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without benefit of the remaining two courses in the serres a student would normaIIy enroll in “'Preparing for PubInc‘Servrce and

Pgle L K
e .:' 1,
L e .
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'

FOREWORD

b3 Vo T

P d

This “Orientation to Public Servuce series is one of a set of nine student centered books desugned to acquaint hrgh school
students with bas|c information concermng careers in public servrce Each book addresses ttseH'fo gither a major oc?t:upatnonal
.®
group in public service or an |mportant supplemental area of study necessary tothe understandlng of pUb'lC service, In ad8ition ' .

N
to the student-centered materials found$n this book, a teacher’s guude 6utI|n|ng how this book can be used ina course setting

has been developed for the-potential user. ‘ < ) ’ "

- - -

s

The “Orientation to Pubﬁg‘Servrce COUI’S&.IS -the fn'st in a serles of three courses developed as™a comprehensive approach to

\:oca‘tlonal Skl“ development in PubI|c Service for Georgia High Schools. Whule materlals in thIS course are valuable to the student
-4

-
t=4
-

14

the ‘‘Public Servuce Commuhuty Skill Development P{r\ogram subsequent to the Orlentatlon course. ., _ : .

As with all curriculum materials and guides, the mformatlon conta|ned here is a beglnnlng pomt In order for this course

to effectlvely meet the needs of each ifdividual student, the user must adapt » Iocal and individual student needs. As such | make ‘

a strong recommendation that extensive use of the curniculum’guides be used with the materials. Included in these guides is a

wide range of suggestlons for helprng these materlais meet the local classroom teacher s needs.

This material was p:epared by the "Applled Program of Public Servrce under a drre?ct grant to Gwinnett County Schools ) g
from the Georgia State Departr’nent Offlce for Adult and Vocatlonal/iducatton (OAVE) OAVE is presently under the dlrectton o i
of Dr. Russell Clark Assistant Superlntendent for Adult arid Vocatfonal Educatlon Pr09rams B, -0

In the development of these materlals specla) consuderatron shouId go ‘to Mrs. Mellnda Sklles Her tireless-efforts.in evaluattng -

thesé mate’rlals for thelr useabllrty by. the classroom student have been invaluable. ' - ‘ et \

‘v . . 1
R ¢%ﬂ ' ' . '
. S Danwl L Cowart .
= v - ' ‘ R & Y
) Project Coordrnator and Operations Djrector ! .
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L et GOVERNMENT AGENGY MANAGEMENT - . D . . '
’ : R Organization and Functions of Governn\e(nt N e ) .* -
: h J . ¢ - . . :-
2\ A . .
Inside this packet-yo . rI!:iand out how the local, state and federal governments are organlzed to provrde services for their
. - [ . .
citizens.;\You will discover. at the var|ous branches and agencnes of government cooperate in order to increase the effectiveness
of their services. fiovvevér, o t |mportantly, it should become clear that, government services are provrded by worker in Public
Service Careers and tha occupations are in Agency Management , ‘ ' ’
- - ' ~ " . -7
» . . A’l ¢ N , (. - . ‘
WHERE AM | GOING? ' . R T S -
- (. - . - ' - .
. By the time | finish this actlwty,.l will be able to_identify the fu nctlons performed by each levet of government and will be
ablg to understand the basnv orgamization of each level. g o S ’
te ~ ' - ‘
‘o . N B - . \ ) M » .
HOW WILL | GET THERE? - . - HOW WiLL ] KNOW e .
<, . .
1. ' Learn the basic fu functions and organlzatlon - I will ;ead the mtroductory descrlptlons of government
of government. . o * and successfu Hy complete gelf .check’” activities:
2... Demonstrate a basic knowledge ot,some inter- - I will successfully conduct library research, conduct a
reIatronshrps which exist among governrnent : . field jnterview, and prepare a chart.” . .
"agenmes - : ‘ ) ]
3 Demons’?ate an awareness of the role of the < | will request information from IocaI OffICIals photograph
- government in improving the quality of Ilfe for - a local prOject,.and Pprepare a display to lllustrate the
the citizens of my community. . - prOjec;t .
. R rd - ; . c R
4.  View a filmstrip on Government Agency Manage- " | will answer a set of questions on the filmstrip.
. ment. o . ’ : T . -
L . - - -7 . S
. .-Write letter’s to governmental agencies. — N ' * | will receive lnformatron from government ayencies so;
. . , ] that | will. have addlt”onal .information’in this MOG.
. L )
h . -~ . ¢
. I . :_ - ”, .

g

DY 4

v

T




1
{ ¢

ORGANIZATION AND FUNCT/ONS OF GOVERNMENT
I, = T .

s -

~«~ Each time you hjt-a ball across home. plate, shlft the gears of your car, play the guitar or puano or sumply walk through your
busy school halls without bumplng into people you are using many different parts of your body and mind at once. SJtisnotjust
luck that you can drlve play musical lnstruments and walk safely You can use your arms, legs and eyes separately- but exact'co-
ordination betheEn Iegs arms, eyes and mlnd is nécessary for nay of us to successfully complete daily activities. The same is -

" true of.gur governmental system. N . wus’
A

- ! . R

Our federal, state, and local governments all work separately, but also must work together in order for our democratic system'

‘ ot . - - . - . - . . . v
to be a success. Thé powers and duties of each form of government will be*discussed in this activity. ). '?, -

- .
-

C P ‘
Why* talk about‘the formis of government ina packet on PUBLIG SERVICE? The people who work in the area of PUBLIC

SERVICE are the people who wor’k in varlous governmental jobs. These jobs are financed by you the public. Whenever you put
a penny in the parkrng meter, {you are helplng pay a pub]lc servant in IocaI government The extra penn|es you pay for those cans
of soft drink go to help pay the salary of a state folCla| Every April 15th workers aII over the country flle their federal |ncome
tax to help pay offrclals in the Federal Gavernment. The money these drff'erent branches of government coIIect to pay for salaries’

‘and servjces is called REVENU"E.

~

. - M .’ . .1’
RELATIONSHIPTO OCCL\JPATIONS IN'PUBLIC SERVICE .

‘. .
’ R .
.o ' :

L . L
Government in the Unlted States 0perates on, three levels: “national; state‘ and local. The federal government in Washington

.

cannot abolush the states or rearrange their boundarles It can use onIy powers that are stated\).: lmphed by the Constitution. The

states use powers euther reserved to ther‘h or not den|ed by the Constrtutron *Local governments are set up and controIIed by the

states \' L -

LU

I
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All of the branches departgnents d|str|cts,,author|t|es and other sub-units in government are led by rndlvldual people, .

- e - e

. known as d|rectors department heads, managers or supervnsors Managers must have gent(al leadersh|p and adm|n|strat|ve

_—
abilities. Managers need speclal training, educat|on and experlgnce to lead. It is this group of Government Agency Management

that is reviewed for your information in thls particular portion of Careers in Public Service, - J
i o ~ . s . < . . : . ' s . ) . B
\ . . . e :
RN - THE FEDERAL GOVERNMENT" : T

. ’ . - . \
v N s

* . *
. . . S , - . ,
- 0 . -
. . . 4

Some form of gbvernment has been arou nd since our earliest tlmes Governments were created to make and enforce rules

" of conduct The W rld Book Encyclopedta deflnes gol/ernment as "'the process within a group for makmg and enforcmg decrsrons

.

) that affect humah behavior”. The Constltutlon of the Unlted Staés,of America was wntten to establlsh our form of government.

The Constltutlon also spells out‘the r|ghts and’llbertres of the Amer|can people. ) ’
. N - N a - N

Many pe0ple thlnk our government is compllcated It can be if we do nbt take the tlme to see how it was organized by our

forefathers 200-years ago Once we study its basic orgamzatlon ‘it is much easier to understand ’

-
, . ' . ~ s .

