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/ . CROSS REFERENCE SYSTEM

G

, N |
Task éta in-the secretarial/clerical ares include: office services ald, typlst, general
offleg/typlst, receptionist, secretary/non-shorthand, secretary/shorthand, educational offike
perspnnel, medical secretary, legal secretary, adninistrative agsistant, cdrregpondence specialiat,
correspondence supervisor, and date entry operator.  All Tesk Lists contain an add-on 1ist of

human relations/personal development qualities desireble-for graduates seeking secretarial/clerical
positions, s C :

The task lists for office services aid, typist, general office/typist, receptionist, secretary/non-
shorthand, and secretery /shorthand are referved to as "CENERAL" secretarial/clerioal lists and all

additional lists are referred to as "SPRCIALIZED" 1ists,

The * and the pumbering systen is the key to cross-referencing for the specialized lists, The
specialized lists are compared to the lists for typist, general office/t‘ypist, receptionist, sec-
retary/non-shorthand, and secretary/shorthand, When there i something on the specialized 1ist
thet is not on the genersl lists o * sppears. The position of the * indicates the level of
charige made \i‘n the AREA OF COMPETENCY, The Statement of Competency, or the Task, For example, if
the # appeers before the AREA OF CONPETENCY the entire AREA OF CONPETENCY is new. If the *
appears before @ Statement of Competency or Task then only that Statement or Task is nev. If the
¥ appears before a vord then on’+ that word is nev.or different, It may be necessary to refer to
more than one general task list - comparing statements of competency.

The Task List for Date Entry Operator is not referenced to the general 1ists because the tasks

afe unique in that eres and need specielized training, The Task Lists for Correspondence Specialist
and Correspondence Supervisor are not referenced to the general lists because tasks in these geas
are spplied to & word processing/correspondence center and the procedure for completing the tasks
Is different from the tasks in the general lists. The Tesk Iist for {orrespondence Supervisor

18 cross-referenced as an add-on to the Correspondence Specidlist Task List.

i1



. INDUSTRY RECOMMENDATIONS

N . i
9 |
\

WIS i
Tndustry representatlves have made several suggestions to students who will seek employment:
.upon‘completion of this accupationa] program. These suggestions are general in nature and
describe the kind of individual whom'they wish to hire. A competent workef is one who sat-
iefactorially perform the tasks Listed in this dociment and one who is mature and regpon-
sible. Tt Is important that an employee have a positive attitude toward work and that he/she
continue. te-leatn on the job, :

One way an employee cont{nues to learn 1s through reading articles ia professional journals
and publications, It is very fmportant for a pereon in this position to intelligently com-
municate with employers and associates, - - ‘

The employee who 1s an asset to the business assunes responsibd1ity for comunications (both
written and oral) that leave the office. This includes using correct grammar and punctuation,
spelling words correctly, and proofreading carefully sq that neat and accurate corrections

are nade, Aecuracy and confidentia]ity are extremely important in all secretarial/clerical
occupat Lons, :

i



JOB DESCRIPTION

Typist A a
The Yasic duty of the typist is production typing. The
typist must be able to type from prepared copy with speed

and accuracy. The typist must have the ability to type
form letters and envelopes, reports, tables, and buginess
forms. /
‘ f

/

Other duties may include filing and preparing masters for
reproduction, A typist receives direct supervigion and
exercises none, |

ERIC
|

IToxt Provided by ERIC
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TASK LIST

\

The folltowing Task List glves you, the vocatlonal { Anstructor, reconmendat {ons about
bt your students slnuld Ihvdblv lu o when they tae 1 job as a TYPIST, Tt s

developed by a worklny omiste of socrot tartal/clerleal fnstructors and Industry.
representat fves throwwont Lhe state of Mnnesota,

The Task List on the following papes! Includes the Tasks and the ARFAS OF COMPETENCY
recommende?‘for a graduate of the peneral sevretarinl/clericn{ oceupat lonal program,
. 2 ) i ‘
As you utilize this t;;k #st, you will need to continue working with vour local
advisory committee and with other Instructors in your geographic area. Judgments
nust be made, by.you, aoncerning the amount of time to epend in teaching various
tasks, the conditions surrounding the performance of each task and the performance
levelofor each task that will be acceptable

11
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Typist

TASK LIST
'
, AREA OF COMPETENCY, TYPEWRITTEN COMMUNICATIONS |
LA Types geteral busincss correapdndence from: typed rough draft, handwritten réugh‘draft,
and verhal 1natruct10n , .

