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'ANALYZE AN OCCUPATION

'

Prerequisites:’ NONE

. Directions: ' i .

1.

2.

3.

#32,33
N o

Read the‘Introduction.

* N

Decide whether you wish to take the’ option of completing Learning
Experience VII, or of completing.the module. To help you decides:

‘e. Study the Performance 0bJect1ves on’ following page. -

b. Read the Introduction on page 1+'

c. If you decide ‘to go directly to Learning Experience V1T, and
complete it successfully, proceed to the next module. ‘CHECK
WITH YOUR ' RESOURCE PERSON. . t

".»4\

4. If you decide to go directly to Leernihg erience VII and

. do not complete it successfully, turn to the next page.

Your resource person is available to assist you while you are
progressing through the module, . | .
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M ?
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) - PERFORMANCE OBJECTIVES.

—gr J—

With the aid of various resource persong f{e.g., advisory group members,

- employees), and an ont-of-date' oceypationa]l analysis report, you will analyze
. . . ) |

oy plan to teach students. . Your competency

specific phasee of the occupat
L/ " y
will be assegsed by your resourc

-2

in the module.-'%‘

4
i

. @ B .
erson, using thé evaluation forms contained v -

° You will develop the ability to:
o . .
* 1. Write a plen for.conducting an occdpationai analysis. L 5’

2. Develop a complete liﬂt of Job titles for the occupation
& : being analyzed

3. Involve resource/persons- in setting up and conducting an
analysis.

k. Interview e

. ‘and equipmen

N

oyees to determinie tasks performed and tools ,
used in an occupation. : L

4

ees on the Jdb to determine taaks perforned
equipment used in an occupation, '

.. 5. Obgerve empl
and tools and
6. -Synthegize for one job title of an occupational area the ‘ - -
- tapks and knowledge, needed for instructional purposes, ) ot

using collected data and introspection analysis.

7. Conduct an analygis. of one Job title in an occupation with
which you are familiar, using a combination of introspection
\analysie, interview and observation.

logy , . . ' -
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D v . "INTRODUCTION B

Ability ‘to analyze an occupation will egable you to identify and label
the essential elements of an occupation. Since occupations change frequently
due to technélogical advances, occupational analyses must be que to keep

instruction up to date.

“»

e : 4 .
- In'most cases you will be'mak{ng an occupational analysis to update arf * |

-

existing analysis. This module is deaigned to aid you to analyze a specific

occupation, with the aid/pf resource people and existing occupational .
analyses. ' ’ ' - ‘ ‘. | él-ﬁ{
LR 1
You will. learn/xo recognize the various kinds of’content that will be . 3

( L3

needed and tﬁe kinds of abilities that will be required of a student as he
q

progresses in preparatory training. Such things as technical knowledge, ' . ‘ﬁ;.

manipulative and technical skills, and the understandirg of pertinent S _;y"
8 o

related information and how to apply it to the vocation will be analyzed.

In addition, téchniques such as interviews, use of ‘resource persons-and - B

» L]

observation will be uéed,in collecting the necessar& information.
. . _ 1

In summery, this module will prepare you to plan for an occupational ' = |
analysis and make aw analysis of at least ‘one job titIe.within'your'

occupational specielty.
o ] __— b

. ’
.
' . 8 . <
. . o
- ) ‘?
. R T ¢ '




OUTLINE Identify in writing the procedures you will uge 4n con- - ,," -

. v . -
! ‘. ‘ o . . LTS

——

]
{ -
i

: .+ - LEARNING EXFERIENCE I - =~ " . ~ g .
-, v - (Refer to Objective 1) : " o
Your first learning experience is designed to aid you to -
develop a plan for conducting an occupationel analysis. Yoo
Your developed plan must include -the procedures you will
- use for tabulating the collected data, and the validation -

technigges you will use.’

. N \

READ , | Information Sheet for learnirdg Experience I an page- 1k, ]

end o co S
Treining and Referénce Manual for 'Job Analysis, BES
- No. E-5. Weshington: U,S. Government Printing Office,’
- 1965 . . .

e

/-

ducting your octupational analysis. . This outline will -
be a detailed guide and should include: (1) Occupation’ -

- | * to be analyzed (2) sources of informatiop, (3) types of oL !

. . people to be uséd in validating information (i) sample . o ;
g . data collection forms and techniqués to be used. f ~ ]
-. . , s “ ' [t
o : N\ 4 ) ’ - . ' I:

T f Optional Léarnin gyExperience . : , < i

DISCUSS Discuss the procedures for plannin

occupational analysis with an exper ienced .
teacher. ® Outline in writing a plan of - , it
_attack based on the discusaione. , ) ;

s

gbF- . | o — . o
EVATLUATE Evaluate yourself‘by completing the gelP«pdminigtered - ‘ ‘
I * test on page 17. If yol cannot anawer all the. questions, C
. ask your resource person for assistance. .

