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Telah kompelen pada bidang
Is competent in the area of
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Asesmen/Uji Kompetensi
Workplace Assessment
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Dengan Kualifikasi / Kompetensi:
with Qualification / Competency:
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Daftar Unit Kompetensi

List of Hmitis) of € 'um;n'h'rh".

Kode Unit Kompetensi | Judul Unit Kompetensi
No | | .
( ode of ( 'mﬂprh‘m'l {/nit | Fitle of Competency Unit
4 —_ — - — - - - -
| Berkomunikasi Melalul Telpon :
* | ADM.PKO1.002.01 | Communicatng by Phone ]
B Brkcrjluml drnun Kolega dan I'rllnggln _ -
. ADM.PKOL.003.01 Working with Colleagues and Customers
} | Memberikan Pelayanan kepada Pelanggan |
. ADM.PKO1.004.01 | Provide Service 1o Customers e
4 \Irngnpcrlnhln Komputer/ Perangkat Keras
-] ADM.PKO1.005.01 _!_fliwmn The Computer/ Hardware —_
| 5 | | 'Hrn;,gun:lun Peralatan Kantor
- - ADM.PRO1.006,01 Using Office Equipment
| c | Menciptakan dan Menggunakan Dokumen dan Lembar Kerja
I Sederhana
! = ADM.PRO2.003.01 | Create and Use Documents and Simple Worksheets
7 \lrmprodulm Dokumen di Komputer
- ADM.PK02.004.01 Produce Documents with Computer
5 Melakukan Prosedur Administrasi
| ADM.PK02.007.,01 Dotng Admunistrative Procedures
9 Menangani Penerimaan Surat/Dokumen
- ADM.PK02.008.01 Handle Mail Receipt/ Documents
(0 Menangani Pengiriman Surat/Dokumen
| ADM.PKO2.009.01 Handle Mail Deiivery/ Documents
11 Mengelola dan Menjaga Sistem Kearsipan
_ | ADM.FKO2.013.01 Manage and Maintain Archive System
12 Membuat Presentasi
ADM.PK02.033.01 Make a Presentation
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