When we th|nk of Washlngton D, C ‘'we almost always think of the Presidents He, h|s Cahinet, and his staff are all a part#t
thevfederal goverfiment. So are the other government off|c|als working in our natfon’s capltal however of the more than two

m|ll|on federal employees, nine out of ten do not work in Washington They are located in towns and cities throughout fhe Umted

- -

*

States. For example, Atlanta, Georgia has many federal employees worklng in what are called Beglonal offices.
‘ hd * . mﬁ,‘j' '~‘, - ! -

. ! : 'y .u’g‘-)-’ L. A / - . - /
R THE BRANCHES OF FEDERAL GOVERNMENT -

¥ ) - . 2 '

. .
L] . .
LN .

vh*“. ‘ , . \1 .. ~

What type of, work done by the federal government? The llst Isvery long, but to name a few dutles lfedef’al government

ads, provjdes old .

enforces laws, collects taxes,, borrows money, |ssues patents controls rmmlgratlon, naturalizes citizens, builds. r
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age assistance, regulates agriculture, makes treaties, pays for an army, and promotes pegce, health, education and welfare for the
. ;' i

(SN

poor and handicapped. . . » ) ) . )

t
)

. '« Hoéw does our government do th|s7)-lt isa complex job, but our constitution cIearIy outIines the powers of the government,
. ) and makes sure the rights of people are protected This is done under the three branches of the federal government You may

have studied these in your social studies class. The branc¢hes are the E xecutive Branch the Leg|sIat|ve Branch, and the Judicial "‘

- Branch. ’ \ , .
N N T -

w T . " - -
R . . . s
. -~

THE EXECUTIVE BRANCH Contraxy to what many pe0pIe beIieve the EXECUTIVE BRANCH of the FederaI Government

isnot 1ust the Presrdent Many departments belong to the EXECU/'EWE BRANC . Different agencies in the EXECUTIVE

. BRANCH have heIped put men on the moon, ‘built dams and bridges, protected our countrysin time.of war, brought artists from
differentcountries to 7the United States; built colleges and schools, helped farmers in the production of cr0ps and printed mpney
This tist cou,ld go on arid on. The EXECUTIVE BRANCH of our federal government is broken down into many different depart-

ments and independent agencies. The departments and agencies and seme of theIr»:functnons are listed below. _— T

* . o~ / - pd . . . . .

) DEPART‘MENT OF STATE (Secretary of State) - forelgn poI|cy, United Nations affai'rs,

N ' ) -'dlplomatlc corps (ambassadors consuIs etc) ‘ ‘ s ‘ . ]
? TREASU RY DEPARTMENT (Secretary of.the Treasury) — bt‘:dget distribution tax collection, ‘ : . ;'.”‘
. . "‘ . . coinage and prmtlng of money, Secret Service, ‘and the Internal Revenue Servuce ——t . Jf”’%} C
a | DEPARTMENT OF DEFEI&ISE {Secretary of Defense) - the Army, the Navy, the Ajr Force, o
‘ and the Marines. ‘ A - . ' , ) -
T . i ™ ® DEPARTMENT OF JUSTICE (Attorney General) — Federal BuFau of Investigation \ (FBI),
. T FederaI Prisons lmmigratlon and naturalization: - _ - N
T DEPARTMENT OF TyE INTERIOR (Secretary of the Interior) *_national parks, fish and wild- . (i@? CT
) o life protection, geoIoglcaI survey, natural resources mines, Indian Affairs, flood control (shared ) ’
EI{I‘C . B \1‘[; ". , ,Wl.th the Army Corpsiof Englneersﬁ— Department of Defense) | " | | - — : 15 . "
- : e 4. B o .
1 ]




4 DEPARTMENT OF AGRICU LTURE (Secretary of Agriculture) — soil‘conservation forestry, -
‘ plant mdus"try anlmal industry; farm credit, production marketmg, rural elecfrlflcatlon and*

-,.:j;\ food stamps for the poor. » ¢ ‘ - ' . o

,‘:’l"‘ ' N Lot . v e K
DEPA RTMENT OF COMMERCE (Secretary of Commercel = transportation, coast and geodesic '

;'g’survey, National Bureau of Standards, National weather service. . * . -

, N - @ e -

DEPARTMENT OF LABOR (Secretary of Labor) — employment securlty wages and hours labor .

N
-

2 ) stg'tlstncs Women s Bureau. . _
/ ? Y. .

- DEPARTMENT OF HEALTH EDUCATION AND WELFARE (Secretary of Health Educatlon
1

and Welfare) —Public héalth, food and drugs, Soclal Security, vocatlonal rehabllltatlon education

" i ' and welfare . : . R

DEPARTMENT OF TRANSPORTATION (Secretary of Transportatlon) mass transportation

a h ' i

Lo .
¢ ‘ - - -

_ programs and Coast Guard. ‘ . L . ' L
L ow } . -

©

.Among numerous mdependent agencies are the Actrgn Agency for volunteers Atomic Energy Commission, Civil Agronautics

Board Envnronmental Protectlon Agency, Federal chmmunlcatlons Commlsslon Veterans Administration, Interstate Commerce

S S
Commrssron Marrtlme Commlssﬂon and others. Mos{of their names explain themselves The Managers are called adm|n|strators )

N

and dlrectors and are fesponsible for runnlng the departments, bureaus, dividions, branches, sections and units that carry out.-the
“ .
adrﬂlnrstratron of our nat|onal government’s executlve\ bganch Admlnlstrators (dlrectors or managers} are |n charge of most inde:
3
pendent agencres Some agencles (regulatory) are under the direction of a comm|ttee or persons over whlch there is the chairman.

" A

. N ’ ‘ ) N -
THE LEGISLATIVE BRANCH; The LEGISLATIVE BRANCH of our federal government is not nearly as.big as the executive

-

A% N

branch, but it is equally important It includes our Congress (the House of Representatives and thé Senate) aang with five agehc s

« that perform administrative duties. These agencies are the Archltect of the Capital, the General Accountlng Offlce the Governmdnt

Prlntlng Office, the Library of Congress, and the U. S Bot‘amcal Gardens. \’_L'

~
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ey The LEGISLATIVE BRANCH is responsible for making, repealung, and amending federal faws. It also determines how we
. will be taxed, and approves the money that will be spent by the var|ous agencies in the government. Each state has two'Senataqrs.
The House of Representatnves has 435 members. Each state has a different number of membersin the House of Representatuves

depending upon the state population. o .

4 I3 .

v

- THEJUDICIAL BRANCH: The JUDICIAL BRANCH of the federal government rules on cases that involve the Constitution

and federal laws. This is done by the U S. Supreme Court, federal district courts, federal courts of appeal, or federal circuit

courts.
»

Even though the state and federal court systems are separate, the U. S. Supreme Court is the highest court of our land. All -
state cou rt systems have a highest state court, which means the decisions of that court are the final say within that sfate. However,

shouId the U. S. Supreme Court feel that the hlghest court in & state has made an error (misinterpretation of the U. S. Constututlon)

3

\ it can change or reverse the decusuon of that court. In practice, though, the U. S, Supreme Court has rarely changed the dec|s|on

of our states highest courts, thus maklng the states decisions almost always final.”

'] - - ¥ . : <
STATE GOVERNMENT

N k4 . N ~
- \ R -
I . \ > -
Ve =% , \ 4 e , . “
. S .

R o, 0 N M

‘Even, though the federal government provudes many’ servnces for the people the U S. Constitution leaves many poWers to the
N &
. state government. The state governments maintain law and order and enforce cr|m|nal law. They protect pr.operty rlghts super- ‘?‘ .

- vise public educatlon _operate welfare programs, 0perate state parks, and build most h|ghways State governments also have many .

, y * . » ot
. other powers. \ .
. - . D . * . . -

v ] o The governor is the chief executive of&stafe The governor has the power to appoint some state OfflCIa|S He commands
e

the state militia, grants pardons, prepares t ate budget and works closely with elected officials in developirig- IegISIatlon States ,’l .-

differ in-the title they give the follo‘wi'ng‘(men, but most s\ates have a Lieutenant Governor, Secretary of State, Treasurer, Attorney

. f . \ -
. ¢ L -~ P
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. are the departments of Agrlculture Labor Health Admmlstratlon Eduoatlon Publlc Works Natural Resources and Hurzan Re:

Generaf and a Superlntendent of Publlc Instructlon There are many departments in the STATE EXECU.TIVE BRANCH A few
Sy

A N
sources. : ., - ‘ )

f 3 ' . - -
States differ i |n exactly hdw the LEGISLATIVE BRANCH of the government is made up, byt they are basrcally the same.

There are the State Senate and House of Representatlves -just like the federal government Members represent different count|es

or aregs within a state. Th|s brahch, like the federal equrvalent passes laws, levies taxes,aand approves money to be spent by the

P

"'K 4 . “ - .

state government.
v M o~

s - The State Supreme Court is the highest court in the JUDICIAL BRANCH of the state government. There are other local
courts wrthln cities and counties such as appeIIate courts and general trlaI courts. All serva to see that individuals receive faig

treatment in the eyes of the law, . ‘ ‘ .-

LOCAL GOVERNMENT

‘ , . N /. L. T - s ;.
t * - .
/ ! L g Yoo

vide pollce and fire protectlon streek and traf;:ztco/nt_ﬂ health and welfare serwces and other services necessary to maintain'

commurpty lifé. " The finances for these services€ome from both state.and IocaI taxes .Local gover?ments also receive money fro

» ~

i ' ‘ . . [ 3
the federaI government ‘ - - - ey
.- ’ N » 2
Local governments are orgamzed |n many dlfferent'Wa’ys Many crtres have a mayor and a city council, and some may have: 2
I
city marlager. e =T . S B
- ——— R

4 v ?

