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Task 

Execute routine unit level administrative functions so that the reports and logs 

are complete and files are maintained in accordance with policies, procedures and 

practices. 
Conditions and Outcome 

Given actual or simulated forms and record management systems, the candidate shall be 

able to execute administrative functions and to communicate orally and in writing.  The 

candidate will complete this task with a minimum of 3 items answered 

correctly 
Number Task Steps First Test Retest #1 Retest #2 

Pass Fail Pass Fail Pass Fail 

1 Issue instructions to unit member(s) in a clear, concise, and 

understandable manner. 

      

2 Demonstrate to unit member(s) how to complete applicable 

reports and logs. 

      

3 Verify reports and logs are completed by unit member(s) 

according to policies, procedures, practices and scenario. 

      

4 Determine that applicable files are maintained according to 

policies, procedures, practices and scenario. 
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