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CROSS RiFERENCE SYSTEM

Task Lists en the secretarial/clerical area include: office services aid; typist, general

office/ty$st, receptionist, secretary/non-shorthand, detretary/shorthand, educational office

personnel, medical secretary, legal eecretary, adminietrative'assistant, correspondence specialist,

correspondence supervisor, and ditdentry opeator. All Task lists contain an add-on list of

human relstions/perional developmept qualities desirablp for graduates seeking secretarial/clerical

positions. I I I
,

,
The task lists for office services aid, typist, general office/typist, receptionist, secretary/non-

shorthand, and secretary/shorthnd,are referred to es "GENERAL" secretarial/clerical lists and all

additional lists are referred14 as "SPECIALIZED lists.

The,* and the numbering syitem iS the key to crossareferencing for the specialized lists, The'

specialized lists are compared tOhe lists for typist, general office/typist, reeeptionist, sec-

retary/non -shorthand, and secretary/shorthand. iihen there is something on'the spepialized list

.
that is not oh the general lists a appears,. The position of the * indicates the level of

change made in the ARL OF COMPETENCY, Ihe Stateient of Competency, or the Task. For example, if

the * appears before the AREA:OF,COMpETENCY the entire AREA OF COMPETENCY is new. If the 4

appears before a Statement of. Competency or Task then only that Statement or Task is new. If the

*.appears before a word then only that vorl is new or different; It may be necessary to refer.to

more than one general task list whan.compaxing statements of competency, .

The Task List for Data Entry Operator is not referenced.to the general lista beCause the ttsks

are unique ih that area and need specializect training. The Task Lists for Correspondence Specialist

,and Correspondence Supervisor are not referenced to the general lists becausilasks in these areas

are ppl to a word'processing/correspondence center and the procedure for coipleting the taeks

.
is diffe ent from the tasks in the geheral lists. The Task List for Correspondence Supervisor

,

is'cross referenced as an add-on to the Gorrespondence Specialist Task List.
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MEM; OFFICE/TYPIST

INDUSTRY RECOMMENDATIONS

4

4.

. , ,

Industry.representetives have made several suggestions to students who will seek emploPment.

. upon completion of this occupationarprogram. These suggestion' are general in nstureand

desCrite thakind'of individual whom they wish to hire. A competent worker, is.one who

aktisfactorielly perf na the tasks listed in this document and one'wbo is mature anal,reepon-,

sible. , It is inportan hat an employee haVe a positiveattitUde toward %York and thit hal,

' she continues to lead oti the job.. ,

,
One way an,employee coht nues to learn is through reading article." in professional journals

,,and publications. It Is 'y
important for'a person in thii.poiition to intelligently col-

' monicate with employers, as iates; and the general pub4c.

1 I

The employee who is an assetto e business.assumes responsibility for communications (both

written and oral) that leave the office, This includes uaini'carract. grammar and punctuation,

spelling words corrictly, and proofreading carefulli,so thet neat.and accurate corrections

'are made,' Acchracy and confidentiility are extremely-important in all secietarialiclerical

occupations, ,

0,
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JOB DESCRIPTION

General Office/Typist'.

The basic duties of the general officebtypist'are
typing, filing, greet,ing callers, handling telephone
equipment, handling mail,.maintaining office supplies,

...

operating business machines, maintaining records
and working with micrographics- A basic knowledge
of data'processing is necessiry.

1
.

.

1/4

The general office/typist must ha lithe ability to
work well with peoplei receive di ct supervision,
and\be proficient in'communication 1c ills.

4
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TASK UST

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

what your tudents should be able to do when they take a job as a GENERAL OFFICE/TYPIST.

It was developed by a. working committee of secretarial/clerical instructors and

industry representatives throughout the state of Minnesota.

The lask List on the following pages includes the Tasks and the AREAS OF COMPETENCY

recommended for a graduate of the general secretarial/clerical occupational program.

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

Advisory committee and with other inetructors in your geographic area. ,ludgments

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

tasks, the conditions surrounding the performance of.esch task and the performance

level for each task that will be acceptable.

GOT 2
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General Office/TypIst

TASI UST

AREA OF COMPETENCY! TYPEWRIMN COMMUNICATIONS
1

'

II. A. Types general business correspondence from: typed rough draft, landerittan rough draft, verbal'

Otruction, yerhAl dioltioiLit ;ha gpevr$ter tadinaq! tralicriotion.

,

1. typeA 0-loyer's business aid personal loiters in several tylos including laqiof the

folloiting features

11

a. attention line

b. carbon notations

c. company 614 in closing

d. enclosure notations

e. listed arterials

f. nailing notations

g. multiple pAge headings

t h. postscripts

1, quoted material

j. reference initials

k. special closings

1. epecial-simed stationery

gecUtive size '

(2) half size

(3) legal size.

a. statistical data in tabular form

In. subject line

2. types addresses on envelope.

a; addresses for window envelopes

b. mailing address (including ZIP Code)"

c. name Above printed return address

d. returd address

-11. special notations

P

(J1
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A ,

3., types interoffice memoranda

it)

, plain paper iith appropriate headings,

b. pre-printed forms

.

