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FOREWORD ’

'

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department. of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education, :

The Occupational Analysis project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business; Distributive, Home Economics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were involved with the vocational
instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development
of the project strategies. The analysis process was based on sound principles of learning and
behavior. Phase two was the identification, selection and orientation of-all participants. The
training and workshop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had employment experience. The instructors were assisted by both occupational consult:
arfts and subject matter specialists. '

he project resuited in producing one hundred two trained vocational instructors capable of
condutting and assisting in a comprehensive ana'ysis of various occupations. Occupational anal-
ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema:
tics, science and communication needed for successful performance in the occupation. The
analysis data provided a basis for generating instructional materials, course outlines, student
performance objectives, criterion measures, as well as identifying specific supporting skills and
knowledge in the academic subject areas.




PREFACE

We have tried to cover the entire range of skills needed in baking and in managing or
supervising a bakery operation. Tasks are not broken down into their simplest
components, nor were all duties covered in detail; but rather those things considered
most necessary to the job were stressed.

Choosing ingredients and the actual baking processes are logical primary concerns.
However, a conception of safety and sanitation is also needed in a bakery operation.
Knowing the problems of management (bowl! costs, scheduling,) should make a more
efficient employee even if he/she never aspires to a supervisory position.
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JOB DESCRIPTION

A baker prepares and produces various bakery prdducts. He/she keeps premises and
all equipment clean and sanitary. He/she maintains and uses commercial bakery
equipment. The baker maintains inventory and stock control, while keeping finished
products in proper storage facilities. He/she practices cost accountability and.overall
management techniques, is involved with merchandising and salesmanship. He/she
also uses b_ooklZéeping skills in maintaining accounts and records.
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Duty A

e

- 'Sanitizif{g and Cleaning Premises and Equipment

AP WN —

Clean premises (ceilings, walls, floor and windows)
Maintain and clean equipment

Properly sanitize pots, pans and utensils

Dispose of trash and garbage properly

Control rodents and insects

Handle and store supplies and equipment
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Duty B

Preparing and Cooking Various Products

oYW=

1

Prepare and bake yeast doughs
Prepare’cookies, pie crust, french pastry
Prepare cakes and quick breads
Decorate cakes

Prepare icings and frostings

Prepare pudding and fillings

15 :
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Duty C Selecting Types of Ingredients
1 Select various flour for mixes
2  Select various types of shortening
3  Select types of leavening agents
4

Select% various types of sweeteners
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Duty D

Maintaining Inventory and Stock Control

1
2

Order supplies
Receive, store and disburse supplies and products

39
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Duty E

Developing Merchandising and Salesmanship

1 Develop merchandising strategy

45
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Duty F Managing Operation

t

1 Plan overall ooeration
2 Organize procedures and processes
3  Direct operation
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Duty G

Developing Accounting and Bookkeeping Skills

1
2
3

Calculate ingredient cost and selling price
Control labor costs
Calculate accounts receivable and payable

57
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Duty H Operating Store

1 Operate cash register
2  Serve customer
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Duty |

Observing Safety Rules and Regulations

1
2

Safety principles and laws in layout design
Obey safety procedures for installing and operating equipment

71




Buipmoiolano — uoisuedxa oy buimojje 10N

1amod |e211128)3 a1enbapeu)

saul| Jamas arenbapeul — deutl Jomas J0 3joe"

juawidinba Asessaoau 10} aseds ajenbapeu)
aimnoisbe jo uawisedap a1 pue ‘siojoadsul
Buipjing |es0j ‘1uawiliedap ally ‘yijeay jo

juawi.edap jeao) Aq paieso suejd buniab 1o

Suouy

aa

aseasb ‘dn-pjing aunjesadwal ‘Buipieds ‘suinq
‘sdiys ‘s|jey ‘uonejeyut seb “yooys 91410918 — aul4
dn-pjing asealb) sBuijiad pue ‘sjjem paueajd Ajise3
seaJe 100j} paselInto 1o Asaddig
L0I1133UU0D 3jesun
SWia1sAs pue Jaysinbullxa aal} padiAlasun
CHE]
‘ dn-pjing aseasn
a|sSIe PAaPMOIY)
seaae yiom u Bunybiy tooyg

UO110N41SU0D J00|4
- WaiSAs pooy pue siaysinbunixy
uayoliy Ul pasn sjelale
uoliejiluan tadoud

