng secretarial
and admrnrstratlve dutles within an cminis-rative support center. He/she
usually does work for more than one person : nd is dlrectly responsrble to
an administrative supervisor.

L)

Some of the responsibilities. in addition to routine secretar1a1 duties .

could include preparing reports on ow1 initiative or from general instruc-
tions, meintaining or establishing a filing system, preparing materials

for presentations, making travel-arraigements, oftainingiand cooréinating
information as requested, ‘preparing o processing: expense ‘accounts, and
naintaining specific company records for budgeting and any other purposes

the conpany nay request ’

' Graduates of the comblned occupational program (administrative assistant and

correspondence specialist) will be qualified to function as an admlnlstratlve
assistant, or a correspondence specialist, Promotion to the p051t10n of
administrative supervisor (responsibilities assumed by this individual appear
in the appendix) or correspondence supervisor is possible through additional

. training or experience on the job,

A1

B . Ay
\ ! :/ . ‘1: "%

" Other comon job titles could include: Admrnlstratlve Secretary, Assocrate

13



TASK LIST

]
¥

" The folloving Task List gives you, the vocationsl {nstructor, recomendations sbout
what your students should be able to do when they pake a fob as an ADNINISTRATIVE
ASSISTANT. . It was developed by a working committee of secretarial/clerical instruc-
tors and industry‘tepreoentatives throughout the state of Minnesota,

The Task List on the folloywing pages includes the Tasks and the AREAS OF COMPETENCY | "y
mwmw@dhraywmuofme%ﬁmeumgmwnumapmym '

As you utilize’ this task list, you will need to continue workirr with your local -
advisory comittee and with other instructors in your geographic area, Judgments
must be made, by you, concerning the amount of tiue to spend in teaching various
mMMMMMmmWMMMmmmmmmMmm
level for each task that will be acceptable | ﬂ

EKC ’ | L o o
= | q o E A 2



|  Administrative Assi’stanf,ﬁ, .
o - wwr o,

/
- AREA OF COMPETENCY: SPECIAlIZED DUTIES S |
(TYPES VERY LITTLE—SENDS EVERYTHING POSSIBLE TO CORRESPONDENCE SPECIALISTS)

| 1, A. Types general business correspondence from: typed rough draft, handwritten rough
: draft, verbal instruction, verbal dictation at the typewriter, information compiled
-and composed at the typewriter, shorthand note transcription (Optionggl"

~ *l types letters requested by sugervisor or principal in sevetal styles including
any of the follow1ng features

attentxonbline\ J

carbon notations

.. company name in closing
enclosure notations
listed materials
mailing notations

~multiple page headings |
postscripts . :
quoted material , ' ,
reference initials = o p
special closings | L
special-sized stationery . . o

L =
h o o 0o oW

—_— PN . e T g

(1) executive size - .
(2) half size | o
(3) legal size ' ! |

m statistical data in tabular form
n. -subject line

;

*The position of the * denotes the scope of the change made in-the task list, the statement of
mememdmmmTMmMﬂWMmemmmmm
secretary/non-shorthand”® and secretary/shorthand

-

1Busmess correspondence is usually done by the correspondence specialist.

16 o M3
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2, types addresses on envelopes

addresses for window envelopes
nailing address (including 2IP Code)
‘name above printed retarn address

. return address
special notations

D L O D7

oo A
3. types interoffice memoranda® :
!
. plain paper w1th appropriate headlng
b pre-prlnted forms
*I.B.  Types multrp;e copies of general business forns that are pertinent to the specific
* business from: typed rough’draft, handwritten rough draft, verbal instruction,
verb?l dictation at the typewriter, information conpi¥ed and composed at the typewriter.
1. types general business formsd ' \ j

a. - bills of lading
b, credit memoranduns
c. financial reports 4 .
d. insurance forms
e. ‘invoices
* f. purchase orders \

g. purchase reguisitions , \
h. statements o? account |
1. voucher checks |

j. vouchers

“The adninistrative assistant would type only short memos--the long or repetitive ones would -

. be done by the correspondence specialist

Ihe administrative assistant would type general forms unless they were repetitive in which
case the correspondence specialist would type them. The correspondence speclalist usually
‘does not type forms

41f the financial.reports are statrstlcal the correspondence specialist would type them

M ¢
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*1,C.  Types niscellaneous material not practical to send to correspondence spegialis£
from: typed rough draft, handwritten rough draft, verbal instruction, verbal
dictation at the typewriter, infornation compiled and composed at the typewriter,

shorthand note transcription {Optional) o :
. ! . ‘ v ‘
1. types miscellaneous naterial’

a. address, file folder, and file drawer labels
b. index cards | | .

, tc. fill-in information |

n " d.-n. *-omit- L | 5
o. other materials pertinent to the specific business L

"%1.D. " Types reports (carbons may be required)6,' .
. . !

. ) , \ ' N , \
*I.E, Prepares copy for reproduction -(typing is done by the correspondence specialist)

(See Communications. I.D.) o

. F ) !

, LF. Types correspondence, records, reports, forms, and miscellaneous material from:
~ typéd rough draft, handwritten rough draft, verbal @nstruction, verbal dictation
at the typewriter, information compiled and conposed at the typewriter, shorthand

note transcription {optional)--with carbon copies
' ﬂ“ '

1. types materials with carbdn copies

L oA b nail,
| b. for office files
*c, for company use

1.G. Proofreads and makes neat and accurate corrections of typed material

W .

§ 1. makes corrections on

4

a. copies typed with fabric ribbens

5Administrative.support could do some light typing
6Reports are usually sent to the correspondence specialist for typing

WAl
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LH,

*T.A.

) 'S

¥4

b. copies typed with carbon ribbons
" ¢, ‘carbon copies 1
d. offset masters

( ST \ -
Proofreads typed material; notes errors, and returns to correspondence specialist

/

1. returns to correspondence specialist for corrections

AREA OF COMPETENCY: COMMUNCATIONS COMPOSTION (VERY IHPORTANT)

Composes. and dictates to a correspondence specialist routine correspondence from
verbal or handwritten outline and submits for approval and signature (under direct

supervision)
1. composes and dictates. routine letters under direct supervision of supervisor

a. requesting information and/or sefvices
b. éxpressing appreciation

¢. supplying information

d. responding to complaints

e. declining.a request

£, acknowlgdging Correspondence

q. expressing acceptance

h. requesting payment ;
i, gqiving confirmation '
j. expressing condolence .
k. ektendingcongratulations

1. EFhers perfinent to the company

2.mmMMmmGMMMmMMWmmmmmwmmu

3, subnits to principal or supervisor for approval and signature

M6
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*].B. Composes and dictates (or sends in hard copy form) to a correspondence spe01allst
v the business or informgtional reports requested by supervisor or principal, receives

L reports from correspondence speclalist, proofreads, and submits to superv1sor or
principal for approval (Important) ‘ , -, a
1. prepares materials under direct supervision
2. dictates or reads material to ?\cehtral recorder
3. proofreads and edits reports returned by correspondence specialist
o 4 submits reports to supervisor or principal for approval

*1.C. Composes and dictates to a corresponéence'specialist other materials unique to the
business (under direct ‘supervision) ’

¥

. prepares materials
dictates from'notes or reads materials to a correspondence specialist

proofreads and edits materlals returped by the corresrnndence specialist
edits letters dictated by others

edits manuscripts prepared by others
prépares articles and announcements, news releases, form letters, and

cover letters to send or read to a comtunicition center

[ 2NN o TN N P e N

*1.D.  Prepares p}esentation material ,fron drafts or detailed instruction (Very important)

1. prepares visual or audio materials
flip charts
transparencies‘{view graphs)
slides or other visual aids (: sally just coordinates thece)

jo TR S TN « S < 1]

line graphs . '
'].E.. Collects materials (researches) for supervisor ol principal %o be used for speeches, etg. \

b

*I,F. Prepares materials or personal use within the comphny to sell an 1dea, train company .

employees or present new information ‘Optional)
4

1. discusses information with indivi tuals or groups
a. to sell an idea
M7
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*1.G.

*IlHi ‘

*LI

WQ':, } .
) N
b. to train company employees
¢, to present new information

Writes recomended work procedures for JObS or duties performed for approval by
superror

Writes job descriptions for his/her posrtlon within the coppany for approval by
superior

Designs and/or revises forms for efficient typing and processrng under direction

- of supervisor

*AREA OF COMPETENCY: REPORTS/RESEARCH/PREPARATION ¢

!

LA,

Compiles and maintains continuing re . requirements, prepares reporfs under
direct supervision and submits to supervisor - principal (reports could include
materials for budget control, cost analysis, statistical mater.als -e.g. profit
and loss statements- or any other reports specifically for the company)

1. collects facts and figures from several sources

internal sources '
external sources

. computer prlntouts

. others .

