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- ‘ " CROSS REFERENCE S{STEM“
. ) |
- Task Lists in the secretarial/clerical area include: office services aid, typist, general
v office/typist, recepfionist, secretary/non-shorthand, secretary/shorthand, educational office
', personnel, medical secretary, legal secretary, administrativeWassistant, correspondence specialist,
e - correspondence supervisor, -and data entry operator. All Task @ists contain an add-on list of
human relations/personal development qualities desirable for graduates seeking secretarial/clerical
positions. o o Y ( o ' ;
: I | ’
The task 1ists for office services ald, typist, general office/}ypist, receptionist, seéretgry/non-
-~ shorthand, and secretary/shorthand are referred to as "GENERAL"'secretariai/clerical lists and all
additional 1ists are referred to as "SPECIALIZED" lists. o -

!
L ¥

The * and the numbering system is the key to cross-referencing for the specialized lists. The
‘specialized 1ists are compared to the lists for typist, general”office/typist, receptionist, sec~
retary/non-shorthand, -and secretary/ghorthand. When there is something on the specialized 1ist
that-1s not on the general lists a.* appears, The position of the * indicates the level of .
_{_‘change made in the AREA OF COMPETENCY, The Statement of Competency, or the Task, For example, if .
the * appears. before the AREA OF COMPETENCY the entire AREA OF COMPETERCY is new, If the * -
appears before a Statement‘o;.Competenc& or Task then only that Statement or Task is new. If the
* appears before & word then only that word is new or different. It may be necessary to refer to

more than one .general task list when comparing staterents.of competency.
. ) . . Q ) N ‘ .
- L]
1] . . e ’ -t o . ) M -
oo The Task List for Data Entry Operator is not feferenced to the general lists because the tasks
- . are unique in that aree’ and ‘need specialized training. The Task Lists for Correspondence Specialist
and Corregpondence Supervisor ere not refprenced_to the general lists because tasks in these areas
are applied £o a word'prdcessing/correspondence center and the procedure for completing the tasks

is different'from the tasks in the -general lists. The Task List for Correspondence Supervisor
is cross-referenced" an add-on to the Correspondence Specialist.Task List. ° B




* INDUSTRY RECOMMENDATIONS

) ' 9
o SECRETARY ON-SHORTHAND o : |
] ? , , . [} . , [
- ;l', Industry T presentatives have made geveral suggestione to students who will seek employment
upon completion of this occupmtional program. These suggestions are general 1n nature and

W describe the kind of individuel whom they wish to hire. A competent worker is one who sat-
D ~ lsfactorially perforns 'the tmske l1gted 1n this document and one who is mature and responsible.

It s important that an employee have a positive a\pitude toward work and that he/she con-
. tinues-to ledrn on the job, ; ! [
\ N ' r~
S ‘One vay an employee continues Yo learn 18 through reading articlee in profeseional journals
) meMMmthwMMmhmmmMmemMmmMMMh
‘ communicate vith employers,  associates, and the general public. 3 N

The employee who 18 an aseet to the bueinees a8sumes responsibility for commnications (both
"written and oral) that leave the office. This includes using correct grammaf and punctuation,
gpelling words correctly, and proofreading carefully g0 that neat and accurate corrections
‘mmmAmmnﬁm&MMMuummMMmmmunmmmmmﬂ
occupatione | | o,

111
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&p DESCRIPTION

] Y

Secretary }Non—sﬂhortha‘nd {

. ‘ _ '

A secretary performs a wide variety zf office duties:
‘and general clerical’ tasks with the mphasis being

on machine transcription %Bd not requiring the skill
. . ) N . /

of shorthand, .
A secretarf may perform duties in(ﬁhe'areas of re€:;l
tion, office coordination (including scheduling),
recordkeeping, and maintenance of office supplies.
Additional verbal responsibilities inmclude communica-~
tion, telephone, mail handling, filing, and repro-
graphics. Skill in operating power typewriting equip
mar%‘*mag card or memory) may be necessfry.

A secretary must have the ability to work well with
peoplée and be extremely proficient in the use of

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

- Graduates of th! sebretarial program find employment
> in any size or type of office.

o

» -

SNS 1



| | \— TASK LT

Ton foblowin Tusk Liat gives you, the vogationsl bructol, I ot
¥ d by abla to do vhen they take a job ap a SECRETARY/NOS-EHORT-
t vas doveloped by & vorking committes of secratarial/elorice nntructorl and

&/” tmqummmMMmmmmumNMMmm | \

The Task List on the folloving pages includes the Tasks and the AREAS OF COMPETENCY
recomended for  graduate of the guneral secratarial/clerical occupational progean,

Ao you utilise this task list, you will need to continue vorking with your local

advisory comnittes and with other instructors fn rour geographic ares, Judgments

must be made, by you, concerning the amount of time to spend in teaching various

tasks, the conditions surrounding the performance of each task and the performance
! leval for each task that will be acccptable.

[Kc

Aruitoxt provided by Eic:



Secretary Non-Shorthand
TASK LT

AREA OF COMPETéNCY: TYPEWRITTEN. COMMUNICATIONS (VERY IMPORTANT)

ITL A,

\

Types qeneral business corraspond'nce from: typed rough draft, hand-
written rough draft, verbal inatr8ction, verbal dictation at the type-
writer, machine, transcription, and information complied and composed

ALt the typewrliter.

1. types employer's business and personal letters in several styles
Including any of the'followinq features

attention line ‘
‘carbon notations

company name in closing,
encloaure notations
listed materials

mailing notations
multiple page headings
postacripts

quoted material !
reference initials
special closings
special-gized stationery
(1) executive size

9<

— X I O FMh (P ) T

T

(2) half size } A

(3) leqal size . “ jé% ‘ o
n. statistical data in tabular forlgy . (.
n. subject line T :

2. types addresses on envelopes | '_f{ |

addresses for window envelopes
mailing address (including 2IP Code)
name above printed return address
return address | |

e, special notations -

a.
b,
X
d.

SNS 3
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L b"\
i D
XY A
a ?V |

Yo

'III.Bo Types multiple copies of general business forms that are pertinent

typps interoffice memoranda

plain paper with appropriate headings
pre-printed forms | |

L

to the specific business from: typed rough dratt, hendwritten rough

draft, verbal instrnction verbal dictation at the typevyiter, machine
transcription, and infornation compiled and composed at the typnwriter

R t

s
-
.;;" b‘o
o
s
e
£,
g
hl
iﬂ

Jo

* rough draft, verbal instruction, verha

| 8o

L]

"'i. types genersl business forms: . '

[

bills of lading.

credit menoranduns

Pinanciel reports

ifsurance forms - )

invoices ey

purchase orders

purchase requisitions

stetements of account |

voucher checks

vouchers A g - o
)

111, C. Types niscellaneous materisl from: typed;?ugh drnft handwritten

machine transcription, and information

. typevriter

iled and comp_sed at the

1

1, types niscellaneous naterisl

. B
bo
Co
do
€o
fo
Eo
ho

address, file folder, file drnwer Labels

index cards ' N
form letters, form pnragrophs end fill in information

1iats (e.g, meiling)

sunmary of minutes of meetings or conferences
telegrams, ceblegrams, mallgrans

posteards

meeting agendas

i

ctation at the typéwriter,

S

'
v

'

SNS 4
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;II.D;

* 1.E.

