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ABSTRACT

The United States Training and Employment Service
General Aptitude Test Battery (GATB), first published in 1947, has
heen included in a continuing program of research to validate the
tests against success in many different occupations. .The GATB
consists of 12 tests which measure nine aptitudes: General Learning
Ability; Verbal Aptitude; Numerical Aptitude; Spatial Aptitude; Form
Perception; Clerical Perception; Motor Coordination; Finger
Dexterily; and Manual Dexterity. The aptitude scores are standard
scores with 100 as the average for the general working population,
and a standard deviation of 20..Occupational norms are established in
terms of minimum qualifying scores for each of the significant
aptitude measures which, when combined, predict job performance.
Cutting scores are set only for those aptitudes which aid in
predicting the performance of the job duties of the experimental
sample. The GATB norms described are appropriate only for jobs with
content similar to that shown in the job description presented in
this report. A description of the validation sample and a personnel
evaluation form are also included. (AG)
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FOREWORD

The United States Training and Employment Service General Aptitude Test
Battery (GATB) was first published in 1947. Since that time the GATB
has been included in a continuing program of research to validate the
tests against success in many different occupations. Because of its
extensive research base the GAIB has come to be recegnized as the best
validated multiple aptitude test battery in existence for use in
vocational guidance. D : ‘ '

The GATB consists of 12 tests which measure 9 aptitudes: General Learning
Ability, Verbal Aptitude, Numerical Aptitude, Spatial Aptitude, Form
Perception, Clerical Perception, Motor Coordination, Finger Dexterity, and
Manual Dexterity. The aptitude scores are standard scores with 100 as *he
average for the general working population, with a standard deviation of 20.

Occupational norins are established in terms of minimum qualifying scores for
each of the significant aptitude measures which, in combination, predict job
performance. For any given occupation, cutting scores are set only for those
aptitudes which contribute to the prediction of performance of the job duties
of the experimental sample. It is important to recognize that another job
might have the same job title but the job content might not be similar. The
GATB norms described in this report are appropriate for use only for jobs
with content similar to that shown in the job description included in this
report.




GATB Study #2833
Development of USTES Aptitude Test Battery
For
Court Clerk t(gov. ser.) 249.368-026
S-32

This report describes research underfaken for the purpose of developing
General Aptitude Test Battery (GATB) norms for the occupation of Court
Clerk (gov. ser.) 249.368. The plant title of this job is Court Hcuse

Assistant (gov. ser.) 249.368. The following norms were established:

Minimum Acceptable

GATB Aptitudes GATB Scores
N - Numerical Aptitude 80
Q - Clerical Perception 105
! K - Motor Coordination 100

f
i
|

Research Summary
Sample:

51 female workers employed as Court Clerks (Court House Assistants) in New
York. One of these were identified as an American Indian. The remainder
were nonminority group members. an ' : v o :

Criterion:

Supervisory ratings.

Design:

Concurfént.(tésf and.c£iteri5hbdata ﬁe;e ;6iieé£éd;a£ épprdkimétéif the same
time). S . o . o _

Minimum aptitude requirements were determined on the bagis;df_agjpb analysis

and statistical analyses of aptitude mean scores, standard deviations, aptitude-
,criterionzcorrelatibns, and,selective*eificienciea.a e e

Concurrent Validitys:

Phi Goefficient = .46 (B/2<.005)

IR i

Effectiveness of Norms:

Only 73% of the nontest-selected workers used for.this study were good workerss;
if the workers had been test-selected with the above norms, 86% would have been
good workers. :Twenty-seven»percentfdf the nontest-selected workers used for
this study were .poor workers; if the workers had been test-selected with the
© Hove norms, only 14% would have been poor workers. The effectiveness of the
~ ERICrms is shown 4n Table 1: 1(3, : . o S

IToxt Provided by ERI
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'TABLE I

Effectiveness of Norms

Without Tests | With Tests
Good Workers - 73% 86%

Poor Workers 27% 14%
SAMPLE DESCRIPTION

Occupational Status;
Employed Workers.

