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CROSS REFERENCi SYSTEM

Task Lists in the secretarial/clerical'area include: office services aid, typist,'generpl

office/typist, receptionist, secratary/non-shorthand, secrettry/shorthanl, educational ofcice

personnel, medical secre*y, legs., secretary, admi,histrative assistant, correspondenee

correspondence supervisor, and data entry operator. All Task Lists contain an add-on list of

human relations/personal development qualities desirable for graduates seeking'secretaral/clerical

position's.

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

shorthand, and secretary/shorthand are.referred to as "GENERAL" secretarial/clerical lists and 'all

additionallaists are referred to as "SPECIALIZED" lists.

The * and the n ing system is the key to cross-,referencing for the specialized lists. .The

specialized list e compared to the lists for typist, general office/typist, receptionist, sec-

retary/non-shortha and secretary/shorthand, When there is something bn the specialized list

that is 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. Fof example, if

the * appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new. f the.*

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

* appears before a word then.only that word is new or different. It May be 'necessary,to refer td

more than one general task list when comparing statements of competency,

0

The Task,List for Data Entry Operator is not referenced to the genera lists because the tasks

are unique in that area and need specialized training, ne Task TvistS for Correspogence Specialist

and, Correspondence Supervieor are not referenced to the gnerai listOecause tasks in these areas

are applied to a word processing/correspondence center and he procedure fOr eompleting thi tasks

js different pom the tasks in the general lists. The Task List for Correspondence Supervisor

is cross-referenced as an add-on to the CorreSpondence Specialist Tasl(List;

ii
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SECRETARY/SHORTHAtID

INDUSTRY RECOMMENDATIONS

Industry representatives have made several suggeations to students who will seek employment

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

descrtbe the kind nf individual whom, they wish to hire. A competent worker is one:who sat-

isfactorially.performs the taskspsted 4n this document and one who is mature. :and respon-

sible. Ie is important that an dMployee have A positive attitude toward work and that he/

she continues to learn on the job.

Ane way an employee continues to learn is through reading articles in professional journals

and publications. It is very important for a person in this position to intelligently cam-
k

.municate with-employers, associates, and ihe general public.

The employee who is an asset to the business assumes responstbility for communications (both

written and,oial) that leave the office. This includes using correct grammar and punctuation,

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

are made. Accuracy'and confidentiality are extremely important in all secretarial/clerical

occupations.



ary/Ohorthand

JOB DEgRIPTION

'40ecretary performs a wide variety of office duties and general
clerical tasks with tht emphasis being on transcription of
shorthand and machine transcription.

A secretary may perform cipties in the,areas of reception,ofq.Ce
coordination (including sheduling), recordkeeping and maintenanct
of office supplies. Additional verbal responsibilities include
written communication, telephone, mail handling, filing, and
reprographics. Skill in oPerating power typeWriting equipment
(mag card or memory) may be necessary.

The secretary must have the.ability to work well with people and
be extremely proficient in the use of English, grammar, spelling,
etc°, as it applies to his/her transcription responsibilities.

-Graduates of the secretarial prdgram find employment in any size
or type of office..



TASK U.ST

,The following Task List gives you the vocational Instroctori_rocommendations about

what your students should be able to do when they take a job as a SECRETARY/SHORTHAND.

It was developed by a working committee of sectetarial/elerical instructors and

Industry representatives throughout the state-of Minnesota.

te°141

,

e Task 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,fthis task list, you will need to continue working witell your local

advisory committee and with other instructors in you'r geographic area. JudgnIents

must b'e made, hy you, concerning the amount of time to spend in teaching various .

tasks, the conditions surrounding the performance of each task and the'performance

level for eaCh task that will be acceptable.

SS 2



Secretary/Shorthand

, TASK WIti

;It(
/

't(

'!c),

A

AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS (VERY IMPORTANT)

1V.A. Types general business correspondence from: typed rough draft, handwritten rough draft, -

verbal-instructioh, verbal dictation at the typewriter, machine transcription, information

compiled and composed at the ,typewriter, sat shorthand note transcription

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

including any of the following features

a. attentionoline

b. carbon notations

c. company name in closing

d: enclostre notations

e. listed materials

f. mailing notations

g. 'multiple page headings

h. postscripts

1. quoted material

j, reference material

k, special closings

1. special-sized stationery

(1) executive size

(2) hilf size

(3) legal size

m, statistical data in tabular form

n. subjectline

2. types addresses on envelopes

a. addresses for window envelopes,

b.1 mailing address (including ZIP Code)

c. name above printed return address

d. return address,

e. special notations 1 3

SS 3



IV.B.

5

3. types interoffice memoranda

a. plain paper withiappropriate headings

,b. pre-printed for6s

_Types multiple copieeof general business forms that are pertinent.,to the specific

.business from: typ9d rough draft handwritten rough draft, verbal instruction, verbal

dictation at the tOewriter, Machine transcription, information compiled and composed

at the typewriter42fnd shorthand note transcriplion

1. ,types general business forms

a, bills of lading'

b. credit memormadums

c. finanCial reports'

d. insurance forms

e. inVotOts

f. ,purchase order's

purchase requisitions

h. statements of account

1. ,voucher checks

j. vouchers

IV.C. Types miscellaneous material from: typed rough,draft, handwritten rough draft, verbal instruction,