IIL.F

1; types reports ; o

, Types or prepares copy Sor reproduction

daily work schedules . N - .

i L] ‘.“

j. manuscripts ; S L .

k.. personnel forms ‘f | C S ‘ .‘T‘

1, expense reports i o : )
* M. ‘yepeed-reply letters/and memos o L »

n. itineraries - .
0, other materials pgrtinent to‘the specific business:

.ﬁ% , y

Types teports (carbons may be required) from typed rough draft,‘ : '
handwritten rough draft, and machine transcrlption : '

4 \ 4 . . A \

L]

a, end-of-montn reports J

;/ b. financial reports SR : o R
oo, $nltiple pade reports . , ' . __,___,/’/’

1) un¥ound ;
(2) ' top bound ; \
(3) left bound | o oy
d. summary reports. | ! ’ S
e. abstracts |
£, 'legal documents (eontracts. policres etc ]
-4 payroll reports : '
h. reports ynique to the business ) e

' v S . LI

A

1, types offset masters
2 typee masters for photo reproduction

\ | ’ “ \

. 'Types correspondence records, reports, forms, and mrscellaneous material-
j-from typed rough draft, handwritten rough draft, verbal instruction,

verbal dictation at the typewriter, machine transcription, atd information -
ggppiled and composed at the typewriter with carbon copies , .

- | - M5 16




| . | /
" l./ types materials with carbon copies R}
] | } | | T
/ &, tomail - -
o ‘f‘ b, for office files o ? N '

' "‘ . 4 : ' . co
1,6, Broofreads and makes nest and accurate corrections of typed matertal !

9

- L nakes corrections on - ) L |

! 8. copies typed with fabric ribbons - L _
¢ b.' coples typed with carbon ribbons o o
¢, “carbon coples .
Ty / d, offset masters | |

. AREA oj COMPETENCY COMUNCATNS COMPOSITION VRRY WRORIAND R
< LA tﬁnposes business letters under direct supervision
) 1, composes business letters under direct.superuision7

8, requesting information and/or servives
b, expressing appreciation -

¢, supplying information | | . .
d, - responding to complaints. - N
e, declining a request: | Lo S
£, acknowledging correspondence | \ S oy
g, expressing scceptance ' '

b, requesting payment , , .
1, giving confirmation o
Jv expressing condolencg,// | R
k.ssextending congrstule i \ ' ' |

3 \

LB, Composes business and.informational reports under direct supervision W 18
41'7 1,0, Composes end/or edits other materials under direct supervigion . -

1

Aruitoxt provided by Eic:



\

\

OAEA p— RECORDS NG AND‘MANAGEMENT o

S~ L

1, gives dictation (such as to s correspondence center)
2, edits letters dctated by others . -~
3, edits menuscripts prepared by others
k, proofreads typewritten/héndwritten copy,' very inportantl
5. prepares articles, apnouncemests, nevs releases, form letters, and -
cover letters . . :
6, prepares audio and visuel msterials
T. collects releted materisls from several reference sources

4

[J

I1.4, 3% Meintains the currently used filing 8y ten X o K o

1.3,

1,0,

\ 1. codes documents foi filing | " ;

3. locates and retrieves documents PR

\ 2, adds nev folders Do S

' IcDe“'
1.8,

L7,

L, refiles documents thet -have been retoved ,

S a." single pieces in flle folders g |
| b, entire file folder in drawver -~ S L
‘il \ t K ! ' ' / . /
5, gearches for nissing and misplaced nateriels e
b, einteins records of materials taken out of. the files .
T .dollows-up on released naterials a

Revises files to keepfthem current ' Y

‘1, follpws employer's directions for retention and disposal .
2 follbws office procedurec for trensferring files to inective fiies |

‘Cross references documents and prevares cross reference materials o
Meintains index files :=;f
Meintains "tickler" files tor follov-up responsibilities

MaintsinSpersonsl "work in progress"'file IR . o

! B H
g . ! :
¥ ° . : . ! ' -
. - . . \ .
. ) B
* ) ! f . . . ‘
'
. ) ' ' ; ' N . Y
’
i
K
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L.
\
1.6, Operates micro-reproducing equipnent (Optionsl)

LA, ~ Selects meteriels for nicro- reproducing (Optional)

&tI. Determines recordkeeping needs and suggests & filing system

'V \ .

14 Estnblishea and sets up 7/Qiling syste;. -

) 1, “requisitions necessery equipment and supplies
' - 2. .prepares folders end guides
3, files documents

)
,

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

/ e
I1.4, Screens persons who enter the office . : .

~

1, screens visitors in complience with compeny/institution security
- ptlicy : E Sy |
2,. mekes visitors comfortsble . | B
3. gives appropriate {nformetion to visitors or enowers questions |
. about where needed information can be obtained o '
. b escorts vigitors to ﬁppropriete office ares
. . 5, nakesintroductions
\). 6, delivers oral or written’ messeges from visitors-to proper persons.
vgégi” T, handles business cards ‘
g '8, provides company services within the scope of his/her. euthority
| 9.- errenges fok outside services such 8 'taxl or limousine

> LB, Menng eppointment infornetion ,
e ‘ o
1 scneduleo nppointments
"2, ' records appointments and keeps eppointment book current
21 : 3, reminds persons of appointments
| b, records cencellations and "no shows" v |
5, meinteins guest book | S \

.[Kc | A o 5 8

Aruitoxt provided by Eic:
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v
WEAOF CONEIBNCY OFCERNCTONS - .
A, Kesps the reception ares in order ;., .:-'_ | o
LB Operateé izygrcom gysten
ifC. | Maintains & bulletin bBa}d of announcenents, newé, ete, &
“1.D, Mainfaihs épployee'information directory ! T | .

LE, ' Writes/prints legibly o

NS AREA OF CONPETENCY, OFFCE EQUPNENT
IT.A, - Maintains office equi poent

1, changes equipment ribbons ~
2, .cleans office equipment | -
3. retommends service on equipment . o
b, handles service calls on equipment ‘ '
- {7“%&. handles routine maintenance of Qqﬁipment
- 6, makes minor repairs on office equipment ( L

II.B.' Selects and keeps equipment current
‘ 1 brépares requisitionsj?or'equipment

2, maintains records of equipment inventor

3. determines requireqpnts for equipnent

Th—
-

§ *,

AREA OF COMPETENCY: OFFGE SR (WPoRTN) ~~~ * -
I11,A, Maintaine and heeps up'to date personsl and office inventory of supplies

. 1, deternmines requirementf for personsl and office supplies

)

23 o S | .Sy

ERIC

Full Tt Provided by ERIC.