Types lultiple copies Of general business formitliat ee pertinent to the "speCific business

frgm: ,typed rOugh draft, handwritten rough draft,:verbal,instructionliverkalA10ationAt

the typewriter, and machine transCrliPtiOn

4.

1, types-general bUiiness forms

a, hills of lading

la, ,creditiemorandums

c.. financial reports

d. insurance forms'

e.: invtices

f.. purchase orders

g. purchase requisitions

h. statements af account

i, voucher checks

jg ,vouchers

Types mistandous materiel from: typed rough draft, handwritten rough draft, verbal instruction,.

'verbal.diciation at.the typeyriter, and machine transcription .

6

1, types miscellaneous material

a, address, file folderl'file drawer labels

b. index cards -

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

.d, lists (egg. mailing)

,summary of minutes of meetings or conferences

f. lelegrais, cable ams,lailgrams

g, postcards

'h. ,meeting agendas

i daily work schedules

J. .manuscripts

,t

GOT 4
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k, personnel forms

1. expense repotts

16 speed-reply letArs, and memos

n. itineraries

o. other,mater pertinent to the specific business

4

II. D. Types xeports (caonsiay be required) from: till

machine transcrip ion

1.. types report&

enkilonth rOorts '

t. fiadhcial'repOrts

co multiplepage reports

(1) unbound

,,(2) fop bound

/ (3) left bound ^

LI musty reports
.

e'. abstracts

7
if. legal decuments (contracts policies etc,)

/ 81 payroll reports',

j. reports unique to the busitess

I. E. /Types or prepares copy for reproduction

1. types offsO masters

2. types maOters for photo reproduetion

. f.

II. F. Types correspondence, records, reports, forms, and,miscellaneous materiii from: typed tough

draft, handwritten rough draft, verbal instructiOai 'verbal dictationit the tvoewriter, and

machine transcription litth carbon copies

1. types materials with car0n copies

a1 to mail

b1 for office files

*



I. G.

1

.

r
4

,

Proofreads and makes neat and

,

accurate corrections of tyPed material

4

1. makes_correctioni on

a. copies typed with fabric ribbons
b. copies typed with carbon ribbons
c. carbon copies
d. offset masters

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

II.,A. Maintains the aurrently used-filing system

.1. codes documents for filing
, 2. adds new' foldei4

3, locates and retrieves'documents
4, refiles documents that have been removed

I.
\.

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

5. searches for missi;g7.0.misplaced materials
6. maintains records of materials taken out of the files
T. follows-up on released materials

I. B. Revises files to keep them ciirrent

1. follows employer/s directions for retention and disposal
2. follows office procedures for transferring files to inactive files

I. C. Cross-references docuMents And prepares crois-reference materials

N' 4
I. D. Maintains index files

.
I E. Maintains "tiOkler" flles for follow-up responsibilities

I. F. Maintains perdonal "work in progress" file
17
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. G. Operates 'Micro -reprOducing equipmeOt (Optional)

AREA 10F COMP'ETENCY: PUBLIC RELATIONS'AND StrATE. SiRViCES

L.A. Receives persons who enter the office

1. greets visitors
2. makes visitors comfortable
3. ,,,answers visitors' questions (general questions
4. escorts visitors to appropriate office area s

e,,/- 5. makes introductions
6. delivers.oral or-written messages from visitori to proper persons

AREA OF COMPETENCYi.OFACE FUNCTICKS

I. A. .Reeps the reception arekin ordet'
,.'

OPerates intercom system .,
o.

I. C. ,Maintains a bulletin bdard.of announcements,

I. D. Maintains.employee information directory
N

I. E. Writes/prints legibly

AREA OF COMPETENCY: OFFICE 3QUIPMENT I '

II. A. Maintains office equiPment

1. changes equipment ribbons
2. cleans office ectuiment:

#3. recommends service on ,equipment,,,
4. handles service calls oit equipment
5. handles routine maintenanáe of equipments,
6. makes minor repsirit On'ogice equipMent

news, etc.,

4



Keeps\equipment current
,,.

.
.

1. prepare reqUisitioni for equipment '

2, ..maintai s records of equipment inventory
: .

