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fair definition of the capabilities of each client. eps that
counselors and placement officers/might take to expand the client's

job competencies are suggested xg*ggggzir 2. Chapter 3%describes how

-to use -existing job availability i1 ation to find_ apgropriate jobs AN
for-the client group, and chapter 4 deals with creating or developing . °
additional job cpportunities. Chapter 5Jsuggests Hays in which / \
informatjon about specific clients and specific jcb opportunities can .
be,broug“{}toiéther\to optimize the client placement.' General
'guiddnce for the collection and use of data bty which @anagers and
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National goals in recent years” have placed great emphasis on the négd to discover

v and utilize the potentiél of all of the nation’s work force. Federal, state, and lpcal programs

for employment of handicapped persons have made their employment a reality. But, until
useful tools and techmaues are made available for expanding the range of jobs avaiable, the
vast majority of these ‘persons will remain unemployed or underempioyed--at a foss’to the -
nation of therr useful services and at gfeat personal cost to them. :

/ This project was undertaken in response*to, the need to provide appropsiate tools and
techniques to gxpand the range of job opportunities‘open to persons with limited cognitive
skills. The project has been aided by the support ofsmany persons‘in the Department of Labor
and 1n other Government and private agencies., In particular, the project has been'assisted by
Lourse’ A. Scott, Manpower Analyst, Office of Research and Development of the Employment
and Training Administration who served as project officer, and by the staff of the Division of

Testing, the Division of Occupational Analysis, and the Division of Applicant Services of
the U. S. Employment Service. : -0

o

- " The project also had the benefit of a very abie and interested AdviSory Panel. con-
sistifg of; Bernard Posner, Executive Director, President’s Committée for Employment of the
Handicapped; Fred J. Krauge, Executive Director, President’s Corpmittee on Mental Retardation;
Mike W. Stumbaugh, Director, National On-the-Job Training Project, National Association for
Retarded Citizens, Francis X. Lynch, Director, Division of Developmental Disabilities, -Rehabil-

jtation Services Administration, Social and Rehabilitation Service, U. S. Department of Health, T

Education, and Welfare, George Soloyanis, Executive Director, American ociation on *
Mentdk Deficiency, Hedwig W. Osw:/ld». Director, Office of Selective Placement, U. S. Civil

Service Compmission, and Beverly ampbeli,Coordinating Director, Joseph P. Kennedy, Jr,
Foundation. . . - . .

’ .
-

Synectics Corporation expresses gratitude to all those persons who contnibuted to the
development of this product, especially to those counselors and placement officers in field
locations who graciously assisted in a tryout of the preliminary materials. Their comments,
and practical experience in use of the preliminary materials have furthered development of a’

_too! which we hope will achieve the objective of the project--to expand’ the ra_nge‘of ‘job
opportunities available to persons having only basic cognitive skills, o
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¥ concern for full.use of jhuman resources. ‘ ' -
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. INTRODUCTION - :
\——.\\\ . . , * .
’ .. OBJECTIVE AND NEEDS T
. ¢ —~ L] Y .
~ The purpose of this handbook is to e\xpand the range of jcbs avavlable
to’persons having ‘orly basic co'gnitiye skills--persons formally diagnosed
as being mentally retarded, pérsons considered to be generally "slow -, e

Jearners" in .the educational system, persors with 'specific learning dis-
abilities, and persons who otherwise have been deprived of an opportunity

to develop advanced academic or vocational skills. . . .

\ v

Convergent factors: are increasing ‘the demand for vocational placement
of persons with only basic skills. Special programs seek to train and
plaée persons -of ylimited skill. Programs of deinstitutionalization move
individuals into local’ comnunity life and into the labor market. " Court
deci'sions and legislation on the, "Right to Education" assure that full s
community e ffort wi;l b'e made to idﬁentijf;y and develop potential for employ-

abifity. All of this i5 taking place in a social climate of increasing
b, )

- Counseling and plad{ement personnel must overcome substaptial difficul-
_ties in matching this increased concern for use of human resources with
effective action. They must cdpe with traditional barriers to the “employment-

’

.

of persons having limited cognitive skills within a context—of— eas-ingily
sophisticated job requirements and accelerating rates qf-change in require- .
ments. espite such difficulties, only full and fair, definition of client

capabilities and full use pf potential for vocational careers are worthy of
the counseling and placement professions.
. . . ‘ T >

. 4 .

. USE AND VALUE v - .

.
' N - -

. .

The handbook is intended for use in-Employment Service offices, schools,
rehabilitation agencies, sheltered workshops, private employment agencies,
government personnel offices, 'business, and industry. The primary intended
wusers are professional counselors’ and placement officers. = The handbook
also is intended to assist such professionals in helping community and
‘citizen organizations to locate vocational opportunities for special client

groups. .

If the handbook, is td have effective use, it must function in a
limited role within a comple¥ system of information and influence. This '
,in)formation cannot replace counseling and placement skills-=it must anhance
them. ' The material cannot -reflect local *conditions, nor can it maintain
close 'currency with job opportunities. Its value lies in supporting the

gathering -and dhalysis of information for both jobs and clients. The

.

.
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— . W C.: U. 5.,Government Printing Dffice JGPO#0-520-145), 1965. -

— ] \‘ - S—

Bhandbook broadly summarizes Knowledge about jobs and counseling-placement ,
. activities relative to the use of basic skills. General .and specific
- reference is made throughout to more detailed techniques and information.. . -

-~ . -
. * .

SR 2 CONTEXT, CONTENT, AND STRUCTURE

As reflected in Figure l;\the two volumés of the handpook are intended
- to support counseling and placemeit activities within a context of expand-
ing the range of jobs available to persons with limited cognitive skills.
' * Also fundamental to this context are cxich interaction witfgxﬂemploxers and
" ¢lients, a continuous stream of job availability information, and related
. community suppert services. . - ® -~
P . . ot
. . Volume 1 suggests courses of action that are effective in counseling .
. ) «and placing persons of limjted cbgnitive skill. These suggestions are
’ presented within chapters which correspond .to the sequence of activities
shown in Figure 1. Chapter 1, DETERMINE CLIENT CAPABILITIES, suggests
_ ways to agsure a full and fair definition of the capabilities of each * ' |
“+s  client. ~Steps that counselors aW placement officexs might teke to e and
the client's job competencies are suggested in Chapt_ier- 2, ENHANCE C]’..gpNT
.+ CAPABILITIES /THROUGH' TRAINING. Chapter 3, IDENTIFY JOB OPPORTUNITIES,
describes how to Gse existing job availability information to find-appro- -
' ' priate jobs for.the client group. Chapter 4, DEVELOP JOB OPPORTINTTIES,
' describes how to create job opportunities- for,' the client group. Chapter 5,
‘ MATCH CLIENT AND JOB OPPORTUNITIES, suggests ways in which information
about specific clients and specific job. oppértupitie's can'be brought to-
gether to‘optimize'the client placement. General guidance.for the collec-
. tion and use of data by which’ managers and administratots can enhance the |
L ) cpunseling/placemént; process are presented in the Appendix, GUIDANCE TO .
* MANAGERS IN ASSESSING' COUNSELING AND PLACEMENT PERFORMANCE.  °, *
. s * ce TR : . . o

i - B

r Volume 2 summarizes requirements.informati,o?{ér more than eight

»

& thous and occupations selected from the more than fourteen thousand occupa=
tiongl'lisﬂfngs in the Third -Edition of the Dictdionary of Occupational .
Titles (DOT)."Z’ Each of these occupations was dged by analysts at

North Carolina State mivei:sity3 to require. not more than'ah;féi'gi}th grade, -
L4 : Al . ) Y - - . » .

¢ . . 1
-~ . \ ~
. R LI

-~
s . _ ¢

; . 1United' States Depar r, E:npioylsem and Training Administration (formerly Manpower Administration).
j ' \Bureau of Employ ecurity. Dictionary of occupational titles. definitions of titles. (Volume I, Third Edition.)

- . '
N '

2l;lmted States Department of Labor.'anplowmt and Training A&ninistmion‘(fénﬁeﬂy Manpower A&ninistration').
Bureau of Employment rity. Dictionaty of occupational titles. occupational classification and industry index.
- {Volume 11, Third Edition.) Washington, D. C.: L S. Government Printing Office (GPO#0-890-377). 19@5&. -,

3Cunningham, J.W.. Slonaker, D. F., Heath, W. D.. 1{l. & Hamer, R. M. Estimated r;qdiromants of oc':cupa;iqns:
Egucatibnal development, specific vocations! preparation, physical demands, and working conditions. Raleigh:
i o North Carclina State University. 1974, ’ .

14
0 ' »
— . . : s
~ .
. A _ 9. a a

R A Fuirmext provided by R

o
:
e




Volume 1: TEGHNIQUES

@ Suggestions for and reminders
of effective counseling and'
placement actions

V.

=~

INPUTS ACTIVITIES

-

_ ®Chents o Detgrmine Client Capabilities
. e Employers ) & Enhance Client Capabilities
M : N through Training
e Job . . . .
Information o ldentify Job Opportunities
Stream ;

‘ . ; ‘e To expand

. } - e Develop Job Opportunities the rangé of

e Commu nity - available jobs
Support - o Match Clieftt and Job
Services : ‘Opportunities

Volume 2: JQ8BS,
¢

r

-
N 7

¥ e Specific occupational information
P -and job opportunities : \

.

4 ’ ¢ . . )
- - Figure 1.~ Perspactive of Counseling and Placement Inputs, Activities,
" “and Objectives for Clients with Limited Cognitive Skills
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* level of educational development--that is, not requiring reasoning develop-

ment beyond an ability to apply common sense understanding to carry out
instructions furnished in written, oral, or diagrammatic formwenor beyond
an ability to deal with problems involving concrete variables in or from
*stangardxzed situations. ~ Each of these occdpahlons was also Judged by s
personnel of the Occupatiqnal AnalygTs Branch of the U. S. Department of
Labor to require not more than one year of spec1f1c vocational preparatlon.

Occupdkxens are grouped within the major occupational groups of the
DOT. - Each of these groups is furthexr subdivided by the DOT occupational
divisions. Occupatlonal titles are listed according to cogpitive-skill

) requ1rements--1n§gpendent and combined demands for language, mathematics,

and perceptual processing forms of development. (See the Introductlon of
Volume 2 for fuller explanation of the occupational title listings. )
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R . Chapter 1 . 3 .
o : DETERMINE CLIEET CAPABlLITIES R
., R S VR - - . ‘ ‘ : . — - H
~ SR T OVERVIEW a O L e
v T "
- Figure -2 léentlfles the pnncxpal activities in determ).m..xpg client _':"
+ capabilities. uggestlons are presented for carrying out each of these .
. activities® The'se suggestlons are almed at helping the counselor and . n
. place’meht officer to. - ) . = Ty ae
B - h : ) . r - . R 3" .ﬂ - e’
/ Assure‘ a full and fair definition of client' capabtlities_. .o, o=
* . © 4
Y Identify réalistic upper bounds ﬁor cllent job a.nd career ] v R
performance. . e . .
. ! 2 . \]
. ) / Bnph_asxze full usi of client capabilities. ‘ . Sy
- I § L - e !
4 Y Obtain lnformatlon ‘that will quide job placement and '
specxflcatlon of traa.mng needs. . ‘
&L A - -
. . g . DETERY "ve LIFE .
- SITUATION STATUS .
o .' h . ' . v L.
- = } ? . LY \
. s DETERMINE ‘5 AL
GENERAL EMF‘LOYABILITY = v .
» 1
o . : DEVELOP AND- .-,
. USE THE FULL VALIDATE AN | ) .-
SPECTRUM OF . * INTEGRATED o
CUIENT DATA DETERMINE CLIENT CAPABILITIES  PROFILE OF o
‘ -1 SQURCES N .. < CLIENT -} T
! ¥ Cognitive capabilities . CAPABILITIES o . o
ol /llntere‘st and motivafion o eyt g
[ o'y Al » i ~
. . "V Human rpliations.'capabi‘lities K 5 |
. v . 'Y Teipefament. ) .,
( ! . N 2 N ’ !
. . , Y Sensory.capabilities” ° . -
o , v Psychomotor capabilities : . e <
- : Y ”
J . v/ Physical capacitieg . . .
s * ,,, . e a4 ¢ ¢
- Y \Knowl edge and memory capacities .
o Figure 2. Principal Activities in Determining Client Capabilities .
) ° , ‘. ] . ) \\\\ - [ . , P
-t e sk Te. V) 91 ¢
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' " ST T Y USE THE FULL SPECTRUM OF CLIENT DATA SOURCES - 1
PR e . — — , o, N -
. - \es;m LI o . ‘ . . . . .
. There are:two-main aspects to us:Lng a full spectrum of client dat:a Te
oo sources.¥ First, there are the sources themselves; second, there are the” '
techniques used to elicit, organize, and evaluate the data.
o

The, many possg.ble Spec.'Lflc sources for client data can be grouped "

\ el . into the following classes: directly from the client, from other’ agencies .
. . that Nave known the individual, from forper employers, and through special ‘
J ) . capablllt:.es measqrément act:lvn.t.les. Suggestions:' are presented below for'
- mak.mg useg ‘of each 6f these classes of .client data. sources‘“ r, . -
g&-&.-&—-h—-/ o . ° ] - ~ s,

: * . DERIVE INEORMATION. - : R
FROM THE CLIENT o ‘
 PREPARE FOR fne* -

CLIENT INTERVIEW

B T . a

Clients with limited cognitive skills, especlally language skills,

) represent a greater chall liciting capabilities information than
AN , -do persons-with mare adv (tive skills. Précontact preparation, :
lncludJ.ng familiarity w . records, can improve the flow of infor-
! : . mation .to be. derived f: __-iient. ,Familiarization with documentation .
AN about the client prior ., the interview will permit free interaction during
the interview. This approach will. reduce the chance that subtle visual B
- cues will.be missed during t.he contact. o . "
- . R . e » L4
1~DEFINETH§CLIENT/_’. . e
COUNSELOR ROLES—<—— -~ = - ~ - - . ‘ L e .
~ - It is essential that the client understand his or her role in the ¢ '

v ey »int:ervn.ew/assessment process. Reflect to the client that the purpose of ;
i . . assessment: is‘to find the best vocational, opﬁortunltles available where he
e <oreshe can.use demnstrated..capabg.hﬂgs, ,,;.The-chsgﬁ\; weds _to understand”
" . that he‘or she is ultimately the source of all assessable lnfoz:matlon,
that tthe lnternew is a joint effort of client and counselor, and tha ’
i 2 * succe'ss depends’ upon hOnest: and accurate lnformatlon about and from th :
] client. - .
" c ) .
, Use of a pyofile approach, pointing out t.hat: all people have dJ.fferr.ng LI
’ levels of ability in different areas, is a practical approach. . Convey to

) . t the client that, for all of us, much of the joy of life is detexrmined by o
. a suitable match between this profile of capablllty and demands on one's
. performance.
. " * \
BT S .
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ENCOURAGE SIMPLE,. DIRECT,
AND OPEN COMMUN!CATION

Use an appropriate vocabulary. Be specific, concrete, and use
,straigﬁ't:fomard examples. Ke factual questipns short and answe;'able in a
word of two.' It is better to,akk many short and $imple‘questions tham to
place an excessive load on ‘the client with any one destion. Clients with
limited cognitive skills will tend to have diffjculty with unfamiliar )
words, abstract concepts, and issues involv1ng multiple facets. They are
as likely as any grOug of cllents to give honést and accurate information
about fact: and opinion if they do not feel threatened or confused.

< .

If Seemn§ con;;rachctlons arise, pose followup, questxons that clarify

. inconsistencies. Review and clarify possible declsmns and alternative
courses of action. Persens with limited cognitive skills are more likely
than. most clients fo need help in ldent:lfylng incénsistencies in 1og1c or
fact and in identifying or planning c¢ourses of actlon.
" ENCOURAGE FREE EXPRESSION OF )

" PERCEPTIONS, FEELINGS, VALUES p)

K4 ) P T
. Keep the discussion client oriented. Be a good listener. Don't
interrupt the client's story or interfere with his or her manner of expres-
sion. Inspire confldence by showihg consistent interest and acceptance.

Avoid expressions of,personal sympathy, surprise, shock, embarrassment:,

ridicule, agreement or dlsagreement. Accept, recognize, and clarify posi~
tive, negatz.ve; and mixed feelings. Persons with limited cognitive skills-
are frequently used to being dominated by more verbal people, and may be
all too ready to reflect what they feel is expect,ed of them rat:h :

their true perceptlons, feellngs, and values. 2

-

>

PROVIDE FOR EXPLORATION, )
ANALYSIS, AND_PLANNI-NG R
: Keep an open and inquiring mind. Develop and test m};ltiple h.ypotheses.
Avoid premature conc1u510ns. Let the clfent guide conclusions by reacting
favorably or unfavorably to alternative possibilities and plans. Search
for andraccept new evidence—-especially of cllent capabll:.t:les not ’
. .previously demonstrated or suggested.

L

»

USE INFORMATION FROM OTHER AGENCIES

THAT HAVE KNOWN THE CLIENT

' consmen ALL OF THE ‘AGENCIES"

THAT MIGHT HAVE INFORMATION- o

Clients with hmlted cognltlve skills are especz.ally hkely, o have
had prior contact with one or more a§enc1es. that may have information abOut
-t.he client's capablllt.l.es. Client information might have been recorded, ‘in
s’pec;.al schools, learning d:.sab:yhﬁ;es programs , workshops, vocat:xonalw
) trainlng programs, “residént ptpgram, and othe}: placement centers.

¢

Y
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"'!’A"‘Eiﬂ-\xf&g‘ N A , ". _' ’ » )‘A‘ ,
ST RECOGNIZE THAT A'VARIETY'OF INFORMATION CAN ' : -
CONTRIBUTE TO A PICTURE OF CLIENT CAPABILITY o e
. Behaviﬁi?‘éichiiﬁted. at varied stages of individual development and-in
. ‘  different contexts can provide hints about the interests, motives, and °
ST ET e - “apilitids-of. the client. Parents can frequently provide useful insights
about attitudes, intérést, and capabilities.that might othexrwise go 7
. undetected. Such background information will be especially useful to

counsélors and placement personnel when it can be’ fit‘:t:ed into a consistent
, pattern or profﬂef ’ . AR
. . ~ : Y iy .
W FORMULATE REQUESTS CLEARLY, AND o T
s TO ELICIT A DESIRE TO COOPERATE : . . ot

, ) Most agency persdnnel will want to rgsponq quitkly and completely if
* they understand that the effort is directed toward helping the client in’an
' important way.  They can make the most effective judgments ‘as to what -

information to Brovide when the -reque's‘t: is specific and its intended use is

defined.. Make requests- personal and specific to the .iridividual client.”’ .
-~ -~ Avoid rout:-}n,e;-soundigg requests. Use the most cost-effective combination
. : of letter, telephone, and personal visit to obtain information about the
: . client. .
FOLLOW UP ON REQUESTS - - '
" TO OTHER AGENCIES ' A .
¢ ‘ R o Ch'eck immediately on the status of promised informatiqn that is mnot
: - forthcoming. Specific supplemental reques ‘s can be used to .fill holes in
a client's ‘profile of capabilities and to cla ify seeming 'inconsistgncies
in data f\%m a given source or from different sources.. - ., |
LT USE EMPLOYER INFORMATION . '
% ‘ .'
SE INFORMATION FROM . ’ -
« [EFORMER EMPLOYERS . . . . ‘Y

Obtain information from former employers, including workshop super— .

| visors, to clarify the nature and extént of client capabilities.’ Even . )

information about characteristics and performance that were negatively
v T , : evaluated fmay lead to a clearer understanding of client capabilities. For
. ¢ T example, information about .the circumstances of discharge for failure to '
. ) get along with fellow employees may suggest less demanding cbntexts in

yo.s whi;ch client social skills wpuld be adequate. S,

C : S USE INFORMATION FROM THOSE WHO HAVE. .
' DECLINED EMPLOYMENT TO THE CLIENT -

£ o .. A understanding of why a client was 'con:shidered; but nét accepted,
v : /' for employment.can help to suggest approaches to more successful placement
: ' for the client. A‘fisually, employers will be very fair and frank about why
v : , . one, job applicant was selected over another. Specific capabilities they
, : . . found lacking or 'developed to ah insufficient level can contribute to the
N e - client capability profile. . . . v - U e

s
-

A)' > N . . 12 <
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use INFORMATION FROM . . ‘
‘POTENTIAL EMPLOVERS . o ) . . . ( T

. . Euployers may stipulate cap litles of potential employees in term

. . _ of academic performance, perfouﬁze on psgchological tests, and prior job

experience. The relationship of thése requirements, to job ‘performance may

r * not be clear to the counselor or placement officer. Check with potential

employers for information about the assumed relat:mnshlps between such

, assessment- lnvformatlon and JOb requirements. . . \

. -

%- * . 5

Ex . )
_ USE SPECIAL. CAPABILITIES - . . : : .
- MEASUHEMENT DATA K ) ) Sy .

@

ST Rsv;sw AVAILABLE DATA

N

Detenmne what information about the client is already at hand or
already exists and can be obtained readlly from other spurceg. ., Use this N .
review in deciding whether addi tional’ special measu.rement is necessary
Lo ~and Rossa.ble and, if so, what it should include.

SELECT SQURGE FORSPECIAL &+ ¢
\CAPABILITIES MEASUREMENT,, -, - .-

[
. ~

, Where possible, identify altermative sources for client capability
measurement. ‘Select the best source or sources to provxde the kind of .
measuremertt 1nformat10n needed. .

“ Al

‘. ., ' SRECIFY PRINCIPAL INTERESTS - ' .

~
g
. N

Define and communicate ,to measurement personnel what' information
will be of greatest beneflt in counseling and’ Placing the individual. .
Measurement personnel ylll be able to deterrpa.ne the best measure .available
< for the c11ent u@}'matlon sought. o . ‘\, T
<

@

R -DETERMINE LIFE SITUATION $TATUS T

The purpose of explonng the life situation of the cllene is to
deté{-mne the freedom he or she has in seeklng, cbtaining, and holding a
job. Such a determ:.ne};n’n can be a useful starting point in seeking
’s—.peclflc job opportunlta.es for, the 1nd1v1dua1. It should include a concern
L . *. for the career?mpllc,ations of at least.the «followxng areas: -

~ . -
Al ! - -

/ Current living arrangements. - . o R

b T PRSI . % L . A ' -
P ©© 4/ Economic  status. ’, . e v '

e

¥ Physical/medical ‘étatu‘s.' ' T . ; oL

[ v : L ‘ . N iy . ? . v

. / Legal status. © % . - .. . o
H . . ‘ . ’

- : : - : . . ’ ¥
s v General -motivation for employment. - e, L.

ERIC I 3 40 A
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_DETERMINE CURRENT,
LIVING ARRANGEMENTS

The. client's -current living situation may impact on the urgency of -
obtaining employment, adaptation to a job, and the feasibility of holding
. a job. Fof'examPle: T T4 - L B R
. . - . _< N
Y a qu:rentlydnstitutionaﬁae'd client may, have .mi
in locating a position but' may require alternatj
arrangements to be made before it is feasible
or make a suctessfuls job adaptation.
/ A client currently living in a private famjly setting,’
~, especially a client having dependents, ma)/ hav maximum
/ ' ‘pressure to locate.a job quigkly--but ada’pto(én to émploy-
) ment may’be minimally.difficult.

& .

. . 44-'..:. -I
Y A«client in a.trataeitional living‘ center’may have maximum
flexipility in the timing of aqd,ada‘gé’ation.to employment,
as well as maximuh support in achiewing success. v
. . . 3 .I‘ \ . - . i .

g
. L g

Y A cliént Mving in a private family setting and being
partially dependent upon others may have flexibility, but
adaptation ‘to employmént may -be made di fficult by the nature
of - the dependenciés--particularly where family members are
overp;otect'ivé of or have inappropriate aspirations for the
client: ... e e ow . -

IS

- @ -

e ¥

DETERMINE ECONCMIC, STATUS -

5
~ P

The client's economic status may influénce the direction and timing
of vocational goals. For example, a'cliejft without economic ‘resources or
altermative income may"feel compelled to’ find immediate employment regard-
less of longer-range career prospects, whereas a client with interim

* means qf-support may be able to undertake special traihing or other-

activities aimed at more distant goals. *
at .

w TR TR

| DETERMINE PHYSICAL ~ % & ¥ \ ,,

MEDICAL STATUS . i . A .
Awareness of physical or health status is negessary to help steer
any client away from inappropriate occupations. But a more import'ant
purpose for_determining the client's physical or medical status is to
identify the res‘idual ‘gapabilities having ‘potential for job performance.
In particular, attentio'xj'should be .given to the compensations clients make
“to ‘physical limitations which can havejob uti{ity. For example, blind
persons gometimes show ex‘cegtibnal attention to-auditory and tactual
information. Lame persons midy develop exceptional ability to perform fine
finger manipulations’ for extended periods of. time.”
. . 'y .} _', . \“'
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DETERM!NE LEGAL’STATUS‘* * 3% 0 o Ll : . oy ,f‘ T
e TRT L L ’
- -« qhe -latitade available -to- client and counselor ‘in exploiting. Job ~
opporttmlt.les may be affected by thé client's legal status. If the clJ.ent :
15 a free agent, cimplvoyment, may be sipply .a matter of mutual agreement .

between employer and clxent—-facz.lltated by the efforts of counselor and
placement officer. Third-party approval may be required for clients with
legal guardians, Further restrictions may have to be considered for
clients who are wards of the state.

DETERMINE MOTIVATION v
FOR EMPLOYMENT v ‘ ¥

The counselor and placement officer's role may be extensively
influenced by the nature and extent of the client's motivation for '
employment.u.e:hentsrm ‘the, hrgh»motlvatlon may require only a nun:.mu‘m of :
informati'on about job placemefpt and leads to opportunities. In contrast,

a client with feaxs and mixed motives concerning employment may require

- encouragements.and pport«at.\ each Step of the employment process. A

client with narrow interests and stringent requirements may have to be
guided toward more realistic expectations and supported in the employment °
process desp;,te 11m1tat10ns on the spectrum of opportunltles to be
consldered .-gm LT -

.

52 P
R . o

N
e

wwo - NS T, DETERMINE GENERAL EMPLOYABILITY

s . °

The purpose of determining.tha general etrployab:.llty of the clJ.ent
is to augment the.information about the client's freedom to seek, obtain,
and hold a job--the information‘gained from exploring the "life sxtuatlon/ ¢
parameters. This general assessment. of enmployability can serve as a
useful frame of reference in guiding the more detailed deternunatlon of
speclflc capabilities which -follows. Determination of general employabrillty'
' should include a concern for the career lnpllcatlons of at least the ,r» .
following 5??55. L T T v

R T

e MR g SRR e 3 - o e L aeal . -

( / Ability to make lnde-pendent 1career choices.” ,

,/ Ability to live independently.

v ]':\;ocal mobility. . \ i .