. I, A, Mekes travel arrangements

M

— N
T W D =3 O LN P W B

LB,
1,
2,
30 A

(\Ae

R 3

AREA OF COMPETENCY MEETING/TRAVE[ ARRANGEMENTS {VERY lMPORfANTl

b pfineed schedules from transportation companies

‘preperes matericls for employer's briefcase
- makes and confirms

maintains telephone and mail digest for absent ema}oyer

Teserves meeting room and arranges for refreshments:

‘ o 2 \,/// .
L '.. ’ 3 ! | .]’l . | |.

1 o - ‘ ir v ' ' ‘ X
prepares requisitiOﬂe or requests 3
mﬂintains and ChﬁCks inVPntnrv YPCHTAQ tn Aofermine if minimum quantitiee .
are on hand | o v
orders and obtalns supplles as needed from suppliera - '
checks incoming supplies with packing slip or invoice .
unpacks and stores incoming supplies : ,
naintains suppliers contact file -

dstributes and controls office suhlies _

prepares purchase orders

authorizes ordering of supplies .

)

¢

plana A schedule using

3 ‘ . S 1

2 trivel agency . e, e

c. travel department within company

composes, types, and mails lettefs of reservation '
purchases and/or prepares tickets : /x

repares:itinerdry y N

nakes and confirms iraneportation reservations o | D
otel and motel resgrvations. . . -' ki

obtains necessary travel funds o | | P

compiles ang types expense reports q
g

A :
\
Schedules meetings and/or conferences ‘ - ({ o

contacts speakers

nails or distributes notices and epecifics regarding location of meetinqs |
schedules meeting times \

sends confirmation notes as reminders of neetings o
nakes and notifies participants of changes or cancellations of meetinql

SNS 10 ’

9%



.‘.'A ,
oo

T\\\ T prepares and inspects neeting room for arrangements an&redﬁlpment
'8, processes registration for conference participants
9. assembles needed materials for uge during meetings
.. .10, prepares agends for meetings
e ) 11, attends -meeting and reads minutes
“ 12, attends meeting and takes minutes
13. 'distributes the. typed ninutes in person or by mail

A AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANTl
LA Angwers incoming telephone calls

1. uses single line

2, uses multiple line

3+ transfers calls to correct department or person ,

b, screens incoming calls ‘
/. sugvers inquiries posed by telephone cellers |
6. records telephone messages (date snd t.m:)

To requests complete information to make return calls

8., delivers telephone messages promptly '

I:Bv  Places outgoing telephone. calls

1, places locel calls. -
' 2'A places long distance calls'
8, direct distance dial (ddd)
b, person=to-person
¢ station-toe-station
v 0 collect
e, credit card

]

3 ,placés ctlls using specialized telephone services

&, conference calls :

b, overseas long-distance calls

¢, telephone facsimile equipment i ‘

4y specialized lo(ng-distanc  networks, such ag WATS

" LT

vt providedoy e I8
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‘

I.C. - Places outgoing and receives incom1ng ralls using specialized telephone '
equipment . %

) -

e el PO
e s e

Finds needed‘information by using thé telephone directory

1. uses the white pages
2. uses the yellow pages

operates speakerphone S :
operates picture phone (optional) |
uses bell-boy service™pager service) B
uses card dialers |
operates ‘after hours message recorder
contacts mobile phone

]

A———
——e

II.E. Maintains internal telephone records and checks them against billing

keeps list of frequently called numbers current
records  long distance calls made

reminds employer to return calls
checks bill from‘telephone company with record of long distance callh made

1

L.F. *omit-

. AREA OF COMPETEN?Y MAIL (VERY IMPORTANT)
1I.A, Receivesq and processes s tuconing nail

L
2

collects mail from post office or mailing department (optional) ,

" gorts ynopened incoming mail for delivery to departments or

inddviduals

a. businesel
b. personal

mends torn or damaged mail
prepares and attaches a routing slip
délivers incoming mail to proper persons or departments

makes notation in mail register

SN 12

Kl



7.ﬂ
8,

o
10,

1,

\ R 3
signs for packages received from shippers or UPS v
pays for packages receved COD ‘

dete;mines disposition of inadequately addressed mail

.openl incoming husiness ‘mail, sorts contents, checks enclosures,
:!ime/date stamps

~attaches pertinent {nformation to incoming mail

’12.“

makes filing notations ind/or calendar notations

, . LB, ﬂ; Prepares butgoing mail

‘5'

6.
1,
8.

10,
11,
12,
13,

o

16,
17,
18,

1.

‘or delivery

colL,&ts nail from other offices or departments (optional)

folda:and stuffs enVelopes for mailing

addthlaes envelopes for mass mailings g
decides on least expensive and/or most desirable methdd of communication
processes outgoing letters and packages requiring special handling and/or
special rates |
processes bulk mailings ' ' R
prepares and sends telegrams, cablegrams, or mailgramg gff'
prepares, updates, and checks mailing lists ‘
operates a postage meter ,
records use of postage meter in "Meter Record Book” |
takes postage meter to post’ office to be refilled (optional) A
operates a postage scale to determine correct postaqe

attaches correct postage

vraps packages for mailing

writes zip codes on incoming or outgoing mail

files return rece;yta from registered or certified mail

{nsures mail a

registers mail

" AREA OF COMPETENCY REPROGRAPHIC SERVICES (IMPORTANT)
1L, Jﬁuux;xiagg_nnﬂ[g; creates needed coples

1,

3

[:R\}C

Aruitoxt provided by Eic:
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Full Tt Provided by ERIC.

ERIC

4,

"

¥
1.

2,

3

, Ly
a. offset -
b, copler
collates materials | _ . : .

a, %anually
b. by nachine

. binds materials

a. manually
b. by machine

folds pages

a. maqﬁglly
b. by machine

proofreads to insure accuracy ¢

’ 1.B. Makes decisions about }eprographic needs -

decides what materials need to be copled

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

duplicate materials
nakes arrangements to have materials duplicated

AREA OF COMPETENCY: NUMERICAL DATA (IF NO PAYROLL OR" ACCOUNTING

DEPARTMENT EXISTS)

!

I.h. - Maintains a petty cash fund (Optional)

1,
2,
3.
4.
5

.

"

obfains_checks to establish or .replenishpetty. cash fund

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

prepares petty cash reports - o .

SNS 14



v I.B,  Maintains a pegboard accounting system as needed for specific busineas

) (e.g, peyroll, cash receipts)

RA S N Prepares payroll

Y
‘."‘r" ‘ 2‘

o
Ly

S,

6.
Ty
8.
9|

- 10,
Y

4 . 120
| 13,

computes payroll

ddstributes Web Forma to nev employees g
maintains personnel records ‘
prepares time cards for employees

6, time worked : p
(1) timeclock * ST |
(2) handvritten records - .

computes city, state, or federal taxes using printed tax tables
records time, earnings, etc., on employee's earninge record
prepares payroll checks  °

distributes: payroll checks -

coppiles payroll Information to prepare employer's quarterly atd

- annual tax forms

prepares and nails payroll tax reports
prepares and mails/distribuiend of year reports (W-2 Forms)

keeps records of'vacation t

keeps personnel records of leave.

1D,  Maintalns checking accouﬁt

ll
2
3
L
.
&

Iy

8,

..9.

