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- - FOREWORD

“th

: 'and post-secondary institutions used the mat

100 performance-hased
-tepaec/bér education (PBTE) learning packages focusigg upon
specific prefessional competencies of vocational teacMers. The
cog:retencies uporywhich these modules are b wereiden-
tified and verified through research as bging important to suc-
cessful vocational teaching at both the "secondary and post-
secondary levels of instruction Thé modules.are suitable for
the preparation of teachers in all occupational areas.

Each module provides learning experiences that integrate

- theory and application, each culminates with criterioni refer-

enced assessment of the tefcher's performance of the spec-
ified competency. The materidls are designed for use by indi-
vidual or groups of ‘teachers in training working under the
irectionand with the assistance of teacher educators acting as
regource persons Resource persons should be skilled in the
teacher competency being déveloped and should be thor-
oughly oriented to PBTE ‘concepts and procedures in using
esegnaterials. N

The design of the matenals provides considerable flexibiiity for
planning and conducting performance-based preservice and
inservice teachar preparation programs to meet.a wide vaniety
ofindividual needs and interests The matenals are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the proféssional.development of voc

tional teachers. Further information about the use ® the mod-.

ules in teacher education programs s contained in three re-
lated documents Student Guide to Using Performance-Based
Teacher Education Materials, Resource Person Guide,to
Using Performance-Based Teacher Egucation Materials and
Guide to Implementation. of Performance-Based Teachet
Educatlon, '

ﬁe PBTE curnculum packages are products of a sustained
“ research and development effort by The Center's Program for
Professional Development for Vocatiorval Education. Many in-
dividuals, institutions, and agencies participated with The Ceh-

. .ter and have made contnibutions to the systematic develop-

ment, testing, revision, and refinemeht of these very significant
training materials Over 40 teacher educators provided input in
deveJopment of ‘imitial versions of the modules, over 2,000
teachers and 300 resource persons in 20 umversétles.,cqjleges,
s and pro-
vided feedback to The Center for revision and ement.

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these matenials i1s extended' tg the following program staff'
James B. Hamilton',‘ Prbgram Director, Robert E Norton, As-

sqciate Program Director, Glen E. Fardig, Specialist, Lois Har-

rington, Program Assistant, and Karen Quinn, Program Assis-
tant. Recdgnition Is also extended to Knsty Ross, Techhical
Assistant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the matenais, Contributions made by former progzam staff to-
ward developmental versions of thesg.materials are also ac-
knowledged, Calvin J Cotrell dipacted the vocational teacher
competency research gtudies upon which these modtles ar&
based and also dirdcted the curriculum development effprt:
from 1971-1972 Curtis R. Finch provided leadership for the
program from 1972-1974. .

Appreciation is aiso extended to all those outside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contributed so generously in various
phases of the total effort. Early versions of the materials were
developed by The Center in cooperation with the vocational
teacher education faculties at Oregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materidls was conducted at Otegon State University, Temple

" University, and Upiversity of Missouri-Columbia
Following preliminary testing, major revision of all matenals

was performed by Center Staff with the assistance of nUmerous
consultants and visiting scholars from throughout the co\ntry.

Advanced tes}ing of the materials was carried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington State College, Colorado State University, Ferris
State College, Michigan, Fiorida State University, Holland Col-
lege, PE 1. Canada, Oklahoma State University, Rutgers Uni-
versity, State University College at Buffalo, Temple University,

i o

N

>

University of Arizona; University of Michigar-Fiint; University of &

Minnesota-Twin Cities; University of Nebraska-Lipcoln, Univer-
sity of Northern Coloradd, Unigersity, of Pittsburgh, Unwversiti
of Tennessae, University of Vrmont, ahd Utah State University.

4 The Center is %rateful to the Nationat institute of Education for

sponsorship of this PBTE curriculum development effort from
1972 through its completion. Appreciation is extended to the
Bureau of Occupational and Adult Education of the U.S. Office
of Education for their sponsorship of training and advanced
testing of the material§ at 10 sges undec.provisions of EPDA
Part F, Section 553" Recognitidn of funding support of the
advanced testin ortis also extended to Ferns State College,
Holland Collegé, Temple University,’ and the University of
MnchigayFl‘ . >

Robert E Taylor
Executive Director N

The Center for Vdcational Education -

r

individual career planning, preparation/and progression
The Center fulfills its mission by
« Generating knowledge throu
¢ Developing educationat pr
o Evaluating indwictual prgg(am needs and outcomes
o Installing educational programs and products’

AA
ViM,

AMERICAN ASSOCIATION
FOR VOCATIONAL |
INSTRUCTIONAL MATERIALS

‘ Engineering Centér
. Unwversity of Georgla
Athens, Georgra 30602
- The American Assbciation for Vocanong}/lnst(uchonal
* Matenals (AAVIM) is an interstate organization of unwer-
sities, colleges and divisions of vocational education de-
voted to the improvement of teaching through bette-r-h%-
formation and teacmng aids
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The rationalp for yocational education rests on

.the premise that\the-skills contributing to syccess

- /in an occupationsan be identified and used to
develop' relevant educafional experiences. The

" learning experiences which are believed to de-
_ velop occupational proficiency must be reviewed
. and rgvised from time to time to meet. changing
ogccupational requirements. Occupational analysis
,ha’s long been used b} vocational educators to
‘identify ttie skills that should be taught in a voca-
tionai education program. Often, a new analysis
results in the identification of unnecessary or ob-

sblete skills which should be eliminated from an-

existing program.

v

Jt is importapt that we continue to identify the

_critical knowledge and skiNs‘needed if the goal |

.

.

of vocational educatiotthat of successful em-
ploymentin an occupation ited to the needs and
interests of each individual—is-to be met. Singce it :
is possible to design a good educational program

only when the end results being sought are clearly

stated, the analysis of an occupatiop is an impor-

tant step in the vocatiorial education planr%gﬁad
curriculum development process. This curricu
development process Is depicted in the diagra%

on.p- 2 ‘ AN -

Your sucgessful completion of this module will .
prepare you for analyzing an occupation. In addi- )
tion, you will learn how to organize the results of
the analysis so as to maximizeits value in deyelop-
ing an educational program. *

-

“ v f . i
.
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- ABOUT THIS MODUL

E

Objectives i .
' TeiminalObjective: While working in actual schdol
ondiict an occupational analysis. Yqu;-;gr

wifl-be dssessed- by your resource pers
Teacher Performance

ance. V).

abﬂné Objectives: .
fter completing the reqiréd.reading, define the
cope of an ocupational analysis (Learning Experi-

ence /). ; t o ,

. After ‘completing the- required reading, prepare an
tnitial listing of duty and task statements by partally
" analyzing a selected occupation (Learning Experi-
en&eVll). i L.
mpleting the required reading, verfy an iriitial
li5ting bf task and duty statements'(Learning Exper:-
ence /). - )

After cofpleting the required rea{dmg. analyze and

report the,task inventory data (Learning Experrence
v).

- N

‘

Resources

A list of the outside resources which supplement those
.. contained within the module follows. Check with your
resourte perso n'(1) to determine the availabiity and the
location of these resources, (2) to locate additional ref-
erenges in your occupational specialty, and (3) to get
ass*nce in settingup activities with peers or observa-
tions of skilled teachers, if necessary. Your resogrce
person may also be contacted if youthave any dsfficulty

with directions, or in assessing your progress at any .

time. - o
‘Learning Experience |

Assessment Form, pp.

Reference. Nofton, Joseph L, (Ed ) On the Job.
York, NY. Doubleday & Company, Inc., 1971,

~ \ ‘

New

Learning Expetience Il  * .

Required _ .
Two or more employers or embloyees whom you-

" can mterview concerning a selected occupation’
One or more references (e.g , curriculum guides,

* existing task inventories) which you can review.

Optiongl - . o
Refererice{Ammerman, H L Performance Content
for Job Training Volyme 2 Stating the Tasks of the
Job. Columbus, OH: The-Center for Vocational Edu-
cation, The Ohio State University, 1977. -

Learning Expetience Il
1)
equired -

An inttial partial listing of task and duty statements*
to usg in venfying the statements '

»

-

A resource persop and/or peers to review an imitial

" Ihisting of task and duty statements, y
Five workers whom ydu can cdntict to vepfy,an
tnibial hsting of task and duty statements. . \

Optional y L \
Reference _Ammerman,H L. Perform eConten\
forJob Training Volume 3 Igentifying Relevant Job
Performance Columbus, OH. The Center for Voca-

R onal Educatian, The Ohio State University, 1977.
/‘;Zference. Afamierman, H. L ‘and D W. Essex Per-
formance Content forJob Training Volume 4..Deriv-
ing Performance Requirements for Traininds., Co-
tumbus, OH: The Center for Vocatlonal Education,

The ©hio State University, 1977 '

‘Optional ", g ‘ '« Learning Experience IV

Reference: Fryklund, Verne C. Occupational Analy-

.. s18* Techniques and Procedures. New York, NY. .

Bruce Publishing Company, 1970

Reference: Atnmerman, H. L and F. C. Pratzner

Performance Content Yor Job Training. Volume |

Introduction. Columbus, OH, The Centér for Voca-
- tional Education, The Thio State University, 1977,

Reference: Ammerrhan, H. L. Performance Contént
for Job Training. Volume 2. Stating the Tasks of the
Job:Columbus, OH. The Center for Vocational Edu-
cation, The Ohio State University; 1977,

Reference: U.S..Department of Labor, Buteau of

-V Titles, Volurhes | and Il, 1965, (NOTE: Updated ed-
tions of thé DOT are published penodically.)
Reference’ US Department of Labor, Bureau of
Labor Statistics. Occupational Qutlook Handbook,
Current Editidn :
Reference: Arnold, Walter M et al. (Eds.). Career
Ppporturtities for Technicians and Sgecialists Vol-
umes -V New York, NY. DouBleday & Co, Inc.,
1969-70. J

& .

Employment Security. Dictionary of Occupational -

Required

SamplaJnveh'tor}{. data to use u&_ preparing a sum-
mary report Lo ’

\
1Y

Learning Experience V
Required i )
An actual school situation 1n which you can conduct
an occupational analysis.

A resource person to_asseSs your competency in
c0ndu<$ﬁ'ng an occupational analysis
s N \‘
\
4

* \

| Y

® = t
This modute covers performance element numbers 32-3¢Trom CalvinJ
Cotrell et al, Model Curricula for vocational and Technical Teacher
Education Report No. V {Columbus, OH The Center for Vocational
Education, The Ohio State University, 1972) The 384 elements?in this
document form the research base for all The Center's PBTE module
development . . 4

\

For information about the géneral organization of each module, general
\ procedurgs for their use, and terminology which is common to all 100

modules, see About Using The Center's PBTE.Modules on the mside

back covey ! i
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arning 'Experience |

".__ OVERVIEW

A -
.

. - e .
- *

. . .\‘: k] 1 . ~a . ' .
"Enabhing . Aftercompleting the requirédreading, define the scope.of an occupational
‘Oblect_lve - analysis. - N . )

A

" / A
- &
4 . ° .

oo - i' .’ - < : "
" Yoy will be readingthe information sheet, Defining the Scope of an Occu-
pational Analysis, pp. 6-2. R

. .

K -

. / . . ._You may wish to read the supplementary references, Fryklund, Ockupa-
-4 Optional . tional Analysis: Techniques and Procedures, pp. 1-4; Ammerma and
_ Activity ' ~".Pratzner, Pertérmance Coritent for Job Training, Velume I:.Zatroducyon;
- - « and/or Ammerman, Performance (Gontent forsJobIzaj ;
| NeuqgtP . Stating the Tasks of the Job.
RN ;:’ ' Y Lo ® MRS | ' -
4 gpttippal | skilled in conducting occupatiohal analysestodetermine hgw the scope 0 |
\, C Wfty ;m,th'e analy o :

3

"+ Youmay E fo meet with a teacher in your o_cc'upatioeql specialty who

was defined. ‘ . 1

g -
. e
R .

A

. -

" Yo y wisf\'_to, read appropriate sections of the Dictionary of Occupa-
.tional Titles, Volumes | and II; the Occupational Oltlook Handbook; Arnold,
Caregr Opportunites for Technicians and Speciélists; and/or Norton, .On -
. thefob: = .. s ) )
; . N

L N . -

<.

'
.o ~r
ot b

You will be deﬁﬁ}ng'the,'scope of an occupational analysis by preparing -
one or more ogcupatjonal descriptions, as appropriate. . R

\

. St - 1 -
' '

- P . .

& -
-

- . - .
- e -~
AN ~ . -

[y . . Ve -

‘- i . ‘e i~
You will bgevaluati'ng,your competency in defining the scope of an occu-
pational analysis, using the Scope Detinition Checklist, pp. 13-14.
. - [N - .
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For information on the purposes of, terms commonly vsedin, and steps
Linvolved in analyzing an occugaQQn _and_how to.define the 'scope of an

occu‘patlonal analysas read’ the following information sheet:

.DEFINING THE SCOPE OF

&

i

AN OCCUPATIONAL ANALYSIS

Purposes of Analyzing an Occupatton

An occupataonal analysis defines a worker's
role; that is, what the worker do& o the job.
These analyses .
serve an important
function in deter-
mining how or-
ganizational ac- =~ -
tivities are con-
ducted and man-
aged, products. °
are produced and
distributed, and’
services are pro-
vided for. Usually,
the results of an
occupational
analysis are used
for the following .
four related pur- .
poses.

3

First, this type of informatiop is often glyen toa
prospective worker to explain what he/she is or
will be expected to do on the job. It helps the
worker understand the requirements of the jeob,
and the Msponsibilities and functions he or she
will have.

Second, an analysns can serve as a basis for
organizing the job. burlng such an organizational -
effort, decisions might be made reqarding the se-
quence i which work is to be performed, orwhich
workers will perform certain tasks. These deci-
sions are made so that the work can be performed
efficiently and effectively.

Third, educational programs can be developed
using the analysis. Once specific worker skills are
identified, a sound basis ex:sts for identifying the
types of educational experiences a potentialwork-
er should be provided in order to be competent in
those skills. <

The fourth purpose for which analyses are often
used is evaluation. Knowing exactly what is in-
volved in a job or occupation enables one to de-
termine whether an ind&vnduaLis carrying out his/

’ herwork role. It also provides abasts for evaluating

- -

how well an indjvidual in a trgining program -is
progressing.

For vocational teachers, the over_ldmg Phrpose
of conducting an analysis of an occupation is to
‘obtain a sound basis for designing, revisin‘g or
updating a training program. Italso helps| teachers
evaluate the progress of students toward their oc-

cupational goals. By using the information se-

cured through an analysis, teachers have a basis
for decision-making.

Terms in Occupational Analyses

Before d'iscussrng'the steps involved in analyz-
ing an occupation, you need an understanding‘of
the terms associated with occupatlonal analyses

_ They are as-follows:

An occupational cluster is a ‘group of jobs/
occupations that are related on the basis of the
type of materials and equipment worked upon,
subject matter content needed, or technical con-
cepts involved. For example, textile workers are a
group of individuals who work with textiles. They
form an occupational cluster.

~

A job/occupation is a collection of duties and
tasks canstituting the total work assignmentof a
single group of workers performing essentially the
same_type of work and/or having the same job title.
For example, an alteration specialist is a specific
type of textile worker whose job consists of glter-
ing clothing.

A duty is an arbitrary division of a job (or of an
Qccupational area) into reiated tasks for descnp-
tive parposes. Duties are/usually stated as a9 gen-

eral area of responsibility, with action words end--

ing in "ing.” For example, a specific duty of an

ing. ¢

(A taskis a meaningful unit of work activity gen-

erally pen‘ormedgn the job by one worker withina
limited period of ‘time. This task is logical and
necessary to agliieving a single objectnve or out-
put..For e p when altering men'’s clothing,
the alteration specnalast may be given the specific
task of tapering the legs of a pair of men'’s slacks.

. v
. : 4 *

————

.

alteration specialist may be altering men'’s cloth-
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‘A step or element 1s an action, operation, or .
actlvity which is a logical segment of a task and,
when completed, advances the work Forexample,
one of the important steps involved in tapenng the
Iegs of a pair of slacks may be to reprace the cuffs.

The re}atlonshnp of these occupatlonal terms,
along with supporting examples, is shown In- F|g'\\
ure 1. Irt addition to beirlg familiar with them, you
also need. an understanding of the definitions of
the follofing analysis terms -
o AN analysls is an orderly process for deter-

m{\mg the makeup of a whole by dividing it
. infQ its essenitial parts,

e An occupational analﬁsts/}ob analysis 1s the
systematic identification, usuatl{;or instruc-

.

tional purposes, of the essentig| tasks which
- wo¥kers are required. to perform\on the job.
Such an‘analysis may alsq include working
, conditions, technical khowlédge requured
and worker qualifications
¢ Atask analysis is the systematic examination
of a task and the identification of the steps.:
operations, or elements invoived Jn the task

-~

Steps in Anal;}zing an@/;pation .

You need an understanding of the'previous

-

FIGURE 1 .

.

RELATIONSHIP OF OCCUPATIONAL TERMS -

WlTH EXAMPLES . '

terms befere you prepare to a‘nal%ne an occupa-
tion. After attaining this understanding, you will
need to accomplish the following steps in con-
ductmg an occupatienal analysis

. Define the scope or breadth of the analy-
sis.—That is, determine whether it_is for one
specific occupation or for an occupataonal
cluster. . .o

2. Prepare aninitial listing of analysts compo-
nents (duties and tasks).—Thatis, developa
list of statements describing worker .duties
and tasks in eachr occupation involved.

Verify initial listing of analysis compo-
nents.—That 1s, comfirm that the statements
actually describe the work performed in the
" accupation(s)*being considered.
. Compile a final listing of the ‘analysis com-
ponents.—That is, gather .together state-
ments which have been confirmed as de-
scribing tfie occupation(s).

Each of these steps is depicted |n Figure 2 The
first step, that of deciding ofn the scope of the
analysis, will be?discussed in this [earning exper!-
ence. A detailed discussion of the subsequent
steps will be presented in Iater learning experi-
"ences® . .

¢
‘
o
-~

A

.
»

3 * i 5 J}_’ -~
, \ - \ks:__...
L N ) x’q .
A Terms Examples . ' -
P - i . N . . . - . ,
| Occupational - . Textile = .
, ) ) Cluster., wWorker . .-
- . }}fb\/*‘ Alteration LT -
) Occupatjon .~ |Specialist .
- K .o ‘
. O . ;@ .+ . |Altering > )
s . Dutyy ° . L, Men’s Clothing
: -~ ‘e — 3 N v
— Task . - Tapering Trouser Legs:
Step or S e . . LT
Element} - coT \ Replacing Cuffs . -
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FIGURE 2 \ ‘ '
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. If analysis

“of legal termlnology)

: Definmg the ‘Scope of the Analysus

The first step in analyzmg an occupation 1Is to
decude on the breadth or scope of the analysis.
Determining this scope will affect how the analysis

“inventory (i.e., list of statements describing worker

performance)
will be con-

structed and
administered.

statements
are kept
quite .

specific and .
occupations’ &
are clustered
too broadly,
there will be
alarge - .
number of
statements
in the inventory and the analysis will be cumber-

s

“some. <If the statements of work activity are too

general, the volume of assoctated work will be
reduced, but the mventory results will probably be
Iess useful.

