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ABSTRACT o . )

Objectives of Pro;ect HAVE (Homemaklng and VOlun+eer
Expetlence) Skills are to develop, valldate, and- field test.
“educational glanning and experiential evaluatlon materials whlch'can

be used by wcmers counselers, and employers in assessing the skills u-"

‘which women have acquired from their volunteer work azd homemaklng

‘experience. Frogress to date ‘has involved establishment of an : “*’,

qt

" advisory committee and: valzdatlon panels, develcpment of thlrty thrEevj

© "I Canp" competency lists (e.g., child caretaker, benefit sales
worker, consumer‘rights specialist, fund raiser), validation of t&"
“liste (524 itenms) by 122 wonén and 56 employers, factor analyseé of
the lists tc¢ Tevise and* cluster skills, and draftlngbof the flrst#
: three chapters of a workbock to help women identify the L
- .job-relevant skills and match them to those in .paid ]Ob SkLllo
'clusters will be related to ﬁobs and gob fam*lies on the bas;s of .

. employer data, job. literature analysis, and.:data to "be collected from

100 employment and career counselors. The re aipning- two sectlcns of

the wcrkbcck .have been outlined. Most of the report consists,of -

-~ dppendixes: datd summaries on the skill lists, correlation tablesP
_ final draft of competency liste , and draft ‘of the first three

- workbook sections: introduct*on, overview and general- discussion of
questions asked by women returning to paid work, and exerclses to
‘rev1ew experience and *dentlfy skills. lJT)
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-Interim Report . .-

Furtherlng the Recognltlon of Job—Relevant Skllls
Whlch Women Acqulre from Their Volunteer Work and Homemaklng Experlences
51

e Ruth B. Ekstrom, Gita Wilder and Frieda Hardy
Educatlonal Testlng Service -

L4 . . ) »
T

As stated in'theforiginal grant application, the purpose of this

B (9
;" B hproject is to develop, validate, and field test educational planning’
- and experiential evaluation materials which can_be,used'by Wwomen,

', counselors, and employers in assessing the skills-which women have ac-

B quired,fromltheir volunteer work and homemaking experiences. " This .

e

interim report summarizes progress to date. -
. Progress to Date
) The'project staff began work by designing a project descriptlon
) brochure, The purpose of the brochure_is to helphus locate individuals
who cap.serve as yalldatorsffor‘the_competency'lists and matrix or.who
can take partdin the field testing of the workbooks. ' In early November

1978 approximately 1000 .copies of the” brochure were mailed to women's

Centers, counseling centers, educators, 'and employers. As of October 31,

1979 over 600 responses had been received. : A copy of the brochure and

t the letter'sent to all respondents is shown in Appendix A. .
f”' ;.As canfbe;seenlfrom the brochure,ythemproject has been:retitled;
} 'Project hAVEllHomemahing And Volunteer ﬁ#perience) Skills." ¢ ‘ael - ¥
t at th1s t1tle with 1ts catchy acronym, whlch was suggestcn iz
prlject s administrative secretary, Irene Smlth emphas;zs B st
rea‘lness of reentry woilen. E _ N
o A AUg2 5 13
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The next actiVity was to recruit indiv1duals to serve on the project

N -

adv1sory committee.. After consultation with our project officer, Doris

Shakin, our original list of invitees was slightly‘modifiéd fo provide

M \ -
LT - - .

somewhat greater divers1ty in the types of indiVidual contacts. ;Letters-
. ]

. of inv1tationvwere sent:to: winifred?C;fBorden,_Goucher pollege; Laura_
iLee GeraéhtYi-Minnesota Governor's—Officerog‘volynteer Services;;Felice N. .
- Schwart?,/Catalyst:hMarilynLWiener, Northeastern 6niversity;.Lourdes 1 )
o Y ' Y R . SR A
Yo Miranda—King,/ﬁ{fMiranda and Associates,_Ian;:Eloriafscott, Clark College;
"Tishléommers, Alliance for Displaced Homemahers; Joseph J. Ouaranta,.Ohio.
state Univers1ty,1and Alex P ‘Kassel, New Jersey oepartment of Labor and :,
Industry.. All but Schwartz were able to serve. ivickijw. Kramer,,Options

o .

)

for Women,/was asked-to serve as an"alternate.for Schwartz., Sommers_resigned

.

. from the committee, because of illness, in the summer of 1979. Herta Loeser,.
) . ' . Q—‘ A
Civic Center and Clearing House, Inc., Boston, Massachusefts, joined the

committee.toureplace Sommers. Copies of the letter of inv1tation, letter ‘

K

of acknowledgement, and the final 1lSt of the PrOJect HAVE Skills Adv1sory M

Committee members are.given in Appendix B,'

- 2

f/J . The project-staff.next began work on the "I Can" competency.lists._v
/‘ - We concluded that*our;original plan of spending'time trying to sepafate
- out the job?relevant'competencies in the "I Can" lists (which were de-

g .veloped'to identify academically accreditable competencies) ‘was inappropriate
because we would be pre-guessing information which we could better learn

. . P . ) . . . . .

'from our validation;Sessions withvemployers._ We-did,,however, rc--iew:

T .

these lists for the purpose of adding additional areas and comr : zies
o which would ‘be- job-relevant but vl might‘not be academical = <
/ ' vThe major additions were,to th . s of competencieshderive"

El{lC. . S e

Aruitoxt provided by Eic:
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homemak;ng experlence.v .These addltlons ﬁe?e fac111tated by the occupa-‘é

s ’ ;e ! ..

N o - ' tlonal ana1ys1s of" homemaklng recently completedvby Avt a1d Lew1s (1978)

‘Ihe most major rev1s1on lnvolved the 1Lst of competencves for Home Des1gner o

and Malnta;ner. Thls 11st was d1v1ded 1nto SEparate list for Home Designer
- . i+ ) ¢ B

L and Home Maiﬁtenance Technicianff'” wf"';w R ) ! o T
. ) . . L. ke - - ‘ Lo - - Cee 7 o . o c L4

~ - -

LT BN - e P .
B Ea - ‘.

- ' A 17 L Y S e e SN v ]
. ‘Following the revision of the exlstlng_llsts,'wedbegan work on develop- -
. ing nmew "I Can"icomPEtency'1ists,for*other areas pf volunteer-and'homemaking.4
o . .- K . . . . . . . -
'The~proeéss,involved*obtaining written'materlals about each,area.and/or .

9

»

B ho1d1ng intervi Q w;th 1nd1%Jdua1s 1nvolved iﬁ the area. 'The finaljdraft-L
of 33 "1 Can" competencg 1rsts ‘is- 1nc1uded.as Appendlx C. The'topicsf

.‘; . covered by these 1ls;syare-. Homemaker ;;‘?n;mal Care-épeclallst Chef/Cook

. Chlld Caretaker‘ Cldthlng'andm;é;trie Spec1allst Homeﬂ;éslgner; Home-ﬁ |

T e . ':'

,

. X -
Hortlculturlst Home Malntenance Techn1c1an, Home Nutfltlonlst Manager of

A iy

Home Finances, Prov1der of Home Health Care, and Vohunteer - Admlnlstrator/ -

. o~ o
SN . ~ . o , ) . o \

.

. .
hk: ‘ P R

Spec1allst- Copsume%’Raghts Spec1a11st Counselor- Emergency Medlcal S .y

,,; kN

T@chnmgaan, Flnanc1al Manager~ Eund Ralser, Group Leader for a Serv1ng ‘ “p

. LT ;} ’ N . * -
(s AR Cos o o~ e - R

. Organlzat;on,,Hearth/Mental Health Caré Instltutlon Volunteer~ Legal nghts "
-3l : ‘k‘(. '
L Sp 01a113t, ygbrary Asslstant Museum Staff Ass1stant/(Docent) Personnel

.,. . . ,,. ,';( . i

P

. “-’J"r . . e . .'-v
e v

- ‘,.g“ Commun1cato§ Recreatlon Worker,AResearcher, Tralner- Tutor/Teacher s Alde-

. . ?1“‘, -
N .'.and Youth Group Leaden. The draft 11sts and the lan for thelr vallda-

[

1

* s

tlon were rev1ewed by the Project HAVE Skllls Adv1sory Commlttee at thelr

. . .
A\.n /, Py

February 1 29 1579’ meetlng.' The commltfee gave general approval.to the s P

” & .

content of. the 11sts and sUggested other argas for additional 11sts.g'
e 1 .
>, . . 3. . . |

The progect staff next undértook the valld

et

‘ion of the ceompetency - .

‘

1istsz This valldatlon was done by two panel of judges" (ii homemakers r

. ! : : Ve N ;o
. . . . e . . : Lo N '
_ . ‘ : PR s \
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S .- and.volunteers, anF.(Z)iemployers and their hiring agents,  such as, company
) - . S . Y o .
L. Le . personnél 'officfers. . . -~ . . . . : s
- L ) r. ‘t ’

>

_, Jif__ The PrOJect HAVE Skills Advasory Committee pOinted out the great

breadth of the competency 11sts and the difficulty 1nherent in asking
/ .
- uL' !
. “women to judge how frequently other women engage 1n & given work act1v1ty.
'Alvﬂs a consequence, the competency 11sts were reViewed and reduced to 524 1tems

O ";c@ for better data handllng and matrix- development However, we still plan

e .

'to prbv1de the completerlists ;n the worgbooks for/gounselimg\aids.‘.

- . .

' The: validation panels were. selected to represent a range of demographic -

-

. Lo : characterlstics.r For the panel of women and homemakers the characteristics

include:v race, ethnic origin, soc1oeconom1c status, region of the country,

v?i' and ural/urban location. The employer validator panels weree being’ selected
| “’S ,

to 1nclude a range of bus1nesses and industries in both the publlC and

. gprivate sector,‘bus1nesses of d1fferent s1zes, and bus19esses in all parts
of the country. a P ' o S b
~. . The same set'of 524 items, grouped intd,related activitiesfinvolving

animal care; clerical ‘work; communication; community resources and services;

<

consumer economics;. counseling and interpersonal skills; design and esthetiés;

) ) '.. . .. . ‘ .‘ . ) . Y
emergency care and crisis 1nterVention; financial work, marketing, and sales;

’food preparation and nutrition, fund raising; health care and child care;

hort@gulture, legal work management :nd administration; physical and»fj;4j~**;
o ' : .
mechanical»work;:problem solw ; -ch and library work; £nd teaching,
training, andttutoring, wers z.imimiszar -. to both the panel of homemakers
" " and the panel of emplowers. Tha" ==n -mzre asked to rate each_item on a
. I oo - 3 . . » )
’ - scale 'to indicate the Zrec.ier ~ woioh th%y did each activity (3 =
'freQuently'or reqularly to I The -employers rated each item on
. ‘ ’ o .
its job-relevhnce (3 = d 10 ma: “ois to®0 = not job-relevant). The L
’ e . . to 3 ’ ."‘ _ N "'" ) - o . ¢
. o 1 - . ‘
(4 . 7 »
. » . # " i
. P . . *»1 '
O . ’ -, “

: . . . . . ~ .
Full Tt Provided by ERIC. N
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Aruitoxt provided by Eic:

. . - . / ,”l.l .
questionnalres. Table 1'fhows the data summary for/these two questlonnaires._

remplOyers also prov1ded, for each sk111 rated as Job—relevantéjthe name -

_of an oCcupation that requlres th1s sk111 ' ; ”)r .

s . - S

one‘hundred twenty—two women»and 56 employers”responded to these two
This data was reviewed w1th the Adv1sory Commlttee at the August meetlng, a
c0py was alSo prov1ded for the WEEA project offlcer, Doris Shakin. Tables 2
and 3—prpv1§e-the demographic3characteristics o£7ﬁhe two panels. As-can be

seen. the Women are more hlghly educated than the natlonal average. Also,

the " respondents from the northeast were d1sproportlonglly represented _The

'respondents d1d not include any Hlspanlc or Asian Amerlcan women; an attempt

to locate HlSpanic‘respondents was‘unsucceSSful because the groups contacted
. - . N . . / B . ) ‘. R .

felt that <%0 much reading was-required'tojanswer the questipnnaire. This

“heavy reading 1oad_probably(also'contributed to the educational level bias

" among t": “Cmen reg--ndents. - A future project should-attempt to deelc:

'

matériaLg that -7 more pictorial and nonreading\versions of'this‘prcpf;:
- . that wo—d be 2oah o by:women.forﬂwhom English‘is not the native 1angua:,
: and/or CWorm i - _imited education and 1ow_1iteracyf
Th: em: jv. 21 was also disproportionalli werchted toward the
ncréhea't. TS .zeseﬁrespondents represented sefyices‘and manufact:””zq.’
Clerical g ‘E vhe i1l group ratedjas havingdthe mdst;job-releyance,

' receivi*e .z ratinc of 2.4 on the 3 point scale, Other highly rated -
areas W3T: . Tmmant (;.9),.commun1catlons (1.7), problem solv1ng (1 7)

- and £ipancis U - (1.6).'.The 1owest rated areas were anlmal care (0. 8),
consumer'éccn; -~ (0.8, deslgn_(0;9),'and‘horticulture (0.9). Ihese
emplOyP; ratin" combir.2d with the relatively high interoorrelations
kTable 5) ;ﬁonf e skillyareas, confirm;our hypothesis Ehat'many of'womenis

nonmarket skil: - tend to be perceived.intan_undifferentiated and sex-stereotyped -
: ' P . : : , :
way-and that tr - are Vviewed as having limited job-relevance.

.

¢ 4 Ty
. 4

<o -
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.and 1ega1 (0. 7) areas. L o C o ' ,

. o i r g .. . v
. . : 6 , . S ..

. - - 2

The women, in contrast, show cons1derably more d1fferent1atlon among .
i

the act1v1ty areas, as can be seen from Tahle 4 The area of most frequent

v

participation was consumer'economics'(2.4)- Other hlghly ;ated areas were

.

food preparation (2 3), health care (2. 1), and clerlcal work (2.0). The

women respondents had the 1OWest partlclpatlon in the animal care (0 5)

In order to obtain a better understanding of tr. structure ¢z hcine-

making and volunteer work skillsf as perceiVed.by the vors: and eaplover

respondents, a factor analys1s of each acthlty grov  wa: uvat.a o

'number of fac*::s for each area was based on roo- nar o Lr 7 . . cne.
. ! T . .
';Factors wer: - oconally rotated-by varimax. Trzze ne .yses, & .7 1 in
e > o o : )

. Table Tam :z: the diZferent perceptions cf ths ¢ _ills =i

alrs: - bes- ¥ =2d by zhe intercdrrelations. -Tha wcr2n Had ¢ ¢

N « . . . JJ. B

comp.2r © - ~7 sniuimal care; community resources:  consumeT =2CONOr =g

o oo Lam . emergency and crisis intervention; financizl sa. 3,

.',' - ' cos "; R . ‘

Cow mark£oin .72 preparation; fund raising:; health and chilc ~izc

C 7 e :

cocsmizult®r oo -cal; and physical and mechanical activibiesz. The emuoloyers

4 . . ’

+3 a more complex view of clerical; communications; and management =znd

" administration activities. - -

. K - . N
~ . R .

The results of the ratings were used to eliminate homemakinc a:nic p

. volunteer‘work activities rarely done by the respondent women anc to

‘eliminate aptlv1t1es Judged as hav1ng little or “no ]Ob relevance..'Than,

-

,Tthe factor analyses were used to.group the remalnlng items into "1L=ters,

0

.of related act1V1t1es for constructlon of the matrlx (now renamed tna'

JOb-SklllS Chart because the word matr1x was not understood by enougr. )

, . L

of the potent1a1 workbook ‘users). A copy of these clusters is glven Sl
“ =L 2 ” :

~in Appendlx D." These clusters'Will be related to jobs and job famllles

Lo ¢ | y o



. o . o 7 . | ) .
r , ST : ) ' b :
on the basis of the.employer data, job liteyature analysis, aFd‘data to be -

"cplléctedfin Noyembef from a group of employment and careeft ceunselors.

I

Final validatién will'be‘gone by another groupAéf appfoximately 100

counselors. . e : . ‘

- . — ~

. The d;Eft-outline of t... womwa's «rkbook thaé we.s sinmittéd_to WEE®
. , e ]
~ wifh the coﬁtignation'appli:atw; L.: ::yiéﬁed-by the A% _sory Committes’
in Augusf, éléng withja draft oi the --2zuing sections. The'Committeeé_
! "suggested“that phe'wdrkbook de-<  nas- - the matrix . .. -%kills Chaft;’
uénd;use‘%_moré gen?ra%'approaél gkill idéntificét:::, 'abvéﬂa Skill
matching,‘jéﬁ'expigratdon? and - ééa:ch téqﬂniqﬁes. B “avisea_outiing,
-méetiné thége'suggeétibgg,'ha Lo preparéd andISOmé =f :hg maéerial has
> béen ﬁewritten. ?raf;s of ti ?traductibn, Chapter = . aTjIChaptEI T
. ’ ¢ . . L - T .
are énclosed as AppéndikﬁEf The wemen's workbodk'wil; . ready for fiéld
) tes#ing éarIi’SQ¢i986.. ' | 5 .:, .
. . . . ) -
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* DATA SUMMARY

L)

i
0

. " IDVTIPICMION OF JOB-RELEVANT SKILS | Column A ‘bolum B | " Colwmc
/] o . Nean rating by | Mean rating by| « )
: s S | | & I R ney /4 enployers | - Most freque{ltly named job{s) ,
. : L T - - {n=122) {n=56) : ! ‘
"Ammcm'_ " \ : T ’
1. Breed and ralse pevs or fam MBALS. 10,876 0,792 Veterinarian
2 liousebreak a T PP P TSP SRR AR IO 1,314 0.519 Veterinarian o
7 GHO0R & Plucie sttt e 1.240 " 073, Veterinazian .
"4, Train apet., : il,lls- 0.660 Veterinaridn .
5, Shovapetinaconpeti‘tion...................,,..,,..,,,,,;,,,,,,,,,,.,,, *+0,211 0.635 Veterinarian R
6. Judge a pat shou 0.125 0.585 " Animal scientist
7. bescribe how farm aninals aze judged and L P TN . 0,118 0,640 Veterinarian '
"8, Explain the basic principles in breeding pets or fam animls (crosse : o
- breeding, inbraading, B tnsrini i e 0.217 0.8 | 'Mnimal scientist
. 9. Break and traia a horse for . 0,067 , 0750 Veterinarian
i, Déscribg the coamon health probleas vf pets or farm animals and how they. . ' S .
canbeprevented 0,331 . 0,846 Veterinarian - }
A1, Care for ar {11 Pet or farm animal and describe the reasons for the actions ; '
? taken 0.620 0.846 " [ Veterinarian }
12 Assist a veterinarla\\ii_n medical procedures for pets or farm animals. .... 0.225 0.92~ . | Veterinarian"
13, Desctlba‘the lavs, requlations, and.procedures 1nvp1véd in raising and . - , \‘ R
~selling Pl et et e st 0,207, 04692\ | Veterinarian
4. Explain the dietary consideratioys necessary in maintaining a wildlife : AR R '
teeding sutlonh', 0.150 co 02 Aniral scientist
15. Identify locally comon Wldlfe i, 0.950 [ 0720 Mnizal scientist
i6. Serve as a quide or resource PeISOn at & NALUTS CERter....\1euvrusivin., 0.150 - 0.860 Forestry aide N
1. Provide health care and naintenance for injured wildlife.,:,,....iunn.. .. 0.319 , 0.712 ° | vVeterinarian, forestry aide ‘
18, Provide gppfopri_ata food, houslng, and sanitation fpr-pets or farm animals
: and describe the reasons for specific cholces.:'......v...;................ 0.978 0,725 Animal scientist
13. Explain what i3 involved in raising farm animals or fowl................. ‘ 0,283 _ 0.673 Aninal scie'ri'tist :
. .- Care for animals that are part of & zoological display or speclal col- ‘ oy ' .
o lecnon; 0,083 - 0.804 Forestry aide -
. e | ( - | ; -
CLERICAL i .- Ty ' . '
21, “Perforn & variety of cleical task......evvrerrernrn.. PRI 2,270 2.718 Secretary, cllerk-typiSt o
22. Carry out oral and wrlt'tqn instructlbns and directions of some com- : o / o .
R plexlty.ut 2,566 ; - 2,704 *Secretary ,
23. Pollow orders ard accept uperviston. o B 2,549 2830 | Clerk-typist, secretary
. Learn aod apply the rules of a speciflc organtgation.......veveenersen, . 2,636 2,58 Secretiry, tlerk-typist
- 45, Demonstrate knowledge In the use of office equipaent.....vuuviruiienens 1.893 * 2463 Secretary, clerk-typist .
26, Develop and/or naintain chrrent 1168, .vuvrveveierereessssns)ss srevenn} 2369 2.481 . Secretary, clerk-typist, file clerk |.
$ . . \ ) .
¢ w/ o ' «_“ ‘ l u‘ \
oy ' . | 4 .
* ! ] ' ' - ,
f ‘ | ( 5 “. ' . . ‘ .
% I ! .
0 : . '
\ ’ . ‘ ! ' \
S L , ‘ C
3 . ; . ! ! ,
e N i
\_ﬂl . 4 . 4 - ! ,
’ ' | 11
: . [ N
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. Vo . . . N . . o . ' . .
| R © - IDENTIFICATION OF J0B-RELEVANT SKIS L Gl i) ColmE | GolenC o, .
vl o Che e e rating by | Hean ratlig by Host frequently named job(s) - |
. GG e . el Coont e L owmens | eaployers o Ty
S R PR SRR N V) P O ) ‘ .
S, e 'd;atavprucauuinq,equlmun_t..f‘.';.‘-.'.......'.;;'.f:?‘.'..-........-...;...,.; pt 05k 2,209 ‘%mputet operatar, programer .
« oy W Keep rdcordy and Prepara re ‘m.........,......I......,:.,-.:,..‘,;,.,;"..._. o 242 s Q045 secretary. - o
29, ‘Otitaln and verity rout{ne- tdetual lnfomatiqn'._."..!..-.;...'.L‘......;.~.:.. o _ 21 i ‘Secretary. . N
v 00 Cheek public records fo Information about bicths, deatha, willg) etc., ol o 7 1.3 ‘Secretary | o
oo comlerton vy N T A A SEVL P
R EstablLah ettgct v commanicationy throighout an organbzation.l T LB L e * Manager, public-relations worker
@ 3 Aeticulat the philosaphy of an OK3anizatlon/agency: vy vgirisie, U L6 | Hanager,.public relations worker
» ,L'r 3. serva ag' spokesperson for ap OPgANLZALION. v i gn i, oL 1,849  Publie relétions worker, manager
o R Ty ‘Interprat’an organi ption and its systens for the delivery of services 7. o LR S S '
co Tt the public and topoople in need of ASBEANCO. 1 s, 208 L136. | publigrelations orker .
M0 3 plan and develop' a public rlationg PYOGEAM. .. uh. s T 1,388 1 L5 Public relations, worker .
36 ' Wentity targer audierices..........-.......:.....,.......l.....,...'.‘.‘._;...""' - 1492 L6131 public relations worker, adi'lertising"
R R 18 -De’t‘emlpe the' comnunicatlom.te‘chnique'fs)f.approptlate‘to an audlence.., |, v1.622 . Lo A\n .|/ Publicerelations worker, N33
EORE I X Ident4fy rhprbsencgt).vis of other organizations and of local, state-and” | L P e, ‘
,sg L \ . Tederal governaint to tecaive Intormation about' geganizatidna) ace ! SRR A (e o
A T ~‘tivilties.....-.‘....:'.....\.....;v,......o-....,.'.‘....’.5'.......‘g;",,.',,,;J;t,,l..,;,; L5§ [ 1.\72‘2 +*| Public relations worker .
-0 1. Establish an dnterohariga with reprosentatives of varjous Interest :., S S . I
) SR ‘qroupaL...f....'..'.':.......'.,.....'.x.;.‘....’.‘.‘..v'...':..'...'......,...-.'.-,,...a_.-,°. 1 L0 (1698 - | Fublic relations worker, manager .
‘o . A Publicize and promate. organizational a2 LY ORI 11867 " LAI5 Public relations worker = ° : :
SO0 4l Plan distribution of publications 4nd otHer materlafs..‘..---‘-‘E*-é'z-:-'- onm L7 | public relations worker - L
. A, .Speak‘.publicly....'.',,‘.‘.."....,.."v..'.'..‘,-.;.;.._..,...:..:.A....'...'.'....T....,-'.‘.'-..'.‘ o0 194 | public relations worker, manager . ["
© ¢ . A% Mentlfy porential allieg and selegt communication technlque which", - | P L C N
P vl gAllst their T AN o Les0, | L L Public relations worker, manager 7|
44, Tlentify optpos‘l_r{on‘ qroups and aéleZt ,commugicﬁt‘lon technlquas which TR | O _ P -
T vl best counter “thett platis ard rquments:"'........;.:;;'..a...n.v.;.'.".'u'...‘ 1,339 -1n509° Public relations worker -
-, 45 Presant axquaents’ and evigénge tof Gupport a positisn,. T P AP Loul08 1,846 “J Manager T \
g R Use, comurdcation skills to, persubde others...,.:.. .. ... SR 202 g 2,352, | Manager L.
T 0 otganize and conduct .mégﬁirrqa.}..‘..‘.:e;ﬁ,f.....'..'.,.....;....‘.:‘,_...‘..‘....,.. S E L am S LBl | Manager IR é.
98 Keep others informed about progress Ln wrltton or verhal form,.......b -, | 2:380 y 2,352 Manager” " » L A
SRR 1 Plan and):arr){ out 8 progran of publicitysfor a proguct or setvice,...., ,” | " L7865 17846, - | public relationg worker, advértisind\.
£ 800 Identify those people 15’ conmunity agencies, organizations, and services I o f manager, fianager |\ -
who can ellminate "yed tape"coniiins, ’4;. . 1483 JLa . Hanager .- :
Sy dct as a courier betweentvarious depaunents of an institytlon,, ;.. o 1233 1,245 . Distribution clerk
- 82 Translate infolnkion and facts to a leval of understanding appropriate’ " |- o o v I L '
%o the background and gxperience of tha audlence., ..., 0., s, 2,015 v LB0 [ Public rélations vorker
* 33 Conceptualize comunicitivns and publde relations prograns which inter- 4 - ¥ I
7L pret the goals of the,gﬁantzmqn.f.....;.....v......;....-.....-........... co 1,57 v 1,679 Publie relations vorker . _
e R ,‘\';54‘.-,. Choo>'appfopriate audigvi_siml nﬁt.e';jals,..’,',.,...... ....f.....f. .‘....y..l_ {n 1.617 l-’ 1-604 Publ’ic‘ rel\ations wotkeﬁ, personnél '
S5 i news stories, teatura storles! Factesheets for editonfal back- . B © yorker . o
9 ground, TEPOLES, speeches, or serfpts for r‘?dmﬁevialon...,.....-".... Y N W L LUl Public relations worker, copy writer
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DATA SUMMARY .~ .

LI

;o IDENTIRICATION OF JOB-RELEVANT SKILLS

1

Column N

. “Column B

Mean rgting'bf

Hean rratinq by

Column. € -

Mequently named job(s‘)_ .

¢ women . employery
. B et | e
e . ; ,
+ " . o o . .
56, Coordlnnte dBVelopmcnt of materials !or production.. T 1.017 o 1503 Public relation‘s'worker .
57, Rork vith mass medda (pregs, radio, tolevision)..........;......'....... 5 114 v 1,630 Public relations ‘warker
38, Develop written materialo for a particular purpose..................... . - 1,908, 2,074 * Copy writer, manager’
59._'Dave10p audlovisual materials for a particular PUKPOBE . vrereiernnrnee, & 1,142 - L5 | Public relations worker
. Make an effactive oral pregentation to a LU TTTRITPPPTPPPIN FVSTIN . CaM .20 Public relatipns worker, manager -
. 61, Develop ‘posters, leaflets and other hrochures... 1.6 * 1,647 Public relations worker S
62, Serva an an {nterprater or trannlator.................. T TTTTTYTTRION ‘ 0,J7§ 1,004 Interpreter '
COMMINITY RESCURCES, SERVICE - . S .
. 63, Denoristrate Eanfliarity with tha comunity..--.. -...)”, B 2,00 1426 . | Soclal worker .
. 64c Mdentity, se, and dlrect others to counsallng - servlces........... : 1,891 1,39 .| Social worker - .
85.  Identify resources in the _commni by which may be uged to.improve the o T ER o
- Lving conditlons for a chlld.vvvvvsisieirereeesernrsinersinssesrins 1,628 © L0 Social worker, counselor'
66 Provide’ Anformation about aqencies. that can-help with health, home, T - it '
fanlly and othor peoblens....,........ P S L 1370u Saclal worker
87, Hake referrals to drug agaistance proqrums...................r.....,... S 0,750 ‘1 241 Counselor, social worker . -
651 escriba the ‘major consideratjons ‘In salecting one or more of the follow- . ’ "
. Ingi srlpport systens for . emerqancbés: child care services; church or B ..
-rellglous centers; funeral or mort ary - services) legal services; or e o ‘ . '
health care: personnel, facilities ahd services.........., - L.66¢. - +1.182 Social worker -
69.  Arrange for asslstance to' releaséd indigent prisonera....... Cerenen, 0,207 = 0,89 Social‘worker
" 10, ilelp arrange for psychiatrlc help........ 0,729 1.170 Social worker . ‘
1. dentify local resources and services to help with physical or enotlonal o Co ) :
_ health-problems; legal, Flnanclal, consumer, druq or alcohol problems; ; B
ot problens of age, sex, or racg. disérindnation. . vovu i 1,603 l400 . ' Social worker, persohfr{wor SE’ -
" 72, Deseriba the available resources for deallng with emergencles.......... . 1,508 . 3.2 Social worker ‘ .
13, Identify and use 1nfomation resources to locate comunity facilitﬂea o ‘ T ‘
' and sorvices. ... ..., N N TITTITPPITSP PP 1,943 .1'377 . ¢ | Social worker ;
M. . Identity, usé, and dlrect others to legal SerViCEs. .. vvrrisrsrre.onn, L0 -1.185 - Social worker
.75, Aasist others in developinq proposals to-obtaln funds for saclal proqrams ' N T ‘ '
C o and services, ... ) e e et er e e e © 0,959 o 1145 Social worker. . .
76, Describe the various kinds of federal and state aid available for people . . " . o
" . who are ellqlble. and how to obtaln this assistance......;. ;... v 1.066 L121 - |, Social worker .
.7;7‘. Identify, uge and tefer othurs to tenant's rights, welfare riqhts, block L ‘ K '
- associattons and other ¥qrass. root’s" qroups, which bring about ‘gocal ' y o o § ’
L chanqa,,.......... A S P 10,958 . 1020 Social worker '
- 18, . Describa the nature of orqanizational and,community structures ag they . : ' ' :
" relate to 4 problem area and its, potential solutions........ Serevenien 1,185 1,078

Social worker
. . ’ﬁ.




Lo " DATA SUMMARY S

: IDEHTIHCATIONIOF JOB-RELEVANT SKTLLS , Column A ¥ Column D * ~ Column ¢ "
’ " ‘ ' v ' ' . o Meaﬁ rating by Hean Fating by K Moat frequently named jOb(S)
SKILLS' - o S \ | vemen s 1 em loyers | ,

.
79, " Identify and;obtain halp frdm organizatlons which provide assistance Lo S
“ thosa who'feal that thoir leqal rights have been violated...viovye.sus - 0,884
' - 80, Locate, use, and direct others to infornation resoutces which'can help o B
- with evaluation of th quality of goods and services; evaluation of health oo
- .and safety hazards in goods and services; identification of best buys, y C

| Social Qorker "

8avings In €O8ES, BLC...uvuveriviiunniviienivirn s l264 . tiome economist - - .
81, llelp others obtain thelr rights as tananta....,..............,........., - 0,617 . soctal worker© © " u
82, Tdentdfy, use, and dlrect others to free or low-cost public services... 1.25 Soclal wérkex
83, Tdentify resources which cin ald'in the restoration of an older home.... 0.57 Soclal worker
" . .84, Identify and appropriately use resources in the community which may - (. :
enrich-the 11fa of the {11, elderly, or handicapped.ciiuviiiiieniinn 2 3 ‘Social worker .
85, Demonstrate gensitivity to and avareneay of commwnity attitudes and . ik S
b CONCREMAL v ubsiesaurun it hennnsnniniieis e r s s r e e er e, .<]’49‘;‘” Social worker
6. Identily communtty noclal, educational, and, cultutul resources that [ . ,
+ * can’supplenent what fanily hag avallable, veeeeveseenressererennonss ) BT Soclal worker -

<0, Identlty and use ‘resources ralevant to dltlerant culbueal , ethnic, And
religlous hetltages......... SITHTTRIN

_ CONSUMER  ECONCMICS - .
88, Describe how the riqhts of a hameovner ara affected by mortgages, homa .
. improvenent lcans, other home- -related loans, title documents, zoninq. I

l.b‘ll.lll!l.lllllll ’ ‘496

Social worker

) '

- and settlement/cloging T TP N © Real estate saleg agent
B9, Read food labels to evaluate quality and walght “of contants.......d... 808 . * Home economst N
90., Compare the cost and nutritlonal value of convenience food, "junk” S
"~ food, ‘and home prepared equlvalents................................--. _2 664 Home economist
© 91, .Conserve energy In food preparation and SEOTAGE . v evuvvriin e 2,570 . Hiome economist -
9. Detemine the appropriate quantity of food to DY e 293 Homa economist
. 93, Bvaluate the froshness and quality of meat, fish, poultry, trults, . .o _ T
.. Vegetables, and.dalry products T 1,975 Home economist:
" 94, Descridbe common food spojlage roblems und how they can ba prevented.. 2,182 Home economist
. 95, Use reqlonal and 80as0nal S0038)...vivisieresisrersrsrernsisrisnrires 2,833 Home econonist
© ¢ " 9. Evaluate the cost and nuteitional value of alternative methods of ' . :
i "preparing the 5AM8 £0008.11u ety vrreninrierniinnionsrrnrrerrenrernnres i 2.400° Home economist:
¢ 91, Make effective use of medical services for a child....... I / 2,694 Socidl worker
T 98, Mentify and solect appropriate educational envizomnents....., ..., 2,669 Social worker
99, dentify and provide appropriate clothinq for & child at different : . ‘
82063 Of deVelOPMENt. . 1uuveuvenuiitinieieriernnnroranrnenninreirein | 2,826 { | Social worker
100, Evaluate books and movies and detemlne thelr suitabillty for a child. ‘ 2,742 Home economist
N : ' j -
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~ DATA SUMMARY . ;"//' e 5 S S

. ' : \ . Ld ‘
S IDENTIFTCATION P JOB-RELEVANT jxr\m’ | GmA | ColmB o Column €
. ) S . //' .' | Mean rating by | Mean imn‘! by Mot frequontly named job(s) -
, - R Y A L . women employers .
WS, L : / . i '(n-sz) 2
. . s ) . ) /' . . . ‘l‘ o . ll ' f
. 101, tdentity resources In the community which can be\iqéd to augnent \ I ' ‘ o
0ol and PraschOLACEIVIERR. s vvvvrvaesvonrsafurristenronenrenia | \2.628 : 0.764 | Social worker .
- 102, Denonstrate knowledqe of the properties of vardoug'kinda of fabrice e , ‘ . '
‘ and eaterlals used in the home or for wearlng 1) R T 2483 0.764 Home. economi st
103, - Analyze the wearing apparel necds of people, taking into conalderation [ s S
Such factors a3 age, fiqure, size, budyat, kind.and level of activitles, : ' ; : -
. fashlon, and Individual ditfarences and interests,...coveuvrverviinss % | 2.570° 0.°04 llome. economist
- 104," Evaluate the quality of clothing, rugs, curtalns,’linens, and othsr - b : : o .
L L D P S o 2,570 {.211 | Purchasing agent )
(105, Evaluate the quality of the purchased Madeuv..ovvvisviveerirsiivnnerss | 2,192 — 7% | Purchasing agent
106, Deternine fron anonq several itens of comparable quality, which fa the - U | K
B 1 O Y O -2,017 1,218 Purchasing agent -
! 107 Usa unit pricing and other techaiques to compara cogty of items sold IR B : . . |
‘ ‘ _ in difforent anounts and 1 13 1 oA ] ;'l,.111 Purghpsing agent -
. 108, Detect potentlal héalth and safety hazards in itema and avoid purchasing S : L
L e s ere s s 272 | - 0.9 [ Hone econonist
- 109, 1dentlfy, use, and diréct others to groyps and ofganizations which can 1o c N
'~ help them with consumar problems. v vviiuvsusviviinriirerrrnierierens Sl 0.778 , | 'Home economist
110, Organiza or take part in'a food cooperative in order.to achieve savings LR : o o
n cost of grocery Lemsvvuverssrvenivuen st it st e dien,s ©o 0959 [ 0.6 _Social worker
- 111, Organize or use other cooparatives to achieve savinqs‘......ﬁd e 1,050 0667 . | Social worker
112 Select llving quarters to ncet a fanily's needs-and clrcunstances, ... . '2.39"\1 0.79"' - | -Social worker
. . 113, Describe the rights and responsibilitieg of g tenant or home owner.,,, Co 1‘.-426\ ' o‘, 852 .'SOQial worker

lN.. Know what recoursa-a congumer has when a purchase dosg noE’function .
properlys an itm‘cannot‘be repaired; a purchase has health or saféty - \\ ' . R P
hazardsy an Lten or service purchased 1n not as advertised; of services ' | - \ N .

are ot perforned as aqreed or PEOBEBEA. v ou i vannvannnnnsnnihereness 2,25, 1 L9,

* 15, select stores and services most sultable. to 3 fanily's needs and .- ° o s

| - clrcunstancesiiiviiiin i, '

Hlome economist:

-

' - A IIIII.IO'Illl'||l'\|llllll‘!l‘lllllllll'llIIIII‘ 2.875 ' 0-574 ,‘ S(‘)Cidl Workel‘,
116, Locata the truo “discount” T T T T I TT P PP PPIOPPEN I 0.500 Home economist
117, Use acquired talents as resources by dolng ‘one o more of tha following: P O oyl '
« maklng, alt.ering,"and repaieing clothing for Ifaml;y membersy canning, ‘ S S
freszing, and otber home preparation of food; making sinple hame repairs) ' ' >
making housebiold turnishings (bookcases, curtains, furnbture, slip covers, | - ° "
atc.); trading avallable services or qoods to obtain other goods or T : - ‘ .
, se:vicqs.;.f..’..,...............‘....,..‘.........,......‘.......o.‘..,.,.."... 2,664 -~ 0,909 . Social worker Co
118, Analyze advertalng and {dentify misleading material......... d 281 | o0.889 Home economist
119, Analyze. sales pronotions and determine {f real gayings are avallable., 2,61 0,852 . | Home economist
. ) ' ’ ’ '.‘ [ ‘ ;’ ! [ .
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v DATA SURWARY \\
— ‘,.‘l

. . ICATION OF Jat- RLL},VANT gmtd'i' Colmn & | Colum B Colume
S o o | Hean rating bg. tican rating by Most frequently naned jo.b(s)
.;N o s women ! employ;ars o :
I e — ‘ (1=122) , {n-56 . .
ut- Ivggeloe . apuons and select thcue mont appmprluto to a s :
fay's o . doclooumstances, .. ;‘\ , L0 0.750 Le..n officer :
1L, Ul gre da and other forms of credit wlsely..., e OIS 065 le.n officer
122, Peagyf! ‘@ shop for a loan br mortqaqe........ e 1545 0,827 Lo officer
123, Koy v vo:d oredit and loanss,,,,., ... .. ..‘.'..?.‘.. P IR -3 RN B P2 G velor
M. 58y “nce policles and plang that are moat apprﬁpriate toa . : -
: danjy- <1 and cizcumgtances.....,,,..,,,“,,,, T 1,975 1.000 I zance sales agent .
15 58lec . woounts, savings plans, and 1nvastments tHat best meet a - i, - o
PR a and elrounstances, .oy, L ceiesns 022130 [ 0,788 Ceselor o
126+ Selye 1 quarters which meot family tagtes and needa.......f. e .87 . 1 o2 Re. estate sales agent:
127+ Rewr s afliae Products or materials,.,,,,..,,,. 1 1 2.000 0,980 K3t research analyst
C18 petyg umitum needs.\: A58 1 0865 ! ppe slor designer
129 Select wolstety or slip covers for Iutnlture..........‘. e L 1,99 - 0.765 v dor Cosigner
130, E¥alte awality when selecting household goods and furnlture... 2,13 0.727 ior cesigner o
1) ot t‘lov treatments and Eloor covering needs..,:..:..... . o418 £, )65 [ en sglgror 0 "
132 & 1% Carpets and other floor COVEEINGS . s 1 v ivsreiraeereiense, T4 7.2 Lagler
123 I i corruc’ conditions in the.home which are fire or safety o .
. 2475 0.7 BRI (.
e "om-xt’m' uhich 1ncrease the potentlal for flre (worn ' ‘ 1’
vt Cad Daiaooe lquids, L) R 2,664 . I T ,
135 oo T | products that do not present hazaxds....,.. © 2.3 ; Loy e '
e wo S aance of a)home...... B IV Cn69 mde
nue Sl e Jted wAth food preparation and storage....... ' 2,843 00 e ~ipatic
00 b e il ;,nsumer or monltor of consumption.,...vurvssy . 2.669 me
139 0 oo anbiecie 7 ow to dvaluate und select real estate,....., 1,570 2 ' @l «r . g agent “
) COMSE ' B !
. 140e el o ! not perfomlnq up to orqanlzational / : e
gt grd LI LTI T PYP PP TR _ l.‘250 : 148 ersommel  l.r, manager
COWe gl e e ard a counseling aqency........... 110 )58 Coung” -
M RS g {n..1viduals of diverse backgrounds............ 2,231 8 Perso. .. v ar, coupselor
C e estaygsh ,nh a porson seeking advice....oviiiiiiiiiiinns W Lo Larsomnel v .er, coungelor . [,
BT U1 B L Y ' thosa with problems,....viubuesvivveiuiieniiens, B8 1.6 Personnel . er, counselor- ) v
0 M8 BefvesS A in baard! o those with problema LT T T PP Y/ N &1 +1.760 ‘Personnel wor.zer, counselor !
s 146.  peovigo ‘"Orh IR0 e 2.861 | 1,692 Manager, counselor, persomnel worker
BRI U/ A - Y an I dlvidual's problems and difﬂculties by a variety of | o ’ '
U U e, 21516 L.769" * | Personnel wotker, manager
T hetg 0 the nonverbdl cues d behavicrs which indlcate tenslons or - - - .
‘ xomemsn.,..,, e e e e 2,705 - 1840 i *-sonnel “orker, manager ,
] ' %.
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! J g . . v ' L N Y K . o . }
' o e e skl ool & Solum b L0 Glme
. | ) S , ‘ < Mean. rating by I M’v\\nl rating by} ' Most: fnequent‘lly;lnamed fobls)
: A L : : ‘ women 41 employers . S
cooLews R . | G0 (i) ,
o + - — : —— . .
T Dcrmnxtrztu quedtioning skl s [ L8 - 015 ) | persomnel wiker o
.4 N 1%0, Deonstr te lstenlng skill: .. . . AL (LUS - F persomnel worker . -
‘ .. 181 Encourage ‘the developnent o! *..mm 4t NPT PR ' LM LB Manager ! '
<l 180 s cechniquas which help,pealy - o g, U1y oy, S asE T LS8 | Personnel worker
Y, 150 bescride the psychological tiec: . . ‘Tarent .cunsel {rf Moo ! SO A ' . o
T Stechniques are Lased. ... ... 1,33 1,0 ‘Counselor, personnel worker ‘¢
154, Describe different conseldng ... héw and when eac 1 . o
. e IR i B3 L S Wi Counselor, personnel worker
/155 Denonstrate’technigues to conc: . she fntocs o it chunseling” ' ST ‘1 o '
- altuatlons, vuuuuvvessriniinnns e A0 WO L L% | gounselor v S
156, bescribe the kinds of Infomaticanecassary :  andle diEferent ty ‘ : A P ' '
e o of counsellng problens. .\..vy.luvvssvases SETELIVETTPPITOR ‘. nmo 1135\ guhselor-, personnel wikkey,
) "'157. Take notas l'mob"trusi'vely during ccunseling or | Interview, and uc i ,\ . : ‘ L * . .
. . these nates later in dealing vizh the cdiont'. voblemou .y iiunsy,. Lle 1,269 \ . Personnel vorker, counselor
“150. Interpret sucll data’ for use'{n conaseling as = gpview and backgrc . Lo N T
- information,’ gbservational datas and test res Terteernsrnendion Loy -, JLmo P.ersonngI' worker, counselor, ﬁgg}‘%%,
" 159, Do referral counseldng.......... \ T 1 1.0% 1240 . Personnel m’rker, counselor !
.. 160, Do Intake or ‘entrance interviewing, screening. und placement. ..., ‘ N 1,725 ‘Personqel’ worker '
~ 161, Determine the urgency :ir a probles or concerr 40d handle it appro= N 7 . e ot .
PEItElY vt e : 2.{? 2000 | Mangger '
. , 162, Demonstrate the skills sed in iruen; 1 hual counselng, gre.: ‘Q"f",‘\ o o -
T counseldng, and therapy’ sltuatior. e, 0,967 7 L1738 .| iCounselor | ¢
16, Demonstrate the skills required © - el ug and 1ife e o AN R
. UL 1t gt 1,283 / L37  |YCoupselor, persomnel vorker ' i .
' 164. Provide counseling services fo- B, whe pps ablea..siiees.,, . B A X 1.451 b Cqunselor,\ personnel vorker .
1165, "Respect and observe pracautfon: cor=eening cont. o zlaklty. ofvpatienc. | ' S yoo ! o Ny
_ . and patient histordas...,.......... . 1,850 Lol ¥ clynselor T
L 166, Provide support apd quidance to pationts anc < ir ‘ani)oes under the _ ' A | = :, o ’Ll L
h - supervision of a member of the reliqious min:st-, PRI 0.675 D06 | Clergy T, Do
\7& 67,4 Halp otHers obtain information about their legas o :h!s.....‘..'...‘..». ¢ 12N ,- 1,038 9} Mawyer o e
‘ , 168.” Initiate interyfews with parenza to acquire bas.- ~:formation for . - L L o
o Pre-custody detexmination....... .. 0iiveeres.... . 0.200 , 'O,jﬁ_ " gSclal worker - . o
L fiﬁ‘). lunderstand and use techniques of grcup dynanics. .. B 1,580 © LI , J onnel"work‘er‘ , @ . K
, ' 170, Denonstrate the ability to use appr=peiate techn: 7 as to solve Iter- * Ay ® Y e ; LR A ;
3 . persanal p:&bluhs“ ..... T SPRROURIARE " b ‘)'1,650 LAL 7 Counselor, mamaget v, .
RN Dcmn@{Qatrp.technlques to-prevent or Linit confliz- betweer in- - S VI L .
‘ st dduale b, I R Vo008 ,ohS1 4 Hanager- P
o 112, Demonstrate a knowledge of fnd:ividuat growth endfg vielopaph.euiiin,, | L2333 o Lz ) Hamager - " o !
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VLT TOGNTIRICARION OF JOB-RELEVANY SKILLS y ol ol ) ! ColmC
R 4\‘\ S '| Mean-rating by |Hean ;§t1n9 by Host frequently named job(s)
. e N - . women | employers f ] L
| S SN 0T .
. ' ' " ’ . ' R ’ ' . o ‘ ¢ ) v ’ | ' ¢ ',‘ A
\ "1, 1Duva1bp and ralnBin a Byaten-of .evaluatlyo reéc\:da‘ of job performanc, I k 1,325 ! 000 1. Personnel worker, manager b
‘ M., Conduct salary adnindstoation and perfomance raviews for paidvorkers, .. ] © 0 0810 | 12,075 © 7| Personnel vorker, manager. ., )
TG tandle out-placenents and tormbnations. . /uvieuniriiiiiirinnninie i ¢ ~0.5% .y 1885 | Personnel worker, manager
M. Conduct portormance reviews....................... TR 0da o 2am \| ‘Manager, personne] worker
' Y. Prepara a staffing plan and prosent the. rationale for i, oo 08151 o925 Hanacer, personnel vorker ‘
., 5. Help supervisors deal with persdangl problems.;.'.."'..............".,.,‘.‘... . TLI0 ] L84 Per-snnel worker, manager "
. 36, Waintaln ting and salary récords for pald wrkers. ,vovieveven, i | 08 famg Personnel worker, nanager
1. Plan and implement prograris for statfgdevelopnent.....A.‘..........._..}\.: o LM 193 | personnel vorker, manager
" 378; Neview and: keep up-to-date on changes in state and fedoral laws for ' . e o o
‘ . enployee compenzation andbennma .02 L4z | Personnel "Dr,k“‘
179, Deal withempioyes relatlons. problens and dovelop peograns t§ megt/~ - . Y T
enployee relations. needs,.v....yvuityilo,, ..., A 0.818' . |° 1,868 - | Personnel workdr '+
B v 980, Plan add monitor:a ratirenent drm}rm.,. 0082 -1 Lo+ [ Personnel worker ,
~ ML, Plan and implenent parsonrel policiegfand. taview then reqularly for ' I o
L I neoded changes, v 0.79 + 1808 - * |’ Personnel vorker o
N +* 102, bavalop an aftimatlve .action progran and mondtor conpliance. v i, i 0.574 }.78&' | Pérsomnel worker e
A, <Gy priority to'those needs and problens which are moat important and o R ‘
e + practical po_pursue.,;....“..'..'.g..‘......I‘."..'..;...;,;.'.*....‘.;.,.,........ , 2127 0 2,385 O | panager | o
184, Select problen area(s) relavant to organifational needs. . vuuviiiiiiin,, 1.gn 2,09 i Mamager - PR .
SRR 13 Develop practical plans of idantlfying needs, tine, costs, and per- ‘ ’ ! v,
o sonnel’ o LS9 1 L3 | Manager - ‘ i
, 8, Explain the.relétionuhip' batweep, a pa'rtic_ular Joby and.drqanizatidnal/ . R R R R
7w\ agency/program qoal¥,' L5510 1,755 Hanagery personnel worker .
' 087, Plan and organize cooperative.and conpatitive activities and know when R l ‘ o
’ ' A,le‘mh is ﬂPPTOPl'ilt‘dm ”“',.;,:.-"N| -ln.:‘-'tln'nn-{n--‘-',qu n‘“'-l---n'-';- 1.31‘4 . 1,434 ‘ Manager, -peflson!}d Worker "."
0. Kedp recocds ot indlyldual and group pfo&jrqsa...l...,.....'...‘.'.a-_... " 1,69 1,65 - | Manager, persomnel worker
© 183, Hangge effectivaly i high pressure SLEUBLLONS, v bevinitis i ; .07 2,269 Hanager - ¢
3., Use technlques for crlsle managencat anddaseribe why different types . o o R ‘
CoSferdses vequire diffotent techni eu’ Lin “1,558 Manager
_ 9L, - Usiemathods of contlict resolution ind decerlbe whon they;are appro- T o ‘ o :
; . plate’ ' 1,306 1.538 Manager, personnel worker
' 392 Heet acchuntability denands L R SRR 1,967 1,925 Manager o
193, Byid gogd orklng relat lonships with legislitors and governnent . ‘
. ¢ ‘ottlcials blocal, stateor federal) s oavvininniiniiiiiniiidi i s LI L7 . | Manager !
- YU} Planind organiza coal ition BN, vyt cla o 0B 120 Manager ~
395 =Tdentify needs and oppaetunlties for voluntger SeIviCe vl LM 1.0 Manager . '- E
396, Enlist the support of k['he qoverning body and staff in the usa of ' | . . o o
L ‘anuntm;}‘s..'..........‘.‘,.........‘.l.;..".‘\.l......'...‘..f..'....a---.-.....-.-- CL2%6 .| 1000 Manager - .
‘ o ‘|' ‘.:’ l \ ¢ ) N e \ !
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TOENTIFICATION OF JOB=KELEVNIT SKILLS

. DATA SumMARY SR

Colunn A

. Column B

Mean {:\fih&; by

Hean rating by

. Colum e,
. Colum ¢

Most frcquently r;a;ned" job(s)

Y

-
a
O

. women enployers
,SKiLLs (n=122) | - (neS) "
" 3 o) B
397, Secure resources, human and ph 1) RO LB T st personnel worker, manager -
) ?35:5?, ;ob dnsc;lptiopspyf CLur  L.o20 Personnel votker, manager
199, Salect an('i/or recruit indlviduals for a varlety og jobsu‘...-----.----“- LYY Y 1,902 Persomnel vorker, fanager
400, " Prepare advartisenents to reorylt L) TP TR -+ 0.883 L.615 Personnel worker ¢,
401, Develop and yse techniques which will mininlze conflicts batween - - ‘ ‘ o : B
mrkm.,, L 1,;549\ . Manager, personnel worker
A0, Provide orlentation to pecsonnel new to;organtzation. iviviiiiiiiiinne, 1686 | « .68 - Personnel "’°ﬂ},‘°r Py
403, Arrange for and voniter Ehe Job training of persomnal,............... % L322 1.765 ‘Personnel ”‘{’?‘EF I
. 404, Denonatrate a knowledge of the psychological principles which qovern . st 9
" people's behavior [n work altuationé........‘...'........‘......‘..‘........ ' 1.582 '1,392 Manager, personnel worker
405, Prepars cost estinates for the yse of personnol and their- tine, ... ., 0.656 1,73 Persomnel vorker, manager
s ot (NP ISVA Bt
407, -Denonatrate an underatanding of individuals* needs and motiven in o o ' B '
work aituations..‘........‘......'.;.....;..“...'.;..-.‘.................‘...; 1,719 RALH Manager
408, Organlze comittees to carry out T R . . 2,050 1,621 Manager . .
+ 405, “Abide by organidation's L P S XN L L380, Hanager - .,
410, Provide pogltive relnforcenent to keop workers involved and pro- ' ' P T
. ductiVu'....;..‘...‘..‘.‘......'...‘.....Q..‘..,..'.........'.j......a........... 2,008 .. 30200 Manager ‘ Y,
411, Prepare staffing need projections on'the basls of historical or ° e o )
~ . aurvey data and analyais....'.'.......-...,......',.‘.‘..'......'..;...........”‘ chl 0.3 L2 Personnel vorker, nanager
PUYSICAL, MECUMICAL - o oy ‘ » ‘
* A1Z:, ¥row how'to care fod and maintln'the materials and equipaent used . . co :
. in 2 home or an organizatian, ;... .., e 255 - 150 ““"“’f“"?e SuPeFViSOI
+ A1), Care for and make minor repairs on'ap autonobile or other vehicle. ... : 1,014 - 186 | Auto ‘m'e'chan.ic
414, Demonstrate knowledga and skills {n msonry,wo'rk..............‘..'......‘.' 0421 [ " o.960 Mason Lo e
. 415, paint, vallpaper, or panel a room..........‘.‘..‘....‘:......~...;......;... 1.9%7 L2865 ' Haintenance suprviso
- 416, Use proper safity precautiofs {n using tools, equipment, and, nachines, 2,445 © LT " Malntenance supervisor |
417, Reputty windows and replace brokes Panes- of glasd.iuyei,uuyveenssensns 0.636 1.082 - Maintenance supervisor
I8, Denonstrate knowledge and skills fn carpentry and construction. ,,...., 0.918 Lds0. Carpéntet-' 5 k
419, Make mechanical repairs on heusehold HemSi s v v e 1.2 1,020 - Maintenancé Supervisor . -"-..
" 420 oencnstrate knowledge and sk} in making electrical repairs. . ey 0,582 - 1,380 Electrician o
Construct or repajy €ences, and other outdoor features...,..........., 07130 . 1,020 -~ Haintenance supervisor
L4, ‘Demonstrate knowledge and skill in naking plunbing repairs.,.......,.. 0,642 1,380 Plunber, ‘main;enance supervisor
AB. Demonstrate knowledge and. skill ‘{n paparing, painting, and plastering, Sl LT Maintenance supervi‘sor ;o
EHN Demonstraté knowlédge of safety precautions required by potentially " R A T ‘
- hazardous activities in the homo and Ly TECrOation...\,.euessss i o, 220 - 1039 ¢ | ‘safety Inspector .
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, DATA sumav ‘ . 8 !
IIILNTIFICM‘ION CP JOB-RELBVANT SKILLS B ,COIumn}\ .} Column b E‘;l_‘l'&'lﬁ
. ‘ Hean rating by \Mean rating by | Host, £reguently named- job(s) J
sKius o r . Women enployers . : T :
' : R : - {n=122) *_{na86) .
N 425 Repaly rrap}ace Hoorlnq...... w. . 0893 | 1100 1 Carpenter
Upholster Burniture and nakg glip covers..............’...........-.-.. Co080 7 0,780 Burniture upholsterer '
427, Demonstrata skills used In produclnq cIothing or home textlle C -
- ProdiEts b, 1,861 0.918 Dressmaker;/tailor
420, Denonstrate skills and knouledge mlated to mintenance ot mrlng ) C ; - .
o apparel and hone textile products..... SEEBTNTINIIRTT R S 0,792 Dressmaker/tailor
- PAOBLEN SOLVING ! o “ o -
429, Use problen solving and’ dtblslon making akills........................ Sam 2,400 v Manager
0 430, Identify channels to change...,... S 2m - 1,900 Manager i
411, Select-methods and data which wil) document the need for change....... 2,111 1,820 ‘Manacjer ‘ A
432, Tdeatfy areas whre chango 1o needed,ye.rivtiisevrsinieenneqeriennss 2,408 1,960 Manager ’
433, Develop plan(s) for invasthatlnq 8 Problem area,s.uuseiiiiiirannses, . 12.140 "\1 90 Manager
434, Complle a list of specitic needs or problens within a problen atedii., 2,117 1.740 Manager
435., Ident!fy.and obtaln information about ong o mors of the following, q ' T ‘
“the groups affected by a problen; the sources of paver which can ‘ h
tacilltate or block tha implementation of change; and the ex{sting - ) U Lo . .
prograns, resoutces, and other factors which inpact on the problem.,..” 186l - "L . ,
436, . Asuesg the impact of different factors on a problen area by various ‘ ' ' o
. data collection techniques ~such a9 lntewiwinq, suweylng, publlc . T j e
 ALSCUSHIONS, BEC.uvsiiiureiivieerieessesceiieiosieserenserirrearses 1,52 L ,.uanager -
: ,vzm Describe. problen aveals) for pirposes of proqram developgmnt.......... , T 1,607 L7% | Manager A
@18, Detino and delimit the basi¢ lsaues in a problem L SOOI 1.649 o 169 | Manager : Ty
© 419, Denonatrate knowledga of ‘the processes of chaNgBy . ovprs e irinne 1.861 A5 | Dyapager . g
440, Demonstrate understanding of. the .leqislative procéss and hou it can ba . . Lo o S '
i used 0 {mPlemEnt’ ChANGR. s v it e vvrunsivtbeernertiernrennerrnrenieeis o A84 LS| Mamager 000
441.. Deonstrate knowlddge'of the lavg and customs applylng to lobbyinq.... o157 1.417 Manager ' L
-l-n.'442. Honitor legislative bodies', public institutdons' and agencles' - o ) : o ;
: “actlons relevant to the problem, 1.115 . {604 | Manager ) >
443, Develop techniques to mAINEAIN CHANGEL .. vveerveessessteseseersrenersns S Ld18 ) ‘ha19 | Manager - A
e Dentonst?te knouledqc of the baslc concepts relevant to an lssue in I SN ‘
fields such as leqal rights, housing and community planning, education, P ! .
~ environment, a4 wolfare and soclal BBEVACES. v .. svesssessennsrtvines " 1.702 ' 142 Janager
443. " Hdentify the Yelovant constituencies concerned with a ptoblem (both o . .
pro and con) and descrlbe thair position in relation to the problen... 1,628 . T Mana
446, Identlfy signlticant lndividuals and groups (such a8 comunity leaders, . :
government of!lcials,*and logislators) who can help to implnment change ‘ ! . ' B
1n-lspccmcproblcmma............'........... oo L 1490+ “Mln‘ager S
.447. » U3n contaets constructhmly when. seeking assistance wlth a %{”oblem.. "o § ' L9007 1,939~ 'M:\i‘&ager, : 3
. : ' : I Tt . oo
! ‘ _‘6 ' ‘ .
. ? 'I ..‘ \ ' !
N P : " f
. o : jio Voo
.U‘ ) 1
. ' ( ¢
L] "‘ o '
‘ \ o T . N ’ , . ‘ ‘
- ' _ s ¢
\ ‘ ! Coe '
\ '

”f 05,




X , DATA sbumnv :
¥ . ‘ o v

-

' 1, IOEUTIFICATION G J0-RELEVNIT se1LS Y ’ - Colum b d%mn B Clmc
) ’ | "Baf f;;i:g by‘ Htamnpiz;i:: &l . Host frehugnti‘y nancd job(s)
SKILLS  (nel22) {nu56) -
. RESENKCI MND LIBRARY | | - e
448, Demonstrata a knoyledga of, al\d the abllity to uge 4 llbmy and other N
: retarzncoreaoutces................................................... ¥ 3,50 1.8 | Librarian
449, 'Describe methods of research Investigation.. i s ivviininininiiinnn 1,653 1412 .| Harket regearch analyst, librarian
430, Cather information bg conducting intervievs, conflrning facts, identis ' ‘ ' o ‘ '
" fying trends, and locating backgiound data......... L R A 1 B 1620 | Market rescarch analyst |
451, Linit,the focus of research by conceptualizing {gdues, definlnq varl- . v '
. ables, opezationalizing measures, 1dent1fy1nq the unit of annlysln, : b /] , ,
and generatIng hypotheses. .vvvuvuuiviiiuurvunivernierinenvendorrnneres | 132 . 1,354 f .| Market research analyst
152, Collect background 1n!ormtlon e 1,694 | Market research analyst
"~ 45), Dovelop and.maintain a llbrary or collection of reearch maturlala.. " 1.618- 1,612 Librarian
454, Plan research by selecting a’ research qun, aampllnq tuchnlques, - c S 2 '
. and Burvey LeChRIQUER v vv i il vuiiiieiiin s seee e e e ey 1.‘0714 / 1.380 ‘Market research analyst
'455.«.0bta1n dm....“ 1.901 . 1,004 Market research analyst
436, Ptocesadata..---...--.-------- 1,66} 1,804 | Market researchanalyst -
451, Make {nfergnces from dm S5 1,760 Harket research analyst
40. Make conclusiona and recomendations fron data...‘.. T TTEITRTTTYION 1,758 1,765 Markat resgarch analyst
459, Analyze and, aumarlze L T PO ST 1,769 - 1,706 Market resiarch analyst -
460, Obtain and verity routine factual {nformation from lndlvlduala........ ‘ L1 |, Len Harket research analyst.
"' 461, Make tlald invosthatlons and prepare related rnports....-............‘ ‘ 13 - 1,529 { Market research an:ilyst“ . v
462, . Research and identity( the technique, perlod, and origin of various : C N : o
© 7 textlle, clothing, and/or household IEOmS.veeiteressesiveriieiirrreres | . 0,876 0.0 [ ibrarjan ‘ o
©46), Identify or obtaln {nformation about, archltectural and homa furnishing 5 BRI AR '
 styles of hiatorlea* ot regional lntorest....... T o 0,959 0,800 Iibrarian | / K
- 464, Assist with the developnent of - bibllographlas or other llsts of library . I , S A
. paterfals on uelected\mplcs.......,.................- PITTTITTTI L9 1,099 - Librarian - £ . :
465, Research genealogical and fanily higtory rccords......................‘ 0,769 0,667 Librarian S ) .
466, Help llbrary users lucate materials by use of the card cataloqua.... .o 1.248 ‘1,306 . [uibrarlan
467, tolp-with Mbrary-or MUBEUD USEr SGrVACES. visrerererniveistrerenes 0.803 1,100 Librarian
. -46.. Obtain local, reglonal, cultural and/or social history lnfomation : ' ‘ .
tron letters, dlaries, mwspapera, and similhe BOUKCOS e vvvvensrarsins 0.867 - 0.880 .| Librarian *
'369. Prepare reports contalnlnq factual data and documuntnry or other B o o
- VIdRNCe, v iv syt e e, 1.479. S L440°  Manager
‘ 470. Assist {n the purchasing and processing of library natertals.. 0,683 1.431 Librarian
471, Assist with the clrculat{on of library materfals..vovieniivniviriarens 0,934 1.253. Librarian, llbrary assistant
472, TAssist {ndividuals with hindlcaps (0.q., visual) in locating. and using o o
. schm library materlaly whlch w1l meat their needs........b..---.-. ‘ - 04131 0,980 _ lerarian
Q. ’ / | . | | ) B . ~ .
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[ 7o DATA sumMARY . o S -

4 . ) ’ . . : : N e ' 3
» 1 1 . ' . . . . s .
', IDUTIRICKTION OF JOB-RELEVIT SKILLS , GolmmA f cowmp | - Qlme - . .
e o LN SR i ooy |8t oty mne fb)
SHius o o o (eel22) (n=56) —
; [ T , ‘ , LR ,
X 4. Butomlne thy needs of Lbrary users and ralar then to'the appropriate ' - L 1o
;.\terlalg,,.,!,,,,‘,.,,,.h.,”,,",,'m”""”.“,-“".'“'“.'"””“" : 0,901 . 1412 Librarlan ‘ o ‘
M. Set up and malntafn Libearles, or book and-ragazine collections......, . 1,000 . 1.‘400 "Librarian _ ‘ h
475, Analyza the appropr latenves of 1brary materials tor-different groups ! ' e . ' )
: ofunuu..........,...',,',...',..,.,;.,,.,,..,,,,,,,.,,,,,,,,,,.,,',,,,,,, . © 0,808 1.280 - Librarian o
476/ Develop and mafntaln a Hbrary of mterials relevant to 8 apecialty;.. 1.3% 1.408 Librarian
1. tvaluate the dppropriateness of nonpring lbeary materials (tilng; . ST ‘
tecards, - ste.) for specitic groups and/or activities, v inieerinnnnns 102 . 1,200 Lbrar.cn | :
410, Wrlte research feportla)..................‘........'....,.......'....:... S N {1 I W] Harke: research worker . - o
419, . Dluseninate ressarch results to APPrOPrIato Groups..uuvinyyuisyirere,. [ L.lsg 1,320 Hanager ' .
, TEACHING, TRAINING, TUTORDNG © . ‘ - ' g o :
, 180, Idontity tralilng needu.... 1.876 L% Personnel ,worker' L :
. 4L, Train others to do specttic job(s) or Qask{e) i, R Y 1,918 | Persomnel ‘yorker, manager
462, Make a training PN 1,669 1.620 Personnel. wyrker ‘
493, Frepare and evaluate renorts on tralnlng progeans....,...o0vvviiness, - 1275 1.480

484, Davelop tralnina nanuily for other tralnors to L TR 0.917
* 45, Aduinigter a troning p ‘

486, Conduct a trainiw

TN 1.449 Porsonnel worke

T s 1289 © ) 1,563, - | Porsonnel vorker
IO ot 1.622 Le6 .