{ Freedom to relocate. . : ’ .
v/ Ability to go'thfough the ellrployment process independently.

.
' \
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|
o
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DETERMINE ABILITY TO MAKE
INDEPENDENT CAREER CHOICES

. .
The client's ability to make independent career choices may impact.on
the natire of responsibility the counselor and placement officer mist
.assume in guiding the clJ.ent:. It also may influence the nature and extent
of consult:at::.on which is appropnat:e to have with others who are important
1

+ in “the life situation of the cllent.
All of the life situation parameters can prov:.de clues about the

clJ.ent: s abJ.lJ.ty to make independent career “choices, partlcularly information

about current living arrangements and legal status.  In ade.tJ.on, the’

tounselor and placement officer may be able to gain useful information

capability for J.ndependgnt career ‘choice from one or more of the

-]

about
, following: e

v Assessment:sA from educational, medical, or other agencies which
touch upon the client's decision making or judgmental abilities.

Y

) ' 3
v The history of the client, particularly as it reveals evidence
of success n making past independent judgments.

¢ Evidence of client comprehension of the concept of career
choice, as revealed in the course of interview and discussion.

.
-

~
DETERMINE ABILITY TO n _ ,
LIVE INDEPENDENTLY : N

~

Counselors and placement personnel who work with clients hav:.ng

ere cognitive limitations frequently find that adaustment to a well=-
less difficult than adjustment to independent

‘ected job situation is ]
Regardless of the relative difficulty of adjustment to job

ving.
rsus independent living, the combined adjustments can place an excessive
Urderr on the client. The effective counselor and placement officer will
consider thls potential combined impact and will phase changes to acha.eve

maxlmum pro‘éablllty of successful adjustment.
L o

,:, Generally, the best starting point for determipation of the client's
aﬁlhty to live independently is with, the life situation barameters out-

e ned ab0ve--w1th particular_emphasis-on -evidence- from the current. status

or history of the client which clarifies conditions under which sat:lsfactory

djustments can be made to productive life situations. Such status and
ﬁ}story information about life situations must be pro:ected against future
.These pro:ectlons should consider the capab:.llty to: |

~

jossibilities.
Y Maintain personal hygiene and health; cbtain sm.table health
services. o

Y’Obtain and prepare proper food; maintain proper nutrition.

.

e 5

x

k] R 730%;
AR :

Y Obtj:ain, wvear, and maintain appropriate clothing.

v,
-

Y Cbtain appropriate hous:mq and care for the home.

2 016

w0
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g
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- to tran?portatlon is not #the only consideration, however.

\

by his or her access to transportatlbn.

. sought.

. be consldered' When clients are unskilled in lndependent\ moblllty

capabllltles. It is of special importance that: the client's freedom to
relocate, or alternatlvely, limitations on that freedom be,:.nvestlgated.
The lack of freedom to lot:ate may severely curtail the types’ and. l\)cablonsb
of job opportunities than can be con51dered for a given c11ent. , ’
<
_ DETERMINE ABILITY 10 GO THROUGH oL S
' THE EMPLOYMENT ‘PROCESS ’ . ’ . e
( N ~

. ! P
Y Manage pérsonal finances:.

.

Y ‘Obey laws; resist victimization.

v Participate succe’ssfully in needed social interactions. .
, These ‘capabilities should be reviewed in the light of. tz;pnsn:.lonal
and permagent community support available to the client.

v LN

DETEMINE LOCAL MOBILITY .

N The c11ent s xadius of Job cpportunltles w111 be importantly detemuned
Full consideration must Be given to
\sansportatlon factors in setting the geographlc scope of job opportmlties )
Tramsportation availability may range. from use'of public transpor-
tation all the way to private vehicle operation or even car poollnd Access,
Costs Qf
transportatlon may severely limit’ the range of job opportunltles wﬁlch can
effort

should be glven to a determination of the extent and methods by which they .

can become independently mobile. "

Y o o _ . - o
DETERMINE FREEDOM ' - ' ;o ) - or
TO RELOCATE ' . Yoo C

-

Even with the fullest identification of capabilities and job opportun‘l-
ties, clients with only basic cognitive capabilities may be more restrictdd’
to jobs in a given geographic area than individualsswith more extensive, ~

Clients with ‘only basic cognitive capabllltles frequently have
employable skills, though. they may have grave. dlfflculty with preemployment
competition and even with the“mechanjcs «of the employment process., For
example, a job may require only manual skills but: the employment process'
may demand completion of an employment blank. Consequently, it is important
that the counselor.and placement officer be able to dlstlngu:.sh between
job-getting and job~hoiding skills of the client. Such distinctions will = ¢
help to define the range-of enployment opporttmltles, to clarify~the kmds
of information that should be prov:.ded to potential employers, and to
establlsh what kind of direct assistance should be provuied to the clxent.
in the employment process. . L .
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DETER,B“NE COGNITIVE CAPAB'L”IES . ’(/ffﬂ P ?

[

the ability ,to perceive, to know, and to understand. Humdp”cegnitive skills
cover an enormous variety and involve processes for which there 'ig not yet =~
rigorous scientific understanding. For vocatlonal guidance pquoses,
assessment of three cognitive parameters’ is of special impgptances

13

) . < 3 .
Adsessment of cogmitive parameters is con<’:erned°witw§g;ten?i’na°tfon of

Y Language Development - the ablllty to comprehend and express

wntten or spoken language. ( , . i o L

4 Mathematlcs Devélopment - the ablllty to comprehend and‘aﬁply o
numerical concepts and symbols. . .

~a/
. . e . N> . .
L "V Perceptual Processlng Development - the ability to detectd p o
sensory inputs and to martipulate the derlved 1nformatlon. N .
* These parameters are df such i tance that ,they have been gsed as part of
. the basic structure for organizf the Job llstlngs presented in yolume 2.
DETERMINE LANGUAGE f : Cea - o
oL CAPABILITY R R - ~
. ’ . . . Yo -
: el Language development capability levels employed‘here are those used in -

the Dictionary of Occupational- Titles (DOT). These are 1den%1f1ed as the

Language Component of the General Educational Development (GEQ) scalel? .
o " Within the DOT, Seven levels of language capability are 1dent1f1ed (dabeled
. as levels O through.6). For persons of llmlted cognitive capabllity, only,

- . the ‘lower four levels of the scale are consLﬁered appro ate (leve}s 0
through 3). ; p§

.
- se .
& !

¢
H

‘Determination of the client's language capability should d;stlngulsh .

amongrthree broad levels of language competenc,y‘;s5 .

Y Minimal - GED level O or 1 (up through Grade 3) Not mokre, >.° o
than reading, spea.klng, and printing. simple sentences eontaln-
Y ing subject, verb.;e and object using present and past' tenses., R

‘ ’ v Moderate - GED lﬁ:rel 2o0r 3 (Grades 4 throu h 8).. Not more )

than selective reading of textbooks and other™ materials .to .

extract an essential theme or idea, composing repérts with .- .
proper grammar and spelling, using proper format, and pre-:,‘ P /
paring neat papers. \ .

- & _ " v High - GED levels 4 through 6 (érades 9-and above). Involvg)

more-than basic language skills. A client who can’ demonstrate _
A . achievement at this level should.not be substantially %imited

by language capabilities except for hlghly specific job
. . L - requirements. < T ., .-

-

<

. 4 General Educationa) Develo t { ED should not bs confused with 1 val t Dipl
T M .. rded on the basgs of msm in ica)ting ‘the equnvalent of a hugh smoo cm%%‘:’\'n entD p oma ‘GEUJ
! - 5900 Relating General Education Devolapmom to Career Pllnm'ng {u. s, runent of Labof, 1971) for more ‘
: “ -information about ievels of Ianmage elopment, language cumcula an oer umplncanons.
;" B S I S Sy o, . PR . , N ’ e -
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‘as those havmg only minimum language demands.

‘used in the DOT. Thése are identified as the

.

Fourc?chniques are bspecially useful in determining the client's
lanquage pability: -

Y School, achievement. records are llkely to . J.ndlcate rather
directly the level.of language capab:.l:.ty acHieved by the
client.

1)

Y Observation of the client during interviews by the dounselor
and placement officer can determine approximate vocabulary
levels, grammatical usage, comprehension of verbal ycommunica-
tmns, and ability' to communicate verbally. f
Y 'I‘ests calibrated by grade level such as the Stanford .

Achievemerit Test ((SAT) which includes Paragraph Meaning,

Word Meaning, Spelling, and,Language subtests. The.U%-S.

. Employment Service Basic Occupational Literacy Test (BOLT)
- contains Reading Vocabulary (RV) and Reading Comprehension ' T
(RC) subtests which are calibrated to, educational develop-
ment grade levels by équation to. SAT norms. :

-

a ¢

/ Language aptitude tests ‘such as the U. S. Employment Service
Verbal Aptitude of the General Aptitude Test Battery '(GATB)
and'the Nonreading Aptitude Test Battery (NATB) can assess .
the functional vocabulary of qllents. For purposes of making ..
rough estimates of educational development, percentile scoxes ’
from these tests can be used with grade norms for the SAT,

~ BOLT, or-other gradé-calibrated’test known to correlate hlghly
with the language aptitude ‘tests. :

The client’s determined level of language capability has great utlllty

to the counselor or placement offlcer 1n the use of volume 2 for ide

moderate language demands should not be considered for th ients.
Clients who are rated as. having moderate language capabillties (GED level 2
or 3) will be able to handle jobs having moderate language demands, as well

DETERMINE MATHEMATICS
CAPABILITY e N

yed here areé those
thematics Component of the
GED scale. Within the DOT, seven levels of mathematics capability™are
identified (labeled as levels 0 through 6) . For persons of -limited
cognitive capability, only.the lower -four levels of the scale aré considered

Mathematics development capability levels,

appropriate (levéls 0 through 3). . Cr T L -
. ‘,; % 2 )
L Y .
23
v 19
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o DetermnauOn of the client's mathematics capability should dlstlngulsh
.a.mong three broaﬁ.levels of mathematics competency :6

v o
v

<L / Minimal, - ,GED Jevel.Q qr 1 (wp, through Grade @l.éz &ot moTe) . -@fé&é’ po o
‘ . = than ,countung, addltlon and suptraction of two-place numbers,
4 and familiarity with standard units of measurement and with
"‘basw measuring eqm.pment such as clocks, rulers, and scales, \
_ -© ¥ Moderate - GED level 2%or 3 (Grades 4 thxough &. Not .
R ' more than computing discounts, interest, bercentage, surface . .
' ) , ¥ areas, values, and weights, and measure€s,’ psmg four basic .
- ' arithmetic operatlons. . S /"

.
~ . .
N

¥ High - GED level.4 though 6 (Grades 9'and above) Involves ;/

- . - :

P
LN
A ]
i
o
>

- J

TMore than basic mathematical skills. A client who can
K demonstrate achievement at this level should not be substan- . s
: tially limjted.by mathematics capabilities except for highly / /
specific job requirements. o N 4 . s |
. - ; . -
- Four technlques are especlally useful in determ:.rung the cll,em: s,

. ~
o«

a mathemitics capability: . ~

t :
- . 7 School achievement records are’ likely to -indicate rather
" . ‘directly the level of mathematics capablllty achleved by the

%
S | cllent. . !
N ~ N : -~ P '~
S d - TEET

—4'B ? ) y 'Observation of the client during interviews ,by the counselor s T

. and placement officer can yield information about¢mathejn§t,1cal ce g . .
- problem solving' ability if basic concepts and exerclses are !

introduced. . . . o

Lo Yy Tests calibrated by grade 1evVel ‘such as the SAT which includes R
4 Arithmetic Reasoning and Arithmetic Computation subtests. The '
) Us S. Employment Service BOLT also contains Athetlc Reason- -
L ing- (AR) and Arithmetic Computation (AC) subtests whlch are
. L calibrated to educatlonal development grade 1evels by equation
‘ - to SAT norms. . .
. -~ B . A . g < dey . g
2R e e @y
Mathematical Aptltude tests sﬁch 'as the U. S. Employment Y
Service Numerical Aptitude of ﬂye GATB and NATB can assess . ,
the client's ability to perform a:i.metlc operations quickly: ’

.
v
“~

P and accurately. For purposes of ing rough estimates of
2 ) educational development, percentil cores from these~tests
can be used with grade norms for the SAT, BQLT, or other
S .grade-callbrated tests known to correlate highly\wlth *the -
e ’ mathematical aptitude.tests.’ . . :

N
~ . -y

.
‘ ‘e
: ¥ . L ) / ! , . -

3
.

: /
SRS 8 See Relsting Ganers! Educalion Devalopment to Caraer Planning U. S. Department of Labor, 1971} for more .
information about levels of mathamatics developmom mathamatjcs curricula, and caraaf umphcquons ’
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1

AS with the cllent s language capability, the cllent Y deternuned
level of mathematics’ capabllu has great utdlity for the use of VOlume 2 .
- - in, id&qtifying appropriate jobs for the client. Clieats who are rated’ as |
%' & o g, Naving. only. minimdl nfatheﬁ&t;cs—cogpétency{CGED level Oloz.llmxll be ... -
able to handle jobs identified a% having oniy minifum matheématics demands
Jobs with moderate mathematics demands should hot'be considered for these
clients. - Clients who are rated as having moderate mathematics capabilities °
1 {(GED level 2 or 3} will be able to handle jobs having moderdte mathenatics
' demands, as well as those having only minimum mathexﬁatlcs demands.

* DETERMINE PERCEPTUAL . ) : L

PRQC'ESSING CAPABILITY ‘ ) ¥ : )

.
. . e 3

iy
.« Perceptual processlng involves the detect.:.on of sensory patterns ‘from .

’ . klne!tﬁ’esm, taste, or smell--and making a comparison to or a discrimina- ’
tion from 4 like input or mental image. In effect, perceptual processing - .
_‘ . is that cognitive activity we frequently perform in order to make a "’
judgment about a sénsory 1nput and which leads %o formulatlon of an appro-

.

. _ priate response to that input. . .

‘AW".‘ e < _./ LA o * & .

Most jobs have a requirement for some 51gn1f1cant f.cn:m of perceptual

! ? 8 capability, but only a minority combine this requirement with the additional .
’ ( significant requirement for comparison or discrimipation. Slmple)Job-
’ relevant examples of perceptual proceSSLng are activities such as:

Yy Vlsually inspecting and/or stirring a- compounﬁ and maklng
the judgment that the compbund has or has not achieved the »
right consistency, based on some prior knowledge of what
that éonsistency pught to ®e. (Cement mixing, for example.) _ -
- f Y Sharpemng a cuttlng g tool--such as a chisel or SC:LSSOIS‘"
’ - according to visual estimates of:ithe angle réquired so that
o “the resulting edge'is ne1m§r too acute nor too obtuse. .
Y Locating an interior wall stud by distinguishing .chahges in .
oo loudness and pitch as one taps toward or away from the stud's .
WLy, ;pOS:Lthn. . . g . e e, - s

P41 Y -2 I | SN s . AN 1. Mg . " v - o e

Deternu.natlon of the client's perceptual processing capabll:.ty should
» distinguish between two broad_levels ‘of conpetency
. Yy Minimal - the ability to detect sensory lnformatlon is -
, present ~through a variety of sense modes, but the ability to.
manipulate thisginformation to make comparisons or d}scn.mlna-
aéb tions abdut those sensory inputs s not present to any . N
: 51gnificant extent. ) . P
X 4 Moderate - .the ability to detect sensory information is - ,\\ i ’
i,:ent through a variety-of sense modes; the ability to’ i
ipulate this information-to make comparisdns or discrimina-
tions about these sensory inputs is also present to a oy R .
S sxgnlficant extent. . . ) - ' o

“

_ )'.u - o , Tooa 5 ] L.
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S ' . any semse mode or combination ‘of sense modes--SLght,, ‘audition, touch./ L . \

i - - e
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While perceptu processing is an everyday activ.ity, the counselor .ar PN

placement officer is faced with two special’ problexrs in determining’ these

4

capabJ.lJ.tJ.es of the client: ' ) s o

. w LY . . . . -
. . - A4 M .
| SN ‘Norms of development in this. area are not well establ:.shed. Wt )
i - . . . . 4
Y Standardize meas ires for sense modes other than_ s1ght» ‘are ’ )‘
. ‘ N <not willely .a ble. o . o . .
s N . . . ) “ . ;
¢ I:lowew’ler, useful information about perceptual processing can'be gained
from consideration of scores on some standardized tests, for example:
N ; , B . X o
. ‘ Y A perceptual ‘test.such as the GATB or NATB Form Perception’ (P)
v .and/or Clerical Perception (Q) Do, /
- f .
Y A spatial relations test such as the GATB or NATB Spat:.al‘
. aptitude (S). ‘ . L.
. Q .
. /,;Various other aptitqde tests or achievement tests.
. . Lo 3
In the absence of the Sbove test J.nformation, counselors_ and placement
officers may be able to gain, useful information for detemning the clJ.ent’s
perceptual processing capability from: Do . .
, * Y. Records of school .and, jo performance. 2 -t
. * v Interview responses to questions about experience with *
° : perceptual processing tasks. . ‘ » %

4 Observation of the client in trainJ.ng and/or workshop

-

. i env:.ronnents. . sy ) ' L_»
= 4 I.nformation about hopbies, crafts, or prev:.ous wo'rk . )
) exper:.ence. - o . ’ '
v N .
The ciient's determined level of perceptual processing capability .'LS .
a thJ.rd key element of information in the use of Volume 2 for identifying
: “ appropriate jobs for the client, ClJ.ents who are rated as having only
PN minimal ,perceptual Lowssing capability~will be-able to handle jobs
' identified as .hav:Lng only minimum perceptugl processing demands. Jobs
with moderate perceptual processing requirements, should not be con.s:.dered
+ for these clients. ClJ.ents who are rated as having moderate perceptual

. processing capabilities will be able to -handle jobs having moderate
.. i . perceptual processing demands, as well as those jobs having only minimum
. 3 ~ perceptual process_g demands. - . , i
v - . ’ - . .
) DETEININE REASONING R N . ? LT U
CAPABILITY e T _ ;_;,/ ~ o

‘One further patameter of cognitive capabil:.ties may have utility to
counselors and placement Qfficers in assessing the glient's canitive
capability and’'in relating that capability. to job requirements. This is' |

. s the parameter of reasoning development, part of the: GED scale emplayeq ; in

. . A .
[} ' . i
.
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. / Extrapolatlon from language and mathematics capablllgy levels.

RIC ’er' - R 2 ”

A FullToxt Provided by ERIC

. ‘

.
¢ a

~
the DOT. In the DOT usage, reasonlng development deals prlmarlly with an
ability to follow instructions or to apply loglcal rules to situations
encountered on the job.

¢

Within the DOT~, seven levels of reason:.ng development are 1dent1f1ed
(1me1egw levels 0 through 6). For persons of limited cognitive capa-
»b:.llty,,\only ‘the lower four levels of the scale are con51dered appropriate

- (levels 0 through 3). Determination of the client's réasoning capability

should distinguish among three bxoad levels of reasoning competency:
¥ Minimal - GED. level O or 1. Not more than the abilitx, to
. apply commonsense understanding to carry out simple oOne- or
" two-step 1nstruct10ns and to deal with standardizegd situations.
! 4
_ v Moderate - GED level 2 ‘or 3. Not more than the ability to
apply - commonsens e understanding tag carry out "instructions
furnished in written, oral, or diagrammatic form and to deal
with several .concrete variables in standardized situations.

’ .
1 ~

A

High - GED levels 4 through 6. The ability to apply ~ ) <
principles of rational systems or of logical or scientific
thinking to a range of intellectual and practical problems
and to deal with a variety of abstract and concreté variables.
A client who can demonstrate reasoning ability at this level 3
should not be substaritially limited by reasoning capabllltles
except for highly spec¢ific job requirements.

Three techniques may be useful ih determining the client's reasoning
capability: fo :

'x. . - o
y School achievement records are llkely to 1nd1cate rather
directly the level of ‘reasonlng capablllty achieved by the

~ A . -cliént. .
£ - »
y Qbservation of. the client during interviews can determine

.. the level of ablln.ty to apply .rules and to follow 1nstructlons.
. ’, S

T
3

Reaspmng development can be assumed to be at least equal to e
the highest level achieved for language or mathematlcs

a 7
capa.blllty - .
- o L4
. {.
\
S~ r -
o :
ey * * reo . '
-
e * _7 .
L ¢ B .
- et * -
[
- “ - A '::.
= o
-t I Tea . L)
- . 4 -
- N SS— . .
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7 This strategy was apphed by the analysts at the North Caroline State Umversny in theirdetermination of the
reasoning réquirements for each of the DOT occupational titles.
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- ' DETERMINE INTEREST, ATTITUDE, AND MOTIVATION
;Q @& \ . M PR . ‘.
. \%~ : * - . ) P
- 'RECOGNIZE DIFFERENT ,'- ) ‘ N
ASPECTS OF JOB AFFECT - ‘ .
* - -2 fThree'different aspects aréd important in determining the feelings

‘ (dffeqs) clients have toward any given attribute, charactéristic or parameter
hedd N of a job: - . )

<
.
. .

- Y Interest is the degree of. importance a cliernt places in -

particular parameter. .For example, a client may feel that ,
the most important” feature of a job is: knowing exactly what '

the standards are for successful performance. ’ q

-

. / Attitude is the direction and strength of feeling a client .
- has toward a particular job characteristic. Attitules can be
- : / independent of interests. For example, a_client may feel whole-
heartedly favorable toward contact with other people on the , )
job but place little importance in this feature to the point ’
of being quite,satisfied with an isolated work positiop.' )

% L
/ Motivation is thé client's tendency to take action in accor-
- dance with interests and attitudes, although it may be inde- /

. pendent of both. For example, a client may feel that working-
v ‘for people for their social welfare is important and a highly

. - positive feature of a “job yet take no steps toward obtaining A
-~ ' a job where this is possible. - .
* ' . )
DETERMINE INDIVIDUAL . . .
. . -- ACTIVITY PREFERENCES. S '

‘ Volume II.of the DOT provides analyses which'organ;zgﬁgrbups of jobs
having the same basic occupational, industrial, and worker characteristics
into worker trait groups. These groupings hélp the user to discern relation-
ships among [Sccupations and also provide a method for classifying worker By

- abilities and experiences. One such set of parameters“is associated with
worker preferences for different types of, activities. ) .

. LY -

» - . \
- . It ig common, as in the DOT, to contrast preferences for certain E?peé' ’
’ . of activities or experiences with rejection of contrary types of activities
o . dr experiences. Such contrasts do not® always accurjtely reflect a client's
* ., . - - feelings. For example, eveﬁ’thoug@,most individuals having a' strong pref-

erence for‘activitieqydea;ing with machines may not care for activities
involving human interaction, a particular client may have strong and equally

. . positive feelings tbward both. . - .
. —— T Activity preference parameters idgntified in the summaxy profiiei’of
: . the DOT (Volume II)® worker trait groups are as follows=
- v . v, - .
s o .l . an l v . b
% 8 Worker abilities, personal traits, and characteristics associated with successful job petformanc'e are applied to

5 job grouips in Vplume 1i of the DOT. Some of thesa worker traits are employed in the remainder of this chapter
1 v for the description of client abilities. A full explanation of the worker traits as they are employed to describe
g ST jobs is presented in Appendix B of Volume 11 of the DOT. UL
! ;
]
1
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Often Contrary to:’

Preferences for Activities Involving:

F €
.

Y

(1) Things and objécts 3 \ () . - - T A
\ - (2)- Business'cdzgfét with peopile . . (7 9.
. . (3) A routine, ncrete, organized nature (8)
’ *  (4) Social welfare, dealing with people and language B
. ip social situations (9) . il o
. (5) Prestige or the esteem of others as a result (0) > :
i (6) People and the communication of ideas (1) :
R «  (7) Science and technology - . © s (2) -
'(8) An abstract and creative nature oo (3)
- * 19), Nonsocial interaction with processeé, machines .
and technigues . . L (4)
(0) Tangible, productive satisfactipns and results (5

14
L

For this client population, worker trait groups associated with the selected
sample of jobs exclude the following activity prefereﬁce parameters from . °

. consideration: (5)'Prestige or the esteem of others, (7) Science and tech-,
.. nology, and (8) Abstract and creative thinking.

i

. Results on interest inventories and attitude measures, reported school
an& job perfordaqce, discussions with the tlient, and interview observations
can all help in assessing affective parameters.

V\. . v

L}
. M

" DETERMINE HUMAN RELATIONS CAPABILITIES -

Y

3 . .
. .
b4 L R .

Human relations qapabilitie§ may significantly influence the client's
job suitability and type of. job preference. Human relations capability is
- primarily concerned with aspects of human interaction and relations fre-

. . ‘quently encountered in.jobs--aspects of jop}performance~which relate to the »
' specific social requirements of the work situation. It is distinguished ‘
from the capabilities previously discyssed under “"life situétiﬁﬁ" and
"general émployabitity" ih that it relates to on-the-job sociability.

“x + requirements--interactions with felldw workers, supervisors, subordinates .
and clients. It inyolves ethical, legal, and human relations criteria that
govern behgvior in both roitine and nonroutine situations. Style, gtooming,

. etiquette, andijob conventions are included. .
A - - A t
: : Three subareas. can be identified: NS o be
2 ‘ ' ‘o : - \\\\ ;
s ) /lSales or persuasion - facilitating persuasive,interactions ° ,
i . (e.g., with clients or customers) within established limits . .
,; = IR 3 .. N b\<
: . of propriety... . E , .

i, 1 ) ve . .
; ./ Serwice~ imteraction which is oriented toward recognition of ‘¥
. and responsiveness tg_glient/customer needs or objéctives, .-

i «
\

. -
- L x

‘\' i . . h - .

, B . v Communications - sensitivity and responsiveness to the. recep- .

A T tivity and motivation of others. 3 - .
Y H - /' t

.‘\r*«‘\, ! - . 3 . o~

; T co- < ¥ . . . 7
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/ ‘Previous work experience.

' /

employers, etc.

_ The DOT worker traits data identify
situations and seven main kinds of working c

B

several sources of information will us
counselor or. placement officer for making a’
extent of the cclient's human relations capability:

-

¢

ualiy

*

]

+ Expressions or indications of client interests.

7

DETERMINE CLIENT TEMPERAMENTS

ings to which a worker may have t

officer may be able to obtain in
4school and work yecords, and sel

£

o adjust.,

3

Y Observation and discussion during the interview.
. 14

determination of

*

ormation from teachers,
f-reports of clients concerning capabilities

to adjgst to these situations and ‘conditio

3

" DETERMINE SITUATIONAL TEMPERAMENTS

o

»

These temperaments involve capabilities to ddjust to situabions
v involving: ’ ’ .

Situational '
Temperament
Code

. (1)
(2)

+“

nse.

A

¢ to set progedures or sequences.

o’ » {
(3) ., Doing things only under: specifi
_ little or no room for independen
working out job problems:

4)

~

the activities.of others.