I, types eaployer's business and peraonal letters {n severa] atylen {ncluding any of
the following features
i
a, attentlon line
b. carbon notat{ons
¢, company name in closing
d. enclosure notations
e, llsted materials
f, mailing notations,
g+ multiple page headings y
| h. postecripts
, ; 1, quoted material , x |
- Ju reference {nitials ‘ | ‘ oo
k. special closings o
1. special-sized atationery pﬁ* |
(1) executive size e - | : »
/o (2) half size v vy
(3) legal size | ‘
n. statistical data {n tabular form \
n. subject line

ERIC -

Aruitoxt provided by Eic:
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ERIC

Full Tt Provided by ERIC.

2, types addresses on envelopes

a, addtesses for window envelopes
b. mailing address (including ZIP Code)
¢, neme above printed return address
d,- return address L

" e, 8pecial notations

3., types interoffice memoranc.

8, plain paper with appropriate headings
b, pre-printed forns

)

1, types general buginess forms -

g, billg of lading -
b, credit memorandums
¢ financial reports
.d. 1ingurance forms

# e, lnvolces
f.  purchage orders
g, purchase requisitions
he statements of account
1, voucher checks
j» vouchers

-:I{?‘

\

‘Types multiple coples of general business forms that are pertinent to the specific .
business from: typed rough draft, handvritten rough draft, and verbal instructions

T4
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{
LG, Types miscellaneous material from typed rotigh draft, handwritten rough draft, and
- verbal inatruction s

1, types ptiacellaneoua Baterial | ! ,' . v

: ,,jaddreas, file folder, file drawer labels
bi " index cards
¢, form letters, form paragraphs and fill-in information
d, lists {e.g. mailing). S o
e, sumary of minutes of meetings or conferences . -
£, . telegrans, cablegrens, nailgrens -
© - g postcards ' . , S
: ho meeting agendas L S
‘{4 daily vork schedules |
J+ manuscripts
k., personnel forns . |
* 1, expense reports , .
m, speed-reply letters and temos
ne 1itineraries
0, other materials pertinent to the apecific business
1.D, " Types reports (carbons may be required) from: typed rdugh. draft and handwritten rounh
draft v

1. types reports o ; |
” 8, end-of-month reports ' C
b, financial reports -

¢, nultiple page reports
(1) unbound

kR

TS5,

16
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(2) top bound : - p
(3) left bound 4 B
d, sumsry reports , ' ;
e. abstracts ' | ﬂ
£, legal documents ; . - P
f go- payroll reports - - Co
! h. reports unique to the business

{ypee or prepares copy for reproduction

lp types offset masters
2 types magters for.photo reproduction

oy

\ . ? ‘ :
l

correspondence, records, reports, forms, and miscellaneous paterial from: typed
rou draft, -handvritten rough draft, and verbal inotructionowith\carbon copiee

8, to mail | | S t
. bo for office files rh o

Proofreads and makee neat and accurate correctiono of typed material
1, makes corrections on

8. coples typed with fabric ribbons p .
hmemMMmMMMM o

o

1 T6

15



¢, carbon coples ‘ | :
d. offset masters '

¢ » . : ' . ..-‘ v ‘ " v
o :

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

LA, Uses the current filing systen

' codea\documenta for filing S .
adds new folders | o
locates and retrieves documents