AMA OF CCWAPETENCY: CNIXE SUPPUES erfirr ihumpnorn

II. A. Maintains personal and office inventortof supplies.

1. deterhines requirements tor personal office supplies
2. prepares requisitions or requesis /

3. maintains and-checkeiinventory records/to determine if minimum quantiti
of supplies are on Wind - 1-

4. oraers and obtains supplies-as needed from supPliers. Ik

5. checks incoming supplies with packing slip or invoices
6. unpacks and stores incomings4p1ies
7. maintains suppliers contact file

AMA C)0 comptremor. TEURFICNE COMMUNICATIONS

.I, A. Anf.rera -incoming teiephone calls

I.. uses single line
2. 'uses multiple line
3. 'transferscalls to correct department or person
4, sctipens incoming calls
5. answers inquiries posed by telephone Callers
6. records telephone.tessages (date and time)
7, requests complete information to make return calls
8. delivers telephonefmessages promptly

f t
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I. B. ?laces outgoing telephone calls

1. 'plates local calls ,

2, places long distance calls

a. direct distance dial (ddd)

b. person-torperson

station-to-station

t d. collect

, e. credit card

4'

3, places calls using.speiialized telephone services

a.. conference calls

b. overseas Ling-distance calls

c, teleph9nefacsimile equipme0

'specialized long-disteacelletwaike, such as WA

,

I. C. Places outgoing and receives incoming calls using specializeelephone equpm
.

d-t ient

1. operates speaker0hOnm

operates picture phone (optional)

,3. :uses,bell-boy service ,(pager service)

4. uses card,dialers

5. operates. after hours recorder

6. tontacts, \motile phones

I. D Finds deeded idfotmation by using the telephone directory

20

1. vsei the, 4!hite pages ,

2,1uses the ,pagea'

Maintains internal telephone recotds
N

keepg list ofpequently called numbers current

recorde long gistince ,calls made

3.' remindg,emplOer to retutn calls..

i,

F. -Omit-

A

GOT 9
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AREA OF COMPETENCY; MAIL

IL A. Received and processes incoming mail

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

2. sotts unopened incoming.mail for delivery to departments or individuals

a. business

b. personal

3: 'mends torn or damaged mail,

4. #epdres and attaehes a routing slip

5. delivers incoming mail to proper persons or departments

6, nkes ,notation in mail register. '

7, si s 'for packages received from shippers or UPS

8. pa s ior packages receivedTOD

9. determines disPosition of:inadequately addressedomail

10. opens incoming business mail, sorts contents checks enclosures time/date stamps

11. attaches pertinent information to incoming mail
,

12. makes filing notations and/or calendar notations

4

6

I. B. Prepares outgoing mail

1, collects mail.from other offices or departments (opti,a1) ')

2. folds and spuffi envelopes for mailing

3. addresses envelopes for mass mailings

4. decides on least expensive and/or most desirable method of communication or'delivery

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

6, processes bulk mailings

7. prepares and sends taggrams, cablegrams, or mailgrams IIP

8. prepares, updates, and checks mailing lists

L,operates a postage meter

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

11.. takes postage meter to post office to be iefilled. (ontional)

12. operates a postage scale to determine correct po8tage-

13. attaches correct postage GOT 10

14. wraps packages for 'mailing

ta "



15. writes zip'codes on incoming or outgoini mail
16. files return receipts from registered or eertifiad mail
17 insures mail
18. 'registers mail

4

AREA OF COMPETENCY: REPROGRAPHIC SERVICES

1. A. Creates needed copies

1. operates duplicating equipment

a. offset
b. copier

2. collaies materials

a. manually
b. by machine

3. binds materials

a. manu ally

b. by machine

. folds pages

a. manually
b. by machine

. proofreads to insure accuracy

AMA OF COMPETENCY: NUMERiCAL DMA
I. A. Maintains apetiy cash fund (Optional)

1. obtains aecks to establish or replenish petty cash fund
makes payMents from petty cash

(

1F-
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3. prepares vouche0 for,noney taken out or received

%11. records petty cash entries in a journal 'or check regieter

5, prepares petty cash reports

AREA OF COMPETENCY1 DATA PROCESSINO,

I. A. Codes forma fir &its 'entry

p.

I: B. leads computer printouts to obtain'informstion to palporsquirod t

AREA OF COMATIO REFERENCE MATERIALS

II. A. Uses generalleferenoe angrily to look up spelling,

1. uses plural reference moterlals

4

a. offloe'or company's procoduresunuals

b. dictionary

c. telephone directory end yell* paps

d. quick reference words manual,

e. thesairus

f, outside agencies (both internal and external to the profession)

g. city directory r

. h. postal manual

,Z17 Code directory

secretery'streference 'Anal

company,files

1, past records

m. mord division manual

n. equipeent operator manual

I

26
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AREA OF COMPETENCY! -MACHINE- OPERATION

LA. Operates the standard anal typewriter to peifore buic office duties

, U. Operates the standard electric typewriter to perform buic office dutiu
.r

I C. Operates the selectric tievriter to perform basic office dutia

1.D. .Operates the self-correcting typewriter'
to perform buic office duties (Optiosal)

I.E. Operates the proportional spacing typevriter to perform beiit offico duties (Optional)