School dlSthCtS aré an important part of local government We bften catl a schooI district a schooI system. Kpproxrmately

§

one~ha|f of aIl local government units are schOoI dlyncts SchooIdlstn&ts mav rnclude schools from eIementary all the way up tah

community colleges. , s ) ‘ N

tocal governments are cr‘eated by and legally controIIed by state government Even so, ‘Iocal governments have power to pro‘g,
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Objective! | will check my understanding of the reading by completing thé self-check.

Materials: The prevjous reading section and the self-cheek activity.

.

) Activity 1

.

v

’

L)

e

»

>

¥

E 1 . L Y
Da_not write on this form. -~

Y - : . 3\‘ « v . \ .3 AR
» - . . L~ y
- . ' X - \. F
. ACTIVITY .
. - ] - - ]
1. Complete the self- check actlwty by flllmg in the bLanks wrth the appropnate terms llsted below and by readmg
the directions and completmg{number nine. , / ’, " ¢ .
¢ - . Tmo-oooooﬁoo
LQCAL TAX .. - FEDERAL . -
JUDICIAL \LEG|SLATIVE © 7. EXECUTIVE 3l s
REPRESENTATIVE CONSTITUTIONAL . -
- STATE . .PUBLlC’ ' . ‘ T i -
¢ . N = !
- . Y . - , . ) ‘ Y ; e .
1. Governmental Public Service exists at three I_ev.els of government. These three{ Iéveis'a're'; a ' = : , v
2. .The Govgrnment supports or pays for the many activities and services it prowdes through the use of REVENUE or
. - money. . . . - o
3. The natlonal goVernment is also’ caIIed the N level of government . - ’ ‘
4. A city official suchas the city manager is an employee of the - JeveLgf government
5, Georgials Attorney-General is an eIected official of the branch of state government -
6. The branch ef government which is responsrble for makmg, repealmg, and ammendlng laws is known -as the
N branch of government. S <l . ;-
. d N . P .
7.‘ The governor is the head of the Brandh of state gOVernment s - .-
.. 8. The branch of the Federal Government which ruIes on cases mvol’vmg the Constltu’tlon and Federal Iaw is known as
the of Federal Government . % : ,
LIS . ' b4 . . - ' n ,
22 . ) ) 8 °. s ’ P -
N ;
- f%ﬁ -~
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s

R ’ ' A . :
i 9. Plac,e the letter of ¢he followmg government actuvmes under thd_aopgprlate level of ‘government. The flrst one has v
héen, comnleted asan example . , . .
. sA. Pruntlng Currency ) . ‘ H. Inspect chickens ral,sed and.processed
B. Operat:e Public Schools * . in the state ‘ . . . .
. .C. - Provide for fire protection . .. I Colléct ifmport taxes
; ¢ D. Qperate the Armed Forces J. -Coliect sales taxes b -,
C . E. 'Guarg the boarders of the country™ K. Pass'zoning ordiances ;
. F. Pave citystreets . . L. Passand enforce most criminal laws.)
. G. Collect parking meter tolls, ' M. Rule on;issues involving constitutional\ights
) - ' ' . . \
Local - . State E Federal - o s
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) Activity 2 . .
* PUZZLE NO MORE - e ' — \

. .
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s

N
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Olféctive: | will demonstrate my knowledge of some
1 . ’ )

.

) basic terms. ) i
. .
. Materials:  Activity Sheet . . } . .
- . B ' . \ ’ . .
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How will | know I've done it correctly? . . . | will successfully complete the puzzle. . -

’ ' Federal Government. .
The Department of State isin charge of . ‘ 16, Fifty governments of this type exnst |n the . ¢
policy. : United States, . . 2
* Y »
This Departmens: of the Executive Branch of ‘ ’ . . o
government oversees employment security, a., ’ -
wages, statistics. ‘ . . ' ’ . . !
Made by Legislative Branch. . * (/-§ ‘
The Department of Agriculture controls ' . i )
production of : - @ 2 ,
. < - . - ¢
A mMayor may be hédd of ) v -
government: ‘
. - - - _\ {
The President is the head of the ) - B . Y\
government. . . '

ACROSS : ‘ . DOWN

—_ . - v
Head of State Ex‘ecdtive Branch. : 4, The Judicial Branch the laws. A ‘
-1 ' < : \
Branch of Federal Government protects our : 7. The . Branch make laws. ) : '
country in time of war. —_ . \ .
‘ ‘ " ‘ : 11., A body of the Congress. T o .
The Constitution leaves the power to establish . : .
to the states. - 12. A part of the JudicialBranch.,

< - ’

’ . : 13.  ABranch of Government. ‘
This department of the Executive Branch of . cho vernmen

government looks after national parks, .
natqral resources.

-

T 14, Prepared by the Executive Branch'of ’the

. .
B

- -,, . ! . . ' ) -~ . \ ) 4 29
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Activity 3 Yoy

¢
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: \ e
. 4 2

4 . s -
- 2 .
. . »
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Objective: | will démaonstrate a basic,knowleage of some interrelationships which exist among governmental agencies.

.
1 3
~—

7
Materials: An Encyclopedia, Civis or Government textbooks the Library card catalogue under “Government’’, the sample

Do not write on this form,

4

interview guide, (see page ), and a resource list of people from which to set up an interview! Co
. o \\” .o < . . '
- _ : \ . . :
’ . o ACTIVITY _ . y

. The following article from the newspapeér is an example of a local or state govetnment agency working togethe‘
wnth a federal agency. C00perat|on among ail government agencies is lmportant’q the needs of the citizens are to be met.

. Another way in which governments cooperate to provide /,rynces for citizens is through ”grants-m -aid”. The
federal government frequently uses its taxing and general welfare powers to make “‘grants- ln-ald” to, state governments
These special funds help finance such state,and local projects as highway construction or the lmprovement of educatlonal

* services. Through '‘grants-in- ald” the Federal Government bécomes a partner with the state. Together, they provude
publlc services that the state alone could not provrde &s the population incréases, nore and mare public services are

v

. needed. . _ e " , .
4
In this activity you will be looking for ways in whjch government agencies work together at federal, state and
local levels. - N * - : . '
. ' e + . . . ~
s . 'POLICE FBI RAlD ALBANY LOTTERY RING

ALBANY (AP) —— City Police and FBI agents ha\le confuscated lotter hernalia and records in raids which an

FBI spokesman said were aimed at breaking up a 35 million-per-year illegal lattery ring centered in Albany.
_ No arrests were made in the raids late Wednesday, authorltles said.

_However, evidence gathered at 21 locations'—— inctuding a nu mber of resudences a gasoline station and several
veh|cles —— will be ”turned Jovertoa federal grand jury at which time indictments wiil be sought”’, said James Dunn,
head of the FBl offuce in Atlanta : )

»

The 21 search warrants were authorized by U. S. D|str|ct Cou rtdudge Wilbur Owens, Jr., in Macon, based on
affidaits alleging the |llega| gambling operations were takung place’ a spokesman for the investigating force said.

o , - L2 \ =

€
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-~
' ' Atlanta Constitution o
' ) . July 29, 1976 . : _ 7
. ) ‘ o R i -
1. Read t‘above newspaper article. - : : )
. 2. Go to your library and locate information on the prganization of local, state, and federal government. The
resource sectron will help you know where to begin. ™ _ -t . -
. « 3. Preparea chart or charts showing the organization of each level of government Eloeal state, and federal).
S 4. ' Contactan offrcral of your local government (Seethe resources list in the APPS library for some suggested
—_— officials). o .
5. 7 Ask the official if you may arrange a visit{to talk about go\lernment organization, coOperatlon among @vels
. , .. of government’and the, pr'pvrsnon of servicas to local citizens through grgnts-in-aid,
6 Complete the attached{nterwew guide. | . . -
' 7. Using the attached interview form as a gurde conduct an mtervnew wnth the IocaI official.
8. After yowhave completed the interview, answer-the foIIowrng questlons .
a. Name three Specmc areas in which the local government and-the federal government are cooperatlng
— to prowde public services to your community. .
- b. What is a “grant-in-aid”’? Be specific, give an example of th|s from mformatron you obtained in the -

- " .
? : .
Dunn said, “The execution of the warrants resulted from several week’s of extensuve investigation of an alfe\ged .

illegal lottery 0perat|on centered within the city of Albany.” s

About 30 officers from the Albany pollce department and tne FBI took part in the raids.