2. O D

2, composes reports and. prepares audio or visual aids and displays as drrected
" by supervisor
LpmMMMMWMMmmmmmmmmmmmMmL-
LdMMMumumnmmmmmmmmmwwmm
5. edits, proofreads, and returns to correspondence specialist for corrections
if necessary

- 6. presents final copy to supervisor or principal

M8



I.B. Keeps calendar of routine reports that are due and gives notice to supervisor for
preparation o

>

AREA OF COMPETENCY RECORDS FING AND MANAGEMENT |

*I1.A. Maintains the currently used filing system or follows procedures used for malntalnlng
a centralized filing system

codes documents for filing

adds new folders

. locates and retrieves documents

. refiles documents that have been removed

£ L RO

a. single pieces in file folders
b. entire file folder in drawer

4

5. searches for missing and misplaced materials
6. maintains records of materials taken out of files

*].B. Revises centralized or individual files to keep them current

1. follows principal's or supervisor's directions for retention and disposal

of records- :
2. follows ofr1ce .-ocedures for transferring files to 1nact1ve'files ‘\\\
\

I.C.  Cross-references documents and prepares cross-reference materials (Very im srtant)

t

I.D. - Maintains index files
I.E.  Maintains "tickler" files for follow-up responsibilities
I.F.  Maintains personal "work in progress" file

1.6.  Operates micro-reproducing equipment '0otional)

1)




LH.  Selects mterials for micro-reproducing {Ootiomal)
. LI, Determines recordkeeping needs and suggests a filing system ,
*1.J.  Bstablishes and sets up a filing system (under supervision) (Very important)

1. requisitions necessary equipment and supplies
2. prepares folders and guide
3. files documents

' AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY IMPORTANT]

IT.A.  Screens persons who enter the office

1. screens visitors in compliance with company security policy

2. makes visitors comfortable

3. gives appropriate information to visitors or answers questions about
where needed information can be obtained

escorts visitors to appropriate office area

makes introductions |

delivers oral or written messages from visitors to proper persons
handles business cards

provides company services within the scope of his/her authority
arranges for outside services such as taxi or limousine

O OO0 —~3 O U Wb

'

f.B.  Manages appointment information

schedules appointments

records appointments and keeps appointment book current

alerts others of appointments or commitments

records cancellatiqns or no shows

*5, nmaintains supervisor's or principal's calendar’ , | 3.1

= o o =
- e e =

This usually involves keeping two calendars-~one personal with appointments and oné ff |
principal or supervisor with appointments "
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AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps desk and work area in order

I.B. Maintains a bulletin board of announcements, newg etc.
I.C. Maintains employede information directory

I.D. Writes/prints legibly .

. AREA OF COMPETENCY:. dF_FICE éQUIPMENT

II.A. Maintains office equipment
1. changes equipmenp.ribbons ™
2. cleans office equipment
3. recommends service on equipment
* 4. handles service calls on equipment ,
5.. -omit-
6. makes minor repairs on office equipment
- .
II.B.. Recommends changes in equipment

1. prepares requisitions.for equipment
2. maintains records of equipment inventory and *location of equipment

3. determines requirements for equipment
*4. gatheis'‘material or collects information to recommend or to justify to
supérvisor the purchase of new equipment or changes in equipment

AREA OF COMPETENCY: OFFICE SUPPLIES

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

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

BA




7. maintaing and checks inventory records to determing if mininum quantities of
) supplics are on hand

4. orders and obtains supplies as needed fron suppliers

. checks incoming supplies with packing slip or invoice

6. unpacks and stores incoming supplies
naintains suppliers contact file
distributes and controls office supplies
prepares purchase orders

AREA OF COMPETENCY, MEETING/TRAVEL ARRANGEMENTS | "

f[.A.  Makes travel arrangements

@ oo -

N

1. receives written requests and follows through accordlng to quxdellnes set by

supervisor . \
2. plans a schedule using

/ a. travel agency | B
b. printed schedules from transportation ccmpanies |
c.mmwmmmmmmumm

3. composes letter of reservation, sends to correspondence spec1allst for typing,
proofreads returned letter, signs under own name or gives to supervxsor or
principal for signature \ £

confirms availability of ticket in company's box at aipport Q b
coordinates issuance of travel box keys with principals and superylsor .
prepares materials for superv1sor s or principal's briefcase

prepares itinerary _ o ‘

nakes and confirmstransportation reservations

nakes and confirms hotel and motel reservations " )
10. obtains necessary travel funds i ;ﬁ_

11.. compiles and types expense reports o - o 3 4
12. maintains telephone and mail digest for absent superyisor or Principal

HcmmmMMMMmmmmwﬁmmmmwy |

%) | oy :
J. A B |

D =3 Y LM s
. e e e e e
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I.B, Schedules meetings and/or conferences (Very important)

contacts speakers
mails or distributes notices and specifics regarding location of meeting 2
schedules meeting times
gends confirmation notes as reminders of meetings
nakes and notifies participants of changes or cancellations of meetings
reserves meeting room and arranges for refreshments
" prepares and inspects meeting room for arrangements and equipment
processes registrations for conference participants
agsenbles needed materials for use during the meeting
prepares agenda for meetings8
. attends meeting and reads minutes
. attends meetings, takes notes, puts in memo form, dlctates or reads to correspondence
specialist for typing -
13, distributes the typed minutes in person or by mail

}DSJD\JO’“U"AL;J!‘JI»—'

X =
= O

AREA OF COMPETENCY. TELEPHONE COMMUNICATIONS:

*I.A. Ansvers incoming telephone calls and answers as many inquiries as possible without turning
call over to supervisor or principal
|
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 telephona callers
6. records telephone messages (date and time)
7. requests complete information for call-backs
8. delivers telephone messages promptly

Brhe administrative assistant would format the agenda and have all the necessary information and
submit it to the correspondence specialist for completion. The ‘administrative assistant would be
responsible for follow through to see that everything was completed

| IEveryone is responsible for phone coverage

) | | | | | ‘ M 13
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[ H. Placos ontqoing tedephone call

| places Tocal valls
plaves Tong distancr cally
] . Coan et dhstanee diad {dda)
b person=tosperson
oo station-to=station
d. eonllect
v,eredit card
Lo places calls using speetahized Ledephone serviges
4. conference calls
b, overdeas long=distance calls
. telophone facsimile equipment
A special ized Tong=distance networks, such as WATS |

L0 Places outgoing ad receives incoming ealls using specialized telephone equipment

I, operates speakerphone

2. operates picture phone (optionall

3. uses bell boy service (pager service)

4. uses card dialers .

Y, operates after hours message recorder
. 6. contacts mobile phones*“‘

N

1.0, Finds needed information by using the telephone directory

s ], ueer the white pages
2. uses the yellow pages

=1

/ AREA OF COMPETENCY: MAIL

*].). Receives and processes incoming mail

1

%’ 1. receives mail (usually from mail department)
2, opens mail
o ¢ 3. scans mail

M 14




L.B.

4. screens mail and distributes to supervisor or principal

5. hichlights or marks specific important information
6. sorts mail according to specific action required

o o -3

10,

1.

a. long term or bulk reading

b. follow-up

¢, documents that require dictation
attaches pertinent information
attaches notes telling what action could be taken or what action has been taken
drafts replies and attaches ta correspondence '
if reply.is satisfactory--dictates it to correspondence specialist
maintains a follow-up system as directed

Prepares outgoing mail

)

1. collects mail from other offices or departments (optional)
2. folds and stuffs envelopes for mailing
3,

addresses envelopes for mailing (mass mailing addresses done by correspondence
specialist)

~ decides on least expensive and/or most de51rable method of communlcatlon or

W O -3 O
- . - -

10.

11.
12.
13.
14,
15,
16.
17.
'18.

419,

delivery -
processes outgoing letters and pavkages requiring special handling and/or special
rates B C oy

processes bulk mailings

prepares and sends telegrams, cablegrams, or mailgrams
prepares, updates, and checks mailing lists '
operates a postage meter |

records use of postage meter in "Meter Record Book"

takes postage meter to post office to be refilled (optional)
operates a postage sc* to deternine correct postage
attaches correct pos: |

wraps packages for ma.. .ig

writes ZIP Codes on incoming or outgoing mail

files return receipts from registered or certified mail [ »
insures mail T o
registers mail »

processes mail received from correspondence center o

.y

40
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*AREA OF COMPETENCY: REPROGRAPHIC SERVICES =

*I.A, Operates duplicating equipment to obtain needed copies

1. operates a cony machine to obtain needed copiesll
2. proofreads :. insure accuaracy and quality of copy

I.B.  Makes decisions about reporgraphic needs and follows through to obtain needed c0pies‘

" 1. decides what naterials need to be copied o
2. decides on the least expensive and/or most desirable way to create needed copies’

3. makes arrangements to have materials duplicated

*a. prepares a copy requisition

" AREA OF COMPETENCY NUMERICAL DA Tz
I.A.  MNaintains a petty cash fund

obtains checks to establish or replenish petty cash

nakes payments from petty cash
prepares vouchers for money taken out or received
records petty cash entries in a journal or check register

. prepares petty cash reports

L W Lo B
PR

I.B,  -omit-

10y company large enough to use a word processmg/admmlstrative support system would usually
have a special department for reprographics

| 11USually a minimum number and anything over that would go to duplicating department or print shop

12Companles using WP/AS would generally be large enough to have an accounting department to

‘handle this
A 16
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*.C.

*IVDO

'L,

*I.E.

*1.G.

L.H.

