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FOREWORD -

One of the major purposes of the National Occupational Information
Coordinating Committee (NOICC) is to encourage the use of -occupational
information. This - purpose, contained in the enabling legislation,
states: ", .,  , 1labor market information, including career outlook’
and other'appropriate information required by'youth,in‘matching'career
desires with avallable and. anticipated 1labor demand ,. 'shall - be
encouraged and supported by the . National ‘Occupational Information

~ Coordinating .Committee (NOICC)." o : o '

NOICC's thrust to fulfill this mandate, beginning 'in 1979, has. been :

" through the Career Information Delivery Systems (CIDS) competitive - - -
grant program. Since the beginning of the program, NOICC ' has:

 encouraged these systems to use the Standard ‘Occupational =
Classification (SOC) as the primary means for  organizing the
information contained in - then. NOICC 'has established minimum
requirements for use of the SOC. Structure ' by State - Océupational
Information Coordinating Committees receiving CIDS grants in NOICC
Administration memorandum no. 81-23. : e

-

The SOC should. prove to be an effective tool ‘linking information on
occupational outlook information with personal occupational desires
referred to in the legislation. However, before the SOC could be
effectively used in the CIDS, two preliminary tasks had to be
completed: 1) relationships between the SOC and * other existing data
systems had to be established, and 2) 'the 'definitions published in the
1980 edition of the SOC manual had to be expanded . and rewritten for N
- occupational guidance purposeés. . Fortunately much of the first task has
already been completed through another NOICC project, the development
of the publication Vocational Preparation and Occupations (VPO). This
publication establishes linkages between currently used e ucational and

occupational coding structures. o

To. accOmplish_the.secondvtask.'NOICC ipitiated a new project to modify e
- the SOC definitions and organize the existing VPO - crosswalks between . o
~classification systems so they could be used for CIDS purposes, .The - - . : -

results of ‘this .effort are published ‘im  this document, the - =
Classification Structures for Career Information (CSCI).. .~ L ‘

.

This edition of Classification Structures for Career Information ' has
been published as an interim edition. - This was done because the short .
- time available to complete this effort did not permit ‘a comprehensive
‘technical edit of the occupational statements., ﬁuftherﬂbrey‘there is a
plan to conVerﬁ'the'current educatiohal.classification'codes contained’
in these tables to the new Classification of Instructional Programs .in-
the near future, o I ) S




The NOICC staff feels that this interim edition incorporates the latest.
. information concerning: the interrelationships of occupatiohal -and:
educational classification systems. ' This publication can servd as the
primary source of information for CIDS information de elopers, .
counselors and other persons seeking information regarding t' the world
of work. =~ .- :

-~

This important work was. eompleted through the efforts of a large number
-of people and organizations.A ‘It is our sincere ‘hope _that - the
Classification Structure3~for Career Information will be a useful
document not only for the technicians of C1D3 but also for. counselors
and .others: who have a need for occupational information. a

>

RUSSELL B. FLANDERS
Executive Director
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I. INTRODUCTION

o Background
-h.——

ATo carry out the 1egis1ative mandates contained.in_P.L. 94-482 (the .

Education Amendments of 1976), and. P.L.. 95-524 (the Comprehensive

Employment and Training Act Amendments of 1978), NOICC'S Technical

. Steering Group adopted a number of policies. Among them (as. pubrished
" in the Federal Register) is one which adopts the Standard Occupational

Classification as NOICC's overall occupational classification system.
The SOC was designed to establish a standard coding system and nomen-
' clature for use in identifying, classifying and ‘codifying -occupations.
The structure of  the 'OC provides the CIDS with an organizing scheme
that groups occupations with similar worker functions. - This feature
can be used to expand the occupational choice or options of the CIDS

user. The feature also facilitates development of - the CIDS user's -
- understanding of the - functional relationships . among_ different:

occupations.v

The SOC structure also permits an expansion of titles available within

a CIDS. There are 834 separate SOC titles. Most of these are directly

related to groups of -Dictionary of Occupational Titles {DOT) ' codes,

This means that the 834 SOC titles are matched with 12,099 defined base .
DOT titles. This arrangement enhances the selection of - occupational

titles appropriate for a particular State need.

As presented in the 1980 SocC Manual the Soc structure is composed of a
four-level system: Division, Major Group, Minor Group and Unit Group.
- Each SOC grouping.or category represents a. collection of - -occupations

which -are sufficiently similar in their main tasks to be grouped under
a common title, Fundamental to each :SOC Division are the various
categories. ‘These categories  are  arranged from 'vgeneral to
progressively more specific level of occupational detail. Because of
this structure, it is possible to aggregate or disaggregate categories
under a particular SOC Division according to. the level’ of detail
required. ‘ . A : : .

Y

Given. the advantages of the soc and the NOICC Policy, NOICC. staff'

approached the implementation of the SOC Policy in a developmental way. -

It has proceeded with the SOC implementation with as much ’ interagency
and field input as possible. .To. assess the impact of a_SOC/CIDS
. requirement to Muse "the S0C as a standard structure . for - the

presentation . of ‘occupational information 'in CIDS's funded under the
- CIDS Grant Program," NOICC held 'a meeting. with' a" variety of .CIDS
_ experts. These - included representatives from NOICC's. statutory

agencies, NOICC staff, nonprofit_ and commercial organizations. and’ the
_CIDS assistance staff from the National Governors' Association. '

’

K




-The " major conclu ion//of this group was that the SOC definitions were -
not suitable for use in a CIDS. Their review of the SOC indicated that
more details about worker functions were needed to facilitate us of S0C
- definitions in a CIDS. I : o R

The group advised NOICC that all CIDS would have the same problem.
Therefore, they recommended that . NOICC ‘' should sponsor a project to
modify or convert the existing definitions for use in CIDS. To avoid

potential duplication of effort among the CIDS grantees and to fulfill ;FN
another NOICC mandate to establish’ standard- definitions, NoOICC initated

a Special Purpose Grant with the Wisconsin SOICC. The end products of

‘this project are this publication “and a computer tape. In. July 1980. a’

-project . task force was convened bg NOICC for the purpose of

establishing criteria and guidelines for. the- development - of - the . -
guidance-based - definitions. ‘This task force was -comprised. of

- representatives from career information delivery systems. occupational

information ~ coordinating = committees, professional educators;
representatives from various federal agencies. and - NOICC staff.v (The:
task force membership is included in the Acknowledgment. )y The specific s
" charge: of this task force .was -to develop the parameters for the. .
definitions contained in Volume I and to reecmmend procedures to .
'develop composite attribute and classification coding for the variousi

Soc . groups contained in Volume II.

» -

. Definition development recommendations of the task force included the'".

: following.

1. A general description of no more than 540 characters should be

developed for each occupational group and should . focus upon the . .

-activities included under the specific DoT titles within the
) groupo B ks .o , ;

2. A section of sample’ uork activities from representative DOT~

titles within each occupational group. should be included.

N

3. A statement covering the hours of " work and 'travel

requirements, if any, for the’ occupational»titles within the group '

should be developed"

3

y, Typical places of employment should be listed. .Additionally,
 the definitions were to be written for a 6th-to 8th grade reading

level, However, the task force was unable to agree upon specific

methodology to be used in measuring the readability of ., the
R definitions. . S

v

-




-

' bibilography. - oy

' . . B . L o .o - VA Co .

T . .
-

The task force recommendations for developing the composite 'attributes

were. difficult to fulfill.i.Consideration had to be given to a variety «
- of factors: what other classification systems should be .related ‘and -
-aggregated . for each SOC group; . which.- variables describing worker .

traits, interests,. and aptitudes. .etc., should be included; and how

- Should the <aggregation and . compilation be completed., - The tables -

-

contained in this publication were designed to carry out the inteut if o

*not the letter of the task force recommendations. , .
=z S

Purpose

The primary purpose of this publication 1is to provide CIDS staff with )
pertinent and useful occupational informasion arranged according to the -

. Standard Occupational Classification - (SOC)- 'structure. Through - this
publication NOICC is providing technical assistance to states to'%ssist
them in converting ‘their existing. CIDS to a Soc structure, A secondary ‘
purpose for this publicationiis to provide counselors with a compendium
of - occupational informatio compiled from a great variety of Solpces.
This publication compiles all] of the background - informaticn used in

.. preparing the Dictionary ¢f Occupational Titles (DOT) as welle' a
 numerous other occupational and educational codes into one‘Vsource

document ; This feature should save a researcher or information
developer an enormous amount of time}ib o \ :

o .
'

Organization of The Volumes - o '_‘v ': . o ; %? .

¢
. .
-

Because of the vast amount of detailed informatfon contained 'in the
entire " Classification. Structures for Career Information. ..Mt T was
necessary to _publish it in separate volumes. T

A I

The first volume. divided 4into three parts. contains the 19 - Standard .

Occupational Classification (SOC) codes and titles, as well as the new'
guidance~driented definitions, 'Other.selectéd information ‘reflective.-
of  the group of +individual occupations assigned to a particular SOC
code or category has been provided also. The first volume of the.
Classification Strfuctures - for Career Information S ¥ subtitled _
"Occupational Statements," . - I o

The .second volume is suhtitled "Occu ational Characteristics." This
-volume contains ‘technical infqrmation about the individual occupations
assigned to each SOC category. " Each SOC category is identified along
with .all of its assigned DOT codes and other crosswalk codes. ‘This
second volume is divided into four parts. ' S .
[}

A “third volume also" . has - been - compiled. It is subtitledi~

"Technical Information." This volume ‘contains detailed explanations of .

- the DpoT occupational ‘characteristics codes, a ‘description. of the

. van;ous occupational and educational classification systems suggested

uses “for the entire publication, and,a_brie‘fglggsarybof terms and a

i e IR

L : o L \ . . :
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,II..40RIENTATION 10 Tnsfcsqx -

TOrientation to the Standard Occupational Classification )

Before proceeding with a detailed explanation of the tables contained~“
" in both the Occupational Statements volume ‘and - the Oecupational
Characteristics volume, a brief review of - the SOC. structure is in

~order, . "As  explained in the "Background" section of this publication, T

the SOC is a four-level classification system. Beginning with:' the"

DIVISION. the least detailed and broadest category. ‘the levels-descend = -
- through the MAJOR GROUP and MINOR GROUP to the most specific level of

-‘detail. the UNIT GROUP. A SOC category that has DOT codes assigned to B
Ait is at ‘the most specific level of detail. e _

-

Not every SOC 1evel “has DOT codes assigned to it. There are'no DOT'AT

' ‘assignments made at the Division level. Within a Division, * DOT:
- assignments are ‘made in a category when that category is at the finest
: level of detail. On a few occasions, there are DOT codes assigned to
one .of the Major Groups within a particular Division and, in this
instance, there are. no further . - levels--Minor  Groups or - Unit’
Groups--below this particular Major Group. Again, this is because this .
Major Group is at ‘the most specific 1evel of detail, : '

-

As, stated the 1980'SOC is a° four-level taxonomy.> There are SOC codesf

assigned to the various. Hajor Groups. ‘Minor Groups and Unit Groups.»:h

The Division is not coded. “An” example of this is"

,Division.......(No Code)' Social Scientists. Social Horkers. Religious .
_ . Workers and Lawyers =
. Major Group........ 19 - Social Scientists and Urban Planners
Minor GFOUP.eseess. 191 ' Social Scientists .

Unit Group......... 1912,'Economist '

1913 Historians . : o

.1914  Polkitical Scientists

1915 Psychologists T

1916 Sociologists '

.1919' Social Scientists. Not Elsewhere Classified.

o In this example. DOT codes are assigned to the«Unit Groups because they .
. are. the’ finest level of detail. Because most occupational groups -are:
broken down to this 1level of detail, DOT titles are most frequently
~‘assigned to the Unit Group level. : o ,

ﬂiBy contrast. however, soc cod& 192.."Urban and Regional Planners. is

| and example of a 3-digit ‘category being the finest level of detail.

Thus, DOT codes are assigned ‘to. the Minor Group in, this case.

The soc code structure also ieaves numerical gaps. For example. “a

- numerical ‘gap exists between Unit Group 1916 and the next group,: 1919.
The purpose of these gaps is to provide room for future expansion or
revisions to the coding structure. -

evidd
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'ZOrganization of the Occupational Statements

-

Hith this background it can be seen that there would be a problem in _
'using the SOC code structure (as it is published) with a _ computer
‘assisted CIDS. One of the problems. stems from the uncoded Divisions.‘-a-
~To resolve this" problem. '‘a. four-digit ‘code was assisned -0 each :

Division  to permit the Division category to be -used for career = |
-information searching purposes. Unfortunately this code ‘is out of -

numeric . sequence with the’ other categories contained within the
Division. O AL , IR e

1

For instance.. in ‘the example previously given. the Division. "Socialv
. . Seientists, Social Norkers. Religious Workers and Lawyers," is coded
1899  while '‘the rest of the Division categories .(Major. Groups. Minor

Groups and Unit Groups) all. begin. with 19. This numbering system wprks"
for use in a computer search strategy. An explanation of how- this ;

coding was accomglished and how it can be used for CIDS purposes in the =
- Technical . Information .  Volume . - of cee thef_~.v
. Classification Structures for Career ' Information. :

»While primarily designed for counselor/client use, this volume contains

information useful to people using the ' SOC . -to classify informationi-f'i

obtained = from surveys. preparing information for a CIDS. or for other

technical purposes. -The Occupational . Statements contain a brief-;_T.H

'guidance-oriented definition - for each of the 834 categories contained

" in the 1980 SOC. Each definition is identified with both the SOC title.

and its code. - S . C s

. In those cases where a Soc category has been assigned DOT codes and: o
titles. additional information has been: -prepared. . This' informationi_»

includes: Sample Work- Activities. Hours of Work and Travel, and Sample
Places of Work. Again it is important to note that unless there have .

“been DOT codes and.titles assigned, there will be only a SOC code,

title, and the guidance-oriented definition. Additional occnpational,v
information was not developed unless DOT titles were directly . assigned
to a soc category. :

-

-

' Qﬁganization of'the Occupatiodal‘Characteristiés :

" The - Occupational Characteristics Tables “of the :Classification
" Structures for Career Information contain . technical information about
.the . individual occupations assigned to each SOC category. . This volume
. is 'designed primarily for technicians who prepare information for a .
- CIDS.  Other ‘professionals working with occupational information may

find this publication useful. The Occu ational Characteristics volume

" contains only the guidance-oriented, descriptive statements listed in.

the other volutie of the CSCI, Therefore its user may want to work with

. both  volumes to obtain the full benefit of the comprehensive
‘._'occupational information organized by SOC codes._ : T
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There  is a table for each SOC category that has a DOT. code assigned to

“it. Each table contains, in its heading, the SOC code title, the 'short er;f;-
guidance-oriented definition, and the number of assigned DOT titles. = .

The. rest of - the table 4s divided into' two parts, the Composite

.. Classification 'rables and a listing of DoT titles and <»re1ated attributef,j el
-codes, - .

‘The Composite c1assification Tables provide the reader with an overview‘
or summary of the charaeteristics associated with  the ‘DOT titles
~assigned to the SOC code._ ‘These ~ tables -are: actually -a series of

E charts. There are two kinds of information in these charts charts for - .
each DOT characteristic.. One type of information is the ,numerical;~'-

- frequency rate; the other type is the percent ‘of times that ‘a specific

characteristic occurs within the entire group of DOT titles assigned to-L7

‘the SOC code. ~_ , o

R

" The second part of this table contains a 1isting of each DOT code andiv
‘title assigned to ‘the particular SOC code. The various occupational'

" characteristic codes, as - well as other related occupattbnal and . ﬂr

educational classification codes, are displayed in this part of the .
‘table. Most of thé headings for this part .of -the. table have "been
abbreviated ..and double-stacked in the data columns to conserve space. ‘
"~ The double-staoked columns of data contain tuo listings. .one listed
-”over the other. For instance. the Guide to Occupational Exploration

(GOE) code for a particular DOT title is listed over the. U.S. Office;]vf;

of Education vocational program . code where appropriate.: Complete'
explanations. for each of the codes listed in these tables are . provided.
in Volume I, Technical Information of “the

‘ Classification Structures for Career Information. S .
R » ; AR




IIL.. Description of Tables in Volume IT of the CSCI -

Sierview of the Tables

™

_The appendloes 1n this volume provide a comprehenslve explanatlon ~of

. the data referenced in.the tables contained in Volume II, Occupatlonal -
- Characteristies. This seetion prQV1des a brlef description” of ‘these
.data - for those already familiar with them but for whom the tables

represent a dlfferent format for presentlng this type of 1nformatlon. o

On the next page, one table from VoIUme II is reproduced.~ It is marked
- with letters (A-D) and numbers (1-20). . These -letters and numbers

reference -the .explanatory material which follows, - Many of  ‘the

. ‘explanations refer to the approprlate Appendlx - for addltional‘
A informatlon. These appendices, will "be: especially useful to those o
unfamiliar with. DOT worker tralt and . worker functlon codlng andh _—

_class;flcatlon systems. S : S '

3y .

Letters A-D illustrate how the tabes are divided. Each table has. . four "
_ parts; each part ‘presents dlfferent 1nformatlon about the particulargt
iSOC group,’ :

A, The part lettered nAm contalns the 'SOC number and the SOC tltle.
.. To the right side, “this part also shows . the number of" DOT titles
'assoclated w1th the SOC group. : , AR

B. ThlS part contalns the guldance deflnltlon for the SOC group.‘ This' -

is the _Sane definltlon Whlch appears in Volume I.

C. This part contalns the composite worker tra1t codes for the. DOT’

‘titles associated with the SOC group. For each worker tra1t .the° tdble

presents the: frequencey and percentage of occurrence across all DOT

. -titles. As such, this part of the table prov1des an overview of worker
: tra1ts W1th1n the SOC group. “4_ v | N

Ly
RN

D. ThlS part oontalns.the characterlstlc detail on - each DOT tltlé'_
associated with the SOC group. It also- contalns summary information on

the class1flcatlon codes presented. :As such this part Qf the table 1s
useful in understaudlng theéSOC*group at the occupatlonal level.

W@rker'Traits~andIClassification Codes in thefTables o

" The numbers 1-20 are marked near each klnd of informatlon contalned “in’

the,parts marked C and D. Numbers 7-12 and 15-<20 contain Worker trait

“information. - Due to space limitations, the levels are indicated by

codes taken from the Handbook for Analyzing Jobs. To facilitate usé of

~the tables, thé summary pages from the Handbook are reproduced

following in Appendix G, This summary contains the. definition for each

~f 'level or attrlbute shown in the table,

i ;lg;\f,
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1« This column in the table eontalns a unique 8~-digit. eode matehlng.
each DOT title associated with the SOC group, It is made up from the
S0C cede (1st four digits) followed by an ascending number sequence. of
four digits (0205, 0208, 0211, 0215, ete. ). The principal use of this
code is for 1nformation speciallsts. : ' R :

ThlS eolumn eontalns the DOT code for the assoelated DOT title.”

The middle three digits of each DOT title contains the worker funet10n~"'

rating for the- oecupatlons. The flrst three d1g1ts show the industry
eode. ' .

3. This e‘olumn shows the - complete DOT t1t1e associated with the SOC
group.  Over 12, 000 titles are represented in the 632 SOC groups in
Volume II. _ _ o : A

’

4, ThlS eolumn eontalns the OES Survey Codes and the OES Survey Matrix”

Code for each associated Dot title.. The word "over" used in the table =~

should not be interpreted mathematleally; it 31mp1y indicates that one
type of information is presented on top of the other. OES. refers to-
the~ Occupational Employment Survey carried out under . the auspices of -
the Department of = Labor. A eomplete explanatlon of the OES is "
contained in Appendlx c. - : R .

5. The GOE. eode in this eolumn is the numeric eode assigned to each

DOT title in the Guide for Cccupational Exploration, a -Department .of --

_.Labor, Employment Serv1ce publleatlon. An 1ndex to. these eodes is
contained in Appendix E. L '

6. The USOE ‘code whleh appears below the GOE code -- 1n th1s column

represents the program assignment . to ~the: United  States” Office of

Education clas31fleat10n.. The program codes are those used in Handbook
VI (Appendix D). In some cases, the word "Blank" appears in this
- location. It indicates that there is not a program des1gnated for the
parteular DOT title. )

: 7-12, ‘These columng eontaln the worker trait assignments for the DOT
" titles. The summary ‘of the worker traits following this ~section

~provides the correct interpretation‘-for this data. The order of

~ presentation is'often ~important. For -example, under GED, General‘
Edueation Development three numbers appear fbr each DOT’title. "These

‘numbers deS1gnate the assigned developmental level in R (reading), M

(mathematics), and . L (language). The composite tables in part C show
- the order in which the information appears for eaéh worker trait. - SVP
. refers  to Specifie Voeat10na1 Development; Phy. Dem. refers to
Physieal Demands- and’ Env. Cond ‘refers to Env1ronmenta1 Conditlons.

Co13-14. These columns contaln the frequeney of oeeurence ‘of the
indicated el&ssxfleation code in the 50C group. For example,  OES
Survey Code 25527 oceurs - once’ ass1gned -to unique occupation code.
- 1#1230205% DES Survey Code 71008 oceurs three tlmes assigned to-
41230208, 4123021u and 41230217 : : :

hxiii"‘ ] 18



15=20. These data _show the frequency and occurence of each worker_v

trait within the SOC group. The abbreviated designations can be read

as follows: PHY= Physical Demands* TEMP—Temperaments" GED=General
'FEducatlonal Development; = SVP= Spe01fic . Vocational = Preparation;

ENV=Environmental: Conditions; APT= Aptitudes. The meaning-for each of

the level designations is shown in .the summary of worker traits in

Appendix G. . Two examples of correct interpretaﬁion of these data for

SCC 4123 follow. the composite - SVP: for -30C 4123 ‘is 3 titles (60 .
percent) assigned to level 5, and 2 ‘titles (40 ‘percent) . 3331gned to

© level 7; the composite S (special) apptitude level for SQC -4123 is: 1
~ title (20 percent) assigned to level 2, 3. tltles (60. percent) a331gned‘~

to level 3, and 1 title (20 percent) a331gned to level 4.

Coxiv

Y
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‘IV;- USE OF. THE CSCI IN CAREER INFORMATION DELIVERY SYSTEM (CIDS)v;
DEVELOPHENT . o

- Overview = . - o :

Lo

Section I describes the rationale behind'thewNOICC'requrement for the '

.use of the Standard. Occupational- Classification ' in- CIDS, development.au. .-

The translation of this rationale into rules’ regarding appropriate
action by & CIDS has proceeded slowly.. Caution has. been " exercised to

ensure the rules would cover only . essential . elements which are
-important to the realization -of the intended obJectlves. The danger of
over-regulation . was percelved to' be the: potential inhibition of :
: creatlve actlonrby a CIDS to meet unlque state needs. S

Appendix A (NOICC Admlnlstratlve Memorandum 81-23) contains the mostA
current statement by NOICC on -SOC implementation,. Although “this
memorandum will -be - superceeded by more eurrent statements, it is~

ineluded to. provide a sense of NOICC's general strategy.,_This strategy -

' can be. summerlzed as follows'

1. The Standard Occupatlonal Class1ficatlon structure and 1c0des
must be preserved in development of-a career delivery system to
énsure efflclency, comparablllty. and transportabillty. V

EY

2. Within these parameters,- neither speciflc deflnitlons nor -

specific aggregation or disaggregation of . titles - are mandated.

Rather, NOICC requires careful documentation of a CIDS' actlons 1n_
regard to title selection and coverage. : o o

3.:‘ NOICC will make avallable _resources whlch can be uSed, -in
~'whole or in part to facilitate 1mplementation.~ o

Volumes I, II, and III were deveIoped under NOICC fundlng to serve as..
the princlpal resource for CIDS developerS° ’

' f: Us1ng SOC in Tltle Selectlon and_ Content Development

Within the . parameters deflned by NOICC, S0C- is a useful tool in CIDS
developmental activities. - This uselfulness stems from . cegtaln ‘
attrlbutes of the class1ficatlon system. : s

'A1i SOC-1s 1nc1us1ve of most work activ1t1es in u. S. society;‘

2 SOC comblnes most DOT tltles 1nto functlonally related groups.

3. SOC clusters ‘the - occupatlonal groups 1nto a meaningful,‘v .

: work-related structure. e

w20



" of work.

" ‘management wh

' jnformation contained in Volume I,
. have selected titles f

- of .information development demand rigorous sollec
£i11 all -“slots" for .each. type of data for eac

.t

The SOC clustering of’titles‘allowsvthe CIDS“develepef to present a ;
coherent’ picture of the world of work. Titles which are similar,. at

least on the dimension of ‘function, -ecan be ~displayed together.

Further, the structure can ‘prbvide'a»useful_acceSS‘Strategy; CIDS' .
users find the SOC divisionseto be a useable delineation of the world

.

The attribubes of SOC are also useful in selection of occupational

:titles’for development. ‘Because SOC is. inclusive, it allows the CIDS
“developer .to select titles based upon_the extent of coverage within a

division, interest of users in a division, _or employment in. the

- division.  The inclusiveness of-SOC can be a mechanism to facilitate
<. user input. - ‘ S T

For example, when provided with the- overall SOC framework and a list of

‘current titles covered by the CIDS, a ‘user can easily - indicate . -
- preferences for new titles to be selected for development. S

There are a variety of ways to select titles for inclusion in a CIDS:
availability of quality data, actual employment.eemplpyment-_pOtential,:y_“

"ete. However, CIDS, regardless. of funding source, must ultimately

satisfy the end user. Those operating a CIDS will recognize typical -
user demands in the following statements. S I e

1. Individuélsvin the early phase of career,deCision-making want

general information on a wide- variety 'of occupational . titles.

Preferably, they wish to begin  their: career search with all
o options available for consideration. R _ Co

2. ;ﬁ;ter; after beginning specialized training,of‘after'harroﬁihgf -
their options,  individuals want  information. .on specific
- occupational titles}yithin an" occupational group. e

Together, thesé&y _"demands" represent a critical concern for CIDS.
ich impact botk marketing success and product development:
Users demand more information on more titles. Implicit in SOC is a
developmental framework which can guide a CIDS in responding to such
_user demands. As mentioned learlier,{'certainv_attribdtes~ of SOC
facilitate controlled planning of titlefdevelopment.and‘uSer'input_into;;

the planning process. Use of SOC as a mechanism tofcbannel-user-input_
. is essential both to ward off potential . impatience

} ‘ in the speed of =
development and to provide a viable;*contextUa1~framework.for input. -
Because of ‘the DOT assignments to S0C, staff or users. can ceasily -

. disaggregate occupations within a group based on interest, employment -

potential._orvdata availability. , , _ ‘
‘In addition to these benefits accruing Ato”'aA,CIDS using S0C, the -
n : ‘ OCcUpationalﬁStatements. provides an
enhance - a system. Historically, most state CIDS
or their occupational files based principally
: ta availablility. Standards
tion procedures to

h occupational title
irable quest for excellence has

inexpensive = way - to

- upon employment within.their»state and da

~ presented. Unfortunately, this very des
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lead to a most . undesirable correlation, unless all slots can be: fllléd..

present nothing about the title. In other words, some CIDS - ‘developers:

will avoid a title such as "athlete" because of the absence of valid

;data on some important occupational characteristics.

_Clearly, a CIDS shouldknot "make-up" 1nformation about an occupation‘
_when- valid data do not exist.. However, . the 1nformation in this. Volume -
T prov1des national descr1ptions covering . numerous titles. 'Such
.1nformation can be included in a CIDS within the context of apprOprlate '
_precaution$’ for the ‘user.. ~ Certainly valid,» national descriptive
:1nformation is. better than no 1nformation at aIl. ' R

Title selection for a CIDS can be conceptualized ‘as a developmentalﬁ f
process. Each title, taken alone, is - presented - with -all valid
information available.  Further development, then, takes the form of

"aggregation or disaggregation based on - the condiderations enunciated
-earlier and upon the guidelines contained in the NOICC memotr-andum. - The
~result is & product with a. built-1nmplann1ng sequence for- information S
development that provides maximum respons1veness to the needs of manyr I
diverse user pOpulations., L : : : :

Volume II of the ClaSS1f1cation Structures for Career Information
should prove ‘%o be a valuable resource to facilitate title selection.

* 'The assignment of DOT titles within SOC groups displayed. in the tables
.: could reasonably serve as guidelines for meaningful aggregation or
disaggregation. Additionally, the data showing worker frait: coding and.

classification assignment by ~DOT - title could serve ~as a valuable;

. resource in the process.

' _Occupational Cod1ng

In developing a CIDS based _upon SOC, occupational;7coding, to an.

accessing strategy may pose a difficult problem. To address this
" problem in depth, it is- - essential  to define. the terms ,"accessing"

strategy" and = "coding". - These -definitions - will - ensure a common

'lunderstanding.by'readers.‘-f

fFor the‘ purpose of this publication, an accessing strategy 1s defined'
‘as' a ‘method developed by a CIDS to be used by "an individual - for - the
- purpose . of reducing the full spectrum of occupational titles in the.
: system to a manageable number. Typically. ‘£he purpose of an  accessing
 strategy is to help a user “identify specific titles which ‘might be of

interest. - The method can be complex or straight forward. A ‘complex’

‘method might for example -help the user relate needs, aspirations, or.
. values to occupational titles which. m1ght satisfy them. A  straight

.forward . method might be using the SOC numeric framework and titles to -

- focus on a group of occupations ‘which the user feels might bep]p

interesting.
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relate a particular title to -a specific -attribute. - Generally, ~the
relationship will be expressed in "yes-no" terms, that is, an attribute..
- will be defined.to exist or not to exist within the occupation, Rules :
. -for coding can be clear;cut.,for“eXample;vcoding'occupationalAtitles to
. .- salary ranges using the average wage reported in the description; or
~rules = for  coding .can -be very. . judgmental, for example, -coding -
occupational titles to interest in a.. high- school ~subject where the
developer must. decide whether interest in the subject might, be related. -
to interest in the occupation. =~ | S o .
L _ » - Lo . e
Most sophisticated accessing strateiies-cbnsist of numerous . attributes =~ . :
grouped 'in the: form of statements r;quiring_a forced choice response by - . - _

| T
: For'examplé.'éfsyateménﬁ:might be: | .
I would like an occupation which is related to my interest in:
‘a) math : | |
b) social studies , ‘
._c) language . - ‘

-

To code all occupations in'the}s&stém to the attribuﬁes?(iﬁtereSﬁ’ih'

_ Coding can be defined as the rules used by an information developer to.

math, social studies, and/or ‘language) ‘contained in the statement, the . - = o
developer will have to decide, . for each occupation, “whegher. the . Fagt
occupation will be "1liked" by a person. "interested" ‘in  the subject. - - - -
‘Sophisticated - coding rules can be “used with this type of attribute o '
(such as multiple raters). However, ‘it should be -apparent that such = . o
attribute coding and the ‘resultant accessing strategy does not and -

‘cannot approach 100% predictive validity.

As a . consequence, it should ,be equally apparent that accessing

strategies cannot provide users with final career choices. At best,

accessing strategiesvdirect'a'user~to.occupations which can.be examined

_ in greater detail. Further, the process inherent -in_ the .accessing

Q} strategy should. expand options to be examined beyond an initial listing
of occupations. which sgtisfy the profile of  choices the user has made. - "

With a - sophisticated: accessing strategy, the S0C numeric framework
_provides an ideal vehicle to expand options. Depending on the level of .
' the occupation (unit group, minor group, etec.) produced by 'a ‘search,
furictionally related titles can be generated by the system. R
_ o _ . . - - T

Volume II.‘Occupational Characteristics, provides the CIDS inforpation -

. developer with a wide range of .variables useable . in constructidon - of
questions or statements for inclusion 1in a sophisticated_accessing :
strategy. An-explanation of the tables in Volume II is provided in the
previous section. Understanding the contents of" these,.tablesv'shouldi*
not be difficult. ' o ‘ . S
Nevertheless, the developer must be extremely careful in using ‘thé data

 in' the construction of - the questions or statements presented to the -
‘user and in coding occupations. to’ response options. S T
T

Pxviii




A‘Appendlces F-K‘ contaln _material deallng with worker trait and worker »
function data. This material, from the Handbook for Analyzing Jobs. is-

reprlnted in the CSCI primarily as an aid #to deVelopers.r since for

“many, the Handbook.is difficult to. obtain. The Handbook contains the'

rater instructlons provided - job = development - speciallsts., It

- included to _give the CIDS information. developer a clear idea of" the o

. - meaning of the ratings reported in the tables in- Volume - II. - W1thoutf>,.
~studying this material carefully, it would be quite easy to develop a:

question or statement which could potentlally mislead the user., ‘For L

_ example. in constructing . a sophisticated accessing strategy, the . -

developer- may wish to .include a  question .or ~statement on the

-

'dec1s1on-mak1ng requ1rements of occupatlons. - Several worker traits

within the category, temperaments, deal with this’ topic directly or 4,>;§ o

indirectlys: D-DCP,- J-SJC, "M=MVE. The careless developer might use
J-SIC and M-MVC' to - code - ‘occupations to the following true/false
question reflectlng decision-making. ' : . ;

I would 11ke an” occupation which requires me to be responsible forvf

ch01ces I make.

