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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

Departrent of Education, Division of Vocation.: 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 develsping analysis documents for sixty-one different occupations. Repre-
sentatives from Business, :ndustry, Medicine, and Education ware 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 occupatiunal consult-
ants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instructors capable of
condulting and assisting in a comprehensive analysis 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 knowiedge; 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.

¢
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PREFACE

Administrative Assistant covers duties very clerical in nature to more administrative
and supervisory duties very specialized in nature. The scope of this occupation
depends upon the size and kind of business. It crosses all other occupational areas.

Since there is much ambiguity in the title, this analysis views the person in this
job as a “right hand man” to a superior. The person will receive directives ands
carry them out at the discretion of a superior. This does not preclude that the
assistant will not have some decision making power.

This analysis has been classified into nine major areas that seem t0 define the broad
areas of duties that such a job might require. (See Duty Statements). The assistant
could very well be responsible for effecting one or more of them.

As this occupation is not an entry level one for a high school graduate (work experi-
ence, post secondary education or both required), it is assumed that the person
functioning in this role has a general background in basic math skills and concepts;

a good command of the English language; an understanding of data processing tech-
niques; an understanding of office skills (typing, filing, math-oriented machines,
reporduction processes, dictating equipment); and a feeling for people either for working
with them or manipulating them.




ACKNOWLEDGMENT

We wish to acknowledge the valuable assistance rendered by the following subject matter
specialists. They provided input to the vocational instructors in identifying related skills
and concepts of each respective subject matter area and served as training assistants in the

analysis process during the two-week workshops.

Rollin M. Barber, Psychology
The Ohio State University
Columbus, Ohio

Jodi Beittel, Communications
Columbus, Ohio’

Diana L. Buckeye, Mathematics
University of Michigan
Avon Lake, Ohio

Rick Fien, Chemistry
The Ohio State University
Beachwood, Ohio

N. S. Gidwani, Chemistry
Columbus Technical Institute
Columbus, Ohio

Bruce A. Hull, Biology
The Ohio State University
Columbus, Ohio

Donald L. Hyatt, Physics
Worthington High School
Worthington, Ohio

Glenn Mann, Communications
Columbus, Ohio

Jerry McDonald, Physical Sciences
Columbus Technical Institute
Reynoldsburg, Ohio

Colleen Osinski, Psychology
Columbus Technical Institute
Columbus, Ohio

David Porteous, Communications
University of Connecticut
Colchester, Connecticut

James A. Sherlock, Communications
Columbus Technical Institute
Columbus, Ohio

Jim VanArsdall, Mathematics
Worthington High School
Worthington, Ohio

Lillian Yontz, Biology
The Ohio State University
Caldwell, Ohio




Acknowledgrent is extended to the following 1.M.L. staff members for their role in
conducting the workshops; editing, revising, proofing and typing the analyses.

Faith Justice
Sheila Nelson
Marsha Opritza
Rita Buccilla
Peg Bushelman
Carol Fausnaugh
Mindy Fausnaugh
Rita Hastings
Carol Hicks

Sue Holsinger
Barbara Hughes
Carol Marvin
Patti Nye

Kathy Roediger
Mary Salay

Research Associate
Administrative Assistant
Editorial Consultant
Typist

Typist

Typist

Typist

Typist

Typist

Typist

Typist

Typist

Typist

Typist

Typist




JOB DESCRIPTION

The Administrative Assistant aids or relieves the executive through planning, organizing, executing and
evaluating office functions that are directly related to general or specialized business operations.

Job duties include: Processing correspondence; conducting research; supervising work; coordinating personnel
procedures; organizing staff meetings, conferences and conventions; purchasing office
equipment and supplies; coordinating application of government regulations; building
good public relations; preparing for business trips
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Duty A Coordinating Application of Government Rules and Regulations
1 Prepare for implementation of government rules and regulations .
2 Act as liason betweer company and government
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Duty B

Supervising ‘Nork

W =

Plan work to be completed
Schedule work flow

Direct work in process
Evaluate work
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Coordinating Personnel Procedures

Advertise and post job openings

Staff the office

Arrange in-service training

Supervise attendance

Solve personnel problems

Conduct performance and salary review

DA DBWN =




SIBSNIBAPE YHM SSNISIP J0/PUB O) NLIM
$U0NSOd M3U JO) SUOLIBDIHIDBTS 811
1$3nbas jPuUV0SIad SSNIBIP 1O PRIY

UBWASHIFAPE LM

$J0198; 150 O} UOHIBJES U] UONOW PUE B JO BINSBIW UO
sIseydWR 1M $0IDU0D pur SIS YIsw diseq j0 Buipueisiepun