Work Setting:

Workers were employed in the DlStrlCt Coarts, Family Courts or Probat;on
Department in Nassau and Suffolk Counties in New York. :

‘Emgloxer Selectlon Regg mentg B

Educatlon. ngh school graduatlon

Previous EXperience: Nassau County requires 2 years prior experience
" in clerical occupations. College educatiorn may
be ¢ abstltuted for experienceon a year ‘to year

ba ls.

Tests: Required to pass typing test edmnistered by Division of Emnloy-
? - -ments. Some individuals:may‘have taken special New York State
clerical-type exam which 1nc1uded verbal and numerlcal mater;als.

Pvlnc1gal Act1V1t1es..x
| The JOb dutles for each worker are- comparable to those hdwﬁ~iﬁfﬁhezjob
description in the Appendix. :

Minimum Experience: 5  « | ' ' o

R U N KRR E ?Z‘_z IR RSt

All workers in the




TABLE 2
Means, Standard Deviations (SD), Ranges and Pearson Product=Moment
Correlations with the Criterion (r) for Age, Education, Experlenue,
and Cultural Exposure.

Mean SD Range T

Age (years) 36.2 13.6 17-63 - 113
Education (years) 12.0 - .8 8-14 . 249
Experience (momths) 23.5 - 28.1 . 1-73 .096

- Cultural Exposuxre 3.2 l.4 0-6 057

EXPERIMENTAL TEST BATTERY

All 12 tests of the GATB, B-1002B, and the Research Quest10nna~re-Background
were' administered durlng October, 1970.

CRITERION

The criterion data consisted of supervisory ratings of job proficiency
made at approximately the same time as the tests were administered with
~a time interval of two weeks between the two ratings. The immediate
supexrvisor rated each worker.

Rating Scale

Form SP-21 "Descriptive Ratlng Scale" was used. The scale (see Appendix)
consists of nine items covering different aspects of job performance.
Each item has five alternative responses correspondlng to d1fferent
decrees of an prof1c1ency. : S

Rellablllty

!\corréution coefflcrent of .866 was obtarned between the initial
ratings and the re-ratings, indicating a satisfactory reliability.
The final criterion score congis€s of the averaged scores of the
two ratlngs. ,

.urlterlon Score Dlstrlbutlon.a_

P0531b1e Range. '";: ff4 9-45
Actual Range. 11-40
Mean: - | ' w3063

v‘M.Standard Dev1atron.-‘ . 6.1




Criterion Dichotomy:

The criterion distribution was dichotomized into low and high groups by
placing 27¥% of the sample in the low group to correspond with the per-
centage of workers considered unsatisfactory or marginal. Workers in
the high criterion group were designated as ""good workers" and those in ;
the low group as "poor workers." The criterion critical score is 28. E

- APTITUDES CONSIDERED FOR INCLUSION IN THE NORMS.

Aptitudes were selected for tryout in the norms on the basis of a qualitative
arnalysis of job duties involved and a statistical analysis of test and
criterion data. Aptitudes G, V and N,which do no* have high correlations
with the criterion, were considered for inclusion in the norms because the
Gualitative analysis indicated that the aptitudes wers important for
the job duties and the sample had relatively low standard deviation on
these aptitudes. Although aptitude K had only the fifth lowest standard
deviation it was considered for inclusisn in the norms bacause the sample
~had a relatively high mean score on the aptitude and this aptitude has been
impoztant in cther clerical batteries. Tables 3, 4 and 5 show the results
of the qualitative and statistical analyses.

et ettt o A s ot i s Ty kT

TABLE 3

Qualitative Analysis
(Based on the job analysis, the aptitudss indicated
appear to be important to the work performance)

3N waafst s LT ot b g T s T T T o s

Aptitudes : ; .~ Rationale

C'~ General Learming Ability Required to recommend appropriate
action to the public dependent on
an analysis of the type of case,
the procedure to be followed and

- the proper court of jurisdiction’
~ based on an understanding of court
- ‘practices. ' : .o

Ve Verbal Aptitude ‘ Necessary to understand a wide
: variety of written procedures and
interpret such procedures to the
publice. S

