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. FOREWORD ' Lo A

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State Ry
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 thf planning and development .-
of the project strategies. The analysis process was based on soungf principles of learning and '
behavior. Phase two was the identification, selection and orientagon of all participants. The

. training and workshop sessions constituted the third phase. TwoWeek 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-
ants and sybject matter specialists. .

t resulted in_producing one hundred two trained vocational instructors capable of

condulting isting in a comprehensive analysis of various occupations. Occupational anal-

ysis data were generated for sixty-one occupations. The analysis inicuded 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.




N PREFACE

The follow:ng is an- analysis of an information receptionist. |t must be rointed out that the
tasks and duties listed are performed by the majority -of information receptionists. Some -
| information receptionists will perform all of these duties while others may perform only one

, of the duties depending on the size and policy of the company. The tasks are listed in chrono-
| logical order. ) :

This position can be an entry level position which can be filled by someone who has completed
a general business program. A cheerful personality is as important to the success of this
position as the technical skills, since he/she is the first company representatwe the public .
meets. 1t is nog intended that this be the basis for a complete program A
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- o JOB DESCRIPTION

An information receptionist is the first company representative who greets visitors in_the-office

face-to-face. The duties of the information receptionist vary according to organizational structure.

Such duties include greeting callers, answering questions about the company, sorting and
distributing incoming and outgoing' mail, handling the switchboards, keeping the petty cash, oeing
a hostess or tour guide, taking care of various reservations, reproducing materials, maintaining the
reception area, running:errands, transcribing, filling in temporarily at other work stations, typing
assorted materials, and carrying out any oral -or written instructions of the employer. -
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Handling Visitors / '

1 Greet, identify, and screen visitor

2  Make visitors feel comfortable

3 Announce visitor to employee

4  Maintain_visitor book and issue visitor passes
5  Direct visitor to proper office or department
6  Answer visitor's guestions
7  Keep calendar of appointments
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Duty B

Performing Telephon{e Duties
1 Answer incoming calls
2 Maintain télephone directories
3 Place long distance calls and keep log
4 Verify telepk;one t\)ill
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Typing Various Items

Arrange correspondence
Prepare forms

Prepare duplicating materials
Maintain typewriter




3UOY PUE S10113 10} HIOM IZIMNID
Buyjads pue AsengeIoA
21fi0) pue a1N1INIS PdNPLIRID
11231109 Buisn *$13113) 3IM
25U3apuodsasiod peay

SI3QUINL JJOUYM UIIM UOISIAIP pue uoned [di(npy
SJIAQUINU 3|OYA O UOIILIINS pue UONIPPY

.

ks

{ajdoad jo abeust :,om_ Asgngesoa dendosdde s
35uapuodsaiIod YIIM UCHDE NBANOK

{uonuany]} Ajldwo:d Ajdey
— - - - -
SNOILVYIINNKWOOD SW3IiSAS HITWNN — HLIVW ) JON3IDS —
u — : ) i o
!
oucmm:o.amo:ou
$10 16 PIINIPUN ! paAaAuod Butaq uciieusiojul Jo adA Y 3y ut pres aq 01 st ieym aumunaQg
i - . Alessasou .
UCHIEUWIO}UL 12911020 f:ﬂ Buiag s1 33UaPUOUS31I0D WOUM O 3Juapuodsali0d jo adAl aulwdRg -
._.

$youy3

i sind -
, :

.

SNOISID3a , v
35uapuodsaliod 1IMSuUP pue peay
spJed 1apuyy ssaippe asedalg
$3.NS0JOUd Yoeny

$30013AUD $53IPPY

w0y Jaded 1031102 as)

5U011391103 1€3U BEW
' .peaiyooiy .
M . - suoqsed pue $1a139| adA 1 sa|ddns 6uidAl prepusis
ks ) - . . s95n pue sajAas Jou8) 199195 < a:._-s ‘oo_to piepuels
fer e ey e e e o e o —— ) e St —— *
N ‘ ; ] . C
- - - l\Ul
. , i N

JON3IANOJSIHHOD FONVHHEY (I NJWILVLS MSVi)

"

Aruitoxt provided by Eic:

E

.
<~ . .




r

Ay

e 107

. Aseuonoip buisn
suo1IDa41p BuIMo| |04

w0} 31994403 Buisooy) .
SUONINMSUL BULIBYdIBQ ..

$|RWISAP jO 3N
UO|SIAIP ‘UOHEDYANINW ‘UOHIeNGNS ‘UCHIPPY
~wIsAs bursaquinu #po)

L (Bura8pi0 ;B1IUANDES) BuY| JEqUINU
ay3 uo s13BAUE pue sJequnu jeuone:s uoniewnxosdde Aq 33007

sydes Jo/pue ‘s3ige) ‘s1ueyd Sunasdanus pue Buipeay

SNOILVYIINNWWOD

SW3ILSAS HITGWNNN — HLIVW

.

w10} Suoim jo 3sn
uonewojut Budipp
P31SIN

$10413 PAIIRNAPUN

3u3s Butaq S| UOHEBLLIOJU! WOYM O )

uonewsojus o asoding

N

uonewsout jo 3dAY
U0} 1231109 3500Y4D

SHOHY3

$3Nd SNOIS1030

Adod 821440 34

wJoj 93 1padxy
$8d0jIAUD SSIPPY

N - R SUONIDBII0D INEW
' . ’ uoneutiojut AJLSA
A991109 suli0y adA Y

uvuoy aenudoidde asn

) suopirnbey
$30P10 MeyING

aNO0AU}

s8yddns SudAl psepuns

dn-19s #2140 prepumS

”

QUVZVH - AL34VS

39UJ3ITMONA JONVINHOIHId

‘NOdN G312V S123r80
‘SIVIHILVIN ‘INIWGIND3I ‘ST001L

SWHOJ 3dvd3ud
1

+

.