Bunybyy jo 1unowy

awnjoa pa1oaloiyg
apoo buipjing
pue sme| 2201 pue ‘|esapay ‘s1els Aq pajlosluo)

S3and

SNoIsID3d

$3111{108} WOO0.1534 aleledag
asealb — deuy samag
(Axoda 10 3|11) pauea|d A|1sea — ||ep
uiesp yum ‘padois ‘ajil —~ 100j4
uone|jeisul ajqearow — juswdinby

waisAs
Buipjuiids onewioine pue siaysinbuiixa aly
s|elia1ew ajqewiwe|}-uonN
Suej 1SNEUX3d pue POOoYy — UOIIB|IIUBA
aoeds ajsie :spsepueis buiiybiq
SWBISAS WJele ail} pue s11xa {|e dIep
sdals |e 1e s1yb1) pue ‘subis ‘sjreapuey
passanas pue ‘piemino uado 100Q

uonesado
pue dn 13s Asaxeq 01 Bujuiersad saoueuiplo
1e00] pue ‘a1e1s ‘|RIapa} JO0 Ad0oD (151 >2aYD

ayvZvi - AL3d4VS

11J0dN @310V $103r80

3DUIIMONN JONVWHOIH3d 'SIVINILVEE (LNIWAIND3 37001

NDISIC LNOAYT NI SMYT ANV SI1dIONIHd A13dys (LNFWILVIS HSVL)

Q

C

E

7¢

Aruitoxt provided by Eic:




Buiyel
310} ‘01607 ‘uoiielIuaduod ‘uoisuayasdwor)
sj10daus uoiieoyisse|)

suo1IdNJIIsU| ‘uoniuaqg ‘sjesodouy

‘s310daJ O RPUBWIWOD3 ‘S1i0das jeuoll
-eLLIOUY ‘@dualtaul/jielaq ‘uoisuayaidwo)

' 21607 ‘uon

-pJoUUOY/uoneIoUa( ‘UOIsSaIdXa Jo Allie|)
‘uoizesounuy ‘butAjdw) ‘'uondg ‘Abojoutwisa)

SLd3IINOD/STIINS

$109[qns SA0Qe UO UOHEIIUNWIWOD {B1)
1noAe| dn-13s ‘sajou ‘suolionsuj

uolzewuoyut ‘sjesodouad ‘suoneinbas ‘sme| ‘sajny

Ul 5je191J0 pue SHI3dXa SNOLIBA LM UOISSNISIg
S3TdINVX3

\
Buiuaisi
Bunum

$921N0S
Buipeay

ubisap pue 1noAe|
Bunjeadg

S3ICQOW 3DONVIWHO4H3d

SNOJLVYIINNWWOD

sdiysuonejal eary
J3Yloue JO SI Jaquinu auo
1uaoJad 1eym pue Jaqunu e jo 1uadlad e Bulpul 4 ‘suoidely Jo uoldonpay
s1dasuo) pue sjjixg o1llawylly diseg
aejnwio} ul sajqellea JoO asn
1yb:ap
o11awWo3ab-uou :judWaLINSEaN
swyiiobje uoisialp ‘uontealjdinw ‘uolidenqgns ‘uoipPpPY
(uonejnojen) suonesad |eIUBWEPUNY
Burxapui ‘Bujiapio ‘aleuipiood ‘Bunnuno)d
(uoneNdjed 1INOYIIM) SIBQUINN JO 3sn
S|euollel aAlIsOd

dn-pjing asealb jo sansadoud setjndad

saai} 0 sadAl 1uB1343IP UO S|B3IWABYD 1UBI3}LIP JO 5108413

dn-pjinq aseaJb pue ainlesadwal ‘JUBWAAOW JlE UO Uy ISNBYXA JO $109}43
11un sajpued - 1yb1n

SW31SAS HIGWNNN — HLIVW

3ON3I10S

NDIS3A@ ANV LNOAVT NI SMV1 ANV S31dIONIHd AL3dvs  (LNIWILVIS %&u%&—
- T

£
z
1
H
i




sain}eay Alajes buinoway
suo13oniisul buimo||o) 10N

aoeds a|sie ybnoua 10N
1uawdinba Buixo02 pajuaAun
1uawdinba |ent10aja papunosbun
sjuawiyoelie pibiy