10,

| 11,
S 12,

30
[IR\jZ

Aruitoxt provided by Eic:

T

.

preparea receipts for incominé cash

endorses incoming checks for deposit

prepares bank deposits from incoming cash
enters amount of deposit 'in checkbook : |
enters deposits in journals: or check register ‘//

takes deposits to bank according to accepted procedure

prepares checks .. . . S
uses checkprotector " \
enters checks vritten in*Journal or check register ¢

reconciles bank statements t oL .

files cancelled checks K -
8igns 8 check signature card to sign chccka : iy

~,

. R . ' :
\ . ‘.
J !
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"ERIC

Aruitoxt provided by Eic:

L.E

IIFI

L.G,

IE,

13, signs checks (optional)
1h, purchases special checks from the bank

b certified - "
b, bank drafte
¢, money orders

Handles payment of bills and statementh

1, checks accuracy of source documents '
2, verifies {tens and ‘checks accuracy and figures on statements ;
3. calculates discounts //

b, prepares checks /

5, records on the {nvoices or statements the date pald, check number, |

{nitials:
6., attaches stubs of bills to checks and presents for signature
T. files invoices/statements marked paid \\

Maintains dccounts receivable racords

1, calculates accounts receivable from source documents to keep customer
ledger cards current

. 2, prepares billing for accounts receivable

"8, Dakes & copy of the bill
b, mails the bill
o
3, prepares list of delinquent accounts

Maintains sccounts payable records s | \\

1, calculates pccounts payable from gource documents to keep accounts -
" paysble records current ! . -
2, records payments . .

Mainteins journels o

1, prepares purchase orders, invoices vouchers, receipta or other aource

docunents ‘to record in Journals
2, records data in journals for Iinancial statements

3. prepares periodic trisl balance pf the books
et | &D | SNS 16
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[,I. 'Keaps hecessary records for the business .

1. records pronissory notes and drafts
2. records maturity dates v : el
3. records insurance

b, records taxes

*
* AREA OF COMPETENCY, DATA PROCESSING (VERY IMPORTANT

[.A. Todes forms for data entry

[.B. Reads computer printouts to obtain information to prapure required reports

Y

I.C, Checks source documents against compgter printouts for accuracy

I.D. Operates CRT display screen to check for accuracy or terification of .
1nformation (Optional)

q . ' { /
AREA OF COMPETENCY, REFERENCE MATERIALS (VERY IMPORTANT) " -

ITT.A. Uses general referance materials Yo look up spelling, pronunciation,
definition of terms, compose, edit, ahd ald in research

* 1. uses genersl reference materials

8, office or company's procedures manuals

b. dictionary

\c. telephone directory and yellow pages

d. quick reference wdrds manual \

¢, thesaurus

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

g. city directory .
h. postal manual \

{. 2IP Code directory

‘J. secretary's reference manual

k. conpany files o Y
1, "past records S .
m, word division ‘manusl . :
n. equipment operator manual | : N 40

| 39 0. librery
S ; - 88 17

Aruitoxt provided by Eic:
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1.3, Maintains s reference library
AREA OF COMPETENCY: MACHINE CPRRATIONS (VRY IPORTANT |
I.A. Operates the stenderd‘manuel typevriter to perforn basic office duties L
.I,B.- Operates the stenderd electricltypewriter to perforn basic office futies
I.C. _Operntes the selectric typewriter to perforn basic office duties .
1.D. Operstes the.self-correcting typevritervto perforn besic office~duties (Optionsl)
1.BE. Operates the proportional spacing typewriter to perform basic office dutiee (Optionel)

1 Lo

I.F. Operates the eutomstic/power typewriter to perforn besic office duties ~

Kind _ .
o ; . ?ﬁ?*
1.6, Operetes the 10-key adding machine to perform bssiqﬁoffice dutiee

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

\

I.I. Operates the electronic printing caleulator to perform besic office duties '\,

I.J, Operates the printing celculstor to perforn basic office duties (Optionel)

P

1K .Operetee the full key adding nichine to perform baslc office duties (Optional)

1

I.L.. Operates the trenscribing machine to perform basic office duties
/ -

 AREA"OF COMPETENCY: SUPERYISED WORK EXPERIENCE, OFFiCE SHULATON, L
STUDENT ORGANIZATIONS (OPTIONAL) ' : " “ e
LA Participates in supervised vork experience treining (co0-op or internship) ';g: :

1.B. Participates in e simuleted office progrem

I1.¢, Par‘(ipetes in co-curriculer etudent organizations N 42

EKC S L mnl
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COMPETENCY RECORD =~ ° x

\

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.

W

The COMPETENCY RECORD should follow the student through
his or her vocational training in the secondary and/or .

the post-secondary school. The recommended gradiny scale ‘<
is shown on the COMPETENCY RECORD. -The.COMPETENCYkR§CORD

on the following pagestincludes ALL the AREAS OF COMRETENCY
recommended for a graduate of the Secretary /Non-shorthand

Occupational Program. -

'

.
-

’
SNS 19
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 CONPETENCY RECORD,

- .
‘ M
o o

~FPATIONL Pt Secretary Non-Shorthand e i St

RN

&

This conpetency record tells what the student, who 1s named above, has demohstrated 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 i to be used 85 an expansion of and/or supplement to the

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

. ' , " \ i g , . ".
RATING SCALE: . L ‘ $\\

5 - Performs task(s) with ability Amthat consistently /1 = Is unable to perforn task(s).

exceed(s) progran minimun standards set for job ° - ., . ;
entry level; very competent. . T - Demonstrated ability to perform task(s) at or
| . above job entry level by taking a challenge
& - Perforns task(s) at job enmtry level; competent. ~ test. ’ .
3 - Perforns task(s) with perlodic assistance. PWPH - Actual production words per minute (PHPM)

‘ o . - obtained by student.
2 - Perforns task(s) with constant assistance. -

SCHOOL(S) ATTENDED: | . DATES ATTEDE)  LWSTRGCIGR'S MAE(S) -




- MINDMM | sooMpARY - 20ST SECONDARY

. ‘ PROGRAM s :

o S - | STAYDARD | RATING| YR, INSTR,|RATING| YR,  INTR| .
i RS ‘ ]

B AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS (VERY IMPORTANT)

. Wt

III A, Types general business correcpondence from: typed ,
rough dreft, handwritten rough draft, verbal instruction 4
- verbal dictation at the typewriter, machine transcription,

,  8nd {nformation conpiled and composed &t the typewriter.

II1.B. Types multiple copies of general business forms that :
are pertinent to the specific business from: typed- ’ . . i
rough draft, verbal :instruction, verbal dictation -k ' ' '
gt the typewriter, mechine transcription, and inforn-
ation compiled and composed at the typewriter

¥

I11.(. Types miscellenious material from: typed rough draft
hendwritten rough draft; verbal instruction; verbal
dictation at the typewriter, machine transcription,

. &M information compiled and composed at the type- .
writer . o

ILD. Types reports (carbons may be required) from: typed
* rough dreft, hendwritten rough draft and machine /J * \
transcription ‘

N B — " —
’y R W,
Loheaiy o

wyp TR

IE Types or prepe.re's copy for reproductIon | L

!

