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1. XUU»k

B, RACEBRESZIIUDELTE L oEBEEANEELTWS, ZhboEEEEERN
Tk, TOEBETOLDRLEDL S REFLFEAL T2 THA 50, T EEBABA
RHBCBELTCRBRED IS REELXAVCTWETHS I D, FLTHAL LS DIILED
BEDOVSAOEFENNERIATHEDOTHS S b, BT K BOMCOWTHEEL, 4
EHHBLFETOIA4DI VB FEBTHELIANADOBEL T LR L, SBHONE L
L7eDll, WHhwaEE YR T ARHTRT 5260 EHEEEE 2 BT 1 TFAOBATS
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2. HEYATFALFOBAOER

£ 1B -260 HEEENY, Hidiv 25 A (United Nations Common System) & g3
hOBBCHTBL T\\5, CoE#EY AT ARHBT 28, B5TomBRoBHEREC 2
WTSLEOHAIZ AL TV 5,
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BBR-TWTd, A—0fEs, A—offBiXd5, FBANRYAT ANOEKERcBEIL
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a) UN : mEslie ,
(The United Nations)

b) B%l)@@% X TR X - B (EE T
ICJ : BRI HRT

(International Court of Justice)
ICSC: HEEATZAS
(International Civil Service Com-
mission)
UNDP : [E#BASSETE
(United Nations Development
Programme)
UNHCR : H#ERESABERET
(Office of the United Nations
High Commissoner for Refugees)
UNICEF . §#REES
(United Nations Chirdren’s Fu-
nd)
UNRWA : E# < v AT+ BRBFEERE
(United Nations Relief and Wor-
ks Agency for Palestine Refu-
gees in the Near Fast)

UNU : @K
(United Nations University)

2 HFIME
FAO : H# R IE

(Food and Agriculture Organisation
of the United Nations)

ICAO : EEEREIfiZe ke

(International Civil Aviation Org-
anisation)

IFAD : B SERRLS

(International Fund for Agricultural
Development)

ILO : EER% @B

(International Labour Organisation)

3

IOM : Eisvdel
(International Maritime Organisation)
ITU : EREXEEES
(International Telecommunication
Union)

UNESCO : E#EH B ¥ LB

(United Nations Educational,
Scientific and Cutural Organisa-
tion)

UNIDO : [E# T 3B 78
(United Nations Industrial Deve-
lopment Organisation)

UPU : FEBEES

[=]
(Universal Postal Union)

WHO : it R {R BB
(World Health Organisation)

WIPO : iR T A HerEd
(World Intellectual Property Organ-

isation)

WMO : it R S5 5B

(World Meteorological Organisation)

FO O EEHES
GATT : BBiR OB BB T5—RipE

(General Agreement on Tariffs and
Trade)

IAEA : BB T JI8BI
(International Atomic Fnergy Age-
ney)
ICAT : EBERFEMRESRIE v & —
(International Centre for Advanced
Technical and Vocational Training)

ITC . ¥ v & —
(International Trade Centre(UNCTA
D/GATT)

PAHO : 17 # U 7 {445
(Pan American Health Organisation)

UNITAR : Ea3I#RE TR
(United Nations Institute for Tr-
aining and Research)

A, BMBOBHBIMEL TV b0 LRI RD, |
Hi v A7 ARTIE, BEZXEFRIUEE: —BEBRCAZ oI bR B, HiHEC X HEP K
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Bt G-1 25 G-7 ¥ TOEFEN LR -T2,
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DEREE 0, HfiRDHVTAESOFMITBLHYTIRARE, L5, HELTREEN
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HEYA7 ANTHEAIhTWEEELI 20077 7Y —AEHEIRD, 1 DI3AHE (Offii-
cial Language) ThHbh, 5 1 2% HE (Working Language) ¢ %,

KRR, HERED 5 VCVIIEBRSBRCHEANBDORTVWEEETH D, FEOREMIA
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TV B ITXNTOAMHECHRIN S,