- a sophlstlcated accessing . strategy, th1s question would be very

appropriate to tap users needs for self-direction in an occupational,l -
selection. However, using the temperament variables M-MVC and J=SJC. to .

fcode occupatlons to th1s questlon would be most inapproprlate.A

In Appendlx G. bbrev1ated deflnltlons for the two temperaments are 2

.provided: /
/
W

J-SJC

4 ' ' :
Adaptability to maklng generalizations, evaluatlons, or deois1ons

based on sensory or Judgemental cr1ter1a. g

Adaptability to maklng generallzatlons. evaluatlons. or decls1ons

based on measurable or ver1f1able crlteria.‘

These def1nit1ons combined w1th careful ‘study of the rater 1nstruotions

in - Appendix J - should lead the developer to reject J-SJC and M-MVC as .

viable data sources to code the' questions; First, it is apparent that
occupatlons could be assigned these temperaments due to the requirement
- the occupation to make generalizations or- evaluations, not
,,declslons.v Second, there does not seem’ to be a requlrement ‘that the
ind1v1dual assume respons1b111ty for decisions made.
'/

- While careful study of these var1ables rules out thelr use in codlng_

~the question stated. prev1ously.v 1t does suggest an alternatlve

'statement to replace it:
I would prefer an occupatlon 1n which' (choose one)

pfa) I would make Judgments based upon subgectlve evidence
-~ b)" I would make judgments based upon concrete evidence.
Q) It doesn't matter to me

2%%"
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 Soc 1414 Underwriters -

~ s0C 1624 Mining Engineers

. ./‘ " - ‘ XY : : s

Sy

Lo . .

_Clearly, the data in_. Volume II could be used to code: -occupations to
this statement.: -Assuming. .an - appropriate : audience, the statement -

reflects. the users needs for reality or subjectivity as the basis for
- , ‘related ‘to the @
- decision-making style of individuals. e, e

judgmental behavior. These qualities. are directly.

<

~ In.the example presented above, J+SJC.and M-MVC are to be used to -code ' -~
each- SOC title to the statement. 'The most useful data for this purpose -

is .contained .in - the composite "~ section of the tables in Volumé II.

Looking up the data for seyeral -titles in Volume II, Part I illuminates '

the reason for clearly defined coding rules:

| S0C 1131 Judicial, Public Sify, and Correction Administrators

J (SJC) = 9 (69%) ~M(MVC) =5 (38%)

- SOC 1341 Communications Operations Managers = -

J (SJC) =7 (H4g) M (MVC) = 6 (38%)

L 94850 =1 (100%) MH(MVC)'e_j (1001,175

-/ (sae) = 27 (HoR) M (MVC$ = 5;(106&)_, 7
S00/235 Special Education Teachers TR
’ ~J (3JC) = 4 (80%) M (MVC) =0 (%)

Soc 362..'Clinical.LébOrétory;Technologisﬁs and.Techni;ians'!
. d(8dCx= 0 (0%) M (MVC) =T (88%) =
SOC 436.14" Cashier.s,v c - o o

‘ o d(8JC) = 0 (0%) .M (MVC) = 3 (fu%)

' The percentage of DOT titles coded to these temperaments ‘within these
seven SOC groups varies from 0-100 percent. ‘The<developer will have to .
. make a number of coding rule decisions: - - . - o

PP

1., ‘Determine whether or not an occupational group should be coded
to both options or only one. If only one, a rule will have to be

dedided to»determine:whioh variable gets priority.

v

Virtually - every worker - trait contained ~ in  the tables will suggest . .
" similar accessing statements or questions to the creative -déveldper,
. However, after carefully developing a question or statement, a second =

~ important. task for the developer is deciding coding rules. o '

"2, A cut-off percentagé'mﬁst be determined as -a decision point

- for -indicating a SOC group has or does not have the attribute.

" very small, for example, one title in SOC 1414,
S o o e
/', - Can the  developer exercise judgement in certain situations:

;

7/ wnere the percentage is very tlose to the cut-off, ete.

3. Should the percentagé.PU1e apply 1f'the'numbef' °f-itit1és' is

./ for example, in SOC groups with few DOT .titles, for SOC groups




"Each of these declsions must be cons1dered carefully._ Probably the
. most useful excercise is to formulate a tentatlveiset sof rules, then

~apply it .to ag3random selection of . titles to see if it "works" R
_;_Generally, th1s proceedure Will lead to some rule modlflcatlon and . a,- %
' jdeclsion to. allow greater 1atitude for the developbr to make judgments.,'

A
2%

, 5

hA f;nal set of‘rules in the example above m1ght be.
‘» B P An occupational group can be coded as having one, both or
‘ ;ne1ther of ‘the tralts. S . L A .

‘.‘

2. Occupational groups wh1ch have over 50 percent of DOT titles
~‘-ass1gned the trait should be coded as hav1ng 1t o R

'-3. ' An occupational group must have more than four t1t1es to be B

: 5coded automatically. For those with four - tlties or- less, -‘the. -
- “developer -should . make the -final . determ1natlonb‘using bhe_data; N

*asslgned for DOTJ/;tles as a gu1de. . T f’fo:"-

R

gu if a SOC group can be coded to ne1ther tra1t but.. the '
percentage assignment for each is between 30-50 percent the &
developer should. code the- occupation to at least one tra1t based T
on DOT t1tle data. T . : - A

These rules would result in the follow1ng rat1ngs ‘for the seven soc
groups shown earlier. - . , S S

©ogsie wewve . LT

soc 1131y -
soc 1341 - - 1 x

©S0C 1414  x® T " yw
SoC 1624 <. X S L
soc 235 x @ e
soc 32 X o T a
- ..s0cC ushq oL

'* Developer's subjective.decisionp_,

Follow1ng cod1ng 1nto the accesslng strategy. users, would recelve the
following list of titles depending on thelr choice of- optlon aorb in

the earlier statement' o A

oI would prefer -an occupatlonn 1n wh1ch' (choose one)
a) I would make Judgments based upon Subjectlve ev1dence.

Qualifylng Titles.

.'SOC 1131, Jud1c1a1 Public Safet ”and CorrectlonfAdmlnistrators
soC 1414, Underwrlters _ .
S0C - 235, Specjial Educatlon.Te ichers




“

el

" b)- I would make‘judgéments‘baSe&_ﬁpdn:cbncrete'evidence.';

 Qualifying Titles: .
_;»f.SOC‘13#1,'Communiéations30perationsfHénégérs o
-S0C 1414, Underwriters - RO T
~S0C 1624, Mining Engineers o : T

S0C 362, Clinical Laboratory Technologisfs ahd'technicians

df'00ur5é; if the user selectsVGptioh~“c".’“it doesn't m?tter"to me" -
‘the system should be configured t3 maintain all titles as "qualifying." -

- This example illustrates a very intersting aspect in the development of o
 accessing strategies and coding rules. The rules used in this example’
.Wwere "liberal'; ' conservative rules will “yeild different results.
' Conservative ' rules (i.e., coding rules which will include only titles -
‘clearly having an attribute) would eliminate S0C 1131 from statement
response (a) and SOC 1341 from statement response (b). In a sense, the
. -result would be cleaner. However, in this writers opinion, accessing
- . strategies- should maximize qualifying titles for further - . exloration; -
" thus, liberal coding rules are judged preferable. A '

In this brief description of accessing strategies and coding,- the
~ subject area-has certainly not been exhaused. However, the comments
_ and examples should be -‘useful to experienced developers and will
_provide a proper orientation for beginners. Admittedly, the process is
both art and science, as such, it is both challenging and exeiting.

‘, Successfully ~ developing an accessing tool ‘used” by hundreds of

_ individuals is cértainly adaquate gratification for:thevwork_indestedi~i o

2N
'
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August 21, 1981 SR

NOICC ADMINISTRATIVE MEMORANDUM 81-23 . =~ -

 MEMORANDUM FOR: SOICC DIRECTORS B

FROM: . RUSSELL B. FLANDERS
Executive Director, NOICC '
SUBJECT: The Use of Classification Structure for Career Information
 PURPOSE '

The purpose of this memorandum is to (1) announce the official distribution . -
of the Classification Structure For Career Information to be used as a . -
technical standard for a State Career Information Delivery System (CIDS) .

- and as. the minimum content of the Occupational Characteristics component - -

- of the State Occupational Information System (0IS), (2) provide the
SOICCs with new -direction for the use of the Standard Occupational Class- -
jfication (SOC) in a CIDS and-certain-aspects of.the OIS, and (3) replace =
the previously issued NOICC Administrative Memorandum 80-23 (reissued .-
as 81-9 in the SOICC Director's Guide), and supersede references to the
SOC in other NOICC memorandums. R . '

4

BACKGRQUND

‘In March 1981, NOICC circulated a Draft copy of a proposed Administrative

‘Memorandum addressing the use of the new guidance based definitions:for

the 1980 SOC prepared by the Wisconsin SOICC. Comments and suggestions

< for simplifying and clarifying the language in the draft memorandum were - =
- solicited from SOICC Directors having CIDS in their States. The comments - .

received along with NOICC staff reviews have been incorporated in this -

memowandum. - W L R

T

T

Address all correspondencs to Directar:




R

‘Distributed with the draft .memo were 282 preliminary SOC/CIDS definitions. - =~y
-Up to this time these have been referred to as either the "Wisconsin Project" .

. or the "SOC/CIDS Definitions.” Please note that NOICC has officially titled
the completed product from the Wisconsin Project as "CLASSIFICATION :
STRUCTURE FOR CAREER INFORMATION (CSCI), Occu ational Classification

Systems FOR USE IN CAREER INFORMATION DELTVERY SYSTEMS." In a Memorandum .
_aatea Ju1y:36j'T§§1, NOICC announced the details for a workshop for_ the use
of this new document. - S e A .

The rest of this memorandum addresses the development of the CSCI document,
and providés directions for using it to incorporate the SOC in a CIDS
in accordance with NOICC's policy. Also, its use in the QIS is discussed.

To carry out the legislative mandate$ contained in P.Le 94-482 (the , ,
Education Amendments Act of 1976), and P.L. 95-524 (the Comprehensive Employ=-
ment and Training Act Amendment of 1978), NOICC's Technical Steering Group. -
- (TSG) adopted a number. of policies. Among them (as published in the Federal ~ -
Register) is one which adopts the Standard Occupational Classification as o
NOICC's overall classification system. e - K
This policy affects two of NOICC's major programs, the Basic Assistance
Grants (BAG) program and the CIDS program.. One of the primary purposes
-of the BAG program is to provide State Occupational Information Coordina-
ting Committees with funds to develop and operate an 0IS. The CIDS,
program. is a competitive grants program in which grants have been awarded -
" to States for the purpose of establishing computer systems and alternative
modes for disseminating career {nformation. - o o
|
|

Although this memorandum_is Concerned'primarily with the use of the SOC
within the CIDS, there are some related 0IS details that need to.be -~ -
addressed simu1§aneously. o o .

An OIS is a process for organizing occupational information and-a network

for delivering that information to different user populations in appro-. -
- priate formats and within requisite time frames. The occupational = -

information is to support two types of user decisionmaking processes:

1. The planning process for education and'trainihg,programs,‘and '
2. The career planning, guidance, and job search processes. o

" An operational 0IS contains a large data base that is derived from a variety’
of sources: As explained in Volume 2 of the 0IS Handbook (page 2-1}, -
‘this data base is organized according to commonalities of its source S
measures and maintained in the manner it is supplied to the OIS. The -

Handbook recommends that for each of the data categories, information be




“‘stored in the OIS at its finest level of detail., Th1$ practice aliows , :

for analytical fiexibiiity to examine and compare different data. 1nterre1a— :
tionships, and facilitates the aggregation of data from a variety of - o
~sources to prepare information in various formats, and coding structures o
to serve a variety of users and uses.

' ,Conceptually, the’ CIDS is one of the deiivery mechanisms of an OIS.- The
primary purpose of the CIDS. is to serve individuals (not agencies) who -

are seeking information to help in their career decision or job search i

processes. NOICC's policies for CIDS state that “The information used inm

these systems should be obtained from the 0IS..." As compared to the OIS

the CIDS does not have the multiplicity of uses (nor does it generate a-

- variety of reports), therefore it does not require the information pro-,

cessing flexibility that was- described as necessary for an 01S.

. The CIDS data base, as derived from the OIS, can and shou]d be organized
and presented by a single format or classification structure for stan-
dardization and convenience purposes. This is one of the numerous .
reasons for NOICC's policy of adopting the SOC as the,c1a551f1cation
structure for the CIDS. In addition,the SOC has two otheér important
features that make it suitable for this purposé: its structure and 1ts
compatibility with various data collection programs. '

The SOC was designed to- establish a standard coding system and nomenclature
for use in identifying, classifying and codifying occupations.. The - ,
structure of the SOC provides the CIDS with an organizing scheme that - groups
occupations with similar worker functions. This feature can be used to
“expand the oé€cupational choice or options of the CIDS user. The feature o
also facilitates the development in the CIDS user .of an understanding of the'

' functional relationships ‘among different occupations. ,

The SOC structure also permits an expansion of titles avaiiable within a.
CIDS. There are 842 separate SOC titles. Most of these are in turn
directly related to groups of Dictionary of Occupational Titles. (DoT).
This meéans that the 842 SOC titles are matched with 12,099 defined base
POT codes. This arrangement enhances the selection of occupational
titles appropriate for a particular State need.’ . .

- As presented in the 1980 SOC Manual, the SOC structure is composed

of a four-level system, i.e., Division, Maaor Group, Minor Group and

Unit Group. Each SOC .grouping or category represents a colTection of
occupations which are sufficiently similar in their main tasks be.grouped '
under a common title. Fundamental to each SOC Division are the various

- - categories arranged from general to.a progre551vely more specific

" level of occupational detail. Because of this structure’ it is possible

to aggregate or dissaggregate categories under a particular SOC D1V1S1on

s ~raccord1ng to the levei of detail required.




Given the advantages of the SO0C, the 0IS/CIDS relationships, and the NOICC
~ Policy, NOICC staff approached the implementation of the SOC Policy in a

_ deve]gpmental»way. It has proceeded with the SOC jmplementation with as. =

. much 1nterageqcy“and;fieﬂd-input as possible. To assess the impact of a

' S0C/CIDS requirement i.e., "use the SOC. as a standard structure for the
presentation of occupational information in ¢IDSs Funded under the CIDS:
‘Grant Program,” NOICC held a meeting with a variety:of CIDS experts. These
included representatives from NOICC's statutory agencies, NOICC staff, non-

- profit and .commercial organizations and the CIDS Assistance staff froem the -~
National Governor's Association. o I

The. major conclusion of this group was that the SOC definitions were not
suitable for use in a CIDS. Their review of the SOC indicated that more
g§ggils about the workers functions were needed to facilitate their use ina

: 3 ® . ) N . ll'
The group advised NOICC that all CIDS would have the same problem. I
Therefore,they‘recommended that NOICC should sponsor a project to augment
or convert the existing definitions for use in CIDS. ' Lo
To avoid potential duplication of effort among the CIDS grantees and to
ful1fill another NOICC mandate, i.€., to establish standard definitions, .
NOICC initated a Special Purpose Grant with the Wisconsin SOICC. The end
products of this project will be a publication and a computer tape. The
publication entit1ed,*c1aSSification‘Structure~For-Career.Information.f
contains background information and a description of the deve opment Lo
process. used to prepare the SOC-based’tIDS*defﬁnitions and their accompanying
profiles. o - . o S

DESCRIPTION OF THE PRODUCT FROM THE WISCONSIN PROJECT: CLASSIFICATION =
STRUCTURE FOR CAREER INFORMATION e

of the Wisconsin project will be in both printed and computer tape format.

' The basic effort of this project is the deve1bpment-of}guidance based

- definitions for the 832 SOC codes and titles. Each definition will
consist of four parts: e

As explained in theeprevious-secfion of this memorandum, the final product

"1. The SOC code and title and a maximum 540 character description.
(This description is recommended by NOICC to be an integral part
- -of the CIDS jnformation). : o S :

2. Additfoha] information'inc1udihg: sampTe work éctivities;ﬁhburs\of_} -
- work/travel, and sample places of works. - B o




3. A summary of the distribution of the DOT attributes. This infor-
mation is displayed according to the percent and numerical
frequency with which a particular attribute occurs within the
total group of DOTs assigned to the SOC code. . -

" 8. A listing of all DOT codes, titles, and attributes, as well as
.1 other occupational classification code relationships assigned to a
. particular SOC. ' - o - ’ .

- As some SOC titles do not have DOT assignments, it is not possible to de-
~_velop complete four.part definitions for all titles. However, a written
~description has been prepared for all of the titles. This work was com-
‘pleted to facilitate the conversion of existing CIDS to the SOC and assist
- with any potential SOC category aggregation or dissaggregation needed for
State purposes. = S ' : ' - '
Another feature of the Classification Structure for Career Information is
 the assignment of some new codes to certain parts of the S0C. As published,
the 1980 SOC Manual does not contain a code for the Division level =

" titles and definitions. -A code has been added to the Divisions to

’ facilitate complete SOC useage within a computer version of a CIDS.
Also, there may be some instances where a unique identifying code may be

- . necessary to single out a particular DOT within a SOC category. Fo

these purposes and for maintaining standardization, a unique code has.
been assigned to each DOT apportioned to each SOC group, - '

b

|OCCUPATIONAL CHARACTERISTICS COMPONENT of the 0IS. | e
“Océupatidnal,ChafécterisfiCS? as defined in’ Volume 1, Chapter 4 of the oIS -
‘Handbook includes information about the worker, the work performed and the
‘Work environment for specific occupations. . This information is of interest -

" to two distinct types of OIS users. One group is composed of the planners '

| " and administrators of education and training programs, who are interested

. groupe -

“in information to help in program development, operation and evaluation.

" This group uses -quantifiable Occupational Characteristics information in

- an analytical manner to: identify groupings of occupations for training
purposes, assist in program participant recruitment, establish performance’
standards, and other administrative and management purposes. '

The other group of Occupational Characteristics information users are -

_ professional career guidance and counseling personnel, as well as students
and other clients of human services. The information this group’ tends to

. use 1s more discriptive in nature and less statistical than the previous

This descriptive information is used to assist individuals in the career
_decisionmaking and career exploration processes. - In keeping with its
- policies relative to OIS and CIDS, NOICC encourages the information used
" for carzer exploration and decisionmaking purposes be obtained from the

- 0IS. and delivered to its users through the CIDS. LT




1

As described in Chapter 4, Volume 2 of the 0IS Handbook, most of the in-
formation needed for CIDS purposes is to be lTocated in the QIS Occupational
Characteristics file. Much of the data jdentified as important to this
file is contained on a.computer tape being compiled as part of the
Wisconsin project. o - T ‘

 The codes used to-represent the numerous DOT and Guide to Occupational -

Exploration (GOE) worker and occupational attributes are contained on - °
this tape. Also included are: DOT, Standard Industrial Classification -
(SIC), and Occupational Employment Statistics (OES) codes and titles.
A1l of these codes and titles, along with their attribute codes are ar-
ranged according to their relationship to the S0C codes, titles and
definitions. The information contained on this tape still does not
repraesent a complete occupational characteristics file for a State 0IS.
NOICC recognizes that there are a number of technical issues to be re- -
solved at both State and Federal levels before this file can become as
complete as defined in the Handbook. However, until such time as. these

~ issues are resolved, NOICC encourades the use of the file in a State OIS
as a major component of its Occupational Characteristics file. e

AVAILABLILITY OF WISCONSIN PRODUCTS
1. Computer Tape o |

. It is expected that either a print or data management tape containing
the SOC information previously described will be available by early
- September (1981) from the Wisconsin Vocational Studies Center. A
NOICC Information Memorandum will be issued when all of the ordering =
details are available. For more information please contact David '
Caulum (608) 263-5601. : IR S

2. c1assification Sffuctufe‘for Career Informatihn v

A limited number of preliminary draft copies of this publication will
be made available to participants of the NOICC sponsored workshop to -
be held in Washington D.C. on September 16 and-17, 1981. (Details of this
"+ Workshop were mailed in.a separate memorandum). Single copies. e
of the official publication will be sent to SOICC Directors and other - .
copies will be available pending the resolution of the current Federal =
Government printing:moratorium; : ' - o .

GUIDING PRINCIPLES FOR IMPLEMENTATION OF SOC INTO CIDS

‘The SOC is to be used as the standard structure for the présentation of -
) 1 nformation in systems funded under the NOICC s onsored CIDS
Trants Program. In addition to previously delineate rationale for the

Grants_rrogram. .10 , 2Ol
TiSe of the SOC, there is a need to establish a degree of standardization
and compatibility "among State systems to facilitate the exchange of informa-
tion among systems and the potential ‘development of a National data file. . -
Keeping this rationale in mind, and to provide the States with as much flexi- -
" bility as possible, NOICC has developed the following “guiding principles” .
~ for using the SOC as the “Standard Structure" in a CIDS. ~* =




1. The hierarchical cading structure of the SOC .must be ma¥ntained.

Maintaining the SOC structure should be interpreted to mean that within *

a SOC Division many aggegrations of units, minor and major groups can be
created ?q accordance to the labor market organization of the State. .
Cunvergely, dissaggregations within a SOC Division can also be made, i.e., -
splitting a unit group into several subgroups may best reflect the labor
market conditions of the State. (Further explapations and directions -
are given in the next two guiding principles.) " .

4

2. Combinations or aggregfatibns df'major, minor and uh%t,gﬁoups
within a,SOC Division may be created. EEEEER

SOC Unit Groups and Minor Groups may be aggregated up to the next larger

- Group or disaggregated down to the next lower Group. The aggregation pro-
cess does not permit the reassignment of specific DOTs to other SOC Unit, -

- Minor, or Major Groups nor the reassignment of a SOC -group to another SOC

. Division. Using the SOC Division, "Executive, Administrative and :

Managerial .Occupations” as an example of aggregation, consider the following

scenario:

Because a particular State government does not have certain positions . =~ -

it is necessary to combine unit groups 1131, 1132 and 1134 but exclude = -

unit groups 1133, 1135, and 1139. This aggregration can then be iden- - -

tified by the Minor groups code of 113 under the title of "Officials

and Administrators, Government Agencies." . e S

3. A diggggregatiOn«be1ow the Unit Group of a single, or caombination
of, DOT codes (assigned to the Unit Group) may be.created.

For example, consider Minor Group 127 Manager; Social Sciences and Related
Fields; this configuration of DOTs may merit combining the DOT titles

- of (1) Director, Fundraising (2) Director of Community organizations:
(3) Executive Director, Sheltered Workshop and (4).Director, Volunteer

. Services. The four remaining DOT codes may also be combined to form

another sub-group under this Minor Group. In this example two of the -

~ unique eight digit codes should be assigned to the newly formed sub-
‘groups, and used instead of the Minor Group code (127). .

As illustrated by the previously described examples, CIDS information
developers have the flexibility to select any combination of major group,
minor group, or unit group codes, titles and definitions. This flexibility
provides for the selection of the appropriate level of occupational *- =~ ..
detail that best reflects the labor market structure of the State. =

4. Records mist b mafntainéd’re13tiVe‘tdhhoﬁ'eaCh SOC-group was -
o agg;egatgd’or disaggregated. T o S

 This requirement is necessary not only for"iﬁternaT State information updat=
- ing purposes, but also to facilitate the exchange of -information among States."
The record will also be needed for the future inclusion of a Nationa] Data

\'-Fileg and to use needed information obtained from the 1980 Census. The

" record of SOC modification can be an internal computer filé (which can be
“called up® for printing) or maintqined manua11y;as_a]har4 copy. '




A hard copy ‘must be made ava11ab1e if requested by NOICC-' _',;

¢

[

5. Ident1fy1ng and select1ng SOC codes or occupat1ona1 sub-groups
for inclusion in the CIDS is the State reSpons1b111ty

- While NOICC has not developed any speo1f1c 1nstruct1ons for this se1ect1on
process, the following criteria may be used to determ1ne SOC codes 'to be

1.

included: ‘
o 0ccupations conta1ned ina SOC that have State employment, :
o 0ccupat1ons conta1ned in a socC that have Job Bank T1st1ngs,vvv-
o A high 1eve1 of client and/or user site 1nterest in a
.particular occupat1on- ‘ T _ '
o The frequency of requests for 1nformat1on about a partl- f“~' -
- cu1ar accupation; and ' | . T
0 Avai]ability of the required nat1ona1 State or local
1nformat1on concern1ng specific occupations. o _
- ACTION REQUIRED . B U 5
It is now time to initiate a ) S0C 1dent1f1cat1on process for the selec- ,_"

tion for appropriate SOC codes and titles or complete any necessary -

-aggregations or disaggregation to establish tuz/appropr1ate level of

occupatignal detail required for the State CI Documentation of -

this work, i.e., aggregation/disaggregation must be maintained to

- insure that 1t is’ poss1b1e to- trace ‘back to the original SOC conf1g-""

- ration. - | - ‘ |
2. Take act1on to acquire’ the SOC/CIDS computer tape -from W1sconsin. y
3. Develop the plan for 1ncorporation of Sdé—based information 1nto your _
} Statewide CIDS use. , : L
4. ,Implement plans to 1ncorporate the SOC in the CIDS.. Use the | .
-~ Classification Structure for Career Information as a primary resource _
document for SOC/CIDS related activities. t";- | ‘
“5,-,File this Administ 'tive Memorandum 1n your soxcc D1rector S Gufde.
IHQUIRIE -

: Any: 1nqu1r1es regarding this memorandum should be directed to. John Van Zant

‘or Nalton E. Webb on (202) 653-7680. .




STANDARD OCCUPATIONAL CLASSTFICATION
(SOC) SYSTEM -

Background ' ”:.'J | *_;‘f” R v o ';:_v ti o
_ ‘wThe Standard Occupat1ona1 C1ass1f1cat1on provides a mechanism for cross-‘
o referenc1ng and aggregat1ng occupat1on re]ated data col1ected by soc1a1
“and economic statistic reporting programs. The system is designed .

to max1m1ze ‘the ana]yt1ca1 ut111ty of statistics on- 1abor force, emp]oy--*
: ment, income. and other occupat1ona1 -data co]]ected for a var1ety of
'<purposes b@ var1ous agenc1es of the United States Government, State
| <agenc1es, profe551ona1 assoc1at1ons, 1abor un1ons and pr1vate research
organ1zat10ns ‘ R

The c]ass1f1cat1on covers a]] occupat1ons in wh1ch work is performed for
- pay or prof1t, 1nc]ud1ng work performed in fam11y-operated enterpr1ses u‘
where direct remuneration may not be- made to fam11y members . Th1s
'c1ass1f1cat1on may be used to c1a551fy vo]unteers but occupations

unique to. vo]unteer sett1ngs were not 1nc1uded in th1s ed1t1on The'r
"SOC proV1des a coding system- and. nomenc]ature for 1dent1fy1ng and c1ass1-
fying occupat1ons w1th1n a framework su1tab]e for use in’ and out of
government. ' ‘
In_deve1oping this c]assification; the foilOwinQZprincipies:wereffolloWed:M

L _The c]asswf1cat10n shou]d rea]1st1ca11y ref]ect the current
- 7 occupational structure of the Un1ted States. ) o

. 2. An occupatlon shou]d be class1f1ed on the baS1s of work per- 2
- formed. Skill level, training, education, licensing and .
© " credential requ1rements usually associated with job performance
" “should be considered. only when an inaccurate picture of .the a
occupat1ona1 structure woqu be presented WTthOUt such con-
'51derat1on _ ‘ . .
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[:_ 3. :Place of work (1nduStry)'sh0u1d be cons1deredf1n”c1a551-

- S.A_An occupat1on that. comb1nes two d1st1nct act1v1t1es shou]d be j;v:,‘ _:

~ fying an occupation only when the work setting alters:the

. nature of the work sufficiently to warrant separate c]ass1-_‘5”

fication. For examp]e, cooks in private households and

~ commercial settings were classified in different unit groups .
because the nature of the work 1s 51gn1f1cant1y d1ss1m11ar

R the two work settlngs o

4. The occupat1ons shou]d be c]ass1f1ed in homogeneous groups
that can be def1ned so that the content of each group 1s we11
de11neated - L S :

- classified in one group on the basis. of the primary activity,
the one that accounts for the major portion of the worker's
time.  However, in: cases where one activity requires special
skills that are crucial in carrying out the duties of the .
“occupation (although not required-for as miuch time as other -
activities); the act1V1ty shou]d determ1ne the c1a551f1ca~~'

o ‘tion of the occupation.

i 611 Each occupat1on should be ass1oned to on]y one group at the ivm

'-lowest level of the c1ass1f1cat1on system (un1t group)

17; _Large s1ze~shou1d not by 1tse1f be cons1dered suff1c1ent

reason for separate 1dent1f1cat1on of a group

8. small svze should not be con51dered suff1C1ent reason for .
excTuding a group from separate identification, although size
must be con51dered or the system could become too large to
be useful. :

é.ﬁ‘Superv1sors shou]d be 1dent1f1ed separate]y from the worke)
" they supervise wherever possible in keep1ng w1th the real
structure of the. wor]d of work ' :

10. Apprent1ces and tra1nees shou]d be c1ass1f1ed w1th the occupa—‘

.tions . for wh1ch tra1n1ng 1s being faken

'711,,;He1pers should be 1dent1f1ed separately when thelr work is -

- such that they are not in training for the occupation for wh1ch
~they are providing help or if’ thelr work is tru]y different.

iz;fvThe need for comparab111ty to Internat1ona1 Standard Class1-
: f1cat1on of Occupatlons should not be an- overr1d1ng factor

o3

u.s. Department of Commerce, 0ff1ce of Federal Stat1st1ca1 Po]1cy )
and Standards, Standard Occupational Classification Manual (u.s.

/]Government Pr1nt1ng 0ff1ce, wash1ngton, , October 1986) pp “8-9.

‘: 10 _
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| | STANDARD OCCUPATIONAL CLASSIFICATION CODE
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The SOC is structured on a four—]eve1 system~ d1v1$1on, maJor group,,_
m1nor group, a Each 1eve1 represents grouplngs in succes- o
'51ve1y finer. deta11 which enab1es users to tabulate oﬂ’analyze data on
d1fferent 1evels of aggregat1on._ Re51dua1 categories are estab11shed

where necessary, at all 1eVels to. hand]e groups of occupat1ons that do f’
not warrant separate 1dent1f1cat1on or do not fit, 1nto one of the spec1f1é

and: unit group

- . . . e . :
L uppemen o mammere s S eaman s mesh e s rame et mnas tace S ena o e e rmmmermem e st g e . o | }_x o
- - - g - — /o
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groups. - (See Reference D for a 11st1ng of $0C: codes and associated t1t1es )
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_STANDARD occupATIONAL,qLAsSIEicATION'MANuAL R
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6117 Heary Eqmpment Mechamu

‘o

'I‘kns umt group mcluda occupmons mvolvmg repunng and umnuumng the opentxng condmon of
' mobxle mechanical, hydraulic, and poeumatic equipment used in construction, logging, mining, etc.’ and-

.

of railrosd rolling stock. Engine mechanics are c.lasmﬁcd by appmpmte propulsxon systcm m uml :
< groups 6111. 112. 61!3, a.nd 6l114.. - RPN . v ~
_ Consuucucn-eqmpmcm mer-h-nu- . o " . 271.....620261022
' Logging-equipment mechanic... ; ; . 544....,620281042
Mechanic. endless track vehicle ' - : 154.....620381014 -
.". Mechanical-unit repairer... 154-542.....620381018
* Car sepairer. - com : o 542...,:622381014
‘Car repairer, puﬂm& : : ” I . ereris 151.....622381018 -
© Car-tepairer apprentice o T 542.....622381022
- Mine-car repairer.. : 578.....622381030
. Air-compressor meghanic ; ‘ - PO, : 542.....622684010
© Flatcar whackefu.mmuwimee.. ' ' conissbasinanpe ' , 817.....807667010




fEach group 1nc]udes a ]1st1ng of D1ct1onary of 0cc_pat1ona1 T1t1es 'v
L(DOT), Fourth Ed1t1on, codes and titles which are descr1pt1ve of the
'-group Each t1t]e is ass1gned to one group and on1y to- one group

"Al11 DOT base t1t]es are tnc]uded in the . c]a551f1cat1on. Imned1ate1y
.'1follow1ng the title .there may- be a Roman numera] e g., I, II, 1115

e _these numbers 1nd1cate that there 1sxmore than one occupat1on with

" the same title. and 1ndustry des1gnat1on. The first column of numbers,.
_»where there are two co]umns of numbers. is the code for-the industry
",de51gnat1on that is used in the DOT to de51gnate the "k1nd of Tndustry
or 1ndustr1es" where the JOb 1s found. . One to four-sets of three-dwg1t
:numbers may be ass1gned to the t1t]e When an _occupation is. found 1n
a large number of 1ndustr1es, a Cross- 1ndustry de51gnatwon, e. g., ,1.

