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One of 12 in the secretarial/clerical area, this
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the general office typist, a task list of areas of competency, an
occupational tasks competency record (suggested-as replacement for

the traditional

report card), a list of industry representatives and

educators involved in developing the project, and statements of
_competencies and a separate competency record for the area of human

relations and personal development. Job duties listed for the general
- offices/typist occupation include typing, maintaining the filing '
system, greeting visitors, hapdling telephope calls and mail, o
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CROSS REFERENCE SYSTEM

Task Lis;;(ln the secretarial/clerical area include: office services ad, typlat, genersl
© office/typtst, receptionist, secretary/non-ghorthand, secretary/shorthand, educational office 4
pérsonnel, medical secretary, legal secretary, edministrative assistant, correspondence specialish,
correspondence supervisor, and date’ entry opepstor, ALL Task Lists conteln an add-on list of

humen relations/personal developmept qualities deairablﬁ for gradustes seeking secretarial/clerical
positionﬂ. s , : - ' ' / ‘ h‘. « )
The task 1ists for office services ald, typist, general office/typist, receptionist, secretary/non-
\. shorthand, and secretary shorthdnd.are referrsd to as "GENERAL" secretarial/clericel lsts and all

additionsl Lists are veferred 4 an "SPECTALIZED Liats,

Toe ¥ and the numbering systen {5 the key to crosgteferencing for the specialized lists, The
specialized lista are compared to.the lists for typist, general office/typist, receptionist, sec-
retary/non-shorthand, and secretary/shorthand, When there s something o the specialized 1ist
*that i not oh the general lists & ¥ eppears,. The position of the * indicstes 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 CONPETENCY the entire AREA OF COMPETENCY is new, If the ¥
appears before & Statement of Competency or Task then only thet Statement or Task is new, If the
¥ gopears before a word then only thet word is new or different, It may be necessary to refer to
more than one general task list when.comparing statezents of competency. - . 3

The Task ﬁist for Date Entry Operator is not referenced-to the general 1ats because the tasks

are wnique ih that ares and need specialized training, The Task Lists for (orrespondence Specialist
+and’ Correspondence Supervigor are not referenced to the general lists pecause tasks in these aress

are applZo( to & vord processing/correspondence center and the procedure for c_oﬁpleting the tasks
1 diffefent from the tasks in the geheral 1dsts, The Task List for Correspondence Supervisor

ig' crossereferenced as an add-on to the Correspondence Specislist Tagk List, ] : 3
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| | ' ,.‘ ..:“ R ,*_”
" INDUSTRY RECOMMENDATIONS © . o
' . . \ .
. : ‘ . . v I - . b L "‘ P"'|' ‘..' ’ .
| GBNERAL OFFICE/TYPIS? e, . R '-}_‘,«
L, “ - ‘Induati'y.repreuntntivgs have. made aéveral suggeatipns'to students vho will sesk enployment.
~+ upon completion of this qccppationgl'progrm. Thess suggestions are general in nature ‘omd
" describe the kind of individual vhom they wish to hire. A comoetent vorker is ore vho

-. | utiagactorially perfoyns the tasks listed in this docunent and one vho is mature an Tedpm- . b
< sible. It i importand thet an euployes have a positive ateitude tovard vork and thit he/ \
© . |" che continues to dearnlch thé Job . . . sl

»
‘

. One vay'an employee continues to ldam 1s through reading‘a\.fficle'u' in pro’fesaiomi jourmals - \
/ and publications, It i3 Very important for a perdon in this pogition to intelligently con-
mmnicate vith empldyers, asbociates, and the genersl pubie, ! o,

' . [
The employee who 16 an asset to the business'assumes responsibility for comunications (both
~ writren and oral) that leave the office. This includes using ‘cortect gramar and pumctustion, -~
| |upalling vords correctly, and prbofmding carefulli 80 that neat end accurate corrections | '. ;
| “are nades” Accuracy and confident{ality are extremely. important in all secretarial/clerical
occupations, - AT R A o
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JOB DESCRIPTION . | | SRR

~ General Office/Typiét' . A

§

! The basic duties of the general office/typist are
typing, filing, greeting callers, handling telephone
equipment, handling mail,'maintaining office suppliesx
operating business machines, maintaining records
and working with micrographics.. A basic knowledge ‘

'ﬁ_~9§ dapa‘processing is mecessary. \ ' o

The. general office ftypist. must haye the’ability to
work well with people, receive di;QE;_supervision,

"  and'be proficient in communication Skills. .
) .' ) ) ' ~ - 3
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' ' TASK LIST
. 4 *‘. ( .' )
"g;' .“\ .

ﬂb The following Task List gives you, the vocational instructor, recommendations about
vhat your students 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 1natructors and )
industry representatives throughout the state of Minnesota.

The Task List on the following pages includes the Tasks and the AREAS OF COHPETENCY
recommended for a graduate of the general secretarial/clerical occupational program,

As you utilize this task 1list, you will need to continue working with your local
Advisory committee and with other instructors in your geographic area. Judgments

' must be made, by you, concerning the amount of time to spend in teaching various
tasks, the conditions surrounding the performance of éach task and the performance
level for each task that will be acceptable.