Because of the potential difficulties which mlght
arise from either situation, it is recommended that
analyses be designed between the two prevjously

- mentioned. extremes. For example, constructing

an analysis of the occupational cluster of .secre-
tary to use as a‘basis for planning a program to
prepare legal secretaries would not be useful be- -
cause it would be too general. The statements of
work activity in the inventory would not be specific
engugh to give students the special skills they
need to become legal secretarles (e.g., knowledge

.

Your program “for trammg -legal secretaries | -

would need to be based onan analysls of the job of

' ‘ v '

Iegal secrétary. However when preparlng state-
ments of work activity fQr the specific job of legal
secretary, you must.be-careful not to bog down the
analysis with too specific statements (e g... ability
to pronounce legal terminology).

An additional factor whichshould.be censldered
In deciding how broad an analysis to make relates
to'the breadth of preparatlon a student needs to be

) empioyable. If a program is directed only toward a

specific occupation, what happeps to graduates if
there are no Immediate 'vacancies, If they are un:
employed for long periods of-time, or if that job
becomés.obsolete? If they are able to enter ane
occupation.other than the one for which they were
prepared, will they be productive, and ‘will they be
able to hold on to their positions?

As with the previous concern about the spec-
ificity of the gnalysis statements, this concern can

- be avoided by conducting an analysis for a cluster

of related occupations—occupations tHat hate
more or less similar skill and knowledge entry-level
requirements. This would make the program more

«comprehensive and provide individuals leaving

the program with more optlons for becoming em-

‘ployed. '

When updating an analysls foran exnstlgg voca-
tional program: you would normally analyze the
same occupations that the votational program
was based on. The scope of an existing program
analysis might, however, be eniarged If the en
rollment was low because the ochpatlonal,area
was too narrowly defined, or reduced if the
roliment was high and the eccupational area very
broadly defined. .

There could be a third concern in planning the
breadth of the analysls The occupation(s) you
choose to deal with in the analysis mlght depend
on whether you arg trying to updaté an existing
program or design a new program.

4




.Therefore, the three concerns you should be
addressing when determmmg the scope of the

e What is the nature of the.work actnvnty state-
ments you. wili be dealing witlp? -

o .Are students’ employable after leaving the
progfam?

e \What is'the present status of the program?

* +" While all these concerns are snportant and should

‘be constdered, the employabtlity of students leav-

ing'the program s by far the mo;t tmportant

Using commumty survey and other mputs -—
Many questions that you will need to*have’ an-’
swered before tonducting the analysis can be an-
swered by reviewing community survey data and
talking with members of the community. They can
also be answered by examining employment pro-

" jections from state and federal employment of-

&

fices, andfrom local busmess and mdustry «

" After answering the questions you have, it

,' <
if an Qccupational ciuster i1s identified as need- -
ing to be analyzed, each of the occupations in-

- ~-ctuded .in the cluster need to be identified For

shauld be.a relatively simple matter to identify an .

occupation or occupational cluster for which em-
ployees should be prepared, and in which there 1s
potential student interest. Some of the questions

you will need answers to are as follows
o In what occupations or, occupational area(s)
dp empidyment opportunities exist? Wil

tHese opportunities exist two. three, four, or °

. five yearslaterVIf not, what other occupations

,potgntial during the next five years?

or oicupatnonal areas offer more employment

° Are ualified students interested in preparing
- towork in th8 identified occupattons or occu-
pational areas? — 4
Are the rewards offered in these o¢cupations
or occupational areds of sufficient magmitude
to hold anindivtdual who has beenprepared?
e Isaformal educational program really neces-
. sary for preparing workers for any of the oc-
cupations or-occupational areas”?
Will employers hire individuals who have
‘completed a formal program?

- -

example, Borcher and Leiter identified their au-
tomative mechanics cluster as tncluding the fol-
lowing occupatcons (1) mechanic, (2) méchanic's
helper or apprentice, (3) servica manager, (4) ser-
vice writer.or advisor, and (5) garage owner (usu-
ally only in the case of the mdependent garage) '

Using the data you have collected, together with
mput from your advisory commuttee, you should be
able to wdentify the invailved occupations tn your
occupational cluster The Dictionary of Occupa-
tignal Tules or the Occupational Outlook Hand-
book may prove valuable tn- identifyjing and de-.
scrlbmg related”occupations (see p. 12).

L]

Developmg the job descriptions.—Once the
occupation or occupations are identified, you
should proceed with defining the scope of the
analysis by developing occupational or job de-
schbtions for each occupation spec, fied Although
such descriptions vary widely in. content, the fol-
lowing information should be included n your
analysss :
®What 15 the occupatconal title(s)? .

What is the Dictionary of Occupat/onal Titles
code number, If ava;lable?

e What does the- mdlycdual do? .

What must the individual know (general areas
of knowledge only)? .

Where does the individual work, and under’
whose-supervision”?

¢ What are the physical requirements?

What are’'some of the more common tools and
. equipment used an the job?

e What future occupationat changes are: ex-
pected? .

What related occupations exist which require
more or less preparation”?

e What licensing requirements exist, if any?

A
TwQ sample descriptions, which have been used
in €onnection with analysis procedures are showny
in Samples 1 and 2

The preparation of these occupational descnp-
tions wil play an importapt role in agy analysis )
effort as they help to define the scepe of the
analysis to be performed This is especially nmpor
tant 1in communicating to othérs exactly what is

being undertakén. ’

.o

Ih preparing these descriptions, there are many

1 Sidney D Borcher and Paul B Leiter, Automotive Mechanics Occupaf
uonal Performance Survey, Intenm Report (Columbus. OH The Center
for Vocational Education, The Ohio State University. 1973) p 3

< . ~

¢
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sources of data from which you can get the ngces-

_ sary information. Your own persenal knowledze'of
anoccupation might resultin your being aprimary
source of such mformatlon However, a broader,
range of sources should usually be used Workers
and employers can provide you with the answers
to many questions about their-occupations~em-
bers of your advisory committee may also be able
to provide you with useful informatign. In addition, -
‘many published- sources- are available that de-
scribe. occupations. The Dictionary of OccupB-

- - tional Titles, the ©ccupational Outlook Handbook,

Caréer Opportunities, and.On the Job are some of
the more readily available ones (see p. 12).

Prevuously deveIoped occupational descnptlong
aré also often available in curriculum guides or
other educatlonal literature related to preparing an
individual for employment. These. often‘will need
to be revised and updated, however. Sometimes
employers can provide detailed job descriptions
which they havé,developed for ,use in their own

0

operations. : b

Preparing for the ‘analysis. ——To’prepare your-
self for conductlng the analysis, you should be

.

SAMPLE1 - “

_ charactenstics of the occupations to’be studied.

- ground information wiN also help you observe and

sure you are familiar with tfie Ianguage end
information for these"purposes may- be obtained \
from—._ ° .
e books, penodlcats and other literature on
technlcal or related subjects a\taalable in li- «
_ braries
. e catajogues; organizational and flow charts,
andprocessdescnptnonsalreadyprepafedby .
* bOsiness or industry . .
_ e technital literature on.industnal progesses,
and job_descriptions prepared by trade as-
sociations, trade unions,-and professuonal
societies - & , .
o pamphlets books, and jOb descrlptlons pre-
pared by federal, state,-and municipal gov-
ernment departments which have intergsts in,
the industry or octjupatronal area

By planping in advance for.the analysus you will
be able to talk to management, supervisors, and
workers In a Ianguage‘iommon to all. This back-

evaluate job tasks and processes objectwely W|th~
‘out toss of time: . ’

P L] ’ ’ (" —‘
e L d" ) Occupattonal Clustér' Alteratlon Speclalnst2 ' - :
-, . . s Occupationr Seamstress (DOT ‘Code No 782. 884) PR N
- . f . °¢‘ Vﬂ
. AL A[teratton Tallor (DOT Code No 785, 28{) Tl o
“In the textile service Industry, the bulk of the repair and/oralteration of clothing wili he halllilg by~
two trained and skilled individuals. Their job titles are dressmaker (seamstress) and busiMIman ~

" (alteration tailor). The head, of the department will -usually také‘care of any customer fitting =
: problems, The dréssmaker who doé@s alteration w0(k perforrns awide variety of sewingoperatlohs,,.
such as ming coats and dresses 'removmg and replacing ‘zippers, resewmg seams, and, ~

- performlng qthel: mlhor alteratlons Wl : .

2 P .

,T;\e bushelman (alteratnon tanlop) will, asa rule, work on the he Ierfabrncs and garuﬁerﬂs suchas
trousers, suit coats, top coats, and rainwear: The bushelman wil erform such tasks as Ie‘ngthenfng
or slmrtenﬁxg sleeves, trouser cuffs, coat and skirt hems. He/she will also alter waig¥ands,fore. = .
¢ “ trousers, slacks, and skirts. The head bushelnvan or dressmaker\wlll handle garments that come -
N under the headtng of plant damage orhave a major sewing problem. . :

Respou’tsibllltles of the head dressmaker or bushelman mayalso Include the supervlslon ofsewing .

cen room operatlons and rnalntenartce af varioys records.

[N . N

) LI N
Lo . »
<t ' -

~

& .
2. Elaije Buerkei and Joseph H Rehlmg Alterat/on Specialist Occupanonalls'nalys:s (Columbus OH lnstructuonal Matenals Laboratory Trade and
Indu§tnal Education, The Ohio State University, 1974) p 1t - .

120




SAMPLE 2 T e

. JOBDESCRIPTION . =~ - . °

¢

P T~

r
.

IToxt Provided by ERI

ERIC

pulls

"© Occupation: Ranch Laborer® (DOT Code No. 413387)

isipates in branding, dehotning, and castrating. Herds animals to péns and pastures. Applies
preSsribed medications. Digs post holes by hand, repairs fences and buildings using hand tools,
eds by hand, removes trash and dirt from watering places. Mixes feed by hand. May‘ride

horsepack to assist in herggng. Does not operate mobile Or statiohary power-driven equipment.
* % ¢ Cv e :

I

~

3 teeR Gobbo. 'Competénmes Needed for Employment in !tef Production Enterprises

1975). p 142

Using the’ DACUM approach to competericy
identification.? —It should be mentioned at this

timethat, while the previously discussed approacti—

to dentifyttfg job tasks is the most commonly
used, there are other approaches: which—are
gradually emerging. The DACUM technique, for
example, is a relatively new approach which i1s now
being used at some post-secondary institutions as
a basis for program planning. )

DACUM (Developing A Curriculum) was'created

““mete late 1960's by the Experimental Projects

Branch, Canada Department of Regional Ezonom-
ic Expansion, and the General Learning Cqgpora-
tion of New York. It has proven to be a very effective
approach for quickly deriving, at a relatively low
cost, the competencies or tasks that must be per-
formed by persons employed in agiven positionor’

occupational area. '

DACUM, which utilizes smali-group krainstorm-
\Jng techniques, is a process which resultsin a skill
profile for a-particular job or occupational area.
DACUM is primarily concemed with the whatof a
curriculum, rather than the how. itis, infact, a form,
of an analysis of the occupation rather than a cur-
riculum evolving from an analysts ’

4 Matanal'adapted from William E Sinnett. The Appiication of DACUM
in Retraining ‘and Post-Secondary Curniculum Devélopment (Toronto,

. Ontario Humber College of Apphed Arts and Technology, Lakeshore

Campus, 1974)

'
’

(unpublished master s thests. Colorado State University.

It 1s graphic in nature,’presenting definitions of
an entire occupation on a shegt of paper This
ténds to prevent treatment of any element of the
occupation 1n isolation and, conversely, tends to
promote treatment of each et8ment as part of a

“larger whole General areas of competence. re-

quired in the occupation are defined and each is
subdivided into those individual skills (tasks) that
collectively enable ah indiviqual to perform com-,
petently within that general area. These skills are
defined quite simply and are structured indepen-

. dently in small blocks on thechart. Each can serve

as an independent goal for learning.achievement.

A carefully chosen group of about 10-12 experts
inthe occupational area form the DACUM commit-
tee and work for thres days to develop the DACUM
chart. Committee members are recrdited directly
from business, industry, or the professions, and do
not inglude vocational educators. A DACUM com-
mittee I1s carefully guided through each of the fol-
lowing steps. . -

Provide a general introduction and orienta-
tion. N e b

—_

<

2. Review a description of the épemfic job or
octupational area.

, 3. identify the genéral areas of cempetence.

" 4. ldentify the specific skills for each of the gen-
eral areas of competence

5. Review and refin'gthe skill statements _
6. Sequence the "skill’state}nents.

7. Establish levels of competencs, for each sKkill
in terms of difficulty, frequency, and general
impoftance. N )

8. Structure the competency profile chartinto a '
final form.
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For further l{ﬁormatlou about the purposes of, and ratuona and tech-
niques, for, conducting an-occupational analysis, you may h to read
Fryklund, Occupational Analysis: Techniques and Procedumf pp. 1-4;
Ammerman and Pratzner, Performance Coritent for Job Train Volume |
Intraduction; and/or Ammerman, Performance Content forsb'gb\Training,_

'Volume 2: Stating the Tasks of the Job.

You may wish to arrange through your resource person to meet with a
teacher in your occupational specialty who is skilled in preparing for an
occupational analysis. During this meeting, you may wish to discuss how
he/she defines the scope of an occupational analysis, and to obtain a copy
of a recently conducted occupational analysis for your review.

For informatior you will need when cond&cting an occupational | analysis,
you may wish to read appropriate sections of references which describe
occupations such asthe Dictionary of Occupat/onal Titles, Volumes | and
Il; the Occupational Outlook Handbook; Arndld, Career Opportunities for
Technicians and Spec:al/sts and/or Norton, On the Job. .

S .. ¢

Select an occupation or occupational cluster in your vocational service
area and define the scope of a proposed occupatlonal analysis for your
community. This will include—

* o identifying as many of the jobs commonly found thhm the occupa-

\ tional area as possible

» developing brief, butcomprehensuve written descrlptlons forat least
twe of the jobs
. » by teviewing available communlty survey data, securing basic em-
ployment opportunities data for the two selected jobs to help further
define the scope of the analysis

. interviewing two or more employersinthe occupational area selected

I

After you have defined the scope of work for an occupational analysis, use
the Scope Definition Checklist, pp. 13-14, te evaluate your work.

©

0

Once completed, the DACUM chart serves as a  teacher with the advice of the occupatloné advi-,
basis for the content structure of thé instructional ° sory commlttee
materials ghat are developed by‘the vocational * - ' /
. , ' 3
t . ‘
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.SCOPE DEFINITION CHECKLIST =~ -~ :°

. Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that "™ o
each of the following performance components.was not accomplished, - !
‘partially accomplished, or fully accomplished. If, because of special cir- 0ae -
cu r:nstancgas,_a performance component was not applicable, or impossible
to éxecute, place an X in the N/A box. © . - Resource Parson
. . : BN LEVEL OF PERFORMANCE
« \\ N
-
® ”» . K . ' ! ~
’ 2
g & 5
st : : . ‘e\ § QQ «Q\
1. An occupat'ion of ‘dccupational cluster was selected for analysis * R
considering the following: - ' ] . L
‘a. ‘community-employment néeds ... l ...... S D D D D
b. resources available touse in .plannmg and conducting the' : o .
analysis ......... U ¢ e D D D ~
. . ) ot / :
*2 For the selected occupation or occupational cluster, data indlcate A “
that; _ . ‘ : Lot ’
R N ' 1
~ a, employment opportunities will exist at the time the students com- :
} . plete their preparation ....7..... P D D - D L.—_J '
‘b. rewards of such work-are sufficient to hold prepared'ihdividuals D D D D o
. ¢. a forrpaleducational program is necessary for preparing workers D D D D
4 . , . »
d. employers will hire individuals who have completed an educa- ‘
tional program .......... P e e e D D D D
. If.an occupational cluster was selected, the occupations witHin that D ET .
cluster were identified .........."%....... AP P D D
4. Anoccupational description has beefi prepared for at least two of the . z
jobs involved and each inciudes the following lypes of information: D D D D . !
a.- occupational title(s) .............. P
b. Dictionary of Occupational Titles’ code number ............. : D D D ‘ D\
. o 4 ¢
o c. what the individual does ...... U e e D D D . D
.+ d. whatthe iF\divi'ciual must know (general-areas of ‘knc'ﬁ/vledge) D D D D ’
e . e. where the individual works, and Unaér whose supervision ..... D D E D '
3 . R
" f. what the physical requirements aré ....... e D D D D
. g. whatsome of'iﬁe more common #ools and equipment used on the . .
JODAIE L.t e ettt e D D D SN .
° -] / ' .




r

; Lot -

5. in developing the occupational descriptions, the followingssourtes
R bf data were consulted: . ¢ h - .

a. Dictionary of Occupational Titles . ..........................

: _ '

.b. Occupational Outlook Handbook

.

I . . s
c. manpower survey data fdr community

) \EEVEL OF PERFORMANCE: All items nust receive FULL, or N/A responses. If any item receives aNO, or
-~ PARTIAL response, review the material in the information sheet, Defining the.Scope of an Occupational
Analysis, pp 6-12, revise your definition accordingly, or éheci; with yourresource person if necessary.,

‘ .
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“.  Duty and Task Statements, pp. 16-+25. ° _
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Yo may wish to read the subpjement‘ai’y’“refprenéé, Ammerman, Perfor- .
mance Content for Job Training, Volume 2: Stating {he Tasks of the Job. - *
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. You will be preparing an -initial listing of

You will be evaluating your competency
duty and task statements, using the Initial Listing’ Checkli
- . ot

s oA
. -

ring an ihiﬁal listing Qﬁ? .
st, pp. 27-28. -
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! Activity : .
For mformatton concernlng the preparation of an initial Iqstlng of duty and
_ task statements, read the followmg mformatuon sheet:

‘. ? - . Y -+

- . s -

PREPARING AN INITIAL LISTING OF D TY AND
STATEMENTSS ‘

Locating S‘ources

After you have defmed the scope of your analy- .directory contains information compiled‘from a
" sis, your next step’is to prepare an-initial listingor  revieyof documents from state educational and
inventory of the duties &nd tasks ofthe occupation. emp®yment service agencies, occupational cur-

This is aninitial and fairly roughhst-—-one thatyou riculum labs and research coordinating units,

will revise and réfine in the course of youranalysis. branches of the armed forces, selected private re-
In constructing such a listing,’séek input and in-  search and develépment agencies, and othér or-
formation from employers, employees, advisory  ganizations.