5 ,:fc1er1ca], profess1ona] and k1ndred, is assigned to the occupat1on

hThe last column conta1ns the. n1ne d1ggttcode assoc1ated with the t1t]e.
aThese occupat1ona] t1t1es and codes and 1ndustry codes are- exp]a1ned in
- the’ D1ct1onagy of 0ccupat1ona] T1t1es, Fourth Ed1t1on and on pages 41
a fthrouoh 47 of th1s pub]1cat1on

R

’L,

' Se1ected occupat1ona] codes from the T970 Census of Pqulat1on C]ass1f1ed

'"Index of Industr1es and Occupatuons also are 1nc1uded in ‘the groups jThe f
'Census codes which are the single three- d1g1t number in a co]umn pear ,,f
‘the center of the page were added to prov1de add1t1ona] 1nformat1on about
the content of these groups CEE ‘

-t

-Data Uses, L1m1tat1ons or. Issues . : ;-_'A

‘Federa1 qovernment agenc1es w11] be requ1red to use the SOC wherever
.1t is appropr1ate for co]]ect1ng occupat1ona] data p]ann1nq occupat1ona]
education and: training programs, 1dent1fy1ng areas of occupat1ona]
reSearch"and'anaiysis; planning and p]acement“services, studying the
,:mob111ty of workers and related. act1V1t1es dea11ng with occupat1ona1
| statistics. ‘State and local government bu51ness and“]abor organiza~ f '
- tlongxand research groups are encouraged to use it for stat1st1ca]
‘pirposes. Where the SOC detail is not sufficient for a Spec1f1c use,
subc]asses shou]d be developed that are compat1b1e Where. ‘conceptual
, compat1b111ty cannot be ma1nta1ned wwthout caus1ng program d1ff1cu1t1es,, .
_’cross references shoqu be made to the extent feas1b]e ’ -
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fFor some presentat1ons, espec1a11y of cross tabulat1on data, a very o

'abbrev1ated set of occupat1ona1 classes may be needed In order to

- provide for standard1zat1on of such abbreV1ated or aggregated groups, }
. the f0110w1ng grOUp1ngs are Suggested .

. New or:unique occupat1ons that are n-t descr1bed or l1sted 1n the SOC
- should be class1f1ed in the group to ;h\ch they are most s1m11ar. a

w -
PR

"viThe system allows the tabulat1on of data from d1fferent data un1t groups
sfor spec1al purposes For example, co ege and un1vers1ty ‘teachers are

'“hclass1f1ed by. subJect matter . taught, wh1ch a110ws teachers to- be- com-
i b1ned With subgect matter spec1a1lsts, i. €., college chem1stry teachers
" and chemists f_ : ' B ' o

RUVEN

'~.Pub11cat1on formats of occupatnonal data should fol]ow th1s structure }
- for major: tabular presentat1ons but recomb1nat1ons such as those men-- 4
't1oned above are encouraged for supp]ementa] analys1s. '

¥

1. Adm1n1strat1ve, engwneerwng, sc1ent1f1c, teach1ng and re1ated
o occupat1ons 1nc1ud1ng creative art1sts (Magor Groups 10-34),

"2.’vTechn1ca1ﬂ cler1ca] sales and related occupatlons (MaJor
~ Groups 36- 48); ... 7 o

,'3;' SerV1ce occupat1ons, 1nc1ud1ng m111tary occupat1ons (MaJor v
Groups 50-53 and 91) . N o

- '4;<fFarm1ng, forestry, fxsh1ng and hunt1ng occupat1ons (MaJor '

. 'Groups 55- 58),‘ : , o

_”5;‘ Prec1s1on product1on, crafts and repa1r (MaJor Groups 60 69), S

;5ﬁ Operators, fabr1cators and Taborers (MaJor Groups 71- 8/)

..
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OCCUPAT|ONAL EMPLOYMENT STATISTICS
(OES) PROGRAM

’ BaequQUnd'-

é, - The Occupatldnal Emp]oyment Stattgtwcs (OES) pregram is a Federal State

. t-;,' vceeperatlve program deswgned to pr@duce national, State and area data on

” f'fturrent and . proaected occupat1@na1 enp1oynent for use in planning voca- |
| tional educat1on and tra1n1ng programs and in career’ guvdance It pro-

- vides a con51stent cenceptua] and methodo]ogxca] approach to. the deveiop-
.ment of State and local data by the State Employment Security agenc1es
in c00perat1on wwth the Bureau of Labor Statistics and the Emp]oyment
- and Tra1n1ng Adm1n1strat1on. The Bureau of Labor Statlstlcs deve]ops
' the nat1ona1 GES data.. The OES prdgram has been adopted by NOICC as
the standard pr1nc1pa1 Source of current and proaected occupat1ona1

: empioyment data for use in an occupatlonal 1nformatvon system

In general, wnformatlon on current occupat1ona1 employment 15 based on
a d1rect\survev of emp]oyers, the OES survey and on a current 1ndustry-
~occupat10na1 matr1x der1ved from the OES survey. In States where the
survey data are not ava1]ab1e, the matrix is based on data updated from
' the 1970 Census of Populatton ' \

- ? The OES Survey

" The OES survey colJects data on current employment by occupat10n and

, 1ndustry for non- farm wage and salary workers The survey 1s @ Federa]
State coqperat1ve program begun 4in 19703 in Fiscal Year 1981, ‘the Dlstr1ct
vof Co]umbla and all States except California are conduct1ng the survey
The survey prOV1des data for approximately 1, 700 occupat1ons by deta11ed
71ndustry category for the nat1on ~States and a 11m1ted number of Stan- -
dard Metropo]rtan Stat1st1ca1 Areas. L ‘ )
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_ The OES survey eperates on @ three-year cycle with each year' s.survey-
. | covering a different sector of the ecanomy.” Fer examp]e, the OES survey
'occupatlens shown in-this ed1t1@n of the VPO are from,the 1974 survey of
manufactur1ng 1ndustr1es, the 1975 survey of government, hosp1tals and
. most non- manufactur1ng 1ndustr1es except trade, transportation, comnunvca-
tions and public ut111t1es and the 1976 survey of wholesale and retaml
trade, transportat1un, comunications’ and pub11e ut111t1es.: The OES \
.'survey does not cover the. agr1cu1ture, forestry and f1sh1ng 1ndustr1es
R or self-employed, unpa1d family and private househo]d workers., Data on
| these 1ndustr1es and workers norinally come from the Census of Popu]at1en,
hewever, ‘research is be1ng conducted on expand1ng the OES survey 1nto the

Q . ot

'"agr1cu1ture, forestry and f1sh1ng 1ndustr1es. Tt ':.7" s

The OES survey uses a quest1onna1re conta1n1ng a 11st of occupat1ons
-specially des1gned for each'1ndustry or for a group of 1ndustr1es be1ng
surveyed that, in general, employ the same k]nds of occuﬁat1ons inall
categor1es, e.g., profe551ona1 c1er1ca1, etc.‘ Typ1ca]1y, the survey '
c co]]ects data for a spec1f1c reference week 1n the spr1ng of the year._ _
Quest1onna1res are mailed to a random]y se]ected samp]e of, enp1oyers. S
Telephone follow-ups and personal 1nterv1ews are conducted with: those o
.0 emp]oyers whose responses are cons1dered cr1tica1 ‘The samp1e of emp1oyers
, ’ is distributed (strat1f1ed) accord1ng to the emp]oyer S 1ndustry and level
- v : R " of emp]oyment all large emp]oyers are 1nc1uded in this sample. Estimates
- of current occupat1ona1 employment are generaT]y produced for 1ndustry and
emp]oyment size categor1es similar to those used in ‘the: sample These .
estimates are then adJusted to the Tevel of total emp]oyment 1n the State
or area being surveyed _ : I
OES SURVEY OCCUPATIONAL CLASSIFICATION

. . .
Al e . . e
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- Each oc@upati@nai Categbry in the 0ES survey is assigned a uniuue'titlé,;-~
definition and five- dlg1t code. The five- d1g1t coding system for the.
0ES survey occupat1©na1 categor1es is structured 1nto major and m1nor

E ;'gvoups Smnce a magor‘purpose of the. OES survey, is to prov1de data fnr"u
- pse -in the 1ndustry~occupat1on natr1x system wh1ch is. supplemented by '

Census 1nformatwon, the OES magor groups were des1gned to be Ccmpatxble
with- the 1970 Census occupat1ona1 groups.’ The major and m1nor grrups tci
".which an occupation be]ongs is represented in the fmrst, second and..

sometimes the third d1g1ts of the code. -The f1rst dwglt 1dent1f1es the o

-nagor gnoup, 1 e., 10000 is Managers and 0ff1cers, 20000 is Prﬁfe551ona1
-’Uorkers _ete. The second and third d1g1ts 1dent1ﬁy 1ntermed1ate and
~ minor groups,»1 e., 22000 is Natura] and- Mathenat1ca] Sc1ent1sts and -
_22100 i$-Mathematical Scxent1sts A full 11st of the maaor and m1nor
group cades js-presented below; a fu11 11st of the OES survey occupat1oni:
codes and t)tles ut111zed in th1s pub11cat1on 15 shown in Reference E. .

i"Summary of OES Survey 0ccupat1ona1 Groups Cod1ng Structure
| '_10000 Managers and Officers - |

" (19000 A11 -Other-Managers and 0ff1cers)
,20000 Professional Norkers ' _

) 21000 Eng1neers s '
- . (21900 A11 Other Eng]neers) o
22000 Natural and Mathenat1ca1 Sc1ent1sts_;

' 22100 Mathemat1ca1 Scientists A ’
' -~ (22199 A11 Qther Mathemat1ca1 Sc1ent1sts)
22200 Physical Scientists
. (22299 A11 Qther Physical Sc1entwsts)
. 22300 Life Scientists
‘ (22399 A1l Other L1fe Sc1ent1sts)

23000 Social Scwent1sts '

(23900 A11 Other Social Sc1ent1sts)
24000 Systems Analysts ~ -
25000 Other Profess1onals '

gg;po Teachers ’
‘ (25199 A11 Other Teachers)
, 25200 Photographers
- (25299 A11 Other Photoqraphers)
25300 to 25500 M1sce11aneous Other Profess1onals

S

,(29000 A11 Other Profess1onal WOrkers)




- 30000 Technfcién§ 

-~ 31000 Computer Programmers
34000 Engineering Technicians '
o (32900 A11 Other Engineering Techn1c1ans)
-.33000 Science Technicians : s

©oie o7 {33900 A1l Other Science Techn1c1ans) S

oo - 34000 Other Technicians. = - <
o 35000 Medical and Dental Teﬁhr01091sts and Techn1c1ans :

SR (AN Other‘MedicaT and Dental Technologwtc and Techn1c1ans)

'"(39000 All Oth@r Techn1c1ans)

40000 Servmce Norkers .”

N A v ’ ’ B L S B L

. 41000 Janitors, Porters and C]eaners ST e
_ 42000 Guards and Doorkeepers . -
“ 770 (42900 A1 Other Guards ‘and Doorkeepers)
43000 Food Service Workers
7 (43900 A11 Other Food SerV1ce Norkers)
- 44000 Other Serv1ce WDrkers ‘

44500 Po]1ce/F1re Re]ated Norkers
(4QO00 All Other Serv1ce workers)

50000 Product1on, Ma1ntenance, Constructlen, Repa1r, Mater1a1 Handlmng
-and - Powerplant Norkers ’ . .

51000 Mechanwcs and Repalrers
o {51900 A11 Other- Mechan1cs and Repa1rers)
_ 52000 Darkroom Workers
ST (52900 A11 Other Darkroom WOrkers)
" 53000 Laundry and Drycleaning Occupat1ons
= . 58000 Truck Drivers - :
" 55000, 57000 and. 58000 Other Product1on, Ma1ntenance, Construct1on,
- " Repair; Material Hand11ng and Powerplant Norkers : ‘
55000 Assembler =~ = -
. (55U99 A1l Other ASSemb1ers) , :
*Note: ~ The code 55E22 has been used preV1ously for Assemblers
. 56000 Helper, Trades é
: '*Note The code 55B87 is used for Helper, Trades when a eta1]ed
- breakout of He1pers 1s not used.

(59001 All Other Skl]?ed Craft and K1ndred workers)

' 559002 A1l Other Operatives and Semiskilled Workers)
(59003 A1t Other‘Laborers'and-Unski]]ed.workers)_
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600@0 C1er1cal @ccupatlons . |
610@0 Office C]ertcal Qccupatwons ;?,ig‘-f
61100 Office Machine Operators @ |
7 (61199 A1l Other Office Machine Operators)
612@0 to 61400 Other’Off1oe Clerical OCCupat1ons :

(61900 A]l Other Office Clerical workers) T /

- 62000 P]ant CTerlcaT Occupatlons - | Ty i A
(62900 A1 Other P\ant Cler1ca] workers) R

70000 Saies Occupatmons

71@00 Sa1es Representat1ves o ' ' ‘ -
i (71900 ‘A1l Other Sales Agents, Sa]es Assoc1ates, and/or
. "-Sales Representatives) , _
. 72000 Sales C]erks and~0ther Sa]es Re]ated 0ccupat1ons

(79000 A11 Other Sa1es Norkers)

,RESIDUAL CATEGORIES are shown in parentheses The appropr1ate res1dua1

for categories, where no residual is shown, is the primary group residual

. category. For example: The apprOpr1ate residual category for codes within
;the 34 group, Other Techn1c1ans, is 39000 A]] Other Techn1c1ans

. ,Before each year s survey, the occupat1ona] categor1es and quest1onna1res
Vare reviewed and updated as’ necessary For this reason, the content of

OES survey occupat1ona1 categor1es changes from- t1me to t1me as occupat1ons

are dropped or- added ~The OES survey codes, however, are un1que and the

scope (coverage) of emp]oyment and the related titles and def1n1t10n§’are

f’f1xed New codes are ass1gned to any occupat1ona1 category Tn which the _

i ';nscope of employment is cons1dered to be s1gn1f1cant1y d1fferent from '

- prevlously used codes, New def1n1t1ons a]so are prepared '

The 0ES Survey Dictionary,. avallable from the Bureau of Labor Stat1st1cs
. or cooperat1ng State Emp1oyment Security agencies, is a compend1um of all

. current OES survey occupat1ona] t1t1es, definitions and codes. A rev1sed

© OES. Survey Dictionary is issued each year to. 1nc1ude the most recent changes
in- the codes, titles and definitions. The Dictionary, dated 1976 shows

~ the occupational: categor1es included in this: edition of the VPO. The'-
‘occupat1ons initially were deveTOped pr1mar11y from the third edition of
the D1tt1onary of 0ccupat10na1 T1t1es (DOT) . The occupational categor1es

- have: been ‘updated and ‘yevised by survey experience and use of the fourth
:ed1t1on of the Dot (descr1bed in paoes 41 through 47 of the VPO) Because




- the DOT was used in tne devel@pnent of the 0ES survey d@cupatmons, the

' »survey @ccupat1ons can be related t@ tne nmne~dlg1t poT cades.

o Because ‘the OES survey @ceupattans sh@wn 1n thts edvtwon of the VPO 1nc1ude‘

only those nccupatwana] categories used in “the 1974-1976 OES surveys some
.tccdes shnwn may nc longer be in use and, therefore, do not appear in the
.most reeent OES Survey Dictionary or on current OES survey forms. Also,
‘the most recent D1ct10nary and the survey forms include occupational cate-
agortes added dur1ng the 1977-1980 survey rounds but are not found in this

—edition Of the VPO Reference F 11sts the OES survey codes that have been o

dr@pped or added since 1976

~ Since the QES §qrvey'provides;data on’btcupatidna]'empiqyment by»industny;
it is possible to relate the OES survey occﬁpational'categor1es to the
.1ndustry codes of the Standard Industr1a1 C1a551f1cat1on (SIC) Manua] The

- SIC class1f1es industries aCCord1ng to economlc activities, i.e., agri-
: culture,m1n1ng, constructlon, manufactur1ng, transportatlon, commun1cat10n,. :

electric and sanltary serv1ces wholesale -and reta1] trade, finance, insur-
ance and real estate; personal bus1ness repa1r and other serv1ces and

' publac adm1n1strat1on “The. SIC prov1des a 51ngle 1ndustr1a1 class1f1cat10n o

system for use in Federal stat1st1ca1 programs and by -other users. The

,VSIC is deve10ped and. 1ssued by the Office of Federal Stat1st1ca1 Pol1cy and

| 'Standards of -the U.S. Department of Commerce (Formerly the Stat1st1ca1 ‘;\
Po]1cy D1V1sron, Offlce of Management and Budget) ' o

Reference E shows the three d1g1t SIC codes’ (two d1g1t for educatwon) for
. 1ndustr1es in which data for each 0ES survey occupat1ona] category was

Vcol]ected This reference contains codes from both the 1967 and 1972

“editions of the SIC Manual, since each ed1t1on was used-in the OES survey:

:the 1967 SIC was used to def1ne the industries covered in. the 1974 and
* 1975 OES survey and the 1972 SIC was used for the 1976 0ES surveys Codes
from the 1967 SIC are {nd*Q%ted by an aster1sk in Reference E. Reference I -
shows a_Tist of the industry codes and tltles now in the survey from both
the 1967 and 1972 ed1t1ons of the SIC. '




Alndustgyaﬁccupat1on Matr1x System

The nndustnyedccupatmon natrnx is a tabu]atmon of enp]oyment data crdss-

classified hy 1ndustry and DCCUpatlcn. The data aré arranged in the form

'»of a qrtd or matr1x which is div1ded into columns and rows . The columns

‘of the matrix show the 1ndustr1es or emp]oyment and the rows show the
occupations .of emp]oyment By read1ng down any CQIUMn, the user can o
determtne the d1str1butmon of employment by occupat1on within an 1ndustny.

,.S1m11arly, by readlng across any row, the user can determine the d1s~~
=tr1button of emp]Oyment by occupat1on W1th1n an. 1ndustry

“As mentIOned earl1er in this sect1on, the 1ndustry occupat1on matrix system

~of the Occupat1ona1 Emplcyment Stat1st1cs program consists of two types of
matr1ces based on different’ sources of data. the OES survey~based matrix -
based on the OES Survey data and the Census based matrix based an 1970 T
Census of Populat1on data. Each matrmx has its own set of occupat1on codes

_ “and tlt]es that are d1fferent in detail and content “In both matr1ces. o
:ih0wever, the occupat1ons are arranged ina structure 51m1Tar to that of the

1970 Census occunat1ona1 cod1ng system ' ' '

' SURVEY BASED. MATRIX svSTEM
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The survey based matr1x is developed from data c011ected thrOUgh the 0ES -
survey descr1bed ear11er p1us supplemental data from the 1970 Census of

a0




'Populat1on for 1nddstr1es and types of workers not covered by ‘the OES '
. survey. The process’ of matr1x construction is comp]ex because the. OES

survey does not collect data on every occupatlon in every 1ndustry.r Fo or. e

~example, the survey occupat1ona1 category "Maintenance E1ectr1c1an“ is.
not 1ncluded on aTl survey forms wheré small numbers are emp]oyed In
- these 1ndustr1es, est1mates are made by d1saggregat1ng the survey occupa~}”

' 'tlonal categormes of "Other Sk111ed Workers " The. matrix.developed in

o Fiscal Year 1979 based on the 1974- 1976 OES survey, prQV1des data on _
‘,1.1 574 occupat1ons, a somewhat sma]]er number of occupatrons than found 1n fh '

o the 1nput survey data

]

.The survey-based matr1x uses an. e1ght d1g1t occupat1ona1 codwng structure '.
“with the- occupat1ons arranged 1nto groups s1m11ar to those of the Census- :

based. matrlx system which was deve]oped earlier and which was a]ready ~}a

§ :fam111ar to many users of the matr1x data. Each occupat1ona1 category 1n-r

lthe O0ES" survey was ass1gned’to a Census occupat1ona1 group. Documents
used.in mak1ng these' dec1s1ons were theVOES Survey chtionary, the f
D1ct10nary of 0ccupat1onaT T1t1es (Th1rd Ed1t1on) and the 1970 Census§
' C]aSS1f1ed and A]phabet1ca1 Indexes ' : S 5

AN

Because the Census occupat1ona1 11sts carry no def1n1t1ons, the c]ass1-\r
~fiers somet1mes had d1ff1cu1ty deciding where an OES survey occupat1on ,w\
}shou]d be c]ass1f1ed ‘Sometimes the dec151on could be made based on
the 1ndustr1es in whlch the occupat1on was: surveyed and the 1ndustry or‘
industries_to which the Census re]ated the,occupatjon. If the survey _
‘title was not found in the Cénsus Iists, the”survey occupation” was classi-'"\
fied into a Census’ group by Judgment ‘Information on whether the job was

' apprent1ceab1e also was used. ' ' ‘ | L

- To a1d in grouplng the long 11sts of mach1ne operat1ves surveyed the "
survey-based matrix was des1gned to include 14 groups of mach1ne opera-
tives, 12 of wh1ch are 1ndustry-spec1f1c and 2 of which are not. In
~addition, there are three groups of more general operat1ves grouped
‘accord1ng to & broad type of 1ndustry--durab1e goods, nondurab]e goods
and nonmanufactur1ng ' ' ‘ '

B




Once c]assifaed into the Census occupat10na1 groups, ‘the 1 836 survey
'OCCupat10na] categor1es were coded with un1que eight- d1g1t codes and v
grouped in a manner similar to that of the Census-based matrix. AJthough : -
‘the sequence of . the survey-based matr1x occupat1onal groups is the same '

* as ‘the Census- based matr1x, the codes. are not necessar11y the same

‘because the survey- -based matrix has more summary level occupat1ona1 _

S categor1es._ The first two d1g1ts of the survey-based matrix code 1nd1-x-_
» cate the broad occupat1ona1 category, such as 10000000, Profess1ona1 ,‘“
© '20000000 Managerial; or ngOOOOD,_Serv1ce. The third and fourth d1glts
" “indicate SubdiVisfons of - the‘major group. Thus, 10020000 is Engineers,
110040000 is Life and Physical Scientistss, and 10200000 is Teachers. The

fifth and s1xth d1g1ts 1nd1cate a specofwo Census occupat1ona1 t1t1e or
”summary 1eve1 title, such as’ 10200100 Adu]t Educat1on Teachers, 10202000,
Col]ege and Un1ver51ty Teachers, or 10200300,_E1ementary School: Teachers.

 The f1na] two ‘digits 1nd1cate the spec1f1c 0ES occupatlonaI category.<.

. Thus, 10202002 is Extens1on SerV1ce Spec1a]1sts. The full 11st of surveys -
h"fbased matr1x occupat1ona1 category t1t1es and codes is shown 1n Reference
G, ' :

oo - . -

Because the survey based matr1x 1s based on the OES survey, the occupa---
t1ona1 codes and t1t1es used in the matr1x can be related to OES survey

" codes. and t1t1es wh1ch in turn are related to the D1ct1onary of 0ccupa-
:'t1onaT Titles codes. Reference G shows a convers1on from survey- based
matrix. to OES survey codes, in order by matrix code. Reference E shows
the matr1x code related to each survey code in order by survey code ‘

As noted ear11er, the matr1x arrays data by OCCUpat1on and 1ndustry. It '
js possible, therefore, to use the matrix to 1dent1fy the industries in

- which each occupat1ona1 category occurs and the number emp]oyed in that
occupat1ona1 category in each 1ndustry The matr1x uses a s1x-d1g1t
industry coding scheme, W1th the f1rst two d1g1ts 1nd1cat1ng the 1ndustry
~division and group~400000 is Manufacturing, 410000 is’ Durable Goods

v'_ Manufactur1ng.} The third, fourth and fifth d1g1ts correspond to - the
,Standard‘Industr1al CIass1f1cat1on_(SIC) code of the 1ndustry at the




.-

- two- or three-d1grt leVel of the SIC~—412400 is Lumber and wood Products
(sl 24) and 412410 is Loggmng (SIC 241).. The 51xth digit of the matrix

Industry code is always a zero. - The SIC codes embedded in the matr1x
Tndustry codes are the same as those shown in Reference E -

CENSUS BASED MATRIX SYSTEh
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.The-census‘based'inddstry'06cupationa1'matrix'generaTIi fol1ows'{he occuoaJ‘ o

tlon and’1ndustry classification used in the~1970 Census of Populat1ono

'*’Alphabetlcat ‘Index .of Industr1es and 0ccupat10ns or the 1970 Census of '”,f

Popu]at1on Class1f1ed Index of Industries and 0qggpat1ons as descr1bed
in the next. section of the VPO. Certain adjustments were made to ther o
Census . maaor occupataonal group categorxes so that the present matr1x A

'categor1es would be consistent w1th those used in the earlier matr1x

based on 1960 Census data.. o I

a
1

 The major'gronp’of operatives ekcept transport‘and'tranSport‘eduipment'
: fdberat1ves, were aggregated to the category operat1ves, farmers, farm

~ managers, farm laborers and farm foremen were aggregated’to the category

- farmers ' and, farm workers and service workers, except private household

and pr1vate househo]d workers were aggregated to the category service

-workers. The rema1n1ng maJor occupat10na1 groups in the matr1x are the

o

| o2 oI
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A o

: §'same as those in the Census w1th on]y s]1ght d1fferences 1n the t1t1es.

* These are profess1ona1 techn1ca1 and. k1ndred workers managers off1cers

. and pro r1etors, sales workers, c]erlca! workers, Crafts and k1ndred
‘ workers/ and ]aborers except farm.

o
,[ B

~ The m'trix'intermediate occupationai‘categdries were'develbbed independ-
'ently of those in the €ensus but ‘many ‘of them are identical to the Census ;_A7.
catepor1es There are 37.1ntermed1atetgroupsﬂ1n the.matrjx versus 31 in

tensus. R

Akm tr1x as fo]lows ,‘A S R "; , [ '

]

: Ai; The Census occupat1ona1 categony "persona1 service apprent1ces"'
‘ is related to only two occupational-categories, i.e., "barbers"

d1str1buted between them in the matrlx.

‘/ i"Zt fThe 1nd1v1dua} c011ege teach1ng speC1a1t1es in the Census haVe

- been arranged to "college and un1vers1ty teachers" in the matrix.

been comb1ned in the matr1x w1th the1r respect1ve Journeymen
occupat10ns ,

4. The Census occupat1ona1 categor1es "pr1nt1ng apprent1ces except

N fore added to "craft and kindred. workerSy n.e. C'ﬁ

}.~ The' fo110w1ng Census sa]es occupat1ons wh1ch are 1dent1f1ed
.7 by industry were aggregated to "sales workers, n.e.c." in the
\matr1x - sales representatives, manufactur1ng; sales repre~
’sentat1ves, wholesale trade; sales clerk, retail trade; sales-

| men, reta11 trade, and sa]esmen of serv1ces and construct1on

4' . .
o 3

o The Census matrixustrueturegis‘baSed on an eight-digit.cdde that;alews
. for aggregation of several levels. The-first two digits identify the-
’_majbr‘QCCupational"grpup~-10000000‘is Professional, Technical and Kindred
3 WOrkers;_ The third and fourth digits identify the intérmediate occupa-

tional group- 10920050x1s;Eng1neers,uTechn1ca1 F1na11y, the. 1ast four

\

24 B

X

*and "hairdressers and cosmetologists™ and was proport1onate1y _;'fh'

‘3,:'A11 of the separate apprent1ce 0ccupat1ons in the Census havé -

" pressmen" and "craft apprent1ces, n.e.c.," could not feasibly be
.combined with any single journeymen occupation. Both were there- .




’

- d1g1 ts 1dent1fy the detaﬂed occupatmn—-lﬂOZOOSO is Englneers Aero- B
] Astronauttc. The total of all occupatwns (code 00000000) is derw.ed by
faggregatmg a'n the maJor occupahona] groupg._ The full 1ist-of Census-

| _based matrix occupatwnal titles’ and codes along vnth the re]ated 1970 _

Census codes and t1t1es is shown in Reference He -

- . o . 7
. . . » w
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UNITED STATES OFFICE OF EDUCATION
(USOE) CLASSIFICATION SYSTEM

SR

W GF

" The codes and defdnitfons for the 1nstruct10na] programs in the Offlce
- of Education Classification System were 1ntended to help local and ﬁtate
e_educat1on agenc1es 1dent1fy, classify and proper]y report 1nfbrmat1on

.about subJect matter and. curr1cu1um act1v1t1es. ‘Twenty . SUbJeCt matter

”areas, plus one area for cocurr1cu1ar act1V1t1es and one ‘area for genera] B

elementary and secondary educatlon were - 1dent1fbed in Standard Term1no]ogy
for. Curr1cu1um and Tnstruction -in Local and State School Systems State -

- Educat1ona1 Records and Report Ser1es, Handbook VI Department of Health._~
iEducat1on and Welfare |

| ’”Seven of these areas were des1gnated for vocat1ona1 techn1ca1 educat1on.
“These arEas were 1dent1f1ed and coded as follows"

01.~'Agr1cu1ture/Agr1bus1ness Educat1on - S I

- 04. Distributive Education Cto T e s
07. Health Occupations Education L S ¥
09.- Home Economics Education

| . 14. Business and Office EdUcation :

16. Technical Education:
17. Trade and Industr1a1 Educat1on

The defﬁn1t1ons of the vocat1ona1 techn1ca1 educat10n areas and their -
subJect matter were determ1ned by (1) an exten51ve study of record and

’report forms of 1oca1 schoo\ systems and State education agencies, (2)
.an extens1Ve rev1ew of the profess1ona1 11terature concerned with subJect- E
~matter areas and cocurr1cu1ar act1v1t1es, and (3) conferences with

numerous persons in State educat1on agencies, Tocal school systems,
co]leges and un1vers1t1es, and the U S 0ff1¢e of Educat1on

o
S &3
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 USOE. PROGRAM £ODES AND'DESCRIPTORS
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»The USOE code and descr1ptor are the 1dent1f1catlon code and narratlvet-

,descr1pt1on for an 1nstruct10na1 program., Although some programs in
Handbook VI have ten-d191t codes, ‘the programs definéd in Vocational .
PreparatTOn and Occupations geaeraIIy have been lﬂmTted to six~digit

codes. .. In a few. cases, eight- d191t ‘codes were used to aTIow for greaterN

-detaTI in descr1b1ng 1nstruct10na1 programs as in the above example.'
'»The 1nterpretat10n of the codes- 15 as foIIows-,.

’.._V L o ’ ’ _/ : L

LS

'~175100301j -

First 2-digit position: subject matter area

Examp]e- 17.

Second 2- d191t p051t1on'

- B Examp]e*

Th1rd 2-d1

TRADE AND INDUSTRIAL EDUCATION

o

git posvt1on- d1vvs1on of. prvncvpaT segment
17. 1003 - HEAVY EQUIPMENT (CONSTRUCTION)

pr1nc1pa1 segment of subJect matter
17.10 CONSTRUCTION AND MAINTENANCE .TRADES -

e Example: -
o f’_' o ' ﬂ"*} -Fourth 2- d191t posit1on. first-level detar] of

d1v151on of principal segment
Example: 17. 100301 MAINTENANCE HEAVY EQUIPMENT
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The USOE- code s flexib]e, rang1nq from broad subqect matter areas
~ {17.00) to very specific programs (17 100301). Each succeeding level

4

-"of specificity is donsidered to be subsumed in the prev1ous one, _In"

- 3551gn1ng a code to a program, the most spec1f1c code that is app11cable_v
_should be used. -

T
&

" The code numbers e d1ng in "99," Tocated at the end of each subaect {‘

_matter area, are nntended to de51gnate 1nstruct1ona1 programs be1ng

 offered that are not 1dent1f1able by other SUbJECt matter codes. Note ‘

v_the add1t10n of the word "other“ to ‘the USOE code t1t1e.‘

Examp]e 17, 0199 AIRCONDITIONING OTHER S
~Example: 17.1099° CONSTRUCTION AND MAINTENANCE TRADES, OTHER _
Example: 17 2399 METALWORKING OCCUPATIONS OTHER e

~ Data Uses, Limitations Or‘Issues

w'.‘

B The USOE taxonomy has been ut1112ed by var1ous State and 1oca1 educa- -

_ tional agenc1es to col]ect vocat1ona1 educat1on program data, ile.,

[N

enro]]ments complet1ons, etc: which are reported to the U.S. Departmentf

of Educat1on In add1t1on, this. taxonomy is the prlmany cod1ng system

employed in the collect1on of 1nformat1on for the Vocat1ona] Educat1on 'A‘
. Data System (VEDS). -The data co]]etted are used by %tate and‘nat1onal =
~ agencies as a dec151onmak1ng aid in- adm1n1strat1ve and p]ann1ng func-..“ -

taons E ' . - o AR ‘, S

' The vocat1ona1 educat1on 1nstruct1ona1 programs spec1f1ed by the USOE

codes ‘are def1ned in Vocatrona] Preparat1on and 0ccqpat1ons The

‘l,descr1pt1ons of the 1nstruct10na1 programs are compos1tes of subJect N

. matter, rather than well- defined courses. The programs are not- asso- |
ciated with any part1cu1ar Ieve] of educat1on but are general desorlp— :;

| '{tlons which may be re1ated to severa] educat10na] Tevels '

L

-




SpecmaI care in 1nterprétatm@n is necescany where f@ur-d1gut USOE codee
are used. The four«d1gmt C@de may: .

(1) 1nd1@ate pr@grams whvch are ccmbmnatnﬁns ‘of specnaIlzed
- . programs such as thcse under it in the c1a551f1cat1on
system o . .

'Example' 17.02 APPLIANCE REPAIR 1ncIudes at least tw0~
o principal segment divisions, i.e., 17.0201
ELECTRICAL APPLIANCES AND 17.0202 GAS APPLIANCES

(2) provide a means of summarwz1ﬂg data fﬁr an entire greup
. Data are aggregated to the f@ur-d1gat code.