" Maintains records for payroll department's use

distributes ¥-4 For  to new employees

distributes payr .. .. cks received from payroll department |

mails/distribyt s end c year W-2 Forms

. keeps records ¢ vacatic: time to give information to payroll department {
keeps personnel -ecords of sick leave to give information to payroll depatvmap

(& 0 B~ R T E I G Ry 2
- - -

Maintains records of incoming money’

1. nmaintains records of incoming recejpts or cash and sends receipts and cagly £
accounting department for deposit
2. purchases special checks from the bank
a. certified
b. bank drafts
c. money orders

Provides information about bills, statements, and accounts payable to give to ¢
accounting dgpartment13

checks accuracy of .source documents

verifies items i
calculates discounts | Tt
maintains list of account numbers ‘
codes invoices, statements, etc. for payment

LN o Lo B s

Codes documents for accounts receivable records and sends them to the accountiﬂq
department -

--included in I.E,--

~~omit--

Bipe accounting department would provide the payment of bills and maintaining records it
accounts payable '



LI

L.J.

f
= N S
. . -

Keeps necessary records for the business

records promissory notes and drafts
records maturity dates

records insurance

. records taxes

*5, records expenses

a. travel |
b. entertainment .
c. other \.

*6. maintians necessary records for credit rards
¥], maintains records of authorized requisition lists
\\

-omit-

AREA OF COMPETENCY: DATA PROCESSING

LA,
L3,
L.C,

L.D.

*LE.

Codes forms for data entry

Reads computer printouts to obtain information to prepare requived reports
Checks source documents against computer printouts for accuracy
~omit-

Retrieves and sends information using a command counsel connected to a computer
terminal

. W18
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- AREA OF COMPETENCY: REFERENCE MATERIALS

HMWMWMmMMmmmmmWWMMWWMMMMMM
terms, compose, ‘edit, and aid in research

1, uses genetal reference materials

office or company's procedures manuals

dictionary

telephone directory

quick reference vords manual

thesaurus . ,
outside agencies (both internal and external to the profession)
city directory

postal manual

2IP Code directory , i
secretary's reference manual

company files

past records

word division manual

equipment operator manual

library

hotel and travel guides

-

T O B H s DA @ 0T

I.B. MNaintains a reference library

AREA OF COMPETENCY: MACHINE OPERATION

I.A.  -omit-

1.8,  Operates the standard electric typewriter to perform basic office duties14

I35

Unost of the typing would be done by the correspondence specialist

Jc 3 | | 19




- L.D. Operates the self-correcting typewriter to perfor basic office duties!? (Optional)

!

1.C. Operates the selectric typewriter to perforn basic office dutiestd ot

gt

I.E. Operates the proportional spacing typewriter to perform basic office duties14 (?mmn
LF. -omit- | .

I.G‘. Operates the 10-key addinq‘ machine to perforr. basic office duties (Very important)

I.H. Operates the electronic display calculator Ho perform‘basic office duties (Very important)
I.1. Operates the electronic printing galculator to‘ perforn basic office duties (Very important)
I.J. Operates the pl’;inting calculator to perform basic office duties (Optional)

L.X. Operates the ft;ll-key adding machine to perform basic offiée duties15 (Optional)

I,L. -omit-

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMULAT
STUDENT ORGANIZATIONS  (OPTIONAU

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

I.B, Participates in a simulatﬂti office program
i ./'

)

1.C. Participates in co-curricular student organizations



COMPETENCY RECORD

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, 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 CCMPETENCY
recommended for a gra?uate of the Administrative Assistant
Occupational Program.

-

o1
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\ .
COMPETENCY RECORD

OCCUPATIONAL PROCRAM: ADMINISTRATIVE ASSISTANT _dUame 06 Q(ud@nt

t

This competen: record tells what the student, who is named above, has demongtrated that he or she can
do. A graduate is one vho has demonstrated competent performance of all the tasks desiﬁnated for this
occupational progran. This competency record is to be used as an expansion of and/or supplement to the
traditional report card. Student performance can he rated at the secondary and/or post secondary level

m
B

RATING SCALE:

§ - Perforns task(s) with ability that consistently 1 - Is unable to perform task(;).
exceed(s) program mininun standards set for job

entry level; very competent. T - Denonstrated 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, S
3 - Performs task(s) with periodic assistance. PWPM - Actual production words perlminute (PWPM)

' obtained by student.

2 - Perforns task(s) with constant assistance.

X

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

A

N

o



MINDMM | SECONDARY post €21

PROCRAY | -

STANDARD RATING YRQ INSTR| RATI}\G YR ] 1.\ v :( ]
/ |

-‘w,

sy

AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS

*T.A. Types general business correspondence from: ad
rough draft, handwritten rough draft, verbe
instruction, verbel dictetion at the typewri
information compiled and composed at ths type-
writer, shorthand note trenseription !thionaIB

*1.B. Types multiple copies of general business forms
thet are pertinent to the spec fic,business from:
typed rough draft, handwritten rough draft, verbal
instruction, verbal dictation at the typewriter, .
infornation compiled and composed st the type-
writer

*1.C. Types miscellaneous material not practic’ to send
to correspondence specialist from: typed rough
draft, hendwritten rough draft, verbel instruction,
verbal dictation af the typewriter, shorthand
note. trangeription (Optional)

I.D. Types reports (carbons mey be required)

L*I.E. Prepares copy for reproduction {typing is done by the
"+ correspondence specialist)

I.F, Types correspondence, records, reports, forms, and
miscellaneous material from: typed rough draft,
hendwritten rough draft, verbal instruction, verbel
dictation st the typewriter, informasion compiled
and composed at the typewriter, shorthand note

—

transeription (Optional)--vith carbon copies

AL 23



|
MINIMM SECONDARY POST SECONDARY
PROGRAN
STANDARD | RATING YR, INSTR, | RATING YR, INSTR,

1.G. Proofreads and makes neat and accurate corrections of typed
materiil

*I.§. OProofreads typed material, notes errors, and returns to '
correspondence specialist \

Comments:

AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (VERY I¥PORTANT) l

*LLA

Composes and dictates to a correspondence speéialist o
routine correspondence from verbal or handwritten outline
and submits for approval and signature (under direct super-
vision ‘

*1.B,

-

Composes and dictates (or sends.in hard copy for%) to a
correspondence specialist the business or informational
reports requested by supervisor or principal, receives reports
from correspondence specialist, proofreads, and submits to
supervisor or principal for approval (Important)

ri'g‘

*1.C.

Composes and dictates to-a correspondence specialist other
materials unicue to the business (under direct supervision)

% !

*IIDI

Prepares presentation mq&g;ial from drafts or detailed instruc-
tion (Very important) %

*IIEI

A

Collects materials (researches) for supervisor or orincipal to
be use for speeches, etc.




MINIMUM

SECONDARY POST SECONDARY
PROGRAM ' ‘

STAIDARD | RATING | YR,  INSTR, RATING , YR, . INSTR}

4

*T,F. Prepares materials for personal use within the company to N
gell an idea, train company employees or present new infor- ’
nation (Optional)

*1,G. Writes recommended work procedures for jobs or duties per-
formed for approval by superior

*LU. Writes job descriptions for his/her position within the

company for approval by superior
*1.1, Nesigns and/or revises forms for efficient typing and ! I_

processing under-direction of supervisor

~|Comments:

#AREA OF COMPETENCY: REPORTS/RESEARCH/PREPARATION

I.A. Compiles and maintains continuing report requirements, pre-
pares reports under direct supervision and submits to super- '
visor or principal (reports could include materials for

" budget control, cost analysis, statistical materials-e.g.
profit and loss statements--or any other reports specifically
for the company) :

I.B. Keeps calendar of routine reports that are due and gives - i ,
notice to supervisor for preparation ' .

Comments:

P

N A 25



F——
MINTMUM SECONDARY

PROGRAM
STANDARD | RATING | YR,

INSTR. | RATING

R,

POST SECONDARY

INSTR

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

| A

*ILA.

/f

Maintains the currently used filiﬁg system or follows proce-

*IIBI

dures used for maintaining a centralized filing system

: o - :
Revises centralized or individual files to keep them current

IIC'

Cross-references documents and prepares cross-reference

IIDI

C
materials (Very important) (.

Maintains index files

e e —

IlEO

Maintains "tickler" files for follow-up responsibilities

Lr.

Maintains personal "work in progress" file !
P prog

IIG'

I'H'

Operates micro-reproducing equipment (Optional)

Selects materials for micro-reproducing (Optional)

LI,

Y1,

Deternines. recordkeeping needs and suggests a filing system

Establishes and sets up a filing system (under supervision)
(Very important)

!

Comments:

AA 26
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[ M

W

MINIMUM | spconnaRy PST SECONDARY
PROGRAM
STANDARD RPATTNG | YR, INSTR,| RATING YR, INSTR,
e
AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY
TIPORTANT) 1 |
II.A. Screens persons who enter the office 1
1.B. Manages appointment information | .

Comments:

r\’\
AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A, Keeps desk and work area in order '

I.B. Mainta*»s a bulletin board of announcements, news, etc.

1.C. Maintains employee information directory

1.D. Writes/prints legibly
Comments :

)

AREA OF COMPETENCY: OFFICE EQUIPMENT

II.A. Maintains office equipment

AL 27
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Pr——
7 MINDMUM 1 spconmany POST SECONDARY
/ PROGRAM
STANDARD RATINC‘ YR, INCTR, [ RATING | YR, [INSTR
TB. Hecommends changes v equipment l , : ‘
Comment.ti:
[—— R S | __l — —~ ‘*»w,,.,,.,r -
AREA OF COMPBIENCE:  OFFICR SUPPLIFS B . l
T11.A. Maintaing and keeps up to date personal and office
inventory of supplies ]
“ — L . | s ronmpmmiens e
Comment.s: i
i
.