—J5, WHEIEL L TEEEBOHYF (Secretariat) s\ T BRENERC B HEB S
Tl SBeHERT28ETH D, ~BEARBEOHCRIEAMENEL, 2iacr—vay
CEFLLONREHEL L TUEEER TV 5,

HEEEA T BT, wﬁﬁk@E%Ak&hf77t7m,¢@m,§%,757%%,n
YT, AN VEEO 6 HEEN AHELLTERRIRTWS, EHABLLTIZOS D, *
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FFVYT AV A, ») TRERRS (ECLAC) TR vER, (lE7C7RFEHSER
£ (ESCWA) Tl 7 57BN HAEL LTIEEIRTW S,

Hi v A7 AROEZFFEE S IMEEROTh ChOBEIRICIE UCHBE A S L S
ZIREL TS, Tcdk xiE, EEOHBL T FAO 0 AfFEIL7 5 €78, hEE, X3,
77 VARRE, A VEOSEEETHY, nYTEIEETRATVWRV, ZhiX, VEN FAO
OMPE TRV LR L%, FAO HER/TIXEABEL L UEEIR DRV, XE, 7
FVYABHRHERCHEDLh D EETH B, DA 2 ) 7ENKBTERTH BE L, BLAH
BEDEZAWMOPERITI T D, HHATEKROMWIBEEIT TIXARS vERBHHCHA
WBRTW 3, |

—RCHEAREL LT, EFL 77 VRABEMEDLR S Z LD, SEEREFO AR
FIoTwB X5 THD, LLirD, 75 VABECARYE BT T, 75 v
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4. EEBEABEOFESRED

HH# v A7 AaNOERBECE BRI 170 CRSMBEEOFMBEAIR TV, BSTIRHE
BORIRDMANEE, 775 VABLEOHARE MCRMMOAAFELAVTaIa=r—va
VERo T3, T, EEREECHBTIHRARERC EOREORFRNCHFTTV20K
55

HFBL EORAORAICE Uik b EH Sh 5 0RBRTh ZhoEMA T co MR Th
%, BFENCELTE, HREO— 2 HBECH > THAHETEIIEFEREI RS (RET
X, 29O EOAREORIERDLRB ZENLE), L, ZOBFEIIEFHRERVS
HHOBF = » 7 SAB LT TABE s EE TRV, Thik, FMBUELOBROFEFENY
BN LI |

—7, —BEBBROBBCE L CREBBEONBECIE U THYBRED I EOEFRILER
2hb, 2EEFEULECHEBLAELTR) SEERDOAB L LSV, Thilt, HREIIRA
B L CESRBR AR —F, BmPENRBRLENNCERL TS, LT, BFENOMH
ExRBn0RHEL LT, REENAHEOHERIEE S5 1 D0AMFEO ERARCARL
1o, BEEAAAETRVWEATIL 2 00 AED ERRBC AR LETH LEFTFUN
BXhb, B2EYLFYUORIEHHHC X - TR BH198FELE, = 2 — 2 — 7 TIXHEMH]L, 000
Fou, m—<TIREMY152FY 5 (F20FF) LicoTnb, IHILHH 1 DORHFED LK
REC AR LI, B0 2 BEFUOMCH 3 BEFYUOUML T B, 53 BT Y0
I 2 BBHFFUD0%TH 5,

HEFEMEHBRERS (CCAQ) 2T LIIBIERDERIC LB L, 2R T T L 5
z, BT X > CESL DXL H BN, 260EHE Y AT A0KBRBCHH T REBBRALT
3THRADKIBYIIE 2EFFEMUTHEINTEY, MOLXBEIB/EBFFMULIHR IR TS, T
bbb, ABEFRHCE UL, PHLTIOADEREBEHRAD 5> H 3 AN 2 20 AFETHHIENT
ghok, EHLRIOAR I ARXIOOAFHETHERERNTERLE S ZLNTE S, TOERKRE,
Linl, ABUAOHIBREBNROHERG CIMETL, ThomINCHHE T2 1758 TRA
O—MEHMAOKI2YG 2 2 BETF YR, W2 YNE3FEFTFULEHIN T2, T0OLS
z, &L LT—BRBEHEBOBANLEEL T (RAF - VY HIATHD) HEIIEFE
W T EBERBEOME EMRTHBEV 2D THA D,

