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One of 12 in the secretarlal/clerical area, this

booklet for vocational instructor contains a job_ déscription for
educational office personnel, a task list of/greas of competency, an
occupational tasks competency record (suggested as replacement for

the traditionmal 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.

Job duties listed for the

educational secretary/clerk include responsibility for various
details of school operations, typewritten and telephone
communications, recordkeeping, filing, public relations and staff
services, equiprent and supplies, and mail and reprographic services.
Areas of competency in human relations and personal development
include communication, self-development, personal appearance, office
attitude, social and business etiquette, and job-seeking skills.
Statements of competencies may be graded at either the secondary or
postsecondary level, and the competency records are intended to
follow the student through vocational training at both levels. Tasks:
in the task list are cross referenced with those in the booklets for

other secretarial/clerical jobs.
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‘Task Lists in the secretarial/clerical aves include: office smiceu aid, typist, general
office/typlst, reseptionist, secretary/noneshorthand, secretary/shorthand, educstional office .
- personnel, medical secretary, legal secretary, sdministrative sssistant, corvespondence specialist, - - —-
correspondence supervisor, and data entry operator, All Task Lists contain an addeon list of !
" human relations/personal development qualities desireble ror graduates seeking aecretarial/clerical
positions. / , A

The task ists for office services aid, typist, general orﬁce/typist rec~ptionist, secretary/non-
. shorthand, and secretary/shorthand are referred to as "GENERAL" secretarm/clerical ats and all
additional liste are referred to 88 "SPECIALTZED" lists,

The * and the numbering systun is the key to croas-referencing ror the mcialized lists. The
specialized lists are compared to the lists for typist, general office/typist, receptionist, sece

retary/non-shorthand, and secretary/shorthand, When there 1s something on the specialized st

thet is not on the general lists & * appears. The position of.the * inddcates the level of

change made in the AREA OF CMPETENCY, The Statement of Competency, or the Task, For example, if

the ¥ appears before the AREA OF CWETENGY the entire AREA OF COMPETENCY is new, If the ¥ |

sppears before & Statement of Competency or Task then only that Statement or Task is new, If the -

¥ gppears before a word then only that vord is.nmew or different, It may be necessary to refer to
 more than one general task list when comparing statements of competency, |

The Tagk List for Deta Entry Operator is not referenced to the general lists because the tasks
are unique in that aves and need specialized training, The Task Lists for Correspondence Specialist
and Correspondence Supervisor are not referenced to the general lists because tesks in these aress

~ are applied to a word‘processing/correspondence center and the procedure for completing the tasks “ |
{s different from the tasks in the general lists, The Task List for Correspondence Supervisor R
is cross-referenced as an add-on to the Gormpondence Specialist Task List. .

il
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INDUSTRY RECOMMENDATIONS

EDUCATIONAL OFFICE PERSONNEL

Industry representatives have made several suggestions to students who will seek employment
upon completion of this occupational program, These suggestiond are general in natire and

describe the kind of individual whom they wish to hire, A competent worker is one who sat-
isfactorinlly performs the tasks listed in this document and one vho is mature and respon-

sible, It is important thet an employee have 8 positive attitude toward vork and thet he/

she continues to learn on the joby ‘

One vay an employee continues to learn is through reading articles in professional Journals
and publications, It is very importent for & person employed in an educational office to

intelligently communicate with “employers, uwctatemtu&entr—pmnt&,—ead%h&general_pnhlic.

The employee who 1s an asset to the business assumes responsibility for comunicationa (both
written and oral) that leave the office., This includes using correct grammar and punctus-
tion, spelling words correctly, end proofreading cerefully so that neat and sccurste cor- .
rections are made, Accuracy and conﬁdentia.lity are extrenely important in educationa.l
occupations, .

E C | L
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Jos DESCRIPTION

Bducationel Office Personnel

Q

Other common job titles which graduates may have include:
“Educational Secretary/Clerk and Secretary to School Management
Personnel.

Educational office personnel are responsible for many deta.ils of
school -operations and they perform a variety of tasks

ranging from those that are routine in nature to those that
are very specialized, He/she must be a well trained office
worker wvhile applying secretaria.l—clerical skills in an educa~
tional env‘ironment. ‘

He/she must be able to demonstrate a pleasing personality
while working with teachers, school staff, students, parents,
and the general public. .

Graduates of the Educational Office Personnel Program will

be qualified to find employment in elementary schools, Junior
high schools, secondary schools, private and public schools,
vocational centers, vocational-~technical schools, universities,
libraries, a:.d central administrative offices.



TASK LIST

3

 The following Task List gives jou, the vocnfional ingtructor, recomendations about

what your students should be able to do when they take a fob as an EDUCATIONAL OFFICE
PERSONNEL. It wag developed by a working comnittes of secretarlal/clerical instructors

and Industry repressntatives throughout the state of Misnesota,

The Task List on the folloving page'll tncludes the Tasks aid the AREAS OF COHPETECY
recommended for & graduate of the E(fucational Office Personnsl Occunational Progran.

48 you utilize this task List, you vill need to continue working with your local
advisory comdttee and with other instructors in your geographic area, Judgments
must be nade, by you, concerning the amount of tine to spend in teaching vatious
tasks, the conditions surrounding the performance of each task and the perfornance
level for each tagk that will be acceptable,

10
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Educoﬁonol Ofﬁoo Pmonml
(O OF commch, mwnrm comunnanous NERY IMPORTANTI
A b t&pen 'oducotionol oomnpondenco from. yped roudn drnt't. hnndvrttten rough draft, -
, vertiel dnstruction, verbal dctation st the typevriter, nachine transeription (ope
 tional), infornstion compiled and composed 8} the typevriter, ud nhorthond mte
trmooription (opttonal) . |
';; . - 1, “types business letters in oeveral styles 1nolud1ng any of the rolloving feotureo |
0 - By attention line o
. bs carbon notations ,
| ¢, - "achool name 4n closing
d, enclosure notations’ -
e, lated materials
. f. mailing notstions
© g mltiple page headings
A‘ ~h. postseripts . | Lo
A i, quoted naterial . - L e
SR Y reference {nitials =
% upectal closings o |
. b L ,
¥ The pooition of the ¥ denotes the Boope of the chonse nnde in tho tuk, the otntenent . .
' of coupetency, ind the aves of cometency, This bask st 18 eferenced to the task lints S
. for typist, general oftice/typlst, receptionist, secnetary/nonsshorthand, wnd secretary/
ghiorthand, . If the ¥ immediately precedes’s vord, thea culy thati vord has been changed a8
conpared to'the five naned task Lists, If the ™ imed{ately preoodos the AREA OF (M= - o
B . PEMCY, a nunber, or s lotter. then the entire ares or concern hwbeon changed, - .. o 13




1, epecial-gized stationery

(1) executive size

{2) halt size

(3) legal size o

) metric update | l
o, statistical date in tabular form -.
n, subject line :

- 2 types addresges on envelopes

a, e&ddresses for window envelopes

b, neiling address (including ZIP Code)
¢, name sbove printed return address
d. return address

e, special notations

8, types interachool nemorends |

" &, plain paper for duplication

Y, types‘n'tiacellaneous business Letters

8, thank you notes
b, referrsl notes
¢, follow=up letters

¢

IV. B, l}'pes mltiple coples of gene;al husiness foms that are pertinent 0 the specific

Yorganization from: typed rough draft, hs.ndwritten rough draft, verbal 1nstruction,} 5
verbal dictetion et the typevriter, machine tfanscription (optionsl), information .
compiled and composed at the typewriter, and phorthand note transeription (optione.l)

15

1. types general businéss forms

CmR



* B
b
Co
d
&
£
g
h
i,

P

bills of lading
credit memorandums

finaneial reports o C

insurance forns -
invoices

purchase orders .
purchege requisitions
statenents of account
voucher checks '
vouchers

. L)

]

IV Co -Types miscellaneois neteriel front typed rough draft, handwritten rough drert, vers
bal nstruction, verbal dictation st the typewriter, nachine transcription (optiondl),
%nfornstic;n compiled and composed at the typewriter, and shorthe.nd note trsnscription
optional :

L types miscéllsneous mterial - .