AREA OF COMPETENCY: MEETTNG/TRAVEL ARRANGEMENTS

*T.A. Makes travel arrangements

[.B. Srhedules meetings and/or conferences (Very
 simportant )

T B eI

f

Comments;

[P VECHE Y T

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS

M.A. Ansvers incoming telephone cells and enswers as
" many inquiries as possible without turning call

over to supervisor or principal

A 28
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|

---liqt
| v
] PROCRAM

-

| STANDARD | RATING

SECONDARY

T, DN,

POST SECOIDARY
RATING TR, INSTR

—

" 1B, Places outgoing telephone calls

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

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

-

Comnents:

AREA OF COMPETENCY: MAIL

*T.A. __Receives and processes incoming meil

[.B, Prepares outgoing mail

RN SO IS

R S —

Conments:

AREA OF COMPETENCY: REPROGRAPHIC SERVICES

LA 'Operating duplicating equipment to obtain needed
coples

.-a@’

it
¥ ‘!" "
i
s,
oy if

A
é‘ .“

67
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- : P’— : '
| MINDUM - SECONDARY POST SECONDARY
PROGRAY » ,.
STANDARD [RATING | YR, INSIR, | RATING : YR, | INSTR,
-

L ' : i
| —— Ry

I.B. Makes decisions about reprographic needs and
follovs through to obtain needed copies

Comments:

‘ | / T
AREA OF COMPETENCY: - MUMERICAL DATA N
r
|

I.A. ° Maintains a petty cash fund i .

I.B. _-onit-

4.0, Mainteins records for payroll department's use

f1.). Maintains records of incoming money _

*1.5.  Provides information about bills, statements, and
accounts payable to give to the accounting department

#1,F.  Codes documents for accounts receiveble records and o o ‘ S
. gends them to the accounting department :

.G, ~Included in I.E.-

I, -omit~ ' : ‘ '
I.I. Keeps necegsary records for the buginess . : I 4 

b5 Y
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MINCUM | SpoONDARY 08T ssé%m N
' PROGRAM ‘ B B SR &
STANDARD [ RATTNG, YR, . TNGTR, -}{ATING YR, INSTR.| .
K | w‘fﬁ .: ‘*
\ k| _ ' ‘ . “:',-‘ ,7;
P«—— T ——————Typ— wliees " 2 e “ r—n
| | ‘ ’ i §
1.J, -omit- - . ; ¥
1 7
Coments: '
AREA OF COMPETENCY: DATA PROCESSLIG | ‘\ |
~ o ] E )
I.A. _ Code forms for deta entry N b
o e e
1 !
I.B."  Reads computer printouts to obtain information to \ I
prepare required reports |/ '
I.C. Checks source docunents against: computer printouts . } i 4
for accuracy ' ] )
. ! .r N
1.D.__-onif- 1 } SR DR IR
:\ . 1 N
*LE. hRetrieves and sends ‘inforngtion using a com ard ‘
*counsel connected to a computer terminal !
Comments:
.
AREA OF COMPETENCY: REFERENCE MATERIALS ;
‘ 1
IIT,A,  Uses general reference-materials t0 Lok up spelling 3
pronunciation, definition of terms, compose, edit, |
and ald in research , L

A3l

i



[.B. Maintains a reference library -

‘*—

MINTMUM SECONDARY
PROGRAM :
STANDARD JRATING | YR, INSTR,

RATING

POST SECONDARY

1R,

INSTR

Comments:

AREA OF COMPETENCY: MACHINE OPERATION

LA, -omit- -
I.B.  Operates the standard electric typewriter to perform )
basic office duties i | ; '
I.C. Operates the selectric typewriter to perform basic t.
office duties !Optional) . _
L.D. Operates the self-correcting typewriter t0 perform
basic office duties (Optional) :
, |
IjE. Omerates the proportional spacing typewrite
\
LF. -omit- _ , B
, . I
16, Operates the 10-key adding machine to perform basic /
—___office duties (Very important) N N
‘ ‘
Operaves the electronic display calculator to perform .

L1

basic office duties (Very important)

Py,

A 32



SECONDARY POST SECONDARY
RATING, YR,| INSTR,| RATING | YR, | INSTR
: | / u 1—7

I.I. Operates the electronic printing calculator to '

perforn basic office duties (Very imfortant)
1.J, Operates the printing calculator to perform besic '

office duties {Optional) '
I.K. Operates the full-key adding nachine to perforn

basic office duties (0yional)
1L -omit- |
Coments:

AREA OF COMPETENCY: SUPERVISED WORX FXPERTENCE, OFFICE

SIMULATION, STUDENT ORGANIZATIONS
(OPTTONAL)

LA

Participates in supervised work experience trianing

(co-0p or internship)

Type of business, institution, or agency:

Length of time: ‘)//
/

1

T

Participate

/
s/iﬁ/: s%?gléied office progran

/

A 33




_—l '

MININUM SECONDARY POST SECONDARY

PROGRAM
STANDARD | RATTNG, VR . TNSTR,| RATING | YR, | INSIR,

, .
1.0, Participates in co-curriculer student organizations

lame of organizai.on: . )

Commerts: !

o
{

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

" "

Q : ) :
. A 34



JOB DESCRIPTION

Corréspondence Specialist

Other common job titles which graduates may have include: Word Processing
Correspondence Specialist, Correspondence Secretary, Magnetic Keyboard
Specialist, Word Processing Trainee.

The correspondence specialist operates diversified equipment to process
information received in recorded form, handwritten form, or typewritten
revised form into an acceptable document for use as intended by the author.
This may include letters, reports, tabulations, etc. All duties are performed
according to office procedures.

The person employed in this position must produce high volume, quality work
that meets company standards and practices. This person must be able to edit
a document without losing the original meaning.

The correspondence specialist must have the ability to work independently and/
., or with a group while under direct supervision and exercisit-no supervisory

“responsibility.

Graduates of this program are qualified for employment in an office that utilizes
the word processing concept.

05 3
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L SRRT Y

TASK LIST

«‘“

The following Task List glves you, the vocational instructor, recommendations about

what your students should be able to do when they take a job as a CORRESPONDENCE

SPECIALIST. It was developed by a working committee of secretarial/clerical instuc-
tors and industry representatives throughout the state\of.Hinnesota.
g ' |
The Task List on the following pages includes the Tasks- and the AREA OF COMPETENCY o
recommended for a graduate of the Word Processing 0ccupat10nal Program, ‘ \

As you utilize this task list, you will nQ§d;io continue working with your local

advisory committee and with other instrucfors in your geographic area. Judgments

must be made, by you, foncerning the - m t of time to.spend in teaching various ’
tdsks, the conditions surrounding thddperformance of each task and the performance

level for each .task that will be acceptable.

! | 5 3



" "Cofrespondence Specialist ,
o |
o TASK LgT -

AREA-OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS

I.A. Types business documents from: transcription equipment, hard copy, stored documents

' 4

1. types busiioss letters in several Styles including any ofvthe following features
. attention line

ggrbon notations .
company name 1n closing j?
enclosure notatiGhs
listed material
maiIing.notations
multiple page headings | '
postscripts ! *
quoted material
reference initials
special closings
special-sized stationery
oo , (1) executive size

‘ ‘ (2) half size

(3) legal size
W4) metric update | , H ‘

! /

{DD-AOU‘Q)

W‘%J- k= R = R S

AL
.=
= .
—

;
7

S s This task list is not referenced 5o the general lists for typist, yeneral office/ tybist, secretary/ f»
‘ Qﬁﬁ& non-shorthand andvgacretary,’shorthand. Evén thoggh some of the tasks are the Same as on the general
) lists the procedures, applications and conditions under which they are performed varies sufficiently
to warrent specific training as/ﬁbuld be applied to business/industry using a word processing system.

/i /

m('

) E;l?SLF;‘ | | - \\ . (S 37
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2, types addresses o cuvelopes it

5::9..06‘:»

gtatistical data in tabular form
subject line ’
document codes
special forma.s

.

addresses for window enveldbeE,
mailing address (including ZIP Code)

name above printed return address

return address
special notations

3. types interoffice memos

4. types manuscripts

al

5. types multiple page reports °

1.5, Types copy for reproduction from: transcription equipment, hard copy, stored documents

i
footnotes

1. types offset masters
2, types masters for proto reproduction |
3. types photo composition input A

1.0 Types miscellaneous material

-

trqnscriptibn equipment, hard copy, stored documents
.‘.") . v

1. types miscellaneous material’ ' N |

ds

bc‘

¢.

d..

g.

}

t

address, file folder and file drawer labels §
company news letters e -}gi)
index cards |

itineraries )
meeting agendas |

w | ' . | n '%

T

=



£, name badges

g+ news releases

h, posteards

{, speeches

i, statistical reports

k. summaries of minutes of meetings or conferences

1, various offlce forms

m, various periodical reports o p
n, other materials pertinent to the specific business

1D, Types business documents and miscellaneous materfal from transcription equipment, hard
copy, and stored documents supplying carbon copies as requested |

1. types carbon copies

AREA OF COMPETENCY: LOGGING-IN . 1

v
““‘(

1.4, Perforns logging=in procedures for work cc..ng Into the correspondence center via
ceatral recerding equipment

!

