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*o+8&* ( + ;
34 ( "+ * &=+ %
=0 0 h (+ *3 T F *
6 &=+ *0 ;
& (* + ;
& (* + N *+ ( T+ 0
* ,+ 0 &=+ * *3 0
+ * = (C 3* 3*(C = + o,
*0  ( T s+ ((
4 (¢ = - + + ( -
(+ ( ( T
i G
4 0 (3 4 ;
4 0 (3 4 = ( &"+
+ * =(C 3*3*( "34~* *
&* *( 4 4
& " 34* ** (4
"+ 0 (3 4 ;
"+ 0 (3 4 = ( &T+
0" + * =(C 3**3*1* *
+ * = (C 3* 3*** (
T*+ *
- + , + *( 4 4 T+

+

0 4 * (C =
&+ *

* 3

+ ( 34

34~ *



x0T+ e (¥ (+4 (

&+ * <* 3 3 :

$ - + , + ** (4+ 34*

$/ 0+ N ¢ &= ¢ 34* ( * * (

3
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
'+ < - & * * ( - * 1& - *

/ &~ * - &= * (6¢(

! . - & *

# * " ( & ( 3 &™ +&

$ ( * 4 = B

) ", 4 x4

: & &




KODE UNIT BHS.IK 01.002.01

JUDUL UNIT Menerima Pengarahan lisan dan tertulis
DESKRIPSI UNIT : 3 ( + 4 < "+ (
« = - + 4 ( *(
34* *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
0" + 4 = + o+ 4 (" ( 3
/ "+ 4 (3 ( *, 3
1 - + 4 ( xR Kk (
+ 4
/ =3 "+ 3 / - - - ro*(, +
4 ( ++ 4 // = * 0 (
+ 4 ( + ( + 4
I "+ 4 I + 4 *C(C 1 =
* ( +
LIV4 = = 4 ( + + 4
* . *(( '& * * (
BATASAN VARIABEL
& 3
3 = 0F ( " "3 "+ 3 4 ( +
+ 4 <(C -~ -+ 4 * ( *
/ + - + 4 ( "33 +* *+(
- 7 +;
/ &= *3 + ;* ( <7 T&+ R ¢
// + + + + 4 0 3 43
S Y GE GR
1 *+ - - + 4 * ( *1
! 0~ + 4 ( =34* *
1/ =3 "+ 3 4 (++ 4 ( =34~ *
[ | - 4 4 * , *
# - + 4 ( "33 +* *+( ;
# 0 3 ( "+




PANDUAN PENILAIAN :

* +&*( + ,

<34 ( "+ o+ * &T+ * 0 4 * (
*3 "0 0 - (+ *3 = - * &=+ *
( 6 &" + *0 ;
- 9 99 9 ; '
/ & (* + :
/ & (* + - + * ( T+ 0 3 +
* .+ 0 &%+ * *3 0 ( -
+ 4 ( "33 + * *34¢* *
11 (+ ( C .oir (e v
C == "
! 4 0 (3 4 ;
4 0 (3 4 = ( &"+ * *3 3
! "+ 4 * ( *( "34¢%* *
1/ & " 34 ** (4
# "+ 0 (3 4 ;
"+ 0 (3 4 = ( &"+ *  *3 3
# 0o- "+ 4 ( =34¢* *71* * >
#/ "+ 4 34 * *C -
7% (*+ * >
#1 =3, + 4 *T C * >
$ *+ *;
e & (+4 "7«
&"+ * <*3 3 ;
$ o (¢ = =3, + 4
$/ * + ( 3
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
"+ < & *xr (- R
/ &= * - & = * (6
! s ( = & *
# *" ( & ( 3 &" +&
$ > 4 = =
) ", 4 " 14
: &&




KODE UNIT : BHS.IK 01.003.01

JUDUL UNIT : Memberikan Petunjuk Lokasi
DESKRIPSI UNIT : 3 ( + 4 < T+ « * +
( =% =3 + & *( =34*+ *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
o= + 0 0 & * (*-
& * / 0 & *(C(C 1 **,
+
/ "3 & = * / + o+ & *(+ 4( +
+ & * // , = =3 + & *
( ( +
/! & * (3
( *C 3
/# &L T *+ & * (3 (
3
BATASAN VARIABEL
& 3
3 =0 C - + o+ <
= "3 o+ & *+(+ (( 34 * 4
/ + - "3 + & *+ ( <", +;
/ + ( 4 ( =34~ *
! * + "= T3 + & *( =34* *+ (
-
! 0- + o+ & *( =34+ *
! + 4+ & *( =34+ *
L "3 + & * ( *(C 3
# - -3 + & * 4 ( ;