. . interview, T

- cC Do you feel thaiy'grants-in- ard"‘Weaken or strengthen the local government?/l-l/w do you think the
person you interviewed might respond to this question? Ask the person whom you interviewed. Also
. give your feelings about this question. y S oo

-

te

* ’ sm"w * ‘
4»‘*“‘
-
» - B . .
.

L How wnII 1 know 1've done it correctly? . . . | vgill turn‘in-my interview sheet and the answers to part 8 to my
teacher. : . , p :

- . .

A ! hd -
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b it e o
. = INTERVIEW FORM'(OPEN INTERVIEW)" .~
N , R : ‘ v
i - :‘ ) STUDENTS NA.ME ’ ™~ = * " ' . A
. NAME OF PERSON INTERVIEWED _ > - - —
x> . 4 7 .
POSITION - . : AGENCY _ .
v ! . . " [ ¢ K - .
_ LOCATION - & -~ . PHONE __
. ' % N . [ ’ . (
: DATE OF INTERVIEW :
: . WHAT DOES THIS PERSON DO?: . -~z
- , . © ‘ y . ‘
X | .

3

¢ -
.

N should have to do with specific m’ormatl

and be sure that you ask questions Whlch

/\ y ,Llst below five, six, or more specific questions that YDU{QI

‘SPECIFIC QUESTIONS

‘a

on needed to complete the activity. Read over the activity and the

will heIp you successfully complete the activity. and the questions.

ght ask of the person whom yoH are interviewing. These questlons

”questlons for thought '

Before you go’on the

. interview, your teacher will check over your ques$ions, ) » T , e .
y e . NS ] \ .
¢ . o '
1. - - 4, -
- L-3 " -
- “ ‘. a ’
t ? : ) .‘ * . el .
, 2. ’ “ 5. . .
Y . % . ¥ \ _
- . P B '
3. .
2 N - *
— id [ : g
v ~ v ’ * ’\‘ -
] s 34 - » \J .) - ~
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Materials: List of resource peOpIe in APPS.Library, letter wrrtrng guide f-rom APPS files, terephone procedure frem telephorte~
. company re;yesentatlve and APPS fules ) 4 . . .
. . X N | .
v N A A \ -

Activity 4 . . -

- ’ - f )

Objective:
communisy.

' 4 o

v

-

.

Do not write on this form. *

-

’

.

.

I will demonstrate an awareness of the role of the government in 1mprovmg the qﬁahty of life for the citizens of a%
£y

/¢ ACTIVITY )

- R ¢ >

-

44 prove the quality and conditions.of life.

_—

Y

*

:)P__t.

]

3

The local, state and federal levels of government are concerned with i |mprovmg the qualrty of lifé for all»cmzéns

Lin the, communltles in which they live. The government uses tax money, or revenue, coIIected from themzeras to im-s

When your local government adds toor buulds commu nity.parks and youth recreational fac|I|t|es the money to do
this comes from taxes. The government is able to do a ]‘ot ¥or many pe0pIe by using the, tax money coIIected Without

E

such a tax,collectron we would probably not 'ave communlty
cat|onaI services.

!
£l

»

r\rks roads, buuldtngs and- medical, social and edu-

«-

recreational facilities {or better streets and roads or |mproved la
adult handicapped citizens).

.

«quality of life for the citizens of your community. F|nd out wh\‘

t

1. Wnté a letter to of telephone one or more of the persons listéd in the‘ resources section. Explain that
you are interested in finding out what the government (Iocal State, federal) is doing to improve the

the governmiefit is doing about °,
enforcement, or bétter services for

\

I3

Y

2. Ask the person whom you contact to send you any in{ormation available off-your topic

-

.

-

L

3. Ask the person whom you contact for permission to vnsut an |mpr0vement pFOJeCt SO that you may take

4

Ll

pictures of ‘the |mprovement process or see for yourself what is happenung {This is optronaj )

Find out how the eommunity improvement project is betng f|nanced (what portions of state Iocal and

|
federaI monies are be|ng spent). Ask the contact person., 3

- .

t

-

~
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pl’
display, a series of posters,

Government is, Doing(A‘bout L

you have gathered (and the pictures you have taken, Myou were able to-do step four),
a colorful and descriptive display. Your dlSp‘fay mlght be in the form of a bulletin board, table

[]
s
«
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Q
3
—
(n
5
©
e
=
@
©
he
c
S
o
W
o]
=
[o]
=A
(n
A

a scrapbook, or a photographuc dlsplay Y ou might label your dusplay "“"What'our

.

- -
i - - .

' . Title,o’f Project . o . . . e

- . » . -

4

<«

How W.l" I know ve done it correct|y7 .

successful completuon My teacher Wil
evaluatlon for this activity.

. As | complete each step of the activity, my teacher will check off | my
|n5pect my letter prior to mailing. My completed d1splay will serve as the final |

1 will complete\step seven and answer the following questi

do you-see as an area in which you would like your local governmenf to begin an impravement program? Write a short

on. What area of gubhc service

statementvgwmg your reasons why the |mprovemen; is needed and

might be used to bring about the imprave ent. (Some id

eas might,

some ways in whfch the resources 9f the county
be day care for children of workmg mothers day,

care for elderly persons, employment training for juvenile offenders (youthful Iaw brgakers)

— .

Xt

-
¢

1) ~ . *
. . .
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GOVERNMENT AGENCY MANAGEMENT

- Job Families

Occupatronal Group in the Public Servnces CJuster This.

* of local, state and federaI government organizations,

4 [
- WHERE AM | GOING?

N objectlves and activities will, help me reach this goal.

HOW WILL I'GET THERE?

¢
Learn to idenfify the five job families.in Government
Agsncy Management (after reading the prepared, .
. mformatton) .

~—2. Beablé todescrrbe the managers main tasks
-job famlly 2
“%

Rpview manageMsasks and salaries.

~* Read Vocational Biographiés on jobs in this MOG.

e

_When you read about the many jobs to be done by aII levels of our goverhment do you wonder who keeps track*of it aII?
Thls sectlon will help you understand how government agencrﬁs are managed Government Agency Management isa Major

group employs people who are responslble for the effective management >

"' By the.time | complete thls act:wty, I erI be able to rdentrfy the five Job Fam|I|es in Government Age

The major tasks of managing an agency will l;?summanzed so that I will.be abIe to recognlze what managers do. The following

(Y

necy Management

HOWWILL | KNOW “e

I will complet’e the"lee me Five" activity and place
. aII descrlptlve facts in the rlght place. ‘

| will fill‘ffhgthe correct terms o‘n the "Mixed Up" exercise.

. | will complete the “Managerﬂent Bingo Game"’ and achieve
BINGO, byycompletlng optional actwnties o] needed

.1 will answer a set of questions. "



<
, N - T JOB‘ FAMILIES IN GOVERNMENT AGENCY MANAGEMENT
- * - . . ; N
. There are five types of managers in the Government Agency Management Major Occupational Group. 3 \
) | General Manager

Fiscal Manager
Contract Manager “ i

' Personal Manager

a . Public Information/ Relations Manager,

.. w . ,
People employed in these jobs are responslble for the direction of supervisiori of local, state, and federal.government employees

that do the public service ]ObS you are f|nd1ng out about in thj§ packet.

' '

Everyday, newspapers television or magazjnes report o the government beginning a new service, changing a service that -

.is already in operatlon and domg business as usual. Immunization programs are an example of our government responding to

health hazards witha plan to protect the citizens. Food stamps are distributed in a program that recently was revrsed or changed

to make sure that hose who really need them are the ones rece lng thém. Social Securlty benefit changes may. be more famillar

Each task or activity requires planning, organizing, and directing. These management actlvmes in government agencies are carried

M ’

out by managers.