-committee members, interested individual mem- Ay e time of this writing, the Instructional Ma-

bers of employer and employee organjzs A terlals Laboratory, Trade and Industrial Educa-
relevant printed matenals. This infor 2" tion, The Ohio State University, Columbus, Ohio,
- bined with yogr awn knowledge ofit has released-analyses for seventy-one occupa-
Should provide you with a reasorfa‘ly complete  tions. It is expécted that this numberwill increase
. list. - ., by ten each year. Thege publicatiens are available
Araong the printed materials you should con- by job tltle,forrmaommal fee from the Iaﬁoratory

sider is Resources In Vocatlonal Education (Co- +The Vocatlonal-Technlcal Education Consor-
* lumbus, OH; The Center for Vocational Educat&orr * htlum of States (V-TECS) a consortium of 16 states,
* TheOhio State University). Materr%sennounced "N has joined tegether to conduct occupational (task)
Resources  ir, Vocational Edifcation include in- analyses of many occupational areas. Task state-
structiondl materials such as those‘deveioped by .ments age compiled_ and used to develop, cata-
local school districts, state departinents of edu- logues of performanice’ objectives and criterion-

cation, curriculum de*elopment laboratories, end referenced evaluation measyres which, at the
industrial organizatiohs. Research materials de,_ preseqt time, are shared among consortium mem-
veloped by research projects supported bytheUS. " pars only. As of this writing, V-TECS has produced
Office of Education, National Institute of Educa- catalogues of objectives and criterion-referenced
tion, Department of Labor, Office of Economic Op- 1o 2c tec tor 33 occupations. If you live in one-of
portunity, private foundations, and other organiza- the following states which are V-TEGS members,

tions are §'5° included. D ou may wish to gbtain a copy of the catalogues
There are many previously constructed inven- ‘?om your state department of education: Ala-
.tories and analyses available which you should  bama, Delaware, Florida, Georgia, Indiana, Kén-
revnew ‘when preparing your initial listing. Fpr ex-  tucky, Louisiana, Matyland, Michigan, Mississip-
ample, The Center for Vocational Education at pi, Pennsylvania, South Carolina, Tennessee, Vir-
The Ohio State Umversnty has constructed some ginia, West Virginia, and Wisconsin. In addition,
inventories, and these are available through tha the U.S. Air Force Training Command and the U;S,
Educational Resources Information Center (ERIC) | _Naval Training Command are members.
system. These and other tasks lists can be located

through Resources in Vocatronal Education. Many other organizations have been involved in

* the development of inventories or analyses. You
In addition, The Center has published three vol- should identify these organizations and ask to
umes entitizd Directory of Task’tnventor!es Each examine sources of relevant information to deter-
. . Mmineif anything of value is available to you. If your
- ~—* . ) " state has an individtal responsible for vocational
5. Much of this materal was adapted from William H Melching and  €ducation curriculum materials development, you

Sidney O Borcher. Procédures’for Constructing and Using Task fnven-  may wish to d|scuss your needs with him/her.
tories (Columbus, OH: The Center, for Vocational Education. The Ohio

State University, 1973). . o= - ‘In"addition, there are many currjculum pubw;a-

: . &.
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tlons such as guides, outlines, courses of study,
and objectives lists which you may find helpful
when preparning your listing. Many curriculum pub-
lications contain some type of analysis informa-
tion. While they.vary in detail and completeness,
they can serve as useful sources of statements or
as information from which statements might be
developed.

Modern texts can also furnish you with ideas for
your task hst. Chapter or section headings, topic
statements, and instructional content can be used
to generate items for the list. You can also use the
texts to double-check the completeness of hists
you may already have It should be mentioned that
the acquisition of reference materials should start
well in advance of the actual construction of the
initial inventory. This will allow you some<me be-
tween the location and receipt of some materials

Observing, interviewing, or inférrhally convers-
'ing with selected workers on‘the jqpb are effective
means of establishing the.initial hsghg. Though an,

<

imitial listing can be prepared in this manrier, it 1s

probably more efficient to prepare the onginal list- .

ing using other techniques, and then to verify the
listing using the observation or interview tech-
nique The following are suggested steps to foltow
in developing the initial listing (or inventory) of
task and duty statements. :
1. Determine the duty categories.
2. Prepare task statements .
3 Organize the tasks and statements into.a pre-
liminary inventory. .
4 Ask people from the occupational area to re-
view thie preliminary inventory.
5. Ravise the inventory based on information
received during the review
& Pilot test the inventory.
7. Verify the inventory using incumbent work-
ers,

(Step seven’ will be discussed In, Learnnng Experi-
ence lii.) ' . .

4

~
.

" Developing an Inventory

As notd earlier, the number of statements in an
inventory or listing i1s largely dependent on the
scope of the occupation or occupational area for
which information Is to be sgught It is ggnerally
recommended that one’s 1ntérest be focused on &

ster of . |

closely re- s °

lated jobs. el ®
This means. j\‘
that the 1n- B
ventory will
usually in-
cludeseveral < ¥\
occupations, < :
all requiring h
similar skills

¢
);7(,/

edge.

The inven- PP
tory also )
should be
designed to . -
cover all levels of a pa®icular career or promotion
ladder. However, In cases where there is a large
cluster of management positions, itmay bebest fo
develop separate inventories, one for the man-
agement positions and-one for skilled workers

{tis recomrﬁende‘d, for practical reasons, thatan
inventorystrould generally contain atleast200, but
not more than 800, task statements The ultimate
determiner of the number of task statements

should be the complexity of the occupation being
-~ . .

.

¢

analyzed. Complex otcupations will obviously re-
quire more task statements than simpler ones
Certainly all task statements, regardless of the
number. which Mave direct implications for in-

struction shoyfd .be listed when the analysis 1S

. being madé for curriculym development pur-

poses.
R

Since you will be testing this inventory at a later
date by asking workers to respond to tasks on a
voluntary basis, length should afso be réughly de-
termined by the number of tasks these people can
reasonably be expected to react to In a limited

amount of tme Unless you can pay them, you. ’

cannot expect workers to spend over oné hpur of
their time completing an inventory

’ . . '

Duty Statements .

Before agsembling task statements for the in-
ventory; tentative duty categories must be estab-
ished under which the task statements will be
grouped You will recall that a duty is an arbitrary

division of a job (or occupational area) consisting -
of related tasks that are grouped for descriptive .

purposes. There are generally two types of duty
statements In an injgntory. These are duty sfate-
ments. that reflect” supervisory activities (eg,
supervising, organizing. planmng,%irectmg, Im-
plementing, training, .Inspecting, a evaluating)
and statements that reflect work performance ac-
tivities (e.g, performing, mantaning, trouble-
shooting. repairing, removing and replacing, ad-

.
7
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-justmg, and installing). An “object” (item acted
upon) is used with these action words to further
specify the duties, e.g., repajring transmissions.

"The “object” is always either data, people, or
thmgs .

Other duty headings will be suggested by head-

¢ ings from analyses, organizational charts, text-

books, and curriculum guides. A worker in a par-

ticular job might perform a pumber of related tasks

which logically can be grouped together, and an _

appropriate duty heading can be written to cover
those tasks.

Iffew task statements (i.e., ten or Iess) are found
.for a particular duty category, tasks under related
duties might be comblned Examples of such *
combinations are 7organlzmg and plannihg,” “di-
recting and implementing,” and "inspecting and
evaluating.” Thus, more than.one action word may
be used to designate a single duty category\Ex
arnples of typr aI duty statements are listed in

Sample3 L y ’

.
L - .

Task“Statemeats\rss T .
- . Several important ues arise in connection

with the preparatlon Qf task statements. One issue
is, how specific should the task statements be? It is -
clear that thiey must pe specific enough to give
vocational teachérs tha information they need to
beable todevelop effectlv%and efficient courses of
instruction. If they are to® specific, they can be-

) ¢ : \
come cumbersome and result in more getalled
information gbout workers' performance than can-
be incorporated in an educational program. If they
are too general, information about important
activities may be lost, communication among
analysts and curriculum designers may be re-*
duced, and general conclusions may be reached
that ‘provide no effective guidance.

While it is possu&)le to distinguish Between the

»

" what and how aspects of work activities, it is

doubtful whether task statements should contain
both elements. Following are examples to illus
trate the polnt

What How

@
3

e Use a fully automatic
desk calculator.

o Calculate the costof a
shipment of supplies.
o Estimatethestresson . e UsetheiBM 650 com-"
a beam in a structure puter
. {building) or (piece of '
eq uipment). . . '

While statements contalnlng both elements can
provide more information than statements con-
taining only one element, using many/combina-
tions of what's and how's can easily lead to an
inventory of unmanageable length. It is better,
therefore 'to make separale statements.

A similar problem exists if one focuses dnlyona
specific example of an activity. For example, a -
statement suctt as™ Calculate the profit margin on
shoes” focuses on performing this activity only in i
relation to shoes. Yef,the calculation ot a profit
margin is the same process, whether{or use with
shoes, eggs, or for some other item. In other
words, the‘real activity (calculate profat margin)
may be perfofmed for a variety of purposes

Sometimes, such a statement identifies two
completely different processes (e.g., check tires
for proper inflatlon, check tires for tread wear). In
this case, two separate statements would be pre-
ferred.

- /A\ s
P R . . ”‘f




SAMPLE 3

DUTY STATEM ENTS

\,‘J

I. Automotive Mechanics Task Inventory

LA Drganrzing and Plannlng
Superv:sing»

C Evaluating and ‘nspectlng

D. Training

E

. Performing * Maintenance Control Fu c-
tions

k. Performing — Engine Overhaul Activitges
é Malntalning and Repairing Power Trai

. Maintaining * and Repalrmg Auto atic
Transmissions

Mauntalnlng and Repalnng Electrical Sys- ~
tems

Manntilnlng and Repairing Fuel Systems  «_

. Supérvusnng Programmlng
. Supervising Data Systems—Analysus and’

Desugn R
Performing Data Processing Functlons

. Performing’ Management Analysis Func-

tions .

: Gperatlng Automatlc Data P?chssung

- Equ:pment\
Performing Systeras Programmln
Performing Scientific Programmin

. Programming Computers N

Performlng Feasibility Studies (Pilot Proj-
ects)

M. Deélgnlng Dataﬁystems

. Maintaining and Repairing COO"“Q SYS' III. ‘Secretarial Science Task Inventory

tems
Malntalnlng and Repaurlng Standard and . A
Power Steering Units ~ B.

. Maintgining and’ Repalrlng Braking Sys- C.
tems :

.- MaintaM¥ing and Repairing Front Ends

. Maintaining and Repairing- Automobile Air =
Conditioners - SR

. Maintaining and Repamng Automobile
Heaters -

Q }tyfg\andMamtammg.
Il.'Businéss Data Processing Task Inventory

4

A. Supgrvusung Data ?j'vices Functions®

B

+ B. Supervising Manag®ment Analysis ‘
G. Supen?usung JAutomatic Data Processnng
“. Equupment Operations . "%

»

- Develpping a task inventory-1n which aII state-  ion.

!"?‘F"__I O Mmoo

Organlungﬁ\d PIannlng ‘
Supervising and Implementlng R
Coordinating and Performing Personal Ad-

. ® tivities for Ediployer

" Inspecting and Evaluating S
Training - C
Performing Stenographic Activitiege’ ™
Performing Bookkeeping and Ac’tlng'
Activities

P)eparlng Form% and Publlcatlons
Performing Receptionist Activities:. J
Perfprming, Clerical Activities
Maintaining Flles and Library . *
Performing Mallroom Actuvmes

There_js probably no .one ideal fevel of spec-

ments dreequal in specificity is desirabl®, but usu- ificity. Exa}nples of task statements from a sec-
aIIy |mp055|ble The level of specificity one needs retarial science task. mventory are shown in Sam-
|n a g~ven situation should be the deciding criter-  ple 4. .




5. ¥
TIME SPENT
.*Very-Much
. Below Average
. Below Average
. Slightly Below -
Average
. About Average
. Slightly Above .
SV ! PR Yo . Done Average '
‘: : - e, L . . 6. Above Average
e . ‘ - % . 17. Very Much’
G PERFORMING BOOKKEEPING AND ACCOUNTING ACTIVITIES . “| Above Average
1. Act as cashner orteller  / L. T . .
. . : . * .
”2 Administer imprestor petty cash funds -~ 7o« | ‘
. . 3. Administer small purchases such»as cre_let card charges ] e
_and blanket purchase agreements N L R - @
4., Age the accounts receivable - - . T )
s ‘ v " o * ’ / i‘. 4 ‘ - - °
5. Approve bills of any kind-*~ e - . .
¢ ” ! N ° : [ :
\’(" e . - — °
6. Approve customers checks," charge purchases, ‘et ) . .
ed - > - = - / . N T_
7. Approve monthly gr‘oup msurance bll&s - " ’
= - " N P Y o A . )
. . f} Arrange for msurance polrcres g - X v
- 4 = Ay
! . Y ) S
=9 Ascertaig availability of.funds . f -t . : ?
\._‘ N 4 . - . <. EX ¢ . »
e N X g o et et .
ez 10.» Calculate deductions (Income Tax, FICA, Insyrdnce,etc) .- - -t
/ \3 Check bills and[or invgices . *, @'“’ ' . i { v
- w,12 Check money orders and checks as to amount - 1 .
il dates, sugnatures 2, ) [
13 Check on supplies’ (tbr reordér purposes) = > . \ .
. . . f N ~ - AN ] . - .
~ 7 4. Glose ledger a ' ' ISR PR = )
14/ Close ledger accounts. . ’ - :
- gM/~ PV ainte N AN : : )
o LA Xt - K 7 ’
- DT ‘\,
6 Adapted from SidneyD Borcher and John Joyner, Sggsetanal Science-Occupational Performsya Survey. intérim Report (Eolumbus, OH ’
The Center for Vocahonal Educatton, The Ohio State University, 1973), pp 43 and 50-55. -
. . { e ' /J
v : , - 22
Q ‘ . * 20 . _ -_
_, \ ( ’ - ;
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3 I}

15. Control*the safekeeping of monies, oonds. or sealed bids \

s

L N

/ 16, Comipose business reports of any kind

<

17 Compute amount and peroef/ of markup or toss

3 T e Y.

18. .Compute depreciation . -

19 Compute.crlvidends T

—

;__._20_Cmnp_ute interest charges
- 4

A

Lz

21, Compute payrolls for employées

-

22. Compute property taxes .
[N 'y

&

‘23 Co}pute income taxes-

\J \

A final problem is the need for grammatical con-
sistency. A straightforward verb-object construc-
tion (repairtuet-pumps).s recommended. Elimi-

. nate modifying phrases as much as possible, un-
less the modifying phrase has direct implhcations
for curriculum (e.g . check fuel system for cleanti-
ness).

As a further expression of this consistency, as
much as possible, one should use only a single
verb in each statement Thus statements contain-
ing muitiple verbs such as "remove and rep|ace
“type and proofread,” “inspect and reparr,” etc,
are generally rejected even though the worker
might regard the two actions as part of the same
task. You should make your own decigion in this_
mattet, using multiple verbs where you feel they
are justified. -

General Guldelmes for Task State Statements

Seyeral considerations should be kept n.mind
_ Wwhen constructing, reviewing, and editing task
" statements. Here are some of the most heglpful.

Consider the purposes td be s€rved by the task
inventory.—Each task statement should be wnt-
ten in the context of the uses to be made of the
rmation detived from it. In §eneral, the state-
nt should serve onéor more of the following
oses.

The task statement should elicit responses
that differentiate between workers in different
job types within the occupational area .

e The task statement should elicit responses

- -

‘statements.—In considerjng the worker who re-

- & The task statement /myst be stated using ter-

. . P

“that differentiate between manager and su-
+ pervisors, supervisors and foremen, and
foremen and workKers.

Consider the worker :'?Fsponding to the task

sponds to the job inventdry, each task statement "

should conform with the following ground rules

e The task statementsmustde clear so that it 1s
easily understood by the worker. .

minology,that ig consistent with currentusage ’
in the, occupational area

é The tadk statement should be brief to save
.reading time of the worker.

e The use of abbreviations should be avoided, if
- possible, since they may not be understood
throughout the 'occupatlona| area. Where
they must be used, it is good practice to spell
out the term and follow it by the abbreviation
in parentheses the first tume it appears in the .
inventory. In later usage. thé abbreviatigh may ‘
sgnd alone. ‘ =

e The task statement must be ratab|e in terms of
time spent and/or other rating factérs This
eliminates skill, knowledge, and responsibil
ity items that begln wnth such words as '’ Haveq
reSpon5|b|||ty for

“Underst Have knowledge of ..
-Such sta ements found 1n source materlals
-should be wrltten as two or more task state-
ments (e.g., "Maintain files” or "Supervise
maintenance of files,” not "Have responsibil-
ity for niaintaining files™).

“Kneéw how to .




r’

&ague or amblguous words, such as check
“assist,” “coordinate,” “recommehd," and
“assure,” should be avoided. . 1

Sbort words should be used in preference to

long words or expressions (e.g., "Fill out work

ordersy” not “Prepare forms for vehicle re-
pairs to be accomplished by mechanjcs' ).

The qualifications a worker has, suchias intel-

ligence, aptitude, knowledge, education, skill,

training, and experience are not tasks afd are

"notincluded in the duty-task section of tié job

inventory. Information with regard to certain
qualifications, such as training, education,
and work experience, however, may be ob-

&

tained by including appropriate items in the '

background information section of the n-,
ventory. .

Receiving instruction is not included as a task
unless useful work 1s actually performed dur-
ing the training. Thus, classroom instruction,
laboratory or shop instruction, and the coach-

;ing a person receives are not tasks. On-the-

-

job training, however, may include the per-
formance of tdsks under a supervisor. These
tasks are listed in the inventory the same as
any other tasks. Giving instruction, which is a
supervisory duty, is included under "Train-
ing.”, * .

The task statement should begtn with a pres-
ent tense action word with the subject “I” un-
derstood (e.g., “Operate,” "Write,” "Clean,”
not “Operates,” "Writes,” “Cleans”). -

Task statements are arranged alphabetically
under ‘each duty. This order shortens the
worker's reading time, and assists in recalling
tasks that are not listed. For example, the
worker can easily scan through a list of tasks
begunnlng with the word “Inspect” to make
sure that all the inspections he/she performs
are.in the inventory. The,alphabetical at-
rangement also helps the inventory deveiper
eliminate duplicate tasks.

Consider task statement format to faculitate

analysis.—Each task statement must
format that will make it most useful. T

pearin a
following

" -guidelines should be followed;

Task statements should be limited to not more
than two lines.

The task Statemepts are numbered consecu-
tively, beginning”with “1" under each duty
heading.

Each task statement must be specific d
capable of standing alone. An item such as
“Operate otRer types of equipment” is mean-
tngful to aworker if listed at the end of a series
of Opefate . equipment” tasks. However,
later, in thé consolldated inventory to be pre-

¥ 4

<
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* samples. Avoid “and/or"

“ably performed together (e.g.,

pare’rom the resultsf the tasks are not
printed in the same order as in the |nventory
Thus, the original context may be destroyed,
and an item like “Operate other types of
equipment” may no longer make sehse.

Each task statement must be a complete sen-
tence. Do. not use an action subheading fol-
lowed by a series of JOobjects. For exampley
statements should be constructed to read
“Type and correct offsét masters,” "Type and
correct spir’it masters,” "T¥be and correct
stencils.” They should not be constructed to
read “Type and correct the following: (1)
offset masters (2) spirit masters and (3) sten-
cils.”