Porsonnel worker | !
480, llalp thoso beinc t-akned to seg tha relovince of their training ex- S o
— perlence te they: Ong-range career goals and/or peraonal developrent,”. | 1,605 V1560 Personnel vorker - —
:h. © 408, Evaluate tho tra.io0g programg ot?othera.......'ﬁ...:.;.‘.............. B R Y1) S L T A ‘Pers_cnncl wor}(er S
403, Know baw aced wher. =o uga diffarant role-playlng techniques {n'. ; Co . L ‘ ‘
, mjnmg‘“, B .7 1460 I Personnel'worker = 4
490." Determine txe sultealLity of various tradning approaches for-In- ' o S - :
C L dividuals wath difrorgnt backgrounds and experiencaes.,,,,,veeysesniss, LS " 1460 . |- Personnel worker L 1.
491, Establish a good werking relationship with a loamner,udvennnienn s CouwW -~ 1620 , Personnel worker - : i
432, Duvélop posltiva studentattitudeg tovacd learning.os, vurspirersinss, 2,400 1460 | Personnel worker
Vo4, .Encourage and support a learnar Sl 2,59, - L6880 - | Personnel worker

194, Work cooperatively with a learnor's ‘teachar and/or school o 231 1,300

" Porsonnel worker
495, Wentity learner neids and ditticult '

I 2,375 1560 | personnel worker *

]

[
' 496, Dotermine loarnor interests and plan Instructional activities aroynd V\ o : : ‘
. ‘ them.. _2.15’1;. | 1.408 . Personne} worker
497, Plan a lesson or serieg .of lasuons..;.....‘.....',........,'.‘.,............ Al _L380 | Persomnel vorker St
- 4%, Race instruction-at a spued appropriata to the laarner. v v, | e L.5d0 Persomnel worker 4 . - -
439, Set and monitor {nstryctional OJOCtIVES, 1 uesverariireis i Y l-‘B0§ I 1540 + Personnel worker -
500, Select Ingtructional mater{al an techniquos appropriata to °lmnur J “ ‘

background and ERPRRLENCE. oo, no | 1,380 "Personnell worker
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b IDENTIPICNTION OF JOB-RELEVKIY SKTLLS " | Colms . Colwn € !
S - , . Mean ratinq' by Meﬂan tating by ) . Most frequently naned job(s)
; . v ! . women | loycra o o
s 4 _{1=122) 236} .
Tt )
_ L | N . | Ly o P
301, Demonstrate knowledge of . Jearning theorleg gnd thieis, Arpleation,... . b LBs . L ‘Personnel worker, teacher .,
Demonatrate knowledge of teaching mathods and mas s, 1,959 1.480 Personnel worker, teacher
~50). Develop and maintain a Ubrary of natetlaly fof' uso 1n tralning or A . Lo
. ' tUtOX‘tﬂq.o..‘;..-,-.‘..-.--'.-..-u-"'m,-‘...-.--..‘.‘.: ----- ---o"-------n-u-. ! 1' IZ' 1'275( Personnej‘ worker
4. Demonstrate knovledgs of tha mubfuct(s) for whics tutorlng ‘{5 needed. . 1.6&7 1,080, PeFonnel yorkgr
" 505, Evaluate learnor pioqrm.....‘.'.;.........;.‘.............‘............. 1.95 1,300 Personnel worker; teacher
506, Use questionlng techniques appropeisto to Inatructional objectives... 2,008 - 1353 Personnel worker
507, Demonstrate - knowledge of husan growth and development...iiiivy,,,,,. 4,3 1-31".‘ ‘Pergonnel worker
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315, Usa audiovisual materlaly in Gonjunction WIEh Loctures, vuviisyeiiins Lo, ‘1511 | Personnel worker
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317 Plari a nuseun lecture-tour to nest specified educational objectives.,, [y 0.782° 1.143 Teacher--t'u" be o
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520, ' "Bead thesnature" 0f ‘& group ducing the firat ten minytes of a lectute . ‘ L ‘
- and vodity tha resafnder of the prasentatlon ag ‘aﬁprogrlatp......‘..... . 1,669 L.26 Personnel worker
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. & i . [ -
N | © fn=122) .
} = ; o o L - J
o "-Where do they ive?w '74 <\ v
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) 56% Norgﬁéast , yé% Northcentral - 16% South 16% West .
St e e . ) - -¥;" - o o ' ) .
Race/Ethnic origin: IR R
. P X . : : .
8% Black/Afro Amekican .
2% American Indian/Native American S '
3 BT%Whlte PO C C - o . . >
. - 2% Other ‘ ' " ‘ '(r ' '
'Highest level of education:' < ' : " M
. Less than 12th grade ' 6% . -
High school graduate 17 - : 3
. Some 'college ) ' 19% . . ‘ ST
. y° College graduate .. 25% ¢ ~— ' '
L , - Post baccalaureate study 4'12% = - o _
. Post baecalaureaterdegree .18% v : o
‘ _ ) o ,
. Ndmber of children: _
.6“ - o e .- \‘. .‘ ] - . o - . 7
AR UPSES VT S, . - L
: 2 - 38% ' oo _ : .
o 3 . ‘ o , .
.- 3 - 21% qigca'. e S D q o,
. 4 - 113 A \ g R
5 -, 5% - S ' K/ j S .
e N T S o N N
they ever: : o PEELE o - ®
o ‘a. Done volunteer work? '~ Yes 92% .
. - - b. gorked for pay?”\ _ Yes ~93% ’ ,
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. Areas and Types of Volunteer Work Experience
. . . AR . ‘\. _‘, .
. Number reporting- . - : .
~ Health 7 N o _ K

Adminisé%ative"' ' .9
. ‘Socialization ./ ° ’ 7 s _ oot
Indirect sqrvige , ' .18 ' C ‘
: o Direct servicer | 15
o . Other—" T - 7 7

RS

F A “
Education )
L . ‘ tm‘ ¢ & ] N
Administrative, .20 - :
~ Socialization . i ' 4 ! .
Indirect service ; . o, 32
! Direct service ~~ SRR 5 | 3
Other ' e ‘ . - 8 o
f< - T ’ B > -
ST . R . .
. Justicengi_. DT - 3
. Citizenship L i . , -9
Recreation -é ?
. Administrative = - -
Socialization ’ . IR ‘
Indirect, service P . 10 " o
Direct,servipe . e 39 ,4./ o )
Sther ;T | 84 - ¢ .
- Social Welfare
. Administrative . . * 12 R
‘ Socialikition. .. A | R '
. Indirect service - 6 . ,
.. Direct. service = - » 42 - ’ : S -
. Other .. - AR 7 e N -
. Civic, Cémmunity Action I % ' B 1 ! , ¢

. Administrative oL 16
‘ Socialization- R 7 )
Indirect ‘'service- I 12 S R

., Direct service - L8 T .
v Other e s C
ST ; 3
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=
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Administrative - - . . 17 - .
-.Socialization S N T
. Indirect service - . - 12

Dlrect service 28
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o &Q" - . RN R
R *Polltlca1~ , o oo DL
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R Y x. ] . . . ) o ) g o o . 3 ) ) . - .
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S Medical therapis:, a551stant . '-,15°_7';,.~ﬁ '¥7ﬁ' o e .
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'_QSecretary e kmi{{_g L DR
'Qyplst . . _ gﬁ&;i..u; . 1o e B
'vcgerical work .. A i A T e . '
‘ Cashier. - : ‘ oy 13 : , o ' LR e
R ..;Shlpprnq clerk 1, R 17 . , L o
{:Manager o » _.;71:“ e 22 B ) o rrw_'rga' v
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‘e ; R Respondents to. gmployer

. . (n = ¥56)
b o
7
Nature offBusiness T . -
- /_____/

_Agriculture, forestry, fishing, mining

Construction. -; |, R
. Manufacturing . S
VfTransportation, Communication,
S Electrical, gasy or sanitary .
LiWh'_esale, retail. trade
_Pinarce, Insurance, Real Estate
_.yServ1ge T
Sy Miscelianeous, unclassifiable

«

]
. i

o T , s

.°. Size of Business (number of employees)

' Fewer than 100.-

- af100-999 e

1,000-9,999-
10, 000-99 999
100 000 or more

. Location - o SR
Ty + Northeast = . .
s North ‘Centgal A
o South® _— B TR
1, o ’6'7 - " ) -
' Rcspondent s _Job: Tltle - .
::Personnel Officer
Other administrative officer : -
Other" : s
o ER I
. e '/' o 't
& ! ~‘.l‘.
e, 20 =

Survey

— "21.4
22

10

23,2,

R

44 .6
"12.5
19.6

42,9
39,3

17,9 -
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.-0.20 .28 .31 .18
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. : ¥ . M

- 3. Communication -- .53 .10

- 4. Cémmunity . - . -
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6. Counseling - R e
.. At .
'77.- Design §

8. Eﬁé;géhcy = L .

<- .37 .20 .15 .19
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12; Health care- :a
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17.

is.
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-Anlmal care
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Research . . coso T
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;;:.06‘

- .42 .29 136 .45 .29 .40 .49
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Intercorrelatlons of Skill Groups as Rated'by Employe;s
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. ! 31.

33,

34f

36.:

43,

© 44,

35.

37.
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42. .
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. 47.

48.
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.52
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FIRST CLASS .
N
.
e

e T } ~ PROJECT *

. ‘

L
-

l}.A TR » lOMEMAKING
IOLUNTEER
= '7' R [:premsucs

e

Project.-HAVE Skills

. T-124

08541

i

©
-
h
-

-
Educatid‘nai""!‘e_sx_ihg Service

Princeton,

o ‘ _ Project HAVE: SklllsLsaprogram =
TR ‘:, L to help women, counselors, and . -
Yoo ; Vil employers identlfy and evaluat: lhe
SR . 4 - Jobrelevant skills which women have
. - R acquired from homemaking and '
Gl !  Voluntegr. expenences L
. B N KR ; T
P o Yo ¢ - . _‘l. , o
p l i | S %' ' S ' .
. ! g Supparted by a grant from the Women's Educalipra-
" ¢ Equty Act, US, Offce of Education, to Educalional «
i ’8 Testlng Senvice, Prlncelon, New Jerse{
' ) 4 ’-_i 8 . . .
- ! ? I‘ ﬁ ‘ }
, Q. A, o Q
oo ' (\()‘
v K2 al' ' i J\
° R ' f it

L stus.



‘

S

" Are you an employer looking for

. experienced workers for your busmess or .0’

mdusny” | . v

Are you a career or employment counsel
‘whose work nvolveg mkmg people and
jobs? -

Are you a woman who wanrs fo reenter the:
'}iob marnet\

Project HAVE Skills would like to help you

~ WhatIs Project HAVE Skils?

r

X
3

(Ve

-0 Lists yfﬁe/skrlls ahich worlen acquire

. ‘ s
Projact HAVE Skills is an effort devoted to
. identifying ]odqy{ldllsmatwomen

1 acquire.th(ough}rqulng and volunteer :
~ experlences, andTo,developing materials to

. help‘employsrs, job counselors, and women

" themsslves fecognize the valug of those
skills In the job marketplace

Who wil bonelil lrom the work of Project
- HAVESKills?

* Women who are seekmg entry or reentry '

Into the world of gainful employment.«
- The use of ong of the workbooks will

+enable them to dentify their own skills 4'

e"and defing jobs ‘appropriate to the skllls,
they possess '

| Job counselors who ar helpmg o i

 courisel reentry women and 1o Create -
- matehes of women and employers wil

effor

should be a?ded by a workbook thal

" have 3 workbook on whnch to base such

ot

identnhes appropnate Joosklll matches
and provides a guide to personnel / |

Ieohon
Dunng 1978 1980 the project will develop,
validate, and field test three kinds of
materials: .

How wil the pro]ect achleve ils goals?

1]

homtheir homemaking and voluntegr
work expenences

+ Lists of jobs which use these skils and a
matrix to hglp match jobs and skill.

' Workbooks and other materials to help
women, counselors, and employers use
this job-skills matnx

s lhere anythmg | can do to help lhls
pro]ecl" ‘

_x.,.».-__._.,

Yes: Panels of employers counselors, and

homemakerslvolunteers will evaluate these -

materials. f you aré an employer who sees
- the potential of reentry women, or a job
counselor who advises reentry women org
- woman.who is.of contemplates seekmg
employment after a period of homemaking
“andlor voluntger activty, yoU may want to

~ parlcipate.anigne of the panels tha wil

| 'Employers who seek {0 hire mdwlduals B

1

“l’ .

)

. .

help o review tne |Ists and material i%

(m
 FOR MORE INFORMATION, PLEASE

- COMPLETE AND RETBRN THE FORM
ATTACHED TOTHSS enocnune

|
|
-
I
2
.
|
s
|
|
|
o

'n

A

%

o
N
]
l
N
N
1
|
R
I
S

l
I
1
|
|
|
iy
A

- 1 would like information about how |- can ,take pa__rt In:_l

O The evaluation of the lists of homemaking and volunteer e'xperlenn::e skilis. .

O3 The evaluatien and tryout ofuthe |

-

obs-sKilts matrix.

-2

The tryout of the workbooks for:

=

¥ -

J womernri, I counselors, [J employers.

1 am:€1 a homemaker/volunteer worker.

- ‘

L-) . .
loyer (hature of business: i

P~

n.emp

T —

3 a career/employment counselor.

[0 other (specify: :

.D.a

=

-’ ym
pAgty
[S

T NAME:

{School, Organization., Business, etc.)

ADDRESS: . ___

2~
-

" TELEPHONE: Area Code (-

-
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- Te . ’ " - . -
N o ; B -
% X LI . B
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- cles e - Nt L “ -

‘ ! Lo = d -
N ] ,"' i" /
- ~ . ‘é;g-’ ) ' B . _
. - = R M '9
’ . i H -
> "‘o/_ ) E .4 < . - = e
> o {_ SR ‘ R o : . T .
- ~ :Dear Project HAVE: Skills Respondent: o , : o, 2

. " Thank yod for ydur:iﬂterest We are now worklng on the )
competency llStS anﬁ“w1ll be valldatlng them thls sprlng. e

®.
,';5‘"
1}@

Y

. . If you lndlcated that you are interested in rev1ew1ng the .
Lo Job-competency matrix, . you may. expect to receive materials . -~
$Ei _ : from us late in.the summer of 1979. 1If you 1nd1cated that N .
. - ybu are 1nterested in rev1ew1ng the workbaoks, fyou may expect -~ .
S o ~ to recelve those materla%s from Us in. the sprlng of 1980. ° '

<+ . . KR - . . ’ .

L . o _Sincerely.yéurs, 7 Qs,, o

N ' , T - A . _ Ruth B Ekstrom : : } ' .
) P . oL -Dlrector, Pro;ect HAVE Sklll S YA T
RBE:ig 4 - e S : - 4 .

3

s - "y
3 v ~ - ’ . . :
{ ! E 0 E ) . '
- - d .
v . . .
.
. - . : ®
. $
. . . . . e &
- , .
. ¢ _
.. ) .
"a . ° ) ’ ,
- 'y C e
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Sample letter of 1nv1tatlon to Proyect
“HAVE SklllS‘AdVlsory Commlttee A

.
a

Sample 1etter of acknowledgement to ~
PrOJect HEVE Skllls Adv1sory Commlttee

LlSt of;members of, Prbgect HAVE SklllS-"
Adv1sory Commlttee ’

b . N . - © .
. .
—— \'

® - ~
-
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o ——— . -
- : }\
- «
by
. o
- .
N .
'] 3
.
L)
- - 4 '
,
.
4
LR ] -
N @
N
i A .
» . .
- . - )
Va »
. il o
. X ~ o
- .
(i N
e
.
~ . . N
. s B .
s e
T L.
ST A :
. " [}
. ¢
N~ u \ . .
. .
3 M .
r
. 3 ~ . -
A . .
. r .
! \ ' B TN - . v -
5 s :
. ;
. . . %
N . ! ' B
. * - .
a0
H L ¢ . -

I3
H



A
>

- 3 R . . PO . .. .
S o .Y e R
,Ew TESTING SERVICE * @J;( PRINCETON, N.J 08541 s
oy, N v‘;' v "‘___- T ) 'k- R ™ » h °, it ‘v‘ I = . ' '
S S B R . ; - T _ .
‘ °°9'931'°,°°° : : N ) - "@Ir"""- R ' / |
CABLE-EDUCTESTSVC. -, - .l s " . October 10, 1978
: L i .r: 5 . . . -5 X N ' . - o
Ms.? Marilyn Wiener P e < o o
- Northeastern Un1vers1ty , s S C ‘ i
360 Huntlngton Avenue - o = L "', S R
Boston, Massachusetts 02115 : T - B o
‘ Yna}vﬂﬂgwi o PR . T LT &
.Déar-Ms. Hienef?- : : ) ' : ’ ’

///{ S r plans are to. have th adv1sory,comm1ttee meet wlth us, 1n _ T

.. | - . 2 . - 7 e . e - A
; . X .

. e Educatlonal Test1ng Serv1ce has receiVed a two—year grant from
t  the Women's Program Staff of the U.S. Office of. EdUCatlon for Project

HAVE Skills (Homemaklng And Volunteer ‘Experience 5kllls) This project - " -

will further the recognltlon " of the Job-relevant skills «that women”
racquire from their volunteer work and'homemaklng experiences, ,We.
* would: 11ke -to have you serve on the project adv1sory committee.’

v

':~¢1 . The purﬁlse of the proJect is to deuelop, validate, and fleld

.. test-educational planning andiexperlentlalfevaluatlon materials 1n-h

cludlng- (1) lists of the,job-relevant competencies that women 1earn te

from homemaking and volunteer work; . (2) competency-job matrlces thai

‘1dent1fy jobs .using the competencies; and (3) workbooks to help adu.

women, counselors, and employers use the matrlces. L ﬁg, S
N :

-
>

5 ©

.- .. The-main runctlons,of the committee will be (1) to rGV1ew @rafts
- of the products _ being prepared B?'tﬁe project staff and to make régom--

N ' mendatlons about needed “changes and rev1slons\_and (2) to review the

‘ plans for' validating and field testlng;prOJect materials and to make’ i
v recommendations about their implementation. We also hope ‘that the -
~advisory committee.will help us in maintaining 11a1son with the various
target groupsvlnvolved in this proJect and that commlttee members may.
be, o assist us in 1dent;;y1ng women's groups,” oounsellng centers,”
nteeg ofanizations, and employers that might partlclpate in the fj'
aluation’and field testing of the- project materlalsﬁ = .

L

Dr1nceton at three points dﬂtlng the work- of the project: (1) in
February 1979 to review the cémpetency lists and the plans for their
valldatlon, (2) in August 1979 to rev1ew the. competency-)ob matrlces
and- the plans for their’ valldatlon, ‘and (3) 1n November 1979 to rev1ew e,

o
.
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o .Ms. Marilyn Wiemer. -+ v - .2 & . " - . “October 10; 1928
T - L - ’ ’ - ’ 4}"»'. > 0w : . * ;‘,". . ?;' v
< »__the outh.nes for “the threa; rkbooks™and’ the plans for the f}.eld teklng J._,_

. and evaluation. Each meeting will 1ast§bout one-and-a-half or two days{
We will prev1de you with an ‘honorarium. 6f $100 for -each day's: work plus=

= _J ' v‘ *.  per diem expenses (for hotel ‘ahd xneals) and--travel costs. We will-~also o
| > ., ask .you to reV}ew, at home uring’ the spring of 1980, drafts of t»he Jtext - K
of each wcrkbook and will provide an. honorarium- for each review. Please ;‘
S return the enclose dcknowledgement form by Octobér 20 1nd1cat1ng whether! .
“. or bt you will, able éo serve. _We will need your: Social Securlty . L.
ES N L=
et numbér in ordexX to pay you. = ’ ) N _  v . L e
€ .
: pla% feel free ‘to phone me, or the” other*nemhefs Sf the proyect
- -
staff (G Wilden, assoc1ate pr&ject director; Frieda Hardy, project ) .
] _ manager; Irene Smlth, secretary) t-(609) 921~ 9000 if- you have’ any ques-'_
h .. tibns about the project “or the work of the adv1sory comnuttee.f We 1ook
& forward to worklng w1th you. 7( S B . -
: 3 . . i T - . - - ¢ ’ :
. 2ty e . e Lk s L N . T : - . P .
. . v ‘ ) , . | $ln€§if91y yours, 2 -
. - i ° r’® B Voo —_— ) - )
“ L B IR _Ruth B. Ekstrom . s = - .
o . ) : ~++  Di ector,.Pro:;ec.t HAV}: .Skllls e
RBE:is =~ _°* - i : . - o '
Enclosutles: 1l..Acknowledgement Form-- =~ =o &, ° ‘ L B '
. . © Project HAVE skills- - -', | T .o oo i}
. - . Ad\lsory Committee . i~ N : ‘ o .
@2 _RRturn anclope e S . Lo .
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' _i. ACKNOWLED (EMENT FORM C T
& - ) . . . . i R ° N .
L _ Project UIAVE Skills-Advisory Committce )

NAME o

PREFERRED MAILING I\DDRESS'

TELEPHONE NUMBER‘ ;

SOCIAL SECURITY NUMBER- _ S L - L : :

‘ I will be able to serve on Project HAVE Skllls Advlsory Commlttee.

' I will not be able to serve on Progect HHAVE .Skills Adv1sory Committee;
however, I would like to. ‘nominate the follow1ng person as a poss1b1e a
candldate for the ‘advisory commlttee. : - K
.. NAME: = - A o : L : '
MAILING ADDRESS: : B
v
. i ‘

TELEPHONE NUMBER: ' ' 4 T
- . ) . . . . i ‘- B ’ " n - .

We welcome- your comments or sugge$tions: . '/'. >

J.- ) . r.
v a 1 4 . -
’ ‘ : ’ o J : . .
: T (
o

. Please pgturnfthis_form invthe‘e@closed.postagehpg d’énvelope by:Novembe; 3,?&975;
. Thank you! ~ © . '.'. ' L

PAruiion providod by exic (RS -

[
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~ L - . .. _ .
wLDUCAI IONAL TE STING SERVICE . \{E[:j‘_‘ . PRINCETON, N.J. 085611
RV A . . . ~b ’ ’ ) -
" 6o9-921-g00o Ai' L - . . L
CABLE-EDUCTESTSVC e - ..+ . oOctober 31, 1978
. ] : :
_- . . ) ,
. i - Lo )
NS
Dr. :Joseph Quaranta - & , ... 0T e
= Ohio state University = . . T e
257, Arps Hall ‘ ; T - o ST ' -
- 1945 N. ngh Street . . o 7 T d
-7 Columbus, Chio 43210 = B . : oo .
. ., . Dear Dr.'Quaranta:‘ . L T T
Thank you for agreeing to serve'as a membér of the adv1sory ” .
< committee for. PrOJect HAVE Skills. . Your willingness to share your -
C' expertlse will.be a valuable asset to the pro;ect S .
; o i . - oo . . s -
e . We look forward to meetlng with all.members of the 1ttee
- .. and we have tentatlvely scheduled dur first work . sess1onc}9 / -
' February lst and’ 2nd. Please hold those dates open. We will be ,
in contact with you again ‘sQon and-at that time we will provide RN
ot you with more SpelelC detalls and .an agenda of the meetlng. :
» . - - . . e .
¢ 'J' ) :§'-7 '. iy ,' ) e Slncerely yours, Tf,‘
- ’ ' . '.. - h - L ’ ¥
. - :/-j‘ .. ) . . .“/‘v B ) P -_ ‘ - (‘ o - . .‘
i L S I R sl -
| « . - ’ - o A o ’
o g e - : Ruth“kaEkstrqm~ . ,
‘, _ o , _ S Director, Project HAVE §kills'
.  FMH:is ' ' - [ T
. - . .v If "
’ . .
: . . o
5 ' ! !
. ~
§ - _
; L g o T«
(4] 95
95 '




.

' "Herta- LOeser*

..203- Churchill Hall
' Northeastern Jnlvers1ty
' 360 ¥ tington Avenue

Project HAVE Skills Advisory Committee
{(October 1, 1978 - September 30,-1980)'

wlnlfred c. Borden

* Women' s-Management Deéelopment Project

Goucher College
Towson, Maryland 21204
Telephone. 301—825-3300, Extens1on 282 .

Laura Lee. M. Geraghty

Minnesota Governor's Office of volunteer Serv1cés
130 State Capitol ’ '

. St. Paul, Minnesota 55155

Telephone~' 612-296-4731 .-

'vAlex P. Kassel
_Chief, Bureau. of~Employment Serv1ces

Department of Labor and Industry
State of New- Jersey ' .

. Trenton, New Jersey 08625 . -

Telephone: 609-292-2055

- Lourdes Miran’da-l(:mg . -

L. Miranda and Assoc1ates, Inc.

" 4340 East West ‘Highway --Suite 906
' Bethesda, Maryland 20014 . _
'Telephone. 301—656f8684 , ©

Vlckl w. Kramer
Options for Women .
8419 Germantown Avenue

. ?xladelphla, Pennsylvania- 19118
1 E

ephone: 215-CH2-4955

Civic Center- and Clearlng House, Inc.

14 Beagon Street o '
Boston, Massachusetts 02108*1

Telephone: 617-227-1762

Joseph J. Quaranta.

Ohio State University

253 Arps Hall

1945 N. High Street . o _ }
Columbus, Ohio 43210 L o ' "
Telephone: ' 614-422-6554

Gloria Scott .

Vice President, Clark College

240 Chestnut Street, S.W.

Atlanta, Georgia 30314

Telephone: 404-681-3080, Extens1on 202

‘o

Marilyn Wiener

Boston, Massachusetts 02115
T~lephone: - 6’7-437 2423

*PFFectlve August 1979, Herta LOeser 1s replacxng TlSh Sommers

[:R\j:
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APP@NDIX’C

’

‘Final Draft .Set

"I Can" Competency Lists
© (33 Lists)
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,;u . » | COMPETENCY LISTS . . T ..o e

HOMEMAKER ' LISTS: . . S O T
s R T CRO S A
. ANIMAL CARE SPECIALIS)T o .. ’ i
Q;_ammwmm" v N . -
_.-3. CHILD CARETAKER =+ « . N
- 4. CLOTHING AND' TEXTILE SPECIALIST '
- T HOME 'DESIGNER =¥ .
,” + 6. HOME HORTICULTURIST
oL ',V.IIHOME,MAINTENANCE TEGHNICIAN,
- o © . .7 8. HOME 'NUTRITIONIST - . -, 1 ‘-
' - "7 7 9. ' MANAGER OF HOME FINANCES. T ;o
e » . 10, PROVIDER OF HOME HEALTH:CARE

i

VOLUNTEER LISBS: -, Y ' :
: P T T : A,
e . 1Y. - ADMINISTRATOR/MANAGER
R ,I2g"ADVOCATE7CHANGE AGENT
. . . .-'13. BENEFIT SALES WORKER" = ,
‘ P '.; 14. " .COMMUNITY' RESOURCES' SPECIALI@T .
e v ye15, rCONSﬁMER RIGHTS SPECIALIST f».fd L
o B 16 COUNSELOR". , ‘f} e
SR 17 EM%RGENCYJMEDICAL TECHNICIAN.._'._ _
18., FINANCIAL MANAGER D ”'. s ('
‘aﬁ ©19.7 #FUND RAISER R T
o . 204 " GRQMP 'LEADER FOR A SERVINE ORGANIZATION _ A
LR, ,4«21.\ HEALTH/MENTAL HENLTH CARE INSTETUTION VOLUNTEER -
ceo 7 7220 v LEGAL RIGHTS:SPECIALIST . . S /zﬂ“ e
' "3%’23 .LYBRARY ASSISTANT e :

.

) , : =24.%" MUSEUM STAFF. ASSISTANT (DOCENT) B
: S ‘ 25. PERSONNEL MANAGER ’ -
e . .26, f=PROBATION INVESTIGATOR " VA

s ele BE 0 g’ 9% PROBLEM SURVEYOR . -

. . ) . , . . B ) . / . ) . -' .
B ok E A '28.: PUBLIC RELA IONS/COMMUNICATOR y // . N -
S w3 #0294 RECREATION WORKER. RO o T
SR T 39., RESEARCHER "..“t _ '
SRR B R 31."" TRAINER | : ¥
SRR e S ,f;"“32" TUTOR/TEACHER' S, AIDE /i -
E 4 A 33.; YOUTH .GROUP- LEADER. 7/
o j S R B o
u vv‘ 9"0’ 'u‘ B ' § ¢ - "
\ P ’ " : 5
VS ' T s v
e . S ¢ "t ' B B . S
. t . . _';
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i:;y4f-, Breed and raise pets.’

Y

: .
_ b & '
R . . .
. . .
L o oA - R
- .
. e + 0

. E 5
and health care. '

As an an1mal care spec1allst b can~'

° - . : .
) § . . .

;”-'Dogs.

‘¥ ‘~.Cats. . . . - : Lm : ).

] o
. = Horses. .
.= Birds. , _
. . . i . . . . A . -

-~ Fish. ~ 5 L L \ - -

N - . . . . v~

* - Gerbils, hamsters. etc. . - o B
. : e -- . . o e . ‘,' - - ‘
- 'Heusebreak a pet.v'*. d, , s 'f} L .' ..

S _Greomva pet, T A S

- PrOV1de approprlate food hous1ng and‘sgkitatlon for a pet and expPain: tiiz

e L R

; ’ o0 e o “
reasons for my ch01ces. i : I

P RS . . . . Y .

- . -
R : . L
. -

. etc.). S _"r' e {5_ .
- Train a pet. . -~~~

B B S
. . e e . . °
" ~.Obedience training. T ‘ '

.ﬁ?%_Training‘fon'pet Shows .

~ - ='Tricks. . .,

Vo
s
d

- . 'Show'a pet in.a ccmpe=i=i-nt

. . - . . . \

- Judge a;pet show. . S oo®

_ -,--’Break_andrfrain'a ho-se¢ iimz T 3

. L Ny -

N ~
\ . a
’ 4, -
. ¢
. = .-
® . R ] . '
‘ - -,
: e a !
. - ” N
e ’ ¢ .
! ! . .
v ;
‘ - -
. ' .o A
e . . N , g,
s v N »
~ . .,
i, { ' : .

. 3 .. . . . )

=~ . -Describe éoﬂmon-pegaL TR Lems and,now they can be\Qrevented? ?

e



" ¢ 2 )
- Care‘for anrill pet anafdescfibé the féésbns féflmy acﬁians.
. ‘Pfovidé eﬁergenéy firs£ aid for an injured pét;5
) ._ Assistva‘vetefinarién in médical prqcedureéfféf pets.
. g;; "Descriﬂe theliéws, tegglatiéngn ahd proced#reé involved ih_raising and
- .'. 'selling‘pets. - L L R
, o . |
-~ Pet control. i . ' Coe .
. -:Pef'licgnSiné.
—.éet.regisération. _ ' f“ { T '_;ﬂ
- . . Explain the dietary.considerations negessﬁry %n maint;ining a wildlife
féedin§°étatidﬁ. o
- ;,bIdentify loéally ?6ﬁmo;'wild1ife;
- Birds. . . _ L -
; . _‘ - Fish. o . : o S
v - Hammais,
B ;.;‘.Vb? weptilas L/ . ‘
' - Insecus.
-.  S8<-ve as . bor resource person atfa nature center (séé Museur Xidé).
Jif ..Pmnvi: L are and maintenance fbr'injuréd wildlife.
) -:fa_ 'P:Qef se farm animals. « -
- -“ ar: s o other, fowl. )

.
= Hor:x
&
‘= Sheeg. E , : .
" - L.plain - ltasic principles-in breeding farm animals.
To- Provide &~ :ropriate' food, housing, and sanitation for farm animals and’
S - describe ‘::e reasons for my choices.

~ X ¢
[ :

e

o ; . : - ,' - - ' ,‘ va‘ _Z (};3
ERIC
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.

‘ - Describe how farm ani@éis’are judged and shown.
- Explain what is involyed in ratsing hens to obtain eggs. - .
: < ‘Explain-what is involved ‘'in raising cows or goats to obtain milk.
1 ) . “_: ; I ] .. "
' '~ - Explain what is involved in raising sheep to obtain wool.- )
- Explain what i§\$g901ﬁed in raising farm animals to obtain meat.
v ] - . ’ : -I, ‘ 8 ) . \' ]
= - Describe the common health problems of farm z=nimals z.:d how “zne cun bé
preventéd. . ; ! '
.= Care for an ill farm-animal and describBe-the re.. .« - for —v acs: ons
- Assist 2 Veteriﬁari§n in medical procedures * . £ .7 um-
& g i ' , ,
- Provid: -mergency first aid for injured f_-. ami=als.
A
S ! . t
é . - .
. _-“_‘ ’ L.
, ' Y {
R . '
/ <
S ‘
<. < v ”
’ 4 . .
2
Q
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> . ) * v P , -
' . - 8 4
. CHEF/COBK ! -
2 ‘A chef/cook prepares food for others, taking into account'cqsts( nutrition, .
. . . . . s ~ . . ! o ] N ‘ - . —-—
and preferences.. . oL i : - 'C3\
v . ’ ~ . » ' V B \ - .
- As'a chef/cook, I car . ] -~ ~ N , £
- Serve attractive and oz:at:. -le ’Eals,/taging imto =z zcount: - L
7 . " =, . ‘. N \‘ '.. . L]
- Color, texture and apps: zzmze. R _
. . h * . = . " a: K
-~ Nutritional needs. \
o, ' . _[’ “ S
- Budget considerations. - /o v ‘ -
- ! s “’ -
- Common foed likes and .. _ikes. .
. e - .
’ : ° v 4 -
¥\_\— Prepare appetizing.porta- . meals.
- For'invalids and shu: . T ' S - ﬂf .
- For'picnics and outc¢ ::: meals. , - _ . ', o
, - Package portable,meal. 70 as to prevent spoilacs i maintain an o
attractive appearance. ¥ : : L
. By . .-
. - Adapt recipiessto servs _arge or smaller numbers of people. . : }?
- Cook food in large quantities. to serve to.groups of: ' - T; .
. R . o . i AR
- Preschool children. o : . - IR
. }l } » - } . . ‘:- e . . :
- School age children. : ~
by i I ) .
| Adults. .~ = - ' N
. -- Adults. . . _ _ ‘Y e
- Ill or hospitalized individuals. _ S c
7 . . - ) k4 i :
~ Elderly. ' - T o : : : L
. e —~ N ) . . . . . oo Fd . T A .
- Prepare meals or adapt recipief'tc meet allergy problems or special . L
hige s B ~ . ‘ .- . . = f B v - . X
- 3 . ! . . bl o . . P : p B
- v d%et?needs.; - L . ‘e : , _ s L,
. , , _ .- . S . R ¢
. —_— . . : e o ' ' ~ o Y
o v‘P}epare_food specialties for a regional; ethnlc or cultural group.,;g, '
- ify the nutritional values in the meals I prepare (see Nutrlterlst) e,
. "’, \ - . v oo
o= valuate the cost and nutrltlonal values of alternatlve methods of .
. o N . . . , . ¢ . o . . .
' preparing the;sa@e-fooas (see Nutritiopist,‘and Congumer Rights_§pecialist), .o
¢ ‘J g T, 5 - 14 :

ERIC -~ - . G N
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- : f < - .
- - - .“V' ) R d R N 3
s * %.
Utilize regional and seasonal foods. : - o e
_ Plan meals. taking into consideration: ' S
. . ' ’ 3 I ) i
. - Nutrition. :
1. . - . -- . . o . St R B z
L ~- Appearance, color and texture. - } . ,
} i ‘ . - N . . : 3 .
- = Costs. o T : . .
i - Preparation time. A P .o . N
+ - Special diets.. . M o R
. e ' . S _ . o
- Availability. ' ' ' "
« - Leftovers. , ‘ ' oA )
[y ' ) .
- ©  Determine the nutritional needs of tHose For whom I prepare meals (see; ,
. Nutritionist). o o _ - L . !
- Stbre food,ﬁn;éésserve nutritional qéﬁlitiés and prevent spoilage.
) : : N . . o TN i
' _ : N , ' - . _ :
: = Descri#be common food spoilage broblems- and how they can be prevented.
' _..' N - . -y L ' . ’ .3 ) s
‘ - - Read food labels to evaluate quality and weight of contents. . -
- Evaluate fresh fruitvand vegetables for freshness. |
N . [N - , . . . L1 s N
’ - ' . ’Evaluate meat,. fish and poultry for.?uality and freshness. .
. . ) -~ . M . . .
I‘ -‘ : ) ] ] °
- Determine’ the appropriate quantity of food to buy.
K - Utilize recipies and cookbooks. ‘ . . o
’ 4 o ' - . . ) ’ . ‘
- ~ Prepare food according to a variety of methods. : '
) }1 o ‘ ° . - “ . . . .
.- Freeze,o}‘caﬁ.food for, later use: S v
- Select, use and care for kitchen appliances, and utensils.
- - Use kitchen equipment safely. =~ . ° o R : .
.’ R ‘-_‘ ' 4}) . ' Y 3 . . . '. ]
<~ . Conserve energy“in.food'prgparation'and storage. -
- - plan and presgge nutritious snacks., — . °° S .
; _ and pr. . -OUS _ . oo
AP . v : >
) - ' Compare the cost and nutritional value of convenfence food,, "junk" fqod, °
. . C T ‘ . . C . . -
~ - . and home prgpared equivalents (see-NutritiSﬁiit, and Consumer Rights
_ - thaiis :
- . . [ . . ] ) . . . . :
P . " Specialist),. ¢ o Y PRI o o : S
. . . A x . ‘
s e : R _— ‘,):‘ ‘ .

o . : ' ' L ~":‘ N - ’ o : .
Q - IR e L 1T+ o .
RIC- .y - e T
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- < -Serve fo3d in an attra

.

‘= . UtiliZe garnishes to make a meal more appealing.
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Chluu \.nRLTAKER

v

4

' g -7

The Chlld caretaker is responsable for providing for the phys1cal . ’

. .
- e . .

) /7
emotlonal, 1ntellectual and moral needs of a child at dlfferent stages of

.

T . . . . ,» '3
development.- In prov1d1ng3th1s care,f he Chlld caretaker must assess the

'Chlld's needs, 1dent1fy the appropr1ate care and 1mplement such care w1th1n

the f1nanc1al spat1al and, temporal llmltatlons of the partlcular setting

‘

'_ w1th1n whlch the child res1des.

"AS a child'caretaker, I can: :

. . L o . 7 .

- Identify'the.nutritional needs of the child (see Home Nutritionlst),
. o PR | . - o
including: ; . . . . -
-:selecting among alternate liquid diets for, an infant (mother's milk,

‘animal milk formula,;vegetable milk formula).

sy ! v

* 'f : ¢
= o —_Determlnlng when to add solld foods to a chlld's dlet, 1nclud1ng
[ - o
. consultlng w1th‘med1cal andgparamedlcal persOnnel regarding nutritional'
needs.” ., B S o

~ o “ - N P
- Devising ways of helping the odder child deal with the limitations of

) o x » = M x o i . ¢
"y a special diet when that is ngcessary.,
' . . . ; . . . . . . . ‘ .
- Recognize and respond to a child's need for a Ioving and emotiona%ly . .
’ ! ' N ] T . ’ .
» . be ‘ - ¢ . - - )
¢ supportive envrronment. E - S 4

*
: ) v ’ ’ o " . 3 . L.
- Identify and provide a safe‘stimulating environment for a child, including:

- Providing:safe ‘bédding fof an infant. = _ »

- Providing stlmulatlng play env1ronment approprlate for a pFeSChool n

< u.chlld. \ ) .." L B ' Ly :

- Teachlng a grow1ng Chlld to develop safe play proceduresy developlng an'

o -approprlate balance between a chlld s neéd for exploratory act1v1ty and

1 . . . -

,.requ1rements of safety. B S L A

.
[

?‘Teachlng school age chlldren how 'to 1dent1fy safe play areas. - ."{(

e Purchas1ng or maklng materlals'to develop a childeiintellectual
v . _— i ?_: ' - ) B e . . B ) o E R
‘ and'physical”growth. f}. o 4 : L - v\\

4 , ; .
i o R < : . . : .



‘ o . [ 2 . .
/. C Se .
- ‘o ! T - ’
. . . , . . ") , ' . . M"
N - Teachlng the qhald games and act1vit1és approprlate to her/hls age »
L B ° 1 . [ )
e and 1nterests L, S ] s ;»“1.%
i{fg r- Make effective use'of med1cal serv1ces fpr the chlld, lncludlng‘> z
’ IR ;\'— Consultlng doctors regardlng ﬁreventatlve medlclne, and 1mmunlzat}ons, ' i
SR eter S A S . A
’.‘.«\ ... o Sy _ P o . Ce T e ) , T
& N Sl Lo Y : - E _ . i
L - Obtalnlng emergency medlcal serv1cés when necessary. . A .
”'-f- »c, - Determlnlng the extent of publlc'medlcal facllltles and*dec1d1ng when
1,&"'; _yt is approprlate touse’ them C e, v _f'f)' 3
q'] . . _n ) .‘i - . . . . . ; - .
Y - Arrange and superV1se poclal experlendes for a - ch11d wthh w1ll promote vy,
e ot [N %
N . - .60 . . . - - 2 - , -
. v [ s . )‘ St - . ¥ i S
L ,ethlcal and moral deVeloment SR ,'\ -oh T : S
Lo . S - PN
e Identlfy and select appropr&ate educatlonal envlronments, 1nclud1ng. . A
:éhoos1ﬁg3appropr1ate chIld care and preschool fac111t1es when needed o )
N .,. . /
- Consultlng w\th school staff regardlng the chlld's educatlonal deVelopment
; . } M , i RS .
‘ f?l:». - Consultlng w1th school staff@gsgardlng the chlld's soc1al/emotlonal,>
C , i . . v S o o :‘>
phys1cahp ﬁnd cogn1t1ve deVelopment.> )”' c 19. IR o v R
. TR e ‘\\' : ) Co ’
R 'V-.Maintalnlng an ongoang 1hvokVement in the chlld's educatlon.r o
D oo g ~ :
: - ',Identlfy and- prov1de approprlate cloth1ng for a. Chlld at dlfferent stages
- " of’ development (see Cloth1ng and Textlle Spéc1allst),,1nclud1ng-

'é Co - ™ -‘ ~ SR ) LY K
. Identlfylng approprlate clothlng for d1fferent se@%dhs.:‘ . LT L SN
G e . Ky % Arptil gl TN
R 45 e o .,. T o "‘n"‘f s (@g ﬁf’ 5 G ﬁt
R Identlfylng and prov1d1ng approprlate Ibt i g when’travellng or'mow1ng to

| A:‘ . e - o
: oo : - . 2R . - . ‘ » i ) L .
o s dlfferent cllmate ,'>- e VI R f.s, R
, a S . o S A . .
— Idenzgfylng other factors to - cons1der 1n clothlng4se$Ectlon (growth
7' P rate, fabric durablllty, etg ) (YR T 12' - }1 ;Iﬁtvj";; L '
- A& . . cb . ,
e = 'Evaluate books andamov1es and determlne thelr sultablllty for a Chlld ’
. ‘ R L B . ’ l’
3 N ’» o . . R
. N Y - ] 4 "
N o o : :
2 . ° o . _‘//7> - "

oo v TN



“ e : ‘ 3 . ' ,
2 0‘ - - <
. P ’
3 t.
L L ' ’ : ’ .
L - Identify resources in the community which can be used to augment School .
and preschool acthltleS, including.
| S . P
- - Playground facilities. '
. - ce : -
L ' B S . ' .
' k = Art’and craft workshops. S
. E ( . . - . . . ‘
) . 3 ’ : : o "
‘.~fLibraries“and museums. . . :
- Dance and muSic programs.i' o T _ o . .{,
- ) : ) "
B = Sports programs. ‘ .
vy . . . ) P
. -« Youth groups (religious, scouting, _ete. ) e S s
Tt Ca " o . N ’ . ’
. L (See Communlty Resources Specialist ) , S .
{ .o B ' _ . :
--".aDemonstrate skills which help make life interesting to a 'growing 9hild_}
Ki $ ) . ; . ‘ ] -‘-. R :. )
(e.g., storytelling, singing, etc.). S o : IR N
i . L, -
) c= ';dentify resources in the community which may be utilized to improve the'
, - . ) . . ‘w .-
‘liVing qonditlons for the child, including- S ' ot
i cfg } - consumerbservices (such as diaperwgervice,rnursemaid service,icounSeling
' e ) o . i R - ‘ '’y : . - g
g programs, etc.) . L S T .
- Publig serv1ces (such as: AFDC, medicaid foeod stamps).
- Direct benefits to the child (such as: diaper'service,.medicaid,j, ‘ f’u
s N 7 . . ! : .
. fopd stamps,~Big Brother, etc.). ’ T
T [ irgct'benéfits to the child (such as: counseling services, Parents-
. :L ; ) , " e "«.,r = = e - K B : . b L ) B ‘ .
% x;.z-{ L IR ; . s ) » " o o "
T -without-Partners, etc.). .~ - * | .. e L .
‘\. : . . . - ) . . _A'. : . . (‘ .
” (See. Community Resources Specialist.) _ . : . o
- - . . Recognize and treat childhood diseaﬁgs,‘including:' :
- Identifying:such diseaseS'and'describing their symptoms!
N r.De}ermining what immediatelremedy is needed. - . S R
AN . i A ’ . . . . . . - Cd
. . _..m. ". . . o . ‘. . »."‘ . L e
' - Describing books which are helpful resources in dealing with childhood
' diseases. T o, PR
' s Lo T - E g -
ERICY o T e

Aruiext providea by enc ||m Aruiext providea by enc



—~ © 4

T - Descrlblng emergency procedures for . various condltlons,_ o
[ ' o :
- .
- Consultlng med1ca1 personnel when necessary._

(See Prov1der of Home Health Care )

- Descrlbe and recognlze the mllestones in human development.
bS Identlfy emotlonal dlsturbances or 1earn1ng dlfflcultles in A h11d '
. whlch’need profess1ona1 treatment or added attentlon, and obtaln

s

aPProprlate consu1tat1ve adv1ce._

- f tReCegnize thejnonverbal cues_and hehaviors.whichmindicate tensionszét
jprbblems.t. | | -~ ‘ . . .

- . Provide legal, moral.and ethlcal guldance for.a ehlld appropriate te
:the chlld's age, 1nc1ud1ng . _ ' ' o ; e - . |
- Famlllarlzlng a ch11d wlth laws which may - affect her/hlm. i.‘ | -‘ .

\ R ’
'Famlllarlzlng a ch11d with codes of mora1 conduct deemed approprlate

by the parent.

-

',;7 —'DeV1s1ng ways of helplng a Chlld to take respons1b111ty for hls/her

behaV1or._ . , - _,f. Co '_ L
F'Dev1s1ng ways of helplng a.child to. recognlze the consequences of
3 , . e .
’alternatlve behav1ors." S e S /

f»Dev1s1ng ways of helplng a Chlld to, recognlze the patterns of behav1or,

L °

appearance, etc., whlch are accepted by soc1ety and to’ assist the chlld

- ¢

in determlnlng personal reSponses to these patterns (respeot for e1ders,

< v 'ethuette, soc1a1 amenltles, 1mp11c1t dress codes, etc )

~

%’Determlnlng andqdestrlblng means of . 1ncorporat1ng the 1nterpersona1 -

4

qualltles whlch I- value 1nto the relatlonshyp Wthh T have with a Chlld-

A'Dev151ng ways of helplng a thlld to express hlS/her emgtlons in

e acceptable ways. - Coe ot __' ' o _ '

- Descrlbing;my_approach‘tQ'punishment'and-reinforcement of a child's

°.. " . behavior and discuss the basis for this.approach.

a

2

e e gy

Aruitoxt provided by Eic: v



. o
-  -Describe ways to develop self-sufficiency in a child. o e

.4‘ : Demonstrate my understanding of the,speciai needs>of 'a child hith a

physical‘or emotional.ﬁ%ndicap, of a gifted child, of a!child'inla >
‘ # single parent home, of a Chlld of a hlghly transient famlly, etc.,
- . . i /

including: - o .
- Phy31ca1 needs.
- Emotlonaleneeds. : _ E SR

3 = Educational needs. -

. addltlon of a new famlly member (1nfaﬁt .or ged), divoxyce of parents,

/

- Acqualnt my Chlld w1th our. famlly, et" i

TS Help a Chlld develop a,pos1t1ve self

- . Provide sex education. -

- . Help the child'function as a member
- Involvement in decision‘makinqi“
. ~ - = Recognition of the needs of other

ERIC

Aruitoxt provided by Eric:
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v
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Aruitoxt provided by Eic:

- Maintain'relationéhips with:éifended‘fémily.

- Encourageé togetherness and,mutual support.

- Teach a'cﬁild to respect the rights of others.

:
N
i
.
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X
.
e
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- CLOTHING AND TEXTILE SPECIALIST /

.A clothing andﬁtextile'specialiSt_is responsﬂh or plannlng, p)ov1d1ng%\

nd caring for wear1ng apparel (fabrlc, fur, jewelry, etc ) and textile pro-

ducts found in the home (curtalns, sllpcovers, bed and table 11nens, etc.).

ERIC -

Aruitoxt provided by Eic:

As a clothlng and textlle spec1a11st
Demonstrate knowledge of 2 properties of various,kinds of fabr:
land materlals'nsed in ti > or for wearing:apparellby de
‘; Care.and'malntenance jehae}d :ies‘(cleaning, year,'vnlner;bil
stains or‘heat,ﬂ. | |
. pliability and structese.
- Ha ‘//g n s ruc )
- Differences in method Jf-productlon.;
Q'Relati;e,costs;.
- Terms usedfto“descrlbe.these;materlals-or.their.properrles.
Analyze the wear1ng apparel needs of people, tak1ng into cons1deratlon
such factorsras age, f;gure, s1ze, budgety‘klnd and level of act1V1t1es,A
fashlon,'and 1ndrv1dual dlrferences and 1nterests.

-Select coordlnated clothing items5’

Select complementary clothlng styles and colors..

'- Makrngfalteratl ns of'patterns or™ merglng two or more patterns to- make

' clothlng or: other home textlle products.

f%s'CreatinQ my.own patterns from;which-to make clothing or other home

. a- * 7 . R
textile products. .



? ! 2
o R ‘ h ,/
N . ‘
~ - Descr blng proper use and ma1ntenance ofKFools and equlpment used in.

. . 1

: vaglety of dlfferent technlques in my spe01alty (embrolderlng,
. @ _ . 7 )

/ N . .' 6 .
»emonstrate skllls and knowledge related to malntenance of’ wearlng appa

-

and home textlle products 1nclud1ng ; L S : ._4_* -

- Describing'proper cleaning or-preserVinglprocedures, 2

- Descrlblng procedures for alterlng, mendlng, and/or remodellng

. . Loy

= Descrlblng storage cons1deratlons. o o _V/A/ '
LlSt and explaJ.n 1n my . speclalty area (warp, ske1n, blas, e

L S
. .

flat fell seam, etc )

Dlscuss the hlstory of textiles and ‘describe how methods and materials
S \1 " : ° . : * S
have changed. o L . s ; =

. »

Identlfy the technlque, perlod and or1g1n of varlous textlles and/or p

Py

cloth1ng samples. _ ST ST

- - 1

- Evaluate the qualitf?of.clothing, rugs;'curtains,'linens, and other.
. , . N
B textlle 1tems (sae Consumer, and Home Deslgner) . . IR | o _
« 2 .gelect home textlle items (curtalns,.llnens, etc. ), taklng 1nto con- T -
) s1deratlon B Y . . : . S
. _ ‘ s Ty . . -
7 y : Co
) . T (

o 115

P . /
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Y« - Durability. , ORI - S .
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-~ = Ease of mainten: .

. o o . . VA
" - : v o .
- o - C019r and style - ‘lome ‘ner)’.
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Aruitoxt provided by Eic:



T T - )
I
o .
. \ . .
. : \‘ . ’
« .  HOME DESIGNER -
‘ RIRRH bt o
. . ‘ - . ‘\‘1 S . . STy ' -
A hc - -:1cner plans the decor and ot er‘che;acteristic§ of .a house
. or apar=ms- . :nd carries outr or arranges for'and oversees the implementz tion
;. . ts » . . _ b v e s
P . s S b -
of these p. as. = =~ . ) S >
A ne designer, I can:
- Sc LRI .2rtars which meet family tastes and needs, taking
iI : B ' \
:: - © i&t:2 = to schools, work, shopping, recreatioh, family
cier - ., m=ahe- from hazards, noise, problems,’etc.). . ~ T
¥ - <ost - -age, rent, taxes, owner's feés} etc.). . e
g 1 - . i . ) o 7 w A
i - Availa. . .ty of se:vices and utilities. (4 4
,’!,' - ign. ) - ’ . "q . ‘ E . Ty ’ ,l.
R L e oy b '
G - Structural quality.- .
[ - Room arrangement and traffic flow, (//‘\ o
4 . : o : . .
i - Nuniber and typg of rooms. C o , N : 3
Loine L o I i : . ' ‘
R ‘Develop a plan for interior design. _ ’ .
' -~ Afalyze the physical elements tp be considered -in planningﬁand-decorati
R IR o N ; .= o
ﬁ_jcgmf(dimensions, pldcement of windows, heating system, etc.). .
: - Analyze the nonphysjcal élements to be cohsidefeduih home design (use by
’ chiléren, zged, or handiqqpped;'cleahingj and ﬁreServation of decor;
' , flexibilit:, family values, etc.). - . . . . . . - T
. ' . A N . . ' . » . .
< - = Analyze. hc:: resources currently.available can besk be used (existing
LR E . : ¢ T . . : -
" - furniture, carpeting, -accessories, etc.).
- . . . e 0T : -
. : - . K ‘et : [ ’ X
-~ Determine ~ossible changes or additions and thencost and consequences of
. .. 5" e . B N "“ . K . ., af'
each. £ R S 4
*.- T ) B . s . - l g )
i A ' ' S : - g e ;
= ’ ;‘ v . -" e ) >
Q ! : - l l’;l Y e B

ERIC -

Aruitoxt provided by Eic:

‘
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ERIC

Aruitoxt provided by Eic:

) v -
‘ t . , <
Z % S - e
- Develc— a multi-stage decorating plan if resourcc: a 7 °o slazle -
to imp. cment dll desired changes. -
Apply prin-inles of ‘color,’ texture, and cec.v in k-
Create ¢ ...al home designs.
. . o o o
De =xril 1< demonstrate how color, lig G o0 ue
! . .
. \I
-Pp= »rance. ) - ) . R
JIder Iy ¢ 0 -r zic soicelines for evaluvating and pliznir - design
sal.wze proportion, ete.). . )
3 e . o [ R
T rgecch ~ducts or materials with which I.'am unfemilia: .
M : P L3N x .
I s . R ) .o 3
-sec "1 -chitectural-and home furnishing sty.es gf hizv c. oor
) :' .. g ) . ) . :

. : - . ? . o
regiol . ‘terest. . _ _ 4 \ - )

. Prepare scale drawing of ‘a.room or house fc ' use inoczen cdron oy T

. * . ) i - N ’ ’ R ‘ 4 \
historice” rectoration. . ’ ) T :

- ‘ ,_’ . . - LW
ident. resources which-can aid me in restorinc an ol_zr, ome < - irn s W

. . . ¢ . : ‘e - R I4 .
S ; - : I Lt
_ssessinc the valye Qf a' new one, : o 3 o .
. :, ' o e, - - S L . }
Zetermine furniture needs. . {“; N ‘ o o

oo : . . . . A ..

B N .. o oo . 1 . .‘ v . + l- . ) . ,," .’\\
Restore, refinish and,recycye ?drnitur¢ 1see-hom; Maiqtenance“Tgchhiciaﬁ).
Arrange'furniture'in dn attractive and functionz. manner. -

s ‘ - o v . Y _ - :
Selegt upholsteryxor slip covers er_ﬁurniture <zking into- consideration:
r : ’ 4 i ’ / . v
- Cost. IR B . A _ 7
. . . - A .

- Durability.» T, .
T - ) o } .

- Ease of mdintenance. | T 5

. o . f

- Color, textﬁfeﬂ'and style.

PR . <

Upholster furniture. _a-"l o . . .~  . :L

Make slip covers.. - . . - ' o T
Evaluate quality when selecting houseéhald ggods ané furniture a \ g
. : T o s o : ¥
. L L . . : ) : c )
Consumer Rights—“Specialist). - e - .
= , 2 : o e . 5 ,

'Determing’floor ‘treatments and floor covering needs. 7 o B U
. . s . . . . . : .

{‘_, .“‘~7.—, : ;V - } Co ~.'Vf1ﬂlé9 - % ‘f o | .:, -'a.!_..



.-, : : S L
3 * . 3 . L /ll
(SR . . .y', . ’
. " -~ a . - '
R ) ,‘.’: e R R » : B N
. O :Lnléa ana_:erlnlsr RS 5 iz {see Home Ma: tnanqe Tecnndc;%n
. - e N - P . .
A = S _ect rugs, carpetc -zt . o K0¥ cbyeringé ~ni 1nto c@n:;de:atlon-
L ! <‘ L ‘. - :"-. 7 .’ . '
- Costy, -~ S A
. ¥ . R - ‘e -
e R o " LTI | < s !
L - Existing ‘condition -Z tha fl. -. ° £ 4
P I R . . . Lo . ]
‘ = Durability.” , ' - - Lo : ¢
. ' L] . . D -
N Lo - ' . N N . . -~
- Easg of maintenance/ o . ’ Co -
o .v - ' \ . .4"‘ . . . . v._~,
- Color, texture, and ztyle.
. : " : I
- Noise levels and nee: 7. contro?.
' . . " oL . ’ K . , -
-'Traffic- flow in arecu.. e 1 s Y[
; . - ) . . ',, ‘ . . \ ~. L
-+ _.Install linoleunr!, vinyl :ile, - szailar floor - -verings (see moi .
ot ot ‘ . : . . P ) ¢ -
5 - Maintenance Technician). : ) b N v
’‘ L e, . O , . ' - -
. 3 . . - . N IS
. . v
- lInstall wall- to-wall caraetlng or -arpet tiles {sec Home Malr"’r 1ce 'l
J . . - ‘o . N = s : .
. . P
* t, Teqpn19 an) . . ¢ . . Voo -
/‘ . e . ' . . - ’ /\ . v v . )

. : : L

W N
- Deterﬂlne wall treatmﬁnts. . . _ . Sy
oy . ) . o _ ; o

C / S « - A ' R ! C
= Seleq; paint; wallpdper, sr other wall treatments taking into con=
S~ , L w ' g - . : . - L
e ) éide}aticn:_ o7 < I S N .
: w'. RN S, s ) :
v - Cost. AR e : , - .
’ . . : -+ 2 o ,
- Existing’qonditipn'éf.the_walls., LT e Q'Vf -
- Durability. . . | ST P = oo
C L Ease of maintenance. - B, S ‘T AU
.... B i - "13 e . . 4 o . . ° " ] . ] .

- - Colox, texture, and style) ST e

Nofse 1eve1s and need for noise. control P - ;S.

jr” ” Palnt a room (see home Malntenance Techn1c1an)
... S o . ' ) ° - N
- ,Wallpapeb a room (See Home Maintenanc Technician). , .
n - . ’ ’ . °* < o ' s
- ¢ panel a room (see Home Ma 1€Enancé Tec " .
. 3 oL . . s —
.

~
T
A‘
‘e

Q@ ~ o _—

. ) o Lot VR
s : :
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ERIC,

Aruitoxt provided by Eic:

Pl

5
_’Rrevent home condltlons whlch 1ncrease the potentlal or fire (worn wiring,

- [ . . 4 L .
: Select ceiling treatment taking 1nto.consr?eratlon:f . . : '
] ' : R . . \ P
- ‘ngtj“‘ . E . N "‘ ¢ ) - M ' . . ‘ X " o
o . . .

[ \ - -
- Existirg &ondition.of ‘the ceiling.

3

- Ease 'of maintenance. v . '/ v . o . : : -
-~€olor, textureg and style; . LT e P ‘ ' o ‘
.. * - ]
T R ’ L Y . . 1l ) . -
.~ Noise levels and 9ééd,for noise control. . i '
- . e R "‘ ) ’ . ! : o
" Install ceiling tiles ‘(see Home Maintenance Technidian). - '

. . o . . . . @ \ ‘s ' ..
Manage vard and garden~cpre (see' Home Horticulturist), = .- = _ oo
: /- . PR : < ., s~

] Manage the redecoratlon of a room or home: ) )
: ¢ - . - -~ R
& ey X ' R - L
= Determine whlchxﬁasks I can do. - - o T
A o . v S : v o
—“Belect,people-tp do the work. et Z} \ Pty
o ..'-‘ Lo - L ‘./ . s v .

’ S

i 1} e . ' Y RS N

%ﬁad and'interpret contracts and warranties (see-Legal'Rights Speciaiistf.

L

—’Explaln my legal recou;sewlf the work is' 1mprope&1y done, 1f furnlture or
/

°

K w . 4 . .t - . . .
goods are faulﬁg etc. (see Consumer R1ghts Spec1a11str and Legal Rights '
> - - ‘ . . ] Y \ B
Spec1allst). oo o T B ' :

- Determlne the ‘best - means of flnihc1ng the redecoration (see Consumer

* . . - . o )
. -

nghts Spec1alist, and Financial Manager).

'f, Identxfy and correct cond1tlons 1n the’ home wh1ch are f1re or safety

hazards. | ' T ,'. SR ':jj'» o ﬁ.ﬁf'

< - . ' »

~

spllled flammablé\lignlds, etc. )

:Select household goods and products that do
N . 0! ey ’
. K
. ! i . . £ .
' K/.‘ ’ . ;
. 7 , o 'k;§ .
' -3 V o .9_
L) . . ( I
v . g ey . . -
1Y e T wrden T
. L .



T - Lo R - ) o S e,
sr o " HOME HORTICULTURIST / e -

e
. - o

-

Y home horticukturist is concerned with the practical asgects of grow g

v .

(procuring, planting, maintenance, etc. ) of trees, fruits,'vegetables, flowers, ®

. ®

: ‘ VN .‘,' . . Ad . P .
' and ornamgntal plantsﬂ R : o ‘ ff
A . SR : S o .
. ' As a homq horticulturist, I can: ; ' ( N Lo
3 : B P T Yo
L - Demonstrate my knowledge of _the environmental influences which affect
. . 1 ’ . K . T ! ..
. . S . . : . . .\‘\' . i . .. A}
: ;) : g plant growth by. . - : - . ¢ .
b o e . .V' ‘-'4 ' : ) ’4 ) T
Y. - .- describing the properties*of various kinds of soil including. e * ‘;67
. - how to test the soil. .': S ”_.5 s - DA
) R SR S )
, L - how to change soil propérties. AT S : .
- ' : . : ' LI .
o B CaT the klnds of lants which neeH or provide varipus soil properties.
‘ \R '
, - how to improve soil drainage or prevent erosion.. '_ PR ¢
) . Lo . k. . N

LA &
'~ how to get assistance with soil probl@ms._ .

K

C 5fhow to.mix fertilizers appropriate%y. . o

y{d « = how to prep%re compost or alter the 3011 properties organically. f
. - how to prepare soil pnior to- planting. _»:.‘ 'c.i . f; lo_{i_“ ??'
. - how to maintain soil after the growing season - if outdoors.»_;;
) - an explanation of any tools freqently'used in soil works - , by
‘ 5 .— desc:}bing methods of providing an optimum environment for the vabrious..i
L C .kinds -of plants I grow (moisture in the air, lighting,ltemperature,'
| . _ ;— describing methods of protecting plants from the adverse-Z;Fects of
/ . S v . :
/_p . - .environmentaL influences which,I can t alter. h l‘ > S
u;f.'.;%ﬁf. Demonstrate my knowledge of the biolog cié functioning of plants by. - )

7 :; . ._ - ﬁéming all. ;he pa;ts of variouskkind of_plant; and the fu ction they, 3fj;
Vt‘i‘?}.‘?—- ¢ serve t:or the plant. . /_)." 2’ o | a o ‘, r
. ) g . ' . . L. S ‘i ) ,a;i" ) : : 3 .’_. ‘.ﬂ%

¢ ' —iﬁ; . .' / i£f7 f’ ) ] i




.' t
_—— t | | ¥ P .
;o ‘ . ‘. . ' s ) v X . . T ‘,‘_.. - ‘s .
- ‘f”*"")r‘"*"'*"*‘/ “hoa ‘“"',"'**s'* Bereshiah s -f,’._f**_'_‘n".:‘\'i;.‘" s ,“"“
i ‘ : o : , R :
- describing the process of regeneratioﬁ for various kinds: of pla ts. o ‘ 'g
. . v ! l @ . Y . +. . ,‘(-e.,.
S e - desFribiqg the clagfificatiOn system used- in ordering plants i T -
" . . ) # . p
. groupse | L, . ” | . |
;_" Demopstra e my knpwledge of'planting‘and tra%%\lanting procedures by:; - .
T ‘ . ' ' L. “ :
Lo -fidentifying the special care to be taken while. transporting and trans- r -
: . . : : Ty 1 : - ' .
e plantizg a trge, shrub or plant. v : B o _ ®
-,e‘descri‘ing the-qualities of a plan ‘to be.considered prior to purchasing ..
. §a- qr transplant'ing_. - e I .
' . ol . ‘, o R L S A : \ g
- escri ing the.growing season of vari0us plants and how to determine . S
when affd where to plant seeds or seedlings.', ot
. ‘ - P .
T, S ielectﬁng appropriately hetween the varieties of plants or seeds avallable
N ) : . - ) . ) ) ) . ‘,.‘ N
i 0 me- o BRI R a ~ . . ) d
A‘l. o N ):)- - . ' ” . . . . . ,
-}demonstrating planting'techniques. o ' Lt
f . . -~ .
- j lecting containers appropriate for various types of .- ornamental and/or : -\)
f _ _ | . . N
indoor plants. L S _
' -  .Demonstrate my knowledge'of hazards effecting plants and_howgto:remedy R
L them by:;' ' ‘
- describing the differences bereen animals and insects which are harmful :
! - ‘ Lo
! _to-the plants I grow and those which directly or indirectly help the .- ‘I; 0,
) plant I grow (bees “and cﬁbss-pollinatlon, ladx bugs which eat aph;ds‘5 ST
) E ‘which eat leaves, etc ). . . ' ;7 - ."' ¢
S } o ‘ o B .
é’f“'x - detecting and diagnosing plant damage effectlvely._ ' “
: ‘ - preventing damage to plants from insécts an& animals by us1ng organic o
and/oiinorgami‘g methods. A ZE T S o ﬁ
SR . ' . é.\t, - N o o L '. . . )
.;'\ - us1ng/variou§¥methods of weed control. N *f?:,“» S o ‘ N
A K e T . . . . o AR . ~/
g B ? R A . ) e oo v ) _ .. N .
4?.“ ‘ i <, ‘ )
2 M . e




- vaemonstrate ‘my in-depth knowledge of a particular kind of plant and its

ngrowi%g or caring for plants (onganic gardening, creating hybrids, etc.). ,'i :

‘»

- . . ’ ? : o -_'- ' .. s . o

| Demonstrate my knOwledge of plant maintenance by.

3_3 arranging my resources to allow for optimum plant maintenance.

+ v < ..
&

.- diagnosing a need for a change in maintenance procedures and proceeding
t_o t_est_ my diagnosis. '.‘_4..\ _ L “,_ e .-, .. . o S - |
- providing the care that various different plants need for Opt ' n;;'“- ;L :
R s o L . ) _ . L
growth. T I Lo
e harvesting;effectively.' ;.

jDemonstrate my knowledge of a particular method, or part of a meth d, of

'.‘w ‘e : ‘y(

- care. = - /,ef?‘; S et I
' '< \.-.. . T . . P
- Demonstnate knowledge of harvesting vegetables, f; its, and flowers. .
. . + N )
Demonsttate my nowledge ‘of the proper‘carg/for plant ) oducts (flowerS" &
. & .
:'once tgey have been cut vegetables onie they have been harvested) , T '
: '_bDemonstrate knowlegge and techniques of plant pruning<)>‘ .
- facilitating growth and/or flowering. @pA L __
P e seasonally. . . T g"f o . N . o ‘ R
. —Qafter.transplanting.', o S o o . e
o= for:Ofnament?l-effects. oo
._ ‘-‘ ; c a1 o R
/‘/ "‘q“ . ‘..- \__‘_/ o '.
}“_u i ~ \ o ¥
- Do e 12y |

- describing the cost/effectiveness aspects of the various methods os//// : _Q_'}

insect-and weed control desc7¥bed above. : .} -
Y - describing the resources.available to me to obtain assistance -
,.y these kinds of problems. | o i..h . : r? : .-: o e ‘-.' ﬂ.i
-fvusing and explaining anywtools‘or Téterials.used,in pest;or weed;. o



.-

.
' -

- Demonstrate my knowledge and skills as a iand$§ape architect, including:™ .

A ‘ f,éyaiuating and pianning growing space based on needs and use.
) - ‘selecting trees, plants, paving, etc., appropriate to the site and
.\ . . . . '4 : . . - . . . . . - . . R
o use. . . S —_—
- - changing ‘outdoor areas?in accordance with changing capabilities for.
_.-care anﬁlmaintenance. L . : R . : ’ 4
i changing outdoor areaéjinléccordance with changi?g use.
> evaluating plants, trees, shrubs, etc., before purchase, for‘their
. ;,'gitabiliey to climate, lgcation, gr5§ing'conditions, etc;4: 
- T ot ) S B - . N ' o B -
:_ é?determining the cost.’of implementing and maintaining_a given laﬁdscape

oy - R L e ST
plan. : , A

. .
° H]
. , ‘ )
N . . .
2 . , _ A » .
. . Lo 3
. . ) 3
™ : . 7 . . | p -
o : . - >
. . . / .
‘ ’ ' d :
.o , /\ . R .
s : . S . P ’
~ . . .
S | -
. R . ¢ )
< - ’ . . .%' 2 -
’ ‘ - . ’
» : N i .
¢ ) R, - N
U o '
v / 1 N
s
s 2
. . ‘
! LY
. .
A w K -
- .
- . f
kN . :
’
V rd
. -‘\ﬁ_
vy . N
’
' . v .
. ’ ' oot # ¥
| . - N
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Ty -
. : X
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oA ' o

. HOME MAINTENANCE TECHNICIAN '

y <

A home maintenance technician cares for a home and for the equipment in it.
. . o (
As a home maintenance technician, I can: '

E.- Manage the overall maintenance of my home, includi~g,

- Assess1ng what needs to be done.