HABR O ERBOBBOEFEIIC OV, BIBR LA X 5 HHBERIIEE LRV, &
DHFTY) — OB L EZORBCI S L —BHEBMAL A% 3 ThU LOKR T~ LT
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®2 EREBEARCOERETUZRE

(1989%E12 A 31 B H7E)
—WBEW | HoEREF | o4 4 HIBFEF | H &
B B 4 BB B | YZAER [(b)/(a)| HZHEEK |(c)/(a)
(a) (b) (%) (c) (%)

UN 2775 - 912 33 317 11
UNDP 766 118 15 15 2
UNHCR 326 146 45 38 12
UNICEF 487 131 27 23 5
UNITAR 8 3 38 0 —
UNRWA 6 1 17 0 —
ITC 131 T 66 50 25 19
ICSC 25 3 12 2 8
ICJ 29 8 28 0 —
UNU 57 2 4 0 —
ILO 730 329 45 98 13
ICAT 113 36 32 21 19
FAO 2162 560 26 143 7
UNESCO 1272 670 53 215 17
WHO 798 353 44 55 7
PAHO 213 | 86 40 5 2
ICAO 376 225 60 57 15
UPU 85 0 —_ 0 —
I1TU 461 201 44 55 12
WMO 154 56 36 19 12
IMO 183 49 27 6 3
WIPO 218 74 34 29 13
IFAD 135 47 35 11 8
UNIDO 862 263 31 76 9
IAEA 1020 321 31 100 10
GATT 218 82 38 18 8

Ha 13610. 4742 35 1323 10

VYA THHEBbIhD, EENY 2 — 7OEBEHEKE (ILO) THBHBLIBEDIEND
D, EBIEFETHEY, BRPIDOREL 75 VABERLTRAVETL, KRz 75 v
ABRTERD, BEBECIIENMAZERL TW5002 b bin i b YL - 1B 5,
EEORR X 5L, HEHAFHFLHEE (UNESCO), ILO%, HERFHAEH7 7 v A%
HHRACHHTIRAROH B EBBC KROS5 BBECHBTIHABLIV b~rF - ) v
NORRRBEWIIRBbh S,

HEERBECH BT IMADAF « ) v HABIIED L S CEBRINTWADTHS S b, ¥
ROFEPLLTHRARS L ESEBL IR THANS W LIXENTH DM, BFEEHOM
FA LD et EESBER AP HUO B 2o TwB 2 BREL TR DRV, LD
BETREARABR OV TESMELER LSFHOEEYAHELTW5, BRAIXERRE Lo
BiEbh, ¥iRficns vevy s TRESEEFOFBRIEART WS, BidLIX 5
, ~BREHFBRACHL TRBEFYUOLZRNDSH, HEEHAEL ILO 02 20 B\WT
%, FPBRUEOBRCX U THE 2B LRRBRARBCR L, @12 A 0w A
Bl%10% @i 2@ BREERL T 5,
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5. HEEYAT ANTOFEFREILRE

BB R OBF N O EBEMIC DLW TR ERILR~ 2, ThbBRORARRKOE
1EZ W LEEEE S h B EBEENIRRO I DTILEFENLEORENLEL LD, BADH
%L WBDOLAPEBEOIDIC C OHEREEHEBBECBED IO THD Z ENHE LY,

o CEETBRMERBRERS (CCAQ) 12 1978 FicHili v A 7 A D 26 © EEEHBIC 3t8E
CHEAIhDEFRENEELRE LI, chic IThE, BFERENE6 AHEOThZhitONT
ik, ik, L&, HBERO 4OSTBRS,