PANDUAN PENILAIAN :

* o+ & (4 ;
<34 ( "+ o+ * &* + * 0 4 * ( *
*3 0 O - (+ *3 = = * &" + *
( 6 &™+ *0 ;
- 9 99 9,; "
/ - 9 99/9 ; -
/& (*+ ;
/ & (* + - + * ( T+ 0 * 3 +
* ,+ 0 &™ + * *3 0 " "3
+ ( 34x *
/7 (+ ( ( N G A R N ¢
* - *( '+
! 4 0 (3 4 ;
4 0 (3 4 = ( &+ * 3 3
1 2 + - =3 + & *( "3 4 * *
1/ & " 34 ** (4
# "+ 0 (3 4 ;
"+ 0 (3 4 = ( &* + * 3 3
# o= + 2 + + & *( T34~
*7* * >
#/ "3 + & * (C -~ 4 1*
*+ * >
$ 4+ *;
%0 T o+ &(* (+4 ="
&™ + * <*3 3 ;
$ 2 + o+ & * ( +
$/ =3 + & * +(C " ( *&+
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
-+ <" & -k*( - * l&- *
/ &" * - &= * (6(
! » - & *
# *" ( & ( 3 &" +&
$ (* 4 = -
) ", 4 x4
: & &




KODE UNIT BHS.IK 01.004.01
JUDUL UNIT Berkomunikasi Melalui Telepon
DESKRIPSI UNIT : 3 ( + 4 < "+ (
( °3 3, - +& ( "34*
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
"3 + "3, =( + (2?2 =3 (3
= +& ( 3
/ + +& (, ( 3
! &* ( * 4 4
¢ =3 +& ( ( +
/ + "3, / ( 5 ( *&+
- +& // * 6+ * (4 +& (, (
3
/! * ( + +& (* T+ (
3
/# ( + +& (&1 % *
=3
1 ++ "3, ! &* ( + o+ +(C "
- +& 3 +& ( ( 3
1/ =3, - +& ( 4 (
*&+
BATASAN VARIABEL
& 3 ;
3 " "3 < < ( - + + "3, -
+& < 3 &- * +& + ( + (( 34* *
4
/ + 3 &- * +& ( " 34* *+ (
<", +;
/ +&
// * = *
/! & * & 3&&
! * + 3 &F = +& ( " 34* *+ (
-
I =3 + "3, - +& ( 34* *




1/ + 73, - +& ( "34* *3(

# 3 3, - +& + ( ;

PANDUAN PENILAIAN :

* +&*( + ’

< 34 ( "+ 4+ * &=+ * 0 4 * ( *
*3 "0 0 - (+ *3 = - * &~ + *
( 6 &=+ *0 ;

- 9 99 9 ; '
/ . 9 99/9 ; -
r . 9 9919 ;
/& (*F+ ;

/ & (* + - + * ( T+ 0 * 3 + 4
* .+ 0 &%+ * *3 0 ( 3 3, h
+& ( "34* *

4 (+ ( ( .« * (T8 RN+

( *= *(5& *4&+( ( "+

! 4 0 3 4

4 0 (3 4 " ( &=+ * *3 3
P ( + 34 * 3 &- * - +&
« - 4
1/ 34* ( +& " 34 * >
# "+ 0 (3 4 ;
"+ 0 (3 4 Y ¢ &=+ * *3 3
# =3 ( - ++ "3, - +& T*+ * >
#/ x4 ok 3 ( + ( * 75 *



$/
$1!

KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT

& **( *

N

o Ns ] 1|

Kode Unit
Judul Unit

BHS.1K02.001.01

Menjelaskan Fasilitas Hotel

Deskripsi ; 3
Unit

34

(+

*

(

+ "+

1 *

<(
* 48

*

(

ELEMEN KOMPENTENSI

KRITERIA UNJUK KERJA

. Memberikan gambaran
sederhana tentang
fasilitas hotel

<
1 *

+
* 4& *’

<( 34*

34

+

Memberikan informasi
sederhana mengenai
fasilitas hotel

*( 4

(

BATASAN VARIABEL
& 3

*

3
1 *

* 4&

tata graha

<

*3(

*(
3

4

4 *




/ + - * ol Eoo*4 <, 4
/ = *34* (& * 6 *? * (& *

/7 x4 4
/! +, + 34* * + 4&
/# & *© tata graha

1 * 4 - * 1 * * 48 - + :
! =3 =3 *( 4 1> *4&
1/ * o+ *( 4 1> *4&

# - -3 + 4 - * * - (**
( 34* ( &* 2 + ( "34~* *rxo(
& *

PANDUAN PENILAIAN

* +&*( + ;
<34 ( B * &=+ * 0 4 *(
*3 "0 0 - (+ *3 = - * &"+ *
( 6 &=+ *0 ;
- 9 99 9 ; '
/ - 9 99/9 ; -
! - 9 9919 ;
# - 9 99#9 ;
/& (*+ ;
/ & (* + "+ * ( T+ 0 * 3
* , + 0 &%+ * *3 0 ( - *
1> *4& ( =3 4* *
/7 (+ «( ( Lo T (e F < (
= * (B& *&+ ( =+

! 4 0 (3 4 = ( &" + * * 3
3 ;

! &* + =3 (¢ + *( 4 1>
48 ( "34* *
1/ 34* ( +& = 34 * = 4

# T+ 0 (3 4 R ¢ &=+ * * 3
3 ’

# =3, =3 ( + 1> *4& 71 (C * >



#1 =3 + L X *4&  Tr+ *
$ *+ *0 T+ & (* (+ 4 « =" C
&+ * <«<*3 3 ;
$ &* 2 + L *  *4&
$/ * LR xR +( " ( 3 ( *&+

KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
'+ <' & * * ( - * 1& - %

/ & * (6 (- 18 " *

1 . ( - & *

# N ¢ & ( 3 &=+ /

$ Y

) =L, 4 T+ 4 /




Kode Unit ;  BHS.IK02.001.01
Judul Unit i Menjelaskan Fasilitas Kamar
Deskripsi ; 3 ( + 4 < "+ < %
Unit 0 (+ - * 1 * * - (
34 *
ELEMEN KOMPENTENSI KRITERIA UNJUK KERJA
1. Memberikan gambaran &* < + <( 34* 314
tentang fasilitas kamar - * 1> = = ( (
+
/ % * * - ( * ( +
2. Memberikan informasi / &* ( + *( 4 (
mengenai fasilitas ( 3
kamar // = ( * +
BATASAN VARIABEL
& * 3
3 " "3 "3 « - * + * (4
1 * * - < - * 1 * * - ( - 3 4 *
3( tata graha
/ + - * 1> > = <= . +;
/ = *34* (& * 6 *2 * (& *
// x4 4
/! +, + 34* * + 4&
/# & *© tata graha
1 * 4+ - * 1 * * - - + :
! =3 =3 1> > =
1/ * o+ 1> * =
# - =3 + 4 - * * - (* =
( 34 * ( &* 2 + ( "3 4 * * k * (




PANDUAN PENILAIAN

* +&*( +

< 34 ( =+ + * &™ + * ¢
*3 =0 0 - (+ *3 = - * &=+  *
( 6 &"+ *0 ;
- 9 99 9 ;
/ - 9 99/9 ; -
! - 9 9919 ;
# - 9 99#9 ;
$ - 9799 9 ; % -
/& (*+ ;
/ & (* + - + *+ ( "+ 0 3 +
* .+ 0 &+ * *3 0 - *
1* * - ( -3 4 * *
/77 (+ «( ( .o T (e * < (
*= o (58 *4&+( ( "+
! 4 0 (3 4 ¢ &"+ *3 3
! &* + "3 ( + (4 17
- ( =34 * *
1/ 34* ( +& = 34* * -
# "+ 0 (3 4 = &=+ *3 3
# "3, "3 ( + I L B ¢
#/ =3 =3 1> * = 7%+
# -3 + I I
$ % *0 T 4 & (* (-4 (
&=+ * «<*3 3 :
$ &* 2+ I
$/ *pxox o= L= ( 3
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
/ & * (6 (- & = *
1 , ( - & *
# * = ( & ( 3 &=+ /
$ ( * 4 - -
) ", 4 " 4 /
: &&




