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(
Preface

(
In 1998, the Maine Association of Vocational Education Administrators charged the Center for Career Development, part of the Maine Technical College System, with developing products and processes to align all applied technology programming to the then new, Maine Learning Results. This initiative became known as “MLR/CIP”—the Maine Learning Results-Curriculum Integration Project.

The Maine State Board of Education and Maine’s Commissioner of Education, J. Duke Albanese, agreed to support MLR/CIP, and the Maine Department of Education has devoted considerable financial and human resources to realize the goals of this project.

What are standards in the context of MLR/CIP?

A standard is an authoritative body of criteria representing agreed-upon norms in the context of a given subject area. The Statewide Standards identify specific knowledge and performance in, for example, Automotive Technology or Information Technology and their corresponding industry-related duties/responsibilities, work tasks, and skill-sets. Maine Statewide Standards are informed by state and nationally recognized organizations and initiatives, such as the Secretary's Commission on Achieving Necessary Skills (SCANS), the National Skill Standards Board, Vocational-Technical Education Consortium of States (V-TECS), and other sources listed in each Standard’s bibliography. Maine Statewide Standards represent the most current, comprehensive, and industry-validated guidelines for vocational-technical programs possible and are the result of collaboration across educational and industry lines. 

Maine Department of Education (MDOE) Expectations: What do the standards mean for educators?

These standards establish statewide applied technology (vocational-technical) curriculum goals and align them with Maine Learning Results. Therefore, how should educators regard this document in terms of program quality, planning, and implementation? How should educators regard this document in terms of scope and accountability? What is required of instructors and students based on this document? What resources exist that can help instructors understand and implement these Standards? The following describe MDOE views and expectations regarding these Standards:

· Statewide Standards represent a framework of core, universal content to which each related local program should align.
· These Standards should inform instructors’ curriculum, instruction, and assessment activities.  

· Statewide Standards represent a minimum set of skills, knowledge, and performance that all students in similar programs should be able to demonstrate. Program instructors are encouraged to teach not only according to the Standards but also according to appropriate industry certifications.

· Local program instructors may choose not to teach certain aspects of the Standard if those aspects are not relevant to local market needs as determined by program advisory committees, and if the rationale for not doing so is sound. The decision to cut out any given aspect of the Standard must be weighed against the effect this will have on students’ understanding of “all aspects of the industry.”

· Quality implementation of the Standards will lead to an increase in effective and validated post-secondary articulation agreements.

· Use of the Standard will both assure and illustrate alignment with the Maine Learning Results cross-referenced within.

· Statewide Standards will be a cornerstone for approval of all new programs as expressed in the revised Standard Criteria for Maine Secondary Applied Technology Education Programs, due for publication in January 2002. Shortly thereafter, the new Standard Criteria will be admitted into State of Maine Rule, Education/General 05  071, Chapter 232.

· All currently operational vocational-technical programs must fully align with these Standards within a period of time to be determined by this department. The likely implementation date will be September 2003. The Standards will be an integral focus of the department’s site-based program review, which will resume in January 2002. 
Resources and services for educators related to the Statewide Standards:

· An essential design feature of the MLR/CIP process are School-Based Learning Teams (SBLTs). These are teams of instructors at each vocational-technical center who will engage the Standards and formulate professional development goals around implementation of the Standards. The Center for Career Development (CCD) provides support to SBLTs through Curriculum Specialist services.

· Program Advisory committees can provide invaluable assistance. By reviewing the Standards with their committees, instructors will generate ideas to forward and enhance their work with students.

· Tech Updates—regional or statewide meetings of instructors in the same discipline—are another tool for focussing on best practices in implementing the Standards.

· CCD and MDOE staff can provide targeted assistance.

· MDOE program review will result in recommendations to improve Standards implementation.

All contributing participants to this Statewide Standard are included in the Acknowledgements section of the Standard. The Maine Department of Education wishes to thank particularly, the Center for Career Development, the Maine Association of Vocational Education Administrators (MAVEA), and all of the MLR/CIP contributors for their truly excellent work. MDOE is proud to adopt these Statewide Standards.
(
Introduction

(
This statewide standard was developed by the Center for Career Development for the Maine Department of Education Workforce Education Team, with direction from both practitioners in the industry and Maine secondary/post-secondary technology instructors. The statewide standard draws on state and national skill standards.

