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CROSS REFERENCE SYSTEM

Taft Lists in the secretarial/clerical area include: office*Vices aid, typist, general
office/typist; recepionist, secretary/non-shorthand, secretary/shorthand, educational office
personnel, medical secretary, legal secretary, administrative aasistant, correspondence specialist,
correspondence supervisor, lnd data entry operitor. All Task 1,1.sts cOntain in add-on list of
human relations/personal development qualities deairable for g aduates seeking seCretarial/clerical
positions.

*

The task ljsts for office services aid, typist, general office/Iypist, receptionist, secretary/non-,.

shorthand,,and secretary/shorthand are referred to as '!GENERAL"secretariai/clerical lists and all
additional lists are referred to as "SPECLALIW lists. .°

o

The * and the numbering system is the key.to cross-referencing for the specialized lists: The
.speialized,lists.are compared to the lista for typist, generaroffice/typist, receptionist, sec-
.retary/non-shorthand,..and secretary/ahorthand. When ther6.is something on the specialized liit
that-is not on the general lists a.* appears. The position of the * indicates the level of

L. change made in the AREA OF. COMPETENCY, The Statement of Competency, or the Task. 'Por example, if,.
the * appears.before the AREA OF COMPETENCY the entire AREA OP COMPETENCY is new. If the *
appears before a Statement or. CompetencY or Taskthen only that Statement or Task is new. If ihe
* appears before a word then only that word is nev or different. It may be necessary to refer to
Imre that one.general task list when comparing staiezPilii,oftompeteney.

The Task List for Data Entry'Operator is not feferenced to the .general lists'because the tasks
are unique in that arearibd'need specialized triining. The Task Lists for Correspondence Specialist
,and CorreePondence Supervisor are not reference4 to the general lists because teaks in these areas
are applied o a word'prOcessinecorresPondence center and.the procedure for completing the tasks
is different-from the,,,t.aak.s in the.general lists. The Task List for Correspondence Supervieor
is cross-referenced an add-on to the COrrespOndenCe Specialist.Task List.



,INDUSTRY RECOMMENDATIONS

SECRETARY ON-SHORTHAND

4

, 0
;

Industry, r presentaiives have lade several suggestions to students who will seek employment

upon completion of this occupational prograi. These suggestions are general in nature and

describe the kind of indiiiddal whoi they wish to hire. A competent worker is one who sat-

isfactorially performsAhe,tasks listed in this document and one who is mature and responsible.

It is important that an employee have a positive alpitude toWard pork and that he/she con-

tinues,to learn on the job. 1: ;

r-

"One way ,an employee continueslo learn is through reading articles ih professional journals

And publications. It is very important for a person in this position to intelligently

communicate with employers,,associates, and the general public.

The employee who is an asset to the business assumes xesponsibility fc4 communications (both

'written and oral) that leave the office., This includes using correct,grammai and punctuation,

spelling words correctly, and proofreading carefully so that neat and accurate corrections

Axe made. Accuracy and confidentiality,are extremely import* in all secretary/clerical

occupations.

iii



411 DESCRIPTION

Secretary /Non-sporthand

A secretary perforMs a. wide wariety 9f office duties:
'and general clricartasks vith the emphasis being
on machine transcription'a,d not requiring the skill
of shorthande

A secretary may perform.duties inithe areas of re ep-
,

tion,. office coordination (incluPng scheduling),
recordkeeping, and taintenance of o?Yice .sUpplies.
Additional verbal responsibilities include.communioa.-
tion, telephone, mail handling, filing, and repro-
graphics. Skill in operating power typewriting equip
mart-"/mag card or memoTy) may be necess1 aryd

A seéretary must have the ability to woik. well with
people and be extremely proficient in the use of

'English, grammar,, spelling, etc. as it applies to
his/her transcription responsibilities.

,.Gradwates of thdOseretarial program find employment
in any size or type Of office.

4'1
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TASK UST

t wee ovt opo. .y a wor ng eon nee o secretor a e or et notructoro and\

industry ripresentativei throughout the state of Minnesota,

The Talk Lilt on the following pages includes the Tasks Ind tho AREAS or COMPETENCY

recommended for 0 graduate of the general secreterial/clericel occupational program,

As you utilize this task list, you will need to continue working'Olth your local,

advisory committee and with other instructors 10 !our geographic area, Judgments

must be see, by you, concerning the amoUnt of time to spend in,teaching %TWA

talks, the conditions surrounding the,performince of each task and tho performence

level for each,tesk that will be acceptable.

o
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Secretary/Noniihorthand

TASK LIST

EA OF COMPETENCY; TYPEWRITTEN COMMUNICATIONS (VERY IMPORTANT)

M.A. Types general business correspondince from: typed rough draft, hand-

written rough draft, verbal instrIction, verbal dictation at the type-

writer, machine,transcription, and information complied ancl composed

44.14_1121244111L.

1. types employer's business and personal letters in several styles

including any of the'following features

a. attention line 4

b. carbon notations

c. company name in closing,

d. enclosure notations

e. listed materials

f. mailing notations

g. multiple page headings

h. postscripts

i. quoted material 1

j. reference initials

k. special closings

1. special-sized stationery

(1) executive size

(2) half size

(3) legal size

m. statistical data in tabular

n. subject line

2, types addresses on envelopes

a. addresses for window envelopes

b. mailing address (including ZIP Code)

c. nime above printed return address

d. return address

e. special notations



n ypes interoffice mooranda

a,' 'plain paPer with approiliate headings

pre4rinted forts

ilt, ;,
,

'III,B.. Typss multipleicoges of general business forts that are pertinent'

to the'spec.ific businesd from: tlped rough draft, handwritten rough

draft, verbal4instrictioni verbal dictation at the typewf.iter, machine

tranScription, and Information Compiled'and Lulibsed qpIaLlypevriter
r ' '

1, typss general business forms, ,

..-,

1 t

a. bills of lsding

b, credit meiorandums

c. financiii repOrts

d. in"strance forms

e. invoices,

f. purchase orders

g; purchase requisitions

b. statements of accOunt

i, voucher checks ,

,-

j, vouchers .