1uawdinba ajqeanow-UoN

H

SHOH Y3 :

ruawdinba i3
-09ja'buisn pue saiem ui Butpuels 1o ‘spuey 13 M
saulyoew paay |ediueyI3W uo spuey buisn
papmoui)

WId1SAS ISNEYXa pue pooy 1uaidijjnsul

‘dn-p|inq asealb ‘syea| 1a1em ‘sxea| seb ‘buiiim
ateq :nedas poob ui yuawdinba Huidaa) 10N
asipueyoiaw uo spienb ajes buioe|das 10N
suonnedsd Alajes o suononisul buipiedalsiq
ssaussalaie)d

SwialsAs
pa103uuodsIp pue siaysinbuilxa padiaBsun
518112 pue sapejq dieysg

Bulim aseg
1]aWws snoasen)
1uasaid 1a1ep

SUOI3ONJISUL §,181N}0B I NUBIA
183y puE 3oWs ‘sJopo 40 uolledissig
1yBiam pue azig

————

S3M0

(&)

(01109} — seb) suondau
-UOD PUB S3JIM 10} WalISAS 5I3YD e aulualag
papuaiul uel 48410
asod.und 10} pasn aq Ajajes ued 1eym auiwiialag
uoiielado ajes st 1eUM BuluIIB1a(Q
ue} 3UO UBYL 910W 1O POOY }O 32iS BZiWiuiw
o1 se si Juawdinba jo buidnoub 41 suiwialag

10U
10 ajqeanows s1 Juawdinba Jaylaym auiwialag

SNOIS103a

sasn papuaiut 103 Ajuo uswdinba asn

suo1123uuod seb pue Buliim %23Yd Ajjesipollad

spsenb pue swsiueydaw pue sised Aiajes jje asn
suolynedaid

Alajes pue SUOIIONIISUL §,181N10B)NUBW MO[|04

aceds a|sie 1sn{py

1uawdinbs punoln

juawdinba Juap

spuels [9a1s ssajulels uo juawdinba |jews ade|d

siuawyoeile adid a|qixaj} jjeisu|

81qisscd 19n3UBYM B]qeaAoW asooyd

sainpaaso.id buness
-do pue suonanuisul s,Ja1noejnuew jo Adod

' uon

-ejjeisul pue spiepueils 1uawdinba o1 buiuiel
1ad saoueuIpIO |EDO| pue ‘alels ‘|elapay jo Ado)

papooy Ajaienbape j1 aulwiadlaq .

QHVZVH - ALl33VS

39HAITMONN IONVINHOIH3d

ANIWGINDI ONILY HIJO ANV ONITTVLSNI HO4 S34NA3300Hd AL34VS A380

NOdN a3i1dVv S103f80
‘STVIHILVIN "LNIWJIND3 'ST001

A’

(LNIWILVLS MNSVL)

C

Aruitoxt provided by Eic:

Q

E




N
A

Alsadoud Bupj.opp

Buiquiosaq ‘sisAjeue |ensip
uolleulwIosIp 3sioN ‘Buiel

810N ‘21607 ‘uoniesiuaszuo) ‘uoisuayaldwon

$110d3J uosed}isse|d ‘suollaniisu| ‘uoniuyaq
s1Jodau uohiepuswiwoday ‘sitodal

uollewloju| ‘aualajuy/|ie1aQ ‘uoisuayasdwo)
21607 ‘uoneiouuos/uoielouaq

‘uoi1ssaldxa o Arie) ‘6utAjdw) ‘ABojoulwia |

S1430NOD/STTINS

72

19npoud 1eay - 1010w ‘uaydlyy
[e101 u1 Juswdinba o adelyg

Ajuoloeysnes
Bunesado si aulysew Jaylaym ‘uonewiolus jeJQ
1uswdinba dn-1as ‘sa10u ‘suoiIONAISU|

siesodo.d
’s824n0s jeuotlewuoyul ‘suoneinbal ‘smej ‘sajny

. 1uawdinba jo uon
-eJado pue uotlejjeisul uo siodal ‘suonaNAsUY |BIQ

S3T1dNVX3

buijjsws
Buimaip

Buiuaisiy
Bunp

buipeay

Buypyeadg

S3AOW 3ONVWHOd4H3d

SNOILVIOINNWWOD

AnawwAs jo abpajmousy) ‘uoiliodoud pue oliey
s1dasuos) pue s|j1Mg ddwyilly diseg

ainirsadwal ‘paads ‘Aip ‘pinby 1yfiapn
sulawoab-uou :luswainseay

[

buiiunon

(uolejnojes 1NOYIIM) SI3quINp 4O asn .

