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Administrative Skills:
¢ Basic human resource functions (interviews, performance appraisals, working
with collective agreements).
¢ Participating in budgeting, strategic planning and department policy and
procedure development.

Allied Health Professions: are clinical health care professions distinct from dentistry,
nursing and medicine. They provide a range of diagnostic, technical, therapeutic and
direct patient care and support services.

Basic Medical Terminology: equivalent to MTER 200 (60 hours) course provided by
Saskatchewan Polytechnic (course available on-line through Saskatchewan Polytechnic).

Computer:

¢ Basic Computer: access programs and files, maneuver in a Windows
environment, use e-mail and internet.

¢ Intermediate Computer: create/edit/save/send documents, e-mails,
spreadsheets, attachments.

¢ Advanced Computer: install, configure and manage hardware, software and
networks; perform systems analysis and design; develop computer programs; and
provide end-user technical support.

Counsel: professionally trained (e.g. Social Worker, Clergy) in human relations skills
which include such skills as empathy, sensitivity, understanding of human and
organizational behaviour, motivational techniques and counseling skills.

Data Entry/Keyboarding:

¢ Intermediate Data Entry: 140 keystrokes per minute

¢ Advanced Data Entry: 200 keystrokes per minute

¢ Basic Keyboarding: 25 words per minute

¢ Intermediate Keyboarding: 40 words per minute

¢ Advanced Keyboarding: 55 words per minute
Functional Guidance: provides on-going functional expertise and guidance that is relied
on by others. The functional expertise is not readily available through other sources and
is typically developed through formal training or extensive professional experience in a
specialized field.

General:
¢ Basic: afundamental starting point
¢ Intermediate: to show clearly; to prove or make clear by reasoning or evidence.
¢ Advanced: being beyond elementary or introductory; greatly developed beyond
an initial stage.
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