COBEFENVEEI-BFEHFHRALT TR, FMBUEOBACHLTIFELI#EMA S h
b, HAEAMOEEIMRE (Job Description) KUOZEfA4% (Vacancy Annoucement) i
1%, £OHA N OBBEETT DT LB ERERC LREECE S LEREFET) vy
PHEPDHI LR Lo T 5D,

BROEXR I ZBRICEOIS L 51, 1978 FCCAQNEFRENRELRELLE, &U
SN EREHT 5 DK%Y [Minimum Knowledge |, ##% [Limited Knowledge], L#
% [Working Knowledge], #f L% [Extensive Knowledge| &\ 5 R HA L,
Lo Lisaih, RESBBECI2EBAGELRS L, EBEIH—IhTEbT, BHIEHE
LD RE-TWD, FEEBERECS W THbh 2 BFEENEEORTEOEIELE 3 AL
o

Ik, REFHERT DM, HERIEBRCREFCRORICRA T ROZFEH IR T %,

Blk, CCAQ I X BRESMNLELT, T, L8, HEROMCRT & 2Ll

£3 FEEBEEBECKW b 2EFENEEDOLBRITEOE

UN FAO ILO UNESCO UNEP UNIDO WHO

. : Minimum

7 # | Knowledge Knowledge Knowledge | Knowledge | Knowledge | Knowledge | Knowledge

Working Limited Working Working Working Working Good
S Knowledge | Knowledge | Knowledge | Knowledge | Knowledge | Knowledge | Knowledge
Working Excellent | Excellent Excellent

L # | Fluency Knowledge | Knowledge| Knowledge Fluency Fluency Knowledge
i) _7#k

DO VSNAVDFEFERIITRY 2B, BBELETTS5 L CHRICESRLLELE Lt Tk

BECROR TS, i, —BFEEROEET, £EL, BRERLITHY, TOBK
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BTo G-1 »nko G-2 ThHa,
WIREEERESIE XL TO®EY TH 5,

%
BHLRDOLNSEEEE, UTOBELZTTE2ENITH S,

L AR BN, REOILDOFBMNRR) Y- R B LES,

2.2) ND4T, BT, WP, Ak B, &%, WMBEFEEML, v, 2o, D3hEE
5o |

b) HEg, ks, WA, &, AH, EHEO XS BT THLH IR T DERN o R 2 B
LS (B, BEE&ES, MEOES, XOFHRES, XHLF, KBCLHOROBR, B
ZEMLLY, ThbOBREMACELS, HEVIEHORFELOFTERETHSD),

OBRBRDORMROPELFRIUIHEL 5o B, ik, LIACOWTHBECRET 2,

3. 2)ilkl, FEHCMBELRED Lish, 5oV ARy EET b,
DYMB A SEEML, LLEET 5,
O L RDIY, Hxich, KaLEH LY, HE¥HE, FHEE 5.
DRARICIT 5o B (b LEBHOER, H5IXEE) LBELLD, Foich
+%,

4 BARDOWT, ¥RANOBBROWTOHERY OB TEL S, oA bRED HHEY A
FT%,

5. ) A& CHFTEEML, 5,
DYAE & FIIL, HIOT A7 7 <y HEREERL, 5,
WL, 7 74, WEBOLT, BB OEELHILERT 5,

6. DEAEDONT, EHSOREICOVLT, BRHRCHELBRICEAT 5,
b)EEMK, HRE, REHORLHLFERE EOFFCHMBERBERACTEAT %,

7.5 VROFRE, B, 55 IIEEELERILS,
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8, NTLINFXEMLILTH, AL 2 —F5,
b)a ¥ —3hic, H5WIIHRSWAXEORII% FEA L LB Ui bHEET 5,

9. kFCBIET A HHC X, A, #E, HALE2ENT 5,

i) g

D VRVDEFENE—BEHLETTHDCLELE SRBUFLLHREEDO O T
Hbo

—REBBOBEE, 77—, B—F—, Ay VPye—BOBENZDO VLI YT
b, —MCHEMBU LOBEEED, EROSHEENLEDLE7 7 VAFEORRENLERTS
L OB ENRS .