LP. Operates the automatii/power typewriter to perfori buic o!fiet dutii (Optioul)
Kind:

Operateai the 'Noy addi4 machine to perform tat fice dot
. r

LE.' Operate. the electronic display calculator to performetuic of ficoduties,

1.1. lierates the electronic printing calculator to polars' basic Offia duties

I.J. Operates the printing calculator to perform basic officeduties (Opional)

I.E. Operates the full,key addingmechine to perform bogie office duties (Optioill)

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

AREA OF COMPUDICf: SUPERVISED' WoRk EXPERIENCE, OFFICE SIMULATION, 7,1

'STUDENT ORGANIZATIONS (OPTIONAL)

IA, Participates in supervised work experience 'training (co-op or interlabip)

113. iarticipates in a simulated of fice,progra

IC. Participates in co-curricular student organisations



The COMPETENCY lurvigtfi*Oliarg
suggested as a.'repladeNn,int, for the tradi#041.;ratioit.

oan ,he ,uied W. give- employeria.'.**OhaPer
r oouni lora, studentie .and infOrmatiON

, . .What',e eh student cain and cannot do.. r :

,

The.COMPETENCY RECOED,4siOuid follol themti,
ir

his. or her vocattonal training in the:
: the post...secondary aohool, ,The reefoiMende.

is, shown on. the: COMPETENer RECONtr:''
on the following pages ieclUdea,:ALL ill*.
reCommended for a graduate of. the .Genra;.: 9:fro:0
Occupational Program..
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'COMPETENCY REPRO

General, Office/Typist LAkom guitOCCUPATIONAL INGRAM:

.This competency record tellS what the student, who is named'ibovel h s demonstrated th t he or shCon
do, 1,graduate is one who has demonstrated competent performance of 11.the tasks des! noted for't48,.
occupational program, This competency record is to be.uaed sign 'expansion otand/or applement :0
traditional report card, Student performance canle,rateht

the secondary and/or post secondilievsl.'

RATING SCALE:

Performs task(s) with ability that consistently 1 - Is unable to perform task.(s),

exceed(s) program minimum standards set for.job

entry level; very competent, T - Demonstrated ability to perform task(s)et or

above job.entry level bytekii,l,g a challenge

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

3 -sPerforms task(s) with periodic'assistance. PWPM - Actual Production workper einute (1W4),

obtained by student.,

2 - Periorms task(s) with constant assistance,

SCHOOL S ATTENDED: .DATIS ATTENDED INSTRUCTOR S NE S

GOT16



AREA OF COMPETENCY; TYPEWRITER COMMUNICATIONS.

Types,geDeral business correspondence from
.. typed

roughrdraft,lhandvritten rough draft, v instruction,,

verbal dictation at the typewriter, and hine.trans-

cription

\
II.B. Types maltiple copies of general business f rms that,

are pertinent to the specific business from: typed

,rough draft,tandwritten rough drift, verbal Detraction,

verbal dictation at the typewriter, and ma6i.- trans-

cription

II.C. Types miscellaneous material frdm: typed rohgh aft,

handwritten rough draft, verbal instruction, verb

dictation at,the typewriter, and mc1nstranscr1pt on

II D. Types reports (car,bons may be required, from: typed

rough draft, handwritten rough draft and machine

transcription

4

I,E. Types or prepares copy for reproduction

II.F, Types correspondence, recordslreports, forDs,.and

miscellaneous material'from; typed rough draft, hand-.

written,rough drafteverhal instruction, verbal dictation

at'the, typewriter, and machine transcription with carbon

copies

32

GOT 17



MINiMUM

PROGRAM

STANDARD RIY/110 YR, USTI,

I.G. Proofreads and makes nest4nd accurate corrections of

typed material

Comments:

*

Rough draftpwpm (___pwpal minimum standard) for _minutes Lminu )

Machine transcriptiompwpm(_pwpm minimum standard) for minutes (....minutes)

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

mw.1111111111111

,

POST 11

RATIIICiLlk INTL-
P

ILA, Maintains the currently used filing system

I.B. Revises files to keep them Current

I.C. Cross-references documents and prepares.crbss.

reference materials

I.D. Maintains index files

I.E. Maintains "tickler" files for follow-up responsibilitiee

IS: kintains personal "work in progress" file

Vs'

I.G. Operates microLreproducing equipment (Optional)

111101..,

GOT 18



MINIMUM

PROGRAM

STAPAP1

SECONDARY

RATING YR. IFSTR.

POST SECONDARY

RATING h

Comments:

AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES

t

I.A. Receives persons who enter the office

Comments:

(

AREA OF COMPETENCY: OFFICE FUNCTIONS

,I.A. Keeps the reception area in order

.11=1MNARIMWmm.,..

I,B. Operates intercom system

I,C. MapItains a bulletin board of announcements, liews, etc.