. [
< ] .

;hDetermining the costs and'time'involved, includihg the consequences of.

postponing'the work.
“;- - PrioritiZing tasks and determining the best sequence when several tasks
* ) . _ 0 i . .

-must be undertaken. e

- Determining which tasks I can do.

- Selecting people to make other repairs on the basis of-

’ --Information from others, reputation of workers.-

.'- Cost and time estimates.
_.; ;nsgection'of other work which the repairer has done.

.\- _.‘ ':}-Insgecting home naintenande work andvdetermining if,it’has/is done,properly.

- Know1ng how to take legal recourse 1f repairs are improper.or poorly done.

o »

'-fKnowing how to take legal recourse if the owner of a building ‘in which

-,

I~am a -tenant fails to keepuat‘adequately maintalned.

- -bemonsgrate my knowledge and ski#ls in:carpentry and construction,~including:

= Designing projects to'build:

~
- ’I‘.oys.. ' . ‘-
" Furniture. : ' : : o . LN

: , - L. . . )
RPN . .
.
R . . .
D . " . o . . N ' - :
Sl 5 . A |
S e . . . - . Co Lt
;

"Built-ins and/or cabinets.

'Rooms and/or other house'additions.
' -/Executing projects to build: o — ' N 3 s
lkf%% ' Furniture. ._.“ S, L -'_{i - : S ‘ o

g R E . G LT ] , )
'Builthins'and/or'cabinets”

| B

N , Rooms and/or other house additions. o ' R ,.
\‘1‘ L . ] ) . . 1@() K .
RRIC . e e

. - . . '
Aruitoxt provided by exic [ . . . . . ) .
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Install ceiling tiles.

.Replace/rehang a door.

) . e R : ./,‘ 4 .

Planning nouse>remodeling.
. - ; ) - > ..
Executing house remodeling.

Drawing up construct blueprints.and layouts.

Interpret'construct blqeprints anleayouts.7

-

-

" Panel a. wall P

'Install a flreplace._-

.

.

jSelect approprlate materlals for construct or remodellng.

b

Select and 1nstall woodwork Wood trlm, aﬁd wood mouldlngs to cfeate

archltectural effect.

Aeply caulking and/or.'léther stripping..

4 . - o L o _ ST e .
~ Select appropriate insulation and/or energy concerning materials for use
'S L . - . = - .

. LT .
" in construction or remodeling.

LY

£

v

Install insulation.

-Identify different kindsland éualities'of woods.

¥

R

Know what. types and’ quality of wood is best -for various constructio

o

Install k1tchen cablnets and/or countertops..

-Demonstrate _proper care and use‘of carpentry tools.

‘

ﬁ =
jSelect the approprlate carpentry and constructlon tools for a job‘

o
P

-

i

Being alert to the accident hazards around constructlon and taklng

4acc1dent preventlon measures.
: Demonstraté my knowledge and skllls 1n masonry work
Installlnq tlles in a bathroom, on a kltchen coun/ﬁrﬁ

Maklng a. cement walk terrace or drlveway.

-

including'

.
v

uses.

tgr, or for floorlng.

3

)
9

Maklng or repairing a flagstonéy cement block, or brick‘walkv floor, or

" terrace.

12¢

¢

fMaking or repairingfa stone, cemernt block or brick wall or -fence.



: -Repalr or réplace fldprlng,‘lncludlng-

s Maklng an asphalt (blacktop) walkway.u
- Make or repair wire fencing..

.- Preventing problems.in'the‘electrig:l,system and afpliances.

. v . . . . - - - .
e . . . . . . ¢ - R S

Reputty around loose paneS'of'glass.

Replace broken panes of glass/

- Installlng carpet tiles or v1nyl/asphalt floor tiles.

Installlng sheet V1nyl, asphalt or lrnoleum floorlng..‘

. E . PR

Install1ng wall to wall carpetlng.

o

Installlng parquet or hard“ood floors.'

v

r.

Reflnlshlng hardwood floors.

_Installlng ceramic tile,.quarry_tile, flagstone or brick floors.

Make mechanlcal repalrs on household items. o _ l"

’

'Make or repalr fences, and other outdoor: features, 1nclud1ng- ' L

. ’ -

- Select most approprlate materlals for fences and outdoor features. C,

L3
»

.:/Z;;llng or resurfac1ng an asphalt (blacktop) drlveway or walk

esign and/or draw plans for fences, walkways, and other outdoor features._

- o

Ty ,

T Use rallway tges, cement blocks, brlcks, etc., to edge walks,_create,

/ < ‘,"b
steps, or make ra;sed flowervbeds., , . : A ';6._ - e

Sy S L . ’ ~ .
. -~ . . ‘e

.~ Make or repair wooden fencing. = o o o : : )

Demonstrate my knowledge and*skill:in:making-electrii?f_repairs, including:
. _ W . 4 oo
-;Diagnosing electrical problem?. L
. LA . / . . » .
- Corr?ctlng problems 1n the electr1c system and appllances by-

K

- Replac1ng batterles, llght bulbs, and fuses correctly.

£ L. N 3

- Replaclng TV tubes.

Installiné-alTV’or hi-fi* antenna.
Installing,TV‘or'h%/fi signal splitter. .

'



~’Rewiring lamps, plugs, ‘and/or small ‘appliances.

”'f;Rewiring,-installing, or replacing electric-switches, outlets,

. . v y ,,"" .
; fixtures, or wiring. .- - o o JE /
, ‘ r ' , . ;
co . - iy ! . ’ . * ) . - ) . /'/: . ) ’ C -
H ‘-_vaaklng.proper use of electrlc repair equlpment and dlagnostlc,lnstruments. f;.
Q . ! . ~ Cos : -/ . : ,f‘/ /
. = Observing safety procedures when worklng w1th e1ectr1c1ty. I /
. ) - i /
- : : . /i i/
- Bu11d1ng radlo, intercom, stereo, or TV from a klt o o
! Ny /
- Assemble and 1nsta11 an electronlc burgrar alarm from a klt f_x“‘ -
- v . . . . . - "“/:/- ; ' “ . ) .
“~ Knowing what to dolwhen an emergency problem,occurs with’the_electrlc :
g - * system or-an electric appliance. L ] : : . J : . .
. .- Cope with problem insects and pests, ~fncluding: ’ i . : —ﬂ/;>/
- ' ’ . oo . ) to ! " /:‘/ . h ' .
--“Preventing household pest and insect problems. , ,/
v Dol : ' . . - e - ’ . e o i

-~ s . 5

- Diagnosing evidence of pest and insect probiems;

.- Selectlng the best pest or 1nsect control technlque for a«glven problem.

1_. . .».J_

- ‘-ﬁ Us1ng pest1c1des and/or 1nse¢t1c1des saﬁely and correctLy. )
. v ’ . * ‘\‘t—. . : : . . // . R
¢ . ~_Extermrnat1ng when necessa/y R _;. '}f . : -
. ) ~ ,ﬂ-’! . . ' N e -;' . - . ‘ /‘ . .
T _-'Rodents (mlce, rats,vetc,). T Vo B . I Ca

\

- -'Inseqts'(ants; roaches, termiteS/\etc ).

.
Al
P

- | Demonstrate my knowledge- and,sk111 in maklng plumblng repa1rs, including:

5

-&Ereventlng)problems an the plumblng system. o . b
4 Dlagnos1ng problems in the. plumblng system. \t . ,
:-'Correctlng p}umbing problems_by; ? ' o
- Replacing washers, éaskets{ etcﬂ' . )
- Using a'“pidmberisdfriendh or other.techniQues tofclear blocked plumhing;
_thdnstingﬂor'rep;acing toiiet fiush'mechanism._ o
;’Remove.items from.drainitraps“i: |
_'Repiace faucets,:showerfheadsh etcr‘ _
T ‘fi';,gepair/replace'leaky pipes.’ ﬁ# e " . -., ) , e _
. _v“ p: .‘r_'. 2;3\-' . N - L- - f~\\\ o . fx

Aruitoxt provided by Eic: s . ) » . —



4
..

- U51ng shut of f valves to® prevent plumblng emergenc1es.
'T'!?vaf‘ - Maklng proper use of plumblng tools - ¥ R -
- 0bserv1ng safe procedures ‘when worklng w1th plumblng. oo
. e &
P o Demonstrate my knowledge and Sklll ‘in paperlng, painting, and plastering e
. r h ‘ _ S L _ L
1nclud1ng R } S Ty .
: - Selectlng the most approprlate wall coverlng fiF a: glven use, location )
© or proQ}em. T -"'f'l,. . S _l o L S)
- Selectlng the correct palnt for a glven use, locatlon or problem o
.-VSeiectlng equlpment best su1ted for applylng dlfferent types of pa1nts
) v and/or for dlfferent surfaces oL T ' v
T . S TR o
: - Applyingzpaint;using: ’
- g '.‘ ‘ ."'; ) .. .vv‘. b . L .
o S ;'Brush; ' *. o L o o 2 e . ;
- Roller. 4 . oo S
. -' ' ‘ o . . S L ' . ~ .. . o .
- Spray. ; R . % o o . "..","-. . . ', .
- Maintaining'painting equipmentu . o C h'i 7 L
° o . B % . .
C - Us1ng spackle or other materlals to’ repalr or patch walls or celllngs. o
. L
- Constructlng a wall or celllng using 5;vwall (plasterboard)
- Constructlng a wall or celllng ,using plastér or stucco.'
‘ : ; . ' |
4, )
4 .

o e x|
2 ‘ ! .
L ! . o . p

° . 2
- / ¢

. : ‘ ,I . .

v _ , R .“.

A : . .




L ' _ ~_ _ HOME NUTRITIONIST e
. ~ A home nutritionist is concerned with the responsible *need dssessment,.

’_ planning,imanagement:and delivery of the nutritionaldaspects-of‘the home.'

S

- R S R

i . A% a home nutritionist, I‘can: - A .o

e

a
"1

MR - Demonstrate knowledge' and understanding of the basic elements of nutritiQn
o § : 55 &t t =t ‘ : .

: by’ | o . ) S t
. [:_J e o e ‘ ) RERE L C o . =
' - assessing the ‘nutritional needs of) the people and/or animals for whom*’

* . B ’

I am responsible nutritionally; .

3 1
- describing the variations of nutritional needs relative to age, exer-

~cise, pre%ent conditfbn (overweight, average, underweight), metabolism,

A

"« etc.

3

| w{g@ | o
-vdescribihg alternative sources for meeting various nutritional require-
ments (vitamins, milk substitutes, etce.). Q@

-~ des ibing symptoms of various nutritional deficiencies or excesses

B and their remedies (such as popr night vision from lack of vitamin A)

C - describing the . ramifications of the restricted diets of which I am.

_~ o

. familiar. ‘.° L o ‘ R

-'déscribing the basic nutrients (fats, carbohydrates, proteins, vitamius,_

and minerals) and how they are digested and .used by the body. '

- Demonstrate skills related 'to nutritional planning and cost effectiveness
. , A o o : “ C o

- by:
5
K P - using effective1y the resources available to. me, or potentially available

to me, i eCey available time (mine and others ), abilities, supplies
'(freezer, refrigerator, oven, mixers, utensils, storage space, etc.),‘

information, and money and how they inf1uence my ability to be effect1ve.

- dealing with 4 sudden change in‘fésources. f A co

- . ¢, &~ Lo ¢ . ' e




‘ . . M .,‘ B " . e Ty - . >
Y S N T A
i : ... . “. - # s . .
L i ‘» . a LT - R . B 2
: . , .

- obtaining help from social service agencies if my resources are limited,

’

i . or suddehl reduced or: chan ed b ergency. : -
2, y xS g yemg y,_ _ .

f f
P buying in bulk or in smaller quantities, depending upon the appropriate-'

., ° . ness of each to the ‘situation. - S 4 s g
. . . J - o L. . ¢
h - obtaining food fromlvarious sources (growing ones owm, cg-ops, farmers = .-

markets, specialty stores, large chain grocery - storesp

;" - selecting foods at various stages of the pheparation process (1. ey "raw" * -
". . _,"’56 h 3 '
i .. form, semi-prepared, prepared, etc.)., o S o

.

v

- describing positive and negative\ effects. of special diets"with which I

-

" am familiar."'
- ! Demonstrate my knowledge of differen nutritional needs by., :
- describing how nutritional needs’ vary relative to age.

a

- describing nutritional needs during pregnancy and nursing.

x o . describing how nutritional needs vary relative to' body weight, exercise,

]

and environment. B B e - .:‘ ' . .;
7Demod§trate skillsAassociated with food preparation and otorage by:

K

- describing the methods I have used to store various kinds of ?yods

(canning, freezing, etc-)- vA B N

13
. )

describing the\unique pr0perties of various food products, i.e.,

. . ¢ Te .
: - . by Ll Y
] leavenin0 agents, freservatives, etc. -

J O

describing the safety precautions and’ methods of dealing with emergencies
which may occur during food preparation.
describing methods of determining the meaning and corrective procedures .

/

¢
!

‘ for va;ious cooking conditions or problemst;v
) . S -
properly u51ng various food preparation, appliances, utensils, étc.

describing the meaning of terms used in cookbooks. o . , .

e




L s . S - o “

/‘A ) ’ \

L - descrlbing the characteristlcs of measurement and converting\gi?ntities o
. - ) 'S ‘)
. ' from one measurement system to another. o _ N

—'ﬁescribing special food preparation techniques for serving{#arge

numbers of people or for unusual nutritional needs’ such as ethnic,

Vgourmet,‘fat free.or foodvallergy diets. -c._ .; _ 2 A, .li’,,d*/
. ”—Ddescribing_differenceS'in_food selection~and preparation'(n various
L S 3 : N o
g cultures.. | _ t/ . - a » : :
: - .‘ Demonstrate sgills in meeting nutritional needs outside the:hoze'by: )
. - ) _ . o ) .

. = describing the advantages'and disadvantages of food sources wnich

mightbhe considered while traveling.

o c -

. o = k o | ‘
< - descriBing sources‘of fidd‘ other than r;staurants, for  use while!_. d}
traveling or camping (dehydrated foods, wild foods, etc.). v ‘
T “
- Demonstrate-knowledge of food poisoning by discussing its causes.. , . o
. . NG » )
- Dem0nstraté t} knowledgerof laws related to nutr_tion including cgntent? ‘

and labeling laws, health and cleanliness Taws, etc.

Teach otners good nutritional practices.




I\l

o Thg manager of home finances is concerned)with the responsible allocation'

, ' ¢ . P AN
and- T . . )

R

)

MANAGER OF HQME FINANCES 9'- >

monitoring of finances related to home and/gr family management.

. As a manager of home fina1Ccs, I can: - < » ""_-. ERE e
. .Plan ahead and set monet:ry goals L o /- . ; A
Budget existing funds. Ch R S ' ' ,. -

>

}hintain-family financial records.

Y

i‘ﬁemonstrate kdpwledge of the fundamentals of investment by explaining

-

'which;investments were macz\or considered and why. f?\ - :

. iDemonstratevknowledge of the ¥z Jale for variou. kinds and-amoun“s L I ﬁf
‘ R s X N a. s Y
,of insuranCe by indicati-1g which. nc.d icies were ob::*ned or conside"and
s » i ~ . -l.
why (heaLth life,.tenant, autc, _;_.). . 5 . S ®,
v N - ’ S

Demdnstrate my skills 55 a consume: or monitor of "onsumption by: N U

. . -
e N

- buying and using variovs producz: in-the commer:ial market..r

- knowing'the»advanta zes and d1saC"nntages of var:ous kitchen ute ¢i%s f‘
available for cooking, _erving,‘and storing food,. . | °
- knowing about’ different cleaningbproducts and tdols——how to do the
ij most effectively and'easily. i ' | o :
S _ . ' - .
- knowing about'various patent medicines and sundry items--when they‘ ‘ K
. ‘éare needed,'how to determine,whiCh brand is thehmost_effective and n
;ecpnomical,'and“how much to use of:them. | ( Lo
-‘selecting_good schools and'knowing'about the communi ty resources whichf'-, o
”;;re;available. ) n o ’ /> "X\;
; select}ng and purchasing clothing which will be appropriate and durable._°
- deternining which repa’r< 2re most appropriate-, 2d -ost effecti\ 1y S ;;
o o ‘ ‘ :
done by a, professional. 3 - S - L ,‘ -
f‘.. ",-/ | B | ’g:ﬁ : , SR N o ‘ in )



e " o N s '_ ’ ) ‘},

. . ”i. . . : . ??’ s
- Demonstrate my knowledge of lavs which can affect family finances~byi

- describing laws fela?ed to finances and such circumstances as death

divorcea child support, etc.

. - /"“-’ , o T
- desctibing bankruptcy lays and procedures. : - - _ .//'

- describing home/business laws and procedures.

- describing laws related to income taxes, social security taxes,'etc.,

" and use them to maximize savings and/or incohe.

- -

’-'deisptﬁing social services legelly available from the government or

¢:?\service agencieiiind/tpe process of obtaining them. jz///) _ o PR

- Demonstrate my knowledge of real estaé\ by. .1- - i T « ,

— v []
- o . Y '
1

- discussing the (dis)advantagés of (long and short range) buying, rent1ng,

-coqdominium owning, etc. _ o |
v . L o, _
": evaluating a neighborhood s - appropriaggness to family needs. E ‘~Av
- when selecting aAhouse or apartment, know how. to evaluate structure )
plumbing, wiring, sewage, ete.
“»
- Evaluag; a real estate phrchase by.- .

N r

(describing how to obtain information on taxes, lpans, zoning, forecasted

©
‘re 1 estate charges, etc. . Py s
- 3 ¢
iscuss&ng the relatige importance of these factors, '
o B Ly : o

PO



' ' - PROVIDER OF HOME HEALTH CARE - . =~ - -~
T ] . " - . - .
: {. ~ﬁ" The Prov1der of home health c re is respons1ble for fulflllxng the §;ec1a1

e phys1ca1 and emotlonal needs of & person who.;s 111 04 1nf1rm by - ﬁlrtuq of acute - *

A\ - o . o~ ) . _
: or chronjc dlsease,-physical incapac1ty,'or senllity. f‘ .
e, 5 ’ _'. o . . . _ Q
. Ks“‘a provider of home health care, I can: - ‘ - /
( ) L . - - N . - . . . . R ;
vo- ~ “,Provide a safe environﬁent for a patient, inciuding:_ . f - -

- Installlng spec1a1 equlpment where needed (e g., shower bars, bed ralls,

. - o - . : &
" etc. V/\ ’ , e o N
. . . . o . . . "‘ co.
L ' ’ N & ’ ’ ks
- - P§9v1de for, the physlcal and emotlonal comfort of-ra patlent.

1////P ovide for adequate substltutgfcare when I am unavallable. : . =
L) . .
? ) : .

~ . . .
: - Identlfy and f;llvthe specidl nutrltlonal needs of pat;ents ‘who are acutelx) .
co R I o ’ . L - g .
ill and/or convalescing, including:- o ) N T wg R
5 : . : . . o - '_ ~ ] > -
°- Planfting and preparing meals to maximize du;ritiénal'va;qe,‘ '
- Fpllowing special diets and preparing special meals aé;required b? patient"s
' . o v S | v i .
" condition. . ' o .
) » . | v ' S , v - o b
- Enhancing the appearance .0of food so as to stimulatev1agging,appe%ite. N
. - SUpervising a patient's adherénce to special .diets.
Ve Provide for effective medical care for the patient, including: Lo A
. . _ : _ I | . .
y- Securing appropriate. professional medical 'advice when needed.
- Obtaining emergency medical treatment*as ngcessary. ST U B .
\'; .- Rergerming routine home hﬁrsing procedures. )
EO e .
% - Transporting patient to health facilities. - , o T, ;

’ - . g ) 1 v P

‘ -‘ Practicing preventive medicine. = S A S ¢
N - Knowing how to perform first aid if neCessary. \ '

» . . _‘. . v - . .

i . . . - . v .

- Administering medication as directed by medical practitioners. ,

Y : o

.

. .=. Knowing and'recognizing symptoms of change or, complication of patient's

conditjon. . . e ?
@ ”', ‘; N y
\)‘ o . . ) ' . . ) . . . ’ ‘ _ ' .o
» s - . - I . ’ Yy n. . o . N .
ERIC R (T S ;
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&. ¢. oy . . N ’ *
- Changing dressings. ‘- _ R

: o  © : S
.= Administering ‘enemas or:douches. . : o

!"' . !/‘ . ~ . s . ' - - "q»' . . q
.\ _ - Maintain- hygl%nlc condltlons for the patlent, 1nclud1ng B . i

. } . -
\\ ) - Keeplng patlent's surroundlngs clean and germ free Ty -

.Regulaély lavndering clothing and bed linens;r"- - , : . ' .
. ¢ T : - - : . ’

- Helping the patient with{perSOnal groohing —— bathing, hair care,

mouth and tooth care, nails. . ' ) ‘ . .

3 . . M

Changlng bed‘llnens W1thout unduly d1sturb1ng the pat1ent _ =

4"hiIdent1fy and appropr1ately use resources in the communlty “which may enrikh

»  the life of the pat1ent, including: _ d . )

> v ' . e . . ) ) .
~ Public services (V1s1t1ng nurse assoc1atlon,}meals for the elderly,

.
-

v . ]i _ transportatlon to publlc fac111t1es, 1nst1tutlons, and events Médicare

. and Med1ca1d recordlng:for the plind, etc.).- o ;\_ . S o

. R - v v ) L .

o - Indrv1dual serv1ces (large-prlnt newspapers and books, home ha1r ‘care L
v o :‘ . s -

and groomlng, home-bound teachers, etc.).
- . ) - . ’ “ V‘* : ' . : . .' -~
s Document pat1ent-progress as needed 1nclud1ng .
' ¥ e
- Us1ng a thermometer to assess temperature fluctuatlons. g AR
: ;v .
- Know1ng and noting -symptoms of change 1n pat1ent s state.§5
PEE v L 2 " ”
- Keeping records of med1catlon glven and not1ng s1de—effects, if any.\

- ’Recognrie and prov1de for the psychologlcal and soc1al needs of the ill

and/or elderly, 1nclud1ng ‘ : <

'

—-Dealing‘with anxiety, depression,_loneliness,_fear?

. { -‘Providing'moral support@'ﬂi E S C . T

>t o : A _ . : _

' Knowing when to allow visitors and when not. . : : : .
. | . o

7

1 1
c e

.Dealing openly and honestly with;illness and/or the possibility of death. - e

P o t . .

Qo v : L o 1306 N )
ERIC - 0 e o |
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\
Coe Plan ‘for and Help patlent enjoy approprlate exer01se and rec;eatlon

i N
-~ Encourage and a1d 1n the development of self-sufflclency for. the
. . \

patlent ‘within the 11m1ts of h1s/her 111ness.5' S ' }->

'Malntaln needed supplles for the patlent, 1nclud1ng-' .} : S ;
o u.. R ' : . . B N )

Keeplng med‘c‘ne and ﬁ}&st ald supplles on hand
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ADMINISTRATOR/MANAGER *+ -~ . . - ..
. . . ‘ . -
- . . . . : . . /}q o ) ] -
o The administrator/manager is concerned with the development and/or
. s d .
’

1implementatio3yof program(s) invoEﬁing paid and/or volunmeer staﬁf. This

550 - o ’ .' .

B involves the utilization of peoplé“ material money and time. There are two I

e .«
f . ol .°

types of administrator/managers' those concerned with the total functioning of

'-an organization, and those concerned with the functioning of a particular I

°

. ‘proifct within the program._ j ';:'.

nIn carrying out my reSponsibility as an administrator/manager I can. f JRES

- -Develop long-range goals and objectives that foster organizational growth

> .
. . .
1 s

'.and continuity. e v
. I

s

.- ,‘DevelOp specific goals and plans for a specific project.

-—."”Identify the method of evaluating effectiveness in meeting the goals

[l
[

and objectives.

N . P . . . e

.- .Identify the resources in personnel mohey, materials, time and authority
N ','.jyneeded to accomplish the established objectives.‘
- .Establish priorities based on the importance of each objective to goal

T

’ attainment and on the resources available. . :
. e 57 . . . n [4 E

-

- = -Identify needs and opportunities for Volunteer service.-_'

_ - 'Enlist.the support .of - the governing body and staff in the utilization
. i ) R ) . . .
of volunteers. xv.: ﬂ : ,';‘,, o i-..'

-

3

- ‘Interpret the organization and its systems for the delivery of services

v «

ﬁto the public and ‘to people in’ need of assistance (see Public Relations)

- . WOrk creatively within the structure of relationships and the setting of

:} the organization, i.e., local agency to national office, etc.-v' S
v : - S :

‘Fu .’ Be aware of . the effeéts of changing socioeconomic conditions,.cultural :h,"

‘patterns, and knowledge about the helping pfofessions and their effects*

37upon volunteer resources and services.-
’ . D PR

- {"V ) e . - . . ] 3
. B ot . . P L .
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. . "

S ¢
= . Organize the prooram or project into its romponents parts and determine
' "D

the sequence in which these activities need to be performed.
_. 3 . . ) . * . .
= .ﬂDevelop and utilize flow charts, PERT charts, and other visual materials

-:':f ~ to describe tzr/ﬁrogram 's or project s work flow.' ~:"
? : B ~ . .
~.> Articulate th hilosophy of the organization. -
Teloo= Use problem solving and decision making skills.
| ..F - Deve10p and work within an, agenda..i S ':-:'i.b '/y_ o -

Y

i-.'_ Identify channels to change (see Advocate/Change Agﬁnt)

- ;.Determine the need for and develop alternative plans to meet emergencies.
- Delegate responsibility and establish accountability methods to determine
if these responsibilities have been met. - ;-.-"2' o .;__f

..1_

e .“Describe end use . techniques which will elicit new - ideas and proposals.

Ll Solicit and make constructive use of negative and positive feedback.-

o . . . -8
; )

, .—, Manage effectively in high pressure situations. L o '_ N
‘if. Use techniques for crisis management and describe why different types of

’crises require differtnt techniques.

~

"é N }Use methods of confliot resolution and describe when they are appropriate.‘
,.ﬁ;} .;Establish efﬁective communications throughout the organization. ‘“'.
.~l Coordinate the execution of simultaneous projects~:fv | _ |
{;?‘:; -~ = Establdsh mechanisms for coordination..;ll' e -
| "‘i - heteriﬁnebwhen coordination.is needed.- |
;'a- Servedasma spokesperson for the orgahization (see Public Relations)
T "Meet accountability demands of others by preparing reports which include:
S /‘.»
iq e /\rsyaluation of - success in meeting objectives. .; . - r.(fj_t_ .5

'.— records of financial.status.‘__

e - data on time and personnel 'utilizatiof?'- o

n
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e .

Prepare wr1CCen summaries of project and organizacional accomglishment

. A
(see Public Relations)
Develop staffing plans (see Personnel Manager) _ o .
Prepare and use .a budgec (Financial Manager) .
L]
oo
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1

welﬁare and attempt to’ change or improve existing conditions.-

‘ In carrying out, my work as an‘ advocate/change agent, I can: .

skills)

°l
)

© - ' Select methods and data which will document the need for bials nge (see.

;—A ?'Define and delimit the basic issues in a problem area._

-"
e

v K o fiélds such as: - _-' R

- legal rights (civil(and'criminal).
- housing and community planning.

e education.

LN

- environment.c o y. NERS 5.
. AT welfare and social services. !
.'J' = Describe the public policy issuestrelevant to a problem.‘y'
| - XDemonstrate knowledge of the proiesses of change using. :
.- theoretical model(s). V P
- real—life examples.‘,' ' : R f
% - Describe methods which can be uséd to bring about change including.,, -
. ' ’ o~ .

- lobbying. '
i- political campaigns..i

- public relations.

R

>

AResearcher @bd Program Surveyor for related skills)

.

v

TP

NN

1«

Advocacy is an activity on behalf of an individual, a group, or an

issue which is designed to improve conditions, programs, or services.

- Demonstrate knowledge of the basic concepts relevant to an issue in -

¥ :
‘Advocates

work in- areas’ such as.legal rights, housing,.education, envirOnment, and soéial

- Identify areas where change 1is needed (see Program Surveyor for related

LU



?

- - Identify the relevant constituencies concerned with a- problem (both

pro and con) and describe their position in relation ‘to the problem.

‘2

- Identify significant individuals and groups (such as.community leaders,

"government officials, and legislators) who can. help to implement change in
. X ,l P .

~ . . ¢ .

a specific problem area.

<

- "Builé\good working relationships with those who. will be affected by

'roposed changes.

u_' - dentify potential allies~and select techniques which will enlist their ‘
" su ort.k | . L
L B PP o . 7 :
‘ "f:‘p Identify opposition groups and select techniques which will best counter
e their plans and arguments.‘ . R b
‘ - - Demonstrate understanding of the legislative process “and how it can be

Lo

used to implement éhange. . v

- = Demonstrate knowledge of the laws and customs applying to lobbying.

:f: :Use communication skills to persuade others (see Public Relations for
:relatéd skills) S
_{ “:Identify potential source ‘» £ nancial support (see.Fund Raiser and
- .Researcher for related skills). o . .'”:’-... ; .‘
.ﬂ - ..Obtéin financial support for a- cause or program (see Fund Raiser and

t

- -

~.Researcher for related skills) o
- Build good working relationships with legislators and government officials

(local,/state or federal), B | . j ..b

~

- 'g’Monitor legislative bodies , public ihstitutions and3agenciesf actions
relevant to the problr - .‘ ' pa i ,
“f %&fllhpr?ft model legislation; .by ‘.f‘b.:' T _' e :’< .‘ ,_i 1 u?
.i;:. ‘Plan andborgani;e'coalitionibuilding.') | N L L v
C ' A N

+ : - . . -

S

A
7 )

b,

{




: N : + - . -") EE

- Conduet negotiations with an awareness of the necessity of compromise.
» P ‘ : ~\ , :
- 'Present argumepts and evidence to- support a position (see Public Relations .
o ' and Researcher for related skills)s t U O ”dm : u.\\{
o Keep others informed about progress uging: S ,- tf!
. .= verbal communication. o S l" ,' . o o8
Hf/=’written communication (see Puhlic'Relations‘for related skills).
: . R e . : . _
= . Train others to develop advocate/change agent skills (see Trainer for
) . » . ¢ L ’ . . .
“related skills): ,
- Develop technigues to maintain change,' T o
. ST \, | . . , | : ' _ N
. 3 ) - .
. . . b
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_ BENEE‘IT SALES WORKER o i o T
R4 .
A beneflt sales worker organlzes, runs or helps to run an eff0rt to
Qralse funds by selllng a product or serv1ce (see Fund Raiser). ' St
. 6 ',A A ) ) . \ .

. 4;'}

ERIC

Aruitoxt provided by Eic:

As .a beneflt sales worker,.I can:

Develop spec1f1c goals for the activity, operatlng w1th1n constralnts

N v

v

.Of avallable-tlme, Space, ‘and persOnnel o &

- Assess potentlal markets for productS'or services.

Evaluaté buyer behavVior and consumption'patterns.
Survey and chodse among"supplie:s;of_products and°services on the basis of:

- Quality'of_product or service.

e'Appropriateness to potential market. : _ I o

- Cost. . - o . .

- Reliability. = = - /- T g e o R
? o . .

Malntaln correspondence w;th supp11ers and sales audlence. “'jﬁ .
R . -

’

‘Purchase, develop, or superv1se development of products or: Serv1ces £ r-'3

potent;al sale. yﬂs. S o '~_»” . -'l : ”_:_7. .

a .

' Organlze_actlvlty into component parts and determine’thejsequence'in

.which.the act1v1t1es must be performed

(r *

Plan and prepare budQets.:

{Pemonstrate knowledge of and make approprlate use oﬁ business forms,'including?

- Purchase orders,‘ ' 3'; R e P “-g . _f' Ce
- Receipts: T - - T
. ' . b//f : _ ST o L
- Sales slips. . . K N Y Ses
e T . _ o A . - -
- Bookkeéping ledgers. : o
(. .. o
i 1 3 . v J
. : . * o J
® - '..‘l- v T
- > \ 1‘111



2 -
.s; Demonsttate knowledge_of basic bookkeeping techniéuee ahd-accouhting
procedutes. o o _. e N >, | 4\/4g\1
' 1{ . Estatlish-and maintain quality control proeedures.-
‘ ﬂ-. 4'Determ1ne prlces of productg or serv1ces on the ‘basis of cost and
I overhead factorg. | 4. : o ‘
- Plan and zaxrv cut a progr@m of pub11c1ty for, the- product or - serv1ce f

(see ‘Public ZelatloﬁE/Cpmmunlcator), includiﬁg:

>

- Estab ish _-latlons wlth approprlate media -- radio, TV /p wspapers.,

¥

) . . . ]
* .Y - Prepare corv fbr pub11c1ty artlcles and advertrsements in ed1a.,4
- " - Design displays{ posters.

- Photograph products or services for media. ., “@

- Demonstrate knowledge and understandlng of regulatlons = tar laws, sales’

“permits, leases, etc. == whlch affect fund ra1s1ng.' S o .
’ - Demonstrate knowledge and use oflsimple bdsiness machines, including:
- Typewriter.. - T, T L - L
. . o, ; , °
-’ Copier.
- Cash register. = - . . T . S .
. - S - 7 ¢ ! '

- Adding machine. : C e o, ]
- li.nd calculator. = ° .. . S , NS

- Coordinate the execution of,sihultaneous actiﬁities.' :

- pPerform, arrange for or overseejperformanqg of auxiliary functions, includihg:

. - Advertising. . s ;
. - Publicity. o S
- Pricing. . _— _é » D . \j. Lo . )
. L . 4 * .> B o ﬁv
- Selling. -
| “ s \ :
% o ‘ * '
. ‘ t

;),n-u | ajl.?- 4 . - = oo 14 L_y Lll o ij_,_ ..‘ eﬁ‘,,l;j' :._..v
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3 .
‘ . - ) o o ;
- : o, - so S .
et !*. =’Banking. : . .
. = Janitorial, 8 o - R,
- Recor: ::2ping. )
. - ' Establish procedures to monitor personnei, money, and material. (see
. . | . o | - o~ . .
‘Financial Manager) .. - . L ‘ " .
- Train others in established procedures. )
- .'Deal'effectively with customers; including:‘_ R
- Prov1d1ng 1nformatlon.about products or serv1ces. - ) t
B ‘ L : . '
= Explalnlng pr1c1ng p011¢1es.‘ - ' _ .
- Establlshlng procedures for return/or repayment of productsfor services;'
b - Handllng complalnts. ' T P < )
'~ ' Establish and maintain records, 1nc1ud1ng- . . T
o ‘ . ‘ :", . -
- Proflt/loss §tatements. - ' C . oo
'-fExpenditures)'income. ’
. - Perlodlc reports to sponsorlng agenc1es, other c0nst1tuenc1es.
. . . ~ N h B
e - Statements for other developers of sales programs. h
\ . vv . 3 L ) o % .
“\i\\\ T ’ o - ‘ ‘ ' ' g
"’, L .L" i A
e, : % ' )
) . e ,
e . ! S . ‘
° n . i K <
; .\ N
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’ L .' ’.
. ' L)
) '\ : . ) - _'- ) = jJ.,g 5 R A
R o-cox\mUNI'rY RESOUZ ..ZS “SPECIALIC - :
As a spec1a11st in commgnmty resou-ces s,: I know, :n rse&\and car. 8
SR d1rect cthers to information and serv1c:: available f:3m~public~and'p:;7ate '
. prganizationsaand agencies. ' ‘ o, _\ o
- ~ . T \ ‘. " : ..
As a community reSources specialist,'I can: -
. . £
_? Demonstrate my fam111ar1ty w1th my communlty
/ ) R : )
S Identlfy local resources and serV1ces to help with: ) { _1 - o
L - Phys1cal health needs and problems. 7 o -
//f”"“\\» -, Mental/emotlonal health needs and problems." -
B . | AR | .
- - Legal problenms. ~
' .‘ L , - : ~ . 4\
S - Financial problems. - - . L 5 K -
- brug,+alcohol; or other substance  depend - e - :
~ Consumer problem“ , . - . - .
- = Problems of'age,'sexv’qr race dﬁscrimination, : A ) L k’.g?
. . . ey . . B . . B - - ' M
-« F - . :

.. Emergency medical services.

- . 3 . . . 4 . . . ' 3 . . L . - .
" = Police services. - //M:j.. 3l o o . . : .
. o o ) . 3 e L

- (. Describe the available resources for dealing with émergencies:

.

- Fire services. .

s . . . . ) R . ‘' . S
- "= Crisis centers.., . = .- e I < .
. - "Hotllnes". ) ’ ,0' - V _.. R ) .. . ~. , N . v
) . . . o . ".'V N - " L L s
- Transportation serviceg. * -~ ' ' 7 L J
. - Food servides. - o _ o S R LTl
-, ' Serve as a "sounding board"_for%those with problemsf(seF>Counselor)"
. . . v ,‘ ‘ : ) . N . . s Y ) LT .
- “Provide moral support (seer€ounselor).f B B S e ' B
- " 'Show compass1on for ‘those W1th problems (see Counselor) _ S
- . Encourage, the ‘pment of icommor.\ sensed/ S L <?> o IR
. R NG
. . ¢ - .
3 ,
. : . e
i . 4 ) E
- 1,“ . -y
’ 5;1-:17‘ .
Q R : : ST . : S
ERIC e | SR

Aruitoxt provided by Eic:



L4

0y

- Prepdre and help individuals and families-to deal with a crisis or

A disaster. ' - . .o
, . V _ : A A : \

= 'Identify and use information resources to locate community‘facilities

&
and services..

- 'Usefcontacts constructiveiy when seekifly assistance With a problem.b

- Identlfy those people 1n communlty agenc1es, organlzat;ons, and serv1ces

N

- 7.

,who can help me cut through "red tape o

‘ o -
3 . C ? |

A , A
= Identlfy, use, - and d1rect others to 1ega1 serv1ces /’ !
LN ‘o
. - Adoptlon. .'v s ’ i % Lot :
- Alimony.
’ . . . . .
_ : , N .
- Child support. ' ? -
- Divorce/separation.’ o
. + = Domestic couft. . L _
. N o . E l N I3 a
- quvenile court. ’
- Probation. - / : - -
- ) . ) . - . b . - A
—-Small claims courts. B o /' '
' (
. (See Legal nghts Speclallst ) - .
) - Th1nk and behave ratlonally when dea11ng w1th an emergency.
o ) b B
’ - Set prlorltles in handllhg an emergency. Lo 2
e Develop suppoyt systems tg deal with emergencies.
-~ -Teach othefs procedures . to deal with emergencies. . .
. e " .- ~ u»\ .
— Can i entlfj\and d1rect ethers to(source of food, clothing-and shelter .
° - N : o .
S dur ng personal crises or emergenc1es.; . o .' LA Lo ,/'
o ' . . _
- 'Identify community'_rescurces that can supplems hat @ family has’ available: *
o ' . r\:? ' R I - T DR
' 5}? - Social services. - i I o _ L .

- Edncational'facilities and- programs.

ERIC :.' l_'

Aruitoxt provided by Eic:
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s X
L . ’
. 3 : "
1]
" - Religious facilities and programs. .
“~ . ) N . o . ..‘ 'S . ' . ) . ‘
- Cultural fa0111t1eS'and programs. . . -
.= Library avd other informational facilities and programs. C
| _ : : - - B o '
: - Transportation programs. . .
- Identify and use resources relevant.tg different cultural, ethnic and .
) 9 ) ' ) ) » ) v B I‘ ’ . C. - .
| religious heritages. . . \\' . ’ A ' " '
. =_ " Descrébe the.majér considerations 'in selécting:
- RN T ; . ; R ) : .
X ‘ . . . L =~ . [} ’
, -gSuppoft systems for -emergencies. t
.= Child care services. .
. A '. . ! v . ' b’.
s S = Church or rqligiods.cénters;, o y ' i g
- Funeral or -mortuary services. . .
! - Legal services.
' ' : N ’ c e A : R
- Health care personnel, facilities and services, @ M. : . . R
) N - .‘ . . ..‘ '. '.r_ - . . - B . - .
= Identify, use, and direct.othérs td‘%aunsellng services:
..I _a-.' . - A ‘ ) ' , .
A = Employment.
> . : ‘ s 3 . ¢
C - Education. SR : ,
e S , N : ) .
' - Emotibnal, persénal problems. - - - . L- o T
. ' Jo e L R o o, ' . -
R - Programs'for the ‘elderly. T . - - o L e
) . T o o . . I | . T E ; o
' -erograms~for\yomen.\:_ S : ' : o N .
o . i : : v . o - R C
Y Describe the various kinds of federal and state aid available for people, -
wnp are eligibleand how to .obtain this assistance. °
. . ) s . B . : ] . - . L ‘~‘ - ‘. ‘ . . . . a
- Aid to dependent children. - Qi—‘ L .
' L s . ' .o
S . = Social Security.* o : : P . . : S
i ¢ : T . : N ’ ’ . o, -
.x R Unemployment compensation._ ' ‘ : ‘;" ’ _ "")' o ' Ce v
: ". . - R . B . L . ) ,' - - . .
- Medicare/Medicaid. R . e . L Lt
.. - Food stamps. .. o : L P T e
s ~ o . a0
- . AR - . . . . : o N
o . . . . | Do
¥ ‘ ) T . | i ‘:""\ ’ ' M
<. a': ' i ) v ; . - -
RIC . I U
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, , , SR

- o " . - ,' -

.

.
. . ' - -t

e

: o . & ; - N . . : :
- _Identlfy, use and refer others to tenant's rights, welfare rights, .

- block associations and other '{grass .roots® groups which bring about
S -y N o
- social change (gee Advocate/Change Agent). N

- Demégytrate my /dwareness of government programs, and Ffunding prdcedurgs.

.o '”_Help dthérs)ygentify_funding sources which can mest the needs.of a

o group/or thé community. I

. S . .
N / ’ . . : - ' N .
- —~7. Bssist others in devel~ping proposals to obtain funds for socilal
d . - - N . ) . A) 4 '31‘ . s ) .' .l - . . ! . \f
. prégrams and. services (see Fund Raiser).
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.:A-consumg% r1ghts spec1allst is able to evaluate the‘guallty of- goodsA —
.f and serV1qes, select goods and serv1ces W1sely, determlne 1f oonsumers are‘ _
belng treated in a just manner, and obtain ass1stance'on consumer problems 'LQ L
3 . A .
. {1,As a consumer r1ghts spec1allst I can:. - - .
AR Evaluate the quality of the purchases I.makeb.”. }t".. . f;j‘; .i'.-c.i
. Y . . , . s - - : 5

. . . . . : - :
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Lo 1 =)Clothing 'and other textiles,(curtainsjﬁ%inenSy rugs, etc.). . .. . v
‘ ;- Housing. L = o L .
£ . J*"‘n .
- Household 1tems (appllances, furnlture, etc ) .lf.NdL ' ;7fh' . )«L
S - Automoblles._ , "'-Af‘:_'ﬂ3i ) ff”."%ﬂ” s o '

'~ = Children's toys and games.. .. o . oo m : .
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-,Serv;ces (Chlld care,'1nsurance,;repalrs,,etc.).A. f—u
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" .= ,Determine from among severaL 1tems of comparable quallty, whlch is the,__
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Tx?e of qse
jﬁqif";r,,t Style and other cfanges. IR | o - -

'f_l Use unlt prLc1ng and other techn1qués to compare costs’. ofvltems sold
' < L. K _ e g

1n dlfferght amounts and quantlties.

1
o

Detect potentlaLvhealth‘and safety hazards 1n 1tems and av01d purchas1ng &

them- _’gg | 'A B k 'A;: R A.,' Do R
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.- Clothlng and textlles (curtalns, llnensp rugs, etc ) . IR '
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--Automobiles. . . o ~__, T ¢ )
'-e'Children's'toys-and games. : . T, ' Q N R
- Services:V : Q. ' I R B
. . R n . . D : . . 9\ . K
. - i Locate, use and d1rect others to 1nformatlon resources Wthh can help w1ﬁh
ST . . .
- Evaluatlng the quality of goods and serv1ces. ' _vf_ ,:1 ;" J5
.-—Evaluatlng health and safety hazards 1n goods and serv1ces b )
. Identlfylng best buys, sav1ngs in costs, etc.
‘ .- . . :
- Identlfy, use, and direct others to groups~and organlzatlons whlch can help
them w1th consumer problems (see Communlty Resources Spec1allst) S
—”; Organlze or take part in a food cooperatlve in order to achleve sgglngs 1n
'cost of grocery 1tems._ A,, S T T Ry ‘-",
u;'_f"eVr Organlze or use other cooperatlves to achleve sav1ngs." I -’
ST o cy -
[} K . :
- Select 11v1ng quarters 3 meet: my famlly s needs and c1rcumstances. T
. / | BT 2%
- Descrlbe my r1ghts and respons1b111t1es as .a tenant. T
_,& Help others obtaln their rlghts’as tenants. - , x
. - ;DeSCrlbe'my'rlghts and responS1bilitieS‘as-a'home owner. “'2 ’ .
/ ‘= . 'Read-.and interpret a: - I e e : E
~-?Lease55d o D e .y h ‘?%
S L . ) ; .
*° ' < Contract. v g =
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- Warranty. & Do T T
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Sl N (See?Legal Rights Specialist.L;. N )) R o S,
. E'-<—Know what recourse a consumer has when - T _
“A - LT ! - M - . . . o - - | o d a c 'v:
f"if - A purchase does not functlon properly., < - {f' R . :
- An_;tem cannot_be repa1red. - ;@ - Coee e : '
~ - A purchase has health or safety hazards.' . o
- An 1tem or. serv1ce purchased is notuas advertlsed -
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- Use'my,talentsras'resonfoes byr D . N
g i : FLA EEDPR SR C - ;
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. -'Cannlng, free21ng and other home preparatlon of food o ) Lo 7,_
'_‘\’__ ‘o' : ; . . . . . | . : i N ,' .
= .;__Maklng s1mp1e home repaLrs (see Home Malntenance Techn1c1an) R g

'

- S -vMaklng household furnlshlngs (bookcases, curtalns. furnlture. sllP BEOER
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famlly s needs and C1rcumstances (see ome Flnanc1al Manager) _ )
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0 Identlfy, use, and dlrect others to- free or low-cost publlc fervices- IR
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'7 ‘ (see Communlty Resohrces Specaallst) S o ’ T e

pd - T,

-.%ﬁ Analyze advertising'and‘identiﬁy misleading material. AR .
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é"; Analyze sales r-u.du ons. and uece:mlne 1f real sav1ngs are - avallable.
‘ L= Investigaté'credl ptlons and select those most approprlate to my
. v - . " L S
! ., e N
. famlly § needs and 01rcumstan es. o
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- Use credit_cards?aﬁd-other forms 6f;credit"wisely.
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- Know when to avoid credit and ‘loans. : ‘
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= Describe how to shop for a loan.ar mortgage.
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* COUNSELOR

Counselors advise people who aré seeking help and assistance with a

'j<".problem. Informal counseling often occurs. in conjunction with other activities,
3 : S .
} such as ménaging personnel or servin;las an advocate/change agent. Formal
'chunseling programs frequently require training prior to beginning work | S.
paraprofessionals and volunteers in these programsﬂtypically;hork under
.the supervision of a professional. - v','.' f,-zé:; - L y-‘;,'
- In my_workvas a'counselor,'l can: | | . '
- ,-Establish rapport with the person seeking qdvice. - :
-;.J Use techniques which help people to talk spontane0usly\by. . ’
. ’ 7 ]
: ?‘f - selecting_an appropriate physical‘setting for counseling;'
.1.— showing receptiveness by giving attention and by listeqing carefully.‘
'.n‘-l- using reinforcements (both verbal and nonverbal) for encouragement |
:‘4:4, ft and suppprt.i | .} ‘x¢ y: .'. J);-ﬁ. B ,4i_ - -_.f o -.w A1 //%
. ‘ —.describing howjfacial expxession,,posture, and tone-of;voice:affectq
L ’Zlcohmunication. | '}4 R -'_%fﬁa'fi'
& f;'vilBuild client confidence toward the counseling agency.

o
N

- Demonstrate wy questioning skills by 3
. . ‘ P
¢ A \xing exploratory questions to obtain background ihformation.
: ’// Co- knowing how and why ‘to use open—ended questions. .

(3

- using probing techniques to obtain further information..
eldescribing two-step probing and its use,
--adapting my. questioning to thf background of the person and to the )

nature of the problem.v

- using double—edged questions to hggp individuals obtain greater insight.'y'
e _ : e
A - avoiding leading questions.. . T SR i oot

. | A
. 4.. : . ’ - ‘."
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3

.-f’.f.controlling the- pacing of the interchange.‘

e using softening techniques when using direct questions.

%

P phrasing questions so “as tojuﬂp the - respondent "save face._: f1

o
b Ed

-Demonstrate my listeningmskills by: . *

t - describing the'qualities'which:make for~an-qfféctive listener.
v A P

.- showing how“my objectives (both lon range and short ran e) as a
g g 3) g

o
Iy

C listener influence my listening approach.

_s.. ) - >

C e using techniques to determine if W] at I have heard is what the pers%h,

» -

wanted e to.hear.' . T4
. T : - . o . : .

- using techniques to give listening feedback.

/

Describe different counseling techniques ‘and show how " and when each
; o _ .
) 1s used) j'_ Ty _

-t

. Describefthefpsychological theories on ﬁhich'different‘counseling techniques"

are baSed. : : .'f S R B SR L ‘;Zl); S
Demonstrate my awareness of the 1egal and ethical problems related to
. i . [

confidentiality. B O

Demonstrate techniques to control the interchanges in counseling situa-

& . i . . v

_ tions by. _ o S _' : e o :v T T:”

. » o,

~ using - techniques to~e§pand or limit the focus of the discussion as needed.

- 2 . s 3

e = B - N - ,w m‘ -
- using methods t6 help a penson expand ‘the options under/consideration..

j-vusing methods of values clar1fication.

- describing how to determine when a situation needs to be referred to

Tam

others. ‘h . _'.‘ T : S f EIN
- discussing various approaches to, decision making and the rationale
s T A _ _ o ~ L s T
5 e " . s B ‘ . - L [ - e L . P i ,‘.“. .
for-each.1. o : L : _ ‘

LN : . . N

o L

= usﬁhg techniques to excludé irrelevant detail.

- using interview guides‘when apptopriate to structure the situation.
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= . TIdentify an individual’s problemsband difficulties?hy a variety of methods,

i - .such‘as:'i . i ' ﬁh -, = ' T e 2
R ; - questionband~interviev an individual to'ohtain»information.
| f:'obSe;ve an individualfs 1nteractions with others or.performance‘to :
' | identify problems: A | | T y
",;}/ - work with an individual s family, co-workers, teachers, or others
) | < to identify problems.,Ah K“--A- _ ‘ﬁ . ' ;';' '.f , .‘!
i.- %se tests or other diagnostic devices to identify problems. ' h
- .Taﬁginotes unobtrusively dhring counseling or an interview,vand use these ;'
- nqtes laterjig dealing_with the~cligpt.svproblem. | o
- Describe the Itinds_.of information neé?s‘S?ry‘ {to ’h\andle‘ different typed .
- of counseling'problems. i' . f e {. '
: ; . 'Interpret data and use it in counseling,'such_as;l
S 'v'~'interview'and background. .; | .
o -vohservationaltdata..,ﬂ , E L A -.‘\\»” ol ?
.-.testgdata. . l' ’ . . &,
;;other. v(Specify) ey ., »ﬁ . | S j§~. s p
l.’f," Do.referral‘counseling,vsuch'as:i_ - lj'l.. | - . Y
"~ build resources for referraluf.v_ . _'l o j .v\\m- } )

“

C - describe‘methods and consideratioh in using referral resourcesv

3

guse appropriate techniques for people seeking help' for themselvesv .

and for others.
-

- demonstrate the special skills needed in phone ncferral counseling.

- Do intake or entrance interviewing, screening, and placement.
“ <+  Determine.the urgency of a problem or concern and handle it appropriately.
\3 r/’ . R
., ’ i
) - . - I_—
- . _ o ,




. ' 'A-a . (‘: | ' o ;.

Handle crisis intervention by: “ o |
? identifiing-crisisrsituations; j'._ . ‘7 -
St et -

- dealing pro-actively with the people surrounding the crisis-:-

M

f_- describing responses to different kinds pf crisis situationso‘f_
- demonstrating my ability to prioritize in handling a crisis and the -

factors to be considered.

i_-\describing the special skills needed'for'dealinngithgparticular crises
situations, such as:

7e;alcohol'problems.

- drug problems.

Conal

disasters (earthquake, flood,-etc,)

poisoning.

hai

- rape. .

i;-o;her.h (Spegify) i — ‘ S

s,

Demonstrate technifues for dealing with people who .complicate a crisis

situation rather %han*aiding it. )‘ . o R ”,.- r {\ -
_ . . r . . .

'Demonstrate the skills: renuiréﬁ in career counseling and life guidénce by:
e ; .
- using teqﬁs and other devices to. hssess aptitudes and interests.

- describing resources which can’ be used to aSSGSs interests and determine o
alternatives. : ;: ' " .'f: ‘ . \ B B o
v‘using methods to implcment and follow-up decisions.

i Demonstrate thefskills uscd in intensive 4ndividyal- counseling, group
counseling, and thcrapy situations by- '; . B

- describing the cues which can’ be used to assess state (emotional,'ﬂ“'

physical, etc.).l

e : o ‘ ' o I S R

N
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.o . . .
N . . . N . - . . . )

» - - : & - - ' . ,
- distinguishing between techniques appropriate for group and individual
counseling or therapy. - v . »~" } o N
- describing the cues which can be used to'determinevthe\effectiGeness' i

:of counseling. _ A _ y SR
L . : - ’ : .

’

,$ s
-‘demonstrating skills which support. professional counseling.

- using special. techniques in group counseling to develop group solidarity,,

to deal with group confilict resolution, -and to elicit self-disclosure,

1y

b -

“etc.

»

- = using cues to_help‘understaﬁd group processes-and inteiaction.

- 3
, " .‘
i
4 ————
~~ . <
¢ <
. ) ) ‘
f | \B‘ \\
' )
' -
{ - . Q ‘(. B ) «
. N
. s ~
-
L
)
v
® ~ -
. ~
g
. s
/ i .
s =
" ! —_
. -
. ’ N i & ° ’
‘ . __ -
E3
“i . .'
» ”
: ¢ s :




EMERGENGY MEDICAL TECHNICIAN )

‘As an emergency medical téchnician, I can: 7Y _ : \.
_ ! . ’ - : ' . FT \.
- - ‘Care for a patient promptly and efficiently at the scene of an accident,
including: . T ’

' 1

- Analyzing. the total situation and recogniZing the’potential problems.[

Y _ . ' .
o ) e - - [,
s - Setting prloritles under’ stress. : :
- ) _ .
‘- Attending to 1ife-threatening emergencies first. - ’ ' T

- Providing for the safety and protection of.the paEient caring_ﬁori

injuries.

. ot . 5 -
- Searching'fo edicalbidentification information. . -~ . - - //
’ ' 4 _ ) . o : . T
- Contxol an;acc1dent scene, inc1uding~ - 2
Al $ - 4

L - Examining patient for 1n§uries. : i ' o L E

.
.

- Removing patient from 1ife-threatening situations.
! 2 ) . . ) )

- Exercising carenin handiing ambulance.
€ . . '4- b} '- - e

- Dealing w1th bystanders, taking history from bgstanders, if necessarya 2
t -

_,(///;;_f:.xssuming subordinate role if physician is PIGSent .

e Y N
- Correcting 1ife-threatening problems and immobiliZing injured parts.

Y

. »
» X3

Extricating pat&ent so as to minimize damage- to injuned parts

2

,1‘

-‘Respond to. patient 's and family s needs for- comfort and reassurance.

%a

- ProVide safe and effiCient transport and continuing care of patient on the
t ) .
.way to the-hospital, including P

- Driving emergency vehicle carefuﬁiy to minimize disturbance to patient

:- hnoWing and abiding by 1aws and traffic regulations pertaining to

ambulances. = : e

s

o= Knowing'efficient routes and alternate routes to the hospitai;j B
- Making proper use of -1ights and sirens. -

or

RIC s iy

Il
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~ . . 2 - rl
- S __ I
o L o L L ‘ L S . . %
.~ Riding in compartment with patient. . L S - :
- Continually observing and protecting-patient. T o '(- " .
’ . . : N . 8 . v
. . — Administering care as indicated or instructed. : ! , é{ <
. S B . o ] e : o
- . . Provide orderly transfer of patignt and patient information to hospital
'emergency,depa}tment,‘including:' '; - ‘. S ‘ - N
- Communicating vital information. -
: : . . . . . X
v T . : . oy
- Delivering patient to emergency department. ‘
- Alerting emergency room to potentially high priority situations. » /e
- - Assisting emergency department staff as reguested. _ : T ;/
= Complying with hospital regulations. . _
- Perform’comﬁunication functions) including:. «
‘& - 173 . .
. _ ' o : £ _ :
- Dispatching ambulances. L o
. . . -
: - Requestlng addltlonal resources (pollce or flre)‘K v i/%-.
- Alertlng emergency room personnel of arrival and condition of patlent
T ' v : S . o
. -»Operatln%’radlo communlcatlogs equ1pment.__
N - Following Federal Communications Commission (FCC) regulations concerning -
» . . | ) ) c. |
equipment. : L ‘ o T : \;;\
- Keep records and make reports, inciuding: =  »
h . A\ L ' " o S
- Interrogating patient, relatives, bystanders. . !
-,Prbviding informatipn to medical staff and/ortpolice regarding state _
‘.jOf patient and circumstances surrounding accident.
X - ) Vo : | . At
- Perform basic life support functiéns, including: . o
-. Treating shock. ' . S : .i_ S R ' a
e n o . ‘ v N
;;gzw_ ) "= Treating trauma and burns. : _ - ‘ R V/
..‘ R L . . . ,‘ . : : N . . Du
- Applying splints and bandages. _ : ' : e e L
U . o . \ v
* - . = Performing card}ac_resuscitation.- cL '
’ : - « : o . .

Using'airway'adjuncts.

s o : - - 1y ) S _ o ) Doy



’

--.Diagnosing and treating medical emergéncies: - .
" - Epileptic seizures. o - ’
= ; L S ' . ® v
- ' = Traumatic shock. o 5
- - Insulin shock. . e '
. - : . N . < (\ »
v -~ Hemorrhaging. ’ o
L _ ging S / -
4 - ? :
. = Pogsoning. .
-- Heart attack. ' ' f
“ - Assisting in childbirth. . .oE .
o —'PiaghOSing and handling psychiatric emergencies.
L ~ . : T .
-7 Care for.eﬁergency vehicle and equipmeht, including:
. -.Mdinﬁaining vehicle in a state of readiness.
o . . 2 ’ . ) N L
. g ’ ol ™
=~ Replenisjfing Supplies.
) - Decontapinating and cleqning'équipment rdu}ihély after use. Y
< « A S o _
Yo l ' - ._ : L o o : . }7',
v R ; . N
> L §
o a -
2=

el
T
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v - T o EINANCIAL MAUAGER .
. \ o C : -
. ' Managing finances involves aliocating and- monit&bing the’use of personnel
- - . - <'
time and resources so as Eo exerctse control of money and resources for .an v .
. p - s - . R . . . . fl
organization, program or activit . e :// .. N /
: R » . ~/( ’ S A . . v 2 -
As a financial manager, I can; » T : \‘;\ v .
- Plan and prepare budgets using: T T . . s " 4
s - fund budgeting. t o
- program budgeting. E I ’ . Ty
'—.other budgeting technidues (specify)'- . , . / .
— v - T P
-° ‘Present the: rationale and Justificatinn for a budget. ::,'A~\\\\;;‘
- Understand and interpret a budget. 'A., - /‘~‘~ A:;‘ : S T
V‘,'- v Prepare budget projections,ba ed on historical analysis and ¢ st trends.,
- lPrepare.cost estimates from data’ about the utilization, of fersonnel, = ’
t : b ¥ oo s, : - )*_1. Jn "
: A time and materials. . : - ' S . -
7% A' * ’ . \\A ) / ,-~: . f//' . ; - . 4_.4 °
- _Establish procedures to monitor income and expenditurés.'é_f ot
. : v coor ) . .
- Establish pro edures (incentives, etc. ) whieh ehcourage fiscal respons1—’
. — .
{ . . 4 . As . - . ; SR X - ] b “\ﬂ
'bility. - ! o . . o ’ ‘»
v ) ) L _ = t _ . - .
- ‘Monitorfincdée and expenses so as. t& exercise fisca} control or, when”
. B . . ‘ - & R . 'A
"necessary, adjust‘existing budgets.A’ ' ' ‘
- Demonstrat% a. knowledge of ba51c bookkeeping techniques.
o _ . 3
= . .Demonstrate a knowledge of basic accounting procedures.
- Apply appropriate accounting and/or bookkeeping techniques in maintaining/'
hd . L . 3
financial records. >
- Establish and maintain fiscal records -and procedures which will neet
external audit and/or accountability requirements. . ‘ :
Kl . . : E«
- Plan ‘an investment program in keep}ng with organizational needs and-
. !T" . . . 1 * . . - - .
objectives. - , : . N ¥‘A' - ) ) %R
\ . . N L X L. - - , ) ‘_ .- ’
- .o L o v
5 " ) . R




- T - . \Q - ; . 7 A /

e Y. n : - : ) . ’ . -

- Demonstrate a ;\o-ledge of various types of Jnvestments and tbé/advanta%;s
T
' and/or disadvantages of each'_ Stocks 4 BondS s_____, Money Markgt
Instruments I "and Other . h T, a

- Apply'the "total return" concept to investments when appro&éiate:

=
c= Honitor an investment program and evaluate its eﬁfectiveness in,relation X
= Vi L _ e . o » Tk -
- - organizational needs. ’ I b _ e
. L . o o ~ . ] )
Jigyher investment programs. ' : e ST
. ’_9\ - - k 'A /- . -
N - economic%and market- indicators. S _ (.
< ’ ¢ . L'\. . f / . ,- s -3 .
T A Establish work flow and work loading procedures.' ‘ : T
A - ' ’
. T
- When income and cash flow analyses indicate\t it is appropriate, *
, v . : N _ : . )
plan and execute appropriate_short termiinvestments. . j -;' *
r e Conduct sal%;y admipistration and performance reviews for paid workers. '
. . .
; }';; . Establish and maintain quality control procedures for individuals and R T
. ) ) 1 ‘i-“ S . ' - . . .. : EI
produets., - S , . IR a " '
. » . 3 e _ oy
- Train others in financial management procedures (see Trainer for related o
.skll‘ls) - ] . L : '_ ‘ . . A ;- _'=. . ,; | "\j.:,
. . ‘ ' ’ s, ’ L ¢ ) ) * o
.- ! Determine.prices on the basis of cost and overhead factors when ‘a product s
. ’ L v o ' . . SN -
‘'or Tervice is sold. _ " e . ' o B Y 3:“3\~ .
. - . o . . . EREEEN
. 4 "‘ . . N . . 'e L. N . \
- =  Discuss the social implications of investment decisions (how company . sy g
% ' R ' .
policies can affect the environment, minorities, women, etc.) and decide
v ® " . ) ! z . 1 3
1if an investnent is appropriate to the philosophy of my organization. o B
- know)how to obtain information about both the economic condition’and . .
‘the activities of a company before making‘an investment decision and/or ' .
. L e - s oA
Ce e L votinglproxies. \ﬁ‘. < Lt e , L : : . .
. X § SR ‘
@' 3 }‘i ‘ ‘ * ¢

R . . . . ) 3
{ o
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A

4

“

organization, program, ‘or adttvity. ~»5,,~ﬁ} .:}fifﬁ -f o L

1.

-

e o v L L oo : C

.In my work as a fund raiser,hI can.éx_f;-* T

e a A . : . \

(see Pfoblem Surveyor for related skills) _J.j_f;ﬁfi'ﬁ,j

hPlan a fund raising activity, including. i 'f* . .

- identifying objectives and specific goals. : _f 1; L .'.1. .
. . s ’ “ /.—\\ o e : ' .”' .

- identifying potential sources_of.funds fromy -~ .. . R 8

'-vgovernment.(local, state,:federal),' - r:,%_;;,. T B

s .
o s' L " n

- business and industry. T

',,. vl
6’. :

o= foundations. '?f ’ f?

s

indiyiduals.-'-'? e 'MQ'":fri
Ca - *..'hih,\ﬁ7ﬁ{
i ~L‘ other organizations. I C

s - ..-‘ o .
N - 2

?'- selecting methods and strategies appropriate both to. orgahizational e

. B .

image and\potential funding sources. f; ff:iﬂ‘ .fh* ;.°gﬂ. @.. ".;
'u estimating requirements for people, materials _and:time. .

- estimating cost of a fund—raising effort.~n l”, :.f gi -....' o

DemOnstrate knowledge and understandina of the code of ethics regarding

[4
7.

T

fund raising. o ;_::v. o f. .'*~_' T

Demonstrate knowledge and understanding of tax laws- and Other regulationsj

BN ) -

.~

whgch affect fund raising.‘_- ~_;_i'f ;4 ":f. - t R . '%g
Utilize the tools of fund raising by _ _ﬁ;:;h.‘i_ _;:‘_{.,;s ;.é§ oo

a o

Y d . o
"~,-- demonstrating knowledge of resources such as foundation directories,

i
,/_, .. X . 3

. o
di;ectories of government programs, etc.

..\.

e, & "

- demonstrating a knowledge of financial management (see Financial Manager)

Lt

o ' . A e

k_Assess need° so as . to determine yhat—financial support is’ required h.. ;/gﬁh'%

a
PR




ay ) , v Cow . ' .v.l e

P for related skillé) i-' ‘ '4.- .'ﬂ

- dEmonstrating xl“"9‘"1'?-(18'?- of techniques 1n plrepari;n‘g .Iﬁ‘omotional materials\
(see Public Re}ations for related skills) g 3..gu; o 'VJi‘_' .yiﬁ .

rl .~ demonstrating an underSta“ding of. the motiyations anduneeds involved‘ | .
in contribyting to a grouP. Organization,.or:program.apg:metﬁéds ?0.»T_ o )

‘ build On these- - o 4 ‘rt‘;‘\/ - ; ) co S . . . . - oW

- Administer a fund-raising program, incIudinb: , ﬁ- et T o o : :7

- s%%gcting or recruiting staff and workers. B s S .s, ST e
o v . ; "- S - .

4- training others in fund—raising techniques (see Trainer for related

~
v ¢ .’ . oy . . : . ERY !

T _skills) ﬁfl\_ :',f- ' _‘1_" et T : o

. g ) . S . N . R oL N .

tra:;egy e T : e

>
a, ‘-

- \ . . . L . . .
- coordinating multifaceted efforts. o f, ‘ '_ﬁb. e
- assessing and reporting on’ progress. R f.ﬁ

[t , .

"- modifying plans to meet changing circumstances."

'J_sf Raise funds by selling a product’or service, including

’ - selecting pfoducts or services to. sell which gre Qppropriate to the“'*
vorganization/agency image.-. - ﬂll &\_;
45“-'selecting a clientele or target populationk'.",®°
o 1 P : A
= o .. . .
_ - researching cost/benefit factors for alter?ative~products, N
o : '~"" _ A R (
T -delivery systems (see Financlal Manager) T ﬁi T : séﬂ . -
. < . oo, N |
. . . . . i
- planning and monitoring product or service delivery. R
. S S :
. - selecting and recruiting sales personnel. ‘ SR . ; -
Q:training sales personnel.r:#'— .etﬂ D . ".v"x3 R ;_ji"L?w“ ot .
~ T . , - R TP bl i 4
. . . - . a . .. ) ) ,. . ) ’. . A T
. y 3 b - . Ler
I - o .