3 ) . énex. . ', P : . “ 'S i

-

1z s
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_ LEARNING EXPERIENCE IT : .

g (gefer to Objective 2) -

f 'z . Your second learning experienee is designed to aid you - ,
. : o L to identify job titles within an occupation. Your - . P
L . "~ + . identification should include only key job titles. . R

1 . I ) V4

]

READ . » Information Sheet for Learning Experience II on page 18.

- IDENTIFY , Using two of your peers with experience in the occupa-
[ . "tion you selected to analyze and the Dictionary of,
o ‘\ . Occupational Titles, list the_jJob titles for the’
I - occupation you have selected. With this information,
" update the out-of-date analysis you selected. , . .

. P . - . Lé -
h . 3

p thional Learning Experience -
A N IDENTIFY JTdentify key Job titles within the otcupation 7
- AN , - being analyzed from two business or indus- -

. : tripl firms which agree to.participate in
T L . your analysis. Mske an appointment with the
!, o - respective personnel managers for a persona1,
' ‘ - ' intgrview to'determine the job titles asso- -
- B ciated with each firm.” Compile the lists, of :
: Job titles from the two firdis and verify them .
o , . with the Dictionary of Occupational Titles. .
. o ~ Update the out-of-date analybis you selected
¢ ' _ / to uses
. . ﬂ ” ' .
. - _S_E__@'_' o ’ ' ) e - ; ,’
. EVALUATE., At this time briefly review your progress to date; if'yoa °
' . hate any ‘questions discuss thi@m with your resource person.
: - If you<have no questions proc§ed with Learning Experience III.

’ . - . . D
w . -

.w‘
=
o

Sw



| SELECT

-y

IDENTIFY

SELF~-

Lo . EVALUATE.

LEARNING EXPERIENCE III ﬁ\ ’ .
(Refer” to ObJective 3) : f o,
, ; . o L n'\\ v .
This learning experience is désigned tg\assiat you to
meke effective use of Jesource persons duch as advisory
gommittee members, employers and employees in arranging .
or an occupational analysis.

Additional readings on the overall) purpoée'and procedures
of an occupational analysis will be helpful ‘at this time.

, Bollinger, Elroy W. and Weaver, Gilvert. G., Tigge Analysis
~ and Course Organization.

New York:

Pitman Publishing Co.,
1955, pp.12-25. ' ’

-

Developing

Mager Robert F. and Beach, Kenneth M.
Yocational Instruction. Palo Alto: Fearon Publishers,
© 1967, pp. 1-25. ) v

.

Select one job title from the octupational analysis you

" have begun to update and write the job descriptlon for it.
(Use Dictionary of Occupational Titles). You will com-.
pléte the next step for this Job title.

3

Determine the specific types of persons in the community
who could assiet you in devel oping the ghalysis for the .
selected Job'title, and the type of assistance you would
expect to get from them. Use your developed .plan as a
guide, Explain in detail how you plan to contact these
people and get them involved 2

ro

AU .
Check your progress by completing the checklist on page -
20, If you can answer yes to all the questions, proceed
to the next learning experience, If not, review thia
experience and redo the work required




' R ~

. : - LEARNING EXPERIENCE IV
. : + (Refer to-Objective k) .

\ . . . 5

.

\ . oo : You have planned your analysis and are now ready to start
collecting data. During this learning experience you will
. , develop expertise in conducting an interview flor the pur-
. - pose of obtaining occupational data from employees and
. : employers. You will obtain and record data to supplement
date from an exigting analysis, ‘

v

STUDY Study an occupational analyéis~report from one of those '
‘given oh page 15 or from one assigned by your resource . |
person. : ’ :

READ  Fryltlund, Verne C.- Occupational Analysis -and Procedures.

New York: The Bruce Publishing Co., 1970, pp. 87-1L45,. °

Information Sheet for learning Experience IV on page 2l.

.

INTERVIEW = Select one of your peers to role play an employer and £ -,
. one to role play an employgg in a spécific *occupation. '
« Using the sample occupationﬁl analysis you've selected,
, identify one job title to be updated by interview.
] .~ Interview the employee, and then validate this interview
with the employer., Record your informetion on & pre- ' -~
planned form. .

d 4
.~ . RO . . -
) {f.Optional Learning Experience . - . B
o A T " / ‘ ‘ . .
INTERVIEW Select and ifterview an employee in ap . i

' 5 occupation of .your choice. Obtain infor-  , .

mation from this person to update the tasks  ~ . ;
- for his particular Job title, : S _ : 4

s | - : - :

.+ SELF-

T " EVATUATE . .Review your pfogreas by anaﬁering the quesotiong on the -
: , checklist on page 23, . If you answered yes to the
questions, proceed with Learning Experience V. If not,

) - .conduct another interview and recheck yourself,
- . .