".--irDr/Maintains employee information directory

I .E Writes/prints. legibly

........

Comments:

'vomit
'Mash

GOT 19



MINIMUM

PROGRAM

AREA OF COMPETENCY: OFFICE EQUIPMENT

'ILA. Maintains office equipment

I.B. Keeps equipment current

, Comment!:

II.A. Maintains personal and office inventory of supplies

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS

I.A. Ansvers incoming teliephone calls

38
39

t tOT 20



MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSM RATING, .YR SI

I.C.-Places outgoing and receive, incoming calls using.'

.specialiied telephone equiPment

U. Finds needed information by us,ing the telephone directory

I.E. Maintains internal telephone records

'I,F,

Comments:

I I 'A

AREA OF COMPETENCY: MAIL

1

II.A. Receives and processes incoming mail

I.B. Prepares outgoing mail

COMMents:

AREA OF COMPETENCY: RFSPROGRAPHIC SERVICES

apar...1111111.mn.

I.A. Creates needed copies



Comments:

r_

.1 :t

RA OF COMICY: MICK; DAlyi

Maintains 'a pOty, cash !rand' (Optional)

Contents:

AREA OF COMPETENCY: DATA PROCESSING

O. 4

S.

LA. Codes forms for data enty

I.B. Reads computer printouts to obtain informatiod to

prepare required reports

Comints1

AREA OF COMPETENCY: REFERZICE MATERIALS
I

II.A. Uses general reference materials to look,up spelling,

42
pronunciation, and definition of terms

A,

Iiireigm".
GOT 22



.Comments:

4:

MINIMUN
SECONDAIY

PROGIUM,

STANDARD RATING Ilt,jusiri,

AREA OF COMPETENCY: MACHINE,OPERATION

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

office 'duties

I.B. Operates the standard kectric typewriter to perform

bastc office duties
It

Operates the selectric typewriter to perform basic, .

office duties

I.D. Operates the self-correcting typewriter to perform e

basic office duties (Optional)

!Zir-%

s I.E. Operates the proportional spacing typewriter to perform

basic office duties (Optional)

I.F. Operates the automatic/pover typewriter,to perform

basic office duties (Optionil) Kind:

44

LG. Operates the 10-keyadding machine to prform basic

office duties ,



MINIMUM

PROGRAM

STANDARD

I. . Operates the electronic display calculator to p form

basic office. duties

,Operates the electronic printing calculator to.p rform

basic office duties

SECONDARY

RATING YR1 INSTR,

POST SIC

RATING TR, INSTR

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

office Aties (Optional)

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

office duites (Optional)

I t. Operates the transcribing machine to perform basic

office duties

Consents:

AREA OF .COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SI

, STUDENT ORGANiZATIONS (OPTIONAL)

I
TION,

LA, Participates in supervised work experience training

(co-op or internohip)

e of business, institution,/or agency

46 Length of time 47

'GOT24
'



MINN*

PROGRAM

STANDARD

SECONDARY.

RATING YR INSTR ROG Ui

LB, Participates in a simulated office program

-Lenght of program:

PatiCipateiln.co-cuiricular student organizations

Name of,organization:

Comments:

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

GOT25
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50

.7774WTmv. .

INDUSTRY REPRESENTATIVES,

THE FOLLOWING INDUSTRY RIP ATIVIO WEBE INVOLVED

IN THE DEVEDOPMEIT OF TIE TASK LIST PORTED OCCUPATIONAL nom

Mrs, Arlene O'Malley

22.11,40

34 Center

St, Paull MN 55101

148`,Ivilyn Grieg
1945 Oakdale

Apartment 117

lest St, Paul, MN 55118

Mi. Nell 4ges
Univac Plot 8

3333 Pilot 11105

Eagan, If 55124

, Mr, B. B, Bichinger

S.B. Foot - Kennilig Bench Street

Red Wing, MI 55066

Ma Mary Rgrecht
140 Vest Myrtis Striset

Duluth, MI 55611

Ms, Cheri Bopkins

3601-16th Avenue South
A

Minneapolis, MI 55407

Xs, latigeen Aubeot

Ms, Jukraus

\ St. Paul CHi.aniek

385 1,1ashington

St, Paul, ,M1i 55102

Ms, Ann Thomas

Noithwestern 411 Telephone

4o8 St: Peter

Suite 100

St' P11.111 MI
55102

AI

lie laid

Office Manager :

Willmar AVTI

Box 1097

Willmar, MN 6201 .

GOT 26



Dr. Laura J. Burger, Director'

Me Deena B. Allent, Curriculum

Specialist

Statewide Curriculum Articulation

Project

-3554 White Bear Avenue

White Bear Lake, MN 55110

M. Connie !Ohio, 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 Ving,-MN 55066

52

DEEM

Cirriculum Articulation Project

Wis Johnson

Dakota County A.V.Ta.