Aruitoxt provided by Eic:



* - 4;, L .H.u‘ s%‘ - i.- ‘ | .
{ f; T:lg' - selecting sites, territories‘and/or locations for sales on the
E.; .f :;I basis of clienteleﬂ cost, etc.. ; ~../ .:~}i'b.f_l ffT ‘ip i? o :
\. - determining Et3 sales permits, leaSes, etc., will be needed.andgobtaining v' .'i
.. .L'. them.‘l <_..'._,»;‘. . lv- B “, < | . e Tl ,.‘;5 : R
o “@ ‘o o S T o S L '
f.£.‘ »:planning and implementing methodSvto monitor personnel money, and‘
.:;;', {y ..materials (see(Financial Wanager) | :_' } }“..'_“5 oo R
.;'."~I;L - planning and implementing publicity for . ‘the product or service (see .
. Public Relations). % Z_'I‘ : :_ .’i ' ~"‘. "J ' f?f
2Vf, %;vdgﬁtaining records'which will help/otggrs planning similar sales ':t;.'; T
. : Programs in the future. . - [N | o
L. .:(- b : ) :
azdeveloping technfﬁues or procedures fornreturn ongrepay 0 ng
sale of slow-moving}products;:etcu;}_..U . i".. -
z-v y Raisino funds by staging a- special event includingnﬁ ‘mipf&fyff}?;ﬁlﬁ:mﬁh :
. ; - seleqting the type ofjeVent which will be appropriate to organizational/
' . e deciding if the event should be targeted to a specific clienfﬁ
.,_r,'- lr,; to the general pub11c._p ’1 ' : :.357$f,"”:733s 7l;??lf;.c
\\&;'.--. : e SR . - ?-'-"V.
o

‘.5‘ :,- determining the cost/benefits of alternative types of eVents.

- planning and implementing publicity (See Public Relations)

'S ~ Lo e
ﬂ- organizing a plan for staging the event. . Q i .
Sl : ‘ ' ) ) v .
’ -selecting{gndirecruiting individuals to work on various types of’ B
. B B PN . . B . <l » L s . . B . L /
gtasks ‘and - activities. A ~“}1:";:4s , : o _ )
jhtraining,staff and participants (see Trainer). '

' -‘;- obtaining and orghnizing materials.;vifi_ § 'Q - .ffd_ o o ”gj* )
. determining if. permits and permission will. be needed and obtaining them7r7 o
a s selcctinv sites and locations for the event on the basis of factors /:Evm“" -

N such as target populatdon}\cost, etc.“ :'th51;5§f~i"‘ - o -._iz’ﬁtg' .
e e o soo e T o R .
LN . ’ . »DY ) J‘ Q.‘ .




v . N SRR
._umonitoring.thetuorkrof staff. . -
'v,s{keeping,records'tﬁat hiIL.he‘of uge\to;others”planning similarﬂspecialv ﬁ”_
Raise funds from government, corporations, and/or foundations by ’hs' v:.:ﬁ5.d6;
- researching special interests of potential funding SOurces (see - o
, Researcher).c . | | | i
) :cpreparing a proposai; "ia' ; L | A ‘ ? ‘
B :,contacting”apprOpriatejfunding;Sources.
-1promoting‘a;proposal,fproject, or special needt: | P Lt '“"';;-'
, ﬁ : ’.
- preparing reports which demonstrate organizations or ‘agency account-
N ab11ity to the’ fundinw agency. . - g
‘ Rai;e funds from the puo}ic‘through a campaign inc1uding. S ﬂ“j’hr'; f'\ fﬁ
- planning campaign theme and oroanizational strategy. | 3.
- recruitinohworkers for different vels of reSponsibility and different”
:_kinds of fﬂsks. | | ; .
;:training and motivating workers (see Trainer) | : ' L ' .:' D
- preparing materials to be used in the campaign‘(see Public.Reiations). ‘
- monitoring the progress of the campaign; - .
—~revising ’faffing and strategy to. dcal with emergenciescor with inadequate :
:public response._: . . b . . {
- preparing reports nhich wiql be of assistance to others p1anning similar irn
- campaigns in the future._ .'_' f{ | i . a{. | - . :
¢ Sl L a L
. . 1 ‘ *“.n_ ) |
. . | n ' : : \ ... ’ ::” ,
. - . : ” m ; L Lo wf .)
v T ,‘.Q'""": - ' _ -
v.l: AT _ i;' B 'ﬂ.‘“
v:.@’ e ’ ) . . ”,. "
- deyo ; -
R R SRRV S



R
[
'P?',v.v ’
&7
el 1 - “‘)‘v’ . ) ': .{""j AR K .'.
| ¥eslly ' 'GROUP LEADER FOR'A SERVING LRGANIZATION .

S f‘"—t‘w‘ 5,
Leading groups of ‘people rma serving organization involves helping

o : “\“.:‘._ .
pe0p1e grow and develop within an organizafional structure. P, >
- 4 e »”\. _ .

_tion, ‘I can:

~ ; RS

E Plan:and_doordinate activities.

- Secu;e.fesourees, human and physical;

- 5'Providelebnnseiiné servicee for péople, where applicable (see Cdnngelon).

- Qeganize conmitgees td ca;fy’out tasknl o l

- ";Keen recofds-eﬁ;gpdigidnai'énd group proggess; )

- YPrepare Eudgets'and keep financialbfeco;ds (see Financial Manager). line}

- Organize and conddct meetings. | . |

- Undef%tand and deal with conflict._;

- ‘ Teach'games, cFafts,'songs, dances, infenpersoual skilils, socializa;ion,
and‘dechraeiclprocesa;a_- ‘ ‘ h ' |

- ﬂse aud;oebisnalfequipnent; - . a ] )

= -:Abide'by onéanizatipn's_standarda.‘ _:' ., - }§j;:. xff;:f_t;_ a

‘f d,Usegp}oﬁer_safety_precadtionsa_ -..‘3 T '}'l’ , : o .Qefd

E Krtow andvuse;techniquea and‘eqnipmenﬁ sbeqifdd_fo,tne pnogran.f“ .




v i . .
» I ‘ . ' ¢
. o ' e —_— ‘ . . s
.'v . . s m . 3 " . .. L - ) -
. HEALPH/'ENTAL HE\LTH CARE INSTITUTION VOLUNTEER - ' ’ ’
A health/mental health care 1nst1tutlon vplunteer pT 1des ass1stance in
.one or séveral of the'functlons performed in 1nst1tutlo S devoted/to the care
. . e . . »\ ) . .
- of 1ll handlcapped, or méntally 1ll 1nd1v1duals. As a health/mental health
'“care 1nst1tutlon volunteer, I can perform some or all of the follow1ng
t . .. .
functlons.
' ;: Respect and observe precautlons concernlng confldentlallty of pat1ents
, and pat1ent h1stor1es.l,a‘_,' - ' : g .,

'"“-“_A Follow orders and accept superv1s1on ‘from profes51onal staff.

- Act as a courier Qetween varlous departments of the 1nst1tutlon.j

- =
4

%..« Learn and apply the rules of a spec1f1c 1nst1tutlon in: = . T

- Greetlug pat1ents and v1s1t2§s. - ETEE _ o

- Answerlng telephones.

- Providing information. PP

- Maintaining and handling.records. ST '\vl‘
- ";I . o ."". K . o R . . .".-/'_c

- Escorting patients. S S e e

- Operating equipment (wheelchairs, stretchers, elevators, etc.) .

- Using.special terminology/and;abbrevfations.'

;j;ngntering pat1ents ‘o treatment rooms.

f. | = Dlrectlng questlons to approprlﬁte sources.
- Discharging-patients.

- " Act ‘as cashierlin coffee shop or'gifteshop.f pbf>' . S ' e

,7..f,Provide support and;ministerial guigence to patients and their familles-

-

under the supervision of a member of the religious'ministry:

. 7 T . T .-
. ° Lo . . . . Lo
T o ’ M : L ' -

T .. . " ) : : .



: ‘;:o:.m?'.ilfﬁf-)»a‘ ~. s -‘. ’ > R -
K] N “ .
‘ / c > 2 . 3
v - N o .
' . -8 . o . )
. ‘ - .
- PrOV1de general ass1stance in the emergency room, 1nclud1ng ' i P
. N § , :

- Ass1st1ng profess1onal stéff 1n glVlng personal and 1nd1v1dual

:attentlon to-patients.

‘ ; ‘
. [, . . . o
N P Prov1d1ng support to patlents families:~ . :
. . : v'Holdlng pat1ents for- suturlng, 1ntravenous medlcatlons, 1njectlons.
o= Transportlng pat1ents to other parts of - the 1nst1tu n via stretcher
- or wheelchalr. o "' S _”'wf%:d e "
LI N S
T L - Kéeping.ei?%pmentfclosets and cabinets’well stocked . o -5
1 : v . . . .
- 'Provide general ass1stance 1n the out-patlent department, 1nclud1ng-- .
B . . . : . - - ) . . . 4k N -
\- - Meetlng patlents . 7 " ) : o T : ;
= Alé&ting;appropriate personnelhwhen emergencie$ occur. - ‘ ‘
S T R s 4. - ) . ) o] L . : .»"‘ . .
: - Filling out initial "information sheets.” T . ’ ' :
‘ ’ ? i 4 . - . . oo : v
- Escorting patients to treatment. B _ o L
)[ Fillng and pulllng charts'b S L v :
o = Performlng errands for patlent s family, maklng phone calls, . watchlng :
’ L B 0 L ’ ) - .7 . . oo t.oa
- % . chlldren, offerlng coffee; : e S - AR ’ LV
3 N *1#
- Av01d1ng 1nterference w1th profess1ona1 staff act1V1 %és ';} .
Z. - ? .
_ . A PR “
- Dellver flowers to patlents -and ma1nta1n flowers ‘in proper co dlquon. I S
: 4 A _'.( o
- Dlstrlbute and collect menus and help patlents to, seleom meals. i
S . . ) . / . . B s
- Ass1st in the pharmacy by: N o ’ S -
: et s : -l -
~ Helping to salvage unused medications. = : )
-~ ‘Packaging med{cines. : ’ oL E
. I . , K " e s
- Performing stock control activities: filing, checking, and verifying stock.
- Provide recreational activities for patients,(incl@ding?
- Yoga. - . g o _— ' '4,q A . -
- Indoor gardening. - B 3 S o . e
- . - )

Aruitoxt provided by Eic: . . P . - . . 3 -



-:dropming. e o R I : o
T - Arts.and étaftélprojects.' ' |
.-‘Sports; | .

- .- .. ., ) .' . B . . . . B o ) /
€1. ~ Set up gnd maintain libraries, playrooms, or Magazine collections for

! B . LN

patients.

. R
. - = ; L ; ; ..I
« . i - .
, : , - % .
- o Sy . R ' .
L g o
\ _ : *
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/, : . LEGAL RIGHTS SPECIALIST
; : 7 ' i .
A-legaL rights spec1a11st can help herself and o&bers obtaln fajir-and
BN . o . . ) ? . &
eCIultable traﬂtment under the 1aw. ' S : /' ! ,
') . .;' As a 1ega1 rights spec1a11st, I,ean: - I _ . ’
- _pescrfbe my - legal rightS'and responsibilities'as a:
o . . i . . s
= Citizen. ~» )
’ .‘~ ‘ s - vl,:- '> ) ) . : : N . | o »
e - Consumer. / ) . ‘ _ : '
% ©. - Home oWner. . S ‘H . 7ﬁ?§\ R
. = Tenant. - B o _ S .
-~ pa g : . \
- - Parent. o R 2
- Volunteer worker/board member. .
. * .- Employee. i
et ¢ ~
AN : LT
P - -~ Employer.
- ,Select legal services and p cesses appropriate for a glveééproblem, such
A . B . i .. a
) as small - clalms court, probate COurt, etc.\~ . S : [J
- ® . ,

o= Identlfy and obtaln hebg\from organlzatloﬂamwhlch prov1de ass1stance to .

P those\ who feel Xhat L}helr 1ega1 rJ_,ghti have been vaolated
- -Help others obtaln 1nformatlon about _1r¢1ega1 rlghts~as:b
. Y -3 . ’

il

- CoﬁE?mers. _ i~,.' e
. oo . e ‘

ki

1 ".'7.- . . : ‘
.- Tenants. e . o e - _
e ’ . . K : <. - ) -
J %' i L . N . . : . . . . '’
~ Children. - . - ' . : [ ; .
. x o 5 - o . - . o ( = .
- Wives. Z;f . ' _ o ; ST o . :." . _Q
. = Par S . '
¥ - Parents . A ‘
‘ L e _ _ R - : ] . y
.+ = Wqrkers.- ‘ o ~ ' _— . IR
| \Qaf Wémen. e o e N S a ';‘. - . o
s ' 9’ [ o : P
L - Rec1p1ents of- funds from programs 11ke Ald to Dependent Chlldren, 50c1a1
S 2 : : B
i . ~Security, qumployment~compenéﬁt;on, etc:-__ el ST
. .- ) . %%, . . . S . .
. _ e 4 b . LT

»

RIC: T e e
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. _ 5 : “ ;
. v e . - - .(‘l‘:\
- Read’ with understanding and interpret:
- - Leases. o ' o g
. . . '] - .
- Warranties. . . ' T
- Insdrance policies. P ! . .
‘.., . o ) o T . ] .
- Medical consent and release forms. . -° : f\/;L i
. n L , & .- )i ,
" - Contracts and legal agreements.
‘ _ : ' . N . o .
- Describe the essential elements df sales contracts gelated to the purchase of:
. ’ - ' . . - - B, LT
- Cars. -
' . R - ,
’ '~ Household appliances. .’
. ' ) ' 13 . R . . " * . »
’ - Home furnishings. q
- Home improvements. _ v : \ ) y
' - Services. . T - o .
. % S S . : = L '
. - Specify the legal differences in various forms of home owneréhlp and the g
advantages/potential problems of .each: =~ - ., .
.= Individual. ' . . :
o B - T
‘= Co-owner. LS S L P X
’ I4 ~ . . . .
3. ) . . . : l . . _&' ‘.1
~-‘Coope%gtive. - S o
* o . . : - St
' o= Coqdominlum. E C ._-) AR " ’ ‘
= .Describe the essential elements of contracts related to.a home : T 2
_'v$ = Leases/subleases. . « . . . T gA;pé I o o
8 ‘ Tl B - ' ¥ »e,
.~ Agreements of sale. B . ‘ R -
&+ Describe how my ‘righ'ts as a homeowner are affected by: IEE i 5 &
L - Mortgages: : ’ ..
p o~ . - .
. - '_-‘, . .
- Home.lmprovemenggloans. o ST .
13 " Ce ) . . . . ’ ‘% Cenl
v, . Lo o & . o -
C . , S , T 5 ] 8
- Othég home-related loans. ¥ . i} ! « o
. o : Y L . ’ ’ . }
-~ Title documents. - N , . om,
. . . ) . \ . C 4
- Zoning. i . .
. . C . . . b i
- Settlement/closing agreements. o . - ) : oo,
: . ‘. L T L » - . . .. Lm- . ..\‘
] - . : -, ¢ T : .
Q . b ' o B s N ’
ERIC | | S
a0 i i .




» 3. .
’
o . . . ° g.‘ " ~ %‘ ¢+, '
- . Conduct a search of legal documents  to obt: in:, - >, .
- Description of a property.. . o - K L : )
L, . = o - T o : A
o : _ » . N . o
\_ _ - Title/owner information about property. _ . ; o .
, N _ . o - - ' #
- Zonlng and gther. restrlctlve covenants on a plece of property. ' N
. , . R
' { - Tax 1nfoi‘matlon about a property. . /) T 7
. r~ . y 3 - .
~ Records of real estate»‘transactions. L I v
R Desgji'ibe the legal processes related to divorce and- legal Separation, ~inclnding:'.-

~ Grounds for divorce/sepa-ration._
re . ' '
= Court proceedings.

R !
] ¥y :'
- Property division. - o

. = Child cust'ody, support 'and., visitaf’Z’:‘oﬁ. ’

-

- Alimony. Lo T e o .
. . . / . . -‘\.’ . “ =

= heck puoch records for 1nformatlon about blréhs, c'feaths and w1lls. s

3

/

- Descrlbe/the legal processes\ related to 1nhe11tance, 1nclud1ng.

. L e

N - . . -) .
. . K . i . :
- Lot : e T : . : T
L WJ.lls. SR 7 o _. U4 T . j \

3
- RJeparatlonv probate 1nve,ntor1es, : CoeT o

S Yoo BRI Ly i 6 S s
/ ', - Dlstrlbutg.é‘ of estate assets. : Lo B B IR
P_ T - Property‘,,transf-er’.\' .
v .. IT ’ "7 N :‘A
; i /-‘ Pension/insurance transfer.
y L - S~ <.
- Trust estai.“e fﬁanage ent -
- N o
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. - . Descrlbe employ es' 1ega1 r1ghts in regard to benkéfits, such as: -

° . . . ( . S, . . : ) > . L4
T ‘! - ‘ . l.@; . ‘Ll.'é ’ ;'\ v”* ot o 7 "/‘ - o % {/. . -

- PEns1on.f<. -

- profit sharing. “-"\ o T ' ' - .
~ % . ) . :‘ . . . P ‘\‘JI \ . - . - - .
S e Lifé insurance. ' o - .f&( A ' - T R T
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Health 1rfhsurance.‘..' g . E ¢ Dy -
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. - Stoc,k optlons. ta Nt B - o ¢ . .
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, 3 - I-\ssist those who co to vﬂunteer legal- r1ghts organJ.zatJ.ons by: :
‘ . i .." N & , ~ M b& \ J, . s «

N - Conductm.g a prellmlnary 1n'terV1ew for the lawyer who will h ndle the’
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‘) - Dran.ng up drafts of documents ‘for’ a 1awyer to review, such, as: - . T
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PR - o . .. & /7 e ¢ ! A K . . v RERE ' R

‘ AT - - N 3
> ) - W111s. 1 e SN R _ .'[ . \,/,) nE

-
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I N A .'&/'. . 'LI:BRARX ’ASSISTAN.T ‘ ! . o ! .

°

7 \\A library: assistant helps~library usets and'a_ssjj?s the library staff i
\ e : N ’ ; o ¢ : .‘
;,téChrﬁCc:_!.l servi.é:es. o o R \ - N ¢
. ‘/ . A = | . . - . ’7 '@;.o ) . .' '), Y o, . \vé

2y o0 As 3 11brary ass:.stant,«I can: - . AT, -
& / vl . - .. s -t . ._:. s":/\‘: L.

IR

o
=, iDe"elop and/or maihtain current flles of speclal materlals, such as:

Ca

S ™ Ne;wépaper‘ clipp(ings,,~ ) . - s . . . ‘
L : '\ . ) o ' . N :

‘ . . e ’ - ’ . r . /‘ .
e - z icles. . S o o
" .. - Magazing articleg | A »
R 1 ‘ P L MR P L ‘. * o : -
v - Plctureé. . g R EPEA I .o 2 |
, b . . b v . F . »
T \. ‘._ . L . "’."l[/.'}‘h . _ ’\.' "‘3,.~ o £
- Inf_ormal reports,of local "and community groups.'i_ T .
\, bl . . : £
s R : : : .
) - Use and maintain audlov1sua1 equipmént, suc:h as;- - - S T N\ /o ,
" ) hY . . (‘, ., » , -:. } . ) . .
’ oo - o )
al Sllde,_operect . - : A
Ky "ﬁFi‘lm proj7€ctor. v . R .‘ : e K )
v e & . . , ) "‘ . - S ) N
—-.Tape recorder. . L A o
oo R R -~ T e el Y T
iy - Record, playe?. - {\/ﬂ " '
P U ) ¢ B
y 4 . o ) ( ':V N
- 1crof1ché/}.1crof1.lm reader/prlnten RIS
S S VJ.deotape machlne. T S *F'r_ e e
, - . .

=
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\"é\/: e s
-
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- Sllde progeptor .

(R .
P ’Fl‘lm progector. .y
B ’fape z:ﬁ:cordeg
i \_____/( . .,_'
U R_e_acorcifbiayer'., Py 1"‘
. Lo a0, T . 3
e -~Mlcrof1che/mlcnrofg.1m reader/prl <
S - Yo - R ‘ o N -_)' .
. (4 . \ . A S
- vl/deotape machlne IR . /} ~
/»TQ . . ,- '4 - » » !4 .
- - Use data proce551ng equ1pment to, check out/check 1n matar):qlls, lden»lfy[, */_
0 " ‘:' . ‘\"‘, - . < -)_: ’ - o . - . x \. i ) . LT .
. P ove'rdue materlals, dte~ T v L A .
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S Assxst librarlan 1n purchaslng and process1ng llbrary materlals, sudh as: o :
. . ) (ﬁh fu - PR ) . . _‘_ . ’~

. v g - v v . )
: - Type purchase orders, catalogue cards, etc. “ ) . ERE Tw
) . , o . '
. - Check 1nv01ces on new ordeys. - . o - A -y
£ - Process’ incomig rorders,' . : -
. OCESS Incomir . 3 . C . o
- N . - ’ v, e T . - o - . P -
L i . . A " 4 : o . . R DR
B - Reproduce (photOcopy) catalogue cards,’orders, etc, . - : ¢ : »
N . . o SURRRT A “y
. . - ~ A . - T
s . ? ) . T IS
C. - Alphabetl”e, sort and flle catalogue cards, orders, etc,. . ; . . o -

/ N 1

- Putallbragy plate, card pockets, etc., 1n new materlals. T -“?f

| ) - D e :'fs—
v D . LI : \
$\\;\;;‘\KAssxst w1t§;§hc c1 glatlon of, }1hrary materlals,_lncludlng },(- - - .

S ¢ - Check out mater1a1S. ./ A o N T
A . o I S o PO : . . ) . . L
. : . : _ 3 C el
, : . . N s R . S A SRR
' .= Ldcate spec1al materials and place them on reserve. ' .-~ v \f\\xv
N C ' £ » . j ' . o~ o . ) )
>. - -~ Iss¥® and/or check library users'-.cards. - )_‘ Y - R oo
. - Prepare ovérdue notices.' R S - Y S 5
wr, ) - Cy oy e . S 4 5 .
. ' : o : " - v

- Sort and shelve books. c e ‘ S e Co 2ot

. v x .
. 5 o .
. . . Ne oy S P
A H " . N " A
© g . . .o N ! "q L. ’ B
-

o a - "Read He.shelves" to see that materlals are 1n prpper locatlon. ) Lo -
: 2 . - -
. . \ 2 . ,./‘ R ((', R L ) . .

R g 4 ReV1e5 the c1rculatlon record of/materlals to he}p 1n dec1s1ons about L U
" - . _ B
AR : - - . J a7

. weedlng out" thefcollé&tlon., e 5%?9";. ) '_' : ;\_] J' 'ngﬁg.f _ f
. , . % o e e I' e ) “."‘—\;'; C A ." (.. ¢ < ".* v
"Tzf' . —»Make\an inventory of materialsfto.identify 1tems that may be m§ss1ng or.;;:iu:?-?-
e misfiled. L ;_.; S IR
s e e L S ko, R L B DR
i o= Inspect books for wearﬁdamage/need of replacement . '1P e T
S v e L N oo : :, L e S B

= Help w1th user Serv1ces, 1nclud1ng‘ T - ot «

TN L s Lt N ~"i R S '.*51.. - ;gf"y?'i
%“ Lo - ProvidingHinfOrmaélonson library,services, faCllltleS and rules. '{j‘ -
* N - N \‘? ’ Y

. S &_ N .- . g _ 5,0 AN S
o \ Anfwerlng questlons that 1nvolVe fact flndlng in. standard reference._ i o n
T R T T TR - \\. T T RN
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Story telllng. _d»'a' 4 :.' ) c :? L ”l': o
:‘- Us1ng Puppets ?.f,'b G T
RS ' \ ) o . . :
- Using‘audiovisual,materials, RS
- Read;ng aloud. B

L= WOrk thh school age chlldren, 1nc1ud1ng 3;~‘ d;c'}fdh ;_ l ";" - R b%g :

o= Help1n§~zﬁ/m to dlﬁferentlate between materlals whlch promote 1earn1ng

. and those Whlch prov1de enjoyment only. I .7315 ¥ l.i o . -
.-_o' . . Coe ~.". : "‘.”" e

AR 5’ Helplng them learn how to carry out 11brary research,_-;';' Lo 'g:ﬁgd" .

- I . i N . . v

T Helplng then 1earn hOW to select maﬁerlals approprlate foritheir‘ageﬂ o %3_
L e N .. . <'\- .. );. . . o S . )
.7 readlng ab111ty, and 1nterests¢ T

= Develop ﬁisplays and spec1a1 exhlblts"h-'fz"“ R T L
R al R (.;‘-’A S -,‘ e s PR B v":_ -

":f};ﬁ:%wi} Seasonal/hollday.N :'sdn’f'~ R ‘f‘:.f‘f':3: ‘ff”; P

- L . - i S . s 3 -,

: : . w& - o' . . IR ) i .. ) L . . .
CE -Co mmunity events. ST L e PR
v § e AT :

mff'{ Ethnlc/cultural herltage.

; JRE NI L = .
o N "
N T
e : sy a 63 =t " oS >
v e Explalnlng 11brary pro' AR L
: T N B : DAEE

‘Develop posters, 1eaflets and other brochures about 11brary programs'and

: P
Vo L g . . ) ‘ . R ] >, - i 7 : ‘
'SerVICes-;. Lt N T : ' .
. M Y o : L
L S
o i'Organlze and malntaln materlals. R .

LI ‘. v

”",f Indet 1oca1 newspapers.

e L . .
S Repalr/red&yer hooks._ s .
o R S CL . T
T ;_é‘Flle newspaperS’and_perlodlcals.-me_ : N
- .:, K . . . o s - . =X

.= Record books, articles;’etc., oh tape."
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.-Demonstracé& knowledge in

.~ 'Typewriter, “

- f_MiMQOQI#bh.
b L

- Vertlcal flle materlals

3

v

<
»

- Xeroxy < C. . . -

.
o -

- Dﬁplicdtingimachines,

LT

. materials:

.-:...;'7’- ° - \
---Referénce. bdoks. :

Iy .

1.

- ‘Books on speéific_subjeCtsu
. e L ]

¥

;‘. Children's books. %

--periodiq%iSa o o
-—tAudibyiSuai.materials,?

‘2

- Specf%l cdllectlons.r?

: ».“ »

f&

the use of pffiqe

Iy

‘o

equipment,

~

.

Analyze the approprlateness of l;brary materlals for..

‘- Visual.
4 o
%

-”Heariﬂgt y/,- -
._._-‘ . ‘L.

- Phyé ﬁal’

» o _4& ,

.Mentaf% : Ce .

Ind1v1dua1s with' llmlted ability: to read/speak Engilsh.

\?" ~

| I ”_-

-]
for spe01flc groups and/or aCt1VLtleS.

.

coﬁcejgs when plannlnq. ;f»

o

v

LR

Dﬁhonstrate my sen51t1§rty to and awareness of
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-Determrne the heedé of 1ibrary-user$ end'refer them to Ehe appropriate

- ' N
Evaluate the approprlateness of nonprlnt materlals (fllms, records, etc )y
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approprlete materlals.. - o k ".w - : fflf"‘fl-:-' ’:_iv-“ .
Ass1st 1nd1v1duals w;th hendlcaps (e g., v1sual) in locatlng and using

éeelal ilbrary mdterlals which w111 meet “their needs. :4l_iQf )

Ass1st w1th programs and Qetkshd;s for llbfary volunteer érograms~,3::. 4 . 3
:{ Readlng Is Fundamental. - - ' ' ;: V‘_ - r'_ Wffl“?4\4~

L - theraeyigolunteers. %r o ; S E i IR o
: ' - ; : -1 o oL < ' i
- Friends of the library.. . T . ' v s

.

‘ ;‘, Ass1st w1th the development of blbllographles or other llStS “of llbrary S

materlals on selected toples
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K e J ~ MUSEUM 'STAFF 'ASS'IS;I;AN'I,‘-Y (DOCENTY .
. A ° - S LB ;

Lo T -

& R . - .

; " . : - ' : y ‘/_‘ . .
_fQﬁocents describe and discuss museum exhibits with groups of individuals

) to facilitate a befége understanding of what is’ being seen°4they may work

- “in art galleries or museums' in historical buildings, museums, reconstructions,

or parkS"in science or natural history museumS' or in zoos. Other t;hes of ~

- > .. . ¢ " . \
e, * . ¢ »

museum staff assistants may work in preparing, preserving, or. restoring _;.

. materials for display, in caring for lants or animals, in erforming tasks
P P
e Tt

or activities as part of the museum’s demonstrations, -or in conducting research.~

: ', C As ‘a staff assistant (doce:j?, I can:,.-;_" . L :' *; e L
o< Plan and prepare a-lecture-tour for children and/or adults. o _ S
N 3 . . - . I _.. L -

Traﬁslate 1nformation and facts,to a leﬁel of - understanding appropriate

R4

to the background and experience of the audience.~ . .

Deliver a lecture-tour without notes- but fq;lowing a’ suggested outline._

vy
!

s Modify the information given in a lecture-tQur°to suit childr;gkof various
'lages-' ;. . o : | fﬂ‘ L ;¥i°:;‘4 | ﬁi .}:._ L 'U:'5;;;”u ; .
- ;Develop»and usewtechniques which arouse curiosityvand provide discussionh': ,g’ g
. ‘ e, AR o o
during the . lecture-tour. Lo . -'Va e o o s
- Demonstrate a knowledge of and the ability to use a library and other :"k?;
referenc; resources. - | s ;Vi:'~v"' .li. . 1'.7 y'l‘ .
.*; _ “Read the nature" of a group during the first ‘ten minutes of’ a lecture-tour_; ;?
. . and modify the remainder of the lecture—tour as appropriate:f' i. 'v.' .
e -;!r ) ‘Know_mhe criteria on‘which to judge ‘a work ‘of art. ' : -i;‘? -:’ : ?,;]j;%
. L"-—", Pla? a lecture:four to meet specifi%d educational objectives. 1 iﬁzt . :;2§§;95
x}%it 13{5 know.the criteria on which to judge other lecturers. ,-'v; Lo iﬂg f't‘.;i
“ VJllf;ESpeak in" public with confid;nce.".]'?wbb.i’v 3 L ;;f'Q. | fﬁ:,“ -
. , S L S TS

:‘..."‘ \’ )
' Understand and can use: techniques of gr0up dynamics._

R
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Y N . \.' Y
. = " Demonstraté my knowlédge’ of . . .
V ;ff art history. . . %~ 'fe_. .
. = art techoiques.- T _ e
. - world and/or national history. SR . _ N -'u" . )
~. = .state and/or loeal hist%ry. TR : Lo R )
. \‘ ‘ . ::I.J' SR B S L R -'.
- . = animals. N S " R it L
e 8Cience-.~-ﬁ-‘:.,:_ . 'Q e -' "_'(, . A - -F,_' \."- A , e e
.« . -®. < other.areas. (Specify) . S ey Bt e e )
. . . ) ey CR R ' 3 Lo ) Lo - - X I L : e Co e .
_ — , R = N —— ..‘@ ’
- \Describe methods of investigatign (see. Researcher) " e
!y . R —__— . he

wot v\

- Prepare musEum Support materials (see Public Relatioﬁs) ) S
. - ﬂ- R . N . ,s,.-‘> -,. ‘ - )
; -‘he'Demonstrate my knowiedge of teaching methods and materials.“ B oo -

Ed

1

A4 . e " i
N . . S 2T

5 oo R N L
L Develop written materials for use in 18%L9I¢‘t0ur3- . Lo L
-5 O :

. * Use audiovisual materials in- conjunction Vifh 1eCtUEe*t°ur3-' R ; f "
’ S vl ’ T : . _'.A ER e ot . T
- Demonstrate draft techniques. S ':* . SRR - R
. . Y « . : a ) ) 2

i if Take part in "living history" depicgqbns/demonstrations.-‘ ST . »_'-f;v;-
- e : S : TN S - o e

Foe = Explain the reason and purposes—ﬁgé museums, zoos, etc.,- f.“_”-" L
- Know how to" care for living plants and/or animals which arg part mf’ e
‘:—', - B »:’y
. - _collection. . o T _ B Lo . <
“ . e : : oo \ - > E S
. . \.,:L — e, i .
) +--‘rDevelop and maintain a library of materials relevant %@ my%& cture-tou;
. f_ PR - . . v ‘ e . S T e -~‘ L ,‘A . L E
. specialty.-na . S R A Coen P .;ztlgf_i.;i e
o - o .. L E Lo .. . ot
. Sy B . o
- Train others to worg as staff assistants (see Trdiner). T e L
- \“%. . )\ - e R —i > . ‘,:) P

-,-"f Wérk with members of the professional staff and/or with gtmbers of the

Coa Ty

- .
yo v." A . o ’ R IR N
a0 ‘ [ ‘. o N e
L. . 0. DR L . . e . A s .
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. PERSONNEL MANAGER . e |
Personnel management involves allocating and monitoring the utilization
of human re§ources within an organization, program, or actfvity. - :
As a human resources.manager, I can: < _
- Determine the number and type of individuals and the ‘amount’ of time
LN o _._,.needed to accomplish a given task or activitg\ , b
-~ EJ » e . % 7'- . .o . ) - .
- Prepare a- staffing/lan and preseent t[ae rationale for it., : T .
"'i . 6 ’ 0. . B .
o ~° -
:!«{,‘ Prepare staffing need projections on the basis~ of - historical data and
. P TR _ < .o
y“‘:"analysis * . ' %_' . )
- (see Prcblem Surv‘eyor) *’w’%' . -
. . : : ‘e 39‘33{' .
T - 'Explain the'_' rela‘tionship between a' ticular job and%oi‘ganiZational/ s
. agency/program mi.ssion (see Trainer) o . N S
- Prepare cost. estimates for the use of personnel and" their time (see' v L -
S ."Financial Mﬁager} R N _',\"‘ ' e 4 . L
e = .Determine the cost/effectiveness of alternative plans for. person,n'e_lf'
. ﬂ_».. 4_',.- ) ?"? ] V- . L ,_')-,__ s ‘. 9., | g : ;‘:‘ ) . - 4_ . . ._,-. '-,
S -allocation. G eae T ~’§ i T
; B Select and/or recruit i,ndividuals for a varxi'éty%f jobs. - W . ] B
- .1' R . . . ., ‘ . - '% . . K
-~ .Prepare job descriptions. ¥ "';,'_."_ ~i T A ’ o ‘ :
N " ,-! Prepare advertisements ,.130 -(eemii”t g\eﬁonnel (see Public Relations) . oo v
.. X . . ] 3 . .,w : . } . "
PN NN oo : ‘i“ % b oo - -°
. - i Target advertisemeuts tovmrd »gai? &nd/oz; va,lunt%r worket:é A I .
) et nd motives which\lead people to
4 ‘_ take p,art in volunteer work.«j'\-'. \V v ’
- Arrange for and/or cond‘(i‘ct the organizational socialization of_ personnel ; !4, _
R ) . IR v 4 ' ' ( -
we T (see Trainer) St e
RN v
L
- Arrange for and monitor the j
._'}\: . kd «"1: ‘:3- g . " s
". . . \'r:" .' :_»g’ \4"“ . .
e L LS
(%) !2 s .

. e e e
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,'$_~_, ' o e S o p .-
- ‘Demonstlate a knowledge ofvthe,psychological:principles-which govern

people’s behaVior in work situations. - . . - , e

[

. ,Establish and maintain procedures to, monitor work quality and quantity.

- ‘Honitor the quality and quantity of work performed by individuals and/or

‘ o . ,
task groups. 7 / : .
” - Counsel with workers who are .not performing ‘up to organizational standards.‘,
- A 4 ' .
- Develop and use techniques which will .minimize conflicts between paid e
N - _ R S :
Tw and volunteer workers.. . o _ -
H ) Q T ) “ E
- [ -t
- Demonstrate the ability to use appropriate techniques to solve inter*‘
¢ . A S . ] . : St
personaI:problems (see Counselor). R ' . : T S %
S e Y, i g R
- Use recognition or other psychic rewards to keep, volunteer workers inv ved .
b ?’ . . ’ " S P )
* "and productive. s ’ ,Q? ﬁ " : R '
S _ . T . . : fy'u.y
s - Help volunteers see the'Yelevance of their organization/agency experience,
R . i . . £
- - . - ‘.
< to their &bng-range career goals and/or personal(development. o _
o - Develop a ‘%aintain a system of evaluative tecords of job performance.
.p ) a ,"4 3 - Q' U :
- Help supervisors deal with persqnnel problems. S
Coem i ° -.. . . . [
- ﬂsMaiﬁtain t ime and salary records .
1 e g A e .
- Qondyct.salary administration and pefformance reviews for paid workers
(see,Financial Manager).qw CO ’ d + T
R o ‘ ) . ,
. R . . ey, e 3
B anduct performance_reviews for:”v N ’ -
~'~.~é- ") . < . : o Y
- Handle out-placements and terminat . ' ‘
- Train others in persdnnel management (see Trainer). o, . - ,“ ool e
‘.E J . . = ’ 3 f Iy 4 DI ': . 'n ‘ "" .
- 7l ”Understand and keep informed about labor -laws (such.as Taft ﬁHartley) o
'.. ) - e . ) ,a.
: Review and keep up—to-date on changes in State and Figﬁrarﬁlaws for R R I
:."~" employee»compensation and benefits. i 3' SR ;TM
Y o . . R o S
DU "‘t i ) . o s T
f‘ - Develop an, affirmative ggtion program and.monitor comp§§§§ce._ "a . L -
: . v AP R T
' w:-ﬁ. Plan and implemznt programs for staffédevelOpment.~ ”{' e {~ . ) nf”r I
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- Plan and monitor a retirement program.

. -

- 'Dea{fpith employee relations problems and develop programs to meet B Cod
: S . N . ’

empdoyee relations needs. s ol : o o . - .

P

we= Plan and implement personnel policies and review. them regularly for
Lk ' -2 : L — o : ‘
i "~ needed changes. . ' o - B
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, o ' PROBATIO‘J IWESTIGATOR o / S, - (
A probatlon 1nvest1gator under the superv1s1on of a probatlon officer ' Lt
prov1&es ass1stance in a va,rlety of functlons related to problems requlrlng . .
Judicial determlnatlon, i. e. famlly, juvenlle, 1ega1 courts or problems
- \/* N
related to court orders.” "As a probationl/n;re/stigator, I Can:.
.- Comprehend-, analyze and '1nterpret bas1c 1aws, regulatlons, and penaltles .
¥ re1ated to probat,;.on and custody. o - _ .
\\O/ba’ln and verlfy routlne factual 1nformatlon for the use of profes51ona1 - .
L—‘—-?t. Maxe required.field ‘investigations and prepare re1ated reports. .
. - D
- '~ Carryouyt oral and er.tten 1nstructlons and d1rectors of some;,'complex;ty.
- Read and 1nterpret basic records. ’ . S S
T < . ) K ) L ‘
- Recognize evidence of, evasion and discrepancies in basic records. _
kS ' - ) . : - : . . -
N LR . R ) . ) . . . . e ) %D
- Prepare reportsomof' investigations qontaining factual data and documentary .
. X ) v - o T . 'S
. . . . E A . . 'l )" . . . ) B ’ ] ] )
. or other evidence. . Sy oot : v _ o
N . v i, . - L ' ' Ny .
~"' Maintain essential records and files. ¢ : i
- Initiate interviews with both parents to acquira basic information for . -« = .
pre-custody;determination: . = DR o - } I )
’ o kK o ) o ) . 4 S o=, o
* - Residency. - o ' - o o
o S e K - - - L s .
N . L Tes o - P \
-.Employment status.. - : ‘
- . . i e . .‘- . T, ) ¥ . ) e
~ - o, .. B ! v
- Wag-gg_lnqurrles’. E .
- "Distingin'\sh between'1egi_timate-.needs and irrelevant complaints of . L £,
. o o S s P ‘ "“:‘ )
_ custodlal paredtﬁ% T w e , o
- Enferce v151tat1“6n rlghts of supporting parent.| : - =-1-=—) . e
SO ., e . e .- . L R
- Prov;de 1‘hform‘&tlon about agenc1es tha\t can help %Ath hea,lth home, N - _“
\; . " :.,-_ :'_’1‘ . ' e " . v - ;f . - N~ - Z“ * ) » )
R famJ.ly ax}d other problems~ ' : '
vl * ’fv” ) ’ - [ R
L } ..— Medlcai psrograms. R
s’ .,%‘ & fr ‘ '
AR I §gc1a1 secur:L Y-,
U S
'*‘ N\ ".' .

[mc :
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. > ] z - - - a s ) - -
" ~.= Welfare. ~- T > . : S ~ r
Co Lo A v : . ' - £ 3. :
; . R L : ) g ; e
. : L o T i ) S
- T * = Counseling services.- ~ ~ e U -
i . ; -, : g )
E - . Collect and record monies"due‘hnder.court'order: : £ oo
i - Payment of arrearages on fines. 2 ' . .
- - Court costs. -, . - . o -
‘e o ' : / . :
' ‘'~ Restitutions. - . T : - o
oo ‘ g > & : . )
. . - Support;of dependents. s - o : ot
. . = Other payments due under court orders. |,
o v S : . Tt - : .
» . o . ~ . ‘ N " v:. -
- :Issue-recelpts for monlies collected. ) o : .
- Follow 4P on Chlld support and allmony payments
L
S Maintain all pertlnent records and files concerning payments. RO .
- _ Prepare and'send out default notiCes. - o Co. - s
- - Prepare reforts of monies collected. - a : o S
@ ’J S . ' : “ q‘
. - Perform a variety of clerical tasks: ) ' .
- . . . o -
. . = Typing. -1, - : .
. R . . . £ .
'-1Flllgg. : .o o e e 2 y e
- < ) ) ¢ : . .
- Indexing. : .- ) . ' ’ ’
R - Ma1nta1n1ng tickler flle for probatlon offlcer. ’ oA
. & . :
- Reproduc1ng documents. .
’ . N t . ‘r.‘
- . Obtaln and verlfy routlne factual information from persons applylng for:
. - . S S N A ; t
- Ass1gnment of cdunsel " . : . N <y - et e
~ o <% - . ;
Release -on recognlzgnce. . ) o .
) . . . T .
j Arrange for ass1stance to released 1ndlgent prlsoné?s. ’% .
- Temporary“lodging. .. : . . o NN
- - R o .- . - L -
) ) ' ‘,” . . L. -_ﬁ . . ._ .‘ '. P J ;.‘_ PR 'f . ~ . .
= ‘Transportation to home base. * . -#- . A e s
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: oy :{ODL321 SURVEYOR. i T
,2 . . v 1' - . . Cure R '. . xﬂ/‘ L. £
< - % J %\[ . B . ) - ‘%é?-;@, - -
. - . . { : ... \ s
; urveyiné»a probiEm“zrea is- thefpgpceii.oﬁ'assessing/current,stétus s
1 . , - N4 “ PR . @
/ot needs in order -£p- identify{akeﬁh and types of future activity. The -t' o
process of puoblem surveying is closely related to that of researching and
-~ 1} - \ .A
typically precedes that of proggam development. (The problem surveyor‘usually - Al
_collects_original data; for more information on utilization of data collected: -
. o : ° o R o ' v oy - X . .
. by others, see Researcher.)™ . .+ D o

In carrying-oyt my work as a problem'surveyor, I can:

eéwm§$'~'Develbp plan(s) for investigating the problem area. ?
’ . , re 6&" - o -
- 'Identify and obtain information about' : 7
. “- the Earget populations affected by the problem. . "

{ L
- the- sourcés of power which can facilitate or bIock the implementation a
. . - :

§\\ if of change (see Change Agent/Advocate for related activities). . %

™

< . ey
LERN

- the existing programs, resources, and’ other factors which impact on

Y

~.

the problem.. . R 4

B

2
g

"
-

,4~‘ Assess the impact of the preceding factors on the problem area by vari0us

data . collection techniques such as irfterv vag; surveyng, public discusé T
51ons, etc. (see Researcher for related activities) £ ’ TR
’ !

_istiof sp§cific needs or problems within the ‘problem area.'

.

. - Prioritize those needs and problems which are most important and practical i
: ) | . . ) : R I
. to pursue. ' . o ' a B IR - oL
s ST S '
- _,Define potential actdons in .terms of cost-effectiveness. o _ L.
- Describe fhe problem ‘areas(s) for purpdges of program development by.
. - ~ . . e L . L o - N
- summarfiing data for ease in interpretation. : o '
B ' ’ ) B oL .‘ . >
- keeping reCQrds bf'contacts and resources. _ _ e
° . ) . ‘ . ) . . . . . . o o
: ~ .
- _'.Describe the nature of organizathnal and commun}ty structufes as they
Y N [N 4 ) 1 B
. ‘relate’.to the problem %rea and its potential solutions. C ¢ ’ o
. « . . ‘ K @;l_ L o ‘v,. A : . . . ‘ |
" a .l\ . . . P ‘ }
A S L oo Ty o ' . ’ : ’ :
. S ) ‘.,' » 3 N - v '. l ‘J;'f/ . .’ S ) - : -
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PUBLIC- RELATTONS/COMMUNICATOR B N A s

. ..'~.‘ ‘ N s e il )

A ‘ ‘ s
Public relations.refers to a method of inégeasing knowledge and u’derstand_

R

ing of an organizatiou and/or its program' it is concerned with disseminating

I .

information to individuals and groups outsize of the organization or _agency and
b
h

with processing information from outside t organization. :

9 P »

In carrying Qut my work in publ&c relations, I can.

”.

- ,‘Conceptualize communications and public relations programs which interpr;%

55_-' the- godls of/the organization. 'fy Ny : E‘ : :ﬁ .
. . . .. ,
’.# : Plan and develop a public relations program. /? 3
- Identify target audiences. ':l ;‘ R o o X T iv
‘-f Determine the communications technique(sl appropriate to each audience._’
L —— . * | . °. .
4”2 Gather inﬁ%&mation by. f#' - ' 1 R ‘ .ﬂ'. ©ox .
..'.i“; conducting interviews.r °f;v~- ‘ | - . wo 'il : MFQ7!
= confirming,faets. T o - g;* o é%'.,i?‘ fi
‘; : -‘identiﬁying trends. T h% , T ;. . f»';‘ v )
.o . : . . - s R
- locating‘background;data..:'tr_ﬁz A ;‘ ' ;//z‘. L B
. 3 ey . oo . .
' (See Researcher -for other relevant. activﬁti S3 ) ‘i/ S .

- Identify representatives of. cher organizatioz7 and of local state and

e .
.federal government to«reeeiye information abodt organizational activities.
- Establish an interchange with appropriate representagives from. ) 2 o
. K o i ) . \.( _uj“.
{ - members of the target group. - _ e s =

- vo unteer‘coordinating’agéncies.

--pr vate”and civie organizations.

. < - -
) A
- business, industry and professional grouRF. ST
B . cp N A \ ] - h
._‘foundationS-,. L LT - . ST
L e o TS A P
. o s T . . ,) § . ,-':.3\;’; . . . A
~=-local government. o SR o L o
R D 3 : o : & . "‘ i
ce e Y . g et , . . 2
\‘ . . e
‘,‘ ..-‘ . \ i
. ; ) . . . v
" . v . t —?\ L. Ax
o : v ¢ :
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o 11 .« sl e | - .
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S te . i B c‘i i N R <
. R o o -~ % I 5., v < .
< state government. , . SRS . . . T P

‘ , : - e - St > - )
s ) . , ) s o ; . . 3
g : . 2 S 4

- federal government. ' . ] - . ‘e ’ S S O

- v [

. e
(See Fund Raiser and Advocate/Change Agent for other relevant ;.ctivities.) C, .
-“" v i P \j T , ) . ) < . s~ e f.
N - .‘write;," ) : S -~ R SR v
* b ,\"-';;_:‘ ’ ! ) . o ’ . ﬂ; . o . 0 .. .
© T . w¥news stories. : . £ . . o . TR SR
CoE T ) “ ¢ , . g :
P e . : 2 i Lo~ : R = . > {
- feat storles. . ‘ - e A } T S o
- fact- eets for editorial bacﬁcground. T o S
* : . L ) N e . . . ) .
. - I' Se. A . ’ N . ‘{T - : - . L :
s 4 repo t | | 4 : S _ 7 ] : >
N . » . . ' E [ . - M ° '4 L L o .
Q P speeclzes- e R ) 7< , - - N ce Ma L
L . e : : e ] s v : -

.%
.
¥
o

. - scripts for 'radio/television.

o S ?44.7 T ’ [
- other materials déscribing the organizatlon and its. program for the ©

£ L S ’ ) o _ - . 4'.'- N » . -
N (See é{rainer for internal publicationse) ‘j} Lo T T e Tk
7’ N “ ) < ’ : . T »'0 \ - . -o : ’
\% - PrePGI@udio-vﬂual materials, video-tapes, and/or films by S o

g Q N IS ° ..

R . : . ;\0 . -
¢ = util¥zing audio and/or viﬁeo - tape ,equipment. A ST £ : "‘

R ) A R S et L e .
.- u‘thlizing photographic. equipment. % C - o w Lo

A ‘ . '- . . e 4‘; ; I “v “ E

- directing aeting, speaking, ‘and filming. T TP L

E - . o N . N .. rEs ' oS ’J . T ..,» - 4_
- Prepa_re visual materi'als, Sndgch as: : _ . . R

LA . REiRS ) RPN B

- photograph. events for news media or other publications 7 \ '

N -t ‘ ¢ ’ . _ . ) R v ot
- -~.design and prepare art work.. - . N Lt BRI : v
. 0 ) .0 B I L A i ‘ ] :
. . oo _ - LT .
*+ A\l

. - design.displays and/or posters. = . . R .
A o S ' .‘ . . ,‘ e I R s o e o

c- Coordi‘na‘te d'evel’opment,' of materials for préduction, such. asi, -y i.le o #
. - . e . LA 4 . . . - . <. o

‘ _"- edit publications. :

&
A
)
Y
‘.
re
s
N

. . .
\ . . - . a e, =

. . . Yy 2 e o " . . .
S - edit films and/or ta.pes._ e e e G L . P
. /. - »7 { B . . - -% ; N . ‘ ki < - '4\'.,':"*7-4 R :. ! “; ' .',4. B
o - des ign -.layouts. 0T Tt e X oo w e 2 i
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Aruitoxt provided by Eic

' Speak publicly, such as:

Work with mass media (press, radio, television) to:

- select Optimum outlets for placement of material and identify contacts. .

.= adapt .and edit materials according to mass media standards.

L

- conduct press conferences.

- maintain good relations to facilitate placement of material.

- deliver,speechess

participate as.a'member of a panel or debate group.

- give interviews.

conduct or,moderate interviews, panel discussions, debates.-
. s
(See Fund Raiser and Trainer for other related activities.) ' ’

Publicize and promote organizational materials.‘

Plan distribution of publications and other materials. .

promote an organization, program, or service (see Advocate/Change ‘Agent).




RECREATION WORKER o

-‘: -

‘A recreatlon worKEr leads or assists a- leader of recreatlonal act1V1t1es
l/)tommunity, social,'or.church-

T 1

o

for spec1f1ed groups in the setting of a schoo
!

\
o

related'organlzation.

~ ot r. .

/As a’recreation WOrker, I can: -, P ’ . .
o I~ : - -

Develop goals and act1v1t1es that foster 1nd1v1dual and droup development.

Develop spec1f1c goals and.plans for partlcular act1v1t1es.

4 :
Identify resources. in personnel,~money,'mater;als, tlme, and authority

RS

needed to accompiishvobjectlves.
Develop and use technlques .which will enhance relations among people.
- b <

-
E B
<
M 3

o

Demonstrate ablllty to use approprlate technlques to solve 1nterpersonal

problems. .
Demonstrate knowledge of teachlng‘methods and materlals.

vl

Develop and maintain a llbrary or collectlon of relevant mater1als, games,

‘and other recreatlonal and equ1pment and supplles.
- Plan and. organlze cooperative’ and compet1t1ve aot1v1t1es ‘and know when
¢ each 1s3%ppropriate. AR . . ' : T ' ;
.. r‘ B /. « ' .
- Teach one or more of theqfollowing: . - . v . .
- Gamea.f_ : . ) . C o o .
. - Crafts. - .. )
S - e . ‘ [
) -/

.t - Music. .
N . 9 . .. T N
< - pance. o : o
- Dramatics. C ’ S o -
- Art. : o

- Outdoor skills.

L

: o | | - 194
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PAruntext provided oy enic [

: e W S ..
' = Conservation. -
B - - - ,\‘ : <4 o
- Cooking.. - o a ' s
) . C . H J L L ! *
o L . ’ . i ‘ 2w .
- Sports. - » :
- Gampingh.__ - . - ? L ig’ , - o ?
PR . S . 3 .
kd

Demonstrate kndwligge of use and care f aqg}ov1sua1 equlpmenﬁ gymnastlc

and sports equ1pment tools, crafts equ1pment and camplng equ1pment

4
3

Speak publlcly, 1nc1ud1ng-

- Artlcﬁﬂgtlng rules and procedures to part1c1pants.

. “
Promotlng the organlzatlon and 1ts act1v1t1es to potentlal sponsors.
L .oy .
- Pub11c121ng spec1a1 events.

'uEstabllsh rapport with individuals_of diverse baokgrounds.
Raise funds, inoluding:
- Selling a product or- service.

- ’ '

- Staging a special event. - T B e
.— Approaching sponsoring agencies. i.e., local businesseas, foundations,
government. agencies.

-

- Conducting a public campaign.

Demonstrate techniques_tovpreyent'or 1imit'bonf1ict between individuals._

.

Demonstrate knowledge of safety precautlons reqnlred by potentlally
-hazardous activities in sports, crafts, camplng; etc. .
Determlne the urgency of .a problem and handle.it appropriately.
Demonstrate a knowledge of individual'grOWth and development. ' o
Select'actiyities.that will help indlviduals~1earn desired skills and
attitudes. _ o DR . | ~
- Keep records of individnal and’grOUp-progress.

.UndErstand_and use techpiques of group dynamics.
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Aruitoxt provided by Eric:
T

o ProViding pos1tive feedback.

agency. - C

- - ’ kY
- N - N R A

concerts, recreation areas, museums, zoos, etc.

Develop pos1 tive partic1pant attitudes by

- Selecting appropriate actiVities. N

-~

ProVide adVice and informal counseling to participants.

L 2

- Preschool children.’

‘Children during eariy school years.

-UAdolesoents.‘

- Boys/Girls- ' .
- Tneveiderly. C
4'The_énysicailyahanaicapped.; | e

-'The'mentaiiy"Handioapped.
Single parents._

Budget ex1st1ng funds., ' - L

Recognize and deal with medical emergenCies.l

> -

Determine partiCipant interests and plan activities around. them. .

'_ Demonstrate knowledge of capacities and ‘needs of special groups.

N

b

. Lo - . r3 . ) . !
,Plan and.carry out field trips to-sporting_events,»dramatic,presentations,

R

=



Research is agsystematic means of investigdting a topic or problem. It Fl

1
involves generatino verifiable dAta which wtll support program planning and
i _ :
déVelopment and/or the implementation of change.‘. .

‘' ’ CI ) ‘
. - .

In. carrying é;t my work as a researchef,,I can: .

L

Y 'lselect problem\area(s) relevant to organizational needs. Y .

- - Ldmit thevresearch ‘focus by;v -
.=~ conceptualizing.issues. . e .
Ty - defining variablesf o _H';-f ’
". . b3 T Co e . .

- operationalizing measures. i \,ﬁ;
. PR e 3 .
’ L A .- .
¢ - identlfying,the unit of analysis.v e AR
. N B R ’ . ': " ‘; :
- generating hypotheses. ﬁ'*’ N .
“{w' Collect background fnformation. : SR ;f’
5 . S L N
: .f- written materials.x Lo
, ) . ~(:- . LT 2
o .-"aé*data.banks:w R
I e T T
.. S PRSI - Y 4’-:4 - .
3 S : . . X
A ’ v o f
. B e ; . &
,J; {'aésurveys.,n o o -
‘ f*l - Summarize pasguexperience with problem. : ‘N
N “e VR 2 .o
' u - _ : : S
A Evaluate~the utility of past efforts._‘ _ o : - o
=" Design. researchf by.' “ ‘ I o
A =y - LY ) , 4 A . - ) )
- selecting reﬁearch design.‘ ’ -
R : P .
R ,‘,'— selecting sampling téchniques.fm.' ‘
B e selecting sqrvey techniques. P ' 4_-, o . —
e ' . -] - : . . o
?. ’h\ ‘4 . .
F L ¢
- -y ’
,‘4' ,‘,rbv’
o, ey
1 > ] N * o, . 7
Yooy .
o R P
ric - e 1y
. . .- ) e Bg!l' . .
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: ;o . | - o
K L SRR : S R
s a b ) . Lo . L, L .
...n(’-.S--,*.«_._ Av AT adl alap~ ~f nt_ __xz.oilla,
- TTertizal olams nf fdsncifeing
‘ . L _ . ‘ : o .
. _ R S } L .
: s = needs. _ : AL -
. — time- - - ’ - -
o ST L : .

- .Cé‘S‘ES‘-- * . : " : » ’ . ’ .
¥ E .o - o : - : . » o . ’
- . - personnel. . . o Do e

; ) . . K - ' . v . "- Tt R : v ‘
- Manage proposal development; by: . - ] L PP
. .o S N - s ) . I3
’—flocating-potential sources_of fund1pg. “{‘ ) -,
L . o o Jooer T o
= writing proposal* to include: . ® ' ° - e A
s s " D o : ' : ‘
. - background. T o L )
. e .

- désign.g" : Vf v“ -

= time and cost estimates. o S

‘=" expected outcomes. - . . - e ) ‘ ' T S

i' - utili;yjﬁfﬂreséarth-éé'orggnizétioﬁ.apd'fo-tﬁé, N
%’F v_laréef sbqieté. t;“ | ) , )
- méég.ﬁith;fundiﬁg,agenciés to%fromdﬁé-the propoéél} ﬁ
- adaﬁé-prdéogal.to meet requirem;btsaéf fundiné source.,
- | Obtain data td;faﬂ S ";E;’ . J

.

- foster cooperation with community groups and/or'relevant institutions
and agéncies to gain their support for. the research. (
.= Fecruit and train data collectors. T !
L2 select appropriate dazz ccll - :ting instruments. .
_ _ pprop g : : . _ _
-_désign and val;date”r:x,da;z cwilectinglinstfuments-'
- beain informrc zorzzat Of part.:ipants. .-
-~ obtain data fror etz tinc _:f:fEation:béﬁks,
- use appropriate szmp . - i suorey-techniques.
o . ' - Cia -
~ monitor data colle:  :q . :i.ty controls .
. ' ' : ;‘.' A
o T 3

E[{I(j} . o ﬂ‘,; ”' —. ‘1 | 'f., j;flf)é;; - .. ::Tf 

T ‘



_Process data to:

- - x4

-~ develop coding procedures.

1

ERIC
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-~ select and implement otherldata reduction procedures.. .
Analyze and;summarize data'hy.using:

- measures.ofzdispersion'or deviation.’ L '

= sxperime oz’ eifects analysis. ° =

Mz 2 infer- Zrom data.

- . ~~=§:::=:=::nc lons for further 'study. . .

- train coders. B v ) o

o

- superviselcoders for quality control. - . >J

-~
- averages or other measures of central éendencya

- measures describing relations4(corre1ations).

AN

-4other techniques of bivariate or multivariate analysis.

- tables or other means of cJ?Egorical aggregation.

+-

develop- computer prograns appropriate for the reésearch design.

- araphs and charts. B . L . L -

- zests'.of sig'fficance. _ T ‘ _ : . -

. & ) . .

- = monéxp=: tue :1 causal analysis- o .

A

Msie ¢ 7 L and recommendations from data to:

. . . B ~ .
- for : ~irning recommendations.

B 4

- vz 220 Hliey rzcommendations.’ . -

Wri-= = :vzh reportis). =~ .- . L L e,

,Dissexz. .. Tesear th results to appropriate groups. '

»
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TRAINER )
- > ) - . N B -
'__iIraining_involves_teaching others specific jobs, skills, and7britasks,ﬂ4;i_‘m,,,_m

It involves the teacﬁing and/or organizational socialization of other workers.

v

« In my work as a trainer, I can:

. . A -
- Articulate the philosophy Of the organization/ageﬂcy- ‘ - o
- .Explain the relationship between a particular iob and nrgarizat - Jna;/ "i .
agency/Program_mission- i Lo i - Y
- Demonstrate'myrknowledée of kinds ofelearning a=.. i Ziffers-- “=:irting
theories . » -
- Denon;t:ute my knowledge oi teéehing metho;; anc materig.
- ié;w“;f/ z;:ing'neeas (eee aiso Problem Suzvewor .
- ~ake a =i+ 3 plan which includeséll
lezzz: . 'n;ectiveé.. 
- gac _;aSién. ‘ ,
- cCeac: =thod.. -
- bud - or training costs. ' _ . :
- scheﬁﬁ?ﬁfand site considerations. p '
- materials, Both written'and_audio-Visual. )
- evaluatign techniques. :
.elf Determine‘thevcost/effectiveneSS oflyarious training approaghesu .
- f' ﬁét¢rmine the suitability'of Varieus training approaches for iniividnals
} with different backgrounds and experiences. o ' . . o »
- “ﬁevelop written materiais %or.use in training-' | T ‘ .- * 1'. ,;
. . ® § ) ’
{ - ”Develop audio-visnal materials for.use in training. !
- 'Déveiop training manuals fSr 6ther trainers‘to use.. _ ': '-',' v
: . , S SRR L



‘ a : . -vA . T A '
"= . Administer a training program, including: TN 1 .
- selecting and recruiting training personnel. ' r . JA

— "
]

- Selecting tra1ning methods and- materials which are'both appropni\\e

" to the group and cost’ef erive. E - - < S
_ : . SR A T
. - Setting training g?c_- : - '
- Conductino the tra:Ln:Lnb n... ‘2 as.: who will traing 'hers.
73 - Monitoring the progress «rf thri:= seing trainet. B
’ . L : ] .
- Monitoring the progress = tho:: doing the tr— .I-s3.
. N v ' g L s y
. e = Modifyisg training prog:. . &nd cachniques if :s goalg of ths - rram -
. .’ are not beling achieved. . i .
A:-:Evaluatinthheleffect;‘:_-1‘ oz the training FTogT2m. ; )
- ) : 1

Monitoring'and~eValua“L;a,tne job performance = ‘10se who were’ trzinedh

- Develop.,and maintain z T:ibvarv of training mater—_. . , .
- . Conduct a training sess_. :. -:_,
.= Train others to do spec;fic;job(sﬁ'br_task(s). ' . : . -
- R . , e . P . .
' (Specify) R - _ L : . .
. ‘\ é[w ' ' : ) . . ' . A s ' '
, - Make an effective oral péEsentation._ 7 ’
. - . . . .. ‘ . \ ] » . . ) - - L
jf - "Demonstrate knowledge and uée of group interaction techniques. '(’
| ' v - ) T
- “"Know how and when to use different role—playing techniques in training.
o t
- Hélp those being trained to see the relevance of their training experience
o ’ Sty Co e
ito their long—range ca;eef godls fffﬁor personal development.‘ Y
- = ) Prepare and evaluate reports on training programs. A .
- Evaluate the trainfhg pxbgrams of others. o - N :
N ) ' ' ) ’
- ~ 4 4 . .y
~ h ° . . L 3
N - v’ . ’ . ¢
[4 . ' - '
. ST A . - i
. A N S )
% , . . . .
o . o Y = ) o .
- . L
N A R ) | 20’
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. TUTOR/TEACHER’S AIDE
. "' -t . ~‘ I . ? : T .
A tutor/teacher s aide helps an individual or group of individuals, : -

— - — e - . P - _ - -

to learn something or to improve their learning techniques. The tutor differs

- r
1

from the trainer in that trainers instruct indivdduals in the performance of o
, L]
specific jobs or_ tagks, while tutors teach more general skills (such as reading)

‘e
[}

| or knowledge which is applicable te a wide range of tasks or activities.

[ : -

]
S . . .

s " In my work as. a tutor/teacher s aide, I can: A : . ) .

- Establish a good working relationship with the learner.

-7 Develop'positive studemt attitudes’ towgrd learning by: -
» » v“ ’ ? ) . § i,
= selecting tasks of appropriate difficulty. N
ce telling the learner wiien a‘'job is well ‘done. - . - b ¢ .

o= Encourage and support the learner by. - Y o , : .4

v e compllmenting the learner for grod work and good thinking to develop . ;9
-a pos1t1vejself-concept. '.'v: ' T . o 7

. -
o »

’

.'carefully. ‘ A . AN L s o fx;\ :

-~ showing acceptanceiéf the learner.by ﬁiying'attention_and;by.listening .

- helping the learner reépond‘to'increasingly difficult material. ) s
- i B / . . " )
- showing receptiveness'to learner efforts. : ;. ‘ :

A

T York cooperatively with the learner s teacher and/of school by:
. ¢

ot - abiding by school rules relating to tutors or aides. o , : e

- being positive about the_teacher and school in'discussions with the ) A?

© »
« . *
learner. : .
. ~ . . @

\ v— following the.teacher’s plan, of instruction. M
' w.:";“providing'the tgacher with.information'on'learnér progresd. . * .\
- Provide advice and informal c;Fpseling to the learner when appropriate

(see Counselor). ' . ) S o :
X AN . - . ’
‘a L . . L " » &i? . . f.- °
‘. » N -~ . ., i . v- , e
£ : ' { . . {v ) ’
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. -

T : G : . .
'ldentify learner needs and difficulties: . ‘ - R -

v

by direct observation of and/or interaction with the learner.,[

t

from test data*or other'diagnostic'devices.-

4

through diScussion with the teacher(s) who.regularly instruct(s)
-
this learner. A

. - . .
; R . . -~

.',.

th{\ugh discussion with other school personnel (counselors, psychologists,

etc. ) ' : ,5 - A

Determine 1earner interests and plan instructional ac;iV1ties around them.

f Plan a 1esson or series of lessons including.

. --objectives. : : . _' .

- teaching methods and techniques. . v T t
N : -
- inst cti*hgi materials (both written and audiovisual) 3

» : T

-.evaluZFion :echniquesy; B

Pace ingtruction at a speed appropriate to the learner.
. ' - . . - N .. .
2 b N N ’ . . :
}Set and monitox instructional objectives. o .

Select instructional material and techniques appropriate to learner

background and experience- ~ . o

-

Demonstrate my knowledge of learning theories and their application. : é%
' . * . e

' Demonstrate ny knowledge of teaching methods and materials.

«
.
P
~ . ! . < .
- . L
. . .

Develop,wriolen materials for use in tutoring.
-Deveiop audiovisuaI materials for use in tutoring.
Develop and maintain a library of'materials for use in tutoring.

(Specify Subject and/or level) _ . L | f L o~

(T ’ /\‘ , L 4 B - - - o .' .
A - R /" t T B .. *
-ngoustrat my knowledge of the subject(s) which 1 tutor.»'

ST [ . PR o, -

(Specify) -
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" \d -«
¢ 9 ’
Evaluate learnefiprogress:' ‘ S o - T
’ : .. R : - N * L ,‘/‘:_

- by observation. - .

. . s /' i

- hy oral questioning. -y : . i

- by use.of tests or other evaluﬁtive devices. : v )

vée’ questioning techniques appropriate to instructional obJectives. o i
: Make an effective oral presentation to a group. ¢ &

vDemonstrate a knowledge of group interactlon techniques and of their use.