CCAQ #5Es Lich @SS L 3L T OED Th B,

ik
BB LEERIhDEFELE, UTOBRBLETTELBITH S,

1. 2)— B L FHC OV COEBOREEND 1 B,
D) HEE S, FHo e EmT 5,

2. DB OEE (UK, Muabe, KEKLEY) 2ELAVOLE, 5L EECEN
Lich, BRLED, MACEZ S,

P)MLERBAIE, X<bhrbiorELH L TRERYHT,

AHEBHOHAKCRALLY, 774 vERE LD, BEFHLHELILLI DL LS —
BRI EELYTHDOIRRYEML, X hi T,

D)MBEB /I, TOX 5 ttEETILDOFHEIRBEL T b ERERD 5,
O ERALILY, RNOHEBHZBND,
4 HETHIARICBERERCE X 5,

5. AEBIE LR e EML, HAOXBFHRETRACSMT 5,
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6. MEE, bAVIXAFETOREDEE X Ohis,

7.2)ETRCBET5—ROXE (2 =, KBOBM, BERLE), HOVIEEAOEH LD
AR PEBT 5 —BEE (BHZDE, ZRASE, BES, ZWERY) oB%RLEMTS,

DB, &R, BHORRBHEO LS HEBE, HD5WL7 r 44, 4#, HiNE
ENDLROLBEREFELH T,

O—BOFHREDBENOBERLEML, ThOrMLEDLLE (B8, 774 1E LR
%, BHECHETHRERE) L5,

DFH, HEATHOLE, 55V IMFCEETIFMOTRLXE ORI IR L ILE
L, ThboMBe BRI iE, BE, XIXBFERCAV3,

8. )t Bd 35 RN AER, Thbb, REPHMEE, LWRUHRSE, (KERHEE, §
RBARRALABLEONBLEML, VEHEYRATS,
DHSDOZRHHLDREE, 7 74 VERERL, TOPORERLHERLEFTOIOLTSE
o '

9. )RR (ot 2 EXLBOBA, WROMRESCKI ML) 2ERT 2,
b) BRI &S E BHBMOFREEM T %,
ORKFTIET A ERHREL, —BROFHESLTEXLEMT S,

10. B L BB L7 D 5 4 7 S hIcBRERET 5.

1L EZRLUCEY, TEROBANEKLY O LELRAMKE, KRR, H50id=a—-AR
BIL, e ERlL, NIAETEL %,

12. fEH BIE T 5 BT OV, EANBERXABETERAT 5,

i) _E&
LD UNAOBEEING, BEECHRYT S EOBELET & S L HN S h BN Th B,
BO—BHEBBEIEZA ER Y, AT/ V57 7»—%, PELIhDEELREDLT5H,
XEYFHLEREDO LRRBC AR LT B 2B hE LTV,

—BEBHBC I\, BEENV-ANED X 5 CBRELBEEL T30 % 25 L, fok 2
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A Y A (2EEE) 24 €A 0BG, 1RHOEABEIBEFECH S, dEo i
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Bbe Fley "4V VFN e RTFI ITF7 7-—05%%?:01, 2HEFEE IREFETHHL, LR
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WT—EDRNINRFThiTie b EXE 5 Tk,
ERFEFENEDBEETIBEOSERL, 21 CAMDBH/LG2, A7/ V57 7—DOBE
X G-3 BiEE S,

