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Administrasi Perkantoran
- Office Administration
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Atas nama Badan Nasional Sertifikat Profesi
On Behalf of indonesian Profesional Certification Authority
Lembaga Sertifikasi Profesi - Administrasi Perkantoran Nasional
Professional Certification Body - Administrasi Perkantoran Nasional

Nenden Haprilwanti, S.Pd.,MM.

‘Direktur
{Director)




DAFTAR UNIT KOMPETENSI
List of Unit(s) of Competency

No

~ KODE UNIT JUDUL UNIT KOMPETENS!
Menangani Penerimaan/‘Pe’ngiriman SQrét/anumen
4 4
- (SOOI Handling Receiving / Sending Letters / Documents
2 N.821100.004.02 Mermpraduksi Dokumen
Producing Documents
3 N.821100.029.02 Metakukatn Kf:ymumkaa melalui Telepon
Communicating by Phone
Melakukan Komunikasi Lisan dengan Kolega/ Pelanggan
4. ’ 00.030. f . .
N-821100.030.02 Conducting Oral Communication with Colleagues/ Customers -
Melakukan Komunikasi Lisandalem Bahasa Inggris pada Tingkat Operasional Dasar
5 N.821100,032.02 : 5
e Conducting Oral Communication in English at the Basic Operational Level
5. N.821100.033.02 Mem.bac.a /d/aéar?w Bahasa!nggns pad§ Tingkat Operasicnal Dasar
7777777 Reading in English at a Basic Operational Level
7. N.821100.053.02 Mempr.oduka Dokumen di Komputer
\ Producing Documents on a Computer
a N.821100.054.01 Me‘nggunakan l?era,éatan K'omumkas;
Using Communication Equipment
a. N.821100.057.02 Mengagerasxkan Aphkasx‘ Per:angkat Lunak
Operating Software Applications
10, N.821100.059.02 Me:’ngg_una.kan Peralatan dan Sumberdaya Kerja
Using Equipment and Work Resources
11, N.821100.067.01 Mexakuk-an T;ransaks; Pefbankan Sed-erhana
Performing Simple Banking Transactions
A Py H
12. N.821100.073.02 Mengelola Arsip
L o Managing Archives
Menerapkan Prosedur K3 Perkantoran
5
13 L — implementing Office OHS (Occupational Health and Safety) Procedures
Meminimalisir Pencurian
14. N.821100.076.02 Minimizing Theft
Mengatur Penggandaan/ Pengumpulan Surat/ Dokumen
15. .821100.002.02 ) i .
> N-82 002.02 Managing Reproduction / Collection of Letters / Documents
Menciptakan Dokumen/ Lembar Kerja Sederhana
16. 821100, i \
N SasAnE OO% g2 Creating a Simple Document/Worksheet -
: : " —
17, N.821100.034.02 ] Mein.uhs‘dakam,Bahasa tnggns pada_ngkat Operasional Dasar
[ Writing In English at a Basic Operational Level
T :
18. N.821100.045.02 Mem.b.errkan Llayanan kepada Pelanggan
Providing Services te Customers
18, N.821100.058.02 Menga'kses Data di Komputer
Accessing Data on a Computer
Membuat Surat/Dokumen Elektronik
20. N.B21100.060.01
“ ?2 Making Electronic Letters/Documents
1. N.821100.061.01 Mengakses Informasi melalul Homepage

Accessing Information via Homepages
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Atas nama Badan Nasional Sertifikat Profesi
On Behalf of Indonesian Profesional Certification Authority
Lembaga Sertifikasi Profesi - Administrasi Perkantoran Nasional
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Dwi Ayu Kinanti / \ Habib Rodiani, 5.Pd. . MM.
Tanda Tangan Pemilik - Manajer Sertifikasi
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