. S
“Train others to be‘tutors (see Trainer). . _ ) . o
- ‘ ‘ ‘ g
A -

. v
. s -, o -
- .
. ¥ ‘ [y L.
‘a -~ r .
s _. ’
L iy < o~ : \
T LA .
, ) U ( Dl .
. . . LR .
; s o ! ' M & . .
§ <) .
‘
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e
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ST 7 Yourh ioup LEADE"R | ;
_h iy ~.. L e o hh - T K ;. o
; ’ A youth group leader devises and implements programs which help young
| ). { . ‘
. . e .-
o 1 d . R oY
‘pe ple deve op an learh.‘ — ;, o ) . ',y o |
z“; il In carrying out my work as a yéutdlgroup leader, I can: Ty ,
S : e i I ; . . . o
o= Articulate the philosophy of . the organlzation or sponsoring group. . ) e
S s ' :
S h 32 Describe how the components of the program relate to organizational
\.“ < v _,f'\\' . , . ?'.. ‘ - _.*7 ) .
' ;Philczsophy-_‘ R U PO I R A .
. . — Y = . - o C - 1 _“.- . . N ' -
T e f‘.ﬁe;onstra@eﬂa knowledg' of qhild growth and developmenﬁ._' Y [ ﬁ
. : . e @ e : BN
: + * . . . -
o Demonstrate a Rnpwle ge ofotheories .of - 1earning._3 o -
S , : SN, . LN S L !
- ';émonstrate a Rnowledge of teaching methods and’ materia%¢§',,
B , T . T
(§pecify areas) T e L e
[.. . i . \
N . Select éylivi\ies which will help children learn desired skills and_
attitudes. . _: 9 ‘,).:\‘ . .h .. . .. , " -‘ "‘ . /S N -v . .‘. ) .o
. . .o B . s ) . .
.o . e R . 7
- Determine'the cost/effeétivenﬁﬁgjof alternative prpgram components.
- Plan a youth group program, including. 1 L -
: i - N : ’ .. 5 ‘ .: o
S ..'4 defining program ijec{ives. _*'f 7; o, _‘K-i; ”fu
o . AR
O -\involvipg group members in program planping. . o id*g--
A S b0 g ' - -
o L :f-selecting activities which will-most efficiently lead to meeting g
oo TR N 3 fff « 0 s }.
w0 L the Program obJectives.. -ﬂ' .-,'W' = . : & o
. : it ';“4_ ”’ 5,;,«\1‘” «;g «}, ,_,‘,,5_.: .
-’,-»selecting activities which are mostgpppf“priate for the™ age, backgrbund
. and experience of group members. - . T :
- . . ' L : .
. RS : _ N T
e e - pre%f:ingiprogram'materials. _\ o s _
" - detet ining the budget for the program. o : L
- = deciding on methods to evaluate the program. - .
A Admin&ster a youth program, including. - o .;'7
) _-_Se ecting and/or recruitingfothers_for-Various responsibilities.'w"-
.. B C e o Js)>_¥ : _ | ‘
. o L .

e i'-.la’ .i. : ﬁb ;f.- -.'_, . ";d;.bx.’g Jﬂé?(jés




v

. ~ - v",f. 0

N

- trainino other adults as 1eduura or a351stants (see Trainer).
:;,training’youth group members for leadership voles within the organization..\/;
- 'm_‘- - working with adult members of the supervising board or agency._' _ l. o
_—‘determining the effectiveness of various program components in meeting
.organiaational goals. | ‘ﬁ‘ | y_':. co " R | ‘ g"‘ e
-»assessingvthe effectiZ?ness'of otﬁer leaders.
. S organizing committees to carry out tasks."i :' . o ;. L

.o ~-,keeping records of individual and group progress. R 1" o

- keeplng budget and financial records.

coordinating activities of various groups._."v o "
. ' ,seduring financial reSOurces (see Fund Raiser) ‘ ',

- ; Direct a youth g:shp, including . T _'V‘ e
- _} ‘ ‘ , - "
- organizing and conducting meetings.

N

‘—.teaching
¢ ‘ . 2 - games_‘ . v v v b ‘ - o . : : . ,

. - crafts. ¢ o

- . L A S

~ music.
dance.,_

boes ' .
i ’_ interpersonal skills. s

. e ;
o / :
et q.~ i\#”d%mocratic processes.

= dramatics. - - . P IR

health and safety.. T o
'art'd' | - i | N e,_ f~-‘.,.74x

outdoor/camping skills. _:_-4

- religion.

conservation,




L - kopnma‘r“frw .
- citizenship.-l

- otherf (Specify) L . _ | _ : \ ~ T

- demonstrating a knowledge and use of techniques'and equipme&t-specific
: Shthiits . a : 4 _ , . _

' to the organization's-program,l . o v
- abiding’by the organiaation's standardsr

- providing guidance and.counseling to young people'as appropriate (see

a

Counselor). - . o ' 4 R .

~ using audio=visual equipment; .
¢ . R
- demonstrating a knowledge of children s games.

z
W

- storytelling, including demonstrating a knowledge of children s literature.

[

.', - demonstrating a knowledge of safe procedures for: children 8’ activities.

.--demonstrating the ability ‘to .use appropriate techniques to deal with

interpersonal conflicts/ L _4. o - '_'.:i s :t :

\-4 . : - . s 1
. ' )

__describing how'youth groups serve<as.socializing agents.b b
. » Y 4
D . ) / ) 3 )
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PROJECT HAVE SKILLS

ABILITY CLUSTERS

Cluster I A

'Abili'ty' to:
1.'.Read food labels to 1dent1fy quallty and welght iients..
. L4
2. . Compare the cost and nutrltlonal value of conven n-- ~ood and ‘home
‘Prepared equlvalents. : ' '
3. Determine the appropriate quantity of_food to bu '
3. Evaluate the freshness and quallty of meat f1sh r::_try, fruitsf'
. vegetables and dalry products ' . . . v
‘5. Describe uommon food storage problems and how thevy cor be prevented.
6. Evaluate the cost and nutrltlonal value of alternat1ve methods of
. preparing the same foods.
7. _Demonstrate skills assoclated with food preparation and storage..
. .
. . , | " - :
7 ! Cluster I_ B .
. ) . . L] .
ABility to:’ S e -

'f 1., Bxplaln how the r1ghts of a homeOWner are affected by mortgages,

‘hazards; -an item or service purchgsed is not as advert1sed
,are not performed as~agreed or promlsed.. .

;Explaln ‘the rlghts and respons1b111t1es of a tenant or homeowner.

,Determlne furnlture needs. K ) ; o .

Vs

home 1mprovement loans, t1tle documents, zonlng, and. settlement/

clos1nq agreements.

Evaluate ‘the quallty of- clothlng, rugs, curta1ns, llnens, and other
'textlle 1tems :
A,

. Know what recourse a consumer has when a purchase does not functlon >

properly, an 1tem cannot be repaired; a purchase has health or- safety

or Serv1ces_'

' " . . »

-Select 1nsurance pollc1es and plans that are- most approprlate to a
Tfamlly s needs and c1rcumstances.' o : e e

[

-'Evaluate quallt when selectlng household goods and Zurniture. - -

'Select carpets, rugs, and other floor coverlngs.'

.Manage-the overall_malntenance of a home. 22/) R S /



. 2
| |
e o - o .- Cluster I C
/?J ' './ . ) '4" ’ N .' ! . o . . ] L]
_ - | ' Ability tb:- : : . .
f . : : . s . . o
! 1. Analyze advertising and identify misleading material. - . : o /(;fﬂ“' ’

2. 'Analyze sales promotions and determine if real savings are availablel

3. Identify and correct conditions which are fire or safety havardsf

4. 'Prevent conditloﬂ% which increase the potentlal for f1re (worn w1r1ng,
spilled flammable 1° mids, etc.).
5. Select goods and i -.~ts that do not’present hazards. - -
Cluster I D _ ; ?’- o '
Ability to: . LT . : o ¢
‘ e * 1. Explain how to eQLLuatehand select real estate.
' 2. ’Research'unfamiliarvproducts'or'services.’ '
3. Select bank accounts, sav1ngs plans, and investments =hat best meet a
famlly s needs and c1rcumstances o8
4. Investlgate credlt 0ptlons ané select those most approprlate to a-
. .famlly s needs and c1rcumstances e 4
R : ~ - T T .
!5 Explaih how to shop'for;a loan or mortgage. .
R ) - : Sy
B  Cluster 1 E
‘ NAblllty to~', . v o , : o
: . “. . i . . i’ ! A L . Cod
8 . . ¢ e - © s . ) PR . P /-
1, Evaluate the quallty of purchases made. oL e : , - . :
o8 . .. . . _ .
4 4{.\- '.;,_4'_1.4,-_ v
o p,2v;ﬂDe rmlne,
. B best buy&
. f i PR A . ; .
o e T Use unlt r1c1ng and other technlques to compare costs of 1tems sold :
Y in dlfferent amounts or .quantities. - . -
P 1 : - . ‘ " _
RS _ 4o étect potentlal health and safety hazards in 1tems and avold purcha51ng
o Ty , %hem R . o R
! o - s * ¥ . . :
. ‘-’f‘.\. s °
o . y R ; 5
' . - 'c e ’ .
. 4 g
9 ) .4‘
w, B - .
; . . - vy ‘J‘ -
Q ‘ - \ l c. ’




“w

' Cluster'II A S ' .
. v i ‘ - ‘ L 2

Ability to: h oL e :

1

10,

S11.
12.
13.

14.

16,

17..

ERIC
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-:Identify target audiences.

.and federa

-Plan distrib tion of publlcations and other materials,

" Choose appropriate'audiovisual materials(.' o e

15.:

Develop posters,  leaflets, or brochures. ',' ) 2,

Serve as the spokesperson for an’ organization. )

L Plan and develop a public relations program.

.

. Détermine the communications technique(s) appropriate to an audience.

Identify. r presentatives of other organizations and/or of local, state,

government to receive information about acthltleS.

'"fxyg'ij

Puincize and promote organizatfonal materials(

-

‘-

)

Plan and carry out a program of publiCity for a product o» service.

- . .

°

J

' Translate information and facts to a level of understanding appropriate
"“to the. background and experience of the audience. . o y ‘

(9

Conceptualize communications and/public relations programs which interpret’

the- goals of-‘an organization.

o

'}

Write news stories, feature stories, fact sheets for: editorial background,

reports, speethes, or scripts for radio/teleViSion.

Coordinate the development of materials for production.

- Work with mass media (press, radio, teleViSion)

e

Develop written materials for a particular pur%bse.

¢

Develop audiovisual"materials,for-a particular purp6se.

8




~
a’ . ‘
v . N |'\-
v, ¢
i .ste 2 IT B
s g ' s
Ability to: : »ﬁl
-~ 1. Establish eff Yo ations throughout.an organizat._on.
. 2. Articulate t 0sc; - - an organizatidn.
/3. Serve as the " ;pers r an organization.
. X ] ‘_‘ ) & ll‘ .
4. Interpret an o:szarizat: 2d its Systems for the_daliﬁery of ser .=
to the public. '"' o : :
5.J.Identify renresentafive of other orqanlzatlons and of local, stats
and federa1 government :: receiwve 1nformatlon about organlzatlan.A
' act1v1t1es . . - N
6. Speak in publ: . .- - S S
7. _Identify pctential all...: ani select,commuﬁication’techniques oo LAl
: " enlist their Support. v SR . ° .
\‘. . ~,\/" . - H ~ V-4 ’ -
-7 8. . Identify opposition grouz. and select communlcatlon technlqﬁet { e
'~ best counter their plans znd arguments‘ .
9, Presant arguméﬁ%s and'evidence to SUpport a»positionﬁ .
o _ - ol B ERE
10. mDevelop poste:s, leaflets, and brochures.
. .
. . Cluster II'C .7V :
- e o , L S ) I
Ability to: ' ' R . - h
. = . . . o
L T : . / :
"l. Speak in public. . R P oL .
! 2. Present arguments and ievidence to.support a.position.- E
? L. v X A 0
. . - ' . "
. 3. - Persuade others. )
. . . \/ .l ° - . o . c : . ! " '.
4.. Organize and| conduct meefings.’ // o S D
. 5. Keep_others,informed'ab:;t progress, in written or verbal form.'
. 6. =Translate information and facts to aglevel ‘of understandlng apgroprlate
2 ' -to thevbackground and experience of an. audlence.
“ ’ : ' ¢ ' ! . . -
7.'.Make'an effective. oral presentationnto.a group. R ~7'
R . . o B » . ) . ) ‘. )
. >~
.\.
o ’ &/ . )
ERIC oo R
o o e N . ";/”—“\
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Ab.lity +

1. Ase
' o prc. . . or serv1ces. { - ~ '
2. CEmEL the various kinds of federal and state aid avallabfe to p@ople
v ,llglble, and how to obta1n thi Ls assistance.
. . ’ f'-/’.
3. I¢ n,rry, ase, or refer others -to tenant's ‘rights, welfare rlghts,
: 1ssoc1atlons, and other "grass roots" groups. :
4. oW ¢ rans zatlonal and communlty structures relate to a frobI
. s - sntial solutlons. ' " ' .
5. - refer others.to free'or low-cost public_séryice
6. n..ry T refer othérs to resources in the comm nlty th.
fic tne o .f the ill, elderly, or hand1capped : e
7. dent e, ‘¢ - refer others to- communlty soc1a1 educationa”
. zultur sources ‘e ’
8. ' Identii- use, or :efer others to resources relevant to d1fferent
~v.omural ethnlc, and religious her1tages.
' T N - ’ .
: ' .
‘I; ) /. . : . . . '. : . LN . ) : . ~ . o
.. . . . . ) Cluster-III B _ N ) v
‘" BAbility to: L - o ¢
PR Identify, USe, or dlrect others- to counsellng sérv1ces o o ,
. " .. i - . - ’ )
] 2;5 Idenblfy resourées 1n the communlty that can be.used to rmprove 11v1nq )
' condltlons for child. h . ‘ i : . Y
) - 3. ‘Provile’infor tion about agenc1es that can help gyith health,. home,
~family, anc‘other problems. . = : A S s;
. 4. Explaln ti= major considerations in selecting one or more of the follow—
~ ' ing: chilZ care services; church or religious centers, funeral or.
.- mortuary = srvices; health care personnel facilities, . and serv1ces,
;legal assrstance- or support Systems for emergencres. " T
B 5,1 Identlfy uacal resources and’ serv1ces to help wlth phys1cal or mental
-~ . health proolems; drug or alc ohol abuse probl s; consumer, financial,
> ',_or legal problems, er problems of age, _sex, ;? race'discriminationt-'xr .
N 6. Identlfy and use 1nformatlon resources. to locate communlty fac111t1es
’ and 'services.: | ., v T :
v ) ‘- . . e ) 1 Ve . .
7 R . . . L . : . T : : o i oz e
7. Identlfy,_use, or direct others to legal services. , S : o

E

Aruitoxt provided by Eic:
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hﬁrs 1n developlng proposals to obta1n funds for pro}ects,
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: . . N LN * ! 3
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| A ' A Cluster IITI ¢

[

o mmility e o

1. Demcustiate familiar}ty with the commur
) 2. Identi use, or direct others to coun-
3. - Iden: and use information reéourr

“and - ces. {

3

iov organ:i-ational and c¢ommu

‘ it. pc-zitial solutions. .
b ' s ’ .
4 5 : .
- ~on sens. ' .1vity to and awareness
nCC o one . . ,
a o
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; 'Abiiit'y to: | ' " . e ; T

st (- A ~ . . P ) .
71 (Use a ‘typewriter.' : . N : “
2. Use an-ddding machin. . : .lect ,;c't:a}c'ulator.. ,
i e e . . i - ) Ao t T
3., Use*a computer terminzl or othc détaprode?,s; quipment. - h
' 4. 'Develop and maintain current fi. :s. - e ( | /\1
N . . . , . . v ' . ) . " \ N ,

Keep records and prepara repor-. = =~ - f L ) T

6. -Pgrform"a_variety of ¢. ~rimnal -;-;s}g-s. . : o f . ) :
3 - - BTN g RS

P
by
-

. . ]
‘ - Ability to: ) v , }, . ‘ .. ' S
T - B -
) 1. ~Carry (it]t oral or writtena directi-ns-of some -complexitye’ . R

; . i . . . PO i
. b *

.»"‘ LY .
. : ".‘?v/' ot P ,
., ®. Folldow orders and accept supervis. 'n. T o

Le'arnjand apply rules. . .o _' ' 'r

B
| B . " o

o . 0 i N '.‘-' . . * - B . . .
N . 45 Develop and maint#in current files. .‘ :
. .. . . . - . . . ." B '
~.* 5. Obtailn and verify routine factual information. , . .
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Aruitoxt provided by Eic:

1.

’

s S ' ?
e S v 8
’ ‘ . - . o ‘ * A
L .Cluster VA "~ =
'Ability to:- ‘ RO T |

LY

2. -

3.

“1.

5.

EN

6..

7.

_;Establish rapport with indiyidualsééé diverse backgfounds.:

< . I . 3

- 8‘.
9.l

10.

S11."

i

12.°

.,

. 13.'0.

/
15.

; 14J PrOV1de adv1ce and 1nformal counsellng when approprlate.

oo o =

o . B
Establish rapport with a person seeking .advice..

Show compassion for those with problems.'

- . . 4 . .
. : - .

Serve as a»“sounding.board" for tijjf with problemss
‘P;ovide-moral suppoft. L
Identify an ipdividpal's problems and difficulties. - - ' .
] . v ‘ . ‘ r . ) l" ‘..' '_/t
.R&cognize'the nonverbal cues and ‘behaviors that indicate. problems.
/e’. o ? ) . . ! ’
Use questlonlnglskllls.‘ N .
Use‘llstenlng skillsq4:° S : Co : ' “
. _’ ) . . . . %— o
Encourage’ the development of “common sense." i
3 . - S . .
Use-technlquethhat help people to talk spontaneously.\

Determlne the urqency of a problém and handle 1t approprlately. REPET

s
l

Demonstrate a knowledge of 1nd1v1dual growth and development

L

°
’ -

Conduct negotlatlons w1th an awareness of the necess1ty of compromlse.,

“
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o ‘ R * 1
; S S |
B .- Cluster V B , R
Ablllty to:: . '.' . R e L
N . . - ﬂ B . . : ) ?
1. Identlfy an ;nd1v1dud1 s problems and d1ff1cult1es. :ﬂ‘
2. Recoénlze the nonverbal cpes ;hat 1nd1cate problems. o : f" '
S . W ’ {
. i b -
3. Explaln thé" psychologlcal theor1es on wh1ch dlfferéq* counseling :
- , technlques are based. _— .

: K ] . ... : e
4. Describe difierent counsellng technlques and explaln-when each is used.

5. Use technlques that can control the 1nterchange 1n counsellng situations.

6. Descrlbi\th@\klnds of 1nformatlon necessary to handle’dlffexent types’

'/» .» of couni¢ling problemg. - s _ a0
. 7. Do referral counseling. ‘ ;- "
™ . : N : . :
. 6 . . . . . ?’ /, ) . . } B
. 8. - Do career or life guidance counseling. " . :
3 . ' <
. s B \v . I "o . ! o C
v 9. Pro ide counseling services for people. : e ’ .
o to . K : -
» 1o. Use the technlques of group dynamlcs. P
¢ ‘. - gl ) .
”.(ll, 'Demonstrate knowlejge of the capac1t1es and needs of 8 ec1al groups
B (aged m1n0r1t1es, andicapped,’ etc.). o ' .,
- S 12. Identlfy the spec1al needs of individuals who have a sudden change
' ’ in their envzronment (death divorce, etc.) and develop ways to ‘meet /
these needs.- ' ) ; co _ f’
(13, 'Provi%@ advice_and informal counseling." _ . '
14. Conduct negotiations with an apareness’ of the neoessity of compromise.
* 15. Build client confidence toward a counseling agency. .
@ "~ > - :
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Aruitoxt provided by Eic:

e . ¥ .
3 " J Lo
Y ¢ - :
« : ‘ - 10 . - '\ \ ,
N " [ ' .. . ) °
. . * . Cluster V C B '\”-;' , _ .;?
Ability to: - U . Co
'l.y Counsel'workers who are not performlng up to organlgatlonal e
standards. S - ‘ P o
2. Respecq and observe precautlons concernlng conf1dent1a11ty of
1nformatlon. . . . . . , o
R L . 9 Y, . . ! ’ T . » )

+3. , Use approprlate technlques -to solve 1nterpersonal problems.

L% "

4. Use’teahniques to prevent or linit conflict between individuafs,!

~ . 4 . o . . - “

*

Cluster Vv D

Ability to: oo T iR S

I3

n . H Y - . , .

2. Interpret 1nterv1ew and background 1nformatlonb observatlonal data,

and test results for use in counseling.

. ’

0

3. Do referral counseling. . . o . ) o .,

- +

i intake or entrance interviewing, screening, or placement.
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1. Take notes unobtrusively during an interview or counseling_sessionx
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VAR 1
; : _ .
) . 4 . .
L " . Cluster VI A - .
“'Ability to: - o o [)’_  -t_ o o

.fl{ Apply the‘principles“of coldr,AteXture, and design.
2. Explaln how- color,vllght and space can be used to freate different S
1mpress1ons and. appearances.’- - : ‘ L

-

LN SN

Séi "Explain the aesthetlc guldellnes (Hglance, pro’;;tion, etc.) for .-

evaluatlng a design. =~ <, .. R . S e
4 Develop des1gn plans fof a house, Aan 1nterlor,or a product ‘J} .
‘5. Prepare sca1e drawlngs of a room or house.. ""_ o _ ST _'j'
- 6. Explaln the crlterla by whlch to judge a work of art . ’
C 7. Demonstrate sk111s in arts and/or crafts. :‘ .
g N . . P .. " . . .
8. Develop displays and ekh'_;tsﬁfor a'school’ 1 rary.or‘organ' .
. e .
AT o e ~ Cluster VI B f_."i L _
: . E . ‘..vt . PR ] . : : .
+. 1. select coordinated clothifg items.
s, Select compl’@entary>c1othing2st§les.and colors;';' N D
S .. ,p " ' D B .
3. Identlfy t e, 1mportagt propertles of fabrlcs and
¢ . home or. fo earlng appare%
.4

: 3 AnalYZevthejw aring apparel needsﬁoﬁ‘people'taking into consideration
e .. - - facters, such as, age, size, figure; budget, kind of act1v1t1es,
o o fashlon, and 1nd1v1dua1 dlfferences and 1nterests.
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12 ) Lo -. .
. ' Cluster VII A ‘ )
: . . ] ‘ ) Y
' / Ability to: = S e T
1. care forvthose'involned in an aécidenta
12.‘ Prov1de transportatlon and care for 111 or- 1n3ured people on thelr way
to the hospltal o .o L
3. ~ Provide for the transfer of a patlent and/or patlent 1nformat10n to a
' _hospltal . . - - : . R
4, Dlagnose and/or prov1de flrst aid treatment for medlcal emergen01es._
. . "3
o B T Cluster VII B . BT
Ablllty to-: T S L Lo \\S:}
1. Thlnk and behave ratlonally when deallng w1th an emergeﬁ“yu_
2. 7Estab11sh prlorltles when deallng w1th probleqs/emergen01es._ 'P
3. .Recognlze and'deal with emer9€ncies.v,'.- \///"‘, L o N
. ] L o - : . [
" f4,.3Develop support systems to dea1 w1th problemb/emergen01es.i/
- Identlfy and dlrect others ‘to sod&ces of - fcod -clothlng, shelter or '
~other emkrgency services. ' et - DU :
: 6...~and1e crisis igz:::ention;" , o WA .
7. I Deal w1th people compligate a criSis situation rather than aiding
8. Determlne the . need for. and develop alternatlve plans to deal w1th :
emergenc1es. , . St - o . .
\n- " N - . . .

Sigwt v
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* . Cluster VIII a

'Ability to:
| . . S SR . ¢
1. Determine prices of products or serV1ces on the bas1s of cost and

' overhead factors. :
" 2.1'A5sess p:bentral markets for products or service//. (

3. Evaluate-buyer behav1or and consumptlon patternsh
L I

.4, Identlfy the essentlal elements of sales contracts for cars,’ appllances,
.furnlshlngs, and serv1ces. R . o ,

5. - Survey and choose among suppllers of products or services.

N
K

6. Prepare and defend 1ncome tax. returns.
7:.>Act as a_cashier in a shop or store.

- 8. Deal effectively uith.customers.
9. ,Sel}la_product or service.>

o

e “ PR : Cluster;VIII B

Ahility to:
1. Budget, existing funds.
';2.,jUnderstand’and interpret a‘budget.
3. Present the rationale and jusfification for a budget.
’ .I , ’.‘, . 2 ! : " . : co ! o . : .

’;”f*”4;.,Prepane'budget'projections»based on historical analysis and cost trends.

Establish=procedurés to monitor(income_and expendituresg

'*6." Defend potential actions'in terms of cost-effeétrveness:? &%i-'

7. Establish'procedures that encourage fiscal responsibillty.
e ?8.-,Mon1tor income and. expendltures to exercise flnanc1a1 control or, when
: ' P necessary, adjust ex1st1ng budgets. ) B Lo : ‘

e ! . .

. N . .
9. .Establlsh and maintain flnanc1a1 or. sales records.

-

LA ’ : : j
kfl@- Establlsh and malntaln fiscal . records and procedures that w111 meet'
’ . 1external aud1t/accountab111ty requlrements.»“ _ '
. N~ B _ . ' ‘”.4

RICT 0 T tan

= (2%
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e



Ability to:
1.

2.

. Collect and record monies due.

14

Cluster VIII C

EstabliSh'ahd maintain_financial or'salésarecords;

Apply approprlate acconntlng/bookkeeplng technlques in malntalnlng'

“;flnanc1a1,records. . _ -

Establlsh and malntaln flscal records and procedures that will meet'
external audlt/accountablllty requlrements. . .o

Assess needs to determine what finaﬂcial support is needed.

Demdnstrété.knowledge of laws that affeét,ﬁinances.-

-8

> i: : R '  i‘ : - ;4.;  
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Aruitoxt provided by Eic:

Ability .to: -

T1.

'1,1 to: . ,_ “

Plan meale.. -

-Use recipes’and cookbooks.

.'dlet needs. .

~Plan meals.

Cluster IX A ;vr_f L

.o
L

" k9
'

Serve attractive andfpalatable,meale.

2. ’Prepare_appet;zinégportable'meals._‘

. Adapt recipes to serve larger or smaller numbers of people.

Cook,feed ih 1arge'qqantities to serve groups of people. e

.

o - . . . . . -

Select, use, andvcare‘for_kitchen‘appliances.and utensils. - .

Apély.safety rulee in the usé of kitchentequipment;

Cluster»IX‘B B

. -

Package portable meals so as- to prevent sp011age ‘and malntaln an
attractlve appearance. ’

Adapt recipes»ko serve 1arger or smaller numbers of peegﬁef

.
K

y .
Prepare meals: or adapt reclpes to meet a11erglc problems or- speg

.

]e—.

. /,. B . , B B

Determine the nutrlt;onalwneeds of those £6r whom m Js are tp be
prepared L. . - o .;° -
A o ) - ¢ ' . ,,,_;’ / . .

Demonstrate knowledge and understandlng of the bas;s elements of

nutrltlon. ) o &

-7

.Identlfy and,meet the spe01a1 nutritlonal needs of’ patlents who are
acutely 111 or convales01ng.. ' :

,“ . * - ) ' _‘ ' ) é



. T ~ = . S {’ .. R
- - . 16 < S
T o T } . . ) L : L. . P~ Ln
- . Lt . Cluster X ' ' S
“i o+ Ability to: - T - , S )

‘4. -Plan and administer a fund raising activity.

2.57Manage4the development of a fnnd raising proposal,

P3, 'Eméioy.tne'skiils and materials used.inffnndaraisinéa'l. ;;
4,1 Sell a. product or.serV1ce. d4 - A ‘ | n
Sﬁ'jRalse funds from the publlc through a campalgn. ,
.6. Identlfy potentlal sources of financial support. N | 1‘ .. . <
A . . ! ! : t . . F .
' _ F 1. Obtain;financialxsupport for an activity or program;_' C S v

8. Demonstrate an awareness of’government programs and fundlng procedures.
e Q; Identlfy fundlng sources that can meet the needs of an 1nd1v1dua1
group, or cormunity. ' : : :
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. o Cluster XI A - o o T

%g/ibnity tos o T 5
N 'Recognize and respond to a child's need for a loving, emotionally
supportive environment. '

2. ?rov&de_a safe, stimulating environmentafor a c¢hild. o,

'3._ Recognize'and treat chiidnood diseases.. *
4. Acquaint a child with family, ethnié, and culturpl neri;age.f
_. B T -

5. Provide opportunities for a child to learn the value of money.

_\_

. 6. Facllitate learning. in children by éncouraging the development wf o
: communication and listening skills, social skills, special’ 1nterests

T . and talents, and by recognizing capac1t1es and potential :
. St ' . : ’
7. Help<children‘develop ] positive‘self-concept.& - . s
8. 'Help a childifunction s a member of affemily.

-, + .. ) . . ,"’ N

9. 'Provide sex education. : S f_ AN SR
lO._»Teach a child to respect the rights of others\
w

11. Provide consistent and_apprOpriete discipline for_a.child;
Co12s Provide legal,.mQral'and ethical guidancegfor'a,child. ';.' 7
N - > - - v(_
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. . .- Cluster XI B
) o L mbility tor . o I ,
’.", 1. Pprovide a safe environment for a patient.

2

*

ERIC

Aruitoxt provided by Eic:

Provide effective medical carejffor a patient.

limits of a patlent S - 111ness or handicap.

®

Provide adequate sukbstitute care for a patient or child, ‘&s needed.

Maintain hygenic conditions -F8r a patient.
AN -

Maintain,the supplies needed for_a patient. o 4
- . (I

-

Recognlze and prOV1de for the psychologlcal and soclal needs of the
111 e1der1y or handlcapped. .

.P. »
Decument patient. progress.

PrOV1de for the phys1ca1 and emotlonal comfort of a patient.

5. v

4P1an\and help a patlent e f%y approprlate exer01se and recreatlon.t

By

Encourage and aid in th development of - self-suff1c1ency w1tan;the

v -
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v ’ " Cluster XI C .~. ) N ,
Ability to: T A
@’.,{J o ) s - \ ) . '
1. Provide a safe; stimulating environment for a child. /' .
A oo » Y : N : 0"' :
2. Arrange and supervise soc1al experlences that will promote a chlld'
. yethical and moral development. S e > : g

. . ’ ¢

3. Use storytelllng,k\]nglng and  similar skllls %o make. llfe more in-
teresting. for a growing- chlld 7 - '

.,

4. Recognlze and descrlbe the mllestones in human development

5.. Incorporate valued 1nterpersonal qualltles into a relatlonshlp w1th a
* child.

Cluster XI D

. <
Ablllty to: . - o | 2 ? : ,'7:
- * ) ! m. ) i . .
1. Acqualnt a Chlld with famlly, ethn1c,'and cultugdl her1tage : .
2. Assist parents, teachers and others worklng with chlldren in the
T selfctlon of books, games, and toys. - - " e
3. Plan and carry out trips to concerts, dramatic presentations, museums,
recreation’ areas, sporting events, zoos, ‘etc., for patlentscor
children. ) - : : = : &

)
N

4. . Understand andrdeal with the physical, emotional, and educational
H needs of a child with a physical or emotlonal handicgp, a glfted
J . child, & ¢hild fr a s1ngle parent home, or a child of a hlghly

transient family. ,

L &

P

hd “

5. Provide legal,'moral;'and ethical guidance for'a child. . —

6. Identlfy emotional d1sturbances‘pr learnlng difficulties in a Chlld

‘ that may.. need profess1onal treatment or added attentlon.
7. Identify and select appropriate educational environments.
- - - T EET _ . -

8. Evaluate books and movies to determine’their suitability for a b%ild.

?

L3 N . .
.9.-'Ident1fy resources in the communlty that can be used to augment school
' and preschool activities. . - :

3

-
o

RIC Ry
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- ) L . .
. Cluster XII
Ab111ty to- C _ - L : : -
‘-{ . ,_ . . . ) .

1.A Demonstrate knpwledge of plant growth care and malntenance.'

2

2. ¢ Identlfy and cope with the 1nsects d1seases, and other problems that

Sy '._ afﬁgct plants. A . 1.' S | '\ |
) 3:' Demonstrate sk111 1n a partlcular method of—grow1ng or car1ng for p1ants'
' (organlc garden1ng,“creat1ng hybr1ds, etc ). ot
Y - ‘ . ) .
4. Demonstrate skills related.to plantigg, tranSplanting;'and P;uning.. Zi-
_ - 5. 'Demonstrate'an in-depth'knowledge of a particular plant and its care.
. .f; 6. Proyade proper care for plant products (flowers, vegexz ables, etc.).

Y Arrange flowers, ‘taking into cons1deratlon the cond1t ans and'setting; .

where they w111 be dysplayed s S .
"_\ §4'8. Manage yard 1andscape or garden cared o L ) . : i
. R \ ) ’ . o [P 3
‘9.- Plan the Layout of a yard or ~garden and select trees . shru m,*and'other;
plants approprlate for 1t. v o . L v o

14
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"\'Ability to:
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Cluster XIIT A . . o A

ey T e -

[N

’

o ! e

b

1. Descrlbe the legal r1ghts and respons1b1£1t1es of one or more of the

following:

citizen, consumer, home owner, tenant, parent, volunteer

o o worker/board member,_employee, employer . _ ool

’

2. Select the legal serv1cns

and orocesses approp:i:te for.a problem

(small clalms court, pr:oate cou=t, . etc.).

¢

) consent ‘and release forms, warranties. . s
- 4. Understand aﬁdvkeep informed about labor laws. - = -
. v . Yo ‘ : S BN o
. 2 ' . 2
N - Cluszer- ..ZII B i - ".4
. ..., .j‘ . . R - .
. Abjlity to: S ST
o R e ) )
1l. Explain the differencé in varicu:. forms of home ownershlp and th"
. advantages/potent1a’1 problnms of ~ach., .
v{f” 2. Bescrlbe the legal proc=sses ‘related to dlvorce nd legal separatlof
. . ) _ . .
3. Explaln'theuessential elements cI -home lease or Jles contracts. (
4. Demonstrate knohledqe oI the:laws related‘to\food such as, - ‘content
and labellng laws, healtn and cleanliness laws, gtc.
‘ ; .(; ' . ' ‘ * . N »
B b f‘ -~ -
/. I.'J
4 : :
A _iv.'v ’
S i Lo
s '." . RO
. . : .
¥ / -4 ]
‘ : ' A,
)._1
, ' - \ a . )
o . ° : ! . .
Q oo . .' . DY . . *
ERIC - .-« * <2y
P i I ' L : v ’

.Read with ‘understanding anc interpret one or more of the following: ™
contracts and. legal agrzements, insurance pollc1es, leases, medlcal

o
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ClustervXIV A L o . '
" Ability to: . : ]
1. Evaluate worker effectiyeness in meeting goals and objectites)
L . 2. Establish and maintain pro¢edures to monitor work qualit§ and'quantity.- :
: 3. fHelp workers see the relevance of the1r exper1ence to their long’ range N
' career/personal development goals. ' . _ - - /
"4, Develop and maintain a system of'evaluatfve records of job performance.. :
. . co . : ' . . o ) : . K
" S. Conduct salaryxadm%Slstration reviews.
6. Conduct job performance reviews. o ; ‘ : : S .
7C:\Prepare a stafflng plan and present the ratlonale for it. e
w . ‘
. 8. Help- ‘perv@sors deal withjpersonnel problems,,l ‘
9. " Maintain.time and‘salary records for workers. . .
- [ * ’ .' . ' L N ‘ B v ‘ . . . . ) L '} o A .
ole. vPlan dnd»implement:staff development programs.‘ S \‘ﬁ o e
- - . . 4 R
.o : 11. Deal Q}th employee relatlons problem% and develop programs to meet employee'
o relations nkeds. . N N f'*:}' .o S
_ L @ o . . e . = e R
! 12." Prepare job .descriptions. .. . . S . - -
- A ' - . o o :
- . » ) r
N 4 . - . v
.. { . \\) ) . N . 4 ’ B ) )
=N N ' , ) °
- . ‘ d
T I. ’ ’ - L3 ¥ *
o \ ,.l oYy u
. - . . - e . ) . : ) q* 5
. \ . b e ‘ _ . E
. . R . c . . ’
" . ) - // ‘ . .
. ' . : ) 4 - B . ; ,‘ o
. . . .
] N ~y
., - v ’
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Cluster XIVB -~ "
Ability to: - )

1. ~Plan and coordinate activities. - 1

2. Develop long-range objectlves that foster organlzatlonal growth and
continuity. . :

3. ¢ Develop spec1f1c goals and- plans for &n act1v1ty, operat1ng within

: constraints of avallable time, space and personnel

4. wEvaluate worker effectiVeness in meeting goals and objectives.

"5, Identify the resources in personnel money, t1mev mater1als, and
- authorlty needed to accompllsh establlshed obJectlves._

- Establlsh prlorltles of the 1mportance of each objectlve to goal
' atta;nment._- :

Vi -

7. Coordinate the execution of simultaneous projects.
-8, Establish work 'flow and work loading.procedures.

4
*

R * . "7 Cluster Xiv C

' ) B

Ability to: .
1. Develop and work within an.ageﬁda. o
I R -
2.';Delegate responsibility and establlsh accountablllty methods to determ;ne
if these respon51b111t1es have ‘been met.

- e . h .,

3. Establlsh and maintain procedures.to monitor work quality and quantity.
’ . ‘- . e ‘ ..

4. Obtain and make ¢onstructive use,of‘negativéyand positive feedback.

5."Use techniqnes that will elicit new ideas and proposals.

PR

6. Help workers to see. the relevance of their experlence to thelr long~range
.career/personal development goals.' _ o - .

7. Give priority to those needs and_problems that are most important. '

8. Select and explore problem areas relevant to organlzatlonal needs.
. :
9... Develop practlcal ways of 1dent1fyyng needs and the related t1me, costs,
and .personnel requ;rements. , . ///_A v

/

&
10. Manageiéffectively-in;high pressure situations.' - ' N
11. ‘Use techniquesyof crisis managemert."

EL

A~



» ' Cluster XIV D Lo >

{
N

Ability to: - L o ‘

'1.* Deal with employee. relations problems and develop.programs “to meet
employee relations needs.

<
2., Obtain~resouroes needed, both human and physical;
3. .Select or, recruit individuals for & variety of jobs.

PP

¥

,4."Prepare advertisements‘to.recruit pereonnel.
5. Develop and use techniques that will minimize conflicts between
' workerxs. -

£
a -

6. Arrange_for and monitor job training of personnel;‘ -

.

7. Prepare staffing need prOJections on the ‘basis of historical or sirvey
data and analysis. . ‘

L
5

8. Explain ‘the relationship between a speCific ]Ob and organizational
goals. o .

9. Use techniques of conflict resolution.

Cluster XIV E ' e .

Ability to:

1. Develop_and use‘techniquee that.willtminimi;eﬁéonflicts between morkers.
2.. Proyide orientation_for pereonnel newito:the organization;. ‘ :v'
g3?,oirrange for and'monitor éob‘traininol T :

L . - K
’ 4., . Explain the psychological pr1n01p1es that ‘govern people, behavior
}in work Situations. v _ M

-4

. . . [ L3 . ’ f
- . - . 2] . a

5, -Demonstrateaan understanding of indiViduals needs,and motives in
work situations. : i . o - ;

*»* 6. Provide positive reinforcement to'keep workers involved_and productive.

..

7.'  Prepare staffing need projections on the basis of historical or survey

‘data and analys1s. . o .

¢ ) ' 5 .
_ . J y ¢ - -,
B - \ L . . - . )
. L . :‘ ) ‘ - . v ;.v
. N "
. A
. . - < 4 -
S S e ’
Q V.o h - ’ D0y
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T o v_éluséér XIV F 7 L

- Abiiity to: - . e S L L
‘. . ,.‘ . ) . N ' .. \ )
-1. .Plan and organlze cooperatlve and competltlve act1v1t1es and know
' _when each is approprlate. I ‘ : L

. : . . -
. . ]

2. Kq@p records of 1nd1vidual an& group progress.-,"' A S

. R o Ty V

3. 'Meet accountablllty demands of others." - ;5_ )

ey

L
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o o . ' : }-{Clusﬁer‘xv A;-'.‘ ot o . -4

. . . | L A ' . 4
G L L S ST . e
Ablllty'tO:‘_ o : e : e _ v
. . G L A[ - o . :
v ’ %are for and malntaln th% equ1pment used in a home. .
',. ] - ) ‘ ﬁ‘, N . R e ‘,. . S . .
: '2.:'Make‘minor-gepairs on a :automoblle or other vehlcle.._ ; s
iA 4 . :.~.r . ‘ ) . v:e. . . } ) ‘: .
'_A?‘ . 3. Paint, wallpaper or panel‘a rqom; P N ;ff’ e -

L ;4;“ ObserGeAsafety precaﬁtiohs,when using toolsianduequipmentsv SRR - o

. 5. Do simple carpentry -or construction projects.. . . | .
° N C ) . o, ) . - : - .
6. ‘Make‘mechanical or electrical trepairs on household items.. o

- 7. _Make plumblng repalrs.  ‘l: P S . o : T

8. Explaln the safety precautlons requ1red by potentlally hazardpus‘ o
activities in, the home. S , - ; _ . S A
- A 9. Repair or replace flooring (1ihoieum; wood, carpet, vinyl, tile, etc.).

¢ A
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. . ) 4

| ' Cluster XVI A . - }; - )
" A'bility to: ) | | . ) ’

b : 1. Use ‘problem soiving and decrsion making skiiis. .
T 2,':Ident1fy chanuels to, change.‘f i . ‘ u": . ;., .u o | : .7
Lj ':3.. Select methods and gather data to document the need for‘change. E

4.:AIdent1fy areas where change 1s needed ‘E *L‘
‘5,':Develop‘p1ans for 1nvest1gat1ng a‘problem | '3“v;,- - ‘. P

6. Complle a 1lSt of the spec1f1c needs w1th1n a prqplem area.

7.?-Idenbafy and obtaln 1nformatlon about- one or more of the follow1ng
the groups affected by a problem; the soidrces of ‘power that can
..facilitate or ‘block change; and the existing’ programs, resources-

and other . factors" that 1mpact on-a problem. ., | ‘ . v -
. . . W
”,c 8. “Use data collectlon technlques, such as, rnterv1ews, surveys,Land'
e -_<-pub11c dlscuss1ons to assess ‘the 1mpact of different factors on a
S problem._
- . . . . . ' . ) ,
9. Describe?probiemfareas'for purposes of’program~development. IERE S
o ‘lO.J,Deflne and dellnlt‘the bas1c 1ssues 1n‘a probleh o d_‘f SRR
l 5;‘}1;'igxpla1n the process'?f change.“ ‘ . . . v . ﬁﬂi ‘ b
. : S :
‘ : ‘Cluster XV# é '_::d‘; ;fif:'r 7
"Ahility~ﬁ§ﬁ. ;'ﬂ ; ~a ;‘- o ___;‘d.. . S ,s L

1. Explai% how the "legislative processfcanfbegused to implement change.-’ '

[

2.- Menitor legislative bodies', public institutions' andfbusinesses"actions
-~ relevant to a problem.li . o R o I
3. Devélop techniques-to’maintain'change. .
s . H . L. . /:‘—
: 4. 'Exp}aln the bas1c concepts relevant to a spec1f1c 1ssue. e
, ﬂS,{‘Identlfy the groups (both pro- and con) conCerned_with‘an_issue«and .=pj'
oL .descrlbe the1r pos1t10ns on the tOplC. ' o ’ :
R ‘ : . J .
B 6.HZIdent1fy 51gn1f1cant 1nd1v1dua1s and groups (such as, commu ity 1eaders
' 'and government off1c1als) who can help implement change
O ; .'f‘ : , ‘
. Use;contacts constructively,when Seeking.assistance'with;a problem.

JAruntoxt provided by exc i



CluSter XVII A

| Ability to:
- 1. Gdthér information by locating background data, confirming 'facts,
. " and 1dent1fy1ng trean. . . , o e

v

2. _Collect background information. .
3. . Obtain data.

4. Process data. ' IR T A 2
' 5. Analyze ‘and summarize data.

© 6. Make:inferences,from data.':. -,bd ‘ _ ’ ; A ', S
. . » )
7;.rMake:conclhsions,and-recchﬁehdaticns"tromﬁdata{' '
S .. 8. Obtaih'and Qerify routihe factuailinformatfoh’trom‘inddviduals.
: v . . : _ s o :
9. Make field ihvestigaticns and brepare relatedfreports. ; -
10. .Prepare reports contalnlng factual data and documentary or other’
ev1dence. :

. .11.  Write research reports.
- ;12.‘ Disseminate-research results to apprOpfiate-groups.
"13. Obtaln local, reglonal cultural or soc1a1 hlstory 1nformatlon from
. 1etters, d1ar1es, newspapers and s1m11ar sources. :

- '

14. L1m1t the focus of research by conceptuallzlng 1ssues, deflnlng

AR ‘variables, operationalizing measures, 1dent1fy1ng the unit of .
S ’ énalys1s, and generatlng hypotheses._ - ;
'}“ '.}Sm‘_Plan research by selectlng a. des1gn, sampllng technlqhgs, and survey.

'gtechnlques._ . . : -

16, »Describelmethods of research‘investigation{.- . L -

ERIC o ol e S
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Assist with the development of bibliographies
materials on selected topics.

Help library or museum users lqgate materials by use of catalogues.

. “

Determine the needs of library or museum users and refer themwto the

‘

appropriate materials

J o

o

‘Clusfer XVII B

s -

Use .a library and other reference resources.

Ass1st w1th the c1rculation .of library materials.

Set up and maintain library or museum collections.

'Analyze the appropriateness of library or- museum materials for\different

v

groups of users.

-~

Evaluate the appropriateness ‘of nonprint materials (films, records, etc ) -
. for spec1fic groups or act1v1t1es.

&

¥

'

.'

v

/pr'other lists of

..

Develop and maintain a collection of materials relevant to a spec1alty. i

.

A

¢ -

Deuelop'and maintain a library or collection, of research materials. -

9

a

]

K
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’ e Cl-ust';crIXVII'I A .
Ability to: ‘
1. Make a training plaqf ’ .
S 2. Preoarovahdaévaluate.reports oﬁ crainiho proérams.'
_ L;3. Devoiop,crainihéimancals for others to'dse, ©r . , BT
4., 'édminiscer-a-trainiog'prooram. " _ ’.': S X ._ r’ .
) . .Condcct a.trainihg'session.i |
’ f6;SlHe1p those belng traloed see rbe rolevance of thelr tragéngfco phéir
» long—range career goals. : . . ) » o C ' "'f
v 77;-Eva1uace the:cralnlng‘programs of_orhars._' " -
) ﬂb{ ‘Use différent role—playrog téchni?ues iﬁ-tfainiﬂgr: |
i . 9. Decermlne the su1tab111ty of variols cralnlng approaches to‘lnd1v1dua1s o
: . with different backgrounds and experlences.
10. Devolop positire attitudes toward 1earning._- '
| ‘11. "Select 1nstructlona1 mater1a1 add technlques approprlate to 1earner
- background and experlence. - . , :
12. 'Deye1%p and.maintainfa 1ibrary'of matérrals fo;_use.fh craihing.
',1.37_1 ’-Ider_lt'i_.f).l.ft.vraihni‘ng'r;eeds. o SRR N T o
14.° Train others_tovdo’S"c;fivfjobs or.tasks. :
. O | e . ) ’
&. K .-‘_ . N . . .: LR
L. - ) L . . ’ : .o
v L . - . \
N e |
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31 ’ ¢
) Cluster XVIII B - . - ‘

Ability to: = g : e TN o ,

‘1. ..Administer or direct a youth group. = .. _ % ' ' R

2. Work with 'school age children. FEU v R R
_ 3. Work with,preschool age chiidren. T - 2 ‘
af’\Teach games, crafts, songs, dances,.1nterpersona1 skills," s001allzatlon

and democratlo processes. e v
¢
{
L,
1
o I .
L '\ " Cluster XVIII C .

. . i ‘ . - - w : ;
Ability to: ' , "
fl.-’P}an a group program. *

2. Develop and use' techniques that arouse curiosity and discussion.

. 3. Use audiovisual materials in conjunctiontwith lectures. '

4. bevelop)wrimten materials to use in lectures. _ C. . L

‘ Y - : '

5. Explain the criteria[on which,to judge lectures.

6. '"Read the nature" of a group durlng the first ten mlnutes of a lecture
: and modlfy the remalnder of the presentagion as approprlate.

° - . - ;
7. 'Modlfy th@ 1nformatlon g1ven in-a lecture to suit audlences of varlous _
vages. , . . R S o o . o ‘

L
. .

8; DeliVer a lecture without notes but following -a suggeSted outline. .

. "9 ” :

: . ‘ -

. . . .
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oo . __— . S Cluster XVIII D . BN : i
' Ability to:- = , . o o : ‘ R < .
v . o . . . . N . . N
1. Establlsh a good worklng relatlonehlp w1th a 1earner.
2. Develop p0s1t1ve student attltudes toward 1earn;ng. S ',1
3. Eﬁdourage»and support -a 1earner}’ T ' ' .t )
- 4. Identify7learnef”needstand difficulties.
5. Plan a lesson or a series of lessons! ' R
q, - . . N ' t »u o o ' . A X e
N 6. Pace instruction at a speed appropriate to the ‘learner.
, 7. . Set and monitor the attainment of instructional ‘objectives: .
8. Exp}ain and apply different 1earning theories. . .
9. Use various teaching methods ‘and materials. - o S X"
‘ N ’ . 3 ) ‘ . ’ " .‘ - .' . . .
- 10.  Determine learner interests ‘and pian instructional activities: around them.-
11.. Evalqate-learner progress.
. © . 12, 'Use questionﬁgg tcchniques appropriate to‘%nstructional-ObjectiVes}' v
‘ 13. Demonstrate knowledqe of human growth and development in 1nstructlonal _
S ‘ planning. ¢ . o . i R e

'.," 14, Select act1v1t1es that will help 1nd1v1duals 1earn the des1red Skllls

and/or attltudes.. R _ . .
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APPENDIX E -
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Draft of Women's Workbook

Project HAVE_Skillsy
A Program to Help Women Use

in Flndlng and Advanc1ng 1n Pald Jobs
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DRAFT .
] ) ‘ o
‘Women's Workbook .
. ‘ Y
;
.~ 7

AN T
HAVE Skills = '

. o

/A PROGRAM TO HELP WOMEN; USE

THEIR HOMEMAKING AND VOLUNTEER EXPERTENCE SKILLS.
) ' - IN FINDING AND ADVANCING IN PAID JOBS
a . . . . L :
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- ¥ INTRCOUCTION K | | L
o Ta DR

Theumain purpose of.this'workbook iss to help women who are entzring

N . . ' -

or returning tqQ paid work after spending several year~ as homemakers
E £

and volunteers. However, th1s materlal can also be helpful to women

©

who are currently in the labor

i

orce. T '.Lu

.
L

We know that women le'rn great deal from’thelr unpald work in the e
///"“\h\\‘home and the communlty. Th S | workbook is 1ntended to help women 1dent1fy

the Job-relevant skllls they have learned as homemakers and volunteers . -~

c “and match these skills with those-needed in paid jobs. a _ '; e éi
L . v . . ' . T ) G oy ) ) _‘-? @ . .

"Oyr -society is becoming increasingly aw - .7 the ne~3

.artificial barriers to the ¢ oy *nt of iy 1n order. Lo achleve equallty
-, . Y

’
of opportunlty. A ltlflet on Equa% Employment Opportunlty publlshed by L
l t 4 . o

(; the Un1ted States ClVil Serv1ce Commlss1on says: -

R Many State and local .goverrmentgdo not’ permit
s v consideration of volunteer OF -her unpaid work"
e when ‘they evaluate the expe ce- qf applicants
s KA . for employment. This poli impacts adversely

y[ ) .° 7 on minorities and women. . vinorities and women - s .

P : have been excluded from jobs which might give : .

T o the exberience necessary to qualify for better Ce : {
- e jobs. - In addltlon,_women more than-any other . - :
LI L . group of - employees 1nterrupt thelftbareers for . .. = -
o T a period-6fPtime to asslme the responsibilities’ . =~ =~ -~ '

.0f having children, and rals1ng them. Neverthe- = - ' -

less the have engaged in productlvevvolunteer C Ty

activity from which they have developed know- '

J #

’ , ledges and skills. This: -experience énhances .' .
.- their value as prospectlve employees and ought
3 to be. recognlzed. _ ’ . .‘

Employers are increasfngly using'VOlunteer work and othér unpald work

. .
:

’experlence as a way of "screenlng 1n" rather than - "screenlng out" employees,

accord;ng to

. T
n ar, 4¢le 1n BusrneSSVWeek (ng 2l 1979) Thls article

N S ~ve : . LN
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eic, o 2ag
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L4
“ describes how several women used volunteer work experience to enter _
paid jobs. !
s, Co © Barbara Sudler drew on the administrative experi-
- ence she gained from homemaking and volunteer work -

to become the director of Historic Denver, Inc. :
"o Elizabeth Mohr used. her 16 years of*yolunteer ex-

" perience, including four'years volunteering with

Ve

_ the Atlanta Public Library, to 9 t 4 job at the *
~ 4 ce e
llbrary as a publlc 1nformatlon offlcer.

o Patrlcfh Bashaw combined her pald work experlence
as a teacher andvher volunteer work skllls ‘to

* . . . i » . . J : :
R become an industrial relations representative - g
e » N . . N . LA ) ’ ) » v ' ‘)

for Memorex in Caljfornia, where she runs training
1€ : ornia, s e

and management development programs. v :
Vs _ . o T - - ’

"Another article (Ladies Home Journal .. - © ., ) describes’

. ﬂ. . /. N .
"how one woman moved from volunteer.work for her local library to a paid
1 R . ' “a i : N .
. o . \ . : .0 . t.
* job as a fund-raiser for a college and, then, moved to a job as an ad-

. i et : b
ot vertisingjexecutive. . = . _— g S

a

Judy ”bels’deécribed her research about adult, womén currently

: holding b‘id jobs in-téstimony before the U S. House of Representatives.
She reported that 44ﬁ of ‘the women lﬁljobs 1nvolv1ng publlc relatlons'
N
rk sald that they developed Eﬂelr ] b. skllls partly or totally through

~volunteer work - experlence, as dld 39%' of women in’ management Jobs, 28% -

» . "‘1

Yln counsellng, 25% ‘in teachlng, 23%. in bookkeeplng, 22% in clerlcal work
. s . . . ‘ ’ . . . -
;;}y " . and 20%° in research and’ writing. o

- Y

_ . : D : R
s - ' , o T . . : .



- Our expérience with women like those described above led to the

development of Project 'HAVE Skills. .

What is Project HAVE Skills? Project_HAVEvSkills stands for:*

\.L.f :

goﬁemaking épd !olunteer Experience SKills;_ One major activity has
been to conduct a survey, of the kinds of skills women develop as
‘ R : . B
‘ homemgkers, parenﬁs,\communlty act1v1sts, -and volunteers. A,survey of

employers was also made to f1nd out what pa1d Jobs use these skills.
' ) . '

' On the basls.ofﬁthe survey results, a chart was developed to help .
’ i

o "’women, counselors, and employers match homemaklng and volunteer skills

w1th pald Jobs. The final products of the progect a{é thls workbook
. A
o ‘and other similar workbooks for counselors and for employers:

Project HAVE Skills was‘supported by a grant frap the Women's
Educational Equity Act.Program;, This government program supports the

. ) . A
’ L . t

further educational equity for wdmen, including materials‘which will

< increaseatheuopportunities of underemployed and,uneﬁployed adultiwomen.

Plap of ‘This Workbook. The remainder of this workbook is divided

s . . - . ¢

into fourachapters. The first'chapter'contains an overview and general
N ‘ : i
dlscusslon of the questlons asked by women return1ng ‘to paid Wan. The

L]

,\
and ‘identify your skllls. In the third chapter you will match»your‘skills

to Jobs by using the Job-Sklll Charta The'iast chapter wiél.help you

~ i ’ +

you 1n f1nd1ng a. ]Ob that uses your skllls and talents.

S

e

>
-
A

4
-
&
_

b T
T
e .
o
a8
bty
Uy
<

-.development and dissemination.of a wide variety”of materjals which will

: second chapter prov1des you w1th worklng space to reV1ew your own experlence

develdpsyour own Job-search plan. We hope that thls workbook will help

e

s
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I/}oday over, half of all adult women are in the paid work force. Many

Y . .

STIONS ASKED B& WOMEN RETURNING TO PAID WORK

- - of these wome ’ however, have not had ‘the ‘same kind of continuous work-

‘énce-ghat is common for men. For example, women. often stay at

a
/

home when their* children are young and return to paid work when their

\\. M

. ' f“s
: children are older or when changes in'family c1rcumstances require‘
L e : ."__ - . . : . e
'lt. . . . . 7oL -
11

Many women, not presently 1n the work force, need or want to find a

.-

- 2

paid jOb. Whether these women are reentering paid work afteria period ) _
: K ’ A . - At . . -Vv
of absence or entering such- work for~ the first time, certaln quesklons - "t;ﬁ
.\ ) - | ' . L1 ,1‘

E seem to arise during t?eir job search. Some of these questi ns are:

Y' .
o What,dan’;\ﬁs\about Lack of Recent Paid Work Experien e? Some

times employers and even women themselves believe that t

3 ce 4

woman spends outside of paid work is of/no valuez This er oneous belief V.

IR

flimits women s employment opportunities.; Many women retui 1ng to the .

labqr\force feel that “The lack of recent paid work experience 1s a major

.

' obstacl%‘in obtaining employment. One 1nd1cation that employers fails

- ~ :
. 4., M - ’

to cons1der unpaid work experience is that job application forms ofteh S

“do not prov1de space for describing”theSe activities. We believe,that-
P 4 = B - ] o .

it is important for a job appl?cant to describe_her unpaid work activities
( s .
on an application 1n the same way'as she would describe paid work activ1ties.

~ ‘ 2

LY

. More information about how to -do this will be given in Chapter IV
. Another way for'women to deal with the lack of recent paid work {?

a v . . . . IS

I experience is by'developing a functional resume. A functional resﬁmel
R . » R : e r Y. ) ) -' e KR,

L4 L. N . - A . .

*
2
-
o
-

.
s R “ . : : : ’



fa
wn

-acqulred and your accompllshments. Such a' resume can be attached to any )

a B ° . . - . °

*i Job appllcatlon ‘you make. More 1nformatlon about developlng a functlonal S ﬁg

¢ - - resume w1ll be given in Chapter Iv. S f’ -';'-3'"'. o T
. A third way'of counteracting the problem posedlby a'lackfof recent

v 1d work experlence is to use the contaq@s you have made An your work
SO T : S o

31n volunteer organ{fatlons'and -in the communltya These people alpeady ' G

' k'h_ know your skllls an> abllltles and are mone l"kely to help you flnd '

~
\ C e

St

F \,work or. to employ you than people who know nothlng about your accompllsh-
y . v
S :ments. ' You should talk w&th these people to flnd out 1f they can tell you

P
- N P

"?about Job openlngs.- You can also ask these people to prov1de you w1th
o-v. ',‘.;' . g\ .

' references when you apply for a. Job. '_T ‘"m' ""3_ ..? L ~ﬁ»ﬂ e
' How Can I Tell If T Have Job Relevant Skllls? Too many,women feel 1

e . $ by e

. that because they haVe been homemakers, mothers,ﬁcommunlty organlzers,;'i.‘;;fﬁ‘

-

< Y

and vgluntéegéyorkers, they do not have skllls that are useful 1n pa1d L‘;h"“

T PG SR A
o 4‘“\f Adult women in PrOJect Second Start in Brooklyn, New York fo & ﬁ""?,ﬂ”
R SR & .
.that they had’ develobed a varlety of Job-relevant skllls from thelr ' o oo

L S v

g%ﬁ',fl.unpald work. - o 42 ' ,ﬁt\ B ';, ' y -'; “ _i ;- - o :5ﬁ
R ' ‘I.‘h.est; :lnéludedz . " ’_ o -w . L 1. 5 4

>

’o.'organlzatlonal managerlal and leadershlp abllltles ’ '
I ) ' ' : 3
.,-acqulred through experlences in; communlty plannlng : :

"and pOlithS and from belonglng to tenants' rlghts,

s ' ’ '

N . Y
SRR vy ?women s rlghts, and rellglous groups, Lo

e .. ) v

8 -..'S\' - u o . . s

T T e. technlcal and profé5510nal skllls, such as, accountlng,
V%, S v L . : L, PR ‘0 -~ o . .
gt .

S . h i

'edltlng, researchrng,.and translatlng{

w3
<
-
3
. e
AN
’
-
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) o 3 . 6 .. : \" ! ‘._‘
o ' \® recreatlonal and cultural SklllS acqulred through e 7.
'_' i ‘ . T experlence in the theater, arts and crafts, mus1c, ‘ R

a

the dance, palntlng and decoratlng, and ; ‘ i 'cf? B
:'ls in healthh educatlon and welfare, from work-u
'::lng with chlldren, youth groups, and the aged e1ther

in the home or in dhlld care fac111t1es, counsellng

. L centers, and hospltals. T . - A .
"‘ -“f‘?: . E y
' ' When you thlnk about your unpa1d _work experlence, be sure to 1nclude
) -.all the klnds of volunteer work and communlty serv1ce _you have ddﬁ%. Don t
oy .. S _ ‘

e thlnk of volud%eers in the old—fashloned way as "Lady Bountlful" brlnglng~i
H’food or cast-off cloth1ng to-a needy famlly once or tw1ce a year.- Today

N . K

e -'.Volunteers do many d1fferent thlngs. If you hold an elected or app01nted -c

e
- ~ o~

_ 4
posxtlon 1n your communlty, such as, serV1ng on a school - board, c1ty

AN

counc1l, llbrary board, Tr1bal/§ounc1l, or Mlgrant Councll Board you

v

'”are a. volunteer. If you are’.an unpald off1cer 1n your unlon or bus1nessv'
PO : v v
group, you are a volunteer. If you have organlzed or worked 1n a c1v1l

LR
- N

1rights? tenants rights,_gr welfare rlghts group, you are a volunteer.

L

L : . ) g . ‘-«a.
A If you have lobb1ed for new or, changed laws, you are ‘a volunteer.
You may have doﬁF some'of the thlngs descr1bed abOVe, or you mayg_i?f

) ¢ ':z;j.'haveadone d1fferent thlngs.: What 1s 1mpo£tant is. that you begln to o

L - thlnk about your own skllls and. experlences. You will’ probably discover
' L N ) éf
that somevof’the.things you can do are thlngs done by many other women._0

Youewili;also find thatbyou can’do - thlngs that very few other women

_Can'do, All of your skllls are lmportant and should be con51dered

6 . . T

R

&

'as"yqufprepare to findﬁajiobumﬁ; R } A ‘

.

PAruiitex: provided oy enic il . . . 2
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.4Th1s is to dlSCOVer what k1nds of jObS use the Skllls that you have.

have seen done by the1r f 1ends or members of thelr famllles..z_They-
" have 1i-tt1e or no_ idea about what kinds of skills are required in other

vjobs.

.._same k1nds of jobs they had when they were younger' These women forget'

‘I‘that they have changed 1n thelr years as homemakers and that they have

)
to see that the3e new skrlls and 1nterests may be job-related

:Chapter III exolalns how the chart was developed and how. to use; 1t. ) ;‘

‘concentrated 1n a very few tradltlonal y female jobs, such as, offlce

workers, waltresses and sa1es clerkJ Accordlng to ‘the U.S. Depart-

How Can I Find a.Job Using My Skills? After'you have'thouéht about
A : A P

' the thlngs you are able to do, you a{e ready to take the next’ step.xy,

s

\

In the past thls step has been one of the most dlfflcult ‘for .

~;women returnxng to w0rk Most people know about a few jObS that they -; - S,

L4

3 . '] -

v -

s L e

Addltlonaffg, adult women who he1d pald jobs earlier 1n thelr ‘lives

vmay feel that the on1y klnds of pard ]Obs they can return to are the

‘4learned new' sk111s and developed new 1nterests. . The2y also often fa11 o ? .

; PR »

’ . 1:4‘\‘4?
To help you dlSCOVer the k1nds of jObS which use your skllls, this

?- ~

-"workbook 1nc1udes a JOb—Sklll Chart Thns chart w111 1et you plck out

the k1nds of jObS which use your volunteer work and homemaklng Sklll% R

4 L. o ¢

.

i -

: How Can I”Av01d Low Pav1ng a&d SeXwStereotyped Jobs? Because

hd 6"

v Y

.
ot

ment-of Labor, over one—third of alﬁ workiﬁg_women-are employed 1n-',“
S . e
clerlcal work about two-thlrds of a11 worklng women are in c1er1ca1 .

a . -

ds



- . =/ work, ‘service, ‘or .sales jobs; relatively féw women age émployedmin"

"-The best solutlon in such s1tuatlons 1s to 1dent1f ways in whlch you

Q

Aruitoxt provided by Eic:

'jobs. However, many of the j

" find-a "tralnee" job or-a volunteer or pa1d Job whlch w1ll g1ve ybu

7f the chance to learﬂf;ew skllls and to* grow as a person.

ERIC .

1

'l

administrative jobs, construcafon work OL. sc1ent1f1c and technlcal

bs wlth the h1ghest salarles and best -

future prospects are in these areas “in whlch few women are now worklng.

2 e W

AOne part of voUr ]Ob search should be to learn_whlch jobs are expected

to expand and. whlch Jobs women w1ll be - part1cularly welcome at least"

in part because of . efforts to’ overcome tradltlonal exclus1on. o

In thlnklng about your SklllS, you may see that you have galned

s

through your work with communlty and~volunteer groups, ‘the k1nds of

-

'1nterpersonal~and managerlal skllls that are needed 1n h1gh level

- . @

:superv1sory and admlnlstratlve JObS but that you lack technlcal skllls

that are requlred in order to start up the’ admlnlstrat1Ve ]Oh ladder. 1

R
. .

- can’ learn these technlcal skllls. One way m1ght be to obtaln vocatlonal

.~
.

N . é:‘
educatlon 1n a local Junlor or communlty college, a technlcal 1nst1tute,

S

..or another s1mllar educatlonal 1nst1tutlon. Another way WOuld be to

PR SR
!

. N »

on—the—Job tralnlng 1n the skllls you wish to learn~ It is lmportant

v

'to think about the- klnd of Job you want. eventually and to plan how to o

. . . - y '-,«“f,;a:\
get there rather than taklng a dead end job. e . N
Your Job planning should 1nclude not only an. assessment of" your‘ R

B A

‘skllls but al 3 an assessmen of the ]Ob opportunltles. Your JOb

‘ashould not only match your- current skllls but 1t should also give -you

-
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[ »
- - CHAPTER II .
' IDENTIFYING YOUR SKILLS - ' .-
roo : 5 : o S

‘g The ProJect4HAVE Skllls approach to f1nd1ng a job has three parts:

- “ op

f: (I) 1dent1fy1ng your skllls, (2) matchlng‘your skllls>to ohe or more

-

L

L r

_-Jobs by u51ng the Job-sklll Chart and/or stydying job requlremepts,
v and (3) plannlng a search for the JOb or Jobs that match(es) your skllls

and needs, In th1s chapter we will help you to 1dent1fy your skllls.

B

Rev1ew1ng What You Have Done. The flrst sﬁep ‘in 1dent1fy1ng your

;skflls is to th1nk back over all the thlngs ‘you have done: ‘your home- ’

-~

::maklng act1v1t1es, the thlngs you have done as a parent, your volunteer '

-work and communlty serv1ce, as well as, your educatlon and any paid WOrk
‘.you have done. § o Lo e ';.7 g
As you thlnk about your hgmemaklng and volunteer work, it may help

By

'yEu to make a llst Start w1th the ﬁhlngs that you are dolng now, then

-

.the thlngs that you d1d last year then the year before that, and SO on.:

vThe worksheets on the next two pages w1ll help you.\ P

S . y

ES
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Be_fore Eat:
Before that:
Before that:

-~ Before that:

C e

g

Before that:
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P 5 'nypical'Homemaking_Exnerienceé. what are some- of the klnds of home—. -
maklng experlences that other women have 11sted°

> An analys1s of over 800 tasks done’ by more than 200 Coloiﬁdo home-

makers produced the follow1ng 11st of common act1v1t1es. S ' - 4
Managlng money.
Caring for and improving se1f
Meeting: nutr1t10na1 needs.
'Prov1d1ng for famlly health and safety.
Providing for hous1ng.
Prov1d1ng and caring for clothlng and,textlle products.
Managing time. :
Cleaning and malntalnlng.the home.
.Providing for transpor ation.
Planning social events and enterta1n1ng.
-Maintaining yard and garden.
Carlng for pets.

P
»c o000 0000000

Y
-, : -

( A survey of over 130 women prepar1ng to re—enter the paid work force

found that they had done many of the things 11sted above. They,had-also

= - gone many of the follow1ng ‘ Do , L4

v . . -

3 A -

] e Evaluated and purchased food .
® "Provided home health care..
) ® Ident1f1ed community resources and obtalned needed serV1ces.
- ° Pelnted, ‘wallpapered, set tile, etc. - L I k"',
.. InEErlor decoration..- . , . _
, e Finished or ré%lnlshed furnlture. : A -
=~ .® Sewing and heedlework. ¥ : ’ '
.. 7 p ® Superviséd automobile maintenance.- ) N
‘ ' e Set priorities. : ‘ )
. . ® Electrical wiring and small app11ance reoalr,
) e Home carpentry and construction.
o ,Planned_travel,'vacationﬂ' and recreation. ) >
e A separate ana1ys1s of the parentlng act1V1t1es of these women'® showed

< o

» that they had often'

Cared for 1nfants.,

Supervised children.