-verbal dictation at the cypewriter, machine tra+ription, information compiled and composed at

the typewriter, and shorthand note transcriptioi
0

1. types miscellaneous'material

a. addr,ess, file folder, file drawer labels

b. Index,cards

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

d. lists (e.g. mailing)

e. summary of minutes of meetings or conferences

f. telegrams, cablegrams, mailgrams

g. postcards

h. meeting agendas

ss
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i. daily work schedules'

j. msnuscris
1

k, personnel forr.as

1. expense reports

m. ,speed-rep4 letters and memos

n, itineraties

o. otherhmaterials pertinent to the spec,ific business

111.0. Types reports (carbons may be required) from: typed rough draft, handwritten rough dr ft,

,madhine transcription,, and shorthand note transcription

. 1. types rePorts :

a, endnof-month reports

Lb. financial reports

c. multiple page reports,

(1) unbound

(2) topbound

(3) left bound

6

d. summary reports

e. abstracts

/ f. legal documents (contracts, policies, etc.)

g. payroll reports

h. reports unique to the business

I.E. Types or prepares copylor reproduction

1. types offset masters

2. types masters for photo reproduction

IV.F. TYpes correspondence, records, i'eports, forms, and miscellaneous material from: typed

rough draft, handwritten rough draft, verbal instruction, verbal dictation at the typewriter,

machine transcription, information compiled and composed at the typewriter, and shorthand

note transcriptiop with carbon copies

17
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1. types materials with carbon copie

a.

. b

to mail
for office files

I.G. Pro9freads and makes neat

1. makes corrections on

and accurate corrections of typed materials

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

AREA OF COMPETENCY: COMMUNICATIONS CMPOSITION (VERY IMPORTANT)

I.A. CoTposes businesA.etters under direct supervision

1. composes business letters under direct supervision

a. requesting information and/or services
b. expressing appfeciation
c. supplying information
d. responding to complaints
e. declining a request
ft acknowledging correspondence
g. expressing acceptance
h. requesting payment
i. giving confirmation
j. expressing condolence
k: extending congratulations

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

I.C.' Composes and/or Tdits.otber materials under direct supervision

18



1. 'gives dictation (such as to a correspondence'center)

2. edits letters dictated by others,

3, edits manuscripts prepared by others

4. proofreads typewritten/handwritten copy (very important)

...prepares articles, announcements, news releases;' form letters and c er letters

6. prepares audio and visual Materials

7. collects related materials.from several reference sources

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

II.A. 'Maintains the currently used filing system

1., codes documenta for filing

2. adds new'folders

3. locates and retrieves documents

4. refiles documents that have.been removed

a. single pieces in' file folders

b, entire file folder in drawer

50 searches for missing and misplaied materials

6, maintains records of materials iaken out of the files

7. follows-up on released materials ,

.I.B'2ievises'files to keep them durrent

1. follows employer's directions for retention and dispoaal

,2. follows office'procedures for transferring files to inactive files

I,C. Cross-references documenttnd prepares cross-reference materials

I.D. Maintains indeOiles

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

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

SS 7
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I.G. Operates micro-reProducing equipment (Optional)

I.E. Selects materials for micro-reproducing (Optional)

LI. Determines recordkeeping neel and suggests a filing system

I...J. Establishes and sets up a filing system

1. requisitions necessary equipment ind supplies

2. prepares folders and gdides

3. files documents

I.K. Maintains files for shorthand'notebooks

r

AREA OF COMPETEN6: PUBLIC RELATIONS AND STAFF SERVICES (VERY' IMPORTA T)

II.A. Screens persons who enter ihe office

1. screens visitors in compliance with company/institution security policy

2. makes visitors comfortable

3. .gives appropriate information to visitors or answers questions about where needed

information can be obtained

.4. escorts visitors to appropriate office area

5. makes introductions

6. delivers oral or written messages from visitors to proper persons
#

7. handles business Cards

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

9. arranges for,outside services suchas taxi or limousine

I.B. ganages appointment information

1. schedules appointments

2. record pointments and keeps appointment book current

3. remind p ,so

411

s Of appointments

4. records ncellations and "no shows"

5. maintains est book

SS8



AREA OF, COMPETENCY: OFFICE FUNCTIONS

I.A, Keeps the reption area in order

I.B. Operates intercom system 1

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

I.D. Maintains employee information directory

I.E. Writes/prints legibly

AREA OF COMPETENCY: OFFICE EQUIPMENT

II6A, Maintains office equipMent.

1 changes equi0ent ribbons

2. cleans office equipment

3. recommends service on equipment

landles service calls on equipient

5. handles routine maintenance of equipment,

6. makes minor repairs oeoffice equipment

° II,B, Selects and keeps equipment current

1. prepares requisitions for equipment

2, maintains records of equipment inventory

3. determines requirements for equipment

AREA OF COMPETENCY: OFFICE SUPPUE (IMPORTANT),

Maintaini3 and keeps.uz to date personal and office inventory of supplies'

1, determines requirements for personal and office supplies
0

SS 9



2. prepares requisitions or requests

3. maintains and checks inventory records to determine if minimum quantities

of supplies are on hand

4., orders and obtains supplies as needed from suppliers

5. 'checks incoming supplies with packing slip, or invoice

6. unpacks and stores incoming supplies

7. maintains suppliers contact file

8. distributes and controls office supplies

9, prepares purchase orders

10. authorizes ordexing of supplies

AREA OF COMPETENCY: MEETING/TRAVEI ARRANGEMENTS (VERY IMPORTANT)

1.A. Makes travel arrangements

1. plans a schedule using

a. trav,e1 agency

b. printed schedules from transportation companies

c. travel department within company

2. composes, types, and mails lettets of reservation

3. purchases and/or prepares tickets

4. prepares materials for employer's briefcase

5. prepares itinerary

6. makes and confirms transportation reservations

7atycel lesenations

8. obtains necessary travel funds

9. compiles and types expense reports

10. maintains.telephone and mail di§est for absent eiployer

I.B. Schedules meetings and/or conferences

1. contv.ts speakers
I

2. mails ur dist.ibutes notices and specifics regarding location of meetings

3. schedules meeting times, 0

4. sends confirmation notes as reminders, of meetings

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

6. reserves meeting room and arrpges foi refreshments
SS 10



7. prepares and inspects meeting room for arrangements and equipment
8. processes registration for conference participants'
9'. assembles needed materials for use during meetings