0

0-

III.C. Types misCellaneous material from: typed r ugh draft, handwritten

rough draft, verbal instruction, verha; dic ation at the ty0writer,',

machine transcription, and intormation kom iled and priosed at the

typewriter _,
,

1

1, types miscellaneous material

a. address, file folder, file ftemer labels

b0 index cards

c, form letters, form paragraphs, and fill-in information

d. lists (e.g, mailing)

eo summary of minutes of meetings or conferences

f, telegrams, cablegrams, mailgrams

g. postcards

h, meeting agendas

SNS 4



i. daily work schedules
ttc

j. Manuscripts

k. personnel forms

1. expense reports

m, iopeed-reply lettersland memos
,

n. itineraries'

6., other mattrials p#1r1nent ,to'the lpecific business

e

A

Types reports (carbons may be required) from: .typed rough draft

handwritten rough draft, and machine transcription

1, types repOrts

'a, end-of-month' reports

b. financia1:repOrts

C. 'multiple:134e reports

(1) un4und

(2) 'tdil bound

(3) left bCiund

d, summary'reportt.

e, abstracts
4

f. 'lelil documents (edtra4s, policiis, e
,

g. payroll reports

h, reports nique to the businesi

I.E. Types pr prepares copy lor,reproduction

1, tYpes offset maitep

2. ,typed masters for photo reproduction

'

ULF lypes correspondence recofds, ,reports', forms', and miscellaneous material

.from: tiped 'rough draft, handwritten rough draft, verbal instruction)

verbal dictation at the typewriteri. machine transcription, ahd information.-,

%

SNS 5
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%
/

4 types materials with carbon copies
I

I i
,

I a0 to maiI
I

1

, 6 b, for office files
I

I.G. Proofreads.and makes neat and aCcurate corrections of typed material.

L makes Corrections on

,

a, copies typed with fabric ribbons

b. copies typed with carbon ribhons

c. 'carbon copies '

d, offset masters

AREA 0 COMPETENCY: COMMUNICATIONS COMPOSITION (VERY IMPORTANT)

I,A. Ciimposes business letten under direct supervision

1, mposes business letters under direct,supervision.

a, requesting inforMition and/or serv

expressing appreciatizn

c, supplying information

d, responding to complaints

e, declining a requestT

acknowledging correspondence

g, expressing acceptance

,h0 requeeting payment

I. 'giving confirmation

j, eXpressing condolence

14pItending congratula ions \

I.B. Composei business andoinformational reports under direct supervision:°

I,C, Composes and/or edits,other Materials Under direct supervision

SNS 6
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AREA

1, gives dictation (such as to a correspoaence center)

2, edits letters dictated by others
a

3. edits manuscripts preparepd by others

4. proofreads typewritteo/handwritten copy'(very important1

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

cover letters ,

6, prepares audio and visual materials

7. colletts related materials from several reference sources

(
F COMPETENCY: RECORDS FILING AND/MANAGEMENT

:Miintains the prrently used filing

1, codes. Aocumentstokfiling,

2, adds new folders' 1 ,

3, locates and retrieves documents

4, refiles:documentt that,have beep removea

I

\ entire file folder in drawer

.

5. searches for mi,ssing and misplaced materials

6, tintains records of materials taken out. of2the files

7. pllowi-up on released mgterials

1,3, Revises files to ieerthem current'

a, single pieces in, file folderi

1. folVws employerIS directions for,ret&ntion and dispoial (

2, follws office procedures, for transferring files to inactive files

I,C, Cross refgences documents4and nrenares cross reference materials qk

I.D. Maintains index files

I

IA, Maintains "tickler" files for follow-up responsibilities

I F, Maintgfns personal "work in progress"' file

PO,

19 20*
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Operates micro-reproducing equipment (Optional)

I,H, Selects materials for micro-reproducing (Optional)

I 11 J11

Determines recordkeeping needs and sugges,ts a filing system
11

Establishes and sets up af1ling system

1, requisitions necessary equipment and supplies

2, ,prepares folders and guides

3. piles doCuments

ARiA OF COMPiTENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY IMPORTANT)

,

ILL Screens persons who, enter the office

1. screens visitors in compliance with compsny/institutiOn security

pkicy

21. makes visitors comfortable

3. gives appropriate information to'visitors or answers questions

about vhere needed,information can be obtained

4, escorts visitors to propriate office area'

51 makes'introductions

6, delivers oral'or writtenlessages 'from viaifors.to proper persons.

7, handles business dards '"

8, providei company services.within the scope of his/her.authority

9. arranges fdt mitside services such as'taxi or limousine

I.E. Managstappointment information

IF
;

1, schedules appointments

2, records appointments and keeps appointment book current

3, reminds persons of appointments

4, records cancellations and "no shows"

5. maintains guest book

4



AREA'OF'COMPETENCY OFHCE FUNCTIONS

LA, Keeps the reception area in order

I.B. Operates int com system

I.C. Maintains a bulletin board of announcements, news, etc.,

I.D. Maintaits employee information directory

I.E. Writes/prints legibly

\O AREA OF COMPEINCY: OFFICE EQUIPMENT

II,A, Maintains office equipment,

1, changes equipment ribbons

2, cleans office equipment

3, retommends service.on equipment

4. handles service calls on equipment

handles,routine maintenance of ejipment
r

6. makes minor repairs on office equipment

II,B, Selects and keeps equipment current

1, prepares requisitions for equipment f

2, maintains records at equipment inventorA

determines requirelpnts for equipment

9,$

AREA OF COMPETENCY: OM (IMPORTANT)

