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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 con-
junction with the State Dejartment of Education, Division of Vocational Educa-
tion pursuant to a grant {rom the U.S. Office of fducation.

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

The project was concducted in three phases. Phase one involved the planning
and development of the project strategies. The analysis process was hased
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work-
shop sessions constituted the third phase. Two-week workshops were held
during which teams ¢f vocational instructors conducted an analysis of the
occupations in which they had employnent experience. The instructors were
aséisted by both occupational consultants and subject matter specialists.

THe project resulted in producing one hundred two trained vocational instruc-
rdrs capable .of conducting and assisting in a romprehensive analysis of
virious/occupations. Occupat ional analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed
in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safetv knowledge; concepts and
skills of mathematics, science and communication needed for successful per-
formance in the occupation. The analysis data provided a basis for generating
instructional materials, course outlines, student performance objectives,
criterion measures as wcll as identifying specific supporting skills and
knowledge in the academic suuject areas.
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PRTFACE

The purpose of this book is to introduce the worker to the field of insurance. Insurance
can be divided into four major areas: sales, underwriting, claims, and services. A
discussion of all of these areas is impossible due to th~ limited amount of time and the
scope of each area. Therefore, the writers have confined the discussion to tha area of
insurance underwriting-personal lines. The job of under ritineg provides the best over-all
view of the insurance industry and provides a good basis for the other johs in the insurance
field. Underwriting is a function of all insurers and includes the selection and pricing

of risks. The job of selecting those risks to he insured and the pricing of the risks makes
the role of the underwriter one of utmost importance. It is the selection and pricing
function which ultimately determines the success of a company.

In discussing the area of underwriting, the writers have approached it from a personal
lines under%riting view. This was done purposely so. as to exclude the area of commercial
lines underwriting. The area of commercial lines underwriting, though basically the same
as personal lines, is much broader in its scope of involvement. However, a background in
personal lines underwriting will provide an excellent basis for commercial underwriting.

The approach to underwriting involves primarily the selection and rating functions. Those
duties and relative tasks listed are involved in underwriting an application for insurance
from the time it is submitted until the underwriter makes a decision whether to accept or
reject the risk. Though the job of personal line underwriting is manageable, a considerable
amount of simplification was required to complete the book in the time available. Con-
sequently, many of the tasks listed may include, in fact, several tasks that could have

been individually described. Some of the more minor taks performed have been eliminated
altogether. In addition, the risk,is not usually involved in this function until he/she
achieves a considerable degree of expertise.
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—~
) JOB DESCRIPTION

The insurance underwriter reviews applications and policies of personal lines insurance to
An underwriter also orders inspections; performs

verify premiums and to select the risks.
reunderwriting; determines reinsurance needs; prepares special forms and endorsement;

handles complaints and inquiries; and determines coverage on specific claims.
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