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Target Audience: Executive Administrative Assistants, MOS 42A, Skill Level 1-3, who provide executive-level support to senior

officersand civilians.

Total Number of Tasks: 10

» Training Domain/L ocation Column —identifies the training location and the L eadership Domain (Institutional, Operational,
or Self-Development) where the task is first trained to soldier training publications standards. If the task isfirst trained to
standard in the unit, the word “OP” will bein thiscolumn. If thetask isfirst trained to standard in the training base, it will

identify, by brevity code (S-D, INST), the resident course where the task was taught.

e Sustainment Training Frequency Column —indicates the recommended frequency at which the tasks should be trained to
ensure soldiers maintain task proficiency.

e Sustainment Training SKkill Level Column —liststhe skill levels of the MOS for which soldiers must receive sustainment

training to ensure they maintain proficiency to soldier’s manual standards.

Task Number Task Title Training Sust |Sust
Domain / Tng |TngSl
L ocation Freq

Subject Area 1. Enabling Skills

805C-LES3-1000 = Enhance Communications INST AN SL1-3

805C-LE3-1001 = Prepare Executive-Level Correspondence INST AN SL1-3

805C-LE3-1002 = Perform Advanced Computer Software Operations INST AN SL1-3

805C-LE3-1003 == Safeguard Information INST AN SL1-3

Subject Area 2. Executive-Level Support

805C-LES3-1007 == Maintain Executive Calendar INST AN SL1-3

805C-L E3-1008 = Coordinate Travel INST AN SL1-3

805C-LE3-1009 == Facilitate Evaluations Processing INST AN SL1-3

Subject Area 3. Protocol

805C-LES3-1004 = Receive Visitors and Official Calls INST AN SL1-3

805C-LE3-1005 = Complete Invitations INST AN SL1-3

805C-LES3-1006 = Coordinate Social Events INST AN SL1-3
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https://atiam.train.army.mil/catalog/view/100.ATSC/D2BF6073-AFEE-4ADB-AF36-93105C08BD61-1461686768226
https://atiam.train.army.mil/catalog/view/100.ATSC/AC86630D-60F0-4D20-9D0F-BA421E562DD6-1461686767058
https://atiam.train.army.mil/catalog/view/100.ATSC/1AB59854-64D0-4ACE-9245-953F05AEFCBD-1461686769874
https://atiam.train.army.mil/catalog/view/100.ATSC/707F4C23-66C8-45A7-98B2-009D443B37D2-1461687671276
https://atiam.train.army.mil/catalog/view/100.ATSC/3F54B9AF-8175-4ABE-A258-0134C982FF97-1336001006024
https://atiam.train.army.mil/catalog/view/100.ATSC/814926AD-CD04-4E2F-93AB-F684E5A398FA-1461687669176
https://atiam.train.army.mil/catalog/view/100.ATSC/8D6CC481-756B-447E-82CE-557A2635F5BD-1461687667183
https://atiam.train.army.mil/catalog/view/100.ATSC/EAB5B586-5D22-4679-82BF-341D33AC45BA-1336001005662
https://atiam.train.army.mil/catalog/view/100.ATSC/307FF4B6-5D5E-4039-8304-1B4E8D41A657-1461686767769
https://atiam.train.army.mil/catalog/view/100.ATSC/66968AEA-3F82-4BC1-8A18-6F51E72CA92A-1336000706734
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