The period at the end of the task statement is
omitted. .

Use “such as” followed by two or three
and “etc.”
“Type cards, such as index cards, file cards
and 'address finder’ cards,” not “Type cards,

~ . }.

N

Write

such as index cards, file cards, and/or 'ad-—/

dress finder' cards, etc..' .

Parallel tasks should appear in appropriate
duties. For each task listed as being super-
vised, there should almost certainly be a re-

lated task which is parfprmed. Equipment to °

be inspected is also likely to be repaired or
replaced,

Use simple statements without qualifiers un-
less the qualifier is essential to the meaning of
the statement (e.g., “"Operate paper cutter
not' Operate paper cutter to cut paper.” How-
ever, “Schedule employees for on-the-job
training,” not "Schedule employees”). *

If a modifier is needed for greater specificity,

be sure to include all other s|gn|f|cant tasks *

with gomparable modifiers. For example in
an automotive mechanic inventory, "Repair
transpArssions” would not be specific enough.
Therefore, if the statement were modified to
read ‘Repair automatic trans\msslons " then
“Repair manual transmissions” should also
be added. . .
Avoid tasks that are obviously.too specific or
trivial (e.g., “Operate fork lift truck,” not “Turn
ignition key," “Shift gears,” “Elevate.fork”).
Avoid tasks that are too general. Such tasks
will not dtfferentu‘ate job types (e.g., “Repair,
carburetors "Repair standard »transmts-
siohs,” not “Repair motor vehicles").
In general, avoid multiple verbs in a task
statement, unless sgveral actions are invari-
“Erect and
dlign poles,” not “Inspect, tow, and repaif en-
gines or equipment”). :
As far as possible, tasks included in the job’

~ a
. 3
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R ‘Retiiewing the‘lr‘titia‘l List

~

. inventory should be independent Avoid over-

Iapprngtask statemgnis (e. g Prepare lesson
.plans” might be ysed with "Maintain instrug-
tional records or charts,” not with "Prepare
lessong’). .

d ]

Inventory Organization

When organizing the inventory, it is'important
that supervisory duti®s such as organizing, plan-

ning, inspecting, evaluating, and training be °
: N oS

7
v

pIaced last on the list. These are left untlltast for
two reasons. Because of ‘the ongomg nature of
many supervlsory activities, it is more difficult to
write time-ratable supervisory items. The réview
can become bogged down If supErwsory tasks are
“taken first. By taking them last, the reviewer will
have had.seme practice with easier items.’In addi-
tion, tHe non-supervisory tasks are regarded as the
central tasks of the career area and, therefore,
comprise the main body of the invantory.

LI
> b
.

L4

" After the pgeltmmary |nventory has been con-
structed, reviews should be tonducted using
people from‘the occupational area. These people
should refine and revise the inventory items prior
to your administering the items to the incumbent
workers. The purpose of the review is to add miss-
m'g'"statements delete obviously irrelevant state-
ments, and improve the wording of vague or

lengthy statements. + N

IMPROVE

- bl
Individuals should be selected for their occupa-

aspects of the occupational area. If several specific
occupatronal itles are covered by the inventory, jt

. «tional km&:%dge and practical experience In all -

is advisable w'obtarn at least onedvorkeror super-

visor of each job title. A supervisor who directly
upervises several job titles 1s usually more desir-
able as a participant.

In selecting reviewers, one must be flexible. Itis
not possibleto know at the outset which individu-
als will give the best and most complete informa-

*tion, nor precisely- how many reviews will be re-,

‘quired. Conclude the review process when: you
judgethat the preliminary form is well structured
and essentially complete. From three to eight re-
views are adequate for most inventories. However,
as a rule and to the extent practigable. the more
reviewers, the better. < ,

Whenever possible, itis desirable to use persons

from several different businesses or companes.

g
- »

. This avoids getting only the organizational struc-
ture and work breakdown of a single establish-
ment. In.most cabes, it is easy to find individuals

“who are willing to take-anhour to sit doygy and to

go over the preliminary inventory.

Conducting the Review o

The purposes and uses of the inveritory should
be explained ta,the workers before they begin the
review. of the task and duty statements. The re-
viéwer should clearly understand how the duties

and tasks are to be stated and how specnfrc they |

‘should be.

The reviewers should then be shown a list oéthe
duty headings. These are reviewed one by one for
clarity and accuracy. If. the reviewers point out
duties that are missing from the list, considgr add-
ing additional ones.

After completing the review of the duty. head-
ings, the reviewers should be given a copy of the
task mventory. and asked-to review the individual
task statements You should begin the review by

reading each task statement aloud and asking
questions about the particular task. Following are
examples of the types of questionsto be asked
he task statement.ctear” Will everyone un-
der tand what thIS means”? &

o

>
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-

»

- chetked

e |s this task coveredvby a pcevsous task state-
. ment?

o.Does this task f|t.better under another duty?

e Are there any other tasks that should be under
this duty? : .

o Is this task perforjr:ed in your business?
e ls tl'}id task performed by any workers in the
occupational area" . A

- Yous should not attempt totsecure perfectly'

polished task statements from the reviewers
However, you should accurately record the main
substance of the new statementg and revisions ina

torm that tan be edited later The reviewers should

Editing and Grdupingfi\tems 7

v
L

not be considered experts on how to write task
stdtements, but should be used to review the es-
sential content of the statements. ¢

All tasks under a duty heading should be cov-
ered before going on to the pext duty When the’
non-supervisory duties are completed, the super-
visory tasks are feviewed. If the pon- superwsory
duties or tasks are changed in any -lmportant way
du rmg therevuew itmay be necessary to.revise the -
supervtsory sections-agcordingly. Fof example, if

new non-supervisory duties, are added, paraIIeI -

tasks should be added to coverthe supervusaon of .
those dutres

’

- [ . [
« .

‘

¢

" When the reviews are completed, all'prehmlnary
inventortes that were used during the reviews
should be assembled All révisions, new tasks
statements; and comments of the reviewers

should be copied' from these mto a smgle inven-

tory bookleg

Final decisions to accept or reject the préposed
changes are made by the person(s) who coh-'y

-~

* structed the preliminary task inventory and con-

ducted the intetviews Further cdnsultatfon with
technical reviewers may be necessary for some
items, especnally if conﬁnctmg revisians or sugges-
tions have been given by the reviewers. Most
conflicts can be rasolved by reference to a pub-
lished source or by a telephoné call to dn authority
in the field. Once these decisions have been made;-.
all items iespemally new or revised ongs) must be.

o Netermme whether they are congistent
in format. - . .

In terms of organizational format, all statements
- ¢ . -

Pilot Testing ,thetlterns t

falling und&"d duty should be arranged alphabeti-
cally by the action word (e.g., adapt, build, com-~
pose). This will help ‘the target audience, the in-
cumbent worker, detect missing information and
redice the time he/she spends completmg the
inventory. Future modrf!cattons tsthe inventory

_are also easier to mgke.

As an additional aid to the mcumbent worker,
the tasks within a duty may be grouped or cate-
gorized into major sections. These groupings
shouRd appear ndtural to the worker, thereby help-
ing himMser make judgments. Duty statements

quence.

‘

The-revised listing sheuld be reviewed bymem-
~ bers’of the-occupational advisory commrttee and
others jnvolved i the original development of the_
.list. Once the revised' list has been accepted, it .

v should be prepared f0( pilot testing.

[ ' . N
¢ . . .

r «’u’ -
t hER oy )
- « - . ¢ -

]

‘:-—4
"Before puttmg the duty and tSsk statements mt/ Tpe goal here is to obtain some flrst-hancﬁeedback
.a fdrmal, printed inventory; It is a good 1dea to try
~ them out on a sample of workers A draft form of
the ‘rnventofy will be adequate fo

f} this purpose.

-~

A

«

" should also be grouped m the most logical se-

“from wortkers as‘'to‘whether tRey understand the )

.statemengs To do this, the developer of the inven-
tory should locate a few workers who represent the

“full rangé’ of incumbent_workers who ‘will eventu-
.ally respond to the inventory. The developer

should then ask each one to rndrvrduallyread each
statement. The worker should be asked to com-
ment on any statement that appears confusing to .
him/her. The specific reason for,the confusion
should be determined and suggested revrsrons
devrsed with the worker's help. )

It should be clear-that the worker is not asked at

Jhis tige to indicate whether he/she performs a
_Qgiven task; but rather to indicate his/her ¢com-

26
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prehension of thé statement of each task Itis the
clarity of each statement that is being pilot tested,
not the adequacy of the statements to describe
what the worker does. .

* The need for pilot testing 1s dependent upon the
degree to which the preliminary form of the inven-
tory has been reviewed by other persons from the

Y

-

<

w

{ Optional

Ve J

/o=

t

.

occupational Jrea If*several knowledgeable per-
sons from the occupational area fgve carefully
reviewed the mvéntory, and the occupational adwi-
sory committee has also studied the instrument,
ptlot testing 1s of lesser importance However, it 1s
always a good idea, If ime and funds permut, to try
to check on the clarity of directions and the type of
responses likely to be received

- Eor further information on preparing an initial isting of duty and task
statements, you may wish to read Ammerman, Performance Content for
Job Training, Volume 2: Stating the Tasks of the Job

{ Develop an imitial, but partiaj, ddt_y and task Inventory for an occupation of

[t

your choice. Pick an occupation such as secretary. nurse, teacher, or

automotive mechanic with which you are already familiar. You will need to
have easy access to two or more persons (employers or employees) In the
occupation with whom you can consult. You will also need to have easy
access to one or more refgrences (e.g.. curriculum guides, existing task

taventories, etc ) fqr your review

. Prepare a list of duty statements for the occupation For at least four of

those statements, develop at least six task statements each If you pre-:
pared occupational descriptions for Learning Experience | which meet
(_ these critena, you may select one of them

[y

“~ ' . -
After you have developed your preliminary mveﬁtory. use the Initial Listing
Feedback Checkhist, pp. 27-28, to_evaluate your work

~
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. INITIAL LISTING CHECKLIST -

?

-

A .
Directjons: Place an X in the NO, PARTIAL, or FULL box to indicate that "
egetrof the following performancMmponents was ngt accomplished,
partially accomplished, or fully accomplished. If, bgoeUse of special cir-_ Date
cumstances, a performance component was not.applicable, or mpossuble""’
to execute place an X in the N/A box. Resource Person

B {

/\/ . LEVEL OF PERFORMANCE
8 ) N . )
. . / ~. ' . ,5@ § .‘
. o T Tl
S ol momatenusedn PRt e e ek, 0 0o o
2. employers .' .................... e D D D D '
. employees:........................v .......................... D D D _D
4. previously constructed inventories end ar;;s-es .......... Tt D D D D
5. Eurrl*sulum publicatiqnssucr'\ as guides, outlines, courses of study : D D D D 7
The duty s;ate|;1ents —A\ / D D D I-L_—I ,
) _6. reflect both supervisory and work performance actavutles ........
7. are arranged so supefwsory statements a_ppear fast............. D D D ' D
B O e o ameig b meedies e O O OO
- The task statements: 6 , t P °
’ 9- diflerentiate between workers fy dferent occupations o O o
T o e O O 0O O
" 11. are brief to save readingJime ... RSN D D D D 5
12. are ratable in terms oftimespent ....... ... e D D D D
13: are stated’in accepted\ferm _and structure ... D D D - l:}
| 14. are not too specific or too general ................... ....... D : D D D
.15, aremdependent of One another ............ SO ...... D D D D R
- '1l'ge x;zlirg;;r(yadvgrslon of the initial listing: * - D ’ D D a
y two or more reviewers from the occupational area ' .
N
T e g Inoorporte the revevers e O O 0 [
18."was fbrmat_ted for consistency afte} the review R PPN " D D Q D
! ’ o N | . 2'2'(} . e - : \ ‘ .
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LEVEL OF PERFORMANCE: All items must receive FULL, or N/A respoﬁses. If anyitemreceives aNO, c;r
PARTIAL response, reviewthe material in the information sheet, Prepatjng an Initial Listing of Duty and
Task Statemints. pp.‘16—25, revise your inventory accordingly, or cheok with your resource person’if

necessary. y . \
- . *
’ - N\
“ - -
. -
.
R - ’ -~
3 ¢ - 4
-
.
.
, -
-~
K o
, —
s
’ - o hd
hd \
Wt P .
7 ’
“
-
s N
A ’
by L]
L3
’
.
. T
’ - - -~ . -
v
.
- [ 4
. )
N ‘
- AN . «
" t
¥
, . /
/ .
- R
e 4 2
: )
- N
.
.
\ .
\
.
\
v \
« - e
e - - £y
H .
.
N
3 - - -
\ -
. “
.
‘ b
7 - 1
. A
LAY
‘ Y
. N
L8 2w~ =oobSee S
.
) . .
t . . . .
- « o ’ N
-
‘ 7 AN
.
- -~ ¢
t B 4
@ b ﬂ(;i 11 \ v
-~ A 4 d .
,
.
o . s ! ’ 28 1
ERIC “ .

. .




B -)7 S
' l - . - -
e
- - . » -t '
.

‘ - ~ . N
| Learning Experience Il
N | OVERVIEW
Enabling ' . After completing the required reading, verify an initial listmg oftaskand -
Objgctive dutystatements. - . - - U ]
) T . ) ' .\ ‘e
You willbe readingthq:information sheet, Verifying an Initial Listing f_TaaI{ ‘ e
and Duty Statements, pp: 30-48. . T e
C . . _ - .
You may wish to read the supplemer_ftary references, Ammerman, Perfor- . ?g:
mance Confent for Job Training, Volume 3: Identifying Relevant Job Per- ' o g"“,
formance; and Ammerman and Essex, Performance Content for Job Traiq- ;5%
ing, Volume 4: Deriving Performance Requirements for Training. . - / b
‘ e . t o ' . “." ’
/s ' ~z'. N . oy : . ‘
N * ..f“ . N
’ You will be v'erifying an 'mitia\ listing of task and duty statements. ) N
- \ _ M -z
You will be evaluating your competenc)} inverifying an initial listing of task
“and duty statements, using the Initial Listing \gerification Chegklist, pp. ,
. '51-52! - s : " '
, e . : . I
‘ . L]
-~ i .!n . « N
<, » - I~ . \
v N ’
‘ ‘ ¢
— | 31 | N
29 .
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mformatlon sheet

Fot information concernlng the verification of an initial listing of task and
.. duty statements including the types of information to be collected.-the
lection of participants, and the procedures to be used, read thefollownng:

~

i =

R

VERIFYI’NG AN INITIAL LISTING OF TASK AND DUTY

- STATEMENTS”

Verification of the initial listing of task and duty
statements is an important step in the occupa-
tlonal./analysts process. It confirms that the inven-,
tory task statements actually describe the activities
condq,cted as .part of the occupation benng con-
sidered’. =

One mlgr}t ask why such verification is neces-
sary if earlier suggestions regarding development

~

of the initial listing were followed. One might beL
espemall?curlous if alrea y develgped analysesor *

the employee observatioh technique were used.
Verification is an attempt to show that the listing is

l -
s [} v

S
\

' -
-~ ~

7. Much of this matenial was adapted from Handbook for Analyzing
Jobs {Washington, DC U'S DepanmentofLabof Manpower Administra-
~fion, 1972). . {

applicable to an ogcypation in a speci{és%employ-
ment area and to ensure that a broad base of input
is used. With this verification, one increases the
probability it will indeed describe the occupation,

, Determining the lnformation to Gollect

To prepare the mutnat listing of task and duty
statements for verification, several things mustbe ~
done. First, with the aid of your advisory commit-’
tee, determine what type or types of information
should be collected related to the inventory: For
example, if an analysisis to be conducted purely to

‘_descnbe what takes place in an occupathg Oone

might determine whether the various taslé or
steps are performed by the worker. A sample of a
simple scale that would obtain that type of infor-
mation is shown'in Sample 5.

EC




P -
~ ) 7 ] .
L I 4 .
SAMPLE 5§ .
)
OCdSJPATION Artificial Insemlnator8 ¢ )
. ' Duty: Handling Cattle
‘ ‘ LT T . | Check If
‘No. | Task ’ . « Performed
1 | Detect héat R .
.2 | Determine time to inseminate . t
3 ldentlfy symptoms of reproductive dlseases N . -
4. [Maintain-breeding records  _ , . v
5 |Move cattle - O / : e
6 | Operate breeding chute r ] L ’ .
V 8
8. Adapte‘d from Gobbo, “Competencies Needed for Employment in Bee‘f Produ vnon Er?terprlses." p 150 \

Foravocatiqnaied ucator responsible for planning

,o How oftén is the task performed?

an instructional grogram,. this will probably not e How important is the.task?
.provide enough information to use in making intel- o How difficult is it to learn to perform the task?
ligent instructional decisions. For such ptanning, . (. v .
questions such as-the following might be appro- Sample 6 illustrates a inventory in which such
priate. questions are asked. . \

e Is the task performed by begmnmg workers? , » ' i

/"‘I/"a - *
[ >
. / .
M ’ . AN
* L




SAMPLE 6

.

| p

4NVENTQRY FOR CHECKING PERFORMANCE -

~

. opcupAnoN Feed Lot Foreman-"

- Duly: Keeping Records

A}

- “
-
2

"Cheék (1) if

worqu

pertormed by
‘beginning ' | |

How often is | How important'| How difficult is
thetask ' | isthetask? .| itto learnto

performed? | . . perform the

o ' thsk?

“IKesp equipment inventory

o »
|Keep financial records

K.eep livestock inventory

4-|Keep-produiction records)

Set up record-keéping
systegl

L

9 Gobbo, “Competencies Needed for Employment in Beef Production Enterprises.” pp. 110-111

¥

It may be of value to the educator 1o find out
whether the tasks involved are _performed by be-
ginning workers. This is especially important if the
'instructional program to be devejoped 1s to be
oriented toward providing the entry-level skills re-
.quired By workers. A question dealing with the

; frequency of performance might alsé be of value -

in identifying frequently ‘performed tasks which
"should be emphasized in an ipstructional pro-
gram. Arating of the lmportanceofatask mightbe
pbtained also to aid in making instructional deci-
sions. This magy be needed since mere perfor:
mance or frequengy of performance rgay not be

accurate mducators of impertance, especially.in

some medical or publlc 'service occupations. A
rating of how difficuitiitis to learn to perform a task
might be of value in allocating mstructlonal re-
sources.

Another form which might be of use to you is
shown in Sample 7. Note particularly the scale
used in Column C: Essentlal — Desirable ~\Un-
necessary — Not Sure. Such scales have proven
to be very popular for use as part of data-gathering
devices. Tworother such scales are the Jmportance
Scale*and the Agree/Disagree Scale. The Impor-
tance Scale includes five ratings: Of Extreme Im-
portance—Of Considerable Importance-—Of;




3

Some Importance—Of Limited importance—Of
No Importance. The A§ree/Disagree Scale also
has five ratings: Strongly’ Agree — Agree — Un-
certain —Disagree — Strongly Disagree. Number
values can be assigned to each rating in order to
. make tabulation possible.Note that in order to use
scales such as these, the statement to be rated
must be stated either positively or negatively. If the
[ 4

SAMPLE 7.