;It

Maintains and kea tp1to_da te ,personal and office inventory of supplies

4

1, determines requirements for personal and office supplies

23
SNS 9
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1

prepareS requisitions or nquests

maintains and checks inventArv rpcnrel9 tr.; ,1,termine if minimum'quantities

are onband 1

4, orders and obtains supplies as needed from suppliers

5, checks incoming sugplies with packing slip or invoice

6. unpacks and stores incoming supplies

7, maintains suppliers contact file

8. distribUtes and controls office supNies

9. prepares purchase orders

10, authorizes ordering of supplies

7
1

AREA, OF, COMPETENCY:, MEETING/TRAVEL .ARRANGEMENTS TVERY' IMPORfANT)

I.A Makes, trayel arrangemuts

1. plans a schedule usirtg

a. travel agency

b. plintled schedules from transportation companies

c. travel department within company

2, composes, types, and mails lOters of reservation

:3. purchases and/or prepares tickets

4, prepares materills for employer's briefcase

5, irepareritineriry

6. makes and corifirmspansportation reservations

7; makes and confirms hotel and motel resprvatitns,

8. ohtains necessary travel funds

9. compiles and types expense reports

10. maintains telephone and mail digest for absent eloyer

I.B. Schedules meetings and/or conferences

111

1. contacts spaakers

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

/3. schedules meeting times

sends confirmation notes as reminders of meetings

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

6. reserves meeting room and &ranges for refreshments US 10 '

26



7. Prepares and inspects meeting room for arrangements an60e4Uipment

8. processes registration for conference participants

9, assembles needed materials for use during Meetings

. 10. prepares agenda for meetings

11, attends-meeting and reads minutes

,4 12, attends meeting and takes minutes

13, distributes ihe.typed minutes in person or by mail

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

Answers incoming telephone calls

1, uses single line

2, uses multiple line

3. transfers 4;18 to correct department or person

4, screens incoming calls

/5/. answers inquiries posed by telephone callers

6, records telephonelesssges (date and t.r1,3)

7, requests complete information to make return calls

8, delivers telephone messages promptly

I.B. Places outgoing telephone calls

1, places local callv

.2
places long distance calls

a. direct,distance.dial (ddd)

b, person-to-perso

c, station-to-station

d, collect

e, credit card

3, places cills uding specialized telephone services

a. conference calls

b, overseas long.distance calls

c. telephone facslmi1e equipment 4

d, specialized long.distancitnetworks, stdas WATS

27 SNS 11



I.C. Places outgoing and receives incoming cal s using specialized telephone

I:D.

equipment

1. operates speakerphone

2. operates picture phone (optional)

uses bell-boy service'*pager service)

uses carcl dialers

5, operates after hours message recorder

contacts mobile phone

Finds needed information by using th telephone directory

1. uses the white pages

2. uses the yellow pages

ME. Maintains internal telephone records and checks them against billing

1. keeps list of frequently called numbers current

2. records'long distance calls made

3. reminds employer to return calli ,

4. checks bill fromAelephOne company with record of long' distance callb made

I.F. -omit-

AREA OF COMPETENr: MAIL (VERY IMPORTANT)

Receivesland processes itcoming mail

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

.2. sorts unopened incoming mail for delivery to departments or

individuals

a., business

b. personal

3. mends torn or damaged mail

4. prepares and attaches a routing slip

5. delivers incoming mail to proper persons or departments

6. makes notation in mail register

SNS 12
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7., signs for packages received from shippers or UPS

8 Jays fpr packages received COD

9, determines disposition Of inadequately addressed mail

10, Wini incoming business,mail, sorts contents, checks enclosures,

time/date stamps :

11, ittachei pertinent information to incoming mail

12. makes filing notations ind/or calendar notations

Prepares Outgoing mail

1. collOts mail from, other offices or departments (optional)

2. folds)and stuffs eiVelopes for mailing

3. addie!ses envelopes for mass mailings

4. decil'es on least expensive and/or mog slesirable methdd of communication

or delivery `J

5, processes outgoing letters and packages requiring special handling and/or

special rates

6. processes bulk mailings

7. prepares and sonde telegrams, cablegrams, or mailgraml

8, prepares, updates, and checks mailing lists

9., operates a postage meter

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

11, takes postage meter to post'office to be refilled (optional)

12. operates a postage scale to determine correct postage

13. attaches correct postage

14. wraps packages for mailing

15. writes zip codes on incoming or outgoing mail

16. files return recolts from registered or certified mail

17, insures, mail

18. registers mail

AREA OF COMPETENCY: REPROORAPHIC SERVICES (IMPORTANT)

11.A. jgagjaisjuaix creates needed copies,

I. operates duplicating equipment

.SNS 13



a. offset

b. copier

2. collates materials

a. manually

b. by machine.

3. binds materials

a. manually

b. by muiane

folds.pages

a. manttplly

b. by machine
A

5. probfreads to insure accuracy

I.B. Makes decisions about reprographic needs

1. decides what materials need to be copied

2. decides on the least expensive and/or most desirable method to

duplicate materials ,

3. makes arrangements to have materials duplicated

AREA OF COMPETENCY; NRIMERICAI DATA OF 10 PAYRCIll OR'AMUNTING

DEPARNENT EXISM

I.A. Maintains a petty cash fund (Optional)

1. obtains.checks to establish or replenighletty cash fund

2. makes payments from petty cash

3. prepares vouchers for money taken out or received

4. records petty cash eritries in a journal or check register

5, prepares petty cash reports

SNS 14
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I.B. Maintains a pegboard accounting system as needed for specific business

(e.g. payroll, cash receipts)

I.C. Prepares payroll

1, distributes W.4 Forms to new employees

2, maintains personnel records

3t prepares time cards for employees

4, computes payroll

time worked

(1) timeclock

f (2) handwritten 'records

5, computes city, state, or federal taxes using printed tax tables

6. records time, earnings, etc., on employee's earnings record

7. prepares payroll checks

8. distributes:payroll checks

9. coignes payroll information to prepare employer's quarterly and

annual tax farms

10. preparea and mails payroll tax reports

11. prepares and mails/distribut end of year reports (W.2 Forms)