10; prepares agenda for meetings

11. attendi meetin'g and reads minutes

12. attends meeting and takes iinutee

13. distributes the typed minutes in person or by tail

AREA OF COMPETENCY: TELEPHONE
COMMUNICATIONS (VERY IMPORTANT)

I,A.
Answers incoming telephone calls

l uses single line

2. uses fultiple liue

3. transters calls to correct department or person
4. screens incoming calls

5. answers inquiries posed by telephone callers

6. records telephone messages (date end time)

7. requests complete information to make return calls

8. delivers telephone messages promptly

I.B. Places outgoing telephone calls

places local calls

'places long distance calls

a. direct distance dial (ddd)

b. person-to-perSon

'c, station-to-station

d, collect

e. credit card

3, places calls using specialized telephone services

a. conference calls

b. overseas long-distance calls .

c. telephone facsimile Auipment

d. specialized long.distance networks such as WATS 2'



Places outgoing and receives incoming calls using specialized telephone

equipment

1. operates speakerphone

2. operate's picture phone (optional)

3. uses bell-boy service (pager service)

4. uses card dialers

5. operates after hours message recorder

6. contrxts mobile phiTe

Finds needed information by using the telephone directory

1. uses the whitA plge

2. useS the yellow pages

ILE. Maintains internal telephone records and checks thei against billing.

1. keeps list of frequently called numbers current

2. records long distance calls made

3. reminds employer to return calls

4. checks bill from telephone company with record of long diitance calls made

I.F. -Omit-

AREA OF COMPETENCY: MAIL (VERY IMPORTANT)

II.A. Receives and processes incoming mail

1. coliqts mail from post otfice or mailing department (optional)

2. sorts unopened incoming mail for delivery to departments or

individuals

a. business

b. personal

3. mends torn or damaged mail

4. prepares and attaches a routing slip

5. delivers incoming mail to proper persons or departments

6. makes notation in mail register



LB.

7. signs for packages received from shippers or UPS

8. pays for packages received COD
*

9. determines disposition of inadequately addressed mail

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,

Prepares outgoing mail

1. collects mail from other offices or departments (optional)

2, f1 ctl:ffc :':.1.1.epe for malizg

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

'16, processes bulk mailings

prepares and.sends telegrams, cablegrams, or mailgramS

8. prepares, updates, and checks mailing lists

9. operates a postage meter

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

11. takes postage meter to post office to be refilled (oPtional)

12. operates a postage scale to determine correct postage

13. attaches correct postage

14. wraps packagep for mailing

". writcz zip cAzz ino=inr; 3 cuto:illg mail

16. files,return receipts from registered or certified mail

17. insures mail

18. registers mail

I.

AREA OF COMPETENCY: \EPROGRAPHIC SERVICES

iI.A. Supervises and/or creates needed copies

1. operates duplicating equipment

SS 13



a. offset

b, copier

2, collates materials

a, manually

b, by machine

3. binds materials

a. manually

b. by machine

folds pages

a. manually

b. by machine

5. proofreads to insure accuracy

makes decisions,ahout reprographic needs

1. decides what materials need to be copied

2. decides on the 1.east expensive and/or most desirable method,to

duplicate materials

3. makes arrangements to have materials duplicated

AREA OF COMPETENCY: NUMEICAl DATA (IF NO PAYROLL OR ACCOUNTING

DEPARTMENT EXISTS)

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

1. obtains chOcks to establish or replenph petty cash fund
2. makes payments from petty cash

3. prepares vouchers for money taken out or recei,ved

4. records petty cash entries in a journal or chitk register

5. prepares petty cash reports
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ia cho, (c,pict,a1)

al check5 fror, tho tank

,'vrt

b. hink

I. money u1d1r5

I.E. 1:14r,ii:o5 rit If bilk ant: 51.11.temts

1, chooL lieuracy of source,documents

verifics items and checks stcuracy and figures on itatements

calculates discounts

4. Frcpares checks

5, records on the invoices or statements the date pal:1k check number,

initials

1;, attaches s,tubs of bills to chechs and presents for' signature

7. files invoices/statements Itarked paid

Mairitains accounts receivable records

1, calculates accounts receivable from source documents to keep customer

ledger cards current

2, prepares billing for accounts revivable

a, makes a copy of the bill

b, mails the bill'

3, prepares list of delinquent.accounts

I.G. Maintains accounts payable records

1. calculates accounts payable from source documents to keep accounts

payable records current

2. records payments

I.H. Maintains journals

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

documents to record in journals

2. records data in journals for financial statements

3. prepares periodic trial balance of the books SS 16



Keeps necessary records for,the business

1. records promissory notes and drafts

2. records maturity dates

3. records insUrance

4. records taxes

AREA OF COMPETENCY: DATA PROCESSING (VERY IMPORTANT)

I.A. Codes forms for data entry

I.E. Reads Computer printouts to obtain information to prepare required reports

I.C. Check,s source documents against computer printoutS for accuracy

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

information (Optional)

AREA OF COMPETENCY: REHRENCE MATERIALS (VERY IMPORTANT)

TILL Uses general reference materials to look up spelling, pronunciation,

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

1. uses general reference materials

a. office or company's procedures manuals

b. dictionary

c. telephone directory and yellow pages

reference wordsmanual

e. thesaurus

f. outside af..-.rn ,(as (both internal and,external,to the, profession)

g. ,city direc y

h. postal manual

i. ZIP Code directory
0

j. secretary's reference manual

k. company files

1. past records

m. word division manual

n. equipment operator manual

o. library

3 )

SS 17



I.E. Maintains a reference library

AREA OF COMPETENCY: MACHINE OPERATIONS (VERY IMPORTANT)

14 Operates the standard,manual typewrier to,perform basic office duties

I.E. Operates the standard electric typewriter to urform basic office duties

lc: Operates. 'le selectric typewriter to cperfo'rm'basic office du;ies.