IILF. Types correspondence, ‘records Jreports, forns, and |
niscellaneous material from: typed rough dreft; - % |
handwritten rough draft, verbal instruction, verbsl

' . dictation at the typewriter, machine transeription

- and Information compiled and composed st the typewriter

vith carbon copies

"su.szll‘ | 41




- MINIMUM

bl

* SECONDARY

| ¢
PROGRAM
STANDARD
I.G. Proofreads and makes neat and accurate corrections . ,
of typed material | g

!

RATING YR, NSTR,

RATING | YR,

POST SECONDARY

INSTR,

*

\ &

Comnents: Rough draft  pwpn (__ pwpn ninimm standard) for _ minutes (_  minutes)
‘ Machine transcription __ pwpm ( _[rpwpm minimm standard) for - ¢ m ?utes (__minutes)

-~

‘\

AREA OF COMPETENCY: COMMUNICATIONS CONPOSITION

(VERY INPORTANT)

I.A. Composes business léﬁters under direct supervision

o

R LT -

o
L]

I.B'. Composes business and informational reports under
direct supervision '

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

ARG AR ~

[Coments:

JAREA OF COMPETENCY: "RECORDS. FILING AND MANAGEMENT

Ay

I1.A, Maintains the currently used filing system X

48




/ MINIOM | SECONDARY POST SECONDARY

PROGRAM | '+ | .
, | | | . STADARD [ RTTIG, YR, | TNSTR,| RATING YR, | LNSIR,
. m——.—__;— . — . \ -

I.B. Revises files to keep them current -

|
|
1
i
|

LC. (ross-references documents and prepares cross-
' reference materials

. v

I.D. Maintains index files ‘ N \

1B, Maintains "tickler" files for follow-up responsibilities

1-

‘TR Vaintains personal "vork in progress” file

1.6, Operates micro~reproducing equipment (Optional)

TH Selects materials for micro-reproducing (Optional)

I.1, Determines recordkeeping needs and suggests & filing ol |-
~ gysten | | '

1,0, Istablighes and sets up 8 fiiing system . |

{Comments:

. , . o .
. ‘ : .

N o

' | SNS 23




MINIMUM SECONDARY POST- SECONDARY
PROGRAM

STANDARD | RATING | YR, | INSTR, |RATING YR, INSIR,

[ A

/LREA OF COMPETENCY: PUBLIC RBLATI&\IS AND STAFF SERVICES (VERY
Q- ' IMPORTANT) )
II l kiScreens pérsonsf;hé\enter the office ‘ . ’ \> .

e

}ﬁ}‘ﬂiza. Manages appéiptmént information

'VE
' omments: -~

fARER OF COMPETENCY: OFFICE' FUNCTIONS

I.A. Keeps the reception area in order

’ w

I.B. Operates intercom system

i

1 I.C. Hgintains a bulietin board of announcements, news, etc.

I.D. Maintains employee information directory
. L

I.E. Writes/prints legibly v : ' ]

Comments:

“ - . ‘ L ‘ SNS 24




"|AREA OF COMPETENCY: OFFICE EQUIPMENT

PROGRAM

MINTMOM

SECONDARY POST SECONDARY

INSTR*

RATING (YR, |INSIR, 1,

RATING

1A Maintains office equimment

IIfB. *Selects and keeps equipment current

Comments:

AREA OF COVPETENCY: OFFICE SUPPLIES (DOORIMNY)

IIL.A, Maintains and keeps up to date personal and office
inventory of supplies ‘

e

| Comments: S o | : | | oo
: ‘.” ,, 1 { | ~ 3 "
AREA OF COMPETENCY:  MEETING/TRAVEL ARRANGEMENTS (VERY INPoRTANT) | R R
LA,  Makes travel arrangememts . | " |
| s | N |
I.B. Schedules neetings and/or conferences | S ’
. ‘ ) o , J r.

55
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[Comnent s:

MINIMUM
PROGRAM

SECONDARY

RATING | ¥, | INSTR,

POST SECONDARY
RATING YR,| INSTR,

—

TWA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

I.A, Anevers incoming telephone calls

I.B. Places outgoing telephone calls

1.0, Places outgoing and receives incoming calls using
specialized telephone equipment

L

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

4
e

11.E. Maintains internal telephone records and checks them”

against pilling
' .
IeFe "0m1t" . / . ‘
7 ) a
Comments; '

agea oF COMPETENCY;  WATL (VERY IMPORIANT)

!

| ILA, Recelves and processes inconing mail -

N8 26 -



pRofray
STANDARD | RATING YR, INSTR,

MINIMO | " sEcompARY

POST SECONDARY

RATING | 1R,

I.;. Prepares outgoing mail .

INSTR)

iComments !

AREA OF COMPETENCY: REPROj}RAPHIC SERVICES (IMPORTANT)

ILA. . Sup'erviaeh‘a.nd/or crestes needed coples

e

I.B. Makes decisions about reprograpitic needs

ﬁComments: o o S

JAREA OF COMPETENCY: NUMERICAL DATA (IF NO PAYROLL CR

‘1D, Maintains'checking account

" ACCOUNTING DEPARTMENT EXISTS) S
4\V . N | l ‘ ]
' . \ { l
1.A. Mainteins a petty cash fund (Optional) v
: l : . ‘& Jf.o - ¥ ‘ S
I.B. Maintains a pegboard gccdunting system a5 needed for ! ke t
specific business (e.g. payroll, cash receipts) ‘ I I SRR I
\ , ! 1 (I R l
» | T S
1.C, Prepares payr,oﬁ . ot ] I ' I R
o %’7 ‘ \ R '.‘_ A “.;."
LTS 0. "
" - [ ( \' B



1.8, Handles payment of bills and statenents

NINIMUM
PROGRAY
STANDARD

SECONDARY

RATING| YR,  INGTR, | RATING TR, | INSTR

POST SECONDARY

—

IF. Maintains accfounts recelvablé records

1.0, Maintains accéunts payable records

LH Meintains journals

L]

I.I, Keeps necessary records for the business

| |coments: ,

AREA OF COMPETENCY: DATA PROCESSING (VERY INPORTANT)

‘1A Codes formg for data entry

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

I.C, Checks mource documents againat computer printouts for
aceuracy L

¥

1.D, Operates CRT display screen to chack for accuracy or
60 verification of information (Optional) . -

ERIC

Full Tt Provided by ERIC.