_refiles documents that have been removed

Ly RO
e o

8, single pleces in file folders B
b. entire file folder in drawer o

s

AREA OF COMPETENCY: DATA PROCESSING _

‘Y.A. Codes forms for data entry

[.B.  Reads computer printouts to obtain information tofpreparerrequired reporté

v

19

ERIC - | -
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AREA OF COMPETENCY: OFFICE EQUIPMENT

LA, Maintains office typewriter

_ Coy
1. changes typewriter ribhons
2, c¢leans typewriter -
3. recommends service on typewriter

]

. .AREA OF COMPETENCY: OFFICE SUPPLIES
‘ fI.A, Maintains personal’inventory of supplieé

{

1. ‘determines fequirements for personal office supplies

2. prepares requisitions or requests

1\"
h
v oo ¥

h ]
»
o

AREA" OF COMPHEN;Y: REFERENCE MATERIALS

'I.A.  Uses general reference materials to look up spelling
o N

1. uses general reference maﬁerialgk: ;k -

,[v ’ ' A ' ' o |

Lo S a., office or company's procedures manuals

20 -
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" AREA OF COMPETENCY: MACHINE OPERATION

LA,

LB,

)

L

I.D.

LE,

b, dictonary
G ‘telephon%directory and yellow pages
dv quick reference words manual

e

/

A

/ \

\

Operates the standard manual typevriter to perforn basic office duties -

: . 5 v,
Operates the standard electric typevriter to perforn basic office dutiuf’.
s & ' *

Operates the selectricjtypevriter to perform basic office duties
Operates the self-correcting typewriter to petforn bu'i‘c‘offic'e duties

Operates the proportional spac‘ing typevtiter to perforn basic office duties (Optonal)

Operates the autonatic/pover typewriter to perforn basic office duties (Ulitiﬁmﬁ)g
Kind: ! : .

. MEA OF COMPETENCY: SUPERVISED WORK EXPERINCE, OFACE SINULATION,

LA,

rovided by ERI

QERIC

STUDENT ORQANIZATIQNS (OPTIONAL)
Participates in qupervised VO}k experience. training (co-op or internship)

R
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I.B.- '\Pai‘ticipates in a siﬁﬁlaﬁed office program
I.C. Pafticipétés 1n'co-curri'cular student organizations

a




v COMPETENCY RECORD'

!
‘-/

The COMPETENCY RECORD that appears in this section i%
suggested as a replacement for the traditional report -
card. It can be used to give employers, teachers,
counselors, students and parents informaticn about
_what each student can and cannot dc. j ‘
.The COMPETENCY RECOM should follow the student through
his or.her vocational training in the secondary and/or
the post-secondary school. The recommended grading scale
. 1s shown on the COMPETENCY RECORD. The COMPETENCY RECORD
on the following pages includes ALL the AREAS OF COMPETENCY
' recommended for a graduate of the Typist Nccupational Program.

T 11
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OCCPATION, POGRAS Typist

! i
/
/

COPETENCY RECORD

Nawe of St /-

t
'

This competency record tells what the student, who is named ahove, has demdnstréted that he ot ‘she’ cén
do. A graduate is one who has demonstrated cgmpetent performance of all the tasks designated for this
occupational program. This competency record is to be yged as an expansion of and/or supplement to the
traditlonal report pard. Student performance can be rated at the secondary and/or post secondary level,

| RATING SCALE:

4

5 - Perforns task(s) with ability that consistently

exceed(s) ptogram minimun standards set for job

entry level: very competent. g
4 - Perforns task(s) at job entry level; competent.

3 - Perforus task(s) with periodic assistance. -

2 - Perforns task(s) with constfnt assistance,

L

] - Is unable to perform task(s).

T - Demoristrated ability to perforn task(s) at or
above job. entry level by taking a challenge
test.

PWPM Actua] .productfon’ words per minute (PWPY)
obtainéf/by student.