I.D. 'Operates the se_ -correcting typewriter to perform.basic office duties (Optional)

I.E. Operates the pr,r.ortional spacing-typewriter to perform basic office duties. (Optional)'

:.F. Operates the automatic/power typewriter to perform basic offj.ce duties

Kind:

I.G. Operates the 10-key adding,machine to perform basic office duties

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

'I.:. Operates the electronic p nting calculattor to perform basic office duties

I.J. Operates,the printing calculator to perform basic office duties (Optional)

I.K. Operates the full-key adding machine to perform basic office duties (Optional)

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

AREA OF COMPETENCY: SUPERVISED WORK EXPRIENCE, OFHCE SIMULATION,

STUDENTORGANIZATIONS (OPTIONAL)

LA.11Participates in supervised work experience training (co-op or internship)

I.E. Participates in a simulated office program

I.04 Participates in co-curricular student organizations

4i

ss 18
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COMPETENCY RECORD

The COMPETENCY RECORD.that appears in this section is
suggested as a replacement for the tradjtional report
card. It can be used to give employers, te hers,
counselors, students and parents informati1on about
what each student can and cannot do.

The COMPETENCY RECORD should follow the sttident through
his or her vocational training in the secondary and/or
the post-secondary school. The recommended grading scale
is,-shown on the COMPETENCY RECORD. The COMPETENCY RECORD
on the following pages includes ALL the AREAS OF COMPETENCY
recommended for a graduate of the Secretary/Shorthand
Dccupational Program.

4 3



COMPETENCY RECORD

OCCUPATIONAL PROGRAM: Secretary/Shorthand LAO;IC /)ti(ICOL

This cor.petencv record tells What the student, who is named above, has demonstrated that he or she can
do. A graduate is one who has demonstrated

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

RATING SCALE:

I Is unable to perform tas0).5 Performs task(s) with ability that consistently

exceed(0 program minimum standards set for job

entty level; very competent.

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

3 - Performs task(s) with periodic assistance.

2 - Performs task(s) with constant assistance.

T Demonstrated ability to perform task(s) at or

above job entry level by,taking a challenge

test.

PWPM - Actual production words per minute (PWPM)

obtained by student

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

SS 20



.

MINIMUM

PROGRAM

STAYDARD

SECONDARY

RATING YR, INSTR,

POST

RATING

,

SECONDARY

YR,

.

INSTR

,

RA OF COMPETENCY: TYEPWRITTEN COMMUNICATIONS (VERY IMPORTANT)

IVA. Types general business correspondence from: typed rolh

draft, handwritten rough draft, verbal instruction,

verbal dictation at the typewriter, machine transcrip-

tion, information compiled and composed at the typewriter,

and shorthand note transcription
--,

*

,

,

IV.B. Types multiple copies of general business forms that are

pertinent to the specific business form:,type'd rough

draft, handwritten rough draft, verbal instruction,

verbal dictation at the typewriter, machine transcription,

information compiled and composed at the typerwiter,

and shorthand note transcription

*

*

'--'""7"1"'
.

:

i

.

.

IV.C. Types miscellaneous material from: typed rough draft,

handwritten rough draft, verbal instruction; verbal

dictation at the typewriter, machine transcription,

information compiled and composed at the typewriter,

and shorthand note transcription

IILD.--Types reports (carbons. may-be Tequired) from: 'typed

rough draft, handwritten rough draft, machine transcrip-

tion, andshorthand note transcription 40...r.awww=I'

*

.

I.E. Types or pr epares copy for reproduction
*

.

*

.

.

.

.

IV.F. Types correspondence, records, reports, forms, and

miscellaneous material from: typed rough draft,

handwritten rough draft, verbal instruction, verbal

.dictation at the typewriter, machine transcription, in-

formation compiled and composed at the typewriter, and

shorthand note transcription with carbon copies

'



MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING, YR, INSTR

POST SECONDARY

RATING YR, INSTR

I.G. Proofreads and makes neat and accurate corrections

of'typed material

* Rough draft pwpm (___pwpm standard) for minutes ( minutes): Machine transcription ppm ( pwpm

°2ments: standard) for minutes minutes): Shorthand (Kind: ) taken at wpm (iwpm standard)for

minutes ( minimum minutes) with % accuracy ( % minimum accuracy): Shorthand (Kind: ) note transcription at

pwpm (___pwpm minimum standard)

AREA OF C0ETECY: CO:.2.17EICATIO1S CNOSITION (VERY IMPORTANT)

,Composes business letters under direct Supervision

I.E. Composes business and informational reports ,under

djAct supervision

I.C. Composes and/or edits other material under direct

supervision

Comments:

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

ILA, Maintains the currently used filing system

SS 22
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,

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR,

,

I.B. Revises files to keep them current
1

.

,

I.C. CrosSreference: ,dccu.ments and prepares cross-,

reference materials

,..,

r
w

,

I.D. Maintains index files

I.E. Maintaiqs "tickler" files fw follow-up responsibilities

,

; 1 ,

,

.I.F. Maintains personal
,

won!, in progress" file

_

I.G. Operates micro-reproducing equipment (Optional)

,

LI Selects matenials for micro-reproducing
(Opt'ional)

. -,

'

,

.