CCAQ MEH LI LRFEFEINILLTOED TH 5,

EA%
BB ERDOI D EFEEZME, UTORBLETTEIHNITH S,

Lo R MEIMIEDOFTEHEHEBELEL TS, WL shbbE, —Bil, HoHWIT

R BT AT LT RO & E2INT 5,
D)BEDOTEIORBELZHINL, SEDO =7 VAR, TEK, B2 ET0MHY

B2 %,

2. ZLAMPWT, HBWEEFET, (THeHTsHFLHRT S,

LAZELAMNT, HOAWIIEET, AFCHET2HMLHPPER2BEA LU 25, &

BIBAWIX, FARKBECERLICHEHETS, BROMELRDLY, 1k T35,
D)HSDEMSFIEDONTD b v—=v 7/« a—AREET5,

4 HVER, HEVIE, EHEET,

5. VBB EOSBONELEMET D, DMBOTRLEML, BWMCTSNT 5,
b)EHs LD SRR OV T B/ BHESREIEN T 5,

6.0 /N —THHNBEBEF L TR INCOEXIEC X 2R ELER TS,
b3 LBETHINE, SN —FUILBTRHRETHAZBBCHEMNT S,

T.DBEHTET 3R, H5WIERCBEET 2509 2BHOSEM REHN, EH,
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Fhix, RBECOWTOAYF Ty 2) RERL, FHT2,

DBHCBIE T2 HIIEBE (7 71 v, IR, BES) 2 WBOR - F ok, BEL,
3%,

ONERLEEND A2k LY, AAOHHEOBEL T3,

8. UME, WEM 2T, AMOTE, MA0BMLLLERTS,
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b)BEH DBEXEIERT 5,
OBBMONKRLEML, FhhifERT 5,

10.)7 —F VIR F 2 v 7L, ZOHCHEMEOREL, BEELLIAWES
35, |
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L) PHRTFVED = o —ABMHOESYEM LI VBB LTS,
PIOBED 2 3 2= —va v i, W) HEWIE, FEL7 4 LD L5 kIR
BENAEELRFERLOETHI I VI IBCEY TS,

2. 2)RENIXBCHS O ELB %, 2\, B2 58 M0 5
b)EFOFELY OET, »5 Wik XRCIRHT 5,

iv) HEf

SO VASADBFREINE—FRIES, BHEYEORY, b5V IXEHCHERELEHNE
RINDHEA FOBBLETTHDELEL INBENTH S,

BB Lc X 51, ERVv_Ahr—BeEiBh %715 fodbic B S #v«»a%xeum
LRRBRABBECELTFYLTRLTVWB L2 EL S oL, ZOREROEFEVMLED
DTHEERR %ﬁﬁ&%#é+xbk@&§*éh% ERbhb, ~BRCEENEDRTHEE
BROFFEFEV_SAEERT S 0PI,

CCAQ MEHE LB LRFEFRENILUTO®REY Th 5,
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Fr b AR

DERIGT, BRIWCEFBTUTOBBLETTEHENTH S,

L) REH A WITEELRRCE VT, FOBRLSILLWEBE Tho A LHEYH
WD

DEEOTEIDEEY BRI ERT S,
ORIZIG UHZ, AWML OBFABEODRABAROBEHD 5,

2. BB L, FIH, F5, HARELTOZAZA>RERC YW T REERY BB LI
D, 5‘27‘\:‘9?60

3. ) LR REAE LB ZIRT %,

PFeve2t, HE »A3WVIETr 75 A0EMERIENYELY, BBALLL TS,
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6. ) HHICEETAEECOVLTOREY OETITR, BMENDLOARCE X %,
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w (& 2 X0, HESD) AHCBEE L FHEC O WTD7 74 VEERT 5,

8. B BIET 3 FARERHICOWT b, FMAcHRERLIERT %,
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SELIFL, BL, FTO322BELTRIT >TSS, BAT ISERTES] &5
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b, X, HIVIIMUOHEFT-REFENTEIRI TR, SRS CERRMAETS iz T
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7. /W