~ +

Managers -
) ? Planning . . € Controlling ‘
_ . Manage ,
— B - - & . T .
\ Managdement T B ; .o .
NS " e . . Organizing - —_— Directing ‘ )

-

As you learn about the ma obs that people have in government public service you ‘may wonder who keeps up with what's

g done Th|s information should help you take a Iook at management in
E KC 4 2 government agencres and what is involved. . ‘ \ 3
o . 18 : : 43

happening and who really knows why thmgs are beint

o
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WHAT IS GAM? N e . - : ,

"

Lef s begin at the top and not waste any time. Remember our MOG monster? The monster s head was

GoveRnMENT
|
called the GOVERNMENT AGENCY MANAGEMENT Group What exactly is Government Agency Manage

X
MANRGEMENT

« ment? Well the size of our government has grown so big that the management of government organizations has

become an Sccupational field all by itself. The people who perform these management functuons‘l/ong to the

)

) Government Agency Management Group. ’ ' f b

AII goversment agencies have dlfferent responsnbllntle,s These responsibilities must be managed

” Somebody has to manage pers nef another person must decide who will.be promoted, others must
_check out'contracts and somezhdy else must see that the overall program is worklng right. This isup to
® 5 the GOVERNMENT AGE éY MANAGEMENT MOG. It might seem that one person could manage _
personnel, promot|ons,.c ,Zracts and the total program. Because of the size of government agencies, special mana.g‘ers existto
handle all the work to bé done. . ‘ ”
- . |
Lo SN
HE JQB FAMILIES IN GOVERNMENT AGENCY MANAGEMENT .
\ s . overnment f\gency ‘Management is divided into five major categorles They are General Management Fiscal Management
’ Conttact Manage' ent, Personnel Management, and Public Informat|on and Public Affalrs These are called the Job Families in
> y, .. % N
Gove nment qu cy Management. __, o . .
. ) . -, _
ithing th% last twenty-five years, television has become a household word. We are-now capable of sending men to the moon
Athletes are rur7IX ing the hundred dash in under ten seconds and pole vaulters are jumping over 18 feet. These feats are brought ° - \
‘ - aboyt by new tgchnology and inventions. Because of this new technology, trends in our life style are changing and trends in running !
oo : government'agj cies are also changing. - ' * .
-

» B n ' \ I 45.
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GENERAL MANAGEM ENT

A GENERAL MANAGER in the Government Agency Management group must direct the actuvutles of a government agency.
The major job of a manager is to see that every action that an agency takes and every decision that it makes helps that agency

achieve its goal._ The manager must know the goals of the agency so that the work done helps meet these goals.

The Social Security-Administration is an agency of the U. S.. Government'. This agency provides retirement, disability or '
death benefits for 9 out of 10 working Americans and their families, The SSA also administers the Medicare pragram. The
manager of th|s program in each district and local communlty must direct the activities of aII the workers so that the agency runs
smoothly and efficiently and serves the public. S T ..

*

FISCAL MANAGEMENT

Workers in the area of FISCAL MANAGEMENT have a large burden to carry on their shoulders. Public service workers are
supported by public money (taxes) and are thereforg accou ntable t\o the people who support them. People want to know where -
therr money is being spent. In addition to being an honest poluc'y accurate spendlng and budget:ng dre necessary to keep the .

&

publuc happy. The flscal management worker must know why an agency eX|sts and how much money property, mater|aI and

manpower |t,tzak=s\to run the agency Flscal ‘Managers must prepare perlodlc reports for the government, as well as reports ‘upon as
. o &
r’equest” teIIi g how an agency is meeting its budget. - . e . . . .

. .- e
*

A major trend in the area of FISCAL MANAGEMENT is “"accountability’”. The manager is respons1b|e for every tax dollar
gnvén an agency and account|ng for where it |;spent He or she is accountable to the people for the m0ney Flscaf m§nagement
is sumply securung money and then spending it properly Over 115, 000 people are employed ip the area of accou'ntrng and budgetrng .

in fiscal management and 30,000 of these are professmnal accountants

4

& : »
-
, N v .
°

) " . .
'CQNTRACT MANAGEMENT o - . .

. °

When yod‘ make an aéreementwrth someone either written. or verbal, that agreement is called a contract. Contracts involve
. {

1%

two ’chungs: makrng an offer and acceptlng an offer. The CONTRACT MANAGEMENT manager checks out all government contracts.

1

8 48 ) ’ . ’ @ ° N 4
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ot “The government makes contracts involving services, production of goods and materials, jurisdictional agreement{ purchase and

_ sale of property, insurance, health, and hundreds of other matters. These contracts can be as small as buying pencils or as large

as purchasing a multl million dollar supersonic airplane.

N
r

H

- Mahy government contracts are “put out to bid”. This expression means anybody can make an offer to sell a service or
proddct to the government. The bid system helps keep people in high posutlons from glvmg contracts to their friends. Suppose,
for example, that the government wants to buy three tractors. The government writes up spec1f|cat|ons on. the exact vehicle it

" needs, giving the number of wheels-horsepower type of fuel and any other specific detalls Instead of going to a business and
- saying, "Here’s the money. Give me the tractors” different pusnnesses come to them and say, "'I'll sell you.those tractors for

$5,000 each". The business that bids the lowest price wins the contract.

2

1

. Contract administrators are responsnble for insuring that all SpeCIflcatlonS of coritracts are met by the paxties involved. They

" must know contract law and government policy concerning contracts. They must know about all types of contracts, the bidding

process, and the proper way to make sure"that-contracts are fair to everybody. * ~

, PERSONNEL MANAGEMENT . . . S

.

The PERSONNEL MANAG EMENT family is concerned with all people working in the different agencies.—-PersbnneI

managers try to keep the government worker:happy. This area is broken up into two parts. employee relations and personnel

-

adm|n|strat|on .

v . - -

Employee relations personnel policy is predeterrnlned by Civil Servjice regulations in the Federal Ggvernment and merit

*systems in state governments. . . - .. : e
N o - - ’ . - ?
Personnel Administrators handle governmental agency personnel actuon e.g. hiring, training, and promotions. The adminis- B
‘ r
trator must be familiar with salary regulations, training, placement and malntenance of employee records, returemgnt,and other
duties that are important to the worker. The personnel manager must be famlllar with the cnvnl’servuce/system and)ment systems
N _ 1 -t "‘D . . -
and how it works and how.people fit into it. L i ‘ - ‘
4/; /- -, .- ’ CLT - 49 -
- - - ) A . . .
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In today’s world the trend is toward specialization. This trend makes the personnel administrator’s position very important.

' —

I

Publlc Service Management Careers are attracting morefand more qualified personnel mtoépeclallzed fneids The personnel \manager
must be familiar with these jobs. Job placement and salary are only two parts of h|s or her job. The personoel manager must be

familiar with environmental COﬂdlthﬂS motivation, retramlng, bumadn mteractaon and other factors as well.

-

~ w*

.

"PUBLIC lNFORMATION AND PUBLIC AFFAl‘RS | ) . K ‘ " -

[
- - ’

’)
One defintion often used was prepared by the California State Department of Education, It says that Public Information
Managers gre ""thase managers who attempt to promote and create good will and understandlng by deveIoplng information and

releasing it through various communlcatron ] medla

¢ < Y.

The Public Informatro{Manager’s basic job is to tell those outside government what the agency is doing so the publIC will,
respect that agency .- Development of public acceptanee is the major part of the job. Interpreting the agency to the publlc so that

everyone can understand what it does and see how it helps is the main objective. |f the communlty does not’see the' agency as
. ‘ .
helpful, it will find ways to reduce or eI|m|nate it. L v

v ) ~

Wt
" Managers have to be able to find out what the public wants or what the public thinks lt wants; what the.publlc needs and
What the attitudes of the public are. Public Information Managers have to kngw what we th|nk and how we usually’ react to

|nformat|on ’ - - ¢ e

N A

-

Publicity is a big part of the job. To gain favorable opinion, managers plan gct\ivities which display the agency’s efforts. .

People with skills in telling t the public about an agency s work plan conduct public unformatlon programs Those government

t . : ¥ -

-

/ t -~ h :

~

THE MANAGER AND MANAGEMENT-FUNCTIONS .

”

leaders responsible for accompIrsan the pléns for public relat|ons are called Public Informatlon Managers Dlrectors of Offlcers

*

4

Most government agency managers have the same-four general kinds of act|V|t|es planning, organlzmg‘,ﬁlrectlng, and ad

d‘watmg
5 Gnd communlcatrng as they are needed. . A ‘ SR
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e - Planning, The most éreative duties are involved in‘looking at what things aré like now, and may be like in the future and then +F

decidin‘g'how to take the most advantage of the knoyvn conditibns. The purposes of the agency-are important in establishing direction

and planning. .

