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The competency Coordinating Multiple Tasks is part of the program of study for a DVS (diploma of vocational
studies) in Secretarial Studies. The program is divided into 25 competencies representing a total of 1485 hours

of training.
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One credit corresponds to 15 hours of training.
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PRESENTATION OF THE LEARNING GUIDE

The general competency Coordinating Multiple Tasks is one of the 25 com-
petencies covered in the Secretarial Studies vocational program. The educa-
tional aims of the program are to maintain and promote the quality of English,
improve the quality of customer service, develop learners’ desire to improve
their knowledge of technological tools, and develop their sense of autonomy
and initiative.

Secretaries today are trained to work independently yet play an integral role
in any management team. They are indispensable assistants to managers and
professionals, handling a variety of files and assuming multiple responsibilities.
The competencies required to meet the needs of modern organizations are
numerous and increasingly varied.

This learning guide will help you develop your competencies in coordinating
multiple tasks. You will learn, among other things, how to produce a work
schedule to plan the performance of your tasks and to use Microsoft Word
software functions that will help you increase the efficiency of your work.

This guide is a tool for developing your ability to plan your tasks in order to maxi-
mize your performance and the efficiency of your work. You will coordinate the
execution of several tasks in a simulated context where you will play the role of a
secretary. You will receive several requests, such as producing PowerPoint pres-
entations, advertising posters, a newsletter, reports, as well as writing résumés,
forms and letter templates, procedures, agendas, and minutes. You will also be
required to perform a mail merge and format various documents using data-
bases. You will perform these tasks in a limited time and according to priorities.

WORK SITUATIONS

This guide consists of three work situations (WS) that will not only lead you
to acquire new knowledge but teach you to apply it with ease and use it skill-
fully. Each situation follows the same structure. First, you read about the work
context and the assignment you must carry out. Next, you embark on a ser-
ies of engaging and motivating tasks. Each task is presented in a dynamic and
motivating way. You will be guided step by step through each task. The ideas,
techniques, rules and concepts will be explained in detail and supported with
multiple exercises to ensure that you acquire this new learning. All the answers
to the exercises are in the answer key, at the end of the guide.

EVALUATION OF LEARNING

This guide includes two scored activities, presented in separate booklets that
have been provided with the guide. You can also download them from the
portailsofad.com website. You will find all the information you need in your
guide when you reach the appropriate stage for evaluation.

Scored activities must be submitted for correction and grading. You will hand
them in to your teacher if you are taking the course in an education centre, or
you will send them to your tutor if you are registered for distance learning. In
either case, the corrected document will be returned to you.
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Scored activities are an excellent way for you to identify areas of difficulty so
that you can work to overcome them. The last scored activity in the guide was
developed following the same criteria as those of the final evaluation for the
course. It therefore serves as a realistic practice test for the official final exam-
ination, which will take place under supervision in an adult education centre.

REQUIRED MATERIALS

The materials for this course include the following:
+ thelearning guide and answer key

+ two scored activities

+ access to the portailsofad.com website

+ documents pertaining to Situations 1,2 and 3 (available on the portailsofad.com
website)

RECOMMENDATIONS FOR SUCCESS

We recommend that you do all the exercises in the learning guide as well as the
two scored activities provided. Carefully compare your answers with the answer
key and, if necessary, review content to make sure you fully understand it before
going on to the next task.

If you have questions, do not hesitate to ask your teacher or tutor for explanations.

The course is estimated to take approximately 45 hours to complete. Set up a
study schedule that takes into account your needs as well as your obligations:
family, work or other responsibilities. Follow the schedule you have set as
closely as possible.
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OVERVIEW OF THE LEARNING GUIDE
Opening Pages

The title page presents
the number and title of
the work situation.

The situation begins with a
description of the context in which
you will complete different tasks to

acquire the target competency.

The Your Assignment section
summarizes and lists the
tasks you will perform during
the work situation.