12, .keeps records oNacation t

13, keeps personnel records o! leave

I.D. Maintains checking account

1, prepares receipts for.incomin cash

2, endorses incoming chec.ks for deposit

3, prepares bad deposits from:incoming ,cash

4. enters amount'of deposit'in checkbook

5. enters deposits in journali.or check register

6. takes depoaits to bank according to accepted procedure

7, prepares checks'

8, uses checkprotector

9. enters ciecks written intjournal or check register

10( reconciles bank statements

11, files cancelled checks

12, signs a check signature card to sign nhacks

SNS 15



13. signs checks (optional)

14, purchases special checks from the bank

a. certified

b. bank drafts

c. money orders

I.E. Handles payment of bills and statemetti

1, checks accuracy o,f,source documents

2.1 verifies items and checks accuracy and figures on statements

3, calculates discounts

4, prepares checks

5, records on the invoices or statements the date paid, check number,

initials

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

7. fi1e8 invoices/statements marked paid

I,F, Maintains accounts receivable records

1. calculates accounts receivable from source documents to keep customer

ledgercards curent

2, prepares billing for accounts receivable

a, makes a copy of the bill

b, mails the 111

31 prepares list of deliAquent accounts

I.G. Maintains accounts Noble records,

1, calculates accounts payable from source documents to keep accounts

payable records current,

2. records payments

Maintains journals

1, prepares purchase orders, invoices, V6uchers, receipts or other source

documents to record in journals

2, records data in journals for financial Statements

3, prepares periodic trial balancer the boois

*
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III. 'Keeps necessary records for the business

1. records promissory notes and drafts

2. records maturity dates

3. records insurance

4. records taxes

AREA OF COMPETENCY, DATA PROCESSING (\TRY IMPORTANT)

I.A. Codes forme for data entry

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

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

I.D. Operates CRT display screen to check for accuracy or terification of
,

information (Optional)

AREA ÔF COMPETENCY: REFERENCE MATERIALS (VERY IMPORTANT)

III.A. Uses general reference materialeto look np spelling, pronunciation,

definition of terms, compose, edit, and aid in research

1. uses general reference materials

a. office or company's procedures manuals

b. dictionary

\c. telephone directory and yellow pages

d. quick reference wbrds manual

e. thesaurus

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

g. city directory

h. postal manual

ZIP Code directory

j. secretary's reference manual

k. company files

1, past records

m, word division'manual

n. equipment operator manual

o. libraty

SKS 17



I.B. Maintains a reference library .

AREA OF COMPETENCY: MACHINE OPERATIONS (VERY IMPORTANT)

LA. Operates the standard manual typewriter to perform basic office duties

Operates the standard electric typewriter to perform basic office duties

I.C. Operates the selectric typewriter to perform basic office duties

IeD. Operates the.self-correcting typewriter to perform basic office, duties (Optional)

I.E. Operates the proportional spacing typewriter to perform basic office duties (Uptional)

LP. Opefates the automatic/power typewriter to perform basic office duties

,Kind:

.G. Operates thi 10-key adding machine to perform basilkoffice duties

I.H. Operates the electronic display calculator to peilorm basic office duties

LI. Operates the electronic printing calculator to perform basic office duties

Operates the printing calculator to perform basic office dutieslOptional

I.K. Operates,the f91-key adding.ilichine to perform basic office duties. (Optional)

I.L., Operates the transCribing machine to perform basic offiCe duties

1°

AREA.Cf COMPETENCY: sums WORK EXIMENCE, OFFICE SIMULATION,

STUbENT ORCIANIZATINS *MOM

I.A. Participates in supervised work experience training to-op o'r internship)

Partitipates in a simulated office program

I C. Par4Cipates in to-curricular student organizations

41

tle

,
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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 gradin scale
is shown on the COMPETENCY RECORD. The.COMPETENCY CORD
on the following pagestincludes ALL the AREAS OF COM ETENCY
recommended for a graduate of the Secretary /Non-shorthand
Occupational Program.

SNS 19



COMPETENCY:,RECORD,,

4CDPATIONAL PROGRAM: Secretary/Non.Sh.orthand Jaw o %dolt

This competen0 record tells what the student, who is named above, has demonstrated that he or she can
do. 'A graduate is one who has demonstrated

competent performance of all the tasks designated for this'
occupational program. This competency record is to be used as an expansion of 'and/or

supplement to the
traditional report card. Student performance .can he rated at the secondary and/or post secondary level.

RATING SCALE:

5 - Performs task(s) with ability that consistently

exceedts) progrsm minimum standards set for job

entry level; very competent.

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

3 - Performs task(s) with periodic assistance.

2 - Performs task(s) with constant assistance.

a

(//1 - Is unable to perform task(s).

T - Demonstrated ability to perform task(s) at or

above job entry level by taking a challepge

test.

PWPM - Actual production words per minute (PWPM)

obtained by student.

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



MINIMUM

PROGRAM

STANDARD

.

_

SECONDARY

RATING YR, INSTR,

..lommon..........

. POST

RATING

iECONDARY

YR,

,

INTRI

........................

AREA OF COMPETENCY: TYPERITIEN COMMUNICATIONS (VERY IMPORTANT)

.

,

.

III.A. Types general business correcpondence from: .typed

rough draft, handwritten rough draft, verbal instruction,

verbal dictation at the typewriter, machine transcription,

and information compiled and composed at the typewriter.
,

I

*

.

.

.

.

.

III,B. Types multiple copies of general business forms that

are pertinent to the specific business from: typed.

rough draft, verbal 'instruction, verbal dictation

at the typewriter, machine transcription, and inform-

ation compiled and composed at the typewriter

,

,

_

,

.

...

,

,

_.

. .

III.C. Types miscellanious material from: typed rough draft,11

handwritten rough draft, verbal instruction; verbal

dictation at the typewriter, machine transcription,

ihd information compiled and composed at the type-

writer

.