1. removeg 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 received yf
b 4, places media and log sheet in hold folder according to centers work In progress procedures:

". \Q /" . " ’ | ‘ . .
',H'T, iy IB: Performs logging~in;procedures‘for hard ¢opy coning into the correspondence center.

1, completes log sheet and attaches to hard copy

a, records time copy was received -
2, places hard copy andjlcg sheet in hold folder according to centers WY )

procedures

[

]

’ ' \‘l

5§S“39
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o,
LC, Berforms logging-in procedures for stored éggﬁ

I, selects needed materials from stored copy file
2, completes log sheet indicating amount of work and time of completion

é

5 AREA OF CONPETENCY: KEVBOARDING (ON MAGNETIC KEVBOARD

I.A: Keyboards from recorded medis, hard copy or stored documents and produces final copy
ag requested by center users .

1, removes recorded media, hard copy, or stored documents from central hold folder or
stored document file following center procedures to obtain materiald needed for key-

boarding

a, Indicates tine and date picked up on log gheet

2, keyboards materials obtained

a, types copy y 4

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

3. edits and proofreads‘fof‘ﬁlayback tn Final forn

N puncation
b, spelling
¢, gremmar
d, word division

e, - format N ‘ | 89

80 | 4. plays back rcugh.drdft,uedited\, materials in final form
' 5 uges line counter or specific office measuring procedure to determine amount of work
o typed | -
ERIC < | - o
ERIC : (S 40
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—

80

completes log shect to {ndicate vork completed

a, Indlcates time completed
b. classifles type of document

s

) oripinal

) hard copy

) stored document
) revisions

) statistical . o

¢, deternines amount of work completed

(1) lines |

(2) pages | [
(3) keystrokes e

(4) time

scans, erases, refiles, or returng to user the trangcribed nedia hard copy, o1

stored documents as determined by center procedures :

routes completed copy to word originator 3!

B, hWMMsmﬂ%hiﬂmmdmanﬂwMgMdswmdmwMMB

[ SN < T S
-

obtains stored docunent according to center procedures

plays back stored material and 1gserts variable information ag needed
edits and proofreads for\gccurate final copy

measures work

completes log sheet
returns completed copy to word originator for final agp‘oval

|




(. Keyboards documents using specialized terminology as determined by the nceds of thed;
business (e.g. leqal, medical) 4 3 7:%&

D. Proofreads and makes neat and accurate corrections of typed mater: ]

N

“AREA OF COMPETENCY. RECORDS FIING AND MANAGEMENT [AS APPLIED TO CENTER PROCEDURES)

A, Maintains the currently uged :iling system

, . &
1. adds new jackets, folders, or envelopes
2. locates and retrieves stored information
a. sagnetic nefa
b. hard copy
3. refiles stored media
4. searcies for missing and misplaced materials
I.B. Codes documents for filing ‘ | 'fii
W AW ) Y &‘
1. assigns code npnbers
2. records name of author requesting the work 4 .
1.C. Maintains index files o L -
I.D. Maintains personal "work in progress” file
1B, Maiatains central "work in progress” file
o ’ i ‘ : 0%
I.F. Maintains log records _ J

k ‘ T l S ‘ ‘ - CS h2
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'MMMMMWWMMMMMMMWMMWWWWWMQ

i

" holding as established by the center “ | ‘/ |

LH. Maintainsv"tickler".filé . | ot /

AREA OF CONPETENCY: OFFCE EQUPHENT . - \\

LA, Maintains office equipment ; :Y
1. changes equipnent ribbons / ‘
2. cleans office equipnent ”

3. recomends service on equipnent
4. makes minor adjgstments on office equipment

, | ~ AREA OF COMPETENCY: OFFICE SUPPLIES

LA, Maintains personal inventory of supplies

1. determines requirements for personal desk supplies and checks to see if minimm quantities
' ’ 4 \ '
‘ are on hand ' . L
) ' |
. }
2. prepares requisitions or requests supplies as needed from supervisor

f . S

‘ ) : | ! | | | R



AREA OF COMPETENCY: TELEFHONE COMMUNICATIONS | , .

;
]

I.A. < Answers incoming'telephone cells« ;

‘L ) -

' l.; answers inquires posed by telephone calLers
.2. records telephone messages / Co
3. delivers or routes telephone messages / , ’ _ .

- . \ ' 2

: o o Y |

I.B. Places outgoing telephone calls ’ / { (™ N
8 : '

"'’ 1. places local calls : ' A o
2. places outgoing long distance calls fhrcugh supe?visq;

k3 »

/

i{CZv Keeps 1nteina1 telephone records ./ '/ d
5 ¥ . - ' .
. 1y keeps list of freguently called n ers up ta date
2. reminds supervisor to make call ba s

£

I.D. Looks%up informatioﬁ by using the®tel¢phone directory
/ -
&x\ 1. uses the wnite pages
2. uses the yellow pages/ ;

I.E. Places outgoing and receives incoming calls using specialized equipment
1. operates speakerphone

2. -operates picture phone, (optional)

3. uses bell-boy service’¥pager service) _ .

4. uses card dialgrs : ; :

5. operates after hours message tecorder

6. uses accoustic contacts (optional) . ' .

;}c,» : -‘ . ‘, 96 . ; -




AREA OF COMPETENCY: REPROGRAPHIC SERVICES

I.A. Creates reeded copies

1. qperates"‘dupliééting equip‘r?ent

a. offset‘(optional) | 1 }
b. photocopier )

- 2, collates materials

a. manually
b, by machine | B

i
v

AREA OF COMPETENCY: REFERENCE MATERAL

I.A, Uses general reference mat: -ials to compose, edit, aid in research, look up spelling,

"pronunciation, definition ¢ omg
qées general reference mat.-ial.

a. offlce or company's procedures manual
b. dictionary

¢, telephone directory and yellow pages
, .. quick reference vords manual | ‘
e. thesaurus

£, 217 Code directory

g, secretary's reference manual

h. company files S

P

{



» past records |
. word division manual o ;"
equipment operations manual
. atlas/road maps

— P el -

¥

.« L B. Uses specialized reference materials for understanding of operationa, procodum, and ut{lization
' of a word processing system | /
RS . 1. uses book of authorized users ,
. r/ ! i i
a, ow their name'and title should appear . . o !

2. uses central nanuals of office procedures

a. secretary's manual - D - ) .
b. dictator's manual R

: \I 3, 'coninmn,ications' manual
a comph.ter- manual
I.C. Uses specialized iﬂanuals spetific to the company
1. uses equipmer;tmanuéls o K | ‘ ' ‘

2. uses training manuals - i
3. uses company pollcy nanal ' ,




 MREA OF COMPETENCY:  MACHINE OPERATIONS
LA, Operatgs the 10-key adding machine to perform hasie office duties

i . I
[.B. Operates the electronic display calculator to perform ?asic office duties
! |

: 1.C. Operates the clectronic printing calculctor to perform basic office duties ‘ ﬂb

1.D. Operates the transcribing machine to perform basic office duties
‘ §

| _I.E..’Bperatea the automatic/poweilﬁypdc;§\§; to perforn baslc office duties (lagnetic Keyboard)

A

Kind: |

\

o
I.F. Operates\fentral recording equipment! (input equipment) to perform basic office.duties:
. ' { .
Kind: I3 .
f , j L

1.G. Operates the envelope stripper tof perform basic office duties (Optional)

» )

LU Operates the continuous slitter/to verform basic office duties (Optionsl)

I.I. Operates the telex ' perforn basic office duties (Ogtional)

Y \ReA OF COMPETENGY, SUPERVGED WORK EXPEIENGE, OFICE SWULATON, §
| - STUDENT ORGANIZATIONS (OPTIONAY

I.A. Participates in supervised work ekperience traininq'fco-op, internship)
1.B. Participates in simulated office program

¢ VL. Participates in co-curricular student organizations
: ' A

W

(s 47
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COMPETENCY RECORD

(. .

The COMPF iCY '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, students and parents information about
what dach student can and cannot do.

The COMPETENCY RECORD should follow the student through

his or her vocational tra#ining in the secondary and/or

the post-secondary school. The recommefided grading scale
is shown on the COMPETFNCY RECORD. The COMPETENCY RECORD
on'the following paqes includes ALL the AREAS OF COMPETENCY
recommended for a graduate of the Correspondence Specialist

Occupational Program. - : .




COUPETENCY FECORD

OCCUPATLONAL PROCKAM: CORRESPONDENCE st Noe 06 Ot

\ !

This competency record tells what the student, who s named above, has demonstrated thht he or she can

¢ do. A praduate-is one vho has demonstrated competent performance of all the tasks designated for this
- occupational program, This competency record {5 to be used as an expansion of and/or supplement to the

traditional report card. Student performance can he rated at the secondarv andfor post secondary level,

9 - Performs task(s) with constant assistance.‘ A

RATING SCALE:

5{~ Borforms task(s) with ability that consistently 1 -1s unable ta perform task(s).
vexceed () program minimum standards set: for job

entry level; very competent, ' T - Demonstrated ability to perfarn task(s) at ot
\ ' ~ above fob entry Jevel by taking a challenge
4 - Perforns task(s) at job entry lewsl; competent. test. -

PWPM - Actual ppoduction wordsfper nifute (PKPY)
obtalned by student.