I

I.I. Determines recorakeeping needs ana suggests h filin6

system

I.J. Establishes and sets up a filing system
.

IS, Maintains files for shorthand notebooks
.

Comments:

I

khi
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,

.

,

'

MINIMUM

PROGRAM

STANDARD

SECONDARY

RA.TINC YR, INSTR,

POST

RATING

SECONDARY

YR, INSTR,

,

AREA OF COMPETENC" PUBLIC RELATIONS AND STAFF SERVICES (VERY

IMPORTANT) ...,.

II,A. Screens persons who enter the office
.

,

LB. Manages appointment information
,

r

_

".omments:

APIA OF COMPETENCY: OFFICE FUNCTIONS

,

I.A. Keeps'the reception area in.order .

LB. Operates intercom system

I.C. Maintains a bulletin board of announccmontc, 771 etc.

Ilk

1,0. Maintains employee information directory

I.E. Writes/prints legibly
.

1

,

.

.

,

.

Comments:
1

1

1



,

,

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, INSTR

POST

RATING

SECONDARY

YR, INgR,

'AREA OF COMPETENCY; OFFICE EQUIPMENT

II.A. Maintains office equipment

ILI Selects and keeps equipment current

,

Comments: .
.

k

AREA OF COMPETENCY: OFFICE SUPPLIES (IMPORTANT)
.

,

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

inventory of supplies
,

.

Comments:
,

,

.

AREA OF COMPETENCY: MEETING/TRAVEIARRANGEMENTS (VERY IMPORTANT) ,

I,A, Makes travel arrangements

I.B. SChedules meetings and/or conferences

SS 25



,

(MINIMUM

\PROGRAM

STANDARD

SECONDARY

RATING YR. INSTR,

POST

RATING

SECONDARY

YR, INSTR,

Comments:

AREA OF CO;.TETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTgT)

I.A, Answers incoming telephone calls
,

I.B. Places outgoing telephone calls

I,C, laces outgoing and receives incoming"calls using

specialized telephone equipment'

I,D. Finds needed information by using the t-lephone

directory

ILE. ';!aintains internal telephone records anu ci,eCAs them

against billing
,

I.F....,:,-Omit-
.,..

.F;malents:

itit 4' i
, ` V

, .

r ..

it

,.

AREA OF COMFETIMY; ?1,'II, (VERY IMPORTANT)

X.
,

'i n

II,A. Receives and processes incoming mail -

o.. .



,

.

.

MINIMUM

PROGRAM

STANDARD

SECONDARY

RATING YR, IFSTR,

POST

RATING

SECOYDARY

YR, INSTR,

1

I.B. Prepares outgoing mail

,

.

Comments: ,

.
i

(

AREA OF COMPETENCY: 'REPROGRAPHIC SERVICES (IMPORTANT)
,

ILA, Supervises and/or creates needed copies
.

LI Makes decisions about reprogralt:c needs

,

Comments:

,

,

AREA OF COMPETENCY! NUMERICAL DATA (IF NO PAYROLL OR

ACCOUNTING DEPARTIENT EXISTS)

)

I.A. Maintains a petty cash, fund (optional)
,

LB. Maintains a pegboard accounting system as needed for

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

I,C. Preparet payroll

I,D, Maintains'checking account

,

5527



MINIMUM

PROGRAM

STANDARD RATING

SECONDARY

YR, INSTR,

POST SECOpARY

RATING YR, INSTR

I.E. Eadles payment of bills and stateMents

I.F. Maintains accountsTeceivable records

VW.

1.3. Maintaiv accounts payable records

IZ Maintains journals

1.1. Keops necessary records for the,business

amments:

;EA OF COMqTE:1CY:
'DATA PROCESSIN (VERY IMPORTANT)

I.A. Codcs forms for dat0. cntry
-4,

1.3. Reads computer printouts to obtain information to prepare

required reports

I.C. Checks source documents against computer printouts for

accuracy

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

verification of information (optional)

,.......1

00
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Comments:

ammu/

MINIMUM

PROGRAM

STANDARD

mpor

.UEA OF COMPETENCY: REFTRENCEMATERIALIP (VERY 111PORTANT)

4

IfI,A, Uses general re'forence materials to look up spelling,

pronunciation, v.:1'inition of terms, compose, edit,

'and aid in research

SECONDARY

RATING1 YR,

POST SECONDARY

INSTR, RATING YR, INSTR,

111YINME

I . Maintains a reference library

Comments:

0

AKA OF COMPETENCY: MACHINE OPERATION (VERY IMPORTANT)

LA, Operates the standard manual typewriter to perform basic

office duties

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

basic office duties
4

1.0. Operates the selectric typewriter to perform basic

office duties

SS 29



MINIMUM

PROGRAM

STANDARD RAMC, YR,

SECONDARY POST SECONDARY

INSTR, RATING YR, INSTR

flt,eratc the relf-correctiv, typewriter to perform

Orrice (i;i! les (illitIon%11

I.E. Hlor;,tes the proporti,tial rpariv, typewriter to
,

r1Trorm i otio .h11,1e,.1 (oqi(,m11

I C1
C'rrqlrffiet,h!! ;.:Itentic/powor typowriter to Perforr,

40,,n1

1,G, .',ierates the -he aJ1in macino to perform basic

cie dutit!s

calcultor to perform

0i,rates ,the elettonic printitt calculator to perform

Icsic ortee

1.J, ''reratz tbe printin calculator to perform basic office

tutiet

C;.erates the full-1,,ey adrx, machine to perform basic

of'ice dtio (Cttional1

r't;erates the transcrilin machine to perform basic

iuties '

V,r

Comments

00.0.41.01%00.1.orworrmargarroriplaftwamsmaillaisfIl10111=001111,
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,
,

.