' bo
B
o o
-~
a,
f)

B

- h
-
Jo
ks

: l.
f,
1)
0,

18 _ ¥

address, file folder, file drswﬂr sbels
index cards

‘forn-letters, foru paragraphs tnd fi1l-in ioforston

lsts (e.g. mailing) L a
sumary of minutes of nee‘cings or conferences
-omfte h
posteards - S

neeting agendas I
dally work schedules- -
manuseripts -

persounel forms .

.expense- reports

«omits B n
{tineraries |

other materials pertinent to the speciric business
inventory | |

new letters and brochures "

17
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%, payroll reports
%, speeches

‘ I‘e D, "Omit' T | a : . | | .
I, B, Types or prepares copy for reproduction

1, * types and *prepares offset masters . \
2, types masters for photo reproduction | ‘ _
¥3, types and prepares nimeograph stencils
M, types and prepares fluld duplicator masters

IV. F Twes correspondence, records, zeports, forms, and miscellaneous naterial from'
typed rough draft, handvritten rough dratt, verbal imstruction, verbel dictation
at the typevriter, machine transcription (optionsl), information compiled and Cote

- posed f the typevriter, and ehorthend note trenecription (optionel) w:lth cerbon

/ | copien

1, types neterielnlwitn "cer"oon coples

b, #or school file S :

i

1, G, Proofresds and makes nest and accurate corvections of typed naterdal

1, makes corrections on

Co . & coples typed vith fabric ribbons -

C 7t b coples typed with carbon pibbons

18 0. carbon coples e,
O . - d offset maters. =

e, stencil masters - o ST
B Albbn maabave TR ) o . oAD £ b

i, ) : o N ' F— 1 ’
| | :. I. | . . 19
. N ) ' g
N |
f




“I, . " Types accurate educatione.. recorda, educational reports, and educationel forns from: o
typed rough draft, hendvritten rough draft, verbal instruction, verbal dictation ot S
- the typewriter, machine transcription (optional), informstion compiled and compoaed
b the typevriter, and shorthend note transerdption (optional)

1, types records, reports, and forms

8, Jocker key lists -
b. honor roll lists
- ¢, accident report forms
d, contracts
(1) teacher .
(2) bus
~(3) other school personnel
e, school handbooks
£, school lunch memus -
- g student enrollment forms
b, drop/add sheets .
1, class lists _ _
4, state high school lesgue reports e L o
k, programs for athletic events ' "
1. student transeripts
m, student permanent record
n. oudgets |
0, Bchool calendsr ,
5 "input gheets for computers o
'q dally amnouncements S
: _1 ‘1, deily or wéekly bu'letin g
v 8, schedule of coming events
| ©t nevs releases for local nevs medin
U, personnel records ‘ A
Wy salary schedules

e

D v . R 7




we. financial reports

X. federal program budget

Y.. annual transportation reimbursement reports

z. bus driver qualification reports

aa. research proposals for federal funding

bb. questionnaires for data collection :

cc. student financial aids reports : !

dd. student- tuition forms

ee, student work study forms

ff. forms/reports for federal programs.
(1) Title I
(2) Title II
(3) Title III
(4) CETA

- . (5) others

&g« census reports

hh. report cards

ii. daily absence reports

JJ. pupil accounting reports

kk. teacher class schedules

11. room schedules

“y

AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (OPTIONAL)

I}.A. Composes ﬁusiness'apa *gduéaqionél letters under direct supervision .

1. composes business and *educational letterd under direct supervision

a. requesting information and/or services

b. expressing appreciation

ce supplying information T

d. responding to complaints o

e. declinirg a request o '
f. .acknqwledging correspondence T ,:323.-




b, requesting payment
1, giving confirmation

J. expressing condolence
k. extendlng cqnputulations

R o .
1.3, Composes business and informstional reports under direct supervision

1.0, Composes and/or edits other msterials under direct supervision

1
2
3

b,

Do

6.

T,
%,
Py

gives dictation (such as to & correspondence center)

edits letters dictated by others

edits manuscripte prepared by others ,

proofresds typevritten/handwritten copy (very inportant)

prepares articles, anmouncements, nevs releases, form letters, and cover letters

prepares audio and vieual materials ,
collects related materials from several reference sources
designs business forms '

prepares election ballots ‘ | S .

A

AREA OF .comm'ch-' FECORDS FIING AND MANAGENENT VERY FORTANT) |

0.A Maintains the currently used filing gysten

! l. " lo‘

] 2'
. 3,

codes docunents fo. filing | | ,
adds new folders ' |
locates and retrieves documents -

-~

0P 9

e e e
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I.B.

I.C.

I'.E.
I.F.

1.G.

T.H,
iZIQp'
I.J.

.Maintsins work in, progress" file

4. refiles documents that have been reﬁoved_
a. 8ingle pieces in file folders
".b. entire file folder in drayer

5. searches for missing and misplaced. materiels

6. maintains records of materials ‘taken out of the files
T« follows-up on released materials

Revises files to keep them current ' | -

1. ‘follows employer's directions for retention and disposal
2. follows office procedures for transferring files to»insctive files

.;5Cross-references documents and prepares cross-rsference meteriels '“w@j
'Maintains index files

V*Msinteins "tickler" files for follow-up responsibilities

-omit-
-omit- T i

Determines recordkeeping ‘needs and suggests a filing system - R

Establishes and sets up a fiiing:system

1. requisitions necessary equipment and supplies | o

2. prepares folders and guides
3. files documents . )

’
~—

25



1.
2.
R 3.

I. .B.". ‘ Menegee eppointment information

1.
2,
3.
4,
5

/4

~8creene pereone ¥ho entor the orﬁ.ce or "building

. escorts visitors to eppropr:la.te orfice area .
. delivers oral or written mesaeges from visitors to proper persone |
| —omit- '

- schedules eppointmente o

maintains guest book

SR

ecreens visitors in complience with compeny/inatitution eecurity policyf.
makes visitors: comforteble o
glves epproprie’ce 1nfometion to vihitore or enewera q_ueetione -about wh,
needed information can be obtained o . o ,

makes 1ntroductione . . B
handles business cards

«=omit= . e i

records appointment and keeps eppointment book current
reminds persons-of appointments . - 0 : :
records ‘cancellations and "no’ shows : SRR

S ) v
¥ . ‘.

AREA OF COMPETENCY: OFFICE FUNCTIONS : o S

I. "Ae Keeps the reception area in order

- 26



'I. F.-' Arranges and/or conducts tours

¢

Operates intercom system
~ Maintains & bulletin board of 'announcements; nevs, etc.
ﬂhiﬁtains employee iﬁformation direétbry

Wtites/prints\;eéib;y, c

’I. G. Administers first aid (Optional)

_AREA_QLCQMEETENCYz CLERICAL ”
I.*A. Handles attendance procedures (Very important) :

o 1,
f& . 2,
. 3.

'R
R

e

6. °

1

1. Ba thdleb-hbtlﬁnch.procedures

1.
2.

-_'[c 3

" collects attendance slips

pakes entries in attendance register

checks entries to be sure days absent and days present equal total days
issues and collects make-up.slips .
distributes daily absence reports

issues student passes

sells tickets

collects money

punches tickets - 27
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g

I. C.

I. D.'

I. E. -

~

L

“

k., counts heads
5. orders products
6. accounts for student help

Assigns student lockers

Ps

Mainta.ins cumulative folders

Distributes, collects and ma.intains records of keyc..