(5)

' (6)

»

-

Working “alone and apart in phxsic;I igolation from others,

although the qctivity may be

s

.

*»"

Direction, contrql, and planning of

an entire activity.or

e

v

.

*

.Y Information from teachérs, workshop supervisors, previous

b

»

¢

be available to the 4
the type and

&

. L4 .
twelve types of occupational
onditions-or physical surround-
The counselor and placement
fdymer supérvisors,

LT - :
A variety of duties often charac};erizgd by frequent '¢change.

Repetitjve or short cycle.operatidns carried oﬁt_ dccording

¢ -instructions, -allowing '
t actioh or judgment in

Ed

integrated with that of others:

Dealing with people ,in actual job ‘dutiés beyond giving and
receiving instructioms. s : ’
0 N} .

\




. ]
. 3 . .
. ' - N t
- \ 7
, -
. . ; ‘ )
(7 Influencing people in their opinions, attitudes, or judgments
c . about ideas or things. : ’ ke '
(8) Performing adequately under stress when confronted with thgi@
critical or unexpected. ’ .
}. B ‘ . . 4
, < (9) Generalization, judgment, or decision-making against sensory
. or judgmental critgri_a. oo
(0) Generalization, judgment, or decision-making against measurable
, rlor verifiable criteria. ) f .
1X) ' Interpretation of feelings, ideas, or facts in terms of .
” personal viewpoint. <
) (Y) Precise attainment bf set limits, tolerances, or standards.

‘ .

Based on the situational temperaments associated ,with the jobs_éeleoted for
inclusion in Volume 2 of the handbook, the following types of situational
temperaments are not of significance for .the client group: (4) Direction,
~control, and plapning of an entire activity or the az&é;ity of others; (6)
Working alone and apart in physical isolation from o s, although the
activity may be integrated with that of others; (7) Influencing people in ,
their opinions, attitudes, or judgments about ideas qr things; .and (X) Inter-

4

* pretation of feelings, ideas, or facts in terms of personal viewpoint. .
o . R :
- /‘ '
' DETERMINE 'F'EMPERAMEN'[S RELATING , . .
TO WORKING CONDITIONS C N e
1 : o - e T

Working
Condition.
e . * Code.

(1-1)  Igfside work. ' . ’ .

. (1-0) /Outside work. 3 &F . _ / .
R (1-B)/ Both inside and-outside work. T ' - -
-  (2) - Extremes of cold plus tefperature c&anggs:,.'
' s * <
(3) ‘Extremes of heat plus temperature changes. S >
) - . - . - ,_\' ~
by (4) Wetness.and humidity= . ..
— ) =
(5) Noise and vibration.
~ A - (e). Hazards: .
(7) - Fumes, odors, toxic conditions, dugt, and poor ventilation.
RS & = < .




DETERMINE SENSORY CAPABILITIES'
) ' : 2

Perceptual processing, one of the cognitive capabilities previously
discussed, assumes that the client Bas capabilities to sense the informa-
tion which is to be perceived and manlpulated The counselor ana",placement
officer may, however, wish to determine the client's level of these ,sensory
capabilities--or at least verify that the client has no major sensary defects.
Medical examinations wilT usually be the best source of informatidn.

DETERMINE SIGHT )
CAPABILITIES

- ¢ s
-

Sight or Visuai Senséry capabilities include:

v Visual acuity for objects both near and far.

v Depth perception and distance judgment.

Y Field of vision.
) e

v

4 Accommodation--achieving and maiﬁt'a.\ining s”fiarp focus.

v Color perception.

v Adjustment to lright/dark changes.
- DETERMINE AUDITION
CAPABILITIES e .
Audition refers to the‘ability to hear across the hormal auditory
frequency spectrum, especially in the voice range. The ability to speak
audibly could also be included-as:part of the client's auditory capability.

'3

DETERMINE TOUCH/ e T y , ‘
KINESTHESIS CAPABILITIES o -

-

+ , The ability to percelve attrlbntes 6f objects and materJ.als by® means
of receptors in the skin, partlcularly those of the fingertips, is a

rather frequent characterlstlc of jobs.  Attributes of touch/kinesthesis
which, the counselor or placement officer mjght address 19 getem1n1ng the

client's touch/kmesthesxs sen51t1v1t1es include slze, shape, temperature,
and teaiture. . AL

DETERMINE TASTE AND
SMELL CAPABILITDES
O \“qulrements for taste a.nd smell capabilities are restricted to a
relatively small proportion of jobs. The counselor and placement off:.cer
may, therefore, want tp exploré these areas only in response to demands of
specific job opportunit;es. I

-«
<
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: DETERMINE PSYCHOMOTOR CAPABILITIES

4
.
. s «

® Psychomotor or "perceptual-moto}" abilities tend to have only slight
positive correlation with measures of coénitive abilities. Counselors and
‘plabemgnt officers should, therefore, encounter a full distribution of )
psychomotor capabilities among clients with only -basic cognitive skills.
. Thus, psychomotor capabilities represent a céngiderable reservoir of
N vocational resources among clients with cognitive limitations.

Counselors and placemént/Officers are likely to find it useful to
determine the client's psyc¢homotor capabilities in the following four

~dimensions: .

Y Basic motor coordination. .
N ',

Y Dexterity. -

. ¥ Control operation. .

s ¥/ Reactidp. speed and steadiness. '
v - .

DETERMINE BASIC MOTOR R
COORDINATION CAPABILITY ™.

. The ability to move hands’or fingers rapidly and accurately in response
to visual signals is fundamental to many job tasks--as in machine-tending.
Informatién can be obtained frdm work and school records, the Motor

~Coordination (K) measure of the GATB and NATB, and special job sample or

! apparatus tests. . ) ] P
» ! . -
DETERMINE DEXTERITY ' ~
CAPABILITY ’
[ i > . . . -
. Figger and/or hand dexterity are frequently required in conjunction o
'. ¢ with Masic motor coordination as well .as being required independently of .
3 any significant motdt coordination requirements. Information can be gained
. from the GATB and NATB as follows: Y ‘ o
. I 1 . - - Ad .

Y Finger dexterity-is tﬁb.ability to move the fingers and to
rapidly and accurately manipulate small objects. The GATB/
NATB test-battery provides measures of’Finger Dexterity (F)
based on separate measures of object éssembly and disassembly.

/ Manual.dexterity is the .ability to move the-hands easily and | ) ‘
> skillfully. The GATB/NATB test battery provides measures of - :
' _— Manual Dexterity (M) based on separaté measures of ability
\ to work with the hands in placing and turning-objects. -
- Information on dexterity can also be obtained from work and school records,
- job sample tésts, and other apparatus tests.

¢ B . ~ ‘




'DETERMINE REFINED CONTROL .
SOPERATION CAPABILITY .

There are four principal kinds of refined control operating capabili-
ties'which can be examined: .o .

I/’v

.Y Precision control involves'using the larger muscles of the
arm-hand or leg-foot, especially where speed is important.

Y Multilimb® coordination usually involves multiple controls.
This can require the:use of two hands, two feet, or a_.com-
bination of hands and feet. Some of the requirements for
this type of reffnéq control operation are calléd out in

‘ Volume II of the DOT worker-trait groups as a'rquirement

“ for Eye-Hand-Foot Coordination (E).{ .

Y Rate control involves the making of continuous anticipatory
motor adjustments to changes in speed and/or direction of.a
continuously moving target--as in pursuit. of a fleeing animal.

v Re;p_nse orientation involves selectlon of the proper movement
in reaction to suddenly appearing sensory patterns--as in avoid-
ing a child who runs into the street'in front of an automoblle.

With the exception of vghicular operation, refined control operations
are not as frequently required in job 'performance as are basic motor coordi-
nation.and finger and manual dexterity. Nor are measures of this aspect of
psychomotor capability so readily available--again, f?Fept for information
which may derive from driver tralnlng and driver proficiency measurement.

N "y 4
"In general, counselors and placement officers will need to deperd upon .

. information from special vocational training programs, job sample tests,
performance on simulators, and special apparatus tests to determine the
client's refined control operations capability.’ Clients themselves and

, teachers, former employers, and workshop supervisors,. for example, may be

able to provide useful information by describing the control operatlng

tasks which the client has suctessfully performed.

%

’
DETERMINE REACTION SPEED AND
STEADINESS CAPABILITIES

~ .

* There are two additional types of speciallzed psychomotor capabllltles
information which the counselor and placement officer can consider if avail-
able from records,: reports, observation, or self-report by ‘the* client-

Y Reaction speed 1nvolves a ‘fast and nearly automatic reaction
to a stimulus--such as cutting power ‘when'a danger signal
flashes. One important condition of reaction speed is the
absence of a significant requirement for selection of
altetnativ& response. actions. ‘ R

% .

% Axm-hand steadiness as is required in the assembly of .
delicate components and in the absence &f a ‘significant
requirement for strength. .
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. DETERMINE PHYSICAL  CAPACITIES ,
¢ Counselors and placement officers may bbtain information t a
client's physical capacities from school records on physical fitness, job .o
performance records, medical reports, work performance samples, the per- > &
' formance of a few simplé physical exercises in the interview $ituation, ahd
- seﬁv‘geports of physical, achlevemené by the client. Four areas featured in . i
the worker traits data m the DOT may be of particular concern: .. -
£ Str;ngth and’ stamini. o , .
v Climbing and balancing. . .
Y Stooping, kneeling, crouching, and crawling. /
Y Reaching, handling, and fingering.
3 l » T v -
"t . DETERMINE STRENGTH ” =
AND STAMINA . °
This ar .a is concerned w1th the following aspects ‘of llftmg, carrying;
pushing and pulling capacity: . £ ‘
$
. / Ability to make rapid and rep_eated'movements. "
. ) i
: ¥ The maximum force that can be exerted against external T e
£ Objects over short periods. L, T =.§
/ Ablllty to sustam force or actlon over tme, 'includin .‘, K
‘ %both muscular and card@iovascular endurarice. .
DETERMINE CLIMBING.AND . » I -
BALANQ@ING CAPACITIES . \ . = . . ‘ w‘,;
{ - ) This area is concerned with capabiIitiés “for: g ' . ‘ Y
Y Asceénding or descendmg ladders, stalrs, scaffoiamg ramps, ' §
poles and ropes. P . - oy
* v Mamtammg balance in walking, standing, crouchmg, runnmg, s
y or_ performmg gymnast:.c feats. a P ) 3
' - 1% 4v:
,en . , . RS ’ s
DETERMINE CAPAGITIES FOR STOOPING, _ ) ' } W
< *  KNEELING, CROUCHING, AND CRAWLING . ] .
All of these'.activities demand ability to coo;dinate the simultaneous : ;
actions of differéent parts ofép}m izBody while making gross body movements. p
. .psually, these &CtiVitleS also involve at least a modest requirement £8r =\ ‘
maintaining balince. o ’ Y
¢ . e 8 ) ' = . N
. . - - . EP F
J = - :
& - ~ ” . . B ,‘
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- DETERMINE CAPACITIES FOR REACHING,

HANDLING, AND FINGERING s A
. This area inciudes t’:ixree physical demands: o, .
- A ] Y Reaching - extending the hands, arms, and trunk in any ) t

. directign. - .
o

Y/ Handling - seizing, holding, grasping, and turning primarily -

X . by wrist or, arm action. )
. K o
A Y Fingéring - pickiné, Qinching, or working on objects pri- . .
marily by finger action. . 5 , e

. . . o

: . Feeling--perceiving attributes by means of receptoxs in the skin--is

grouped with the capacities for reaching, handling, and.fingering‘in the {
physital demands characteristics of the DOT worker trait group data. How-

‘ evef, in this chapter, feeling has already been considered as-one of the
r .

e sensory capabilities.’ .
*:9. . .
. - \ . . \ N .
- L - DETERMINE KNOWLEDGE AND MEMORY CAPABILITIES . .
. , ~ &;“ . ) M
° Clients with only basic cognitive skills may have combinétidns of .

' o technical capabilf%ies and fexperiences which result in retention of concepts

i ) and principles thaé\iggﬂjp relevant. The counselor and placement officer - -
may be able to identify such areas of working knowledge through work and *
school records, achievement test results, intervigws, previous work = . P

) .+ .experience, and hobbies. 3 . P .

'\«f Job-relevant knowledge, even at an entry -level; -is enormously varied.
! Tt may help, however, to organize the' identification of knowledge capa-

?' bilities around the following four areas: ) . o
~ ’ c. . . - :
E, . Y Mechanical-structural. - P
: . s P .. . L] L B L) \.‘
b _/ Electrical. . . . p
% - ', M P )
» - Y Chemical. £
§ . — < 1, ’
¢ ) v Biological. . : .. )
% ) - . . o
. IDENTIFY MECHANICAL-STRUCTURAL - . A s
‘ - KNOWLEDGE. CAPABILITIES, . gy : Y e
\ . This area deals with the ‘design, opération; and maintenance -of struc- .
; . _tures and machines, both.stationary and vehicular. .JIt includes knowledge
! 7 conterning cofimon types of tools, connectors, and fittings and their appro--
. priate uses. Principles of safety relating to mgfhanfbal deyices and ¥
¢ construction are involved. . .
- . ‘ s ’ ., , NI ¢
. - " . ‘ RETY R L . , 36 - ‘ o
_\\ , . 32 -
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~ Mechanical-structura knowledge may be required to perform such tasks

v as assembly/disassembly or adjustment of equipment; verifying proper oper- .
ation of equipment; troubleshooting to diagnose malfunctions in equipment; \
and applying concepts of mechanical advantage, leverdge, and conversion of :
forces to solve a variety of practical work-related problems. Clients with
moderate mechanical-structural®capabilities will demonstraté‘knowledge and
ability to a level to handle ‘job activities such as: adjusting, assembling,
drilling, fabricating, grinding, inspecting, installing, operating equip-

ment, repairing, and testing. X .

IDENTIFY ELECTRICAL .

KNOWLEDGE CAPABILITIES . . : é
- This area encompasses knowledge concerning concepts and principles of-
: electro-mechanics, electricity, and electronics. It involves concepts of
. electrical safety--including static electricity, electricity and combustion,

o shock, capacitance, and insulation. .
v’ * '

Examples of situations involving electrical knowledge include the
proper grounding of hand tools to prevent static electricity discharges in
an explosive or combustible environmdnt, discharging high voltage from a

~ ™V picture tube prior to removal from a set, converting the turrent con-

sumption of an appliance from watts to amperes at a given voltage, and - ®
applying signal tracing and circuit continuity procedures to nsolate .
malfunctions in electrical equipment or wiring systems. In some instances, ,
operation of electric-powered | quipment will require the client to have Ct
moderate electrical knowledge capabilities. ’

. N RN ’ ‘ v
IDENTIFY CHEMICAL , I ‘ i .
KNOWLEDGE CAPABILITIES . . ' .

’
B
.

This area includes knowledge of common materials, reactants, and a
reactivns--especially familiar reactions being combustion and cleaning. It
also includes chemical processes and safety factors relating to chemicals. - 0B
-

. Chemical knowledge may be required in the performance of such tasks .
as: handling acids, caustic solutions, and toxic or explosive gases;
carrying out titration and similar tests for pH, and translating chemical .
notations to generic terms (e.g., COz/carbon dioxide, GpHz/acetylene).

I ¢ .

£

IDENTIFY BIOLOGICAL : . . .
KNOWLEDGE CAPABILITIES :
. . .
’ This area is concerned with biologioal and health systems. It . ."

includes concepts and principle§ in human, animal, and plant care. Medicine,
hygiene, nutrition, sanitation, pollution, and ecology. are all relevant.’
s ’ %
Biological kndwledge may ‘be required to perform jobs in the areasrof———
. farming and animal production and in pharmaceutical and therapeutical ) ‘
*  occupations. Knowledge of health criteria and tests are important as is ’
knowledge of biological reaétions tb common materials, processes, and
. chemicalg., Knowledge of species and their -distinggive - characteristics,
"o * life cycles, and seXual factors may also be involved. o

e

R
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. ; ¢ — . .
" . DEVELOP AND VALIDATE AN.J,I‘ITEGRATEI’_J PROFILE . ‘
OF CLIENT CAPABILITIES -

\ ' ~ . » ‘ * ' - ! o ] ] N -
DEVELOP SUMMARY/
’ cuem PROFILE .

. w7

-- | Counselors and placement officers may find it useful to consolidate
client information on a summary capability profile. This can be done in

9 " any format convenient to the couhselor or placement officer. A jsample
,

, Client Capabilities Summary form, which deals with all of the client' .
characteristics ‘discussed in the chapter, is shown in Figure 3. It may’
. . not always be possible for counselors and placement officers to assess a
- - . client on each of the suggested parameters. But, the more complete the
o~ - client assessment, the greater the potential for an\_oxgtimum client place- .
’ ment. .

P,
. hd . ’ *

- To prepare'the Client Capabilities Summary, the counselor or placement
officer can apply .any rating or coding scheme that has.useful meaning. In
S . . the sample form,.some items ha%e been given a three level rating scheme.
For example, the capability ta li've independently can be rated as "indepen- -
@ dent," "quaSi-independent," or "not independent." _A three level rating of -
- R . *high," "nedium " or "low" is also suggested for many, of the otherdclient .
characteristics such as: interest and motivation; situational and working
condition adjustment; and sensory, psychouotor, physical, and knowledge
and memory capabilities. Suggested definitions for th¥s rating scheme
are:

.

toa (3
Y HIGH = the client has this capability to a high degree, For
. this clie'nt/, capability on this parameter should not p‘e
. hmt&ng. /That is, the client should be able to handle Jobs
Y listed in Volume 2 having a significant. requirement for this |,
capaba.lity

v " «. Y MEDIUM & jthe client has limited, but significant capabilities
) + , on this. garaneter. Parameters on which a client is rated
- "medium"/ should be important varia.bles in choosing among ;e
posszble job opportunities. . -

LET e/ Low E the client has this capability only to 3 minimum
extept/. Only jobs having a minimal requirement “for this -
capab;.lity should be considered. o .
PR . / .
A two-level rating scheme for the indication of the client'’s cognitive .
_ capabilitie/é is suggested in the Client Capabilities Summary fomm. As e
< previously ‘described, clients with language and mathematics capabilities -

equivale t/to GED level 2 or 3 can handle jobs having MODERATE lariguage or

) mathematic;s requirements--as vell as those having only MINIMUM language or

- © . mathematics requirements. MINIMAL language and mathematics capabilities

are valent to GED level 0 orl. HINI!;AL perceptual processing capabil-
ities #ay indicate the ability to perceive 'sensory inputs, but not the .
abili}-y to make judgments- ox conpariaons about them. MODERATE peroeptual

Ao

- o = oo | P - ¥38 L




. CLIENT CAPABILITIES SUMMARY

O name ' Y SEX __ NUMBER .

. EDUCATIONAL - - P
SUMMARY: . -

WORK EXPERIENCE SUMMARY: ' :
{include workshop experience)

coﬁnstl.on : ‘ DATE

- ° * f ~ - M

. ~ .
C LIFE SITUATION STATUSSE " ¢

Current living arrangements: = z N M S

Current economic status:

, . — 3
Physncal -medical status: General .
Special problems %
- . ‘Special capabilities

Legal status:

Motivation for employment:

AN

N

YEMPLOYABILITY STATUS

-

Capability for making independent career-choite: — &

- - .

Capability to live independently: . QUASE NOT.
) INDEPENDENT INDEPENDENT INDEPENDENT
Maintain health/hygiene; obtgin health services..... -
. Obtain, prepare food; maintain proper nutrition ... ... . —
Obtain, maintain, wear pro'per clothing ............. - -
Obtain proper housing. . /....... e
Maintain proper housing; provnde housing care. . .
Manage personal fman’é"‘g ...................... . .
Obey laws.......co.unlevnnnn.. A L ~
Resist victimization ... ................ P

Participate |n social mteractnons». T e

b . .

LOCAl MOBIIILY e e evvoe e e e Tt e - ‘
- Relocation moblllty ............. e . - <
Employment processablllty ...... e :

v

COGNITIVE CAPABILITIES — K RN . sy
- . ) ) MINIMAL MODERATE
Language capability: -

) * Information source: _ ’ . ] I—_l_.

' Mathematncs capability: :
- © 7 - Information source . L1

- ” »
- . s “
.

Perceptual reasoning capability: ) { 3 "
Information sdurce: __t : \\_/@ [::]

”

R A Figure 3. Sample ClientCapability Summary L -
’ . ) ‘ . & ‘l ) L4
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. . - ¢ . I .
. -~ ' ‘ ;
. - " v’ . Y
. L] M
. ¢ &
: . Vs
. 6 . ¢
. . . INFORMATION -
. . HIGH, MED. LOW SOURCE

INTEREST, ATTITUDE, MO'[IVATION- . -
Things and objects ....... e rnneeeeeeaeaarraaaansrea _— .
Business contact With PEOPIe .u.iuseeeusodieresns P — -
Routine, concrete, organized activities .....0...viiemene >
Social welfare, dealing/talking with people ............. : -
People and COMMUAICAtING iteas v.ueveresrorssarsssnanns . ' -
Nonsocial activities: processes, machines, efc.......... . , ;
Tangible, qroductiveresults/ satisfactions....covecreess

* - .

HUMAN RELATIONS CAPABILITIES - . . .

Sales cieeveninnen eveeaiaeas tereeesneine feereeseananenns — . PN
L. ServiCE erevesnsiei®iiiiianeeiianns Weososarananee .

+Commanications seeieeeesaes feeaneesteseenaritiasesttiaes

.- SITUATIONAL-ADJUSTMENT - TEMPERANENT . - e
Variety and frequent change ..... U veveenns >
. Repetitive, short Cycle, set procedures. ....ceaeereeness

Specific instruction, littlg independent action............ ———— ——y :
. Dealing with people beyond instruction giving........ e ’
Working under stress, taking unexpected risks .oooeeinnee
€ - Making decisions against judgmental criter;a .......... . i <
Making decisions.against varifrable criteria e ceoveeienes . . :
Attaining precise limits, tolerances, standards ;...oeeees , . _
y 1 , «
WORKING CONDITION ADJUSTMENT - TEMPERAMENT . . -
Inside WOrk «..oooees ceereanss AN R S T ! n
Outside Work .. .seeeeess g, everresrarans : !
Both inside and outside WOrk...eeeasueerasreanens z
Extiemes of cold plus temperature changes ............. . + ;
Extremas of heat plus temperature Changes ..........lon :
. Wetness and humidity .......... e e feananeeeye ~ - - 2 ..
Noise and vibration ......0..e.nes ceeeas Crseerzeeaann P g o 3
- Fumes, odors, toxic conditions, dust, poor ventila'tion_,:§z~ .
+
SENSORY CAPABILITIES .7 ‘ )
. . Sight.coeuuin. R eeneereneaas U D : .
. ) ) Audition.ioeeuerienennen hgereareanans bereesenienaes - :
¥ Touch/Kinesthesis veueeriaessinsneenens Cesessannne
. Taste,eeeerens ceenes ereeteereensesrataatiiias L
. K S'mell ........... cereneseanaen g veeens F’ﬁg >
Py PSYCHOMOTOR CAPABILITIES . . o \
l‘:g;!, ’ “Motor coordination ««..eeesereees T (Y ¢ —— - <
R B . Finger dBXIErItY «ouussediensereersmsunnnsnssiinnie s L5 e
P Manual dexXterity ««esusuveessfammussnmnaseesnenennenes 4 - . — .
CORrol OPBrations « v eevssisersonssessussensuonnsnensss’ i E
¥, ) Speed And SteadiNgSS fuvvupuusiteenneruaeenageebenioes ‘ -
\ ~ ) ‘- . - . ) ’ - /
‘ " "PHYSICAL CAPACITIES - - L PR
o T el e : L
Climbing and,balanCing .....ceessezs--- Cereen e e— g
Stoopings Kneeling, Erouching, crawling....co.oiveeenaens _ v

Reaching,'t;andling, finggring B R T E AL o i
KNOWLEDGE AND MEMORY CAPACITIES . . o

v Mechanical- structurdl .......... UTUTUPUTRUP 0 S - .
EleCtriCal «oveesersoguensearere e reneeasaneeeseasanens =
» - -+ »
> Chemical,:.coenens ﬂ ...... ceees =
BIOIOGICAl ¢ vuverenensnnionnnadinseiienaTacaaianenerens
Y ” - A,
1 = 1 - N ~
3d 0 ;
. - > * -.7 ~ L4 :
v " , <
o -~ * . . PR . ‘
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processing capabilities indicate that the client, as\ well as perceiving
the sensory input, is able to make a judgment or comparison about that ;

input. . . . /
. ' ! l . \ -i m' ‘ y{h
* . Oo‘i;ments,can be added for any of the parameters:* One key part of 'the »
¢ information is the identification of the basis on which the assessment is
;nade‘. This permits consideration of the strength of the client assessment.
< . . < !

. VALIDATE CLIENT .
: CAPABILITIES DATA ) ‘ - .
. o . & ° -, .
. There are’ two principal ways :in'which the counselor and placement
officer can validate client capabilities information: & .
p 4.t ° 1

. of Review recarMs tq assure that-no clerical or other error has
.. . - . been made. . "

»

N .

) A / Cross-check various sources an) types of information; try to

reconcile any differences that do tot appear to be reasonable.
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Chapter 2
~EQHANCE CLIENT CAPABILITIES THROUGH TRAIM

.

. . OVERVIEW . -

A

«

.Figure ‘4 outlines in schematic form a role for employment counselors
and placement officers in job training, Su gest:.ons of activities for
,carrying out these functions are presented, xrrying out these functions
»would result ins ‘

‘\ Y Optimization of the 1ox:Ic_;/-rax'fge career prospects for clients.
Y Involvement of the ¢lient in career decision making activities.
v Utilization of traJ.nJ.ng and job performance results data in
traa.n:.ng selection decisions .for cllents.‘ .
. - 2 “b . ' .
EVALUATE EXISTING| : ~ .
CLIENT JOB ‘ .
OPPORTUNITIES
1, ?’* .
EVALUATE HELP THE CLIENT | | MONITOR PROGRESS
<TRAINING , MAKE-A * AND
ORPORTUNITIES TRAINING CHOICE OUTCOMES-
[
EVALUATE CLIENT T s
POTENTIAL . o,
FOR TRAINING |’ . S
- . A&
= . ) Figure 4 Prmclpal Actlvmes in Enhancing Client i

Capabilities through Training .

,\&.
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E' ) ° EVALUATE EXISTING CLIENT JOB OPPORTUNITIES ’

t . ) < . - , e
i - - -
: The purpose of evaluating job op, rtunities, that might currently be

o ) available to the client is to establish some dpproximate baseline against

which the net value of training alternatives might be weighed.. This .°,
. baseline determination.involves the definition of current ptospects
-, for job entry and for the long-range career prospects of these 4obs.

-

L - .
- -
'
-
s

DEFINE CURRENT PROSPECTS  , e ‘

' FORJOBENTRY - n o : '

~ .
ment officers will, in thé normal 7

3 “ .Experienced counselors and place
course of their support to 4 client, develop well informed opinions about: .