Ayuniioddo [enbs - me| 8ys Suiniesao ‘ssduaieyd 1dasuo)
sbuiuado qol Buyi ul 19o1a aq 0L :8|d1dULY

SNOILYIINNIWINOD SW3L3AS H3IGWNN — HLVW JON3IIOS o
4 3
s@191jod Auedwio)
$a101j0d uoluny IUBIBSIIISAPE JO JUBJUOD BUIWLIARQ
SUOEJUNWWOD ARAWOodU | UOJIBJIPISUOD 130D PUR JWi ) 8jnpayas Buisinaeape aunusRag
sSHOYH3 sSand SNOISID3a
$300Q YIIedsay
300q $3.np3204d pue 33191 jod Auedwo)
. . udwdinbe Suyesq
2|Npayss eipaw Buis)iieape Judwe|d) suryoRw UCHONPOIdRY
saujzebew ‘sodedsmau ) P
UOISIAS[) ‘01DWI :BUISILISADE |QUIIXD JO SURW 188G 199,38 sayjadns 95140 u sopung
$09A0jdWd 1udsdsd J04 Buluado qol 1504 ) suoydep L
suoney12eds qol Ajpusp)|
89A0JdWS MBU 101 PBGU AJIudp)
NOdN g313Vv S103rg0
— 4 c Z< m nb ’, r ) { g
auvzZvH Al3dvs JOUITMONN IONVINHOI HI SIVIHILVIN ‘INIWIIND3 ‘S100L um.
H
H
SONIN3IJO 80F 1S0d ANV ISILHIAQY (LN3W31Vv1S MNSvl) LK




31npa%0.id pue Ad1j0d uo $33A0jdWB 3OSV

UOHEPUAWIWIODBS NI

wedndde jo JuawWEpN| 3yew 03 19p10 Uy M3tAIAIUE Bulinp uasiT)
81531 UO sjuedjdde 199111
M3IAIBIUN IINPUOD Ajjequap

uonedijdde peay

611583 pue uoneneas o sd1Is11e1S UO
siseydwd yim $1dadsuod pue s)is ylew diseq jo Buipueissapun

|euaiod “A1uaouls ‘Aligesl ‘AissuoH :51dedu0d

32A0|0wWa jenuA0d 3y} Suissasse
uaym siudwiBpnl aniea 3NBW 03 SABY ||IMm 18MIIAILE By L

s1oej ayy bunsoisip
INOYIIM 13330 01 Sey Aueduwod 3yl 1eym Apoexd addo|dwe
lennuajod ayt 01 Buniodal uy 1eNYP2 3G PINOYS JIMIIAIILI Y]

SNO!LVYIINNIWKOD

SW31SAS H3IOGWNMN — HLVIN

3FONIOS

~N
Awjiqeiese Asejes
Adjod Auedwo?)
218 ‘UONEINPA 'FNUILFAXD {uoissnasip) Buiuedo
juuosiad aenbapeu) $22ud13ja4 ‘apnINIe $ Juedddy qol 10} paAins $1 Juedjdde §1 suiuuReq
SHOHH3I S3and SNOSIO3a
a|doad uOCIUN ‘SI8HIOM MO|[9) 300q 91npasoid pue Adijod Ausdwo)
‘uonisod 0} ‘satjod Auedwod 01 $IIA0|IJWR MU MUBIO Judwdinbs Sunse )
3|1 |suuossad uwddiy nse)
Suiuado ©1 uosiad uBissy soumedA)
(PWuosiad pUIIWIOIeY uoydaje )
SHOUIINN IBYD suoNeN|ddy
siued (dde 1531 pue Malalalu| siuedddy
suonedidde UGAIDS PUR MBIASY
NOdN Qg310Vv S133ra0
auvzvH - A134VS J0AITMONA JONVINHOLY . . . ) :
3 S STVIHILVIN ‘LN3IWdIND3 ‘'S1001L emm
i
30134030 4vis  (INIWILVIS WSVL)  [f




$3€1$ 10 uonENMIOU
pue siuawabue.ie [E2ISAYd 10} UOIIEIPUL [BQIBA BAIB JO MM

wnnaund Bujuiesy 31p

sainpasosd pue saidtjod Auedwod pesy

sjuswWIIINSEaW
Bu1isay ‘adeds ‘1509 ‘awil O SisA|BUR |BINISIIEIS UO
siseyduid yim $3daduod pue s s Ylew diseq o Buipueisiapun

*a1e ‘sjuawbuesse jensAyd BuinpIyss uy sosboTy
IUBWIBIIOHUIRI ‘BouRULIOLRd
‘suopeNsNI} “TUBWIYS [dWDDE 'STIELS “JUBWAABIYDY (10e2U0D
sjuedinied