AREA OF COMPET ENCY OFFICE EQUIPMENT (VERY IMPORTANT)

II. A,

II. B.

Maintains office equipment

l. changes equipment ribbons

2. cleans office equipment

3. recommends service on equipment

4, handles service calls on equipment -

" 5, handles routine maintenance of equipment

6. makes minor repairs on office equipment
Selects and keeps equipment current -

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

3

28
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AREA OF COMPETENCY: ‘LSCHOOL SUPPllES/OFFICE SUPPlIES ”(iMPOMRTANTl

"IILA, Maintains and keeps up to date personsl, office inventory of supplies, "and
school inventory , |

Ly

y 2
' 3

_— h.
Do
6y
T

8,

1 . 9.
10.

‘I' AREA OF COMPETENCY: MEETING/TRAVEi ARRANGEMENTS (VERY IMPORTANTl

determines requirements ior personel supplies, oriice supplies, *und school
supplies . |

prepares requisitions or requests

naintaine and checks inventory records to deternine if ninimm qusntities of
supplies are on hand - . .
orders and obteins supplies as needed fron suppliers o
checks incoming supplies with packing slip or invoice ‘

wpacks ard stores dncoming supplies - L

maintaing suppliers contaet file

-distributes ahd controls office eupplies end "school supplies

prepares purchase orders

' -Omit- . . “ I . o

1A Mskes travel arrangenents (Important)

1.

2
3

29 -k

prepares naterials for emloyer's briefemse

plsns 8 schedule using

8, travel agency

b, printed schedules from trensportetion conpsniee
c. ‘OEit" 'i‘ .

composes, types, and zails leiters of reservetion
purchases and/or prepares tickets

0




Do
6.

8,

"I,

e
10,

L4

prepares itinerary |

makes and confirms transportation reservstione

nakes and confirme hotel- and motel reservetione

obtains necessary travel funds |

compilee and types expense reports ‘

mainteins telephone and mail digest for absent employer
srrenges trensportetion fbr field’ trips )

‘To Be Schediles meetings end/or conferences (Important)

<. 1,
2,
3.

s b

. 5.

6.'

Te

8.

9,
10,
"11,
12,

- 13,
"k,

,essembles needed materials for use during meetings

contacts speakers '
mails or distributes notices end specifics regsrding 1ocetion ot meetings
schedules meeting times ' o

sends confirmation hotes us reminders of meetings A -
makes and rotifies participants of changes or cancellations ‘of meetings
regerves meeting room and arranges for refreshments ‘
prepares and inspects meeting room for arrangements and equipmev.
processes registration for conference participants -

prepures’ egends for meetings - o o ..'r
attends meeting and reads minutes * | . |

_attends meeting and takes minutes -

distributes the typed minutes in person or by mail
submits copy of minutes to local newspapers

(LT

..‘

AREA OF COMPETENCY TElEPHONE COMMUNICATIONS (VERY IMPORTANT)

I, A Answers incoming telephone cslls_

T 1,

uses singie line

31




w ' ‘60

2

3

b,

5

T
8,
",

uses multiple 1ine .
transfers calls to correct department or peraon |

sereens incoming calls
anavers inquiries posed by telephone callers

‘records telephone messages (date and tine)

requests complete {nfornation to make return calls

‘delivers teleptions messages promp+ly

uses svitehboard

‘1. B, Places outgolng teiephohe calls

I, G,

L
2

3,

ﬁla.ces local calls

places long distance cills | o

& dlrect dlstance dial (ddd)
D, personsto=person

¢, station-to-stetion -~ °
d, collect

e, credit card

places calls using specialized telephone services |

8, conference calls -

b, overseas long-distance calls

Co "'Omt" '

d, specialized long-distance netvorke guch WATS

Places outgoing and racelves incoming calls using specialized telephone equipment -
(Optdonal)

1,

2

 Opérates apeakerphoné

operates pleture phone (optional)

B0 16
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3, uses bell-boy service (pager eervloe)
by uses card dialers -

"5, wouite

L, D,

6.-" -Onit- |

Finds needed infornation by using the telephone directory

L, uses the vhite pages

2. uses the yellov pages

LY

"Mninteine {nteroal. telephine pecords ek then agunet Wlng

Lo keeps st of frequently called mumbers current

2, records long distance calls made
3 reninds employer to retum calls
by checks biLL froh telephone conpany with record of long dletenoe oelle nade

%5, subnits monthly reports

Wl

", 0,

ulte

i

(allg pezents of shsentees to ageertaln reasons for eteence

MEA OF COMPETENCY: MAL (WPORTAN] -
I A. Recetvee i processes incoming mad]

1, collects nad from post orﬁce or nelllng department (optional)
2 sorth unopened lnooning mall for delivery to depm'tnente or indlvlduele

{

& "omit'
‘be -Omit- .

e 17
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3 nmends torn or damaged mail
Uy prepares and ettaches 8 routing sldp
5o deldvers inconing madl to proper pevsons or departments
6, makes notation in mall registe; |
T, sigs for packages received from shippers or UPS ' ]
8 paye for packages recedved COD - | | .
9 detemincs dlsposition of inadequately sddressed mail
. 10, opens incoming busincaa nail, sorts contents checks enclosures, time/dcte ‘
stamps N | -
ll. attaches pertinent infornation to inconing mil -
- 12, nakes filing notations and/or calendar notetions
"3, unpacks and checks 1n teachers orders to make sure they agrcc vith {nvolces

I. B Prepms outgoing mail

1, collects maj] from other otticec or departnents (optioncl)
2, folds and stuffs envelopes for mailing -
3. ddresses envelopes for mags mailings - o R
b, décides on least expensive and/or most desirable method of commniention s
or delivery . ‘ Y
D Drocesses outgoing lettera and packaw requiring special handling cnd/or specialc
rates , .
6, processes bulk malings
To prepares and sends telegrans, cablegrass, or mailgrams
8. prepares, updates, and checks mailing Lats
9+ operates & postage meter | -
10, records use of postage meter in'"ater Récord Book" . . o
L1, takes postage meter to post office to be refilled (optional) ' .
"+ 12, operates & postege scale to deternine correct postcge
.13, sttaches correct postage

v

14, wvraps packeges for mailing | 37
- Lo writes 2ip codes on incoming or outgoing mail o
‘an 16, files return receipts from registered or certified mail .
,39 ‘ 1, insures mail .

16, ‘reglsters mail -




\/

ARE OF COMPETENCY EROGRAPC senvucss VRY woumn.

I A ‘Gupervises and/or cmtes needed coples
1. operates duplicating equipneut
u ottt | | o L
b copler , . | - | .
%, olneograph o o I
W, flud duplicator -' - | L | o
2. collte mt@ials | o E . BRI

B wuilly : o T | ‘ | : " "u“:
bs by machine | . | S

3. binds materials

b, by machine S | : | Yt

I, folds pages
‘o naually
b, by machine

* 5 proofreads to“ {nure accuracy

LB Hakes dectsions sbout reprugraphic needs

1, decides vhat mteriala need to be copled :
2, decides on the least expennive and/or most deedrable method to: duplicate materms # 39 |
3. uakes arvangenents to have uterio.la duplicated - | . )

3 g | | ’
A
= : t
Aruitoxt provided by Eic:
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- AREA or COMPETENCY, NUNBICAL DAIA (omoﬂsr-mss msmcrs,, oy
o IMPORTANT—SMAll DISTRICTSI BT M
W, .Msint s cu s ’
Y obtains chscks to sstsblish or replenish cash nmds A -' S
2 makes pagoents fromoush fuds . R
0 prepares vouchers for money taken out or recedved: .
by rocords cash entrles in o Journad or check rsgistsr e ¥
. 5, prepares casl reports . - o
~ 6 reconclles cash funts - |
LB mdte - ] ., )
LG, Prepares peyroll ; o '
0, datributes Vo Foms, PERA. TM. and rsmbsrship sppncstion forns to nev ’,f,;i?:
- employees. . : |
"2, nalntains personel records |
-3, prepares tine cards for employses
by computes payroll
b tine vorked . | ; |
* ¥1). basts of experdence/credits |
"2) muberof years
i) ety
'(h) ovsrtims

\-5. computes city, ststs, or rsdsrsl Saxes’ using printsd tax'tables -
6, records time, earnings, ete,, on srployss’s ssrninss rscord |
To orepares payroll checks 41
8, diatributes payroll checks



.,

: B )

14, computes 1 tmheltcr annuities, dues, teacher rctiruent. P.RRA, ctcfr retirecent,

-,
"6,

",

R fom ' - L ' i"'t‘
10, | o
‘prepares and madls/dstribites end of your cepom (w.z Pcm)

conpiles pcyroll infcmtion 0 prcpu-c exployer's querter].y ecd ecnccl
prepcrcc and 2ails payroll tax reporte

keeps records of vecation tine
keeps persomel records of sick leavs

health ineurcnce. ena‘cthcrceductione T | o
prcperes quertcrl:f cocicl cecurity for , o .