ONETIE, AREBEBCHELTIENECIFEEND, HERETEECEBN I TH55E
FEENHEEL BN Lic, ChIXEBBECHE TN BEE ShAFBFRNOBEEZH LI
FTHEND TS, BEALEOWNEHKEL CHEANLRESNIBROILDOFEF v —=
VIDHA ¥4 VHLOIRBMTEATAIBAOKRAKEL LTI EMTHIENTE LY,
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FUNCTIONAL DEFINITION OF LANGUAGE PROFICIENCY LEVELS

(i )
* \MINIMUM KNOWLEDGE

In the course of his or her work, the staff member can, in the language under consideration:

1. Understand/use simple fixed expressions for basic courtesy, introduction, greeting, etc.
2. Understand/use/spell names of persons, places, services, agencies and organizations and the
acronyms or abbreviations used to denote them.

Understand/use basic information expressed in numbers such as dates, times, prices, dis-
tances, dimensions, weights and temperatures (for example, transmit or understand a telephone
or room number, the call number of a book, a document symbol, the time, date and place of a
meeting or appointment, keep a record of expenses, etc.).

Ask for/give directions or the location of a department of the secretariat, give a simple
description of places, objects or persons.

3. Understand notices and very simple safety instructions or instructions for use.

Understand/give simple orders.

Request/grant permission, express an objection, give a brief explanation or justification.

React in an emergency situation, understand/make an appeal, for example for help,/express
an admonition.

4. Provide information orally on his or her identity and functions, obtain the same type of infor-
mation from another person.
7. Understand/use titles and addresses.

Understand/use, where necessary, a different alphabetic system.

Recognize/transmit the title of a publication, file or report or the subject of a memorandum.
8. Fill in a questionnaire or simple form requesting information on his or her identity and
functions.

Fill in a very simple administrative form, such as a routing slip, an attendance sheet or a
library loan request form.

9. Complete pre-printed letters, circulars or memoranda.
10. Copy a printed text, without necessarily understanding it.
Check the layout of a vcopied or translated document by comparing it with the original.

12. Express agreement, refusal or a preference on a work-related matter.
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" \LIMITED KNOWLEDGE

In the course of his or her work, the staff member can, in the language under consideration :
1. Follow ordinary conversations on topics of a general nature.

Welcome visitors and understand the purpose of their visit.

2. Ask for/understand/transmit work-related information (appointments, inquiries, requests,
etc.) either in face-to-face conversations or on the telephone.

If necessary, read a text aloud in an itelligible manner..

3. Understand/give instructions for ordinary tasks, such as filling in administrative forms, ret-
rieving files or checking entries.

If necessary, request further information on the procedfxre for carrying out such tasks.

Express objections and give reasons for them.

4. Reply to simple questions asked in an interview.

5. Follow a work-related discussion and take part in the discussion in his or her principal lan-
guage.

6. Grasp the general sense of a statement or oral report.

7. Understand the meaning of ordinary texts relating to his or her department (notes, notices
of meetings, circulars, etc.) or to his or her post (job description, notice of vacancy, personal
history, contract, etc.).

Find information in a reference work such as a dictionary, catalogue or bibliography, or in
a file, directory, statistical table, etc.

Understand the meaning of ordinary correspondence and take appropriate action on it (cir-
culation, filing, suggestions regarding replies).

Understand the general meaning of articles in newpapers, periodicals, and publications and
of specialized texts and documents relating to his or her work; and use them for simple rese-
arch, filing or docoumentation work.

8. Understand/fill in standard administrative forms i'elating to his or her work, such as salary
statements, reimbursement claims, leave applications, supply orders.

Keep up to date the registers and files for which he or she is responsible.

9. Take down/draft, simple messages (for example, giving notice of a meeting, confirming or
cancelling an appointment, etc.).

Draft standard letters following an established model.

Prepare drafts of ordinary letters and memoranda, subject to correction later.

10. Proof-read a document by comparing the proof's with the original text.
11. Give/draft a brief report on a task accomplished, an event, a situation or a news item of
interest to the staff members of his or her service.