40 5pasu wWiaalse #zjubo2e. ‘wNNLIND Buluued u| :edPuLsg

SNOILVYIINNWINOD SWILSAS H3IOWNN — HLVW 30N313S
wea} |euoiianIisul
3w |§N} B 1O} SISIX2 Pedu B ) JUIWRICQ
JOIINAISUL JUNINYR
sanuod "ardwo) 1S0W 841 aq PINOM oYM auuulag
Aujiqepuae 18ULV0SI3g Bujuiesy Aq pardnuiaul
1300 pue aun | suoyssas Bujuiess Jo Aduanbasg aq |}IM MOJ} 3JOM MOY 3UILULAIB
Bujuiesy azenbapeu) Adnjod Auedwo) PAAIOAUL 3G PINOYS IS 1eYM aujIaq
$30U3I}A4 [ENULIDY
SHOuY3 $3aNd SNOIsSIDaa $100Q UEIY
euoydepy
uoissds Bujuiess 1onpuod wawdinba |ensiA-01pny
wab01d Buuiess Jo 34 AJRON sayddns 821330 paepumls
wswdinba ensir-oipne ‘Juswabues e wWoos sumedAy
T:nEﬁo.:o._ ‘awiy ‘aiep ‘aoe)d 110} studwabuelie [eNsAyd MW (3T LU TTRYY . T
$1039nA8U1 Juloddy $J03 oMUY

spIw eNsiA-oIpne 2.1edesg
wnnasng Suiuien doidaeq
Suluteny 103 peU Ajnuapy

SIPIE [ENSIA-0IPNY
[enuew sainpasosd pue $813110d Aueduso))

AyYvZvH — A134VS

JOUITMONN IFONVIWHOIHIJ

NOdN G310V S103r80
'SIVIHILVIN 'IN3WdIND3 'S1001

ONINIVHL 3DIAHIS-NI IONVHHY

(LN3W3LVILS NSvl)

Q

23

Aruitoxt provided by Eic:

E




}321s Yim Burjeap Lo $H00Q YIIeasds peay

$321s Yam Asijod Auedwod ssnasia

Aoyod Auedwiod ;O UOREIOIA J0j puewlddl 1M 1o Neads
youn) pue syeaq 104 SUONI3NP anb Ayequap

3O 3WIY JO UONEIEA 10} 3|NPAYIS NLM

Bunabpnq se
pue Jwil O} UOIlE[A1 LI SIHIDUOD pue SIS dMl3uIye diseg

9jeiow ‘AJUBISISUOD ‘3 NS pinoys Aljedo| pue

2AlUAIUY ‘330 awn Buial pue Buy NPayds v sseultey 1dAdU0H
s2uasqe (1@ Buneulpsood Ul |EIILN3 3G 9|dINULY

10113U09 * Aupqixay) ‘Anjigeidepy  11d3duo)

aaAo|dwa ay3 ;0 Spadu

|e190s 8y 321uBOSEI ‘AjaAL109532 MO)) HI0M 3L INUIILOD 0
$8aA0)dwa 30 Pasu a3yl SulAPISLOD 01 UoHIPPE U] (JdIdtLG

SNOILVIINNIWWOD

SW31SAS HITWNN — HLVW 30N3108 ©
o~
s3unpeno.d Suipuewidal suIWIIAQ
suoneosea sabbeis J0
PEO| H40M O SJUdUIRIINDIY Auedwod ailua asod - Buynpayos
13A0)dwa jo ucnoejsnessi Aujiqefieae awi g uonEeeA JO POYIBaW 158Q JUIWIANBQ
spaau asAojdwy 430 aum
2ouUeWIO D HIOM 100 Aotjod Auedwod AQ suondnuieiul mojj HIom auaeQ
SHOHHI s3aNd SNOIS123a
aauepuane
01 ple6as ul Ad1jod Auedwod j0 UOHIe|0IA 1O} puswiiday 400G $3:nPa201d pue 8.”.0%% >=_ !quEO
Yaun| pue sxeaq 8|npeyds o JRIIMIAY
@ARI] SIS ‘|BALIIE )e) *(RSSIWSID sayddns 91330 ?-ﬂ:!m
AJea ‘30Udsqe JO SBABD] 1330 3UNT SIEUIPIOOD PUR ¥NPIYOS " auo Yool
UOJ1E3RA B12UIPI00D PUR 3|NPIYIS
NOdN 4a31JVv S4103rd0
aQuvzZvH - A134VS JOUITMONI IONVINHO4HId . . ‘. 1
SIVIHILVW "IN3IWdIND3 ‘'s1ooL O