"ANALYSIS WORKSHEET

investigator is interested in greater detgil in the
analysis, task analysis and task detailing shegts
such as those shown in Samples 8 and 9 might be
‘used. Note that a task.detailing sheet contains-a
listing of thﬁsteps involved in the task Cugriculum
laboratories conducting full-scale task analyses
collect even more detailed data.

.

. s"’(‘Dccunatlon:
Duty:

Colymn A Column B Column € /° Colwnn'D | ColumnE’

v, Performance

y

Task Frequency of Importance Conditions Criteria that

Under Which | Exhibit -
Task wWill . Satisfactory

Number of Times Per | For Occupa-
tional Entry

For Occupa- [ BePerformed Application
tional Ad- CT of the Task
vancement .

.
-”

Day | Week Mofth Year

D{U|NS

E{D|U|NS

9.

> !

In addmon to the types of information indicated
previously, background information should nor-
mally be collected. This section of the inventory is

- used to obtain informati levant to the incum- _

bent workers. The purpbse of these items is (1) to
describe the workers surveyed, (2) to answer ques-
tions of interest to users of the survey data, and (3)
‘to help distinguish among significant occupa-

S L

- . ) . ;

tional types of special worker groups Information *
about job location, previous work expenence
source of training, and,other job related infarma-
tion apart from the specific duties and tasks per-
formeq may be requested Care should be exer-
cised so that only relevant lnformataon is re-
quested.

M ©%
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l SAMPLE g 7~ :
. TASK ANALYSIS‘° A
R . R -
4 ,j’
‘ T —r : - - — -
B " T |
, -1 |Adjust chlorinafion andﬁacOrd '3 times a day 1 1 ¥
_ .| 2" |Adjust recirculation tollow; - {Rarely  -° .- 2 1
U " . | 8 |Check for malfunction of equipment Continqgﬂs 2 ' 1
7 - | 4 {Clean and maintain work area, N .
and equipment . © . - Continuous .1 2
7“5 {Composite sampling for lab analysis Hourly ’ 1 .2
6\fDrawing diggdsfe'd sludge to beds . Once a month 1. .2 = 2
‘ 7 |Orawthg rav(f"élugqa to digester 12timesaday | .- 2 1
- |First aid . . . - |Ramly 2 2
9 |Maintain sacurify ragulatlons i Hourly - 2 L. 3
. |19 |operate grgggga)wyﬁowar éanarator Once weekly/! y 2- T
o 11 |Reading matars-s-a(ﬂde) . \|Hourly* / . |- .1 3 T
12 |Record digester gas productiory e ‘ 2
+* lahd consumption (heat regulation)’ %aday -3 .. 3
13 [Reécord pertinent mformatlon on T - ,
o . daily log * - , . ‘| Hourly -2, 3
" | 14 TSampliig tor D.O. L | 9 times a'day- |- 1 2
* . |15 |Sampling for HzS e 0 12times.aday|{ , 1 2
; - ! -t 'w"\ . I I 4

E Rarely, Bﬁca a'month, tumas a month once a day, . times a day
n 21-Very important, 2-Important, 8-Not very important' *

- d-Difficult, 2-Moderately Diffieut, S-Basy - -

”~

«

-
L

v =

L.
. . .
F 5]
Q . . a . .

10 Taken from GX/mes I(ffstab/rsmng and Evaludting Programs to Prepare Water and Wastewater Treatment Plant Operat:ons Builetin 79L-6

<

N ¢ (Tallahassee, FL sta e of F,‘onda. Department of Edutation, May 1971) "
. ot
“ .
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‘SAMPLE 9

Ld

-~

. ' '}

TASK DETAILING SHEET !

’

Occupation: Wastewater Treatment Plant Qperato/ '

-

5

r

Task: Drawing Digested Sludge to Beds B
. . s . v’
P ' ) » ce’
[}
.No. - Steps in Performing Task Type of . Learning ‘ .
. . - o+ | Performance’ Difficulty?
-1 ’Interpret lab results to determine~proper . '
“time for function s 1 .2 2 =
2 “Operate valves fo_start and regulate
~tate of flow . 1 T
3/ Observe.consistency ° . 2 : L
;1 Draw off proper amount iy 1 - ‘ .
5 Flush lines e 1 14 5,
6 - Collect sample for lab analysis - 1 1 S
7 'Record amount drawn to drying bed 2T~ 1
*8 Clean equipment 2 ., ) 1
11—Manipulation, 2-Discriniination, 3-Problem Solving ¢ S
" 21-Eagsy, 2-Difficult, 3—Very Difficult 0t ;
11 Guidelines for Establishing and Evaiuating Programs to Prepare Water and Wastewater Trearmenri;lant Operations
] v
< I 4
The following types of background iformation _  Atthis point, a draft of the final invgptory instru-

_are usually rgquired.
o identification information (e.g., date, name or
———number to identify the individual respondent, -
dccupation or job title)
e type of business in which individual works
e work experience .
e education and training information

Examplé’% of background iﬁforrﬁa"tnon questions
which hive been used are presented in Sample 10

ment should be prepared. This drait should in-> *

clude all statements to be verified, dny rating
scales to be used, along with the requested back- "
ground information. A sample form-which was
used in one analysis effort is presented in Sample
11. Note that this sample form provides space for
the respondent to add statements to those already
identified in the inventory. Any type of form de-
veloped should provide the opportunity for the
respondent to record and. rate additional state-
ments. The.completed form should be reviewed by
the members of your advisory committee
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Sefecting Participants ~

Once a decision has been made as to the type(s)
of information desired, you and your advisors
should decide what group or groups of individuals
will be asked to help verify the statements. The
overall purpose for identifying participants is to
;@em to verify the list of qtatements—tﬁat_is, to

+ corfilrm that the statements do indeed describe
actual occupational activities . Explain to the par-"
ticipants that the verified statements will be used
as bases in‘designing a new vocational education

‘tourse, revising an existing one, and/or in prepar-
ing instructional materials. In deciding whom to
ask to participate in the verification process, you
should consider the following.

. "P(articipants should be sglected for their job

nowledge and practical experience in the
occupational area of concern.

]

&% e

- [

+Q

, tative of area emplo

-

—r

If the analysis eals with a cluster of related
jobs, obtain at least two incumbent workers
or work supervisors for each job title. This
should give a picture of the discrepancy, if .
any, between what is being done an the job
and what is indicated by the invéntory state=
ments. - - \ .
Whenever possible, it is desirable to include
participants from different businesses or
campanies. This avoids getting the organiza-
tional structure and work breakdown of onlya
few establishments.
Make sure that the participants arg represen-
s, employees, and
trade or labor organizations.

——— e

\: 1




SAMPLE10 .~ .~~~ T . .
BACKGROUND INFORMATION . r
, o
‘ - 4 ’ .
. Code #
Date, ) ]
- \ 1
- * , N ' ,, . ‘ = )
1. Name : > . . B
. - . (Optional) o . AR N
' 2. What is your present job tjtle? \ ~ — ‘- ) . ' _
3. Check the type of business in which you work: . .
— Banking-finance — Legal Service
e ‘ - ~ [ -
_ — Construction 7 _ Health Service .- g‘g .
- : . VS ’
_. Distribution (wholesale-retail) - - — Transportation '
. ' ) ) /
—- Education Research . . — Governmest (spgcify level)
. o > . ' e
" Insurance - - N ) . v
o | I o
»— Manufacturing , ) : . -
Ostate = - - ¥ '
__ Public Utility - .
: - D Federal .
., — Publishing . o T -
" ) . — Other R
had (please specify)
2 . / .
4. How many years have you ‘worked at your present jpb? .
5. Where éid {/ou receive your training? - e {' \
) 1
__on-the-job (self-learned) _ private’business school ) >
— mili/tary school - — junicior community college
- __ correspondence courSe “_college or university .
_ secondary public school ’ — other L i '\ : l .
. ' (please specify)
_ public vocational-technical , - Coe
school ,* , .-
. C s

«
X
14 / ":
o
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: . SAMPLE11 , . o ,
. : ": 3 o8 ) - N . A ' " v ‘ v
N Lo O .‘“f’. < L N . - . i s CN . P v
INVENTORY INSTRUMENT *-* & - o e
A 4 . - . ’ , ':
, LY 0_‘ Fl L]
N ’ A A’
. 2 v :
- { IR - P _ ¥ /
. Department of Vocational Education R T .
N Agriculture Education Sectidrl . L e ok
Colorado State University . -
. Fort Collins, CO 80523 |” . v
B " - NATIONAL AGRICULTURAL OCbUPATIdN coﬂMPETENCY PROJECT" N )
' '!:"?'“t;tznal Area: . Production Agricultyre T Lt e
jj"/’fi:hploy ent Area: ‘Beef Production . ' ., . = ¢
.;;Occupation Cluster: Feed Truck Driver . . : - D
Job Description: Drives a 3peclal feed hauling truck in transporting prepared feed to cattle pen
feeding bunks as assigned. Unloads truck with the péwer driven mechanism and distributes
s feed in feed bunks. Performs maintenance on'the truck such as lubrication, changing oil, and = .
**does minor repair such asgeplacing light bulbs, fuses, and changing tires. Keeps truck glean. .
y ingpects the truck for proper operation and safety. i ’ v
- N

_ Directions: Check degree of importance foreach competency to enter this occupation in 1975
. as a beginning employee based ‘on your experience. Additional-spaces are provided for
* competencies you may wish to/ad’d and evaluate. ) v '

. .
3 . A - . > .

o
. - .

., e RSRN . C
.| . “Competencie¥ (Tasks) ~ - . T .
..1;"Dri\(ing?ri'a anloading truck. - {é B ¢ - . !
-, ".. &, Qistributes feed in feed bunks’.. -~~~ . R :
, .. b Drives gas or diegel truck. Lo :
%, .C. Opéerates unloading mechanisrf,, ) ] ",
+-. d. Positions truck‘for loading" feed. L s <
R e, ’ : \ . » L ¢ - . / . .

¢ . - - - L L4
-3 . ® . . ~—

2. Ipspecting and maintaining truck. R e A
. «38 Checks ajr cleaner; services whefi needed.  ~ -, ™ " | SN K :
b, Checkg brakes; services when needed. - . » — - ]
¢. Checks coolant; services whefi neeged. - * A [
) " d, Checks lights and other electrical deVices; replaces bulbs and LN
© ... fuses wher] needed. - - ;

12. Gbbbo, “Competencies Needed for Employment in Beef Production Enferprises,” pp 121-122
b

Importance

Not ,
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| Does Not 4,
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Essential
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Does Not.,
Apply
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Important
Of Some

Checks tires; changes them when needed.
Fitls truck with fue|; services fuel filter.

schedule.

-
v

hd »

3. Record keeping.
. “a. Keeps records of feed hauled.
Keeps records of pens fed.
Keeps records of truck maintenance.
Keeps records of truck repairs.

fd

IS '

e@~baoyo

L

’

After-deciding who will participate in the ver-
ification process, you should decide how the pro-
cess will be conducted. What will the participants
be askéd to do? Will they be observed and/or
interviewed ? Will it be more practical to ask them

~ter attend 'a méeting? Will a list of statements be
sent to the participants through the mail?

if the partacupants are asked to verify the state-
ments without being paid for their services, calling
them to a meeting may be askingtoo much. Inany
case, it might be very difficult to arrange such a
meeting if the participants work in different places
and on different schedules. Visiting them indwvidu-
ally to observe thelrwork activities and/or to con-
duct an interview is also time consuming and may
be very expensive. .

Manlmg the task inventory would permit you t5
reach more participants. In addition, the partici-

N\

-4

Checks oil; changes according t6 schedule.
Chécks water level in battery; adds watgr when needed.
Lubricates truck-and unloading mechanism according to

Maintains-truck in safe operatmg condition.

Operates scales and records wgights of feedt =~

ressured by your presence,
ollected with less expense

pants would not be
and the data could be

"While mailing the inventory may be preferable, a

L4

thorough occupational analysis can be conducted
utilizing any of the previously méntioned methods

Make. sure that the directions on how to verify
the statements are clearly stated and easily under-
stood. Sample instructions for an inventory to be
completed solely by the respondent are shown in
Sample 12. If the pammpant 1s to be observed or
interviewed by you or another individual, or if dev-
eral interviews or observers are involved, specific
instructions must be provided A sample set of
Instructions is shown in Sample 13. When several
Iinterviewers or observers are invalyed, they should
participate in a training session conducted prior to
the actual collection activities to ensure the data
collected reflect the same consideration

0

-v
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lNVENTORYlNSTRUCTIONS IR

-

.

\J
~ -

T Instructions for Self-Administration of this Inventory .

lr{ completiné the inventory, you are to respond in terms of'your,present regular job. Disregard
M any task that is not part of your regular assignment, no matter how often you did it'in the past.

Addi }onal-tasks youdo fora fe?tv days while someone is away are not to be reported. In recalling

] tasks, go backfar enough in time to get a true plcture of your job. If your work changes from one
' season to another, you may have to go back a full year. If there was a permanent change in your

duty assignment during the past year, go back to the time just after this change. You probably
will need to go back not less than three months or more than'a year.

Do the following steps in order:
1. Fill in the Background Information. Be sure you provide all mformatlon asked for

'2. Beginning with Duty A, read each task statement under every duty As you read, place a
check mark (w) |n the column besude each .task you do. N

3. Whenyou flnlsrraIHask statements in a duty, add (write in) any other tasks you do that are
not listed. If some tasks do not fit under any duty, write them in on the blank page atthe end.
Be very thorough about adding tasks.

4. When you have finished all duties, turn back to Duty A agam‘ Now make a TIME SPENT
rating for each task you have checked or added. The 5-point rating-scale you are to use is at
the top of each page. TIME SPENT means the total time you spend on each task you are
rating. Be sure to rate every task you checked or wrote in.

-

L ‘ Y




SAMPLE 13 ‘ | . N

INTERVIEWER’S.GUIDE '3

.

" | Scheduling the interview by telephone: . o
" This i§; . from the College of Agriculture at Cornell University. I'm in the area
interviewing different kinds of ornamental horticulture businesses for our horticulture task
analysis study. You were suggeésted by Cooperative Extension Agent e asa
person to contact to request an interview in the areas of
. (business areas). Qur study has the endorsement of Cooperative Exfension and
) —_ (horticulture trade organization if applicable). -
If possible, | would like to schedule about —______ hour interview with you sometime on

(date and time) - )

(Assuming a Positive Response) - : :
Is . - the correct’address? i »

(address of businees-trom agent)

Do you have any )suggestions as far as parking is concerned? .

A . £

Thank you Mr. -, | will be looking forward to seeing .you on
- ,\ . P/

. (date, ime. and focation of nterview)
e ® . -
NOTE: We may want to consider asking the Extension Office in the area to serve as a clearing-
house in case an emergency comes up and the interviewee needs to contact us by phone.

x

8 °
® °
N .

Il. During the Interview

1. Verify the business name, addre‘ss, and telep’hone number of the business (recorded
prior to the interview). .

2. Record full name of the person(s) interviewed.

3. Record interviewee'(s) title usind~commonly accepted title such as manager, supervisor,
" -assistant manager, etc.

4. Record the highest and lowest number of‘f.ull-time, part-time-and seasonal workers
employed during 1970. Full-time constitutes 35 or more hours per week. Part-time is
less than 35 hours. _ i .

5. Record the total number of new employeé hired*during 1970. These may be to fill
vacated and/or new positions. - *

6. Record if-there is any product specialization in the business area (e.g., roses in the
’ greenhouse production area). e '

N :7. Define and explain-the meaning of the task to the respondent: . .

Task: A task is a logically related set of actions required for the completion of a job
/ objective. A group of acts or activities that generally occur close together and '
have common putposes, it forms alogical and necessary part of the performance B "

of a duty. e ) . .
. | : ”
|

.- /

* >N

¥

. . , N
13 Arthur L Berkey, Witiam E Drake. and James W Legacy, A Model For Task Analysss il Agribusiness (Ithaca. NY Division of Agricultural Education,
Departmentof Education, New York State College of Agriculture and Life Sciences, Cornell Unwversity, 1972) pp 152-154
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performance levels) .

a d" Performance {evel

‘ Show ‘and explgin mstrument to regpondents:’
' a. :'l’asks performed and-indicated by a check in the pérf‘ormance column
b, {The Key is used with job conditions and performance level.. .. .

‘~Job congitions presented are indicated by drawing a slash ‘through one or more
;leftérs which represent the. response mdlcated on Qhe key - s

Explaln ]ob conditlons and performance level for tasks (See key for conditrons and *

1

1. Quantltatlve-—-wrlte inthe numbe%f units per hour, draw aslash through the one

_ . letter feptesenting the correct response.

.,

spohse, * )

T ' Qualitative—draw a slash through the one letter representlng the correct re-

10 Explaln the division of. the ornamental horticulture industry into 9 buslness areas and
into functions. within business areas (refer to list of business areas and functions).

M‘ At Explain that performance of tasks should be judged in terms of the task being per-

.~ formed by some person within the business areas being intefviewed.

+
' &

12} Explain that the interpretatron of tasgwtatements should be ln terms of the functlon

under which they, are listed.
13.| Request th

. LA

performed tasks not llsted be written i in and rated as to job condntlons

arid performance level inthe spaces provjded at the end of each fanction. If more than
two tasks need to be added, use the reverse side of the sheet and so indicate on the

bottom of the second page.

S
.

14,/ Assist the interviewes,in completmg the rating of job conditions and performance level

s

: responses

£ oa

&

How many partlcipants need to be ldentlfled‘de-

pends on many factors. For example, it depends
on how they will be asked to verify the statements;
how many occupational titles are included in the
analysis; or how many of the participants you' ex-

pect to be able to help. To have only 10, 15, or 20 °

individuals verify the statements may be too small
to be represeatative of the people employed in the
occupations youYre analyzing. To have 100°or 300:
might be just right} The numberof participants you
choose to verj
the type of an 'you are plannmg An.analysis
for an occupation to,be used in a local.community
will probably require fewer participants than an
analysis for an occupation to be used statewide. If

--an- opservation- and/or interview is to be used in

._soliciting data, .fewer” participants would be re-

H

“quired than if 4 mailed instrument is used. Select
the number of participants that you can rea--

sonably expect to cooperate during the analysis.

""c,,..g, &

v

the statements also depends on -

e A
' S a2

for several’ tasks until it is gpparent he understands and is correctly recording his

~

3

s, select the number you will be able to work -

with considering possible limitations guch as time,
money, and staff, and the number which can pro-
vide the type of vaI|d and reliable data you need.

Once the number of parttcrpants has beeniden-

* tified, one or more of the procedures shown in
Figure 3 or some other procedure may be used for.

, selecting and locating the required participants.

Although it is included as one alternative in the

. figure, the least desirable approach is to go di- -

-rectly to-the employees without the approval and
. cooperation of their empldyers It is often advan-
tageous to have support of a well-known employee
or employer organization) i conducting the'analy-
sis.