Kode Unit ;  BHS.1K02.002.01
Judul Unit ;  Memberikan Penjelasan Sederhana tentang Objek dan Daya
Tarik Wisata
Deskripsi ; 3 ( + 4 < "+ <( * 4
Unit 0 (+ " "3 + * *( 4
& ( (o 5= ( "34* *
ELEMEN KOMPENTENSI KRITERIA UNJUK KERJA
1. Menyebutkan objek dan &* 2 + = 03 &3 (
daya tarik wisata (o 5* (+ 4( 3
/ * K + < ( 34* 34 (
= 03 &  ( (o0 5*
( 3
2. Memberikan informasi / & = * &  (C (o 5*
sederhana tentang objek (3 ( *
dan daya tarik wisata // = 0 ( ( == =3
1& - % (* -+ * , +
BATASAN VARIABEL
&  * 3 ;
3 = "3 + * (0 4+ 4 * ( 4
&3 ( (o 5* <0 ( = "3 + *
*( 4 &3  (C (O 5 + (C + (( 34*
3( tata graha.
/ + " "3 + * *( 4 & ( (o
5* <<= .+
/ = *34* (& *6 *) * (& *
// = ** 4+ b5*
/! + , + 34¢* * &3 + b*
/# & * &3 + b~
1 * 4 " "3 + * * (4 & ( (o
5* i
! =3 + * &3 b5*
1/ =3 + 4 *( 4




# - -3 + * *( 4
5 * (** ( 34* ( &*
* * ( & *
PANDUAN PENILAIAN
* +&*( + ;
<34 ( "+ o+ *
* 3 0 0 - (+ * 3 -
( 6 &*+ *0 ;
R 9 99 9 ; '
/ . 9 99/9 :
| 9 9919 ;
# - 9 99#9 ;
$ . 9/99 9 %
/ & (*+ ;
AR A G
* ,+ 0 &"+ * *3
+ * x (4 &3 b5*
/7 (+ ( ( ,
= * (B& *4&+ ( ( "+
! 4 0 (3 4 = (
1 &* ( + &3 (
*
1/ 34* ( +& " 34*
# "+ 0 (3 4 = (
# + "3 & (C (o
#/ =3 + 4 > (C 4 T+
$ % 0 T+ & (¥
&™ + *  (* 3 3 ;
$ & 2 + &  (C (O
$/ * & (C (o0 5*

(+ 4
5*
+(

&3

C (
34 %

0

+ 4



KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
v - & *r*(_- * 1&g * /
7 &= *  (6( (= wm- =
1 ] R
i A ¢ & ( 3 &"+&
s (~ 4 - -
) .4 - * 4
& &




Kode Unit BHS.1K02.003.01
Judul Unit Menawarkan Jasa Cucian.
Deskripsi ; 3 ( + 4 < "+ <(
Unit * 4 0 (+ - * .
( "34* *
ELEMEN KOMPENTENSI KRITERIA UNJUK KERJA
1. Menyebutkan jenis- * 4 *E * * ., (*3
jenis jasa cucian ( +
/ l& - X * E * *
G "
! *( 34 + (*3 (
3
# - * - ( * - ( *
+
2. Menawarkan jenis — / + = 5 *
jenis jasa cucian ( ( + (C 3
// 4 3 3, = 5 ,
( ( + (C 3
/! " T G G
( 3
BATASAN VARIABEL
& 3
3 = 03 « - 5 *E * ,
( ( - 3 4 * *
/ + - * * 7 7 < - b + 1
/ = *34* (& * 6 *? * (& *
// = x* 4 + 5%
/Y % T 2(! * .,
/#
1 *+ - * * . ( - 3 4 * * +
1 03 *E *  x ,
1/ 5 * o,
# - * * , , ( - 3 4 * * (* *
34* ( & 2 + 0 ** ( &  *