*

.

,

.

.._

II.D. Types reports (carbons may be required) from: typed A,

rough draft, handwritten rough dfaft, and machine j
transcription

_

*

.... ,

,

1

.

I.E. Types or prepares copy for reproductfon

. . ,

..

,

i

III.F. Types correspondence,'records,\,reports, forms, and

miscellaneous material from: typed rough, draft,

handwritten rough draft, verbal instruction, verbal

dictation at the typewriter, machine transcription

and information compiled and composed at the typewriter

with carbon copies

*
i

)

,

.

46 SNS 21. 47



I I

.
a

.

.

,

MINIMUM

PROGRAM

STANDAR)

SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR;

I.G. Proofreads and makes neat and aCcurate corrections

of typed material

f ,

*

Comments ogh draft pwpm (_iwpm minimum standard) for minutes ( minutes)

( minutes)
1,

,

Machine transcription _____pwpm (_tiwpm minimum standad) for 4. mi?utes

/

AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (VERY IMPORTANT) .

LA. Composes business letters under direct supervision

,z.
.

I,B. Composes business and informational reports Ander

direct supervision

I.C. Compotes and/or edits other materials under direct

supervision

0

,

,

Comments:

0 s
l

.

o

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

. .
. ,

,t?

i

ILA, Maintains the currently used filing system

,

48
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,

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR,

I.B. Revises files to keep them current
r

.

.

I.C. Cross-referehces documents and prepares cross-

reference materials

I.D. Maintains index files ,

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

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

I.G. Operatesimicro-reproducing equipment (Optional)

I.H.- Selects materials for micro-reproducing (Optional)
t

I.I. Determines recordkeeping needs and suggests a filing

system

,

,

I.J. Establishes and sets up a filing system

k

Comments:
.

1

.
,

,

50
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0..........

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR,

AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY

' P IMPORTANT)
,

1

.

,Screent persons who
,

enter the office
,

64
r

.4

,./.B. Manages appAntm'ent information
4 t°, . ,Je

,
.

Comments:

.

,.... .

%

.
.

AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A. Keeps the reception area in order
, 0

,

I.B. Operates intercom system

,

,

I.C. Maintains a bulletin board of announcements, news, etc.

I.D. Maintains employee information directory

0

,.,

I.E. Writes/prints legibly

_

Comments:

...

SNS 24.



.

.

Imm.....0.............,

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR,

AREA OF COMPiTENCY: OFFICE EQUIPMENT

,

II.A. Maintains office equipment

0. "Selects and keeps equipment current

_

Comments:
.

,

.

.

.

,

.

AR4 OF COMPETENCY: OFFICE SUPPLIES (IMPORTANT)
.,

.

III.A. Maintains and keeps up to date personal and office

inventory of supplies

.

.

,

Comments:

,

.

,

AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS (VERY IMPORTANT)
. ,

,.

I A, ,Makes travel arrangements

1
, r

q.

A

t

.__ --

I,B, Schedules meetings and/or conferences

e

51
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I

4

.

MINIMUM

PROGRAM

STANDARD

SECONDARY

R.O.TING 014 'INSTR.

' POST

RATING

SECONDARY

YR,

AI

INSTR,

Comments:
.

....4,

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

,

1=...1....I.NOMMY.I=WIm

I.A. Answers incoming telephone calls
.

.

I.B. Places outgoing talephone calls

.

.

-,

I.C. Places outgoing and receives incoming calls wang ,

specialized telephone equipment

......

. ,

r

I.D. Finds needed information by using the telephone

directory

,

,i

II.E. Maintains internal telephone records and Checks them'

against lilling

..

..... _
,

-Omit-

,_,

Comments:

,

,

AREA OF COMPETENCY; MAIL (VERY IMPORTANT)

1

II.A. Receives and processes incoming mail
. ,

.

.
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1

,

MINIMUM

PROtRAM

STANDARD

' SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR

Prepares outgoing mail

Comments:
.

.

44.PEA OF COMPETENCY: REPROpAPHIC SERVICES (IMPORTANT

,

II.A. , Supervises and/or creates needed copies
.

i

I.B. Makes decisions about reprographic.needs

,

,

.

Comments: .
1

.

4.

AREA OF COMPETENCY: NUMERICAL DATA (IF NO PAYROLL OR

ACCOUNTING DERMOT EXISTS)
.

\

1

,

LA. Maintains a petty cash fund (Optional)

4

I.B. Maintains a pegboard accounting system as needed for

specific business (e.g. payroll, cash reciipts)

,

,

I,C, Prepares payroli

,

,

1.0. Maintains'checking account .

,

,

59



I I

.

,

MINIMUM

PROGRAM

STANDARD

Homy

RATING YR, INSTR,

POST

RATING

SECONDARY

YR,

AMP

INSTR

I.E. Handles payment of bills and statements

,

II, Maintains accounts receivable records
,

,

. . .

.

,

I.O. Maintains acc6unts payable records

,

.

.

I.H. Maintaiis journals

,

..... _

LI, Keeps necessary recoids for the business

...

,

.

.

amments:

.

.

1

.

#

AREA OF COMPETENCY: DATA PROCESSING (VERY IMPORTANT)

,

.

/.A. Coda forme for data entry
,

I,11, Reads computer printouts to obtain information to prepare

required reports

,

,

.

I,C. Checks source documents against computer printouts for

accuracy

I,D, Operates CRT display screen to check for accuracy or

verification of information (optional)

,

0

IT
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$

.

'

MINIMUM

PROGRAM

,

STANDARD

SECONDARY

RATING YR, INSTR,

POSTSECONDARY

RATING YR INSTR,

Comments:
.

,

,

AREA OF COMPETENCY: REFERENCE MATERIALS (VERY IMPORTANT)

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

pronunciation, definition of terms, compose, edit,

and aid in research

.I.B Maintains a reference library

.

ow ents:

,
.

1

,

i

.