B P.E.R.A. neghers (Public mployeec Retimmcnt) T
b teechcr retirement mmes

prepares southly PoE:RuA, i B, rprts L

4

LD, Maicteihc checking account

S
b,

- 5.

N b,

T
B,
9

0, -

iR
12,
, 1,

‘prepares recelpts for incoming cash

endorses {ncoming checks for depostt

prepares bank deposits fron ineoming cash

enters anourt of depogdt Ln checkbosk

enters deposits in Jowrsals or check reglster o

takes deposits to bank according to accepted proccdure

prepares checks |

uses checkprotector

enters checks written in journal or check regicter -
veconciles back stetements L

f1les cancelled checks -

8igne & check signature card to cign checks -
signs checks (optional) | : | o -
puccheces cpeciel checks: from the bank . . 43 -

c. ccrtified o . o o
b, bank drafts y T

C, monéy orders

Y




\ N
\ o v
Lo

1B Handles payment of bills end statenents.
" .

1, checks sccuracy of source documents o s
2, “Yeritles ttens and cheeks aceurscy aud gures on stu‘enenty - o
3 calculates discounts ,
by ownite '
5 Tecords on the invoices or statenents the date paid, check number, initie.ls :

L " 6, sttaches stubs of b1ls to checks and presents for signature

: - T. flles invoices/etetements natked patd '

8, codes forms, bills, statements, ete.

%, deternines vhieh i'erices are due

"0, prepares claim sheets -
1, sftaches vouchers to bills -

& code number
b, amount of each code S
¢ total of favofee . o "

LT, Msinteihs sccounts receivable records
1, celeulates eecounts recetvsble from source documents to keep customer leoger
cards current . .
2, prepares billing for accounts receiveble

8, makes & copy of the bill
b, mails the bill |
o
w3 «omite | , _
My, files bills after payent ‘

Ti -Gy Meinteins aecounts peysble-records s i _ . o
l. caleulates seoounts pe.yeble from source dooumente to keep oot psyeble records " 45 “‘I

- current
44 : 2, records peyments

IS 2NN




L

Nadntains Journals |

1. prepares purchie ordere, {nvoices, vouchers. recedpha or other powree docments

to record in Journals

"+ 2, records data dn Journals for finaneial etetenentv

L1,

1,4,

"y

M. 1

Prepere%‘ tinencial reports

Lo oonthly reports for school board
2. reports for State Department ;

3 prepares periodic trial balance of the books

k;

w0t t

alt-

¢ )

. Yeepe records of credits and/or collectiom -

L swmttdtn . .

',

2, 1ab foes

34 key deposits

by ook fees

Keeps necessary investments and 1neurence records for the echool or office (under
eupervieion) ‘

1, proceehee securities (etocks &‘nonds), renl estate, and ineurc.nce premitme
2, computes interest -
3o calculates and recorde all incmc received

e m

i



by nakes premdum peynents

e keeps records for tax purposes'

B salea tax
‘b. real estate tax

6, keeps files current

Keeps necessarj records for reports and report preparation -

1, keeps records for
. 8 Mleage réports ;

b, meintenance reports - o L
| c. contracted services where Federal and Suate reporting 18 required for payment‘

Pfepo.res’ necessary State and Pederal funding fofm&

‘Maintaing activity fund ledger

Maintains school district's bdoks ‘

1, keeps clerk's records up to dste

2, keeps tressurer's records up to date

A

o *III.OO
)
1,0
mh

Compiles results of surveys

-1, compiles survey results for

b Census |
b, nev progran prpgosals

. , )
' . ' “r ’
, '

W



)
Y

c. student follow=up

d. induafria.l labor survey ' .
e. student employment opportunities
f; federal or state requests

r

‘ Prepa.res miscellanecus reports -

t . calcula.tes equipment depreciation : o
2. prepares workmen's compensation reports _ :
3. prepares unemployment compensation reports ‘ .

\ OF COMPETENCY: 'DATA PROCESSING (VERY IMPORTANT)

I, .. Fills out forms for input data for computer

I. B. - es corrections on_ -input sheets for computer

I. C. Prep 8 1np1.§t from source documents .

I. D. Uses counz\)uter printouts to obtain required information to prepare proper forms

I. E. Checks source documents’ egainst computer printouts for accuracy




L

Io Bs

TILA, Uses general reference materials 0 look up apellinp,, pronunciation, definition of terms,

- LG

'AREA G COMPETENCY: REFERENCE MATERIALS (IMPORTANT)

compose, edit and 8ld 1n research

1, uses general _refe'rencé materials '

B
b,
Cs
i
€.
£
£
b,
1,
Jo
K.
1,
Com,

0s

*,
g,

Uses reference materials specifically for the school oftice exployee to look up
- 8pelling, pronunciation, definition of terns, compose, edit end aid in research -

n, "

-office or ¥school's procedures manue] -

dietionary
telephone directcry and yellow pages

‘quick reference words monual

thesaurus |
outside sgencies (both internal and external 1o the profession)
eity directory | , :
postal ‘mamual ... .
7IP Code directory \ | S
secretary's reference nanuel
company files °,

past records

vord division manual
equipnent operstor manual
ibrary _
hotel and travel guides

mape -

Naintains "supérvisor's reference library

1 uses specific reference materials




o % pply cetelog for: inetmctorc

2 b nanual for Mndform Pinanclal Accountinq or Mimecote School Districte
5 ¢ Behool proceds 'unual S

" 4, school- oftice 0

A C & sehool eecretexy'l handbock

L £, school dlatricts mter laber conract

! | ,e. Pile It Right-Find It Right |

AEA OF COMPEENCY: WORD MROCESNGCORESONDENCE LS OPIONAY

LA Perforns loggtog-Ln procedures for vork received in eeccrded forn

¢
b

| L 'cercocee media from recorder .
! 2, places clean medis on recorder when necesgary
3 completes log sheet and attaches medie regoved trom recorde:

- e. recordc time detation vas vecelved
b, plecee nedia and log sheet 1h hold folder according to: "work in progreee
procedures ,

v : o S
I, B¢ Performs logging-in procedures for hard copy

l. completes ‘iog cheet and attaches to hard copy |

& recorde time copy Va8 received

1

2 pleces hard copy and log cheet in hold Solder eccording to '%rork in progreee
proceduree B

!

e o . R §/

El



L Gy

Ie' De

v B

II FO

L. G,

BT
o

|

- Performs loggingein procedures for stored copy !

eelecte needed meterie.le i‘ron gtored copy file
completes log sheet indicating emonnt of work and .time of completion

Files, locates, and retrieves or pleys back stored docunents (negnetic nedia and

| typewritten copy) in procedure with the currently uged filing eyeten

Codes docunents for filing by assigning code mnn‘oere end euthor 8 name or nunber '
ecoording to the system used

Reteins conpletednegnetic'outpnt medis for & predeternined nunber of days

Keyboerde on megnetic keyboard i‘rom recorded nedin, hard CORY, OF stored docunente

~and produces finel copy as requested

‘yemoves recorded nedda, hard copy, or stored doculents from central hold |

folder or stored document file following the procedures used to obtain met-
erdals needed for keyboerdingl - .