§NS 28



I . MINIHUM SECONDARY POST SECONDARY
p PROGRAM ' N .
‘ STAYDARD mmc)m INSTR, mmclm.’ INSTRY

|

e

JAREA OF COMPETENCY: REFERENCE MATERTALS (VERY TMPORTANT) \

[l ' ! 4
LI

III.A:‘ Uses general réference materials to look up spelling,
pronunciation, definition of terms, compose, edit,
and aid in research

1.B.. Maintains a reference library

HComments:

o
\J

i
7
u

WiEA OF COMPETENCY: MACKINE OPERATICN (VERY IMPORTANT)

I.A, Operates the standard manual typewriter to perforn basic
office duties :

I.B. Operates the standard electric typewriter to perform .
- basie office duties ‘

L.C. Operetes the selectric typewriter to perform basie | \

office duties | , | | |
63
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“
L

MINDUM | sBcONDARY POST SECONDARY
PROCRA
STAVDARD [RATING YR, INSTR, | RATING | Y, | INSTR{

I.D. Operates the self-correcting typewriter to p‘form
basie office dutles (Optional)

1 1.E. Operates the proportional spacing typewriter to
perform baglc office 4@_105 (Optional )

1.F. Operates the automatic/pover typewriter to perform
basic office duties (Optiooal) Kind: ___

1.G. Operatea ‘the 10-key a,dding machine to perform basic *
office duties

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

LI, Operstes the electronic printing caleulator to perform . -
basic office duties .

I.J. Operates the printing calculator to perform basic office o :
- duties (Optional) ° .

I.X. Operates the full- key adding machine to perform basic ‘ -
office duties (Optional) : l

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

Comments:

‘
[y
. A

TER ' | 63
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LI T , v . —-————w
o MINIMM | seconpaRy POST SECONDARY
. ‘ M PROGRAM .
| STAMDARD | PATING ¥R, | INSTR, | RATING | YR, INSTR,
~ , .
. \ q Y
AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE ' | {
1 SIMULATION, STUDENT ORGANIZATIONS (OPTIONAL) | N '
I.A. " Participates in superviged work experi’ence training o
(co-op or internship) | |,
1.B. Participates in a simulated office program | ] ',
I.C“L Partic_ipatés in co-curricular student organizations l L T
Comments: | |
Statements of com;iete.ncieg can be graded at either the secondary or post-seconda}y level,
' !
‘ ,
- 4 ,

67
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INDUSTRY REPRESENTATIVES

a | THE FOLLOWING INDUSTRY REPRESENTATIVES WERE INVOLVED

MComany - vpy 40 West Myrtle Street Olsten's Temporary Service
- ke : Y UButh, M 5581 173 Metro Square Build'ing.%Y o
3 Center e St. Paul, MY 55101 :
Sto Paul, MY 55101 |
,';A. " ) ’ ’
¥s, Marilyn Grieg Ms. Cheri Hopkins Ms. Vicki St. Ores
. 1945 Qakdale 3601-16th Avenue Sout.. fmerican Hoist and Deriek
Apartment 117 Minnespolis, MV 55407 rporation Mvision )
"o West St. Paul, MV 5518 | | 63 South Robert ok
o | ‘ St, Paul, M 55107 L
o , kR | o |
M, Nell Ingles ¥s. Kathleen Aubert Ms, Mary Challenger
Univae Plant 8 Ms. Jankreus g Firgt National Bemk of
3333 Pilot KNOB St, Paul Companies” - Minneapolis
Eagan, MV = 95121 385 Washington 120 South 6th Street
| St. Paul, M 55102 - Minneapolls, MY 55402
” ! - . }5
~ Mr. H, B, Eichinger Ms. Ann Thomas M, Phylis Ward
4 §8,By Foot - Kenning Bench Street Northwestern Bell Telephone 0ffice Manager
" Bed Wing, MN 55066 408 St Peter Willnar AVIT
. Sulte 100 Box 1097
~ 8%, Peul, MV 55102, Willmer, MV - 56201
f f 'l -1, ’
6 8 ; o

IN THE DEVELOPMENT OF THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM

 Mrs, Arlene 0'Malley

Ms, Mary Ruprecht

Ms, Balrbjﬁra Merk -



Dr. Laura J. Burger, Director -

Ms. Deena B, Allen, Curriculun
Specialist

Statewide Curriculum Articulation
Project * ‘ -

3554 White Beat Avenue

White Bear Lake, MY 55110

Ms. Connie Kohls, Curriculum
Specialist
- Statewide Curriculum Artlculation
Project
Brainerd A.V.1.1,
300 Quince Street
Brainerd, M 56401

Muriel Copp
Red Wing A.V.T.I.
Red Wing, MN 55066

DEVELOPERS

Curriculum Artidulatibn Project

Lois Johnson®
Dakota County A.V.T.1I.
P,0. Drawer K

b ~ Rosemount, M¥ 55068

* Judy Yelson
Tech High
12th Avenue and 7th Street So.
St. Cloud, MN. 56301

Willa Campbell
St..Cloud AV.T.I,
1601 Ninth Avenue

St. Cloud, MY 56301

Doris Duray

Red Wing Sr. High
525 East Avenue

Red Wing, MY 55066

~continued- .

. Simley High School

Ray Stapleton
44th Avenue and 4th Street
Denfield High School

© Duluth, MY, 55807

™

Sue Carlson
Runestone Cooperative Center
511 Hawthorne Street
Alexandria, MN 56308

{

Sue Thompson

2920 Bast 80th Street
Inver Grove Heighes, MY 55075

'y

Frank Jordon

. Rchield Sr. High

8100 Harriet South

\RichfiE%d, My

s

SN 33 -



Cheryl Boche

So. Washington Co. Schools
Park Bigh

8040 80th Street South

COQtac{e Grove, MN 55016

Eva Sova
st. Cloud A.V.T.I

st. \i&ud, W 56301

*
1

-DEVELOPERS continued-

Sylvia lLee ’
Hennepin Technica] Center
North Campus o
9000 North 77th Avenue
Brooklyn Center, MV 55445

Richard 01son
Granite Falls A.V.T.1,

Granite Falls, MN 56241 -

A

1 NP ; ,
) Twivﬁm
£ ! r‘r%' . \\
!".' &( : \\
o
v ‘) ) ! ¢
 Dorothy Hansen S
Hennepin Technical Center -
9200 Flying Clowd Drive ¢
South Campus SR

Eden Prairie, M 55343 . .

73
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HUMAN RELATIONS AND PERSONAI."DEVEI.OPMENT-

0
Secretarial/clerical personnel work with people. For this
reason additional competencies in the area of Human Relations
and Personal Development are needed by the student who wishes
to become employed. People work together when they have an ;
understanding of themselves and their co-workers and when they
willingly make appropriate adjustments in their Gwn 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 secretarial/
clerical programs., It shoyld be recognized that students will
continue to learn about themselves and others through daily ex-.
periences they have in their careers. ' :

SNS 35
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¢ HURAN RELATIONS AND RERSONAL DEVELOPHENT

AREA OF COMPETENCY:  COMMNICATIONS '
A, Demonstrates gcéeptanc’e of people in a friendly business-like manner

-1, interacts verbgl}y with people in communicating a message
a, enunciates clearly °
b. uges correct gramar and appropriate choice of words
¢. shows/demonstrates tact ’
d. responds courteously
e. uses a pleasent speaking tone, rate and volume . ’

2, asks, rember‘s‘ and uses persons' names in communicating with people
3! iﬁ,téracts non-verbally with people in commnicating a message

SR 'recognizes' the meaning of facial expression
- b, ‘tecognizes the meaning of body language
' ¢. recognizes the meaning of eye contact .
d. recognizes the meaning of hidden messages |
| | j
= ‘ , . , ( ; ' f
'B, | Listens to and responds to the messages received £rom !co-workers, supervisors and visitors

1. takes notes when receiving instructions A ‘
2. periodically looks at the person who is speaking th-obtain visual cues
3, asks for clarification when the message 1s not understood

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

C. Glves difections 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 | 76 |
4, recognizes, the uniqueness of ang differences in individuals »

\

75 AREA O COMPETRNCY: _SELF-DEVELOFENT

A, Demonstrates a disposition for cont{nued personal growth and understanding of self .