N = Fumerical Aptitude * Needed to collect and make money
' calculations, and make correct
‘numerical entries on court documentes.
Q= Clerical Perception ‘ Needed to post and;maihtain accurate
court recordse
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TABLE 4

Means, Standard Deviations (SD), Ranges and Pearson Product-Moment
Correlations with the Criterien (r) for the Aptitudes of the GATB; N=51

Mean - SD Range r

G - Cenexal Learning Ability 97.2 11,7 69-127 247

V - Verbal Aptitude 104.4 ’ 12.5 - 84-133 .049

N - Numerical Aptitude - 97.1 9.6 71-117 .146

S - Spatial Aptitude _ ' 9l.5 - 15.4 - 61-124 «312%
P - Form Perception 103.5 17.2 " 67-139 216

() = Clerical Perception 117.8 12,8 77-155 .312%
K - Motor Coordination 109.5 14,0 - 82-140 «265

F - Finger Dexteriiy ' 99.9 24.5 ' 41-156 . 222

M - Manual Dexterity 90.9 22.4 42-139 .017

*Significant at the .05 level.

TABLE 5

SUMMARY OF QUALITATIVE AND»QUANTITATIVE‘DATA

 Aptitudes
Type of Evidence -

G \ Nn|slrPjQ IK- | F M

Job.Analysis Datas

Important | X x | x 1 x
Irrelevant ' X
| Relatively High Mean . At 1 ixlxlx

Relatively Low Standard

___Deviaticn : X X X b4 X
Significant Correlation -
‘with Criterion™™ ° - N
b A R N e 4 xe X
| Aptitudes to’be Considersd - P D
far Trial Norws R < :;N Q K

€



DERIVIATION AND VALIDITY OF NORMS

Final norms were derived on the basis of the degree to which trial norms con-
sisting of warious combinations of aptitudes Gy, Vo, N, Q and K at trial cut-
ting scores were able to differentiate between the 73% of the sample con-
sidered to be good workers and the 27% of the sample considered to be poor
workers. Trial cutting scores at five=-point intervals approximately one.
standard deviation below the mean are tried because this will eliminate

about one-third of the sample with three-aptitude norms. For four-aptitude
trial norms, cutting scores of slightly less than one standard deviation
below the means will eliminate about oae~third of the sample; for two-
aptitude trial norms, minimum cutting scores of slightly more than one
standard deviation below the mean will eliminate about one-third of the _
sample. . The Phi Coefficient was used as a basis for comparing trial norms.
Norms of N-80, Q-105 and K-100 provided optimum differentiation for the
occupation of Court Clerk (gov. ser.) 249.368. The validity of these norms
is shown in Table 6 and is indicated by a Phi Coefficient of .46 (statistically
significant at the .005 level).

TABLE 6

Concurrent Validity of Test Norms

Nonqualifying Qualifying

Tert Scores Test Scores ~ Total
Good Workers 5 | 32 . o371
Poor Workers 9 R 5 | : b
Total 1k 37 -
Phi Coefficlent = .46 _ cnt square (%) = 10.7

- Significance Level = P/2<.005 . .

- DETERMINATION OF. OCCUPATIONAL APTTTUDE PATTERN

The data for this study did not meet all the requirements for incorporating
the occupation studied into an 0O ._Wﬂbwever,”theMOccupation,was«plscedﬁaa
an ** occupation in OAP-58 which ia shown in Section IT of the Manual for
the GATB. A phi' coefficient of.26 is obtained vhen the OAP-58 norms of Q=95,
K-90, and F-75 sre applied to the sample. =~ = . B T T

“r&
pn
L Py




SP-21 . S :
_RQV.' 2/61 . e o A"P'P-E—N—D-I-X _

DESGRIPTIVE RLTING Sm .
(E'or Aptitude Test Developmont Stud:lea)

- Score

RATING SCALE FCR , :
FE De O.."‘T'.'*ﬁtle"ah_d'f'coae'- o

Directions: Pleaae read !'om 82-20, "Suggestion;a to Baters s.nd thon :I.’:Lll :I.n
the items listed below., In making your ratinge, only one boz
should be checked for each queati.on. B

Name of Worker (print) ___ S .
- Sex: Male Female | ‘

#__

Company Job Title:

How often do you see this workes in a'work situatior. . . -
/_/ See him at work a1l ‘the time.. .