; ‘ the range of job opportunities likely to be available for a particular
b L client. This estimate, based on an assumption of no intervening formal

training, can serve as a baseline against which the potential impact of
training can be judged. However, a projection of career opportunity - -
peyond thé first entry-level job is also in order before a reasonable c. s
estimate of the potentiai of training can be made. -
: ! PROJECT CAREER PROSPECTS . T 7
WITHPUT FURTHER TRAINING . S ‘

P e g

b

.

' Given some estimate of the entry-level job opportunities likely to be
- - available to a client, the counselor and placement officer should be in a ¢
. < position to estimate.at least the more iikely and-obvious longer-rarge
‘ J career opportunities thadt could be opened to ﬂ}e client. As with entry
opportunities, setting a career'baseline on the assumption of no additional
*  training will help to clarify the potential net’value of training, .
. . AY
' . Volume 2. of this handbdok can be useful in assessing career prospects
s . in three ways: * ‘ -
¢ ‘ , . CY . . :
il . Y The descriptions of promising occupational areas can'help in /
identifying areas ‘of entryhopportunlity and suggest the pro-
gression of opportunities with i\.,ncreasiné cogn'%ti"ve demands :
within the area. ) =7 ' v,

4 A

]
’ .
.
L]

'Y/ The analyses of occupational areas i‘nclude discussion gf o,
caréer potgntial".and the relationship of this potential to
trainipg. - cn . C . . . . . ,\ .
- - - \ P

-

i
-~

- )
‘ ',"’ ‘ ‘ /.Listings of occupatidnal-titles by patterns of cognitive .
L demands summarize information about individual occupations
. ) which the go?unselor“or placement oif'icer: may See as l_i:kely ,
i N : . " successors to entry jgbs. These: listings alsp provide easy
. reference ‘to more detailed job informatiop if the DOT.
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~ EVALUATE CLIENT POTENTIAL FOR TRAINING ) c
. Ky g . :

A
»

. The counselor and placement officer fcannot evaluate training oppor- )

tunity without also considering the client's potential for successful

) completion of training. ‘Such consideration inyolves both the base of

] current skills with which the client would enter training Kand indicators ,

of potential to complete training successfully. . <

L
»

3 « .

CONSIDER THE BASE < . o ‘ .

OF EXISTING SKILLS ) > -t : T

.- The counselor and plaéeneh’ officer can gain a great deal of insight
e about the clj.;ent's existing ski}ls from the assessment of capabilities

outlined in the preceding chaptdr. Such a baseline of\existing skills .

can be compared with the profild of skills defined for the completion of * ”

any given training, to establis the net learning that will be required of

the client. ’

4

sy

CONSIDER POTENTIAL TO COMPLETE . -
TRAINING SUCCESSFULLY . - . L.

»

) The counselor and placement officey can infer frapL‘a cémparison of
the client's educational and-training experience with existing skills
) ‘something of the learning abilities of the client. These insights into .
. @ -.client learning capabilities are essential-to an'effective evaluation of .
learmning capabilities. .ot ”
i .
S o . * .
. _ EVALUATE TRAINING OPPORTUNITIES -
- . , T ‘ h /%
' Evaluation of training opportunities for the client involves a series
of judgments, including: > ‘

=3

¥ Identification of training practicalities.

’ — - -

Y Identification of career opportunities with training.

O Y/ Evaluation of net benefits of ‘traininy. =~ \/—»_/

E]
.

IDENTIFY PRACTICAL A f .
TRAINING ALTERNATIVES A ‘ :
‘The counselor and placement officer may consider schools, workshops,
human resource programs sponsored by the Department ‘of Labor®or other
agencies, company schools, ot on-the-job training as they relate toythe -
various occupationadl areas for which the client has shown inclination and
A . potential and in which there ate likely to be career opportunities. This - %
) consideration might include the probability of meeting entry requirements,’ R;fﬁ
the feasibility of spending the required time in training, direct training '
costs, Yndirett training costs (e.g., wages not earned), and the probable
1 level of achievement. i " . )
iu’ ' ' ™ ’
A . ) 4’3 h
“ i«:ej { . 45 ) g . - T
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IDENTIFY-CAREER ommunmss
WITH TRAlNlNd’?‘ .

Given some estimate of the atz:ay of practical training alternatives,
the counselor and placement/officer can explore specific training possibil-
ities in relation to occupational areas of greatesg interest. Assuming
successful completion of possible training, an estimate cah then be 'made of
the entry and later career opportunities open to the client. -

3

EVALUATE NET BENEFITS -~ ° - |
OF TRAINING ’ . \
{

L
The counselor .and placement offh er can comparé the array of probable
career opportunities available withéut and with further training. Taking
costs’ into account, the net value training is likely to have for the'client ’

can be est.Lmated. . C .
\]

. HELP THE ‘CLIENT MAKE A TRAINING CHOICE
. '

y

o

. Even though a counselgr or placement officer may have a good estimate
of training opportunities for a client, there may still be a significant
~problem in making this information available to and usable by ‘'the client in
‘making training decisions. At least three steps:-are J.nvolved .
' ¥

/,Organi"zing job and training informatjdn.
I 4

S ' .
Y Communicating information.

Y Interpreting information.,
QRGANIZE JOB AND
TRAINING INFORMATION

Counselors:and placement officers quite rightly use their, own preferred
' schemes for organizing data, reflecting considerations and judgments, and
establishing subjective probabilities of future oui:comes. Such private
schemes are not necessarily designed for effective communication, especially *
to\ persons of 1 ted cagnitive capabilities. Consequently, transformation
of private way;“; looking at the p;:oblen\ into a simpler 'format is likély to
be in order. ¢

COMMUNICATE JOB AND -
‘TRAINING INFORMATION ¥

. The counselor and _placement officer will not want .to overwhelm the
client with excessive job.and training detail ox overly sophisticated
considerations. However, it is desirable that the client participate in "
decigions as fully as possible and such participation requires communicating .
as much information eas the.client can reasonably be expected to.assimilate.
The essentials seem to’ be that the client and/or his or her guardian under-

) N QO ‘ c . ‘ L )

’ "4446

/ 3
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)‘Ql:- . -
/‘C?reer prospects without further training.
v/ Ca\reer prospects with* identified types of training. .

. " /*The\feasibility and costs of training. ) - .
« ' The result of communication on these matters should be t';he establishment

of priorities and a-schedule for seeking job and/or specific training
opportunities. .
INTERPRET JOB AND TRAINING - T
INFORMATION FOR THE CLIENT : .

Y

Job entry, acceptance for training,.successful completion of training,
placement after training, and career opportunities are all subject to
uncertainty for all pf us. Consequently, the counselor and placement
officer will have to be prepared to interpret, in terms the client can
understand, what the chance elements are.within the specific situation he

| or 'she faces. The notions of probability,:risk, uncertainty, and playing-

the-odds may be new and difficult concepts for persons 5f limited cognitive
- capabilities to comprehend. _ . .
. Y - :

- e .
; e

_ MONITOR PROGRESS AND OUTCOMES TS

. -

A . «
. . . R

N CHECK ON PROGRESS L ' -

.
»

If a client is placed in a training situation, the counseloriand
placement officer have at least &wo good reasons for obtaining égogress
reports from trai‘hing personnel and the .client.. The primary reason is
that‘r«,khe counselor and placement officer may serve a useful role in helping

:  to ‘dlagnose or overcome difficulties or provide appropriate encouragement

 to “fhe client. A secondary reason is that the counselox and placement
officer may cbtain useful insights that will help in the placement of future
clients. -

.1 - CONFER WITH TRAINING
PERSONNEL

v The counselor and placement officer may be helpful to training
personnel in setting objectives and expeéctations for the client, in
providing insights into thé special characteristics*':éf the client, in
diagnosis of training- difficulties, and in working out™~alternatives to °

- . -plans that are not proving feasible or sufficiently préductive. It is
essential, of course, that counselor .and'pldtement offjcer maintain. the !
role of helpful aid, where wanted, and not give any i ression of unwar- ‘2

ranted interference. .
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CONFER WITH THE CLIENT ' B

persofis with limited cognitive capabilities may well bexeasily

discouraged because of 2 long record of educational frustration and
. failure. The counselor and placement officer can serve as a source of

, encouragement and reassurance. Also, persons of limited cognitive, capa-

pilities tend tof have spec,ial‘difficulties in responding flexibly to

. changing situations ahd goals. As training experience unfolds, there may
pe a need for revised planning. The counselor afd placement officer can

play a useful role in helping the "client to be flexible, positive, and

effective in such ongoing planning. .

. s .
* e
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‘ p ‘ IDENTIFY JOB OPPORTUNITIES

7
‘.I — % L . . el .
. . o OVERVIEW . ’
- ‘ « . —r . [ ¢
. - - . g e )
This chapter describes how to identify an extended range of jobs for )
- persons with only .limited cognitive s@}cills--through looking at existing
information with a new sensitivity, and through ferreting out new job infor—
mation., Actions useful in “identifying 'job’ opportunities are ‘shown in
Figure 5. - ‘ .
DEVELOP SENSITIVITY . _
TO JOBS WITH ONLY w~ e ‘ /
BASIC COGNITIVE - . <
» JSKILLS REQUIREMENTS | '
xt ’ . N > /s
. - USE EXISTING « | ce e S .
. ‘DATA SOURCES Y |- st >,’: ' \“‘

. . 4.".;\ @ T . - . . :
‘ : . \ N o . * L. - £ -
IDENTIFY ofus\a e

. *\.“‘-‘:r%‘t "
: SOURCES OP-JOB 2/ e T
. . OPPORTUNITIES _ | § o ¥ J o

I‘G -
P .
. hAS -

. ’ 2 -, ¢ T ~
v : ; ASSEMBLE <|  -IDENTIFY
. ’ AND MAINTAIN QP?ORTUNITIES FOR
- . ~ USEFUL JOB TRAINING AND JOB "
o ) OPPORTUNITIES DATA MODIFICATION
- B . . * - M o »
W i N . ¢ ;‘ ' x’
. o 1 IDENTIFY. PLACEMENT ’ ‘ -
. . BARRIERS AND & ! .
‘ . SOLUTIONS : noe _
. /" / ' - . R ‘ .oy T -
| / oeveor i - .
COMMUNITY SUPPORT ¢
. 3 ' >

A -1 ’ - . : - } i .

G Figure 5. Principal Activities in Identifying Job Opportunjé
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’ .DEVELQP SENSITIVITY*TO JOBS WITH ONLY BASIC
~ *COGNITIVE SKILLS REQUIREMENTS *

s . . . . -~ ¢
Within.the major purpose of this handbook--to expand the range of jobs
available to persons having basic cognitive skills——is the need to in-

crease general awareness, but alde awareness on the part of counselors and
placement officers, of jobs which have only basic ,cognitive skills require-
ments. Recognition of such jobs is imperative!if the range of jobs for the

limited cognitive skills population is to be expanded beyond that which is

- traditionally available. . . ’ y

° s - ' -

USE VOLUME 2 TO INCREASE SENSI?IVIT* 10 JOBS *

WITH ONLY BASIC COGNITIVE SKILLS REOUI'REMENTS

-

An increased semnsitivity to jobs with only basic cognitive skills
requirements can come about through application of a consistent set of ¥
parameters which serves to define job requirements. Such a set of param-
eters has been used to select the occupational titles included in Volume 2,
as well as to provide structure for the content of the volume. The"occupa~
tional titles listed in Volumé 2, which are extracted from the Dictionary of
Occupational Titles (DOT), are restricted in two basic parameters: the
General Educational Development (GED) level and the Specific Vocational
Preparation (SVP) level. i .
CONSIDER THE COGNITIVE REQUIREMENTS
FOR JOBS USING ONLY BASIC SKILLS . . . .

The GED reflects a'level of reasoning development regquired for job per-
formance. The GED is rated on a seven-point scale, with Jower numbers indi-
cating a lesser level of required development and higher numbers indicating a

" greater level of required development. Within the Volume 2 job listings. GEP
is restricted to a level of "3" pr less. Thi's restriction means that these
are jobs that: (a) require no more than an application of .commonsénse under-
standing to carry out instructions, (b) require dealing with only/several
concrete variables fromfStandard situations. .These are upper limits of the
jobs included; many of the jobs listed have much lower réquirements’ than
these. A gréat variety-of occupational areas is represented within -these
bounds. A given GED level can be variously achieved--through-formal educa-
tion, independent study, or simply through dealing with everyday 1life

° situations.? , ' ) .

- CONSIDER THE LIMITED TRAINING REQUIRED
FOR JOBS USING ONLY.SASIC SKILLS ' . s

The SVP reflects: the training required fon job*performance. SVP is .,
rated on a nine—p'oiqt scale, with lower numbers indicating a lesser amount

- e

-

”~

5 .
9509 papges 18 through 23 of this volume of the handbook for a more complete definition of GED fevels and page 11‘/
’of Volume 2 for full definition of SVP. These definitions are also provided®in Appendix B of Volume !! of the DOT.
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of training and higher numbers indicatingﬂh-greater amount of training. ¥
Within the Volume 2 listings, SVP is restricted to a level of "5" or less.
At the upper end, this limits the amount of training required--to learn
necessary techniques, to_ acquire the necessary information, and to develop |
the facility needed for average performance--to no more than one year. At
the lower limit of SVP, jobs may require.no more than a short demonstration
for achieving the requisite level of performance. Training may be acquired
in a vVariety of environments: vocational education, apprentice training, .
in—plané training, experience .in other jobs. The training could occur in a
variety of settings: school, work, military, institutional, or even thfough
avocational interests. The occupational titles listed in Volume 2 provide

- concrete examples of the domain of worker roles which lie withih the one-
year training time restriction.

\ “USE EXISTING DATA SOURCES
. D
« - ' -
Use existing information about jobs and job opénings as a source for
identifying- jobs having only basic skill requirements.
4 v

¢ - »

SEARCH FORMAL ‘AND INFORMAL INFORMATION
NETWORKS ABQUT JOB OPENINGS .

MAKE USE OF OWN FILES ON JOB .
OPPORTUNITIES INFORMATION ' -,

-

- The information about job opportunities contained in the files of
counseling and placement offices is the richest -and most valuable source of :
“information available for identifying job opportunities. These files are i .
the basis Sh which the most: immediate oppertunities can be identified;

they are also a valuable source for the derivation of other ?pportaﬁiﬁfes. N

.

Job files of counseling and placemént offices will be more realistic¢
than any other source of "informatipn -in defining relevant opﬁbrpuﬁities
since they reflect local:employment conditions and needs. However, the ’
very richness of the counseling ‘and placement office job files may impede
‘the search for job opportunities for the limited cognitive skills Eopula—
tion--simply because the- scope of jobs on file will almost always exceed
that which is appropriate to the population. For this neason, job openings .
must be carefully scrutinized so that neither a restrictive nor %n over~

generous stance is taken in determining appropriate jobs. .
TAKE AD_VANTAGE OF SPECIAL PROGRAMS FOR —_
EMPLOYMENT OF LIMITED §KILLS PERSONS L0 : . °

-

‘ The Federal govergment actively ,supports the employment of economically
disadvantaged and physically ahd othegwise handicapped persans t?rough a
variety of programs, including a special hiring program for the mentally

. retarded. *-Federal agencies acrgss the country participieb in this program.

The Civil Service Commission coordinates the program. Participating Federal

"‘e agencies makq known “full information about the positions available, includ-

*  ing titles, grade levels, and job responsibilities.

- . . -
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The U. S. Department ‘of Labor funds the On-the-Job Training Project ",

, which is administered by "the National Association for Retarded Citizens
(NARC). The project’gncourages business to provide-.opportunities for the
mentilly retarded. The NARC role is both administrative and fiscal: it
assists bhsinesses\in fimding occupational are#% where retardates &an °
function; it reimburses an employer one-half of.the entry wage for the -
first four critical weeks of employment, and op?-fohrth of the entry wage .
for the second four weeks of employment. - )

LR

° Other Feéeral programs_support the employment of economically disad-
vantaged persons by, for example, making funds availablée to state and local
- governments, by éroviding funds for training and employment of welfare
rgcipientS, and by support}ng thé permanent employment and upgrading of
economically disadvantaged’ but currently employed persons.'® Some of the
limited ‘cognitive skills clients will qualify for such support. Counselors
and placement officers will need to be familiar with qualifying guidelines.
Such programs change from time to time since,they are a result of Presidential
or Congressional actions. Federal Job Information Centers can provide current
information about job opportunities available through such programs, * .
A number of state governments have also initiated similar programs and
. this can be expected to increase in the future. All of the states have
implemented a Governor's Committee on ?qpleymeqt of the Handicapped which
+ can be contacted for information. Or{ the state ersonnel Office can pro-
vide inférmat;on about the state's speq}a; programs. ’ d
B * K .
) Some private businesses and industries have taken strong steps in °
* ~ employing limited skiils persons. Federal financial support through the ’
) Job Opportunities in the -Business Sector (JOBS) Program has assisted in
these efforts. The National Aliiance of Businessmen (NAB) was established
to support the effort and is a good source of information about such
employers in major cities. Many smaller, cities have developed similar .-
associations. . ’ - : a

* c

4

The President's Committee on Employment of the Handicapped, the Presi<
dent's Committee on Mental Retardation, and the NARC all work diligently and
éffectively to increase opportunities for their client groups. These organi-
zations have available a number 5f good publications which can be pseful in
identifying job opportunities. State offices of the Association for Retarded
Citizens (ARC) act as an information nétwork’providing information about
activities and employment.opportunities throughout the state. Local ARC
chapters can adssist in identification of real and potential employment oppor-
tunities within their geographic area.

MAKE USE OF SPECIAL JOB BANK ~ , :
INFORMATION, IF AVAILABLE o . - . /‘\\

< -+ The Manpower Administration of the Department of Labor pasvégitiated;
computerized job~£gpks in many larger cities. The job bank provides infox< ‘A
mation -aboit local”Job opportunigies. Job bank listings are updated daily :

« - -—

) , 4

.-
wen 10Current examples of such programs are the Public Employmept Program (PEP), the Work Incentive Program (WIN).
and the Public Service- Careers Program (PSC). ) N . :
> - ) >
. ° »
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e Even in smaller communitlies, similar information may be available

.
»

< and distributed to all local Employment Security Offices and to cooperating <../

community agencies in the’area. variations exist among the established jab
banks, but they all allow access to sets of job openings_oﬂ the basis of
client capability and interest. The local Department of Employment Securiti:y‘
can provide information about the availability and use ‘of job bank informa-
tion. The U. S. Department of Labor publishes a monthly guide, Occupations
,in Demand, compiled from the Employment'Service's Job Bank computer. The ,
guide .lists the 150 ‘jobs most frequégl'“;tly offered during the previous month ~

and is the_first large-scale natjonal effort designed \specifically to v s
identify what jobs ‘are available, what t:h‘_e_g pay-- and where they are located.,

#USE VOLUME 2 TO IDENTIFY OPPORTUNITIES - o -
NOT USUALLY CONSIDERED . . . . _ .

Volu:ﬁe‘?ﬁ ‘f this handbook provides descriptive information about place- )
ment opportusfties associated with occupational areas and industries. This
portioh of tHie handbook aids identification _of industries which-have jobs
that require only basic cognitive skills. Some of thesg may be local in-
sdust:ry types not ‘u_gually cons idered to have opportunities for persons with
only basic cognit:i\v'p skills. \

IDENTIFY ‘OTHER SOUR(.:‘ES OF JOB OPPORTUNITIES X . .

- a

ere are Several other practical -and sigple ways that counselors and
1 A . .

placement officers should consider in .g'xP'ainding the range of job opportunity

informatidn beyond that found-in _usua(l» placement data sources. .-

MAKE USE OF LOCALLY PREPARED . ,
EMPLOYRMENT INFORMATION ' - . . ’ . .

Even an extensive file on job opportunities may not include ;:he full’
range, of occupations which are available or might become available for the
clienf population. There'is often locally prepared informat_:ibn which can
be used. E‘specia;ly in large met:z%politan Areas there will uSually be mul-
tiple sources for present and projected data about employment conditions and
opportunities. Such reports are prepareé by specific indlstries, labor
unions, banks, large private employers, colleges and wniversities, and pri-
vate. institutions and foundations. 7 P

-
A4 P———

.’ The State Emp’loyment: Service perjiodically prepares labor market infor= ’
.mation. - Data types may vary from®location to lécation and from time to time.
One bgsic data 's‘et prepared by the State Employment Service is the bi-monthly
Labor Area Report which is based on information from employers about current
. employment and prospective occupational shortages, unfilled openingé, plant

. expansions and,contractions, and layoffs. ) ) .

4

-
~ -7 . ’

*through such organizations as the Chamber of Commerce, the Jaycees, Or other o
civic-min;dﬁd groyps. These- groyps may not have formal data about employment

r .
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opportunities. But,, their membership is usually out of-the business/commerce

- community and they have first-hand knowledge of employment condition$ and
opportunities. “ .

The Yellow Pages of the telephone d1rectory is another good source of
information about local .employment opportunities. Major forms of commerce
and’ mdustry can readily be idéntified by merely puging through. Many of
the directory headings will match those of the indusStry designators contained
in volume 2.

USE MEDIA REPORTS TO KEEP UP WITH CURRENT ki ’/ ¢
AND FUTURE EMPLOYMENT OPPORTUNITIES ‘
In order to maintain a realistic picture of job opportunities, and
partlcu%arly to be aware of potential job openings, it is necessary to keep

abreast of job structures and changes which result from techndlogical ad-
vances. Since Volume 2 is based on :mformat:.on about exlstmg jobs, the
data contained there cannot sat:Lsfy this need.’ ‘Both A ional,and local news
reports can be useful in identifying potential opportuniti While news .
stories most fréquently ,report what has happened, they'also prov1de informa-
tion about expected events. Thus, news about plant expansions, future plant
openings, new services coming to the community, all will be valuable :mfor-
mation .for identifying job opportun:.t:.es.

\/US; PUBLISHED REPORTS ABOUT THE WORLD OF .
T : WORK FOR FORECASTING JOB OPPORTUNIT‘IES . » .
o :‘_?‘—;‘ZA [y /\\\
Use anniJa forecasts of job opportun:.tles and the outlook for 1ndustr1es j]
provided by a number of Federal agencies to project job opportunltles. The .
Manpower Report of the President, prepared annually by the Department of -
Labor's Employment and Training Adm:.nlstratlon in cooperation with othe
agencies and bureaus, presents detailed analyses of the employment picture as
well as making projections for changing patterns of occupational opportun:.ty.
The Occupational Outlook Handbook, publ:.shed annually by the Department
of Labor's Bureau of Labor Statistics, provides reports on different fields
of work for the employment outlook in terms of workers and also for indus
tries. The outlook for occupations is keyed to the job titles and nM
contalned in the DOT.' P -

The Standard Industrial Classification Manual, prepared perlodlcallya
by the Statistical Policy Division of the Office of Management and Budget ,
(OMB)r Presents industridl statistics _not only to show how industries have
done over the past years, but to 1dent1fy emerging and rap:.dly grow‘mg
indu.?trles. i

.

- USE'PS n.AceuENTs INFORMATION TO IDENTIFY
RELEVA} Joaowomumnss_- :

”

- "Pubhshed reports of where basic skills workers have been employed &re: ,
of val.ue’ The Civil Service coram.ssion has made ava.ly).e a list of exanples i

. ‘u_ .

i .
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{ of government jobs in which the mentally getarded have bAn‘ employed.!t The
., Guide to Johs for the Mentally Retarded 2. presents 134 job profiles within

. 5 24 job, families, all based¥n information about types of jobs being landled .

Y > by the mentally retarded. The President's Committee on Employment of the .

. - me... = Handicapped has prepared a list of 100 jobs mentally retarded persons are

] handling in the private sector.'? While all of these sources profile the

B more traditional types of work opportunities afforded the limited skills

population, they nevertheless represent viable opportunities. - v

” ~
T

' COORDINATE PLACEMENT EFFORTS WITH OTHER  ~ ° : ’ .

Lcounsa.ons 'AND PLACEMENT OFFICERS N ' )

) 'Knowledge of what other comsel'oréwand placement officers have achieved

4% in expanding the range of jobs available to’the limited skills population
will be especially valuable. A govd exchangegof information about where
limited skills workers have been placed. probably requires something beyond
that which gets into print. Much is to be gained thrgugh informal discussion

and correspondence with others functioning in‘this placement capacity.

———

~ .

- ~- % DEVELOP COMMUNITY SUPPORT ‘ .

- Utiliz>atio‘n of the r%sults’ of \improw: identification af iob .OPPOAUni-
ties will almost certainly require increased levels of community support. v
Employexs and influential community leaders are focﬁ?points for expanding
.~ Job g.r_lzpbrtunities for the client population . .
T : T HARR S
CONTACT EMPLO)VERS' , ' .
o ny employers may be unadare of the rple they could play in making .
_f Jobs javailable to limited skills workers. They are not likely to provide
. opportunities unless encdui:éged and aided by outside influence.
e . > . I -

»

VY,
CONV(NCE EMPLOYERS OF THE BENEFITS OF HIRING e .
PERSONS WITH LIMITED COGNITIVE SKILLS - . i . |
o Employers will be interested in providipg job opportunities to ‘persons
) with onlyqselective qog',nitive skills only if they can be convinced that the
operations fbr which they are responsible will benefit by employment of such
persons. One of the strongest arguments that can be made for hiring persons.
. with J[.imiteaicognitive skills is that the¥ make effective, loyal, and satis-
. fied workers.. If exrployefrs can be cor‘winceq Qf this, they.will see the{
cost-e ffectiveness of hiring them. = &7
, P [ « , %5 @/ (
b 7 po T B A
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‘ b) .
GAIN EMPLOYER'SUPPORT - . s
. . . .

ATALLLEVELS . - ¢ ) N

Initial efforts @t promot:.ng 1ncreased opportum.tles ‘should -be dlnpcted
to top management where policy statements favoring such hiring can be ini-
tiated. 'However, it is middle management which must 1mplement these poli-
dies, and it is the rank-and-file workers who must accept- the limited skills
population as co-workers. Unless.there is a positive: attitude generated ,
about the presence and performance of limited skills workers--from top to

. bottom echelons of a, company--lnterest in and opportum.t:y for these workers
may never be ach:.eved Or, if ach:.eved at one level, may be destroyed at
. another. . -
TAKE ACTIONS TO ENSURE ENDURING ACCEPTANCE | r .
OF THE LIMITED SKILLS WORKER ,

L]

= ) Counselors and placement off.:.cers may need to assume responsibility

for hélping employers with placemént and early stages of employment of those
"with limited skills. The steps to be.taken will necessarily vary from situ~-
ation to situation. Some general guidelines to follow are: . . . K

- - N L
- v BApproach, gmployers optimistically. Be sure there is under-
. standing of the client population which is addressed. There .
. 1 .is often apprehens:.oh about people who seemingly differ in -
= . s somé way fMm thoSe nofmally encountered., Employers .should
. ' , be encouraged to focus on similarities rat:her than dlfferences

-

! A oo between these and other enployees. _ .

| S . ~ -

N -/ ) / Become aware of other efforts the enployef may have taken to

P initiate novel hiring practices. The employer may have taken

. ‘_ earlier steps to employ disadvantaged or minority workers.