Given that Maine's school-to-work initiatives, such as the State's secondary vocational/technical programs, are required to incorporate the State of Maine Learning Results (MLR), it is imperative that the standard include a crosswalk to the Learning Results. Linkages identified in this document are potential only. Whether or not these or other MLR linkages become actual depends on how each instructor teaches and assesses these skills.

Please note:

· The full text of MLR identified as applicable to this technology precede the duties and tasks listed in this standard. Each MLR is designated by a reference code. 

· MLR applicable to any or all tasks in a specific duty (set of tasks) are indicated by their codes and listed under the duty name.

· Duties and tasks present skills and knowledge needed by workers in this occupational area, beginning with the attributes all students should have, and followed by duty areas specific to this field or technology.

· Tasks marked with an asterisk (*) are core and are recommended for all students. However, curricula will vary by school, according to the discretion of the instructor and the Program Advisory Committee, which determines the needs of the geographic area served.
(
Applicable Classification of Instructional Programs (CIP) Codes

(
US Department of Education CIP Codes- October 2000 Edition

11.0301
Data Processing Technology/

Technician
A program that prepares individuals to master and use computer software

programs and applications for inputting, verifying, organizing, storing,

retrieving, transforming (changing, updating, and deleting), and

extracting information. Includes instruction in using various operating

system configurations and in types of data entry such as word

processing, spreadsheets, calculators, management programs, design

programs, database programs, and research programs. 

11.0601
Data Entry

Microcomputer Applications, General

(New CIP Code)
A program that generally prepares individuals to perform basic data and text entry using standard and customized software products. Includes instruction in

keyboarding skills, personal computer and work station operation,

reading draft texts and raw data forms, audio and tape dictation, and

various interactive software programs used for tasks such as word

processing, spreadsheets, databases, and others. 

52.0401
Administrative Assistant/

Secretarial Science
An instructional program that generally prepares individuals to perform the duties of administrative assistants and/or secretaries and stenographers. Includes instruction in business communications, principles of business law, word processing and data entry, office machines operation and maintenance, office procedures, public relations, secretarial accounting, filing systems and records management, and report preparation.

52.0407
Business/Office Automation/

Technology/Data Entry
A program that prepares individuals to support business information operations by using computer equipment to enter, process, and retrieve data for a wide

variety of administrative purposes. Includes instruction in using basic

business software and hardware; business computer networking;

principles of desktop publishing; preparing mass mailings; compiling and

editing spreadsheets; list maintenance; preparing tables and graphs;

receipt control; and preparing business performance reports. 

(
Glossary of Terms

(
Applied/Integrated Curricula — A strategy or method that helps students combine academic knowledge with technical skill to solve practical workplace or community problems. 

Assessment — A procedure used to evaluate a student’s level of competence in the performance of a task or set of tasks.

Classification of Instructional Programs (CIP) — A taxonomy for instructional programs at all levels, developed by the U.S. Department of Education’s Center for Education Statistics.

Competencies — The knowledge, skills, attitudes, and values that enable workers to perform their duties and responsibilities effectively and efficiently.

Core Tasks — The most essential units of work in the technology.

Duty — A group of related responsibilities (e.g., safety) composed of identifiable and measurable tasks.

Maine Learning Results — The long-range education goals and standards for student performance, setting out what Maine students should know and be able to do at each stage of their schooling: PreK-grade 2, grades 3-5, grades 5-8, and by graduation from high school.
Performance Criteria — A description of behavior, level of proficiency, or desired outcome by which to evaluate task results.
Task — A specific, meaningful unit of work that results in a product, service, or decision.
 (
BUSINESS INFORMATION TECHNOLOGY 

Maine Learning Results Links – Codes and Text

(
The following secondary-level Maine Learning Results [as printed July 1997 by the Maine Department of Education] were identified by members of the Curriculum Integration Project Business Information Technology workgroup as relatively strongly linked to a typical Business Information Technology program. 

CPA00 CAREER PREP - PREPARING 

FOR THE FUTURE

Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions. Students will be able to:

( CPA01 Demonstrate the leadership and membership skills necessary to succeed as a member of a team.

( CPA02 Analyze skills and abilities required in a variety of career options and relate them to their own skills and abilities.

( CPA03 Demonstrate an understanding of the relationship between the changing nature of work and educational requirements.

( CPA04 Demonstrate an understanding of basic business concepts such as profit and loss, the availability of skilled labor, market share, and customer service.