} - Performs task(s) with perfodic assistanze.

¥

SCHOOL(S) ATTENDED: - DATES ATTENDED  INSTRUCTOR'S NME(;,)
\ .
i X | { . CS llg

-



\I : : “
vy 19

|| AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS

| name w, TSI

A JI "'\‘, v
’ ﬁ—hp !
‘ I
r ' ..

POST SECONDARY |

#

- ‘&A.&%pes ‘business docunents
.2 -ard copy, stored documents

from; transcription eguigmeht, "

¥ e BRI A
1B, Types copy for reproduction frop: tianscription equip- )
ment, hard copy, stored documents ' , 1 |
I.C. Types miscellaneous material from: transcript: o equi- \
prent, hard copy, stored documents ,
L.D. Types business documentgland miséellaneous material from:
transcription equipment, hard copy, and'storeq doicnents
Supplying carbon copies as requested 1 .
v "..- (. ! l|
- | Comments: .
’ ' :
. ) \‘
. ‘ » ; A ‘ { 1' 5 T
- [MREROF ComETENCY: roGemve-ny . R |
. . ‘ A | J !
LA, Perforns logging-in procedyres for work'coming into the h ‘
correspondence center via central recording equipment | ' i
. |1.B. Performs logging-in procedyres for hard copy coming into
| the correspondence center - ' L
|1, Performs logging-in procedyreg for stored copy ) I !
\

Comments:




Comments:
\‘l

!

; L NN spooam | P0ST SECONDARY [
O L A I
. | STANDARD] RATING : YR, | INSTR, | RATING| YRI} INSTR,|
e e— . o ‘ i o \ A
AREA OF COMPETENCY: KEVBOMRDING (ON MAGNETIC KEVBORRD) | | o o
I.A. Keyboards from recorded media, hard copy.or stored T | X ! |
documents and produces final cby as requested by o 1o .
center gsers | 1 "
LB X Keyboards variable information when playing back stored - v RE
] documents Jq " \ ,
. //’ Y . -
LC. Keyboards documents usiné,// specialized terminology as determined v
by the needs of the business (e.g. legal, medical) !
I.D. Proofreads’and*sakes neat and.acohréte corréctions’of typed '
naterial o ' ~ ﬁk'
Comments: . " g
. : N | M I
[} ’ i . .
AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT (AS APPLIED : tr
0 CENTER PRODECURES) ' S
: xd| ! B :
1A, Maintains the currently used filing systen - N : p A
1 = } . / " ) \‘h .\ ‘ } \'!. 5’. ,
1.B. Codes documents for filing ) f 5
. l, " T ‘ +
1,C. Maintains index files - A
1.D. Mainosiosgpersonal "work in proqiess" file - N | i ' '
I.E. Maintians central "work in progress file - 5 L
I.F. Maintains log records - ' 1 f:ff
1.6, Retains completed/output media for predetermined munber )} ";I?A - =y '
of days using the procedure for holding as. established by ' 5 o
the center — .
1B, Maintains "tickler" filer ' . "
| ——— N ————
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LI

" g

|

'
l

RATING | YR | I

SECODARY

Q

[

R,

ul

RATING| R,

!
\

| 2R
POST SECONDARY
INSTR{,

e

w

AREA OF COMPETENCY: OFFICE EQUIPMENT

| LA, Maintains office equipment

Comments:

’AREA‘ OF COMPETENCY: OFFICE 'SUPPI;IES )

'LA. Maintains personal inventory of supplies

[}
)

Comnents: . S o BURVRY

) i )
] P \ ' T,
0 T
’

AREA OF COMPETENCY: TELEPHONE COMMUNIGATIONS

?
‘

IA. Angwers incoming telephone calls

1.B. Placed outgoing telephone calls

I.C. Keeps internal telephone records

"

\ 1.D. Looks up information"by‘uéing the teleéhone directory
J 4 ] , R

I.E, Places outgoing and receives,inéoming calls usiﬁg specia-

lized equipment

Comments: ‘

=
. .




{ . . i P

sicomny | 27 szcomiy

srivpaso| RATING | YR, | TNSTR, | RATING) YE, Iﬁsm. "

o ' : . 'y

AREA OF COMPETENCY: REPROGRAPHIC SERVICES

I.A. Creates needed copies . ‘ ' L]y

Comments: - f..
PN o . ' , . v .
' . ?, " ' ! . o : : . : . [

b ' -‘ _ ‘ 3
" AREA OF COMPETENCY: REFERENCE MATERTALS

Fl ) H . , ’-:- .

I.A. .Uses general reference materials to compose, edit, aid in f : . | - |
research, look up spelling, pronunciation, definition of 1 -
temS ,I ‘P ! ! I ', ._i ' .

1} v ' [} 1 ‘
I.B. -Uses specialized reference materials for understanding ,of
operations, procedures, and utilization of a word pro- ° -
cessing system '

1.0, Uses specialized manuals specific to, the compafy

il

- Comments:

P
l" '

y . ' . . ‘ . ' i
oY F 8 . v of
[ ‘ R N

'AREA OF COMPETENCY: MACHINE OPERATION o | L

IA Operates ghe 10-key adding machine to perform basic duties -

I.B. - Operates the eléétronié display calculator to perform basic .k

T ; T

office flutles ‘ . . Y I L

1.C, Operates the electronic printing calculator to perform

basic office duties = ° - 4]1‘ |




\ ° B X L

MINDMUM | SECONDARY POST SECONDARY
| PROGRAM

v paeme m,, mom, RATING | YR,| INSTR

v ”~

——

LD, Operates the transcribing nachine to perforn basic office B N
duties ‘ ., R o

L.E, Operates the sutomatic/pover typewriter to petform basic
office duties (magnetic keyboard) Kind:

Al

LF, Operates tentral recprding equipment (input equipment) anp S & a
o to perforn basic office duties ‘ :
T & Kind' ' ) ‘ B

1.6, Opérates-the envelope stripper to perform bpsic office ' r '
_ duties (Optional) T . .

| IH. Operates the continuous slitter to perform basic office ﬂ
' duties (Optional) K

L Operates the telex to perform basic office duties (Optional) .

L] ¥
Comnents : )

| AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SDULA- N
' _TION, STUDENT ORGANIZATIONS (OPTIONAL)

| L, Particiﬁtes in supervised work experience treining
) (co-op,- internship) '

{ Type of business, institution, or agency: ‘ o IR P

o}

Length of tine; , - | | 115 |




N T e 1 -}

| , v _, MINDAOM | seconmaRY POST' SECONDARY:
o ‘ mocaw | i .
o 1 o STANDARD | RaTTNG| ¥R, | TNSTR,| RATING | YR, | INSTR]
1. , . — - , - #—-
I.B. Participates in simulated office progran | | : “
o :
*» Length of program: / |
I.C. Participates in co-curficular student organizations
Name of organization: : T
\v
Comments
. -

LY

Statements of competencies can be gyaded at elther the s?condary or post-secondary leng. o

( SR

17

Fm——
-~
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INDUSTRY REPRESENTATIVES

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

“occupational program.

Mr, Dave Mills ,
Vord Processing Consultant v

+ President Woodbury Consulting

and Development Inc.
401 Woodlend Drive
St. Paul, MN 55119

M8, ‘Dorothy Sandburg

Operations Officer

First Netional Bank of Minneapolis
120 South Sixth Street

* Minneapolis, MY 55480

+

Ms, Joyce Gallentine

Word Processing Manager -
VedTronie, Inc, (
6120 Earle Brown Drive
Minneapolds, MV . 55430

/v

Mr, Richerd Zignego
alyst, Methods and Procedures
urlington Northern, Inc, |

176 Eust Fifth Street
.St, Paul, MN

Mrs, Jean Geving

Supervisor, Commnications
‘Center -

Gambles

P, 0. Box ks

Minnespolis, MY  55hk0

Mr, Ronald Cornelius

- Vord Processing Center

MedTronic, Inc, '
6120 Earle Brown Drive
Minneapollg, M 55430

;

55101 ¢  | .

Ms, Celeste MacAllister -
Supervisor

Control Data Corporation
P, 0, Box 0 '

Minneapolis, M 55440

Mr, Francis §. Bodine
Manager, Clerical Methods
General Mills, Inc.

P, 0s Box 1113 ,
Minneapolis, M¥ 55440

s, Artle S, levls L
Executive, Secretary * "
3 Company

Central Engineering L2-2v
900 Bush Avenue

St P, M 55101 .
M
Jﬂ ‘ .
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/- °
. . , |
~ (Industry Representatives Continued) : .

Miss Judy Reese . Ms, Carol M, Mack ~Mr, V. Thomss Wojelk
Word Processing Supervisor | - Vord Processing Supervisor "Word Processing Supervigor
Peavey Company Pillsbury Company ‘ State Farm Mutual
7300-Second Avenue South | 608 Second Avenue South Insurdnce Company
Minneapolis, Wi 55402 Minasolis, MY 55402 1500 West, Highway 36

‘ . | St, Paul, Wi 5561
M. Linds Hevenor Ns, Diane Dwyer
Aninist¥ative Supervisor Aininistrative Supervisor
FMret Hational Bamk-of Peavey Company \
. Minnespolis - 730 Second Apenue
120 South Sixth Street Minneapolis, MN 5502
Minnkepolis, MI 55480

Aruitoxt provided by Eic:

ERIC . | - eSS
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Dr. Laura J. Burger, Director
Ms. Deena B, Allen, Curriculum
Specialist

Statewide Curriculum Articulation.