- General Qﬂko/Typlﬂ |
K e

AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS

1L, A, Typn mml business correspondence from: . ;ypud rouah drafe, handvritm rough dn!t. vorbll

{astruction, vachal dictation it She tyveviter, aod maching txaacription,

L types amployec's business and paroonal latters in several styles including cny,of thn

folloving features

/ -ow

a. attention line
b. carbon notations :
¢, company numa in closing o
d, enclosure notations ' x
e, llsted materials '
f, mailing notations ~ °
g, multiple page headings *

{ ho postacripts -
{, quoted material

§+ reference initiala

k. special closings

l

special-sized atationery

() esecutive oize

(2) half elze

(3) legal size.

o, statistical data in tabular forn.
0, subject line

2, types addresses on envelopes

s, addresses for window envelopes
b, nailing address (including ZIP Code)’
¢. nane above printed return address

d. returs address

| ‘¢, special notations

[ ‘ ' .
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~ s . 3;’ tjrpes interof'i’ice‘memorandh" ,
S &&5 2. ' plain peper With appropriste headings - |
| S pre—printed foms “ AT
II B,;" Ty'pe-s multiple copies of genqral Tusiness forms tHet ax‘e pertinent to 7he specific business "' S '
from: ,yped rough draft, handvritten rough draft, verbal- instruction‘ perbe e fon & L
the Wnewiter, and machine transcmption -, AR L e e
: , Pt ‘.,‘ , - L 4 '1 . . ) :'

t

l‘:
y

1, types ~general buslness forng

o billsof ledg - e . P
D, creddt memorandwms . A
. ¢, fPinancisl reports
4, insurance forms
e, lnvoices \ - C e
f, purchese orders o . o -
g. purchase requisitions | coL I .
h. statements of account o S ‘ o
{, voucher checks
ST +Jo vouchers - ,
- I1.C, Types misclllaneous material fron; typed ough draft handwritten rough draft verbal instruction,
‘verbal dictation gt the typewriter, and machine transcription - .

L%

1, types niscellaneous material L

1

& address, file folder, file draver labels

O b, index cards
" | “¢. forn letters, form paragraphs, and f111~in information
' 4, lsts (e, meiling) \ , |

- e, sumary of ninutes of meetings or conferences . - .

" 1, telegrans, cablegrans, nailgrans o S 14
L g postcards ﬂ. ' |
13 , ‘ ‘h, - meeting agendas . ’
; i, deily work schedules o . o IR :
) ‘ , !
W J, . manugeripts RS : T
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-1

10,

4
0

nachine transcrip. {on

persomel forng , +
expense reports

speed-reply lett{rs and nenos

tineraries

L. types reporte

‘a.

A

end-‘oi-month réports S

finpncial Teports

c.» multiple page reports

(1) wbowd
{2) top bownd

- /(3) left bound +*

d
e.

ig.

¢ ’_/h reports unique to the bueiness

. draft, hendwritten rough draft, verbal inetructiou, mm dictation at the typewriter aod "
mhing 13 gnggription gth garbon coples ot e o

1 typee meterials vith oarbon copies

&
b,

Y

etmmaty reports

abstracts booor
f legal docunents (contracts, policies, ete. )

‘payroll reports? * -

1. types oi’t‘se‘p meotere S
" 2. types megtere for photo reproduction

.,v

to Mil »v'v’l'(’ n

for office files

k. / Types ot poepares 'copy for reproductio‘n

i

+

b

i,’;‘

/

[

)

I

/

II F. Types correspoodence, records, reporto, forma, and miecellaneous materiﬂ from-' typed rough

Ll

w

)

pertineot" to 'the specific 'bueineee'-
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Bl

c. ctarbon copies . o
d. offset masters : s Tt Lo

I. G. Proofreads and makes neat ?nd accurate corrections of tyﬁed mhterisl
1. makes—COFrectioné on ) .? "
a. copies typed with fabric ribbons
o, b. copies typed with carbon’ ribbons

AREA O'F COMPETENCY RECORDS FIUNG AND MANAGEMENT
k 4f' II. A. Maintains the ¢urrentlx used filing system '

. 1. codes documents for filing ﬂ
. 2, adds, new folders ‘ T
3. locates &and retrieves’ documents .
L, refiles documents that have been removed
. . ) Ll
a. single pieces in file folders ;
b. entire file folder‘in drawer

. searches for migsi misplsced materials
maintains records of materials taken out of the files
follows-up on released materials

oW

I. B.- Revises files to keep them ctirrent

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 crobs—reference materials

1. D. ~Maintains index files” "

I. E. Maintains "tickler" files for folloWhup responsibilities

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

A



I. G. Operates iizicro—reproducing equipmgn't,(opfieml) v .

AREA OF COMPETENCY PUBI.IC RELATIONS AND S’MTE' SERVICES

I..A. Receives persons who enter the office , : ,Q‘ ‘ e T
1., greets visitors I S . I \ LT
. 2. makes visitors comfortable . PR DT R
_ 3. a.answers vigitors" questions (general questiona only) Ty
o 4. escorts visitors to appropriate office area ' - "',; L
' / 5. makes introductions Loy
6. -delivers: oral or written messages from visitors to proper peraons
AREA OF COMPEI'ENCY orﬂcs FUNCI'IONS ; e T |
"I, A . Keeps the reception area in order C . i, IERT o
I. B. Operates intercom system _;‘ e . B Co Ll e
» \ . N \ . . I . . .
_I. C. Maintains a bulletin board of announcements, news, etc.
I.'D. Maintains: employee information directory ' o
3 - o
.I. E. Writes/prints legibly v .- * . »
i " AREA OF COMPETENCY: OFFICE ;QU!PMENT}. i ‘ T
| II. A. Maintains office ggufg‘menc R T
v ' T 1. changes equipment rd.bbons ) . . ® ' Lo <. .
' 2. cleans office equipment S A ~ C
", recommends service on eQuipmdnt s N ; C
4. handles service calls om equipment S ' .
5. handles routine maintenance of equipment - e i
6. makes minor reppire on' oﬁfice equipment = R
: A ]

\ . N . ' )
‘ . ; . . "
- 4 e

. .
. . ) e « . . v
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o . . TN . - 2 . A - P
N . . . N AR B - . . . . B .