! ‘ . L These could be good or bad experiences; but whether good or

bad, there is some transfer of learning to be gaJ.ned.

: A . w® .

| /\av v Encouxage .employers to exa.mine the real rathet than the tra—L‘

: 3 ditional entYy requirements for a job. For example, a high'

o school diploma is often a traditional rather than a real Kl
; ‘ requirement. . - . )

-,

1

i i Y/ Employers may not feel that their job structure permits the

‘ '~  employment of persdns with 1limited Skllls. In fact, Some n oy
; . . . restructuring of job responsmllz.tles may be requ:.red. Be

! ¥ prepared to assist or guide the employer in restruct:unng job
N/',\‘/ r responsibilities to, achieve appropriate job opport:un:.tnes. . ,
L . . . .+ Restructuring may be required to: (a) sort out a set of lower L
b ) ’ skill gctivities from a position which includes a gange of
Lo, -t responsibilities varying widely in skill requ:.re tsi (b)

: ‘ _ to overcome an anticipated®rejection of the limited skills

; e v person by thése of highex capab:.l:.ty, long tenure, or aavance- ,
oL . s _ ment to a pos:.bzon thmugh exper:.ence andaupgrad.xng. uJ.dance ‘
- for job restructunng is prov:.gled .In the next Chapter, DEVELOP - ‘

JOB OB?ORT,UNI'PIES., ] N - -, - Pt e,
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- ;
Y Emphasize the client population's assets, but also discuss

- its llmtatlons. Otherwise, immediate placements may be
negatlvely affected by employment situations which mak e exces- e
v sivg demands. These failures may preclude the " future employ- °
ment of smu.lar clients. .
- . ’
- v Encourage in-plant on-the-job training within the corrpany to ' -

. assure adequate preparation for job performance. 1In areas of *
industrial concentration, employers could be encouraged to
prov1de such training on an industry-wide basis.

¥ /.Emphaslze the cost-effectiveness of employment of limited

) skills . workers. Make employers,K aware of the job responslbll;.ty
they assume, the loyalty they demonstrate, and their job
sat1sfact1on which leads to increased tenure of employment.

4 Use testimonials of successful placement efforts to convince
T empIoyers of the benefits of employment of limited skills
. persons and to elicit employers' support in improving not ° p
- only the placement but the on<the-job performance.

) ’ Y Enlist the- support of the NAB or similar local groups. Encour-
v agement from business people w111 be more effectlve than from ™=

agency pgrsonnel. _ . .

vy L

) T Y Enllst the sypport of parents and other relatlves of the clie .
’ - ents. Many of these persons are in business or in the 'profes- o \ ‘
sional ranks and therefore are in positions to take or promote
employment actions'. : .

Y Continue the contact with the employersbeyond the stage of '
" initial Placement so that there is an avenue for working out i)
any problens that may arise. .

\ .
K4 . -y “
INVOLVE THE LARGER ‘ ‘ S ' , , .
COMMUNITY * X : : S .
‘(_‘ Direct dialogye with exrployers will have greater impact if the £brce of
. corrmunJ.ty leadership and the interest of the general public are brought to ~
. bear. Counselors and placement officers may need to, elicit the support of
. their own management in preparing a public relations effort to promote the T
N _ employment of limited*3kills clients. . ’ :
} z > . N L ’ . . ) , . N
, CONTACT-INFLUENTIAL ' ‘
o .cohuuum LEADERS, N ]
f Schools, parents, civic groups, social agenéles, action groups, and .
other people already knowlédgeable about the problems of placement ‘ofeper- .
sons with limited skills are likely to- be illing’ and effectlve suppdnters.,
SChool officials and counselors, especlal those’ deal:;ng with stua‘ents’ who
have learn:.ng difflculties, may have contact with enployment sources whlch
c{:an be further developed.. Represen‘%atlves of soclal agencle)s, action groups,
] i ’
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s and others may further help to identify job sources. Knowledgeable profes-
sional people, politicians, and local government representatives may also
support the effort to identify job opportunities and to promote action in

/ . . . .
A this direction on the part of state and local legislative bodies.
. * ]
%

RIS

ot

*, INFORM THE GENERAL PUBLIC ' , . ’ )

A public relationg effort in the community ¢ make the public aware of
th'e client population's potential for employment dnd job performance. The
assistance of influential community leaders' can be effective in changing the
image the community in general holds regarding persons with limited cognitive
skills,, especially the image of the retarded. Key actions which can be taken

+ to gain the general pubJic's support include: ' . ',
T

. Y Attending mednds of various community organizations, including". -

social, civic, profefsional, business and fraternal, and educa-

* tional institutions and associations. , :

Y Preparation and production of pamphlets and other pu\blications
which can be dJ.stnbutsed ‘to those with potential or demonstrated

interest. .

The general public should be mMade aware that the costs incurred in
supportj,nTg“ the client population can be considerably reduced through their
becoming ecorgomifcal indepéndent, or even partially so. Communication

- shouyld be in terms, ;&ahent abilities rather than client limitations, and "’
' ‘the publi¢ should be de aware of dlfferent types and levels of the client
popgwlatlon oompetenc1es B - .

Yo e ; v

. ) ’/ . . .
/ J : " IDENTIFY PLACEMENT BARRIERS AND SOLUTIONS

» . J ,' .
The attempt to -increase 'job opportunltles f‘o.,r persons with *only limited
cognitive ‘'skills may encounter~serious —ba.rr:.ers. These may be varied in
* nature. But, many of the barxiers &aYe pred:.ctable and efforts to overcome
expected bargiers can sometimes be worked out in advance, and the problem

averted. . - SR } -

’
2 §
.

A

. °

Yoy f
PROMOTE COMMUNITY AWARENESS e L
- - OF SOCIALRESPONSIBILITY D

The respons:.b:.l:.tyfof the general "citizenry and of var:.ed organlzatlons
for ,provn.dlng eqmtable oportunltzég for all citizens has only recently come
wide’iy into play. aAlthough legislation can provide that opportunities shall
be ava:.lable, larﬂe segments of American society may not” fully acknowledge
that respons:.billty. Many persons, and’ even many-‘employers, remain unaware

\ of, or avoj,d the steps necessary to make the legislation take effect. COun-
seloxs and placement officers should make themselves fully aware of current .
1egislation oOncerning enpélﬁgyment of handicapped and limited capabilities
persons{ Good sources for this information -at the national®evel are: The

Presiden-t's Commi ttee for Employment of the Hand:.capped the President's |

.
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{ can provide current information of state and.-local legislation.

<
~

Ccommission on Mental Retardation, and the national headquarters of the NARC.
At the local level, the U. S. Employment Service and the local capter of ARC’

o

R

counselors -and placement, officers must be able to communicate that a
responsibility for effective -use of human resources is a real part of the
miinstream of social responsibility. Once comprehension is achieved, it may
be necessary to assist in the-operationalization of the concept by identi-
fying ways in which the community, employers, and the public at large can
demonstrate acceptance at the operational, rather than the conceptual level.
Identi fication of job ‘opportunities is a first step. Interaction with em-

. ployers_and local citizenry to make
job opportunities their own limited

them aware of real, and locally available,
skills  merbers can perform is a second,
b

Q

more difficuylt, but necessary step.

DEVELOP EMPLOYER AWARENESS OF
DIFFERENCES IN COGNITIVE SRILLS

CON\,IINCE EMPLOYERS THAT BOTH INDIVIDUALS AND s
JOBS VARY. IN COGNITIVE SKILL TYPES AND LEVELS - .

X

for employers to not ‘only hire the most qualified

There is a tendene\y
job applicant, but also
uniform.
vary by possessing different leve
jobs also vary in the type and le
cept is basic to the structure of

can-be uded as an effective demonstration
réspect to cognitive skill demands.

}

CONVINCE EMPLOYERS THAT MANY JOBS
REQUIRE NO SIGNIFICANT COGNITIVE SKILL

Job analysts have determined

formed effectively with only very

are approximately 4,000 occupational titles liste

no significant cognitive skills.

to view cognitive skills of any given person as
. Employers may need to be convinced that

not only do individuals & -
i1s of different cognitive skills, but that
vel of tognitive skill required. This con=
the occupational listings in Volume 2 and

to employers:of how jobs vary with

,J

. 1

i f

/’\--

I3

-

T

that a great number of job3 can be per-
minimal levels of cognitive skills. There
in Volume 2 that require '

THese are occ tional titles listed under

the "MINIMUM" requirements.for languagé, mathematics, and perceptual pro-
cessipg capabilities. Since the occupational titles are listed within occu-
pational groupings, these lists “can be selectively used to demonstrate to a i
given employer that jobs that ‘make no significant cognitive demands exist

within that spher{e of woxk. . N ‘

¢ 0 . .
- ) . 4
I > . .

' * CONVINCE EMPLOVERS THAT SOME JOBS
* REQUIRE ONLY A MINIMAL LANGUAGE CAPABILITY
¢ e \

-

4 .
Within the definition of MINIMUM language development applied here,
R ¢ . s P . 3, 2

there are no job opportunities defined for persons who are totally lacking '

" in language ability. This is because the lowest definition of language 73
ability {(GED level of 0) requires ‘language éorpp;ehension to a level to learn % ‘
%, job duties--and :there are no jobs without-a requirement for some 'set of job i
dutiés to be leamed. : :
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However, within the definition of MINIMUM language deVelopment (GED
level 0 or 1), persons with minimal language development can comprehend and
express themselves to a level to leaxn job duties, write simple identifying
information, and make simple written or oral statements. 1’)1 addition to the-
4,000 occupational listings,in Volume 2 with no.significant cognitive re~
quirements, there are nearly 2,200 occupational listings with only MINIMOM

v language requirements. These jobs do, however, make MODERATE: demands for’
mathematics or perceptual processing capabilities, or both.

!/~

Persons with slightly greater language development-=-but sti.u/limited
to Modexaté skill, i.e., GED Ievel 2 or 3--can file things,. post data, con-
duct simple interviews, and act as tour guides, for example. There are an
additional, 2,500 listings in Volume 2 which make language demands no greater
than thesd. These listings may or may mot-make significant demands for
mathematics“and perceptual processing capabilitices.

The occupational listings in Volume 2 which carry a MINIMUM language,
requirement can be used with prospective employers to demonstrate the range’
of jobs which persons of limited language competencies can handle. Within

y\ an occupational category, comparison of occupational listings with MINIMUM
and with MODERATE language req;,g./renents can be used to demonstrate how re-

qulrenents for languade Capabllltles vary from job to job.

. - "\

.

CONVINCE EMPLOYERS THAT SOME JOBS REQUIRE
ONLY A MINIMAL MATHEMATICS CAPABILITY

Persons with Minimal mathematical development (GED level 0 or 1) can
perform\immple counting and recording of numbers and make simple arithmetic
calculations. 1In add:.t:.on to the nearly 4,000 occupational listings in
Volume 2 with no 51gn1f1cant cognitive requirements, there are more than
2,200 additional occupations which make mno mathemat1cal demands greater than
counting, recording numbers, and simple calculatlons. These jobs may make
MODERATE language or perceptual processmg demands, or demands in both
language and perceptual procegsmg. P

Persons with slightly greater, but stJ.ll Moderate mathematical ablllty
(GED level 2 oxr'3), can handle calculatlons in fractions, decimals, and
i percentages. The remaining 2,500 llstlngs ‘in Volume 2 identify job oppor-
-t‘umt:.es which’ make mathematical demands no greater than these. These jobs
may or may nyt carry a requirement for significant lang'uage and perceptual /S
processmg apabllltlesw -
The occupational listings in Volume 2 whlch cdrry a MINIMIM mathematlcs
requirement can be used with prospective employers to demonstrate the range
* of jobs which persons of limited mathematlcal capabilities can handle.
Within an occupational ca t, ory ., conpa.nson of occupational listings with
MINIMDM and with MODERATE .mgthematlcs requ:.rements can be used to demonstrate
how reqmremnts for mathematics capabilities vary from jab to. job.

3




‘ca§e,.,§ho,1,11dmnqi;..be mdde,ﬁo stro,ggly as, to twrn, prospect:.ve emplcyers aWay

) {. ¢ Q. H - ~
CONVINCE EMPLOYERS THAT SOME JOBS IyP,OSE . .
NOPERCEPTUAL PROCESSING REQUIREMENT a -

There are nearly 6, 100 occupat:.onal titles—in Volume 2 which -make’ no
demand for 'a.ny type of perceptual’ dJ.sch.mJ.natJ.on or comparison. 'The key
here is discrimination or comparison. That is, jobs with a MINIMUM require-
ment for perceptual processing may or may not require one or more Sénsory
input--but threy do not regu:.re any reasoning on that input. These occupa-.
tions may make some MODERATE language demands or MODERATE mathematics dema.nds,
,or both. k-

The remaining 2,650 occupational tit;les in Volume 2 carry perceptual
reasoning requirements to a level of: makiing relatively fine perceptual
discriminations or cOmparJ.sons o a mental image representing a correct
configuration. Requlrements are most often for visual discriminations or
comparisons, but may also be sound, touch, taste, or smell requirements.

w ‘

The occupational listings in Volume 2 which carry a MINIMUM éerceptual
processing requirement can be used with prospective employers to demons trate
the range of jobs which persons of limited perceptual processing coppetencies
can handle. WJ.thJ.n %n occupational category ,‘ompanson of occupational

listings.with MINIMUM and with MODERATE perceptual procesSing requirements b

can be used to demonstrate how requirements for perceptual processing capa-
bilities vary from job to job. .

ASSIST THE EMPLOYER IN ~ , '
DEVERQPING CLIENT SKILLS " : .

ASSURE THE CLIENT'S SOCIAL ..
‘AND LIVING SKILLS ™ .

. ¢

. The ultimate goal in the search fQr job opportunities is to. provide an
employment situation which makes demands compatible with the client's ca‘pa—
bilities. The client's ability to adjust to the job environment must be
determined by the counselor prior to placement. GuJ.dance for assessing this
aspect of the client's employabilitw is provided in ‘the Chapter entitled
DETERMINE CLIENT CAPABILITIES. The erployer should assuie some respons i- .
bility for the development of job skills for the limited skills employee-- )
just as for any other type of employee. But, development of social and -
lJ.v:Lng $kJ.lls should not be the enployer S prlmaxy respons:.blllty.

L5 23

]

. 2.
» LB

& . -

GUIDE THE EMPLOYER 7O AN APPROPRIATE . . B i
SOCIAL RESPONS!BILITY ROLE ' . ’ -

- ' ’ .
’ - -~ s

. GJ.ven that the requisite’ level of social and lJ.v1ng skills is acpieved
by the client, there is still an interaction in an employment: s:.tuat:.gn—-

w;.th supervisors and co~workers--for which the employer must take some re-
sponsibility. This J.nteractz.on and development of the potent:.al of hnu.ted

skllls employees will be someivhat di fferent- than for the-more trad:.ta.onal :

employee. Without some-guidance, even in large companies, this¥role” mgy be

beyond the gapability of those who routinely manage personnel. While the. T
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from hiring persons of limited cognitivé skills, employers will need’ to

recognize that greater and different attention may need to be given if proper

job adjustment is to be achieved--if for no other _reason than employment may -

be a new life style for'these employees. - , P
i aane

One successful approach taken to help the nontraditional exi'ployee is
the "job-coach" concept initially. adopted by the JOBS NOW pro:)ect in Chicago. .
The job-coach is an enphathetlc 1nd1v1dual who .acts as an 1nteract.1ng agent
betweer; the job~-trainee and the enployer. “The job-coach aids the job-trainee
in adjusting to the world of work, and assists the employer in dealing with
problems that the job-=trainee presents. Some employers have found success
with the "buddy system" in which an experienced worker takes respons:LSlllty
for the nontraditional enployee. .

The need-for and ways - to Brovide such tontinuing sipport for disadvan-
taged employees have been well explored and reported through exper:.mental
and demonstration (E & D) projects, authorized under the Manpower Development
and Training Act. TwS publications of the W. E. Upjohn Institute for Employ-
ment Research presehts useful guidance for meeting this need. 14,15

+

( . The key guidance to be gained from all of thefzbove approaches and
sources of 1nformatlon is that the Job coungelor or placement officer will
likely need to w6rk kK with—the—emblogér in effectlng an adequate work adjust-

i ment for the limited skills employee and also for co-workers.

ASSIST EMPLOYERS IN ESTABLISHING REALISTIC CAREER - . .
STRUCTURES FOR LIMITED SKILLS EMPLOYEES : : )

1

1

t

|

!

g The tendency for employers to select the most qualified. candidate for

| a pos}tlon not only restricts hiring of those with limited skillsy but pre-
i . cludes_ asrealistic career structure for them if they are hired, Limicted

! ) skills enployees may have neither the need nor the ablllﬁy to’progress along
; . a career ladder structure to a levél to which traditional employ ees may

i » aspire. Some reorganization of the career ladder structure may.be required
!
|

to adjust to this dlfference between llmteé skills-and traditional
- enmployees. - ¢ ’ . © . S

Two .features of the structure of Volume 2 make-it useful in guiding
employers in building appropriate, but limited, career structures for these
¢ employees. First, within the occupatlonal grouplngs, speclfz.c guldance 1’s
: provided concerning aspects of, career structure and job mobility for eath 'of M
the ocqupational areas 1dent1£ied. Second, the occupational titles are
* \ listed on the basis of increasing cognitive skills requirements. This’
structure permits co:$unselors and placement officers to make a projection of
realistic career opportunities for llmited cognitlve skills clients within . |

a given occupational Settlng. 3 - /

]

. B T 14Byrt, S. M., &-Striner, H. E. Toward.grenter-indudtry and government involvement in manpower development.
3 L : Katamazoo, Michigan: w E. Up;ohn Institute for Employment Re¥barch, 1968 . !
: ~ A 3

15 Fme S. A. JGuidelines, lor the emp/0ymant of the culturally d;sadvantaged Kalamazoo, Mlchlgan W. E.
» Upjohn lnsututo for Employmem Researoh 1972.
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ASS|ST EMPLOYERS IN OVERCOMING CO-WORKER
RESIST ANCE TO THE LIMITED SKILLS EMPLOYEE .*

. . Even when employers BaVe accepted the respons:.bll:.ty for hlnng nontra-
ditional ‘employees, the threat to co-workers can be so severe as to invali-'
date these efforts. Re51stance will, of course, be greatest when un loyment
is high. Once employers assume a responsibility for openlng up job opfpor-
tunities for persons with limited cogmt:.ve skills, they will need ‘to educate
and motivate workers so that they share this respons:.blllty Efforts parallel

< to those requlred to develop a community responsxblllty will be neceSSa'ry
within individual enployment situations. These actions must be taken prior
to placement of the individual if they are to be effective.. -

- GAIN LABOR UNION SUPPORT FOR EMPLOYMENT

OF PERSONS WITH LIMITED COGNITIVE SKILLS—————c—r X

N &

In industries where l'abor unions are involved, eff,ect.\.ve 1 en\t:,fz.catlon
of job opportunities w1ll not occur without their concurrence. qﬁvn repre=-
sentatives will need to understand how this function can be compatible with - &
union objectives. Unions are more likely to support hlnn? of nontraditional-
workers if two conditions are met: (a) if modified hiring practices are ini-
tiated on the basis of increased efficiency rather than as an effort to hire
the disadvantaged or limited skills client, and (b) if new workers expand
union membership and are fitted into the existing bagrgaining structure,
thereby .strengthening the. union.

-

Coopetrative union, management, and en;ployment counselor action to iden-
tify job opportunities in such a way that traditional union structures and
positions are not threatened will be a necessSity when unions are involved in
the employment environment. 1In order to achieve this, counselors and place-
ment officers will need to achieve an understanding of union organizations
and how_they function. The unions themselves, individual union members, the
Nationall Labor Relations Board (NLRB), and the Bureau of Labor Statistics
(BLS) all can contribute to knowledge of how individual unions are struc-.
tured and function. - ) o
5 It is just as mlportant to generate a p051t1ve attitude toward employ- )
ment of limited skills persons ffrom top to bottdm echelons of the union, as
it is .for all levels of manageme Initial -efforts should be directed to .
union officials. Once union leaders have accepted J.ncreased employment oppor-
tunities for persons of limited cognitive skills, they will memunlcate this
pollcy down to the union rank and flle. & !
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ASSEMB[LE’ AND MAINTAIN: USEFUL JOB OPPORTUNITIES DATA »
' [ : - ‘ " ' f * P
f
Information about -ob opportunities wirl’ be useful only if it meetfs,the
criteria of tlmelﬂless, currency with job Kecfmology, relevancy to local
conditions, oand data manageability.
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' TREAT JOB OPPORTUNITIES DATA AS DYNAMIC . N ’
RATHER THAN STATlC INFORMATION 5

Current’ job opportumtles information can be useful in ﬁevelopl g *future
. job opportunities. "Successful placements in oné type of posltlon,,ma ‘;encour-
e age enmployers to find additional opportunities. The wllhngness of one.em
ployer to accept the llmlted skills worker may act as asspringboard for other
enmployers to follow suit. Identification of opport-‘unltles in one type of
industry or business may lead to identification of opportunities in similar
industries or in businesses having similar functions or activities. The
occupational listings in Volume 2 ¢houla be a valuable tool fox identifica-
‘tion of such potential growth of placement opportunities.

Just as the effects of prior placements can solidify the utilization
of persons with limited skills, changes in technology can be exploited to
evolve new opportunities. The identification of such opportunities may come,
‘ from employers themselves, especially those having satisfactory experiences -
in employing limited cognitive skills workers. But, development o such
opportunities is much more likely to” occur if counselors and pla (ent offi- ,
cers work jointly with employers.

o MAINTAIN LOCAL JOB 4 °
' 0PPORTUNITIES INFORMATION

Job files, for any set of clients, will be usefulwz’i placements only 7T &
as‘tbey attend to local employment conditions. A broad” a@proach, to..:.dentl-'
fication of job opportunities is necessary as an initial step so that ot " 7T
‘only the obvious but the less apparent opportunities are 1dent1f1ed. This ‘

e ffory, should be followed by a narrowing down to those situations which are
realistic with respect to local industry and, particularly, to those employers ™
N and employment situations in which current or near current opportunltafes for.
the client population can be identified. .
- L]
SELECTIVELY MAINTAIN JOB OPPORTUNITIES % -
DATA FOR LIMITED COGNITIVE-SKILLS CLIENTS * , , .

?

- »

When job opportunltles are 1dent.1.f1ed through any or ‘all of the above
actz.ons, ‘an efficient and client-responsive method will be required for.
storing and accessing the information. There is no one correct method for
handling this informatign. Counselors and placement offlcers have prefer-
ences and éstabllshed systems for job files. There are, however, two lmpor-
tant and ba51c aspects to maintaining this u}formatlon. First, the data °
should be current, reflecting all relevant actions and informatien 1nvolv1ng
referrals, placements, nonplacements, contact persons, etc. Second, the

- system should allow for distinction+gf these versus other types of job oppor-
tunities not appropriate to the limited skills client. Othexwise, a repetd-
tive search will required through the.whole™ file system of job -opportuni-
ties each time;ua l;ent with limited cognitive skills is to be, served.
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' IDENTIFY OPPORTUNITIES FOR TRAINING AND . - o
- JOB MODIFICATION - g . ? (

There are natural built~in.limits to the extent to which relevait oppor-
tunities can be defined for the client population. As shown by Volimé 2,
however, the potential opportunities far exceed those curren\tly acknowledged -..
by employers. While cooperative employers may readily indicate openings for
persons with-limited cognitive skills, the ava:.labllz.ty of job opportunities
could be greatly enhanced through enployee/tralnee programs and through job

modlflcatlon. E . »

IDENTIFY TRAINING OPPORTUNITIES

The limited cognltlve skills populatio

enhancement of employability through trai
tion. There are, of course, di fferent nsuieratiéns to be made in the se~

lection of appropriate training. Guidance for incredsing the employability
of the limited skills client through raining is presented in Chapter 2.

IDENTIFY JOB DEVELOPMENT ’ .. B
OPPORTUNITIES - o
Jobs exist in a great variety of forms From setting to setting, sets
of assoclatedfjobs are very dlfferently conflgured with respect te tasks
and respons:.bflit:.es. Reassembly of job reg rements and provision of job
aids are 'two key methods which can be used to eate job§ appropriate to the
limited cognitive skills population. Activities and techniques for devel-
oping job opportunities in these and other ways are discussed in the next
Chapter, DEVELOP JOB QPPOI?'rUNITIE,S. £
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. émployer related activities addressed in

> ‘ )
L, ' Chapier 4 . ‘
Y DEVELOP JOB OPPORTUNITIE
B .
OVERVIEW ’

.
v
Y

- - & -

In the broaést sense, "job gieveldp:hent" encompassezbz.he total place; .

ment process, including the identi fication o% existing j opportunities

{

(-

addressed in 'the previous Chapter and the whole set of client and ~client:-' s

this and the other Chapters of

A much narrower interpretation is given to the development
the focus is on the creation  new

the handbook.
job opportunities in tQis Chapter:
opportunities through jeb redesign and res tructuring,
the employee with limited skills in the work situation. Figure 6 presen
an overview of the activities which can be used with employers to assist

development fra.q%wgrk add

and on ways to s'uppa{:i .
ts

of _

them in developing and sustaining job opporfunities within the limited job é -

vd her/e. ‘ i

e

v
. N
DETERMINE THE LOCAL
EMPLOYER AND
EMPLOYMENT SITUATION

L '

IDENTIFY SITUATIONS
WITH JOB DEVELOPMENT -
IMPLICATIONS 1B .

.

DEFINE JOB FOLLOW UP

- ON NEWLY
REQUIR;MENTS DEFINED JOBS

MAKE USE OF EX|STING T ‘ .
RX SIMPLIFICATION ' L

. CAPABILITIES AND - g

PROGRAMS | R ;

. 'Y

. MAKE USE OF - , L

. JOB ANALYSIS - \
TECHNIQUES FOR ' .

*| J0B RESTRUCTURING : o )

[

S

. ' Figure 6. Pqincipal Activities in-Developing Job Opportunitigs
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" OF ADVANTAGE TO THE EMPLOYER ) .