CPB00 CAREER PREP - EDUCATION/CAREER PLANNING AND MANAGEMENT

Guided by self-assessment and personal career interests, students will integrate school-and work-based experiences to develop their career goals. Students will be able to:

( CPB01 Use a career planning process that includes self-assessment, personal development, and a career portfolio as a way to gain initial entry into the workplace.

( CPB02 Demonstrate job-seeking skills.

( CPB03 Assess personal, educational, and career skills that are transferable among various jobs.

CPB04 Explain the problems and possible benefits of involuntary changes in employment, including information on what actions the employee can take to 

make it easier to find a new position or to become self-employed.

CPC00 CAREER PREP - INTEGRATED AND APPLIED LEARNING

Students will demonstrate how academic knowledge and skills are applied in the workplace and other settings. Students will be able to:

( CPC01 Demonstrate an understanding of the integration and application of academic and occupational skills in school, learning, work, and personal lives.

( CPC02 Demonstrate knowledge of customer satisfaction strategies.

( CPC03 Demonstrate an understanding of how humans change and adapt technology to their benefit.

( CPC04 Use mathematical, scientific, and technological tools to design and apply solutions to a community problem.

( CPC05 Demonstrate an understanding of workplace safety and human factors in the development of products, services or processes.

CPD00 CAREER PREP - BALANCING RESPONSIBILITIES

Students will acquire and apply skills/concepts required to balance personal, family, community, and work responsibilities. Students will be able to:

( CPD01 Illustrate how resources and support systems, available within a community, assist individuals in their roles as workers and family members.

( CPD02 Use knowledge and theories of growth and development to help balance multiple responsibilities.

( CPD03 Demonstrate an understanding of the importance of community involvement to family and community life.

( CPD04 Demonstrate an ability to manage personal resources.

HEC00 HEALTH & PHYSICAL EDUCATION - HEALTH PROMOTION AND RISK REDUCTION

Students will understand how to reduce their health risks through the practice of healthy behaviors.  Students will be able to:

( HEC01 Analyze the extent to which individuals are responsible for enhancing health and safety in the community and the workplace.

( HEC02 Demonstrate strategies to avoid, change, and report unsafe situations.

HEE00 HEALTH & PHYSICAL EDUCATION - COMMUNICATION SKILLS

Students will understand that skillful communication can contribute to better health for themselves, their families, and the community.  Students will be able to:

( HEE01 Demonstrate healthy ways to listen and communicate effectively with family, peers, and others.

LAA00 PROCESS OF READING 

Students will use the skills and strategies of the reading process to comprehend, interpret, evaluate, and appreciate what they have read. Students will be able to:

( LAA01 Demonstrate an understanding that reading is a gradual process of constructing meaning and revising initial understandings.

( LAA02 Demonstrate an understanding that a single text will elicit a wide variety of responses, each of which may be the point of view of the individual reader or listener.

( LAA06 Use the context of a work to determine the figurative, idiomatic, and technical meanings of terms.

( LAA07 Use the context of a work to determine the meanings of abbreviations and acronyms.

( LAA08 Find the meaning of relatively uncommon technical terms used in informational texts.

( LAA11 Represent key ideas and supporting details in various written forms (e.g., outline, paraphrase, concise summary).

LAC00 LANGUAGE AND IMAGES

Students will demonstrate an understanding of how words and images communicate.  Students will be 

able to:

( LAC01 Demonstrate an understanding of the relationship among perception, thought, and language.

( LAC02 Demonstrate an understanding of how language considerations and representations involving gender affect communication.

( LAC06 Use dictionaries, handbooks, and other language-related resources to evaluate the accuracy of their use of English.

LAD00 INFORMATIONAL TEXTS

Students will apply reading, listening, and viewing strategies to informational texts across all areas of curriculum. Students will be able to:

( LAD01 Scan a passage to determine whether a text contains relevant information.

( LAD03 Use discussions with peers as a way of understanding information.

( LAD05 Analyze and synthesize the concepts and details in informational texts.

( LAD06 Explain how new information from a text changes personal knowledge.

LAE00 PROCESSES OF WRITING & SPEAKING

Students will demonstrate the ability to use the skills and strategies of the writing process.  Students will be able to:

( LAE01 Ask pertinent questions during writing conferences and when working alone, using knowledge of personal writing strategies, strengths, and weaknesses to improve one’s own writing.

( LAE02 Reflect on, evaluate, revise, and edit a sequence of drafts to improve and polish finished work.

( LAE03 Use planning, drafting, and revising to produce, on demand, a well-developed, organized piece that demonstrates effective language use, voice, and command of mechanics.