4

SCHOOL(S) ATTENDED:

¢

DATES ATTERDED _ INSTRUCTOR'S, WAYE(S) '
‘ ‘ 1

,.r'.
. i |
. R

»

! Il



AREA OF COMPETENCY: _TYPEWRITTEN COMMUNICATIONS

PROGRAM
STANDARD

RATING

R,

MINDUM | sgeonpany POST SECONDARY |

—————e _a MSsmm

TSTR, | RATING | 1R, | INSTR

S —

Il‘.

Types general business correspondence from: typed rough
draft, handwritten rough draft, and verbal instruction

Lb.

Types multiple coples of general business forms that are
pertinent to-the specific buginess from: typed rough
draft, handwritten rough draft, and verbal instructions

I.C.

Types;midcéllaneous material from: typed rough draft,
handwritten rough draft, and verbal instruction

IIDI

Types reports (carbons may be required) from: typed

I.El

rough draft and hendwritten rough draft
;o

IIFI

-

Types ot prepares copy for reproduction
A _

Types correspondence, records, reports, f. ., and
niscellaneous materlal from: rough draft, handwri: en
rough draft, and verbal instruction with carbon copies

‘*

LG,

Proofreads and makes neat and accurate corrections of
typed material

Ci:;;nts: *Rough draft__ pwpm (__pwpn minimm standard) for _ minutes (__minutes)

AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT

1.4, Uses the current filing systen

. |Comments:

R

T13
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MINIMUM
PROGRAM

LY
. o

SECONDARY

13,

INSTR,

M

POST SECONDARY

—~

Q .
. {AREA OF COMPETENCY: DATA PROCESSING

| MANDARD

RATING

RATING | YR, INSIR;# "

Y,

I.A, Codes forms for data entry L

\
I.B. Read computer printouts to obtain information, t‘g prepare
required reports | '

Comments: [

AREA OF COMPETENCY: OFFICE EQUIPMENT

1.A, Maintains office typewriter

~ |Comments:

AREA OF COMPETENCY: OFFICE SUPPLIES

I.A. Maintains personal inventory of supplies

Comments:

!
I

AREA OF COMPETENCY: .REFERENCE MATERIALS

1A, Uses general reference materials to look up spelling

\

Comments:




i . « N | [ |
| MINIMUM SECONDARY POST SECONDARY |
| \ PROGRAM ' , :
STANDARDF RATING | YR, | INSTR, | RATING| YR, | INSTR,
B - | .
AREA OF (OMPETENCY: _ACKINE OPERATION 1 ‘
‘ \ ‘
.4, Operates the standard manual typewriter to perform basic )
office duties L
LB, Operates‘the standard electric typewriter to perform basic
office duties
JL.C. Operates fhe selectric typewriter to perform basic office
duties :
L.D. WHuwfmsdﬁwnudmtwwﬂurmpuhmhwk
office duties
I.E. Operates the proportional spacing typewriter to perform
basic ‘office duties (Optional) . -
LY, Operates the automatic/pover typewriter to perfor b&sic 3 &
office duties (Optional) | '
. Kind: o :
— ' ' 1
Comnents: X

ARRA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE STMULA-
110N, SIUDENT ORGANIZATIONS ’OPTIONAL)

LA PmudmusMBwuﬂudwmemunmeuﬂmM
(co-op or intemship)
Type of business, institution, or agency: .

4

Length of time:

T‘ 15 jfl_‘d‘; 32



POST SECONDARY ,

SECONDARY

{srmumo | wamve | 1, INSTR‘LRATING\ 1R, | INS1R,

= " v A —

1.B. Participates Tn a simulated office program

Length of program:

L]

1,C. Participates in co-curricular student organizations

Name of organization:

Comments:

— ‘ . ‘
L v | |
Statements of compétencies can be graded at either the secondary or post-secondary level.