»




- SELF=-

' EVALUATE

‘*; _ LEARNING IENCE V
(Refer to jectlve ?)

‘c. <

' performance data, you are ready to yse the observation

method. You will 1dent1fy what to obgerve and how to -
observe ‘for maximum rgsults. . The ‘recorded data from
your observation will supplement data from an ex18t1ng -
occupational anaxy51s.’ A

B I3 t . «
. . & e,
¢ e

T '

oot e . SR
Sample Occupational Analysis you selected, .V“\\\\
L SRR S

Reading assighment for Learning EXperiencevIV.

‘ ) * l ' -Av«-’ ’ ‘,

OBtaln permission to observe for ‘one day an on-the-gob
employee with the j¢b title you ‘seléeted .. Rec¢cord your

’ observation and use data to update existing occupational

-

analy51s. . S ) R CER

.

.u« . S
.. 4

- Use- the checklist for Learnlng Experience YV on page 2h
to assess your progress. .If you atswered yes to'all the

.. questions, proceed to Learning Experience VI. If not, -
schedule another observation session, During this* session

_ supplement your observation with an interview.

)
' . : X

-

v
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LEARNING EXPERIENCE VI e )
"(Refer to Objective 6) . : ‘
" . ® K $ .
- ! @ ‘ ’ . ; [y N . ~ . /
c Now that you have collbcted data for/an occupatlongl :

analysis, you/are reedy to complete the analysis. You - .
will synthesize and expand the occupatlonal analyS1s by :

, 1ntrospectlon analysls. : . ] S ~
. READ . Bollinger, Elroy W. Trade Analysis'and Course Organization. o S
' ~ New York: Pitman Publishing Corp., 1955, pp. 68-100, : .
{ - . optiomsx - . o ‘ )
A . ;,Frykiund, Verne c. Oocupationalenalyéis‘and'Proceduresu '
. New York: The, Bruce Publisping co., 1970, pp. 147-155.
DEVELOP  Using data collected for the job title-in Learnlng Exper -

ience V, technical resources, and your ability to analyze
and synthesize, write a report on one' job title within an

'gé",,f' _ occupation.' The report should 1ncluﬂe the fOllDWlng' v
:" o X, . Tasks requﬁied to perform the operatlon. © V
B '_.2ﬂ Tools and equrpment_used.a -: A" I - J«f_r e o t//

elated information needed., I B S -/

: aéprtance and frequency of performance of each
k performed. PR

SELF- {

'EVALUATE - - Complete the evaluation form For Learning Experience VI| ¢

. on page 25.  .You will now s¢hedule a meeting with your |- A
resource person to decide cooperatively whether you are
rEady to- proceed with Learning Experlence VII.

¥ C oy
- T . L . o \\\\ A Lo ’ : -
o N ' ‘ - ° L

, . . | X‘(




s % . . / ‘ v . . ’ . o S
. ) . N < e . . [ N ) h
. LEARNING EXPERIENCE VIT* , |
R T (Refer to Objective 7) : o .-
- ' '.This last learnine experience is designed to assess’ your
ability to plan and conduct an- occupational analysls.
o .. You will be expected to select and update one occupatlonal
- . enalysis from those given on pages 15 and 16. - You will
N o S write & report which will include- -

- i"; NOTE: . If you have completed experlences 1- 6 begln with '
S ) - item #3! , R
WRITE i.,.A-plsn for conducting anldccupational analysis for ' |
B . the selected occupation. ot !

2. Identification and validation of job titles in the
’ occupation to be analyzed.

3. Complete analysis of one selected Job title in the :
occupation.’ ‘ - O
NOTE: f you have completed learning experiences 1-6, o
select another job title for this final learning

E experience. The analy81s of the selected Job title

will 1nclude'

a. Interviews with and observation of employees and
. - employer %o collect data on tasks performed,
& their frequency of performance, and equipment

‘ © used by persons with the Job title.