# - *
I. B, Keeps \equi]_nent current - :
S 1. prepar requisitions for equipment S 3 ‘ — 5, -,
2, . me.inta.i 8 record's of equipment inventory : - LT
'AREA OF COMPETENCY’ OFFICE SUPPLIES (vs‘av 'IMPORTAND' R R
II, A, Ma.inteins personel and office invéntory‘ of suppliee e | '
; |ty v ,
, l.- determinee requiremente for personel office supplies :
2, prepares requisitions or requests / ' ,3
3. maintains and checks inventory rec;ords to determine if minimum que.ntiti& R
of -supplies are on haid RS ARTR R N
" L4, orders and obtains supplies as needed from suppliere e - L
5. checks incoming supplies with packing slip or invoices o AR L
6. unpacks and stores incoming supplies .- . T
T. ma.i_n_tains suppliers contact file ;
AREA oF COMPETENCY: msmone COMMUNICATIONS R TR
‘I A, An;wers incoming telephone calls ) o Tl .
.1, uses single line v =
2. ‘uses multiple 1ine ' Sh ‘
. 3. -transfers calls to correct depa.rtment or pe::son I
4, sciyens incoming calls R e
- 5. ansvers inquiries posed by telephone ca,llers ‘ < .
. 6, records telephone messages (date and time) - v - . b
7. requests complete information to make return calls . RN : -
‘8. delivers telephone'messages promptly , ' .
7 f B +
. v , V4




4

|

’ " ‘:,E Msinteins inuernal telephone recotds s "

IR R Onit-»}, - | | e

LB Places dutgoingetelephone calls ;- . | ] | ﬂ .

- 1, -places local calls - ,
2, places long distsnce oslls o oo ,
| a, direct distsnce dial (ddd) B R
. b person-tosperson : ,, o
~ cv. station-to-gtation
1dy collect o
e, credit card '

3. places cells using specialized telephone services |

A B

S conference calls
- b, overseas long-distance calls
Ce telephone fscsimile equipment -, X il
g pecisl 12ed long-distence 13 such as NATSHR |

I. ¢ Places outgoing snd receives inconing cslls using specialized telephone equipunt

Y .

L operates speakerpbone [. e L
2: operates pictute phone (optiomal) . -, o
3. \uses. bell-bpy servige . (pager eervice) o o e ey
4, "uges card dialers T

v operates. after hours messgge recorder , o
6. contacts noﬁile phones sﬁ n : e

/ ' ’ A

O

- LD Finds rteeded idformation by using the telephone directory o o

R ,'\ 1
1, useb the white pages L . )

2‘ b uses the yellow pagee

- t
l s

g keeps st of, requently cslled nunbers current
-2 records long distance calls made | J

N reminds employer to retum cells | | | . | | aor'd

‘o
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 AREA OF COMPETENCY, MAL®  ° | J
L A Received and processes incoming na-inl ’

]

!

3
b,

5

. 6
1
8
.
" 10,
11
12,

I B, Prepares outgoing mail

> RO e

5,
b,
N
B,
%
0.
11

12,
13,
16,

. n%:s rotation in mail register-

tollects matl from post office or mailing department (ootional) | P g
sotts unopened incontng nail for delivery to departments or individuals o f

b, personal

"mends torn or‘)damaged' mail’ o LR K

PR

Kepares and attaghes & routing slip |
livers inconing nail to proper persons or depsrtments

signs for packages received from ghippers or UPS ‘5
ays for packages veceived 00D |

* deternines disposition of ‘inadequately addressed 'oaii

opens incoming business nail, sotts contents, checks enciosures, tim/dste stmps
attaches pertinet information to incoming mail R
nakes filing notations atd/or calendar notations

collects mall from other offices or departments (optional) o 7 | \ fo
folds and stuﬁfs envelopes for msiling | 3 o

addresses envelopes for mass mailings < -
- decides on least expensive and/or most desirable method of comunication or delivery

processes outgoing letters and | packages requiring special handiing and/or specisl rates

processes bulk mailings , | /
prepares and sends telegrans, cablegrams, or mailgrans . | A
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. (ontional) o
operates & postage scale to determine correct postage: LT 2
sttaches correct postage - . L 6ot 10.

wraps packages for mailing . \ '\ -

. g



ST A

T =8
o . 15. “Writes zip codes on incoming or outgoin§ mail _
5 16. files return receipts from registered or certified mail

17. 1insures mail '

18. ‘registers mail

aony

T <
.\ - . - » -/ . ) .
\\ AREA OF COMPETENCY: REPROGRAPHIC SERVICES = - . Z//»
"I. A. Creates needed coples o Y
\.' 1. operates duplicating equipment -
N \ 8. offset
* " b. copler
2. collagfs'materihls
a. manually 7. L
b. by machiné’ . . . .
3. binds materials
a. maﬂually )
b. by machine
' 4;\ folds pages )
a. ﬁanually.
b. by machine . > . -

g 5. proofreads to insure accuracy
AREA OF COMPETENCY: NUMERICAL DATA
I. A. Maintains a;pet@y cash fund (Optional)

1. obtaiﬁs gﬁecks to establish or replenish petty cash fund
2, makes payments from petty cash .

;




»

5. prepdrea petty cash toportl

- AREA OF COMPETENCY: DATA PROCESSING
"L A Codes form for tita ontry

, L n. Reads conputer peintouts to obtlin 1nfomtion to pnpm‘rqumd rmrtﬁ i

WA

t

3

AREA OF COMPETNCY: REFERENCE MATERIMS

II A Uses meral ro!mnce nterhll to look up mllm,

1, uses general refemce ntcrhh

. S !
' bl
‘ VY
4

o . "
S ¢
: .g.
. \ . io
S . j'

kl
‘10
] nl
* T e

,/\\

4

off#e or conpmy'l proculml uwll

dlctlonary

telephone divectory lnd ylliov mu
quick reference. vordo unual .
thesaurus

3. prepares vouchexfa for loncy taken out or rmivcd
\4 records petty cash mtriu in & journal or chcck mimr '

L)

« Vo

SEe L

qutside agencies (both 1ntoml nd axternal ;o tlu profqu)

clty directory (
postal sanual

ZIP Code dimtory
secretary's, reference nanusl
company . £1les

past records

vord division manusl
equipnent operator anual




" '-"..:.:.:.-'-lf““ OF COMPE[ENCY, mmg OPERATION - —
I.A.l

LG,

1D,

'I.Eo

LY

L6,

. 'I.B.'
LI,

IIJI

1K,
' : I.L. l N
* AREA OF COMPETENCY, SUPBVIED WORK EXERENGE, OFFCE Shuunow, - ¥ -

e

B,

16

Opm% the lo-key addins mhine to per!m bui&‘,' fict dut

' \ ' .
Opmm the ntnndard umul typeweiter to mfm buic omeo dutiu

Opmm the mndnrd dlectric typewriter to perforn buic omu dutiu | o

Opmtu tha ulectric typmiter to pcrfon buic offles duuu

‘Operates the ulf-comcting typmiter to pnrfon buic omu dutlu (Optiml)

Operates the proportioul lpacin; tymrittr to pctforl lmic omu mm (Opl:tml) .