Vil

———
The total
length of all
the situation
tasks includes
the scored
activity, if
applicable.

or the past three years, you have
Fbeen a secretary at Groupe RHE,

which specializes in human resources
management. Its mandate is to provide
human resources support to small and
medium  companies. This  consulting
firm also oversees a number of staff
reclassification cases — that is, when a
company closes its doors, a committee is
set up to offer assistance to workers who
have lost their jobs, and Groupe RHE is part
of this committee. There are two major
reclassification projects under way.

Groupe RHE is composed of eight human
resources advisors who handle external man-
dates, including the establishment of human
resources policies, the mobilization of staff,
the implementation of hiring processes and
the creation of training manuals. In addition,
two guidance counsellors are dedicated to
the reclassification committees, a graphic
designer develops marketing and social net-
works with your help and the help of free-
lancers for writing and correcting texts. To
complete this team, an accountant ensures

the financial management of the group.
Finally, Robert and Sophie, the two bosses,
are responsible for finding mandates, plan-
ning and distributing all the tasks, negotiating
wiith the different parties, recruting internally,
in short, the complete management of the
company.

Your job is to greet clients, answer the
phone, manage the general email inbox and
calendars of your two bosses, prepare and
send a monthly newsletter to the reclassi-
fication committees, meet with clients and
write their résumés, and enter and correct text
for the creation of various documents. You
are sometimes given some additional tasks,
Deadlines are usually tight and priorities vary
depending on the work you are asked to do.

To achieve your goals, you must leam
to do more in less time, without neglecting
the details. You need to develop automatic
reflexes that will help you process requests
quickly to become even more efficient.
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YourAurignment

You several tasks si in
the time allotted, while respecting the requests and
the directives formulated according to the procedures,
standards, policies and quality requirements in force at
Groupe RHE. In addition, you must perform these tasks
in collaboration with your colleagues, your bosses,
clients and suppliers.

Your assignment consists of:
1. analyzing the request and collecting relevant information
2. recognizing the importance of a work plan

3. producing awork schedule
4

. planning and performing tasks

€ proning Tasis -
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Situation Highlights

The task number is
clearly indicated.

Planning and
performing Tasks

The last task presents a situation that is similar to what can happen
ecretary of Groupe RHE. You will need to coordinate
and execution decisions based

if you arethe s
multiple tasks, make good planning,
on requests and instructions.

ral tasks waiting for

At 1 p.m., when you return from lunch, you have seve
nish your usual day

you. You will need to plan and perform them pefore you fi

at5p.m.

he files listed under: documents/situation 1/question 1

@) @ Go to portailsofad.com and download t
o . 01_task_table
' . 02_notes_cv_sbisson

. O3Jnstrucn’ons,ppt

Make sure you save these files to your workstation so you can access them throughout the activity.

Read the content of these files.

a) Read the requests and directives on the following page, then use the workbook (Ol,task,table)

to fill in the table, prioritizingthe tasks to be performed.

©

This pictogram indicates
that you must download
documents from
portailsofad.com.
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The Ergo feature offers
suggestions of good posture
and working positions to
adopt at your desk and
elsewhere in the workplace.

orwstado”

¢
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At the end of Situations 2 and
3, this pictogram tells you to
complete a scored activity.
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COORDINATING
MULTIPLE TASKS

A LEARNING GUIDE FROM

THE COLLECTION

With the Heod@ learning guides, students acquire Jmmm

competency through authentic work situations so

that they are ready to deal with the demands and Jm

needs of the labour market.

The Coordinating Multiple Tasks learning guide
is fully compliant with the vocational programs
in secretarial studies (DVS 5357) in the training
sector of administration, commerce and computer
technology.

As students perform the assigned tasks, they acquire
elements of the competency Coordinating Multiple

Tasks:

e planning tasks

« ensuring efficiency and quality of work
« tracking the completion of tasks

ge Coordinating Multiple Tasks learning guide consists of three work situations:

a Planning Tasks
e Ensuring Efficiency and Quality of Work

Tracking the Completion of Tasks

Discover our new Heod@, series: stimulating learning resources for contextualized
training that promotes success both at school and in the workplace.

The learning guide and the answer key (PDF), as well as
complementary digital resources, are available online at
portailsofad.com.

ISBN 978-2-89798-150-1
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