‘Provided religious or ethlcal values 1nstructlon. . o
Provided sex educatlon. T

¢

i~y

Evaluated and selected:chlld care arrangements T .
..Prov1ded f1rst aid - for 1njur1es. ' ’

: A R f : - | S
o , . ‘ S . O
(< S an o SR . 254 -
ERIC - o e

. .
P s e SR , C

Selected appropriate toys, ‘books. and games. . ; T L
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* . - /ﬂ) ' . S : N ,
g ~ = If any of . these homemaklng and’ parentlng aCthltleS are thlngs that

.

-'you have done but have forgotten to put on your, 11st, go back and add

- them to your llst now. If they have remlndedryou df other th1ngs that
&

. you haVe done but not on your list, add these thlngs as well.

— i

. _ : Klnds of Volunteer Experlences. What are some of the klnds of

volunteer work that people,do?v The follow1ng list descrlbes d1fferent

E 4

o

kinds.of volunteer'programs. The length of th1s 1lSt is mlsleadlng,
&, © w v - . ’
few. people have done more than two or three of the thlngs 11sted

perience 1n-just Oone area may beggour bridge to a paid jobﬂ '

E

S Some Varletles of Volunteer Work Experlence

-

Admlnlstratlonqand Organlzatlon ('-"' . - '. ¥ B
Recruiting and selecting Volunteer workers. : . . .
Training others té work in volunteer programs.- ' 4.

o “Organizing vOlunteer bureaus. - .
. : ‘Coordinating volunteers. . ., ° . _ ' o
C *tSupeIV1s1ng other volunteer workers. ' . .
S , ; Directing, controllng and plannlng the act1v1t1es of other voluq;eers{

oo Holding office in an organlzatlon.

" Managing projects. -

NP

Chairing committees. v -
o | Pl ng future vqunteer/organlzatlon programs/act1v1t1es.
- S Beinglrespons1ble for financial- plannlng or management. )
. : _ 001ng typing, filing and Office work for a volunteer group. N
C1v1c Affairs and Civil nghts R v
Registering voters. o - . S
P2oposing leglslatlon. . . ' - B

- Lobbying for new or changed laws.'
Studying Iocal/public issues.
Encouraglng voter interest in government ;, N
Informing the public .about polltlcal candldates, partles or processes.
Investlgatlng and correcting age, - raceJ or sex dlscrnnlnatlon._ i
DeVelOplng 1nterracial or 1nterethn1c _programs. -

»

N Communlcatlons/Public Relatlons

o O T

Speaklng before groups., e ; o ,
Obtalnlng and schedullng Speakers/programs. L o .
ertlng or editing newsletter. = .

ertlng press releases, radlo/TV sgcripts. : Cs '0
Contacting local news media, pLace material iR 1oca1 news medla
Creating advertlsements and'opher promotlonal materlal

o ll | L C A
[ERJ!: B . . ¥ . f:;)g

. . . & > % . . . . . ~ . < »
i o S v cL

~
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. Commuhications/Public -Relations (continued) , 1
. - . Writing or designing, posters and brochures. . s
_Planning and writing ‘public 1nformatlon/educatlonal materlals.
© Translating, interpreting. . : R : '
Distrjbuting printed materials. ‘ ‘

Promgfting programs and projects. =~ . I - S [

o " Community Yervice - o T v B Y
- . Servizng on government adv;sory bodies.

"' “” Servihg on appointed boaris and commlttees. . : g

Organizing self-help groups. : i - _ ' -

v Organizing groups and planning citizen action. ‘ '

N Partlclpatlng in communlty lmprovement progects.
' Holding elective office.

.Organizing coalltlons of/cooperatlon among community groups and organlzatlons.

-

. s

" Consumer Service o ' R o :
- ' ~Helping people learn how to budget and use cred1t ~ ' //, )
ﬁ‘l ) SetQ}ng up and operating cooperatives and buying ‘groups. N
) Helpingapeople learn how to evaluate products and serglces., ’
. . Helping people learn#how to buy wisely and to shop for the best values.

Investlgatlng consumér complalnts.'

e Cultural Activities

' _ o Teaching art, music, dance, etc. o N : -
oo -, "Pérforming ¥s an actor edancer_or musician. i -
o o }3Sett1ng up theatrlcal and musical programsz to e

e Promoting cultural’ events: 2 iy
“k////f_~\ ro" Brlnglng theater, art, music to schedls and nelghborhood groups.

. «+ - Acting as a guide or. lecturer in a museum or art gallery. A
Handlind ticket sales: 'or audience deveiopment for, cultural act1v1t1es.
Carlng ﬁor (conservlng) art or other museum 1tems.

¥ : . v St U . s ’ : -
Education ' B S '
N ‘ Teaching groups of children or adults. B . R
Individual tutoring of a Chlld or‘adult. . ., . - - - .
Improving literacy. -*Y{- R ' S
Teaching English as a second language. R Lo .
“Identifying talented students. » B .o ‘ ‘ 4

Providing books and éther educational mater1al
. © Keeping children in school ang returnlng dropouts., . _
' ' Providing scholarships., S s L S
Improving library services. o o , '
Serving .as teacher aide or-.clas% admlnlstratlon aide.-.

" . Providing educational advice and counsellng. . - .
Advising or helping Wlth educational programs for spec1al pooulatlons.'
Advising on financial aid. i . 4 .
Serving as a special skill adv1sor.

Aruitoxt provided by Eic:



Counseling . C . . h ' . ‘ .
Referring others to sources of a tance or Lnformatlon. - . >
Individual counse11n§ of ch&ld, escent ‘or adult. |, '
Operatlng a telephone "hot line" for crisis assistance or advice.
_ wOrklng with self-help or self-improvemént groups. = R
W Group counsellng of childref, adolescents,. or adults. 4 )
t . o N

Employment . o : S . 4 : ot
Flndlng or developlng Jobs. ‘ - S : '
Career or: job counseling. - : . e -
Operating job placement services. = - ’ « R -
Providing job orientation. . : ’
Providing skill training. ' s 4
Managing career fairs. : . e
Prov1d1na arb1trat10n/conc1l1at10n/med1atlon services.

ek‘\) ot
-

&

+  Entrepreneurship . : , B ' ;//;m
Asslstlng people set up thelr own buslnesses..‘ ’ ' ’
Providing business.advice and consulting.

. Provrdlng managem@nt tralnlng. :

o Providing financial aSsistance for~ new buslnesses.

‘Selecting, -pricing, and selling items. .
" Providing and selling a service. . ‘5 .
"' Operating a volunteer'organizati6ﬁ’shop. . i/)
Organizing a sale or auction. - ~ ' =~ . .\ i

o ~ Environment ‘ - ' o ' e
s i . Operaging a recycllng program
' n Makirld an environmental impact analy51s.

'Enforc1ng antipollution codes.
Working. on cleanup or sanltatlon prOJects . . ]
Serving as a pest1c1dg or safety adv1sor._ -’\;\\
Restoring land. : : -
Monitoring env1ronmental quakity and condltlons.
Energy conservation advisors. ° : S o . R

-

Creating playgrounds and par&s. , ' ‘ - ,!

Famlly and Youth Services SRR : o ' R ST
Serving as big sister, big brother. . ' _ T
Operating day care programs,

Organi%ing or working in cooperatlve nursery schools.
Providing foster care.
Leading youth groups. o S

. Fund Raising . ' o - " S o
SN - Developing a coordlnatlng fund raising. o o/
' o .. DbDoing door-to-door or telephone fund raising. = - - oy
: . Investigating potential sources of financial support.
Preparing fund raising proposals. = -

EMC- . 4 ~‘” L _ - l)/ L ) | N .

= . N . et . . . et . Y
T -



- . R -
s -

. R Fealth and Mental Health R -
- Working as a hospital technlcal aide, - P
C Working as a first aid or rescue squad member .
e . Working with physically handicapped. . :
ot Working with mentally ill or emotionally disturbed. ,
. ./Assisting those with erg or alcohol problems.
AR - Visiting the ill in hospltals or nursing homes. ¢
- I Working as a rehabllltatlon techn1c1an or a1de.
' Working as a home ‘healthr care aide. } :

i

Educatlng others in health care and malntenance.

Housing : t
. Improving or repa1r1ng rundown hou51ng. v
LN . Relocating people. . , S -
. .~ Investigating fair housing opportunltles.
- Negotlatlng between. tenants and landlords.

wOrklng as a fire and safety 1nspector

' Cleanup aides.
.~ Working as-a. nelghborhood guard or monltor.
., Being.a pest control worker.

Legﬁl Righgs and Crlme Prevention
Working as a probation aide.
e ImprOV1ng police communlty relations. .
s wOrklng in  prisoner’ rehabilitatipn progxams.
wOrklng in juvenile delinpquency prevention programs. ‘m~

[X TN

"~ Nutrition .
. Providing meals .on wheels.
Feeding helpers for ill or handlcapped. .
Working as a nutrition adv1sor ] .=
' K Prov1d1ng school lunch programs.
. Preparlng and/or dlstrlbut;ng emergency food.
Recreatlon . ‘ : - -
Providing play act1v1t1es.
Coaching sports.
. Teaching arts and. crafts. )
. Developing communlty recreation programs., ’ -
T Vacations and partles for children, aged, handlcapped etc.
- Soc¢ial Supggrt SerV1ces S
’ Serving as a companian to shut-in. :
. " Working as an ellglblllty and assistance advisor.
e Working as a, shopping -§ssistance helper.
- Working as a reader and -form filler. R o I
Serving as a representat}ve payee or: guardlan. ' ’

G
2
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S, Transportatiofi. . S e ' R ¢ .
. Chauffering. - - - - : %
Operating a dsiver edugatlon program C . S )
Operating driver: safety and tralnlng programs. v ;
Providing bus, tralnsgplane, statlon 1nformatlon d a551stance.

Serving. as a bus or n drlver._, . N e
. - *Arranging 'eq® pools. B - <
- Improving route and street 51gns. L ’ ~ e
Prov1d1ng information and serv1cg assxstance for travzlers.

Do any of these remind you of volunteer work that you have done?
If-so; go back and add it to your list.
Now, let's look at what another ‘woman has written about. her home-
: ° . . — ’ ° 3 ‘?'
o making and volunteer experience. . S
3 . " . N - ﬂ ». . . . \
Jane Jones is 45 years old. She has three \\\\\,
. children, a boy 22, a girl 19, and a boy s
. : '15. Her husband.died two months ago. Jane
' Do : - worked 'in a -logal department store for two
. : . years after she graduated frém high-school.

‘ o . + She. stopped workiny when she got married. |
o - Qe hgs done some part- time work as a wait re
S during the last fzwe years to meM;.famlly . rj

- - medical and\educa onal expenses

3
Here is some of what Jane wrote~

« - .

; ‘ Th‘lf.'y - *'/EC’L/GII/(«MWW [%,Mit; 24’»’!-2/

)

>

Last year: . /

3

:'Yeé; before that f}/;gﬁé;e &, 44431¢u:t246/ q/ ;legrjo,

f/ =7

t)i:"j%bb /571_ C>L<44:Jﬂl_ gdzponAyp‘, P

ERIC - - .
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work activities. R A SN <;;\\; .

,things. Most “women have onI§/a few of the skil

-you to add the other things you can do.

' write your own set of. Jlists. Use Worksheet #2 to make your 11sts. If

o~

‘) . » »._ ) B ) . B . N ) i : p—) .
. & M . Lt ) = N
o~ _> « . . . % - _ o f

o

» _'Now; ybéu are ready to make.a list of{the éhings you have learned

.. . . - I . . -
and yoy are able to do as’ a result of ‘these homemaking and volunteer

To help'you ‘do this, we have prepared what we call)'I Can 11stS' Py

. . ot

-for each o" skill areas. Take time now to read through these lists.

LIRS

The 1ists describe some of the skills of other women who have homemaking

and volunteer work experience in- these areas,) Remember when You ‘read

. & .
through Fach list that you should not expect to be able to do all these
. . / . i

-on any "f Can" 1ist -

‘ 5 , _
No one person is exactly like any'other.. Yo list of skills will be.

different from these. You may have %Fher, adaitional sk111s that: other

women havé not mentioned There is a space at the end of each‘list fpr

] ce . - .
S .

Ce s .
. v

t : . N
"After you have read,through‘these "I Can“ 1ists, you are ready to

» z - - Pl A

i

s -

- Z

-ybu use the items from the “I Can“ 1ists in this book you may. want»to

1 . .

i a2
rewrite them to make them more’ speCific to’ your ownl experience. Be sure.

-

i

. -

our lists. ‘L - . 1 ’ L

T

e

to add all your_other special skills, and any othérs-that are not on g'flf¢X\~”



¥ : 1‘,“
. HOMEMAKER LISTS: * * . . : :
. . e C . B b : o 4
L D - 1. ANI&AL CARE %?ECIALIST ’
eE o T e . 2. CHEFyCcoOK . - L -
' ) LT ".3. CHILD. CARETAKER N R
. ' 4. CLOTHINGZAND TEXTILE SPECTALIST _.'I
o . 5. HOME DESIGNER® - . .?__;;.°'T
L 6. HOME HORTICULTURIST' = s . - 0% &
r . 7. HOME MAINTENANCE ' "TECHNICIAN' . "
.+ 8: HOME NUTRITIQNIST .~ o
. 9. MANAGER OF HOME. FINANCES. ' _ s
10.  PROVIDER OF HOME. HEALTH CARE,\"' Lo
' VOLUNTEER LISTS:*. ~ ° ! Ryl 57
s . ~11.- ADMINISTRATOR/MANAGER [ c
: - - 12." ADVOCATE/CHANGE AGENT, E
~ ' 13, BENEFIT, SALES: WORRER . ., .- . -
g T 14.. COMMUNITY RESOURCES SPECIALIST y :
. '15. ' CONSUMER RIGHTS SPECIA' T > e
Sin 16.0 GOUNSELOR ~ . S '
. - '+ 17, EMERGENCY, MED, CALrTEc NICIAN "
e I ©18." "FINANCIAL' MANAGER” -
N 19. FUND RAISER: : ETEE
U e o = ¥ .20." GROUP LEADER FOR A SERVING ORGANJ”ATION Lo T
AN ; e '21.. HEALTH/MENTAL HEALTH CARE . INSTITUTION | VOLUNTEER
e : . 22.) LEGAL RIGHTS SPECIALIST - : :
o . <o * 7" 23, LIBRARY ASSISTANT RS . .
L . 24" MUSEUM STAFF ASSISTANT (DOCENT) .
R . 7w % 25: PERSONNEL MANAGER. L N
e 26.  PROBATION INVESTIGATOR ’n. .
HEET 27. PROBLEM SURVEYOR : i
. " . 28. PBUBLIC RELATIONS/COMMUNICATOR
- ’ 29 RECREATION WORKER L N
o » 30. © RESEARCHER - ' "f-. ‘ =
a . 31. TRAINER * Eh '
32, TUTOR/TEACHER'S AIDE R
' 33. YOUTH GROUP .LEADER - . ~ ., ' S
. ® . i o . IS : ,p;.
: 2 : L ’ Ce (l SR B
| ) ‘/ . a" - N L -
. a:} " . @ | . ‘
- R s B
: N 5. " b
. : ' B P o
. . o . g - '_‘. . .'?f"'-
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more types of. anlmals and can prov1de for thelr breedlng, ralslng,

and health care.

~

ERIC

PAruntext provided by eric [l

1

An anlmal care SpeClallSt is- knowledgeable about the needs of one or

- Dogs{
p;”Cats.

-~ Horses,

v

Birds,

Groom.aspetf

reasons for my; ChOlceS.

etc )

4

i

- Tricks.

o

Descrlbe common pet health problems and how they can be

, Train_a~pe;,‘

A Jddgeja pet show.

¢

'Breed and ralse pets.

—"bbedienceotraining.

-

f'Training for pet shows.

c

Show a pet in a competition.

-

'As an anlmal care spe01allst T can'

Break and traln a horse for rldlng.v

/

]

ANIMAL CARE SPECIALIST

oy

-]

E?aining,~

3 , v . , .
ProVJ.de approprlate food hous1ng and sanltatlon for,@ pet and explaln the

- Explaln the bas1c pr1n01ples in breedlng pets (cross breedlng, 1nbreed1ng,“:;f

©
LI
.
'l
T
K
a7
’ "
o




S I

- vCare“for an ill pet and‘descrihe the reasonssfor my actlons. S .'-‘} -‘?A;*
. . . . P . : . \ N ._ ) . ) . . .‘ - .7).’.’

- '-Prov1de emergency flrst aid for an 1n3ured pet. - S - »
L‘ .A . ‘ : , ' . ) . ) . »‘. ‘- . . . A _. ‘. .’

= . _ - ) ) .

Ry . gss1st a veterlnarlan 1n medlcal procedures for pets., .

o . R
'_fDescrlbe the Laws, regulatlons,‘ahd procedures 1nvolved in ra1s1ng -and

r

N T selllng pets.f', ,t-'_ : f_ S "'. S R
‘é"‘t v ! . . . . K :,‘_ ) ) ., o . 5 . . . . o . .
- Pet control [ _ SA c L I

- Pet lipensinq.f “ . '-_'~ L e T s o
{?%et registration; ’ SR :;)f .'f. S "..‘ ; ~
- 'Explaln the dletary cons1deratlons necessary 1n malntalnlng a w11d11fe o

‘ ffeedlng statron.- e‘::jj»lskf 'lift'fj'*;_v v.. Y .‘._ s : ’:. 'Eh'

d;’ :;: 'Icentlfy locally common wildllfe. 1; :TJ_"ff;rf;dff:"rd',; N o ;é)ﬁ

--}B;rds.

%-é}sh;‘ ::“d%f.-: 7. o iv"'- 'fur:iﬁf?i:

I3
]

N maLs. _ . ‘ _ S
- Reptiles. o » N o

- Insects. P SN

b M-
P T

- Serve as a gulde or resource pers\n at a nature center (see Museum.A

- o

Provxde healthicare and malntenance for 1n]hred w11d11fe\$- ;i?ﬁ

o . . ° ) -

.

o antSo ) .' -, . . - " '
oo pHorses. . o (0 e it g

AETR S A .
N - A . 7 .. : :

. = Sheep.

. < .
N 5 -
. ) -
] T ]
-
&
- o b .
v .
» [ —

. - . -
s : . - . .
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. B { °_. . \ K R . S .
’ . B ' o ’ ’ . . Ed
e “ ]
_ : i3 i o .
) s
.o . ‘ . . ’ . - T . i !
° . . . ’ L. ‘ : ' . - . . .. - . “a L
: —‘w'vbescrlbe how farm anxmals are Judged and shown S e
fi~ . Explaln what is’ lnvolved 1n ra151ng ‘hens to obtaln eggs. i o .
) A'h_ Explaln what is 1nvolved in ra151ng COWS ‘or goats to obtaln m11k _,f
- Explaln what is lnvolved in ra1s1ng sheep to obtaln wool,
- Explaln whatfle lnvolved in ra151ng farm anlmals to obtaln meat.
B Co- Descrlbe the common health problems of farm anlmals and how they can be

..ll<> ; prevented. _-l : t' .. BE T S o )
R Care for an 111 farm animal and descrlbe the reasons for my actions.- '
y ASSlst a veterlnarlan in med1ca1 procedures for farm anlmals

- Prov1de emergency flrst aid for lnjured farm anlmals.

. -~ " . . N . '_ '
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and preferences.’

A chef/cook prepares food Eorfothers, taklng 1nto account costs, nutrltlon,'

s

As avchef/cpok, I can:

Serve,attractive and palatable meals, taking into account:

.= Color, texture and appearance.

. v

.~ Nutritional needs.

- Budget considerations.

. Co L\
"= -Common food_likes and dislikes.

Prepare appetréing_portable.ﬂeals.

" - For invalids and shut-in.

- For picnics and outdoor'meals}

Package portable meals SO- as to prevent spoxlage and ma1nta1n an

.attractlve appearance. :

.Adapt rec1p1es to serve large or smaller numbers of people.

Cook food in large quantities . to serve to groups of

‘ s

- Preschoql children.

echheol,age'qhildren.

Adults. o
N

- Elderly.'

V

Q&let needs. L

epare food specialties for a.regional; ethnic er cultural group.

Evaluate the. cost and nutrltlonal values of- alternatlve methods of

oreparlng the same foods (See Nutrltlonlst, and Consumer nghts Spec1alls§ﬁ

or

FIll or hoépitaliZed.indlviduals.f

[

Prepare meals or adapt rec1p1es to meet allergy problems or spec1al

265

-

.

\

. Identlfy ‘the nutrltlonal values in the meals T prepare (see Nutrltlonlst)



. a %
> b . N
v < g .
e St o S B .
EI - N 3 24 S o
[P R ’ ‘ ’
- Utiiize°regional-andtSeasonal foods. i . X
- . o ", S - ' : o T E .
S .Plan‘meals taklng rnto cons1deratlon;l o . S
. Y . . ) e "'.i‘ .
. - Nutrltlon.» e _ : : o » .
= Appearance, color and. texture.
.= Costs.
- . . . . , ) .
- Preparatlon»tlme. . R
! . - - ﬂ ‘1
- Spec1al dlets.;ﬁ_,;?~uf y .
T - Avallablllty '.f?h' . S .
- Leftovers.s e B
;Q”wg ’ Determlne the nutrltlonal needs of those for whom I prepare meals (see‘fila '
'Nutrltgonist) S S o _ L . : ‘
- .Store food to preservé nutritiohal qualities and'prevent spoilage. i '
Z - Describe common food spollage problems and how they can be prevented,.., -I;
- - Read food labels to evaluate quallty and welght of contents. f;\'i
- Evaluate fresh fruit and vegetables for freshness. = : vf.: o }‘
[ERA : ' . | N
'-Evaluate meat, f1sh ‘and poultry for quallty‘and freshness. oo
~-:7:L\-7 . Determine the approprlate/quantlty ofvfood to buy. -
- ”UtIIIZe rec1p1es and ookbooks - -
" - Prepare ‘food accordihg to ajvari%ty of methods.
= Freeze Or:can.food for later'use. ' ) » g - i .
L 'Select, ‘use and care for kltchen appllances and utens1ls. \ .
- Use kltchen equlpment safely. . ' . o .
- Conserve energy in food preparatlon and storage.; o e C
: {’ .- ‘Plan/apd/prepare nutrltlous snacks, :-.: , f~“
. mepare the oost and nutritional value of di;:Znience food "junk" food,
h*and home prepared equlvalents (see Nutrltlonlst, and Consumer nghts oL

bspec1allst).

P e
iz I
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) . ‘ . - "b; ""/. ¥
~ . Serve food in dn.at'tractive%mer.
A Ugllize garnishes to make a meal more appealiyng.
) L) . . N N
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CHILD CARETAxEk

s : . S .

The child caretaker 1s respons1ble for prov1d1ng for the phys1cal

emotlonal, intellectual and moral needs of a chlld at dlfferent stages of

*
[

' development. In providing th1s care, the chlld caretaker must assess the
T Lch;ld's needs, 1dent1fy the approprlate care and lmplement such care w1th1n

¢
A 3

" the f1nanc1al, spatlal and temporal llmltatlons of the partlcular sett1ng N

- /‘;
‘ w1th1n wh1ch the child re31des. .
. “As a child caretaker, T ‘can? o
T - . . . ;. B Y - @
- Ident1fy the nutrltional needs of the chlld “see HomJ/NﬁiritionistS,a o

s S TRV t;

ST lncdu%ng. SR s
ST - selectlng among alternate llqu1d d1ets for an.infant (mother’'s milk,

v

. anlmal mllk formula, vegetable mllk formula)\ '

- .

v - = Determlnlng when to add’ solad foods to a chlld's d1et, 1nclud1ng

5 . . -

consultfhg W1&§ medlcal and paramedlcal personnel regardlng nutrltlonal
. _ ) N
J : ’

C - Dev1s1ng ways of helplng the older chle deal w1th the llmltatlons'of “

— . " . . . G
Il . . “ -

e o a spec1 1 dletnwhen that ds necessary. R B

eed for_a«lovin%iand‘eﬁotionally

proV1de a safe stlmul tlng enV1ronmen§§foEla chlldﬂeln udlng:

Q- L

BRI PrOV1d1ng stlmulatlng play environment approprlate for a ﬁrescho l

- o chlld

gpproprlate baLance between a chlld's need for exploraﬁ?ﬁy activity and

3{ # . . ) )QZ: R
o reau1rements of saféty. e : N . -
» N o v , S

. ~
o : = Teachlng sbhool age chlldren how' toﬁldentlfy safe playoareEs.f ':}’5 . -f
..h‘— Purchas1ng or maklng materlal_ptoudevelop a-chlld‘s 1ntellectual | ._‘

' .i._ 'and Dhys1cal growth 1“.-r '»’:{5:4 n_:,; - @ -‘Qi I

-t



M e

. and interests, . o , L _— o .
e : to. - ‘ o €4 : ‘ -

'Make effectiVe use of medical services for the'Fhildi indind;nq: , ???
- Co;sulting doctors_regarding'preventatibe.medicine, and-immnnizatione, o
",etc. | kil | o
‘-;Obtaining emergency medical services when necessary. - ‘ ‘
- Determlnlng the extent of publlc medical fac111t1es and7de§jdin§ when
1t 1s appreprlate to - uee them. . - o ) ; : . | (
Arrange and supervise social_experiences for a-child'which will promote
ethical and moral deyelopment._ B S x - _ :v//\\v/

P

'Identify and select appropr1ate educatlonal env1ronments, includlng

S - Ch0051ng approprlate Chlld care -and preschool fac111t1es when needed.
.‘f Consultlng w1th school staff regarding the ch11d's educatlonal deveiopment

- Consultlng W1th school staff regardlng the ~child's socéa;/emotlonal“

A'Y

'physical' and cognitlve evelopment. “~

A/r“'.,
Malntalnlng an . ongolngijnvolvement 1nWﬁhe ch11d's educatlon. K . .'-;{

A4

fIdentlfy and proY}de approprlate clothlng for a Chlld at d1fferent stageS-

:of developm;%& (see Glothlng and Textale Specxallst), 1nc1ud1ng . .

1

R

T - Identzfylng appropriate clotﬁl for d1fferent seasonsL.

77QZent;J.ny.ng andkprov1d1ng appropr1ate clothlng when travellng O; mOV1ng tO a

- - .

- S )

d1fferent cllmate. 7
) ' . : oL .
- Ident fylng other facﬁors to con31der in 1oth1ng selectlon (growthlv e v,/

rate, fabrlc durablllty, etc.). - ' S - o ' e

Evalu%}e books and movies'and determine their switability fer‘alchildr,, e
oo X - ; ‘ “\ . - , . S B

) DL

S



2'. . ) | . 1».k ‘ . e . . -t

- 'Identify resources in the communlty which can be used to augment school

y,
. T : . !
) and preschool act1v1ties, including:
-~ Playground fac111ties.. o }
. 3
- Art and craft workshops. . . ’
., : o v ﬁ7 -
-~ Libraries and museums. ' N R - ' /fhxf_
- Dance and music programs.. . P . . .-
- Sports programs. ‘ I - < . : . e o 5@
- Youth groups (rellglous, scoutlng, etc. ) T - .
R [N . Y .
(See Communlty Resources Spec1a11sta) IR ‘ < L
. . . - .
. - Demonstrate SklllS Whlch help make llfe 1nterest1ng to a grow1ng child L
. . . R ) _' 5l “
. . : S
(e.gi, storytelllng, sznglng, etc.). \ ‘ : ' . AR
'Y . > M " - R R - .
- Identlfy resources in the.community which may bekutillzed.to improve the |
. oy ",“»"
., living cond tlons for the chlld, 1nclud1ng ’ o v
Lt . " . - ' N;“
- Consumer s 1ces (such as dlaper serv1ce, nursemald serv1ce,'counse11ng L
L ) - » . : ;o .‘-“-‘; .
. - programs, etc ) ’
) . '. ' o o . ’ ° Y
- Public‘services (such as: AFDC, medicald, food stamps) }
- 'Di %;é beneflts to the‘chlld (such as: -diaper service, medicaid, o e Qﬁﬂ
[ - . . .
. , , ) Lo o D ey
L. : ‘food stamps, Blgehrother, etcj) T ‘ EEPR N o . :
- Indirect'benefits to the child (such as: counseling services, Parents-. ,ﬁ' rl
. - . ) . ) ’ . . . - I' . .- ‘.‘ .. ,
i - without-Partners, etc.); s ‘;ﬁf SRTICI R o e Y
" . E O . } o . . 42! . } r . ]
) : RS .- s
(See Community Resources Spec1a11st ) . - f‘f:?v E .
: : : . RN N -
.J;{ Recognlze and treat‘chlldhood d1seases, including: S RN &
. . ) ) ~ . R a -’ '. ’ “ s ) .
. - Identlfylng such dlseases and descrlblng the1r symptoms ..
¢ o -
, - Determlnlng w 1mmed1ate remedy i3 needed. _ . : . ) .
X R - . R ‘é . l‘. - N ':\-’

—‘Degzrlblng books whlch are helpful resources in deallng with chlldhbod S

L4 o : . . . . 3. - g i -
diseases. ‘ o . - o oL R .
: . " \
. - » I3
- "
- 6 . t -~ ~
- s e

L ~
Full Tt Provided by ERIC.
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‘ . o . - .

- Descrlblng emergency procedures for va{icus coﬂﬁit&ons.
- Consultlng medical personnel when necessary7 - u‘ N

> . .
'-./K ’ ’

\ _ . . .(Sée Prov1der &t Home-Hedlth-Care.)<

P

- Descrlbe and recognlze the mllestones in human development T

R o

? o o
- Identlfy emotlonal d1sturbances or learnlng difficulties in a ch;ld - . . T
. . . S e L

-\ whlch need profess1onal treatment or added attentigLi,and_obtain : .f'

approprlaQe consultative advice. - T ’ '-_ L T et

E} . . . . . ) . . ) L ® -.". ’._.Y..
= - Recognize the nonverbal cues and behaviors which~ndicaté tensions or e

o

. . ¢ .. S

:proh}ems. - ot

‘;;". Provxde legal, moral and eth1cal ‘guidance for a Chlld, aé%roprlate to ' .
i ‘ . . , s o : . <
e the chlld's age. 1ncluding~ . T A VR, /

a
BN

_ . - Famlllarlzlng a child w1th -laws: Qﬁlch may ag§$3F her/hlm. N 'v;,d .
- .. ) . . . “ "‘ f\ . ‘ - y -
B - Famlllarlzlng a Chlld w1th codesfof moral conduct deemed approprlate o
e . ' . i L v Al . I ) v

by the parent

2. - .
it oo . . .
. . >

L - pebiéihg ways cf‘helping)a'child;tdgtake responsibility'for his/her wh A
o . . ‘o : I/ 3 .

R IC SUCHEIRY O S B S s
. B o L
‘-,'°1\pev§f1ng déys of helplng a chlld'to recognlze the consequences of

/_ e‘..' e ) B . .
oA o . e - L . o, -

alterna% - behav1ors. . : :r- ‘\, e . . . S e

13 A 3 1 L
L -‘Dev1s1ng ways: of helplng a Chlld tc/;ecognize ,the patterns of behav1or,// A

\?. s
. . Ve .
. " _ " in determinﬁhg peﬁLonal resbjhses>to theSe'patterns (respect.for elderSf

L J
. S a A L-
- ethuette, énga;_amenltles, 1mp11c1t dress codes, etc. ) .,PV, »

l. [ i B

;(' R appearance, etc;, yhich ar

E tf;A'fte:mghlng and scrlblnc means of 1ncorporat1ng ‘the 1nt€rpersonab> }(‘ }
. - P ) ¢ o \ gh : s
’ R qualltmei'whlch T value.into Zhe relatloﬂshlp which T have w1th i chi! d..,.

: . ) - . .< -'-.'.

"D

- ; .
.,l- Dﬁyls}ng ways of helprp a’'child to exg;ess

“ .

i‘hls/her emotlons 1n '

ERI

Aruitoxt provided by Eic:



1 A "' . . )\« :I ;
. C ’ . 4 . ]
1 ) - ‘l.( , , " .
. ! BN ) o -
‘ hd x ) R . AR ‘ .
! “ ] ’ . -' \- R ] ¢
| o . .
B ,.Descrlbe ways to deve10p self-suff1c1ency in‘a childl ¢ .- . .
H N ‘ -(- o ; . . ot " / L . . . _v/ .. . -
- 'Dembnstrate my understanding of the speclal needs of 3 chil‘d'with a o8,
3 . ) P , . -t.' K ’ - . .
. ‘ physlcal or emotlgpal harlﬁfc‘:ap, of\a'glfted child&qof a Chlld in a ’
E - single parent home, of a ch11d of a‘h1gh1y’1:~raﬂs1ent fam11y, etc., ' T
' : t,} e, - . _ P ) \<+» ¢
. J(ncludlng CosT o T e .
(\' . } < t .:“ X . - B . ."_' . L - . \ “ .
oL - Phys1ca1 needs'.“ Ll L i T “
. . - . . v ' . " . } R \’\ . . :
, (3 = _Emotional feeds. a3 _ R , :
’ . ”n . ' = " . “_ C » v .-,‘_ (~_"S, ‘ N
- - Educatmnal needs,, < »e . ,
oo ® ‘ : S ) :
L= v-Identzlfy the sneca.al needs of a; ch11d who has a sudden chan e in h1S' "‘ y "/
_I\\ﬂ \ . . - % . ;'1 4 ’ L . ) - )/,? !
) or her-envi onment, such as dea.th of a close frlend or reldtive, L A adE
) - \ ’ L . .
! «5 : ‘addlt_lon of a new fc.,nly member (1nfant/,or agewvorce of parents, L
. . & a . \‘ . ~ v ’ . J -
/J : e etc., and develop ways to meet these spec1a1 Zneeds. N4 ‘5 o e ,,g/ .
T Prov1de opportunltles 3for Chlld to. learn tmalue of mone”y /' L.
R £ v T e ; Y
L- E‘ac11'1ta€e learnlng by I ' _ o e - R v AR
R - ® ’ ) 4 \ . . ! ¢ ’ I ’ . ) ot o
, . - Encouraglng the’ development of commum.catlon and» llstenlng skllls
I -. . » [ < \ "’-\ . . » }» . g _. . .'1. S - v . » ‘ .
' <= Encguraglng the devefopment of. soc1al skllls Y R A o ~>&
i | dev ' e y
Pt - Q .
] N h . . .
) - . ) g N
S - Help -a child develop a pos:’titlve self concept _— _ X
et P vJ.de cons1stent and approprlate dlsélp,llne - R - s
. Lo AN . \; - - o o ) . o al '\'-1','%‘ - - .,_-_
7 ._(Prov1dé* sex educatlon' . oL T o, : . - :
2 ~ S .. . N . » . -. s . . . . o.
— - H’elp the Chlld functlon as a: meniber of the fa.mz.ly A .
s e -. ! "-'"'-' e ‘;“'"" : ~. . ’ ~ w7 . )
- Involve.mejut in dec1s1on m?@?g R / = . o
. . “s.- LY e s . . - . . . . N . . '1,‘
.- Recognlta.on_of ‘the needs of o.t:hers in the family. < [7 L e \-
Care . . . . . @ i ."(A -al .
. . | PO » ' T R
¥ [ ( o - j N . ‘e ; L e . /Q
m~ ' P o - .. o 7
- T ¢ S ) - o, ' /":4\
* - ¢ . ) {} e . - " r‘ - ¢ ; . ’(-. ; y‘/_

o

EN{C":“ .:_ | ) . . . (‘ S .:,“ . : b R -,’ .' '-., ' w - 7 _a

CEIEEE -



s . i} . . . N~ 4 i ’ o -' o ) . . i .
* “ p . . Lo . ) PR , . . &
Co . . 7 . . Coy et ;. , . .-
. ) S ntain relationships' wWith extended family. ' | A o
: A ) . H , . i ) .
- o - ourage togethdrness-and mutual support.~” . - i ,
- T S L T g :
-¢ - Teach'a child to respect thé rights of otheys. > . .0 | L

./ ., 'W ’ ) . PN N3 - ' R * .

\3 . Y ™ - s L T - /\-'",‘ RN -

e . ] .
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. g ST . .
/\ - ? B h o " t C ©
. , ( . .‘() .
. . ] + 'J:
. ‘o, . . : ’\Q/ : ~ . .7 o LEW] \ ,."' '
o/ L . . ' 4 , . 32 .u.. ' '. LI
) | . At _ 7 - - J 0 .
/ . . CLOTHING AND TEXTILE SPECIALIST B Y
i3 []
’ YA clot%an and textlle SpéCJ.ai.lst 1s responslble for plannlng, prov1d1ng, S K
‘ and caring for wearlng apparel (faer.c, fur, jewelry, etc ) and textile pro-, -, _
L IS . 4 . e R .
;}- ducts found 1n the ho;(xe (curtalns, le.pcovers, bed dand table linens, etc.). o
e ) ; ‘a . oo A N
L L N As a clothlng a/_{,textlle spec1allst., I can . K . ’ p .
: _ o . . - : D
" = Demonstrate knowledge of the propertles of varlous klnds of fabrlcs R R "’ .
ST - . * e "< . » . B N4 ‘. L
. ' and materials used ‘in-the home or for wear,flng appar,el bysdescrlblng A X
.o C e o ’ L@ . \ ) PRI X ) .
A - : N s '. ﬁ
N . : - Care_ and malnt@nce propertres (cleanlng, w'ear'- vulnerablliti'.y to . . Q_ )
\\ \ o @ ’} Do, ) » 'l et LT v -
- - : staJ.ns r. hqat,, etc ) , o ‘ : s i 5o
> . ‘ - . , . o . . .
. . ( . o ( e % . ) . I . ' / - .
U Pliabillty and structure.' 0 L, .' o ey Cr e~
R ! e . i \> v . . ) R L A . \
T leferences in method of productlon. )L _— S S
,) . ) ; ) . \\- N & v'v , ‘ . g “ -"'n’ - . - ;n g ‘ l..' P ) .
., e Relatlve costs. I A Lo : — - . . . . B
o s B - . - o . e . R Loy . BN T .
el T ol b ‘ <t v Voo, N S »
- Terms used to descrlbe these mate ials-or thelr propertles. - ;," ' o
o [N ‘s e L _ ) . \
T - o Analyze the wearlng apparel needs of people, taking into considerat'ion » .
"R > LY N A R . o
N - ’ ./,'
. .Qg' .such gactors as age, flgu;e”' slze budget «klnd and level of act1v1t1es, .
T o AT ‘;' P _
S S fa‘shlon, and Lnd1v1dual' diffe@e‘nces and. 1rrterests. e o . w’%_
- ‘ - ‘ . R . . R ‘J . . ¢ o L .. B y . L}_ .,' ,.‘.' _'}:_ {;g‘ ..- .
- - - /&:c? coordlnated clothlng 1t)ems.- (I ’\» S S ( o 4 e
< s . , L ST PR N 1 R AL
- . - e e L et e
"‘d‘, / Select complementary cdlothlng styles and colors. " ‘\‘ AR . S \; %"
Sy v T . ° . < k4 . N AR
P, ‘. ERE
¢ PP 'Demonstzg}ate skllls used in produc1ng clotﬁfung or home textJ.le prod&ts by L
C e e _USJ.ng patterns,\ accord;ng o’ accepted standards, m malE c th1ng or; o e
’ 3 - . '. -A\ K4 e .. .., o T\L, . “2 . 'ri" : . _- * =
"~~~ 7.7 - other home ctextile products. i%, A VoL e ¢ \}
= n" ' M .." ' a \g~ - * - - ) ; A _'1 w' . » v : ‘\" ﬂo .' - N . .’i
A T T NN NS f
2 RS - Mak:.ng a-lter.a;:long.fof patt‘erns or. mer‘g:.ng two or moz;e patterns to Ena.};e e
2 o V. a ? . .“, N el [ "_& - ,, . . ‘:.q-
e . clothlng or other home textlle products. ) SN e - g . R N
T s - B B : \ o~ : 5 . ‘,_' ]
. S : {
- = Creatxng/my an-/éatterns fz:om whrch to make clothlng'or other home e .
¢ .'. . é«. » Q* . € v N = . ) ‘
et e ot . . - Wy T e
\ V te*< le oroducts L RO Y PR - _ #
o o Nt T e ' .8 j it
h " 2 ‘]/ . PR c e e oy 4 & v s ) S
S VR ' \ ’ . r /. q/ e ” L
}.q . L:Y - N f ‘“l o o ‘.";; g - .
L . _ . R et ] )\ o "_ R . ) = “j? - . _;'
aE N ' - ! ' o T s oo - re »
R K . LR~ & e« '\ (_‘/ e o z N - R Y
9// ’ ’ . ‘) { B . -. . . < 2
Y o4 . e SN A - . N ,
T .= - ) ) o A by A 1 ;- ‘
X - 34 "0h ' N R :: - / . ~ ! Ag L o “ o )' N .
B Y ° .“ "& o . .vi . —V“" *":‘ ( ; " < 23
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S

' ST N . =
s i 3 v : - M ‘.y_ . : 'éx;r -
“ L Descrlblng proper use and malntenance of tools and equlpment used 1n

"textlle constructlon (sewrng machlne, loom, etc ).

Vu- . P . e T .

- Descrlblng ‘the process I use to dreate, des1gn, and 1mplement a textlle ) -

L L < __'

N related 1dea@ I . .
A A ~ y . . LA . - A '
o - Us1ng a varlety of dlfferent technlques in my spec1alty (embr01der1ng, Ty
T ; leather work, tallorlng, sp1nn1ng, weavlng,‘macrame, knlttlng, crochetlng, '%? *
-;upholsterlng, etc ) V ’;:".'_".'”‘ ""f_.;i. IR —— h-;>:._
. - o~ L o - N - ¢ ¥ . T e T ‘ -"“’f B )
e T ShOWLng how dlf erent flbers produce dlfferent effects. . e - e
it ‘ - / , - T e, .
e & 2 Descrlblnq way of determlnlng the klnd of results whlch occur when T

T

RS g,dlfferent~tec

'ques, colors and magerlals are comblned l_ o Lol

k]

.\ . = . '..‘ )

e ame Demqnstrate skllls an knowledge related to malntedﬁkce of, wearlng apparel
- ~ - ‘é. - Ll L . .o o . v o
. . . N t ., e T om " -." .. .
L . %md home textlle pr ucts inciudlng’ i ;- y“f [ T A N
u*}?l‘? ;;;'- Descrlblng proper cleanlng or’ preserv1ng procedures. TN :
& L e o : . ' et

o - Descrlblng procedures for alterlng, mendlng, and[or remodellng.
- Descrlblng storaga cons1deratlons. L 'w'f: féf BT B
i@i“ - . o --. . o . . . - *"‘_ S

S vy
L1st and explaln Egrms used tp my sp c1alty area (warp, SkEln, blas, e .

S A F S ~ . : : -
S . flat fell seam, etc ) ;v-,,',, 3' - - o o , _
e Ty e SRR S ot R e

'Q{PQF - Dlssuss the hzstory of téxtiles and descrlbe hou methods¢anduﬁater1als°

. o
/7 - - . -'\" S :,f"i S e SN -
f S have changed.. " f A L ;;' S ,', ; . S
R : : : ' R SO P
‘ = Identlfy the technique, perlod, and orlgln of varlous textlles kﬁd(or .. N
e e ' e ) e SRR
IS . Clothlng Sampl.es. - “ ' . 1\L_,,_( I S o m fo o E EETa
T ot e T s e ,vy : % .
. f ‘ai_ . . . . N IR .
§* - Evaluatgf@he quallty of clothlng, rugs, curtarns, llnens, an@gother
. o : “"' ,n',,- e .‘,)' 2 o h >
5 textlle 1tems (see Consumer, and Home De51gner) St e ;
‘ . . SRR =”' - oL e T
- .o.;;:. Select home textlle ltems (curtains,,llnens, etc )w taklng lnto,con;"»4 :
5,

PAruntext provided by enic |MRIREIEN
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o v . o '
- E&slg_ of maintenance.

. L -
- Cost.‘i: : . C e
-0 ‘T )
= Dyrability. -

. ;.
= .

- Color and style {see Home Designer).

Tad

i
e f .
P
- ~
- B
R .
i - N
1 .
o
s .
3
.
.




R . . 3% - ‘ A .
L R o L_ HOME DESIGNER:. D ‘%, ‘
A home de51gner plans the decor and other characterlstlcs of a house
‘ q or apartment and carr*es out or a::ranges for and oversees the J.mplementat:.on
L ' ) W .. . L . .J'- . ) . e .
T As a home..des1gner, I can: ‘ o . B :
. - : . . u - . . . B

- fSelect llVlng quarters whlc:h meet . famlly tastes and needs, taklng

1nto account :

,

"frlends,‘fr‘eedom /érom hazards, no:Lse, problems~ etc )
g -"Cosvt (mortgage, rent, tasxes, owner’ s fees, _?tc')' » - S
o f:Avallablllty»of seryices and utillties; s o L E o
URY i ,structural qualltyg X . - | o o . |
' N o s . N e o

. \ - Room arra—rlj/‘eﬁ and traff1c ~flow. e e C,
. A "o ) . ) B . ’ ‘..- ' . . : i \

- -~ Number -and tvpe of rooms. -, .o T F i o Q’

: . L ) . . o . - ) Co . A S
e e Dev.elo\\ nlan for in r:Lor des:x.gn. . ’
S, -, Aalyz

° x,-~rﬂ | -3 T L . . - @:_,‘,
(d1mens1ons, placement of w1ndows, heatfég l,system, etc ) EED
LB o

@ P - T

- o :
. LT - Analvze the nonphys1cal elements to. be . consrdered 1n home de51gn (use by
) [ - 'I-%}?'..‘, = "
o ) oy
+ -chlldren, ged, ‘or handlcapped G
’ f’lexlba.llty,«famlly values, etc ) -""v:ja'j
6*.

S .- Analxze how resources currently a aila le c'an best be used (ex1st1ng : e
= SERERN SR : ol e & feﬂgﬂé.

.o furniture, carpetlng, accessorJ.es, etc ) _ "j e : T
e L - Determ:x.ne poss1ble changes or ade.tlons and the cost and consequences of - # ..
T L S : - S o N N S eyt .
. - - T A R P B s : : y : . : e N . . ’.
. o ] S e T i . : .
* ‘. ° - ) , -
NP PRI ' M .8 R * 4
g . » Y , . . - . . —
e v ' : N ¢ LR 8 N e
- ‘ . A '. :‘ - . . - . B . '- . - = ) -
AN IR L NCIE R oy R " s :
. - - ) y o A ) h o E . - )'z' 30
Al . . C gyt o b R 3 X "\L
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9 * 3 - -
o o T SR
. . L W / P : - :
ﬁ§7 Develop a multl-stage decoratlng plan if resohrqes are not avallable
L to 1mplemenﬁgg%l dESlred changes, - ' ST S
‘ - . J- u R ) RN L
- . Hpply pr1nc1ples of color, texture, and deSLgn 1n home aecoratlng._ -
— - - ’ e
T a . -\_ ) é . . RN . B - .
- Create orlginal-home designs. : . - ) - ) -
°©» ' = - Describe and demonstrate how coler, light; and. space canﬁbe used'to - N .
alter room'appearance._ -
’ - Identlfy aesthetlc guldellnes for evaluatlng ‘and: plagplng home deslgn,, .
» P ) . v 3 . _' - -a_.¢ o -
(balance, proportlon, etc. ). R L. ) N
L - Research products or matqggals w1th whlch I am unfam;liaf\ - . R
’_. 7 e . < . q S R -
® T Research archltectural and home furnlshlng styles of hlstoilcal or- T
<y 3 : . 'S t'.‘l
) “ . !L. Lot . " - : ! : . o . . o .
reglonal interest.. e - ., o e E
- - Prepare scale draw1ngs of a room: or house for use’ 1n decaratlng or in .
he . . . s o . , o .-.' [ '.' o v
B hlstorlcal restoratlon. ;, 1, S e e s ]
. . ) S L e . ';' ‘\’ . »_.."Q'm_‘ ".~
- Identlfy resources. whlch can a1d me in resgpfing an older home\pr 1n RS SR g
’ ' assesslng the value of a new one. '-f' 'v._ AR ﬁ: - J‘Ho"s', . '
- Determ;ne furnlture needs.;t='_' - o R A ) ’
. .é- ’ 3 ) : T - - . R o 'Q,.
- Restore, ref1n1sh and'’ recycle furnlture {see Home Maintenance Techn1c1an)
- Arrange furniture 1n an attract1ve and functlonal manner. . - ',. R
- Select upholstery or Sllp covers for furnlture taklng into cbnslderatlon" L
h .- Cost._. ' o e T _" T
S Durability; o SN T o s
- Ease of malntenance.',ﬁ e et - T u
,,_:‘ . ~® - ) S ’ .- ‘ : - . ¢ - . “ﬁt&
A . - - e - , [ ' E T
. - Color, texture, and style. R T c ' L m gy
%, ol Upholster furﬂlture.. o i St . : S .-
“a ey A ) ; R . e . . : L .

Make Sllp covers. :gﬁybi

s e U S o - R O R I
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L . A 37 ° ..
. b
- Flnlsh a.nd reflnls‘h woodan floors (s‘ee Home M.a.lntenance Techn1c1an)
- . Rt . )
=
pod Select rugs, cargets and other £floor coverlngs tak:mg 1nto con51derat1on-
v . >
- B i . ) . .-.5:4 Lo .- = . .
- COSt. - X AET A g ) -t «
. R S : e . : . ) : -
- Exlstlng condltlon ofbthe flook.. L e = s
. e, b W ' L S L. s
- Durablllty. l B TR i -
<. . " . o as 1y ¢ i -
’ - Ease of maintenance.. e 9, . S -
- . oo .- : L t N ; - - . » ’ - _7-,.-4;,’ . ? - :
. o ) o Ce e v . . - - . -.( .‘ . : S ) - ;} ‘.-"_
e - Color,_t’extureﬁ, and style. L Y Lo T R
. C - e Ch % . B X . - " ’ .
Y Nolse levels and need for 5blse control. . s . :
A S e 2 * T 3
T T Tra.ffac flow in area. L T %‘ - S ' )
L v TR T
- Install llnoleum, vinyl tlle, or sunllar flbor coverlngs (see Home . . :
, . . . & »_*- ) T ."“ g e , T -
v : Marnten’a@ce Technlc:.an) = T e
o ] vl . o ’ . . }
- Install wa,ﬁ-t:‘o-wa],l carpéting or carpet tlles Asee Home Maintenance . e
. o Vo RTINS . « ) R A
T Techn1c1ax'ﬂ' , R I = l .
- Determine. wall' treaments. - e T . - K
T S . ’ ;-'@" SR L L o ? u. -
.- Select palrxt,. wallpape¥, or other wall treatrents’ taking into con-' - . -
. o Co ’ - - - . . v , L
“ s1derat1on'- N N LW .
. o ) ’ .« : v e . - . .
R : Lot : AR . L 9, v o , .
- = - : L v "7'"" . . . ’ A P . . " )
-~y - Ex15t1ng condltlon of the walls. . " . R
. é’i‘:g,-r Durablh.\ty. “ G ‘
o7 I .
Ease of malnte%nce. . e e B
R \z\ . o . ; . ‘_ o ' * *
.~ = Color, te*(ture, and style. : ‘,,@ o _ S .
: ‘1. ’ 1 © VR
’, - Noise levels and need’ for noise- control - e
Paint a rooasee Home Malntenance Techn1c1an) . '
. : ; ‘. . : 7 - ool -
L Wallpaper a room, (see Home Maln‘tenance Techr11c1an)eL Lo e we
. sy s - e _ e C S .

- Panel a¥roon ,rgs_'e_%' Home Ma'kintenance.-fl‘ec}mici,an)f".
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T
-
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-7 - -- A- - » - . . ! - . . . v v
- Select ce111ng treatment taklng 1nto consxderatxon,_
- o _ “ o - -t
- Cost. T s : N .
e - T .
~ Existing condltlon of the ce111ng._,‘ o L
C- Easé of malntenance.idk L i
R "= Color, texture and styie.v' a : ‘
e - Noise 'levels and need for noise control v L B
LR Techﬁiclan) L
. - % -‘- - Y
s Manage yard and garden éare (see Home Hortlculturlst)
-, . ‘ "‘"->'9..‘ ,- - i .y B - . = . .
BT Manage the redecoratlon of,a rocmﬁbr home* ‘ et ?f Coo T e
» i ’ . , ) ,‘(U s / .
. . : J
Select people to ‘do the work. T SRS .._:_w, 325*" ”3 S -
d’;‘%; ,‘.. L. B ’.._. ‘»§ : A - N oan " R - '
Read and 1nterpret contracts and warrantles (see geggl Rights Speclallst) N
';‘ .- Explaln my legal recourse 1f the work is lmproperly done, 1f furnlture or
.._\ - 4 _:.. ° - -‘ N :
. B goods are faulty, etc. (see Consumer nghts Speclallst, and Legal nghts ' '
CaNE Speclallst) Lo .ﬁir. }ff_. SO
= L _ . S ;%_IAT B 'Y DU S
% “AT',',r - Determlne the best me‘ns of flngncrnd the’ redecoratlon (see Consumer
P - . 2
o nghts Specxabxstl ahd Flnanclal Manager) 4 .
et = Identlfy ‘and - correct»condltlons in the hbme Jhich are fire or §$fety . ; L
i_ hazards. R o ¥ o . '
- et Prevent home condltréns-wﬂlch lnc;aese the potentlal for fire (worn w1r1ng, !
. s W o r. oy 1 _ . .
‘-' “‘41’» Cﬁ ._ A . ) ) <
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HOME HORTICULTURIST = SR

I3

B | homeihorticulturﬁzzzds concerned with the practical aspects of growing

(procuring, planting, ma

. - . :
s . . .

and ornamental plants.

-As a home horticulturist, ‘I can: . L o .

- Demonstrate my knowledge of the environmental in&éuences’whichtaffect

. -

- o .plant growth by: . _" . .V‘.'_n ’ -.h'- ~.17‘~"

. o B @ 3
- ’ describing the properties of various kinds of soil including ':ff

e "'f'fm-‘how to test the soil. L S o b

¢, -

T ' o <

.. 7 . =how to change soil properties. T _ - <

. ‘= the kinds of plants which need or provide'various soilsproperties.
- . ) A ’ . o ) . - ) ' . i . © o B
. E "a_how.to.improve'soil drainage or prevent erosion. » 2
o - R i e ’

to get assistance with soil problemg '

to mix fertilizers appropriately- o ,;_?

e ’-fhow to prepare compost"or alter the soil properties organically.

#a °

‘how to prepare soil pri% to planting., » . : ,'.' S

L

. : L L3

3 how to maintain soil afte [the growing ‘Season - if outdoors.

:& - an explanation of any tools freqently used in soil work.
*@ . +

;;n-optimum environment For the various

—

bl e

<

. kinﬁs of plants I grow fmoist ; _
.t; , e ,.. . ¥ . .. 7 . 3 . . [ -
. ?..o etc-). . - - . . . .._'-_ . = J

° - . RN . - . . . B o N ,

- KR M . TroA ’ - «

- describfng methods of protecting plants from.the adverse effects of

< o

Can ot Eilter.. ﬁ ‘7\\% - oo
,

Z.-'-' Demonstrate my knowledge of the bioLogical functioni%ﬁ of plants-by.

o ' environmental influences which I
ﬂ .~

o,

23 . . € ‘ L
S $ -
o L= naming All the parts of various kinds‘of plants agiq%he function they A
ey BRI St A '
. . serve for the - plants' * i '4; o R ‘.'- o j )
€« T . . v . K T l R - L
ST e . & .o e o K EX e X A & LT
. ..»l o . o L . L DRy . RO ‘l“}, . . '\g. . . . ‘._ ' -
Lo e R L W?‘ SR S L e ; . I ‘," ‘ ( P
\,' .' ) o .-.; - . » - . o . ‘ ‘ 9 J ; R ':..’:“,' ":. . .v\...‘ (n' .
- e T B e : .‘D:', ] g 3 . e o% . ‘}. oo f K3
o, . : - ., N oo ’1” v -
i -t "‘ . a s ! ° . .
e S 1 < 2 LR 4 N

enance, etc.) of trees, fruits, vegetables, flowers,

Rt
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B N g X ) T 40 .
. g . - . . = &
\‘°~ . o ) ) . . .
- describing the,process,by which_aAplant gets its nourishment. . -
/‘\ .
(ﬁ describing the process of regene;ation for various kinds of plants.

G
- describing the classification system used in ordering plants into

v s:os. ‘ - ‘ S T #

. = Demonstrate my knowledge of planting and tr nsplanting procedures by:
s
’ - identifying the special care to be taken zh}le transportingﬂand trans-'
planting a tree, shrub, or plant. ’ ) o B }f' ) S
oL - describing the qualities of a plant to be considered prior to purchasing
- a - ] \ . X
_ or transplanting. _ o
' - describing the growing season: of variods plants and how to determine .
_ wgen'aﬁd whe;evtolplant seeds or seedlings. ‘ . __;"
, - -'-'selecting appropriately between the - varieties of plants or seeds availﬁgl
o~ 7'.to_me. I - __'i ) f e 'f w0
s f;- demonstratiﬁg planting techniques. o ' ' f_ﬁ%:. o
i ' SR : SRR e
. {tselecting containers apprOpriate‘for various types of- ornamental and/or
L Mv‘b. \indoorrplants. . B o e, ) e s
= Demonstrate ny knowledge'of'hazards effecting planfs and how to remedy )
o L - o oy ’ R
. ?them by: - , : : , ' : , . R
. - - . g j s : .
£ - descriSI the differences between anim&ls and- insects_which are harmful

. L
- LY
¢ R .y 3 . - .
N

to the plants I grow and those ﬁhich ﬁirectly or indireétly help the , .

SO
plant I grow (bees and cross-pollination, lady bugs which’ eat aphids . P s
. v S ;: o - ‘
. which eat leaves, etc Yo o T P S ' Lo N
'b:. . ' ) o T °T.'.' B e .
e - detecoﬂng and diagnosing plant damage effectively. . < e e
, . ' , » P A . v ‘ y
B o v ™ .
AT L - preventing damaﬁe to planSs from insects and animals by using orgagic n;'};e' ’
S ‘ = P TP U ' o
S and/or inorganic methods., A ..-)._.ﬂ_, R S
PR ('7..-, . . N \' . S . *‘p_}‘ P . B T o .
e F ' -?‘using various-\methods. .o’f,..weed control. - ¢ T . . = e
: . . S . - Lo . . . ‘ . : . . . . - ’ ‘(_\* oo . . o i .
* . y * . e e ) ','.?-1: 2 - T
N cw o . ' AN L 3.';'-.».- . o T wh S t.‘., :
b\ C - \E' - « o '-. .« . " - ‘% N - 2 and e
AT ) . i L% . ' ¥ P i
T . . e . . g s ‘ \ )‘s“ . .. & .,,_“_
‘ M VTR e oL, e 1 by e 2 e
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- describing the cost/effectiveness aspects. of the various methods of

-

insect and weed control'described above. _

)
< - .

- describing the resources available to me to obtain assistance with .
. . ,

, these kinds offproblems.; - ;/;;;r’J; o ; o

.=~ using and explaining any tools or materials used in pest or ‘weed

- . . : 9.
y control. - g . .
Vﬁ _ Demonstrate myjinowledge of plant maiztenancevby: 'Jd ' ) . f
ﬁuxf;;/irarr;nging oy . ‘resources to allow for optimum plant maintenance. : . .
N ) .
o L b - diagnosiug a need for a change in maintenance procedures and proceeding
C to test my* diagnosis.' B . o -!_Tm; S o | v
- providing the care that various different plants need forioptimumfl ‘

é; | | growth. o B o .:. . = T p - ' N ;: s
- . R - harvesting effectively. ‘:" o ' o .- , '3_' - %_.h
9 - Demonstrate my knowledge of a particular method or part of a method, of . .

’ e growing or caring for- plants Eorganic‘gardening, c;eating hybrids) etc.). . ‘:

Demonst;ate my in-depth knowledge of a particular kind of plant{iktits e

’ Y ' Y ’ . ° ’ . e 5 - . » - . .
i . caree. . K ) Lo o Coa . v' - - - - s .

Demonstrate oy knowledge of harvesting vegetablgs, fruits, %nd flowers.

— . = B -
C- Demonstfate my knowledge pf the proper care for.plant products (flowers "§
a0 . . ‘ Y
' -once-they have been Cut;:vegetables once they have beenAharvested). .
* PR oy : ‘ . o »
: -, Demonstrate knowledge and techniques of plant pruning“ B
T o : :
: ce i . . - o g e, e
L facilitating growth and/or flowering. - T P . fg.~ :
. B P . - : <» L Ty LA .
- lg % - L 2 ‘ | ] . . S
- '- Season&% y(%’f& ! . 4 i o ' « Y t ' .. .' hie E BN
’ ., =.after tranSplantingﬁ A U It
e - b R -
v« . e . = for ornamental effects.
1 3
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foa :.".? . :
.. -,’k ‘ . T
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v""'\',' SO R R il T A e
7 - / : 6
Demonstrate my knowledge and ‘Skills as? landscape architect in;eluéiing "
.om R " . ve .
> evaluating an,d planning growing space based- on needs and uses, .. " ‘-_~_ '
. ‘ N * » — *
aselecting trees, plants, pa’@ing, etc., appropriate to the- sit:e and ¢
use. - T " ) ' o ¢ - : 1
. - ) ) L ) . : - - 'c
changing outdoor areas in accordance with changing capabilities for -
-8 3 o » ° o ;
care and maintenance.' : X
'changing outd or areas in accordagce with- changgg L&e. ‘ .
evaluating plants, trees, shrubs, etc., before purchase, for their B
'suitability to climate, location, gro\iing conditions, etc. - .
determining the cost of implementing and maintaining a given landscape
v . S - S .
lano ) o ) Co. ) . B ) . L - T ‘ R . .
. ! Ty = o
. ‘ .
» . . <
K.‘ ~ N
. - A
3 s .
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v * - . e ) ot .~‘ A S : z.»
oY soME MAINTENANCE TECHNICIAN s j’
.-Q . )‘,v;"r 7 . A . - ﬁr o "\ - . Y . B »
. v - - A-home’'maintenance technician es ;or a® home ar@ior ‘thi ecﬁupment 1n 1t.
*:‘. S : '.;. S ‘ - \‘“ Y T, s e .
, -As a hqge,maxnteﬁange techn fﬁn, I gans -0y T //4‘
SRR : . Ny B T
: o, s o8 A
S - }Manage the overall malnten&ncﬁ'of my homed lncludlng -
. : @ . - . ‘
g {/' - Assessxng what needs to be done. - : - y
. Yau . . 3 'w“l> o v ) -

fre_Determining‘the_costs and.t;me involved, including the Conseqhénces of

>‘ - postponing,- the work.” .~ b . _'
2Lt must bemmdertaken. "
- " - Det‘ermining which,ta:sks I can do.
i \ .
_ 1-/ = SelectJ.ng people ‘to make other repaJ.rs on the/basis of: K
gt @ A - i )
~ . - a ' } » ’ - .
- - Tnfo'ﬁatlon from others, reputat:.on of workers. S . : ,
T . . 1. A N L . . ) . . <t .. . et
. Ry Cost ‘and tme estimates. - L ' - - ;.‘5
- Insp/ection of other work which the repairer has don'e.
.. . o -~
- Inspectlng home maintenance work ahd deternunlng if it has/:.s done properly.
- "' - Know:.ng how 'to take legal recourse 1f repaJ.rs are J.mproner or poorly done.
- ‘ - Know:.ng how to take legal recourse 1f the owner of a buJ.ldJ.ng 1n th.ch
- Iama. tenant' faJ.ls “to keep it adequately maJ.ntaJ.ned 1 % '
- Demonstrate my knowledge and skills in carpentry and constructlot; 1ncluding:
. - Des:.gnlng pro;ects to build: R _ :‘. S s
ST - 4 ] | : . | R : o
. : - Toys. .o . ) ‘ - B B -
e - Furniture., . o . ' , - <
. * . "< Built-ins and/or cabinets. ) . . @ ‘]
b3 g -,‘.‘..v . . . g N .
LR - . o . A L "
,""_ . .: - Rooms and/or other hotse additions. B o o -
: TS ) A . B . ' ‘ ) ‘ e R . . v - . . 7 )
-. EXecuting projects:to build: ' - i .,
. ' X " . ' - o .' _° N . ] , v s
- Toys. L S e . . e
T T T o o
T, - vurnltureiw . : ( . ~( S .
R % ¥ - R . D . .
e ! . K4 . o : -
] P Bull“-,ms aﬁd/or cabmets. . e C I
* . ) . . . 3 . a
: D e = Rooms and/or other house,‘addj..tions'," L SRR B .
) B ) [ . ] B - .
Q - . . o ] B L ) e : . .
RO 4 Lo . - o . . \¥ h . L. o .
ERIC: % . - & v o, 285 - SRS ‘
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- P . o -~ TSP e L ‘. - ) . _a .
s f.’ o~ - \Q -. ! « " ’ o ¢- .
vl e . , T T s S - -
. R 3 . . _ . .
- Plannlng .ouggiremozfllng. . e =T h""fgef=‘”f R
- Ex —\t‘m "ho de 1i {,'%‘f“”r“ J_“a: " {‘{— i I
- ecu se'r elin il s - o R . e
. | - g " oy jﬂw g »b et e . : o
- Drawxng up’ construct biuepélnts ‘and layouts. S - A
: _ s fhterpret ‘construct blueprlnts and layouts. .,
c_' T A . ’ M - : ‘\‘ o -
. .- Select approprlate materlals for construct or. remodellng.-'“ §§. -
e Danel a wall. ' e S . .
o o o Y _ ’
N - o Install Celllng tlles.ri‘ o L . ) ’
’ = Install_a fireplace.
e fn,'f“Reﬁlace/rehang a door.- _ 4 . ) ’ _ .
— » ‘ : : ) .
- - Select and 1nstall woodwork, wood trlm, and wood mouldlngs to’ cr=ate
- archltectural effect i ' A -
S < o . - T
e - Applv caulklng and/or weather strlpolng. ~ " oo ‘_' .
’\\\ . = Select aporoprzate 1nsulatlon and/or energy;concernlng materlals fbr use
- y . ; z-p.» - ¢
_ . e 0 . P
’ ih const*uctlon or remodellng.
- Install insulatlon. I o N T R - T,
- Identlfy different kinds and qualltles of woods. - ' - . ‘
’ ~ Know what typesiand quality of wooé -, hest for various constructioh uses.
- Demonstrate proper care and use of carpentry tools. £ \' .
- “+delect the»approprlate carpentry and- constructlon tools for a ]ob. S e
. o :t".',"ix; ‘ ’ i
- Install kltchen Cablnets and/or countertops. ' 'f ’ -
. ’/ . - . .
- Belng alert%to the acc1dent hazards around construction 3@9 taklng |
. accldent prevention measures. , E - :L, " o SR .
'¥- _‘ ) - .t v - | | ',’ - . :
- ‘Demonstrate my knowledge and sklllsaln masonry work, 1nclud1ng 9 I
N Installlng tlles in a bathroom, on a k1tchen counter, or for floorlng.