* b. Synthesis of the above ddta in’a form that can
" be used for instructional planning.
- ’ S c. Identification of related information needed to .
teach tasks 1dentified -
. I3 4 . A “
' SELF- L » L
EVALUATE . Complete the following self-evaluation forms or checklists:
' : ; i, Learning Experience I- self-test page 17
P 2. Learning Experience III -~ Checklist page 20
' : 3. Learning Experience IV -~ .Checklist page 23
L. ZLearning Experience V -~ Checklist page 2L
5e . Learning Experience VI -~ Evaluation form page 25
. EVALUATE - Your résource person will agsess your competency, using the
. . evaluation forms contained in the’ module.
] Il - ) “ . . N ’ > ’
-7 . i \ N . Y . ,
’ *This experience may deé completed first in order to receive credit for

the module without completing the other six experiencea: R - P

_"#3233_’ T N
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INFORMATION SHEET FOR LEARNING EXPRRIENCE I

Planning an Occupational Analysis

&>

" |In outlining plans for an. occupation survey, a teacher should first deter-

'vminelwhat information is aIready available on the occupation. Nearly all
occupgtions that a. teacher will‘be teaching.have beé//analyzed before, there»
'fdre, most teacHers will be involved  in upgating an existing ana1y81s. "In

making plans to update an existing ahaly81¥ or complete a new one, the teacher

Toowill need to: | .

l. .Determine the best. method or methods for collecting data on the
’» . particular occupation he is analyzing. The best source of ) s
information is.the experienced person on'the ;job“.~ Data can be
-collected from him by: f : : .-

a. Mailed questionnaires. The questionnaire technique

(normally not used by the individual teacher) requests
the person on the job to describe his - Job in his own .
words. The individual rs asked to identiﬂy the tasks )

///—he actually performs and to list the materials, £o0ls

"

and/or equipment used. - - ) R
b. .Checklist. The checklist contains a listihg of tasks /

'believed to describe a Job The list is based. upon

r

information obtained from existing analyses and/or

Job procedural‘or‘technical publications and job ' " ‘
" Qescriptions. p o - f~ 2
c. .Interview. Individual interviews are conducted with o
. * representative workers ‘in an occupation, usually avay

from the work situation. The informgtiOn_is recorded

: J
)i ‘'on a form. . -
< .

#32,33 S | - 13

3




d.: Observatidn. Thls method involves the recording of data

. while observing workers engaged in the-occupation. This

method may be combined with/dn interview that is; it

7

\ ‘mey involve observing andhintervzewing a worker act1vely

- o engaged in his work dntles pn the Job. PO o .
a.' Use 1ntrospection analysis; wh1ch 1nvolves examining the tasks for

. : ~an occupation in 1ight q& one 's own work eXperience within“an ~
. /! ‘ -

" occupation. B , , -

Whatever method 1s used, it,is 1mportant that the teacher know spec1f1cally

r

i

what 1nformation he 1s see%ing, and ghat he have a pre-planned form for
el .

j,recording-it. Examplea of-forms are given in the {ollowing references:

1, Mager,’Robert FZ and Beach, Kenneth M. Dev%lopinngocational‘

. . oy . [

Instruction, p. 13.

A _ 1 ' R .
2. Fryklund,¢Verne C. Occupational Analysis: Technigues and

" . . Procedures, p. 95- 96 . ‘ 4'

Start “your plan now by selecting the occupation you plan to analyze..

‘
.

SEE PAGE 15 for examples of completed analyses. Select one of these analyses to

(3

to update. = At this time refer back to Learning Experience I and proceed as

directed. © . o, ‘ : .




L

-

- d. Observation. This met involves the recording of‘ data

- while observing yorkers engaged in the occupat'ion. This

combined with an interview; that is, it

may- i%olv'e observing and -interviewing a worker aq}ivély

engaged in his work duties on the job. -
2. Use introspection analysis’, which involves ‘examining the tasks f‘or_

an occupation in light of one's own work experience within an .
: . v
octupation. '

’
L4 ‘¢

-Whatever method’ is used, it is important that the teacher know specifically

what information he 1is’seeking, and that he have a pre-planned form for

_recording it, Examples of forms are given in the following }eferences: .

1. -Mager, Robert F.-and Beach, Kenneth M. "Developing Vocational -

v &strnction, p. 13. .

2., ’Fryklu‘nd Verné C. Occupational Analysis: ? Techniques and

’ v é g
Procedures, p. 95<96. REA - o " N

-Start your plan now by selecting the occupation you plan to analyze. ‘

. s

SEE PAGE 15 for examples of completed analyses. Select Pone of these analyses to

to update. At this time refer back to Lear_ning Experience I and proeeed as <

-

directed.




l.

12.

l3l

ls-

-"An Analysis of the Industrial Elecdtrical Trade.,

- An Analysis of the Pamtmg and @ecorating Trade.

. An Analysis of ,the. Toolmaking '.[rade. .

b
"s
w
l o
L.

SAMPLE OCCUBATIONAL ANALYSES_--L!iARNING EXPERIENCE I
An Analysis’ of the Cooking Trade. pommerC1al Cata.log No. L39 1463.