& Indicates $ine and e picked up on log sheet

2

keybodrds matertals obtained

"8 types copy "

(1) roughdratt orm
(2) firstetineotinl
(3) docunents for pernanent storage

.
V\

Hpay

26



3 edite and prcofreede for pleyback in tinel forn.

8 punctuation
b spelling
. Co gromar
N d, word division
e, format |

4, plays back in final form rough draft, meteriele that heve been edited for
delivery of final copy

5 uses line counter or speciﬁc office neaguring procedure to determine emount L
of work typed _ | | _.

6. completes log shet to indicate vork coupleted .

& inddestes tine completed o S
b, classifies type of docwnent Qe S

(1) orgleal - R N
o) wdey o
(3) stored document . —
() revisions R N
(5) statlstiel | S

W

¢, deternines aount of, vork comoleted | | Co TR

(1), 1ines

o mes - S|
(3) keystrokes . o B
0o |

7. scens, erages, refiles, or returns to user the tranecri‘oed nedia,. hard copy, or
stored documents as detemined by center procedures

8, routes completed cdpy o vord ortginator SO AR 58

Py



I, B, Keyboards on mgnotic keyboard varisble information when plwing back stored documents -

1, obtains stored docunent according to center procedures

2, plays back stored material and inserts varisble infornation ss needed
3. edits and proofreads for accurate final copy ‘
L, measures work .. ]
5 completes log sheet |

6, completes copy and returns to word originstor for #inal approval

L L Proofreads all typed‘mtertel for sccuracy

I, J, Uses specialized reference mterisls for understanding of operations procedures,
| and utilization of & word processing system

1, uses author's namual or book of authordzed users of the systen
- 2, uses secretary and dictator procedure manuels

" AREA OF COMPETENCY: MACHINE OPERATION.

‘I A Operstes the standard manual typevriter to perforn basic office dutles

I B Operstes the standard electric typevri'"oer to perforn basic office dutles

L C. 'Oper_stes $he stssdardselectric typevriter to perforsl baste office duties

BP0

i



I. D.

L E

- I. Fli

‘Io Go

I

oL

L J,
LK

LA,

" Qperates the gelf-correcting typevriter to perforn basic office dutles (Optional)

IOperntes the proportional spacing typewriter td ‘perfo,rm basic office duties (Optional)

Operates the sutonatic/pover- typewriter to perfom baste oftice duties (Optional)‘
l(ind.

\\\ 3,

Operates the 10<key addinﬁ machine to pex\i’qm ‘basic offies duties

Operates the electronic display ealoulstor to perforn basic office duties

Operatés the electronic printing calculstor 4 perforn basie office dutiss

Operstes the printing caleulator to perforn besdy oftice duties (optional) |

ot

Operatés the transeribing mechine to perforn besic o\ﬁce dutdes -

';

- AREA OF COMPETENCY; SUPERVISED WORK EXPERIENCE OFFCE SIMUlATlON

STUDENT ORGANIZATIONS (OPTIONAU L 62

Participates in supervised vork experience trainixih (c0=0p, internship) | |

EOP 31



. I.B. - Participates in a stmﬁlated office program ]

]

I.C. 'Participqtes in co-curricular student orgenizations

63

ERIC

Aruitoxt provided by Eic:



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 erployers, teachers.
counselors,’students and parents information about
what each student can and cannot do.

The COMPETENCY RECORD should follow the student through

his or her vocational training in the secondary and/or

the post-secondary school. The recommended grading scale
is shown on the COMPETENCY RECORD. The COMPETENCY RECORD
on the following pages includes ALL the AREAS OF COMPETENCY
recommended for a graduate of the -Educational O£fice Per-
sonnel Occupat:lonal Program.



C CONPETENCY RERD

1 ;OCCUPATIONAL PROGRAM: Ec!ucaﬁo.nul-OHichenonnol,dee Oﬁ Qtudcnt

This cor;npetencv record tells what the student, .ﬁho 1s name& abov: , h ‘

Y recor | *, hag demonstrated that he or she can
do. A graduate 1s one who has demonstrated competent performance of all the tasks designated for this
 oceupational progran, This competency record is to be used a8 an expansion of and/or supplement to the

traditional report card, Student performance can he rated at the secondary and/oz post secondary level,

-

- BATING SCALE:

§ - Berforns task(s) with ability that consistently | - Ts unable toperfomntask(s):. - /
.exceed(s) program minimun standards set for job , ‘ EEEE
entry level; very competent. * 1 - Denonstrated ability'to pérform task(s) at or o

p , Lo

| | ~ above job entry level by taking & challenge -
4 = Perforns task(s) at job entry level; competemt. test. .

e Perforns task(s) vith perloddc assistance, ~  PWPM - Actual production vords per minute (PWPY) "
' | obtained by student. e , ]
2 - Perforns task(s) with constant assistance. | ‘ < | :
) N 1 .
R T ——, ! ' ‘
. ' ‘ | ‘ , | ( ! | |
SCHOOL (S) ATTENDED: - DATES ATTENDED -INQQ‘RUCTOR'S NAME(S)

H— . 0%
| - T

L4



oms o coparae: rematorEs comemncartns (e neoreu)-

Types *educétioml"'bé'r'ﬁespmdence from: 'typed.rough draft, :{

handvritten rough draft, verbal nstruction, vetbal dieta-

tion at.the typewriter, nachine transeription (optional),

infornation conpiled and composed ap the typewriter, short-
hand mote transcription (optional) S

7 s,

Types nul;tiple, coples of general business forms that are
pertinent to the specific forganization from: typed rough

 draft, handvritten rough deaft, verbal 1nstruction, verbal

dictation at the typewriter, machine tradscription (optional)

infornation compiled and composed at, the typewriter, short- |

hand note transcrintion (optional)

L

Iv.C,

Types ﬂscelléneous naterial frt;ﬁ:,l typed rough draft, hand-

written rough draft, verbal instruction, verbal dietation at
the typewriter, machine transcription (optional); informa-

tion compiled and composed at the typewrdter, and shorthand

L,

ot~

note transcription (optional) \

L

.z,

Types or prepares copy for reproduction

.‘l’ypu“correapondence. records, zeports, 'fomﬁ, and niacella7
‘neous material from: typed rough draft, handwritten rough

draft, verbal instruction, verbal dictation at the type~

- writer, nachine transcription (optional), infornation con-

piled and conposed st the typewriter, and shotthand nste




| 1.6, ‘Proofread\&\and makes neat and Qccuiate cor_rectious‘of
typed material '

 SECOMARY | Post seco |
RThiG; 1, 1M, [uome m, 1w, |

*L.H. Types accutate educationsl records, educational reports,
and educational forms from: typed rough draft, hand- o
written rough draft, verbal instruction, ‘verbal dicta- *
tion at the typevriter, pachine transcription (optional),
infornat1ion conpiled and composed at the typewriter, and l |

. ghorthand note trangeription (optional)

utes ( .

*Bough draft __ pupn (__pvpn nindmm standard) for

(Rind:____) note transcription at _ pwpn ) einimm standard)

Coments: ppm (_pwpn nininm standard) for __ ninutes (__ninutds): Shorthand (Rind:__ ) takenat _wpm .
(__vpm ointom standacd) for __ wdnutes (__ainimm minotes) vith | & acouracy ( % ninimm accuracy): Shorthand

ninutes) :“ﬁéﬁlmm

—t—

A OF COMPETENCY: COMMUNICATIONS COMPOSITION (OPTIONAL)

LA, Composes business and *educationsl letters under direct
supervision '

| LB, Composes bustness and infomatibnal reborts"" under direct -
supervision '

1.C, Composes and/or edits other materials under direet .
supervision ‘

'  [Comments:

70



smmm mmc '!r msm.

i

24 OF COPETRICY: R0 ELING A MNAGBERT (VB TRt

N Maintains the curently use Hling soten

T )¢ B. Revises files to keep them current

L.C. Crosa-references documents and prepares cross—reference
naterials '

1D Maintains index fileg

8 .
N h L

1B Maintalng "tickler" files for followuup responaibilities

LI F, Mhintains wnrk in p;ogress" file

p!