)1

AREA OF COMPETENCY: MACHINE OPERATION (VERY IMPORTANT)
,

I,A, Operates the standard manual typewriter to perform basic

office duties
,

.

.(

I,B. Operates the standard eirctric typewriter to perform .

,

, basic office duties :

I.C. Operates the selectric typewriter to perform basic

office duties

,

SNS. 29
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.

.

,

MINIMUM

PROGRAM

STANDARD

.

SECONDARY

RATING YR, tNSTRI

POST

RATING

SECONDARY

YR INSTR

I.D. Operates the self-correcting typewriter to plpform

basic office dutie f.tional

I.E. Operates the proportional spacing typewriter to

_perform basic officepties (Optional)

LP. Operates the automatic/power typewriter to perform

basic office duties (Optional) Kind:

I.G. Operateuthe 10-key adding machine to perform basic

office duties

,

I.H. Operates the electronic display calculator to perform

basic office duties

,

I.I. Operates the electronic printing calculator to perform .

basic office duties

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

. duties (Optional)

,

I.K. Operates the full-key adding machine to perform basic

office duties (Optional)

,

.

J.L. Operates the transcribing machine to perform basic

office duties

Comments:

64

4
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1 o 7 .

.

MINIMUM

PROGRAM

STAFDARD

SECONDARY

RATING 'YR, INSTR,

POST

RATING

SECONDARY

YR INSTR,

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE

SIMULATION, STUDENT ORGANIZATIONS 'OPTIONAL)
........._

I.A. Participates in supervised work experience training

(co-op or internship). ' ,

.

I.B.PartesinasinLEIulatedoffiCeroram
,

I.0 Participates in co-curricular student organizations

. ,

Comments:
V

.

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

66
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INDUSTRY REPRESENTATIVE$

THE FOLLOWING INDUSTRY liEPRESENTATIVES WERE INVOLVED

IN THE DEVELOPMENT OF THE TASK LIST FoR THIS OCCUPATIONAL PROGRAM

Mrs. Arlene O'Malley

3M Company

22-14C

3M Center

St. Paul, MN 55101

Ma. Marilyn Grieg

1945 Oakdale

Apartment 117

West St. Paul, MN 55118

Ms. Nell Ingles

Univac Plant 8

3333 Pilot KNOB

Eagan, MN 55121

Mr. H. B. Eichinger

S.B. Foot - Kenning Bench Street

Red Wing, MN 55066

Ma, Mary Ruprecht

140 West Myrtle Street

55811

Ms. Cheri Hopkins

3601 -16t11. Avenue Sout.

Minneapolis, MN 55407

'1. Kathleen Aubert

Ms. Jankraus

St. Paul Companiea/

385 Washington

St. Paul, MN 55102

MS. Ann Thomas

Northwestern Bell Telephone

4o8 St. Peter

Suite 100

St. Paul, MN 55102.

Ms. Barbara Mark

Olsten's Temporary Service

173 Metro Square Building

St. Paul,,MN 55101

Ms. Vicki St.,Ores

American Hoist and Derick

Cfrporation Division

63 ,;touth Robert

St. Paul, MN 55107

Ms, Mary Challenger

First Nationallank of

Minneapolis

120 South 6th Street

Minneapolis, MN 55402

Ms. Phylis Ward

Office Manager

Willmar AYTI

Box 1097

Willmar, MN 56201
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Dr. Laura J. Burger, Director

Ms. Deena B. Allen, Curriculum

Specialist

Statewide Curriculum Articulation

Project

3554 White Beat Avenue

White Bear Lake, MN 55110

Ms. Connie Kohls, Curriculum

Specialist

Statewide Curriculum Articulation

Project

Brainerd A.V.T.I.

300 Quince Street

Brainerd, MN 56401

Muriel Copp

Red Wing A.V.T.I.

Red Wing, MN 55066

)70

DEVELOPEiS

Curriculum Articulation Project

Lois.Johnson'

Dakota County A.V.T.I.

P.O. Drawer K

Rosemount, MN 55068

Judy klelson

Tech High

12th Avenue and 7th Street So.,,

St. Cloud, MN. 56301

Willa Campbell

St.,Cloud A.V.T.I.

1601 Nilth Avenue

St. Cloud, MN 56301

Doris Duray

Red Wing Sr. High

525 East Avenue

Red Wing, MN 55066

-continued-

Ray Stapleton
.

44th Avenue and 4th Street

Penfield High School

Duluth, MN, 65807°

Sue Carlson
"

Runestone Cooperative Center

511 Hawthprne Street'

Alexandria, MN 56308

Sue Thompson

Simley High School

2920 East 80th Street

Inver Grove Heights, MN 55075

Frank Jordon

. Richfield Sr. High

8100 Harriet South

Richfield, MN
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Cheryl Boche

So. Washington Co. Schools

Park High

8040 80th Street South

Co4age Grove, MN 55016

Eva Bova

St. Cloud A.V.T.I.

MN 56301

72

-DEVELOPERS continued-,

Sylvia Lee

Hennepin Technical Cente,

North Campus

9000 North 77th venue

Brooklyn Center, MN 55445

Richard Olson

Granite Falls A.V.T.I.

Granite Falls, MN 56241

Dorothy,Hansen

Hennepin Tectnical Center

9200 Flying el,oud Drive

South Canpus

Eden Prairie, MN 55343

SNS 34,
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Secretarial/clerical personnel work with people. For this
reason additional comietencies in the area of Human Relations
and Personal Development are needed by the student who wishes
to become employed. People work together when they have am
understanding of themselves and their co-workers and when they
willingly make appropriate adjustments in their 'Own behav-
io4.