( LAE04 Evaluate the remarks and oral presentations of others to find the key ideas and explain the ways in which these ideas were developed.

LAF00 STANDARD ENGLISH CONVENTIONS

Students will write and speak correctly, using conventions of standard written and spoken English. Students will be able to:

( LAF01 Edit written work for standard English spelling and usage, evidenced by pieces that show and contain:

• no significant errors in the use of pronouns, nouns, adjectival and  adverbial forms, and coordinating and subordinating conjunctions.

• no significant errors in the spelling of frequently used words and the correct use of commonly confused terms.

• no significant errors in the common conventions of capitalization and ending punctuation marks and common uses of the comma.

• few significant errors in the spelling of commonly misspelled and rare words, the less common capitalization conventions, the colon, semicolon, hyphen, dash, apostrophe, quotation marks, italics, marginal notes, and footnotes.

( LAF02 Demonstrate how language usage may depend on the situation.

LAF03 Demonstrate command of the conventions involved in a formal speech, effectively engaging peers during presentation and fielding responses afterwards.

LAG00 STYLISTIC AND RHETORICAL ASPECTS OF WRITING & SPEAKING

Students will use stylistic and rhetorical aspects of writing and speaking to explore ideas, to present lines of thought, to represent and reflect on human experience, and to communicate feelings, knowledge, and opinions.  Students will be able to:

( LAG02 Write pieces and deliver oral presentations that effectively use descriptive language to clarify, enhance, and develop ideas.

( LAG05 Write pieces and deliver oral presentations that achieve distinct purposes (e.g., to persuade, evaluate, analyze, defend).

( LAG07 Write pieces and deliver oral presentations in which the organization of the work follows from the purpose.

( LAG10 Make effective use of a variety of techniques to provide supporting detail (e.g., analogies, anecdotes, illustrations, detailed descriptions, restatements, paraphrases, examples, comparisons) in written work and oral presentations.

( LAG11 Make effective use of a variety of techniques for introducing and representing ideas and insights in written work and oral presentations.

LAH00 RESEARCH-RELATED WRITING AND SPEAKING

Students will work, write, and speak effectively when doing research in all content areas. Students will be able to:
( LAH01 Develop an appropriate strategy for finding information on a particular topic.

( LAH02 Use referencing while doing research.

( LAH03 Record significant information from events attended and interviews conducted.

( LAH04 Identify and use library information services.

( LAH06 Use CD-ROM, microfiche, and similar resource media for research.

( LAH07 Identify and use a variety of news sources (e.g., newspapers, magazines, broadcast and recorded media, artifacts), informants, and other likely sources for research purposes.

( LAH08 Use search engines and other Internet resources to do research.

( LAH10 Analyze the validity and weigh the reliability of primary information sources and make appropriate use of such information for research purposes.

( LAH11 Evaluate information for accuracy, currency, and possible bias.

( LAH12 Report orally, using a variety of technological resources to present the results of a research project.

MAB00 COMPUTATION

Students will understand and demonstrate computation skills. students will be able to:

( MAB01 Use various techniques to approximate solutions, determine the reasonableness of answers, and justify the results.

MAC00 DATA ANALYSIS AND STATISTICS

Students will understand and apply concepts of data analysis. Students will be able to:

( MAC01 Determine and evaluate the effect of variables on the results of data collection.

( MAC02 Predict and draw conclusions from charts, tables, and graphs that summarize data from practical situations.

MAF00 MEASUREMENT

Students will understand and demonstrate measurement skills. Students will be able to:

( MAF01 Use measurement tools and units appropriately and recognize limitations in the precision of the measurement tools.

MAG00 PATTERNS, RELATIONS, FUNCTIONS

Students will understand that mathematics is the science of patterns, relationships, and functions.  Students will be able to:

( MAG01 Create a graph to represent a real-life situation and draw inferences from it.

( MAG02 Translate and solve a real-life problem using symbolic language.

MAH00 ALGEBRA CONCEPTS

Students will understand and apply algebraic concepts.  Students will be able to:

( MAH01 Use tables, graphs, and spreadsheets to interpret expressions, equations, and inequalities.

( MAH02 Investigate concepts of variation by using equations, graphs, and data collection.

( MAH03 Formulate and solve equations and inequalities.

MAJ00 MATHEMATICAL REASONING

Students will understand and apply concepts of mathematical reasoning.  Students will be able to:

( MAJ01 Analyze situations where more than one logical conclusion can be drawn from data presented.