Ottawa: The Queen's Printer, 199'0

Ottawa: Queen s Pr1nter, 1964, B P

‘ \
An Ana.Iysis of the Industria.l I/nstrumeﬁtation Trade. - Cata.log No.
L39-2365. Ottawa: Queen s Printer, 1964,

N

7 .
An Ana.lysis of the Industrf,ia.l Mechanical Trade (Millwright) Cata.log

No. 139-2064k. Ottawa:’ Q,ueen s Printer, 1964.

An Agp.lysis of- the Moto;f' Vehicle Regair Trade--Body Division. Cata.log
No 139- 858 Ottawa: Queen ) Printer, 1958 B

An AnaJysms of the Motor Vehicle Repair Trade--Mechanical.
No. 139-664,. Ottawa:« Queen s Prmter, 1964,

Ca.ta.log '

Ottawa: GQueen's Printer, 1963. .

An_Analysis of the Plastering Trade. Catalog No.’ L39-héi. Ottava:
Queen's Prlnter,\1961. ' .
An An%s of ‘the Refrigeratiou Aand, Air Conditioging Trade. Catalog

No. L39-l763 Ottawa. Queen's Printer, 1963
An Ana.lysm of Residentia.l 01l BunngrBInstallaﬁon Servicing.. Catalog
No. 139-1962. Ottawa: Q,uhen 8 Printér, 1%2 .
An AnaJys:Ls of the Sheet Metal Trad'e. R Catalog No.: L39- 758 Ottawa:
Queen s Printer, 1958. . 1

~Catalog No. 139-1563. Ottawa:
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*LEARNING EXFERIENCE I--SELF-TEST

1. Def:.ne 'occupational analysis".. Check your answer by reviewing yo,ur
reading ass:.gnments. - : .

-

»

.
- *

2. Identify and explain three methods for collecting occupatiohal analysis -

. dat&o
“a.
- b. . ‘ 5 ki . Jv
\ *

3. Identify the steps to use in ana.lyzing an occupation that has been
a.na:lyzed before. ) o

4, What is the purpose of anelyzing an occupation? - ' . }
oy - R / .
* 5." Doeg your completed plan include:

_ . _ . YES
. &. Identification of occupation to be analyzed - 1
.b. Source of information on the occupation i —
c. Technigues to be used in collecting and-
" validating information . -
. d. Data collection forms )
-e. Types of people to be used in va.lida.ting -
E:J/

. information . s

- N

N

" %Review" your answers with one of your peers. If you have any questions about

. your answers, check witt} your respurce pergon before proceeding with the ST
next Learning Experience. o 4 © _
t \
#32,33' S : - | ' ‘ : \ 17
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INFORMATION SHEET FOR LEARNING EXPERIENCE IT - - .
. (;«.}, o Identify Job Titles

o : T

Kgyfjbb titles for'an occupationgl area are those within a.gi#en industry or |

occupational area for which substantial employment 0pportunities are aQailable

. ) / «
, _and/or .anticipated. Examples of key job titles within six vocational areas are
‘as follows: . 7 ST ¢
. - P
R '
“ Aggiculture o . , Home Economics
Occupational Field: Ornamental Horticulture Occupational Field: Food Service .
. . . . .
Sample titles: ' Sample titles:
Key Jaob: - Y Key Job:
., Nursery operator : ,  Pantryman-sandwichman
Greenhouse propagator A : ' Short order cook .
.- 'Landscape designer ] . Cook
g Greenskeeper &A : School cafeteria cook
/// Florist. : : Kitchen sup>rvisor
- Ete. ’ Etc.
* Business . ~ . Trade and Industrial
Occupational Field: Steno-Secretarial Occupational Field: Electricity-
Electronics )
Sample titles . : ’
Key Job:- : . Sample titles:
General secretary e " Key Job: ;
‘Legal secretary ) S Electricién . . ]
Stenographer ’ Electrical repairman
Medical secretary -t ~ Electrical appliance servicemen
Etc. , ' Electronics technician
: . - Electronics assembly
-+Digtributive Education " ’ * Bte.,
Occupational Field: Marketing. , Health Education R
Sample titles: : QOccupational Field: Nursing
Key Jjob: : -
Driver salesman . Sample key: - .
Real. estate salesman . Jéb titles:
Insurance salesman . o , Registered Nurse
General salesmén ” © Licensed Practical Nurse
Etc. ' ) . Nurse Aide ¢
, . . _» Orderly :
: ) ' ©  Ete. : )
* &
#32,33 , | ~ 18
! [}
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Identification of job titles for an occupatidhal area helps to identify
the tasks performed by workers within an occupation.f Informatdon on job titles
may be obtained from reports of county or statewide manpower surveys by the
state department of employment security. However,.in some cases~employment.
-serv1ce data may bé incomplete and/or‘cértain Job titles may be lost;under . .
differentvcategories; ’e.g,,ia~"seed-feed-fertilizer salesman" working‘for—an
N agricultural supply cooperative may be listed es a "retail clerk". Under'sqch

conditions, it may’be necessary to obtain job information from a trade or - 7,

‘ bu51ness association or a committee of representatives from~one or more

andustries. s . ¥ . - . .