PANDUAN PENILAIAN

* +&*( +

<34 ( "+ o+ * &+ * 0 4 * (
*3 0 O - (+ *3 = T * &<+
( 6 &=+ *0 ;
- 9 99 9 ; ' -
/ - 9 9979 ; -
/& (*+ :
/ & (* + "4+ *+ ( "+ 0 * 3 +
* ,+ 0 &+ * *3 0 ( = 03
= 5 *EO* o,
11 (+ ( C T
C *7 *(5& *&+ ( ( =+
! 4 0 (3 4 = ( & + *  *3 3
! &* ( + 3( * Joundry ( "3 4* *
1/ 34* ( +& " 34 * - 4
# "+ 0 (3 4 N ¢ &=+ * *3 3
# 03 *Eo o, ( 3 T*+ * >
#/ 5 * ., ( +  TF+ * o
#1 ) *,, 0 - 5 * >
## "3, &* *,, O (G [ G
N X & (+4  C "7«
&+ * <* 3 3 ;
$ & *
$/ = (T Bt o+ T (C 3



KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
'+ <' & * * ( - * 1& - %

/ &~ * (6C C " & " *

1 , ( - & *

# T & ( 3 &+

$ (* 4 = -

) ", 4 x4

: &&




Kode Unit ;  BHS.IK02.005.01

Judul Unit ; Memberikan Pengarahan Mengenai Status Kamar.
Deskripsi ; 3 ( + 4 < "+ < (
Unit * o+ 0 (+ = =3 + 4
- * * - ( - 3 4 * *
ELEMEN KOMPENTENSI KRITERIA UNJUK KERJA
1. Menyebutkan jenis — &* + o+ 4
jenis status kamar = * o * = ( (
dengan benar 3
/ - * - ( * - (
* +
! =3 * =0
+ 4 ( ( +
1. Menyampaikan /%= o T (*( 0 0
laporan status kamar (
// & 0 " (* T+ (
* ( *
2. Menjawab tanggapan / ( = + 4 (+
mengenai status kamar + 4 (7 ( +
hotel // + 0 + 4 (+
+ - 2 * *( 53( 3
BATASAN VARIABEL
&  * 3
3 = =3 + 4 (C - 53 + <0
( = "3 + 4 = * 0 = < =34c¢*
/ + - =3 + 4 - * * " <" , +,
/ = *34* (& * 6 *? * (& *
/7 = x** 4 + 5% 2+ 4&
/! + + 34* * + 4&

/# & T o4& *x x0T



L "3 + 0 -
# = "3 + 4 =
( 34* (& 2 +
( &
PANDUAN PENILAIAN
* o+ &* ( 4+ ;
< 34 ( "+ o+ *
*3 "0 0 - (+ * 3
( 6 &"+ *0
- 9 99 9, "
/ - 9 99/9 ;
/& (*+ ;
/ & (* + "+ *+ (
* .+ 0 &"+ *  *3
+ 4 - * * -
z (+ ( :
= F (5& *4&+ ( « =+
! 4 0 (3 4 -
! &* ( + - *
1/ 34* ( +& " 34
# "+ (3 4 = (
# "3 + 4 0 * Tx+
#/ "3 + 0 -
*+ >
$ *+ x0T+ & (*
&" + * <*3 3 ;
$ & R
$/ - * " 07 (

+-4-
* * - (**
( -34* *O * *
&=+ * 0 4 *(
- - . o+
"+ 0 3 +
0 ( - -3
,* <('&* *2+
&=+ * *3 3
* - ( -34* *
* - 4
&=+ * *3 3
* >
+ 74 7
(+ 4 G
"34 * -

4



KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
"+ <" & N G * 8T /

/ &~ * (6C C - &= * /

! , - & * /

# =" ( & ( 3 &" +8& /

$ (= 4 = - /

) ", 4 x4 /

: && /




Kode Unit ;  BHS.IK02.005.01
Judul Unit ;  Menangani Keluhan Sederhana
Deskripsi ; 3 ( + 4 < "+ < (
Unit * o+ 0 (+ = 4
*( 4 ( "34*%* *
ELEMEN KOMPENTENSI KRITERIA UNJUK KERJA
. Mengidentifikasi =0 =T+ 0 4 (*+ (
keluhan tamu *&+
/ 4 = ( ( +
! * &* 0 + (
# =0 = 0 "+ 4 (3
$ 4 . ( 3
) " « = I
( +
2. Menawarkan tindakan / 033 "3 O 4 ( *
yang tepat untuk +3 ( +
memecahkan masalah // & *( 5 ( 3
BATASAN VARIABEL
&  * 3
3 = 1 *=*1 ( , 4 ( = 5
( 0 + = 4 *( 4
/ + - 4 0 *( 4 ( "34¢%* *
- 7 + ;
/ = *34* (& * 6 *2 * (& *
// = x* 4 + 5%
/! & ~ & 3&&
! *+ - 4 *( 4 ( "34¢* * =
! « 1 = 4 =
1/ 5 ( 0 + =T, 4 R
# = 4 0 *( 4 (* = (
34* ( + 34* *0 ** ( &