¢ * B
. - . ¢
A . £ -
<

. DETERMINE. THE LOCAL EMPLOYER AND . 7 :

- : EMPLOYMENT SITUATION : . o -
. ‘ A . .
6.' p) - i
Us ‘a formal \survey is not intended, especially in early stages: of

development of job opportunities. Initially it is best to rely on personal
contact with employers, building rappor,t;and community acceptance, and com-
for the target population. Once some

mitment to expanding job opportunities
- success in job develoiment has been a;l?/;\;d witl selected employers, mail -

or telephone surveys and contacts may e usefll in expanding the set of

employment situations. .
WORK WITH EMPLOYER CONTACTS TO IDENTIFY " .
JOB DEVELOPMENT OPPORTUNITIES . v . '
O ¢
Employers accustomed-to cal ling on outside placement services for o .

filling job openings may be ‘more open- to expandi job opportuniti'es than _
employers who satisfy their hiring needs ‘independently. Information gained

in the process of providing placement services--knowledge of key persons in

an organization, the organizational structure, the type of work performed,

and the positions usually available--presents an agvantageous framework »
within which to initiate job development. ™ g

"

. EXPAND THE SEARCH BEYOND USUAL - - o

PLACEMENT OPPORTUNITIES ) / . -

Do not'ergly on only those employers with whom you have had previous
contact. Limiting the search for job development opporturtities to only
those employers with whom rapport is valre.ady established--through their use
of the placement service or through personal contact, for example--will
'gmgcessarily restrain development of job opportunities.

SELL JOB DEVELOPMENT ON THE BASIS © : . i

o

) National programs devoted to broadening job opportunities for the dis~-
‘advantaged have found that succe'§sful job development xequii'es a s}gi_llfdl r
sales approach’. By and large, employers haye)a profit motive. approachirfg .
employers on the basis of demonstrating how limited skills employees ‘can

enhance productivity' and profit has greater promise for acceptanc:\:.h}n

other approaches."Approachi'rTg employers on the basis of "solving stdffing
problems" is more likely to be successful than approaching them on the basis

of "hiring'the di'sadvantaged.” The latter often- results in unfilled pledges’

or dead*end jobs. ’

* . The Ooncentrated Employment Program (CEP) spo//r;sq’:ed by the ‘Manpower
Administration (now the Employment and Training Administration) of the U. S.
Department of Labor, early recognized the need for providing assistance to
those engaged in developing jobs for the disadvantaged., Curriculum materials'®

. .
. e

N R
'S ‘ .
16 geokes. Wood, & Associates, }nc.’, Selling Job Develgpment: Final Curriculum Materials, prepared under .
Contract No, T9-§904-39 with the U, §. Department of Labor, Manpower Administration, Bureau of Work Programs. «
1969, U, S. Governmént Printing Office: 1969 0-331-346 -
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developed under this program to assist CEP counselors and others 1n devel-
‘ oping jobs for the dlsadvantaged will be.especlally helpful tq counselors/
i and placement pfflcers in effectlng opportunltles for the limited cognitive
v . skills popnlatlon. e .c - ) R s
=3 § ¥ N -, .. @ )
REACH THOSE RESPONSIBLE FOR . '
MANAGEMENT POLIEY DECISIONS . .
! y
- : Top management must provide the necessary approval for job restructur:.ng
and initiate actions which will support the development of job opportunities.
The resolution to reexamine job requ;rements and hiring practices is a very
serious action and is possible only at the top management level. Further,
only. top manhgement approval can lead to.development of the necessary rela-
tionship betweerf the job dounselor and the key industry personnel to build
'the.team effort necessary for effective job restructurlng. Once sanction ﬂ
has been given, access to those intimately knowledgeable about job requlre-
ments and activities will be essential. Suggestions to management for ways
to extend the cooperative effort beyond the plgacement process and into the .
o work situation will give encouragement to employees. - A continued interaction
will likely be essentiat~ta _adsure the satisfactory work adjustment of the
limited §kills workers and their acceptance by co-workers.

L4

"+ .- OBTAIN'LABOR UNION SUPPORJ « ; (N
s . o .

In employment situations where unions are involved, job development
cannot be ,effected wlthout the support and cooperatlon of the union. 1In
situations where the contract between the union and management establishes .
job classlflcatlons, transfers, promotions, benefits, worker support systems, *
etc., and gives the union a role in hiring practices, union partxc;patlon
in initial stages of job development is absolutely essential. Unless the
union becomes inwvolved in the redefinition of job requirefents and struc~
tures, the job development results may be in violation of the contract and ’
will be rejected by the union. Even if there is no contract violation,
union support will be lacking.

" In situations where union participation ih job development may not be
so essential, it will still be necessary to ke€ep unién leadership aware of
the job developmené activities so that union commitment to the outcome can
be assured. Unlon leadership approval of the job GEvelopment results will
help to overcome union membership reslstance--whlch may derive from workers
feeling that their job stablllpy is threatened, .In any case, unions are
1lik&ly to view job development actions positively when .they permit upgrading
and possible expansion of the work force. Union leadershlp involvement in - .
. this result could go a long way in overcoming resistance union members mlght .
have to job development. . ¢ .

»
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“opportunities lie in:

£

. that which has been rejected by the traditi
#  the 1fmited skills nor the traditional ap

,30bs may remain unfilled.

\ . .
IDENTIFY SlTUATlUNS WITH JOB DEVELOPMENT; |MP!.ICAT|0!‘JS
: ‘ A ) ’ ; s -
K - . 3 o
Job developrent should be initiated on a small, scale and.in ‘accordance .
with an organization's manpower needs ‘and problems. In order to determine
what these needs and problems are, a close working relationship with persons
having responsibility for job performance will be essentidl. Supervisors
and foremen will be the persons most familiar with these aspects.of the
organization's operation. A management commitment to job deyeiopment should
include ‘the willirngness to afford the time and cost of participation of such
persons..

. .

TAKE ADVANTAGE OF COMMUNITY CHARACTERISTICS . .
WHICH CONTRIBUTE TO JOB DEVELOPMENT POTENTIAL \
In large metropolltan areas, partlcularly those*which have heavy con-.

centration of certain 1ndustr1es, areas of employment concentration will
provide the greatest potential for successful expansion of job opportunities
through job development. There is a threefold benefit to be gained: (a)
large employers can better afford to provide technical assistance; (b) there,
are greater possibilities for job development where there are a variety and
large number of jobs; and (c) once job development is accomplished in dne
situation, it can be easily adapted to other employers in the same or similar
industries. It may even be possible to persuade multiple employers in a
given industfy to participate jointly in job restructuring or redesign.

-

The advantages of smaller communities and employers for job development
(a) fewer management echelons,: therefore fewer people
to convince; (b) a greater personrto-person commitment to members of the com-
munity, 1nc1ud1ng the limited skllls population; and (c) a freer organization-

{:c-org ization communication. 3 . % ,

. + 1

TAKE ADVANTAGE OF SITUATIONS - ) .
WHERE MANPOWER IS IN DEMAND ; '

. A manpower shortage offers a ripe situation for Jo'b development. If
the’ manpowey need is at higher skill levels, job restructuring and employ-
ment of limited skills workers could help alleviate the problem. If the man-
power need is at lower skill levels, it may only be necessary to convince
employers that an ample work force is available if a good match between job
requirements and worker capabilities is achieved. , .

Even in some situations of moderate to‘high unemployment, lower skill
Very slight modification of the defined worker
role may be required to: (a) make the job fit the qualifications of the
limited skills employee; and (b) in an obscure way, distinguish the job from
al applicant so that neithefr”
icant is degraded.
~ . N .

-




]

\ have gained »fideQR reputation

“EMPLOYMENT AND JOB REQUIREMENTS .

. ‘'

.are examined against job -performance,

" and unnecessary skills are also sometimes required of an employeet' In some o,
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LOOK FOR SITUATIONS WHERE INTUITION OR EVIDENCE - K o ©

INDICATES GOOD POTENTIAL FOR JOB DEVELOPMENT

Industries where there aré routine and structured tasks-offer good
potential for job development efforts. Frequently these tasks are the Lo
rasponsibility of workers who are’also required to handle moxe-difficult
activities. Some industries, such as laundries, K food services, greenhouses,
for their utilization of limited cognitive :
skills persons.. These are traditional worker reles for this population and
are not to be ignored. Bué,, the redefinition of skill levels in automated
industry offers a particularly goéa opportunity for developing appropriate
job opportuynities. Characteristics of the automated work’environment which
Z'Le nd it so well to the 1imited skills population“include:

Y Reduced social_‘skills requirements. In automation thete is
increased physical, distance and often af” increased noise level,
both of which'contribute to thé reduction of social interaction
opportunity. R . ’

y ' ‘

Y Closer supervision. In- automated plants there is a smaller
worker-supervisor ratio than in nonautomated plants, resulting
.in both increased rjtes of worker-supervisor contact and a
more personal relatjonship. : .

4 Limited;*'audgme'nt: re&uirements. The introduction of méasuring
and sensing devices, fixed jigs, mechanized and electronic -
readouts, etc., reduces and often eliminates the judgmentdl
aspects of the job. ’ .

.

v/ Job cloi;ness and control. Automation requires the worker
to stay tlose to,%‘s job and equipment. There are relatively
. fewer jobs where the work pace is controlled by the worker.
. N .

\]
®

. 4

IDENTIFY DISCONTINUITIES BETWEEN {t :

*
: -

+ In some instances, hi}:ing practices are steeped in traditions which may
have little or no bearing on job performance. when employment requirements
"requirements, it is sometimes-possible
to identify mnot only levels but types of educational requirements which bear '
little or no relationship to job performance requirements. Inappropriate

/’

instances, skills are st:;pi;lat;_ed to a level beyond that which the job pér=
formance -actually reguires. - a d

.-
+ .

. In workimg with employers to ‘identify disgontinuities between employ-
ment practices and job reguirements, ‘caution should be exercised. Such an

- ..approach shduld be initiated only after good rapport has been established

¥ e

ith' the employer and should always- be p;esent:ed in the form of positive,
nstructive suggestions f’v}vhich will benefit ‘the enployer. .

e




o ?e-....,..m-. R 3 ‘?,é,“; e - 3

. .
1 4 - N S " 3 P N y ‘ !
‘ o e AR AR s et Mf 2 e R .
bt
. . . , _ po
N . s . [l a b
N [ “ h
- . p— +
e

x ' . ¥

o, ! " g TR, vu-r '&%MW ».aﬁ'@%’i’ 2-:% 'ﬁ&"“ o T hts

o r:z\-‘;\ «’ H ‘ > B . A »;7 "‘;x{i-'_( - ‘,:
IDENTIFY PROBLEMS OF OVER-QUALIFICATION, _ C L

. &~/ The practice of placing persons in jobs for which<they ake overqualified
can lead to excess hidden costs from boredom, absknteeism, and turnover.
" This is probably one of the simplest bases on which to propose job develop-
.ment. Enployers may need to be convinced that limited skills workers whose
abilities properly match job requirements perform well in types of work which

lead overquallfled workers to perform poorly. - . $ !
L

Job development which is wndertaken as a solution to tl"le prob.lems of
overqualification, boredom, and turnover can result in savings to the em-
ployer, -Curtailment of absenteeism may requi::'e a smaller roster of workers

. Pgr shift, Reduction in turnover will“reduce worker training costs. These
aré strong selling points for job development. .

L]

 USE'VDLUME 2 AND THE DOT TO IDENTIFY INDUSTRiéS ' :
1 . 'WITH GOOD POTENT!AL FOR JOB DEVELOPMENT ’

Since the confent of volume 2 is restncted to jobs wheré only minimal
cognitive skills are required, appropriate erployment opportunities for the
. . client population are easily identified within the descriptions of the occu-
pational areas. The Volume 2 job listings.and the associated job descrip-
tions presented in the Dictionary of Occupational Titles (poT) deplc;t typical
Jjobs within an industry. Spec1f1c jobs may dlffer in the local version of ., [\

the industry. But, 6 all of the jobs listed in Volume 2 have.been examined by .
) job, analysts and judged appropnate to the limited cognitive s$kills popula-
. .tion. Review of these and similar job descriptions will help to identify .
how tasks_can be reassigned or modified to create different sets of jobs. ,
. R ) .
4 . _ ) ' Y T
‘ . c A\
s .~ MAKE USE OF EXISTING WORK SIMPLIFICATION . |
: T . CAPABILITIES AND PROGRAMS /
- ) . N < . :
% e : . :
» . 4 : -
% . « 1 REDESIGN JOBS TO REDUCE ) <!

f T PERFOI}MANCE REQUIREMENTS ’ : . ( ' -
" Application of human engineering techniques can be useful in reducing
v worker qualifications requirements. Human engineering deals with such
things as: the design of work st;';.\tio'ns; identification of job performance
. requirements; and the provision of tools, equipment, and job aids to assist
- the worker. Its emphasis is on adapting the work situation for optimum
: . human performance, i.e., the design of worker tasks and the environment to
« fit the sensory, perceptual, mental, physical, and other attributes of
people. It looks at rates of performance and rates and types of performance
error to identify where the man-machine match can be improved. Through )

e
>

i‘ . analysis of job output zequ:.remnts worker capabilities and equipment per—
. - . formance can be examined and reexamined to find the optimum trade—off in the ..
: person—-machine combination. H
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REDESIGN JOBS TOWAKE ADVANTAGE .
* OF TECHNOLOGICAL ADVANCES

b The provision of additional equipment, tools, and job aids can” fre-.
quently lessen the worker qualifications requirements. Job requirements are
frequently modified when the provision of.more efficient tools and job aids
is possible through technological advances. A current example of such modi-
fication of job requirements through -provision of a job aid is the relat‘iv,ely
inekpensive, portable, and easily operated hand calculator which has reduced
the level of mathematical capability required for maiy jobs.> This is a
typical; but far-reaching, example of how job performance requirements should
be reexamined because of implementation of techyélogical advances.

Y

Similar technological advances which indicate job redesign are always i

occurring or are on the horizon. For example, the initiation ‘of sense—marka€
grocery store item prices and price readout equipmént is having a gefinite ,
impagt on clerking and shelf-stocking occupations in grocery stores. When y

\Stechnological innovations create jobs or job activities which are outside b
currently defined job' requirements, there can be an especially advantageous
situation for developing job opportunities. . Not only. do such situations per=
mit an almost free hand in defining job requirements and structures, they
get around the legalisticsproblems which may'be encountered %hen redesign is

attempted on existing jobs.

USE EXISTING SIMPLIFIED WORK v
STATIONS AS MODELS .

Good examples of how task separation, special equipment and tools, and -
application of practical work flow are employed to .reduce perfofmanca require= \
ments can be found in vbcdtiohal rehabilitation centers,. sheltered workshops,
etc. Much can be learned about work simplification procedures through obser-
vation of the work process in these settings and through discussion with those
who have responsibility for the design -and operation. Visits to these cernters
by employers whé.are sképtical, or at least unknowledgeable, about the limited
skills person's ability to handle a job could be a very convincing demonstration.

3. —_ -
v
.

. . .
‘
s

. MAKE USE OF JOB ANALYSIS TECHNIQUES N -
oo FOR JOB RESTRUCTURING -

. ¢ . ’ -

— . » ‘ - I
Job analysis is the identification of worker activities and skills re-=-"

quired to complete a set of associated actions or operations which make up

a job. r Job restructuring is the assenbling of identified worker activitieé

from ®ne, set of-jobs to build a.different set of jobs, for accomplishing the

same pfoduct or output. . '

-~
.

While comselors and placement officers would not choose to perform job . -
analysis and job restructuring- o a routine basis, there may be instances
-when prospective employers, if given adequate encbu,'ragement and assistance,
_may demonstrate interest in applying these techniques to-provide increased
employmént 9pportunitiés for persons of limited cognitive skills. For those

.
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. 17Unitéd States Department of Labor, Manpower Administration. H#&ndbook for analyzing jobs. Washington, D. C.:
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counselors and palcement officers interésted in gaihing in-depth under§tand-
ing of job analysis, the Handbook for Apalyzing Jobsl? will be very useful.
A Handbook for Job Restructuring 8 preSents a sample format and instructions
which could be adapted for job restructuring to create jobs for limited™" -
skills employees. - ‘ )

+ Job anglysis and job restructuring can be used;in two different. but

Ll

-/ To create a new set Of positions from an existing set of
-, positions. ' -

Y To build a variety of positions wﬁ,ere multiple workers pex':-
*  form the same job.! ) e

|

Preliminary steps re&uired and.procedures which can be en;;loyed in achieving
both- of the above types of job restructuring are discussed in the following

paragraphs. .

ANALYZE CLUSTERS OF JOBS w« ’ . o
DEFINE A CLUSTER OF oL )

RELATED JOBS .

-

©  Work situations where tlere are sets of related jobs with a ‘variety of
task activities at varying levels of difficulty will be those with greatest
potential for job restructuring. Large establishments are more likely to
afford such oppofi:unit':ies than small. Manufacturing industries offer good
potential since there is usually a sequence of proceduralized operation.,
Business occupations also have good potential for job restructuring since -
they reduire a variety of tasks at différent levels of difficulty. “Useful
sources for identifying job clusters are:

. b ) f . o - .
Y Organizational job &m’.ptiong. Large‘{ organizations in ’
particular are: likely to have detailed job descriptions which
. identify worker r@sponsibilities in terms of performance,re-
quirements, task activities, tools and equipment used, and «g«
~ ., knowledge requirements. These descriptions will be especially
useful 3ince ‘they represent the tasks which the particular

- organization associates with the job. . .

. s ’

—_— . -
’ [ K

U. S. Govemment Printing Office {Stock No, 2800-0131), 1972.~ .

18 ynited States erartmeni of Labor, Manpower Administtation. A handbook for job restructuring. Washington,
D. C.; U. S Govemment Printing Office (GPO#1970-0-374-085), 1970. ., . : »

19 As defined in the‘Randbook for ahalyzing jobs, a position is a collection of tasks congtituting the total work
. assignment of a single worker. There arg as many positions as there are workers. A job is a group of positions
which are i1dentscal with respect to their major or Sigmificant tasks? There may be one or many. persons empioyed
in the same job. : < )
>~ o : _ - - g :
s 1 . ) R
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\/ Job knowledgeable people. “Queries to slUpervisors and foremen
can be used either to enhance the job description information
or to obtain it in the absence of a prepared job description.
* In addltlon, supervisors and foremen will bé able to provide
:Lnfox!datlon about job interactions and interfaces--information -
‘iv which will be very‘useful in job restructuring.:

V’Volume 2 of the handbook and-Volume I of the DOT. Reference
to the occupatlona" listings in Volume 2 will ldentlfy sets of ,
, jobs with potential for job restructurlng. This information
can be amplified by reference to the job descriptions in
Volume I of the DOT. "In addition, Volume I of the DOT will ;l"
allow' the identification of jobs which are outside the limits A
ef those identified in Volume 2 of the handbook. 1In some
tances, it may be apprppriate to extend the job cluster to
ose\Jobs which exceed the llrm.ted cognitive skills levels.

sy

£

5 o,

IdENTIFYﬁPPROPRIATE JOB ANALYSIS
{NFORMATION REQUIREMENTS . Y .

A sophisticated approach to job analysis is not essential. As a mini-
mum, identification tasks -included, level of difficulty, and time involved
are required. Identification of special knowledges, worker capabilities,
tools and equipment used, and worker interactions may be appropriate.
Identification bf task requlrements can best be pergorned by the employer
representat;ve, with the counselor's help. The pripary function of the
counselo¥ or placement officer is to help the employer™xgpresentativé under-
stand the types of responsibilities and‘roles the limiged skills populatlon

handle

/

°

hssmucrune NEW POSITIONS 3 »
FROM EXISTING Posmoms - { , ‘ * Lo
7] . i { ¢ 4 §
Jobs for lz.mted sk111s persons can be restructured from a s_@t of
positions-=each of which carrles a different set of requirements. This type )
of job restructunng requrres breaking apart the limited skills tas¥s _ from
a group of exlstlng;posltlons to create at least one new position which makes
no demands beyond the capab»?htles of the limited skills worker. As—a con=-
sequence, new posltlons consisting of tasks with higher skill requlrenents

.

' will also be created. Jobas«restructurlng Sf this type is demonstrated sche-

matically in Figure 7. ° y
IDENTIFY TASK X - - i
ACTIVITIES | ' \ ‘ ) ’

‘At Steg 1, thé’ task"”types and levels of task difficulty, as they
Presently exist, are identified for each of three positibns (Posxt.:.ons
nurber 1, 2, and 3). Eachtgosxtxon has eight hours o¥ act1v1ty--each block

'representlng one hour of activity. The amount of t:.me devoted to each o

three tasks (Tasks A, B, and C) by each position is also determined.- The
three positions share the three différent task types at three dlf’ferent task
, difficulty levels (LOW, MEDIUM, .and HIGH).

14
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. ~ ~TASK ORIGINAL POSITIONS
Step 1. IDENTIFY TASK ACTIVITIES R el
Three pesitions are reozesented as they now .
v exist  €ach pasition (8 aight hou!$ in duration HIGH m E] A | s l
{Each square equals one haur of work achvity.) 4 | N - s
DiHerent types of activities or task requirements 4 ST '
are represented by the letters A, 8. and C MEDIUM ‘3 s | ¢ | Alsy ; s l
Tasks are rajed as High, Medium, and Low in L s
: difficulty  Each of the three positions contains
all three activity types and all three levels of 3 :] T
! ditficulty ’ Low - A [ c _‘_l_f_J /
\ POSITION #1 POSITION ¥2 POSITION #3
r 0
POOL OF TASK ACTIVITIES- )
- - : . - .Sg
Step 2. POOL TASK ACTIVITIES
° T ¢ Tatk actvilies are ‘pooted according to activity HIGH } :D :EJ - 3 : N
. ¥ . type and difhculty level The length of a set of . e N )
squares indicalesithe cumufative leagth of time % —— St by - & )
tfor each achwity at gach-dificulty fevel  (For mEDlM: | A l_ . Co 8 ! c | ,
oxampie. wo hours of actwity A at the Hign [ ¢ —t ~ a9
. _dificutly luvel two 3t the Medium level and ~ b .
Three at the Low evel.) wv | v a :J 3‘ S ,
~ ) . v X ACTIVITY A . ACTIVITY 8 *  acnviv c
b ‘ Z\
4 Step 3. RECOMBINE TASK ACTIVITIES fzemumﬁneu POSITIONS
Tasks are recombined «on the basis of task
activity type and difficulty tevel The hirst new .
position, Position 44, has two different types of o - —_— N
: activity, bot Gl which are at the Low difficully HIGH A 1 LN I c
. level Note, that for Position#4, all of the Low . . g . - ° tﬂ
tevel A tasks are included but one hour of the |_| , - r -
tow difficulty C tasks remains since inclugion MEDIUM . ' [ [ A I
- of the full six hours would exceed the eight o .
J hous work penod hmit.  Position 5 has two , ’ . N
types of actrvilies, spiit between the Low, and R N
. Medium difficulty levels ’Ptosmon 56 has alt Low LA I 1 G AJ s TLI‘ .
three types of activities and both Medium and POSITION M4 P POSITION 75 - POSITION &6
High difficulty levels, but no tasks at the tow
scdhfficuity level e .. < *
o Figure 7. Demonstration of Job Reicturing When Itiple Positions are Involved
. : i . . . e .
- POOL, TASK . ‘ c e .
- ACTIVITIES .y K . , s .
e B ¥ .. At Step 2, the task activities are pooled.by type, dif ficulty level, 'y
g , and time requi¥ed. In this example the seven hours of Tdsk "A" activities
- - - . ’ . N —_
: are rather evenly distributed across difficulty level- (three hours of LOW |

gifficulty level, two hours of MEDIUM difficulty level, and two hours of

HIGH difficulty level). In contrast, Task "C" activities are most often of

. ¥ . LOW difficulty leve} (six hours of LOW difficulty level, two hours of MEDIUM

Y  difficulty level, and one hour-of HIGH difffculty:.level}l. . = - ' ;

~

+ 'RECOMBINE TASK |
ACTIVITIES _ : N
' ] : At Step 3, the.tasks are reco ined by\activity type and difficulty -
.level. The eight hour limit of task activi position is retained. The
T new. "Position number 4" is restricted fo LOW difficulty tasks of two types _
\ (Activities A and C). This would besa job that a limited skills client B
. could handle. In contrast, the new "Position number 6" requires all three
: types of activity (A, B, and C) and a worker of much higher skill since the
- majority of requirem:uts are af the HIGH difficulty level. The new "pogition®™
' nurber 5" comes out primarily as a MEDIUM'difficulty level position, with
six hours of MEPIUM difficulty level activity and two hours of LOW difficulty

. level activity within two activity types (B and C). ,
. . e ”»

o . . »
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. ‘ RESTRUCTURE NEW POSITIONS -* L . i
<, FROM AN EXlSTING(JOB 2 . .

Jobs for limited skills persons can also be restructured from a set of R
jobs, each of which carries the same set of requirements. This type of job '
restructuring creates new, Ppositions for limited -skills workers by breaking-

‘. off sets of comparable low.difficulty tasks. As ajconsequence, new positions -
. . ca e . . . v . < . - %
consisting of tasks with higher skill[requirerents will also be created.ti
- - . . - M s &
. B o N -~ Il (S
* The same set=of Step activities (Steps 1, 2, and 3} employed ih‘bui]!.dihQ,
y s, e i . . . . . . . . -
new positions from existing positions (as shown in Figure 7) is employed in
1] this type of job ‘restructuring. Job restructuring to build new positions . {
E, from an existing set of jobs is shown schematically in Figure’ 8. : ey
s o : . .
. IDENTIFY TASK | ‘ . 4 ) -
ACTIVITIES . T w : "y
b4 - [ ° 4 -

At Step 1, there are four positions, each of which has the exdct same
set of task requirements, covering eight hours of activity. Each position
has five types of task activity (A, B, C, D,oand E) at three difficulty , y

. N
. levels (LOW, MEDIUM, and HIGH)'. . .
’ ug ’ ’ * : ’ -
Lot - S N ~
- ‘ ' f F TASK ORIGINAL OB ’
_JoirFicuLTY %
- LEVEL S s ° A
¢ Step 1. IDENTIFY TASK ACTIVITIES - ¢ ol o
Four posstsons, aliogerforming the same job, are MSDIL:M Eﬂ - EEE . E ® -
represented as they now exist  Each position c - - - .
includes five different types of activity and three ¥ [ ‘
leyes of difficutty  Each position 1§ erght hours R HIP 1 e 1 T T El
in duration 1Each one-nalf square equals oné. Low A ‘ (8 ?lfJ fl B l?lﬂ ‘l 8 ?H Aj 8 10
nat! nour of work activity 1~ T, * . posiToN n POSITION 82 POSITIONS © = POSITION"*4 i
. ° POOL OF TASK ACTIVITIES D R "
- . ——f—] r—v——' o -
HIGH A ] . ¢ ;4 o | .
S}gp 2. POOL TASK ACTIVITIES ’ [:3 :j . DN T S °
158 activijies are pooled according to actvity v i T
lepe and difficulty tevet The féngth of a setof °F wernuy A | * o } £ i
sduares_indicates the cumuialive length of ume 1 e e : o f——d
for each activity at each difficulty level s(Each . . ‘
fult square equats one hour of work activily ) , VA v o}
ST PR i I HE S SINNEN ENE I
N ° ACTIVITY A . ACTIVITY B ACTIVITY C Aénvity O ACTINITY E
& * L
¢
e R ) RESTRUCTURED POSITIONS %
° - . WiGH | . .
[ MEDIUM
~Step 3. RECOMBINE TASK ACTIVITIES - . / .
Task actiwvities are recombined on the basis of I 4 — ——T ——T - ~r o
1ask activity type and difficuity levet  The first Low N J LA r\ ) ;J ,
~ ew position Posingn =5 has-only one type ofs * ITION #§ : POSITION #8
taskactivity, Position Iqhas two types of achivity - . . . ~
But both positions have only Low difficulty Jasks WiGH 2 A l ] l [ l 9_] *
Postlion N7 1s split between Low and Medwm ~ . + -
4 ~chificuity lasks but inclydes only hree of the .
five task activity types = Position 48 includes . - R
~ ~ “tour of the five 1ask activity types alt at the MEDILM A ““ . -
‘ Migh ditficulty tevel. - ° : -
. : Low ) ) i
. . FOSITION 17 - POSITION %8 #
: Figure 8. Demonstration of Job Restructuring: When Multiple Jobs are Involved S
- L‘ < - RPN . - -
-~ - * < - ? ©

ERIC . * Lo s




" POOLTASK . - L
ACTIVITIES : - f

.
. ¥

- ‘At Step 2, the task activities are pooled by type, difficulty level,
and time required. For example, for Task "A" activities, there are four

. hours of LOW difficulty level activity, two Yours of MEDIUM difficulty level
activity, -and two hours of HIGH difficulty adgivity. —For Task "C" activities

there are only twa hours of HIGH difficulty level activity. e .
RECOMBINE TASK \/) S —_

. ACTIVITIES

At Step 3, the tasks are recombined by act1v1ty type and difficulty
level to cresate four new positlons (Positions number 5, 6, 7, and 8). Two
different positions requiring only limi ted skills are created: new "Position
number 5" involves only one type Of task activity (type B} at the LOW diffi-
' culty level; new "Position number 6" requires two tyres of activity (A and
D) at only the LOW difficulty level. As with the example in Figure 7, higher .
level posjitions are created: new "Position number 7" includes primarily ‘
MEDIUM difficulty tasks of three types (A, D, and E); new, "Position number 8"
" includes only HIGH difficulty tasks of four task types (A, B, C, and D).
. Ny .

e

DEFINE JOB REQUIREMENTS (J ' .