SSEA0 SOCIAL STUDIES - ECONOMICS - PERSONAL & CONSUMER ECONOMICS

Students will understand that economic decisions are based on the availability of resources and the costs and benefits of choices.  Students will be able to:
( SSEA1 Conduct a cost-benefit analysis of a personal or business decision.

SSEB0 SOCIAL STUDIES - ECONOMICS - ECONOMIC SYSTEMS OF THE UNITED STATES

Students will understand the economic system of the United States, including its principles, development, and institutions.  Students will be able to:

( SSEB3 Explain the positive and the negative impacts of advertising techniques on consumer behavior.

STL00 SCIENCE & TECHNOLOGY - COMMUNICATION

Students will communicate effectively in the application of science and technology.  Students will be able to:
( STL04 Employ graphs, tables, and maps in making arguments and drawing conclusions.

( STL07 Use computers to organize data, generate models, and do research for problem-solving

VAA00 VISUAL & PERFORMING ARTS ‑ CREATIVE EXPRESSION 

Students will create and/or perform to express ideas and feelings.  Students will be able to:

( VAA01 Create a visual or performance piece to communicate an idea, feeling, or meaning using:

• a distinct style

• imagination and technical skill

• the creative process, reflection, and self‑evaluation (problem‑solving skills)

State of Maine Learning Results*

Printed July 1997 by the Maine Department of Education

Statewide Standards assign a 5-digit code to represent the Maine Learning Results (MLR) applicable to each Duty area. Codes were originally devised for use in the Maine Association of Vocational Education Administrators’ Curriculum Integration Project (CIP) to identify links between the content of vocational-technical programs and MLR. Codes use letters to identify the MLR Standard, Subset (where applicable), and Section. Numbers identify the MLR Performance Indicators.

SUBJECT AREA






*TEXT REFERENCE 
CP
Career 
pages 6-9 

HE
Health Education
pages 25-31

HPE
Health – Physical Education**
pages 32-37

LA
English Language Arts
pages 13-21

MA
Mathematics
pages 41-51  

ML
Modern & Classical Languages
pages 61-62




SSC
Social Studies – Civics & Government**
pages 82-85

SSH
Social Studies – History**
pages 86-88

SSG
Social Studies – Geography**
pages 89-90

SSE
Social Studies – Economics**
pages 90-94 

ST
Science & Technology
pages 65-77 

VA
Visual & Performing Arts
pages 97-102 

**Health and its subset, Physical Education, as well as the four subsets of Social Studies—Civics and Government, History, Geography, and Economics—are identified with separate subject area codes to avoid code duplication.

The next letter indicates the Section—A, B, C, etc.— within the subject area. For example, CPA = Career Preparation, Section A: Preparing for the Future. 

Codes ending in 0 indicate Subject Standards. CPA00 = Career Preparation: Preparing for the Future. The Subject Standard for Section A reads, “Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions.”

The numbers 01, 02, 03, etc. indicate the performance indicator within the section of the subject area. CPA01 = Career Preparation: Preparing for the Future, Performance Indicator 1— “Demonstrates the leadership and membership skills necessary to succeed as a member of a team.” 

Note: All references are to MLR for the Secondary Grades.
Task
Performance Criteria

A. Professional Attributes 

The following MLR link to all or some of the tasks in this duty area:
CP-A01, CP-A02, CP-A03, CP-A04, CP-B01, CP-B02, CP-B03, CP-B04, CP-C01, CP-C02, CP-C03, HE-E01, LA-D03, LA-H03

A1*
Displays high standards for attendance and punctuality.
Arrives on time and prepared to work; complies with attendance policy.

A2*
Displays a positive attitude. 
Exhibits motivation, self-confidence, and persistence; accepts feedback and suggestions for improvement positively and appropriately; copes with mistakes, stressful situations, and failures constructively. 

A3*
Displays appropriate behavior.
Accepts responsibility for personal decisions and actions; complies with rules and regulations; shows respect for self and others and for property and equipment; exhibits self-control; uses appropriate language; dresses/grooms for required duties appropriately and in compliance with safety regulations. 

A4*
Works effectively as a team member.
Demonstrates an understanding of the importance of teamwork; asks for or offers help appropriately; works cooperatively; displays a commitment to performing quality work; participates in group decision-making using appropriate communication and feedback skills; fulfills personal responsibilities as a team member.