PANDUAN PENILAIAN :

* +&~k( +

< 314 ( "+
*3 "0 0 -
( 6 &™ +
- 9 99 9 ;
/ - 9 99/9 ;
! . 9 9919 ;
# - 9/99 9 ;
$ - 9/ 99/ 9 ;
) - 9/ 9919 ;
- 9/ 99#9 ;
- - 9/99%9 ;
/ & (* + :
/ & (* + -
* ,+ 0 &
0 *(C4 (
// (+ (
* w *( -&
I 4 0 (3 4

%



#/ 34*0 *&+ ( + ( "" 4 T*+
>
#1 4 " 715 * o
$ *+ *
R0 T e (r (+ 4 " C
&" + * <* 3 3 ;
$ + T 4 " ( *&+
$/ + - + « - 4
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
- <t & *x* (- * & * /
/ &" * (6C  © & = * /
! , « - & > /
# =" ( & ( 3 &™ +& /
$ > 4 = F
) , 4 x4 /
: &&




Kode Unit ;  BHS.IK02.007.01
Judul Unit ; Menangani Keluhan yang Kompleks
Deskripsi ; 3 ( + 4 < "+ <(
Unit 0 (+ « =" 4 0 &"+
( "34* *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
1. Mengidentifikasi =0 =T+ 0 4 (*+ (
keluhan *&+
/ 4 " ( ( C + 0D
2. Menawarkan tindakan | / 033 "3 0 4 ( *
yang tepat // 1*¢& * (5
3. Menyampaikan tindak | ! + ( + (o
lanjut penanganan ( +
1/ 34 (5
BATASAN VARIABEL
& * 3
3 - « 1 * 4 <= ( 0
( ( <0 ( = 4 0 &+
/ + - 4 0 &=+ * ( T 34~*
- 4
/ = *34* (& *6 *? * (& *
// = k* 4 4+ B*
/! R 7 +
/# *
/% & *¢ tata graha
! * + = 4 0 &+ *( =34~
- 4
! « 1 = 4
1/ 5 ( 0 + i | x4
L 0 "+ ( +
# - 4 4 ( "34*
(Gl ( 4




PANDUAN PENILAIAN :

* 3
(

/7

* o+ &* (4
<34 ( "+ 4+ * &=+ * 0 4 * (
"0 0 - (+ *3 = - * &+ *
6 &+ * 0
- 9 99 9 ;
- 9 9979 ; -
. 9 9919 ; '

- 9/99 9 ; % -

- 9/ 99/ 9 ;

- 979919 ; A .

- 97 99#9 ; -

- 9/99%9 ; -

. 9/99)9 ; . G

(*+ ;

& (* + R ** (T + 0 * 3 +

( =34~ *



# "+ 0 (3 4 ;
"+ 0 (3 4 R ¢ &=+ % * 3
3 ;
# « 1> 4 1% * >
#/ 34* 0 *&+ ( + (" -
T*+ * >
#1 &1 " *x ( + 4 1% (*+ *
$  *+ *;
*+ *0 T+ & (* (+ 4 ( =" (
&=+ * <«<*3 3 ;
$ + " 4 " ( *&+
$7/ + " + « == 4
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
"+ <7 & **( " * 1&gt !
/ & * (sC - 18 = * !
! , « = & * !
# * 7 ( & ( 3 &"+& !
$ C* 4 = -
) " L,4 T * 4 !
: && /




Kode Unit ;

BHS.IK02.008.01

Judul Unit ;  Membuat memo tentang tata graha
Deskripsi ; 3 ( + 4 < "+ <(
Unit 0 (+ = T3 T T& 4
34 *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
1. Menyebutkan tujuan * " T *( +
penulisan memo / . ( ( C + 0D
2. Menulis memo / , 0 **  ( * T T&
(
/7 w& T+ = " o"e( (
/v (e o, + (
/# & **, *
BATASAN VARIABEL
& * 3
3 =3 T & 4 ( "34~*
/ + = "3 T T&(C T=34* *E o, 4+
/ = *34* (& * 6 *? * (& *
// =x* 4 + 5%
/! kR 448 * +
/# *
! * 4 - * = wpw :
! 03 + * T T&
/et T0 (T (A(+4 T
# =3 T T&r 4 + ( ( =34*
(Gl (