Al ¢ v
Whrether JOb davelopment occurs through rede51gn or restructuring of
obs, work simplification, human engineering, or implementatilon of Yesults
of technological advances, the restultdnt job(s) will,K impose chfferent respon=
sibilities qn workers and create a different mix of supervi ion, trammg‘,
' and other types of job support. >
4
R & employers are w111ing to develop job vpportunities +for persons of
limited cognitive skills, counselors and placement officers will want to be
supportive of these efforts, at least to the extent - of providing gquidance
in the ldentiflcati.oa of new requirements and responsibilities. The follow- ,
ing paragraphs are intended to.;assist counselors and placement officers in
providing thig guidance to employers.

IDENTIFY THE NEW JOB e . ’

PEBFORMANCE RE¢UIREMENTS - . . - .

7 ‘at some level, should result from ‘the job
development pyocess. At w vel the new descnptlon is prepared depends
yon: (a) the extent of.va on from the initiating jab(s), and-(b}-the
level at which the source- desoription was prepared. ‘New jobs in informal
‘and loosely structured jeb environments will probably not need to be_ sup-
ported by alietailed job description. New jobs in highly structured settings
will likely require a detailed’ job description. In either instance, a new

. Job description which reassembles the original job description infoj:'matlon .

| at qees former lave]l will probably be adequate, T

-— -

A set of job degcripti
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IDENTIFY SUPERVISORY,  TEAM,: V\’ORK GROUP . . o
AND SPECIALIZATION CAPABILIT!ES . 5 b
\ M 2
Expllclt: or inpllcn: in the descrlptlons for the Jobs result:lng from
igb development may be differences in: —
»

Y Allocation of supervisory responsibilities. The limited .,
skills employee is likely, part:lcularly initially, to requiré
more supervision than the traditional employee. ' Mpre e.xperJ;—
- enced employees are good candidates to perform this supervisory . ,
- role, particularly if the limited skills workers'. functions '
are those previously lncluded in.the traditional employees' ’ , 2
functions. 'If longer’ tenure employees assume a new super- : - ’ ¢

visory role, they may need,guldanee in how t:o ‘earry this Out‘..

Y Team and work group a5519nn1ent:. By separatlng low dlfflculty
tasks-from higher level tasks, or by lmplement;lng work 'simpli- .,
flcat:lon procedures, a modified team effort may be requlred for ¢
job completion. The sequential, "assembly-line"” type results ] .
of these efforts may or may not be apparent to the workers ’ .
involved. But:, it is essential that this aspect of job per-
formance be taken into account by those in charge.

F; o > s
v{gpeclallzatlon capabilities:- Job devélop;nent: may create, the . )
need for specialists, that is, persons who have spécific ° S
attriputés--knowledge or performance' capabllltles--whlch are e
essential to job completion. Speclgllzatlon is not necessarily . '
restricted to higher skill levels. There will be limited skills
ean,oyees who, because of, their partlcular ahilities or work .
s assignment, become"'specla'llst:s of’the trade." The key to ' ;
making appropriate use of spec:lallst:.capablh,t:les is to . )
* achieve a good match 6et:ween the worker capabilities -and the - ' e

job requirements. * . - . (

N LN . ’ ° -

DIFFERENTIATE LEARNING FROM R . e A B
PERFORMANCE FACTORS e S N

~ K ~
~

™ learming to do a Job may requlre a dlfferent: set Of b}bawors from3 T
actyally performing t.he ]ob. The types of aids which support .job lea'rnlng
differ from those which Support: job,.performarice: Ile'arning aids support the
commitment to memory of mformat:lon, san action, or a series qf- aqt:lons re-
quired for job pérformance. ,Step-by=-step lnstruct:lons- and deMnsuatL%m -
of required performance are typical examples of unsophlsticated learnlng * I
aids which are partlcularly appropriate for lmu.t:ed eogrmtlve skills jobs.

“~
Performance aids .support the requlrexrlent:s of &Y giyen Job. Measurement:
guides ‘and marked scales are\typlcal examples of. Job—speclflc performancé ) ’ ’
aids for limited cognitive skills jobs. :Performance aids ‘can substbtut:e for .
knowledge and discrimination requirements, and can, thereiﬂr reduce Job per=-
formande requlrements‘ to a level appropriat:e to t.he llmuzecl oognlt:.ye skilils

. emPlOYee. , v o . . 5
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‘Some jobs, or aspects of jobs, can best be supported by learnlng and/or

. — 1earn1ng aids, some by the provision of performance aids. Some jobs may

3 , ’ requjire both. For most limited cognitive .,skills jobs, review of job reqmre—
ments and common sense will—dictate whether a learning aid, performance aid, .

v Or “both Wlllaﬁe; required. In many instances, the provision of a simple per-
formance ‘aid plus demonstration willt adequately qualify the worker for job

. . * performance, especially for .substantially struﬂturedptask situations.

- % ‘

IRE " s 'FOLLOW UP ON'NEWLY DEFINED JOBS

' 4 . -

There are two) aspects tb fBl'lowing up.on jobs which result from job
) development efforts: (a) to assure the work adjustment Of .the limited $kills
e emplgyee, and (b)® to extend the range of job opportunities.s

ty . -
.

AR SUPPORT THE CLIENT AND THE EMPLOYER - , ,
. THROUGH THE, JOB ADJUSTMENT PERIOD - ° : '

‘\ . ) Counseling of the limited skills enployee in the new job is but one

. aspect of the job adjustmént period which will follow placement. The em-

. ployer who has participated in openg up job opportunltles for the client
group may have, as a result, a slxgh.t‘\Ly ‘different job Structure and the re—
sponsxblllty for integrating the new epfployee into the work force. Counse~
1d%:5 and placeme t officers may need tQ assist erﬁ'ployers and co-workers
through the period of adjustment,, 'fhé services are critical not just to
the imped.xate situation to assure that glhe emplojler will retain the present

. limited. skills employees but will also expand opportunities for their employ-
© o ment in the future. Employers.will likely view their employfent of the

3 limited skills worker as a "tryout." Oounseldrs and placement offifers, *by .

. ) supporting both clients and employers through the early employment stages,

* ) can tum the "tryout" into an effective demonstration of good employment

. ‘practices. ° . Lt ‘ < .

°

-

: ' L]
& EXTEND JOB DEVELOPMENT EFFORTS TO Y e Coe _
% CREATE ADDITIONAL JOB OPPORTUNITIES - \ . .

- The lessons learned’in the 'process of job development and employment of
.L‘Lmlted skills clients should fac:.lltate this activity in further expansion

X L of job. opportunltles. Two particularly useful ways to apply the jab devel~

! opment exper:.ence are: (a) ,to extend the job to addltlonal jobs within the

) present employment setting, and (b) to use the effort. 25 a demonstration to

: . . othar enployers that the opening wp of jobs to llmted skills workers is

. both workable and practical. The assistance of the limited s)g\lls workers

' as well as the employer should be sought in this demonstratJ.On.

.t
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¢ This chapter presen
and processes required in effecting an optimum j
cogmt.we skills cllent,. The act:.v:.t'les requ:.re

Chapter 5

N »‘ 1A

v

9 -
-

MATCH CLIENT AND JOB OPPORTLNITIES

~

ts a general discussion of the principal information

ob placement for the limi ted
d are shown schematically in

Figqure 9.
.
DEFINE . ~ - IDENTIFY . | .. FOLLOW
L. APPROPRIATE AND UP WTH
. . CLIENT JOB . CONTACT: - EMPLOYER
\, - DOMAIN - - EMPLOYERS
4 COMPARE DEFINE AND : ; |
- PLETE |/
AND JOB . SPECIFIC S~ A ~
PROFILES . OPPORTUNITIES PLACEMENT >
i S ] n —
/ , ,.‘ - . . . M .‘ =
1 REV 1 . . COUNSEL . FOLLOW
. ° . }-SPECIFTC JOB . o . WITH AND U%”H .
B .7« L AVAILABILITY ! - PREPARE CLIENT
: - DATA . CLIENTS. : -
. (4 . A '
’ . & oo 5 . T
- ' ° . . Figyce 9. Principal-Activities in Matching Clients and Jobs, ~
- ' ' ( ' T ’
- s ; ‘ .
' - The d1scuss1on of these activities which follows demonstrates hbw the
. ,two volumes of this handbook can berused jointly to effect job placement '’

for “1imited sk1lls oclients. However, the discussion is intended to be

general enough/so that any sources of client and job opportunities 1nforma—g@,, "

- tion can be explored to effect p,lacement of the client: .
N C . . o‘ - « 07
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. DEFINE APPROPRIATE CLIENT JOB DOMAINS . ~e

¢ o {‘ 27 .oes " . ¢ : ¢ a'( 5 ®

REVIEW THECLIENT ~ - = = - "5 = o = == ae

CAPABILITIES SUMMARY - { ", o NN
- Through completion of the client assessment, counselors and placement |

officers should have adequate information on which to judge the client®s
capabilities and should also have some indication of client job interests.
I1f, in the course of interviewing the client to obtain the capabilities
information .there have not-been indications from the client where job

interests lie, further discussion with the client is appropriate. Past

. Gork experience, schooling,'and other tﬁining will also provide clues to the
identification of client job interests. This information may irdicate what

”

types of work and work situations the client prefers, as well as thos'é which
do not appeal. . ..

-

ATTEND T0 CAREer W . ' . K
IMPLICATIONS . . :

o Limited cognidive skills clients should not be treated differently
than other types of clients with respect -to career aspirations and. inten-

>, tions. 'It may be a novel request to the client to be asked to think in -

these terms, and the counselor,K and placement officer may need to aid the
«ctient, in seeing an.d.selectci‘.?g future job aspirations.

~ ]

The descriptions of occupational areas, especially the discussion on
» career opportunities in Volume 2/ prov%de assiétancg in making potential
opportunities known to the client. Counselors and placement officers will
need to &xercise caution in this discussion with the client so as not to
present a setting of wide-open tareer aspirations whiéh could not be achieved.
Careful attention to the client's limitations as well as capabilities; and
particularly to the assessment of the client's potential through training,
will be’ necessa.ry'.‘-' ¢ PR N .. : Co « et

N .

~

.

SELECT A VARIETY OF OCCUPATIONAL s
AREAS WITH GOOD POTENTIAL .~ -

Limited cognitive skillg clients will-have potential for fitting {nto
a variety of occupations. Communities, large and small, soffer a variety of -
s{tuations with potential for placement. A realistic identification of job .
opportunities will include a variety of occupations. The local employment
situation will, of course, temper the identification of potential occupa-
tions. ’ - ‘ R

.
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- REVIEW SPECIFIC JOB AVAILABILITY

P W e > . -
SEARGH JOR.FILES FOR
RELEVANT OPPORTUNITIES

~ Job files whith have been prepared so as to 1dent1fy employment
opportunities suited to the limited skills client, as squested in Chapter
37 will facilitate the identification of realistic opportunities. The
client’'s indications of interest wilk act as a further selection Factor,
delimiting the types of opportunltles of 1nterest out of those which are
.availables , , B ) ‘.

MAKE USE OF JOB DEVELOPMEN‘Q EFFORTS v .
10 IDENTIF&fURTHER OPPORTUNITIES . ™ . ’ .

~
)

Where cowmselors and placement officers have been 'effect;ive in gaining
employers' cooperatlon in opening up job oppartunities for limited cogni-
s tive skllls clients, opportunities for placement will be good. This °
situation cannot be treated as an open door to just any clientp however.
Opportunities available through job development efforts should be just as
carefully screened to a client's abilities and interests as any other job

opportunity. If job development efforts result in'a mismatch of client and
job, there will be 1mped1ments to future enployment of limited cogmtlve »
skills cllents v - . , =

- N . Co. v : !
. y

. COMPARE CLIENT AND JOB PROFILES C <
LI L : t : ) ! ) ) ’ . :
Besmsmvuocusyn .« - A VA ';z AR \ LS '
~ CAPABJLITY DATA * ’ ° /‘ : Yoo o & -
o (~ér--w~~:-.£‘., A T e >£ L T

. The .Clieéat Capabilities Summary presents a nch prof:.le of the Cllent
which is further enhanced by.the evaluation of training effects, particularly
as th:,'s indicates futu job possibilities. If the full cliemt potential is Ay
to be realized, counselors and placement off:.cers will heed to attend to both’
the cl:.ent s 1mmed§te and long-range potentlal. They will also need to
attend to negative aspects of the Client Capabllltles Summary, that is,
those personality or phys:.cal charactenst.xcs which tend to eliminate rather

. than identify y)ob opportunities.- . -
. p : Ty - ‘ 3
BE SENSITIVE TO REAL - . A .
" -JOB REQUIREMENTS - ' r ’

3

P

"Comsef!’ors and placement OFficers have strategies for and -are well

practiced at gmatching clients and jobs.

Those who have read or rpferenced

other portions of this handbook will have de
po..ential limited cognitive 'skills clients

oped dnh awareness of the
ve for a great variety of job

opportumt.l es.

Volume 2 permits easy conparison of clients and jobs when

Job openings are xdentlfled by (lictlona.ry of Occupatlonal Titles (DOT)

. - 87 83 o ..\ "_ 5 ) ) -
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number_ and th? Client Capabilities Summary is prepared. In instancés where
the DOT numbers are not available for job openings, the' counselor or p‘lace-

ment; of ficer 4can p:.:ébably identify the,appropriate ocq\;pgtional{ Eigle by
>ati " espetially

sdarching through the list of titles within the occupational group,

if reference 't's made to the job description information presented in Volume I« B

of the DOT. - ' . ' N
B - \
COMPARE CLIENT CAPABILJTIES
AND JOB REQUIRE\M‘ENTS DATA - )
The key issue in comparing client an‘c’i job’ profi"lés is to assess the
real requirements of the job against the indidated client capabilities.
The closer the interpretation of job .requirements is to the client capabil-
ities data, the better the client-job match can be.' The Client, Capabilities
Sumary has’ been structured to facilitate this comparison by making it con-
patible with the job fequirements data presented in Volume 2. : !
Once, an indication of interest in a particular. type of ‘work is given i
by the ;:;ient, the counselor or placement offiger can segtch the appropriate
occupational area for job listings which a ithin the capabilities of the °
client. If, for example, the client indicated interest in printing occdpa-
tions., the counselor would search the job listings in-this area in Volume 2 °
(DOT Codes 650.-659.) and see what types of jobs,match the client capabilities.
There are over 100 job 1listings in the printing ;:ocqupat:ién, about half of
which make no-significant cognitive demands on the worker. Tius,.even a
client with only Minimal language, mathematies,. and perceptu{al”p;oc‘ess'ing
capabilities could handle a large nygber of jobs in the pxinting trade.

P -

The client capabilities data_can also ‘bes u\sieq .to.deterfiine the suit-
ability of the client-job match on other paramejters. For eXample, about 20 |

- ~

.. percent)of the printing jpccupation,jobs indicaté a noise or vibration coxiditw;.On'

5).' Clients who demdnstrate javersion or sensivity to
'd. bt be .cgnsidered fo‘*&t:\l}q‘ge pgrtiécular.‘ jobs: )
O e T P N ST
In making the client-job match, counselors and placement ‘officérs' should
' first be particularly sensitive to the cognitive and training requirements '’
parameters. Secondly, they should use other parametels to assure conpati-
bility bétween the client capabilities and, the job requirements’. It is not
eSsential that clients and jobs be tompared on #ach and-every parameter pre-
sented in the Client Capabilities Summary and in the job listings in.Volume 2.
'But, client success on the job will ‘have increaséd potential with each addi-
tional capability-requirements match . 20 T )

.
.

-

20 Seeelhe' introduction to Volume 2 for full explanation of all of the notations employed in the Vojume 2 job
listings. P [ i
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- MAKE PRIORITY ; -
, ' . ORDER SELECTIONS ~ - \ ¢ ' o ’

. Work with the client~to make fipal selection of the "job opportunities 1 -
< to be lnvestlgated.' Attend to the client's abilities to perform the job,

. lnterest 4n,the job and its career potent;.lal, and aspects Of the client's

11fe—sxtua‘t1.on and general enployablllty parameters as these relate to a )

specifjc job opportunity. Ordering of specific opportunities in this fashion T

will tend to reduce the number of times the client will be exposed to the

employment seeking situation. X . , /

]

ASSURE CLIENT ACCEPTABILITY _¢ ' . .
BY POTENT!IAL EMPLOYERS : T / . A

., If prior agreement has bgen reached with employet¥s about acceptance
of the limited skills .client, no further action may be reqgujired. If- pnor
agreement has not been obtained, guidance provxded in Chapter 3 will be'

’ helpful in assunng the cl:.?nt’s acceptablllty
L o Ay . w
. ' S Fe msmm AND CONTACT EMPLo?ERs
o g e - SRR
B o - ) . S g, e
~ SELECT sgecmc EMPLoveﬁs T L S
°' ‘TOBECONTACTED ,*g-g@\»,,.¢ w _’m’ Ci - 7 -

N
1 -

- [Ep— N

e’re«maydbeamuﬁlyle employ‘ers ldennfled Qﬁ- \ S
1 o opportunity selection. Select thos,e s ¥ ' Cow
{ 1 e greates potential, for hiring the limited cognitive :

sklll's chent. Employers who have indicated interest in making job oppor-
- turutles available to limited skills persons would, cbviously, be those w1th )
' the greatest, potentﬁgl for hiring. them. Other employers may indicatd a , -
) sensit:.v:.ty to ‘the problem, and they too would be high on the selection
" list. Where one enplcyar in an industry has successfully employegl limited
* skiflls persons, these sxtuatlons can be used as demonstr.at:.ons to other
employers in that¥? :Lndust.ry Selectlng exrployers with greatest pote ntJ.al
for hiring the limited cogm.tlve $k1].ls client further reduces the .extent
s .of exposure the clz:ent has to the errployment 1nterv1ew situation.

. - s . .

) ARRANGE CLIENT mrsmnsw ‘ ’; o : L -
% - Lo ',c\ %?w . S _ : - . e - - .
. - Lmu,ted cognlta.ve skills c-nents may ‘or may not ‘be able to handle
making the ertployment interviel arrangements. In any event, counsgelors 4
’ and placemént offlcers usually make these arrangements even for other than ! '
limited skills clients. When interview azrangements are domplete, make N
3 sure the client 1s£aware of the arrangements and can either arrive for the :
. 1ntefvz.ew 1ndepend‘éntly‘or has made arrangements for assxstgnce. s
- - - ."E > e
S ’é \ . . o ' ' =, f
& - 8%y ’ -,
\;:' g { e “ L N e ;
¥ . , , - . -
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COUNSEL WITH AND PREPARE CLIENTgS pa
i ~ rd p ; -
"_ ‘ ; el - - A i b oo . é\
= 7 ihe empioyment interview is likely to'be moré difficult for the limited ™ | -
Coun= °

_cgnitive' skills client thert meeting the job requirements once hired. s
sMors and placement officers will need to assure that the cliemt can handle
the employment intervi&n:—It may even be necessary for the counselor orfe '’
, placement officer to coach clients as to how to .conduct themselves through
the interview. Role playing has been found particularly useful in helping
disadvantaged clients achiéVe a comfortable Ngterview role. If employexs
are likely to test the client, practice in similar.test situations will be

helpful in overcoming the Client's test shyness. . [

. . -
- . . of '

- ?

)

COMPLETE THE PLACEMENT

re L s
.t
’

When placement has been confirmed

v

by the emploéyer, the cﬁent may be |
requested to corplete many :.employment forms.. Sone, limited cognitive skills
clients may not be able independently to handle the detailed paper work) .
involved. .Employers are.often willing to allow the newly hired ¢mployee 3‘.’0
‘complete employment formg away fromsthe place of employment. Counselors

..fgnd p]:écemen,tpfficez:s, car’ enhance the client's epploya;ﬁilil:y by making-

~potential. employers aware, thit they will assist the client in this aspect

<.

]

7 of th& employment process.-. °* ; PR \ o
o .Y - ) oo
*;ﬁ .t' [ e N . e L. e - ) <3 . 1}
f;ﬁ; 'i%? o ! 5 . - N ' ) /)l . ¢ : N
AR . I N R
? W , - FOLLOW 'UP WITH THE EMPLOYER e ,
She - = < ' ) . . ' ' ¢ '
%‘—'-,;‘.;,-:‘érf > e . i __', ” - . ».‘. Yoo PR} S
st % R TR S Vs
.’%‘"CHEG@HEQLI_ENT'S RN S 3 RS ) A
* WORK'PROGRE ' . e .
" » ‘_Part\igcularly at early-stages of employment, counsel®rs ahd~plgcement
& officérs will want to-adsure themselves of the cliént's adjustment to and
% progress in the job. A free communication should be established with the

:~en§f&xer so that. there is,optimmm opportunity, for-resolving any adjustment

f;‘g;_;idiffii,fg:ulties on the part of the clj.'ent':, co-workers, or supervisors. Thése e
& aspeiks 6f the counspling function will be particularly important with -

,eqpl?yers_ who have fiot\had mch ”experienceQin handling. limited cognitive

g. skifTs*wBrkers. L Cot / . s

%‘3 « %’@ 1%‘. vt . ) ' - - \' -

- . #E ¢ . e ’ .

2 ’TA)(EADVAQ{TAGE\GF‘SQ SFUL PLACEMENTS D . -
=¥ {70 EXTEND'OPPQRPURITIES TO\OTHER CLIENTS - vaoEy e T -

i:t . " R . s . .
3 _ Once ‘employers have found that persons with limited cognitive, skills
i make d eployees, they will be easily encouraged to employ .additional
% such workers. But, the greatest advantage of a successful placement

,  Situation- may- be'in the demonstratipn it can afford to other employers.

. t ° .
1
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) . FOLLOW UP WITH CLIFNTS . -
CONTINUE ' o .

CLIENT GUIDANCE

Placen‘ent of Iimited cognitive skllls clJ.ents may impose requirements ‘
‘$or counselor and placement officer assistapce beyond work adjustment.
These needs may relate to living arrangements, arrangements ‘for getting to
work, assisting the‘client in handl:.ng money and budgets, etc. Counselors
and placement officers will recognize these needs better than the client
and should provide .assistance directly or.guidance as to other, sources of 1
serwices available to the client. ] Vo %

' N A -
.

PROVIDE CLIENT ASSISTANCE ONLY . T . .
One of the major objectives in expanding the range of jobs available

to limited cognitive skills clients is to increase their self-s ficiency. .
Coun 1ors and placement officers should place themselves at the*disposal N

s

Limited cognitive skills cliemts will be no different' than’ other
clients in seeking and rejecting assistancé. - It is up,to the counselor or K}
pluemntfolcer to be sensitiy enougl{éto the client to dlscern whefl
assistance is needed, when it is ked and not needed, when the client
needs but qannot ask, andy when tbe client has the persopal resourges to
hapjdle a given situation. Above all, it is important to rgcogniZe that
_theytaxe people, just as all others, and that they too have different levels
of cagab:.l:.ty for di.fferent kinds of act:.v:.t:.es and” respons:.b:.l:.m.es,

~— ¢ -




- - - -

Aruitoxt provided by Eric . . - . .

. .- . ‘ . . L T
¥ . .- - L. A
ERIC. ... e , T
.




s I
f’ PRk g

¥
}
113

N

,

placement performance .

W ) ) -

1 CAPPENDIX ' P S

g ¢
. .«GUIﬁANCEs 10. MANAGERS IN .ASSESSING RIS !

2

OVERVIEW

R SR

H -

¢ £

-

CO@QNSELING AND ELACEMEN'T PERFQRMANCEm ‘

T

-

Managers of organizations or institutions providing coun!eling and
placément services to the 1J.rnlted 'cognJ.tJ.ve skalls population may be 4
interested 1n determining the type and extent of the effect of such services.
Figure 10 identifies the prJ.ncJ.pal activities in assessing counsellng and

Suggestions for carrying out each of these aspects

of assessment are provided in the paragraphs which follow.

e o

/

" DEFINE
OBJECTIVES

-

J

'DETERMINE -
. . J~ ASSESSMENT
REQUIREMENTS

.

ESTABLISH AN

ASSESSMENT -
FRAMEWORK

' 'oarAm AND ,
'PROCESS - ]
-DATA

_ DERIVE
CONCLUSIONS |

-

e

— = L.

r e -

TR

ESTABLISH
CRITERIA

> .
N .
f _ . . PO ’ -
? g R . i T . e
4 . R - . .

. Do
— - ¢ -

v - — -

T
- - -

R !

- ™
13

. o Fugure 10« Principal Actw‘tnes uh\ssessmg Counselmg

. XA
N i .~ -

-and Placement Performance e S : -

e 3T

Tl - Managers may want to eq@ge the ass:.stance ef Jplled behavroral

. and social scienusts in planning,. conductlng, ‘and interpreting aSsessment

. a'ctz(ritrqs.