You will have a list of.job titles with which to begin in the occupational
analysis you have_selected to update.ﬂ¢While checking the job titles -for y;hr .
occupational'analfsis, you may discover"that the names‘given%for thefsame Job .
description are different. For this reason the Dictionary of Occupational
Titles should be consulted t6 insure that the Job titles used are correct.

It is permissible to use regional Job titles names,"but it will'help to cross
reference them with the correct D.0,T. Esmes.i However, keep in mind that new

Jjob titles now being used-in an occupational area may not be included in the

[ -

D.0.T.

“#32,33 . S & 9
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] o T, 4 LEARNING EXPERIENCE III--CHECKBIST )
A . " ' '.". ‘
* Directions: Read each quesﬁion carefully and check the YES or NO block to ‘
the right offit.* . . _ L
. . c : YES  NO
* 1: <Did you include resouree people who have ‘the authority to [:] [:] L
* allow you to conduct occupational analysis in their : 0
business or industry? : ‘ : ’ 2
. ’ . ) 1
e o e _ gy o | s R,
» 2. Did you include resource peqple with expertise in ggg . =1 0 -“/ -
occupation you.wish to analyze? it ,[:] [:]
| ) IR ~*i*‘*"~‘*~:k=~ﬁlg
., 3.  Did you identify in eteil how you plan to u;ilize each .:' [:] [:]
b resource person? N
' . h.; Did you identify a variety of persons who can.provide ¢ "f[:]
- you with information on e&l facets of ‘the occupation? [:] :
'iu 5. Do yduvfeeilbonfideht in working with the people you‘ : " b
I4 i - : . -
: have identified? _ L\“ R : [:] [:] X

‘ S

Y . ) , . ) o
. . .
“ oo v ' o .
. * . . )
. @ - , C . .
. : - a. . " . , . -

* Acceptablie level of performance ‘will be a- "Yes" answer: to &1l questions. o
If you answered "No" to any questioq' contact your resource .pergon for \
p auggestions.. .f _ . g o
. : - - C o =

: _ i S
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INFORMATION SHEET FOR TG EXPERIENCE v’ -

2®
Vd

~— . . S P . . .
The job deBer'iption you vrote in Learniné«ﬁxpérience III desorives the -

j

o s

Writing Tagk ssateﬁentsy/'i L

job“title in ‘neral terms,-but it does not provide details frbm vhich to

» [

. determine program offerings. The next .step in occupational analysis to be - -

used for determining program offerings is to develop‘a list of tasks a

person performs within his’ Job title. The task statement is- recognized as

[

i the ba81c organizational and training unit for all educational activities.

-

Listing of &11 tasks for g Job title serves as a form of inventory of

| the~ performance required of a person in a speciggc Job title. The t&sk

) statement provides the starting point from which an educator can identify

the elements of an occupation ‘that - should be taught : " 6 .

. -An dctivity qualifies as a task if fb: -

1. Has & purpose of its own. o
‘2. Requires several specific steps in its performance. - i

o3, Begins w1th an action verb .

In Learning : periences Iv and V you wilf be using two techniques,

interview and obs rvation, to identify tasks to enable you to ‘update the

* ’

tas list on the oCCupational analysis you selecqed In order for you to .

do this, it is important that you understand what a task statement is.

Sample ‘task statements and their position in the occupational analysis .

s

are given on the follcwing page.