‘ Examp]e.' 14.02. BUSINESS DATA PROCESSING SYSTEMS OCCUPATIONS
. may be used to include 14.0201, 14. 0202, 14. 020201
. - 14 0203, and 14, 0204'

-

'Although the codes are structured by genera] subgect matter areas; i e.,
09. Home Econom1cs, there may be. 1nstances in which there is a dup11ca= .
. tion of segments of subject matter at the four~ and Ssix- d1g1t Ieve]s

For example, 09.0203 Food Management, Productvdn ind Servites and 17. 29~v

Quantity Food Occupations duplicate the subject matter content of one

. another. wh11e this is not considered a prquem by training program

adm1n1strators, it is a problem for techn1c1ans utilizing data col]ected

" and tabulated with USOE codes for supply 1nformat1on

29
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1. Introduction

. o Purpose of the Guide

' One of the first objectives of the U.S., Fedéfal-State -

" 'Employment Service: System is to help people s¢e them-
selves realistically in regard to their ability to meet job
reqmreménts The Guide for Occupational Exploration is
designed for that purpose. By providing information about
the interests, aptitudes, adaptabilities, and other requisités
of occupatiornal groups, the Guide makes possible a com-
parison -of these requirements with what the individual
knows about himself or herself. It is also a tool for counsel-
ors assisting individuals in se]lf-assecsmem and ‘occupational
choice. 2

The language of the text is sunple and nontechnical,
intended for any reader’s use, with or without counseling
help: the youth who is plannirig a career; the person who
‘must, or wishes to, change jobs; the partially qualified or

- unqualified jobseeker; and the counselor or veocational
adviser who assists others with career exploration and
. planning and occupational choices or changes.

Organization

The data in this publication are organized into 12 interest
_ m"e:is, 66 work groups, and 348 subgroups. - . o
INTEREST AREAS - .

. The interest areas correspond to the interest factors
which were identified from the research and development
activities in interest measurement conducted by the Divi-
sion ‘_stgf Testing in the U.S. Employment Service. The
interest factors represent the broad interest requirements of

.© occupations as well as the vocational ‘interests of individ-
uals. Both the factors and the areas are identified by a two-
digit code, for example:

01-An interest in creative expression of feelings or'idgaé.

" WORK GROUPS

Within each interest area are work groups—Jobs suitable
for exploration by those who have the particular interest.
Each work group contains descnpuve information and a
listing of jobs. Within eacli group, the jobs are of the same
general type of work and require the same adaptabilities
and capabilities of the worket. Each group has its unique

. four-digit code and title, for example: :

01.01 Literary Arts

&' The number of groups m each area varies from 2 in Area
" 12t0 12 in Area 5.

_easier for the reader to distinguish

30

SUBGROUPS
Within each work group, jobs-are si rouped to: make it
ong. jobs. Bach .
subgroup has its snx-dlglt umque code and tltle, for example

01101 02 Creatlve Wntmg

Because of the number of jobs wnthm some of the
subgroups, a further clustering of these jobs by industry is. '

- made, for example, aircraft manufacturing, iron and.steel, !

motion picture. Within the same industry designation occu-

~ pations are listed in alphabetical order and also within each -

subgroup. If an occupation has more than one industry

B designation, it is listed under that which occurs first alpha- -

betically; for example, a job having' the industry designa-

- tions of motion picture, radio, and tv broadcastmg would _
* be listed under “motion picture.” . '
The followmg xllustrates the components of the struc- L

ture:
. . AR -
01 Artistic. © (Interest areé) L
01.01 ~  Literary Arts . (Work group)
01.01.02 Creative Writing ~ (Subgroup) -
' " Screen Writer (motion pic, radio & tv broad)
131.087-018 - oo
+ Crossword-Puzzle Maker (prmt & pub)
: 139.087-010° ,

Editorial Writer (print. & pub,) 131 067-022
. Biographer (profess: & kin.) 052. 067-010 .
- Copy Writer (profess. & kin.) 131.067-014
Humorist (profess. & kin.) 131 067—026
Lyricist (profess. & kin.) 131. 067-034
Poet (profess, & kin.) 131.067-042 :
Writer, Prose, Fiction and Nonfictlon (profess..
& kin.) 131.067-946 '

C Contmunty ‘Writer (radio & tv broad}

* 131.087-010

' Descriptive information for each group glves the kinds of .
: \;ob activities perfomed, the requirements made on the

worker, clues for relating individuals to the type of work; -

preparation for entry into jobs, and other pertinent items.
To meet the needs of all the users of this publlcatlon, foui'

appendlxes are added o - .

Appendlx A Background and techmcal dvevelopment of

the Interest Factors and the Guide. Déscribes

T the concepts and procedures for the develop-

ment of the interest factors, and the method-

ology for their use in.determining interest

" areas in this publication. Includes the tech-

niques and- procedures used in developmg
the work groups and subgroups

PM : . ‘ Y
“ .
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Appendlx B USES Interest and Aptltude Tests (m casure- ©

ment tests’ oriented to utilization of the
- Guide). Provides (1) a brief description of the
USES Interest Inventory and. General Apti-

individual’s occupational interests and apti-

tudes oriented to the Guide and its use); and
- (@a hstmg of occupations for which specific ~

Aptitude Test Batteries (SATB’s) have been

developed to aid counselors who havc access |

: to the GATB.
Appendix C; Use of. the Guide in organizing career and

.otcupational information resources. Con- .

. tains techniques and procedures for catalog-

- ing - and filing - occupational - information. -
madterials a_ccordmg to the structurc in the -

- Guide. .
Appendix D Alphabetic Arrangement of' Occupauons
e Lists all the occupatnqns in the Guide.

. Bridges the occupations in the Dictionary of .

Occupatwna[ Titles (DOT) and the sub-
groups in the Guide. Includes all occupations

in the DOT fourth edition, excepting those -

specifi ically related to the military. Occupa-
tional. titles are the same as those in the

Dictionary, followed by the industry designa-

tion(s), the Dictionary code, and the six-digit
. code from this publication. Base titles are in
capital letters; undefined related titles, in
initial capital letters; and altcrnate tntles, in
lower case letters. - ,

~ tude Test Battery (GATB) (measures of an-
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) lII.,' Definitions of ‘lhtérest Fa(:tors* |

1. ARTISTIC:
Interest in creative expression of ﬁ‘eellmgs or rdcas.

% SCIENTIFIC: | o

Interest in discovering, collecuug, and analyzing mformatxou about the natural world and in applymg screntxﬁc research )
; - findings to problems in medicine, life sciences, and natural sciences. -

SFVPLANTSANDANIMAIS ' ” T Cos oL LT ‘
.Iutcrestm actmtxes involving plants and animals, usualﬂymamoutddor setting. L ‘ E a ‘

4. PROTECTIVE:
Interest in the use oi‘ authority to ]protect pecple and property

. 5 MECHANICAL. ' '
!ntcmt mmﬂymg mechanical prmcrpl&s to practical situations, using machmes, handtools or techmques

6. INDUSTRIAL; s SR
Interest.in rcpcntwc, concrete, orgamzed activities in a i‘actory settmg

?

1. BUSINESS DEI‘AIL ‘ : e
. Interest in orgamzed, clearly deﬁned activities requmng accuracy and attentxou to detarl prrmanly in an office settmg. .
8. SELLING: |
: Interest in brmgmg others to a point of vrew through pcrsoual persuasron, usmg sales and promotlou tcchmques

9. ACCOMMODATING: ‘ : . - _ e
Vlutermt in catering to the wrshes of others, usually ona one-to-one basns o - P : S

10 HUMANITARIAN: | |
" Interest in helpmg others wrth theur mental spmtual social, physrcal, or vocatronal necds. '

11, . LEADINGJNFLUENCING
o 'Interest in leading and mﬂuencmg others through activities mvolvnng lugh-level verbal or uumencal abrlmes

12. PHYSICAL PERFORMING:
© Interest in physical activities performed before an audience.

*See Appendix A.



IV Summary Llst of Interest Areas,
Work Groups, and SubgroUps

" Artistic

01
0101 Lrtmry Arts
01.01-01 . - Editing - :
01.01-02 Creative Wmtmg .
@l @l-a@S - Critiquing. . - ., '
01 02 - Visual Arts
01.02-0t _Inmstructing and Appraising -
01.02-02  Stedio Art -
01.02-03 ~ Commercial Art.
01.03 Performing Arts: Drams
01.03-0t Instructing and Directing
01.03-02  Performing ..
-0t 03-03 Narrating and Armouncmg
01 04 » Performing Arts: Music
01.04-01  Instructing and Dirécting
_01.04-02  Composing and Arranging
01.04-03  Vocal Performing
01.04-04 ’Instrumental Performing :
01.05 Performing Arts: Dlnce ‘
© 01.05-01 Instructing and Choreography
.01.05-02  Performing
01.06 Craft Arts
01.06-01  Graphic Arts - and Related
i Crafts
01.06-02  Arts and Crafts
"01.06-03 Hand Lettering, Painting, and
: Decoratmg »
.01y Elemenul Arts
“01.07-01  Psychic Science -
01,07-02  Announcing
-01.07-03  Entertaining °
0108  Modeling .
. 01.08-01. Personal Appearance
02 Scientific '
0201  Physical Sciences
02.01-01  Theoretical Research
02.01-02 Technology
0202 LifeSciences
©.02.02-01  Animal Specialization
02.02-02  Plant Specialization
02.02-03 - Plant and Animal Specrahza-
 tiom
Food Research

02.62-04 -

03,02

02.03 , Me'dlcal Sciencu’

02.03-01 Medicine and Surgery ”

02.03-02 " Dentistry -

02.03-03  Veterinary Medzcmc

02.03-04 Health Specialties

02,04 Laboratory Technology
' 02.04-01  Physical Sciences '

02.04-02  Life Sciences -

03 . Plants and Animals

03.01 Mansgerial Work: Plants and

03.01-01 Farming

03.01-02  Specialty Breedmg

03.01-03 ~ Specialty Cropping

‘ 03.01-04-’ . Foreitry and Logging »

_ Generll Supervision' Phnts
o and Animaly : :
- 03.02-01 Farming
03.02-02  Forestry and Doggmg ,
03.02-03 - Nursery and Groundskeeping
03.02-04  Services
,‘ 0303  Animal Training and Service
03.03-01  Aninial Training
03.03-02 = Animal Servrce
03.04 E!Ementnl Work- Plants and
” Animals .
0 04——01 Farming ~
. .03.04-02 - Forestry and Loggmg
03.04-03. Hunting and Fishing
03.04-04 .- Nursery and Groundskeepmg v
03, 04-—05 Sefvices h
M AProtective
0401 Snfety and Luw Enforcement
04.01’-01 Managing -
" 04.01-02 | Investrgatmg
" 0402 Secarity Services
04.02-01 - - Detention C
04.02-02 Property and People " -
04.02-03  Law and Order RS
' 0402—04 Emergency pronding
05 Mechnmcnl
. 05,01 Engineering
© 05.01-01 _ Reséarch )
ey am
N R A : 33

05. 01—02
05.01-03

- 05.01-04

- 05.01-05
05.01-06

- 050107
| 05.01-08

05.02

Envrronmental Proteeuon
Systems Design -

“Testing and Quality Control
Sales Engineering

Work Planning and Uuhzatron
Design

General Engmeermg

Mansgerial Work: Mechsnical |

. 05.02-01 - Systems -

. 05.02-02

05.02-03 -
- 05:02-04 .

‘Maintenance and Construcnon
Processing and Manufacturing
- Communications

05.02-05 * Mining, Logging, and Petrm

 05.02-06

| 05.02-07

0503

~05.03-01
05.03-02
05.03-03
05.03-04

. 05.03-05
.~ 05.03-06

05.03-07 -
05,03-08
05.03-09

- 05.04

a.

05.04-01 '

05.04-02

0505
05.05-01

05.05-02
" 05.05-03
05.05-04

05.05-05

' 05.05-06

" 05.05-07
. 05.05-08
05.05-09

OS 05 10

.os.osfll

05.05-12

- leum Productios,
Services
‘Materials Hnndhng

Engineerlng Technolozy
Surveying

Drafting

‘Expediting and Coordmltmg

" Petroleum
Electncnl-Electromc .
Industrial and Safcty S
. Mechanical o
Environmental Control
Packaging and Stoﬁng

“ Alr and Wuter Veh!cle Oper- A
* -atfon
Air o L

Water ~ ~ I

 Craft Technology

Masonry, Stone, and Bnck
Work

Construction and Maintenance

Plumbing and Pipefitting

Painting, Plastermg, and Pa-
perhanging

Electncal-Electromc Systems
Installation and Repair

-Metal Fabrication and Repmr

Machmmg :

' Woodworking

Mechanical Work -~

Electncal-Electromc Eqmp-
ment Repair

. Scientific, Medical, and Tech-
nical ~ Equipment Fabnca-
tion and Repair '

" Musical Instrument Fubncu-

" tion and Repair - -

.




05.05-13

- 05.05-14

05.05-15

05.05-16

05.05-17 -

05.06

05.06-01
t

o

05.06-02
05.06-03

05.06-04

05.07

05.07-01
05.07-02
85.07-03

05.07-04 -

05.07-05
05.07-06

05.08
05.08-01

05.08-02
05.08-03

05.08-04

05.09

" 05.09-01

05.09-02

'05.09-03

05.16 ~-

05.10-01
05.10-02
05.10-03
05.10-04

05.10-05

05.10-06 -

05.10-07
05.10-08

- 05.10-09_

05.11

05.11-01

05.11-02
05.11-03
- 05.11-04

9842

05.12-01
05.12-02
05.12-03

05.12-04 ~

-Shipping,

‘Mate

Printing

Gem Cutting and Finishing

Custom Sewing,
and Upholstering

Dyeing

Food Preparation

A ¥

Systems Operation

Blectricity Generation and
Transmission

Stationary Engineering

Qil, Gas, ard Water Distribu-
tion

Processing

Quality Contral

~ Structural

Mechanical =~
Electrical .
Environmental
Petrolenm-

Logging and Lumber

Land and Water Vehicle Oper-
ation *

Truck Driving

Rail Vehicle Operation

Services Requiring Dnvmg -

Boat Operation

Materiils Control
Receiving,
Stock Checking

and

Tailoring,

05.12-05

05.12-06
05.12-07

- 05.12-08
05.12-09
. 05.12-10
05.12-11"
05.12-12
05.12-13
05.12-14

- 05.12-15
<..05.12-16

T "05.12-17

05.12-18

05.12-19..
- 05.12-20

06

06.01

06.01-01

06.01-02
- 06,01-03

06.01-04
" 06.01-05

06.02
06.02-01

06.02-02 . Machine Wark, Metal and

Estimating, . Scheduling, and e

Record Keeping
Verifying, Recording,
‘Marking '

and

Crafts

Structural
Mechanical,
Electrical-Electronic

_ Structural-Mechanical-Elec-

trical-Electronic

" Reproduction

Blasting

Painting, Dyeing, and Coatinig
Food Preparation
Environmental %

Equipmenf Operation
Construction

: Mnmng and Quarrymg

Drilling and oil Exploration
riald Handling

" Elemental Wm'k Mﬂ:lmnlcll

Supervision

Mining, Quarrying, Drilling
Loading, Moving
Hoisting, Conveying

06.02-03
06.02-04
06.02-05
06.02-06
06.02-07
06.02-08
06.02-09
06.02-10

06.02-11

06.02-12

06.02-13

06.02-14

' 06.02-15

06.02-16

Braking, thchmg, and Cou-
pling

Pumping

Crushing, Mixing, Separating,
and Chipping -

‘Lubricating

Masonry

_ Heating and Meltmg

‘Welding '

Structural Work r

. Cutting and Finishing

Painting, Caulking, and Ceat-
mng

 Mechanidal Work

Electrical Work

Fooll Preparation
Cleaning ond Maintenance
Reproduction Services

Signalling

 Industrial

Production Teclmology

‘Supervision and Instruction

Machine Set-Up

Machine Set-Up and Oper-
ation .

Precision Hand Work ™

Inspection

‘ Production Work

Supervision

Plastics
Machine Work, Wood
Machine Work, Paper
Machine Work, Leather and
Fabrics
Machine Work, Textiles
Macliine Work, Rubber

. Machine Work, Stone, Clay, '

and Glass A

Machine Work, Assorted Ma-
terials

Equipment Operatxon. Metal
Processing

Equipment Operation, Chemi-

. cal Processing

Equipment Operation, Petro-
leum Processing

Equipment Operation, Ruyb-
ber, Plastics, and " Glass
Processing

Equipment Operatxon, Paper

. and Paper Products Proc-

" essing

Equipment Operatlon, Food
Processing

Equipment Operation, Textile,
Fabric, and Leather Proc-
ening -

06.02-17

- 06.02-18

06.02—19 ’

06.02-20
06.02-21
06.02-22

06.02-23

06.02-24

06.02-25
06.02-26
06.02-27
06.02-28

06.02-29

06.02-30
. 06.02-31

06.02-32

06.03 .
06.03-01

06.03-02

06.04
06.04-01

06.04-02

. 06.04-03

06.04-04

0604—05

© 06.04-06

06.04-07
0604—08

06.04-09

06.04-10
06.04-11

06.04-12

06.04-13

06.04=14

 06.04-15

Equipment Operation, Clay
and Coke Processing

Equipment Operation, Assort:
ed Materials Processing

» Eqmpment Operation, Weld-

ing, Brazing, and Soldering

Machine Assembling

Coating and Plating

Manual Work, Assembly
Large Parts ’ ‘ :

Mannal Work, Assembly
Small Parts

‘Manual Work, Metat and Plas-

tics
‘Manual Work, Wood

- Manual Work, Paper- .~
Mamial Work, Textile, Fabric,

- and Leather

Manual’ Work Food Process- )

“ ing
Manual Work ‘Rubber

- Manual Work, Stone, _Glass,

. -and Clay -

Manual Work, Laymg Out '

and Marking

Manual Work, Assbrted Matc- v

- nals- -

' Qunlity Control .
.lnSpectmg. Testing, and Re-
Y ¢ pairing

Inspcctmg.' Gradmg, Sortmg.
Welghmg. and Recordmg

. Elemental Work: lndustrlll

Supervision

Machine Work, Metal and
_Plastics

Machine Work, Wood

‘Machine Work, Paper -

Machine Work, Fabric and
Leather
Machine Work, Texules

" Machine Work, Rubbér
# Machine Work, Stone, Glass,

“and Clay

v

Machine Work, Assorted Ma-

terials

. Equipment Operatlon. Metal

Processing
Equipment Operatlon, Chctm-
('cal Processing

Equipment Operation, Petro-

leum, Gas, and Coal Proc-
essing .

- Equipment Operation, Rub- ' _
and Glass =

ber,  Plastics,
Processing:
Equipment Operation, Pnper
Making -
Equipment Opentxon. ‘Food~
Processing’

ne




06.04-17

06.04-18

06,0419

06.04-20
06.04-21

06.04-22
06.04-23
06.04-24
106.04-25
06.04-26
06.04-27
06.04-28

06.04-29

06.04-30

06.04-31

06.04-32
06.04-33
06.04-34
06.04-35

06.04-36
06.04-37

0604-38

0604—39

07.01 -
07.01-01
07.01-02
- 07.01-03
07.01-04
07.01-05
07.01-06
07.01-07

07.02

07.02-01

07.02-02

07.02-03.

- Equipment bpcm'tion,'Te:xtile,

Fabric, and Leather Proc- 07.02-05
essing - -

‘Equipment Operauon, Clay 07.03

-Processing 07.03-01 ~
Equipment Operation, Wood

Processing _ - 07.04
Equipment Operation, Assort- .07.04-01

ed Materials Processing 07.04-02"
Machine Assembling - LT
Machine Work, Brushing, 07.04-03

Spraying, and Coating . = 07.04-04
Manual Work, Assembly -

Large Parts , - -07.04-05
Manual Work, - Assembiy -

Small Parts ' 07.04-06
Manual Work, Metal and Plas- :

- tics : 07.05
Manual Work, Wood 07.05-01
Manual Work, Paper 07.05-02
Manual Work, Textile, Fabric, ,

and Leather . 07.05-03
Manua!l Werk;, Faod Process-

ing -,07.05-04
Manual Work, Rubber o
Manual Work, Stone, Glass, 07.06 .

_and Clay 07.06-01

Manual Work, Welding, and 07.06-02

Flame Cutting .
Manual Work, Casting and 07.07

Molding o 07.07-01"
Manual Work, Brushing, 07.07-02

Spraying, and Cpating - 07.07-03
Manual Work, Assorted Mate-

rials . 08
Laundering, Dry Cleamng , ]
Filling 08.01
Manual Work, Stamping, 08.01-01

Marking, Labeling, and- 08.01-02

Ticketing - 08.01-03
“"Wrapping and Packing’ :
Cleaning 08.02

Loading, Moving, Hoisting, , 08.02-01

and Conveying 08.02-02
. 08.02-03
_ Business Detail 08.02-04
' ~ 08.02-05
" Administrative Detail 08.02-06
Interviewing 08.02-07 -
Administration 08.02-08
Secretarlal Work :
Financial Work 08.03
Certifying oém-m
Investigating - 08.03-02
Test Administration
: : 09
‘Mathematical Detail .
Bookkeeping and Auditing - 09.01
Accounting 09.01-01
- Statistical - Reporting. and N
09.01-02

Analysis - -

* 07.02-04

Billing and Rate Computation
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09.01-03
Payroll and Timekeeping - 09.01-04
Financial Detail " 09.02
Paying and Receiving ' - 09.02-01
09.02-02
Oral Commnniutions
Intemewmg 09.03
' Order, Complaint, and Clmms 09.03-01
" Handling 09.03-02
Registration 09.03-03
Reception and Informauon Sl
" Giving : 09.04
Information Tmnsnuttmg and 09.04-01
“Receiviiig 09.04-02
Switchboard Services : '
' 09.05
Records Processing - - . 09.05-01
Coordinating and Scheduling =~ 09.05-02
Record Verification - and 09.05-03 -
Proofing .
Record Preparation and Mam- " 09.05-04
tenance 409.05-05.
Routing and ’Dismbut}on o S
. ©© 09.05-06
Clerical Machine Operatiorn 09.05-07
Computer Opeération - - 09.05-08
Keyboard Machine Operation -
Clerical Handling 10
Filing -
Sorting and. Distnbution . _ 10.01 .
General Clerical Work ~ 1o.01-01
- 10.01-02 -
Selling 10,02
Sales Technology '
“Technical Sales 10.02-01
. Intangible:Sales 10.02-02
General Clerical, Work 10.02-03
General Sales 10.03
Wholesale 10.03-01
Retail - 10.03-02
Wholesale and Retail 10. °3'°3
Real Estate :
»Demonstration and Sales 11
Services : ’
Dnymg—Sellmg 11,01
Soliciting-Selling 11.01-01
v _ : - 11.01-02.
~ Vending _
Peddling and Hawking 11,02
Promoting . :
. 11.02-01
Accommodating . o
] 11.02-02
" Hospitality Services RE
Social and Recreational Activ-  11.02-03
ities _ o :
»Guide Servnces - 11.02-04
62

" 'Mathematics nnd Statisﬁes

Food Services

- Safety and Comfort Servnces

Barber and Beauty Servlc,el

- Cosmetology -~ -

Barbering

Passenger Services v
Group Transportation
Individual Transportation

' Instruction and Supervnsion

Customer Services
Food Services
Sales Services

Attendant Servicu

" Physical Conditioning
- Food Services

Portering and Baggage Sel:v-
ices

Doorkeepmg Services -

Card and Game Room Serv-

" ices .

" Individualized Servnces

General Wa_u'drobe Semm
Ticket Taking; Ushering

Lo

. Humanitarian

" - Social Services

Religlous .
Counselmg and Social Work

‘ Nurslng, Theupy and Speeinlt

" ized Teaching Services
Nursmg

“Therapy and Rehabilitation
" Specialized Teaching

Child and Adult Care
Data Collection

- Patient Care
Care of Others

'Lendmg-lnflueneing

Data Processing Design
Data Analysis

_Educational and Librlry Serv-

. dces

Teaching and Instmcung, .
General .

Vocational and
Teaching

-Industrial

" Teaching, Home Ecunonncs, ‘

Agriculture, and Related
Library Services.




1103
11.03-01
11.03-02
11.03-03

" 11.03-05
1104

11.04-02

- 1105
11.05-01

11.05-03

. 11.06-01
~ 11.06-Q2
;. 11.06-03

-~ 11.06-05

1107
- 11.07-01°
11.07-02
11.07-03
11.07-04

~.1108
11.08-01

11.08-03
11.08-04.

1109
11.09-01

' 11.09-03

11.10

. 11.10-01
s 11.10-02

11.10-03

11.10-04

11.10-05

Tt

11.11-02
1L11-03

[KC‘

ull Toxt Provided by Enic il

11.03-04 -
11.04-01 °

“11.04-03

11.05-02 °
11.05-04

1106 -

11.06-04 . .

11.08-02 .

11.09-02

1L11-0}

M 11.11-104 .
11.11-05 .

SociaReséarch

‘Psychological

Sociological

Historical
Qccupational -,
‘Economic

Justice Administration -

" Legal Practice
‘Abstracting, Document Prep«

aration

_Business Administéation
Management Services:‘ Non- -

Government

1201
© 12.01-01

12.01-02
12.01-03

1Azt
11.12-01

11.12-02

11.12-03
11.12-04

‘12

1202’
- 12,02-01°
Administrative Speclalxzatlon - '

‘Management. Services: - Gov~

ernment :
Sales and Purchasing Manage-
ment

Fmanw

"Accounting and Audmng
Records Systems Analysis
Risk and Profit Analysns

Brokering '

Budget and Fmancml Control

' Services Adminismtion ©
- Social Services

Health and Safety. Servxces°
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Writing and Broadcastmg
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Sales

Funds and Memberslnp Solici-
tation ,
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Regulations Enforcement
Finance

Individual nghts
Health and Safety

'Immtgmtnon and Custoins
_Company Pohcy

,Business Mansgement
Lodging :
. Recreation and Amusement <
" Transportation

Services

Wholesale-Rétml

‘Contracts and Claims
‘Claims Settlement -

Rental and Leasmg .

‘Booking

Procurement Negotlauons :

- Physical Perlormmg

- ‘Sports

Coaching and lnstructmg

" Officiating .
‘Performing

Physical Feats

Performing -
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N'OTE: The hyphenafed factors Speakihg—Signalirig,--- Taking Instfuctio'ns-Helpi‘_‘g,' Opératiné- S

Control]in_gfDriv_ing;-()perating', and Feeding-Offbearing are single-functions. .

- Included in the concept of Setting Up, Operating-Céntl'oiling, ‘Pending, and Fee&ing— o

‘Offbearing is the situation in which the worker is actually part of the setup of the
machine, either as the holder and guider of the material or holder and guider-of the tool.

When a worker becomes part of the machine fuhctidnin'g,‘”é’ithei by reason of h'old'ing"'.-;

and guiding the material or holding and guiding the- tool, the Worker Function should
be interpreted as machine rélated. In these cases the ‘worker is either Setting' Up, .

o

Opel'atin'g-Controlling‘,'Tending, or Feeding-Offbearing. S e

. When a worker is involved primarily with non-nfxachin’é activities, but aiso has‘a n inor

relationship to a machine, the ai)grapriat‘_e non-machine, Things worker function, should - '
e lower.in the hierarchy than the machines function., =~

'be assigned even though it may

"Q’

: : @ ¢ , . e

Worker Funetions Definitions aiid Illustrative Situations.

tions are job-worker situations and ~  for stage présentation. :

are not to be considered as repre-  pegjgns artwork and prepares layouts for sin-. -

- senting specific jobs. .~ gle and multicolor illustrations, using knowl-
Co edge of illustration; layout processes, and

- “intangible and include numbers, words, Sym- . procesges, ¢

-

¢

" edge concepts or interpretations.

< ideas for greeting cards. T

- bolsn, idebs},.co’ncepts, and 01l'a1 ver})alization. . Directs %h or zﬁ _grOl(llp rehe -lf?alts an ahpe»rftdimi |
. _ . o ' ances to achieve desired effects, such as tonal
*SYNTHESIZING: - Integrating analyses, of = and harmonic balance, dynamics, rhythms,

W

data to discover facts and/or develop knowl-  tempos, and shadings. - _
’ " Conducts research to discover new uses for:

Originates, selects; and edits verses; develops chemical by-products, and devises new proce-
R _dures for preparing organic compounds.

| 64
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.- WORKER FUNCTIONS .
e  Siructure of Worker Functions - e
DATA  © . PEOPIE . 'THINGS
. 0 Synthesizing . ~° .0 Mentoring. . - . 0 Setting Up o
1 Coordinating - 7/ 1 Negotiating . ... - : - 1 Precision Working
2 Analyzing: L2 Instructing . .. 2 Operating-Controlling
8 Compiling” = - 3 Supervising - : " .. 8 Driving-Operating
4 Computing - - 4 Diverting .+ . -4 4 Manjpulating
5 Com{ing s * b Persuading =~ - - . 8 Tending S
~ 6 Comparing - 6 Speaking-Signalin .~ . '8 Feeding-Offbearing -
' © 7 Serving - : -~ .. 7 Handling R
8 Taking Instructions- .- - R ‘ .
-~ " Helping - . = T T e

o

¢ R

'NOTE: The examples for "the Worker Func- - Interprets pldy schipts and conducts réheaisais S

S . ; ~ Creates satirical or humorous cartoons based
Data: Information, knowledge, and conceptions . .. on persong] interpretations of current news ° -
. _related to' data, people, or things resulting events.. e
" from' observation, investigation, interpretation, ,Foqmulattes_ l‘n,ypto,thetfsesp agil nelxpt}rlglrgrggﬁ r_ls--
vianalizati o vantian. D . " gigns'to investigate problems o _ in-
visualization, and mental creation. Data are o . gence, learning, personality, and sensory
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- Conceives and develops ideas for application
of mathematics to the fields of seience and
engineering. : :

Composes. musical - compositions, inventing
nelodic, harmonic, and rhythmic structures

to express ideas musically. .

Formulates editorial policies of newspaper and

originates plans for special features or .

projects. - , -
Originates theme and dialogue for sketches,
plays, and similar types of radio programs.
Interprets serious or comic parts by speech or
tg:esl:ure to portray role.in theatrical produc-
101, ) ’

+Creates display arrangement to attract cus- .

tomer interest and promote sale of merchan-
dise. T e '

COORDINATING; | Determining time, place,

- ‘and sequence of operations or action to be taken -

on the basis-of analysis of data; executing de-
terminations and/or reporting on events, -

Plans and directs milk plant getivities such as
pasteurizing, separating, évaporating, dry-
ing, cooling, and bottling: in the processing

- vof milk products.” ¢ ~ . S '

. Implements rulesfxandéregulations aﬂ"ecfing ac-

tivities of municipal police department, in
accordance with authority delegated by mu-
nicipal code or Police Commissioner,

Plans and arranges for activities of radio or
+television - studio and control room person-
nel to insure technical quality of pictures

. and sound for programs originating in stu-
dio or from remote pickup points. ,
Organizes company activities with that of pub-

lic agencies to provide public services.
Plans advertising campaign to promote sale of

- ‘merchandise., = - I '
Authorizes,

- mercial airline flights, according to Govern-

-~ ment and company regulations.

Plans and establishes collection routes and di-
rects assignment of personnel ‘and equip-
ment in the operation of a municipal sani-
tation department. -

Directs the routing and controlling of oil
- through pipelines from wells and storage
‘tanks to delivery points, in accordance with
delivery obligations and deadlines. ,
Authorizes number and frequency of buses

traveling over established (él?’ routes to . .

meet the transportation need® of patrons.

Arranges activities of public and private hous-
ing projects to relocate residents, in accord-

ance with' relocation regulations, facilities, _

_ and services. o .
Adjusts municipal low-rent housing and rent
determination programs consistent with es-

regulates, and controls. com-

B

eligibility. -

tablished policies for tenant seiection and |

~ Directs food service to patrons of a hotel,

- 'dining room, or réstaurant. .

- Implements plans and policies ,afféétirjég ac%i_:vi-b
ties of personnel involved in routing, ship-
ping, classifying, billing, and recording .of -

merchandise sent out of motor-transporta-
tion warehouse, : S

" ANALYZING: Examining and evaluating

-data. Presenting alternative actions in relation
to the evaluation is frequently involved.

 Examines sounds, observatiens, and reported - -

symptoms to determjne nature of engine mal-

function.

Evaluates student loan_applicitions and de- -
termines eligibility based on need and aca-

demic standing, - a

- Selects costumes for members of a cast after a-
. study of the styles of the period and char-

.acters to be portrayed.
. Examines incoming weather. d

charts.

~ Reviews and evaluates scouting reports in pre-

- . paring defensive plans for a.football team. - .
Examines patent applications -and researches: -
- technical; seientific, and patent liferature -as

Jection of applications, . e
Assays mineral samples taken from ‘outerops,

floats, and-stream channels for preliminary
. quantitative estimates of mineral content.,
Studies loan documents, such as deeds, as&ign-

a basis for recommending approval or re-

ments, and mortgages, to assure conform-.
-~ ance to escrow instructions, policy, and legal

requirements, - = . Do
Reviews loan applicant’s financial status o ob-
tain information necessary to grant or deny
loan request. - , R T
Evaluates condition of used merchandise to ob-
- tain basis for personal estimate of cash value
or trade-in allowance on new.merchandise.
Investigates and evaluates consumer complaints
at source and attempts to find solution, us-
- ing knowledge of product. o

Studies blueprints and operation of machinery

or equipment in plant for evaluation of de-
. solve problems. = A :
Examines course of ﬁotless jet airplanes and
missiles from guide\plane or ground radio
transmitter to ascertain needed adjustments
of*flight- characteristics. '

viations from. original specifications to re- .

COMPILING::- Gathering, 'collatin‘g, or:classify- N

ing information about data, people, or things.