«
= &l\

2y

IText Provided by ERIC

1

-

P A

;,:;7 N




uoneuwoju) 3dAL

SUO|IONJISUS [RIO PUB UM SAIBIY YiBua| JO rAINSRIY

SNOILVYIINNWNOD ’ SW3LSAS HITWNN — HIVIN JON3IOS

1800

spsemdeq Jaisew oap SuidAy
$10143 PAIINIPUN

u3wdinba 3O N JU3IDISJIUY

* »ysom Addolg

suoIONsUY 90A0|dWI
uonNHUOD 10} S| |IRAR SLEY
‘pepeau Anuenp

|eise18ws jo edAy pue esoding

159G st anbiuyse) YAYM aulwiBaQ

SHOYH3

$i1n2 ape|q J0Z0H

$3aNJ

SNOISIO3a

BuidAl 10} J1IMadAL ssedaly
$J1SBW 198530 109410)
jeuiBii0 10 9138w 193340 9dA L
'|1oua1s 1991100

poudis adA L

oulp 139109

onp 9dAy

spouad BujONPOIdIUON

200010 308330

sepe so78y

uoNIB0D

spouns

sinsopy

soy1ddns BuidA pIspunis
dn-188 83450 paepums .

AyvzZvH — Al134VS

3DUITMONM IFONVINHOSH3Id

NOdN G310V S123r80
‘STVIHILVIN "INIFWdIND3 'ST001

IVIHILYIN ONILVOIANG Juvdabd  (IN3WILVIS MSVL)

-




s,

SUOHINP _a::n...r Buipeay
SURYIIL J18des OF 3|80 - Buiyeeds

oz ' -

-

suied Jo uofiesado YuMm Jetjiure} 38

y -
SNOILVYIINNINNOD SW3ILSAS HITAWNN — HIVW . JON3IJS
£
$pJ109 Jano Burddia g :oxo._W JIUBYIAUS 1jecd] (18D O3 UIYM fUILLINQ]
$p102 10 sBn|d paAesj ‘UJOM uonesado 1004 AUIYIBW ULR|D O} UIYM UL
IuIydRW U) JJOYS (834112913 qol 40 adA - 3dAy goo._\\ uoqqys dbueys 03 VIYM ANULNI]
SHOHY3 SN2 SNOIS193a >
) - ; - nUEW S0amadA)
. 1 5 T TP Y
) sumedArisng ey
PapIdU USYM JfuUBYISW J1eddl (8D piny ue‘_...“ocuw
. sJ1eq 3dA) uee| .
' .H.nn: oucn.."w sajddns BuydAl pispueis
, dN-188 831)40 PIPUNIS

L QHVZVH — AL13d4VS

3903 TMONY IONVINHOAHId

-

L _NOdN G310V S133r40
.SSmmEE#zm_En__:cm.w._oe

HILIHMIdAL NIVLINIVIN

(LN3WILVIS NSVL)

30




Processing Mail

1 Process incoming mail
' 2  Process outgoing mail
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Duty F : Accounting for Petty Cash ™ ’
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1 Accounting for petty cash )
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Duty G “Making Reservations

Keep up to date schedule books

Make and confirm travel reservations
Make and confirm rental car arrangements
Make and confirm hotel reservations
Make and plan luncheons

Arrange private transportation
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Being a Hostess .-

HWN -

Maintain reception area
Serve refreshments
Conduct tours

Run errands
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Duty | Reproducing Materials on Photocopy Equipment

1 Maintain and operate photocopy equipment
2 Collate reproduced materials
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Machine Transcribing

1  Operate transcribing equipment o '
2 Prepare transcribed materials for mailability
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STANDARD OFFICE SUPPLIES

\

The phrase “Standard Office Set-up” is used under each task llsted m the column entltled

“Tools, Eqmpment Materials and Objects Acted Upon”

The standard ofﬂce set-up mcludes.
Desk :
Chair -
Waiting room
List of visitors expected
Telephone, telephone message' pad
Typewriter and supplles
Pens
Papers

The phrase “‘Standard Typing Supplies” is also used quite frequently in the column entltled

“Tools, Equipment, Materials and Objects Acted Upon”

The standard typing supplies irclude: ’ ;
: Letterheads
Second sheets
Inter-office memos
Envelopes
\ Labels

Carbon paper
Forms
. Typing eraser

Correcto-type
Pencil eraser
Shield
Chalk

&
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