The STATEMENTS OF COMPETENCY shown in the following section of,,
this task list represent the minimal Human Relationship and
Personal Development skills needed by graduates of secretarial/

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.
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HUMAN RELATIONS AND TERSONAL DEVEL

AREA OF COMPETENCY: COMMUNICATIONS

A. Demonstratei acceptande of people in a friendly business-like manner

1. interacts verbally with people in communicating a message ,

0

a. .enunciates clearly

b. uses correct grammar and appropriate choice of words

c. shows/demonstrates tact

d. responds courteously

e. uses a pleasant speaking tone, rate and volume

2. asks, remembers and uses persons' names in communicating with people

3.: interacts non-verbally with people in communicating a message

. recognizes, the meaning of facial expression

b.:recognizes the meaning of bqdy language

t,.recognizes the meaning of eye contact

d. recognizes the meaning of hidden messages

B. Listens to and responds to the messages received from,to-workers, supervisors and visitors

1. takes notes when receiving instructions

2. periodically looks at the person who iS speaking tb'jbtain visual cues

3. asks for clarification when the message is not understood

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

C. Gives directions and responds to other people

1. makes use of an understanding of human behavior

2. displays an ability to be assertive without being offensive

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

4. recognizes,theuniqueness of and differences in individuals

AREA OF COMPETENCY: SELF-DEVELOMENT

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

76
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1. thinks positively about himself/herself and his/her future

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

3. waits for what he/ghe wants

4. makes'up his/her mind decisively

5. admits his/her shortcomings ,

6. recognizes and builds on his/her strengths without becoming vain

7. seeks out new ways to develop his/her talents

8. has a realistice self-image based upon the way that others see him/her

9. has a positive attitude about self and others

B. Displayi personal development for social living

1. handles personal finances

2. chooses life style and housing options

a. displays an ability to live and work with others harmoniously'

3. chooses safe and reliable transportation

4. identifies personal biases, prejudices, and stereotypes

C. Shows emotional maturity

1. tolerates frustrations

2. thinks for himself/herself

3. is calm and exerts extra effort to keep on an even level

4. tackles unpleasant. tasks without self-pity

5. takes responsibility for his/her own actions

6. 1ihderstande hiS/her role in gtoup dynamics

7. takes orders without becoming obstinate

8. is motivated by a lopg-range plan, not by whims or desires of each passing week

9. does not nurse grudges or try to get even .0

D. Maintains professional maturity

1, has clearly defined career goals.

a, views his/her jib professionally, rather than as only a means of obtaining a pay check

b. sees job satisfaction as part of good mental health

c. sets realistic goals based on his/her abilities

AREA OF COMPETENCY PERSONAL APPEARANCE

A. Maintains good physical fitness behavior patterns

1. gets sufficient sleep

2. shows good nutrition

;I: /PD SNS 37



79

3: gets proper exercise 1

4. has annual dental and medical check-ups

5. has good posture

B. Shows good visual poise

1. ,demonstrates an appropriate method of standing, walking, sitting, bending and lifting

Selects and wears proper office attire

1. is groomed attractively and tastefully

wears clean, wrinkle free garments

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

c. chooses accessories that are appropriate for work

d.

e.

f.

g.

(1) fads

(2) fashions

coordinates colors of garments and accessories worn together

plans a wardrobe'for a limited budget

wears shoes that ate quiet, polished, fastened and n good repair

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

D. Has good personal hygiene habits

1. bathes his/her body regularly

2. uses antiperspirant

3. has clean hair, skin, teeth, nails, and 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 enhance features

7. subtly applies body fragrances

AREA OF COMPETENCY: OFFICE ATTITUDE

A. Relates to male and female co-workers of all ages, skills, backgrounds, and positions

1. contribu;ps to a team. effort

a.

b.

c.

d,

e1

requests and/or gives assistance to other people

handles constructive/non-constructive criticism and profits from it

declines invitations gracefully .

responds cheerfully and gives praise when appropriate

is supPortive and encouraging to co-workers

BO
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C.

ee2. assumes individual job responsibility

3, deals effectively with friction and tension within the office

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

'b. 'moodiness of'co7vorkare/supervisors

4. favoritism among staff

d. personal problems which interfere with work
)

e. offensive ltngnage or behavior of co-workeri, supervisor or customers

improper hygiene of co-workers which iS °pensive to others ,

g. angry customers ,

h. chronic complainers

i. short-tempered Co-workers, supervisor or self
.

)

Supports company and employer by exhibiting professionalism

1. shows loyalty,to company

2, follows the company's policies

3. maintains confidentiality of company/iOtitutionai information

4, anticipates needs of supervisor

5, demonstrates cost control 12

. conserve supplies

use time efficiently

. develop and improve personal work metheks and procedures

;,1

displais good housekeeping habits

a. cleans,and maintains work area'

b. cleans and organizes employer's work area An instructed

c. lakes coffee and keeps coffee area teat and clean

7. shows professional coitment to his/her,employer,

a. shows flexibility and willingness'to try new approaches

b; It Ntriafile and wil11g to eqopt his/her behavior,to new situations

c, willingly.works overpime tO. meet scheduled deadlines, .

d1 asserts his/her feeling; needs-, and convetence in communicating with'his/hir

about salad,.benefirs, and cOmpany policy

Shows that he/she is dependable in the Off* sit** .
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1, has work habits hat ingt work being accomplished on time and correctly

2. 'arrives at wor n time* 'maintains scheduled working hours

3, .plans and schedules woTkYassignmenis and priorities

4i takes reasonable coffee ,bieaks and Itnch breaks

5, has a good attendance reenrd with sick leave and parsonal days taken when necessary

6. pays attention to detail::go that high quality work'is maintained conaisten0.y

follows through to comgetion work that has been started

D. Shows initiative in gaining profesSional advancemnts

10

1. seeks job/self enhancemint experiences

updates his/het'Oills and knowledge through formal education, in-house training, and

informal communiation

a,

b. participates ill'jrofessional organizations

selects or rejectsljob promotions based on opportunity, personal goals, and circumstances

I q

a. examines alternatives and engages in career planning

(1) long ;arm

(2) short term ,

AREA OF COMPETENCY: SOCIAL AND BusIws ETIQUETIE

Displays proper 'social etiquette

"
1. etiquette for social functions (e.g.introduetions, table manners, commpn courtesy)

Displays proper business etiquette

1. converses with eo-workersand guests in a socially acceptable manner, wiOin the time /

constraint of the office situation

a. office bikness (non-coniidentiaI)

b. personal business

pcial events

d. topics pf general interest

uses the informal communicathns ne*rk (grapevine) within the office in a positive way.