4

. ER/PD g %
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B

D.

AREA OF COMPETENCY: 'PERSONAL APPEARANCE

.
NO OO ~d O WU P Lo B -
- - - -

thinks positively about himself/herself and his/her future
does not show off to bolster his/her self-confidence

vaits for what he/ghe wants

nakes 'up his/her mind decisively

admits his/her shortcomings

recognizes and builds on his/her strengths without becoming vain

geeks out new ways to develop his/her talents

has a realistice self-image based upon the way that others see hin/her
. has a positive attitude about self and others

Displayé personal development for social living

handles personal finances

chooses 1ife style and housing options

a. displays an ability to live and work with others harmoniously
3. chooses safe and reliable transportation
4. 1identifies personal biases, prejudices, and stereotypes

Shows emotional maturity

tolerates frustrations .

. thinks for himself/herself 'W% .
1s calm and exerts extra effort to keep on an even level
tackles unpleasant tasks without self-pity
takes responsibility for his/her own actions

6, #hderstands his/her role in gtoup dynamics

»  takes orders without becoming obstinate

» 13 motivated by a long-range plan, not by whims or desires of each passing week

. does not nurse grudges or try to get even .o ‘

Maintains professionsl maturity

1 has clearly defined career goals.

* &, views his/her job 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

A

Maintaing good physical fitness behavior pattems

1, gets sufficient sleep

2, shovs good nutrition S
’ HR/PD SKS 37
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3. gets proper exercise |

4. has annual dental and medical check-ups ~
5. has good posture d
B.  Shows good visual poise
1. demonstrates an appropriate method of standing,‘walkiq5, gitting, bending and liftipe
. Selects and wears proper office attire S
) 1. 1s groomed attractivelz and tastefully
wears clean, wrinkle free garments
b. vears flattering colors and garment styles for his/her figure
¢. chooses accessories that are appropriate for work
A
(1) fads
(2) fashions .
d. coordfnates colors of garments and accessories worn together
e. plang a vardrobe’ fpr a limited budget
f. wears shoes that ate quiet, polished, fastened and §n good repair
g shops for clothing that is well constructed so that it will last -
D.  Has good personal hygiene habits éﬁ@;
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, renoves hair properly and regularly from selected aveas of the body
6. applies cosmetics in a skillful way to enhance features
‘ 1. subtly applies body fragrances
B OF CORETENCY: OFFLCE ATIITNE | ,

" A Relates to male and female co-workers of all ages, skills, backgrounds, and positious

1, contribuges to a team.effort

O a. O o o

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 | E}()
is supportive and encouraging to co-workers

m/oD e 18 Ak



- . ' '-'I . Kl /" v
J. assumes individuhl job‘reéponsibility d
3. deals effectively with friction and tension within the office

a, co-workers who don't assume ful] share of workload
b. ‘moodiness of ‘co-workexs/supervisors | - .‘ -
¢, favoritism among staff o o : S s o
d. personal problems which interfere with work . Sk
&MMWHMMMMMMMHMMWJWMWMNWWB
;mmmmmmﬁWWMHmMMmmmemaf
o 8. angry customers : o
| h, chronic complainers ?
' 1. short-tempered co-workers, supervisor or self R

. B, Supports cdmpany and employer by exhibiting professionali§m o : ”'A, , f?g;

1, shows loyalty to company | | fﬁ ' 51
¥ 2. follows the company's policies o o o : ,
~ 3. maintains confidentiglity of companylinstitutional information ) : \
" & enticipates needs of supervisor '
5

demonstrates cost control . v o 9

* -

»

. & conserve supplies i
“b. - use time efficiently ' : 3
WmdMMmHWMWMMmﬂMWMMWMWS o @h
- ' . : w (

&d@MuMMmmmMMw ‘ o W

PRt o

oy

o 8, cleans and maintains work area’ | . ﬂ l_ “L | ;'7’ | '\§;$
: hmmmMMMmMHmwmmmmﬁy b"@-ﬂkw,
mmMMMMhmMMmmmmmmyj_ e :fW"“

1. shova profeasional comitment to his/he;,employer BRI B N P

.2&wmmmmMMMmmmmmmmm - ey T e

;b ts versatile and willing to adopt his/her behavior to new situitiens ?“:i\f‘ ,.f-k o oomi

. "¢ villingly works overtine to meet scheduled deadlines . R

,mummmmm%mmmMmMmmmmwmwmwmr

about salary, benefits, and company policy

. A ) 9. . . T
.)‘ . v i N 5"" . . ,'4 ) o B
) , R LA . .
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-

I 1. has work habits that 1néi\\r§> work being accomplished on time and correctly '
o 2. "arrives at workfhn tine'and naintains scheduled working hours
% ) plans and schedules work assignments and priorities
' b takes ressonable coffee hreaks and Mnch breaks
5. has a good attendance radord with sick leave and personal days taken when necessary
6. pays attention to detaildo that high quality work is maintained consistently
47, follows through to congletion vork that has been started
. . i "‘"‘ . !
b
" D. Shows initiative in gaining professional advancem}e’nts
' ." " ’r ‘ ’M‘\)
I, seeks job/self enhancembnt experiences fo -
o | ,
' ! .
8. updates his/her ‘g}dlls and knowledge through formal education, in-house training, and- ‘
{nformal communillcﬁtion ,‘ ;
b, participates in professional orranizations
{ ‘ v : . ‘
, 2, “selects or rejects ‘job promotions based on opportunity, personal goals, and circumstances
C i Lo . . L
S ' ’ : ; et .
'fe..ff"r}* Y examineg alpernatives and engages In career planning .
(1) long yeem \ , | 7
- (2) short term . . . ,
0 ’ ' ' ‘ ﬂfv“’i: 3 o |
+* AREA OF COMPETENCY: SOCLAL AND BUSINESS ETIQUETIE - -
-4 Displays proper social etiquette L L %
B ' i \ 3 ‘
. AU {) ) ‘
1. etiquette for social functions (e.8: int;bduc?ions, table manners, comaon courtesy)
"B, Displays proper business etiquette’ !
! v ¢ 1. converses with o-workers and guests in a soclally acceptable menner, wighin the time /
VA cohstraint of the office situation i
- - a office bilsiness (non-confjdential) |
' b personal business - o | - .
st goclal events co |
. o ‘”'d.". topics of general interest ! . o o -
@' uses the informal communicatfons network (grapevine) vithin the office in & positive way 84
83 '3, refrains from contibuting to office gossip | L : ;
: ' . ' ) ' / %
?, . ! Toa
) & n HR/PD SNS 40




" 4. addresses superior. properly -(€.8. Mr., Dr., Ms., etc.):

N . v’ ) "“
a. formal N !
b.  non-fotmal

AREA OF ("OMPETENCY‘ ~ JOB SEEKING SKILLS

.

