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Competency Schedule — Office Staff

Employee Name:

Location: Position:
Review FOR
Competency Comments 12 ::r‘:igf Training
C | NYC 9 C [NYC
Generic Competencies
Employment induction O O O O
Diversity training O O O O
Ch.ai_n of responsibility 0 0 0 0
training
WHS training O O O O
Hazard identification O O O O
SWMS O O O O
First aid certificate O O O O
WHS committee 0 0 . 0
membership
Role Competencies
Customer service O O O O
IT skills O O O O
Infqrmatlon storage and O 0 0 O
retrieval
Neat work practices O O O O
Telephone answering O O O L
O O O O

Special training requirements:
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Supervisor: Date:
Signature:
Employee: Date:
Signature:
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