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Sertifikat ini berlaku untuk : 3 (tiga) tahun
This Certificate is Valid for : 3 (three) years
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DAFTAR UNIT KOMPETENS!
List of Unit(s) of Competency
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~ JUDUL UNIT KOMPETENS!

~ KODE UNIT
Menangani Penerimaan/ Pengiriman Surat/Dokumen
L SRR Handling Receiving / Sending Letters / Documents
% N.821100.004.02 MpmprasiaksQokurnes
Producing Documents
3 N.821100.029.02 Melakuka'n K.amumkasx melalui Telepon
Cormnmunicating by Phone -
) Melakikan Komunikasi Lisan dengan Kolega/ Pelanggan
4, N.82 = . ¥ "
LR Ny Conducting Oral Communication with Collieagues/ Customers
Melakukan Komunikasi Lisandalam Bahasa Inggris pada Tingkat Operasional Dasar
5. .821100.032.02
Wisa1itanee Conducting Oral Communication in English at the Basic Operational Level
: : : e
6. N.821100.083.02 Mem.nacja daiax:n Bahasa!nggms pad;‘a Tingkat Operasional Dasar
) ) Reading in English at a Basic Operational Level
7 N.821100.053.02 Mempxﬁodukﬁ Dokurnen di Komputer
Producing Documents on a Computer
s N.821100.054.01 S\f’!e.nggunakan F?eral!alan K?munikast
Using Communication Equipment \
Mengoperasikan Aplikasi Perangkat Lunak {
9. ’ 0.057. '
I Miclin - Operating Software Applications
10, N.821100.059.02 Me.nggunz?kan Peralatan dan Sumberdaya Kerja
Using Equipment and Work Resources
11, N.B21100.067.01 MeSakuifan Transaks; Pfex_'bankan Sed'erhana
Performing Simple Banking Transactions
12, N.821100.073.02 MengsiciaArip
Managing Archives .
Menerapkan Prosedur K3 Perkantoran
. N.821100.075. g
1 1 100.073 92 implementing Office OHS {Occupationat Health and Safety) Procedures
Meminimalisir Pencurian
4, § 8 . s
t REL1100/6.02 Minimizing Theft
) Mengatur Penggandaan/ Pengumpulan Surat/ Dokumen
15 N.821100.002. " . :
821100.002.02 Managing Reproduction / Collection of Letters / Documents -
Menciptakan Dokumen/ Lembar Kerja Sederhana
5. .821100.003. )
A s ks Creating a Simple Document/Worksheet
17, N.821100.034.02 Me'n‘uhs_dalam.Banasa lnggns pada.ngkat Operasional Dasar
Writing in English at a Basic Operational Level -
18, N.821100.045.02 Menfb‘errkan Léyanan kepada Pelanggan
Providing Services to Customers o
10, N.821100.058.02 Menga.kses Data di Komputer
Accessing Data on a Computer ]
0. N.821100.060.01 Men?buat Suratj.Dskumen Elektronik
) Making Electronic Letters/Documents -
- e diE
21, N.821100.061.01 Menga_kses lnformalm m\_e.alul Homepage
Accessing Information via Homepages .
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RM. Rangga Alimudin Akni

Habib Rodiani, S.Pd., MM,

Tanda Tangan Pemilik
{Signatur of Holder}

Manajer Sertifikasi
{Certification Manager)
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