Project 4
3554 White Bear Avenue
White Bear Lake, M 55110

* Ms. Connie Kohls, Curriculum

Specialist

Statewide Curriculum Articulation
Project |

Brainerd A.V,T.1,

300 Quince Street

Brainerd, MN 56401

James Heckler el
Granite Falls A.V.T.I.

(Granite Falls, MN 56241

Carol Grinacker 4
Moorhead A.V.T.I.

810 4th Avenue South
Moorhead, MN 56560

DEVELOPERS

Curriculun Articulation Project |

Car®lyn Ball

Central High School
3416-4th Avenue South
Minneapolis, MN 55408

Sandy Tracy
Hutchinson A.V.T.I. ,
200. Century Avenue

Hutchinson, M¥ 55350

4

Faye Gurtz :
Dakota County A.V.T.I.
Rosemognt, MY 55068

Ron Svedjan -
Bemidii A.V.T.I.
Roosevelt Road !

© Bemidil, MY 56601

L
<%,

Ann Czarnecki

Hennepin Technichal Center Nort

9000 North 77th Avenue
Brooklyn Center, MN 55445

Kate Goke
Sta ClO\Id A.VDTOI.
St. Cloud, ¥ 56301

Rita Craven
Jackson AV.T.I,
Jackson, M¥ 56143

ChucR\Trochlil
Willmar A.V.T.I, .

"Box 1097

Willmar, M 56201

AA/CS 58
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Aruitoxt provided by Eic:

. C . »
" HUMAN RELATIONS AND PERSONAL DEVELOPMENT -

W
Segretarial/clerical’ perscnnel work with people., For this
reason additional competencies_in the area of Human—Rélations
and Personal Development are needed by the student who wishes
tc beccme emplcyed. People work tcgether when they have an
urrderstanding 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 section of
this task list represent the minimal Human Relationship and
Persoral Developmer.t skills needed by graduates of secretarial/
clerical programs. It should be recognized that students will
coifinue to learn about themselves and others through daily ex-

_peffiences they have in their careers.

- ' L]
4

»
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A ELATONS A PRSONAL DERCPHET \

AREA OF- CONPETENCY: CO‘NUNICATIONS

A Demonstrates acceptance of people in 8 friendly bu'sinese-like panner

1. interacts verbally vith people i comupicating 8 nessage

\

a. { enunciates clearly’ ‘ o
uses correct gramnat and appropriate choice g vords

shows/demonstrates tact -

responds courteously

uses a pleasant speaking toné, rate nnd volume

® o o Tt

Lu@mmmHMMMWMnmﬂmmmmmmmmm,

in comunicating & message '

| 3 interscts non-verbaliy with people

recognizes’ he meaning of faclal’ expression

y, recognizes henme?iin g of body Janguage o
i “,

C.. 1ecognizes the: meanin of eye contact
d. recognizes the neaning of hidden medsages
) :
gupervisors and visitors
\ ' v

essages received from Co-VOTKeTS,

g, Listens to and responds o the M

ceiving: {nstructions ' K
periodically Jqoks at the person vho 1s sped ing to obtain visual cues -
jon when the nessage 18 not anderstood

asks for clarificat
concentrates on one thing 3t @ tine as directions are given
- N

5 ang responds €0 other peoplef :

takes notes when re

- W b

¢, Gives direction

|, makes use of an understanding of huna
7, displays an ability
3, deals effecttvely W
b, ecognizes the uniqueness 0

{¢h angry O defensive co [
f and differences in indl

G AREA OF COMPETENCY SEL F-DEVELOPMENT

1? ' S '
" A Demonstrates 8 disposition for continued pe}%




. ' . 1 T < N N '
*], thinks positively:about hinself/herself ang Wga\\ [ "( w AL ‘
2, . does not show off to bolster his/her aelf-wﬂf \ b ' ,
3, waits for what he/she wants
4, ' makes up his/her mind declsively
’5. adhits tils/her shortconings TN
"6, recognizes and bullds,on kis/her strengths ‘Jitv \ ofp th P
7. seeks out new,ways to develop his/her talep 48 ih g s
8. has a realistice self~{nage based upom the & \
9

has a positive attitude about self and othys® ‘w I

"w /

him/ bef

B. Displays personal developnent for social living ., | )

. handles personal finances
. 2. - chooses life style and housing options “ 0 oo |
‘a, displays an ability to-live and work wu \ o & “&ly S ,
3, chooses safe and reliable transportation | | .
4, 1identifies personal biases, pre%es, a0y st/ \\' P

C. Shows emotional maturity | E

tolerates frustrations
thinks for himself/herself
{s calm and exerts extra effort gokeep on g” }\
tackles unpleasant tasks,without self-pity A \'
takes tesponsibility for’his/her omn actioy 4 SRR N
understands his/her role in group dynamics A l )
takes orders without becoming obstinate \ ' o | in
is motivated by a long-range plan, not by WW d)epi'{ ‘ ek pﬂss g Veek
does not nurse grudges or try to get even . o+ . ¥ ' |

- | \

H

WO 00 3 O Lt P L P e

D. Maintains professional maturity

1, “has clearly defined career goals )

1 \f
a. views his/her job professionally, rathu tl‘; \\ aﬂ} % of °btaihing ipa}’ Qheck

b. sees job satisfaction as part of good wﬂw;i \, ﬂ" p
¢, sets realistic goals based on his/her Uil \ '
{ R ‘
AREA OF COMPETENCY: PERSONAL APPEARANCE C h% / R
A'. Maintair:s qood physical titnfess behavior pattery fw - 128
1, gets sufficient sleep | : | o
D - Ry MCS 6]

2. shous good nutrition



-

3. gets proper exercise '

b,
J.

hag annual denta] and medical check-ups
has good posture

B.  Shows good visual pofse

5

A\l

" demonstrates an gppropriate method of standing, walking, sitting, bending and liftipg

C.  Selects and vears proper office attire o - '

L.

s groomed atttactivelz and tastefully
a,' " years Cleap, wrinkle free garments

b." wears flattering colors and garment styles for his/her figure

¢, chooses accessories that are appropriate for work

(1) fads
(D) fashigps
cootdinateg colors of garments and accessories worn together
plans a wargrobe for a limited budget
wears Shoes Lhat are quier, polished, fabtened and La good repair

d
€.
f.
3. shops for clothing that is well constructed so that it will last

D.  Has good personal hypiene habits

e B e R W R P . e

. bathes his/her pody regularly
. . uses antiperspirant

has clean hair, skin, teeth, nails, and breath f
wears clean clothes that have been laundered properly

removes hair properly and regularly from selected areas of the body
applies cosnerics in a skillful way to enhance features

subtly applies hody fragrances ‘

mop COMPETENCY: | OPFICE ATTTTUDE
OFFICE NrmrTiOE

¥

. Relates to male and feméle co-workers of all ages, skills, backgrounds, and pgsitions

l|

P oL o o o
- =  +  a =

contributes to 5 team effort

requests and/or gives assistance to other people

handles copgtructive/ron-constructive criticism and profits from it
declines {pyitations gracefully

responds cheerfully and gives prajse when appropriate

is supportive and encouraging to co-workers

] ' . i . LN

HR/PD AA/CS 62
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» 2. assunes individual Job responsibility RERE
3. deals effectively with friction and tension within the office

co-workers who don't assune full share of workload .

noodiness of co-workers/supervisors .

favoritism among staff o

personal problems which interfere with vork

offensive Lenguage or hehavior of co-workers, supervigor or customers
improper hyglene of co-workers which is offensive to others

angry customers ‘

chronic complainery
short-tempered co-workers, supervisor or self

-

!

"‘?"W"“"'Qﬁ-nc-m

B.  Supports company and employer by exhibiting profesaionalism

ghows loyalty to company

follows the company's policies _
naintains confidentiality of conpany/{nstitutdonal information
anticipates needs of supervisor

demonstrates cost control

U‘I. e G PO ——
- - - -

a. conserve supplies
b, use time efficlently ‘
¢. develop and improve personal work methods and procedures

b, displays good hoqsekeeping habits

a. cleans and maintains work ares
b, cleans and organiz?h‘employer's vork area as instructed
¢. makes coffee and keeps coffee area neat and clean

7. shows professional commitment to his/her employer
a. shows flexibility and willingness to try new approaches

M. is versatile and willing to adopt his/her behavior to new situations
. ¢, willingly works overtime to neet gcheduled deadlines |

4. asserts hisfher feeling, needs,.énd competence in comunicating with his

- about salary, benefits, and company policy
{ -

' ' . \
C. Shows that he/she is dependable 1n the office situation.

| 1.23:1 ) )

/her employer

132

HR/PD AA/CS 63

/



D.

has. work habits that insure Wbrk being accomplished on tine.and correctly

arrives at vork ot tine and maintains scheduled working hours

plans and schedules work assignments ang priorities

takes reasonable coffee breaks and lunch breaks ‘ f

has a good attendance record with sick leave and personal days taken when necessary
pays attention to detail so that high quality work is maintained consistently
follows through to completion work that has been started

Shows initiative In gaining professional advancements

1.

seeld job/self enhaucement experiehces )

a8, updates his/her skills and knowledge throogh. formal education, in-house training, and
informal communication :
b, participates in professional organizations

selects or rejects job promntions based on opportunity, personal goals, and circumstances

|.‘ "

4. exanines alternatives and engages in career planning

]

-

. (1) . long tern | % \: oy ) o
, (2) short term | :
P ' ' : ~ : K . . f\
AREA OF COMPETENCY: SOCIAL ABD BUSINESS ETIQUETTE : V"? . T
. or X
A, -Displays proper social etiquette . 3 4
1. etiquette for social functions (6. introductions, table Samners, comnon courtesy) !
B, Displays proper business etiquette '

cenverces vithco~workers and guests in 4 socially aceentzhls maﬁﬁe;,fwithin‘:he time,

constraint of the 0. e ‘gituation . o

a. office business (non- cowfidential) - A
b, personal business | L T ‘
¢, social events : : 5?.

d.  topics Of general interest ;

H /

ai “

\

uses the infornal comnunications network (grapevine) within the office in's positive vay =

| ‘ oy
refrains from contibuting to office gossip |

e

HR/PD AA/CS 64
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4, addresses superior properly (e.g.Mr., Dr., Ms., etec.)

a. formal
b. non-formal

" AREA OF CO‘iP""IE\ICY JOB SEEKING SKILLS

A.