Opazates the autmtﬁlpmr typmitnr to per!m buic otﬂ« dutin (thl)
Kind: - -—

Opmteu the eléct:onic dilphy caleulator to mforl buic of

Operates the printing calculator to perfom buic ofﬂcn dutin (Optinul)

Operates the full-key adding mhina to perfor: bmc omcc ductu (Optlml)
Operates the trmcribing machine to per!on basde o!ﬂu dutiu

STUDENT ORGANIZATIONS (OPTIONAL) ~~
Partic:lpltes {n luperviud vork experience mininz (co-op or intcrmip)

Participnteo inasimulmd office mopm ) . S

i!mm | | ..

-Opeutes the eléctronic printing calculator to mforl buic om.u dntiu

Pnrticipates {n co-curricular uudent organizations | e

T
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O COWETRCYREORD

| .'°°°‘?Pm°,“? s Goneral Offce/Typist - 'l'v(Name i Q. ‘

v

" P ' ' ) .
Ay ) . i
’ ‘ ' [} , ! l!}‘ ,

‘mmﬂmmmnmmMEWHMMmhmumM%szMMMMmfhwmmn\WW
do, A graduate 15 one who hag denonstrated conpetent perfornance of K11 the tasks desfgnated for‘éhia R
mmmmwmmTMmmmwmmmmmenmmmMMNMHpmw%ﬁ%;y,

" traditional report card, Student perfornance can'bquatéﬂsat‘thg,secondary‘aﬁ Jot post 3é¢°ﬂd‘§g}1evel;ﬁ?  f;f_.“'ﬁ

RATING SCALE:

w- Perforns task(s) with ability that consistently 1~ Is wnable to perforn taskis), RN IR
‘ exceed(s) progran minimum standards set for job T O
entry level; very competent, . T Demonstrated gbility to perforn task(s) at or - g
\ | | |  above Job.entry level by taking a challenge |
4 - Performs task(s) at job entry level; competemt, test, . B I

1 3 ~Performs task(a) with perfodic- assistance, ?WPM - Actual production wondd,pefﬁiﬁutl (FﬂPM),'  "}%_3.$,
‘ - - obtalned by student. - I

2-Pu&msmﬂw)ﬂmcmumtuuumu.

 SCHOOL(S) ATTBNGAD:

DTS ATTERORD__ STRUCTOR'S MAG(S)

l ‘ .

A

14 ‘h ‘
' - P ¢ -

' o R Bl

. -
Y . ‘v.

i A




D - v
| —— hunasiemne. AN il Beni I
Bt o LU s d

AREA OF commnm: TYPEVRITTER COMMNICATIONS.

- | PROGRAY

STANDARD

ILA. Types. genera.} businese correspondence from:  typed
rough draft, handvritten rough draft, v bal instruction,
verbal dictation at the typewriter, and # 'hine trens- \
cription i v

Y

Y [N

IL.B. Types mltiple coples of general business t\ s thet
. are pertinent to the specific business from:\ typed
_ Tough draft, handwritten rough draft, verbal nstruction,
~ verbal dictation at the typewriter, end mechi , trang~
eription

' \

3

v

- I1.C. Types miscellaneous materjel frem: typed rohgh aft,
handwritten rough draft, verbal instruction, vert

dictation at.the typewriter, and necuee‘trenecript on

[

II.D. Types reports (ce.r;bons may be required) i‘ron. typed
rough draft, handwritten rough dvaft and machine
transcription

IE | Types or preperea"copy for reproduction

R S T

IL.F. Types correspondence, records, reports, forns, end
miscellaneous material 'from: typed rough drai’t hand--
written rough draft, verbal instruction, verbal dictation

at'the typewriter, and machine transeription vith carbon

copies




1.G. Proofreads and makes neato@nd aecurate egrrections of
.typed material N : C

¥

8

4

[

MINDMIM
PROGRAM
STANDARD.

, | SECONDARY
MK

osm, |

 Coments:

' | e
Rough draft _ pwpm (__pwpt minimm standard) for _ minutes (__minufes)
Machine transcription  pwpn(__pwpm minimm standard) for  minutes (__minutes)

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

I1.A. Maintains the‘currently used filing system

”
A
gl

I.B. Revises files to keep them current

1.0, Cross-references documents and prepares crbge-
reference materials | o

L o

1.D. Maintains index files

I.E. Maintains "tickler" files for follov-up responsibilities

[

I.F. Meintains personal "vork in progress” file

1G. ‘“Ope'rate‘s micrq‘-reprbduciné equipment (Optional)
. i .o

- Gor 18



MINDMUM

PROGRAM o »
| sraxmarn | RATTNG. VP, INSTR, IRATING, YR, INSTR.|.
‘ »

'
J— !
L L) y

.

SECONDARY

i

Comments:
ents:

AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES

LA Receives persons who enter the office ~ (

Comments: | [ ‘ ; ]

)

AREA OF COMPETENCY: OFFICE FUNCTIONS

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

I.B. Operates intercom system , o |

/ I.C. M%ntains s bulletin board of announcements, nevs, etc.

. \ ], - ‘ X -
s A
\I-.D/Maintains enployee information directory - . ,

I.E, Writes/prints legibly - .

<
Comments:




AREA OF COMPETEICY: OFFICE EQUIPMENT S ]
'iI.A. Maintains office aquiment
I.B. Keeps equipment current | ' !