,

refrains from contibuting to office gossip

84
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4. addresses superior, properly (e.g. Mr. , Dr., Ms., etc4

a. formal
b. non-fotmal

AREA OF COMPETENCY: JOB SEEKING SKILLS

re"

44400,fiis jolp opportunities for which 406/she is qualified'

jchecks school bulletin board', ./

2. reads newS0aper-ads.

3.. ' contacts,edployment agencies:

11... state
B. private

4. uses personal crntacts

B. Prepares for job interview

1. writes and types a resume
2. composes and types a letter of application
3. contacts a prospective employer
4. arrives on time
5. conveys an optimistic outflook and willingness to learn

C. Participates in a job interview

1. "dresses'and grOoms himself/herself appropriately
2. obtains job information fram perspective employer

ao job requirepents
b- benefits
c. 4environment
4. salary
e. opporttaliy for advancement

company's pvrpoie and function

PD. Follows-up on the job interview

1. sends an acknowledgment letter
2. makes a phone call
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COMPETENCY RECORD
RELATIONS AND 'PERSONAL DEVELOPMENT

OCCUPATIONAL PROGRAM: Secretary/Nonaorthand jaw o tudat
u

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

competent performance of all the tasks designatet for this
occupational program. This competency record is to be used as an expansion of and/or supplema t to the
traditional report card. Student performance can be rated at the secondary and/or post second level,

RATIF SCALE:

5 - Performs task(s) withibility that consistently

exceed(s) program minimum standards set for job

entry level; very competent.

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

3 - Perforq'task(s) with periodic assistance.

Performs task(s) with constant assistance.

1 -

T

Is unable to perform task(s):k

Demonstrated ability to perform task(s) at or

above job entry level by,taking a.challenge

test.

PWPM - Actual production words per minute (?,

obtained by student.,

86

LSCHOOL(S) ATTENDED: DATES ATTENDED 7STRUCTORLR NAME

Aol
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MINDO SECONDARY POST SECONDARY

PROGRAM

STZDARD RATING YR INSTR RATING YR

AREA OF COMPETENCY: COMMUNICATIONS

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

manner

B. Listens to and responds to the messages reteived from co-.

eworkars, supervisors and visitors

C. Gives directions and responds to other people

1

Comments:

AREA OF COMPETENCY: SELF-DEVELOPMENT
,

A. Demonstrates a dispoSition for contittued personal growth and

understandinrq self

.

.

B1/4 Displays personal develOp6nt for social living

.

: 1

N i

C. Shows emotional maturity ,, ....

.

,

,

D. Maintains professionil maturit 4,

.

.

.4

Comment%

AREA OF COMPET4CY: PERSONAL APPEARANCE

A ' liOntains good _physical fitness behavjor patterns

, Shows good visual poise

Pdb

Selects and wears ro er office attire;

. Rood personal huitighabitsli
.

=
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MINIMUM

PROGRAM

STANIARD

,Comments:

SECONDARY

RATING YR I S

POST SECONDARY

ti

,

AREA OF COMPETENCY: OFFICE ATTITUDE

A. . Relates to male and female co-workers of all ages, skills,

backgrounds, and positions

B.

,

Supports company and employer by exhibiting p ofessionalism
t\ .

,

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

,

Shows initiative in :ainin: .rofessional advancements
.

Comments:

AREA OF.COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE

A. Dis ro er social et1uette

B. Displays proper busiless etiquette

Comments:

90

4.; .

AREA OF COMPETENCY: JOB SEEKING SKILLS

Identifies job opportunities for which he/she is qualified

Prepav for lob interview 'Y
91

C. Partici ates in a .ob interview



PROGRAM

STANDARD

SECONDARY

RATTg YR INSTR,

POST SECONDARY

RATING YR, INSTR,

92

Follows-9 on the oh interview

Comments:

EStatements of competencies c bi,graded at either tEe secondary or'post -secondary leveL

\
r
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Developers: Human Relations and Pelisonal DevelopMent

4)/ .

Ma, Linda Anderson

Hutchinson A.V.T.I.

Hutchinson, MN 55350

Mr,,Milo Loken

Hennepin Technical Center North

9060 North 77th Aven2e'

it Brooklyn Center, MN 55445

Miss Shirley Buckholz

Minnetonka High School '

1830 HighwAy 7

Minneanka, MN 55343

Ms. Marlene Pa'alcoWitz

3300 Century Avenue :

pite Bear Lake,'MN 55110

lb. Dave Teske

Hutchinson A.V.T,I,

Hutchinson., MN 55350

9.4

4

Ms, Linda Jeffries

Moorhead A.V.T.I.

810 Fourth Avenue South

'Moorhead, MN 56560

MS, MarylupreOht '

Word Processing Manageme4

Consultant, ,

140 West Myrtle Street

"Aluth MX 55881.

Ms, Cheryl Noche

South Washington Co. Schools

Park' High *

Cottage Grovel MN 55075.

, 1

Mr, Frank Starke

Alexandria A.V.T.I,

Alexandria, MN 56308

II

//

Ma, Ann'Ellinson

Moorhead 4V.1,CI.

810 Fourth Avenue South

'Moorhead, MN 56560

Ms. Willa eampbell,

St. Cloud

Sti Cloud, MN' 56301:' :

Ma, Katheryn Simonson

, Brainerd A,V,T.I,

300 Quince Street

.Brainerd, MN P456401

'Mr. Dennis Lyngen

Alexandria A,V,T.1.

Alexandria, MN 56308