,

t

'MINIMUM

PROGRAM

STAMM

SECONDARY

,

RATING YR, INSTR,

POST

RATING

SECONDARY

YR,

,

INSTR

.

AREA OF CO!!,PETENCY: SUPERVISED WORK EXPERIENCE, OFFICE

SInULATICN, EUDET OKANIZATIONS (OPTIONAL)
.

LA. Participates in supervised work experience trainlng

(co-op or internship)
.

I,B, ParticiPates in a simulated office proFram

,

I,C, Participates in co-curriculartstudent organizations_
,

r .

_____
.

1

i

Comments:

.

,
.

"10114111101 ..-- .-V.

4

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

67
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INDUSTRY REPRESENTATIVES

THE FOLLOWING INDUSTRY REPRESENTATIVES WERE INVOLVED

IN THE DEVELOPMENT OF THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM

Mrs. Arlene O'Malley

31,4 Compan:r

22-14C

34 Center

St. Paul, MN 55101

Ms. Marilyn Grieg

1945 Oakdale

Apartment 117

West St. Paul, MN 55118

Ms. Nell Ingles

Univac Plant 8

3333 Pilot KNOB

Eagan, MN 55121

Mr. H. B. Eichinger

S.B. Foot - Kenning Bench Street

Red Wing, MN 55066

A

Ms. Mary Ruprecht

140 West Myrtle Street

Duluth, MN 55811

MS. Cheri Hopkins

3601-16th Avenue South

Minneapolis, MN 55407

Ms. Kathleen Aubert

Jankraus

St. Paul Companies

385 Washington

St. Paul, MN 55102

Ms. Ann Thomas

Northwestern Bell Te1ephone

4o8 St. Peter

Suite 100

St. Paul, MN 55102

Ms. Barbara Mark

Olsten's Temporary Service

173 Metro Square Building

St. Paul, MN 55101

MS. Vicki.St, Ores

American Hoist and Derick

Arporation Division

63 South,Robert

St. Paul; MN 55107

MS. Mary Challenger

First National Bank of

Minneapoli

120 South 6t Street

Minneapolis, 55402 .

Ms. Phylis Ward

Office Manager

Willmar AVTI

Box 1097

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

Ms. Deena B. Allen, Curriculum

Specialist

Statewide Curriculum Articulation

Project

3554 White Bear Avenue

White Bear Lake, MN 55110

Ms. Connie Kohls, Curriculum

Specialist

ttatewide Curriculum Articulation

Project

Brainerd A.V.T.I.

300 Quince Street

Brainerd, MN 56401

Muriel Copp

Red Wing A.V.T.I.

Red Wing, MN 55066

DEVELOPERS

Curriculum Articulation Project

Lois Johnson ,

Dakota County A.V.T.I.

P.O. Drawer K

Rosemount, MN 55068

Judy Nelson

Tech High

12th Avenue and 7th Street So.

St. Cloud, MN 56301

Willa Campbell

St. Cloud A.V.T.I.

1601 Ninth Avenue

St. Cloud, MN 56301

Doris Duray

Red Wing Sr. High

525 East Avenue

Red Wing, MN .55066

-continued-

Ray Stapleton (

4.4th Avenue and 4th'Streip.

Denfield High School

Duluth, NN 55807

Sue Carlson

Runestone Cooperative Center

511 Hawthorne Street

Alexandria, MN 56308

Sue Thompson

Simley,High School

2920 East 80th Street

Inver Grove Heights, MN 55075

Frank Jordon

Richfield Sr. High

8100 Harriet South

Richfield, MN .

SS 33
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Cheryl Boche

So. Washington Co. Schools

Park High

8040 80th Street,South

Cottage Grove, MN 55016

Eva Sou

St. Cloud A.V.T.I.

St. Cloud, MN 56301

-DEVELOPERS, continued-

Sylvia Lee

Hennepin Technical Center

North Campus

9000 North 77th Avenue

Brooklyn Center, MN 55445

Richard Olson

Granite Falls A.V.T.I.

Granite Falls, MN 56241

Dorothy Hansen

Hennepin Technical Center

9200 Flying Cloud Drive

South Campus

Eden Prairie, MN 55343
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

S'ecretarial/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. Peonle work together when they havean
understanding of themsefves and their co-Workers and when they
wialingly make appropriate adjustments in their Own behav-
ior.

The STATEMENTS OF COMPETENCY shown in the following section of
this task list rdpresent the minimal Human Relationship and
Personal Development skills needed by graduates of secretarial/
clerical programs. It should be recognized that students will
continue to learn about themselves and others through daily ex-
periences they have in their careers.



HUMAN RELATIONS AND PERSONAL DEVELOPMENT

AREA OF COMPETENCY: COMMUNICATIONS

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

.