’

4
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o INDUSTRY REPRESENTATIVES

4

R R — WERE mvomg
N THE DEVELOPMENT OF THE TASK‘LIST FOR THIS OCCUPATIONAL PROGRAM
/' B

Mrs. Arlene 0'Malley
M Comparty
2
Y M Center
. St. Paul, M 55101

./ Mg, Marilyn Grieg

[ 1945 Oakdale

Apartment 117

West St. Paul, MV 55110

Ms. Nell Ingles &/!
Univac Plant 8

3333 Pilot KNOB

Fagan, Ml 55121

Mro H, Bo Elchinger
. S.Bs Foot - Kenning Bench Street
 Bed Wing, MV 55066

Ms, Mary Ruprecht

7" 140 West Myrtle Street

Duluth, MY 55810

\
)

Ms, Cheri Hopiins
3601-16th Avemue South

Mmnespolis, Mi 55407

b

Ms, Kathleen Aubert
Ms, Jankraus

St, Paul Companies
385 Washington

St. Paul, MY 55102

¥s. Ann Thomas
Northwestern Bell' Telephone
408 St, Peter

Sulte 100

St, Paul, MN \55102

N

Ms. Barbare Mark

Olsten's Temporary Service
173 Metro Square Bullding
St. Paul, MV 55101

Ma, Vicki St. Ores
Awerican Hoist and Derick
Corporation Division

63 South Robert
St. Paul, MV 55107

!

Mg, Mary Challenger

First National Bank of
Minneapolis

120 South 6th Street

Minneapolis, MY 55402

Ms, Phylis Ward -
Office Manager

Willnar AVIT
Box 1097 /
Wllnar, MV 562 |
, . ~“/// 3 6
,,/



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 Xohls, Curriculum
. Specialist
Statewlde Curriculum Articulation
Project
Brainerd A.V.T.1.
300 Quince Street
* Brainerd, MN 56401

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

"1

DEVELOPERS ‘

\

Curriculum Articulution\Project

Lois Johnson

Dakota County A.V.T.I,
P.0. Drawer K
Rosemount, MN 55‘068

Judy Nelson
Tech High

12th Avenue and 7th Street So.

St. Cloud, MN 56301 .

Willa Campbell

St. Cloud A.V.T.1.
1601 Ninth Avenue

St. Cloud, M 56301

Doris Duray

Red Wing Sr. High
525 East Avenue

Red Wing, M¥ 55066

reontinued-

Ray Stapleton

44th Avénue and 4th Street
Denfield High School
Duluth, MN 55807

Sue Carlson

Runestone Cooperative Center
511 Hawthorne Street
Alexandria, MN 56308

Sue Thompson
Simley High School
2920 East 80th Street

Inver Grove Heights, M¥ 55075

Frank Jordon
Richfield Sr. High

-8100 Harriet South

Richfield, MN

T19

\4



\ i
' 1
L
v
~PEVELOPERS cont {inved -
Cheryl Boche Sylvia Lee Dorothy llansen
So. Washington Co. Schools Hennepin Technical Center fennepin Technical Center
Park High North Campus 9200 Flying Cloud nrive
8040 BOth Street South 9000 North 77th Avenue South Campus Q,,
Cottage Grove, NN 55016 lrooklyn Center, MN 55445 Fden Prairie, MN 55143
L ]
]
Fva Sova . Richard 0lson
St. Cloud AV.T.I. Granite Falls AV.T.T.
~ St Cloud, MV %6301 Granite Falls, MV 56241
| Vb
|
¥
]
' ‘ ‘
| 4
4
3§ , . \
\ ~ ¢ \
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Fl

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

1
The STATEMENTS OF COMPETENCY shown in the following section of
.this task list represent the minimal Human Relationship and
Personal Development skills needed by graduates of secretarial/
clerical programs. It should be recognized that students will
continue to learn about themselves and others through daily ex~
periences they have in their careers. . '