" Reporting and/or ¢arrying out a prescribed

- - . e

| ata and plots an- -
- ticipated weather developments on maps an_d,




~ quently involved. -~ o _ ‘
Observes operation of ‘machine as work pro-
_ gresses, and malkes adjustments to ¢conform
- . 1o blueprints and specifications. = - -
Classifies aircraft flight data and submits data
to Dispatcher - for approval and flight au-
thorization. s ‘
~ Collects background' information on persons
© * who are applying for credit, employment,
_* insuranee, or adjustments. - -

~ action in relation to the information is fre- |

Collects, clarifies, and records forest d“a;,ta such -

" as rainfall, stream flow; and seil moisture

to develop information tables.
Summarizes details of transactions in separate

ledgers and transfers data to general ledger

to maintain records of financial transactions
- of an establishment. s ;
~ Collects ‘and arranges flight arrival and.de-

parture times at specified points to construct

flight schedule. - ~ PR
" Interviews applicants -for employment and

" processes application forms according: to es-.

. tablished procedures.

Reviews electric power rates for conformity

to schedule and prepares records pertaining -

. to operative costs, revenues, and volume con-
sumed. - S C
Investigates complaints from public concerning

crimes and police emergencies, records com-

~ plaints, and files them for future processing.
Catalogs library materials such as books, films,
and periodicals, according to subject matter.

Classifies and files musical recordings, sheet .

music, original arrangements, and scores for
‘individual instruments. o _
Maintains inventory of goods in a stockroom.
“Qells footware, such as shoes, boots, overshoes,
‘and slippers in a department store.

COMPUTING: Performing, arithmetic opera-.

-tions and reporting on and/or- carrying out-a
prescribed action in relation to them. Does not
" include counting.- [ o

Calculates cost of customers’ laundry by pric-

ing each item on customers’ lists; using -add-

_-.ing machine, calculating machine, or comp- -

" tometer. . S , =
Calculates interest and principal payments on

mortgage loans, using calculating machine.
Figures and quotes repair cost estimates for

hosiery and gloves. ~ o .

Quotes tool-rental rates, prepares rental form,

issues tool, and collects fee upon return of
_rental tool. - - S ’ B

“Calculates the amount of fabric required -%o ,

produce specified styles of garments in vari-
. ous sizes, using size charts. - - g

Fig_ﬁres' daily wages of ‘miners from - produc-,
tionrecord. - SRR o
Totals payments and proves daily transactions -
- in'a car rental establishment. ~~ ~ =~ = ,
Makes change for payment received for food

tickets to customers. . . - v

. bill, ‘cashes checks, and issues receipts or

 Calculates freight or passenger charges.pay-

able to participating carriers, using rate .
table and calculating machipe. - . -
Determines telephone charge of customer, ac-
cording to 'time consumed, type of call, and
“yate of mileage zone. e e sl

Calculates payable odds. to’ winning bets in

~ gambling establishment and exchanges paper -
currency for playing chips or. cein morney.

' Determines cost to customer of ‘water condi~ -

 tioner’ based on frequency of service and
size of unit required. s o

'COPYING: Transcribing, entering, or posting

data, . o
Enters information on manifest, such as name

. of shipper, tonnage, and destination from

bills of lading and shipper’s declaration. ...

Records ‘meter readings ‘such as oil, steam, -
_ temperature, and pressure on company Op-. -

erating chart.. ,

Records style, color, and stock number of yard
goods on warehouse card.: o DA

~ Transcribes Written data from 'product.'ior.x'd& )

partment to punchcards by means of key- ‘

punch machine. e

Enters test scores of applicants on permanent
office record form: o ‘ '

Transcribes addresses from'mailin'g list to en- .

~ - velopes, cards, advertising literature, pack-

* ages, and similar items.. . -
" Records quantity and length of hides from tag
on bundle. ‘ I
Types letters, reports, stencils, forms, or other
. straight copy material from corrected rough
" draft. e .
Transcribes telephone numbers onto message
~ slips, Iand forwards them to delivering per-
sonnel. . : o ' :

. Records color, quantity, material, and ..part‘;»

number. from work ticket onto .production
Posts totals of checks and draffs o clearing-
‘house settlement sheets. R
Types . reports, bills, application forms, ship-
. ping tickets, and other matter from clerical
‘records. R _ .
Transcribes musical scores onto stencils, co- .
litho plates, or .,ma’nuAscnpt paper for repro-

. duction.




e .

Records odomefer reading and amount of gas

‘and oil used during refueling in vehicle log .

- book.

Types notes and records of méasurements, an-
~gles, elevations, and other data procured by
surveying party. . .

COMPARING: Judging the readily observ-
able functional, structural, or compositional
characteristics (whether similar to or diver-
gent from obvious standards) of data, _people,
or things. ' :

Sorts. and “inspeets telephone charge tickets
‘lfor such billing information as destination
of telegraph message and accuracy of tele-
;phone number to which charges are made.

Sorts and stacks Hats, _according to color, size,

and style specified.
Inspects invoice of incoming articles with ac-
tual numbers.and weights of articles.
Grades ‘dressed poultry, according to size and
quality. o . ‘

‘Sorts burned clay - products, such as brick,

roofing tile and sewer pipe, according to
form, color, and service characteristics.

- Selects seasoned logs, following specification on

‘work ticket, and examines wood for moisture
content, following. specified percentages. .

‘Inspects candy in containers or on eonveyor to

insure that it is formed, coated, ' cupped,
wrapped, or packed according to plant stand-
ards. :

PEOPLE AF’UNCTIONS B

People: Human beings; also animals dealt with

. -
. . :
{,SS E

. on an individual basis as if tliey were human. -

_ Works with parolees toassist them in rehabili- . -
tation and contacts employers to promote

Locates and inspects conditions of assigned .

area of forest with respect to fire regulations

_to insure compliance by travelers and

campers. - :

Examines painted surfaces of automobile to de-
. tect scratches, blemishes, and thin spots..

Inspects proof copy of Braille transcriptions
against original script to detect errors and
marks proofs for correction of grammatical,
typographical, or compositional errors.

Walks between rails on railroad tracks to de-
tect damaged, worn, or broken rails, pulled
spikes or blots, broken fish plates, soft beds,
or wash-outs. ,

Inspects loaded freight cars to ascertain that
materials and goods, such as automobiles,
lumber, or containers of explosives are se-
curely braced and blocked according to load-
ing specifications. '

Verifies weights marked on boxes or other con-
tainers for purposes of billing or verifying
bill of lading. : :

Inspects washed automobiles at end of auto-
matic car wash line to insure completeness
of wash job. o 4

I3
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MENTORING: Dealing with individuals in

terms of their total personality in order to
_advise, counsel, and/or guide them with re-
-gard to problems that may be resolved by legal,
* scientific, clinical, spiritual, and/or other pro- -

fessional principles.

Renders. consultation to- those ih ‘physical or

emotional distress to enhance their spiritual
comfort. o : e T

Counsels clients in legal matters. ~ . -

p

Works out plans with parents, teachers, and
children, for overcoming problems in chil-

dren who have behavioral, personality, or - )

scholastic difficulties. = ,

job opportunities for them.

Provides treatment for individuals with men- -

tal and emotional disorders. s

Providés individuals with vocational and edu:

cational planning services, based on- profes- '

sional appraisal of their interests, aptitudes,
temperaments, and other personality factors.

Counsels students in educational and personal-"
- social activities and administers student per-

sonnel programs. -

Advises and assists-individuals in the so_iution

of their socio-economic problems. -

Guides juvenile campers by maintdining disci-

pline, leading groups, and instructing in-

dividuals.-

YNEGOTIATING-: Exchanging ideas, informa-

tion, and opinions with others to formulate pol-
icies and programs and/or arrive jointly at
decisions, conclusions, or solutions. -

Negotiates with property owners and public
officials to secure purchase or lease of land

and right-of-way for utility lines, pipe lines,

and other construction projects.
Contacts landowners and representatives of

oil-producing firms in an attempt to complete -
agreements such as leases, options, and roy-

alty contracts covering oil exploration, drill-

ing, and production activities in specified oil,
3 " .

fields. . .
Arranges with officials of various organizations

in each locality to rent premises for a cir-.

* cus, to arrange for distribution of publicity
and promotional materials, and to hire mu-
sicians for the circus band. ‘

Participates in talks to settle labor disputes.

) Confers with union members and prepares




o

" vised practice; or making recommendations on

. i
Lo

cases foif presentatiorj,- Meets with empioyétS
to negotiate or arbitrate. = . -

Confers with foreign shippers fo ‘agree .upon
reciprocal freight handling contract.

Conttracts with hospitals and other institutional -

~ agencies for students fo obtain clinical expe-
rience in a school of nursing. Lo
Meets with. representatives of entertainment
attractions such as troupes, performers, or

- motion - picture distributors. to- -arrange

terms of contract and fees to.be paid for
engagement in establishments such as night- =

- clubs, theaters, or dance halls.
Contracts with . farmers to raise or purchase

fruit or vegetable crops. -

INSPEUCTING: Teaching subject matter to -

. others, or training others (including animals)
through explanation, demonstration, and super-

the basis of teghnical disciplines.

‘Trains nursing staff in techniques of industrial

~ nursing. Conducts classe&sin first aid and
home nursing for employees. - o
Conducts classes in instrumental or vocal

music for individuals or groups in public or’

.

private school. e
Provides training for police recruits in police
science investigative methods and techniques,
government, law; community life, marksman-

. ship, self defense, and care of firearms.
- Trains wild animals such as lions, tigers, bears,
and elephants to perform tricks for enter-

tainment of audience -at circus or other

exhibitions.

. Teaches one or more subjects in a college or

~

university classroom. :

Coaches groups at playgrounds and schools in: :

fundamentals and .rules of competitive

sports.. Demonstrates techniques of a game

and drills players in fundamentals until they
~ are familiar with all its phases..
Lectures, demonstrates, and uses audiovisual

teaching aids to present subject matter to

class. - : e

. Tlustrates and explains normal and emergency.

driving techniques and mechanical operation
‘of automobile, using blackboard diagrams
and audiovisual aids. Observes individuals in

. actual driving of automobile, explaining and

demonstrating operation of brakes, clutch,
~ and gearshift or aufomatic fransmission.
Advises farmers concerning agricultural prob-

lems. Lectures and prepares articles on sub-

jects such as faim arrangement and soil con-

" gervation. Demonstrates practical procedures

used in solving agricultural problems.
Lectures and demonstrates job fundamentals
‘to »stewardesses’ of a passenger an‘line,

‘Has responsibility

. SUPERVISING: Determining or interpreting
work procedures for a group of workers,

. assigning specific. duties to them, mainfaining

harmonious' relations :among them, and. ptro-

moting efficiency. - o
NOTE: A variety of responsibilities is

" - involved in this function. While any of -
the following activities may indicate this -
- function, usually a combination of them:
~ will be present in jobs appropriately rated

for supervision:.

‘Determines or interprets work pro-

cedures. .
Assigns duties to workers.
Trains workers.

Evaluates workers’ performances against

-standards. <.

Maintains harmonious relations among -

- workers. - e o
Promotes efficiency- among workers,

- Assists workers in- solving work prob- -

. lems, :

Initiates and/or recomménds personnel .
- actions such as firing, hiring, promot-.

ing, transferring, and disciplining.
Enforces company regulations.

* Maintains or directs maintenance of rec- ...

+ ords. related to production and per-
sonnel.’ : o '

Assigns guard . force . personnel to station or.
~ patrols. Interprets security rules and super- .

vises subordinates in carrying out rules.

Reports irregularities and hazards to appro- = -
priate personnel. Selects and frains. sub-
ordinates. Insures that safety standards are -

maintained. R o
for workers engaged. in

loading ships’ -cargoes. Studies bills of lad-

ing to determine Sequence of loading oper- =
hours  and -

ations, calculates  number of hours
- personnel required, and assigns tasks to

workers. Oversees workers-to insure cargo- ‘

is loaded in proper sequence.

Issues oral and written orders to mewspaper -
workers engaged in gathering, writing, and .
publishing one type of news such as sports,:

society, music, drama, etc.

Directs -the activities of workers 'eﬁgaged in
“distributing material to other workers and

completed. -

"' Inspects engines and other equipment and
orders ship crewmen to repair or replace

" defective parts. - - i .
Directs workers_who maintain propulsion en-
" gines; boiler; deck machinery; and elec-

trical, refrigeration, and sanitary equipment ;-

and orders ship crewmen to repair or re-
place defective parts. C .

-

63
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keeping records of parts worked on and A'



Interviews, hires, and gives instructions to

“watches and quarters. Directs fishing opera-
tions, using knowledge of fishing grounds

Estabhshes work procedures for workers en-
gaged in loading and unloading kiln to dry - .
green hops. Examines hops on kiln ﬂoor to

hops may be piled in kiln bay; and kiln tem-
 perature and air volume to be maintained.
Directs workers engaged

grounds and turf on.golf course. Determines
. work priority and assigns workers to tasks

~ such as fe1t111z1ng, seeding, mowing, raking,
and spraying. Observes employees’ work and
demonstrates more eﬁlc1ent work methods.

DIVERTING : Amusmg others (Usually ac-
complished through the mgdmm of stage,
. screen, television, or radio.)

Portrays role in dramatic pr oduct1on to enter-
tain audience.

. musical programs. Performs classical," mod- |
ern, or acr obatic dances alone, with partner:,
or in groups to entertain aud1ence

Includes hypnot1c trance in subJectsh occasion-
ally using members of audience as subjects,
_and commands hypnot1zed subjects to per-
form specific tasks. . s

9

Speaks in such a manner that voice appears to
come - from source: other than «own vocal
chords, such as from dummy or ‘hand puppet.

Performs original and stock tricks of illusion
and sleight-of-hand to mystify audience,
using props such as cards and cigarettes.
Frequently uses members of audience in act.

acrobatics at fairs and carnivals.

‘floor- of tank tofeed fish on scheduled show
periods. Circulates among fish and 1dent1ﬁes
" species. and describes their life history’ m
- commentary over sound system,
Drives racing car over track in compet1t1on
with other drivers.
Performs difficult and’ spectacular feats such
as leaping, tumbling; and balancing, alone
or as 2 member of team.

ing his handwriting, observmg detal)s/of
letter formation.

Turns crank on portable barrel organ to play .
tunes. Trains and? prov1des for monkey
which accompames him.

Impersonates Santa Claus durmg Chrlstmas
season.

- fishing vessel crewmen, and assigns crew to .-

_and workload capacities of vessel and crew.
determine distribution for drying, and gives .

instructions to workers ‘concerning depth .

in ‘maintaining

Sings classical, opera, church or folk musie in -

.

Pilots airplane to perform’ stunts and" aerial -

Dons diving suit and helmet, and "drops t%"(l

Professes to judge patron s character by study- -

42

PERSUADING: lnﬁuencmg others in favor

of a product, service; or point of view, -

Confers with producers of crudgroil and nat- .-
ural gas to purchase products at a favorable .,

price.
. Writes scr1pts for radm and telemsmn advez-
tising.

Sells services of 1ndustrxal psychology ﬁrms to
‘management officials.

Calls on farmers to solicit repgir busmess and
to sell new milking equipment. Demonstrates
milking machines.

Offers articles.at auction, askmg for bids, at-

tempting to stimulate buying desire of bid-.

ders and closing sales to highest bidder.

‘Sells all types of life insurance by. pointing

out company programs - that meet clients
insurance neéds.
Plans or assists in advertlsmg program- to
advertising brochures an anuals for pu
lication.

promote sale of company’s product. Prepare )i o

. Writes ‘€omments on topigé of current mterest :

to stimulate. or mold /public opinion in ae- -

cordance with vie
publi¢ation.

. Solicits freight or s‘torage business by v1s1t1ng
homes or business estabhshments to estimate _ .

oints ‘and pol1c1es of °

cost- of packing, crating, moving, shipping, .

and delivering household goods, machmery,
or other material. '

Contacts individuals and firms by telephone, in
person, or by other means. to solicit fundS'
for charitable organization. '

' Sells home appliances to _customer after point- o

ing out salable features of merchandise.
Calls on retail outlets to suggest merchandis-

ing adVantages of companys tladmg stamp _

plan.

Promotes use of and ‘sells ethical drugs and
othér pharmaceutical products to doctors,
- dentists, hospitals, and retail and wholesale-
drug establishments. -

AKING- -SIGNALING : “Talking W1th and/
signaling people to convey or exchange in-
formatlon Includes giving assignments and/or
directions to helpers or assistants, ‘', -

S

Directs traffic by motioning with flag when -
construction Work obstructs normal traﬂic.

route.

Gives property man verbal d1rect1ons in the ,

placing of items on stage or set.-

Confers with photograpmc staff to suggest'

-ifmprovements in artistry of camera shots.
Informs publiccon library act1v1t1es fac1lit1es,
rules, and services.

hand, or other characteristic 31gnal :
Interv1ews job appllcants in anxemployment
- agency.

1

. Indicates ‘customer bid by word mannenbm, S




o " Answers questions from passexigérs. concerhiﬁg
J - . 3 3 . .

/" train routes, station, and timetable informa-

tion. - -

" Informs tourists concerning size, value, and

> history.of establishment, points out; features”

. of interest, and gives other-information pe-
~ciiliar to establishment.

Answers telephone to give informdtion about
company’s special services to potential cus-
tomers. . ' . o o

Signals or relays signals to'operétors of hoist- -

ing cquipment engaged in raising or lower-

ing loads and pumping or conveying mate-

* rials.
Receives verbal complaints concerning mail .de-

livery, mail theft, and lost mail. :

Explains hunting and fishing laws to sports-

men. . . -

. Greets and introduces guests and suggests
- planned activities such as ‘dancing or games.

- SERVING: Attending to the needs or requests
“of people or animals or the expressed or im-
" plicit wishes of people. Immediate response is
involved. . .
Receives payment. for merchandise such as

bakery goods, magazines, ‘groceries, books,
and tobacco selected by customer. Wraps or

bags merchandise, ‘and keeps shelves ‘stocked

‘with merchandise. : o

Rents bicycles to" patréns at. beach, resort, or

- similar recreational facilily. Issues bicyele

to customer, records time of transaction, and
accepts payment.. .

Accompanies and assists ambulance driver on

“calls. Assists in lifting patient onto wheeled .

_cart or stretcher and into and out. of ambu-
“lance. Renders first aid such as bandaging,
splinting, and administering oxygen.

Renders varjety of personal serviees conducive

to safety and comfort of airline passengers
during flight. . B
Carries golf bags around golf course for play-
ers, handing clubs to players as requested.
Cares for elderly, handicapped, or convalescent
people. Acts as aid or friend by attending
to' employer’s personal,. business or social
© qeeds. :
Walks, rides bicycle, or uses public-conveyances
to make deliveries, and collects money from
.customers for ¢cash-on-delivery orders.
Stands at upper or lower ¢nd -of escalator to
insure that passengers.do not enter wrong
* conveyor. Assists elderly, infirm;, or hesitant
‘pasgengers in entering or leaving escalator.

Arranges wearing apparel and- checks personal.

effects for performers and other, personnel
. When they are on set. . ! :

" Teeds and waters animals in a zoo; and cleans -

and disinfects their pens.” - '~

O
.. "

A

Mixes and ser\ges alcohelie and non-aleoholic.
drinks following standard recipeg to patrons .

of bare - :

~ Bathes- and gives alcohol “rubs to hospital

patients. -~

- PAKING  INSTRUCTIONS-HELPING: At- -
"tending to the work assignment instructions or

orders of supervisor. (No immediate respénse
required unless clarification of instructions or
orders is neceded.) Helping applies to “non-

- learning’” helpers.

NOTE: Taking Instructions-Helping, the .
lowest * level ‘worker function: involving
people, ¢onsists .of receiving orders or in-
structions and/or helping others. Although
this function is present to some degree i’
any functional respomsibility involving
peoplg, it is possible to identify jobs where
the functional involvement with people is
“at this prescribed level. No variety of re~ -
sponsibility is inyolved in ‘this funetion, -
and-any of the following situations will

" be rated for Taking Instructions-Helping: .

Receives instructions..

Is informed of assignments, orders, etc.
Helps and assists other workers. -
Obtains -directions. I

THINGS FUNCTIONS o

_Things: Inanimate objects as distinbgu'ished

from human beings; ”s;lbstances or materials, -

_ machines, tools, equipment, and products. A
“thing is tangible and has shape, form, and

other physical -characteristics.

SETTING UP: Adjusting machines or equip-
‘ment by replacing or altering tools, jigs, fix-.

tures, and attachments to prepare them'' to
perform their functions; change their per-
formance, -or restore their proper finectioning
if they break down. Workers who set up one -
or a number of machines for other workers

“or who,set up and personally operate a va- - |

riety of machines are included here. *.

Mounts' reels of magnetic or paper tape onto
spindles, decks "of - cards in hoppers, ‘bank
checks in magnetic ink readersorter, notices -
in optical scanner, or output forms and car-
riage tape in printing devices, to prepare -
off-line computer peripheral machines for.
operation. Sets gujdes, keys, and switches
according to oral instructions or run book
to prepare equipment to transfer data from

one form to another, print output,"and read - o

_data into and out of digital computer.’ N
Unlocks ticket dispensing-machines with key

and turns knobs to reset number registers to

zero. Changes code slugs so that different

" symbols are printed on tickets. Replaces.

»




t +

depleted reels of ticket tape, thleadlng ends
of tape threugh feed rollers to type rollers.
Presses keys of machines to obtain sample

o

tickets. Examines tickets to ascertain that

machines are printing correctly:

Selects, positions, and secures cutters in tool-

head in spindle, or on arbor of gear cutting
achlnes such .as gear shapers, hobbers, and

generators. Sets feed rates and rotation -
speeds of cutters and workpiece in relation

to each other by selecting and mounting
gears, cams, or templates, or by moving
levers. Moves controls to set cutting speeds
and depth of \stipke and cut for reciprocat-
ing cutters, a 0 posmon tools and work-
pieces.

Turns screws to adjust pockets of gathering
machines to accommodate signatures. Turns
dla s to required graduation to Set grippers

‘feelers accordinig to thickness being
athered using nYeasur;ng instruments.. In-
stalls spemﬁed jogging trays at discharge
end of machines and adjusts flow of glue
and conveyor speed, using'handtools. Starts
machines to process sample copies and verify
accuracy of machine setup before production
run by machine operators.

Selects and positions, alines, and secures elec-
-trodes, Jlgs holdlng fixtur es, guides, and
stops on ‘resistance welding and  brazing
machines.

Lifts specified die sections into die-casting ma-
chines that cast parts such as automobile
trim, carburetor housing, and motor parts
from nonferrous metdls. Secures die sections
in positior and adjusts stroke of rams. Con-

" nects water hoses to cooling system of die.
Preheats die sections. Turns valves and sets
dials ‘ta regulate flow of water circulating
through dies, Starts machine to produce

Qample casting and examines casting to ver-

ify setup.
Selects, installs, and adjusts saw blades, eut-
ter heads, boring bits, 'and sanding belts in

a variety. of woodworking machines, using.

handtools and rules. Operates machines to
saw, smooth, shape, bore, and sand lumber
and wood parts. Periodically verifies dimen-
sions of parts for adherence to specifications,
using gages and templates.

De‘telmlnes tooling required according to speci-
fications and knowledge of operations to be
performed by multiple-spindle lathe-type ma-
chines equipped with automatic indexing and

. feeding mechanisms to perform turning, bor-
ing, threading, and facing operations. In-
stalls collets, bushings, and stock pushers in
stock-feeding _ mechanlsms using wrenches
and screwdrivers. Installs and adjusts cams,
gears, and stops. Starts machines and ob-

serves each operation. Verifies conformance,

of workpiece to specifications.

. Uses water colors, bru

N .
PRECISION WORKING: Using body mem-
bers and/or tools or work aids to work, meve,

. guide, or place objects or materials in situa- .

tions where ultimate responsibility for ‘the -
attainment of standards occurs and selection of
appropriate tools, objects, -or materlals, and
the~adjustment of the tool to the task require
exercise of considerable Judgment

Lays out position of parts on metal,
scribe and handtools.

Locates and marks reference lines such as cen-
terlines, buttock lines, and trame lines and

marks location of htzzfto be drilled, using ,

using

seribe,

s, pen, and rulers to
sketch aoriginal deslgns for textlle cloth pat-
terns oL, graph paper.

* Carves statues, monuments, and ornaments~

. from' stone, concrete, and .wood, using chls-
els, hammels and kn;ves

Polishes screwheads to specified dimensions and
finish by fitting screws in cir cular multihole
steel block, using tweezers and suction de-~
vice; grinding blocked heads on bench
mounted grinding wheel to remove burs;

- and polishing heaqs on bench flatlap polisher. -

Lays out, cuts, shapes, and finishes wood, plas-
tics, plexlglass, and hardboard parts of dis-
plays using handtools. *

" Prepares scale and full size drawings for use

by building cohtr act01s and craftsmen.
Diagnoses electrical’ malfunctions, using test
lights, ohmmeters,” voltmeters, circuit simu-
lators, and wiring diagrams, " _
Pulls bow across strings of violin with one
- hand and presses strings with fingers: of
other hand to produce-desired effects..

. Inspects machined. parts and assembled unlts

for conformance to specifications, using mi-
cxometexs, gages, calipers, and other pre- -
cision ‘measuring instruments. _

Cuts, trims, and tapers hair, using cllppers, '
(.omb and scissors. ‘

Measures, marks, and cuts carpeting and lino-- -

,. leum w 1th knife to. get maximum number of

- usable pieces from standard size rolls, fol-
lowing floor dimensions and diagrams.

Forms sand molds for pr: oduction of metal cast-
ing, using handtools, power tools, patterns,
and flasks; and applying knowledge of vari-

" ables such as metal characterlstlcs, moldlng
sand, contours of pattel ns, and pouring pro-
cedules v

Sketches deslgn using pencil or permanent ink.
Grinds colors on pottery tile, using palette
_knife to mix colors and oils'to desired con-
" sistency. Palnts freehand or within sketched
design, usmg’ mixed colors, or-applies pure
Cﬁlms one over another to produce des1red
shade




- materials. . :
Térns controls on television camera; observes . -

" OPERATING-CONTROLLING: Starting, afop-
~ping, controlling, and adjusting the progress

of a machine or equipment. Operating involves

‘setting up and adjusting the machine or mate- -
rial¢s) as the work progresses.
~ involves observing gages, dials, ete. and turn-

Controlling

ing valves and other devices to regulate fac-

- tors such .as temperature, pressure, flow of

liguids, speed of pumps, and reactions of

scenes. thrpugh camera mohitor; adjusts lens
" to maintain scenes in focus; and moves lev-

“ers to alter angle or distante of shot to |

photogiaph scenes foi broadcasting. -
Places wooden barrel horizontally on barrel
‘rest of barrel lathe machine. Clamps.barrel
‘between two chucks of the lathe. Starts ma-
chine and holds barrel plane against surface
_of revolving barrel while guiding tool along
its length to scra
Attaches skip bar to key punch machine. Loads
. machine with decks of punchcards, “Moves
switches and depresses keys to” select du-

plication, spacing, and transfer of cards -

. thrgugh machine station.

Moves lever to regulate speed of turntable of

tape recorder machines. Turns knobs on cut-
ting arms to shift or adjust weight of
stylus. Moves switches to open microphone
and tune in live or recorded programs.
Clamps sample of tinplate on scribing  table
and outlines specified areas to be coated,
-using scriber. Moves coater machine lever
to raise uncoated tinplate into feeding posi-
“tion. Adjusts or changes gears of feeding
mechanism to regulate rate of feed. Adjusts
rollers to regulate thickness of coating mate-
rials on plate, using wrenches and rule.
Positions and bolts or clamps single or multiple
dies on bed of printing press, usipg hand-
ools. Loads coil of strip metal :on machine

. spindle, feeds strip between dies, turns hand- -
wheels to close and tighten dies om metal

strip and starts machine. - .
Places .glass blanks and tube components in’
chuck or tailstock of lathes and depresses .

pedals of compressed air devices that leck

pParts in lathes. Starts lathes, lights. gas-
‘torch heating clements and turns valves to’

regulate flames. Turns handwheels or pushes

levers to control heating of specified areas
of glass parts’ S ‘

Plages spool on spindle. of floor-mounted sew- '

inr machines. Draws thread through machine
- guides, tensions, 4nd needle eye. Inserts
 bobbing into shuttles and -draws  thread

through slots in shuttle walls or. draws -

thread through guides -and looper  eyes.
- Presces knee - levers, depresses pedals, or
moves hand levers to raise presser foot or

s

" Moves switeh

-and. smooth it. s

spread Teed cups. Positions parts to be joined

-and lowers presser foot. Starts, stops, and

controls speed of machines with ‘pedals. or

" knee levers jmd guides parts inder. needles.
S

switchboard to regulate converters, Observes
demand meters, gages, and recording instru-
.ments, and moves controlg to insure efficient
power utilization, equipment operation, and -
maintenance of power distribution, Monitors -
gages, alarms-and oscilloscopes to detect and
prevent damage to equipment and disruption
of power. oo s e
Selects specified embossing. plate, bolts plate.
" into chase, and positions ‘and secures chase
onto ram of embossing machine used to im-
print designs on. Jeather or leather articles.
Turns syiteh or steam valve to heat plate .
to specified .temperature, according to type
_ of leather. Pulls lever that lowers ram to
impress designs on leathey.

 Fires . furnace "or kiln, observes gages, and..

adjusts controls to maintain specified tem-
perature for drying ‘coal and ‘ore before or -
fao,fter washing, milling, or pelletizing opera-
10ns. . ) B S

Regulates flow and pressure of gaé fro-m\ _
" Imains to fuel feed lines of gas-fired boilers, ~ = -

furnaces, kilns, soaking 'pits, smelters, and
related steam-generating or heating equip-
‘ment. Opens vaive on feed lines to supply
adequate gas for. fuel, and closes valves to
reduce gas pressure. Observes, records, -and
reports flow and pressure gage readings on
gas mains and fuel feed lines, - - .
Types payroll. o A

DRIVING-OPERATING: Starting, stopping,’
and controlling the actions of .machines ' or
equipment for which a course must be steered,
or which must be guided, in order to fabricate,
process, and/or move things or people.

- NOTE: Involves such activities as observ- . S
ing gages and dials; estimating distances ~ *..

and determining speed and direction of.
Ny other objects; turning cranks and wheels;”, -
pushing or pulling gear lifts or levers.
. Includes such machines as cranes, con-
~ veyor systems, tractors, fuinace charging -
». machines, paving machines, and hoisting
machines. Excludes manually powered ma-
chines, such. as handtrucks and dollieg,
and power assisted machings, such as elec-

~ . tric wheelbarrows. and h_andtrucks;\ﬂ _
Steers vessel over course indicated by eléctronic -
‘equipment, such as radio, fathometer, and
larid radar to transport passengers to fishing
’}ocations for catching fish and other marine
ife. - o e el
‘Pushes pedals and pulls levers to mave, con-
“trol speed and stop crane, turn erane boom,

-

B

e s

‘an central control panel of o




and raise or lOWEl cables attached to load.
Adjusts controls’ to move and position load
by sight or at direction of other worker.

‘Pilots airplane or helicopter over agricultural

fields at low altitudes to dust or spray fields
with seeds, fertilizers, or pesticides.

Operates throttle, air brakes, and other rcon-
trols to transport passengers or -freight on
electri ic, diesel-electric, steam, or gas-turbine-
electric locomotive. lntelplets train orders,
block or serhaphore signals, and 1¢ulload
rules and regulations.

Fastens attachments, such as-graders, plows,
and rollers to tlact01 «with hitchpins. Re-
leases  brake, shifts gears, and depresses
accelerator or moves throttle to control for-
wald and backward movement of machl €.

Steers’ tlact01 by turning steering ‘wh el

and deplessmg brake pedals.

Pushes levers and pedals to move machlne, to
lower and position dipper into material, and
to lift, swing, and dump contents of (llppel
into t1uck car, or onto conveyor or stock
pile. ~ ' -

Moves control levers, cables, or other devices
to control movement of elevator. ‘Opens and
closes safety gate and door of elevator at

each floor where stop is made.

Controls movement and stops railroad or mine -

cars by switching, applying brakes, placing
sprags (rods) between wheelspokes, or plac-
ing wooden wedges between wheel ‘and rail.
Positions cars under loading chutes by in-
serting pinch bar under car wheels, using
bar as fulecrum and lever to move car. Hooks

able to car and controls cable drum brake

to ease car down incline.
Moves controls to steer armored car to dellver

money and yaluables to business establish- .

ments.

Controls action of rail-mounted tiackmobile to
spot railroad cars on ramp above chip stor-
age bins for unloadmg, and releases bottom
doors of cars allowing .chips to fall into bin.

Moves controls to activate rotary brushes and
spray so that sweeping machine picks up
dirt and trash from gaved street-and depos-
its it in the dirt trap in rear of machine.

MANIPULATIN G: Usmg body membex s, tools,

or specnal -devices to work, move, guide, or

place objects or materials. Involves some lati-
tude for judgment with regard to precision
attaine and selecting appropriate tool, object,
or material,” although this is readily mamfest

Shapes knitted garment after cleaning by
shrinking or stretching garments by . hand
to conform to original measurements. -

-Trims and smooths edges, surfaces, and im-

pressed or raised des1gns of jewelry. artlcles .

o

. Mixes soldering ﬁux in crock or vat, accor dlng'
to formuia, using paddle,  and tests con-: .