P.O. Drawer X

Rosemount, MN 55068

JudYlielson

Tech High

12th Avenue and 7th Street So.

St. Cloud, MN, 56301

C 4)41

St. Cloud A.V.T.I,

1601 Ninth Avenue ,

St. Cloud, MN 56301

Dorie Duray

Red Bing Sr. High

,525 East Avenue

Red Bing, MN 55066

-continued-

-

Bay Stapleton

44th Avenue and 4th Street

Wield High School

Duluth, MN 55807

Sue Carlson

Innestone Cooperative Center

511 Hawthorne Street

Alexandria, IN 56308

Sue

silky High School

2920 Hut 80th,S

Wu Grove Se

Frank gordon

Richfield Sr. , High

8100 Harriet South

Richfield, MN

NI 55075



Cheryl Adobe

Bo. Wahington to. Schools

Path Sigh

8040 80th Sired South

Cottage Grove, MN 55016

IVA SOU

St. Cloud A.V.T.I.

St. Cloud, MN 56301

- EVELOPIRS continued-

Sylvia Lee

Hennepin Technical Center

North Campus

9000 North 77th Avenue

Brooklyn Center, MN 55445

Richard Olson

Granite Falls

r Granite Palls, NN 56241 .

ane
Bennspin Technical Center

9200 rlying elgmd Drive

'Mouth Cop

Oen Prairie AN 55343 )



HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Secretarial/clical personnel work with people. 'For this
reason additional com'petencies in the area of Human Relation*
and Personal Development are needed by the student who 4is1tajO
to become employed. People work together when they have .an,
underitanding of theilaselves and their co-workers andbthen thi
willingly make appropriate adjUstments in their dwn
ior.

The STATEmENTS OF COMPETENCY shown in the following section o
thistask list represent the minimal Human Relationship apd
Personal Development skills needed by graduates of secretarial/

- clerical, programs. Tt should be recognized that students will
continue to learn about themselves and others-through daily ad
:periences they have in their careers.



MA 0? COVETINCY: COMISICATIONS

A. 'Demonstrates acceptenae of people in A friendh busin

1. intalai verbally with people in communicating a me

1, enunciates clearly

b. 'uses correct gremmarand appropriate choice of wo

C. showi/domonstrataa tact

d. responde courteously

e. uses a pleasant speaking tone, rate and volume

2. asks, remembers end uies persons' names in communicating with

3. interacts non-verbally with people in communicating a Mem

a. recognises the meaning of facial eipresoion

b. recognises the meaning of body language

c. recognizes the meaning of eye 'contact

d, recognises the meaning of hidden malign

% ,:6

B. Listens to and responds to the messages receivOd from co-workeil oupervisoor end visitors

li takes notes when receiving instructiont

2. periodically looks at the mien who is:speakinutoLOitain 'visual:cues

3. asks for clarification When thelessage is not understook:

4. chcentrates on one thing at a time es directional:re:Oen

Gives directions and responds to other:people

lo makes use of an understanding of human behavior

2, disples artbllity to batessrtivelithout being.OffinsiTe-

3, deals effectively with ingry,or difensile codiorkirilcustomets

4, recognizes the uniqueness of and differences in indiOduils

AREA OF COMPETENOY: SELF-DEVELOPMENT,

A. lemonstratei a disposition for continued personal growth and undetitanding of self

ROD GOT 30



1, thinks positively about himself/herself and hisiher future

2. does not show off tq bolster his/her Belt-confidence

3. waits for what Jle/she 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 himlber

9.. his a positive attitude etyma self and.others'

B. Displays personal development fdr soCial liVing

1, handles personal finances
.

0,4

, I
.

,

1

2. chooses life style and housing options

a. displays an ability, to live and work with other6 harmoniously

3, chooses safe and reliable transportatidn

4. identifies personal' biases', prejudices, and stereotypes

C. Shows emotionatmaturitOk'

,
'''Y
,.',,, ,,

1.. tblerates frustratidns '

2. thinks for himself/herself'

3. is calm and exertS. eitWet.forittd'keep'on an even level

,4,
tackles unpleasantlasks withbuetelf-pity,,

a .

0. takes'reSpdnsibility,for hiB/hetibwrf adtidts
c

0'6., understhnds hisYher rble in'grquO dynaiecs .

t

7.. takes brders. witholit .becoiing/obstina
,

.

8: is motivatea by'a"long-range plan, not y WbiMs or desires of eaub'passing week

does not n4se grUdies. or try tO get even.- .1''.

1r.1: .*;.,_Y!.

A- 1 Maintains prOfOsiona1 dtur*, .

i . ' '' 1,; r :!.
.

IV'

i' ., // il. has Clearly detined;career.goals,

, PJ
lit

f.',

, ,

.

,

.