41
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HUMAN RELATIONS. ANB PERSONAL DEVELOPMENT‘ X

/’\\\ |
\

AREA OF COMPRTENCY: COMMUNICATIONS

" AREA OF COMPETENCY: SELF-DEVELOPMENT

A. Demonstrates acceptance of people in a friendly businessilike manner

1. interacts verbally with people in comunicating a message

enunciates'clearly

uses correct grammar and appropriate choice of words
shows/demonstrates tact

responds courteously

uses a pleasant speakipg-tone, rate, and volume

D . O o
- e = & e

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

3. interacts non-verbally with people in communicating a message
N ‘* - L}
recognizes the meaning of facial expression E
recognizes the meaning of body language
recognizes the meaning of eye contact
recognizes the meaning of hidden messages

(=PI o S~ i -t}
- - - -

B, Listens to and responds to the messages feceived fron co-workers, supervigors and visitors
takes notes when receiving instructions ‘ i
periodically looks at the person who is speaking to obtain visual cues

asks for clarification when the message is not understood

concentrates on one thing at a time as directions are given

- Lo S —
- e - .

C.  Gives directions and responds to other people -

I makes use of an understanding of human behavior

2. displays an ability to be assertive without being offensive
3. deals effectively with angry or defensive co-workers/customers -

b, recognizes the uniqueness of and differences in individuals

—

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

HR/PD 22
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L,

thinks po\\‘_¥e1y about himself/herself and his/her future
does not show off to bolster his/her self-confidence

» vaits for what he/she wants

nakes up his/her mind decisively

adnits his/her shortconings .

recognizes and builds on his/her strengths without becondng vain

seeks out new ways to’dévelop his/her talents

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

. Ditplays personal development for social living

handles personal finances
chooses 1ife style and housing options

. 8, displays an ability to live and work with others harmoniously

3
b,

Shows emotional maturity

tolerates frustrations

- chooses safe and reliable trangportation
%}reotypes

identifies personal biases, prejudices, and 8

-~
#

thinks for himself/herself

is caln and exerts extra,effort to keep on an even level
tackles unpleasant tasks without self-pity

takes responsibility for his/her own actions

understands his/her role in group dynamics

takes orders without hecoming obstinate

{3 motivated by a longsrange plan, not.by whins or desires of each passing week

does not nurse grudges or try to get even

Maintains professional maturity

L,

has. clearly defined career goals

/" b, sees job satisfaction as part of good mental health

¢ sets realistic goals based on his/her abilities

AREA OF COMPETENCY: -PERSONAL APPEARANCE

A.

Malntains good phyéical fitness behavior patterns

L

2

gets sufficient sleep
shows .good nutrition

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

HR/PD T 23
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. 3. pgets proper exercise
b, has annual dental and medical check-ups
5. hes good posture

- B, ' Shows good visuai poise

1, _ demonstrates an appidpriate method of standing, wadking, sitting, bending and lifting .

. Selects and wears proper office attire

1, és groomed attractivelz and tastefullg

bl
cl

vears clean, wrinkle free garments

- wears flattering colors and garment styled for his/her figure

chooses accessories that are appropriate for-work

(1) fads
(2) fashions

\cmmwwmmﬁpMMmMMMMHmmmm

plans a vardrobe for a limited budget
vears shoes that ‘are quiet, polished, fastened and in good repair
shops for clothing that 1s well constructed so that it will last

D. Has gbed personal hygiene habits

]
2
3.
4
5
6
1

bathes his/her body regularly

uges antiperspirant

has clean hair, skin, teeth, nails, and breath

vears clean clothes that have been laundered properly

removes hair properly and regularly from selected areas of the body
applies cosmetics in a skillful way to enhance features

subtly applies body fragrances

~AREA OF COMPETENCY: OFFICE ATTITUDE

A, Relates to male and female co-workers of all ages, skilis, backgrounds, and pusitions

1, contributes to a tean effort

requests and/or gives assistance to other people

handles constructive/non-constructive criticism and profits from it
declines invitations gracefully

tesponds cheerfully and gives praise when appropriate

1s supportive and encouraging to co~workers

“HR/DD T A%



. assunes individual fob responsibility ! R )

i@mﬁmmmmmMMmMmmemmwmw \
: - L

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

moodiness of co~workers/supervisq§%

favoritisn among staff ‘ .

personal problems which interfere with work

offensive language or behavior of ‘co-workers, supervisor or customers

mproper hygiene of co-workers wifth {s offensive to others
angry customers - |
chronic complainers

short-tempered co-workers, supervisor or gelf

-

PFoe ho oo oo

*,

B. Supports company an employer. by exhibiting professionalism

+ 8hows loyalty td, company
+ follows the company's policies .