RI

3oNVANZLLY 3Siab3dns  (ANJW3LVIS NSVL) (1]

Aruitoxt provided by Eic:




swajqoid 5o 3321n0s SulApepUN 10} U]
uonNios 3noge 8)doad I2IN0SAI YIIM J|NSU0D

POAIOAU) SUOSIID YIM SANSS) SSNISICY

anbjuyoey Buajos waqoid jo SulpuRssepun

adueAsdssed
‘aAmOR 01 AJIjIGRU) ‘UORENSNI) ‘4004 1d8dU0D
swyg0.d Busned spadu Jwun auinalaq :adidulg

Ajundes gof “Jusweoyuds ‘Asnjiqerdepe ‘sainssaud
dnosb 3oe1 ‘AaBatus ‘Alseuoy ‘uonesadood 3dedU0)H
saibajess Buiajos waqold 3A11d84 ] @|dIduLly

SNOILVIINNWINOD SW3LiSAS HIGWNN — HLVIA JON3I1TS -
<3
20181IN220 J0 Aduanbaig
$1UAUAINDAI [PUUOSIad Butajos
suoi1e|as Joqe} 1004 Adjod Auedwo) waqoud 1oy pasn aq 03 ABajens auiuuslaQg
sSHOHHA $3Nd SNOISI03a
uose) se 10y
Jbueyd a1en|PA]
u011901503 J0 sbueyd Judwe|dw| $300q Y218y
$9A110UIB1 {6 ajenjen] s108)A580NS WIOJ) SIIODeY
$IAIRUIBL IR BULIRX] a|doed a2NOLeY
e1ep 129(10D a1} LUoIYg
Ajjenb yiom suoyde@}
J00d ‘uO)IRA)IOW O Noe| ‘SSaulple) ‘apniille ‘aduepudlle s91|ddns 324440 paspuns
“gjes0ul 39A0|CWP ‘WAGOId |eu0ssadialu| (weqosd Ajiudp)
NOdN @310V S103r80
- [ .
advzZvH Al34VS IDAITMONN IONVINHO4HId ‘STVINILYW 'LNIWIIND3 ‘STO0L Gm_
H
SW3180Yd 13NNOSH3d3AT0S  (LN3W3ILVIS MSVL) )




$33A0[0Wa Yim $1019e) 3dueLI0NRd sSNJSI()

Bunes
@sueuuopad pue $300q Y2Iedsds ‘UoEPUAWIWINIA Alg|es peay

UORBPUIWILIOI31 AJRJES PUE UONENIEAD @2UBWI0Nd I

JuawWRINsEIW
pue Bunsa) jo sonspers pue sdiysuone)ds aeuonsodosd
siseyduwa Yiim s1d93U0D pue siiIs Yrew diseq jo Sulpuesepun

sa1uiIqe JO JuLI N} “A3jjIqedeD ‘[R13U04 3d9dU0D
29A0|dW3 MM UOHIFZI|RII-H|9S YS1IGEIST a|diouny

Alunaes ‘AJudisisuod
‘A3uR1n)30:d ‘@duesansdsiod ‘eoueuoped ‘Aungy (1000u0D
20A0jdwwe J0 J01ARYaq 192dsa1U| :83d1DULd

86)31594d *JUBWSI0JUISS ‘UoIRANIOW ‘SaNIIGRCED
*asueuuosed ‘diysiaped) ‘uoilubosds ‘aa1uIdU} (1dedU0D
paz1uB023s 8q 01 Pesu SPaBU WaANS] (Hdidulg

SNOILLVIINNWINOD SW3IALSAS HITGWNN — HLIVW JON313S W)
) 3
AjeIow 33A0|dLe MO $)10091 Alosiasadns 321dailu) aouewnoyad qol 6uneew ase
21npasoid MIIAI JUBIDNYBU L 29A01dwe o J01ARYyaq J91danU| $29A01dWwa yoiym o1 3ABIP auIULAeQ
SHOYY3 $3Nd SNOISI030
$3100q yaseeedy
f1uawannbas Ausdwod s91|ddns 321340 piepung
wnwiuw 399w 03 an(ey 103 Astjod Aseuoneqosd aeRy a1} PuuOsISg
uo139qo.d uo 99e|d ‘@OoWO0Id “UoIIEUItLIA) AIEIUNIOA ‘UOHIISOd JnmadAy
1SS BUIUILIR “SSILSIP ‘JJSUR SNIEIS JUSWAOC UM SN ouoydepey
UOIEPUALILLIOB] AIRIES SYBLL 40 SUOIIBPUIWILIOIAS AIR|ES MOIAS uOHEPUIILIOIN) ABRS
uonEN|RAS oURLLIO}I $3NJ8I( 04330
90A0jdiua 30 eousuLIOpRd Biey 198ys Sunie. S3usLLIOLIAd
NOdN G312V S123r80
QUYZVYH — Al134VS IOUITMONN IONVINHO4H3Id . . . Y
v ? BINVINHOS STVIHILVW "LNIW4IND3 'STO0L umm
i
M3IAZYH AHVIVS NV JONVINHO4HId 10NAN0D  {1NIWILVLS MSVL) =8|