1, interacts verbally with people in communicating a message

a. enunciates clearly

b. uses correct grammar and appropriate choice of words

c, shows/demonstrates tact

d. responds courteously

e, uses a pleasant speaking tone, rate and volume

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

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

' 4

a, recognizes the meaning of facial expression

b. recognizes the meaning of body language

c. recognizes the meaning of eye contact

d. recognizes the meaning of hidden messages

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

,o

1, takes notes when receiving instructions

2. periodically looks at the person who is ,speaking to obtain visual cues

3. asks for clarification when the message is not understo d

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

C. Gives direCtions and responds to other people

1. makes use of an underitanding of human behavior

2. displays an ability to bd assertive without being offensive

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

4. recognizes the uniqueness of and differences in individuals

7 5
AREA OF COMPETENCY: SELF-DEVELOPMENT

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

Wm SS 36



7'1

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

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

3, waits for what he/sbe 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 bimther

9. has a positive attitude about'self aad others

B. Displays personal development for social living

1. handles personal finances

2. chooses life style and housing options

a. displays an Aility to live and work with others harmoniously

3. chooses safe and reliable transportation

4. identifies personal biases, prejudices, and stereotypes

C. Shows emotional maturity

1. tolerates frustrations

2. thinks for himself/herself

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

4. tackles unpleasant tasks without self-pity
'

5. takes responsibility for his/her own actions

6. understands his/her role in group dynamics

7. takes orders without becoming obstinate

8. is motivated by a long-range plan, not by whims or desires of eachlassing week

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

D. Maintains professional maturity

1. has clearly defined career goals

a. 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

AREA OF COMPETENCY: PERSONAL APPEARANCE

A. Mainiains good physical fitness behavior patterns

1. gets sufficient sleep

2. .shows pod nutrition

1110 SS 37



4

C.

3. gets,proper exercise

4, has/annual dental and medical check-ups

5. has good posture

Shows good visual poise

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

Selects and wears proper office attire

f
1, is,,groomed attractively and tastm 11 y

a. wears clean, wrinkle free garments,
.

b. wears flattering colors and garment styles for nis/ner tigure

c. chooses accessories that are appropriate for work

(1) fads

(2) fashions

coordinates colors of garments and wessori: Worn together,

plans a wardrobe'for a limited budget'

wears shoes that are quiet, poliShed, fastened and.ln good repair

shops for clothing that is well constrticted' so that it will last

d.

e.

f.

g.

Has good personal hyglene habits

1. bathes his/her body,regularly

2. uses antiperapirant

3. has clean hair; skin, teeth, nails, and breath

4. wears clean'clothes that have been laundered properly

5. removes hairproperly and regularly from seleCted areas:of the

6. applies cosmetics in a skillful way to enhance features
,

7. subtly applies body,fragrances

AREA OF COMPETENCY: OFFICE ATTITUDE

Ody

/1)

A. 'Relates to male, and female cO'-workers of ill ages,
Skills, backgrounds, and positions'.

1. contribUtes to a team effort

a. requests,and/orlives assistance to other people:" .

., ..

V. handlep consttuctive/non-construCtive
triticism'anerofits froi f '

c. ',declines invitations gracefully

responds cheerfully and gives praise when. appropriate .

e. is supportive and encouraging ,to co7workers -'.'

4 j
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2. assumes individu?Ijob responsibility

3, deals effective4,00iCI frla;6u ,x.Itension w'iihin the office
1%i

ir1
a. co4rkers who .don't assume full share of workload

b, moodinoss uf co-workers/iupervisors

c. favoritism,a4ng staff

d. personal problpms which interfere witlf.work

e, offensive laivage or behavior of co-workers, supervisor or customers

f Improper hyie of co-workers which is offensive to others

g. angry custollis

h. chronic coMpldiners,

i. short-tempered co-workers, stervisor or self'

B. Supports company,and employer by exhibiting professionalism

1. shows loyalty to company

2. fo11uw6ie twp.uy'b puliLitb

3. maintains Cinfidentiality of company/institutional information
.

4. antici,patè s. needs of supervisor

5. demonstrates cost control

a. conserve supplies

,b. usettime efficiently

c. develop and improvApersonal work methods and procedures

6. displays good OUsekeeping habits

a. cleans and maintains work.area

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

cl.-!makes coffee and keeps coffee area neat and clean

7. sJlows professionai commitment to his/her employer

a. shows flexibility and willingness to try new approaches

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

wiOingly works,ovft,time, to meet 5cheduled deadlines

d. asserts his/her feeling, needs,jn4 competence in communicating.with his/her employer

about salary, benefits, and comPanY policy

Shows that he/she is dependable in the office situation

0
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4.

.1
'

3.

4,

5,

6,

7

has' work habits that insure work being,acc*shed
on time and correctly

arrives at work.on time and
maintains Scheduled working hours

plans and sOedules work assignments and priorities

takes reasonable coffee breaks and lunch,breaks

has a good attendance record with sick le* and personal days taken WitenliptslarY
pays attention to detail so that high qua*ty,work is,maintained

follows through to completdon, work that hes Oen started

Shows initiative in gain* professional 'advancements

1 seeks job/self enhancement dperiences

a. updates hisfher s1çii .01 knowledge through formal education, in-house training, and
informal communicatin,

b. participates in profession4 rganizationg

selects Or rejects.job promotiOns based on opporthnity, personal goals, and circumstances

a. examines alternatives and engages in career planning

(1) long term

(2) short term

ARRA OF COMPETENCY:
SOCIAI2 AND BUSINESS ET1WETTE

A. Displays proper sj/cial etiquette

1. etiquette for social functions
(e.g.iltroductionsoable manners, common courtesy)

Displays proper business etiquette

converses with w-warkersand guests in a socially acceptable manner, within the\time,
constraintof the office situation

a,
office business,(non-confidential)

b. personal business
,

social events

d. topics. of generairest

,2. uses the informal Commun aiions network (gra lyint) Within theiffice in Oositive way

3. refrains from contibuting.to office gossip

4.4
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4. addresses superior properly (e.g Mr., Dr., Ms., ,etc.)

z

411

formal

rii,11-formal

AREA OF COMPETENCY: JOB SEEKINC SKTLLS

-*

La.

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

1.