Deciding how to achieve these purposes usually resul in policies or guides to action for the agency workers. Plans include

»

strategles for change and fos.actlwtles that need to take place
Organizing. These duties mean how the work will be divided up; who will be responsible, fok doing what and when they will
do'it. The pu rpose is to get everyone to work to achieve “the plans and to give their best efforts. ?;ganization changes as-programs
and plans change. « . C : , . ; ‘@ - B
{ ’ \ -

rectmg Operating the plan in another way of describing what happens as the manager directs the agency efforts. Decrsion- 5,

making'and problemﬂse\vmg are the'jobs of the manager’as the planned activities are taklngplace or if they are not working as
by

anticipated. . . - ] . -
. & _
S ' ‘ ‘; s .
—~ . . " _— R . e
v . EARNINGS IN GOVERNMENT AGENCY MANAGEMENT - -

¥ ¢ S

h Since we have not discussed PAY, thlS isa good time to mention it.. For the most part, government workers are paid ]ust'-’
like any private business. The government isnota profit making organization, so it can not offer extra money if a certain number

. S .
of sal‘es are made Many benefits are offered though Federal government employees are given‘a rating called G.S. This stands

for General Schedule. Your G. S. rating is lnltlally determined by your experlence, educatlon and posit!’oh You mlght have a

GS-7, GS- 11 or other rating. The higher the number of your rat|ng, the more money you are pald &
. , ? o
The employee on a'small unit mi gm‘be a GS-7 and would earn around $9, 000-$11 000 a year A division head GS-13 or
GS-14 would be pald between‘$23 000-$27:000 a year. A tep national admmlstrator would edrn about $38,000 a year L A
: 3
. . At:tbe state Ievel governors earn an average of $40,000, high state offrcral§'betWeen $20 000 and $25,000 a year, and managers
— ‘ / 4

~  of small departments would earn around $18,000.

y
- N
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«Changing meay prices and éossible meat shiortages.
)

-

=% e e N

) ' Locaf‘ﬁ vernment salaries vary greatly. Depending on where you ’[!V;, a'school superinten‘de'ri“t might earn $12,000 or $45,0Q0.

Salariesfor other jobs such as city mana

gers, town clerks, a"hd_budget officers, will bé’det'ermineghby the locatioh and size of the

.

" community. )

- Very good insufance plans,
')‘employees.

/.

o L2 ‘

.

7" The 'Goyerr)ment Manager is responsible for working wjth pe

making the agency’s programs a success. When management experts talk, they ,ﬁé\,é'"words like plann
o administrating.. In each case the manager has the responsibility ofsﬁc)aing :

N ~

- .. %v% ~J.."
1 . ‘ £
\* Thereare as many 8ifferent types of managerial posjtions in the gqveminent as thgre are in your éommunity/._ What they do -
and how they do.it depends on their particular job type. The service station operator

that deal with these products. Yhe grocém"/ store manager does not
- y b

differ. The same is true of government agency managers.

-

health programs, vacations, study opportunities, and oth

In both cases these p'ébple%‘re managers;

s

-

.
,e
-

» r

»

- GOVE{RNMENT MANAGEMENT REVIEW o ‘
\ o

ople, setting é?ags‘for the agency, hiring, firin‘g,,evaluating, and

Lng, organizing, directing, and
tﬁ?x his or her agency succeeds.

must know about gj! and gasoline and laws

have to wdrry about changing tires.

4

er benefits are available to all- government

N\,
g

p—

—

He or she;rmust know about
&~

however, théibr knowledge and experience

/‘
, Cor . \
. Itisvery difficult to walk off the street and become a gmt ‘The chance of d&ing this is slim, Even-if you have a ¢
. boa s N : ‘ o ° .
college degree, QE i%doqbtful you will be a manager when you first begin working with the government. Several years’ experience
on the job are usually required. A pOIitf:h};ually begins as a patrolman and the man wha manages the auto\m&(ﬁlé dealershi? .
L ‘Jit& often began as a'salesman. The government employee often earns the opportunity to become'a successful manager by the -
., ‘e .. - : -~ . . ' .
work he has done on the way "up the ladder”. § oA v L ) . CoL . ‘
( ; N I B
As mentioned, different skills are needed in different aéeas of management. It is important to remember that the basic personal
. ~ y P . . .
. Qualities are the same. The good manager is the person who is loyal, ponest, reliable, ¥nd can work with and tar others. 3 -
b -~ ! v o T, « Rkl
54 o) ”
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Since we are talfing about GOVERNMENT AGENCY MANAGEMENT, here is @ brief review of the types of managers in

' each of the job famulies. : ' "

GENERAL MANAGERS |@ after the management of all the other agencies. They make sure each agency is doing its job

and help make changes when needed.

F|SCAL MANAGERS. are those who are involved in seeing that our money is spent properfy in the right place, by thg right

"people, at the right time. They control the governments’ pocketboak. ' ‘ ¢
) B )
i CONTRACT MANAGERS study and approve all contracts that the government makes. Tﬁey mgwk",e*iure the government

does not get ripped off.

N

PE RSONNEE-MANAGERS rec_ohmend hiring and firing people. They han'd|e employee complaints and ook 0u)t for the

- well being of the employees ' . -

r PUBLIG INF QRMA'ﬂON I\/]AN"AGERS let us know what's happeniné. They keep us informed on different programs and

polities that are taking place E their agenci‘es.'

I
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L ) Activiv{ i . ' , Do not write on this form.
. ' . ¢ . GIVE ME FIVE :

~ . |
1
1 - . (] N 1
4 . ! v
t
RS

" Objective: . | will | arn to .idfen%e 5 job families in Government Agency Management,

T

- hd * -
. X o . . . o~ - . . .,
.t Materials:  Poster board, 3x 5 cards, interview guide, D.O.T , Enéyclopzdia g.f_Care’ers. . -
a ., i \ A k - ’
e Y - . . 1 . o . , i . : . .
, - | : ACTIVITY L :
* .
: There are three %Iternatives (options) as you demplete this activity. The final ‘use of your results is the same. The fast step
in each option'is to usg your results in preparing the Give Me Five display and successfully plaéing all facts within the stated time
. :’ A . \,\‘_,‘?&}:‘> " . . ‘ T .
e limit, ) M . ’
. . . ' . . e
. " - . . / - ’! 4 M \\\
g | Option 1 ) /- o ‘ e .
~ ' - - K >
‘ T . - ! - }
1. Prepare for aGtual site visits and interviews with a manager in a’puablic service job. The interview should include at ’ L
' least one question in each management task of planning, organizing, directing and controling. The questions are to -
-~ gain’ong fact in each management activity for each type managfe;r. For example, one question should getan actual ”
. : duty in.planning, another in organizing, a third for diretting and the last in cqn"%r,olingfrom the manager interviewed.
' Twenty facts dr duties are needed to complete the display, - C I
L4 \ . : -- . . .
- 2.  Make appo'int ents and conduct interviews. Recdrd answers on JInterview form you developed. . (see page 16)_ .
' - 3.+ Transfer facts of duties to 3x5 cards on paper cut to 3x5 size. i . ~ -
» R . " . ’ : Ly . . . ’
4. Prepare displayi oster board on painted cargboard with library book pockets and label as in the iliustration.
° ’ * 5. "Take the stack of 20 facts on eards and place in the proper slot. Time limit should be set for 5 minutes or as
. ) . appropriate. When you can successfully place all ¢ards’in the:correct pocket within the time limit, you have 1 7
. . " completed this activity. : - !
| - . . - . — - .
. 6. Prepare a code and place on each card to-record an answer key. Furnish é%%wer'key to instructor,
, . . , . - _ . ,
L] N » v *
i . » ' o .
d 53 26 :
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1.

2.

o re PO T

, Option 2

-

-~ .
- Public |
General Fiscal Contradt " Personnel Relations
Manager Manager . Manager Manager ~ Manager
Pockets are ‘ s Planning '
= | 3" x&L" ] :
. Organizing
’ Directing ¢ ‘
] .
} .
Controlling i’
i
i . o

7

Step is same as in‘option one (1) with the’

speakers who come to your school.

All other steps are the same.

“  rym oAm .

Option 3 -

-

s

’

s

LI

-

1

exception of goingon a site visit. The inte

rview will be with visiting

D re

. 2,

and ,public’r

schoot. (Y ou might use the

Relete step

1. %Eepare the twenty facts or duties of general manager

elations managers

]

2.

3. Al other steps are the same.
Ed < N a

How will 1 know I've ddne it correctly? .

D.O.T., Encyclopedi

from information in-this packet or i

{

¢

«

-

S . \ ' ) . < .
. . Bwill complete the "Give Me Five” display. -

nformation available in

a of Careers, or the Occupational Qutlo

~

a
~

s, fiscal managers, contract managers, personnel managers,

other materials in your
ok Handbook.)

P . ’

N

60

-

e




. 'Materials:

4Activi ty 2

Objective:

This aetivity page.

* MIXED UpP

| will describe the manager’s main tasks in each job family.