. LH. 'Ollit"

- I.I. Determines recordkeegigg needs and suggests 8 filing system

HJMMMMMmmme

- Comments°

| ﬁw OF COHPETENCY:  PUBLIC RELATIONS AND STAFY SERVICES
(VERY DPORIANT)

_Scréens persons who enter the office or *huildin

omy




PROGRAX o
STANDARD [RAnTHG |WR, | TNSTR,

1.B. Manages appointment. information

l. _[Comzents:

- |AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A, Keeps the re‘cep;ion area in order

1. Operates intercom systen

1.c.' Maintaing a bulletin board of announcéments; nevs, etc,

I.D. Maintains employee information directory

LE. Nrites/prints legibly

LY Arranges and/or conducts touré - ' | |

*1.C. Administers first aid (Optional)‘ E . i

A,Cbments:_ o _ | I_ ' o

¥

®AREA OF. COMPRTENCY: (CLERICAL

I'A° l L I, “—L—-uﬂt

N 1 P E.OP«raa S e : L




1,3, Handles hot lunch procedures

v |

PROGRAM
STANDARD

RATING

 SHOOARY

R,

TNSTR,

.i.C. Assigns student lockers | : | /

i.D.‘ Mdinfains'cumulative folders i /

LE Diétributeé, collects and maintains records of klys

/

!
i

Comments:

AREA OF COMPETENCY: OFFICE EQUIBMENT (VERY mponm'/)

IL.A, Maintains office equipment | / N
" [ILB. . Selects and keeps equipﬁent current /
Comments:

~ AREA OF COMPRTENCY: #SCHOOL SUPPLIES/OFFICE SUP!ZLIES (IMPORTANT)

IILA, Maintains and keeps up to date personal, office inventory
of d * 1pvento

BPY

i




CMINDOM. | SECONDARY
PROCRAN

-} STAYDARD

L)
ANy

aIING

“'sm. RATING | 1R,

. o ' , 4 \
" |Comments: = .

AREA OF COMPETENCY: MEETING/TRAVEL ARRANCRMENTS r b

- | | T
LA, Makes travel arrangenents (IIJLML - .

1.5, Schedules meetings nd/or conferences (Important) ‘ '

CmIInents

Ny AREA OF COMPETENCY : _TELEPHONE COMMUNICATIONS (VERY MORTANT)

LA, Answera incoming telephone calls

1B, Places outgoing telephome calls

I.C. Places outgoing and receives incoming calls uning special-
{zed telephone equipment (Optional)

1D, .Finds needed information by using the télephene directory

IL.E. Haintaina internal telephone records and checks then N
against billin _

BOP 40 e




SECONDARY

| smumio [rarsic |, msm.

B

LY, -omit-
JMLE._Cells pareﬁts of absentees to ascertain reasons for absence
|Comments: - | |
AREA OF COMPETENCY: MAIL (IMPORTANT) ‘ " / '
HLRmMuMmmmhmmyu ; '
LB, Prepares outgruey mail . [
|Coments: o o o |
: :
 JAREA OF COMPETENCY: REPRDGRAPHIC SERVICES - (VERY IMPORTANT) '
ILA, Supervises and/or creates needed copiga . l
\
| \

| 1.B, Makes decisions about reprographic needs :
fooments: . , |

W4




AREA 01’ COMPETENCY: NUMERICAL DATA (OPTTONAL-LARGE DISTRICTS

TMPORTANT-SHALL DISTIICTS)

A
PROGRAY

STANDARD JRATING

SECONDARY

1,

msm.

“ b

Haintains cash funda

- s,

=omit- .

1.0,

Prepares payroll

IODI

Maintaing checking account

‘L

Handles payment of bills and statements

ng

Hainta'ina accounts receivable records |

1.6,

Maintains accounts payable records /

LH,

Maintaing {ournals

Il[l

- I‘oJo

'Omit' . ' )

=otiit=

.

Prepares financial reports

poan

Reeps records of credits and/or collections °

Keeps.neceasary {nvestnents and insurance records for
the school or office (under supervision ,




|, Keeps necessary records for reports aﬂ& report preparation

1.0, . Prepares neceksary State and Federal funding forns

[P, Maintaios activity fund ledger

*1,0, Maintains school' district's books

A1R, Compiles results of surveys

| *LS. Prepares niscellaneous repofts

Comnents |

»
....

HREA OF COMPETENCT: DATA PROCESSING (VERY IMPORTANT)

1A, Pills out forms for input data for computep.

1%, Makes corrections on input sheets for computer

1,0, Prepates inputmftom”iiburce docunents

)
ot :
A

1D, Uses comﬁhter printorts to cbtain required infornation

to prepare propsr forms

L.E.. Checks source documents against cbmputer printouts for -
accuracy

. EOP 43

84




LI
b

. IC _I:gg;ms loggin

PROGRAY .
STANDARD | RATING | YR, | INGTR,

SECONDARY |

[ sost scome |
RACIHG | Y, | 1R, |

IIT.A, Uses general reference to look up apelliﬁg, pronunciation,
__definition of terms, compose edit and aid in resesrch

e —fp—
Comments: . |
{
AREA OP CONPRTENCY: REFEREV'E MATERIALS (TPORTANT)
¥

.B. Madntains *supervisor's reference 1ibrary

L Useé,r‘e‘ferenge naterials specifically for the schoo.l
office employse: to_look up epelling, pronunciation,

definition of terms, compoae‘,Ledit and aid in research

HComents:

* .

LA, Perforns logging-in procedures for work reéeived‘in recorded
form ' |

A 0 CONPETENCY: HORD PROCESSING/CORRESPONDENCE SKTLLS (OPITORAL)

B, _Perforus logging-in procedures for hard copy

-in procedures for stored co

36



curren:ly used filing system

- ‘ . STANDARD MR
' - , : : ! o A
LD, Tiles, locates, and retrieves or plays back stored documents | - ' : '
‘ (hagnetic media and typevritten copy) in procedure with the

RATING

. SECONDARY

TR, * INSTR,

LE.

Codes docunents for £{ling by assigning code mumbers'and

LR,

author's nane or num. et according to the system used '

Retains completed magnetic output media for a‘predetermihed
aumber of days '

LG,

Keyboards on magnetic keyboard from recorded media, hard

copy, or stored documents and produces final copy 4s requeateil

LA,

-

Keyboards on magnetic kejboazd variable infornation when pfay-
ing back stored documents '

. I.I,.

LJ,

Proofreads all typed material for accuraCy '

Uses specialized reference natertals for unde ‘standdng of

- operations, procedures, and utilization of a word processing

~ gysten

Commenta:

M

W NR A A

< em

AREA OF COPPTINCT: Y-/ NE BIRATION

I'Al

-

Full Tt Provided by ERIC.

ERIC

Y S pave  drebing Spw

Operates ¢. atandard wanual tyiewriter to perform basic .
office duties .