swiy31i06|e uolstAip ‘uoilealjdiljnw ‘uoildesigns ‘UOILIPPY
(uonenajen) suoniesad( |eruaWEPUN 4

S|EUOIIRI BAILISOY

dn-p|inq aseab pue aimesadwal uo JusWaAOW Jie pides O 5199343
- aseyd ¢ ‘s3asaJ ‘Buipunoub ‘(sasny ‘sauim aleq) abpajmoudy jea1103)8 diseg

{4opo ‘ajqeweyjyut) seb |e1suawwod Jo sansualIdRIRYD

av2a4b 10y uo Ja1em JO 5198433

0¢c - 01t

181em 01 spiebas ui A11911199)3 O SO1ISLIa1dRIRYD

SIW3L1SAS HIBWNN -

H1VIN

JIN3IDS

ANINLINDI ONILVHIJO ANV ONITIVLSNI HO4 S3HNA3ID0Hd ALIIVS A380

(LNIWILVIS NSV1),

C

E

7




APPENDIX

SAFETY-HAZARD

-~

SAFETY: HAZARD:
Lift beavy weights properly Gas leaks
Unplug equipment _to clean Fire
Use hot pads to handle pans and equipment Hot ovens and pans and equipment
Clean floor immediately Heavy lifting
Keep working area clean and uncluttered Open flame
Keep sharp objects in proper places Spills and slips
Be sure all safety equipment is in place High humidity and heat
Dry hands before -using equipment Live steam
Maintain proper fire extinguishers at proper areas Shar knives, blades, edges
Observe all safety rules in operating equipment Electrically operated machines

Hands and fingers—in mixers, grinders, slicers
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GLOSSARY

Adding - The process of increasing

Bacteria - Numerous microscopic Organisms, various species which are concerned in
fermentation and spoilage

Bag out - To press product out of a conical canvas or plastic bag into the desired
shapes and forms and onto baking pans

Bake - To cook by dry heat in a clcsed place, as an oven

Bakery - Baker’s shop or place where goods are made and/or sold

Bowl cost - Cost of .ingredients in a specific formula

Bran - Skin or outer covering of the wheat berry; removed during milling

Bleeding - Term applied to dough that has been cut and left unsealed thus permitting
the escape of air and gas

Blend - A mixture of two or m~re flavorings or grades of flour

Durum - A type of hard wheat flour used in making of macaroni products

Emulsify - To combine ingredients such as water and fat

Enrobe - Completely cover (top and sides) a baked product with icing or frosting

Fermentation - A chemical reaction of the ingredients causing the forming of a gas
(COp) which causes dough to expand

Formula - !n baking, a recipe giving ingredients, amounts to be used, and method of
combining them

Gluten - A protein that turns into a rubbery elastic substance when water is added to
flour; it is this substance that holds the gas within

Graham - Coarse whole wheat flour

Invert sugar - A simple sugar; combination of dextrose and fevulose

Leavening - Raising or lightening by air-steam or gas (CO9)

Molding (Moulding) - The act of forming a loaf of bread

Proof - The last stage of fermentation which allows the dough to raise under controlled
heat and humidity (proof box)

Portion - Size or weight of a unit or serving
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Pumpernickle - Coarse rye flour

Punch - Looping dough over itself after reaching the proper fermentation, forcing the
gas out of the dough

Retarder - Refrigerator -

Rye - Type of grain that produces a flour with a distinctive taste but no gluten and

must be blended with wheat to make a bread

Strong wheat flour (hard) - Used in baking bread-rolls and special yeast products

Soft wheat flour - Used in baking more delicate products such as cakes, pastries and
cookies

Scaling - Portioning by weight or volume

Texture - Interior grain of a product; the feeling of a substance under the fingers

Whip - Aerate by beating to a froth ‘ -

Whole wheat - Flour made from whole. berry .

Work (knead) - Knead into a mass or develop dough by added mixing

Yield - The number of finished portions derived from raw ingredients
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