E‘requently. there are persons associated ‘with local universi-

ties and colleges who welcome the opportuplty to assist in such activities

since they,,prov:.de a, vefu.c}.e for preparing master's or dectoral theses ¥
‘and the opportum.ty fm—t professional publlcata.on.
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' %mns REASONS FOR ASSESSING
THE PLACEMENT PROCESS

- - Y ~

. ~7 . .
There are many reasons for examining the, results of the placement
protess. Some of the most important ones are:
o

S . Y It can be an imposed requ:frement. o . - \\
* - A -
Y It can be a demonstration 6f effectiveness. &

v It can be a comparison of placements under different )

strategies and conflitions_. ) 3 .- \
- v It(can provide useful ‘guidance for imprgvihg the placement N ——
* process. ’ , N . N
. - ) . ‘
. «  Any of the abq,ve 1s a justlflable reason for unBertaking assessment, but th?
last of the set has the greatest potential pay-off for the effort. While , ;
the other purposes.are “éerved_ within the guidance provided here, emphasis g
is on helping managerient to determine the stpendths and weaknesses of the )
process for the ulti)iate improvement of counseling and placement services. .
. N . : ' h ® . ¢ L
DETERMINE WHETHER FORMAL OR INFORMAL. . . . ‘ L
ASSESSMENT 1S TO BE UNDERTAKEN . -, . ' - B
- /’ f . ?.:
The term assessment is Tused, rather than the more famiTiar term " %

evaluatlon, because evaluatlon is frequently restricted to a rigidly
controlled measurement, Situation. Assessment is intended to include,both PER

L&

H
. <, " "7 the rigidly coatrolleg formgl measurement s:.tuatlop, as well as a less, - %
y formal exammatlon ofs. counseg.mg and placement act;e.vn::.es and resultdt A s
g . 1 . v - M3 - ,f
. , ,facw;n;etiuer or not a fo al asse?ment 1s und\rtakcen depends upon several - iy
- ' s e T - .'» W %‘7 %
‘e v Are resources available? — - ‘ ' \ .
- N - A “
Y Is there competency to conduct such a test? i '
- . - * . R ! R s ¥
v ¥ Would information gained impact significantly on-the r
' counseling and placenent process?ﬁe« P
" » /
, A pos:.t:.ve resp0nse o each of the above questlohs mdlcates a 'strong )
_— position for conducting a formal evaluation. 'Even if there is a negatlve - ’
. ‘ . response to each of the, above' questions, however, it is likely that some ~  “ - #
. - informal ‘type of review will occuf. ' The guidance.given here .'LS approprlate .
to J.nformal as well as formal assessment, R |
. PR . . ot
» ‘.
. J\ . o .

[y s R

c
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The stage of program development can impact on selection og the

appropriate type of assessment. During formative stages of a PPogram, [

evaluatiye Judgments which are based on relatively: unbontrolled observatibni

may‘proVIde“aéceptable evidence for modifjcation af plans and*pEocedures.‘

Once procedures have been formally establis

will probably need to’be much ‘more rigorously controlled to justify substan-

tive changed—especially if the change involves significant costs.
L~

OEVELOP AN . . '
ASSESSMENT PLAN L. ) ,

Whatever the level and type of assessment undertaken, there are given
activities which are included eithér directly or J.ndJ.rectly, consc:.ously ”
These activities are those depicted in Figure 10., They
should be governed by an assessmer\t plan. How detailed and formal this plan
becomes depends upon the intended scobe of "the assessment. At the very

minimum, the plan should addreds the areas of: obJectJ.ves,* data needs,

schedule, “and personnel responsrb:.l:.t:.es. A moYre detuled ‘plan would attend

s

of unconsciously.

to the follow:.ng types of J.nformation - - .
Y Defin'ition of the spec:.fp.cﬁu?pg(es of the assessment. b
\- s T . . . ) T EX . . '
! v Identifi.cation of-the resource‘s' available, such as the amount
l of money and personnel ‘who coulc( partJ.c:.pate. . —
BT EN . *

SR

Def:mition of the specific obJectJ.ves the assess;ment should
. { ,' seek to attain and the résults expected. X

ool -
< Assurance that the stated ob}ectives are attaina.ble w:.thin
' ti":e re?sources available. ) \).\.' e "9

|

|

|

‘ ) S <

g/ Sel@ction of the study)desz.gn.‘t;? he used,. or the ng in which
? e,ﬁaSSess n bJective‘s Wikl ]
“:

W

bé ’H@t—-mcluding defJ.nJ.tion
the ”t‘ype and size of" samplé to»b&'used. T ;

1Y

',\ . '

[} .o

tJ‘-l‘

’.l ’1

: Determination of what k:.nds and how;na@y ‘people w111,,part1

- pate, and whether the effort can be’ ¢9mpleted wholly b;r@the

counseling and placement Servz.ce, or yhether outside ass

tance should be sought\. S ‘ S \3 . .
< - 3 .

L] I -
‘ =

=4 rdentification of the kinds and amount of ,special training ’ .
whiclyﬁght be required to.conduct’ tht; ‘asseisment. J

o """"?.‘W e

o ’%?;‘ .

“ / Identification .of what, when, and. how much data az*e to be .
|- 'collected. SR , :,«-a... -\, .
P _" ' ‘ Mg N ’ s

g
ity

LY Identiflcatlon of method’s for processn.ng and analyzing e R
1

b data-, :' o . .;.'Vl,,f N

! / Identification of any supplemental *information which m:.ght
f be needed to assure appropriate ﬁxterpretation of the assess=’ v

|
- 4

ﬂ . ment results. , N - .

hed, however, evaluative"d_'f‘:”a”““ e,

73 Y i o
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. . . . . )

. B J . ?'
/'Determxnatlon of what results will be acceptable ev1dence “ ¢
.» that the, assessmezi objectlves have been achieved.

&

/ . .
—_r A e . ) /
.. : V’Determlnaélon of ‘the’ k1nd of\a%sessment fepﬁrt requxred, 1ﬁs . { - D { I
'”;'&:;“ﬂfw Tttt disseififiation, aﬁa use of*tﬁe assessmentwresults« T S S
. A DEFINE OBJECTIVES-
y b . S , N -
N : 6 . * i - A
Counseling and plaéemen{ objectives Hescribe\thg\gonditfgns which are -
expected to result from these activities. Assessmen bjectives describe .
how it will be demonst;ated that the desired conditions have or have ngt °
Lo been. achieved. Thus, assessment objectives’are directly tied to the -
counseling and placement objectives. \ ’
o —— -._‘__.‘.._J)___ < Vo e
- ®STATE COUNSELING AND ) T oy .
>y . PLACEMENT OBJECTIVES - . ‘« : . ) K N

e

Structuring an asses
the essintial purposes of 'the
usuall¥fuseful, however, to st

object

es, as shown in Figure|

ort best hegins with the definition of
counselln" and placement process. It is
fte subobjectives which support the major
11. The hlerarchlcal nature of objectives

The essent1al need .

is to defxne the most lmportant

facilitates th1s step..
intentions ln s1mple terms. Y . : .

~ 4
TF_!ANSLATE COUNSELING AND PLACEMENT i Lo .
OBJECTIVES INTO ASSESSMENT OBJECTIVES ‘ - ‘

\ ,
. L \

X» Each counsellng and placement ﬂb;ectlve requlres trapslation lnto terms
) suitable to focus the assessment.effort. _An example of ch a tranglation
o of*counsellng and placement objectlves 1s presented in Figure-1ll.

|
. \ S e I J .

' : - R S

L - """, ESTABLISH AN ASSESSMENT FRAMEWORK. ‘ X
. L4 . | . A

An assésSment. frameéwork must be developed through which individual ° Y
’ case data can be expanded into a structured datd set which is tesponsive to
. the assessment objectives. There are practlcal conslderatlons of ‘purpose, - .
- resources and constraints, esp0ns1b111ty, and emphases or praorxtxes. .
/  There are ‘theoretical cOnsiseratlons of assessment design, data and’
measures, and adequagy of the data te meet assessment intention. P .

MAINTAIN A FOCUS ON THE ’ - : .
PURPOSE OF ASSESSMENT ' ) .‘ ' )
"~ Assessment has a limited purpose: To su‘pport judgments concerning the
expected and achieved outcomes of the counseling and placement process.
The assessment output should have practical implications for understandingc
~and improving the counselxng and placement prbcess.
E: 4

.
: \ |

) . ? ! . . ¥
, ; 98 : : .
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- MAJOR COUNSELING MID PLACEMENT MAJOﬁ ASSESSMENT OBJECTIVE: To '
‘ “| OBJECTIVE: To |mproVe thg dverall place- { demonstrate the amproved dvérall pré‘cement d .
B ment of cfients with Timited coghmve skitts. - |~ ofthents-with fimited cognitive skittsss = = '
. ' , > . Lo ~—~ . A . .
P SUBOB:JE(ETIVES T N SUBOBJECTIVES Y . . ]
- ) . ,ou AN . glen = N . oo - ' ,.,\
To improve the occupational status of c‘luents. Test whether completed placements offer . 3 W
o . .| clients improved job status and opportunity P, ’
, : _ than previous‘l}ﬁvanable. - . ol
\ ‘}Expand’the number of placem}\ts. s | Test vghether a greater number of chents@re « { L
N : ° _ ‘| placed than prevuously 1
: - N - ;. .a -
- ‘\Take appropriate dccount of occupational Test whether or not client gmp\}gyment status,
opportunities. * change is associated with particular occupa-
2 g tions. Estimate the nature and extent of ‘the
N . T association. . -
, ' i R N . ' s
. Make an appropruéte tnvestment in client " test whether or not the type of service given ’
St services. ' is assocnated with client employment status v )
o , . change. Estimate the nature and extent of - \
' < |° the assocnatlon < R ‘
R A . Make an appropriate tnvestment in employer Test whether or not the type of‘service given
. ‘ services. 4 \ , is-associated with employment-opportunity .
Ny -t . o change Estimate the nature and extent of .
S, N . . ’ : the association. N TN . 0 s
\ :’ N RS ; ¢ . i A N
! N . ! P v . y .
. Take. apbmpruate account of clnent ‘- Test whether or.not the client characteristics
e charactenstlcs “ . . are associated wittt employment status change.
> ~ Estimate the nature and extent of the associa- ‘
, L ’ . . - N . .
“ ‘ ) ' - . y 2 4 ton. . . E '
N - G ) N\ ‘
B Al .« . . . ¢
.+ | ~Take appropriate account of trmmng Test' whether or not training is associated S v,
Opponunmes \‘ ‘Wwith client’ employment status change. S~
. X Estimate the natute and extent of the’ 1’
. N association. . Co (
' - " S ) y
- b v w ‘ - o S T N
s e ! . . . ) - e
! N . .. -
) - S C
: - - : anure 11. Samole Counselmg and Placement Dbjectwos \
g 8 . - with Related Assessment Oblectwes -~ oo, ‘
o N . P o L
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EXAMINE RESOURCES" . e . iy
- AND comsmAmrs . 2 oL -~ .

-~

) . . Objealveiare achlevéd Only

' : Where resources are absent, a constraint is autorqatjcally 1mposed.

- important that resources and constraints be considered in an organize
in planning and implementing the @ssessment. "‘here arc four general cate-
gories of resources which should usually be consldered '

{hrough ﬂée appllcatlon “of resoxrrces.
It is-

¢« .

Tln'e, as a rgsource, can Be con51dered 1in terms af
But, ifh the counsellngrand placement situation this -,
If counselors and placerent officeis

nt activities, time for these .
*activities must be made out of time’ dtherwise spent in
counseling and.placement activities. Expendi tufe ofpcounselor ,
and placement officer’ “time ,for assessment should be examined .
with a view towafd: (a) making use of regulérly ofllécted
information rather than which are unique to assessment, -

and (b) judici alance” of time between the® regular aspects N
. ..unsellng and placement activities and the assessment:
activities, If assessment results cpntribute to increased
effioiency in counsellng and placement services, at leastepart

Y Time.

M money .
may* be shurtslghtea.
!‘.\become inyolved in assess

" of the assessment time is counter-balanced. . ., \
Y Mo Money. Money is time, but also the purchase of n'iany other s ,’
‘ - aspects of the counseling and plapement servide an e o,
assesshe ctivities.. As with time, intreased ef 1ency »
X andcaigke{::\areness resultllng £rom the assessment can.discount | . '
. thedactual cost of assessmgnt. . - “t e t .
. - , . [id ° . ; L 4 .

0111t1es .and’ servlces for con-
11 be beyond thbse avaithble . >
acen’ent serv es‘, not on‘y 1n !

.Y Fac111t1es and services.,
¢ ducting arf assessment may:
3 Y within the counsellng an.d

. amount but in type. It’may be well.to 1ook’ cutside not only AR
’ .t © for the purchase of negessary facrlbt_tes and’ sérv;.ces‘ (e. 9ot 4
© data procegsing and 1nterpre€at1qn)o, but for contr;.butxon of = -.

services. Enlisting the stpporf: ofO{students and faculty 6f- - ,
- local colleges and universities, for example, could greatly
expand the facilities resources, but’would also be squ ’
- serving to these institutions" own interests in prov1d.1ng »
practical social service act1v1t1es. : .
’ = c . ~
Y Personnel and knowledge. Ava:.lablllty of these resources is .,
“ t much akin to the availability bf facilitiles and services o
: resburces.. Expansion of personnel and k owledge’ resources .
should be explpored in much the same fashion as for the W‘
expansian or facilities and‘services resb,urces. .

fashion

.
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ESTABLISH EMPHASES g Coe
AND PRIORITIES . . v 4 ‘
" .Not all cbjectives are equal in importance; usually, there will not be a

adequate resources to investigate all objectives. Emphases are determined - |
by the need for information to suypport operational decisions. The .allocation
of resources for assessment must be established and operated on a set ofr |
priorities. Greatest priority should be given to aspects of assessment with
the greatest potential for affecting operational decisions, and where greatest
confidence can be placed in the anticipated assessment results. i p
DETERMINE ASSESSMENT d S C el
RESPONSIBILITIES :

[4

One of the major outcomes of the examination of resources and constraints
and the setting of priorities, should be the delineation of assessment respon—

. sibilities, .at least at some general level. As plans become more fixed, R
'responsi:bilities must become more fixed--ultimately to the level of assign-
»  ment of all functions to a set of individuals. ) . .
> DETERMINE THE ASSESSMENT ] , ’ ' .
' STUDY DESIGN )

The assessment study design attends to the organization of measures in :
ways to permit demonstration of achievement or nonachievement of the intended
effects' of the counseling and placement services. Decisions about the study
design will determine how much confidence ‘can be placed in the results of, !

. the assessment. One pIimary purpose of the study design is to 'focus atten-
. tion of the assessment on effects which result from factors associated with
the counseling and placement process, as opposed to results from other'’
extraneous factors. - ) )

/ .
Key decisions to b.e made ,@tablishing the study design xelate tb: .-
. e Y Use &f a case study or an e@é‘rimntal study- A case study . N .
involves’ only one’group which re",ceives the counsglipg and place- - . .

o ment services. An experimentdl’study involves two groups,

* #er 7 Yone of which receives the counseling and 'gl:g?:ément services and .

) \one which does not, or one in which one ‘group receives one’type ~
of services while the other group receives a different type of

\ ' gervices. Thus, an experimental study involv'es comparison of .
two (or more) groups of similar indfividgbls. An experimental .
study is usudlly safer--but more difficult--than a case study
since it is usually risky to attribute observed effects td the

. counseling and placement services being s'exémined in the absence -

"= data for comparison. L . e

[

. - . . | -
/ Assignment to groups’ . roups can be ‘formed on the basis of
intact groups, e.g., all those receiving the specified services,
- or on a yandom basis, i.e., Selection of a groupr=from -some K
. . , larger popplatibn—-on Yhe hdsis of charice. Intact groups may-" -

* ’ be preselettive and thereby ndt’ representative of\ th¥ popula- )
' tion they purport to represent. Random: selectioh of ' groups w .
' + sy permits interpretation Jf results ‘to that larger g\?pulation. ) o ‘
: ¢ : . : "
A . . - b . . -
. Pl
B . . ( . -’ » \ _‘,‘n
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AT - T

N "/ As assessment information becomes available,, it is llkely to
r . be used to improve the counseling and Placement services.

: .

Y Measurement timés. ‘If measures are takepn both before and
after the particular counseling and placement services to be
examined have been initiated, there is increased potential for:
di'stinguishing the effects of the services from other extrane
factors which also may have affected the occupational status.
of clients. Repeated measures of the COunsellpg and placem it
performance can be used to determine the stability of the

" resalts. ¢ . ) T,

‘The above conditions al,l make a strong argume nt fo? use of an experi-
'mental study.’ However, case studies can yield yseful data under certain
cm’cuns;ances. This is especially so when the situation is such that the
assessment is undertaken to: Sy . -

. o, \ « £
~

/ Merely nfz that well -defined immediate goals are bemg' '
ach:.eved. N
Y Provide a descriptiongg'_f_ postcounseling/placement status,
without an attempt to attribute this status to particular
N aspects of the counseling/placement process.
o,

é

BE AWARE‘OF FACTORS WHICH . 2o '
DIMINISH DESIGN RIGOR )
. N b

For an asséssment to be optimally effectJ.Ve, there should be as fnugch
rigor in the study design as poss:.ble. This is difficult in any ongaing
activity. On the other hand, an operational situation cannot be approached
inflexibly-~-there must always be some accommodation between assessment and
6peration. Esseptially, it should be assessment that accommodates to opera-
tions, rather than the other way around. . , ]

. . . v . )

In determining the assessment study design, the.following factors,
which ‘tend to exclude rigor, should be taken into account: : .
. 'Y It may be difficult or even 'inpossible to establish an outside

. eontrol group. Counselors and placement- officers usually come
) in contact only with clients and have no access to other popu-
. lations from which to form a control group. N@r are counselors
,and cement officers in a position to randomly deny or modify
) sei'fc‘eks to clients. Both of theése conditions refluce the possi- :
Y bility of forming a control grouwp. .

+

.

Deliberate efforts to withhold assessment resu]_ts would be
. commterproductnre ‘to the essential purpose’ of the ‘Process.: .
Thus, the continuous inplementation of assessment results

furtherﬂduces the study des:.gn rigor, .

Y Most comnseling and placement settxngs wl;j have little toler—
anée for situations contrived to serve assessment. In gene'raI,
the study design will need to reflect Operations as they
occur, not as they are implemented'for assessment purposes.

K]

:
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/The focus of data gathering in the couns'el‘ing and placement
process must be on information that will be of direct benefit
to these services. This probably will mean that the data.

A ‘available may not be the most optimtm for assessment purposes:-

- >

IDENTIFY DATA ' : , .

L)

REQUIREMENTS ! : . '
. 3

Data requir'ement:s are derived from examination of the assessment objec-
tives. Major classes of data indicated by the assessment objectives presented
in E,‘igur.:e 11 include: ‘

v Numbers and types of placements made.

. v /'

v/ Client data.

A4 \

Y Client services data.

v Employer, se es é}at:a.

. : |
4/ Client training data. o

A -,

"Almost all counseling and placement services routinely ‘collect extensive”
data about clients ‘and placements. Thus, the key data related to occupational
status change angd expansion of job opportunities are likely to be available.’
What may be more difficult to obtain, or at least more difficnltito classify,
are data about client trai‘r;'ing and services after placements, ahd data about
the types of services and interactions the counselors and placement officers

undértake with employers ‘in promoting an ;xpanded range of job opport}mities.

. ¢ .
s .
. P .

ESTABLISH CRITERIA

Criteria define the bases on which the assessment results are to be )
judged. Each assessment objective. should have some preespablished criterion
for judging whether or not that particular aspect of the counseling and place=-
ment process ﬁ:as been achieved. In.effect, the criteria define the type and
-level of expected performance. In thé examples stated in Figure ‘11, the
criterion implied is that performance*yéill improve significantly over that
previously achieved in placement of ,cii’e.nt:s with limited cognitive sKills.

Y

There are two pervasive aspects of a,s%essment: criteria which, must be
addressed to assure confidence in the achieved results. These are the —
reliability and validity of ‘the data. L i

.
1
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Aruitoxt provided by Eic:

ASSURE RELIABILITY OF
THE ASSESSMENT DATA
‘ r
" The reliability of a measure is theé extent to which it can provide con-
~Sistent results across repeé‘ted measurements. Three aspects of réliability
are of concern:. L .

4
4 Sample size. A large enough number of cases should be included
in a.study grouwp ta y1e1d relatlvely stable results. As group
.size is increased, greater reliability is achleved There isy
of course, some point at which the cost of increasing the sample
size far outweighs the benefits gained in in.reased rellablllgy
If majoy groups are to be broken into subgroups, subgroup size

becomes of importance also. .

B

Measufihé instruments. Measuring instruments should be

designed so that identical phenomena are recorded in,identical
ways. -This relates to the definitions which ae provided for
different classes of inforn‘\atio’n. In situations where different
persons are:making comparable judgments, the rules for'choosing
among tlasses of information should be well specified. ’

3

long~-term rather than momentary phenomena. The assessment
shoulq be concermed with counseling and placement results over
some perlod of time to: (a) assure measurement of dtable under-
lying conditions, and (b)- overcome demonstratlon of effects due

to extraneous and unrecorded phenomena.

»

P

ASSURE VALIDITY,OF
THE ASSESSMENT DATA | .

The validity of a measure refers to the extent to whieh a measure
actually measures what it is intended to measure. There can be hlgh relia-~
N, bility for measures of dow validity. That is, repeated measures can achieve
.consistent resufts evén when/the measures fail to propeply address’ the objec-

‘tives for which they are intefded.- Two types of validi are of. S(mcern.
Y External validity is '‘concerned with the relatlonshlp of the
measure to some outside criterion; it affects the soundness /.
with which results can be generalized from the sample studied
#to some broader population. )

; - ; e
v Internal validity is.concerned with drawing carrect conclu-
sions about clients and events which are represented by the .
assessment data. Intermal validity is'a prerequisite to external

validity . i

. ]

7
-

Validity is a concern across the fu)zl range of assessment activities.
Conditions which can setmentially cOntnbute to invalidity inciude-

.

Y Incogrect theo:et'ical assumptions or invali'd_ prog!am objectives. A
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Y/ Data gathering instrumefts which permit respondents to manipu- . A ?
late the data to a favorable data set, rather than to the ‘Epro-
vision of a truly objective data set. / ’
r a sample which sg;'stemat:icallr . '
aQ

.
)

Y Use of'a-nonrandom sample, O
deselects types of respondents--initially, or over time.
4 Observer bias or influence of the data in a consistent

* @
. v
.
.
»

v

d;rection.
/Respondeht: bias, misinformation, mi sunde¥standing, or modds of
* * éxpression which introduce’bias.
/.Lack of control in administration of the data coI\Llect:io'n ) \ .
procedures. . .
Y Bias in the selgction and application of the analysis prpcedures.
nsimilar situations. |

Y Extension of obtained results to no
i ) .
RS A - - a ' -t .
A ¥, OBTAIN AND PROCESS DATA -~ , ]
P I . . / / .

»

; _M'TE!\}D 10 FACTORS WHICH PROMOTE
(GOOD DATA COLLECTION  ° o .
" . Since specific data requirements must, be established ofx the basis of the
objectivés and criteria set for the assessment, no exact rules for what'data
mich data can be provided in a general discussion of assessment activi-
Guidelines to assist with the determination of dat:a; requirements and °

¢ i
H

b,

address the

)

/\
<

ties.
Y Make sure the data are .appropriate and adequate t
‘assessment objectives-and criteria. :

~ By

{or how
the 'achi.sit:ion of reliable and valid data include:
o

y
.

’ oo
Y Do not collect data for which no use is intended.
‘inconsistencies.

Y Review data for agccuracy and to eliminate logical
Y Provide procedures, instructions, and training if necessary,
for ‘those who will act as data collectors or recorders sSo that

<

o data are complete, accurate, and consistent.
; b Y perform at least a sample verification.of the data to assure
accuracy and reliability. .

L
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PROCESS AND ;. - .
_ ANALYZE DATA B C . . ‘ %

There are many ways in’which assésgme t'%éta can He processed and.
analyzed, ranging from simple counts of fréquepcy.of events, to application
of sophisticated statistical treatments. Decisions about the type of data
processing to be implemented are part of the assessment plan and, cannot be
made in the abs}radt. The following guid 1ipe§ should assist in the plan-

ning for and actual processing of data: |- - .

. b 3

-

Y/ Make early plans for data processing and analysis. Even the
simplest aséessment‘schehés becoze difficult and cunmbersome
when the collected data and the data aralysis do not satisfy |
the assessment infent. More elaboraté schemes are .doomed to @

. failure, or at least severe recovery costs, if data processing
and analysis are ignored in earf?-pIahning stages.

. ,

R >

v/ Keep in mind that results are' td support operations. Gaining
a few specific and gertmin bits of information is a better
. route than gaifing a great number of questionable results.

/;U§e analytic procedures to enhance asSessment results. Most
collected data will support some form of statistical treatment.
Application of'eVen simple statistical.techniques can help in
drawing valid conclusions. . o " T

Y Follow up on initial analyses. Where initial a.nalyse's provide *
positive information -about the effects of the counseling and
.placement services, there is likely to ‘be more detailed.guid-
ance gained through expansion of these data types or through
further analysis of the oollected data. - : o

. ., . B ¢

”- N . . »

L DERIVE CONCLUSIONS

MAKE OBJECTIVE INTERPRETATIONS R
OF THE ASSESSMENT RESULTS -~ : .

~
N '

. The resylts of -assessment should provide objective and useful informa-
tion abouﬁf%he effects ‘of the counseling and placement services. If results
of the assessment are interpreted in light of other available information,
they can be extremely valuable in improvement of these services. Review of
backgréund information assembled in the planning stage” of the assessment
will help charactetize the‘'results. Review of the regults can contribute
to such decisions as: selection of optimum strategies for counseling and
placement of ligi;ed skills clients, identification of realistic placement
opportunities in th‘scoumunit%u and identification of what client

services best support the limited skills client in obtaining and- retaining
a job. :

- P . 106




USE RESULTS QF ASSESSMENT TO- IMPROVE THE . .o A
COUNSﬁLllyG AND PLACEMENT SE!WICES ) o
Resulés of assessment are useful in 1dent1f-y1ng ways in ‘,:jhlch the .
caunsellng and placement services have been he;‘pful in, e@ar@ng the range .,
« of jobs available to the client group. But “they are also ful in identi~ ..
fying areas where some type of improvement or addltlonal effort is, warranfed
. to effect the de51red changes. Results of specific, assessments may getron-~
-t ' strate that the placen'ent serv:.ces‘have not expanded the range of jobs
available., If the planm.ng for and hand.llng of the assesi int data and back-
& ground ‘information have been thorough, there should be valuable information
. available on which to alter the counséling a.nd placement services %o attain
- a greater impact on makihg jobs available to the populatlon of persons with __
limited cognitive ‘'skills. vr
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