SRl L SR T——




ST SECOIDARY |

|, mmo, 1, | TSR,

118, Operetee the standard electric typewriter to perforn basie
office dutle. ,

I.C. 'Operetee the selectric ty awriter to perform basic office
duties

| LD, Operates the gelf-correcting typewriter to perform basic
office dutler (Optiomn.:

L.k, Operates the proportional spacing typewriter to perform
basic office duties (optional)

TP, Operates the autometic/power typevriter to perfom basic
office duties (optional) Kind:

L1.G. Operates the 10-key adding mchine to perforn besic office
. dutles

L., Operates the electronic . splay calculator to perforn ‘
basic offlce duties _ |

LI, Operates the electronic printing calculator to perforn
basic office duties B

I.J, Operates the printing calculator to perforn basic office ] ‘
duties (Optional) -

InKo '°m1t'

LL Operates the transcribing machine to perforn basic office
duties E

Aruitoxt provided by Eic:

" ERIC E | . M



—

| A

Lt Participates in supervised work experience training (co=op

Comments:

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

or internship)

Type of buainess, institution, or agency:

Length of time:

1,8, Participates in 2 simulated office program

L e

‘Statements of conpetencies can be graded af either the secondary or post-secondary level,

N

94

| .
length of program: | '
1.0. Participites in co-cufriéular -student organizations
Name of organizations: : \ .
Couments:
- _ ;
— ny et P —— ﬂ
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INDUSTRY REPRESENTATIVES - - \

THE FOLLO' 3 INDUSTRY REPRESENTATIVES WERE INVOLVED by
IN THE DEVELOPMEN. F THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM /
. x\ ./,. |
M. Barbara Vogelsang “ Mr, Rodney Bergen, Per innel " M, W1l Mofgan
Albert Lea A.ViD.I, | Hoorhead High School | Personnel Director
Albert Lea, MV 56007 Box 100 © Lake Avenue gnd ond Street
X Moorhead, MY 56560 . Diluth, M¥ /55802
M, Bob Gross fl Mr, Paul Sanders Ms. Lorraine Hasglund:
Pergonnel Director | Personnel Director ) Educational Sarvice Center
300 Quince Street - 166 West Eroadvay 807 N.E, Broadway '
' Brainerd, M 56401 Winnona, MY 55987 ' ~ Minnespolis, M 55413 .
Mg, Mw Eiden
2055 Bast Larpenter

Yorth St, Paul, MV 55109 |

ERIC
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Dr. Laura J. Burger, Director
¥8. Deena B, Allen, Curriculum
Speciaﬂ'st
Statewide Curriculum Articulation
Project .
. 3554 White Bear Avenue
White Bear Lake, MN 55110 .

| | ~ M8, Connie Xohls, Curriculun -

Specialist -

. Statewide Corriculun Articulation
" Project

Brainerd A.V.1.1,

- 300. Quince Street

Branerd, MV 56401

DRVELOPRS

{ ‘Curri.culum Articulation Project

Mr. Frank 'Muckitiliorn
Jackson A,V.T,I,

410 West Strest
‘Jacksgy, MY 56143

Ms. Judy Stindall
916 AOVOTOI.
White Bear Lake, MN 55110

Mr. Arnold McCarthy

Albert Lea A.V.1.1,

2000 Tech Drive
hlbert Lea, MY 56007
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

_Secr:tarial/clerical personnel wcrk with people. For this-
reason additional competencies in the area of Human Relations
and Personal Development are needed by the student who wishes
to become enployed. People work together ‘when they. have &n~~
understanding of themselves and their co-workers and when’ they
willingly make appropriate adjustments in their own behav- :

ior.

- The STATEMENTS OF COMPETENCY shown in the following section of
‘this task list represent the minimal Human Relationship and
Personal Development gkills needed by graduates of secratarial/ -
clerical programs. It should be recognized that students will
continue to learn about themselves and others through daily ex-

periences they have in their careers.

1
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 HUKAN REATIONS AND PESONAL DEVELORHENT -+

AREA OF COMPETENCY:  COMMUNTCATIONS

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

1. ‘1nteracts‘vefb§11y vith people inycommunicating & message

g, enunclates clearly
b, uses correct grammar and appropriate choice of vords
¢, shows/demonstrates tact
d, responds courteously
e. uses & pleasant speaking tone, rate and volume

2, 'aska, remenbers and uses persons' names in coununicatiﬂé vith people
3. interacts non-verbally vith people in commnicating a mesiage |

8, recognizes the meaning of facial expression “
b, recognizes the meaning of body language
¢, recognizes the meaning of eye contact

- d, recognizes the meaning of hidden messages

B, Listens to and responds to the nessages received from co-vorkezs, supervisors and visitors‘l

1" takes notes when receiving instructions
2. periodically looks at the person who is speaking to obtain visual cues
3. ‘asks for clarification vhen the message is not understood

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

G, Gives directionsvand.reaponds to other people
-1, nakes uge of an understanding of human behavior . E
2, displays an ability to be assertive without being of fensive
3. deals effectively with angry or defensive co-vorkers/custoners
4 recognizes the uniquenses of and differences fn individusls

. AREA OF COMPETENCY: SELF-DEVELOPMENT

bo

A Demonstrates a dispositionj foi continued personal growth and understanding of gelf ‘ 9 9 "

B/ EP 5]



thinks positively sbout hinself/herself and his/her future

does not show off to bolster his/her self-confidence

vaits for what he/she wants

mekes up his/her mind decisively

adnits his/her shortconings

recognizes and builds on his/her strengths without becoming vain

- 8eeks out new vays to develop his/her talents

ha a realistice self-image based upon the way that others Bee hin/her |
has a positive attitude shout self and others

B, Displays personal development for social 1iving

‘handles personal finances
" chooses life style and housing options

8, displays an ability to live and work with others hemoniously
chooses safe and relisble transportation
1dentifies personal biases, nrefudices, and stereotypes

C, Shows enotional maturity

-

AW OO0 3 O LN D L B p—

D. Maintains professional maturity -

1.

AREA OF COMPETENCY: PERSONAL APPEARANCE

€. sets realistic goals based on his/her ebilities

| tolerates frustrations

thinks for himself/herelf

‘15 calm and exerts extra effort to keep on gn even level

tackles unpleasant tasks without self-pity
takes responsibility for his/her own actions
understands his/her role in group dynamics
takes orders without becoming obstinate

1s motivated by a long-range plan, not by whing or desires of each passing week
does not nurse grudges or try to gét even

has clearly defined cereer goals

a. views his/her job professionally, rather than as only a means of obtaining a pey check|

b. sees job satisfaction as part of good mental health

A Malntains good physieal fitness behavior patterns

l."'

. 2,.

- shows good nutrition

gets sufficient sleep

101
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4 gets proper exevcise
4 has annual dentsl and medical check-ups
30 has good posture

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

C.  Selects and wears proper office attire

L, is groomed attractivelK and taatefully
wears cleam, wrinkle free garments

| b. vears flattering colors and garment styles for his/her figure
¢, chooses accessories that are appropriate for work

(1) fads
(2) fashions

ears shoes that are quiet, polished, tastened and {n good repair
shops for clothing that is well constructed 60 that it will last

- Has good personal hygiene habits

1. bathes his/her body regularly

2, uses antiperspirant - , o
3. has clean hair, skin, tecth, nails, aud breath ' '

4, wears clean clothes that have been laundered properly

5. removes hair properly and regularly from selected areas of the body

6. applies cosmetics in a skillful way to emhance features

1. subtly applies body fragrances

AREA OF CONPETENCY: OFFICE ATTITDE | - N

A, hmumemmmmmmédmu¢ammmmmmunmmm~ *." o
. contributes to a tean effort | |

8 requééts and/ot g;veé assistance to other people’
b. handles constructive/non-constructive criticism and profits from it -
¢, declines invitations gracefully

d.  responds cheerfully and gives praise vhe appropriate . :
& i’ supportive and encouraging to co-work». , 1 0 3

CERIC S R HR/2D EOP 53
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A

2, assunes individual job respomsfbility |
. deeln effactivalv with frietion gnd tension within the office

8. co-workers Who don't assume full share of workload
b. moodiriess of co-workers/supervisors
.o ¢, favoritism among staff
d. personal problems which interfere with work ,
e. offensive language or behavior of co-workers, supervisor or customers
£, improper hyglene of co-workers which is of‘ensive to-others
§. angry customers |
h. chronic complainers
{, ,short-tempered co=wotkers, superviaor or self

B, Supports conpeny and employer by |xhibiting professionalism

1, shows loyalty to company

2, follows the company's policies
-3, maintaine confidentiality of company/institutional infomation
4, anticipates needs of supervisor