7 .

and jewelry ﬁndlngs using ﬁles, chisels, and
saws,

Scrapes, ﬁles, and/sands machine-shaped gun-

stocks to remove excess wood and impart
finished appearance to surface, us1ng files, .

sandpaper, and emery cloth,

Draws different color strips of materlal such

as fabric of leather between slits in shoe

upper fo weave decorative design; according

to specifications.

Turns sprayer valves and nozzle to regulate
width and pressure of spray, pulls trigger

.and directs spray ormto worlk surface to apply
pnme or fihish coat, according to knowledge '

of painting technlques.
Guides tip Wf - soldering .iron along seam of
» metal plat
- perature and dips bar or wire of soft solder
in seam to solder ;golnt

* sistency of flux with hydrometer.

Repacks parachutes that have been opened in
" use, or unopenéd ones that are. to be re-
packed in interest of safety. .

Attaches cables to bulldlngs installs. supports,

and cuts or drills holes in walls and parti-

-tions through which cables are -extended,

using wrenches, pllels, smewdnvers, saws,'

and dulIs

b

TENDING: Staltmg, stopplng', and observxng

the functioning of machines and equipment. .

Involves adjusting materijals or controls of the

machine, such as changing guides, adjusting -
timers and temperature gages, turning valves

to allow flow of materials, and flipping switches
in response to lights. Little judgment is in-

- volved in making these adjustments.

. Presses pedal or. button, and moves lever on’

Positions and secures scoring disks on ma-

- chine shaft, turns handwheel to adjust pres-

sure -on dlsks, and feeds caldboard blanks

into machine hopper.

Turns controls to regulate amount of coal,
pushes air blowers contrgls that blow coal

into furnaces, and observes an gages. and

feed of coal. -

packaging machine.” Observes pperation to

detect malfunctions. Opens valves, .changes

cutting dies, sets guides, and clears away
damaged products or containers.

-Lights fire and opens valves to regulate fuel

supply to asphalt-heater. Screws hose, con-
nections to heater to connect circulating
system, and uses pump to circulate asphalt
through heating unit. Observes temperature

gage and adjusts blower and damper con-.
trols to regulate heat and maintain requlred '

temperature.

e 5

-to.heat plates to bonding tem--

a .

>
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Ad;gusts contl ol that regulates stroke of paper

pusher on machine that assembles pages of
_printed ' material in numerical sequence.
"Places pages to be assembled in holding tra;

Turns controls manually to start machme

_and removes assembled pages from machine,

Depxesses pedal to- start, stop, and control
speed of yarn vnndmg' machine.” Observes

yain to detect slubs and broken or tangled- ~

- ends, cuts out slubs, usmg scissors, and ties
broken yarn ends... .

- Positions spring on bed  of machine, turns
hand gages to regulate travel of ﬂattenmg
ram, and pulls lever to lower ram that com-
presses spring under specified pressure.

Places tack in holder' on machine bed. Posi-

tions -premarked - article over tack on bed
and- positions butten on . garment. over tack

and under machine ram, Depresses pedal -

that lowers ram to join button to article. -
Shovels coal or coke into fivebox of boiler,

" turns valves to regulate flow of gas, oil, or. - o .
Hammers steel pins into hol_es in ends of logs

pulverized coal into.firebox, or moves con-
trols to regulate feeding speed of automatic
stoker. Reads, gages and moves controls to

maintain specified steam pressure, tempera-

ture, and water level in bmler

FEEDING OFFBEARING Insertmg, throw-
ing, dumplng, or placing materials in or re-

moving them from machines or equipment
" which are automatic or tended or operated by

other workers

Inserts mllled rubber stock into rolls of cal-

endaring machine to maintain- contlnuous
supply. . -
Places molded lens blanks 1nto automatlc bur-
. grinding machme Catches ejected blanks
and stacks-them in trays prior to polishing.
Picks up and dumps specified dry materials

into feeder hopper of crutcher equipment
which forms slurry for processing into soap.

Hangs toy parts in specified positions on hooks
of overhead conveyor that passes through

,‘painting operations and hfts pamted parts .

" from hooks.
Places eggs in holder that caznes them into

machine that removes earth, straw, and other -

"residue from egg surface prior. to shlpment

' Removes cleaned eggs and .packs them in

eages.
Places plate glass onto conveyor of glass sﬂ-

vering machine or automatic washing and

drying machines, and’ removes gilvered -or
cleaned mirror from conveyor.

Shovels . serap- tobaeco onto sereens of clea,n-
ing machine, picks out stems and dirt from
“-tobacco, and shovels tobacco dust from re-

‘ ceptacle under sereen into contamers. o

Y

| Dumps dyed cotton ﬁber 1nto hopper of exX- .

traetor fhat. removes hquld by forcmg' cotu.v'

ton through rollers.

' Places soiled garments into washmg machine,
. extractor, and tumbler, and removes gar-

ments at completion of cleaning cycle.—

iPlaces uncured sponge rubber blanks in cav-

ities of hard rubber -molds, positions filled

molds on eonveyor of vulcanizing press, and .-

‘unloads vulcanized arch cushlons from ma-
- ‘ehine. - : _ .

HANDLING:. Using body members, handtools,
and/or special devices to work, move, or carxy.
objects or materials. Involves little or no lati-
tude for judgment with régard to attainment .
of standards or in selectmg appropnate tool a,
object, or matenal _ Lo

Loads and pushes hamdtxuck to move metal. :
molds of pipemaking conerete from forming
area to ste‘lm-cookmg area.

preparatory to skidding. S
Drives flock of goats to fresh pa.stures dunng-, E
" day and back to corral at night. . :
Clears stumps,. trees, brush, cactus, mesqulte,'__

or,other growth from land so land can be

used as pasture, for ‘cultivation, or for pro- .-

posed_construction project. : .

Weighs materials in chemical plant aﬂd wrifes

or stencils identifying information on con-

"tainers. Fastens caps or tovers on containers, N

or screws. bungs in place.: ‘Transports mate-
rials, using handtruck. Cleans stills and other -

 equipment, usmg detergents. Loads railroad-
“cars or trucks. - :

* Distributes work cards. contammg 1nst1uct10ns o

to workers. -

_ Scrubs and washes surglcal 1nst1uments.
Mops, sweeps, and dusts halls and corridors.
Digs ditches that drain excess moisture from .

land, using pick and shovel. ,
Loads handtruck with ingots or sorted scrap. .

Lifts plastic_foims .used in moldmg process
from self-sealing fuel tanks. -

Wipes cured tires with soapstone powde1 to -
dry them. . '

Uses kmfe to eut candy 1nto squares

Folds and stacks ‘euffs preparatory to seW1ng~ .
cuffs to sleeves of garments. .

Scrapes. or knocks m()ital from brlcks, usmg
hammexr.

* Handles sheet music when reheammg for per- -

formance as ‘soloist or as member of vocal
" ensemble, :

. V,Uses pen to wnte magazme art1cles~




Worker ', Traits

. The requirements made on the worker in
ment, vocational preparation, physical de-
mands, and personal traits are expressed by

worker traits. These are refiected in the follow-

tudes, (c) temperaments, (d) interest, and (e)
" physical demands and environmental conditions.

shatper focus.on the type of work involved and
the nature of the individual worker. They are

ment, training, and other actiVities directed
toward -maximum manpower utilization, espe-
~cially for less-than-fully qualified persons.

The following are definitions of the worker
tralts components :

e

TRAINING TIME is the amount of general

-tional preparatlon requlred of a worker to

sary for average performance in a partlcu-
 lar Job-worker situation.

Y

‘(a) General FEducational = Development
‘ (GED) embraces those aspects of edu-
cation (formal and informal) which
contribute .to the worker’s: (1) rea-
soning development and ability to

tion of “tool” knowledge, such as lan-
guage and mathematical skills.

. (b) Speczﬁc Vocational Prepm atwn (SVP)
is the amount of time r equn'ed to learn

»

2

-terms of aptitudes, general educational develop-.

ing components: (a) training time, (b) apti-
Data- relating to these job facets provide a

- extremely helpful in counseling, job develop- -

educational development and specific voca- E

acquire the knowledge and abilities neces- -

follow instructions, and (2) acquisi- -

'D-DCP

‘the techniques, acquire. information,

~and develop the facility needed for -

. average performance in a specific job-
.worker situation. This training may
_be acquired in a scheol, work, mili-

“tary, mstltutlonal or -avocatlonal en-

v Vlronment

APTITUDES are tlie specific capacities or

abilities required of an individual in order -
‘to facilitate the learning of some task or .
job duty. Following are the eptltudes in--
‘cluded in thls component

.

G Inte]hgence

V Verbal

N Numerical

S Spatial

P Form Perception

- Q Clerical Perception

K Motor Coordination " -~ e
F Finger Dexterity ° '

. M Manual Dexterity
'E Eye-Hand-Foot Coordination

C. Color Discrimination

lecting occupational data} are- defined as-
“personal traits” required of a worker by -
specific job-worker situations. This com-
ponent consists of the follovnng 10 factors

Adaptablht_y to acceptmg re-
sponsibility for the direction,

-

TEMPERAMENTS fo?ne\e purpose of col-

. control, or pllannmg of an S

, act1v1ty




.

. Adaptablhty to smuatmns m~' ]

tinue it, while.an aversion is a tendency to turn
[ N ’

away from it to something: else.”

: 2 Eingﬁ am, W. V., %pg.nm ard-Aptntude Testing (New York :md E
R ]Londou Haorper & Brothers, 1937) R .

"The Iﬁterest'faét01s areas fbllov‘;s s

.

individual basis.

49

70

A

.4 Involvement with live animals . is to be identified ‘with “people nnd -
the coinmunication of duta’ whm.ve» un nmmul i denit w;th on an *

-

. T-FIF - |
Lo “volving the interpretation of - -
feelings, idess, or facts-in - - 1a Aplteferentcefor 25 1b. AIt)refterfnce for -
. N . activities . " aetivitids eon-
_  termsof perisonal viewpoint. ~ dealing with cerned with the
I~-INFLU Adaptabllxty to mﬁuencmg ~ things and ob-» - commumcatxon
- people in their opinions; atti- - N Jeets. : of ‘data.* 4
- tudes, or judgments about - 23.’-Aprefe1encefor vs 2b. A preference for -
| : ideas or things. . aetlgltles involy-_ activities of “a
Isic . Adaptablhty to making’gen‘- e ing business con-- -geientific and:
) : . 4 - o . . it
eralization, evaluations, or , tact w! hpeople  technical nafure. -
decisions based on sensory or . 3a.. Aprefﬂem:efor 8 3b. A prefelence for
_ ~ judgmental criteria. . activities of & " activities of an .- .
: . . routine, con- - abstractand cre-
M-MVC Adaptability to making gen- RN crete, orgamzed : ative nature. -
eralizations, evaluations, or nature. . ,
d;(lnslons‘bese{)i on"me:asur-_ . 4a. Apleference for vs 4b.. Apreference f01
: -able or V!_?Itlﬁa le criteria. . . . aworking for the - " activities that
P-DEPL..  Adaptability to dealing with ... P;esumfd good are carried on in.
~ people beyond giving and re- ‘of people  relation to proc-
ceiving instruction ' esses, machines,
e g ions. - .and techniques,
R-REPCON' Adaptability t? performing ) ba. Aplefelencefm -8 5b Aprefelence for -
: repetitive work, or to per- - activities result- " activities result- © -
forming continuously the ing .in prestige ing in tangible, .
“same work, aceording -to or the esteem:of - - productive satis- )
set procedu'res, sequence, or -others » iactlon v
_ , ‘pace. . v_
PHY o
SPUS A daptablhty to performmg HYSICAL DEMANDS are “defined as the B
physical requirements made of the worker by
- under stress when confronted
. o the speclﬁc yob-w orker sxtudtlon They mclude
with emergency, critical, un- . S
usual, or dangerous situa- 1. Strength (hftmg, cauymg, pushmg, o
. - tions; or situations in which ‘ and,01 pulhng)
working speed and sustamed .. '
attention are make-or-break , Sedenta1ywork
aspects of the job. " Light work
T-STS Adaptability to situations re- Medium work
“quiring the precise attain- : 5 i
i ment of set limits, tolerances, Heavy work
o or'standards. ¢ © Very heavy work
: »V—VARCH ‘Adaptability to performing 2. Climbing and/or balancmg
: a - variety of duties, often : Lo
changing” from one task to - 3. %oopmg, I\neelmg, CI‘OUChmg; ‘nd/orv
another of a different nature . crawling o ‘
‘ without loss of efﬁclency or 4. Reachmg, handlmg, ﬁngeung, and/01
. composule .
‘ : , _ feeling .
; lNTERESTS. —“An lnterest is a tendency to Cu g Talkmg gnd/bf hearing.
, become absonbed in an- expemence and to. con- L R ;
6. Seemg .




| ‘ENVIRONMENTAL CONDITIONS .are those

physical surroundings of Job-worker situatijons-

_which make specific demands upon a worker’s
physwal capacity. They include:

1. Work location ('1n81de, outside, or both)

C 2. Extreme cold with or withodt tempera-
* ture changes

I R L.

Extreme heat w1th or W1thout tempera-

 ture changes

Wet and/or humld
Noise and/or v1brat10n. R
Hazards ’ h

Atrhospheric conditions




Deﬁmtlon

For the purpose of ratmg JObS, TRAINING
TIME is defined as the amount of general edu-
_ cational development and - specific vocational -
_preparation vequired of a worker to acquire -

~ the knowledge and abilities necessary for aver-

age perfoxmance in a partxcular Job-wolkerf

situation.

'GENERAL EDUCATIONAL DEVELOPMENT J

‘(GED)

GED embraces those aspects of education’

(formal and informal) which contribute to the

ter’'s (a) reasoning : ‘development and abil- -

follow instructions, and (b) acquisition

ol”’ knowledges such as language and
theMatical skills. This is education of a gen-
eral nature which does not have a recognized,
fairly specfic occupational objective. Ordinarily,

such education is obtained in elementary school,

high school, or college. However, it derives also
from experlence and self-study

SPECIFIC VOCATIOIVAL PREPARATION
(SVP)

SVP is the amount of time required to learn

the techniques, acquire the information, and

develop the facility needed for average per-
formance in a specific job-worker situation.
This training may be acquired in a school,
work, military, institutional, or vocational en-
vu'onment It does not include orientation
" training- requxred of a fully qualified worker

to become zccustomed to the special conditions -

of any new job. Specific Vocatxonal training in-
eludes' :

(2) Vocatzonal education (high school com-

mercial or shop training, technical
school, art school, and that part of col-

lege training which id organized around :
& & £ -« "gecondary school, paltlcularly in learning and

& specific vocational oblectxve) 1

. ' [
1In evaluat“np‘ tm!ning time intormation on - jobs, observe the

following staridardo: (1) Regard 30 hours of high- geheol shop or
commercial tralning as equivalent to about 16 hours of bn-the-job

troinipg; (2) regard the avernge 4-yeor xollege curricuium (ex- -
eept for liberal orts) ao cguivalent to about 2 years of specific -
vecational preparation;  (8) regard each year of gradua&: sehool- -

fng as a yc‘ar of. ﬂpcciﬂc vocational pteparatiom

4

5L

job..

(b) Apprentwesth tmmmg (tralnmg ob- o
o tained only in. those Jobs oﬁ?enng ap- .
B prentlceshlps) e

(c) Inplant treining (tlaxmng ngen by

. employer in form of or gamzed class-
room study) : : ‘

(d) On-the—yOb training (instruction given
~to learner or frainee on the job by a
quahﬁed worker) ‘

"o
e

(e) Essential experze/we in other yobs (ex- |

. perience received in less 1espons1bla :
jobs or other jobs whlch quahfy for a’
hxgher grade Job ' L

DIVISIONS OF GED SCALE

" The GED Scale is composed of three d1v1-,, o
‘sions: _
deVelopment and language development Each o

Reasoning “development,’ mathematical =

should be considexed: mdependently of the
others in evaluating the level requued for the

.q‘.

RA'I‘IONAL-E'FOR_ GED SCALE I)EFINITIONS
The descrlptlon of the various levels of lan- k

guage and mathematlcal development are based _
on the curriculum ‘being taught at specified -

grade levels in schools ‘throughout the United

States. An analysis of mathematics courses. in

the school curriculums reveals distinet levels of .~ -
‘progression . in ‘the primary and secondary
_grades and college. These levels of ‘progression "~

facilitated the selection and assignment of six

levels of GED for the mathematlcal develop- L

ment scale,

However, though language courses follow a.

similar pattern of progression in primary and

applying the pr inciples of grammar, this, _pat-

~tern changés at the college level. The diversity o

of language courses offered at the college level
‘precludes the estabhshment of distinet levels -
of language progression for these 4 years. Con-
sequently, language development 1s hmxted to

- five levels of GED
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). " Secale of _'Génér;il Education D_éVelopme_nt?(GED)v

'REASONING DEVELOPMENT

* MATHEMATICAL DEVELOPMENT - |

' LANGUAGE DEVELOPMENT

Apply nprilliciaés‘ of logical or scientific
thinking to a wide range of intellectual and
practical problems. - Deal with- monverbal

symbolism (formulas, scientific equations, |

graphs, musieal notes, ete.) in its most dif-
ficult phases. Deal with a variety of abstract -
and concrete variables. Apprehend the most
abstruse classes of concepts. ‘

.

Apply principles of logical or scientific
thlx,nking to define problems, collect ,dag,i*ég- |
tablish facts, and: draw valid  conelusions.
Interpret -an . extensive: variety of.technical
instructions in mathematical or diagram-

‘matic form. Deal with several abstract and

concrete variables.

A?ply principles of rational systems! to
solve practical problems and deal with a,
variety of concrete variables in situations
where only limited standardization exists.
Interpret @ variety of instructions furnjshed"
,ifn written, oral, diagrammatie, or schedule
orm.

- Calculus::

v -Geometry: - .

‘AAdvancéd‘ caleulus: - - E _
. Work with limits, continuity, real num-
" ber - systems, mean value theorems, and |

implicit function theorems. .
Modern algebra: .= - . o
* Apply fundamental concepts of theories
of groups, rings, and fields. Work with
differential. equations, linear -algebra, in-
finite series, advanced operatiop® methods,
and functions of real and ,complex vari-
ables. - - - o : o :
Statisties: L -
Work with-mathematical statistics, mathe-
matical probability and. applications, ex- |

and econometrics..

Algebra: a . . ST
Work with - ‘exponents. and logarithms, -

- linear equations, quadratic -e%uations,?
mathematical " induction and b

- theorem, and perinutations, - :

Apply -concepts of ahalytiéigGOMetfy, dif-;

" ferentiations and integration of algebraie |

- functions with

applications.
Statistics: B

Apply mathematical operations to fre- .

quency distributions, reliability and valid-
ity of’ tests, normal curve, analysis of
variance, correlation techniques, chi-
square application and sampling theory,
and .factor analysis. : .

Algebra: ) . o - .

Deal " with system - of real numbers;
- linear, quadratic, rational, exponential,’
logarithmiec, angle and circular functions,
and inverse functiong; related algebraic |
solution . of equations -and inequalities;
-limits and continuity, and probability and
“statistical inference. . D

-Deductive axiomatic geometry,
solid; and rectangular coordinates.

‘Shop Math: . - L
Practical ' application , of fractions, per-
centages, ratio and .proportion, ‘mensura-
tion, - logarithms, slide rule, practical
algebra, geometric construction, and es-
gentials of trigonometry. R

R

perimental design, statistical inference, |

inomial |

plane ond

.Reﬁdiné: o

i

" Read literature, book and play reviews, .
scientific and -technical journals, abstracts,
financial reports, and legal documents‘.. ’

1 Writing ;

Write novels, plays, editorials, jot_ifnals,

speeches, manuals, -critiques, peetry, and

songs. . e
Speaking: ’

“Conversant in the theory; px:iné.iples, and
methods of effective and persuasive speak-

- cussion gnd debate.

ing, voice and diction, phonetics, .and dis-

Same as'Level' 6. -

E

Readiﬁg:' -
Read novels,

poems, newspapers, petiodi-

cals, journals, manuals, dictionaries, the- -

. sauruses, and encyclopedias.
Writing: -~ - R
- Prepare

- maries, and reports, using prescribed for-

- ‘mat _and. conforrming to all rules of punc-

tuation, grammar, diction, and style.

Speaking: = .7
Participate ‘in<pani
zations, and debates.

e]f%kiiséussions’,‘ dramati-

business letters, expositions, sum- =

Speak extemporaneously on a variety of

_A subjects,. . -

e
. . o
‘

Y

8y
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LEVEL

REAsoNING-» DEVELOPMENT

' LMATHEMATICAL DEVELOPMENT

LANGUAGE DL‘VDLOPMDNT

-Apply commonsense understandxng to carry ‘| -

out instructions furnished in written, oral,

or diagrammatie form. Deal with problems- -

involving 'several concrete variables. in or

“§ from utandardxzed sxtuolxons

7

Apply commonsense understandmg to catry

out detailed but uninvolved written or oral |

ingtructions. Deal ‘with problems involvin

~a few.concrete variables: in or f}‘om stand-

ardized sxtua%ons, :

o

Apply commonsense understanding to carry
out simple one- or -two-step instructions.
Deal with standardized situatibng with oc-
casional or no variables in or from these
situations encountered on the job.

Compute dxscount, xnterest profit, and
loss; commission, markup, and selling
price; ratio and proportion, and percent-

age. Calculate surfaces, volumes, wexghts,A -

and measures. . N
Algebra IR
Calculate variables and formulas; mono-

“mials and golynomxals ratio and propor-’
a

-tion vari
radicals, *

Geometry: - R
Calculate plane and solid ﬁg'ures, circum-,
ference, area, and volume. Undefstand

les; and square roots and

“kinds of angles, apd properties. of- paxrs 1

of angles. R

Add, subtract multxply, and dxvxde;@ll
units of measure. Perform the four oper-

ations - with liké common and decimal.
fractions. Compute ratio, rate, and per-|.

cent.. Draw and interpret bar graphs.
Perform arithmetic operations mvolv;ng
all American monetary -units,

R

'Add and subtract two digit numbers,
g{l;.ltl{;ply and divide 10’s ‘and 100’s by 2,

; Perform the four basic arithmetic opera- |

tions with coins as part of a dollar.

Perform operations with units such as

cup, pint, and quait; inch, foot, and yard'
" and ounce and pound _ ‘ _

Readmg '

Read a varxety of novels magazmes, at-
- lases, and encyclopedias. >

Read safety rules,. lnstructions in the use' e

and maintenance of shop tools and equip:

“ ment, ‘and . methods and procedures in

- mechanical drawxng and layout work
Writing: . -
Write reports and essays ‘with proper. -for-
mat, punctuation, spelling, and grammar,,
using all parts of speech.
Speaking:
Speak before an ‘audience thh poise, voice

control, and confidence, using correct Eng- -

lish and well-modulated voxce

Reading: . )
Passtlve vpcabulary of 5, 000-6 000 words.
Read at rate of 190-215 words per minute. °
Read adventure stories and comic ‘books,
looking u
for meanifg,- spelling, and pronunciation. :

- Read  instructions for assembhng model
cars.and airplanes. : '

:_Wrrtmg

Write - compound and complex sentences,
. using tursive style, proper end punctua-

txor;; and employlng adJectxves and ad—-

verbs. A

.

. Speaking: -
Speak clearly and dlstlnctly with appro- P

. priate auses and emphasis, correct pro-

~ nuneciation, variationg in word ‘order, using. = |

present, perfect and future tenses,-

Reading: )
Recognize meaning of 2, 500 (tWo- or three-
syllable) words. Read at. rate. of . 95-120
words per minute.” :
Compare similarities and dxfferences be-
{:’Ween words and between serxes of num-:
ers. o

Writing: -
~Print simple sentences contammg sub;ect, .
. verb, and object; and series of numbers; )
names, a.nd addresses,: : :

'{ Speaking¥

Speak sxmple sentences, usmg normal word-- 8
order, and present and past tenses ‘

1 Examples of rational systems are: bookkeeping, internal combustion 'cngines*,eleétrié“"v;‘iring systems, house building, nursing, fan_n management. and«nuvigdﬂoﬁ.

~

&

“

’ S o 8 b
R & I

unfamiliar words in dxctxonary "




JLLUSTRATIVE SITUATIONS

A sgmpling has 'been made of’ job-worker

gituations for each level on each scale. These
gituations have been written to make their
level value as expli¢it as possible. Since_the-

discrimination by level is dependent on verbal

. expression, it is not precise. Familiarity with-

the total range of illustrative situations shotld

contribute, hovvever to the use and application -

of the seales.

Deﬁmtlons and Illustratlve Sltuatlons

f’or GED Levels e

REASOMNG -DEVELOP.MENTn

Level l

| Apply commonsense understaniding to carry
- out simple one- or two-step instructions. Dezl

- with standardized situations with occasional or

no variables in or from these situations encoun-
tered on the job.

Mark, size, lot number, contents, or other

identifying information or symbols on con-

" tainers or directly on articles by placing -

-stencil on object and rubbing ink or palnt‘
brush across open lettering. = .

Covers drycleaned clothing and househeld

articles with plastic bags, and sorts articles °

for route delivery. Hangs drycleaned articles
on rail according to route number or color of
‘drycleaning ticket. - P

- Scans rags for hardware guch as buttons and
snaps, and holds rags against rotating blade
that cuts hardware from rags and cuts rags
into specified size. Sorts rags into bins ac-
cordingr to color and fabric.

Tends ‘bandsaw that cuts Wooden stoek for
toys and games. Stacks number of pieces of.
stock on cutting table against preset ripping
fence. Pugires cuttlng table against saw until

A

stock ig severed. Drops cut pleccs into tote"

~ box. : -

Feeds eggsa into machine that removes earth,

. straw, and other residue from egg surface
prlor to shipment. Places eggs in holder that

. carries’ them' into machine where rotating -

lorushes or water sprays remove- iesldue

so, = 8s

: Removes cleaned ‘egEs. from dxscharge trough '
and packs them in cases for shipment. - '

Level 2 -

Apply commonsense-understéinding to carry out, )
detailed but uninvolved written or oral instrue- -,
tions. Deal with problems involving a few coi- -

_erete variables: in OF. from standardlzed sntua-_

tions; . : L,
Guards street crossxng durlng school hoursfw

- when children are going to and froth ‘school.
Dlrects actions’ of “children ‘and , traffic; at
street’ intersections. to insure safe crossang
‘Records license numbers of vehicles disre-
garding traffic signals and reports’ them t.o
police. - P

- Delivers messages documents, packages and .
other items to offices or departments within

- establishments or to other business concerns,
walkmg, using bicycle or motorcycle, or rld-= v
ing publlc conveyances.. ° .
Screws watch balance and balance b1 1de as-
-sembly to pillar plate Places pillar plate in
holding fixture, -and. positions - balance and
bride assembly on plate securing.it with
screws. Tests balance for vertical play by
gently moving it up and down with tweezers,

. determining from experience if shake is
‘within ,acceptable limits. Touches oil-filled
hypddermlc needle to jewel to oil lower bal-. -

" ance jewel pusior to assembling. Observes
minute parts with aid of loupe and handles’
parts with tweezZers. o ~

- Assists customer to launde1 or dryclgg;@ .
clothes, “using self-sefvice equipment. Gives - S

._instructions to customer in clothes prepara- -

" tidns, such as weighing, sorttng, fog-spray- -

-ing spots, gnd removing perishable buttons ' .
Assigns machine and points dut posted in- ° @R :

~ structions regardlng equlpmenot oﬁeratron, R

<

Level3 R

A.pply commonsense understandmg to carry

out instructions furnished in written, oral, or .

diagrammatic form. ‘Deal with problems ° 1n- o

-volving several concrete variables in or from .o,
“standardized s1tuatlons

- Operates cord or cordless smtchboard to ﬂro-
‘vide' answering service for clients. Greets
caller.and annourices name or- pharie number

Coe
T




of client. Records and delivers messages, fur- .

.

'mshes mformatlon, ‘accepts orders, and re-

lays calls. Places telephone callg’ at request

of client or to locate chent in emergencies.

Files messages.

Requisitions trzmsportatxon from motor, Tail-
road, and-airline companies to ship plant
-products. Reads shipping orders to determine
quantity and type of transportation needed,

Contacts company to make- anangements )

and to issue instructions for loading prog-
ucts. Annotates shipping orders to inform

shxppmg department "of " loading locations

and time of arrival of transportatxon

Installs and adjusts television receivers and
antennas, using handtools. Selects antenna
according to type of set and location of trans-
~mitting station. Secures antenna - in place

Wlth bracket and guy wire,. observmg insur-
codes and local ordnances fo protect -

an
‘insctga]latlon from lightning and- other haz-
ards. Tunes receiver on all;channels and ad-
justs screws to obtain desired density, limear-
ity, focus, and size of plcture

" Sets up and adJusts compressxon, mJectmn, :

or transfer machmes used to mold plastic
materials to speclﬁed shape. Adjusts stroke
of ram, usihg handtools. Connects steam, oil,
‘or water lmes to ‘mold or- regu‘]ates controls
to regulate "mold temperature Sets machine
controls to. regulate forming pressure of
machine and curing time of ‘plastie in mold.

Cares for patlents and: childreh in prlvate

homes, hospxtals sanitariums, and similar °

-’mstxtutlon
~ pulse, ant
. medications as directed by. physician or

nurse. Sterilizes equipmént and supplies,

using germigides, sterilizer, or. autoclave.
 Prepar¢s "food trays, feeds: patients, and

R record food and hquxd mtake and putput.

: Level 4

Takes and records temperature,
respiration rate. Gives standard ©

- Plans layout and installs and repairs wiring,

-

_electrical fixtures, - apparatus, and - control

equipment.’ Plams new or modified installa-

. tions accorﬂmg o' speciﬁcatlons and electri-

cal eode. Prep'ues sketches showmg locations,

.of .all wzrmg‘ and .equlpment or follows dla-

grams or . blueprints prepared by others.’

© Tests continuity of circuit to insure electr ical

,:compatxblhty and safety of all components,
_using standard instruments, as ohmmeter,

" Reviews test data to locate assemblies and
-parts not functioning according to specifica-,
tions. Measures dimensions of disassembled.

battery, and oscilloscope.

InSpects internal combustion engine for con- - -
vformance to bluepnnts and specxﬁcatlons, ,

using measuring instruments and handtools.

parts and assemblies, such as pistons, valves,. -

pares measurements against specxﬁcatlons to
locate faulty parts..

'Draws .and : letters 'charts, schedules, and

graphs to illustrate specified data, such as
wage ‘trends,. absenteeism, labor tur nover,g
and employméht needs, using dlaftmg in-
struments, such s ruling and lettenng pens,
T-squares, and stralghtedge '

Schedules appointmeiits, gives information.
to callers, takes dictation, and relieves. offi- -
cials of minox administrative and business -
details. Reads and routés incoming mail. -
, Composes and types routine correspondence.

Grests visitors, ascertains- nature of. busi-
ness, and conducts. vxsxtoxs to appmpmate
person, - ©

hospital, infirmary, :

. Renderg general nursmg care to patlents m'
ganitarium,- or similar -
institution. Admiinisters prescrlbed medica-
-’ tions and treatments in 4ccordance with ap- o
‘proved tichnigues. Prepares equipment, and - =
aids physlclan duung treatmients and exami-. .

‘nations of patients. Observes, 1ecmds and

reports to ‘supervisor or physician patxentg""

‘béarings, and' injectors, using scale, microm-
eters, special tools; and gaging setups. Com-

~ 4.

' rmcxples of rational systems? to solve

.A 1y

pg«);txe/al probletas. and deal wzth a variety of- conditions, reactions to drugs, treatments,;.
conerete variables in situations where only lim- - and sxgmﬁcant mcldents , O -

- ited ste,ndmrdxzatwn exists, Interpret a variety . = - N g ’

* of instructions furnished in writter; oral, dia- ' a L"""’ls . S
.grammatie, or schedule,form. > . . Apply. mmcnples of logical or scxentlﬁc think- = °

ing to define problems, collect data, establish
facts, and draw vahd conclusmns Interplet an

b_. . 3 N .
R 8% -
. . . ‘.. .

Co ﬂr‘xumv'es of “rational oystems™: I‘mok?’cepmg, mtemal ccmbus- -
tlon englnm, cleetric wiring ayvtems, hume building, nummg, fm’n
manuge:rent, and nuvxgatien . -

.
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. extensive variety of technical instructions in " courses, and selects appropriate instructional . .
" mathiematical or diagrammatic form. Deal with procedures, based on.analysis of trammg re-

several abstrnct and concrete variables. quxrements for company pe1sdnnel. o
Interviews persons with problems, such as ' o
‘ . Level 6

personal and family maladjustment, lack of

finances, unemployment, and physical and App]y prmcxples of logxca] or. scxentxﬁc thmk~

mental impairment, to determine nature and  ing to a wide range.of intellectual and practical .
problems Deal thh nénverbal symbolism

degree of problems. Obtains and evaluates
patient dafa, such as physical, psychological,  (formulas, scientific equations, graphs, musical”
notes, ete.) in its most difficult phases, Deal .

and social factoxs Counsels patients individ- ,
- usually or in groups and assists them to plan  with a variety of abstract and concrete varia- ° - |

for solution ofiproblems. - ~bles. Comprehend ‘the most abstruse classes of “

Studies clerical and statistical methods in\
commercial or. industrial establishments to

- .develop impioved and standardized proce-

dures. * Consults supervisors?rand clerical
workers to ascertain functions of offices or
sections, methods used, and personnel re-
qunements, Prepares reports on proeedures
and tasks-of individual woxkers

I,ntervxews property ho]dels and‘ ad,)usts'

damage claims resu]tmg from activities con--
nected with prospect.mg, drilling, and pro-

duction of oit-and gas, and lang of pipe- -

lines on private prOperty Examines property

titles to determine their validity, and acts as .