At this pomt suffucrent copies of\the instru-
ment(s) t0 Be used should be prepared*Be sure t
prepare a sufficient. number of extra copies for
follpw-up and other uses.

v e

»
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COntacting Participants

Contact those whom you have selected‘lo serve’

as partncupants to explain the purpose(s) of the
analysis Pro;ect If your first contact is with a labor

or trade organization (e.g., Scal chapter of the

(see Sample 14). Four we

United Auto Workers or.the National Secretaries
sociation) oran employers association (e.g., au-

tomobile dealers association or beef cattle farmers:
.assoclation), explain the purpose of the project.

Then, request that they identify Skilled, competent
indiviguals in their membership or employ, whom
they would recommend to serve as partucupants
Secure a letter of endorseraent from such organi-
zations, if possible. Such gadorsement will help

open the door to the individual employers orem-

ployees
When prospective participants are contacted Y

’ Ietter to participate in a survey in which mailed
' mventorles (questionnaires) are used, be sure to

incltde the following information ip a cover letter.
purpose(s) of the analysis
sponsor of the study -, ’

reason they were'selected to serve as partici-
pants. ~
what they are requested to do

a date when the list of statements should be

returned toyou . °

In addition, include the following: . .

.. aletterofendorsementt(om their employer or
organlgatlon

o the list of statements to be verified
e a self-addressed stamped return envelope

[

To encourage the return of the completed list of
statements, send a reminder toall prospectlve par-
ticipants who have not returned the'inventory
about twe,weeks after youpfirst letter was mailed
ks after the initiat con-

tact, a personal letter and a second copy of the list

of stdtements should be sent to all non-respen-

dents (see Sample 15). ff‘these mailings do not
resultin the desired responses, consider calling or

" visiting the non-respondents. Efforts should be.

made to secure as Many returned lists as possible,
with your goal being a return of 100 percent.

If the obsérvation and/or interview technique is
to be used, the initial contatt might be by tele-
phone, personal visit, or letter. Regardless of the

* method of contact, the individuals should be pro-

vided the following types of mformatlon
e purpose(s) of the analysis
e reason they were selected to serve as partici-
pgnts .
what they are requested to do

endorsement by any organization of the proj-
ect 1 8

details on when, where. and how the verifica-

tion activity is to be conducted

They should then be asked if tHey are willing to
partidipate in the verification activity. When a
sufficient number of participants have been iden-
tified, the observations and/or interviews should
be conducted. .

) &

Conducting’an Observatlon-lntervlew o

Obtaining mformatnon by observation-interview
involves analyz@g jobs by observing workers, -

. supervisors, and others who have information per-

tinentto the job, It is thé most desirable method for
analysis purposés because it (1) invglves firsthand

observation by the analyst, (2) enables the analyst

to evaluate the interview data and to sift essential
from nonessential facts, and (3) permits the worker.
to demonstrate various tasks of the occupatibn
rather than descrlblng the occupatlon orally orin

wntlm

’
o




. SAMPLE 14 ' . ,

FOLLOW-UP LETTER R
“ N\

o REDLANDS AREA VOCATIONAL SCHOOL

GREENVII.I.E ‘KANSAS

LA

.
~ . -

Mrs. Carol Reid
S W edgewood Beauty Shop :
152 Larkin Aven ' . .
Greenville, Kansfs .

) gecr Mrs. Reid: '

Sometwo weeks ago, aquestionnaire was mailed to yeu asking you .
to help us with an occupational analysis inventory by identifying

tasks performedin youroccupation. Asofyet, we have not received

your response ~ a : o o ,

< s ¥4
-

to the Success of the cosmetology progydm at Redlands, but also to
the needs of the community. Would you please take a few minutes

. ' durlng the next.two or three gcys td respond to the: questlonnalre
. and return it to me. Your response will be most appreciated.

N

We believethisanalysisto be of consld%@ﬁemportcnce notonly

- .

- ™ If, bychancg, youno longeér have the questionnaire, pleasedropa -
card to us and we will be happy to send you one. -

' L \’ . I'e T
. Sincerely,
1] 1
. .
. 4
: o .
r . M -
, ‘
. - - = Samuel Marcus, Instructor 5
. Departrient of Cosmetology
¢ € . - .
' .
I \ .
* - . A
. , v L 2 &
! - ) 'K
[
» « ot ‘ v

Pyt




GREENVILLE, KANSAS : - . e

) . .
- £ . . ' 8 -
‘ ‘ . ’ N L. . . h T g ).f;%
| C PR T ‘ . AR B S
. . , o . A &," :"'i\?:
" Mrs, Carol Reid \ .° L ' s W
R Wedgewood Beauty Shop. . C . - “g?"’““
Yo o 152 Iarkln Avenue . T T . v - =
- e Greenw:;ille, Kans_ae o - . - . .
o R N 4 . , AR R
. ... Dear Mrs. Heid: . E LT : o
. 3 ) .
: - The occupotzonal onal:;;gconducted by the Cosmetology . i :
T . Department at Redlands Area Vocational Schoolwis almost ‘. ..
. completed. Obviously, however, it 1s important that the datd wge . ~
! . gather from the analysistaze accurate and complete. For this ** -
) B regson, we are anxious; to receive completed questlonnazres from e
“ - ev\_ery member of our sample ’ "% ‘ 3 !
. 8
We have not recéived your comple!ed q‘ueanonnaivre Therefore I ‘.
$ am enclosing aduplicate of the questionnaire which was sent to .you
" aJew weeks ago. ) T T . ST e ’
v R 2 ' ' T R
~The purpose of this study is to hnd out-what td‘sks you- need to . R
. perform and how often, This information wilt then bé mode . C .

.available to persons who do training ; for the various jobs, Your . s -
gnswers will not be evaluoted orreported in any way. They will be

tobuloted asa group, andin no way will nomes be asscicioted with
-responses. T oo e

. T N I
.t . ‘. - B

A . Your coopercxtion* ‘in ﬁlling oux the questionnaire will be grectily
: ;‘appreciated Thcmk you f%your assistanc‘g L T
. . . - . AR
. Sincerely, S o -
J . - - z N ot

i
Samuel Marcus Insjrﬁc e
' Depantment.ofrﬁ‘psmetql

4 3

- . -
bt _ .

~ ' ’ N ’

i oV
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. you do notfully understand. A previously p

v the softversglion. e amaunt

44

» e §
¢ s
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The observation-interview also has several limi-
tations that you &hould note. It runs into higher
costs than other methods and usually involves
much more time. Ifis less likely to obtain represen-
tatives of an ogcupation because of fe numbérs
of workers who respond, and it results in less stan-
dard data because qf the greater possi_biliti of re-
cording and observation errors. It also requires the
respondent to recall tasks performed rather than
simply recognizing tasks on a list. It takes many
observations-interviews to obtain data equivalent

.to a mailed inventory in terms of completeness,

representativeness, and accuracy. )

You-.can use the observatidn-interview-ndethod
in two ways. You can observe the worker on the job
performing a complete work cycle before asking
any questions. During the observation, you can
take notes of all the job activities, includingéthose

€ prepared
form can make note-taking easier. When, you are
satisfied that as much inforfation as possible has
been accumulated from observation, you can talk

:with the worker, supervisor, or both, to supplement

your notes.

Or, you can observe’and interview simultane-
ously. While watching, you can falk with the
worker about what is being done, and ask ques-
tions about what you are observing, as well as the
&onditions under which the job is being per-
formed. Here, too, you should take notes in éﬁer
thatrall data pertinent to the job and its environ-

.ment may be § sorded. . .
. The interview process should be a convefsa-

tional interaction between individuals. Communi-
tionss a two-way process. Therefore, you must
e Ylore than: a regprder; you must contribute to
' objéctivity of
7 pends upon how much
youRtgnitiblitgdo:the situatioq, This contributfoh
should beé oag ‘derstandi

the worKer angd¥ .yt

A goodnifkgod"preparatim will eng le you*

(83

to obtaindhcts quickly, accurately, and .com-
prehensively. You must be’
friendly relations on short noti

to esfahlish
. obfain all the’

pertinent information and yet be sufficiently.dg- *

tached to be objective and free pf bias.: -

When adequate time and funds are aVaiIable,{li:e *

interview may be the most effective and most de-
pendable method & securing data: The extent fo
which you are able to make use of this method
depends on yogr ability to make use of convarsa-
tion to encourage the formation of judgmefts,
analyze the essential points of the interview, and
report the datd accurately. Sample 16 presents
some interviewing suggestions. . <

- -

in combining note_-'taking with the conversational
aspect ofsthe interview. You must be able to write

" intelligible notes while engaged in conversation.

Often, when a worker is being iQterviewed, .
he/she will stop talking while notes are being
made. You should make it clear whether you wish
the conversation ¢ontinued or not in these cir-

cumstances. .

You can use a.portable cassstte recorder to
make a tape recording of the interview. This should
be used to supplement your note-taking, it should
not be depended upon.as the sole record of the
conversation. .

However, some workers object to others record-
ing'what they say. You must decide how much the
interview may be affected by thjs attitude and mod-
ify your practices according| -

Following are:some suggestions for effective

- «note-taking.

o Notes should e complete, legible, and con-
tain data necesbapgfor the preparation of the
analysis invento ’

¢ Notes should be ofganized logically, accord-
ng to tasks and the categories of inforgation
required fora complete-analysis.

o Notes should include only facts about the bc-
cupation, with emphasis on the work per-
formed. ' '

Obtaining Information By Other Methods

In many instances, it is impossible t6 use the
observation-interview meth8d\The worker may
not be observed perferming tasks because of se-
curity reasons, reluctance on the part of rhanage-
ment to allow the analyst to observe the manufac-
tuging’*process. or the complex and protracted na-
ture of the work. For example, you might finti"it a

«and agdjusting to ® bit difficult to observe and’ interview a photo-
‘", 4 graphicdarkroom workeror askin diver as they go
' about their tdsks.

_ Inother instanges, it may be impossible to inter-
view the worker while observing the work because

* ofthe surrounding noise or the employer’s request

,not to disturb the worker by asking questions. A
‘arge nugfber of jobs, such as those in professional

> and technicatareas, do not lend themselves to the

observation method since they do not involve a set
sequence of activities dnd, therefore, cannot be
cr)tgserVed as an entire unit. ' .

On completion &f an analysis study, a letter of

- appreciatiorrshould be directed to the plant man-

agefnent for all cqurtesies and cooperation given
Then the data secured as aresult of the study must
bg compiled and analyzed and the inventory put -

into a more usable form. .

-

£
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SAMPLE16“‘ B . \ -

SR

P

' ,theiuorker at ease by ieaming his/her name in advance, mtroduclng yourself and
%qussing general and pleasant topics long enough to establish rapporty .

jge the purpose of the interview clear by explaining why. thie intefview was scheduled, . ﬁ ‘
at,is expected to be accomplished, and how the worker's cooperation will help in.the

: broduction of a valuable @cupational analysis. Assure the person that the intervuew fs not
;concemed with time study or wages.

s Encourage the worker to talk by always bemg courteous and showung a sinoere interest in .

hat is said,, . - 5o ~m

teoring the Interview B ’ T
AN “Helpthe worker to think and taikaccording to the logical sequence ofthe tasks performed
e - If'tasks arg:not- performed in a-regular order, ask the worker to describe the tasks in a
sequehttai manner by taking the most important actrvnty first, the second most important -
. .. ¢ nhext,and so forth. Request the worker to describé the infrequent tasks of his/her joh, ones
that are not part of- his/her regular activities, s!*ch as the occasionai $et-up of a machine,
occasional repairs, or infrequent feports?

"o Allow the worker sufficient time to answer-each question and to formulate an answer. Ask

-« only one question at a ti —
.e Phrase questuons carefully,’ so that:the answers wuii be more than “yes” or “no”.
- e Leading questions should be avoided. -~ ‘ .
— - — e Secure specific and complete injprmatlon pertalning to the questions required for acom-

plete analysis of an occupatlon . »
o Conduct the interview in plain, easily understood' language.
o Consider the reiatuonship of the occhpation -under anajysis to other occupations in the ‘

’

. * - department. ** e
. €y e Control the interview with respect to th‘éﬁn mic use of time and adherence to subject
i » matter. For example, when the interviéwee strays from the subject, a good technique for
B - bringing him/her back to the point is to summarize the data collected Up to that point.
. “The interview should be conducted patientlyand with consideration for any nervousness or’
. lack of ease on the part of the worker. . | - B ‘ ,
: CIoslng the Interview v s :
- - . Sunimarize tbe information obtained from the worker, indicatfng,the major duties per- -
. ‘formed. . 'y - e : '
9. C[ose the intervrew ona fr%ndiy note. - o <
iscellaneous Do’s and Don'ts for Anterviews - . I T )
‘. Do not take issue, with the worker’s, statoments;————— - - 7N

‘Do™not show any parfiality to gnevances or conflicts conceming the empioyer-empioyee

‘relations. v .
#Do not-show awy mterest in the-wage ciassmcation of the 1ob . 7 K
- Show pohten%ss and courtesy throughout the intervuew , « . a
o Do not “talk down" to the worker. © - . ' / '
‘e Do-not permit yourself to be influenced by your personai likes and dislikes,

/ %mperSonal Do not 66 critical or attempt ta to. suggest any changes or imgrovements in .
- organization or methods of work.

{V ‘e Talk to workers only after keceivihg the permission of the supervisor. -
. : 4 5o . * ’~,T -

.
- ~ D

)

- . . ~ I —— . ~
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T For further information on verifying an initial listing of task and duty
—— { ~ tatements, you may wish to read Ammerman, Performance Contentand *
.8 Optional Job Training, Volume 3: Identifying Relevant Job.Performance;, and/or
‘ \ Activity Ammerman and Essex, Performance Content for Job Training, Volume 4:
Deriving Pérformance Requirements for Training.

MR T AN .

~ : - .

Conduct a limited-scale verification of an initial listing of task and dugy

statements..If you 'completed Learning Experience lll, you may use the

) partial initial listing you developed at that time. If not, you may use a partial

L * , listing supplied by your resource person or gathered from some other
source.

)]
) Decide on the questions you want to ask about each statement, and
prepare a suitable instrument and directions that wik obtain the type of
. responses desired. Ask your resource person and/or peers who have taken®
. or are taking this module to review this instrument for clarity and accuracy.

’ . " ' ) ¢ » -

Verify the partial listing by mailing the instrument to five‘ﬁr,ospective P
participants, or by interviewing five such workers using the instrument.

)

B}

" After you have verified an initial listing of task and duty statements, use the
Initial Listing Verification Checklist, pp. 51-52, to evaluate your work

» ’ . - A 4 ’
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_INITIAL LISTING VERIFICATION CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that
.. each of the following performance components was not accomplished,
partially.accomplished, or fully accomplished. If, because of special cir-

. cumstances, a performance component was not appllcable or impossible
to executs, place an X in the N/A box.

r

-
.

Name

Date

Resource Person

~»

v

et m—

7

v

°

4

1. The teacfter’determined the.type(s) of information to be collected » )

\D-

including: .
a. task and duty information . ...l el
b. background information on respondents .. . .. S :

. The teacher prepared a draft of the final inventory instrumeht and
had it reviewed by a resource person and/or peers

rlr’clpants were selected consadermg .
their job knowledgé and practital expeﬂence in the occupatlonal
11 - STV AV A TP .-

3.°Pa
" A

representation of different tiusinesses or companies

representation of employers, employees, and trade or lakhor, or- ’
ganizations ..................o..... e RS

v .

q
4. Ifthe observation-interview appraach-was used, speclflc instructions

. were.prepared for use hy observers and/or mtervuewers ........ Voo S

°

5. lfa manl questionnaire was used
a. previously prepared forms were used to facilitate the gathering of
data ... ™

L}

"4
b a listing with specific instructions was provided. ..............
L]
6. When paﬁncnpants were contacted regardmg the analysus they were
Jtold:
a. the purpose(s) of the analysis ........ ................. S

-

b. why they;were selected to\s'e\r“ve as participants

c what they were requested to do

..............................

d. details on when, wheregand how the verficiation activity is to be
conducted

-

LEVEL OF PERFORMANCE

00 O0'gwog Oofd

Y
;Q 13
"’a y
&, "

L
mpm|;

PP
13
-

.

4

0 000> 0 0
‘on-o 0 DO

Y N
T

’

-

’

O B0
~oaf

s O

RN




N
3
. . — e
! ]

7. During the conduct of an observation and/or interview:  «
a. previously prepared forms were used to facnhtate the athering of D

b. observations and interviews were conducted so as to limit inter- D
ference with the work, being performed by thgdfﬁdividuél

. sufficient time was allocated for observations and/or interviews D

. interviews were closed on a friendly note ....... e / D

. adequate notes were taken to be of value

L - P
— duﬂuﬁ' "4 ~

LEVEL OF PERFGRMANCE Allitems.must receive FULL, orN/Aresponses If any item receives a NO, or

PARTIAL response, review the material in the information sheet, Verifying an Initial Listingof Task and
Duty Statements, pp- 30-48, take steps to revnse your initial listing accordmgly, or check with your
resolrce person ippecessary.

¢ -

.
.




You will be reading the informatlon sheet, Analyzmg and Reportlng Task
lnventory Data, pp. 54-63.

You will be analyzmg the data obtained froma hmtted-scale task mventory
mvesttgatlon and reporting the data.z . .

-

.

Kl
- 2
. /

You will be evaluating your competenicy in analyzing and reporzj ng task
inventory data, using the Task Inventory Data Analysus Che)khst p. 65.

-
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Activity For information concern

. task invéntory data, read

”

. /\_
ing the procedures for an zinMrting

the following information shéet:

T

> —

ANALYZING AND REPORTING TASK INVENT@RY DATA

. Once the task mventory data have been col-
lected, they must be analyzed. To begin this pro-
Cess, check the inventory forms for completeness
as they are returned by the participants, observers,
or interviewers. Those that were not properly
completed should be. dlSCarded and_not con-
sudered further.

( To complete the data, you should first tabulate
them. This is accomplished by developing one or
more frequency counts for each statement ver-
ified. For hand tabulating, this might be achieved
by ‘using a blank form similar to the one used
during the data-collection process, or a specially
prepared form. Sample tabulation forms are
shown in Samples-17 and 18. Sometimes data pro-
cessing equipment (e.g., computers) can be used
for tabulating the data if a large amount of data I1s
to be processed.

If additional statements were added by one or
more respondents during the verification process,
the number of individuals who added any one
statement will likely to be very low. Probably the
best wayof handling these statements is toinclude
them in aseparate section of asummary tabulation
form, as shown in Sample 19. If resources permit,

-the added statements should be submitted to the
patticipants for detailed consideration.

-When one or more of the frequency counts have -

been completed, the datashould beputinto aform
which makes them easier to interpret. One way of
doing this is to show thé frequency of occurrence
of the different items by usung atable, abarorline
graph or a frequency curve i

Another ay.to make the data more meaningful

is to convert them into percentages or averages.