A5*
Meets customer needs. 


Demonstrates an understanding of quality customer service; identifies internal/external customer needs; assesses ability to meet customer needs; takes appropriate action(s) to satisfy customer; relates to customer in a positive manner.

A6*
Self-assesses performance.
Evaluates own performance critically with input from instructors, supervisors, and peers.

A7*
Demonstrates career exploration and planning skills.
Selects target career area(s) based on own abilities and preferences; identifies knowledge, skills, and educational requirements for target career(s); relates school-based learning to career aspirations; investigates options for acquiring work experience, such as service learning projects and STW (school-to-work) pathways.

B. Communications

The following MLR link to all or some of the tasks in this duty area:

HE-E01, LA-A01, LA-A02, LA-A06, LA-A07, LA-A08, LA-A11, LA-C01, LA-C02, LA-C06, LA-D01, LA-D03, 

LA-D05, LA-D06, LA-E01, LA-E02, LA-E03, LA-E04, LA-F01, LA-F02, LA-F03, LA-G02, LA-G05, LA-G07, 

LA-G10, LA-G11, LA-H01, LA-H02, LA-H03, LA-H04, LA-H06, LA-H07, LA-H08, LA-H11, LA-H12, MA-C02, 

MA-J01, ST-L04, VA-A01

B1*
Applies listening skills.
Listens for, receives, interprets, and recalls specific details and instructions in conversations, presentations, and group meetings; uses active listening skills in comprehending technical and non-technical oral information; follows oral directions and instructions.

B2*
Applies speaking skills.
Responds appropriately during conversations; uses proper language etiquette; speaks clearly and directly; asks clear, concise, and appropriate questions; uses correct technical vocabulary.

B3*
Applies reading skills.
Locates and demonstrates understanding of written technical and non-technical information necessary for completing task/project; uses data contained in graphs, tables, charts, schedules, or calendars; uses office communications such as memos, letters, and reports to complete assigned duties properly; verifies information accuracy, completeness, and quality; applies proofreading skills.

B4*
Applies writing skills.
Uses proper business or technical writing style; takes effective notes; completes written assignments and forms legibly, completely, efficiently, and accurately; uses correct technical vocabulary; applies proofreading skills; develops/responds to memos, letters, reports; records messages accurately.

C. Critical/Creative Thinking

The following MLR link to all or some of the tasks in this duty area:

CP-A01, LA-A01, LA-A02, LA-A06, LA-A07, LA-A08, LA-A11, LA-C01, LA-C02, LA-C06, LA-D01, LA-D03, 

LA-D05, LA-D06, LA-E01, LA-E02, LA-E03, LA-E04, LA-F01, LA-F02, LA-G02, LA-G05, LA-G07, LA-G10, 

LA-G11, LA-H01, LA-H02, LA-H03, LA-H04, LA-H06, LA-H07, LA-H08, LA-H10, LA-H11, LA-H12, MA-B01, 

MA-C01, MA-C02, MA-G01, MA-G02, MA-H01, MA-H02, MA-H03, MA-J01, SS-EA1, SS-EB3, ST-L04, ST-L07, VA-A01

C1*
Locates and researches information and data.
Identifies appropriate information sources; distinguishes between essential and non-essential data; identifies important data patterns; summarizes data into systematic, understandable formats; uses appropriate citing procedures for all types of research data collected.

C2*
Analyzes and evaluates information and data.
Distinguishes among fact, theory, opinion, and assumption; evaluates information sources for credibility, reliability, and accuracy; identifies contradictions in data; interprets tables, graphs, diagrams, and charts; develops conclusions; uses data to support/suggest a course of action.

C3*
Displays planning and organization skills.
Sets goals; prioritizes tasks; develops feasible, organized, and efficient plan to complete task or project; applies time-management techniques to complete tasks on time and to appropriate quality standards.

C4*
Applies problem-solving skills.

Identifies and analyzes problem; considers options with pros and cons for each; suggests reasonable solution(s).

C5*
Applies decision-making skills. 
Identifies decision to be made; evaluates potential outcomes; consults instructors/supervisors or peers as appropriate.

C6*
Applies creative thinking skills.

Adapts ideas and information in innovative ways to complete assignments more effectively and efficiently.

C7*
Performs general information management tasks.
Keeps written and electronic information organized efficiently; follows procedures for information security and confidentiality.