- company agent in transactions with property
owners, Investxgates and assesses damage to
crops, fences, and other properties; and nego-
tiates claim settlements with property own-
ers, Collects and 'prepares evidence to sup-
port contested damage in court.

Studies. traffic condltxons on urban or rural
arteries from fixed position, vehicle, or heli-
copter to” detect unsafe or congested condi-,

tions and to observe locations of alternative .

routes . Evaluates ~statistical and _physical
data supplied by engineering department
regardmg such considerations as. ‘vehicle

concepts. ’, g

S

Designs and conducts experxments to. study

problems in-human and animal behavior. f '

Formulates hypotheses and experxmental
desxgns to mvestlgate problems of growth

mtelllgence, learnmg, pelsOna]ity, “and sen- v
sory processes Selects, controls, and modi- .

fies variables in labomtory experxments &vzth
humans and ammals Analyzes data and evai-v

~ uates its significance in relatxon to ougma]

3

,count per mile, load capacxty of - panement -

feasibility of widening pavement and pro-
jected trﬁﬁic load in future. . . .

" Prepares and conducts inservice training for
company peru\onnel "Evaluates training needs
in order to develop:educational materials for
improving pérformance standards. Perf ﬁo/rr/nﬁ,
research relating to course: prepanatlo and
presentation. Compxles data for use in writ-
_ ing-manuals, handbooks, and other training-
aids. Develops teaching outlines ‘and lesson

. plans, determmes content and duratlon of *

—

>

hypotheses.

Reconstxucts 1ecords of extmct cultures, es-
pecxally plehtexate cultures. Studies, classi-
fies, and' interprets artifacts, alchxtectuml
features, and types of stritctures to deter-
_mine their age and cuftural 1dent1ty Estab-
hshes chronological sequence of development

of each culture from sxmplex to more a,d- :

vanced levels. RN

Arbitrates, advises, and admmlstels Justlce
in a court of law. ‘Establishes rules of proce-"
-dures on questlons for which standald pro-

* cedures have not been éstablished by law or ~

by a superior court. Examines evidence in,
criminal cases to determine if charges are.

o

true or to determine if evidence will support

. to questxon of law.
Interprets results of. experxments in thSICS,
- formulates theories consistent Wlth data ob-
‘tained, and predicts results of 'experi

nts

| charge. Instructs jury on apphcatxon of facts -

) ¥
Y o,
. L}

v

des;gned to detect and measure prevxously; :

" unobserved+ physical phenomena. Applies
mathematxcal methods to so]utxon of physxcal
problems.

Plans, organizes, and conducts xesearch for

* use in understanding socidl problems and

for planning and_carrying out social welfare,
programs. Develops 1esearch desxgns on ba-

<




LY

sis of existing knowledge and evolving the- .
ory. Constructs and tests methods of collect-
ing- data. Collects information- and makes
judgments through observation and inter-
views, and review of documents. Analyzes
and evaluates data. Interprets. methods em-
ployed and findings to individuals within
agency _anc},ggmmunity. ’
MATHEMATICAL .DEVELOPMENT
L\ ) o 7 . b
‘e I.@gel 1 ‘
" Add and subtract two-digit numbers. .
Multiply and divide 10’s and 100’s by &, 8, 4, 5.
- Perform the four basic -arithmetic operations
with coids as part of-a dollar. '
‘Perform operations with units such as cup, -
pint, and.quart; inch, foot, and yard; ounce
~ and pound. S , S
*  Weighs items as a part of the packing*
process, using_ balance scales. Places con-
tainer on scale and adds to or removes por-
_ tion of contents from containef'untilé\cale
registers specified weight. K
~Dips | sheets. of muslin in shellac, tacks
sheets in layers on stretcher :fyame to dry,
and measures ,and cuts dried fabric. into
squares of specioﬁed size, using tape Toeas-
ure and: shears.. .
Transfers hog-back skins from vat to grad-
ing table and measures “size and length of
skin on graduated board. Separates skins
according to size. N .
Counts novelﬁy case parts to verify amount/
specified on work ticKet and stacks and. bun- -
~ .dles parts prior to spraying.
Tends battery - of automatic machines
equipped with circular knives that cut paper.
tubing intoucopt-ainersffor shotgun shells.
Fills hopper with tubes and starts machine. -

I

Y M

ance to standards, using fixed gage.

P Level 2 i L
Add, subtract, multiply, and divide all unite-of
measure. T
Perform the four operations with like or com-:
'» mon decimal fractions. .

"~ Compute vatio; rate, and ;peréenf.- - o
Draw and interpret bar graphs.’ . - -
- .57

* Verifies length of contaihers for, conform- . .

. g SN
oo Bo T

P

Perform ravithmetic” operations involving all
American monetary units, . ,
Measures, marks, and cuts carpeting and
linoleum with knife to get maximum number
of usable pieces from standard size rolls, -
following floor dimensions or diagrams. )
Measures width of pleats in women’s gar-
ments, using. yardstick, Counts number of
pleats in garment and multiplies the number
by the price per pleat to determine service - -
charge for cleaning garment. 3
Weighs and .measures specified quantities of
ingredients of infant formulas, using scales, .
‘graduated measures, and spoons. Computes
number of calories per fluid ounce of for-.
Sells cigars, cigareftes; corsages; and novel- .
ties to patrons in hotels, nightelubs, and res- .
 taurants. .Collects cash for. items sold and =~ . -
makes change. . .. v
Drives truck to transport materials to speci-
fied destinations such as railroad stations,

Cie
~

. S

~plants, or residences: Calculates amount of .~ "i-

bill and delivery .charge, collects payinent -
for goods delivered,-making change as nec-

- .essary.

Level 3 - -
- Compute discount, interest, .profit, ‘and . loss;
‘commission, markup, and selling ‘price; ratio -
and proportion, and percentage. : :
Calculate surfaces, volume, weights, and meas-)
‘ures. o . o

¢

o

Algebra: ‘Calculate variables and formulas; :
: . monomials and polynomials; ratio -
"and -proportion. ‘variables; and |
: square roots and radicals.
- Geémetry: Calculate plane and solid figures; * -

circumference, area,: and volume.,
Understand kinds of angles, and
properties of pairs of angles, B
~ Computes wages and posts wage data to pay- -
* yoll records., Computes earnings from time- -
~ sheets. and work . tickets, using caleulator.-
‘Operstes posting machine to compute and
~subtract deductions, such. as incomg tax
withholdings, -social ‘security payments, and
insurance. .-~ L s
Rents automobiles to customers at hotels and
transportation stations. Computes cost . of -

SN ) t . Sy

.
o L. . Sy . : ) . '




o

+ Calculates tonnage and prepares tonnage re- .
post of ship’s cargo for as'sess_men% of port

" Algebra:-

Geometry :

Shop Math:

¢

- rental, based on per-day and per-mile rates.
Receives cash from customers in payment

for. goods or services and records amounts

received. Computes bill, itemized lists, and
tickets showing amount due, using adding:
~ machine or cash register, Makes change and

cashes cheeks ,
M’easules tensﬂe strength, haldness, dUCtll-

~ity, or other- physlcal properties of ‘metal
" specimens, on various. types of testing ma- -
chines. Calculates values, such as unit tensile

‘strength.and percentage elongation;

- Conttols purification unit to remove impuri-

ties such as moisture and oxygen from helium
‘gas uséd in balloons. Caleulates afmounts of

“ gas tlansfeued uslng slide rule.

- Level 4

Dedl with -system of real:num-
bers; linear,
: exponential, logarithmic,
° *  and circular functions, and in-

verse functions; related algeblalc-

solutlon_of equations and inequal-
ities;
probability and statistical infer-
ence.

. Deduetive ax1omat1c geometly,

-plane and solid’; and rectangular .

.coordinates. .

‘percentages, ratio and proportion,
mensuration, logarithms,

constructions, and essentlals of
. -trigonometry.

NN

Inspeets ﬂat glass and complles defect data-" .

based on samples to determine variances

 from acceptable quality limits. Calculates

‘standard control tolerances for flat glass,

using algebraic formulas, plottmg‘ culves .

and drawmg graphs,

Keeps reeords of ﬁnanmal transactlons of

establxshment Balances bool“:s and compiles
reports to show statistics, such as caski- re-

+ceipts and , expenditures, accounts payable

and 'recexvable, profit and loss, and other
items pertinent to oper. atlon« of busmess

quadratic, rational,

angle” Alé‘eb.ra': N

limits and continuity, and - o
Calculus; -

, _ Statistics:
Practical application of fractions, -

_ slide -
rule, practical algebra, geometric

traffic, ‘Converts metuc measurements of

~ foreign manifests into - pounds and cubic -

feet, using formulas and calculating machine.

" Lays out and cuts plastxc patterns -used for

pantograph engravmg according. to sketches' i
or bluepnnts, using drafting instruments -

- and engraving tools. Establishes yeference: =

points oit plastic sheet and computes layoutv
dimensions, following blueprlnts ’ ;

" Surveys earth’s smface ‘using surveylng in-

struments and oversees engineering survey
~party engaged in determining exact loca-
 tion. and-measurements of points, elevations,
lines, areas, and contouls of earth’s surface

to secure data used: for construction, map-- .
‘making; land valuation, mining, or other

purposes. Verifies by calculatlons accuxacyj
~of survey data secul*ed -

_ Leve15 -
.Work w1th exponents and loga-’

_equations, mathematical induction "
‘and. bmomlal theoxem, and pezmu-_
, tatxons .
Apply concepts of analytlc geom-.

etry, differentiation and . 1ntegra- S

tion of algebraic functlons Wlth
applications. \ o
_Apply mathematical Opel atxons to

-and validity of tests, normal curve,

- analysis of ‘variance, correlation

techmques chx-squme application -
and , sampling theoly, and factor
analysxs 2 -

Plans survey, and. collects, mgamzes, 1nter,
prets, summarizes, and analyzes numerical '
data on sampling or complete enumeration
_bases. -Evaluates rellablllty of sources  of
-data, adjusts and weighs raw data, and or-

ganizes and summarizes data.into tabular

- forms amenable to analysxs of varaance and
p11nc1ples of statistical inference, S

Develops, fabncates, assembles, callbrates,

and tests electronic systems and components = -

_used- in aireraft, and missile production and

/ testmg operatlons Establishes cireuit layout '
dlmensmns,
and prmclples

Y 1 T el L
87 0 o

nthms, linear equations; quadratic-

frequency distributions, veliability '.

by m*tthematlcal calculatlons



Applies- knowledge of mathematics, proba-
Dility, statistics, principles of finance- and -
'busmess to ploblems in life and health in-
- surance, annuities, and pensions. Constructs .

. probability tables legardmg fire, natural dis-

" using statistical .techniques, and evaluates'

Advanoed |
. Calculus:

“Modern
Algebra:

Statistics:

asters, and unemployment, based on analysis
of statistical data and othel pertlnent mfor-
mation.

Appligs p11n01ples of accountlng,r to 1nstall '

and maintain general accounting - system.
Designs new system or modifies existing sys-

tem to provide records of assets, liabilities, - -

and finaneial transactions of estabhshment
Plans, ('iesxgns conducts, and analyzes 1esults
of experiments to study problems in human
and animal behavior. Analyzes test resul

significance of data in relation to orlgmal
hypothesxs :

Level 6

'Woxk with limits, cont1nu1ty,
real number systems, mean
_value: theorems, and - implicit
function theorems. '

~Apply ‘fundamental concepts of
theories of groups, rings, and
fields. Work with differential
equations, linear algebra, in-

* ‘finite series,
tional methods and furictions of
real and complex variables.

and application, -experimental
. design, statistical inference, and
" econometrics. :

Conducts and oversees analfses of' aerody-'

namie and thermodynamxc systems and aero-
phys1cs problems to determine sultabllxt.g of

.design for aircraft and missiles. Establishes

computatxonal procedures for and methods

. of analysmg ‘problems.

Amlyzes physical systems, for mu]ates mathe— ,

matical models of systems, and sets up and

operates analog computer to solve scientific '

and engineering problems. Prepares mathe-

matical model of problem, applying princi-
ples of advanced calculus anﬁ d1ffe1ent1al‘

quatlons L -

59

Reading:

advanced opera-

Work with mathematical statis-v

‘ Writing:
P tics, ‘mathematical probability

Speal(ing :

N U

e

Observes and 1nte1 pzets celestlal phenomena

“and relates research to basic scientific knowl--

edge or to practical problems:such as navi- .
gation. Determmes ‘matheiatically sizes;

‘shapes, bmghtness, spectra, motions, and po- . A

sitions of sun, moon, planets, stars, nebulas, :

. - and galaxies: '
~ Conducts research in fundamental mathe- '

matics and selves .or directs  solutions  to.

problems in research, development, produc; -
“tion, and other activities by mathematlcal
- methods: “Conceives. and - develops ideas for -
apphcatxon of mathematlcs such as algebra, . =
- geometry, number theory, logxe, and topology o

Conducts research into phases of physwal'

* phenomena, develops theories and-laws on "

basis of observation wnd experiments, and -

_ devises methodg to apply laws and theory of . .-

physics - to -industry ‘medicine, and other _
fields. Describe§ and expresses observatlons_
and conclusions in I« thematxcal terms, - '

EANGUAGE DEVELOPMENT.

. Levll

. Recognize ‘meaning of 2,500. (two -
. and three syllable) words. )
Read at rate of 95—120 wozds per .

_minute, - :
" Compare sxmllamtles and dlffer-j _

ences between words: and between . - '

series of numbers

subject, verb, and object, series of
humbers, names, and addleSSE§

- Speak simple sentences, using &mr-
. mal word order- and present and
‘past tenses ST e :

: _|Dehvers ‘telephone duectorles to,. re31den0e B
~and business establlshment's, foll_omng oral

instructions or address list.
Obtainis _reels -of motion pxature ﬂlm from

* .- stock as specified on Shlpplng’ .order. Wraps =

paper band bearing film 1dent1ﬁcatlon around

each reel, ties reels with stri ing, and sets them. . - ’

aside for shlpment

Pastes labels and tax stamps on filled whis-
key- bottles passing on conveyor. Looks at
bottles to’ ascertam that labels and stamps '

30

Print simple sentences contalnmg -



have been correctly applied. i’acks whiskey
" bottles in cartons. Pa,stes 1dent1ﬁca.t10n labels
onto cartons.

Packs small arms- ammunltmn in bandoleer'
belt pockéts. Compares’ ammunition identifi-_

cation data stenciled on belt with work order
to insure packing of correct caliber car-
tridges. Places cardboard separator between
two filled amniunition clips.and slides them
into cardboard pa,clcet.,~ S .

- Level 2 ,
Reading: Passive vocabulaly of 5.6, OOO
. * wards. .
" Read a.t rate’ of 190-215 Words pe1
} minute.

- ‘Read adventure stories.and comic
books, looking up unfamiliar words
in d1ctlonary for meanlng, spell-
ing, and monunclatlon

Read instructions for assembhng A )

.modél cars and airplanes.

' ‘W:riting;': Write compound and complex sen-

tences, using cursive style, proper
end ‘punctuation, and employlng
~ad3ect1ves and adverbs.
Speaking: Speak clearly . and dlstlnctly with
‘ appropriate pauses and emphas1s,
- eorrect pronunclatlon, variation in
~ word order, using present, perfect
) and future tenses.
‘Announces availability of seats and startmg
time of show. Answers such.questions as
length of performances, coming attractlons,
and locations of telephones or restrooms.
Delivers messages, documents, packages, and
other items to offices’or departments w1th1n
establishment.
'Tends machines and equipment that grind,

mix, form, and cook raw fish to make fish-

cakes. Places paste in mixing. machine and _
adds spemﬁed a.mounts of flour, water, and
. spices.
Fxlls requisitions, work orders, or requests
for materials, tools, or other stock items.
Prepares and attaches shipping tags to con-
tainers. Keeps records of materials or 1tems
received or d\stributed.
~ Serves food to patrons at counters and tables
~of coﬁ"ee shops, lunchrooms, and other dlmng

/.

e

estabhshments Presents meny, answers qués- '
‘tions, and makes suggestwns regarding food

and servmes
9 ) . “5.‘”‘ .'

. ; o Lével 3

"Reading: Read a variety of novels, maga-

zines, atlases, and encyclopedias.
Read safety rules, instructions in

the use and maintenance of shop.

, tools,and equipment, and methods
and procedures in ‘mechanical
. drawing and layout WOI‘k

_Writing:. " Write reports and essays with

proper format, punctuatlon, spell-

~of speech

Speaking:  Speak befoxe audience Wlth poise, .
' . -voice control, and-confidence, Using -
coxrect Enghsh and well-modulated o

v01ce

'Types letters, ieports, stenclls forms, ad-

dresses, “or straight-copy materials from

rough draft or corrected coby Files corre- ‘
spondence, -cards, invoices, receipts, and

other retords in alphabetical- or numerical
order, or according to subject matter, pho-
netic spelling, or some other system.

" Renders personil service to 1a1lroad_pé‘;s— '

sengers to make their trip pleasant and-com-

fortable. Greets passengers and answers ques-

tions about train schedules, travel routes,

- ‘and railway sérvices.

‘Keeps records of pr oducts returned to manu-

. facturer to cr edit customel 's aceount, to re-
place damaged merchandlse, or to file damage -
“claims. Verifies incoming items against bills

- ‘of . lading." Prepares routing and Shlpplng

forms on outgomg items.

" Drives truck over estabhshed route to de-

liver, sell, and display products or render

“services. Calls on prospective customers to .
solicit new business. Writes dehvely orders.

Serv1ces automoblles, buses, trucks, and other .

automotive . vehicles - with. fuel, lubricants,

and accessories. Prepares’ dail’y report -of -

fuel, oil, and accessories sold. Answers cus-

. tomers’ questlons regarding location of .
- _streets and highways, points of 1nterest and e
: 1ecreat10nal areas. . -

”

8u

ing, and grammar, us1ng all’ parts e
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7 Level 4
Reading: _Read novels, poems;” nev»spapers,

4per1od1cals, journals, manuals, dic- °
tionaries, thes'tul uses, and encyclo-

_ : pedias.
Writing : .Prep'u'e bllSlneSS letters expom—
. tions, summaries, and reports,

using prescribed format and con-
forming to all rules of punctua- -
N tion,” grammary d1ctlon, and style.
Speaking: Participate in panel dlscusslons,
' ‘dramatizations, and debates.- .
Speak ‘extemporaneously- on a va-
riety of sub]ects. _
Composes letters in reply to c'orres'pon_dence '
concerning such items as requests for mer-
chandise, damage claims, cr edit information,
dehnquent accounts, or to request informa- -
tion. Reads incoming correspondence, types
or dictates reply, or selects and completes
form letters. :

Interviews applicants to obtain such 1nfor -

mation as age, marital status, work experi-
ence, educatlon, training, and occupatlonal
* interest. : o

Compiles lists of prospective customels to .
provide leads to sell insurance. Contgets
prospective customers, explains features of -
policies, and recommends amount and type .
of coverage, based on analyses of prospects _
c1rcumstanCes :
Inspects. and tests storage batterles in. proe- -
ess of manufacture to verify conformity

. with specifications. Records inspection and

test results, . compares. them “with spec1ﬁca-
° .-tlons, and writes reports for use in gorrect-
ing manufacturing defects.
' Repairs -and overhauls automobiles, buses :
trucks, and other automotive vehicles, Reads

technical manuals and other instructional B

materrals

_ 3 : » Lerels

* Reading Read hterature, book and play re-

views, scientific and technical jour-

nals, abstracts, financial repoits,

. . and legal documents. o

Writing:  Write novéls, plays, - editorials;

- journals, speeches, manuals, cri-
tiques, poetry, and songs.

Speaking: Conversant in the theozy, prlncl-
i . ples, ‘and methods of effective and
= persuasive speaking, voice and dic-

, - tionm, phonetlcs and dlscussmn and -

debate. . - * :

Introduces vanous types of radio and tele-
vision prograns, interviews guests, and-acts:
“as master of ceremonies. Describes pubhc, .
eyents, such as parades and conventions, and -
reads news ﬂashes and advertrsrng coples
-during broadcasts. B
Instructs students in- " techniques. of pubhc'.
speaking and oral reading to develop effec-.

_tive speech and delivery in them. Teaches - "

_enunciation of words, 1ntonatlon, gestures,'
_and other. disciplines of voice and dellvery.
Collects and" analyzes . facts about news-
worthy events by interview, 1nVest1gatlon,
or observation, and ‘writes newspaper stor-
ies that -conform .to prescrlbed editorial
techniques- and format. Interviews persons
and observes-events and writes: story, refer-

ring to reference books, newspaper ﬁles, or ¢ '

other authorltatlve sources to secure addi-
'tlonal 1e1evant facts. :

Writes service. manuals and related technlcal
publications concerned with installation, op:.
eration and maintenance of electronic, elec-

trical, echanical and other. equipment. -

Interviews workers to acquire or verify tech- .
nical knowledge of subject. Rewrites articles,
bulletins, manuals, or 51m11ar pubhcatlons.
Assists-legal. representatlves in preparatlon
of written contracts cover mp’ ‘other than
standardized agreements. Reviews agreement
for conformity. to company- rates, rules; and
‘regulations: Writes agreement-in contractual

form and obtains necessary. legal department‘. -

approval

’ © Level 6
(S(mu' as Level 5)“

’ ”‘Du'ects edltorlal activities of newspaper and

.

“negatiates with production, advertising, and
clrculatlon department heads. Confers with
9’I‘he di\ermtv of hmzum.e courses oﬁ‘ene«} ‘at the collcre Yevel

preehudes distinguishing the two top levely of langupge devclopment.
from each nther by speeific definitionr, Instend, the college levels

_are charneterized as cnnhmmm. durinﬁ-whieb Aime Tanguage con-

U I

tent remping’ the same bt is progressively refined or snechhzc&

. Therefore, Lavels 5 and 6 of Ringuage development. share the game

definition, Level 6. uprer.entq more 1dwnced dgve!npment of the

- definition content, . . ; N

¢ . \
A - : B oo

f



“editorial policy committee and negotiates.
with department heads to establish policies .

- and reach decisions affecting publications.

- Writes leading or policy edxtorlals on spe- .

cific public issues.,

Plans, organizes, and‘ conducts vesearch for
" use in understandgng social problems and
for planning and carryi out social wel-

fare programs, Constructs and tests methods

of data collection. Collects, analyzes,. and
evaluates data. Writes reports containing
descriptive, analytical and evaluative content,
interprets methods employed, and submlts

. findings to mdwxduals within agency and .

commumt)

. Conducts -and oversees analyses of aero-
dynamic and - thermodynamic . systems and.

" aerophysics problems to determine suitabil-

ity of design for aireraft and-missiles.” Eval- '

uates test data and interprets established
data to. others.: Prepares reports covermg
such subJects as powerplant “installation,
thermal ice’ protection, air conditioning,
pressurization, and heat transfer

. Advises cor por'ttlons concerning legal rlghts, )

obligations, ‘and privileges. Studies Consti-
tution, statutes, decisions, and ordimances,
Examines legal data to determine advisabil-
ity of defending or prosecutmg lawsuit.

" Teaches one or more sub1ects, such as eco-
nomies, chemistry, law, or medlcme, within
- a prescribed curriculum, Prepares and -de-
livers lectures to students. Reviews current
literature in field of study. Writes articles
for publication in professional journals.

Scale of Specific Vocational Preparation
SVP) |

Level - Time*,
1 .Short demonstration only
C 2 Anythmg beyond short demonstration
, up to and xncludlng 30 days.
3 Over 30 days up to and including 3
months

4 - Over 8 months up to and 1nclud1ng

6 months

4 Time apent in general .edueaticnal developmeny is s10t oonmdered :

in eatimating upemﬁe vorational prepnratlon .

5. "-Over 6 months up to and 1ncludmg
© - l1lyear oo
6 Over 1 year up to and mcludlng 2
' years -
T Over 2 years up to and 1nclud1ng 4
, yeaI‘S B LI
8 Over 4 years: up to and 1nclud1ng’ 10
"' years. - - .

’

9 Over 10 years

Definitions and lllustratlve Situations

for SVP Levels

Lchl 1

Short. dcmonst7 ation onlJ

‘Inserts colrected typed word in copy prior

to photostating. Cuts out- misspelled words, -

using razor. Fastens corrected word to tape - -

and mselts in cutout area.

 Peeds eggs into machine that removes earth _
- straw, and other 'residue. from egg surface

prior to shlpment Places eggs in holder that
carries them into machine for washlng Re-

" moves cleaned eggs from dlschal ge trough '

and packs them in cases.’
Plants seedling in . pledetefnyned forest

areas. Carries p.ants w1apped in wet moss

and digs holes of prescrlbed size, using mat-

tock. Places seedling in hole ‘and .tamps dixt |

around plant with foot. Paces-off specified "

‘distance’ to next slte and 1epeats planting

process..

Feeds cyhnducal stock .into one or more ‘
threading machines. Shovels,” dumps, or in-

. serts material in hopper or feedback of ma- -
chine that- “automatically - threads stock.
Carries or wheels filled and empty containers o

to and from machine. -

 Examines paper winding on reel for: defects, o

such as spots, holés,> and wrinkles, and in-
serts strip of paper in roll to flag defects for
removal at: cuttlng and- rewinding machine,

Assists’ operator in winding unfinished ‘cloth.
into skeins by feeding and offbearing reel-

ing machine. Lifts end of cloth roll and

* mounts roll in Box or bar of reeling machine.

Observes cloth being wound and guides it -
into sven skeins on: reel.




- : ,., v [N

Fills glasses vnt}ﬁ tap beer and hands them

to-waiters who serve patrons. Inserts taps in "

unopened barrels.

. Sets up pins in bowhng alley and returns
thrown balls to customer. Spots pins on pegs

" “in floor or places tliem in rack which lowers

pins into position. Returns balls to playels

by rolllng them along inclined runway.

Feeds farm prod cts, such as stripped hop
vines, hay, and /fcorn stalks into machine

" that chops them nd blows them 1nto storage

bin or silo. Pitches ‘material onto feed con-‘
veyors. Rakes up spllled materlal

Weighs and records welght of mateuals such

. as cotton, sugarcane, paper, and tobacco to. f
keep pr oduction, receiving, or other records.
Reads dial to ascertaln weight of object and'.

records weight’ on ticket or material, or in-
~serts ticket into automatlc recorder that
prints . welght on tlcket

Level¢2 I

Anythmg beyond short demonstmtzon up to
and .including 30 days ' :

Obtains credit information, such as, status
of installments aceounts, on individuals from

- credit depaltments of business and service .
establishments, using telephone. Copies i rfl
t

formation onto form to provide curre

~~—s information.for credit record on file.

Selects talking books for- "mailing to blind
library patrons. Compares borrower’s writ-
ten request with list of available titles. Se-
lects books, following borrower’s' request, or

selects substitute titles, following such_cri--

teria as, ‘age, educatlon and - xnterest of -

borrower

R4

' Changes bills or coins of large denomlnatlon '

‘into smaller units for convenience of pas
trons at places of amusement, such as penny
arcade,s, carnivals, and gambling establish-
‘ments. Cashes'checks that are endorsed and
approved by management :

I?fts green-clay products, such as lorlck, roof-
ing tile, or quarry floor. tile from press-

conveyor belt, and stacks them in speclﬁed -

pattern on kllncar, drier 1ack, or pallet.

. Poges as subject for pamtmgs, sculptures, -
. and other types of art for tlanslatxon mto
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" . plastic or plctoual values by pamte1 or
- sculptor. 3 o

Trims fat, skin, tendons, tissues, and rag» :

ged edges from /meat cuts, such as loins, - -

hams, sirloins, and chops, using meathook
and knife. Trims fatback from hog bellies = ..

and cuts bellies into_specified shapes, using

* knife. Trims meat. and fat from bones and l

places * trimmings ‘and bones _in - sepalate
containers. - .

Assists patrons at enteltamment events -in -
finding seats, searching for lost articles, and

locating such facilities as’ restrooms and -

telephones Distributes programs to patlons :

. Drives cars between - parkmg lot and en- -

trance to restaurant, department store, or .
other. estabhshment rendermg parklng serv-'_ :
ice to patrons S

Tests blood of poultry to ascertaln presence _ ,:

of pullo@m disease. Pricks -vein in bird's

“wing, using needle. Collects blood on" wire EUR .
. loop and drops blood into pullorum’ reactor. .
.Examlnes blood for specks that. 1ndlcate ‘

pr esence of pullorum disease.

Dips metal parts into. molten soldel to bond
them together, using any combmatlon of fol-

~ lowing methods: (1) twists, crlmps, or holds

parts togethel and dips them in solder for
specified time; (2) dips parts. separately and
solders ‘them together, ‘using soldering iron; o

'(3) clamps workpiece onto fixture and de- ~
presses lever to lowe1 Workplece 1nto solde’r” -
. pot. .

[

Level 3

Ove1 80 days up to and mcludmg 3 fmafnths

o

Attaches tickets to cut garment parts to
identify parts-cut from same layer. of cloth .
and to identify parts that match in shade for

' assembly into one garment. Staples tickets

to parts, using hand stapler. “Positions ticket-

" and garment part under head of stapling

fnachine and depresses pedal of machine thatv
staples ticket to part :

‘Drlves truck over established 1oute to - col-

lect. coins and refill vending machines. Loads,
truck with SupplleS' according to written
or verbal instructions. Drives truck to estab-

~ lishment, ‘collects coins, 1eﬁlls machine, and -

Pa

1ecords amount of money collected Reports :

: v v N ' N




_ cations under

malfunctioning machines to mainten‘anc'é de-
partment for repairs.
.Cares for animals under treatment in animal
hospital, for disease, injury, or for produc-
tion of serums.. Sterilizes -surgical ‘instru-

ments and other equ1pment such as rubBer .

gloves and syringes, using genn1c1des and
autoclave. Administers anesthetic and medi-
direction of veterinarian.

Bathes and brushes animals and clips their -

? hair and nalls

Attends to personal needs of handlcapped

children in school to receive specialized aca-
demic and physieal training. Wheels handi-

capped children to classes, lunchrooms, and -

treatment rooms.
physical therapy treatment; secures them in

. equipment, and lowers them into baths or

pools, using hoists. Helps children to walk,

~ board buses, put on braces, eat, dress, and
. perform: .other physical activities.

Prepares : children for -

Receives articles, such as shoes and cloth-

ing, to be repaired or cleaned, in personal
service establishment. Quotes prices and
prepares work ticket. Sends articles to

. work department. Returns finished artlcles

to customer and collects amount due.
Tends" a. varlety of machine tools, such as
lathes, drill presses, or milling machines to
machine metal w orkpleces according to pro-
-duction specifications, Positions workpiece
in fixture, or loads automatic feeding device.
Starts ‘machine, engages feed, and observes
operation. Verifies conformance of machined
workpieces to specifications, using ﬁxed
gages, calipers, or micrometer. '

Examines hairsprings for flatness and

concentricity,  using tweezers and 'loupe.,

Stretches sprmg to be sure it lies in one
plane, spacing is uniform - between coils,
and spring is free from blemishes..

Plants, cultivates, and harvests trees, shrubs,
and ornamental flowering plants in nursery.
Mixes soil with other materials, such as sand
and peat moss, to prepare plant beds, and
plants specified seeds, seedlings, or bulbs.
Fumigates- plants to kill insect. pests. Grafts
buds - onto trees of different varieties - as
directed.

Interwews applicants for employment and-

processes apphcatlon forms. Intervxews p-

[
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. . 1
plicants to obtain information, siich as age,
work experience, education, and occupational
interest. Refers qualified applicants to em-

ploying official. Writes letters to references
“indicated on application or telephone agen- ‘

cies, -such as credit bureaus and ﬁnance
companles )
Types letters, reports, stencx]s forms, ad-

dresses, or other straight copy materials
from rough draft or corrected copy. i

Level 4

]

Over 3 months up to and including 6 months

‘Verifies accur acy of loan applications and -
prepares file for each,,loan transaction. Com-

pares original application with credit report.
Approves loan and prepares check. Prepares-
loan worksheef, insur ance record, credit re-
port, and application copy for each loan,

- Operates machine to reproduce data or ruled

forms on paper from type in flat impression
bed or plates on revolving cyllndel Selects
type or embossed’ plate and sets it up on
cylinder of flat bed of machine.  Loads paper
in feed tray and makes adjustments to parts, -
such as inking rolls or ribbon and feeding
mechanism. Starts machine which automat-

ically pushes sheets under revolving cyhnd‘er

or against flat impression bed of type where
paper is printed.

~ Assists in care of hospital patlents under
~ direction of nursing - and ‘medical staff.

Bathes, dresses, and undresses patients.
Transports patients to treatment units, using
wheelchair, or’ asissts them to walk.: Drapes '
patients for examinations and treatments,
and performs such duties as holding instru-
ments and adjusting lights. Takes and re-
cords temperature, pulse, and respiration
rates, and food and liquid intake and output
as directed.

Tends one or more machines that wash eom-
erc1al industrial, or household articles,
such as garments blankets, curtains, drap- -
eries, fine linens, and rags. Loads, or directs . -
workers in loading machine with articles
requiring identical treatment: Starts machine
and turns valves to admlt specified amounts

. of water, soap, detergent bluing, and bleach.