- Maklng a cemint walk, terrace or drlveway.- L

H

‘ | _ _ SN
7~Hak1ng or repalrzng a flagstone, cement bl$Ck’ or brlck walkr7floor, or-
. ;,terrace. ST s .j; 1

. . v s . . ’ ?
“ b : o . R Y

- Making_or repalrlng a stone, cement block o? brlck waLl or fence.
R o o ‘ . S

.y
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- o R A . e T e - ) - i
_ [ - . " ',:g ‘\\ e ® * N p/u - -
L S 45. SR SRR
N : v o C N
S ’ : ‘ LT St co -
- = - W N N : <o
"%t 4 = TReputty a!‘ﬂ!d loose panes of glass. : o , A .-
‘ .. ”: . . ) ,. .- . 3 - . . . Cota T .p -
e Replace broken panes of qlass. '53 R '4//f_ ) g )
- Repa1r or replace floorlng, 1nclu31ng- . - B T -
) - Installlng carpet tlles or vznyl%asphalt floor tlles. . )
. . . . T A .
. . =§ Installlng sheet vinyl, asphalt or llnoleum floorlng. ] ;
- Inst&lllng dall to wall carpetlnga - e A T 'Q. T T
. - Installingvparquet or_hardwood floors.- . - -'.3' . "’ B N
-& _ L e v . - “ '.2. " o o a F.- I . . . ’
. . = Refinishing hardwood floors. - =~ o s - . g
. - installing ceramic tile, quarry tile, flagstone or -brick. floors.™- - e T
. o - ~ . . " . A - » - ’n"
- Make mechanical repairs on household jitems. . v :
.o . ’ . . . . - . . - I
- .Make or repair'fences, and bther outdoor features, includingﬁ . '
) f :. - Select most approprlate materlals for fences and outdoor features.;
EEEE . I3 ‘F‘ .
* - Seallng or resurfac1ng an asphalt (blacktop) dr1veway or walk, N
il B » oA ) (Q: - . r.
: , - Deslqn and/or draw plans for fences, walkways, and giher outdoor features.
T Maklng an asphalt (blacktop) walkﬁév. el ;; ' » . T
e - Use rallway tiesq cement lo,ks,vb icks, etc., to edge walks, create ‘o
o i r N :
. " _‘ ' 'Y 1 . B -
o . steps, or make ra1sed flower beas. o . . L P =
« . = Make or repair wire fencing. . ° R - - T L A
. . = B o . D L e . . .
A -~ Make or repaircwooﬂeﬁﬁfencing.l : . ot - '
- . ' SR, & I .
- . Demonstrate my kn0wledge and Sklll in maklng elthrlcal repa1rs, 1nclud1ng. -
£ o ' o ‘ LR N ‘
. - PreVentlng problems Ln the electrlcal system and agpllances . \5_ v
. : P - oo S '
. - Dlagnoslng electrlcal problems. L ) : ’ - T
- ' ) . Y . _\.
Ty S - Correcflng problems in the electr1c system and app11 nges by: e, S
"fp— Replac1ng batterles, llght bulbs, aFd“fuses correctly. . g' Q
hd . i N . T L B :
oL lﬁ_Beplac1ng;mM.tubes. :ﬁ,} -~ ,{' L e e T .
. °v'f'? L L, i “e
e T nstalllng a TV or’ h1 fl antenna. - R R . RN
Pt X . K - [} L !
- . — D . o o N e
’ g ’ e . . T e . .
uInstalling TV or h1-f1 signal splltter.,_; N e e o
’ “-‘. ., . | v ‘ S ‘ "
. . 1 o . . \ - c ¥ Y
Q e it e - -t T
ERIC’ g : SR8 o :
Pt e R ' A




— . - ~ ., - - # < M % _ e
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R o ~F ' 3 S . ' e
.o N 3 S - .o
= N . - PN s , .
. - A . e , o "995 . ! : ) -
N . 5 . ~ v LoF e B e :
N ] soen . . - . i - = ,_ 3 ‘,.‘ . _@ ’.', J P .
: - Rewlrlng lamps, pl'u?s, ard/or ﬁall aple.ances. o N
- . : .0 R R o '~;~
<. e Rewirlng, lnstallxng, or renlac‘ng electrJ.c sw:.tches, oi,xtlets,. B R
- - - Y K ", - . ) kl.'t. ’
. . e . — . S oy
LT » f.xszires, or: wJ.rJ.ng. ' o T : LT
\,‘_# - Max:.ng prc-ner use,of electr,.c repaJ.r équ:.pment and’ dlagnqstlc J.nstruments. T
g }g’ . = & ‘ Do- s
. 3'5' - ObserVJ.ng safety procedures w"zen working with electrlc.g.ty.— S o, i

¥ . b
-, < . L - - - ‘ .o . .. N . - T
. - t- @dlng radi o, J.ntercom, 'steréo, or ’I'V‘from a kJ.t. : ] ‘ A

s’ . L

T C- Assemble and -nstall an electronn.c burglarcalarm from a kJ.t .
- ’-4. ; - . ‘ W . .:
& - Know:.ng 'w"zat to do’ when an emergency problem' occurs with the electr:.c’w ’
! o-ﬁi o g _ oo ) . - “ ., .
' ' sy tem or an‘el -ectr:.c apohance.- R = T ool ®
- * . \ .
) - Cope wJ.t.n p*oblem msects and pests, includlng e U ,“ o LT
R , S L : e s
‘ T Preven g household pest vand insect pr blems. Coawe e T A
. + . - PRI
T - Dlagnos:.ng ev:.dence of pest _and. J.nsec problems. . . e T : ‘
' N N 5 . S T * L hatt
I . + 5 4 e .. - /
» PR SelectJ.ng the best pest or. J.nsect conjtrol techm.que for a gz.ven problem S
. S U pesucrﬁes and/oy J.nsectJ.cz.des safely and correct,ly S oo L
] & . . . . i ‘. ] s . ’cf'b‘ 4
S v- E-‘.xterm.nat:.ng when necessary: Pl .es e Voo T
. ) - ,4’-. ) L} [ __.:". ig‘ 4:
Ro%nts (mice,- rats, etc.)r . ) ] T
- Insects (ants, roaches, te;:'mJ.tes, etey). Tt R <
- 7 : . . . i : Co .0 CE
. o . < C. - o
- Demonstrate 'ny knowledge and skill- J.n maklng plum.bing repaJ.rs, J.ncludmg :
. . - _ C e
L. - Prevent:.ng problems J.n the plL.me.ng system oL \ > T

' . o8 = Dlagros1ng problemﬁ in the’ plumblnq v9ysi:em . _ oL e :
C el T SR
' - Correctlng plumbing problems by T o o e r

.
-
.

PAruntext provided by enic il
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S 8 Foe " ,o"y-?" \‘ - 4 & -b‘f;\“: .‘4" ;" -I’_t
e = Replaclng washers, gaskets, etc. R 2 _.® R T T
S S I R - - '.‘" '-'-» i .
: . :? Using a plumber S frJ.end" or other tecth.ques to clear blocked plume.ng._ . \;
'6;; o Adust:.ng or réplac:.ng .toz.let flush mechan:.sm. e 4' SN
> ! C S i o 1 S .p*\ STy P
B (;r Remo\f’e items ~from dr'axn traps. . _ T R A M :
. Ct : ' Y U Ll T d
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L1 = . L~ ) ) < .
- Using"shut off Valves to prevent plumbing emergencies.

T , ;,.-.--Maklng proper use of plumblng tools.; B ' -__ : v . B 3
: . o . |
N "- ‘- Observ1ng safe procedures when worklng with pluLblng._' '1“f
= Demonstrate’ my knowledge and skill in’ paperlng, palntlng; and plastering“~
‘ o “-o i 1nc1ud1n9’ S R T e \\ o o .
‘f CL Selectlng the most appropr1ate wall cover;ng for\a glven use, location
: or problem- T
: h - Selecting the correct‘paintffor a given dse,'lOCation'or problem‘ . r-
—/' ' - ~=.Selecting equ1pment best suited for applylng dlfferent\fypes of palnts
and/or for dlfferent surfaces.'. o o ".\\#
o 3;,1 Applylng palnt us1ng "- f ;:v - o S . l@:%’ :' SRS
o - Brush. f : . o ‘ " -
T < Roller. ‘ »
) P o .sp:ay. ’ l ’
. -‘Maintaining‘paintfngdeénipment. .
; —'ﬁs1ng spackle or other materials ‘to repa1r or patch walls or
T - Constructlng a wall or celllng us1ng drywall (plasterboard) ,
: . ©
- Constructlng a Wall or ce111ng us1ng'p1aster,or stucCo. i{
.‘ :. . - | i}
)
s ” . .
. . ! ! .
. i
[ /. : , ~ “.
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4 S A - HOME NU’I'RIIIONIST C
A home nutritionist is concerned with the responsible need assessment, a
‘ B pl%?ning, management and* delivery of the.nutritional aspects of ‘the home.a' . vfg
B - ~€f;- As a home.nutritionist; I'can: * ;: ?-_; L _. o f_‘ . I R
B - Demonstrate knowledge and understanding.of the basic’elements of nutritionc lﬁ;;;;;

-

T - assessing the. nutritional”needs of the people and/or animals for whom _g‘s

v
."

1 anm, respons1ble nutritionally.« - - : .?,3 o L %
‘ T_describing?the variati;ns of nutritionalineeds relative to .age, exer;. |
RN ' cise, present condition (overweight, average,.underweight), metaboiism,‘; '.3'”1

' S : S . . L e %

Y

5 L 'j‘descr;bing alternative sources for meetjng various nutritional require-_ Iy

<
v ~ 3

S ments - (vitamins, milk substitutes, etc.) e, N N . S N

o —5describing symptoms of‘Various nutritiona"de/iLiencies~or}ekces3es' R
‘;; ff_and their remedies (such as poor night vision from lack of vitamin A)e o

% describing the ramifications of ?NE restrlcted diets of which I am i:v-

]/' e 'familiar. _ . _ - ‘
- describing tire basic nutrients (fats, carb hydrates, proteins, vitamins,
. l

_and minerals) and how they are. digested an-

Y

IR by;_ | ' B R

__'— using effectively the resources vailable t

' (freezer, refrigerator, oven, mixeérs, utensi s, storage space, etc. )
. information, and money and how they’ influencl my ability to be effective.

- dealing with'a_sudden change,in-re ources.




v

—

_' .= obtaining help from social service agencies 1f my resources ‘are. limited

- . i . ‘-_-.

‘or suddenly reduced, or changed’ by emergency.' a

/’/' S - buying in bulk or in smaller quantities, depending upon the appropriate-
) ‘-'~4 e '.\ : - . -
ness-of - each to: the situation. R 4 '1,§1
-‘obtaining food from various sources, (growing ones own, - co-ops, farmers.

R 3 N & ‘a
) markets, specialty.stqres, large chain _grocery stores) e
’——selecting foods at various stages of the preparation process (i.e., "raw"
,1{ . R ) 4 N
o formktsemi-prepared, prepared, etce)e

o

L= describing positive and negative effects of special diets with which I

am faﬁiliar.

. T2

‘4-' Demonstrate my. knowledge -of different nutritional needs by:

Ty - ~

- describing how nutritional needs vary relative to age. o
> o - descriﬁing nutritional needs during pregnancy and nursing.

- describing how nutritional needs _vary relative to. body weight, exercise,
v L e 4

and environment- c o y

- Demonstrate skills associated with food preparation and storage by.
Ce : e
. - describing the methods I have used to store various kinds of foods

3 -

(canning,vfreezing, etc.).

-t", L - describing the unique properties of various food products, i.e.,

E}

leavening agents, preservatives, etc.

- describing the safety precautions and methods of dealing with emergencies

-
~

which may occur during food preparation.

- describing methods of determining the meaning and corrective. procedures )
for various cooking conditions or problems.__.' _',_j

"’_- properly using various food preparation, appliance: u:-ﬁsils,-etc.

- deseribing the meaning of terms}used in cook§ook,u

v . v [

Q c | ; ’4 . | : 4."£?&)]
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-'describing the characteristics of measurément and converting quantities‘
from one. measurement system to another. . o .-

- describing special food preparation techniques for serving large °

-
g

-numbers of people or for unusual nutritional needs such as- ethnic,

: R gourmet, fat free or food allergy diets.

s

- describing differences in food selection and preparation in various

cu1tures;' L "'h . “{/- R o vh?.-h ;@ o
- Demonstrate. skills in meeting nutritional needs outside- the home by'r k
- describing the advantages ‘and disadvantages of food sources which
might be considered while traveling.
- describing sources of food, other than restaurants, for use while

traveling or hamping (dehydrated foods, wild foods, etc.).

- =Demonstrate knowledge of food poisoning by discussing its causes. -

7

- DemoKstrate my knowledge of laws related to nutrition including content - -
- B S .

Iand.labeling laws, health and cleanliness laws, etc.:

- lTeach others good nﬁtritﬁonal practices. '

~
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) MANAGER OF HOME F’INANCE¢ B PR
) , \‘ » . N ‘_*__ . T, . ’, -
The manager of home finances is concerned with the responsible allocation - T
. Y . ~ )
and monitoring of finances related .to home and/or fam*ly management. S
As'a manager of home finances, ‘I can*i R : ;ng?,v ‘N o
TN U S T - e T
.- Plan ahead and set monetary goals. RN o el
- Budget existing funds. R Ly I P I “'/“‘
- Maintain family financial‘records.
. - Demonstrate knowIedge of the fundamentals of investment by explaining
‘ - g o . L .
f . which investments were’ made or considered and why. ' : o : . .
“a .,'.. . . (-r~ “ . v " - 7 . . ,_' . , .
- Demonstrate knowledge of the/rationale for variohs kinds and amounts
R . 5o ils- f., RPN R .
0 of insurance by inﬂigating which policies wege ?btained or considered and ‘ (~ '
v why (health, life, tenant, auto, etc ) _-J%~y-“~ _ Lo o L SR
N : . . s o . ) . , L
S Demonstrate my skills ,as., aiconsumer or moditpr of consumption by. Y ,
: - vv- ; P ;
y ’1.- buying and‘qsing.vabidus products in the commercial market.. o :
. . .- ’ ] ) ' . \» \- s, . )L ’.
’ . .
S ; knowing d&e advantages and disadvantages of vaﬁious kitchen utensils S
‘_'_-: , (n- « D T
- > 3-available.for cqpking, serving, and storing foods. )
I T2 D \_"f‘ I . .v-“;
T e wE "knawing about different cleaning products and nools--how ‘to- do the_ .
jobsmost effectivély and easil%.ﬂ : o . '_.? - cT @
7 04 avu A- knowing abodt various patent medicines and sundry items--when they
3 v : we e . oY ‘7 4 .‘ ’; .
,&:; " are needed how to determine which brand is ‘the most effective and
j"’" . g u,‘ a'j N coe . ' v . . . -
SR 'eaconomical ?and how much to use of them.: oL o
.vk# selectingwgood schools and knowing about the community resources which
R ), vF L [ . -, a . T ) ) o ) ) . ) . ’
VR . _are available. L / e -;af', S : : ' _
oL L . ° Y. - ’ c ' e ) : T v S
s s selecting andjéprchasing clothing which will be. appropriate and durat le. )
ER . . . . . .
W' ‘
- determining which repairs are most appropriately and cost effecgivel*
done by a professional. . { . f'/ﬁ{f K S .i . ' o ‘1
S R L , n
. R . g b
. “:.: Y , “A / ey, 7~ . .\ \ . B
o . Sk : A?t 3 & oo
ERIC S S

A ruitoxt provided by exic |8




52 “ .‘. - . < .

ﬂemonstrate my knowledge of laws wkich can affect familm finances by.¢

»
> . a

vt'. - describing laws related to finances and such circumstances,as death

o

divorce, child support, etc.

- describing home/business laws and procedures. fh

;- describing laws related to income taxes,/social security taxes, etc.,

L

and use them to maximize savings and/or income.

i I

A
“ '- describing social services legally available from the government or

-
e

service agencies and ‘the- process 8F . obtaining them.

Demonstrate my knowledge of real estate by:

t

‘- discussing the idis)advantages of (long and short range) buying, renting,

‘ condominium owning; etc. ) '* g f . .

2

- evaluating avneighborhood s appropriateness to family needs.

-1 L. - Ta

. when selecting a house or apartment, know how to evaluate structure,
plumbing,'wiring, sewage, etc.-" - S o
: a " . S,

Evaluate a. real estate purchase by.‘

- describing how to obtain information on taxes, loans, zoning, forece:.

T
It
¥

L S
. real estate:charges, etc. o, - , .
) . ; I Y .

- discussing the relative'importance of these factors.
‘ T . ) i : o ] o

S

‘Prepare and defend incomef%ax_returns.

>

o = describing bankruptcy laws and procedures.- : . _4', o _ 1

TAN
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" : - PROVIDER OF HOME HEALTH CARE ' '
‘The provider: of home health care is-responsible for fulfilling fhe'special
. . . 'vl ¢ .

“éhysiCal'and-emot}onal needs.of’a'person who ié‘iil or infirm py virtue 6f‘acﬁte i
" or ghroﬁié disease, bﬂ;sicélvincaéacity,»o;.Séniiity,_ T ‘
e | ‘As a p?gvidér éfzhéme ﬁéé&ﬁh éafé, Ifbég:: 
"= Provide a safe environment for a p;tiéﬁt;:iﬁclﬁding:
o ‘5 - Instailigé special'équiémenﬁ Whefe ﬁeeded‘(é:g.,'s£QWer_bars,fged'rails,'-(
A . _ . . ,

. . ) - . _ i ¥ . . Ca
etc.}). , : B e Lo : : i
= pfovide for the physical andfémotiqd%i comfort of a patient. o

- Provide for adequate'substitute'care'when I am'unayailabie; . ' . “_M_'

-

! -

- 1Identify and £i11 the special-nutritional needs of patiénts who are acutely
: , , ‘ ' e, "
)' 1iIl and/or convalescing, including: - .- o '
a . . . ]
- = Pléhning'and preparing meals to’makimize nutritional value.

.

.
8

- . i g . . . I
- Follew:~= .- ac.al diets and preparing special qmeals as requirc. - utizng
L : : : B -t ,_ Lo

condi=_z . :

FRRCR

, . . . I B A

y © ~ Enhan- .n: te appearance of food so as to stimulate lagging apr = :ce.
. Y . ‘. ) . n ) ¢ . - ) X - :

- Super—: . a patient's adherence to special diets. - X

L

- Prer o ‘fective medical care for ‘the patient; including: . r

- - 4§~:opriaté professional medical advice .when needed.

'<i¥,=; e: .gency me&icalvtrgatment‘és'gecessan;_ g

. . _ \
- ;=rizrmiing rorotine Home nursing Efocedures. S e e ~

r o o .
- . ¢ 7urting ratient to health facilities.

~ F i .xing preventive medicine. V
- Knoo =5 how tc perform»fi;st aid if nécessary.' . .
-'Admi =aring medication,as'directed by medical éractitioners.

7 . - knqy:: and recognizing symptomsfbf:change_or complication of patient's

-

cond: :iom.

ERIC ‘_’ o S .,,.:,9 A

. . . N
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: s ,
- Changing dressings. - ) . .
- Administeri@g enemas or douches. ' . 1'23 s ' ’

- Malntaln hyglenlc condltlons for the patlent, 1nc1ud1ng .
i . -_1 N T, .
i#‘

- Keeplng patlent s surroundlngs clean and germ free. . IO

- Regularly 1aundering clothing and bed linens. N

- Helplng the patlent w1th personal groomr, -- wathing hal: care, e oY =
R , . - - . -
mouth and tooth care, nalls.

- Changlng bed linens without unduly distur%aa; Lne osat anh
L - Iderzify and appropriately use resources iz oo o=l SooL.omET o#Znrioih
' the _:f= Of the patient, including:
) . s o R
Fo © z2rvices (visiting nurse associzticn; meals %~ - ziderly;

t

=" -zation to public facilities, inszitv=-cns, an - .ts; Medics--
in. hoedozaid; recording for the blind, etc.). oY .

- - . -mal services .(larde-print newspapers ard books hec..: hair car -
.2~ _ooming, home-bound teachers, etc.).

-

- - it patient_progress as needed, including: .

”

- agﬂig a thermometer to assess temperature fluctuationz.
- Knowlng/and noting symptoms of change in patlent S st,te
- Keeplng recordsoof medlcatlon glven and not1ng 51de-e::ec S, if any.

- Recognlze and prov1de for the psychologlcal and socizl needs of the ill’

- ’
N g

and/or elderly, 1nc1uding ;

; Deallng y;th anxlety, depression;-loneliness;,fear. e .
':-'ProQidrné;horaljsnpportfa" '1';} : . | ) e Wif
'r: o _ +‘Knowing whenito a11§§ vieitore-and when not. i | : _;f" - S n

‘ -'Deallng openly.and honestly w1th lllness and/or the p05513111ty of death L
T e - : L . S i 3N ”

EI{I(j'l . o ': Fﬁlikif fid. - '_h : | CL B E

Aruitoxt provided by Eic:
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. - Pia‘n for én'd help p:ati'en‘t enjoy’appropriafe exercise and ricreatior_x.
- - Encourag,e and a1d in the develo_pment of self-suffic1ency

forg\{1
_ oatlent wltiun the- l\-n ‘te of hls/her illne . )

- ess. . ‘ |
M R . . + ) . .“ ; P
BN ~
- - .. Malntaln needed sur . es for t:ze_pai;ient, inc;ud_’.:zge_ N
- Keep ng med1c1ne. ani  rsvz o3 sﬁpplies on han- .

s " Shopping' for personal -item: - _*ulred by pat...:z. .
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ADMINISTRATOR/MANAGER .

The administrator/manager is concerned with the development and/or :

- implementatlon.of program(s) involving paid and/or volunteer staff. This

-

N involves the utiléfation of people, material money and time. There are two

[N

}“ types of administrator/managers., those concerned with the total functioning of
b an, organization, and those concerned with the functioning of a particular !
- v .

L project within the program. o o .
| ol In carrying out my responsibllity as an administrator/manager I can:
. - Develqp long-range goals and objectf@esxthat foster organizational growth
. ‘ v
" B and continuity. = ‘gx;? | .. '_', S - ;'L - (J‘ -
‘ -y‘ ‘Develop specific goals and plans for a specific project.
o= Identify the method of evaluating effectiveness in meeting the goals ot
: . v
' ‘/and objectives; . - R : BN | : ' | . '. ,
) {‘_- . Identify the resources inﬂpersonnel money, mdterials, time and authority
L needed to accomplish the established Ebjectives. _ ¢ )
- Establish priorities based on the imp rtance of each objec;ive to goal )
attainment_and on the resou;ces available. } ;
.--;' Identify needs and opportunities for volunteer service.' ‘ ,
. f- Enlist the support of the governing body and staff in the utilization“
R of - volunteers. h o - )
- Interpret the organization and‘its systems for: the delivery of services— -
| to the public and to people in need of . assistance (see Public Relations). .
.7‘4 ' Work creatively within the structure of relationships and_the setting of
T | . the organization, i. e., local agency.to nationai office, etc._'a .% '

s

- -. Be aware of the effects of ihanging socioeconomic conditions,'cultural

R

patterns,,and xnowl;dge about the”’ helping professions and their effects

3

ff_
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v

- Organize the program or project ingo its components parts and determine

the sequence in which ‘these activities need to be performed.

b '

- Develop and utilize flow/charts, PERT charts, and other visual materials ’
-
.‘fto describe the program’s or project’s work flow. ' ' _ R L N
- ArticLlate the philosophy ofbthe organi;ation." : | . %}
- &;e\problem sol¥ing and decision_making skills. S -
';KIQ; ~_‘bevelop’and work.uithin.an agenda, L -
r a'téhl. Identify channels” to change.(see‘Advocate/Change AgEnt)
”_xi\a" Determlne ‘the need for and develop alternative plans to meet- emergencies.
;._} Delegate responsibility and establish accountability-methods to determine )
if these responsibiliti(es have been met. . - . ‘ |
= . Desiiibe#and use techniques which will elicit new ideas and'proposals.
5"; --Soli?ﬁt and make consttuctive usé of negative and positive feedbackr
.- .hanage,eﬁfectively in high pressure sZtuations. - ) l L.
\\1 : ;’i WUse techniques for crisis management and describe why different types “of
’ ‘ .crises require different techniques. R
- Use methods of conflict resolution and describe‘when they are appropriate.f . .
- Establish effective c0mmunications throughout the organization. - i .§§§
- Coordinate the execution'of simultaneous projects v ' _ ‘: v ;
. AR S . ‘ . 2
- Establish mechanisms for coordination. - ' ) ' ' )
_ '-’betermine-mhen coordination is needed. ' '
3 iv', Serve as a spokesperson;for the organization (see Public Relations)
- Meet accountability demandg of others by preparing reports which’ include 3
_ ; ualuation -of 5ucc}ss in meeting ob;ectives. . ‘
. ¥ v

» - N . Y . )
" —arecords of financial sb&tus; _ . . : e
. 3 . . . '” ' ‘I E . . . 2. p B
- ~ data on timé and personnel utilization.. _ N
> : . T L RS

v R
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. T < . -

- Prepare written summaries of project and organizational accomplishment

(see Public Relations) S e .
;

. ’

. T : .

- Develop staffing plans (see Personnel Manager). :
.
-, Prepare and use a budget (Financial Manager). o
' . . - - ]
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a8 *lADVdCATﬁ/CHANGE AGENT . . .

o s s . . .4 . _ . ’ S
. R Advocacy is an activity on behalf of" an individual, a: group, or an R

- . : " \\ T . " N .
iSSue Which is designed to’ improve conditions, programs, ox services- Advocates

Eo

. g’ ULTIRE . ,

o lwork in areas such as . legal ri hts, housing, education, environment, and social
. : . ¢ ¥ . e . : . .
o welfare and attempt to chang mprove existing condiﬁions. o e

\fifa' In,carrying Put my work as an advocatelchange agent T can' ;o ' o

2% - '

Identify areasswhere change is needed (séﬁ Program Surveyor for,related
Do R - '“‘ ~ : : L '
. e - .
_ ; o, N
T ‘ : o B " : - C
Lt - Select methods and‘igta which will document the need for change (see - A
.."__\ }f B .

skillsl‘

i . A

-

R \Researcher and Program Surveyor for.r:lated skills).»
’ -’u_‘Define and delimit—the basic issues in: a problem area.~,f, o o -, P

"‘- 4>Demons\rate\:nowledge of the basic concepts relevant td an issue inb'

‘ 5 N o e ST
fields’ such as..,o_‘fs ST ‘ D T
R K] S 3 . . * . - - :

.3- legal rights (civil and cri &al) ; S

nh,_ housi&g . community Planning' S B

1 . : e o
{ - R

- education.(,,*.w\ €7 S T T " ',f;?

T
R i . .
AN A . PR T . ) . EE . I
© .0 g emvirommemt.. - . . S s SRR R
e - welfare and social services. ] K . . :
L - . : N -

I3 ‘ N

‘5-;,;ulDeScr1be the P“blic Policy“issues relevant to a ngblam.. L R
"' Surtp. ] *ﬁ% T e N

RN

<-”?3_Demonstrate knowledge of the processe5aofgcnange'using {

e .
o ¢

s theoretical model(s). ' o ‘-] L ?: ;‘ . ll?,'l - e E C T

. - real-life examples.
. . .

= Describe methods which can be usef
- lobby1ng; o

T~ political campaigns.ﬁ;

— iblic relations._ S T S Sl T e




_a specific problem area. g'l

:Draft model legislation.

. '

L{

goVernment officials, and legislators) who can help to implement change in

'

\\'

“proposed changes. V.F:M .;‘

v

2

T
v,

o

: _ldentify significant individuals and groups (such\

"Build gpod working relationships with those who will be affected by

.pro and con)’ and describe their position in relaxion to the problem.

l
«

as . community leaders,

Identify potential allies and select techniques which will enlist their

Y

Isupport. ?'“'f - *Hf-‘

P

their plans=and arguments. -

used to. implement change.’ | o

N

~

\

.related skills) - ___- e
Reim ﬁor related skills)

. Bl
%*ReEeﬁrdher for related skills)
"TT""“‘

(local, state or federal)

Monitor legislative_bodies'

relevant to the problem.

~

JPlan and organize coalition”building.'f

¥

-

P

-

.

L]

s e "

,‘>3'
3

' Demonstrate knodledge ofuthe‘laws and customs'applying to lobbyinga.

Identify potential sources of financial support (see Fund Raiser and

- Obtain financial support for a cause -or program (see&Fund Raiser and

2

-A,Demonstrate understanding of” the - legislative process and how it,can\be
J . . LN

i

5
'Use communication skil%? to persuade others (see Public Relations for'

,.public institutions' and/agenciesf actions

]

Identify opposition groups and select techniques which will best: counter

-Build good working relationships with 1egislators and government officials‘

N



O

ERIC -
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'Present arguments and_evidence_to support‘a position (eee Public ﬁelations
. and Researcher for related skills) )
'JKeep others informed about progress’ using i ;} ’
- verbal communication. :_ i " - ' B
—_gritten communication (see Public Re Jions for related skill%), .
Train others to develop advocate/change agent skills (see Trainér for
: ' ' ~ g :
related skills).
. Develoojtechniquestto{maintain change» ‘
. , R : "
- {
-]
. . L
' + v
- ) \
B " : : :
. ‘ 4 .
RS - . *
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3 B |
. A . A BENEFIT SALES WORKER
s » s T
. . - /,".- . .
| A beneflt sales worker organlzes, runs or helps to run an effort to .
ralse funds by se111ng a product.or serV1ce (see Fund Ralser)
'55_ " As a beneflt sdles worker, ‘t can:
- Develop spec1f1c goals for the activity, operat1ng W1th1n constra1nts
L "of avallable t1me, space, and pérsonnel
: ') ‘ .
- Assess potentlal markets for products or serv1ces.' : . ,
4 - ~Evaluate buyer behavlor and consumptlon patterns. _ _
R Survey and choose among suppllers of products and services on the bas1s of
T Quallty of product or serv1ce. )
u - - ’ . o . . 0 N
- Appropriateness to potential,market. '
_ . ; Rt el
- . . . ~ t
- Cost. . R o . - . ' .
: ' ' - S ' ) ‘e
,'f‘Reliability. e :
- Ma1nta1n correspondence with suppllers and sales aud1ence. S
: D ] , o -
S - Purchase,.develop, or superv1se development of products or serv1ces for -
' {' POtentlal sale. -’]g’- - ,c o _ ', D ,1 L .
- - Organlze actlvaty 1nto component parts and determlne the sequence 1n
. . ot L~ .
whlch the act1v1t1es must be performed T ‘-
Co ’ ’ C ] - ] ¥
- Plan and prepare budgets. c - ' :
- Demonstrate knowledge of and make approprlate use of buslness forms, 1nc1ud1ng~
- Purchase orders. Co - 'f B o _ v BT : 2
y ;'-'Receipts; L ) SRR .
. e, ‘- . . . - P . . .’:.' . ,.’.
N - sales slips. BERERE . o T
- Bookkeéping'ledgers. ta - oo . L
: : 1 L
- . . . . - R

v oc M Y
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Establish and_maintain'quality control‘procedhres.

- Typewriter. = o

L Hand caléulator. '

' - Advertising.

63

. : . : _‘)
' . . . . B :
. .

-

-Demonstrate knowledge of bas1c bookkeeplng technlques and accountlng

procedures.. A . ' e

Determlne prices of products or serv1ces on the bzs:+ I cost and

overhead factors. : : ]." o j R

LY

Plan and carry out a_program of‘7ublicity for th: :z:z:- 2t or service,

‘(see Publlc Relatlons/Communlcator), 1nc1ud1ng

_~.Esfab11sh relatlons w1th approprlate medla -—r. . TV, newspapers.
- Prepare qopy for pub11c1ty artlcles and adve sements in medla.‘

.= Design dlsplays, posters.

-‘Photograph products or serv1ces for medla.

: . v - L, .
Demonstrate knowledge and;understandlng of requlations =- tax laws, sales

~

.permits;jleases, etc. == which affect fund raising.

. . . . ‘sa . N
Demonstrate knowledge ahd use of simple business machines, including:

= Copier. o ' o

HCash register."- : _— L

Addlng machlne.

1
.
.

Coordlnate the executlon of 31mu1taneous act1v1t1es. : L

{

.

- - Publicity. N B : P
- 'Pricing. . A '
© .+ Selling: S i
e g -
3 A ) é{?{ \
*'\‘-‘f" ’
[
. e a ¢ ) .\’ o »
‘. [T )
) Lf(ka : l,
. i

Perform, arrange for or oversee performance of aux111ary functlons, including}



‘ . . 64, ‘
" \ * . 7 ‘ . ' '
»'-‘Bankiné._»' N | P | .\.\,\ . )
o . - . A . ’ : [ \\, .. ’
o - Janitorial.'-. : " | . E>. o e \

'-ﬁRecord”keeping.'
7 . Estatl}shxproeedureé to,mohiter,?ersonnel;'meney, and materials (séé'
, | -Financial @eneger)} |
- Treinbethers injesta. - d procedures.__

- Deal effectlvely witi. cee-omers, 1nclud1ng

C- Prov1d1ng 1nformatlon about products or serv1ces.-
&

Explalnlng prlclng oollcles.

Establlshlng procecures for return or repayment of ;ducts-or'services,

Handllng complaints. . : L . ﬂ' : -
- _Establish_and_maintain records,'indludiﬁg:

Profit/loss statements;
- Expendltures, in&bme.?f_!" .y e o -

s : . PR ‘ : ; '

C - Perlod154'eports to sponsorlng agen01es, other constltuen01es.

.
.
A

ERI
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direct others.to-lnformatlon_and'servrces avallable-from public and privat;

As a’ spec1allst in communlty resources I know, can use, and. can‘

. " ’ COMMUNITY RESQURCES SPECIA;}ST

a

organizations and agencies.

- Emergency med1cal’serv1ces.

‘Serve as,a-"sound1n§ board" for those Wlth problems (see Counselor)

Demonstrate my familiarity with my community.’

Identify local resources and7seerceslto'help'with:

'Drug, alcohol,

Food services..

'Legalaproblems;
F] .

Financial problems.

Consumer problems

¢

Problems of‘age, sex, or race discrimination.'j

S

. . 2R
Pollce services. - -
Fire services.

Crisis centeY¥s.

"Hotlines".

.Transportation services. -

’ >

[}

v’sicel”health neeos and problems.\

'-Prov1de moral support (see Counselor)

. y

- As a commufiity resources specialist, I can:"

A

LY

Encourage the development of .common sense."

T

~

o

. show compass1on for those w1th problems (see Counselor)

or other substenc?(dependence problems.

2

. 7

: l
'Descrlbe the avallable resources for deallng with emergenc1es-
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. ) . Y. K2
. . . . N i -
- Prepare and i.- fn . s and samilies to deal‘with a Srisis or
disaster. .

= . Identify and B Arme o resources to locatd community fzcilities
and services. ! . L : DI
' - v i L . : . o . = r. . tr
‘T  Use contacts con 7 Stive. - aen seeking .assistance with a. problem. -

- Identify those p: e ir “zicaunity agencies, organizations, and ser  ces

who can help me -ut thro-. - “red tape." .
] . N . 'I. - .
- Identify, us:, eadi diracz ¢ aers td legal‘services:i *
.~ Adoption.. . . L ;
' = Alimohy. ) . ’ ) . . _ ' - C .
oy .. . o 17 ‘ . , S
ff-ChiIé support. . - ' s . ' y
'-'v . . : ! 4
- Divorce/separation. I i
' R - Domestic court: R o IR o ' o
X - . . . ': . 4 ’ .
" -?Juvenile court.-
- Probation. ' . - :
b . - . e . ' | .
-7 .. - small claizs courts. o . _ o,
v 3 . . ', : v . - ) . T " /. ) N . . . i~
(See Legal Rights Specialisc.) L : : o v T
. S ‘ff,, : ' R SR ; ;y . .  P o - ; .
.= . *Think'.and behave rationally when .degl ng-with an emergency. : .
. o - ] - ) - » e T . . < i : f
L s e .. A o ? o :
s= uSet.prlorlgles in handling an emergency. o, o
o= Dévelop support systems .to deal.with_emprgencies.- .
e ' g ' o oW T s Tt o N
1_'- Teachyothers;pro edures to deal with emergencies. . . S .
-~ Can identify apd,direct otiérs to?gSﬁrﬁes'ofifbdd,.ciothigg and gpelte:
w a0 N e . .. A ' . \
S ' o during persondl érises or imercencies.. - . - ¢ - -,j/; IR -
‘.-’ .. * .. ’ . Tl L2 - ’ . . ..
-~ i» Identify community resourcas that .can supplement what- a «family has availabia:
& o B R . oo e g ¢
#‘ . =.Social services. - \ ' Y L o -
i A : B N i : - v _ .
f -/\f-_Educatlonal facilities -ancd programs. .. - @ I S - = o
Lo 3:\‘ .‘ e > . A .. . L : , | / B E , : ‘ )
o _
' . 5

ERIC ~ .
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i . A' - - )
v e \ .
- N * .
¢ . L - : TR T ) ’ s
' .- jious. facilities and programs. = - o - !
. . : ’ . PR Y s
.o - ural facilities and programs;]
o . w
I
T _ -~ -’ary and other Informational faCilities and programs
- " N *’ ) i ] ————
._nsportation programs. ' U B . -
. ¢ " " ’ ' t B o .
- 7 yeenm tify and use reﬁeurces relevant to different cultural, ethni" 1"d

.Tious harﬂtages. : . L -

~ . ’\.\'\ . ; . e .
. - oose o -

najorconsiderations in selecting:
~ . 3 .

) . ‘ . . A .
-2 Tuoams for emergencies,
. "‘J'
el TIoe ~vices.
© &% iroze igious centerg. . T
. . . . A - .
- Fuo or‘mdgtuary services. ,
- - Le¢.. services. = © . . . L

Health care personnel, facilitieS'and servicesf" T

“ - Identify, use, ‘and’ direct others;to counseling serVices- ’ S

K ->Employment. T !

.. - Education.. N e S E oy

g‘ = Emotional personal problems. ' D St .
e - Programs for the elderly. - o o ' 1'7'.(_ LA
. . - Programs for wdmen. L L G . 2 L.
o - : . - . ) . . T S e ¢

- -'Descripe he various kindS’of federal and state a available for people,

v .who are eligible, and how to’ obtain this ass1stance. N D
I R . _ o : ;

. e Ald»tO dependent -childrer. o e St

Q

tor - . Tt L , ,
“* - Social Security. - . . . B S o
» . v . - B
" . . [~ Unemplcyment comperisatiori. . I . . S
o - . e o
. =~ Medicera/Medicaid. ... - /- SRR : -
. , : : oL . _ .
. B Lt . A N _(l ] . : ;
- -Food stamps. -~ . Lt - ) ‘ \
.o e IR R ' s -

4
a4t
«
<
.
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-". F :
Iderzify, use and refer others to tenanz':- righ:

block :ssocidtions and other "grass oo To

socia’ -hange3(see Advocate/Change Acan=-:
. N B , . ) ) s

Deme _:zzte my awareness of governme:

. [y .
Ex ‘wrn2rs dentify funding source: . cai.

S te2 commanity.. ..

.

4 ) . ‘. . . L
N *.:rs in daveloping proposals to obtain

" .

~

Toulams and gerviqes (see'Fund Raiser).‘

' .
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T Y .+ . l_ HTS SPECIALIST  ° .
. . -« < . v P
S e PR o : '
L Consumer gights sz a4t a¥le.-to eval. = :the quality -"‘ccods 3
4 j‘ \ . -A. . 2 ‘.42', * \ . '. .
and serV1ces,uselect goL . o zes wisely, d: ine if oonsumets are
. ‘ , o R : . k -
. belng treated 1n a just z.rnner, .. J?téin€3ssist;\ an consumer‘ggoblemsf £

- A3 . RO ““

’ As a consumer rlghtf special: . I"cah; N . g : V-
. . “ . S G . : .
- Evaluete the‘quallty of the nu. “hases I make o v . -

N ) Y L " o - Lo
\ l. : " : ) - . .I‘4
. - Clothing and other :-. e ‘curtains, lin.

- Housing.’ L

o - gousehold items .apr_iznce:. -u-mitiure; etc. ; .-
. : o= .
P . . - : ! ‘
.- Automobiles., : o
’ - ‘”. - ﬂ ', ’ . i
) e - Chlldren s toys ﬂgd'games.. N
. . . . . « . B
. - Se ices (Chlld care . 1nstsa”-s, ;epaurs, etc.k_wq R
.t 'h . e , & , ’
R Determlne from among several iter 5 of comparable quallty, whlch is .the -

besﬁ-buy, taklng 1nto cons1cerat on:

s . c N S ) o - k ' T
. =L -ICost. .o o o o . L. . \
oL . ¢ o . T - - v ’ . . N - o ) - .

R .7 6&;5bi;i&y; _ R

. - 2 *
- Frequency of use. . _ e
. - \‘ o . SRR . ) . R .
- Type of use. - R ' !
[ . ) ! R . A

.- i' . -‘Styie,and'qpher changes, S . '.}v' ‘ o kA e
‘. * S : ’

- Use unit prlclng and other technlques to compare costs of. 1tems sola
\ .. _in dlfferent amouots end quantitles. A>‘; S e L |
- ;- _ Detect potential health and;safety hazards in items eﬁd evoidszrchasingh-/'
", b‘.,theh: .s’-” v"‘.; < o B je - v . Ta .

N ¢

... - Food. . ' | St ML L e

o S g B . . _ o _
o 2 - Clothing and textiles ’cuttalns, llnens, ru&g, etc ) i Lo

oo

| . ’ _ . S - . LI . . : TR

4 ' - Housing. . -, . . - S ° : A T
o g )._. ,"_ s ] ! \‘b 3 - B} . . “4 ] e . . - ;
- Household i ems (app lences, furnlture, etc ) .ﬂ 2
.. ) £y ‘. . R . + - . . . . . . .t '.' S -

1 ‘f,"-T‘-——_— . » , . . ) . -.>; : _-’_- . :_':\ r::,. N \ . . " S
Q . . . . . ST ' 4»".(3 1.7 e .

P o S -
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o« L Yhf. s o, S '

. . . ¢ ,
: ; ..70 14 | N
’ p * .
1 ) "/
Y 2 -.
™ ' R - Ty A :
- ‘Auctomobiles. R ' A L Vo
- 'Ch_ldren's toys and games. . uﬁﬂ/ S : S
LR N , . . / . . . s .
~ Services. . ° . R .-
Locate, use,and d1rect others to lnformatlon resources whlch-can help w1th
- Evaluatlng the quallty Of goods and services.. . N
7 o C el
- Evaluatlng health ﬁnd safety ha ds in goods and services..

.

- Identifylng best buys,~sav1ngs in costs, etc. o

;

P4
R

t
Iuentmfy,-use and dlrect others to groups and organlzatlons which can help

o

them w1th consum@r problems (see Communlty Resources Speclallst)

o
&

Organlze or take part in*a food cooperatrye in order to achleve sav1ngs in

. ) .

cost of grocery 1tems. T : '
" P S ST

Organize or use other cooperatives.to achieve savings.”

;

Select llVlng quarters to meet my , famlly s needs and clrcumstances. o
LTt N . B
Descrlbe my rlghts and respon51b111t1es as, a tenant ,

B s

Help others obtaln the1r r1ghts as tenants. S ’

Descrlbe myorlghts and respons1b111ties‘as a home- owner. ..

‘ o | o N . S
YRead and interpret a: S . o & L
- Lease. B
. ) — . , . ¢ . - . . .
- Contract. s . A e
- S . 7 7 o \ R e
- Warranty. L . . PR
(See Legal Rights'specialist.) ' _ ' ;L’ i
’~>Know what recourse a consumer has when: ; B .
- A purchase does ﬁ/t function properly. : B
L= ‘An item cannot be\re 1red.- o
. v ' i - - . ' * . . .
-2 purchase has health.or,safety hazards. . - .
L N T Yy ~
= An item or service purchased is not as advertised. s
- . o e e
¢ . . o R
¢ s
- ® . - -
3 3
" - . , - .V ’ g
.:v o ) . _‘! . . ) e L K& - . B
e : ;( N

«?
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. . v Y : . ] R
b SRR S VAR g
. . : - / a ¢
i ' ’ i . ¥
- Serv1ces are not pe;formed as agreed or prom1sed ~
. r . 2
(See Legal Rights Spec1a11st ) N - .
- -'erlect stores and sezv;ces>that best meet my famlly S needs and
. . B R . u .v'"
nc1rcum§tances : o - . o
R Locatezt e true "discount” stores. : P o .
| * o 3 . )
= 'Select 1nsurance policies and plans that are most approprlate to my
s ) ‘:~ o . . - ! U .
- famlly S/Reeds and c1rcumstances. : »
. ‘ : : v : , - °a 3 -
i - - Llfe o ‘ cL T oae - '
/ : ’ ’ ' '
e X - . ’ o W
o - Health. . ' ‘
Ao ' . ° ‘ f <, 3
. \ ) . e ’ -~ .
- Home. : S .
. \ .v ! . b I3 )
. - Automobile. _ ¢
o o : . o . .
. - -.Use.my taledts as resources by:, N I
: ‘ . . L '
e '-’M?xlng, alter1 g, and repa1r1ng clothlng for famll members (see
. Clothlng and Textile Spec1a11st) '
- Cannlng,,free21ng and other home preparation of food. : f ; Sy
° . I A 3 A . ‘ -
e f'Maklng s1mple home repa1rs (see Home Mglntenance Techn1c1an)
R Mﬁklng household furn1sh1ngs (bookpases, curta1ns, furniture, slip;
covers,‘etc.). 2 .
3 Tradlng my. serV1ces or goods which I have produced to ‘obtain other
. ° goods or services® s ; °
- afSelect bank accounts, sav1ng$ plans, and 1nvestments that best meet my’
‘ o famlly s néed§ and c1rcumstances (see Home Flnanc1al Manager).
. . L . . . ! s
’ o= Identlfy,(use, and d1rect others to fnee or low-cost public servicesi .
Can T ’,(see,CQmmun;ty Resources Specialist). N e -
. t. ! L. . T o7 N B I PR
- Analyze' advertising and identify misleading materjal. ‘ LRI
) . L - .-3 . S . S
- H N : " f’
f N e '-’ AN L4 A,, o s ) “__.
IR S R b . . o . ) ) : . . s ) [) ‘ .
\) ' _q - ’ ,l‘ - A o ', LY ‘?“l.'d _.‘}v”
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- Analyze sales promotlons and determlne 1f real sav1ngs are avallable.

Ny

- Investlgate credlt optlons and select those most approprlate to my

o

- . famlly s needs and 01rcumstances. o AN

'

-4

-t

. =T Use credlt cards and other forms of cred1t w1sely oo
. ‘r Lo
= ‘ ‘."’ s ’ L » . R
- Know when to avoid credit and loans. . e Lo
. B N , oy ) ) N : . ;o .
e ,Descrlbe.how to shop for a loan:or mortgage. ° L s
/ T o o Co ® ‘ . ' . R . '. L .
, « N } ) ’ . L R . . . o ) . Aﬁ}
S _ . . oyl : ' , s
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WLl [)cotmsmok,_-

Counselors advise people who are seeking help ‘and- assistanc

o

@roblem.- Informal counseling often occurs in conjunctifn with oth r’ activities, { s

LI

such as managing personnel or serving as -an advocate/change agent. Formal

‘counseling programs frequentl\_;equire training priG? to beginning work-: ' _1 :?.‘ﬁ
Paraprofessionals and volunteers 4in these programs tYPically work under R "
';v; @the supetvision of a professional., ff_ul‘ f"3'-' ‘7f_' . 'E ' —/}i - .

~ <

e T In my work as a counselor, I.can:

o T - 2

- Establish rapport with the pers G.seeking advice.i o o .'v;
.. . A . : E ) .«'_ e )
.= . Use techniques which help/pEGpi: to talk spontggeously by" /o e

- selecting an @ppfopriate physical setting for counseling.'

- showing receptiveness by giving attention and by listening care ully.
. A using reinforcements (both verbal and nonverbal for encourage
"-and support. ' g £ <
"}escr bing how.facial expression,vposture; and t:ne-of-voice affectb
) commu" at on. _. ' pk,_ .,_; ; : | ‘::- : ,: R . )
/21" th:{Build clienE(confidence‘toward the counseling agegc .d f{ "'; 'i . .,"
thn“Demon::ratevm questioning&skills by: J S ';’;. S C, ! | 'gl
S . — . . : ‘ _
L ;"vf using exploratozy questions to-obﬁain Background informationm‘; -
: .-;l”; :-'kiowing how and why to ‘use open-ended questions. J})é | ﬁjvf
- usinglprobing}techniques tgﬁggyain further inform tion. ‘.{
_ f_.efdescribing two-step probing and its use.’ '
R i
. "lﬁf adapting my questioning to the bagkground of" the ;erson and ‘to the
, ' f;e': 'nature of the problem- o o ' '
) e;using double-edged questions tojhelp(indiwiduals.ohtain'greater.insight. iﬁ“}
'fh;d;{i_'i-'avoiding leading questions. -d_gh . 7"'; 1 ;f v - i L
T g e ; e R - il'




- phrasing questions so as to help the respondent "save face.

:'Demonstrate my listening skills by.

' is used. ©
i.are based. FE :-J . s
'l-: confidentiality.

'_tions by SR 7 .

- using methods of values clarification.u('

r .

- ,-744

- using sof tening techniques when using direct questions.

¢ _/

PR Y

- describing the ‘qualities whigh make for an. effective listener.
®

- showing how my obf%ctives (both long range and short range) as a -

listener influence my listening approach.

f'v- using techniques to determine 1f what I have- heard is what the person

. wanted me to hear.

- . . N

'-~using techniques to give listening feedback.

, -

Describe different counseling‘techniques and show how and when each . Lo~

p -

Describe the ps’chological theories on. which different counseling techniquesl
i

[ : . : R . . PR .

.7

Demonstrate my awareness ‘of - the legal and ethical problems related to
‘l.

LI | .o . RS

a;Demonstrate techniques to control the interchanges in counseling situa-

/.4'
H

- using techniques ‘to expand ‘or limit the focus of the»discussion as needed.;

- using methods to help a person expand the options under cons1deration.

-

depdtibing how to determine when a situation needs to be referred to'J

i

-'others.'

1

discussing various approaches to decieion making and the rationale

. . - Ty
for each.. =~ . - T, A

A} . . : . . . LI

‘controlling the pacing of'the7interchange.f

using-techniques to‘exclude irrelevant'detail.v

x

“using interview giides when appropriate to structure the situation.



75 -

- Identify an individual’s problems and difficulties'by_a variety of methods,

such. as: - A .
I P . " ¢~

y - question and interview an individual to obtain infotmation.'

observe an individual's interactions. with others or’ performance to

identify Problems-=t c . ' ;J-r i\\. « - | . o

work with an individual's family, co-workers, teachers, or others

V to. identify problems. _ e

@

.“ A . use tests or other diagnostic deVices to identify problems.

:

- Take notes unobtrusively during counseling or an interview, and use these~
';notes later in dealing with the client s problem..
- Describe the kinds of information necessary to handle different types
of counseling problems...' ;‘ .'. *
e Interpret data and use it in‘counseling, such as'

- interview‘and background., ';

~ 'r-,'ﬂobs_erya.gioaaifda'cak'_ . . o
" _other. (Specify)

”l‘—” Dosreferral counseling, such as: ';'
,_szif: 4> - build resources for referral. - o
;'::lbﬁ fi - describe methods and consideration in: using referral resdurces.

_- use appropriate techniques for people seeking help for themselves

. . . . .
.

and for others.

- demonstrate the special skills needed in phone referral counseling.

1 S .

.= . .Do intake -or entrance interviewing, screening, and placement.

. -

4

]

‘f; . .Determine" the urgency of a problemzor’concern-and handle it appropriately.

- . v . ' : . . . -




"-=. Handle crisis intervention by:

s_identifying cfisis situations. S » '

- dealing pro-actively with the people surrounding the crisis.

describing responses.to different kinds of crisis situations.

4 - ]

demonstrating my ability to prioritize in handlipg‘a crisis and thé

.

factors to be considered. oo o : ' . R h -

-~ describing the special skills needed for dealing with particular crises

e :
‘-

situations, ‘such as:

. R - alcohol problem§i:"~' R . | e
B - drug problems. ..}’ : _ ; “ : .;
oa;ﬁ o .- disasters (earthquake, flood,'etc )]
,- poisoning. _-f . .: f- ’
: .f rape. K .~_ . o o iaf; .f ‘. _; ::; h; ,ﬁp:u:% ‘

- . T . . ot © - ~
~al N . . . .

‘ / other. (Specify)

’

~

. ’ ‘ ' \ ‘4 :
- Demonstrate techniques for dealing with people who complicate a crisis .
'situation rather than aiding it. ’ o
L . ' \ _ .
- Demonstrate the. skills required in career counseling and life guidance by.

- Using tests and other devices to asSess aptitudes and interests.

N

- describing res/urces which can be used to. assess interests and determine

alternatives."f LY S '
Lo , R . _
- using methods to, implement and . follow-up decisions.

- Demonstrate the skills used in intensive individual counseling, group‘

counseling, and therapy situations by.
- describing the cues which can be used to assess state (emotional

. g

physical, etc. ). \i < . o C e




LR

7 R

distinguishing between techniques appropriate for group and individual

(_htx.:m
counseling or therapy.

. N . . .
describ ng the cues which. can be used to determine the effectiveness -

of counseling.

demonstrating skills which support professional counseling\\

. - { -

_ s
'using special techniques in group counseling to develop group solidarity,

i-to deal with group conflict resolution, and to elicit self-disc osure,

. 5
eth_ B

using cues’ to- help understand group processes ‘and interaction.

-

. . . . ~
LY b t

liég.

demonstrating skills used as support for professional counse

:

v
. S\
3 ! ’ o . .
\ _ ’ ST
. -~ . . -
- o
b -
‘ . / P
~ J FU ¢
\ /A ; > -~

"\.' L
o

-

T
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' EMERGENCY MEDICAL TE TECHNICIAN )
As -an - emergency medlcal techn1c1an, f can:
- ";Care for'a pat1ent promptly and eff1c1ently at the scene of an’ acc1dent,
- Analy21ng tHe total 51tuatlon and recogn121ng the potential problems
,\ - Settlng nrlarltles under stress.’ ‘ N -
<\'o'f Attending.to life-tﬁreatening'emergencies‘first.‘ _ .
) e Providing fOrvthe safety and protection of the_patient oarinb §fr .
" ) ‘, - ' lnjuries, | ‘ | . _. e | . \ R Y
_ \\ . “} Searchinggfo?-pedicai identification information. ' ‘ ‘. A AN »ff///fd
- Controi anfacoident soenep inoluding:.u ._' |
Co- ﬁxamining patient for ingnries.. | . r
- Renoving patient‘from lifeethreatening“situations;i:h:;:2 . .
b‘:i - Exeréising carexin:handling amoulancei : ’: : /}_*,‘f'__ ; - g
Q \f | :\ -.Deallng with bystanders; takrng hlstory‘from bystanders,vrf necessary )
- ¥'Assum1ng subordlnate role zf?phys1c1an is present »
‘ —fCorrectlng ilfe-threatenlng problems and 1mmob11121ng 1njured parts.
3-.Extr1cat1ng patlent so as to m1n1mlze damage to 1ngured parts.
f—“Respond ko patlent s and famlly s needs for qomfort a?d reassurznce.:
. - Prov1de safe and eff1c1ent transport and contlnulng caye of pat1ent on the
way to the'hospltal, 1nclud1ng: i S, - ; _ -
- ‘ . LR - i . o TN\
-'Driying eﬁergenoy vehicle carefully to minimigebdisturbance to pPatient.
T~ xnowing andFabidino b§ iaws and’trafﬁio'regqlations pertaining’to
ambulances. s. - R 3 o | |
- Kno;lng eff1c1ent routesband alternate routes to the hospftal |
-‘Maklng prope: use of llghts and sirens. . . R t‘_ .
w . : - ) )
) N o ,

s v .



ERIC

Aruitoxt provided by Eic:

. E . . - . T . . . . .
. . . . D . -
€ l, . N . . . -

- Riding in combartmentﬁwith patient.

. . . R .:" ) . .' . A -
- Continually observing and protecting-patient - N . .
I4 . i - : . : o o
- Admlnlsterlng care as 1nd1cated or, 1nstructed ' o ' &

'.P¥OV1de orderly transfer of patrent ahd patlent 1nformat10n to hospltal

.

emergency department, 1nc1ud1ng.‘ _]' ’ o Lo ?- . v
A : N 4 A ; - J

-.Communleatlng vital-infbrmation; : - /[v B ' . S

-‘Dellverlng patlent to emergency department.

- . . L

- Alertlng emergency room to potentlally high prrorrty srtuations..

'S

- Xssrstrng~em§rgency departmept staff aserequésted .
’ / o e . R . ’

- Complylng W1th hospltal regulatrons.~ oo o E

’ . N N . '. . ' i -' . ’l
Perform cggmunlcatlon functlons, 1nclud1ng- ' ' ' ' ' o
. L . - P . _ L~
—,Dlspatchrng ambulances. o B . f'. . ”]* S . ‘

‘ : ’ o . . X . ’ . o

- Reauestlng add1t10nal resources (polrce or\flre) = . . T o

. Bw. 3 - a.'
Alertlng emergency room perSQQgel of arr1va1 and cpndltron of patrent

- Operatlng radlo communrcatlons equ1pment SN . ‘f ' . fﬁ
t . o . - /:

Follow\ng Federal(Communrcatlons Commrssron (FCC) regulatlons concernrng

R . . .- . . . \ ‘- )

1equrpment.
Keep records and make‘reports, rncludlng " ‘ : ;-'" o o _,i(/{'
e . o \
- Interrogatlng patrent, relatlves, bystanders. . .:; b ?.
: /
;:- Prov1d1ng 1nformat10n to medrcal staff and/or police regard1ng state ‘
of patrent and c1rcumstances surround;ng aecrdent . ' . ’ . : Qt\. e
_Perform basicflrfe sﬁpport functicns; including: L
- Treating shock. . C o ';': = :' N~ L - "_.. a
o , A -
- &reatrng'trauma'and burns. B I‘ S . oy
-.Applying splints and bandages.- - - o - o <:= .

= Performing. cardiac resuscitation.

Using airway adjuncts.

. X P C " S :’\



-
e

. . . -

" < Diagnosing’ and treating
. - 'Epileptic seizures.

. - T:aumétié‘shbck;_q
j - Insulin shock. a3
! - Hemorrhaging. - °

. /. -;-,bbisqniggt S .

~ Heart aﬁgdck;‘
--_Assisting in.childbirth.
= Diégﬂosing énd handling

Ca Caqe-for.émergencyfbebicl

. 4

- Maintaining vehicle i

* = Replenishing supplies.

" - Detontapinating and cleaning equipment rou

2 L]
i
‘ . N
. . - ‘ -
) o oo F
o S \f>
S . S Ll
: o e n
.’ ) ' . '. . N
R : r
. Y
. 3
A
.
4 -

80"

- . . AL

psychiat:ic_emefgeﬁciés. ,

>

aw

state of. readiness.

tinely after use..

T

“and-eQuipmenty'including:

-



. _ : 5 .
' organization, program/orQactivity. . I;f~..‘,:, ‘ ‘_'v S e o
'As a financial manager, I cam:r . . . * '; i | a3 \§
- Plan and" prepare budgets using.. | ” i . |
- fund bu&geting.v o f | _: : 'b o -} o "ftﬁff - .
- program budgeting. : - e qu'/»‘ o B
-‘other budgeting techniques (Spec fy) _ .

itime,/and materials. L S,

' necessar@% adjust existing budgets. S

- financial records. : - .

[ . -

R - Lo LAY -
. . -y
. - . ! . .- v a - . -

~
¢
|
L
~—— .

7 FinaNciaL wamAem - .. -
Managing finances’involves allocating and. monitoring/the use.ofgpgrsonnel
¥ /

time and resouréés so as to exercise control of money and- resources for an

Present the rationale and justification for a budget.. - -
° N : - .. R ) ‘ ’

'Understand and interpret a budget.

_;Prepare budget projections based on historicﬁl aualysis and cost trends.

Prepare cost estimates from data about the utilization of personnel

7w

Establish procedures to monitor income and expenditures.

a

»Estabéish procedures (incenshves, etc.) which encourage fiscal responsi—‘

P . -
bility- v L Lo ' - R

‘

Monitor income and expenses so as to exercise fiscal control or,. W o

Demonstrate a knowledge -of basic bookkeeping techniques., B b‘n

Demonstrate a knowledge of basic acc0unting procedures. . . L
\ . .

!
.Apply appropriate accounting and/or bookkeeping techniques in maintaining

Y

Lo

Establish and maintain fiscal records and procedures which will meet .
external audit. and/or acc0untability requirements. : '

Plan an investment program in keeping with organizational needs and

objectives. : .



. ’ *‘i‘
. . .
- . 82
o Demonsttate a knowledge of various ‘types of investments and the. advantages.
| %nd/or disadvantages of each. Stocks_____, Bonds ., Money Market -
.i‘QInstruments_i__;, ‘and Oth;r_____;‘ ' o "‘r o
o k vh iApply the* "total return" cbmceptato investments when app_gpriate-_‘ o : )
- ..fM:nitor an investment program and evaluate its effectiveness"h relation ila‘g.;’
Y. to: ’ oyt ' Tt - f'- T - I ) ‘
ST s A R L G
. - organizational needs. o :
- other investment'programsy\ _ — J
- : . .
- economic and market indicators. . IR ' é ' i
- Escablish work flow and work loading prqcedures. . f’ h S { ‘L ,'A.a p'
' \‘\::1' When income and cash flow analyses inditate that it is appropriate, ‘ ,
| . plan and execute appropriate short-term investments.
- ‘Conduct.sfdary administration and performance‘reviﬁws for paid‘yorkersi
{ ,lf_‘v'EStabliSJ and maintaianualityvcontrol procedures.forjindividuals-and,
products. ; L o - B “ AR
- .Trai: others in financial management procedures (see.Trainer for relatec
C X .
. skil.s).. . _ :
- - Determine prices on the basis of cost and overhead factors -wizen arproduct
or service is sold.’ . | o
- :Discuss the social. implications of investmént decisions (how company
| , policies can affect the environment, min%rities, women, eic.j and decide )
';if an investment is. appropriate to the,philosophy of’my organization. R
- Know how to ohtain information about both the economic condition and : /ﬁ. -
; the activities of a company before making an inveltment decision and/or
’ voting proxies;{ . S y' S f.-. 3;' : o .;l' i!' B
\‘g . -+
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- estimating cost of a fund-raisifg effort.

-:v Demonstrate knowledge and understanding of tax laws and other gulati?n

. .\‘ N : '4'c. . , . . . :' . ' 83 R
a . . . B N ’ ) : ~/
A, ) . . "'-.
Sy - PUND RAISER o v Lo .
Fund raising is the development of a system of financial support for an , ‘.
) ’ J o Co
organization, program, or activity. ' o ¢ f IV . <

- . . . K -
S . 'Y
. ‘e . . .

.In-my work as a fund raiser, - can'V

- . . ; . . .

- Assess needs S0 as, to Metermime what financial snmport is/required

t

(see Problem Surveyor for related‘skills).

- Plan a,fund raising activity, including:

- identifying objectives and specific %oals.

-4}dentifying potenﬁial so"ces_of'funds from:'

- government (i;cal Szzze, federal). ' - %%(' 47
- business and -ndustrv. T N v}f' .
'.-'foundations.' - S , o o o,
B : -, ".. g * . . . : s > -
—,indiViduals. - o . . S ’ o . L

.- & other organizations. . ' A T oot <

- selecting methods and strateg-::{appropriate b’“h to hrganizatiSnal

©

image and potential £ nd_ng scurces. . ..\.

o estimating requirements for people, materials, and time.
a - v

-

- Demonstrate knhgledge and understanding of the/Fode of ethics regarding

A
/fund raising.

N

.‘jﬁf‘“ which affect fund - raising. ' o T ; L

- Utilize'the'tools of fund raising'byi

3 ' '
- demonstrating knowledge of resources such as foundation directories,,'

directories of goverrmont proerams, etc.

. |
\;. t ‘

't .demonstrating a knowledge of f_niqcial managec:=—- (sae Financial Wanager).

. i

. . ~ ot * . -

. . . | . . . =‘ N N . . X .. . .'
.

IO



- ST e | o
- demonstrating knovledge of proposal preparatidn skills (see Researcher ) R
o for related skills). coe L _f' . ;//) ; ’
- demonstrating knovledge of techniques in preparing.promotional materials .
) (see Public Relations for related skills). " | .'Q
- demonstrating an understanding of the motivations and needs involved'll V_
in. contributing to a‘grOup, orga#&zation, or program and methods - to .
- build on these.. )
_-.4“ Administer a fund-radsing program, includin N .
vifCEV selecting or recruiling staff and workers. . 4j' ‘ éﬁ'r“;>
) ’—.train ng others in fund-raising‘techniques (see Trainer‘for related ‘ ¢
Skil ).' . | y < . . . . T ‘- .'._4 o .
s, -eﬁeternining strategy. A o a 4.d : . '7‘" g, T
. E R . - : C ) - _ . oo
. ¢ - determfﬁing target group. o ] :gv " ”\l‘ .2;_ ..;-‘ , :‘ ﬂ
‘ - makingawork assignments and monitoring pr/gress.' | 4 irf 5. ' 1‘kif -
) ;ysetting and’ communicatipg aoal. ' ) | ) |
p . . i\- cogrdinating multifaceted,efforts. . 1“ ' L s
. -( 'ssessing and reporting on prog;ess. - B
odifying plans to meet changing cir umstances. o . = ‘ .j’,ai " T
. e s
- 'vRaise:gunds by selling a product or service, including: .
‘- selecting products or. services to sell which are appropriate to the )
' ‘ organization/agency image. o
« L - selecting:a clientele or target’population. ",i ;o o
: - researching cost/benefit factors for alternative products; services, ‘and -
jhw- ‘delivery systems (see Financial Managgr) - \?\‘ {}
’ r-planning and monitoring product é; service delivery.
-,seleeting»and recruiting sales personnel. _Z .,h . ‘ | ‘ g ‘ ‘4
- training sales personnel;,‘ < s | 3 ‘f‘ o - o -
. ¢ o o . 4f, - L i K ..

‘¢

we!
[Ge:
)
'a%)
<o




ﬂlem . : . R ”

-~

selecting sites, territories and/or locations for sales on the

basis of - clientele,“cost, etc. 1 . . ‘\\ .

determining if sales permits, leases, etc., will be needed and

€ . s

planning and implementing methods to monitor personnel money,

: materials (see Financial Manager)..

. Public Relations).

planning and implementing publicity for the product or service

programs in the future.

obtaining

(see

—,maintaining records which will help others planning similar sales

- develOping techniques or procedures for return or repay of products,

)

.

B

Raising funds by staging afsp:;}alevgbt, including: T

to. the general public. - f' oo L

fplanning and implementing publicity (See Public Relations).

organizing aﬂplan éor‘staging the event.‘ y -

'training staff'and.participants~(see Trainer). . -«

|
)

sale of slow-moving products,.etc. S oL

Yt

B

selecting the type of ‘event /which will be- appropriate to organizational/

»
’ ¢

~

‘determining the cost/benefits of alternative types of events.

P

o~
’

R

selecting and recruiting individuals to work on various types of

-

tasks and activities.

%

e

"obtaining and organizing materials.'

determining if permits and permission will be - needed and obtaining them:

-

selecting sites and locations for the event on the baais of factors

B .o o
1 .

' o o Voo =

. . s . °

- ¥ . . { . B

such as target population,'cost, etc.'



. - monitoring the work‘of staff.’ . ' o : 7 1', -'}:;
N ' . L T
\\\\g; "~ = keeping records that will be of use to others planning similar special’
" events. - S .« . .;’

- ‘Raise funds from government, corporations, and/or founda;ions ‘by:’

N

:f—7researching special interests of potential funding sources (see

Researcher). S Co- . e o .

- - preparing a proposal.

contacting appropriate,funding sources.

PR

. ".. promoting a proposal, project; or specfal need.__ ‘ - . T S

T - preparing reports which demonstrate organizations or agency dceount-
BN . . » ) — . ~

ability to the funding agency.