,

a. views hi§4r,job profissionally,lather than' as kly a means of Obtaining a pay:check

b. iies lob sitisfattion as,000T.good mettallieilth

c. r'ieterealistic io44baAid.ok1is/her ahiliciee'

AREA OF_COMPETENCY: RSON4411EARANCE
.

Maintlins good p1isial tness behipior,patteris

);L,

14 'gets "sufficie4 s4'ei?

shows&S.,rint'citioh

14.

IROD GOT 31



3. gets proper exercise

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

C. Selects and wears proper office attire

1. is,groomed attractively and tastefully

i. wears clean, wrinkle free garments

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

C. chooses accessories that are appropriate for work

(1) fads

(2) fashions

d. coordinates colors of garments and accessories worn together

e. plans a wardrobe'for a limited budget

f, wears shoes that are quiet, polikhed, fastened and in good repair

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

D. His good personal hygiene habits

1. bathes his/her body' regularly

2. uses antiperspirant

3. has clean'hair; ikin, teeth, nailsoind 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

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

1. contributes to a Qeam effort

61

a.

b.

c,

d.

e.

requests and/or gives assistance to other people

handles constructive/nOn-conatructive criticism and profits from it

declines invitations gracefully

responds cheerfully and gives praise when'appropriate

is supportive and encouraging to co-workers
62

BROD GOT 32



63

2. assumes individual jobIesponsibility ,

3. deals effectively with frictik and tanaion within the office'

ta, co-workiri, who don'tassume full sha e of co r kl cad

b. moodiness ot tmorkers/supervisors

c. favoritism among ptaff

d, personal probieis vhich interfere with York

e. offensive language or behavior of co-workers, supervisor or mistomars

f. improper hygiene of co0workers which is offensive:to others,

g. angry customers

h. chronic complainers

I. short-tempered co-workers supervisor or self

B. Supports company and employer by exhibiting professionalism

1. shows loyalty to company

2. folIora pulicids

3. maintains 'confidentiality of compeny,stitutional information

4. anticipates needs of supervisor

S. demonstrates cost control

a, conserve supplies

b., use time efficiently

c. develop'and improve personal work methods and Iprocedures

6. displays good housekeeping,habits

a. cleans and maintains mork area

b. cleans and organizes employer's work area as intruded

c. makes coffee and keeps coffee area neat and Clean

7. shows professional co 1111 ltment to his/her employer

'6H!

a. shovs flexibility and willingness.to try new approaches

b. is versatile and willing to adopt his/her behavide to new situations .

c. willingly works overtime to meet scheduled deadlines

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

about ialary,,benefits, and company policy

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



;.:11'ff.7f,patrt '

1. has work habits that insure work being accomplished on time and correctly

2, arrives at erk on time and maintains scheduled working holes

3. plane and schedules work assignments sod priorities

4, takes reasonable coffee breaks end lunch lqlekm

5, halos good attendance record vith sick leave and permed drys taken when necessary

6. pays attention to detail so that high guilty mork is maintained consistently

7. follows through to completton.vork that has boon startmd

D. Shows initiative in gaining professional advancemonti

1: seekg,job/self enhancement experiences

)1,

a. updates hil/her skills and knowledge through formal education, in-house training, end

informal communication

b. participates in professional orsatisatione

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

a. examines alternatives and engages in career planning

(1) long term

(2) short term

AREA OF COMPETENCY! SOCIAL AND BUSINESS ETIQUETTE

A, Displays proper social etiquette

1. etiquette for social functions (44.introductions, table manners coma courtesy)

B. Displays proper business etiquette P'

1. converses with cO-workers and in a socially acceptable manner, within the time

'constraint of the office situat

a. office business (non-confidential)

b. personal business

C. social events

d. topics of general interest

5
2. uses the informal communications network (grapevine) data the office in positive map

6
66

3. refrains from contibuting to office gossip

mon COT it



4. addresses superior properly (s41.Mr., Dr., MA. , etc.)

a.

b.
formal
non-formal

AREA OF COMPETENCY: JOB SEEKING SKILLS

A. Identifies job opportUnities for which he/she is qualified

1. checks school bulletin board
2. reads newspaper ads
3. contacts employment agencies

a.

b.
state
private

4. uses personal contacts

B. . trepares for job interview
V.

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 outlook and willingness to learn

C. PartiCipates in a job interview

L. dresses and grooms himsalf/hersalf appropriately
2. obtains job information fiom ptrspective employer

job requirements
benefits
environment
salary
opportunity for advancement
company's purpose and function

a.

b.

C.

d.

e.

f.

D. Follows-41p on the jot, interview

.1. sends an acknowledgment letter
2.. makes a phone,call

67" , .