PANDUAN PENILAIAN :

* +&*( +

<34 ( "+ 4+ * &=+ * 0
*3 "0 0 - (+ *3 = = *
( 6 &+ *0 ;

- 9/99: 9 ; - G
/ & (* + ;
/ & (* + "+ ** (T4 0 *
* o+ 0 &"+ * *3 0 ( -
34* *
// (+ ( ( ) + = =3 -
! 4 0 (3 4 ;
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KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
"+ <" & N G * 8T /

/ &~ * (6C - &= * !

! , - & * !

# =" ( & ( 3 &" +8& /

$ (= 4 - -

) ", 4 x4 /

: && /




Kode Unit ;  BHS.IK02.009.01

Judul Unit ;  Membuat Surat Bisnis tentang Tata Graha
Deskripsi ; 3 ( + 4 < "+ < (
Unit 0 (+ (¢ = =3 * 3* *
( =34~ *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA

1. Mengidentifikasi topik &+ * cC 1t *

surat / * cC 1 =
2. Menulis surat / - * ( - ( =

( 3
// ( *= &= 0 3
(
/! * ( * * , & *( & * %

BATASAN VARIABEL

&  * 3 ;

3 =3 & ( - * k<0 (

- '3 * 3* * 4
/ + " "3 = 3* *( "34* *E o, 4+

/ " *34* & * 6 *2 * (& *

// =** 4 + b*

/1 & *+& ( 3* *

/# *

/% & " Tata Graha

1 * 4 - =3 * 3**( "3 4 * * - +
! , ( - -3 * 3** 4
1/ * % 4

# - "3 * 3* * ( 1 =34* *0

( ** * _&'k + (** ( & * 34*




PANDUAN PENILAIAN :

* +&*( +

<34 ( "+ 4 * &=+ * 0
( 6 &" + *0 ;
- 9/99: 9 ; - G
/ . 9/ 99-9 ; -
/ & (* + ;
/ & (* + "+ ** ( T+ 0 *
* .+ 0 &%+ * *3 0 (
3* * ( "34F* * = 4 64 0 3
& +
7/ + ( ( . st " *x
! 4 0 (3 4 ;
4 0 (3 4 " ( &" +
! * * 3* *
'/ & <* 4 ( + 34 *0 (
*4 * + B* §Tata Graha
1 34* ( +& " 34* * -
# "+ 0 (3 4 ;
3 1
# , &+ * 3* *( + 7 ( *
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#1 * ( - 34 * *(
* >
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$ + - &+ * 3* *( +
$/ + " 34* 3 ( &* +
- il 3* *(C = *4 * + 5* ¢ TataGraha
$ ! + * * 3 * % ( - 3 4 * *
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
T+ <" & el G &t !
/ &" * (6C - & = > !
! , « - & * /
# * " ( & (¢ 3 &™ +& /
$ = 4 = " /
) " .4 T x4 !
: && /




Kode Unit BHS.1K02.010.01
Judul Unit ; Membuat Presentasi tentang Tata Graha
Deskripsi ; 3 ( + 4 < "+ <(
Unit 0 (+ ( = 3 + = *
4 ( "34* *
ELEMEN KOMPETENSI KRITERIA UNJUK KERJA
1.Menulis materi presentasi + * *( K &+
/ + * * ( * = +
* +
! ( * k% * ( 4 -
# + * * ( * * , * % - *
2. Menyampaikan / = * *(* T+ (
presentasi // =34* ( * * & *
/! 0 0 3 43 (
+ * * ( 5
/# 0 - + * *( 53
BATASAN VARIABEL
& 3
3 = 0 + ( ° 0=+ + 0* *<0 (
- '3 + * * ( - 3 4 * *
/ + = "3 + * *( "34* x4+
/ = *34* (& *6 *2 * (& *
// =*k* 4 + bB*
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/# * 4 * 4+ G* 7 : 4 >
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! * + - -3 + * * ( - 3 4 * * - + ’
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# - -3 + * * ( - 3 4 * * (* * (
& * 3 4 * * % , - -




PANDUAN PENILAIAN :
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KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
'+ < - & * * ( - * 1& - X !