D. Safety

The following MLR link to all or some of the tasks in this duty area:

CP-C03, CP-C05, HE-C01, HE-C02

D1*
Follows school/workplace safety procedures.
Complies with all relevant school/workplace safety guidelines and procedures; follows all safety requirements for operation of equipment and machinery.

D2*
Uses ergonomically correct work methods.
Follows ergonomic guidelines, such as appropriate VDT (video display terminal) use, lifting techniques, and proper posture.





D3*
Follows emergency safety procedures.
Displays understanding of emergency safety procedures; responds correctly during safety drills.

D4*
Maintains safe work area.

Keeps clean, well-organized, and manageable work station(s); identifies and reports hazardous and unsafe conditions.

E. Information Processing

The following MLR link to all or some of the tasks in this duty area:

CP-C03, LA-A01, LA-A02, LA-A06, LA-A07, LA-A08, LA-A11, LA-C01, LA-C02, LA-C06, LA-D01, LA-D03, 

LA-D05, LA-E01, LA-E02, LA-E03, LA-E04, LA-F01, LA-F02, LA-G02, LA-G05, LA-G07, LA-G10, LA-G11, 

LA-H01, LA-H02, LA-H03, LA-H04, LA-H06, LA-H07, LA-H08, LA-H11, MA-H01,  MA-J01, ST-L04, ST-L07, 

VA-A01

E1*
Performs general applications functions.
Follows security procedure when logging on and off system; performs basic operations such as formatting disks, and moving, copying, or deleting files; names and saves documents and data according to standard procedure; creates and uses directories efficiently; organizes files and data for efficient retrieval by self or others; performs backup procedures.

E2*
Performs general word processing functions.
Creates documents such as letters, memos, or reports; proofreads and edits to ensure that documents are accurate, complete, and presentable.

E3*
Performs general spreadsheet functions.
Enters labels, values, and formulas; follows order of operations specified in formula; uses fonts, shading, and cell borders to enhance data clarity and appearance; recognizes when labels, numbers, cell references, or formulas are incorrect and makes appropriate corrections; imports/exports data.

E4*
Performs general database functions.
Uses system commands to access information contained in fields, records, and files accurately and efficiently; displays selected fields and records using simple or compound conditions; performs calculations such as count, sum, or average; performs sorting functions; generates reports in required format.

E5*
Enters data into database files.

Places data into existing fields, records, and files; adds new records; displays records and structure of database file; proofreads and edits to ensure that data is complete, accurate, and presentable.

E6*
Creates databases.

Designs database structure including field names, field types, and character length.

E7*
Designs database report formats.
Creates reports or report formats; extracts data and displays clearly and meaningfully.

E8*
Integrates applications.

Combines word processing, spreadsheet, database, graphics, or other common software applications in order to complete assigned tasks and projects.

E9*
Performs basic Internet functions.
Complies with security and confidentiality procedures; follows established protocol for contacting and responding to other users.

E10*
Uses mail merge.


Develops letters or reports and executes mail-merge functions accurately and efficiently.

E11*
Creates charts and graphs.
Ensures that data is imported and manipulated correctly; inserts graphics correctly in the appropriate size and location; ensures that items imported from other applications are inserted correctly in the proper location.

E12*
Prepares materials for printing.
Ensures that error-free materials are sent to printer.

E13*
Compiles materials for meetings or projects.
Gathers all requested data; organizes according to instructor/supervisor request; ensures that materials are error-free and presentable; completes and distributes efficiently and promptly.

E14*
Prepares materials for copying.
Ensures that copies are accurate, blemish‑free, and organized in an appropriate, professional format. 

E15*
Uses and creates templates.
Ensures that selected attributes are properly set in template or style sheet, that template or style sheet is saved in correct format, and that template or style sheet can be opened into a new or existing document.

E16*
Designs desktop publishing documents.
Ensures that graphic attributes are appropriate for document; that text, size, look, justification and positioning are manipulated to design of document; that art and drawings are inserted at appropriate location in document; and that document is error‑free and layout achieves desired effect.

E17*
Creates visual aids.
Ensures that visuals contain relevant text; are displayed with appropriate font and size; include titles for each presentation; have clip art, graphics, or drawn art in an appropriate size and content; and are error free.

E18*
Maintains office equipment.
Follows basic preventive maintenance practices; corrects minor malfunctions such as paper jams; reports major malfunctions to the appropriate staff member or service technician.