3, demonstrates cost control

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

6. displays good housekeeping habits

o clems and mefntetns ey T
b, cleans and organizes employer's work area as instructed
¢, makes coffee and keeps coffee area neat and clean

=

1, shows professional “comitnent to his/her employer

a, shows flexibility and willingness to try new approaches

b, 1is'versatile and willing to sdopt his/her behavior to new situations

¢, willingly works overtime to meet scheduled deadlines

d. asserts his/her feeling, needs, and competence in comunicating with his/her employer

1 0 4 : about salary, benefits, and compeny policy . \ 105 '

C.  Shows that he/she is dependsble in the office situation

EKC

Aruitoxt provided by Eic:



.plans and schedules work assignnents euid peio:

b, takes reasonable coffee breaks and lunch breaks. . e
3, has’a good attendance record with sick leave and personal days taken vhen necessary
6. pays attention to detail so that high quality work is maintained consistently

. follows through to completion vork that has been started

- D Shows initiative in gaining professional advancements

I seeks job/self enham seng experiencea

u | & upoates his/her skills and knowledge through formal education, in-house training, and
po informal communication . :
b. participates in professional orgonirstions

2, selects or rejects job promotions based on opportunity, personal goalg, and circum‘ nces

C . 2, examines alternatives and engages in career planning

(1) long tem
(2) short term

| AREA OF coupsrsncv SOCIAL AND. BUSINESS ETIQUE'I'I’E

Displays proper social etiqustte L IR

L etiquette for social functions (e introductiona, teble nanners, common courtesy)

N

o B. TDiaplays proper business etiquette

(|

1. 'converses with oo-workero and ouests ina socislly acceprable nanner, vithin the tine
,constraint of the office situation ‘ -

8 office businesa (noneconfidentisl)
~ b personal business: - ... - N
M o ogoclal'events . ST
b ropics of genersl iritaresr | |
o A ‘uses the infornal comunications netvork (grapevins) within the office in g positive vay

"~ o | - 3 refrains fron contibuting to office gossip -

Lo ey




4. ~addresses superior properly (e.8. ﬁr., Br. , Ms., ‘etc.)

8. formai
b.  non-formal

AREA OF COMPETENCY: JOB SEEKING SKILLS

¢

A. Identifies jobiopp0£tunities for which he/ehe is qualified

1. checks schosl bulletinu board
2. reads newspaper ads
- 3. contacts employment agencies

a. state
/ ' b. private

4. uses personal contacts .
B. Pfepares for job interview

l. writes and types a resume
2. composes and types a letter of application
o 3. contacts a prospective employer ‘
" 4. arrives on time : ,
3. conveys-an optimistic.\outlook and willingness to léarn

C.. Participates in a job interView

1. dresses and grooms himself/herself appropriately
) . 2. obtains job information from perapective employer

8. job requirements ; : e
b. - benefits T
c. environment.

.de. salary P “a
€. . opportunity for advancement ,
£.  company's purpose and fungtion °

D. Follows -up on tfze job 1ntetv1.eq 10 8

1. seﬂds'en acknowledgment letter
2. . makes a phone call =



CONPETEACY REEORD

| | HUMAN RELATIONS AN PERSONAL DEVELOPMEIT |
_ OCCUPATIONAL PROGRAX: , EDUCATIONAL OFFICE PERSONNEL L)Uame Oﬂ Qludent .

f"

H
i
!

This compétency record tells what the student, who s named above, has demonstrated that he o she can

- do, A graduate is one who has demonstrated competent performance of all the tasks designated for this

- ccupational program. This competency record is to e used ag an expension of ‘and/or supplement to the -
traditional report card, Student pefformance can be rated at the secondary and/or f'post' sécondary level, -

!
)

RATING SCALE:

5. Perforuis task(s) with ability that consistently 1 - Ts unable to_perforn task(s).
exceed(s) program minimum standards set for job - C

entry level; very competent, T ~ Demonstrated ability to perforn task(s) at or
. | o | above job entry level by taking a challepge
&'~ Perforns task(s) at job “ntry level; competent, .  test. A4 -
3= Perforns ‘task(s)' with pefiodic assistance, PWPM ~ Actual production words"'per' ninute (PWPH)

obtained by student,

| 2 - Perforns task(s) with constant sssistance, . E | | !
. ! \ ' ' . ' L ' ' ‘ * \

SCROOL(S) ATTEWIED: JBS ATIENDED __ TNSTRUCTOR'S WAKE(S)
. l ' R T ' K

1w e
e . o P T B

Aruitoxt provided by Eic:



| e o connsnnnct- COMMUNTCATIONS

T annan

PROGRA
STAMMARD

SECONDARY

PATING

nanner

" A Demonstrates acceptance of people In a frdendly-business-liks .

[8.- Listens to and responds to the messages received from cos
workers, supervisors and visitors

1€, Glves diractions and respends to other people

Conments:

AREA OF COMPETENCY: SELF-DEVELOPMENT

-

, understanding of self .

{4, Demonstrates a dfsposition for continued personal growth and

B, Displays personal developnent for social living

¢, Shows emotional naturity‘ o 5

D, Maintains:professional maturity

Comments:

i, . .
W L)

hi1

| AREA OF COMPETENCY: PERSONAL APPEARANCE

" A, Maintainst-good nhysical fitness behavior patterns

| B, Shons good visual poise

ki

C. Selects and wears proper offlce. attire g

Q

=sz=2008 personal hygiene habits .




‘LREA OF CONPETENCY: _OFFICE ATFITUDE

A

;&hM%&MHMMM&%MMMMQmﬂmm
" backgrounds, and positioiis

&\B. Supports company and emp..oyer by exhibiting professionalism

1. Shows that he/she i dependable in the office situation

| D. Shows initiative in gaining professional advaneements

:'Comnentst

[

| AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE

| A. Displays proper social etiquette

B. Bisplays proper business etiquette

Connents.

b

AREA OF COMPETENCY: JOB SEEKINé SKILLS

A Identifies_jpb__pportunities for which he/she is qualified

‘B. Ptepares-for ob interview

Parti i'ates in:a'jbb interview_p




| MINDHOM | spconpagy
PROGRAY | o
g STANDARD JRATING | YR,| INSTR,
f— — - ‘
|0, Follovs.up on the job interview L |
: Comments: | | : , Lo e S -

. . , I
Statements of competencies can be graded at either the secondaxy or post-secondary level, - :
. { ]
|
, ’




Mg, Iinda Anderson
Hutehinson A.V.T.I,
~ Hutchinson, M¥ 35350

[3

Mr, Milo Loken

‘Hennepin Technical Cemter North

. 9000 North T7th Avenue

‘Brooklyn Center,, MY H5kk5 |

. Mss Shirléy Buckholz
Minnetonke High School
1830 Highwey 7 .
Minnetonka, MV - 55343

¥s, Marlene Paulcowitz
916 AV 1.1,
3300 Century Avenue

Waite Bear Lake, MV 55110

" Mr, Dave Teske
Hutehinson A.V.1.I
Hutchinson, MN - 5 350
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Developers: Human Relations and Parsonal Development

¥s. Linda Jeffries

 Yoorhead A.V.T.I,

810 Fourth Avenue South

Moorhead, MY 56560

¥s. Mary Ruprecht -

.Word Processing Management

Cononltant
140 West, Myrtle Street
Duluth, MY 55861

Ms., Cneryl Boche ‘
South Washington Co, Schools
Park High -

Cottage Grove, MV 5507

Mr, Frank Starke

Alexandria AV,DI,
Aexandrds, M 56308

Ms. Ann E1linson

" Moorhead A,V,T.I,

. 810 Fourth Avanue South
- Noorhead, MY 56560

s, Willa Campbell °

ISto ClO“d AoVoToIc

Ot Cloud, M0 56301 .-

Ms, Katheryn Simonson
Brainerd AV.II,
¢ 300 Quince Street

Brainerd, Mi 56401

\Mr. Dennis I&ngen
Nexandria AV,1.I,

“Kexandrls, W¥ 56308
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