‘ \

. Coments: " . '

i O COMPETEICY:  OFFICE SUPPLIES (VERY I;iPORTANT) S | |
I1.A. Maintains personal and office invantory of uitppliu . _h | | r
Comentg:- | o 7 . B | )

@ | BRI ¥ ~ |
| AREA OF COMPETENCY: TELEFRONE COMMNICATLONS |
LA An;wers incoming tel/ephoner calls '\ " S | w - ’
I.B, Places outgoing telephone calls ‘ |
8 . T
| l | | VBT 20




| MINTMUN szconnm
‘  PROGRAY -
STANDARD .mmc R, msm

'

I C.  Places outgoing and receive incoming calls u31ng : | o
specialized telephone  equifment - Co | oo

!

I.D. Finds needed information by‘ueihg the telebhone directdry

1L Mainteing internal telephone records . || o | 5 3,

Commente:

- [
. .
) ‘ ' } . o ", .
N . . S ' 2 A
i . . . pEI
N : . i *' ‘ ' ‘ . .
; . : .

AREA OF COMPETENCY: MAIL- = - -_*ﬁ‘_ B I l;':-ig‘

IT.A. Receives and processes incoming mail | N 5 ]
A .

. 1.B. Prepares outgoing nail . | ) ] R

:‘E’m b : ;.;.\,. F .
Co . i \- | | z. ’J’;;, ‘H |
Comments: . T e N ,
) ‘ : p
" s g R S AR AAER R TR K
AREA OF COMPETENCY: REPROGRAPHIC SERVICES ' | # | '?'g ‘ : o

‘ | ‘ I T
" LA Creates needed coples - | - 1 «




© Coments: l

e 5 o |

ARRA OF COHPETERCY: YARRUGH D

LA Haintains a petty. cosh fund (Optional)
Comeots: | '

ARRA OF COPETRICY: DADA PROCBSSTIG \ °

LA Codes forms fordatg entry - =

—4

L3, Reads computer Printuts t0 obtain infomatioﬁ to
prepare required Teporte |

"Ctmee'nt.:e’%
|
| 48ea oF coopEmNCY: - SEFERRycE MATERIALS

pronunciation, and qefinition of terns

o
i

i

II A Uges generel reference mterlals to Jook up apeliing,‘ |

42




sncounm |

Coments: - . !

AREA OF COMPETENCY: MACHINE OPERATION

f

I.A, Operates the standard nenual typewriter to perforn basier,
office duties

I B, Operates the standard électrlc typewriter to perform . 1 | | S 8
| basig\gffice dutles o | ‘ I [N (R NS Y N B

1.0, Operates the selectric typewriter to perforn basic .
office duties = | )

R , .
L&%mMWuMmmMmeMMme
: basic office duties (Optional)

y 1.E. Operates the‘proportibnalvspacing‘typéuriter to perform | ‘
basie office duties (Gptional) . -~ o

1T, Operates the sutomstic/pover typevriter. to perform
basie office duties (Qptional) Kind: | : N

. . \. ] , Y | | ) ‘-v‘ K
(M.WMwmmwmmemuwfmmm
office duties '




. @ \
“ ’ 3 /
p‘ K ’

]

Sl |. 2
L *
R

g - Y : )
4 b
2

IH. Operates the electronic disploy caleulator to perforn
| ’basic office duties

HINDA
PROGRAN
STANDARD

SECONDARY -

RATING (YR, | INSTR,

",

. — ! P
:. LI Operates the electronic printing calculstor to p rform ' / o
of 7 esie office dubies | L |
I Jv. Operates the printing calculator to perform basic ;ﬁ;»r;;j ,
| office duties (Optional) /- N
. ' ' ‘A‘ ( ‘
! ' > < v 1

LK Operates the full-key adding machize to perform basic

office duites (Optional) ,
LL Operat%s the traneribing machine to perform basic - o
office duties . : j ! -
- J/ _ ;’n‘.‘
] coments: E R | / ' ;
’/ A . .
AR OF COSTRNCY;  SUPERVISED VORK EXPERLENCE, OFFICE SIJATION, | i
.| .. STUDENT CRGANTZATIONS (oPTIOMAL) | 4 ’
o - ] X »
poo ' : /7 | ] '
1 A Participates in supervised work experience training ‘
(co=op or internship) -
, [ %e of business, ins'citut:ion,/or ageocy ' v '
46 o Length of tiine i | ; ‘ 47
- C ‘ )// , / 1
Q- - . ' ~ —W o
.'1 ;/) : . / . :‘F ! GOT ZA ” o




4

. 1.3, Partic;'ipates in a simulated office program
. / ! .l N

)

' -fLeng}{it of ‘p;'ogram:

f

RATINC YR,

[ ooy,
wsm, | rat

i

/

Bl
v I
/
¥

|

L Par%i‘cipatess' "ip co-cugricular student organizations

\

the of,oréqnizatiog:

:‘tl - ’é
Statementa of competencies can

¢

W

be gra

)

ded atI: e}ther the secondu"y or post=secondary level,

60T 25




Mrs. Arlene O'Malley

2140 | .

‘3 Conter e
§t}.hpl. M 5501 o

Ma, Marilym Grieg

1945 Onkdale -

Apartnent 117

Vst 6%, Paul, Wi 55118

' m.ngnlngles
2 lnivae Plagt§

O mmMeme. N

8,8, Foot = Kennirig Bench Street,
Red Wing, M§ 55066

INDUSTRY RHESENTATIVES

M Cheri Hopkina
- 301-16th Avenue South

. KsthleenAubeﬁ
o, Judkras .;wffs* e My
8, Padd comnie# e el s

) smu&h Stmt

&

U

Ms, Hary meh’ﬁ
1ho West Myrtle. Stmt

Duluth, i 55811

mnneapons, m 55h07

l

365 Vashington - .
Bt al, ' ‘,5.5102, A

Al

Ms. i Thomas .
. Horthvestern 8311 Telephone
h08 Bt Teter |
Suite 100
St_.JP&t}_l MY 55102

| mrommcnmmm&mmimwmm |
| mmmwmmwmmxmmmsmmmpmm

Minmpolil. m 55"02

| "Ofﬂce‘Mm'ger' coh
Ml v

- Box 2097 o
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Aurim Boclgt wd Derick o
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‘_ " / Y
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3 !