F. Information Management

The following MLR link to all or some of the tasks in this duty area:

LA-F01, LA-H01, LA-H11, MA-J01, ST-L07

F1*
Follows security and confidentiality procedures.
Complies with all required security and confidentiality procedures; notifies instructor/supervisor promptly regarding security or confidentiality issues.

F2*
Performs basic information management tasks.
Keeps all written and electronic information well organized and easily accessible for self or others.

F3*
Maintains filing systems.

Adheres to required systems and procedures; logs data in and out appropriately; complies with any required record-keeping and retention schedules.

F4*
Maintains records and files.
 


Adds, changes, or deletes data to existing written or electronic records and files accurately and promptly; cross-references, indexes, or codes data accurately; consolidates files; creates new files and records.

G. Electronic Communications

The following MLR link to all or some of the tasks in this duty area:

CP-C03, LA-C02, LA-C06, LA-D03, LA-E01, LA-E04, LA-F01, LA-F02, LA-F03, LA-G02, LA-G05, LA-G07, 

LA-G10, LA-G11, LA-H11

G1*
Answers and places telephone calls.
Responds to call promptly; uses proper business telephone etiquette; plans and prepares necessary information before making an outgoing call; identifies self and the reason for the call.

G2*
Takes and forwards messages.
Records message accurately and completely; relays promptly.

G3*
Uses voice messaging.

Sends and responds to voice messages appropriately and promptly.

G4*
Uses e-mail.
                  
Sends and responds to e-mail appropriately and promptly.

G5*
Operates fax machines.

Sends and records fax transmissions promptly and efficiently.

H. Administrative Support Functions

The following MLR link to all or some of the tasks in this duty area:

CP-A01, CP-C03, LA-A02, LA-A06, LA-A07, LA-A08, LA-A11, LA-C02, LA-C06, LA-D01, LA-D03, LA-D05, 

LA-D06, LA-E01, LA-E02, LA-E03, LA-E04, LA-F01, LA-F02, LA-F03, LA-G02, LA-G05, LA-G07, LA-G10, 

LA-G11, LA-H01, LA-H02, LA-H03, LA-H04, LA-H06, LA-H07, LA-H08, LA-H10, LA-H11, LA-H12, MA-B01, 

MA-C01, MA-C02, MA-J01, SS-EA1, SS-EB3, ST-L04, ST-L07, VA-A01

H1
Processes incoming mail.


Performs opening, dating, time stamping, annotating, logging, and routing functions promptly and efficiently.

H2
Processes outgoing mail.


Uses appropriate procedures to prepare mail for delivery and transmittal; classifies mail as first-class, second-class, third-class, parcel post (fourth-class), priority, express, or special delivery; uses services such as the US Postal Service, UPS, or Federal Express; uses mail-processing equipment according to school/company procedures and postal regulations.

H3
Maintains appointment calendars. 


Keeps up-to-date information on staff schedules; conveys information concerning staff schedules promptly and accurately.

H4
Schedules conference and meeting rooms.
Maintains up-to-date information concerning the availability of conference and meeting rooms; books rooms appropriately and efficiently.

H5
Prepares meeting agendas.
Ensures that agenda conforms to instructor’s/supervisor’s directions, is prepared in specified format, is error-free, and is completed and distributed within required timeline.

H6
Arranges meetings.


Schedules and sets up facility; ensures that equipment is operating properly; arranges any special seating.

H7
Maintains mailing lists.
Ensures that mailing lists are accurate, up-to-date, and arranged according to school/company policy.

H8
Maintains telephone directories.
Updates telephone directories for in-house and frequently called external numbers.

H9
Maintains office supply inventory.
Records incoming and outgoing supplies; tracks quantities and orders supplies according to inventory numbers; ensures that supply requisition forms are properly filled out and processed.

H10
Transcribes from recorded media.



Produces copy that conforms to instructions and conveys the intended content; returns to originator promptly.

H11
Takes meeting minutes and notes.
Records, transcribes, and distributes concise and accurate meeting minutes and notes.

H12
Makes travel arrangements.
Develops travel itineraries indicating arrival and departure times, appointment and meeting times, and lodging.

H13
Arranges teleconference calls.

Employs electronic devices to arrange communications with three or more people at two or more separate locations; ensures that all parties are able to actively participate.

H14
Maintains a clippings file.
Files relevant news articles concerning the school/company in a readily accessible location.

H15
Maintains petty cash fund.

                 
Processes petty cash vouchers; replenishes fund regularly by an amount equal to expenditures; reconciles fund balance regularly.

(
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