ACTIVITY

“

‘

Fred knows that the five job families in governmentiagency management take care of administrating, budgeting, contract'ing,

2

staffing, and informing the public for the public service occupations. But he sometlmes gets mixed up. You should correct his

mistakes by placmg the best response in the space provided.

S
GENERAL : PERSONNEL
FISCAL PUBLIC RELATIONS
; jCO.NTR'ACTS » L

e
. * * . ~
i . L s
4 ¢ .
b . R { . . . .
.

1. - Fred thinks General Managers mainly organize recruitment, selection, training and other activities.

. ~2.  Fred sajd the main word J30) use*in descrlblng the planning function was lmplementatld'h ' . ‘
v - -
3. Another thing Fred wrote i a report was that Public Relations managers mostly apply a%t?ountmg principles
. to financial problesms. .o .
- A . ’ y . . . . - N ' ‘. e .‘_/
4.4 A really important part of ofganizing is the reports that summarize how well objectives {purposes) are being

met,

. L]
[y . , -

5. Fred wants to be a Fiscal manager because he will get to tell the public about his agency and its purposes.

i

How will I know’I've done it correctly? .

A2

6

-« P will check my answers with thé‘answer sheet, = - .
| S . P B - “a N
2 1‘f i 2N .'[ - N hl -~ 528 < - " " f' bt L\
p . ; ' “ eo - W - ) v &

.:..k‘»“éé’g
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) Activity 3

Objective:

Materials:

| will teview managers, manage

AN
’

This activity page.

MANAGEMENT BINGO

rs’ tasks and salaries.

» -
L _J . )
Location 7 g y
I and $7,000 — .,
Community $17,000, Fiscal General Store
Size .
. ' Number . * Public Health |
' $40,000 of Salary Relations- Department
< Workers .
. ~ J
\~ | ¢ .
Rating $ 9,000 — Contract Personnel Budget
. : $11,000
A . e \17\_
- y -~ Departme
: Court $15,000 P of A
-~ - Ser\flcés }adderg $?5,090' —$21 ,’000 ’ Human
N i ’ Resources
< p R
$33,000 Credit !Sclliticgl Directing Governor
.&3 ——— D . . f“ . . .
- \ - .
a 4 .
* .29 . :




‘ " Eindyour answers in the Blngo bdx above and CIRC]_E it. Keep answering questlons in any order until you have five

circled answers in a Illne horrzontally, vertically or diagonally. When you finish the Bingo, your work is finished.

5 L , v

~ ~

& -
R K Bhe salary of a GS-7 manager. '
2. This type of manager looks after management of all
) other agencnes - .
3. Government employee ratings are directly related
T~ - s fo -
d . . .
4, . Is @ government agency in our state
' government. ~
- 5. This type of manager sees that money is spent pro- . °
v perly. .
' 6. The salary of a GS-12.
-’ .
-t L3 »
-~ 7. Local government salaries are relatedto . . g .
, 8 A manager usually beglns at the bottom and works hlS
way up the
© N ik
T 9. This type of manager studies and approves deaIs made
N - .
- by government. ' ‘
@
./ .
10. A top national administrator would make
o
11.  Your government determines yoar )
salary. ’
- _ ; ..
How-will 1 know I've done it correctly? . . . Irwill BINGO.
L, - ,“ B t : .
. ~ . - » - - & vv N Py - ° < -
r . P oM %o
o 66 L S

ERIC, - | S R T

. r

12. This type of manager hjres, fires and gives
promotions to wple.

13. This type of manager keeps us informed on
whay’S)I:appening in the agency.” .

"14. The average salary of a governor is

’t)

15. Planning, organizing, and con-

trolling are management activities. »

Fad
°
% 4 hIy
.
A
-

“f”‘ﬂ’ oo
.

o~

~

-,

s

. et




3 o ¥ 3 - E v
L - \ , % LY £ N X R ” . ©
} B -
4 . J
v * # 2
P o ) ) .
. . . . . £
- o L . ' : - LN t
. . { 3 N
A *
- . GOVERNMENT AGENCY MANAGEMENT . .
- ] ) , Qualifications and Ernployment Prospects _ ' ) i
' . ) ;
. . n . .
> a 7 " - % ) s . %/ l,\' t %
. . 1, ‘ 2 - ',
N . - - g ) - . -r('
' . Now, if you are still interested in a possible career in Government Agency Ma‘?g’ement you neged to be aware of any speCuaI )
< . quallflcatlons needed to apply for a job. Even more important may be the questlon ""What kind of an educatlon ‘do | need?”’ This
' " part of the packet should help answer some of your questions. - . S S d
‘ i kY . '
. WHERE AM | GOING? o ’ S : o

’ . s+ Bythetimel complete this |nvest|gat|on | will be able to |dent|fy those quallflcatlons that are necessary to have a'job |n

' agency managements. - -0 )

o> N
* / . ’ » ’
» . * " " ) Y . [}
. S PR - R ] * » R . )
~ HOW“\'NILLI GET THERE? o - : ‘HOWWILL | KNOW e ’
i . ! . -
: 1. Contrast the qualification requirements necessary I W|Il complete the Compare and Contrast Actmty SO ,
for jobs in Government Agency Management. that accurate mformation is in each square. » -
4 - .« . . ’ ' . .
9. Participate in afield trip. ' . . | will-answer a set of questions. . ‘
T * ’ > . R o ) ) i Lt
. vt~ A
. - . N 4 - N
68 . -
o ‘ % 31.
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o . . QUALIFICATIONS AND EMPLOYMENT PROSPECTS:
. o . -

The basebaII pIayer knows that in order to be a success he must be able to- hig, rUn' thrown, slide and think. If he does a

good job at all of these activities, he has a good chance of, becomlng\a major leaguerball pIayec A successful. teachetr must bé able - : i

v ’, . % { . .
<“ . to' speak’ommumcate create and lnformatlve If he or she is able tpgdo all these thlngs well he or she will be recognized and

wnII advance in the fleld The same’is true in al-areas of‘GOVERNMENT AGENCY MANAG%MENT Many combinations of ‘

-~

skills and knowledge are necessary to be an effective governmehtal manager. These SkI”S duffer within the dlfferent famllles The

-
[

best way to, describe qualufucatuons for these families is to look' at each one separately. -

ln tbe area of GENER‘A'L M;ANAGEMENT it is necéssary to have a- knowledge of the organlzatlon and the way it is run,

& . A scuentlflc technlcal O admlnlstratlve spécuallty woulcﬁbe helpful, Lo .

. . . . - J X . . - N\ °
T0p positions such as federal agency dnrectors city managers, schooI superintendents sometimes do not dépend upon your

K
~ e '
L 4 * . -

age but the amount of. experlence you havé in the area. |-

’ .

/‘ o , N

No speclflc educét&enal backgrou.nd 'H reqared A'four -year coIIege\dtng:ee is required in ateas such as publlc administration,

personnel, and publ;c |nformat|on Most pebpYe now working'in this f1e|d have coIIege degrees in public admlnlstratlon business _ °

)

: . administration, or publlc relations, as well as Ilberal arts. - . ' .

. e
E - ot e

N : * ,a‘.‘ 3 . —.A / . . b e
. GENERAL MAN}S.GEMENT o : o : .
?X;»a : w i'r 3 . ' . e .l

~

1f"is helpful if ygu have heidaposmons where you have had to organize, plan and |n|t:ate.spec1al prog‘rams and are able to use

-

business SkI”S both managenal énd fifancial. L|°he person who is motnvated often gets top posutlons in"GENERAL MANAGEMENT

. . ‘ s I . -~

‘ ) ( You should be knbwledgeable zytd aIso a Ieader in the communlty .
NI m [
/ . ’ .

A
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If you are interested in FISCAL MANAGEMENT a good education is essentlal A bachelor’s degree ln accounting and
business administration is usually requured.to begin work in this fleld Most government agencies requ|re the public accountant

certificatign for those who deal in the Grea of accounting‘and audltlng. - .,

T

In thlwrea educatlonal background is important as well as experience. Many years are usually spent in less complex jobs

before your progress to a position wnth supervisory responsnbnlltyt Once in the supervuso’ry position, mterpersonal relatlonsf*

5
and a more specialized knowledge of the operatlons are necessary .

13

-« - -

Wiy . ° : N -
i .