/7 See nin at work several times a day.

U See hix at work ‘-ae'veral’"f t:l.mel a week. < .

How long have you worked with him?

Z 7 One to two months. o
Z 7 Three to five mo'nths. '

Z / Six ‘months or noxe.
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A. How much work can he get dome? (Worker's ability to make efficient use of
his time and to work at high speed.)

B,

C.

L7 1.

L7 2.
7 3.

L7 s
[_7 5.7

- pac8s

Capable of very low work output. Can parform only at an unsatis-
factory pace. S

Capable of low work output. Can perform at a slow pace.
Capable of fair work output. Can perform at an acceptable but not
a fast pace. '

Gspable of high work output. Can perform at a fast pace.

Capable of vary high work output. Oan per:t‘orm at an unuaually fast

How good is the quality of his work?. (Worker 8 abd.l:lty to do h:lgh-grade work

which meets quality standards.)

71

L7 2.

L7 3.
L7 s
L7 5.

Performance is inferior and almost never meets m:l.n:lm\n 1\1&111.;7
standards.

The grade of his work could stand Mpmvem'e'nt.v
acceptable but somewhat inferior in quality.

Performance is usually
Performance is acceptable but usually not superior in quality.
Performance is usually superior in qua:u.ty.

Performance is almost always of the highest quauty.

How accurate is he in his work? (Worker's ability to avoid making n:l.s‘tva.l_.:'_ea.)

L7 1.
yAVE Y
L7 3.
L7 4

L7 5.

Makes very many mistakes. Work needs constant checking. - -

Makes frequent mistakes. Work“noe.da moz‘é chechnsthnn 18 desirable,
Makes mistakes occasionally. Work needs only normal check:l.ng.
Mskes few mistakes. Work seldom needs checking. |

Rarely makes a mistake. Wo:.'k almost never needaohecung. R
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D. How much does he know about his job? (Worker’e understanding of the principles,
equipments naterials and methods that have to do dj.rectly or :l.ndirectly with S

D l. Has very limited knowledge. Does not know enough to do ‘his job
adequately. , o o : ’ :

D 2., Has little knowledge. Knows enough to "get by."

Z:7 3. Has moderate amount of knowledge. Knows enough to do fair work.
U 4. Has broud knowledge. Knows enough to 'do'good. work.

£:7 5. .Hae complete knowledge. Knows his job thoroughly

E. How much aptitude or facility doee he have for this kind of work? (Worker'e
adeptnees oxr knack for perfoming his job eaeily and well.)

Z 7 1. Kas great difﬁ.culty doing hie Jjob. Kot at all euited to thie kind
of work.

/7 2. TUsually has some difficu.lty doing his job. Not too well sulted to
this k:l.nd of work. A

Zz / 3. Does h:l.s job without too much difficulty. Fairly well suited to this
k:l.nd of work. -

/7 4. Usually does his job wi thout difficulty. 'Well suited to this kind
of 'orko . : . : .

D 5. Does nis job with grea.t ‘ease.. Excentione.llyr’well" suited for this
: ‘ ld.nd of work.

¥. How large a variety of job duties can he perfom efﬁ.cient | ('orker'e
ability to handle eeveral different operatione in his work

D 1. vcannot 'oerfom different operations adequately.

" E 2, Can: perfom a lim:l.ted mmber ot difterent operatione efﬁcient]y-
L_/ Be can per:rom several dif:terent operatione w:l.th reaeonable efﬁ.cienwo _
C? 4. ‘Can per:rom many different operatione e:tficient]y. T |

L7 5 Oan per,fom an Wl}' 181'89 variaty ot d:l.f!erent operatione o
---"e:tﬁ.oal’.ently. : | - |




G.

H.

I.