Duty D Conducting Research Reports

Identify content of the study
Collect information

Gather statistical data

Analyze and report data

Make an outline

Write the first draft

Make illustraticns

Revise report

Finalize report for reproduction
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Duty E Organizing Staff Meetings, Orientations, Conferences, or Conventions

1 Prepare for staff meetings or orientations
2 Prepare for conferences or conventions o
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Building Good Public Relations

Publish a house organ

Prepare for office tours

Seek professional involvement
Participate in community affairs
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Duty G

Purchasing Office Equipment and Supplies

Identify and state needs for equipment and supplies
Select supplier

Place the order

Receive the equipment and supplies

Disburse funds for equipment and supplies
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Duty H Preparing for Business Trips
1 Prepare itinerary
2 Arrange for travel costs

3 Prepare expense reports
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Duty |

Processing Correspondence

Type letters and memorandums
Reproduce written correspondence
File correspondence

Mail correspondence

Dictate correspondence

Follow-up correspondence
Proofread correspondence

Compose letters and memorandums
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SAFETY HAZARDS

The occurrence of hazards in an office cannot readily be predicted. There are precautions an indivi-
dual should take to prevent as many hazards as possible. Below is a list of these precautions.

NOMmbH WN =

10
LA
12
13
14
15
16
17

18
19
21

22

Always turn off equipment when not in use
Do not use frayed cords

Do not use extension cords excessively

Do not overload circuits

Use properly grounded plugs

Keep cords out of walkways

Turn off equipment when adjusting or
repairing parts

Turn off electricity during electrical storms
Report loose carpet or tile

Do not lean back on chairs

Do not use broken chairs

Do not open two file drawers at once

Do not leave open drawers and doors

Cover rough edges of furniture

Handle properly sharp objects and equipment
Watch hair around machine

Do not wear dangling jewelry and loose
clothing around machines

Handle paper carefully

Have first aid supplies available

Practice safety procedures during bomb scares
hurricanes_ flouds, tornadoes, fires, robberies
Follow security orocedures in locking up the
office

File paper properly

NO TS WN -

10
n
12
13
14
15
16
17

18
19
21

22

63

Electrical fire, machine damage

Shock, electrical fire, biown fuse, machine damage
Blown fuses, bodily injury

Blown fuses

Biown fuses, machine damage

Bodily injury, machine damage

Shock, machine damage

Fire, machine damage, bodily injury
Bodily injury

Bodily injury, machine damage
Bodily injury

Bodily injury, equipment damage
Bodily injury

Bodily injury, clothes damage
Bodily injury

Bodily injury

Bodily injury, clothes or jewelry damage, machine
damage

Paper cuts

Result in unnecessary infections, etc.
Bodily injury, property loss, death

Property loss, office being broken into

Loss of important documents, law suit




24
25

SAFETY HAZARDS

(continued)
Keep liquids, grease and foods away from 23 Loss or damage to important documents
paper work
Report loose fixtures for repair 24 Bodily injury, machine damage
Do not try to fix anthing that is beyond 25 Bodily injury, machine damage

worker’s comprehension; call repairperson

by




STANDARD OFFICE SUPPLIES

Supplies used in an office are standard to an extent. In order that there be a common understanding of
what is meant by standard office supplies, the following list has been compiled. It should be recognized
that all of these supplies will not be used in every task but some of the supplies will be used in all tasks.

Paper—Iletterhead, second sheets, bond, notebook, duplicating, carbon
Pens, pencils, coding pens, marking pens

Scissors

Letter opener

Stapler, staples, staple remover

Paper clips

Tape dispenser, tape

Thumb tacks

Ruler

Calendar

Note pad

Rubber bands

Correcting supplies—fluid-eraser, exacto knives

File folders

File folder labels

File drawer labels

Fila gnidnc

Typewriter ribbons

Math-oriented machine (calculator} ribbon or paper tape
Reproduction masters

Paper cutter and paper punch

City, company and personal telephone directories
Envelopes

Office forms—memos, invoices, purchase orders, etc.
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