. Data 'might be presented as percentages for each

statement, numbers and percentages, of. re-

sponses for each statement, or mean (average)

responses. Examples of these are presented in
Sample 20. -

To 'arrlve at an average or mean for the re-
sponses, a ‘value must be assigned to each scale *
category. Note in item 2 of Sample 20 that. “of
extreme importance” was assigned the value of 4,
“of considerable importance” the value of 3, “of
some importance” 2, ,"of limited importance” 1,
and “of no importance” 0. The assigried value fora
specific category is then multiplied by the number
who resppnded in that category. The totals for the
columns, five in this case, are ther added together.
The gum resulting from this opgration is then di-
vided by the number of respondents to obtain the
average. To obtain the average indicated in item 2, (
the following was computated. )

_Number Value Totals
2 X 4 = 8
» 1 X 3 = 3
. g8 X 2 = 16 7
0 X 1 = 0
a0 0
15 27 '

-~The tot'al obtained, 27, is then divided by the total
_ respondents, 15. As a result of this division, the _
average of 1.8 was obtained.

There are many other ways in which data may be
analyzed and presented.'4 For example, measures -
of central tendency such as the following might be
ysed. 0

e Mean.—Thisi |s the arithmetic average which’

can be obtained as described above. |
o Medlam—Thisis the mid-pointin the distribu-
tion of values of casegy.or the point in a dis-
tribution with an equal number of cases on
each side of it. .

¢ Mode:—The mode is that value in a distribu-
tion which has the Iargest frequency, or oc-
curs most frequently. : s

14, To gain skill in analyzing data, yollmay wish to refer to Mpdule A-3,
Report the Findings of a Commuryty Survey .
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Making,‘the’bata Summary’ -

At this point, a summary of task statements and
responses shoulq be compiled. This summary
should be prepared with the purpose of the analy-
sis in mind. For example, if the intent was to de-

scribe the total occupation, the summary should
be rather deta@d. If the intent was to establish a ,

basis for an ational program for preparing
individuals to enter an occupation, then the sum-
mary shpuld not reflect as detailed a listing of
occupatipnal activities: Rather, it should identify
only thoge activitiess which an individual must be
able to perfqrm to enter the occupation.

The data collected as the result of the ana?'ysns
procedures must now be interpreted. Statements
to be included in the inventory must be identified. If
a detailed list is to be developed‘;“'all statements
identified as bemg relevant should be included. Ifa
limited listing is to be prepared, orfly those state-
merits identified as being relevant to beginning
employees should be included. Or, only those
statements idéntified as being performed by 50
percent or more (or some other arbitrary percen-

tage) of the respondents should be included. Addi-

tional limitations could be imposed by selectmg
some minimum average scale value to bé-used in
identifying the statements to be included (e.g., 1.50
on the importance scale discussed earlier).

In making decisions concerning what state-

ments should or should not be included In the,

summary, caution must always be exercised in in-

tegpreting the data. Examire the table in Sample -

21. Let us assume that the analyst elected to place
emphasis on “frequency of performance¥ in iden-
tifying statements to be included, and selected a

.minimum average val e of 2.50. Would you include

task 2, “edit letters dictated by employer"? Note
that only eight respondents performed this task. If
the 2.50 minimum average,value is the only criter-
|on then it probably should be mcluded

Howevar more realistic crlterla mlght incldde a
minimum average value of 2.50 and a minimum of
50 percent of the respondents indicating they per-
forn} the activity described. In this case, task*2
would not be included. It is suggested that as

" muchof the datacollected as possible be included

in the suromary. However, you should always be
carefil'to explalmand interpret any unusual sntua—

_tions which may be identified.

Once thecriteria for selecting the state_me'nts.are
determined, a format for presenting them must be
identified. The format must be conducive to pre-
senting the type of information which is desired’
Sample formats which can be used are shown m
Samples 22 and 23. R ¢

Remember, this summary listing should gener-

.

ally conform to the statement standards suggested
earlier in this module. In addition, statements may
be added or deleted on the basis of the information

collected. Duty statements ‘might be altered or

consolidated’ Task statements may be listed in al-

phabetical order under the duty statement or be .

ranked on the basis of‘selected data collected dur-
ing the ar:alysis procedure‘s.' . )

:

If the analysis was'originally conceived as deal-
ing with an occupatlonal cluster, it is important
that the activities described earlier in this module
be performed for each occupation identified as
being included in the cluster. Once the summayy of
task statements has been preparéd for each of the

_individual occupations, an effort should be made

to prepare a consoladated summary of task state—
ments which depicts actlvmes involved in thf clus-
ter. °

This ca'n probabjy be best achieved by using a
form similar to that shown in Sample 24. Qnce the
form is completed with-the dCtivities important to
the various occupations |dent|f|ed it is g relatively
simple matter to prepare a summary of;ask state-
ments for the cluster. .

s

Prior to preparing such a final summary, the
completed form should be reviewed to determine
if, indeed, the octupations which were identified
earlier aressimilar enough in the activities required
to warrant being so clustered. If it is determined
that an occupation does not fit, then that occupa-
tion might best be eliminated from the cluster. This
is particularly |mportant ititis antlcmated that the
final summary of analysig components will be used
in developing an instructional program to prepare

‘individuals for working in occupations consudered

to be part of the cluster )
14
Presenting the Findings -

After tabulating, analyzing, and interpreting the
data, the findings should bé presented so as to be
of maximum value to the user. For an analysis such
as the one described in this module, it is important
that the resulfing findirigs be presented in such a

mgnner that they will be usable by persons other
than the analyst.

To be of such value, the report developed as a
result of the analysis procedures should reflect
not only the summary of identified task and duty
statements, but how and why the list was devel-
oped. The report for vocational educators should
containinformatién related to the following topics.

e need for vocational education programs re-

lated to the-occupation in terms of employ-
ment outlook and need for prepared mdavndu-
als to enter the occupation(s)

&

t
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e occupational descnptndn(s)
e summary of the task and duty statements
along with relevant flndlngs .
. & procedures used in developing the mventory,
including the guidelines followed in haking
pertinent decisions as to which statements
were included s

~-

junction with the narrative to graphlcally illustrate
the flndtngs for the reader. .

-«

SAMPLE17 .

'»COLLECTION FORM)

Tables, charts, and graphs should be used in con-. :

¢ . , . :
’ . v,
’ . 9

After the analysis has bee mpleted, you are
ready to proceed with the opment of an in-
structignal program. Using-the summary report,
\partlcularly the summary of task gtatements, you
can formulate relevant objectives and begin the

_ development of instructional materials.

~

SlMULATED DATA TABUl_.ATED USING DATA

ah

: , S

- .

»

Directigns: Ctieck degree of importance for each conipatency to enter thjs occupation-in 1975
as a beginning employee based on your experience. Addmonal spaces are prowded for

‘competencies you may. wish to add and evaluate. . T
. Occupation: Feed Lot Hand . ¢ L
. ‘ ) . -
Vd ¢ _ i "

’ ) pre— - ’ 8 - g pe-g et o’
= F ¢ 3 ¢% .
€ STt -
¢ .o0. 3¢ e a2

- , i B 52 3E 3%
Competencies | w E BE 2E 8%
1. Tendlng cattle.. . . . W jwmwir fu
" a. Bed cattlé shelters, pens, and" trucks = T ETERE .. .
b. Castrate cattle . il M Ll " -
c. Dehorn cattle BT ™ ™1 1 K ..
- d. Mark cattle by uslng paint and.chalk; by j -/
using ear tagsand ear notches C L] tl7 in ™ !
e. Brand cattle. . It ] w1
f. Control mdvement of cattle between the
various pens i MM K
g. Fit and show market cattle o A my o i i
h. Apply medicants by using syringe - ) T Wl
‘ i. Apply medicants in feed and water Y T i " THRE ! .

Al

+ % -~

8

Pl

v

LN

- & . v
15 Form adapted from Gobbo, "Competencies Needed for Employment in Beef Production Enterprises.” p. 116
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v o
A B .4 '
& .
4 . - I 4
" Tasks ' 7 Name of Code Number of Respondents;
- e =i 0 [ ol
s‘ﬂt‘mnz 21818|3|818|8|8|8|8I5|5|5|8]2 .
_Separate garments with’ spots and -
stains” vl |- _ 2
. }.2.1 Apply reagents to spots and stains. L T
before garments-are cleaned ,” wirlel -, + 1 |
"« :>-1 3.|Sprinkle chemital solvents over ' : B
v -~ |~>}stains and pat area with brush or - i
" | sponge until stain is removed P A I T S
Spray steam, water, or airover .- |~ )
-] . |spot to flush,out chbmscals and __ :
', . .| . |dry garments - . Lo ' . 1 Jea
.| 5 |Apply cheinicals to neutralize . "‘-j ! R 4]
-, effect of solvents ¢ ) [ || b . \
s — e - >
. &
b . ) )
- - [ 3 * Y |} .
\ ) N I <
\ o ‘ B - .
® . . ) ‘ . * ;;ﬁ
\ » 4 o ’ S e ~
- e
e . : A
A & ‘ . ,
/ “ %
.« []
? . 0 " ‘
)) v . , W) . - - N
( Y




//

‘18 Trains new personnel in his/her department -
1-4,-Advises the manager pertaining to sales  * § . ;

- JOB NUMBER: 35 . .
SPECIFIC JOB DUTIES

e ey

JDB TITLE SALES MANAGER '8 ' -

. E . - - . *
gg, |28 - CRITICALTASKS .
':,‘ - = 0 . ° v R -
R — >
: — q *+ t > N . k\— -
S|E{S|E|E - ) ., T
1H1p1p1i1 1. Solicifs'income-producing business of all types for the hotel or moteg:
121111 2. Directs prorhotional cotrespondenceé with travel bureaus,‘orgamzatuons. etc.
1]1{1[1][1 ] 3. Obtains information on contemplated conVentnons. ‘social functions, stc.
FAT ] -4 Contacts«conventlon sponsors for their patronage - fe »
112141 5, AttendsmeenngsofsuchgroupsasRotaryCIub and ChamberofCommercefor
» ' developing promotiorial plans for aftracting more pegple into the city or area
‘¥ 1]1{1{1 | 6. Cdntacts executives o national or state-wide business enterprnses to - 1
“obtain their business* .
T[3[7[7{7 ] 7&Contacts local groups to promﬁe facilities for local dances banquets or
‘ luncheons
111{1]1]1 | 9. Furnishes newspapsers with interesting stories or events about the hotel
< to obtain free publicity
111[1]1}1 ] 10. Initiates and promotes avents which contribute to the popularity a,nd
. income of the-hotel gr motel
1/ 1]1]1]2 | 11. Travels outside_ the"cny to promote the hotel or motel. facilities and .
] servi o, s -
| o ‘ e(*)";'ASKS‘. ADDED BY INTERVIEWEES ' N "‘ , '

1. Participates ipn professional associations to keep informed of- changes in the lndustry, new
. techniques and approaches

2 _Establishes sales policies and pr}cedures with the general manager

S

o,

X ‘.’r Helps form plans to promote the hotel’s facilities . R ) R

. 6." Participates actively in local civic and social clubs and groups.. >

r ry

"o ’ ’ ' | . ‘ ! ] B
*“S" indicates the ;ﬁpervisor of the employee whose job was selected for study; “E" indicates

. the employee in the job selectgd for study. ) =

Iy

18 Adaptedfrom Lucy C Crawford, A Competency Panem Approach To Curriculum Construction in Distributive Teacher Education (Blacksburg VA
Department of Education, dol!ege of Arts and Sciences, Vrrgmia Polytechmc Institute, 1967), p 1001
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SAMPLE 21 L, ‘ . -
- N _,5:}3‘ f 3 N . . -
L SRSy , : . . JL
,}3’,"’: ) R N -
I ANALYSIS L N
’ 4,:.-, b Co . , . ' ' ‘ C
. R \\_ . o, ' T M °
. Duty:,Perforining Stenographic Activities . L ¥
N Tgsks . Number - Frequency of Performance— | Average
) : i Performing | not at [seldom| -quite Joften |__very -~|Frequency of._,
! R i , T fal(n) | -(2) |often (3) (4) |often (5) | Performance
1 Compose corre- ,, . 3 I ’
.f'.mé:; spondence . - . 15 10 |* 5 | L . t2s83
2. Edit letters dictated © | I : - - o
‘. _ by employer . . -8 . . 3 4 |1 275
> .8 Operate dictaphone . 25 - Jf 10 12, | 3 1. 2,72
s 4. Operate dictating . - . |
- . ‘machine 25 ; 8 | 7 [0 | 308
5. ‘Operate shorthand ‘ 4 e . A )
‘ -, ~~machine 27— T8 |- 7 |15, 337 B
s .6. Transcribe (type) from F . - ) : .
. dictaphone 25 ‘1 10| 12 | 8 ' 272
7. Type.minutes or r@ports R .
. of meetings ' 8p A Yo | 20 306 .
. . AR . R % +e . . . ‘ - 5 b
r R‘i N 3
_ . . ' ————
f
. ] .
/
/ »
- .
- t
3
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ASKSEERFORMED BY ALTERATION SPECINISTS ARRANGED IN CLUS?‘E[-’!S17 B

RN s .

- .

e

. N4 .
- V
v

Task Clusters e Qeﬂoﬁnance’ Rate of Tasks® ° -
3 (arranged in descending order ., - .. . I
Y of mean frequency soores) ' : :

> 4 ~

' \ N ) '

s

e e 3

ftion’of Fitting Problems x

Analyze ﬁtﬁng ’problems of customer e

xt nt on customer, examining: ) S
 Location and slope of shoulder line T

,.Fit garment‘on customer, examining: ° ' T

< J.ocation of grain lines . . e ‘

VRS Elt ‘garment on c(gtomer, ‘examlmng ‘ ] ' . -

’ «' . Design of garmen . S

: * Maintain grain ling. in fitting .

... i-.Fit garment on customer, examining: ~ - L.
Pasition of darts insbqdice and at elbow .

: “Offer suggestions, when requested, for  ~ .

... desirable alterations sy i

- Fit garment on customer, exammmg o * -

: Position JJf waistline ’

“%=  Fitgarment on customer, examining:
.. : . Length of bodice and sleeve

Fit garment on customer, examining: *
_Ease at bust .

S Fut gatment on customer, examjring: T .

» .+ - ““Méasurement of waistline oA .

- »_ - Mark or pin garment mdlcatmg desired Lo

) <. alterations . -~ .

/B Altgratnons Offefed* ~ '

<" after ghoulder length or slope -
- /Alter length of coat, skigt; dress, s!acks \ .

- iAfterswaist measurement . a \
%t Sew rips and segms. , . v
s Rip stitching without m;unng fabric .- .
* .. Alter length of sleeves in coat, suit, dress ¢
.- ", Change style of suit ' ,
. Performanoe of various hem types -

Taper shits - » e

> B,

®

«

OGOI(DWWW.(DW

,:l »

[N

»

K

TOODT>P>>P>P>

< Cuff trousers.. . - . i .

s

3
- ke

¥

. Y A Indicates a task wt;ich is performed several times a week
perfoitmed meral times a year; D a task which is performed less than once a year; and—a task which Is never done.

PO

[y

17. ldentification of Tasks 1n Home Economics Related Occupations Clothing, Apparel, and Textile Services (Des Moines, 1A Department of Public
~

Instruction, 1974), p ‘26

.
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B atask which lshdo ed several limes a month; C a task whlch is
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SAMPLE 23~

SUMMARY FORM™

-

@

. *  MEAN FREQUENCY FOR FABRIC SPEQIALIST18
,RANK' ITEM TASK L . . MEAN .
, NUMBER- . - j . FREQUENCY
1 - 2 Select approprlate notlons accardmgio fabrichconten‘f ' 3.94
. 2 .. 1 Aid customer in selectior of fabric content for énd use - 3.93
e 8 ‘36  Give customer information about care procedures for - .
SFeT T Ltabrics A 3}9
=~ S 47 -~ 4 Aid customer in selection of mterfacings foreach .
fabric content 3.87
5 34  Aid customer in selecting a fabnc sultable fora s w
. particular pattern ™. 3.74
_ 6 38 Aid customer in selecting a _pattern approprlate fora
g partlcular fabric - . 3.64
7 47 Do housekeeping duties, i.e., dust, sweep 3.9
8 - 3  Aid customer in pattern selectlon for hér figure e A - 3.49
. 9 32  Restock shelves 3.48
10 27 - Do routine office work: answer telephone, take, © v e
messages, file , 3.40
- 11 31 Do routine cleaning of tables and shelves 3.38
12 36 Lay pattems on'fabrics to see if pattern will flt
K a specified afount of fabric =~ - { 3.36 -
13/ 22 Order patteyns o 334 *
14 11 - Stack shelves with potions 3.31 '
15 26  Handle custLomer complamts . 3.14
- -, i
r 4 :,m:( r =
*Descending Order L -
Scale—0 to 4 - v .
V ’
' 18 /dentification of Ta8ks in Home Economics Related Occupations Cloth)hj, Apeare/, and Textile Services, p/84' i
L ‘ - 1
e (\
_ \ LI
- L)
-“4__.%. - }).., ’
ol - B A
N ) - _ i . Q- “
\ -
1
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N
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A,
STER ACTIVITY LISTING™® * e |

" T e L . % 4
Sarg . ’ .- ,, )
Occupations ~ / h
miN@|@ | e|®]mn]e]e]|to G
' [~ . A T I B - T
M e : = * ) b
+ ) l il 1o S , .
T .”U) - - - - ’ . s .
e je et - - '
| =4 [= [ 0 -
d |lax100|8-0l85 .
27122 185185888 R : -
giing " | &l - PR e )
',Qwer “Trains B I U A R | .
:1. Adjust external shift, . : Ay e -
2. linkage or manual o ! ‘
- transmissions ) _ i A b
~ Adjust mechanical S - ' “f
 typé clutch i ‘
.’; Analyze and repair v . “ 4 4 S
ctrical control : . ) . . P
uit and components . ¢ e
o for overdrive units . . _ — - [ s B
4, Balance drive shaft T |- .
(in»car) i R L b
Ihspect shifting . . )
6. Inspect drive shaft .- .
. \\‘) P . - — - . T M

. °
19. Duty, tasks and occupations ad'apted from Borcher and Leiter, Automotive Mechanics Occugat:onal Performance Survey, 'p 44 asd s ; .
/ <
- "( ‘
¢ -
. . ) . R .
- L] . . ’
. — L ) . -
. ° ® . ’
- . ’ ~
~ . - . Ot
. \ . - °
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‘ _ {
Prepare a task inventory summary report using the data you collected in ,

, Learning Experience’IV. If you did not collect data for verifying the task {
statements in an occupational analysis in Learning Experience IV, you will ‘
need to ask your resource person for sample inventory data that you can’ |

use for this purpose. You may wish to work with a peer who has collected ‘

|

such data and is also ready to prepare a summary.
| 8 N -

0 ' €

¢ , | S ., 4;.. '('. -

After you have prepared a task inventory sumgnary report, use the Task

e

Inventory Data Analysis Checklist, p..65, to evaluate your work———=——

~
/

. ~N -
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TASK INVENTORY DATA ANALYSIS CHECKLIST : T«

>

Directions: Place an X'in the NO, PARTIAL, or FULL box to indicate that Me™ ’

_each of the folowing performance components was not accomplished, .
partially accomplished, or.fully accomplished. If, because of special .cir- 0ate g

cumstances, a performance component was not applicableYor impossible .
to execute, place an X in the N/Abox. ~ T

o Resourcg Person

—

PR

® . JLEVEL OF PERFORMANCE
, . ) . ’ v
‘ @ * .
- N / % -
* Y
T & ¥
B A Ay A '
/ ‘ .‘ td
L4 - P

1. Data from usable forms were tabulagted using appropriate proce- - ’
dures ...t e L P D D D -

2. Tabulated dfata were presented in forms-to make them easily inter- R
preted (e.g., percentages, measures of central tendéncy, and mea- N
sures of variability . .. ............ O D [:l E—_I : voo

3. Realistic criteria were estéb‘l'ished and utilized“for selecting st‘ate- .
ments to be included in the final gummary ........... P - D D D . D

4. A final summary report was prepared in which the follox;ving topics i
were distussed: ’ ) ) ‘ .

a. need for_vocational education programs related to this occulpa- e

tion .in terms of the employment outlook and of the need for
prepared individyals to enter the occupation ..... e

O og-g- .7
. b. oqéupationdescriptlon ...... ~. ........... D DD D .ﬁ .Kv;
“ OO0 o
L]

~

c. summary of task and duty statements along with relevant findings

d. procedurés used in developing the inventory, including the , .
guidelines followed in making pertinent decisions as to which D D D

‘\sta‘tementsweremcludgd.........................:,..,. ..... - ' ‘
. - . . v - . ) ..

o~ ‘ I N : ,
LEVELOF I_’ERf‘-Y)RMANCE: All items must receive:FULL, or N/Aresponses. If any item receives aNO,or
PARTIAL résponse, review the material in the information sheet, Analyzing and RepoMing Task Inventory 5  «
Data, pp. %—63, revise your datasummary accordingly, or check with your resource person if necessary

0

<% ’ < LS -4 \
/\, . R
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Learning Expetience V

" FINAL EXPERIENCE

~ ~ N

T—_ . L 4

b ..
While worktog in an actual school situation,” conduct an occupational
. analysis. ' ~

1

Terminal
Objective

N

. -

N S ‘ : - .
\( ¢ At atime when your program planning, development, and/or eyaluation
el e calls for the identification of the skills needed for success in an occupa-

tion(s), conduct an occupational analysis. This will include— ,
e defining the scope of your analysis by preparing an occupational
description - R .
e, preparing an initiai listing af duty and taskstatements for the occupa-
tion - ’ :
o verifying.the initial listing of duty and task statements
o analyzing and reporting pe task inventory data

NOTE: As you complete each of the above activities, document your.
J actions (in writing, on tape{ through a log) for assessment purposes.