/ &~ * (6C - &= * !

! , - & * !

# =" ( & ( 3 &" +& !

$ (= 4 = - /

) ", 4 x4 !

: && /




Kode Unit ;  BHS.IK02.011.01
Judul Unit ;  Mengadakan Rapat tentang Tata Graha
Deskripsi ; 3 ( + 4 < + < * +
Unit 0 (+ « = - ( +
4 ( "34* *
KRITERIA UNJUK KERJA
ELEMEN KOMPENTENSI
1. Menjelaskan tujuan + (* T+
rapat / ( + ( *
2. Menyampaikan / &* 0 * ok &+ (
pendapat // (+ (* -~ * * (4 -
3. Meminta informasi ! - &= * (* "+ * x (4
1/ &= *0 (3  *( +
BATASAN VARIABEL
& 3
3 - * + <" 0 "+ + (+ <(
- - 1& = *<0 ( - ( + ( "34~* *
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/ = *34* (& * 6 *? * (& *
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# R G + ( "34¢x *(* *
( & * 3 4 * * % , - -



PANDUAN PENILAIAN :
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KOMPETENSI KUNCI

NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
+ <= & **( - g * 1
/ & * (6(C ( - 1& = * 1
1 ) ( =~ & = 1
# = ( & ( 3 & +& I
$ ( * 4 = - /
) =, 4 = * 4 1
&& /




Kode Unit

;  BHS.IK03.001.01

Judul Unit ; Membuat Dokumen Tata Graha dalam Bahasa Inggris
Deskripsi ; 3 ( + 4 < "+ <(
Unit 0 (+ ( = =3 @& =
( "34+* *
KRITERIA UNJUK KERJA
ELEMEN KOMPETENSI
1. Menulis dokumen + * (& - cC 1 =
/ & = ( *** 4* ( 1
! & = (. *3 (* (434~
2. Melaporkan dokumen | / & *© 4 ( +& * *
tata graha // & (* T+ + (0
3 + * , * * * ( 4
BATASAN VARIABEL
& 3 ;
3 " "3 @ - ( + * * %
R + (0 3 + ( "34+* *
/ + "= "3 (@& - 4 3 4% *(
- &%+ <t o, +y
/ = *34* (& * 6 *) * (& *
// = k% 4 *4 * + b*
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11 . C T @& T ( "34r *
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# B C 4 ( " 34* ¢

PANDUAN PENILAIAN :

* +&~k( + ,

< 34 ( "+ 4+ * &=+ * 0 4 * (
*3 "0 0 - (+ *3 = - * &"+
( 6 &=+ *0 ;
- 9199 9; ' - -
/ & (* + :
/ & (* + - + * ( T+ 0 * 3 +
* 4+ 0 &=+ * *3 0 ( " "3 (&
4 ( "34¢* *3( *4 * + B*
// + ( . T (T& T v
( *= * (58 *4&+( ( "+
! 4 0 (3 4 ;
4 0 (3 4 = ( &"+ *  *3 3
! &* ( *4  0* 5*
1/ 4 * * (Grammar)
LA | &* &+ * T+
1 # 4 & = * =
's$ 4 Editing ( proof-reading
) 4 e-mail
# "+ 0 (3 4 ;
"+ 0 (3 4 = ( &"+ *  * 3 3
# =3 " 3 *3 ** 3 4 15 * >
#/ "34*( - * + " ( & 7T ( ( *+
* >
#1 "3 (& " 3 (* 1 *0 + ( * ok

#H# "3, & = o0 (3 *3 *(,

4



#$ "3 + 34 +( (& " O (+
#) o* ( = 0"+ ( ** ( &=+& 1& " *
#: "3 3 *+ ( 3 (* +8&* (
#- - ( 34 =
$ *+ *;
*+ * 0 - + & (* (+ 4 - (
&=+ * <«*3 3 :
$ + - - &=+ ( 3
$/ *( - ( ( ( =34~ *( "5 0 +
$1 * 34* ( &
KOMPETENSI KUNCI
NO KOMPETENSI KUNCI DALAM UNIT TINGKAT
"+ T & * ok (" * g " * /
/ &" * (6 (- & = * /
! , ( = & * /
# * = ( & ( 3  &"+& /
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) =, 4 x4
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