C.

Identifies job opportunities for which he/she is qualified

1. checks school bulletin board
2. ' reads newspaper ads

3. contacts employment agencies

4.  state
private

4. uses personal contacts -

Prepares for job interview

. ) v
. writes and types a resumé
composes and types 3 letter of application
contacts a prospectixe employer -
arrives on time
conveys an optimistic outlook and willingness to learn

a1

Lo WA —
* e a -

A Participétes in a job interview

dresses and grooms himself/herself appropriately
2. obtains job information from.perspective employer

| o B
.

[ & T

opportunity for advancement
- company's purpose and function

A« job reguircment

b.  benefits |

C.  environment : Y
d. salary

€.,

£

' ' oA
Follows -up on the job interview

»

1. sends an acknowledgment letter

2. makes 8 phone call
. p



RO R

HUMAN RELATIONS AND PERSONAL DEVELOPMENT .

OCGUPATIONAL PROGRAM; ADNINISTRATIVE ASSISTANT Nawe 06 Chudent.
: . o
. """ CORRESPONDENCE SPECIALIST

This competency record tells what the student, who ig named above, has demonstrated that he 6r she can

~.do. A graduate 1s one who has demonstrated competent performance of all the tasks designated for this
occunational program, This competency record is to be used as an expansion of and/or supplement to the .' N
traditional report card. Student performance can he rated at the secondafy and/or post sécondary level.y |

" RAIING SCALE: N ' —__—T_—" |
5 - Performs task(s) with ability that consistently 1 - Is unable to perfbrm task(s). - | |
P exceed(s) program minimum standarQépzet for Job - . - . | A
entry level; very competent. S ~ T - Demonstrated ability to perforn task(s) at or
o above job entry level by taking a challenge
4 = Perforns task(s) at job entry level; competent. test. ‘ . | h
3 - Performs task(s) with periodic assistance. PWPM - Actual production words per ninute (PWPN)
o obtained by student. '
2 - Performs task(s) with constant assistance. | | |
| ' )
7 + SCHOOL(S) ATTENDED: | " DATES ATTENDED INSTRUCTOR'S NAME(S)

\ o ' | , HR/PD AA/CS 66 137‘




v' ' \ :
MISDU } SRCONDARY &POST SECO‘\'DARY |
PROGRAY q
eonmAns IraTTie| YR, | INSTR, rm 1N | 13, n:-srp,. :

’ . ‘ l ' k ! ¢

AREA OF COPETENCY: COMUNICATIONS . | | 1ol

A. Demonstrates acceptance of people in a frlendly bu51ness~11ke - .
manner o ~

|8, Listens to and responds to the messages received from co-
workers, supervisors and visitors:

C." Cives direcyions and responds to other people )

Comment's:

AREA OF COMPETENCY . SELF-DEVELOPMENT

| S
A. Deronstrates a disposition for continued- personal growth and
_understanding of self

B. Displays personal development for social living

L] - “
C. Shows emotional maturity

AD... Mxintains professional maturity

Comments:

AREA OF pOMPETENCY: PERSONAL APPEARANCE o _ ' : .

A. Maintains good physical fitaess behavior patterns

-~

'B." Shows good visual poise

C. Selects and wears proper office attire , b
P ‘ . ‘ )

| HR/PD] AA/CS 6T
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good personal hyg¢ene hablts
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- | AREA OF COMPETENCY: JOB SEEKING SKILLS

ra— -

| Coments:

13

AREA OF COMPETENCY: OFFICE ATTITUDE -

$ %

3

A%MmeHmmm&WMmdm%mRMm

backgrounds, and positions . V;\Jf,,/

B. Supports company and employer by exhibiting professionalism \/J

)
(

AR

C. Shows that he/she is dependable in the officc cituation . W
D.%mmMMmemMWMWMMMMmt '

e

%

Comments:

AREA OF COMPETENCY: SOCIAL.AND BUSINESS ETIQUETTE

A. Displdys proper social etiquette

S

NSNS

'(/K/
(

N
[
)
|

B.- Displays proper business etiquétte

SURURY

T

Comments:

—

b Identifies job opportunities for which he/she 1s qualifieq__\h/,v

B. Prepares for job interview

M

LS

(

aadd

AR

A
IS

\
( (¢

Q

In'a job interview

-
¢
€




. P . . R
/ T N

MIKIUY 1 SECONDARY PCST SECONTARY

PROGRA : | :

sTameR JRATING | VB, | N2, | RATING | YR, | INSTR|
i_r .

D. Follows-ip on the job intelviey

Comments:

/,V., \
\ .

Statements of compefenc’ies cgn be graded at either the secondary or post-secondary level, : | o
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Mg, Lind Anderson
Hutchibson AL,
+ Butchinson, MY 55350

Mr, Milo Loken

Hennepin Technical Center North
9000 North 77th Avenue
Brooklyn Center, Mi  554b5

Miss Shirley Buckholz
Minnetonka High School
1830 Highvay 1

Minnetonka', M C 55343

- Mg, Marlene Paulcowitz

916 AV.DI,

13300 Century Avenue |
Wité Bear Leke, M 55110

Mr. Dave Teske
* Rutchinson AV.T.I,
Hutchinson, M 953950

144

Developers: Humen Relations: and Personal Development

{ .

. Ms. Linde Jeffries
*Y Moorhead AJV,T.1.

810 Fourth Avenue South
Moorhead, MN 56560

Ms, Mary Ruprecht

Word Processing Nenagement
cenaultant

140 West Myrtle Street

Duluth, M 55681 *

Ms, Cheryl Boche

South Washington Co, Schools
Park High |
Cottage Grove, MY 55075

Mr, Frank Starke
Alex&ndria A|VoTcIo
Aexandria, MY 56308

Ms, Ann Fllinson

" Moorhead AV.T.I,

810 Fourth Avenue South
Moorhead, MN 56560

s, Willa Campbell ° .
st, Cloud AVIL

Sue Clowd, i 50301

-
AN

Ms, Ketheryn Simonson
Brainerd AV.T,1,
300 Quince Street
Breinerd, MY 56401

Mr, Dennis Lyngen
Aexandria AV.T.1,
Alexandria, ¥N 56308

145
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APPENDIH-A

Administrative‘Supervisor

A task list has not been prepared for the administrative supervisor. It isessential that a worker' |

have a basic avareness of company organizations, pblicies, and practices that can be obtained only

 through actual work experience within the company.

Additional training could be benificial in the area of administrative techniques to acquaint a

person being promoted to a managerial position with some of the responsibilities he/she may assume,

-|These reszonsibillties include: ‘

- -supervises adm;nlstratlve support staff
- =dictates over own signature
-handles complaints and requests
-prioritizes workload and distributes work
-assigns work to proper persons and:gives directions'
~develops vork schedules and assignments
wMMmmMWMMMMWMMMWMM.
-handles personnel-related requests and problems of staff
-malntalns high level of morale among workers
-motivates people to achleve desired results
-conducts and attends staff meetings-
-makes presentations
-updates and maintains organizational charts | .
-develops training schedules ™ B

/05 71
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APPENDIX-A

-maintains confidential personnel records
-correlates and/or consolidates work of other secretaries
-assumes responsibillty for accuracy of own vork and for accuracy of
-work prepared by others for principal's signature
-handles budget responsibilities such as reviewing budgets from other
departments, evaluating . budgets and reporting findings to next level -
of management '
~conducts “career in-house training sessions
-perfOrmance planning and appraisal duties
~-designs and.develops more efficient systems when needed (e.g. systems
for receiving telephone messgges)
-maintains quality control an productlon
~determines standards of performance for quality and quantity of output
-stays well informed of the latest developments in the organlzation
-maintains a good self-image and communicates with others
-participates in outside profe551onal organizations to maintain techn1ca1
proficiency ¥
-prepares manuals for job procedures, work flow and distribution
~makes recommendations for staffing and promotion
-interviews people ' .
-performs varied administrative duties *
-~THINKS (e.g. new methods, éfficiency,'speeches)

148 . . i - . \‘\ .
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