]

2

3. nmaintains confidentiality of company/instiéutional Information :
MaMMWHMM“mMM» i -
5

o
‘ 4 "' \;
+ demonstrates cost control . | \\N// . P

8. conserve supplies | . N i
b, use time efficiently
¢. develop and mprove personal work methods and procedures

. 6. displays good housekeeping habits f

a. cleans and maintaing work area
b. cleans and organizes employer's work area as instructed ‘ . *
¢. makes coffee and keeps coffee area neat and clean

1. shows professional commitment to his/her employer

-
msMMmmmHMmeﬁémmmmmm
b. s versatile and willinf to adopt his/her behavior to new situations
¢. willingly works overtimeto meet scheduled deadlines . ‘
d. asserts his/her feeling, needs, and competence in commnicating with his/her employer
about salary, benefits, and company policy o

]

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

49
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has work habits that insure work being accomplished on time and correctly

arrives at work on time and maintains scheduled working hours
- plans and schedules work assignments and priorities ' s
" takes reasongble coffee breaks and lunch bresks L e

-

has a good attendance record with sick leave and personal days taken when necessary
pays attention to detail so that high quality work 1s maintained consistently
follows through to completion work that has been started

e B = A SR I S L R S

i

D. Shows initiative in gaining professional advancements
1. seeks joB/self enhancement experiences -

a. updates his/her skills and knowledge through formal education, in-house training, and
informal communication
b. participates in professional organizations

2. selects or rejects job promotions based on opportunity, peréonal goals, and circdmstances

a exanines alternatives and engages n career planning

|
(1) long term v

(2) short term

AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE

A, Displays proper social etiquette
L, etiquette for social fuq‘tions (e.8+ introductions, table manners, common courtesy)
\" B, Displays proper business etiquette

1, converses with co-workersand guests ir a socially acceptabie nanner, vithin the time
constraint of the offic\(situation

a. office business (non-confidential) , |
b, personal business o (\ 5 1
, ¢, social events
5;) d.  topies of general interest
L

2. uges the informal communications network (grapevine) within the office in a positive way

3, refrains from contibuting to office gossip




4, addresses superior properly (e.8.Mr., Dr., Ms., etc.)

a. formal
b. . non-formal

J, . AREA OF COMPETENCY: JOB SEEKING SKILLS K\J//#

X, Identifies job opportunities for which he/she is qualified

Yulletin board |
B &;{' '

\ t agencies

‘1. checks school
2. reads newspa}

B P
8. gtate
/") - be private //
——
4. uses personal contacts

B. Prepares for job interview

. writes and types a resume

. composes and types a letter of application

contacts a prospective employer

arrives on time .
conveys an optimistic outlook and willingness to learn

oo -
- - - -

C. Participates in a job interview

1. dresses and grooms himself/herself appropriately
2. obtains job information from perspective employer

4. job requirements

b.  benefits

C.  environment

d? salary .
€. opportunity for advancement

f. company's purpose and function

D, Follows-up on the job interview

S B sends an acknowledgment letter
2.  makes a phond call . —




C COWPETENCYRECOD

HUMAN RELATIONS AND PERSONAL DEVELOPMENT

- ;OCCUPATIONAL rRocRa:  Typist ‘N f Ctudent

| . This competency record tells what the stdaent, who is named above, has demonstrated that he or she cap -
, > do. A graduate 1s one vho has demonstrated competent performance of all the tasks designated for this

occupationgl program. This competency record 1s to be used as an expansion of and/or supplement Fo the
traditional report card, Student performance can be rated at the secondary and/or post secoﬁdaf? level '