..10 -

How resourcem ia he when something different comes up or aomething out of
the ordinary occurs? ('orker 8 ability to apply what he already knows to a
new aituation.) ,

71

/7 2.

C73.

7 4.

Qs.

. simple problems. e

-.help, even on complex probleme, -

Almost never is able to figure out what to do. Needo‘ he;l.p on even

minor problems. N
Often has difficulty handling new situations.' Needs help on all but

Sometimes knows what to do, sometimee .doesn't.
that are not too complex.

-Can decl with problems

Usually able to handle new aituationa. ﬁeo&e ”‘heip on onlv compiei
problems, S - SN o S

Practically uwayo r:l.guree out what to dc himeolf. Rerely nee"d‘e'

How many practical suggestions does he make for doing things in B'et't'er ways?
(Worker's ability to improve work methods.) e

L7 1
E 2.

L7 s
L7 s.

Considering all: the: factora
is hia work? (Worker s

[j 1.
L7z

73

L7 4

L7 s.

~of practical suggestions. '

‘Slow to see new waye to improve methods.
-euggeetions. . S

‘some practical auggestione.

- share of practica:l. suggeutions. e

Sticks strictly with the routine. contribufea nothing,in the way u

contri butes :l.'ew practi cal

Nei ther quick aor slow to see new waye tc improve methoda. Contri_l_;mtes

Quick to- ‘8e new ways to improve methods. COntriom'tee mo.ro tha.n his

Extreme].v a:l.ert to see new waya to improve methods. éon'éri'liuteei'a.n' '
unusually large mmber of practical suggestiona. i
alroady rated, -and: o _g; thoee i'actore, how acceptable
"all-around" ability to do his Job.) |

“ Ny,

'ould be botter o:rf without him vPer:tomanoe uoually not ecceptablc. _

Berrormence eomewhnt in:tcri __rQ' |

or limited va.'.l.uo to t..le Or i b
Pertom&nce gcnara.‘l.ly Y -u.}.n..l!t&ble. R

A :l.'airly proi‘.‘l.cient workor. _
A valuable worker. Perrormance unually auperior. .

An umzeual]y ccmpetent worker. _ Pertomanoe a:l.moot almo top notch. .
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FACT SHEET

Job Title: Court Clerk (gov. ser.) 249.368-026 .
Court House Assistant (gov. ser.) 249.368-026

Job Summary: Performs clerical and typing duties in accordance with well=-
defined methods and procedures. Types court calendars, lists, sumonses,
letters and related court papers. Enters and maintains court racords.
Files and sorts court papers. Answers routine questions in person or by
telephone. May operaste simple office machines. May receive court fees.

Work Performed: Performs a variety of clerical tasks utilizing knowledge

of the court system and its prescribed procedures. Types small claims,
weekly and monthly statistical reports and letters, summonses and subpoenas.
Prepares transmittal form letters, calendars, dockets and case folders.
Types receipts, writes checks and notifications of money received. Compiles -
and sorts daily, weekly and monthly stetistical reports. Prepares case
‘folders, pulls and sorts files end other court documents.

Enters and maintains court records such as calendars, dockets and journals.
Examines, corrects and completes court records according to prescribed
procedures. : :

Receives public at reception desk. Determines court of jurisdiction, legal
forms and procedure to be followed. Recommends sources of appropriate legal
asssistance. Iistens to complaints and answers questions in person or by
phone. : ' '

May operate simple office machines such as copying and duplicating machines
and the addressograph. '

May collect court fees and reconcile cash received against receipt iedger.
Mey audit judgments and calculate correct amounts of money.

Effectiveness of Norms: Only 73% of the nontest-selected workers used for
this study were good workers; if the workers had been test-selected with the
S-32 norms, 86% would have been good workers. Twenty-seven percent of the
nontest-selected workers used for this study were poor workers; if the workers
had been test-selected with the S=32 norms, only 14% would have been poor
workers. o . , :

Applicability of Norms: The ap

| The aptitude test battery is applicable to jobs
which include a majority of the job duties ‘described ebove. v

" GPO 9186586