"
‘ DEVELOPERS ,
Crriculum Articulation Project .
| ‘ . !
Or. laura J. Burger, Director’ lols Johnson fay Stapletn =
N8« Deena B. Allen,, Curriculum * Dakota Cownty A.V.T.I. " 44th Avenue and 4th Street
Specialist B0, DrawerX Denfield High School
 Statiwide Curriculm Articulation * Rosgmownt, MM 55060 Duluth. m 55901 -
Project | - T ;
79554 White Bear Avenue Judy Nelson . sus Catleen ;
White Bear Lake, MY 55110 " Tech Bigh - © Runestony Cooperative c.mr\
- , 12thAvenuamd7thStmt§o. 511 Havthorns Strest
- My, Connie Xohls, Curriculm St. Cloud, M¥. . 56301 | . Alm}ld:h' LB 56300
o Specialist B : :
Statevide Curriculwm Articulation  Willa camphell .1 " Sue Mm
Project ‘ . Bt Clowd AVI, . Bimley Righ School ,
Brainerd A.V.1.1. 1601 Minth Avenue . . 2920 ast 60th-Stamt :
300 Quince Street st Clood, M 56300 v T G:m Helghtl . 55075
Brainerd, W 56401 L T
. .. Dorls Duray Prank Jordon
Mariel Copp S Red Wing Sr. Bigh ,' Richfield Sr. High
Red Wing AV.L.I, 525 Bast Avenue - 8100 Harriet South
Red Wing,-MN 55066 Red Wing, MN 55066 7 Rlchtiold, W
) :
203
02 ’
@
{
~continued- o
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1

Cheryl Boche -
- 80, 'llhington Co. Schools

Pazk Bigh
8040 80th Srest South -

Cottage Grove, MN 55016

Al L

- 2va Sona

g, Cloud AVDI.
8. Cloud, MY 56301

" 9000 Horth T7th mnui
* Brooklyn Center, W 55445 -

-DEVELOPERS cont inuad-

8y1via Iae - ,
nonn.pin Technical Contlr
North Campus

0

Doroth} nmm ‘I

" Benoapl Technical Canter

9200 Pydng € Cloud Drive
. Bouth Caipus
| ﬁldln I'tliriu w 5343

. Richard Olson 5
Grandte Talls AVILL &3
Granits rau., WosaL

SRS
'




'understanding of thdhselves and their co-workers an

<.
e

ior. _ . S

* HUMAN RELATIONS AND PERSONAL DEVELOPMENT

e

Secretarial/cld&ical personnel work with. people.l‘For this
reason additional competencies in the area of Human Relati

to become employed. . People work togethe* when they. %avégan
willingly.make appropriate adjustments in their own

The STATEMENTS OF COMPETENCY shown in: the following sectio
this task list represent the minimal Human Relationship an

J
Personal Development skills needed by graduates - of. secretarfal/ _1
clerical programs. It should be recognized that students wiﬂ

* continue to learn about .themselves and others - through daily g
\periences they have in their’ careers._ o | - o

P : [

e



: 'J )W",

HUMAN REMTIONs AND MW PR

T
T |
1 oF COPHIEN: COMMIUTION

. ;s ‘enunciates clearly S ‘ S T
b, ‘uses correct gramar snd appropriute choice of wo 'a R
: ¢ shovs)dusomstrates tact S 5
j d. responds courteously | v
i ¢ uses  pleasait lpeaking tone. rate and voluna : 3
f 2, asks, remdmbers and uies paraonl namna in comuunicating vdth puoplc | .1g |
f; -3 1nteracts qpn-verhnlly with peopla in connunicatdng a nellnge \

. recogndaca tha maaning of facial a;prnanion‘ o '~v_; e
b, recognises the neandng of body lengusge -;" S
¢, recognizes the meaning of eye tontact R AL I E T
d, recogniaas the neaning of hiddan nadangas o J‘.kj;.ff‘ “,,;rfu-.'

: ‘.-‘,A..

B. Listenl to and renponda to :he Dessages recuivdd frou codwurlnfs, |upervilodd lnd vdnitora

1, takes notes vhen recelving atructions ’ﬁ*i‘° . d}”d =
LpmmmumhummmumummMmMMﬁmMm -
3. asks for clarification when the.nessage is not understood *‘-,v ,

4, cbncentrates on one thins at  tine 4 directiona e gtvan
~ C. Glves directions and responds to othap people : ‘ B . .

‘1,7 makes use of an understanding of human behavior . : S S
2. displays an’ ability to be assertive vithoup being offenudvu B R R
3, deals effectively with angry or defensive co-workers/cuatomgrs o - | o
4, tecognizes the uniquenesa of and differences in 1nd1vidua1a

| AREAOF gommo: weowmees ' By
Y Qemonatra:es 8 dispoaition for contdnued personal growth and understanding of self T
B/ 61 X

Aruitoxt provided by Eic:

( ' . « . : : ) . v
o . ‘ ) o ‘ ‘
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- - -

"om«\la‘m‘-\ulﬁ-"—‘i

B Displays pergonal development for soclal living | '_ R ho

R . i “'u”:r;: e \!.‘;w
N .

thinks positively about himself/heraelf and his/het‘futuro" ﬂln
does not show off tq bolster his/her eelf-confidence

vaits for what he/she wants | e e

nekes up his/her mind decisively = . ' . !\
adnits his/her shortcomings ! IR ;

recognizes and builds on his/her strength without beooming vain o , - . » |

seeks out new vays to develop his/her talents |
- hag a realistice self-inage based upon ‘the vay that others see himfher -
hes a positive attitude abqgt gelf and others .

handles personal fitances ., A
chooses 11fe style and housing options o | T
- a, displays an ability to live and work vith others harmoniously
chooses safe and reliable trangportation ‘
identifies personal biages, prejudices, and stereotypes