1. checks school bulletin board

1. reads newspaper ads

3. contacts employment agencies

a.

b.

t

private

4. uses personal contacts

Prepares for job interview

1. writes and type esume

2. composes and type a letter of applicatim

3. contacts a prospective employer

4. arrives on time

5.i conveys an optimistic outlook and willingness to learn

4rticipates in a job interview

1. dresses and grooms himself/herself appropriately

2. obtains job information from perspective employer

a.

b.

C.

d.

e.

f.

job requirements

benekitg,

.kenvironient

6alary
opportunity for advancement

company's purpose and function

D. Follows-up on the jolAnterview
,

1. sends an acknOwledgment letter

2. makes a phone call

Sof



COMPETENCY RECORD
HUMAN RELATIONS AND PERSO'NAL DEVELOPMENT

OCCUPATIONAL PROGRAM: Secretari/Shorthand LAN o ,o,ludo,01

This competency record ,tolls what the student, who is named above, has demonstrated that he or she Can 1!
do. A graduate is one who has demonstrated

competent performance of al l. the tasks designated for this
occupational proFam. This competency record is to be used as-an'expanSion of and/or supplement to the
tradition' report card. Student performance can he rated at the secondary and/or post sugladary leV

RATING SCALE:

5 - '!','rforms task(s) With*ability that consistently

exceed(s).program minimum standards set for job

entry level; very competent,

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

3 -yerforms task(s) with periodic aistance.

,4$

2 - P'erforms task(s) with' constant assistance,
,

ATTENDED:

1 Is unable to perform ask(s).

T - DeMonstrated abilitY'Nerforkask(s) at or

above job entry level by tAg a challenge

test.

PWPM - Actual production words per minute (PWPM)

obtained by student.

DATES ATTENDED INSTRUCTOR'S NAME(S)
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,

mimpl

PRO=
qTP1OAPP

SECONDARY

RATIT, .R, INSTR

POST

RATINO

SECONDARY

YR' INST?,

AREA OF CoMPETENCY: CoMMbNICATMS 1

1

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

manner
---

,

. Listens to and respolW LO 1.11i' :4.0',',c'.; rCA: ived from co-

worker, snpervisor:; aad v.kitor;7
.

C. Gives directions and responk to other peole

.

1

,

,

,

Comments:
,

,

AREA OF COMPETENCY: SELF-DEVELOPMT

,

A. Demonstrates a disposition for continued personal growth and

!,. understanding of self

,

,

_

,

B. Displays personal development for social livin3

,

,

C. Shows emotioOmaturity

, . ,

D. Maintains professional maturity

,

Comments:

.

1

,

,

y 0
AREA OF COMPETENCY: PERSONAL APPEARANCE

A. Maintains gsical fitneSs behavior atterns

B. Showslood visual poise

,

C. Selects ad wears proper office.attire 0 ,

.

D.

41D

Has :ood sersonal h :iene habits
.

,

,
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SECONDARY

IMQ

POST SVOND8Y

COMMuntS:

ARF,A OF OFFICLATTITUDE

41k

A. Rotates to 1,110 )'in(1 1tiil o7worki4 of,all ages,' skills,

hdc'c.rouir' aSTo.H!ions

4:140.4

0. SuoHtt6.
Irofessionliicm4 .4, . L' #

,

C. thJt hc/;ne is depend:11)1e in offico situation

D. Shxs initiative in gaining'professional advanatents

Commynts:

AR2A OF F:.'..1.7aY: SOCIAL r.D ZINESS ETIQUETTE

,

A. Displls proper social ,!tiqpette
.

. _

B.

.

DisplaysTroper husiliess etiquette
.

,

)

Comant§:

50 4

AREA.OF COY.PETECY: JOB Sr.EKPT, SKILLS

A. Identifies ob on ortunities for which he/she is sualified

Pre ares for ob interview

Participates ia a icilo interview

a



D. Follows .4ip on the job interview

Comments:

MINIMUM SECONDARY . POST SECO2A.R

PROGRAM

STANDARD RATING INSTR. RATING YR, 1:sTa,

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

9'
1

SS 45 .
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Unda Anderson

Hutchinson A.V.T.I.

Hutchinsolc, MN 55350

Mr. Milo Loken

Henne* Technical Center North

'9000.North 77th Ave=

1Brooklyn Center, MN° 55445

'Mss Shir
)ey Buckholz

Minnetonka High School

.1830 Highway 7

Minnetonka, MN 55343

Ms. Marlene Paulcowitz

916 A.V.T.I.P

3300 Century Ayenue

White Beall Lake, MN 55110

Mr. Dave Teske

Hutchinson A.17.T.I.

Hutchinson, MN 55350

94

'

Developers: Human Relations and Personal DeVelopment

Ms. Linda Jeffries

Moorhead A.V.T.I,

810 Fourth Avenue South

Moorhead, MN 56560

Ms. Mary Ruprecht

Word 'Processing Management

ConsIltant.

10 West Myrtle Street,

Duluth, MN' 55881

Ms. Cheryl Boche

South WashOgton,Co. Schools

Park High

Cottage.Grove, MN 550,5

Mr. Frank Starke

Alexandria A.V.T.I,

Alexandria, MN 56308

,-e

Ms. Ann Ellinson

Moorhead A.V.T.I.
.

810 Fourth Atienue South

Moorhead, MN 56560

Msf, Willa Campbell

St. Cloud A.V.T.I.

Ct. Clcud, MN 56301

Ms. Katheryn Simonson

Brainerd A.V.T.I,

300 Quince Street

Brainerd, MN 56401

Mr. Dennis liyngen

Alexandria W.I.

Alexandria; MN 56308
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