N | - LS

, \ - ' : '

RATING SCALE: | | |

5 - Perforns task(s) with ability that consistently 1 - Is unable to perforn task(s).
exceed(s) progran mininum standards set for job Vv

entry level; very competent. T - Demonstrated ability to perform task(s) at or '
above job entry level by taking & challenge
4 - Performs task(s) at job entry level, competent. test.
3 - Performs task(s) with periodic assistance. PP - Actual production words per minute (PNPMQ

obtained by student.,

2 - Performs task(s) with constant assistance.

i

SCHOOL(S) ALTENUED: S DATES ATTENDED  InSTRUCTOR'S NAME(S)

o~
Aol )
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AREA OF COMPETENCY: COMMUNICATIONS . R

A, 'Demonstratés acceptance of people fn a friendly-business-like
panner

B, Listens to and' responds to the messages received from co~ |
workers, supervisors and visitors 1 __I

C." Gives directions and résponds to other people | *jigf

Comments:

AREA OF COMPETENCY: SELF-DEVELOPMENT L%E‘ . I

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

B. Displays personal development for social living

C. Shows emotional maturity

D. Maintains professional maturity

Comments:

AREA OF COMPETENCY: PERSONAL APPEARANCE

A, Maintains good physical fitpess behavior patterns {

B. Shows good visual poise - - | 1 i |t

C. Selects and wears proper office attire

Y ——— b~ = ——

Ihsf®d ersonal hyglene habits




Comments:

AREA OF COMPETENCY: OFFICE ATTITUDE

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

B. Supports company and employer by exhibiting professionalism

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

\

D. Shows initiative in gaining professional advancements

Comments:

i

| AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE

i

A, Displays proper social etiquette

B. Displays proper business etiquette

Comments:

Y]

08

AREA OF COMPETENCY: JOB SEEKING SKILLS

A. ldentifies job opportunities for which he/;he s qualifiedv

B. Prepares for job interview

wmpep T30

C. ?articigates in a ]ob Interview o : -
h> . s ) : . .




MINDIM I - sgcoupaRy POST SECONDARY |
PROGRAM '

sravoaro Jrarve |ym, | s, | wanté |vR, | Tvsm,

“‘

D Follovs-up on the {ob interview

Comments:

Statements of competencies can be graded at either the secondary or post-secondgry level,
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Developers: Human Relations and Personal Development

Mg, Iinda Anderson
Hutchinson A.V.T.1,
Hutch,inson, MY 55350

i

Mr. Milo Loken

Hennepin Technical Center North
9000 North T7th Avenue
Brooklyn Center, MV 55kbS

Miss Shirley Buckholz

Minnetonka High School

1630 Highway 7

Minnetox'ﬂ§a, M 55343
|

!

Mg, Marlene Paulcowitz

916 A.V.T.1L

3300 Century Avenue

White Bear Lake, M 55110

Mr. Dave Teske (:‘\
Hutchingon 4,V.7.1.

Hutchinson, MV 55350 \\{ |

. s

\

Ms, Linds Jeffries
Moorhead A.V.2.1

810 Fourth Avenue South
Moorhead, Mi 56560

Mg, Mary Ruprecht

Word Processing Management
Congyltant

140 Wegt Myrtle Street

Duluth, MY 55801

Ma, Cheryl Boche ,
South Washington Co. School
Park High '
Cottage Grove, M¥. 55075

Mr, Frank Starke
Mexandris AV.T.1,

Mexeadris, Mi 56308

Mg, Ann Ellinson
Moorhead A.V.T.I.

810 Fourth Avenue South
Moorhead, M¥ 56560

Ms, Willa Campbell
St, Cloud A.V.T.I
St. Cloud, M¥ 56301

i

Ms, Katheryn Simonson
Brainerd AV, T.I, - °
300 Quince Street
Brainerd, M 56401

Mr. Dennis Iyngen
Mexandria AV T.1.
Alexandria, MY 56308
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