<
-

Argange in advance to have your resource person.review your documenta-
tiomand observe at least one instance in which you are verifying the duty .
and task statements. ’ .

Your total comp‘etencywill be assessed by your resource person, using the
Teacher Performance Assessment Form, pp. 69-71. N

-

Based ‘'upon the criteria specified in this assessment instrument, your
resource person will determine whether you are competent in conducting .
an occupational analysis. ) . : ;

. . : . -
“For a definition of "actual school situation, ' see the inside back cover




-
. : . A N
‘ - <
~
. .
| . : .
- ., . . . -
~
. r~
° Y -
N . - L
R ' . = . .
3 > O l ES
. N .
.
. o - -
@
b ! - -
’ - 4 ,' . . F
. “ . . 4
. A .
. -t , . B
i, N R . ;
.
. . ’
C .
N . R 4 -
. . f .
. $ M ¢ 5t
. - ‘ . R #
LN — . .
N . . .o

4 N P
. \
. [
v - <. .
o
. ’ o
.
‘ - -
- - r - —
. - o v )
: .% i - N4 D ) - :
B v . -. * ‘
. . « |
. . el .
. " a -
-~ . , . > . <
‘ . \
= .
13
e -
- . - ¢ 4 ’ . a\h * ,
. ’ - 1
e, B -
. * . ‘ \ . |
) \
- , ) \ |
= = T
. . , . . L ..
. v - N . . .
" .
% . ' . |
G . S
el . S . b
Jos R, . - ’
7 .
a . - . .
. X
. . ° i ’ . ¢
o - » . °
L - * ’ K .
o . . |
= - . , ‘
<
v |
e - . ' .
. : - |
/ . -
’ o
o A ‘
. v 0
. |
“ “
. - — : ‘
. . @
‘ \ .
- = T
PR ‘2 \
- " *
. - . -
<
T - - —— ’
~ v -
*
. .
B N B

ERIC CURE , |

Aruitoxt provided by Eic: . . .




.= . | //”)
TEACHER PERFORMANCE ASSESSMENT FORM K)

Conduct an Occupational Analysis (A-7)

-
Name

. Directions: Indicate the level of the teacher’s accomplishment by placing )
an X inthe appropriate box under the LEVEL OF PERFORMANCE heading.+ Date .

. |If, because of special circumstances, a performance comiponent was not °
appllcable or impossible to execute, place an X in the N/A box. Resource Person )
. . LEVEL OF PERFORMANCE ,

.

1.

2. prepared a complete occupatjonal description for each
- occupation involved ....... Q ..................... D D D D L—_l P
3. consulted standard authoritative sources of data in de-
veloping the occupationak descriptions.. . D D D D L—_l ‘
In developing the initial Iistmg)f duty and tagk statements,
the teachet: \
4, consulted several appropniate sources of information . D D D [:l D
5. included enqugh task statements to adequately describe '
theoccupation - ....... ... .. ...h0 Lol D D D D D
. 6. includedboth supervisory and work expen,encta activities x
in the duty statements .......... e . D D D D D
Task statements in the initial inventory:
7. differentiated between workers at cLﬁerent occupations 5
and levels . ......~ e e NGy e S
A . . 3 (‘2;5\2) .
0 2 F R
8. were stated briefly and clearly ....... . .. T L8 :»’{;“z%
‘ . * o =Y i

- o
10.

hR A

12.

In deffning the scope of‘the analysis, the teacher:

.
El
rd

con§idered community, student, and resource factors in
selecting an occupationat cluster ................ . .

.

used the terminology of the occupation ....:. ..

were ratable in terms of time spent'and other factors .

did not include non-task items

were written in accepted format

.

[ S

0onooo

00 -000000
-0On: 0OoOopod

The inihal task statement~llstmg \C .
13. was reviewed by workers and/or superws rs of workers ® B .
from the occupatlonal area.........t N o D D od -
14. was revised following the review, if necessary ..... [ﬁ D . . .
= , v
. . 72 “




o
B o
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7/

The revised version of the initial listing:

15. was reviewed by workers from the occupation to indicate
their comprehension of each statement and their under-
standing of the directions . ................... I

16. allowed for appropriate information on the workers'
backgrounds and personal records to be recorded .

Participants in the verification process were selected in

relation to: -

17. their knowledge and expenence in the occupatlonal
area. .......... .... eeereeei i T e

18. their representation of the appropriate occupational
groups .. ..... e e e e e

19. available resources for the project ........ ..........

In'verifying the statements, the teacher:

20. developed detailed proceduresr to be used..... P

21. gave mterwewers special training |f an &)servatlon or
_interview procedure wasselected . ................ ..

22. prepared sufficient numbers_of copies of the final ;nven-
tory for participants apd follow-up ... .. [EERCERRCIRES

23. gave potentlaL partncupant; adequate information on the -
purposes and’ tequnr.ements of the verufncatnop process

24. prepared forms to be used fo gather data during the
observation or interview P

In analyzing the data, the teacher
25. tabulated data using appropriate procedures .........

26. prepared dataina manner deslgned to make them easy
to mterpret ............... B I

27. used realistic tnteria for selecting task statements to be
included in the final BSUNG © .o i e

*
~
o

-

A
°°

Q ]
g < ~ o
F & &L & f

ooooog

000000

D DDD DD
] DDD [s]=

ik DDD DD"

- 0.000 00
DDDDDD
0o0oooo
DDDDD--
0 000,00
oD boooo
0000 oo

0ooood
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Afinal a’nalysis report was prepared, including the following

sections:

28. need for the vocational education program of concern
! i

L]
29. occupation descrip'tion(s) ....... e P - D .
[

30. inventory of analysig components .... .. . .......

- O
31. related data and findings.. ... .. ..iceoooo D D @
32. procIedeesandc;'iteria usédindeveloping'themventory D D D D D;

!

r-
-

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT respon'ses. If.any item
receives a NONE, POOR, or FAIR response, the teacher and resource person shoujd meet to determine
what additional activites the teacher needs to complete in order to reach competency in the weak

v - 3

- area(s). .

1

-
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E

, pertence within @ module If you.already have t
* needed to “complete it. Therefore, before taking any

ABOUT USING THE CENTER S PBT
. MODULES B
-‘ S~ —

Organization &

Each module is designed to help you gain competency
in a particular skill area considered important tq teach-
ing ‘success. Amodule 1s made up of a series of learning
experiences, some providing background information,
some providing practice expetiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning experience. The final experience
in each module always requires you to demonstrate the
skill 1h an actual school sitdation when you arean intern,
a student teacher, or an inservice teacher

Progedures .

Modules are designed to allow you to individualize your
teachereducation program. You need to take only those
modules covering skills which you do not already pos-
sess. Srmrlérly, you need not complete any learn}r’? ex-

skill

module, you should carefully review (1) the Introduction,
() the Objectives listed on p 4, {3) the Overviews pre- -
ceding each learning experience, and (4) the Final Ex-
perence. After comparing your present needs and com-
petencies with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions:
e that you do not have the competencres indicated,
and should complete the entire module
e that you are competent in one or more of the en-
abhng objectives leading to the final learning ex-
perience, and thug can omit that (those) learning
experience(s)
 that you are already competent in this area. and
ready to complete the final Iearmng experience 1n
order to "test out”
e that the module i1s |nappropr|ate to your needs at
this time
When you are ready fo take the final learning experrence
and have access to an actual school situation, make the
necessary arrangements with your resource person If
you do not complete the final experience successfully.
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities

. suggested by yourresource person before attempting to

ik
repeat the final experience.

Option$ for recycling are also available n each of the
earning experiences preceding the final experence
Any time you do not meet the minimum level of perfor-
mance required to meet an objective, you arid your re-
source person may meet to seléct activities to help you
reach competency. This could involve (1) COmpletmg
parts of the module previously skipped. (2) repeatmg
activities, (3) reading supplenientary resources or com-
pleting additional actrvrtres suggested by the resource
person; (4) designing your own learning experience, of
(5) completing some other activity suggested by you or
your resource person,

-

7

Q . N

o, >

RIC

Aruitoxt provided by Eic:

Termir;ology .

Actual School Situation .refers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students in
a real school. An intern, a student teacher, or%an in-
service teacher would be functioning in an actual school
situation. If you do not have access to an actual school
situation when you are taking the module, you can com-
plete thé module up to the final learning experience You
would then do the final learning-experience later; 1e,
when you have access to a? actual school situation
Alternate Activity or Feedback . .. refers'to an item or
feedback dewvice which may subsmute for requlred
items which, due to special circumstances, you are un-’
able to complete.

Occupational Specialty refers to a specific area of

preparation within a vocational service area (e g. the

%ervice area Trade and Industrial Education includes
occupational specialties\ such as automobie me-

chanics, welding, and electricity). .o
Optional Activity or Feedback refers to-an itém
which 1s not required, but which i1s designed to supple-
ment and enrich the required items in alearning experi-
ence

Resource Person

administrator, supervisor, or cooperating’supervisin
classroom teacher who 1s guiding you in taking this
module.

Student .
receiving rnstructron In a secondary or post secondary
educational institution

Vocational Service Area refersto amajor vogatlonal
field agricultural ed ucation, business and office educa-
tion, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-
cation, technical education, ortrade and industrial edu-
cation

You or the Teacher refers to the person who.rs tak-
ing the module. "

Levels of Performance for Final Assessment

N/A .. The criterion was not met because it was not
applicable to the situation

None . .“No attempt was made to meet thé criterion,
although 1t was relevant

Poor The teacher is unable to perform this skifi or
has only very limited ability to perform it

Fair The teacheris unable to perform this skill in an
acceptable manner, but has some ability to perform it
Good - The teacher is able to perform this skill in an”
effective manner.

Excellent . Theteacherisableto perform thrs skiflina
very ‘effective manner. - .

.

3

anp———

% v

refers to the person in charge of,
your educational program, the professor, |nstruct<P

. refers 1o the person who Is enrolled and’
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Performance-Based Teacher Education-Modules: -
L ————— — ?

Category A: Program Planning, Development, and Evaluation E-5 _ Provide for Student Safety”
A-1  Prepare for a Community Surve E~«6  Provide for the First Aid Needs of Students
A-2 Cor'\?uct a Oommunity é‘{,my Y . E-7  Assist Students in Developing Self-Discipline ‘ ¢
A-3  Report the Findings of a Community Survey E-8 Organize the Vocational Laboratory ’
A-4  Organize an 00ccupat|onal Advisory Committee E-9  Manage the Vocationg} Laboratory A
A-5 Maintain an Octupationa! Advisory Committee c - G
! a : ategory F: Guidsnce )
::g CODe nd"'ﬁ& Fxgg&gﬁ'ﬁ;ﬁ"ﬁnggxmw F-1  Gather Studenwata Using Formdl Data-Collection Techniques
A-8 Develop a Course of Study - . , ¢ F-2 Gather Student Data Through Personal Contacts -
A-9 Develop Long-Range Program Plans . F-3 Use Conferences to Help Meet Student Needs »
A-10 Conduct a Studentg:ollowu Study F-4 Provide Information on Educational and Career,Opponunmes
A-11  Evaluate Your Vocational Prc?gram ! F-5  Assist Students inApplying for Employm,gnt or Further Education
Category B: instructional Planning o Category G: Schook Communlty Relations
B-1  Detérmine Needs and Interests of Students G-1  Develop a School-CommunityRelations'Plan for Your Vocational
' Deve Program
. gg Deve:gg gtﬂgftnc:fﬁzgt?u"g:gﬁe Objectivest G-2 Glve Presentations to Promote Your Vocational Program
B-4 Develop a Lesson Plan G-3  Develop Brochures to Promote Your Vocationa! Program
B-5 Select Student Instructional Matenials G-4  Prepare Displays to Promote Your Vocational Program
. Prepare Teacher-Made Instructional Materals G-5 Pr;pare News Releases and Articles Concerning Your Vocational
. rogram )
ategory C: Instructional Execution G-6  Arrange fowYelevision and Radio Presentations Concgérning Your
1 Direct Fietd Trips Vocational Program ey
C-2 Conduct Group Discussions. Panel Discussions, and ‘ G-7  Conduct an Open House @“
Symposiums R G-8  Work with Members of the Community ¥ 4
C-3 Employ Brainstorming, Buzz Group, and Question Box G-9  Work with State and Local Educators  *
Techniques G-10 Odl\naln Feedback about Your Vocational Program
C-4 Direct Students in instructing Other Students at : Sjudent Vi 0 -
C-5 Employ Simutation Techniques ﬁ 1‘9‘“”'\' '9“ P" OCli:,Ohnlll Nlnéuﬂon Studont v
C-6 Guide Student Study - Deveowg&:at;r::nal losophy ont udent Vocational
C-7  Direct Student Laboratory Experience . .’ ¥ -
: y H-2  Establish a Student Vocational Otganization
gg gmﬁ:ﬂeg:g':é: &2’5:23 Problem-Solving Techniques H-3 Prepare Student Vocational Organization Members for
C-10 Introduce a Lesson . Leadership Roles -
C-11 Summarize a Lesson H-4  Assist Student Vocational Organization Members in Developing
Employ Oral Questioning Techniques and Financing a Yearly Program of Activities
C-13 Employ Reinforcement Techniques :tg Supervise Activities®of the Student Vocational Organization

C-14

Provide Instruction for Slower and More Capable Leamners

C-15 * Present an Illustrated Talk

C-18
c-18

€-19

. C-20

C-21

: C-22

c-23
C-24
*C-25
C-26

- C-27
. C-28
cr29

‘Category D: instructional-Evaiuation
D-1 ‘“Establigsh Stydent Performance Criteria

D-2
D-3
p-4

. b5’

Category E: Instructional Management

E-1
E-2
E-3
? E-4

Demonstrate a Manipulative Skt

“C-17---Demortstsate a Concept or Principle

Individualize Instruction

Employ the Team Teaching Approach- . -

Use Subjecf Matter Experts to Present Information

Prepare Bulletin Boards and Exhibits a
Prssent Information with Modefs, Real Objects, and Flannel

Boards o r
Present Information with Overhead and Opaque Matenals
Pfesent Information with Filmstrips and Shdes
Present Information with Films °
+Present Information with Audio Recordings * !
resent Information with Televised and Vldeotapgg Matenals
Employ Programmed Instruction.
Present Informatien with the Chalkboard and Flip ChEn B

!

Assess Sfudent Performance: Knowledge
Assess Student Performance Attitudes .
Assess Student Performance Skills
Determine Student Grades

Evaluate Your Instructional Effectiveness

Project Instructional Resource Noe? .
Manage Your Budgeting and Reporting Responsibilities
Armange for Improvement of Your Vocational Facuities
Maintain a Filing System - Q

. N

A

iy
A

v

Guide Participation in Student Vocatno?al Organization Contests

Category I: Professional Role and Development

-1
-2
-3
-4
-5 -
-6+
-7
1-8

Keep Up-to-Date Professionally

Serve Your Teaching Profession =

Develop an Agtive Personal Philosophy of Education
Serve the Schyl-and Community

Obtain a Suitablp Teaching Position

Provide Laboratory Experrences for Prospective Teachers
Plan the Studentsaching Experience

Supervise Student Teachers

1.

Category J: Coordination.of Cooperative Education

J-1  Establish Guidelines for Your Cooperativeyocational Prograg
J-2  Manage the Attendance, Transfers, and Telgunations of Co-Op
Students .- . {

J-3,  Enroll Students in Your Co-Op Program { i % «

J-4" 7Sacure Training Stations for Your Coi0p S

J-5  Place Co-Op Students on the Job = AT

J-6  Develop the Training Ability o} On-thexJab I'ns&.’*tors

J-7  Coordindte On-the-Job 1 A - -

J-8  Evaluate*Co-Op Studehts€XW y nce ,

J-9  Prepare for Students’ Relate@instru W ' -

J-10 Supervise an Empleyef-Employee Appregua)ttonﬁvent -

RELATED PUBLICATIONRS

Student Guide to Using Pérformance-Based Teacher Education
Materlals ’

Resource Person Guide to Using Performance-Based Teacher
Education Matenals . .
Guide to the Implementhtion of Pedormanc&Ba};ﬂ Teacher Eduggation

Ay

Q
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For information regarding &Ilablmy'and prices of thesa materials contact—

B - : AAVIM

American Association for Vocational Instructional Materials -
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‘ 120 Engineering Ceter e Athens, Georgia 30602 e (404) 542-2586 - .
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