€. Shovs emotional maturity \ R | &

C -

W "
w o

T

3"923
Zo>

-

-
&
’ z‘e_t

.,
L=
- ?} )
. . - o
. _5_’3 _ .
» L v
-
—

-rn - -

.-
oy

h
-7 ', ‘ _
z.. < O~00 —3 S RAT L RO —

+ has clearly d:fined carper goale

) ,,- o |
, tolerates frustrations R
thinks for himself/herseli CLh ‘
ig calm and exerts extr,a ffor;lto keep on an even level |
tackles unpleasant asks withbut*self-plty, - i
takes responsibility for Wb /her,omn actions,. ‘
. understinds his/ter role in ‘group dyamfes . v
takes orders w1thoqt becorilng obstinaog .
is motivatea by"a long-range plan, not by whibs or desires of each passing week

does not nupse grudges ot try to get even ' *’/ y

Maintaing profe,ssional mttuerp‘ RPN e

/ N .
P 3', A L :
a views his/?en job professionally, rather than as only 8 means of obtaining 8 pay check

b, oees job s tisfaction 29 part: (of good mehtal Health
' .'. ¢ gets realistic goali ba‘id on his/ her abilitieo

! .';-z'

: b A
MAOF compem RSONAL APFPEARANCE '; . ‘_‘v . N
:?. Mg ntiins ood 'h sital ({itness be v:ior attems S . ~
R ¢ ! o hl P SO HR/PD GOT 31
b e gets tufficient sleeg ” T ',?’ R | o
showgood nutritioh T ; B 60

e
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G,

D,

3.

b,
5'

gets proper exercige
has annual dental and medical check~ups

has good posture

Shows good visual poise

Selects and wears proper offlee attire

L,

1.

Has good personal hygiene habits

- O LN B L D
- - - - - -

demonstrates an appropriate method of standinﬁ, walkihg, sitting, bending and 1iftips

is _grooned attractivelz and tastefullz
wears clean, wrinkle free garments

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

. ¢ chooses accessories that are appropriate for work

(1) fads | N
(2) fashions =~ |
d. coordinates colors of garments and accessories worn together
e, plans a wardrobe for a limited budget
f, 'vears shoes that are quiet, polished, fastened and in good repair
g. shops for clothing that is well constructed so that it will last

K o

bathes his/her body regularly ' L
uses antiperspirant -
has clean hair, skin, teeth, nails, and breath

wears clean clothes that have been laundered properly
renoves hair properly and regularly from selected areas of the body
applies cosuetics in a skillful way to enhance features
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 Qean effort

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, 1g supportive and encouraging to co-vorkers

L 0 o D
- . - -

HR/PD GOT 32



G,

4
3

Supports company and employer by exhibiting professionalism

8
~h. chronic complainers
i

1. shows loyalty to company A | T ,
2. folluws Lie wupaiy's policies ‘ | |
3,

4. anticipates needs of supervisor
5, demonstrates cost control

assumes individual jol;mresponaibility . B
deals effectively with frictlw. and tanad on wlthiu the officc o

a co-workers who don't. assume full sha>e of workload %

b. moodiness of o-workers/supervisors

¢, favoritism wnong staff . .
d personal problems which intetfare vith work

e. offensive langusge or behavior of co-workers, auparvisor oF CuBtomeTs

" £, improper hygtene of co-workers which is offensive to otherl

. 8ngry customers | - &

+ short-tempered co-workers, supervisor or self “"‘.;. 1

B

. . |
naintains confidentiality of company/ijstitutional {nfornation
0 I\

)

© &, conserve supplles - R

1.

Shows that he/she s dependable in the o_ffice situation

‘ahows professional commitment to his/her employer

b, use time efficiently: - B . ‘ o
¢. develop'and improve personal work methods md ’procodum .

displays good housekeeping _habits K L |

a. cleans and nedntalns vork area
b, cleans and organizes employer's work ares as inatructed

‘¢, makes coffee and keeps coffee area neat and clesn

u

' \

3 shows flexibility and willingness to try 1w approachea '

b. is versatile and willing to adopt his/her behaviot to new aituations

¢, willingly works overtime to meet scheduled deadlines |

d. asserts his/her feeling, needs, and conpetence dn commnicating vith hiulhlr employer
about salary, .benefits, and company policy

S ¥
v‘.‘ “-“..‘.
[E . ' . . } 3

-

e

By

‘ S :
' ) v ! 6 ' t,"}"
YT A 4T 0
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I, has vork habits that {neure work bedng accouplished on time and correctly
2, arrives at work on tine and maintaine scheduled vorking hours
3, plans and achedules work assigmaents aod priorities
&, takes reascnsble coffes breaks and lunch brasks |

"5, has:a good attendance record with sick 1aave and peracnal days taken vhen' nocumy
6, pays attention to detail so that high quality work {a meintained conliltnntly
7. follovs through to conpletion work that has been mmd

b

(
D, Shows initiativc in sninins professional advancemnts

1 “mko job/ulf enhancement upurimu

8, updatu his/her skills and Imovlodn throush formal oducltion. {n=house tuinin;.
infornal communication = - ‘ . |
b, participam 1n professional organisations

2. selects or rejects Job prolotionl baned on opportunity. ptrml gosls, ml ciremunm L

& exanines alumatim and engages n camr plandg .
(1) long term ‘ o o :

(2) short term

AREA OF COMPETENCY: SOCIAL AND BUSINRSS ETIQU ETIE #

A, Displays proper social etiquette

1, " etiquette for soctal functions (6.8 introductdons, table manners, comeon courtui)

B. Displays proper‘ business etiquette .o

1. converses with eo~workers and ‘, |

8. office business (non-confidential)
b.  personal business
¢
d

social events
topica Of genera] interest

2, uses the informl comunications network (gupavine) vitfln the office 1n o positive m 13

3. refrains from contibutinz to office gosslp

EKC

Aruitoxt provided by Eic:

] i ' " S e AN AL



4. addresses superior properly (e.8. Mx., Dr.‘. Hi.. otlc.)

a. formal . ' '

e b.  non-formal

" - AREA OF COMPETENCY: JOB SEEKING SKILLS _A

v Y Idcn:ifies job opportunities for vhich he/she is qualified
\"'\ LT S ) .