|




TASK STATEMENT SHOWN IN PERSPECTIVE N
RERE . . S oy _ .
OCCUPATION | Production A T , | office o
A -Agriculture ,| Food Service . Mect{anics | Nursing | Occupations | Marketing
- y . o - . . : -
o ‘ple . . " o S _ . 5 K »
& TITIE - | Dairy Farmer: | Short Order | Auto Nurse General : Retail
’ S T Cook " Mechanic Aide Secretary Sales .
B . N T ‘ | Clerk
Example ~ o o L Vo, . L . ' .
pyry  » | Milk. - | Food . ' | Electrical| Room Filing = -~ |} Selling
- ' Produttiod | .Preparation System Serviee | - -
Co ' E ..~ | Service »"' : Ct
. L ’ s
TRASK. Milk cows Prepare . - | Trauble-, | Change | Prepare Close a
oo , .| hamburger shoots | bed * | Correspon- ~ | sale -
‘ : charging ~ | linens . | dence file
* circuit . | .
STEPS - 1l.Move cows | 1.Turn-on- l.Check ~ | l.Re- l:ILabel file| 1.Check
into stall. | grill - -. resistance} move folders in . | with cus-
2.Clean . .| 2.Fry " in eircuit| soiled: | alphabetical | tomer :
uddér - | hamburger 2.Checks linen | order 2.Ring up'-|
. 3,Place pattie ‘voltage - | 2.Rotate| 2.Place .| amount®
‘ milker on .+ { 3.Heat. roll . Setting mattress | letters in 3:Make
‘ " udder L.Bte. - ‘| 3.Checks. | 3.Posi- | order in* . { change
L ,Purge ' . | amperage | tion file | 4.Fi1l1 out
system setting clean | 3.Etc.’ 1 receipt
5.Ete. k. Bte. -sheet on | ‘ '5.Ete.
' Q ' L ) bed - . - o
e . o | boTuck -
- . in- -
sheets - | o
: “ ot ‘5.'E1}c. - .
. ) i < ' . ) . .
. X . ‘_ @, '. .
] L R ‘ . 28
.. / -
. o | ' ‘ % ' ° B *'
S ,, = P '_ .
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‘. \ L. o
5‘].?ASK STATEMENT SHOWN IN FERSPECTIVE Y
o ‘ \\
. ’ g N . \\‘ '
- | § Production . 1 - Office. - n
ng |, @ Agriculture .| Food Service | Mechanics | Nursing | Occupations Marketing | Electricity
e — — &
@ Dairy Farmer | Short Order | Auto ‘| Nurse General Retail Construction
g Cook. - . | Mechanic - | Aide Secretary - | Sales Electrician .
_4{\ . _ h'. _ o .y 8 - | Clerk -
§ Milk . Food Electrical| Room Filing Selling Planning
§ Production [ ‘Preparation System Service B :
3 ' ' Service : X R
. Milk cows - ‘Prepare - Trouble- ‘Change | Prepare Close a * | Plan seryice
£ hamburger - - shoots bed * - [Correspon- sale \ . | entrance -
- ’ charging | linens | dence file - ' .+ | nequirements
f.,'C‘il'C'ruit ' C ¢ o
] : - re 8 & L .
1.Move cows. | l.Turn on 1.Check . | 1.Re-= | 1:Label file| 1.Check 1l.Calculate,
- “into stall grill resistance | move folders in with cus- | lighting _
B 2.Clean . J 2.Fry . in circuit | spiled | alphabetical | tomer _ .. ,requireme'nt.s. -
up '-| S udder . hamburger " ‘2.Checks . | linen . order .2.Ring up | 2.Calculate
3 Place pattie o voltage 2.Rotate| 2.Place | amount no.,of indi-
| milker on - | 3.Heat roll | setting mattress | letters in 3. Make vidugl
i udder 1-4,Ete. . 3.Checks 3.Posi- *| order in change - appliance. .’
out 1!- Purge L amperage tion file | b, Fill out | circuits .
system ; ‘setting clean 3.Ete. - rece:.pt * | 3.Figure
5 Etc. L.Ete. sheet on| - 5. Etc. .. | total
b bed. - | wattage
4 . Tuck - 4 Ete,
] in -
2 , sheets - .
, 5.kte. - '
A ~ v, .
4 S
i . 2,.? . e 28 »
’ - )
S v - o e
£ C . \ " .
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LEARNING EXPERIENCE IV--CHECKLIST . . R
‘ 12 l | . / ) . . '
', Directions: Read each questlon ca:ref‘ully and check the YES> or NO block to o
the right of 1t * _ 7 » o 9
Did you: - - YES NO -
o, Sqtiedule date and time for the interview? ° . D D
‘2. Establish good personal relations with th&interviewer? . [
' E . ' ® . ’ . --‘ !
' 3. - Ask ‘oniy ‘pertinent éueStiqns? . ‘ i - o : D D h
k. Explain how &e informetion would be used? . . - D - D
. i * . * ‘ © : . - ) . o . .' ., . o . ) . . . -
5. Listen to interviewée? ) T m D :
6. Take adeqiate notes fto obtain information neéd‘ed? ‘ D D ) .
‘ o . - L ; “a .
; Y 8 Maintain‘:i'pterview’séhedule? . ’ D D :,, ‘ ..
f 1. ., . - o L *
* Acceptable level of per?ormance will be & "yves" answer to all questions.
If you hgve'ahswered "Ne" to any question, contact your resource person - v
for suggestions. . L .
j »
v ’ . L 5




- - LEARNING EXPERIENCE V--CHECKLIST -
> Directions: 'Read_eecblquestion carefully andjcheck the YES or NO block
* on righto* ’ , a, T . ) K - \

.