COMPET
HUNAN RELATIONS AID PIRSONAL DEVELOPKENT

OCCUPATIONAL PROM General Office/Typist

This competency record tells
. whit the student, who is named Ore, has delionstrstel 'Oat 6.0 she can

do. 'A graduate is one who his temonstrat#:.c etent performance of all the tanks 408440k4qhik
odcupational prOgram. This COmpetenif reCOrd is to bivaed ,aS an expels* 0! 04 4i:stipplrompt t 01 1

traditional report card. ;:itudent performance tin be ted at: the.secondaq

RATING SCALE:

5 Performs task(s) with abilloat,consietently.

.exCeed.(s) prograi minimum st*lards set for 'job

entry level; very competent.

Ia.unable to perforilSek(40..

T Demonstrated ability to PerformlaSk(s)..

aboVe jo entrY level by'tiking*.thalleigif...:

test...'.4 - Performs task(s) at job entry level; 51:vete:it.

3 - Performs task(s) with periodic assistance.' PM ActOal, prOductionwordi per. Minute :.(PVPM)

obtained by stUdent.

2 a. Performs taik(s) with constant assistanCe,

SCHOOL S ATTENDED: DATES ATTENDED INSTRUCTOR'S KAMM



MINIMM

PROGRAM

STNDARD

SECONDARY

L&.TflTG YL IliSTL± pkna

AREA OF COMPETENCY: COMMUNICATIONS

,

Demonstrates acceptance of people in a fr ndly-business-like

tanner .

B.

$ ,

Listens to and responds to the messages received fr7 co-. ,

workers, supervisors and visitors

,

.

.

.

C Gives directions and res oftds to other 'wile

,

,Comments:
, .

.P.
, vd,

..

AREA OF COMPETENCY: SELF-DEVELOPMENT
.

t

. #
.

A. Demonstrates a disposition for continued personal growth and

understanding of self

.

,

.

1

.._2_L_2pA_______.t..........._Dislasersonaldevelomentforsociallivi:
10

C. Shows emotional maturit

.

.

Maintains rofessional maturit

. ,

i

. '

C
.

0 ents :

,

r

,

,

AREA OF COMPETENCY: PERSONAL APPEARANCE .

L_I_Jp_ySe..ssl_pAfaintainsoodhsicalfitzuvvioratterns,_

B. Shows good visual poise

C. , Selects and wears proper office attire
HR/PD GOT 37

D. Dasitood personal hniene habits 71.

70



Comments:

AREA OF COMPETENCY: OFFICE ATTITUDE

Af Relates to male and female co:workers of all ages, skills,

backgrounds, and positions

II I orts com an and em lo er b exhibitin rofessionalism

Shows that he/she is de endable in the office situation

Shows initiative in 'gaining professional advancement6

Comments:

AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE
,

. .

A. Displays proper social etiquette

.

,

.

, I '
,

B. 'Displays proper business etiguette

''''',....j

Comments:

eV,

AREA OF COMPETENCY: JOB SEEKING SKILLS

A. Identifies job opportunities for which he/she is qualified

B. Prepares for job interview
BR/PD

73

GOT 38

C. larticipaterin a job interview

c?.



MINIMUM'

PROGRAM

STANDARD

,'"WrSTAM

RATING

SECONDARY'

RATING YR, INSTR. IN

D. Follows-up on the_iob interview

Co eats:

0

oloorrsurrnisoirrimmosoiminemoilINIMINIONallallallorIN04.

74

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

: RR/PD, GOT, 39

75

I
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Developers: Human Relations and Personal Divelolient

Ms. Linda Anderson,

Hutchinson A.Y.LI,

Hutchinson, MN 55350

Mr. Milo token

Hennepin :echnical Center North

9000 North 77th Avenue

Brooklyn Center, MN 55445

'Miss Shirley Buckholz

Minnetonka High School

1830 Highvg

Minnetonka, MN 55343

Ms. Marlene Paulcovitz

916 A.V.T.I,

3300 CenturY Avenue

White Bear Lake, NI 55110

Mr. Dave Teske'

Hutchinson A.V.T.I.

Hutchinson, MI 55350

Ms. linda Jeffries

Mborhead A,V,T.I.

810 Fourth Avenue South

Mborhead, MN 56560

Ma. Mary Ruprecht,

Word Processing Management

Cousultant-

140 West Myrtle Street

Duluth; MN 55881 1°')

Ms. Cheryl Boche

South Washington Co. Schooli

Park High

Cottage Grove, MN 55073

Mr. Frank Starke

Alexandria

Alexandria, I 56308

Mo. Ann Ellinson

Moorhead A,V,T,I, ("

810 Fourth Avenue South

Momrbead, MP 56560

Mn. Willa Campbell

St. Cloud A.V.T.I.

St. Cloud, MU 5634' :

Ms,,Katheryn Simonson

BrainerikA.V.T.I.,

300 Wilt Street

Brainerd, MN 56401

Mr. Dennis Imen

Alexandria A.V,T.I.

Alexandria, MN 56308

HROD GOT, 46
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