, 1. checks school bulletin board
. ’ . 2. reads newspaper ads
.o - 3. contacts employment agencies

f . a. state
b.  private

4. uses persona; ;ontacts
B. -.Prcpifei for job interview

i : l. writes and types a resume
2. composes -and types a letter of npplicntion
3. contacts a’ prospective employer
4. arrives on time .
5. conveys an optimistic outlook and willingness to learn

\

C. Participates in a job interview

1. dresses and grooms himself/herself nppropriatoly
2. obtains job information from porapccttv. exployer

4.  job requirements A
b. benefits ‘
C. environment

d. salary

€. opportunity for advancement

f.  company's purpose and function

D. Pollout-up on the job interview

‘.  sends an acknowledgncnt lottor
2.. nnskes a phone. call

67"




T By n&nnn o
o sewssemwomen 0 0
occusmom BROCRA: Gensrdl OfﬁtO/TYPIsf '. oﬂgludenl - *

C R R

AR

Tm competency reae el what e 't“dent, who is naned nbove has denonstltnted"ths. | o
thnnt shs o

o, A raduate 1s on vho bis dmngtrted cmptent parfomnce'of a1 the paoka dontgnatd for bl

. oceupational program, This competency‘ tecdrd: 18 to b egt 8 & emnsion of et ﬁppltnent tb e
 traditdona] report card, ; Student petfornence csn be ﬁ:nd it the secondsry nndlot- ,st '“eryflev,

[ e s PR
5 - Perforns taslt(s) with abilttycd)at ccnsdstently l Is unsbls to perfotn‘?:'tdsk(s}

- exceed(s) prograt ninimm stindards set for job Lo R
" entry level' very competent. SR T T Demonstrated ability to pentom task(s) at ot
: - SR nbove job entty level by taking a challenge

4 - Petfoms task(s) at. job entry level cpmpetent. . . test. g

- Performs task(s) with periodic assistance. - PV - Actual production words per ninute (PWPM)
o obtained by studnnt Lo ‘ﬁ o

2- Performs task( ) with constant sssistance.

J : .' . ’ ' ) . ) ' ,: : . ! .“ ”
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B AREA oF commcf: COMUNICATIONS

| oo |
‘PROGRAY.

STANDARD

scomigr [

A, Demonstrates acceptance of people-in a fr ndly-business-like
manper ‘

e .. . / : ‘
B, Listens to and responds to the messages received from co-
workers, sugervisors and visitors (

- C. . Gives directions and reSpgnds to othén people'

| Comments:’ v

-y

AREA OF COMPETENCY: SELP-DEVELOPMENT

A, Demonstrates a disposition for continued' personal growth and
| . understanding of self | :

!

13 Displays personal development for social living

.{y, o

| C. _Shovs emotional maturity o .

1 D, Maintains professional maturity

Coments:

\
AREA OF COMPETENCY: PERSONAL APPEARANCE \ “ 1
A. Maintains good physical fifn’ess behavior patterns ’ I3
B, ‘lShows good visual poise _
C. - Selects and Wears proper 'officle attirel ’b 4 HR/PD GOT W
habits | |




r
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A} Relates to male and female co-workers of all ages, skills, o - 0 R SR N 3
. backgrounds, and positions PRI B N &
B._Supports conpany and: employer by exhibiting professionalisn - c| ’
. Shows that he[.she is dependable in the offize sitnation ® |
D. Shows initiative in gaining professional advancements |
Comments:
AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE “
A. Displays proper social etiquette
B. Displays proper business etiguette .
. E : o 4 '
Comments:
AREA OF COMPETENCY: JOB SEEKING SKILLS . ' ' v i
7 A, Identifies job opportunities for which he/she is qualified N . ' 73
B‘., Prepares for fob interviev ,' ' | R/ED GOT 38 ’
) ‘ ' R ‘ ' : .
El{lC‘articiEates* in'a Job interview .~ e — —LJ
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D. Follows-ip on the job interview

Comments: o o,

1}
,
N ‘
o k
A
A o
. N
o
- b
] ’
.
' ]
' ' A
i .
L
[}
i
L]
+ ]
G /
. ' ' !
oy
' v
]
Ll

SR - o TN

&




deolopm: Fuman Re}ations end Personal .D'evalopufent

. ¥, linds Mnderson,  Ms, Linda Jeffries . Ms, Ann Ellinson -
Hutchingon AV.D. I, . Yoorhead AV.I.I, Moorhesd AV, €
Hutchinson, M¥ 55350 810 Fourth Avenue South - 810 Fourth Avenue South
‘ Moorhead, M§ 56560 " Moorhesd, M1 56560 .
© Mr, Milo Loken | * ‘Mg, Mary Ruprecht, © Mg, Willa Comphell -
Hennepin Techrical Center North - Nord Processing Mmagemnt o §t, Cloud AVIIL,
9000 North 77th Aveaue - + Consuitent: 8t, Cloud, MY - 56308 .
Brooklyn Center, M sshhs | 140 West Myrtle Streat | :
\ L © Duuth, M S8 7 .
"Mss Sbirley Buckhols .  Ms. Cheryl N . MHa. Ketheryn Sizonsen |
Minnetonke High School | South Wshington Co. Schools ~  Bradnen ATl ¥
1830 Highwey T - Park High 300 Quindle Street - "
Mnnetonke, M 55343 | " Cottage Grove, MY 55075 © rafnerd, MY SEWOL -
‘Mg, Marlene Paulcovits ~ % Mr, Frank Starke Mr. Dennis Lyngen
o6 AV © Mexendra AV - Asstodris AV,
3300 Century Avenue " Mexandrls, M 56308 . Mexodris, Wi 563 -
Waite Bear Lake, Mi 55110 : o ‘ I
. ‘ . - f

Mr. Dave Teske’
*. Hutchinson AV.D.I,
-~ Butehinson, 55350

» | u 5 - P

" ORI L i