A@h .}déntifies job opportunities for which ﬁh/she is qualiﬁied

"0%7 Y!. ;checks achiool bulletin board _3‘H‘ ol
2. reads newspaper ads" , \
3.,"contautsJemployment agencies '

T ©a. atate
b. private |

4. uses pérSOnalliPntacts /' - ey
" B. Prepares for job interview

1. writes and types a resume

2. composeg and types a letter of application
3. contacts -a prospective employer _ :
4. arrives on time ' . ¥
5. conveys an optimistic out’%ok and willingness to learn

& / _ C.!i Participates in a job interview .

R

‘1. “dresses and grdoms himself/herself appropriately
2. -obtains job information from perspective employer

a. job requirements

N b. " benefits w
v \ C- wenvironment )
d- salary .
, €.  opportu for advancement . _ . :
U : f. - company's purpose and function ~jiah 3 =
Foll&ﬂs-dp'on the job intervie& ;
. ' ‘ " - ld.vl
:'1. ~ sends an acknowledgment letter . St §
2.  makes a phone call S
#

85 % -




j RELATIONS AN) PERSONAL DEVELOPNENT

y UCCUPATIONAIL‘PROGRAM: Secretary/Non-Shorthand  Nane i Cudent.

Y RECORD

This competency. record tells what ‘the student, who is named above, has demonstrated that he or: she can

do, A graduate 1s one who has demonstrated com
occupational program,

. traditional report card, Student performance can be rated at the secondary and/or post secondiny level, -

RATIHG SCALE:

Petent performance of all the tasks designated for this

This competency record 1s to be used as an expansion of and/or supplemaht to the

—

¥

y ) . Performs task(s) with ’bility that consistently
exceed(s) program minimun standards set for job
entry level; very competent.

! ' b - Performs task(s) at job entry level; competent.
3 Performp"fask(s) with periodic assistance, -

2 + Perforns task(s) vith constant assistance.

" PWPM - Actual production ;words per minute (P

1 - Is unable to perform task(s), i
T - Demonstrated ability to perform task(s) at or
ahove job entry level by taking a challenge

test.

obtained by student., 1 1

\._SCHOOL(S) ATTENDID:
" \ ) .

ir

-




1

PROGRAM

| MIN MM | SECONDARY

AREA OF COMPETENCY: COMMUNICATIONS

STANDARD | RATING

Y, [INSTR, | RATING | YR, ‘;N§IB,H

POST SECONDARY

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

B, Listens to and responds to the messages réteived from co-
_~uarkers, supervisors and visitors

C.* Gives directions and responds to other people

Comments:

'T AREA OF COMPETENC?: SELF-DEVELOPMENT

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

y o %L .

' ' 1 ) e -
j & 4 - : N .
- Vo & g

1 T ,
J M o e
B\ Displays personal development for social 1ivingf ‘ ‘@0 '
€. Shows emotional naturity ™, ‘ \ - g
’ ,. R ) |
D, Maintains professionﬁl maturlty - A : i L
‘Comentsi Jgf | L * ‘
[ ) \ o

Lo

AREA oi-* communv PERSONAL APPEARANCE Ve

A. fMtintains g#kd physical fitness behanor patterns

; *‘B. Shows good visual poise o ‘«‘ﬁ?'an"

{"N ,"‘ -x\.‘ i 'f

t C. Selects and weats §.proper office attire»n, 4
‘ '\fyggir

I I

vernonal hyglene habits‘l

. - HR/RD s 4 89
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S — . F—— -

| Comments:

r

SECONDARY

POST SECONDARY

f

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 ptofessionalism

C. Shgws that he/she 1s dependable in the office situation

| D, Shows initiative in gaining professional advancements

1 Comments:

‘232!;

I.’l'
4

AREA OFs COMPETENCY:  SOCIAL AND BUSNESS ETIQUETTE W

q‘.‘

4

A. Displays proper social etiqqette

. ) -l
C ERE
O ) . ’H‘ ‘:i
NI .

A

B. Dispiéysgproper business etiquette “ Z
o o s | 4 7
Comsents: f¢ g g ¥ * o

AREA OF COMPETENCY: JOB SEEKING SKILLS b

A, 'Identifies job opportunities for which he/she is cualified

.‘],', ;

8. Prepasﬁgffof job Interview

91

S .‘!.‘{le

hl)’ nr'\‘

b

O
S,




i , ' \ | I) y
. | MINDUM | seconpaRy POST SECONDARY

PROGRAY | | E
STANDARD | RATTNE | YR, - INSTR, | RATING, | YR, | THSTR,

_'—*-——_ — -

D. Follows-up on the job interview

Comments: o | . i . . ‘

. - . . ——————
e "
J : . \

Statemqnté'of competencies c!m be?.,gra‘de,d at either tHe secondary or’ post-secondary level. o .

, \ ' a | " " " ;\\1 .‘ |‘ N N ' | '\ N ' +} } l ' .
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.
- Developers: Human Relations and Pez'gonal Developrent | / -
o - AN _ T . ‘ ' | ‘ : /
. - \ . ‘ . L /
Mg, linda Anderson . ~ Ys, Linda Jeffries ) hnn’ EL14nson
Hutchinson AV I " Moorhesd AVMI, . " Moorhead A, V. T/I.
Hutehinson, MY 55350 810 Fourth Avenue South - 810 Fourth Avenue South
o " Noorhead, Mi 5650 ~Moorhead, WV 56560
p, Mo loken Mg Yary Rupredit o Me, Wills Cangbell
Hennepin Technical Center North . Word Processing Menagemeny .. - 8t, Cloud AV.II,
19000 North 77tk Avents N V1L 1 " Sy Coud, MV 56301
/" Brooklyn Center, MY 5545 40 Vest Myrtle Strest v
' - "'Duluth,m 55061 - E
. ' o . | : . . . ! (
Miss Shirley Buckholz - Ms. Cheryl Boche . " Mgy Ketheryn Simonson
Minnetonke High School G South. Hashington Co, Schools : + Brainerd AV,DL,
1630 Highway 7 | ParkHig AN 300 Quinee Street
Mmnetdnks, MV 55343 © ¢ ) * Cottage Grove, M 55075, Bradnerd, MV~ 56401
. ¥, Neolene Paleovits ‘ U ¥r, Frank Starke . . "Mr, Dennis Lyngen
916\A|V|T|Iu I' . ~ Mexandria AV T I, ' : "‘ Almndﬁ.& AchT I
3300 Century Avemve . Mexsndrle, M 56308 " Alexandrls, WY 56308
- Jhite Bear Lake, M 3510 ' o
' ' '
. v ‘ ‘ V" ' ' '
Mr, Dave Teske ' | , P
HﬂtChinﬂon AO,VOTOIO . ’ S . ' : . /. 3
. [Hutchimson, M¥ 5530 . T \ o / L
[ C S'Jb ,, A A N