Did you° . e

1; ‘Schedule date and time for the observation? .

-

. 2. Establish good relations with the person to be
: .'observed? .

. . .3;.vExp;a1n how the 1nformation being collécted would
' - be used? . ' -~ ’

O0O%

-

1,,;*h. Obserye.all tasks perfcrmed by person being dbéerved?
> 7 5« Take-adequate mnotes to obtein information needed?

0 O DD O =

o0oOoO o

N . . . #
. 6. Maintein established observation schedule? = - . [;]f
. . - P J
. O . . ° ; . . Y
¥ * Acceptable level of performance will be a "Yes" ansver to all questions. R
Do If you answered "No" to any question. contact your resource person for. -
'{' suggestions. L N . . Coa ' » .
#32,33 . , ; : A .
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‘teaching?

Agree . t

' 'Occupational analysis is an eesential part of
.developing an effectivé vocational program.

. S . - S
LEARNING "EXPERIENCE VI -~ EVALUATION FOBM *

’

D‘yes ‘ D no

If yee', why?

2. 'In‘your a.na.lysis,’did you:

Write 'brief, clear task statements?

: Identify all tasks for the phase of the occupation

being analyzed? ;o

Meke a complete list of too.ls and equipment used in*

'completing the tasks?.- , ~

Identify the related information needed to perform
each task? N

Identify ‘t'he frequency of performance of_each task?

4

‘3. Indicate your degree of agreement with each of the following statements

- by circling the appropriate number. <
1 - 2~ 3 . 'k 5 .
*  Strongly Agree Neutral Disagree Strongly
) Disagree

The average voecational teacher. has expertise in
every facet of the occupational ’area in which he
tgaches. ) . - .

. ’ I'd

Any kind of occupation complicated endugh sto
make instruction necessary should be analyzed

. Do “you bclieve'making an occupational analysis v:rill aid in your

“If no, why not? . ' R e

YES

[

12345

1#2 3‘# 5 \.[:]

if 1t is to be taught. ' 12345

An occupational analysis can be mede from a ~

series of job descriptions for a specific ¢
123Lks

-occupation .

-

YOUR
SCORE

- 25

o

£

2




w . - &

k\ A_e._ . Information collected from supervisors. of
‘employees in & specific occupation is the most

'+ . vdluable for snalysis purposes. . 12345
f. . Making a'list .of tasks for a specific occupation ' .
. . is an "acadenic exercise" which has little , ;
- application for‘instructiopal purposes. » T 123Lhs
I g. An up-tq-date occupational analysis will meke. o A ‘
7 instruction more relevant. ‘ 12345 Loy
| TOTAL SCORE -

Y 3

NOTE: * Score your answers for Question#3 by using the key on the, féllcwing page.
* Acceptable devel of pgrforménce will be e "Yes" answer to all qiie‘sti\ons in _
Sections 1 and 2, ahd a total score of less than 14 on Section 3. If you '
answered “No" to any question in Sections 1 and 2, or scored 14 or above on
Section 3. contact your resource person for suggestions before you proceed

i

to Learning Experiencé VII. s

. !
» | \\

-

-

a\
-

. #32133‘ o . " - s N | . , ' | - . %6 -
. O o . L J ‘ | ] | |
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a. 12 3 4 5

12 345 Key

5 bk 3 2.1 Key
e, 1l 2 3 l" 5
5 b4 3'(2 1 Key.
£f. 1 2 3 4 5 oo
5 4 3.2 1 . Key . .
g. 1 2 3 kL 5 ’
12 3 45 . Key
. 1/\%’- . ‘.

o

USE OF" OCCUPATIONWALYSIS .

YSIS PROCESS,

| IF YOUR TOTAL SCORE 1S 7 OR 8 YOU HAVE TRULY BEEN CONVINCED.

t L.

. . KEY FOR QUESTION #3

TF YOUR TOTAL SCORE 18 Fd’UR'.rEEN (14) OR ABOVE,
* PERSON! _

EVALUATION FORM FOR IEARNING EXPERIENCE VI

”

‘Score your answer according _#,K
to the key. For example, .
if you circled 1 in (a),

" score your answer as ?.

If you cirgled 1 in (b),
score your answer as l.

A

r

-'&‘:%P

DISCUSS IT WI’I}H YOUR RESOURCE
. IF YOUR TOTAL SCORE FALLS BETWEEN 10 AND llt YOU HAVE SOME DOUBT ABOUT THE

IF YOUR TOTAzL SCORE IS 9 OR 10 YOU HAVE EXPRESSED FAITH DI THE USE OF THE

CONGRATULATIONS !