12. Express, orally, a personal opinion on a work-related matter.

&%
C. (WORKING KNOWLEDGE)

In the course of his or her work, the staff member can, in the language under consideration :
1. Take part in ordinary conversations on general or work-related topics, whether or not the
other participants are speaking their pricipal language. _

Notice the various levels of formality of language, detect shades of meaning, tones of voice
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indicating doubt, disapproval, hesitation, etc.
2. Discuss a work- related matter, either in a face-to-face conversation or on the telephone.
3. Understand/give, either in a face-to-face conversation or on the telephone, detailed explan-
ations or instruction on a work-related matter. Explain, where necessary, the difficulties en-
coutered. Seek/give an opinion or advice.

Follow a training course in his or her field of work.
4. Conduct an inquiry or an interview. ,
5. Follow a working meeting, understand the points of the view of the participants and take
part in the discussions.

Draft short minutes of a working meeting.
6. Understand an oral report or statement made to a group or meeting.

If necessary, say a few words to introduce a person who is about to address a group or
meetng.
7. Understand and use reference material of all kinds relating to the department or organization
to which the staff member belongs (staff rules and regulations; handbooks of instructions and
procedure, resolutions, etc.).

Read at normal speed, understand and use any specialized doucument relating to his or her
field of work (files, studies, reports, etc.).

Take notes on a text or document and use them as reference material for his or het work.
8. Draft ordinary administrative texts, such as memoranda, notes de services, notices of mee-
tings, notifications.
9. Understand in detail a handwritten text (letter, report, etc.).

Draft ordinary correspondence.

Understand/draft a telegram.
10. Check a working paper and make sure that it contains no omissions or technical errors.

Translate from time to time, either orally or in writing, an ordinary working text (letter,
communiqué, etc.) from the language under consideration into his or her principal language.
11. Understnd/give an account of the substance of radio or television news broadcast.

Summarize, either orally or in writing, the main information contained in an oral comm-
unication (statement, interview) or in a written document such as a letter or file.
12. Describe a personal project, either orally or in writing, or give a brief description of a work-
related topic. A

Present a plan of work, either orally or in writing.

. (HLi
* \EXTENSIVE KNOWLEDGE

Depending on the requirements of his or her work, the staff member can, in the language
under considertion:
1. Discuss matters with other persons in an apporopriate manner, even in delicate or difficult
situations.

Deliberately choose levels of formality of language.

Act, from time to time as interpreter for a visitor or another official.
2. Understand/provide any necessary information on complicated questions of method, procedure

or regulations relating to his or her field of work.
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3. Train a staff member who has recently arrived in the department.

Give instructions/explanations to staff members responsible for a project, mission or prog-
rame.

Direct a training course in his or her field of activity.
4. Conduct negotiations with persons outside the organization.

5. Take part in the discussions of a working group or seminar.
6. Give an oral report on a work-related topic and reply to questions from the audience.

Take notes on a statement or a discussion for use by another person.
7. Undertake detailed documentary or bibliographical research in his or her field of work, pre-
Pare a file on a work related topic (for example, for a study or a mission) either for his or
her own use or for another person.
8. Draft a detailed report on any matter related to his or her work.
9. Draft any necessary correspondence of an administrative, technical, diplomatic or other na-
ture. )
10. Revise a text prepared by a person in a language other than his or her principal language, in
order to make it correct and intelligible.
11. Explain, either orally or in writing, the views of a person or group; summarize a discussion,
a debate or the conclusions of a working group.

Prepare a summary of a working paper, article or other publication.
12. Make assesments, criticisms, recommendations, observations, or comments, either orally or

in carefully controlled language.
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-—Consultative Committee on Administrative Questions (CCAQ) —Report of the Fifth Session
of the Sub-Committee on staff Training— (CCAQ/PER/R. 76) 19 Dec. 1978

—Consulative Committee on Administrative Questions (CCAQ)—Sub-Committee on Staff Train-
ing— (ACC/1989/PER/R. 15) 28 Nov. 1989

—Manual Section, Chapter III Section 313, FAO 26 June 1980
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