CONTRACT MANAGEMENT

s

o

Employees in CONTRACT MANAGEMENT usually have more background experience than thqse in other families. Don't

be dlscouraged if this is the area you are mterested irrsince there are certain Iobs available to the new graduate.
’ 3 ®x ‘
A college degree is almost a mu st in this line of work. A*law degree is preferred for contract negotiations, but other

positions require business or l|beral artsdegrees. if yougre lnterested in this field, you should enjoy contact with the publlc be

- able to understard contractual law, have a knowledge of contract termunology, have the ab|l|ty to speak’ effectlvely, and be ablé -

to sense the attitudes and reactions of others. / L .
- . . . ¢ ' - [ .

v

PERSONNELMANAGEMENT . ) T ) © o

X PERSONNEL MANAGEME‘NT offers posntlons for employees of any age Many persons enter this area from other jobs

and there are entr -posrtons for employees yvho,are 18 or-older. ‘ , N 2

In this field you T it personnel, handle employee relations, counsel employees and employers, explain job requirements,
and perform otherzactivities. This opens the field to peeple of different backgrounds Many workers hold degrees in { ndustrial

Psychology ‘or Liberal Arts In most cases, a-four-year, college degree is required.

<«

If you have experience in anotherjob famlly you have an advantage if you enter the PE RSONNEL MANAGEMENT area.

Your knoyvled(ge in that-field will help you understand the problems that mlght ar|se ThlS experiénce is definitely in your favor.

. - s

[ A , -
" FISCAL MANAGEMENT , > , - RS ;

'h’ 32
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-The'good pe’rsonnel nH”anager must be skillful and also have the h ighest concern for the individual -employee.

. v
»

[}
- + v
.

PUBLIC INFORMATION, o I : R

The PUBLIC INFORMATION family offensjobs to people with varylng experience and educatlﬁ A few jobs are open to
those with” high school educatlon and commercial courses, most require a coIIege degree, "The worker i in this field might have )
. neWSpaper writing, saIes work or public speakmg experlences At the entry-level the ;‘“ ar0und hlgh school graduate vgho has

taken partin many éxtracu rrlcuiar actuvutles maght be employed T ) s ' c

K

The PUBLIC INFORMATION in the goVernment is no d|fferent than that in c1v|l|an firms. Employees must understand

advertising, publicity and research, andvﬁgble to express theéir ideas in a way the public can understand The ab|I|ty to orgamze

) is also important. The creative, self- confldent person has a long career awaiting him or her in the area of PUBLIC INFORMATION, ¢
o

B
" . N \ ( .
.t ' ’ ’ v aﬂﬁ
> . . . - L
- . v -
L) . . .
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' . Activity 1~ - o 4 Do not write on this form. ‘

< A .

\
* L4

' Objectiva: | will use my knowledge | have gained from readirig and from interviewing managers and tea&chers to complete this chart. s~

_Materials:  This activity page aAd the inig{mation from the readings and activities of the MOG. : .

: o= ACTIVITY - -
- R 52 ' . - . N .gs ags R
e S Y . Manager )Educatnon T Experience /} . - Specific Knowledge Certificates or Licenses |,
& 3 N . R . ) h >
v " (v g ” T o .
: : . + * C C
J | Sample: - ‘ cos :{| . Knowledge of .+ No )
L4 { . g @ ne . ;
‘ . Public Adm. - Previotis manage- * P organization , <
< General . Business Adm, ‘ment experience - |+ Plan programs T o .o
enera ‘ Public‘;ReIatlons .~ {! . Business language
» k%‘
- e 4 ' / . !
) . . s e
Fiscal - . . - s
T . - T c — -
’ Jfl - . ) Pl 7 - ' , " ' :
. S / ' . . ’
° « |t (R -3
Contract
- — %? - 43_ )
N 3 ) - ’ -
T . M . W . N . . \
< - ' Personnel . .t
R NERE L AL , : -
o ._Information . ‘
R ’ \‘ ' x - 2 ‘
R Steps or Procedures: : ~ : . ’ , .
M R RN N " . s . .
cE Y I Y 1. For each type of manager, fill in the rggyured mformatlon accordmg o category. :
) 2. The flrst mianager row has been done for you.- T B : :
-] Howwilll know 1've ;one it correctly? . . . | wnll show the completed chart to my teacher. Sy - - 77
» e ‘ .
- 7

e -

-- L £ X e e
R ) - . v 35 . :;i%% / f N



. . .- . Do not write on this form.
Activity 2 COMMON OPTIONS. .

-
’ X

Objective: | will explore the qualifications and requirements necessary for a career in Government Agency Management.

v

Materials:

) ' : _ACTIVITY

.

Plan a Government Agency Management seminar. Invite three or four persons in Government Agency Management

positions to attend your clags and discuss their jobs. To prepare for this seminar do the following things: X

-

1. Plan the seminar with your teacher&and other students in this MOG.

Prepare a brief introduction for each speaker. S

2
3. Ask each speaker to participate in a panel:discussion of about 10’minutes.
4

Plan questions to ask and encourage questions from the class. Use the interview guide on page 16 to help formulate

your questions. »

2. Talk with several of your teachers about ways in thhthe subject they teach might prepare students for careers in

Government Agency Management Write up a brief report on several Governtnent Agency Management careers showing

3

how school subjects-whnch might not be useful i In a specific job activity . 5,

AN

-/'_\

How will | know |'ve done it correctly? . . . 1will participate in the seminar.

¥, W

% f

ww
}




Activity 3

S

[}

o L4

. "', ; z R '
%’ Do not write on this form.

" .
! ' o ‘
Objective: | will visit sites at which the MOG being studied can be observed. / >
¢ . ‘ =
Materials:  Field trip questions, field trip evaluation form. . s
;. Lo ] : .
: ! ' i , ¥
. § ’ ’ ; ’
,{ =) CACTIVITY . ) ,
- . )/ . s
: . - I
This activity is in two parts. Part 1 — The "Field Trip Questions’’ form-is to be comple;ed before you go .
J— on the field trip planned for this MOG. Part 2 — The “tField-Trip Evaltiation” form is to becompleted after you

y

Y%

return from the trip.

Vo \ .

1. Fill out the “Field Trip Questions” form.

of the students can

e

2. Your teacher will chetk your for

see some things of interest.

3. After the trip, fill out the "Fiald Trip Evaluation’ form.

How will | know 1've done it correctly? .

-

-

\

>

- p/ . -~ )
L

" This will help in planning, the trip so that alj

~

_ . 1 will tuén in the field trjp forms to my tea&b

. -
-
) N L4
. -
.




2 9

. ‘ g T FIELD TRIP ouesnoms\w
0 : r
; 1. Place to be visited ...;_/'7 e -
\’\2 | would like 10 see the following jobs ~ ~ -
' ‘ — e ) ~.
- ‘ N T - = * - o
: . - SR - 5
\ - - 8 b : d
-~ A . * . . ' 4 . } * f
. . " 3. | would like to talk to the following types of workers ’
. . .
' - ¢ . . . t Y, ° , '
4. | would like to know the foliowing about:
. . LN » ' Ay
, o Salary . 4 . ‘ S .
‘ “ Working C_onditic;ns {where workers wc;rk} S ' -~
« iﬁ -“{Hours ' g 5
7 Educational Requirgments
' Skills neéded SN -
Equipment used (if any) - - .y
Job mobility (advancement)
) i )
i Things | ¢an do now to prepare for this job . ,
L ) . . M ' ) 11 RN
What the workers actually do ¢ . . oy .t
. . . " - 2 , ( AI. t
! s
)T r ¢ \ 5
! ‘ %
- ¥ P
,) , N - ¥ }
§ o 4 - 38 _
. N )
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)\“ FIELD TRIP EVALUATION . : .

0
<

Name - - -
. v N R ’ . . .
Date of Trip ‘ : ~Place , ' e
Special job observed. - ‘ T . ' -
. MOG being studied ) : v -
1. In general, did you énjoy the visit? ~ Yes No ‘ ' e /"{*/
If no, explain briefly Voo >
t L -, ) . I s . " L
NN .j' %  Did the trip help you better understand the Major Occupational Group which you are studying? Yes __ No__ : .
Why _° ' S -
iz ' ) - 3 ’
. 3. aWhat jobs in tha Major @ccupational Group did yoy see being performed? - .
v - - [ % - -
b. Which of these jobs, if any, would you like to have?
3 ~ Lo ) -
‘. , ' - R -
¢. What did you find out about the requirements for jobs in the MOG? ’
.‘\ . \" : . -T ' .
. - d. What did you find out about the kind of work {duties and type of work) done hy people in this MOG?
I" ‘9 i -~ ) K ( ) . s ° . ‘- - .

' " 4~ > Additional comments about this trip;) .

,'P "‘ . . - - p . . — . K . ) N . R .

h descriptibn of a typical day of a worker. ) ' S ;

5. Write a'two paragrap
* . . . i ~
r . . “