' - Raise funds from the public through a campaign including. : o "-f.: ]'§}
| - planning campaign theme and organizational strategy. ;?; ‘ }_ t

- recruiting workers for different levels of responsibility and_ different

kinds. of tasks. R ) R L : L~

. N
V. -

[ - training and motivating workers (see Trainer). P L , B Cov

-

- preparing materials to be used in the campaign (see Public Relations)

.':' ./_"._-__/ ‘.’_.‘ - »--v )
- monitoring the progress of the campaign. . / . < o . :

- revising staffing and- strategy to deal with emerg?éﬁies or'with inadequate
‘\\}; ¢public response., S . '_ . : ' _i : - .- ' o

t

e preparing reports which will be of assistance to others planning similar

- . . . ¢

campaigns in jthe future._"

l L e
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X oLy GROUP LEADER FOR A SERVING~6RQAN~ZATION S L
| : L - - R .‘.~“.' P .
Leading groups of péople for a serving organization involves helping
ipeople grow and develop within an organizational structure. o ; ;E i

In carrying out my responsibility .as a group leader fom a serving organiza-f;uh

i;tion, I caw:: %.D"":l;" 5j»1lz ; g
;‘ Plan and coordinate activitie % 2. /7 Ty ’
- Secu;e resources, human fd physical..- i L ?.
;\ Provide counseling.services for people, yhere applicable‘(see Counselor) “
- Organize committees to carry out tasks. .i | |
- Keep recqrds of individual and group proéress; ;l ? B
- Prep&re %udgEts“an&VE/ﬁp financial records (see Financial Manager) ’
0 ER r . , .
- Organize and conduct meetings.\ o ~':' ' .f ivi .A ': AR S0
- Uﬁderstand and deal with conflict. .
- Teach games, crafts;)songs, dances, interpersonal skills,-socialization,‘"' ’
‘ and democra%ic process.# g i.:. f";.‘.._.; u": ;f' - .A .p ";_ T dl,ﬁ,
- Use audio-visual equipment. .’J;--‘ L L .ka S | ’fA'f"(
'f;; Abide by ozganization s standardsr - o . )
'.T.A U?a proper safe}y precautid%s, | ‘ ’
”;;“ ’Knoﬁqand uae:technigues and'equipment.speciiic to}the;programt.f":
\ . .' / . v e:
| a L ' RS
. S
_”_1’. . . . : ::A 3 ; ‘
:fhs ; . . ' '{,'} a
i o e . K
o ' IR 2 IR
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HEALTH/MENTAL HEALTH CARE INSTITUTION VOLUNTEER e v
, :' ' g A health/mental health care 1nst1tutlon voluqteer prov1des ass1stance 1n 3

" one or several of the functlonggperformed 1n unstltutlons devoted to the care
; v

l{ _1pf 111 handlcapped or mentalLy 111 1nd1viduals. As a health/mental health "

care 1nst1tutlon volunteer, I can perform some or all of the follow1ng '
functlonS* . L ’ L. o
- Respect and observe precautlons concernrng confldentlallty‘of patlents '
7 . © - - Y " “ . . . L Co -
and patient h1stor1es. R e oo T
S e Follow orders and acceptvsupervision~from professional'staff. v
. : I
o S . . . -
= Act as a courier between varlous departments of- the instltutlon.‘ :
. o
, - ﬁ@arn and apply thé rules of a spec1f1c 1nst1td@10n 1n~ o ' :
' A o 2
toe . A Greetlng pat1ents and. vis1tors., . LTI . _ :
’ B s . o . ' o ‘ S B .~ -
L -_Answerlng telephones.' o o L o ‘ -
. . . s . S A I . o o R o
- Prov1d1ng 1nformatlon. B I - . T L *
. : 4 : C y EEE ' .
f/\ : »
Marntalnlng and handllng ecords,
) . » : -‘
°¢ - E5cor§1ng pétlents. i .
, t_operatlngweauiomentA(Whee—chairs} stretchers,;eleyators,'eto.)f'f L ' _;df.h;_f
- Us1ng spec1al termrnology and abbrev1atlons.-'"f- R
N - S .
- Enterlng patlents ‘or treatment rooms. - _ 5
= Dlrectlng questaons to approprlate sources..: ] .
Coo e Dlscharglng patlents. e o S '_ﬂ
-, Act as cashier in'coffee shopfor gift shop- S — ,.lv;
, ;<'foj Prov1de support and mlnlsﬁerlal guldance to patlents and thelr famllles o ;’
L under the superv1sion of a member of ‘the rellglous-mln;stry; o e
' . . . ; h
L4 d 'y
. ‘., / b 14
{ . {. L e d ‘;' n
) = ' -\'/
N '
; ' ‘ - [} . ) * -
¢ ’\ ",1"" . 7
= C : R _‘f’%"ﬁ - B 14 c . R (‘ ;
we S e e s

Aruitoxt provided by Eic:



e Provlde general as31stance in the.emergency room, 1nclud1ng-b.
.- Ass1st1ng profess1onal staff in g1v1ng personal and 1ndiv1dual
© | attention to pat1ents.
L - Prov1d:nb support to patlents' fanilies;_l~'
- Holdlng patlents for suturlng, intravenous medlcatlons, 1njectlons.

-

C - Transpbrtlng pat1ents to other parts. of the 1nst1tutlon via stretcher

P

S .or wheelchalr. ~.>.- .»‘."dﬁ - . :/ f‘
a B vﬁi-- - Keeplng equlpment closets and cabinets well stgcked.
{':-np Prov1de general assistance in the out-patlent department, 1nclud1ng-
14Meet1ng patlents. v/" ‘.__' T S ..’ ';:\;;\.T 'u |
.:: '_‘ : % Alertlng approprlate personnel when emergenc1es ggcur.‘ : _//%g?“‘.r ;zf'
oo = Fllllng out 1n1t1al 1nformatlon sheets. B L
£ ~ . [ o . R I ,
' h - Escortlng patlents to treatmenb. d ;fu_=~; . *~'N T 1 st
l-.{ :E_é Flllng and pulling charts; | !
';7 " b.— Performlng errands for patlent s famlly,.uaklng phone calls;.watchlngkd_f‘;
L : ”;'chlldren, offerln; coffee. SRR
’ .; Avo;dlng 1nterfe;ence Wlth profess1onal staff act1v1t1es.f
- ;Dellver flouers to pat1ents and malntaln flowers 1n proper condltlon.v :
- _‘blstrabute and collect menus and help patlents to select;ueals.
| fff Asslst in the pharmacy by- o SR i - ; . d.bf '7.~': st
T ﬁelplng to salvage unused medlcatlons. _ | T '} E ,"u '
,‘-}Packagang medicines, P T - - ’
‘_° | .h- Performing:stochtcontrol activities- flllng, checklng, and verlfylng stock.
: : ’ ﬁgdprev1de recreatlonal act1v1t1es for patients; 1nclud1ng- o _i"’ﬂ .'. R
) .‘j Yoga; e ) I ;f , L.
'ffﬁ# ' '% Indodr ga;@éﬁiﬁé.',' L . ,i:: S L L '..?~ .
- ' PR ;

ERIC v ool i 980T

Aruitoxt provided by Eic:



'~ Grooming. R
~ Arts and crafts p:pjecté. T _ o :

3

.

~ Spofts., e
= Drama. S K ' .
- Set up and maintain. libraries, playrooms, or magazine céllections for

Patiénts.r: : ' T : o '_  ?

N

g

Aruitoxt provided by Eic:
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LEGAL RIGHTS SPECIALIST
~ A legal rights specialist can help herself and others obtain fair and
equitable treatment under the law.
As a legal rights specialist, I can: *
. - . i . . ,. “ ‘ . . . ﬁ
- Describe my legal rights and responsibilities as a:
- Citizen. : _j' o e
K . -'Consumer,'v ' )
: ~ Home owner:. ! o . ‘
K3 J o, B - k4 )
. V‘Tenant. oo .. . . : . .. i 'l - :>v . \ - - ¢ ~3 )
. .. . E B L ',. N\ k \ LA
R ) . . .o s o . .
- Parent- - _ : : ' oo :
+ ' C
- Volunteer worker/board member.» R o {3‘. R
N — Employee. '?. : . . ‘ i l
.- ‘Employe‘r.." | oo o
- ‘Select legal serv1ces and processes approprlate for a glven problem, such
y l o ) . A4 .
_as, smaIl claims court, probate court, etc.ﬂ : ' : ‘
-, pIdentl and obtaln help from organlzatlons whlch prov1da ass1stance to
- those who feel that their legal rlghts have been v1olated«
e : ]
- ’.,Help others obtain 1nformatlon=about their legal_rights as:-
. -Consumers.. e
- 'Tenants.. . - = - T o o Q. o sl
‘ -’ Children. ‘
’ - ) » - - B ; - * ‘s
- - Wives. - "
: ~ 4
G , - " .
A \ - Parents. - o :
. .- ..' ) ‘ L I ] , ) - ‘ . .‘,9 . \.: ,‘,
- - Workers. -~ _ R _ SR o,
o Co LB . . . ’ : P o ' R ,. . ,S: R gl .
-_Recipiehts of:funds_from programs like Aid_to Depeh&ent}Children, Sooial
. o o "c 'I' T L o ST - g S ' v
i 7 Security,. unemployment. compensatiocn, gtc, e o
o . o v o LY
ERIC P 333 .
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A

o - |Home improvements.
".j W " . . o . ¥ 2
- Serv1ces. v o A
- pec1fy the 1egal differences 1n various £forms of home. ownership and themk
" Q.advantages/potentlal problems of each- e
--Indiv1§ua1. o R
‘ ..‘ X . 2 vv . o, ) . . . . .' ;.. ) >' . .q'. s ) ‘!/
3f.Co-owner,'.. B - o ' L.
i~Cooperative. : ; R
. .. ‘. . . ) ST N :
- Condominium. . L —
- Descrlbe the essent1a1 elements of contracts re1ated to a home: -
B Leases/subleases.
e ? Agreements'of'saie.- T
IS Descfi e how my rlghts as a homeowner are affected by
g R Mortgages. v . - o
: . »‘f[" “’v . . . ., ' o : : e .
- “-.Home_lmprovement~.n «u;k\;j ) e R
o T IR R S e
e ~ Otheér home-related loans. ' ' S .
g . . ) e . . . . . et o oy N )
' '~ Title documents. ..
Co T - Zonin'g.n» . - )
: - - settlement/closing agreements., _ ) '

° .
4

Aruitoxt provided by Eic:

.
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- + Condyct a 'search of legal documents to obtain: o - : S

roo- Descript\gn of a. property. S ( i ' . . ' R

e - Title/owner information about property.

- Zoning and other restrictive covenants on a piece of property. -

- Tax information about a property. f T . _" e -<\

- Records of real estate transactions. o : S gl E

. - ’ BRI )

- Describe the - legal processes re1ated to divorce and legal separétion,,including:

- ) R 3 . _ ) e -
- Grounds for divorce/separation. -

- Court progeedings.‘ N ; §ﬁ R ‘,\;~ §- e . . "'°‘.f“ .
- property division. S R
S = Child custody, "support and-visitation. = - S DR .f: /
TAlimony. . UL e e
- Check public ﬂhcords for information aboﬁt births, deaths and w111s.

- Descr%Le the legal processes related to inheritance, including : ST
. [ \"'. . . S : - . [ : . . ‘

- wills.- o SRR . ' o A‘ A
A_- Pfeparation of probate inventories.b ":bil_p - . ' B fi_j' : fi;::. ' B
:1:Distribution of estate assets. L - . p L
- Property transfergk
f; Pension/inshrance'transfer. 'y.: [' ‘ "i R lhia {: ‘h - e f;‘f
'.in - Trust estate"manageﬁent. o ‘7}-_ B
= State_and federgi laws relating to inheritance.l

T

e e - ,?‘Socialysecurity dnd other survivor benefits.- » SR g

Do . ) : 5. . e s
-\ Specify the main differéhces inrvarious forms of business ownership a;d,taef : -
SR , . B . L
. _ ' '_advantages/potential problems of each S h A ’\_' . o oo T
. _ i . K ] a : ) C e

é/f - 1n91V1dua1 o e o A e T
Ty ,.iPMMQnmw. . f(7 S - - o s ' _
S - Corperation. - 2 < o A . :

ERIC™ ~ *
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Describe employees' legal rights in regard to benefits:spch'as:f”

>
>

Profit sharing.

“ Health insurance.

. 1
M i
.

. ] s "
Pension. “
Lo

Life insurance. i - o e

Stock optionsu R A

v

Assist those who come to volunteer legal rlghts organlzatlons by:

Conductlng a. prellmlnary 1nterv1ew for the laqyer who will handle the

problem. ' o ' 'j L . _ s '“; o ;lr; !

Drawing up.drafts of documentsifor a_laﬁyer to’review,isuch as;r~ x’
B _fcontractsih | . N -
;—lWills,.?"'. : g ) ,

Gatherlng 1nf?rmatlon for lawyers to use 1n court cases.

.Keeplng reports of meetlngs w1th lawyers and cllents.

") L]

Notlfylng lawye;s and cllents of approachlng deadllnes and scheduled
- . . ) SN

court appearances. N

Maklng arrangements for legal dep051tlons. by ' e

.Indetlng legal documents.

v . o
. . . » -
{ . [V
. ' \ ’ )
. . . . ) . ¢
s ) = ~
5 . . ) . .
: L) .
C o . . -
. T ‘- - K4 ‘.
-~ R - . h . . . |
) ° 5 B . . - :
. ) ) . 3 R
; . [/- : .
® b . .
. \ &
. ’”e .
. . .
l.- P
-~ . O
. [ e . . ,A..
._ LI
- ’ .- ;}
. . . .
. v ' \
r ’ . L}
W . -
. hd -
. : v -
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= Film projector.

-

- Newspzpor c;ippinzk.

. s

Pl

‘A llbrary a551stant helps llbrary users and a551sts the llbrary staff in

i
i

3 technlcal services. : 0 : .

As a lihrary assistant, I can:v

Develop and/or main taln current frles of special materlals, such asr

- Magzzin:: articles. |

~'Piczures. .g. . .

Use and maintain audiovisual equipment,

~ slide proSjector.

- Tape'recorder- N

- Record player.

~ .v

- Microflche/mlcrofllm reader/pr1nter.~

j—-V1deotape machlne.';

e

Direct others. in the;usﬁ of audiovisual

- Slide projector;.

'~ Film projector. .,

- = Tape recorder,

- Record player.

"Micrqfiche/miérpfilﬁ reader/P?ihter.”-

—'Videotape machine.

»

overdue materlals, etc.

LIBRARY ‘ASSISTANT '\

g

i

- = Infcrmal reports. of logal and‘commdnity groups.

.such as:

q,

o

.
PR
., N
/ .
i
S
- e
f
)
A
A}
N L]
<
-
- - .
P
-
Al
. «
i
U £

Use data proce551ng equlpment to check‘/p /check in materlals, identify -

.
]



’ a : . C
Y - . . .. N . . L e . ¢

&
v
[}

- 7. . :urchase orders, catalogue cards, etc.
R ¢ ' S

= Chc-. invoices on new orders. ' : .

- Process incoming orders.

Ny

Reproduce (photocopy).catalogue~cards, orders,”eté.

¥ o .

Alph_betlze, sort and file catalogue cards, ordfrs, etc.

Put llbrary plate, card pockets,'etc., in new materlals.

- . Assist librarian in purchasing_and proceevlng library_materials, such ac:

L= Ass1st w1th the c1rculatlon of llbrary materlals, in ludlng, R
. . I . '
- Check out mater1als.~-
r J'Locate spec1al materlals and place them on reserve. ' o
; - Issue and/or check llbrary users' cards. ¢ . -
7 h .
- Prepare overdue notices. v .
N o B o %
v—.Sort and shelve books. f' ’ - L S
- "Read the shelves" to see that materials are 1n propér locatlon. e
. - : :'/' ) Q\ v
< - Rev1ew the- c1rculation record of materlals to “help in dec1s1ons about” -
X : "weedlng out" the collectlon. S Vo : _' o .
o : . " : ' .
$<\\ oo '—7Make an 1nventory of materlals to 1denqlfy 1tems that/may be m1ss1ng or =
mlsf{led -.’f N S : . ,“'f . L ‘
: ’ [
’ - . —»Inspect bogks for wear/damage/need of replaeement
3
N ,

- Help w1th user serv1ces, 1nclud1ng

- Prov1d1ng 1nformatlon on llbrary serv1ces, fac1llt1es and rules.

Le . . _)’.\ L : _. b \_ . o L ‘ \
Y. sources. ' S -8 “ _ \
| & -
L - Help users locate materlals by use of the card’ catalogue.
i ) . L
. ) : . ’ o (.‘l R . ’ . " ‘_ . ~\
A - _ _— 3
N - .. . - , \: .
a e . [ 4
* L3 14 .. .‘ :'
®. ! . _
.o ~ - . -
- 1 . £ ]
L] o ,

I : . . .

¢
- AnsWerlng questlons that 1nvolve fact—flndlng in standard reference — -



of ..). s -— > &
. ) ' . ; |
27", ' .
- ' K
‘e ” 3
! ‘ ’ ' ‘: ) N : e
Lo - Work with preschool age-children, by: . ” .

Lo : v Story telling. Co : : ot " ‘ o g

.;. - USingiPUppetsl ' - . 4
\ - N : . )

- Using audiovisual materials.
| N o
Ca - Reading aloud.

- .‘_wOrk with school age chrldren, 1ncluding L ;.

- . 1 .

: - Helplng them to dlfferentlate between materlals(whlch promote learnlng

3 . ',--y .
and those whlch prov1de enjoyment only "/‘ 3‘_ l." ..fx
N : :

~. - Hélpmng tHem learn how to carry out llbrary researk‘ ;;J,.

'f.~‘ - Helplng them learn how to select materlals appropr1ate for their age,

. 5. . _‘, e
’\ - readlng ablllty, and 1nterests. _ : ' T e
. %, . N 3 .
- Develop d;splays and spec ibits: " '

ﬁf Sea§onal/hollda.. IR BT ‘ . . N o |
' * 2 : U L“‘”
- Community_eventsd Lo o - . o T S

N

o . ‘- Ethnic/cultural_heritage. . B U
- - Special interestsL(arts,_crafts, hobbiegﬁﬁiiavel,etc.)._ . ,

EXplalnlng llbrary programs,.act1v1t1és, serv1ces.-~ P _ )
B : R \

s '“3->'.'Develop posters, leaflets and other brOChures about llbrary programs andi

.

. . - s . .o . R . o . , . . - .
" PR , N ’ ) ’ LR ) . Ny R
3 sefv1ces . . . Vo o ﬁ) e T :

- - e

) L ) o ; ST i i . -
s A . .
- Organlze and ma1nta1n materlals. L e oo
. . N .. RN ) 5
: - Index local newspaper e .
' ‘ ' . 3 ']" .- . ' ) . ) * oo /
L - Repalr/recover books. S R .
- Flle newspapers and perlodlcals. R . " " o
* oo . . -
_ e . o - ’.
- Record bodks;'articles,_etc.,-on tape. R . .
V- s / S . .- N
s . o . -~ S g .
. X . K . R C QY .
N d .

. . C . ) E - . B . ‘ B



- . v

- 7 Demonstratesknowledge in the use Qf offlce equlpment, such as:
- Typewrlter. T P ' o SN
~ Xerox.
.= Mimeograph. o
. o RN .
- Dupllcatlng machines. S . I o ,
- Determine the"needs of library users‘and‘refer them tq‘}he apbropriate
. . - . . - .' . 2 . " l, S . .\. . .
materials: o N R s ’{ ' R S
- Reference;books. S Sy :
- Books on. spec1f1c subjects. ' . e E Ct

- Chlldren s bookKs.

- Periodicals. i - - . o E _’4 o ¢ =y

. - Audiovisual materials. o o . | L ' if

., B - Vertxcal flle materlals. - o N
) . /... c N * ’

-vSpecial collectlons.

- Analyze the appropr{ateness of 11brary materlals for' T - ) K
. b B .
y y >
- -_Chlldren of dlfferent ages. » -/f : - E
-( : .
: ‘-'indlvlduals wlth handicaps.pjl Ve oy T
-.Vleual. 3 . . s ) '~ . L . .
. . _ Hearing. . .. . q-. ., . . L ’ . . E »' .{\ ,,.' oL .

o - Physical.

»
~

. - Evaluate the approprlateness of nonprlnt materlals (fllms, records, etc.)
: ‘5

o for speclflb groups. and/or act1v1t1es - N »-:9' -
» ’ * A} ’ ' ’
- ) Demonstrate my sens1t1v1ty’to and awareness of communlty attltudes and
j ggéy concerns when plannlng. ’
. 9 )
.&’ -
A . . % » . 3
o .A;i , é}ﬂf -
Q § ) ™

[ERJ!:"T f'_ . .{,. : L ‘-;.. . a.. o 5
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. ’ . A
) 99
A 5
?v - ASsistIparents, teachers and others workiné with children in selecting
. . ) ) ) . zﬁv' . . ‘ . . N
.appropriate materials. -
RS . » ) N . :
- . Assist individuals with handicaps (e.g., visual) in locating and using
. - . . - ' . . ‘ a a\ oo ‘ . . v e {
special library materials which'Will/meet’their needs. ' '
. o i
3 R * \ .
- Ass1st with programs- and workshops for library volunteer programs-,
- Readrng Is Fundamental. T ,ﬂ s S, e
ST €. . - ' ! T ! S )
i - Literacy volunteers. L .o !
" \ ) _ t ) ) .
, : - s N N 3!
ﬁj T Praends of,the library. L '\\ . o
- : I ' S '
- Ass1st with the development of blbllographles or other 11sts of llbrary
v A . materials on selected topics. a
) ‘§ . \.
. r 4 \ 1
. ;" ’
) L] 3 R
- ~ ' )
. ‘ N -
. ) L ;)
“ : " 3 o ‘
o ; v ,
. ., - . . J
. N : -w. -+ .
v v
) v 1 .
. I3 1 »
< \ ) .
1 N R '. . Y ' - ( . ‘
Bl - \ .- B - v
¢ » o . - !
* q ’
N .‘. < L _1 ‘, ~
N . . v N
R , . . s
S * - - \.a \ L]
‘. L ) N } ~
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MUSEUM STAFF ASSISTANT -(DOCENT)

Docents describe and discuss museum exhibits with groups of - individuals ,

B »

to facilitate a better understanding of what is being seen; they may work

in art galleries or museums in historical buildings, museums, reconstructions,

or parks°'in science or natural histgry museums-'or in zoos. 0ther types of

L : 7

'museum staff assistants may work in preparing, preserving, or restoring ~."

materials

or’ disp ay, in carin for plants or animals, inzperéormingnxasks ..
. o .
ivities as par of the museum s demonstrations, or in conducting research.

-

—

A8 a staff{?ssistant (docent), I can:
P

are a lecture-tour for chfidren and/or adults~

" Plan and P

tg, T

. \ .
? Translate information and facts to a level of understanding apbropriate B

\'Eo the background and experience of the audience.

[]
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v

‘ Modify the information given in'a: lecture-tOur to suit hi dren of various

\age’s' -?:'1 - e e SRR -'..-.

_*a. Develop and use techniques which arOuse curiosity anj/prpvide discussion

during the lecture-toura L
S ‘ « oo : .
Demonstrate a knowledge of and the ability to use a library and oth

-4

g reference resources. . .. R f‘]_ ;o ')" : lﬁ'v “'- P
.; i "Read the.nature" of .a- group during the - first teniminutes of a lecture-touru
_ and modify the remainder of the lecture:tour‘;s appropriate. ' .
h;'.( Know the criteria on which to- judge a_wbrk of art. “\;
- Plan a lecture-tour to megt specified educational objeotives.
. —.; Know the criteria on‘which to judge other lecturers. ST . ' A
ﬁ Speak in public with confidence. - S o c : 1?
"- ?_Understand‘jpd“ca“ use techniques of;group#dynamics. o o
S - R ' ‘ S .
‘- 'ynderstand and can ekplain:the.policies_of.thevorganization.or institution..'_
: : _i g .: s f ' '1_4{ ';’f‘ o ;.l- g ._:" | ©o 3
R  34p |

N

-

i
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. 1. S B ’ iy
. . ‘.. < / .. . .
-] 3 .',- .3 - B ,
: - . 101 ). . ) v
. o & - ' '
3 . .. - . .
. c . - . . . ST .
c. & . A 4 3 - L -z . . . A

Vean '"Demonse&ate oy knowledge of :

art’ history. - .: - L.

.

- art techniques. _ L _ . T
. i,.zj' _- world and/or national hisfory. ' ;
o ;h" - state and/ot local history. v - o -z‘:”' : B
-_plants. : e ) e R
_ ) = animals. o ’ i v 5
R ) _ . - St DA .
o .SQienQe RPN B S
= - other areas.. (Specify) _ ° KPS , ,
. . . X . ) . . ‘ ] iR -. — B .: . ~ :'.‘., "~ T - _n:)l.o a— . ) .
{ ° C

'ﬂ,;_'-" °Describe methods of investigation (see Researcher) _

. . - 4 . B . .

) B Prepare museum support’matetials (see Public Relations). S Q "

. -‘ " o . . . / . o v
e Demonst:ate my knowledge of teaching methods and materials.

f; - DevelOp written materials for use in. lecture-tourss "-%. i'

3;;7:,tt . Use audiovisual materials in conjunction with lecture-tours.

.f(f ‘ Dem&nkQ?HQéﬁsraft tegh iques. C, ;'fj.:;:a:' 3 ‘~;f

.f?ﬁ'.t-k Take part in "livingshistory" depictions/demonstrations. :?f
o Explain the reason and purposes for museums, zoosz etcﬁ:'fl g jr bi.'flf
¥ --.u--v ' e h S

Kﬁow how " to eare‘ﬁkr living plants and/or animals which are part of

the collection. '_ o : .:f, ' v‘;ﬂv B : '-"'.1g]“f-' : " .uf-a

@

e

;.h Know how to care for and maintain' the’ materials and equipment in the Wfﬁ

collection. ﬁ j;. S _' ‘ f';‘_ D R _

‘° _- . . a “ N . . '. . . . . g
Develop and maintain a 1ibrary of materials relevant to: my lecture-tour
SPECiaI%Y- .7i'i e o el ,'g _ S O
Train others to work as staff assistants (see Trainerﬁ -

[y

..~-.'-~'“'*.s‘. : : . R -_,'- . - r _.‘0 i : . \-

. u- . X . . . . ..
» . E S

e B
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éBRSONNEL MANAGER -
: ’ P

. . B - P r\ - )
Personnél management involves allocating and monitOring the utilization ”‘

» D

of human - resources within an organization, program, or activity.

5 . . T . '_5‘7'
' A%. As a human resources manager, T cans’ B ' o ' -
; d;xj Determine the number and type of individuals ‘and the’ amount of time
o ‘needed to. accomplish a given task or activity."‘ﬁ'
. A_.Prepare a-staffing plan and present thé7rationale for it. .. '
";"“Prepare staffing need projectiggs on the basis of historical data and
Lo Af§'lr‘Prepare staffing need projections on the basis of problem survery data ‘
"_i -_(see Problem Surveyor) f". 'A:; '..q : .tg'f; _ d"i.ih' ) ;1?}:f
;”f lf;l : Explain the relationship between a particular Job and organizat :y317,ft=j
f; . i agency/program mission (see Trainer) .;f :... " a f{iﬁi, o
. *;A Prepare cost estimates for the use of personnel and their time (see’
f “ ::;Financial Manager)' S f‘)( D A ’ ?
:YVf'{ .Determine the cost/effectiveness of alternative plans for personnel
b allocation. ‘ ' -'1‘ N | ;
,'f-. ?Selectﬂand/or recruit ind&viduals for . a variety of Jobs. L f@?;
’ _;. Prepare job descriptions. .'.“ L . N ‘_.:53‘ ;’. S ,
-»_.__ prepare advertisements to recruit personn?l (see Public Relations). “;iii
S -é;?( Target advertisements tovard paid an&/or volunteer workers.f‘v? T
%l;)»:".f.nemonstrate anlunderstanding of the needs and motives which lead people'to =
: ' take pa 1n volunteer work.: | .A& : - | | o
- v Arrange for and/or conduct the organizational sdcialization of personnel -
(see Trainer). - o S ."?Qy' “%. i l | |

o L w . — . . - . 4

- .='Arrange'fbf and monitor khe jobTtraining-ofbpersonnel (see Trainer).

P




77, vDemonstrate a knowledge of the psychological principles which govern :

5
e 103
» >' .

P . - ) : . »

. S - \‘~ PooL
people ] behavior in work situations. ' LD I
. 4 o
Establish and mainfiin proéedUres to monitor work quality and quantity.

Monitor the quality and quantity of work performed by individuals and/or )
\

«-

task groupa.;
Counsel with workers who ‘are mot performing up to organizational standards.

Develop and use techniqus which will minimize‘conflicts between paid

<
" .-

Ly &
.-

and volunteer workers.

u . T - ’ R4

Demonstrate the.ability to use appropriate techniques to solve inter-

personal probﬁgps (see Counselor). v

.
&

Usemrecognition or: other psychic rpwards to keep volunteer workers involved

‘ and productive.'

Help volunteers see the reLevance of their organization/agency experience

& B o i
to their lpng—range career .goals and/or personal development. : el ? -

e s T e

Develop ané maintain a: system of evaluative records of job performance. -

ST

Help supervisors deal with personnel problems. A '_; . f:jf: <
Maintain time and salary records for paid workers.
Conduct salary administration and’ performance reviews for paid workers L

Ss

(see Financfal Manager) '-'“' . :“"‘-i ' VR A 'afc.
. , . , o s . .
Conduct performance reviews for v luntaer workers. ' ;
.. - r!‘
,Handle out-plagements and terminat ons. < A~

Train others .in personnel management'(see Trainer)

Understand and keep informed ahout labor laws (such as Taft-Hartley).

’ . .

: Review and keep up-to-date on changes in State and Fedemal laws for

'employee compensation and benefits.b . o A
. T o

_‘ Develop an affirmative action program and, monitor compl:ance.'
Plan and implement programs for staff development. Lo

N . PO . . s <
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_needed changes. . L | - ';-”l. ey

S
1y

Plan and monitor a reti;gment program- _" I o Lo

Al L

Deal witb employee relations problems and d elOp p&ograms co nmeet

N s C e
M

employee relatious needs . 1/; _3 _?'f‘;':ﬂ . Do

.Plan.ana imp lement pe;sonnelipollcles7andifeqieg them regularly for -

.

\
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A : - .' -
ca ) ) _
o . . .
- N A_', : - . . R T L
a ‘4. . co
-
; . 4 . »
. . . . P -
- L4 - g
N
. - L
M & - .
. .
: N . T '
‘ "{u;_
S 5
.
. : - s
A i e “v .
; , %
. . . ('.‘4 ‘ ' -
e KO
FOE '
. “ A -

.
.
~ Ny
-
Ny



O

ERIC

Aruitoxt provided by Eic:

‘qe

related to court ordeus.- As a probatlon lnvestlgator, I can- ‘

AN ?’ £ “ 2
. i W w108 A
e  PROBATION INVESTIGATOR . =~ . -

2

: A probatlon 1nvest1gator under the superV1s1on of a probatlon off1cer

-

prov1des asslstance 1n a varlety of functlons related to problems requlrlng o
. e vr" .
Judlczal determlnatlon, %\e;i_gggilygvjuvenlle, legal’courts or problems

/ - EE A

c R

; . \ s “ e a
. ’ Y.
- Comprehend, analyze and 1nterpret bas1c Iaws, regulatlons; and penaltles
RN - ST _
' related to orobatlon and custody., : 1,_Z£:;- . - ::
P Obtaln and ver 1fy rout1ne factual 1nformatlon for the use of profeSS1onal
staff / L o L } .
- Make required fieldﬂinvestiqations and3prepare related reports. h
=~ Carryout oral and wrltten 1nstructlons and dlrectors of some compleX1ty. .
: S - .
R Read and 1nterpret baS1c records. -
- Recognlze ev1dence of evas1on and dlscrepancles in bas1c records.
B . - P
-V Prepare reports of 1nve3t1gatlons conta1n1ng factual data and” documentary .
‘ " PRI : > o . B '
br other ev1dence.. . ,/f a _
. ‘,; . 3 ) s “
Walntaln essenxlal records and fllES. _7, . T
- Inltlate 1nterV1ews w1th both parents to acquire basic 1nformatlon for
1 .
~pre—custody determlnatlon: L TR
- Residency.- ) '
» = Employment status. . e e f B
'~ Wage inquiries. = Ly ' I B S : -
, . - _. v. ) . . - ) ' . . . . . . - ', 3 R
.=+ . Distinguish between legitimate needs and ‘irrelevant complaints of . S
'cuStodial parent. - : '
.. “ . _' '
C- Enforce v1s1tatlon rlghts of supportlng parent :
- Prov1de 1nformatlon about agenciis that can help W1th health, home, o,
family and other problemS'v- o o E - e
‘—'aedlcal.pﬁograms.'j' ' e _.f ’;fn T *
"= Social security. o 2 o : \\‘ ] .
. "’ t ' gt



. " .- "‘ - Welfare.- . . T - . )‘ . . ‘
. . '. i 7 - .. { N .
. = Counseling services. ! - ’
- ”Collect and_r€66rd monies “due under court order: ' BRI
« .' - ¢ 2 ) .
S - Paymentuof arrearageg/pn flnes.<f°;f'4\\ -
. T - Court costs.* S e )
—_Restltutions. I o : L S ™
P ) - . -~ . ) " :-. 3 . . 'V . .
- Support of dependents. - A
' . o C AN o i R ' 3 P
7 , - =, Other payments due under court orders. . B
. . B . . . i .
) . . . . . . . . Y. - - ." . . . .\:_'_. . e - /v
- Issue receipts fér monies collected. RE J
o= Follow up on child edpport“andfalimony payments. . N '

) . ' . o .. . - , ; _. . .. . . )

= ' 'Mainfain all pertinent records and files concerning-paymerits.

) A ) . V . ."f' . : . '

- . Prepare and send out defaultnotices.
B . R . X . ‘ ‘“\',..’ ) B X .\.. )

- Prepare reports of mbnies collected. = - - - AT

- Perform aivarlety of clerlcal tasks~'», ‘f, o .

. Y . P .' 2,
. L - 'I‘yplng. . . S . e © ;
- '.E‘iling..' o S L .

- Index1ng. S e L e : Y

A

: - Malntalnlng fzckler~%r&e for“probatigp=eg§1cer_.. e . :

Reproduc1nq decuments. o R . - .

- J,,ObtaanEnd Verlfy routlne factual lnformatlon from persons applylng for-

T ASSLgnment of counsel S . T S T
o i ‘ o ..4 . o - R ’ L f)\.
'lf'Release on<f%cognizance. : . . _ P
‘; ; Arrange for a531stance to released lndlgent prlSOners. ) S
) e S . . . - . S . ~ . ) “
- Temporary lodglng. . 'Af";;" e ' ool
T Transpotta;ibngto'hdmeA??§eﬁ"7
’ '6/, ' z |

o i gy o

r
FullText Provided by nic IR
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.Make referrals to drug ass:.stance programs

ERIC

x

Arrange ,,for psvch:.atrlc he’p. . W

v . - .

Opgate offlce machlnes, Such as.

\ ' ’ . P

= Calculator. - : . T

-~ Typewriter. . o S . S .
- Copying machines. -
" N . . “ . '; . y
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{. o  PROBLEM SURVEYOR . - ' L T

Yo _
Surveying a problem area is the process of assessing current status

‘ and/or needs in order to identify areas and types of future activisy The

process of problem surveying -1s closely related to that of researching and °

v

typically precedes that of program development. (The problem surveyor usually B

: collects original data; for mord'information on utilization of data collected
by others, see Researcher ) . '
In carrying,out my'vork as a problem Surveyor, I can:

.- Develop plan(s) for investigatingfthe problem area.

- Identify and obtain inﬁormation about:

.5
!

- the target populations affected by the problem._

- the sources of pover'which can facilitate or block the implementation

of change (see Change Agent/Advocate for related—aetivieies) _ -

-#the existing programs, resources, and other factors which impact on L

.}
°

t 4
.the problem.___

L= Assess the impact of the preceding factors on the problem area by vari0us ,4_'
L ) - . )
data collection techniques guch as interviewing, surveying, public discus-

~

' sions, etc. (see Researcher for relatéd activities)

o v ‘
Y- Compile a list of ﬁpecific needs or problems within the problem area.

<
-

- "Prioritize those ‘needs and problems which are most important and/practicali
v. to Pursue. S '\. -
iﬁ ' Define potential actions in terms of cost-effectiveness.
,;' Describe the problem areas(s) for purposes of program development by.‘ .L

¢ . « .

'- - summarizing data for ease in interpretation.

e L.

- keeping records of contacts and resources. e

", {, Describe the nature of organizational and community struttures as they
. >

relate to the probled area and its potential solutions. . L,fa”k_f_
- :

N . - .
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R - PUBLIC RELATIONS/COMMUNICATOR

2 . A Co~ . R - R —

N

Public relations refers to a method’of increasing knowledge and understand-
ing of an organization and/or its program, it "1s concerned with disseminating
information to individdhls and groups outside of the organization or agency and ,

;. ) with processing information from outside the ofganization. -
' i .In carrying out my,work in public relations, I-can'
>

- Conceptualize communications and public relations programs Qhkgh inferpret -

. the goals of the organizationu‘ u‘%//; - - .'; . "Tlraw »‘g
S Plan and develop a public relatéfns program. ;. ‘_ - ;//Z\TW'
- ‘Identifygfarget audiences. ‘ . - ‘ o f‘ -
- ,‘Determine the. communications technique(s) appropriate to.each audience.
. . v Lo
et .Gather informafion by: - - .( ’ R o o u I
: : - ;o S I A o 8
1. : f»conductingiinservievs.' B { | . | S /// :
o - confirming facts, o S
T - identifving-trends. S R S . {Z‘l o —‘.i} .
v- locating background ‘data. 1:¢;;> . T P }y
o ﬁ’y 'u:J(See.Reseircher for other relevant activities.) o - ,.i..
R - Tdentify re resentatives of other organizations and’ of local, state\:nd s
>§§> . federaI government to receive information about organizational activities.
- . Establish an interchange with appropriate representatives from: - .
~

- members of the target group.

volunteer coordinating agencies. 8
* ~ ] . TS .o
'privatetand civic’organizations.__ i
N o A . Lo s IR ) ) u

‘buSiness,.industry and professionar~groups.° : o -_' L=

foundations."; ‘_ . o . o T

local government. - S T | T




~ 110
- state government. e

- federal government.-ﬁ'f - . 7L

\

\
& ’ "% \-.* .
. (See Fund Raiser and Advocate/Change Agent for -other relevant activities.) %\\
- wtite: .

‘- news |

RE ‘ ~ feature:gstories.
- -8

- fact-sheets for edicorial background. ' o ' v ¥

e

- reports.

- speeches.

- scripts for radio7television. ' . ; L ";‘ .". ‘. ,1 //
i ® - otner gaterials describing the organiZation and its program for the;
Q . public. | ' _ ,g’ : S o g -3
_ (éee‘Trainer for internal publications.)'. ' SR

. L Voo : : :

- Prepare audio-visual materials, .video~-tapes, and/or films by._
! Iy .

utilizing audio and/or v{};o - tape equipmentz E ' ._";; . .

T p ~ . . . - ? - ' ) a”
g z//f"\\\ ' utilizing photographic equipment. - e -

. . R ! . A [N
- /) directing acting, speaking, and filming. A

® U

’ - .Prepare visual materiHIg:’such as' . R . ?__

W

- photograph events for news media or other publications.~

‘\ o - - —

. .

- design and prepare art work.
- design displays and/or- posfers.\_ _ :"-

- 'Coordinate development of materiaL& for production, such as' .4f -

- . - B
. . . . — . .

. edit publications.
- edit films and/or tapes. ) I
- design layouts. R I . " ﬂ',7'~. ':,

- work,with,printers, publishers, and/or producers.

v

e
oy
)




: .o RS 5 1 7 _ -
-.: V ) . 7 . " - & ) . * ] ‘>‘ . ,” = /’\ . I. A . Q‘
'j, i Work. with mass media (press,'radio, television) to-' ,»' Lt oo

—

select optimum outlets for placementzjt material and identify contacts.. .

LT >’ adapt and edit materigls according to mags media standards. _ &
‘ - conduct press cobferences. . v ’_7 ‘
mainugin good relations to facilitate placement of material.

’ -’

- Speak publicly, such as:
- deliver speeches. _ | ‘ A - R

f*‘\\ - promote;an'organization, program, or serﬁice (see Advocate/Change’Agent), ' .

participate as a member of a panel or debate group.

give interviews. S e s . ' _ oo —

~ i ’ © "

conduct or moderate,interviews, panel discussions, debates.

L. ’(See Fund Rz‘sgr and Trainer for’ other Telatediact vities.) S

- Publicize and promote organizational ggterials. . L /),*
) B . . . \ 2/,

(.

- Plan distributiohﬂggjpublications andiother materials. » _ o -
: o oW S e

BRI - SRR

[
PR
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‘ C L , ‘ o o - U .
T ST RECREATION WORKER S
' o : . . . P
= o A recreation worker leads or assists a- leader df recreatlonal aCthltleS
for $pec1f1ed groups 1n the setting of a school,u communlty, social,.or church-
- A4 T . . : N -
... related organization. = . . D -
R N R A s ‘
__As a-recreation,worker, I cafi: - . ‘
: L : . : . : .
- Develop goals and act1v1t1es that foster ind1v1dual and group development.
5 * =~ Develop spec1f1c goals ahd plans for partlcular activities.
Y . . . oF ' .
"_ Identlfy resources in persoQ:\l, ‘money, materlals, tlme, and authorlty )
_needed to accomnllsh ob]ectlves. 0 S
- ~Deveélop and use technlques whlch w1ll enhance relatlons among people. 3
C- Deﬁoﬂstrate ablllty to use approprlate technlques tp solve 1nterpersonal
. problems. . - : : o -
) L . .. \ . . .\
;,4 Demonstrate knowledge of teaohlng methods and mater1a15.1
L : U RN
. -t Develop and maintain a llbrary or collectlon of relevant materlals, games,
- .’ . o . . ) '(5,
and other recreatlonal and equ1pment and’ supplles. : o,
- . Plan and. organlze cooperatlve and competltlve activities and know when
. »
)”each is apprdpriate. -
© - ~~-Teach-one or.more of the following: '
— Games. ) K I,\_‘_/ ‘ .
: - Crafts. - - T i} . TS
, = e o ) i .
‘= Music. . .
B PR < N v' )
“-~Dance. ' 4'(“
”\ - = Dramatics. . v LN - SR S
N . ,’l ’ . N " " % 7 : - ’ . :' ) . 4
- Art. C -2 . - - . ' . N
L N B . ) . O . ‘Iiéy . ) . .. . . » \\\
- Outdoor skills.. - . . . oo C } \
. T S - .
/) - £ ' : S /.
. . ‘ . : . : .
', ’ [at [ l
> ) ‘ . ""o ¢
€Y s B * #
\) . P R N (3()‘1 \ ) [

ERIC -~ ¢

Aruitoxt provided by Eic:



L% .\ = Conservatipn.

: _ - ke |
_ © = Cooking. '_; i l.' oo . . ~ s

I D sportsy - - ., o '

. \‘ . . . ) / . "‘.,‘ I . o / . .,

o ‘-:Cumm% l<%' . T f- . \1

- Demonstrate knowledge 0f use and care of audiov1suai‘5quipment, gymnastic

‘
- -

- . °
2

e -
and soorts equipment, tools, crafts equipment, and camping equipment.

’

- Speak publicly, including: = - N - I -
- Articulating.rules and procedures to participants. : - : .
- Promoting the'organization and . its. activ1ties to potenéial sponsors. PR
° . . ‘ R * : ‘ . P .
i T - Publicizing special events. a f’ S T \\\\\, R
- Establish .rapport with individuals of fiverse backdrounds.: ' . !
: . . : K K ) ‘ .
- Raise funds, including? /(“ 7 e . ~
P - Selling a product or service.. - : T oy L .
Co ’ . - y " S . ) ) _“‘ o . ) . N o .
S -.Staging a_special event; /S, N D rj 5J“ _’1 .
- Approach ng sponsoring agencies. i. e., local busaﬁesses, foundations, ‘ ;
‘ ' S .. 4 - .
governm tyagenc;gs o /’v- -
.. { . T e, o ' Y
- Conducting a public campaign ' -
- qgnonstféte techniques to'prevent or limit conf%ict between individuals, .’ o
: ' . i A W S Lol s
- Demonstrate’knovledge of safety precautions required by potentially e
hazarddﬂs activities in sports, crafts,-camping, etc. ,
‘ / ) - .
. . .
.- Determine the urgency of a problem and handle it appropriately
- Demonstrate a knowledge of indiv1dual growth and development. : /f
. . ) ) e j"
- Select actiVities that w1ll help indiv1duals learn deSired skills and : L -
attitudes. _ : ) . . v
: . ' . - ) . Sl
= . Keep records of individual and group progress. o .
: K} < - . ’ o . E
' - Understand and use techniques gf group dynamics. |
v Yy ' . ' T e : . % -
i ¢ ' 1 ) .
N S
N ) . ; _‘v
. . ‘_.) ’ k ool ] - j‘ . -~ ~
O . o . . ) “ J'("fj j

Aruitoxt provided by Eic:
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. P )} ", . 114 .
. . . A C ) -
, ™~ . - - 4
./
- N Plan and carxy out fleld tnps to sport:.xJ.g eVents, dra.mat:.c presentat:.ons,
) concerts, recreatlon areas, museums, ‘2005, etc. . ) 7
. s - N B . P
R = Develop 'po'sitive participant, at't.j.tudes b)f: o \\r .
s . N R ) : :
- Selectlng anproprlate activities. : , /. ~— .
<. .. - 1 . N c. * . . . o F . )l .o
/ ' - Prov:.dlng pos1t1ve feedback. [ T 4 A -
/ . ) . ) . e . - 7 ) ) s . h
- Pro'v“.de advice and J.nformal counsellng to part1c1pants. . .
= - Determine partlclpant 1nterests and plan act./vz.t;.es arou!nd them._. e
. , .
K Demons?;atetkrwWIedge of capacities and needs of speclal groups-
='Preschool-children. o o - e
- Chlldren durlng earlj ‘school years. "
-‘. ¢ P ".
- Adolescents. o _ RN _ ’
: v Dt\ B . - ._\I - o C - . .® ‘ . : . . ) ' - - ’
- Boys/cﬁrls. S . T - ‘ . : *
R ~ . . . e L ] s
:j: . - e SV e ) L oo . . . )
A - = The elderly. ./ . .~ . . : e - o
‘_'n . A * . ‘.\.. LT _“ N . L -- & . s
’ = The physically handi®apped. . _ , S . e
e ] - P . - e . ) 3 . 5 K o
’ e ; ] N S . ' ° ' S ) T
- The mentally handicapped. - . - : A U
- Sin le parents., - . ‘ 7, £
- Budgeb existing funds. e : Ce . &
. . . VU . & R . N
- «Reé:og'nize and deal with medical emergencies. ' ' - o t”\
- v 3
. - "nteract appropriately and adapt:lvel‘y with personnel and goals of sponsorxng
. L .
’ b ¥ s T a . : R - 4 Vo
agency.. o . ‘ T o : :
¢ Ry N \u . >
:/ . “ -+ ’ . t
- s b ..
» s < -~
". v -
o : A ‘ )
. _ . & . ot
. 3 “ L ° Q..-" R . . . o ) P
» - ) L{ ” R R
) e - - N
'. ) . Jﬁ > 4 * } ’
.. . ," 0
- : . 4
& . ¥ , . :
- : ' . 7':' v /f" .
o & b . M .
i - L .
¥ ‘/: ‘ _ . sk . . ) 3 . . Al
T ' ‘_ R . a. ) ' ! ' Y~ i . Co. .
O . R o ' o L . '_Ejl)f) . . L
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-ntsrARCHER'f R

% Research is a syste atic means of : i vestigating a topic or problem. LIt
é‘

/ =z
. 1

. involves generatingfverifiable data which will support program planning and

\ /

¥

»M-Eg; deveiogmént and/br the impleméntation of ghange. o
'_5;”. ,u'« In carrying out- my work as a researeher, 1 can.'

- Select problem\area(s) nelevant to organizational needs. ., L
& £ . . ,.”,'. PR '

- .Limit the tesearch focus by. .o - ’3'fg}"““ '

T e

- conceptualizing issues.' s L e . -

M

defining variables. B R u'“fu'f‘rﬂ N f ' i&”%;lzz R

operationalizing measures.;j “,;f“"i'j

- identifying the unit of anaIysis«' - ,;fﬁ' - ; .
- generating hypotheses.:m ’M;;~'3f N s

- "Collect background information.'“‘jﬁ',” e T
o Q'— Locate information sources such as:.

L. Lo . . L. . . " e . s N
N . S < Uy .;,\ . D B P s .. -~

2
[ 3}

ol @ written materials- o N TE RN
e SR . R : coh e o
. . = ghta banks-_f B S e T s
" ' N . . ' o . e . ’ “. . " g . . k] o :
e -_:~interviews."m; oo A

O AT T T T S o,
\ ey :.~-ls,urVeys. . T o "

LR

- Summarize past experience with problem..;.'

- Evaluate the utility of past efforts. ' ,.';i3” ",ffAf¢"h

.
TN e

~ Design research by .i_ -},‘_’ff N'K - f..l‘_l_‘

.~

.'r@;' P selecting research design. :V“Q'f ~n; ;"_ fl.' . 2 h;. @-'"
‘:Lselecting sampling techniques. ..A§¥' _’7f'i;: R "ﬁy .

- selecting Survey techniques. »

Aruitoxt provided by Eic:

T, .



: ~“pevelopfpractical'plansfof'identifyihg;‘ L. -.hhr: }].-'j"'4y .;x
. , \ B el . S .

- time. Lo e S IR

-costs...o . . 0 T g .
R ." l' . o, S '.'h.- ) . .. ’ .. M -‘.’
. T opersommels . T oo ‘ S

- Manage proposal deVelopment, by: o o o e e MR

'- locating potential sources of funding., Lo B .h S

,' I ST . : " o 5 f

- writing proposal to’ include. L. e (1.

S A L *"m’~'“fﬂffg/*f’ﬁ e T
e background. . T . ST e S
L e o AT R o ' :

time and.cost estimates. *~;. “'3;‘, - R Lo s

< wxﬁ&cted Mgom,e‘:séf, - . > , " |

"v- uuility of research to. organization and to the '_’f:iﬂ,;;.'.' o Jh;
- larger society. C ;."f‘“. '”?::fﬂﬁ.f_ t: ,5.'Mj§"
- hding agencies to promote the proposal. ; . L o .d-_i'“
. - adapt proposal to meet‘requirements of funding sourcé5 ‘ :f.' S uki

- - Obtain“data to: _ . ‘;}1 ) '/"f p\g»‘p- o ‘ Soe
. ’ .. - v .. R B - .' , . . o .. .
s - foster cooperation with community groups and/or relevant institutions”‘”u.'f“-*'

e P

®

. and agencies to gain their support for the research._:

[ L4 . ’,) ) . _./ .

- recruit ‘and train data collectors. e ﬁ',i;i.'g

'h] - select appropriate_data,collectinO'idqtrymentsL

n

'-ha' dESIgn and validate new: data co11ecting %FStruﬁents. T
,_ obtain informed consent oE partic:Lpants.I ‘: \,‘tf'

Ny - .

..-ﬂqbtain data from existﬁpg information banks gs e
- use appropriate sampling and survey techniques.n

'.- monitor data collectqgrfor quality control. 'h,f' .

a e R R iR Lo . e e MR . -

JAFuiext provided by ERIC O . . i - PP
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‘Process data to: .- . o *fl”_" o R
T ERE . : I AR
daevelgp coding progedures.'* . . . . °* R U A
N : train_coders. S R \g/_”_y- S v L .
e q%ﬁ ‘ ' S B o ST N I,ﬂf-f T
N .‘}ao supervise coders for qualit? control. . o Y | ;

o . L

B !

'7- select and plement other data reduction procedures. S

EV I - develop computer programs appropriate for the research design; . :
"+ ‘ Analyze and'summarize data by using. _‘ ‘ *ﬁfﬂ-" ”fii o Lt
_ . S :
, averages or other measures of centra teﬂhencw\ R P
f;;fihf?v %2easures of disnnrsion or deviatiz :533 t S la J.'. L _ N

¥

N

' ~°

- measures describing relations (Eorrelati%:s).

s .
other techniques of bivariate or mul;ivariate analysis.

tables or other means of categorical aggregation.*~

graphs and charts. _: _3”‘:'“ E

"\
[}

'gchts‘bf significanZe,'-bil’_.fe .

L egperimental<effects analysis.

| ._/7 nonexperimental causal;analysisleL

¢

e_ Hﬁ%g Hake inferences from dataﬂy
el :

D “'Write research report(s) ;f\_, T ‘g

FRES

';‘i? -

- —-~Disseminate research results to ‘appropriate gﬁoups.ﬂ:,h ) .

: . . A . e o . . .
O O R - s - ¥ oo T : T
. ! S . P . . . . I
- e, . LS . P

[Arorron powist o enic _ A N : ’ -
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T TRAINER L owt-

e

Training involves teaching others specific jobs, skills, and/or tasks._ﬁ;lv

; Na

In my work as a trainer, I can'_

Articulate tﬁé philosophy of the’organization/agency.
[

agency/Program mission.:h o IR .

ks B
. o
1‘,,

theories. '. '.-t '_;‘ v f. . S A
Demonstrate my knowledge of teaching methods- and materials..
. [ 9 (
Ideﬁtify training needSe(see also Problem Surveyor)
J .

o Make a training Plan wbich includes- . _ o

v
-.learning- objectives.

- teaching design. B B .
A e, e

“'3fr teaching method.

o evaluatf%n techniques.

- budget for training costs.

-

- schedule and site considerations.'

Y . ) at

- materials, both written and audio-visual.

- ‘ o 4-__'

-
4

,

&

Determine the suitability of varidus training approaches for individuals;hkﬁ

Qs
yith different backgrounds and experiences. . &

Develop written materials for use in training.
Develop audio-visual materials for use in trainingk

Develop training manuals for other trainers to use.

,Determine the cost/effettivenesS\of various trainihg approaches.
r

. -

. ? )
involves the teaching and/or organizational socialization of other workers.

Explain the relationship between a particular job and organizational/

~ R

Demonstrate my'knowledge .of kinds of learning and/or of different learning




. . Coe S O
;&;&raining program, including. o e l

selecting and recfﬁiﬁing training personnel. ,u‘~' .1'.-'-

‘. E

.\1\

- Selecting training methods and matetials which are both appropriate'

oo

f~ Evaluating the effectiveness of the training program.'

to . the group and cost/effective.’@

- Settingdtraining goals. .

. . ~~
- N . £

- Conducting the training‘of'those who. will train others.

- Monitoring the progress of ‘those " being trained.

' ..' . o .' v
- Monitoring the progress of those doing the-training. _;'v_ o
V' .

l- Modifying training programs and Qechniques if the goals of ‘the program .i

v

are not being achieved.

,ﬁx’. g
’ - 2

-

- Monitoring and evaluating the job p rfbrmance of those who were trained._

Develop and maintain a library oﬂ!trai ng. materials.
Conduct.a training session.

Train others to do specific job(s) or task(s)

(Specify)

Mdke an effective»oral presentation;

Demosgtrate knowledge and use of group interactionAéechniques.

' Know how - and when'to use. different role-playing techniques in training..

A N\
Help those being trained to see the” relevance of their training experience

Eo their long—range career goals and/or personal development.

} i'_-'.\'_ gfepare and evaludte reports on training programs. v

T e

4

E%Qluate the training programs ofﬂothers.
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-TUTOR/TEACHER'S'AIDE .
‘e

sc . . a

m tutdr]teacher S, aide helps an individual or group of individuals

e \ . «
to learn something or. to 1mprove their learning techniques. The. tutor differs
,from the trainer in that trainers instruct individuals in the performance of > ﬁ

vspecific jobs or tasks, while tutors teach more general skills (such as reading)

o .
v

f'or knowledge which is applicable to a wide range of tasks or activities.

. o In my work as a tutor/geacher s aide, I can; . ’:i T n“.
L"‘:&_" Establish a 8ood woqking relationship with the learner. //?'”
:IT‘T‘M}DEVGIOP POSitive student attitudes toward learning by.‘k. A -
- selecting tasks of appropriate difficulcy, T ;;.ﬁ;;b.‘;;f.;é ]

- tell}ng the learner when a job is well done. S S
@ .

SRS T Encourage and support ‘the learner by: - L

-

complimenting the learner for good work and "good thinking to develop_”f'

a positive self-concept. o R "'.:~9- ' L
O i . . N oo

= showing acceptance of the learner by giving attention and by listening

- . )

L o . carefully. _ 'p“'.;‘ o .' .‘ pl V l~

helping the learner rejpond to incréasingly difficult material..

ER

- showing receptiven 38 to learner efforts.

.wu

R MWork cooperatively with the: leaﬁper s teacher and/or school by'

abiding by . school rules relating to tutors or aides. '

.

being positive about the teacher 8nd.school in‘discussioné with'the
' ’ N . & - N

- learner. : .

following‘the teacher’s plan of instruction. T

LR

proVi ing the teacher with information on ‘learner progress.

- Provide advice and . informal counseling to é{xkiearner, when appropriate

Ce

ﬁ(see Counselor).
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- fIdentify learner needs and diﬁj%culties°. B
- by direct observation of and/or interactior with the learner.
- from ‘test data or. other diagnostic devices. B
L) - .
N
Loe = through discussion with the teacher(s) who regularly instruct(s)
o this learner. - T ’
# - through discussion with other school personnel (counselors, psychologists,
: ' , : o R S S S :
. etew)d R T O
. - Determine arner interests and plan instructional activities 1_§und them.
! . , 8 . - . .
N S P .
x\: - _Plan a les 3on or series of lessons including..- . .
Vil obJecti.veS-' ST T
. ¢ . . \ :
T - QEaching~methods and techniques.' , o '-; ' o A
> o - instrhctional materials (both written and audiovisual) ' )

S R _ . e ":. SN (

evaluation techniques.

i;fi Pace Instruction at a speed appropriate to the - learner. L : _“'
: 4_ i Set.and monitor instructional objectives." NER . ) _ ‘ . o
- —',:'Select instructional material and techniques appropriate to. learner e,

ﬂ

background and experience.

S J ;
N -~

- Demonstrate my knowledge of learning theories and t eir&appliZatﬁon. -'.Qu-

- 'A Demonstrate my knowledge of teaching methods and mhterials. S -% - -;';'
= | elop written materials for Use in,tutoring. S - ' - T
E%S., . e o - .
) Develop audiovisual materials for use-iﬂ tutoring. : i ‘

- " v I
] . . . .
- pevelop and maintain a library of materials for use in tutoring. o ' L e
(Specify subject and/or level) ’ ? "',‘ ' e |
- Demonstrate my knowledge of the subject(s) which I tutor. - ._‘ " T
"'(Specify) K .“ . . - e .' o T L
. - . = o . : ST " . : -"\*
3 ' ; -
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- Evaluate learner progress: o L ." ' —_—
- by observation.

- by oral questioning.

Y

- by use of tests or other . evaluative devices.

- . T

o = Uee questioning techniques.appropriate to instructional objectives.. !

PR N

_ Make an effective oral presentation to a gtoup..
- o , .. _

- Demonstrate a knowledge of group interaction techniques and, of their use/ﬁ’

- Train others ‘to be tutors'(see Trainer).

) - . . ) P B
: ' . ’ : e . g » .
- . s . . - P PN
N - , : - * . ' ’ A ‘ : . e ’ L

e - L . %
B
. ‘ 3 a ° ~ L] B .
: . s N & >
M 3
-
) .

[}

s S

at
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- YOUTH. GROUP LEADER "Q*f ]

{\ s

: - A youth group leader devises and implements programs which help young

People qevelbp and leatn. - - R o ) - /'. 7 "4.‘: B .
iy _‘In carrying out my work-as a youth group leader, I can. | |
.‘_ :' An,t::,_culate tihe philosopng of the organization or sponsoring group.L
- ‘Describe how the components of the ‘Progran relate to organizational
}:.'v; ; p'philoSOphy. , - . _f | - r:‘ v f’\§i
SR C o m Demonstrate a hnovledge of child growth and development, .o _(
%.4, Démbnstra:e‘a knowledge of theories of learning,u o f' | -
71; ‘Demonstrate a k“9W1§ﬂge.°f teaChigg methods and matérials.

- . (Specify areas) )

- W Select,actéyities which will help children learn desired skills and

attitudes.

- 'Determine the cost/effectégsness of alternative program components. .
. ‘;_: Plan a youth group program/’including. ‘\s-l, 41 : 7“ .._;-5'3 f;j
f.il - defining Program oggectivgs.< L .4ﬁﬁn' - ‘ ;; . ;'"t _i 'i';
o 1_ - involving group,hembers in program planning.,o- | . _
{'. - o Eelecting activitiés which will mo efficiently lead to meeting - i
; '}_?y ) ; th:‘ptogram obJectives. ;4 ?}(ﬁ/égﬁ - 1 _ 4 ;—_. | .' |
- selecting activﬂties which'are most appropriate for the. age, ba?tground:~
. P o
‘.i' I anéaexperience of group members.-' _--_!(’ ‘{. N
- - Prepafing Program materials. ~,v- ,; . - I ;’
- determining the budgéesipr the program¢' ’
_' P - dec;ding on methods to evaluate the .program. - o T S
'%if;; Administer a youth program, including. . * h*! j’;,'
: %i; - selecting and/or réﬁru@ting others for various responsibilities. .
N I R :
@ . e _ X
.;Z/JLV. 1 ) o ., A N o .;~ ;;; | )
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- training other adults as leaders or. assistants (see Trainer) _ _ - 3}
i;,training youth group ‘members Tor leadership roles within the organizatidn.
s
—’working with adult members of the supervising board or agency..
e .
_ _ -'determining the effeotiveness of . various program components in meeting Cooe
U._.\ . .» - B \ . . o ) I-; -
: organizational goals. E L i~
. . . ' & A : : (\/ ST

- assessing'the eﬁfectivenesS'of other-leaders.

- organizing committees to'carty but tasks.

. M- . ' - .
. T R

s - keeping records of individual and group progress. ' N
- keeping budget and financial records. >
- '_ 4
s ! . . .. V“ ’,
. - coordinating activities of various groups. t .
- securing financial resources (see Fun% Raiser) - . . -
o . = Direct a youth gtoup, including. ‘ r ' SR o N
- organi%ing.and conducting meetings." ! i
- =" teaching: o o - o . i L
' ' - games. : - )
- é_:aftst'—*— __\. . ST o v . cl Q\ N . f,
‘ . i » . .-/ . ) v A.“k ' L X A - '
. ‘= music. ‘ 7 S s o,
SR l v_ ‘ .; - . ; ) J‘..; ‘
. . _)dance.. %._‘ . ) v . 'p' )
- interpersonal skills.. - ; . : ce T
©-© = democratic processes. S . C . BV ‘<
s .. =~.dramatics. s g T i Lo » s e
. ST \ : . oo .
’Q = health and safety. . L ESEA J . ﬁ?l
- 7 - o= p g p _: CEE.
- outdoor/?;mping skills. o o e
R . ] . . . ) s o " . -
. ° - o X . o . T : . - N ‘é . [ s
i 2‘3 religion- ) R . _ SR , . }
- conserVation. S ’ S SR ';f:.}Q,.- ' .
) . <o . - . - A & Lt
. - . LS
’ . . L -~ -‘[‘ ‘\
=% 6 * . *1 . R ~
. b : --.‘ ) . - %bd -l‘
3 ’ . . . »
. : \3f;} P q: _
. . : “ - '
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- h’omemaking. . L L , Q N . ' . - ' .
SR - citizenship. - . , .- -l\ Tl .
‘= other. (Specify) ‘ ) -

) _ L _ .. . ‘Aﬁd
. 4

= demonstr%ting a knowledge and use of techniques and equipment specific
s " te the organization s program. A 2) N Lo _7
- abiding by the organization s standards.

A -Qprovidin; guﬁfance and counseling to young peg e»asva?progriate (see ,ffi-’
. Counselor).- ° . ! | . ) ‘
| C - uging audio;visual equipment. o Y.:"l'- , ?. 15"33‘ _f~-» df N “h‘_
N R demonstrating a knowledge of children s game:\\ .¢5'- > o N
| - storytelling, including demonstr%&ing -a’ knowledge of children 'S literature. t
) - demonstrating a knowledge -of safe procedu es 6& children s activf(ies. ‘\j"“‘f
k - d&mpnstrating the - ability to use apyropriate’techniques to deal.bith - 'f l_/
intezpersonal conflicts. zt< ‘ E ‘ﬂ. ‘ j_ _'»" o e ? o

) .
e describing_how youth groups seEve as socializing agentsx

:[’.." A ’

H,”
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- clusters ‘that’ anolve the same skIll " For example, you may have managed . ‘:
) § tbe famlly budget ‘done bookkeepung and tax returns for.tﬁe hosp1tal -" ?
& . ‘. \ ~ coe T :
glft shop, se*ved as treasurer of your parent—teache% organlzatlon and
ma1nta1ned sales records for the’ G1rl Scout cook;e sale. These act1v1t1es
‘f ) . l. . a ‘\‘;‘
: all 1nvolve Sklll in. flnanc1al management. )
. - i‘: When you group your act1v1t1es, thlng about what you d1d not the
et . - - .t
e o organlzatlon or settlng in’ whlch you d1d the work. For example, you may
S have also wrltten neWspapejgartlcles about the G1rl ScOutagookle sale and - . -
o edlted a newsletter fgr the parent—teacher organlzatlon. Both of these Sl
o - . -
. .' N s . s - - ) . . ¥
S actxvxtles 1nvolve communlcatlons skllls and | should be grouped together." . W
, You should not group act1v1t1es as "thlngs I did for the - Glrl Scoups" or :: o
4 . e -_ ‘ . o ’ S '
e "bhlngs I did for the hospltal " ; LR el
L . ° : v o w ¢ {
o i Here is a’ 11St of some’ of the Sklll clus&er tltles that)gv\er women
. : ) , . » & . . - "'- e
have uséd: R ‘ﬂ,\x7{&,';_‘, R ”'ﬂ'\<\ SO
- ) ® ’ - ‘ . ‘..- N . x\ v B
) ' . e ' Administration/Management . - o /:j;h Y
C B e, Advocate/Change Agent/Lobbylng R i
o ; ® 2Animal-Care ] R
Lo , - @ Arts and Crafts s -
6 ® ; ® Child Care : . T
- e Clerical: . - . ".
) SRR A ° Clothlng/Textlles/Sewlng & s
. e - @ Consumer Rights - o o L
~ <. ° Cook/Chef/Nutr;tlonist 1
. e Counselor/Interviewer N
: ® Decorator/Designer T
- . 3 ) Flnanc1al Management _ . .
_ B ®. .Fgod Rreparation/Nutrition - o
- « R ) K Health Care/Nursing - @ - § LR S
. S , . o Horticulture/Floral'Design . -
’ rLo- ; i g2 °: Interperso%al ' )
. ' S® Legal nghts oo ‘,.: - e T
N _ e Library/Museum Ass1stant R
R AN ® “Marketing/Sales/Fund Ra1s1ng Co e e
. - : . . . . -
T : e - Mechanlcal/Technloal fa];, ]
L SN - . = ® Performing Arts L A e
SR < . e . Petsonnel- Management - - - . R
N ke L PR ) 5Prob1em Surveyo-/Researcher o o
) P LT T e e Public: ReIathns/Communlcat1ons/Wr1t1ng T
oAt L 'o;'Recreatlon/Sports o ],_wf ' '
T & Fo e Teachlng/Tralnlng :a" s )
B : o S » - ‘.
Q u P M . vy ol l} 74 ®
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The-next step ln 1dent1fy1ng your sk;lls 1s,t;‘group them 1nto
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Now, you a.e‘ieady to mase your own Sklll groups by Comblnlng

'-6

your varlous homemaklng and volunteer work act1v1§1es.f Use the nExt'

L Worksheet-t)Remember Ehat the groups should be made up of - actmvltles

: * that’are related.: Your&groups prebably w1ll not be the same as anyone
.  elses; they do not have to be. ‘i ;‘.’ T lf; ,w.;_," ."‘. S
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R O . WORKSHEET #3 . o : :
._ Skill Clusters of Related Abilities -
. " _  Abilities o " skill Involved N

"gkill Involved '
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v e e
LT _ -, Abilities .- o v ¢ - - 5Kill Invelved .
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T WORKSHEET 43 - .. _ .
o (continued) - _ T : -
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~~ Here is a part of what Jane wrote when she made her skill clusters;’ _
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If vou want helo with your work in ldentlfydng skllls, you mlght S

v

°contact a women's center, d1splaced homemaker center, or college . e

I

counsellng center. These klnds of centers frequently run skill identi-
A~ A a ; S : -

fication&seslens’fbr groupsiof wom who'are thinking about returning
B ;. ~ to work or to school. o . '{' .o : : o .
To £ind out;about the centers near you, you wrlte to Catalyst at A g
;A '~ %% ’ ;4 ast GOth Str:et, New Yprk, New York 10022, or to the Dlsplaced Home~ o

\plggkﬁrs Network, 2012 Massachusetts Avenue, N. w., Washlngton, D C. 20036._ .
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.e%: Each of tnese organlzatlons has a free dlrectory of resource and- counsel- )
- « - ) .
ing centers. ‘A more detailed publlcatlon, called the Natlonal-Btrectory b

el

. : .of Women s‘Emplovment Programs: Who Thev Are, What They Do, is avallableA

‘for $7. 50 from W1der 0poortun1t1es for Women, 1649 K Street, N.W. . 4—,
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