Guards inmates in penal institution in ac-




¥

cordance. with established policies, regula-
“tions, and procedures. Observes conduct and
behavior of inmates to prévent distux
and escapes. Inspects locks, wxydow ba)

- grills, doors, and gates for signs of tamper- :

.mg Guards and dlrects inmates during work
assignments.

Controls furnace to}eh'eve intérnal stresses

in metal -objects and to soften ‘and refihe
grain structure.
onto furnace bed or packs them into hoxes
or tubes sealed thh clay to prevent oxida-
tion. Reduces heat and allows objects to cool

in f4rnace or removes objects from furnace

and allows them to cool in open air.

Drives gasoline or diesel powered tractor- %

trailer combination, usually over long dis-
. tances, to transport and deliver goods, live-
stock, or materials in liquid, loose, or

packaged form. Inspects and makes out re- .
- ports on truck condxtxon before and after

trips.

Installs circuit wiring in automobxles truck
trailers, and mobile ‘homes .for lights, igni-
tion, and. other electrical apparatus, follow-

ing diagrams and color code.,Cuts- and locates ™
openings in walls and ceiling for wire, light-

fixtures, outlet boxes, and fuse holders, using/
electric drill and router.

- frame. Installs fixtures and boxes. Connects
terminals to power source to test operatxon
of fixtures.

Pours -liquid candy into -chilled molds to

.form solid candy figures. Dumps or pours
-candy into warming pan and turns dial to

heat product to pouring temperature. Stirs .
candy to faclhtate melting and pours it into .
chilled mold. o Yo

Patrols assxgned beat on foot usmg motor-

cycle or patrol dar, or on horseback to con-

trol traffic, prevent erime or disturbance of

peace; and arrest violators. Disperses unruly
Reports to - -
scenie of accidents, renders first aid to in-

crowds at publi¢c gatherings.

jured; and investigates -causes and results of
~ accident. .Inspects pubhc establishments re:
quiring licenses to insure compliance with
rules and regul_atxons Issues tickets to traffic.
“ violators. Direets and routes traffic. -

nces .

Charges objects directly

~ vision.

» "Threads wires or -
cables through hgles and secures them to -

Level 5

Over 6 months\up to and mcludmg 1 year

Performs routme tests . in “medical Iabora-.

tory fof use in’ treatment and dxagnosxs of
disease. Prépares tissue  samples -for path—

vaccines. Carries out such laboratory tests

“as urinalyses and blood counts. using micro-
» and . similar 4nstru-
ments! Makes quantxtatlve and qualitative .

scopes, micrometers, -

chemical and biological analyses of body
specimens und'e1
technologlst or pathologlst

zation, depending on nature of busmess, to

. ologist, takes blood skmples, and- prepares. - -

I

supervision - of medxcalv

‘ Performs assigned dutxes-.m busmess‘prganl- ’

gain knowledge and experience for promo- © -

tion to management positions. Partxcxpates
in work of such departments of business as . .

credit, sales, enginedring; advertising, ac-

counting, traffic, warehousmg, or personnel, .

performing various duties: under close super-
- Observes techmques utilized .* by

experxenced workers, learns line and staff

functxons of each department, and becomes
famxhar with  management policies and

viewpoints as they affect each phase of busx- o

ness operations. - . - .

Takes dictation in sh01thand of. correspond-
ence, reports, and other matter, and tran-
scrlbes dictated aterial, using typewriter.

Performs a variety of clerical dutxes, such -

as tabulating .and postmg data in record

. books, and preparmg', issuing, and” sending
_ out _receipts, bills, in
-works in a stenographr
‘material from sound recordings. o
Receives, stores, and issues supphes and,. ;
equxpment and compxles 1ecords of supply: |
- transactions aboard ship. Vérifies that sup-
plies received are listed on requxsxtxons and
invoices. Stores, issues, and-inventories sup-
plies and equxpment Complles report of <

bigks, and checks, or
pool transcrxbmg

expenditures.

Sells men’s - furmshmgs, such as: necktxes,, L,

- "shirts, belts, hats, -and accessories, Advises
. customer on coordination of - accessories.
. Operates ‘barrel plating equxpment to coat
*_ metal objects electr1Cal]y with metal tp/bulldz
up, protect, or decorate surfaces. Places .
. ‘metal objects in' mesh container -and. im-

e




e @

merses them in cleaning solutlon Places

objects in perforated barrel, turns handle to
lower barrel into plating solution and to close
electrical . contacts. Starts flow of electric

‘current -through. plating solutiop, causing .

plating metal at anode to decompose and be
deposited on obJects in barrel

_Controls equxpment to bleach pulp. Starts

_pump and adjusts controls to regulate flow’
of pulpto absorption towers, bleaching and -
soaking tanks, and pulp Wwashers, according -

to specified bleaching sequence. Opens valves

to-allow metered flow of such chemicals as _

liquid and gaseous chlorine, causticsoda, and

- peroxide into pulp. Staarts agitators to mix

pulp and chemieals. Adjusts controls to in-

sure that-pulp bleaching meets specifications, -

following labaratory test reports.

- Assembles and adjusts typewriters and office. -
machines or subassemblies, using handtools

and holding devices. Screws and bolts parts
together, using screwdrivers, wrenches, and
other handtools. Tests operation of machines
and typewriters to detect loose and binding
parts and to determine synchronization of
related parts. Verifies tensions and clearances
of parts, usmg tension scales, and- space’and
feeler gages
Performs any combination of the followmg
duties on construction projects, ' usually
~working in utility capacity, by transferring
from one task where demands require worker
with varied experience and ability to work
without close supervision’* Measures dis-
. tances from grade stakes ind drives stakes,
stretches tight line, and positions and blocks
up under forms. Mixes concrete, using port-
able concrete mixer. . Gives direction to
workers engaged in- dumping concrete into
forms. Erects shoring and braces. Aids con-
struction equipment operators to aline and

move equipment, such as cranes, power .

shovels, and back hoes, by verifying grades

and slgnallng .operators to adjust machines ..

to conform to grade specxﬁcatlons

Coats, decorates, glazes, retouches, or tints
articles, such as fishing lures, toyg, dolls,

pottery, artificial ﬂowers,vgreeting cards,

-and household ‘appliances, using airbrush.

Stirs or shakes coating liquid and thinner,
to mix them to specxﬁed congistency. Pours

[ A
. A
. A -

~z

&

g
hquxd into airbrush container, couples spray

, gun-to airhose, and starts compressor Turns
adjusting sleeve on nozzle of spray gun to
“regulate spray pattern and presses button on
. ‘airbrush to spray coating over workpiece or

to spray spec1ﬁed designs and decoratlons on
Workplece

Level6 . -

Qver 1 ‘year up to and including 2 yedrs.

Performs dental pr ophylactlc treatments and
instruets.groups and individuals in care of-
teeth and mouth. Removes calcarepus depos-

and beneath margins of ‘gums, by using ro-
tating brush,

tist. Lectures communlty organizations. and

_other interested groups regarding oral hy-

"its, aceretions, and stains from teeth by
- seraping accumulation of tartar from teeth

a

rubber cup, and cleaning -
'compounds Charts condltxons of decay and
-disease for diagnosis and tréatment by, den-

giene, using motion plctures charts, and

other visual aids.
Keeps records of financial "transactions -of

transactions in account and cash Journals
from items, such as sales’ slips, invoices,
chetk stubs, inventory records, and requisi-
tions. Balances books and compiles reports
to show statistics, such as ¢ash receipts and
expenditures, accounts payable and receiv-
able, profit and loss, and other items, Cal-

. culates employee wages from plant records
or timecards and makes up checks or with-

draws cash from bank for payment of
wages.

Sells insurance to new and present clients,
recommending amount and type_of coverage,
based on -analysis of _prospect’s circum-

. stances. Compiles lists of prospective clients

to provide leads most likely to produce addi-
tional business. Explains features of policies
offered. Calculates rates to be applied to pol-

-icy for each prospect, using rate books.
Tdentifies stains in wool, synthetic, and silk
" ‘garments and houséhold fabrics and applies

chemical sdlutions to remove t“hem determin-.
ing spotting procedures-on-basis of type .of~
fabric and nature of stain. Sprinkles chem--
ical solvents over st¥in and pats area with
brush or sponge until stain is remaoved.

. establishment. Verifies . and entetrs details of *




Sprays steam, water, or air over spot to 'ﬂ’uehm |

“out chemicals and dry garment.

Contlols stlll from central control board,
‘to distill brandy, gln, or whiskey. Adjusts
valves to control temperature and rate of

flow of distilling materials through still andv

~ auxiliary equipment, such as stripping col-

umn, rectifier, condenser, and tribox. Ob-
serves gages, dials, and charts to insure
that temperature and rate of flow of .dis-

tillants are maintained accordlng to formula,-
Determines proof of d1st1k'fed liquor by ascer- . ..

, taining temperature and specific gravity of
liquor, using thermometer and hydrometer.

ﬁxtures for work statlons Pos1tlons equlp-»*" ,
ﬂ ment in specified arrangement -at work L e

stations. - v -
Cuts, shapes, and pohshes precmus and syn-

-thetic gems. Positions rdugh stone in, holder
“and holds stone against edge of - revolving
© saw - or lapldary slitter 1mp1egnated -with

diamond dust to ‘cut and slit” stone. Selects :

B “shaping wheel " and: ‘applies ab1as1ve com-

Inspects wool to sort and grade it according -

to length of fiber, color, and ‘degree of fine-

- . ness, utilizing sight, touch, ‘experience, and

established: specifications. Shakes fleece over

pound. Holds lapldary stick -against revolv- -
ing shaping’ wheeh and Iapldary dlsk to
shape stone and grind facets.’ : o

-

' Alters womens ready-to-wear garments as .
A1nstru(,ted Rips stitches - from darts and

seams_of section to be altered. Operates sew-

- ing machine to sew rlpped sections to cus--~

. screen-topped tables to remove dust. Picks 3

out foreign matter, such as ‘burrs, sticks,
strings, and cindlers. Breaks fleece into pieces
and inmspects and sorts them accordlng to
quality.

Sets up and operates two or more types of
machine tools,” such as lathes, milling ma-

chines, boring machine, and grinders to-

machine metal workpieces accoldlng to speci-
fications, tooling instructions, standard

methods
and tolerances, and tooling instructions,

‘such as fixtures, feed rates, cutting speeds,
" "depth of cut, and cutting tools to be: used.

ds blueprint or job. order for .

charts, .at;fging knowledge -of machining .
sproduct specifications, such . as dimensions

Positions tool in toolholder. Moves controls -

to position tool and workpiece and to set

specified feeds, speeds, and depth of g;utj

Starts,machine. Observes operation and veri-

fies conformance of machined workpiece to.
specifications, using measuring instruments, -

such as fixed gages, cahpels, and mlcrom-
~ eters.

A1 ranges layout of work stations on asse“ -

'd'ff":‘.; : ;

* bly line;, following wrltten specifications :

~ oral instructions, to prepare line for progud-

inted

tion of electronic components, such 4s,

_cireuit boards; transformer assembhes, and"
wiring hamess and eables. Reads spec1ﬁr'a- -
tions influding lists of materials and wmng'- N

.dxagrams to requisition equipment, such -as
“piece parts, tool<§, test 1nstruments ugs and

"

Ovm 2 years up to and including 4 ?/ewrs

" instrumentation, and machine tool
-controls.- Assembles. experlmental cireuitry

tomer’s measurements. Sews sections of gar- -

-

‘merit, such as hem, sleeve, or hnlng, uslng

needle and thread.

Level 7

,Plans artistic . archltectural and structural '

features of any tlass of bulldmgs and. like
structures. Sketches designs and details, -

“-using drawing instruments. Makes engineer-

ing computations involved in the strength of
material, :?.ms, and trusses. Estimates .’
quantities needed- f01 pro,]ect and computes °
cost. S "

Applies electronic theoly, punclples of elec~'
trical c1rcu1ts, electrical testing procedures,

"engineering - mathematics, physies, and. re-
lated subjects to lay"ont, build, test, trou-- .-

ble shoot, repair, and modlfy developmental
productlon and production eIectr nic equip-
ment, such -as computers, mlsgie“:‘:lontrol '
erical .

or complete prototype: model according to
engineering instructions; technical manuals,
and knowledge of _electronic systems ‘and -
components and thelr function. Writes tech-,
nical 1eports and develops - charts, graphs,’;

and schematlcs for use by- englneers in eval- .-

uating system,

" Supervises and coordmates activities of cler-

ical staff of an estdblishment. Prepares worl

schedules and expedites. ‘workflow. Reviews -’
* work ,perf_orrned

repares employee ratlngs,




and conducts employee benefit and insurance: _
- programs. Computes and compiles data and .-
prepares records and reports. Studies and

- standardizes procedures to imprgve efficiency .

of department. Coordinates work operations
of other depmtments ‘Estimates budget‘
needs.

Commands ship to transport passengers,

freight, and other cargo across oceans, bays,

lakes, and in coastal waters. Sets course of
ship, using navigational aids, such as charts,
area plotting sheets, compass, and sextant.
Detel mines geographical position. of shxp
by use of loran or azimuths of celestial bod-
ies, Calculates landfall by use of electronic
sounding devices and by following contour
lines on chart. Coordinates actlwtles of
.crew members.

Supervises and coordmates actlvxtles of pan- .
try, storeroom, and noncooklng kitchen
workers, and 'pln'chases or requisitions food-

stuffs, kitchen supplies, and equipment. In--

spects kitchens and storerooms to insure
- that .premises and equipment are clean -and
in order, and that sufficient foodstuffs and
supplies are on hand to insure efficient
" service. Examines incoming purchases for
quality. Coordinates activities of cleaning
personnel arid storage and supply workers.
Operates control panel to regulate tempera-
ture, pressure, rate of flow, and tank. level
in petroleum refining, processing, and treat-
ing units and petro-chemical units, accord-
ing to process schedules. Observes instru-
and meters .to verlfy specified condi- .
tiop§ and records reading. Moves and ad-
justs_dials, switches,. valves, and levers on

control panel to regulate and coordlnate ‘

process var iable, such as flow, temperature,.
pressures, and chemxcals as. specified. Rec-
ords results of laboratory analysis,

Installs and repairs gas meters, regu]atms,
vranges, heaters, - and l'efrlgeratms in_ cus-
tomer’s establishment,: using manometers,
~ voltmeter, ‘handtools, -and pipe-threading -
* tools. Measures, cuts, and threads- pipe and
~ connects it to feeder line and equipment. or
- appliance. Tests and examines pipelines and
_equipment to -locate leaks and faulty pipe

- connections and to.determine pressure and . -
flow of gas. Dismantles meters and regula-

T

tors, and replaces defe'ctive‘plpes, thermo-

coup]es, thermostats, .valves, and 1nd1cator N

‘spindles, using handtools,
Repairs or replaces upholdstery in automo-

biles, buses, and trucks. Removes old up- -

holstely from seats and door panels of
vehicle. Measures new p,addlng and covering

materials, and cuts them to required dimen- -

sions. -Adjusts or replaces seat springs and

~ ties them in place Sews .covering material
. togethel using sewing machine. Fits cover-
ing to seat frame. Repalrs or replaces con- -
. vertible tops. . '
 Assembles, plants, and detonates charges of = -
- industrial- -explosives. to loosen earth, rock,
- stumps, or to demolish structures facilitating .

‘removal: Examines mass, composition, struc-

ture, and location of object to be blasted, ' .
estimates amount and determines kind- of S
- explosive to be -used. Assembles primer and -

places it with main charge in hole or near

object to be blasted. Gives signal to clear

area, and detonates -charge,

Develops exposed photogl aphic ﬁlfn or sensi- v

tized paper in series of qhemlcal and water

baths to produce negative or positive prints. -

Mixes developing and fixing solutions, fol-
lowing formula. Immerses exposed film or
photographic paper in developer solutlon to
bring out latént image. Immerses negative
or -paper in’ stop- bath to arrest developer

LeVel 8

Ovm 4 Years up to and mcludmg 10 years

_Conducts expenments on substances to- de-
velop. and improve materials and produets | -

nd to discover scientific facts. Combines

_organic compounds to make new substances )
~or to duplicate substances found in nature.

_' Carries out and participates’ 1n expeuments R
" designed to develop and improve, by chem-
ical means; color, texture and strength, and
© lasting qualities of paint, _tubber, wood, dye, -
"petroleum -and other oxgamc compounds
~and by-products. Develops new -uses’ for .
" chemiecal by-pr oducts and devises new pw- ‘
. cedures for preparing organic compounds.' :

Directs, coordinates, and participates in

. motxon picture -art - Work productlon con- '

s

o

. action, in’ hypo-so]utlon to fix 1mage, and’
_in water to remove chem1cals.




c¢rned with design of sets, scenic effects,
d costumes. Plans costuming of cast.
tefers to technical literature to insure that
cenes and costumes depict aceurate repre-

ordinates efforts of 'departments to achieve
harmonious color effects in ploductlon of
color films. -

ucts for corporations, cooperatives, -and
other owners. Analyzes market conditions to
determine acreage allocations. Negotiates
with bank officials to obtain credit from

determines when -and under what conditions
to sell pr aducts.
Supervises and ‘coor dlnates activities of

serts, pastries, confections,
Plans ‘production for pastry department, ac-
cording to menu or special requirements.
"Supplies recipes for and sﬁggests methods
-and procedures to pastry workers. Fashions
table and pastry decorations, such as statu-
aries and ornaments, from sugar paste and
icings.

;Supe1v1ses and c001d1nates actnltles of
workers engaged in opelatlon of blast fur-
nace to produce molten pig iron. Directs
workers in charging furnace Wwith specified

~ coke, and llmestone Observes color of molten
metal through tuyeles or reads py1omete1

and pressure. Estimates amounts of ferro-
sllycon manganese, and phosphorous ‘to add
to molten metal to obtain specified type of
pig.iron.,

Inspects, tests, and ad1usts new and’ re-
“worked tools, dies, gages, jigs, and fixtures,

dimensions, tolerances, and hardness. Com-
putes angles, radii, and other dimensions,
.- using algebra, geometry,-and trigonometry.

on-. parts. Measures angular dimensions,

other . specifications, usmg p1'ec1s10n meas-
uring. 1nst1uments :

sentation of given period or location. Co-

Manages farm concerned with raising, har--
vesting, packing, and marketing farm prod- -

" bank. Purchases farm machinery and equip-
ment Prepares financial and other manage- -
ment reports. Confers with purchasels, and

cooks engaged in the preparation of -des-
and ice cream..

“amounts of raw mater ials, such as iron ore,

"and .orders- changes in furnace temperature

for conformance to specifications, such as -

Lays out center lines and reference points

radii dontours, clearances, thread lead, and

cates full and partial dentures, using wax
and plaster models, surveyors, tooth-color
scales, articulators, and electric grinders and
polishers.” Constructs crowns, inlays, and
wire frames by forming gold and platinum
- wire, or by casting in-mold in centrifugal

" casting furnace. Constructs porcelain teeth -

from impression, using powdered porcelain

and water, electric furnaces, grinding wheels,

and tooth-color scales. .

Repairs and maintains electrical equipment

in generating station or powerhouse: Tests

defective equipment to determine cause of

malfunction or failure, - using -voltmeters,
~ ammeters, and related electrical testing ap-
paratus.

trols,. and 1nd1cat1ng and recording instru-
“ments. Tests and, repairs sw;tchboard and
.equipment cncultry, mtelpretlng Wu‘mg
dlaglams to trace .and conneet numerous
wires -carrying cuuent f01 1ndependent
functlons

schedules in decordance, w1th know
estimated passenger travel patterns:
de51gnated pomts, and avallabxllty

patterns Prepares request for- oute use, as
~ directed by Schedule- Commlttee amd assem-
bles suppb1t1ng material basﬁd on analysis
of passenger loads and travel, 'patterns. ‘

Manages industrial or gamzatlon. Determines

* and executes administrativd pélicies through

subordinate. managers. Codx ‘dinates activities
of departments, such as: production, distii-
bution, engineering, mai tenance, personnel
and sellmg Plans and divects marketing of
product to_develop new “markets and main-.
" tain sales volume and c/ompetltlve position in
1ndust1 Y. .

Levél 9'

Overi10 years

S

Superv1ses ‘and - coo;dmates act1v1t1es of
- workeis engaged firt-/ installation, mainte-

nance, repair, Sellucmg, enlargement and '

Constructs and repairs dental appliances,
according to dentist’s’ prescuptlon Fabri-

Repairs and replaces equipment, ..
such as relays, switches,” supervisory con- -

-

/




re]ocatlon of water distribution and sewage

facilities. Analyzes trends, such as popula-
" tion and industrial growth of area serviced
to determine adequacy of current facilities,
and to forecast future community demands
for water and sewage facilities. Designs

plans to meet and sérve expanding commu-

nity needs. Confers with administrative and

technical personnel to coordinate depart--

. mental act1v1t1es with organlzatmna] de-
mands.
Provides leadershlp for professional staﬁ'

and participates in.development of academic

policy and programs of college or univer-
sity. Supervises department or division chair-

men or deans of individual colleges. Deter-

mines scheduling of courses and recommends
implementation of additional courses. Ad-
vises students on choice of major academie
" area, ,
efforts of deans of colleges and faculty. Par-
ticipates in activities of faculty comittees,

such- as. curriculum committee and- faculty‘

personnel committee.

Administers affairs of museum and conducts

scientific research programs. Directs activ-
ities concerned  with instructional, research,

and public service objectives of institutions.:

-Obtains, develops, and organizes new collec-
tions to build up and improve educational

and research facilities. Organizes and con- -

ducts field parties engaged in scientific re-
search, performing duties such as gathering
scientific papers, selecting personnel, and
securing financial support for expeditions.
~ Directs editorial -activities of newspaper

and- negotiates with production advertising,
and circulation department heads. Appoints
editorial heads and supervises work of their

department in accordance with newspaper
policy. Writes leading or policy. editorials. .

Confers with editorial policy committeé and

negotiates with production,. circulation and - |

advertising department. heads to- estabhsh
policies and reach deClSIOIlS aﬁ’ectmg pub-

~ lication,

Creates and wr1tes musical composmons

~ Invents m.,elodlc, ha_1momc, and rhythmic
- structures to express ideas musically within

“circumseribed  musical form, such as ‘sym-

_phony, sonata, or opera. Trénslates melodies,

'

and ceordinates academic advising-

harmonies, and rhythms into musical notes

‘and records notes on scored music paper.
- - Directs engineering departments of .petro-

leumi production or plpe]me company .and -
advises management on engineering prob-

lems. Reviews engineering designs for neat-

ness and accuracy. Directs ‘engineering per-

estimates, and specifications for oilfield or

pipeline constructioii, maintenarice, and mod-f ,

~ sonnel in formulating plans, designs, cost -

ernization programs. Supervises engineering

- -office workers computing budgets, compiling

reports, and conducting spemal 1nvest1ga-

tions and studies to.evaluate eﬁ’imency of,-'.

engineering programs

Administers private, corporate, and probate' )

authority delegated.by board of police. Pro-

. trusts. Examines or drafts trust agreement
. to insure compliance with legal requirements
‘and terms: creating trust. Locates,  inven-
-tories, and evaluates assets of probated -
accounts. Directs reahzatlon of assets, liqui--.
dation of liabilities, payme@t of bills, prep-
" aration of Federal and State tax 1eturns,.'»
“and co]]ectlon of earnfings. . : N

Directs and coordinatés activities of mumcl-"-;
pal police department  in accordance with

mulgates rules and regulatiops for depart-

ment. Coordinates and administers dally
police activities through subordinates. Di-

1ects activities of personnel engaged in pre-

paring budget proposals, ma1nta1mng pohce
records, and. 1ecru1t1ng men.

Plans, administers, and directs mtercol]eg1-
ate athletic. activities in college or university.
Interprets and partmlpates in formulatmg

extramural athletlc policies. Directs athletic

coaches and members . of coaching staff. Pre-

pares budget estimates. Assumes 1mmed1ate-'_ L
‘1espons1b1]1t1es for receipts and expenditures

~of department, and for production of income, -
such as scheduling sports events, and con-- -

trolling and managing ticket sales.

Develops and administers pohcles of organl— .
-zation in accordance with corporation char- -
~ _ acter. Establishes operating ob1ect1ves and
policies  for firm. Reéviews progress and

makes necessary changes in company plans.

) D1rects preparatlon of major financial pro-
-grams, such as pricing policies- and. salary
'and Wage schedu]es to msure operating effi-

v




ciency and adequate investment and dividend
returns, '
b
Procedures for Evaluating and Recordmg
Training Txme Requirements

In eva]uatlng jobs for training time, the

_questions-that must be answered are:

(1) What level of general educational-devel-

opment is required for a worker to
“acquire the background know]edge and
to follow the instructions in the spec1ﬁc
Job-worker s:tuatlons"

-

(2) How long in terms of spec1ﬁc vocatlona]

preparation does if take for a worker

of specified general educational develop-
ment to become a fully qualified worker, :
in contrast to a trainee, in this job? .

Evaluate the job tasks in térms of the tl-u"eé‘

~ categories of the GED secale. After determining

the level required.in each category, select the
higlest to express the GED for the job. Circle

the selected GED numerical level under Item 6 B

‘of the Job Analysis Schedule.

2 fully qualified worker,

_Estimate the time required for the worker,

taking the usual training available, to perfmm- :
the duties in a way to be" accepted or paid as
in . contrast to a

. trainee. Consult the range in which the SVP.*
_estimate w ould fall. Circle the selected training

time- numerical level under Item 6 of the Job -

' Analvs1s Schedu]e -

_7.1._ -
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Definition

For purposes of job analysis, physical de-
mands are defined as the physical capacities

- required of workers in order for them to per-
form in job-worker situations. Environmental

conditions are defined as those physical sur- -
roundings of job-worker situations which malke-

specific demands upon a worker’s physical
capacities. :
‘These concepts provide two of the important
criteria-for collecting and-classifying informa-
tion about jobs, and the resulting data play a

significant role in exposing potential workers

to a maximum of appropriate job opportunities.

The physical requirements of a job are de-

fined in terms of six physical demands factors.
In addition, the important efivironmental con-
ditions under which the jobs are performed are
expressed by seven environmental conditions
factors. Illustrative job-worker situations for
these factors are provided to assist the analyst
in collecting these data. ‘

[ A

Physical Demands Factors, Definitions,
and Ilustrative situations

This factor is expressed in terms of sedentary,

light, medium; heavy, and very heavy, and is

- measured by involvement of the worker with
“ one or more of the following activities:

a. Standing, Walking, Sitting

Remaining on one’s feet in an

. Standiﬁg —
: upright position at a work

Ast'a‘tion without moving about,

Walking — Moving about on foot.
Sitting
C seated position.

b, Lifting, Cm"rying,'Pushin-g,‘jP'uI}ing
Liftin,g' — Raising or lowering an objéct

cludes upward pulling). .

a

7

Cm'rying——Tl'allsp01;ting. an object, usu- -
~ally holding it in the hands
or arms, or on the shoulder.

Pushing — Fxerting force upon an ohject .
so that the object moves away
from the force (includes slap-
ping, striking, kicking, and
treadle actions). o

— Exerting force upon an object
so that the object moves to-
ward - the force (includes
jerking). : '

P;tlliﬁg

Lifting, pushing, and pudling dare expressed
in terms of both intensity and duration. Judg-
ments regarding intensity involve consideration -
of the weight handled, position of the worker’s
body -or part of the worker’s body used in .
handling weights, and aid given by helpers or

~ by mechanical equipment.

Duration is the total time spegt by the worker
in carrying out these activities, Carrying most

“often is expressed in terms of duration, weight

carried, and distance carried.

Care must be exercised in evaluating johs in
the strength categories, particularly in inter-
preting the torce and the physical effort a_
person must exert. For instance, if the worker
is in an awkward position while crouching, he

" may experience as much * difficulty pushing a

— Remaining in_the .normal”

from ope level to another (in- .

illustirated be]qw.

5-pound force as he would exerting six times

‘that force pushing at waist height. -~

Also, if he is required conﬁuously to lift, -
push, and pull objects weighin 5 pounds or to
carry these objects long distances, the worker

may exert as much physical effort as he would

in occasionally or even frequently lifting, push-

_ing, and pulling objeets twice as heavy..or in -
. occasionally carrying these objects over shorf

distances. L

The five deg‘rées'of. ‘Strength are déﬁue_d and

Sedentary Work

Lifting 10 pounds maximum and occasionally. B
lifting and/or carrying such articles as dockers,

ledgers, and small tools. Although a sedentary

job is defined as one which involves sitting,.a -

. certain amount of walking and standing is often . '

°
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necessary in carrving out job duties. Jobs are

- sedentary if walking and standing are required
only occaslonally and all other sedentaly cri-

tOl ia are met,

Situations HNlustrating Sellentafy Work

Sits at bench and inspects ﬁndings- and
finished pieces of jewelry for size, flaws, and

“defects in plating, using scales and tweezers.

ltems to be inspected are brought on a'tray to

_the w mkel and weights lifted are negligible. -

Repairs defects in hosiery by hand, using
needle, thread, scissors, and mending cup, all of

which w elgh only a few ounces. Sewing is gen- -

erally Cdllled on while sitting. ]
Sits at desk most of day, takes dictation and

transcribes it on typewriter. Occasionally walks -
- to various parts of (lepaltment when called

upon to take dictation, and carries papers and
materials of negllglb]e weight:
. Sits at duu\ ing board and walks occamonally

CAaulcs negligible weights such as papers, in- - .

struments, and books.

Light Work V i e R

10 pounds. FEven though the weight lifted may
be only a negligible amount, a job will be i this

categon (1) when it requires walking or btd]ld- '

ing to a significant degree; or (2) when it
requires sitting most: of the time but entails

‘pushing zyld pulling of arm and-or leg controls,

Situations Illustrating Light Work

- Lifts cans, jars, or bottles from cardboard -
carton and places -them on canveyor.

removes
filled or capped containers which weigh ap-
proximately 2 or 3 pounds maximum from one
onveyor belt and places them on anether. Main-
tains a rapid constant pace to keep up with
speed of filling or capping machine.

Constantly stands to set up and operate ma- .
“chine that cuts g1 ‘ooves in. wooden parts. Con-

tinuously lfts, pulls, pushes, and - carries
lumber, frequently weighing 1 to 5 pounds and

occasionally as much as 15 to 20 pounds to feed

: 1t into the machine. , _
Walks and stands constantly while arranging

‘records in file cabinets, drawers, boxes, etc. Sits

-

occasionally to sort papers. Weight lifted does
not have to meet certain criterion because
greater part of day is spent walking and stand-
ing, and pushing and pulling file drawers.

Stands  and walks behind counter of variety
store al] of working day wrapping and bagging
articles for customers. .

Medium Work
Llftmg .)O pounds maximum with fr equent lift-
ing and/or carvying of objects wclghmg up to .
25 ]bs _ . ‘

Situations Illitstrating Médiuin Work

Fabricates articles . and equxpment out of

" sheet metal, occasionally carries tools and sheet:
. metal,

-weighing 50 ‘1bs. maximum, to work-
bench. Lifts sheet metal to workbench and
machine, -and pushes and pulls it mto proper,
posmon.
Carries lumber, velghmg up to 50 pounds, :
from supply room to workbench, a distance of

- approximately 20 feet. Stands greater part of

Lifting 20 pounds maximum with frequent -
lifting and/or carrying objects weighing up to

73

day, bending, and lifting lumber.. Pushes -and

pulls lumber on workbench or machine.
Lifts, pushes, and pulls %0 -jack up automo-.

bile, to remove tire from wheel, and to remount

~ tire on wheel. Most tires w eigh z\pploxlmate]y :
25 pounds, but scldom \\elgh moye than 50

pounds, and wheels are rolled instead of car-
ried to repair work area. S

Assists in lifting patlente pushmg httels,’_,
and pulling sheets in mal\mg’ l-eds Wa]ks and
stands constantly

Walks and- stands contmuously when dis-
mant]mg testing, adjusting, 1epaumg, and in-
slalling engine parts of. an aircraft. Lifts and
carries parts of engines weighing from 25 to
50 pounds for inspection and répair. Pushes
and pulls compogents into position. '

Heavy Work

ertmg 100 pounds maximum vnth flequent
lifting and/or carrying of ob]ccts W elghmg up
to 50 pnunds L !

°o

Suuauons Illustratmg Heavy Work

- Digs trench to specified. depth and w1dth '
whlc_h _mvo]ve_s a consta_nt cycle of pushing -




shovel into' earth and lifting, carrying, and
throwing shovelsful of earth onto a pile. Shovel
often is raised to shoulder height and weight
lifted is concentrated- at its end. Shovel and
earth weigh approximately 20 pounds, but the
continuous effort involved requires strength
compai-able to that required by frequent lifting
up to 50 lbs., and occasional lifting up to 100

1bs.

Lifts and carries metal weighing 35 to 50
pounds to.charge furnace. Frequently pushes
. and pulls from awkward crouching position to
turn metal in furnace with tongs. Periodically

.

Wlthdl aws metal from furnace and carr eS"l’t‘" anchor_handhng gear, ventllatlng and ﬁreﬁght-'

with assistance to forge.

Flequent]y llfts and carries pipe and pipe
connections welghlng 50 lbs. and occasionally
up to 100 lbs. and with aid of helpers, fits heavy
pipe ‘assemblies into place. Stands, stoops, and

- crouches while reaching above and below

shoulder height to pull pipes into position and
grasp pipes and tools. Pushing and pulling
heayy objects from awkward positions requires
more strength than performing these activities
from a normal position. Pushing weights to
above shoulder height involves greater force
than lifting weights to waist level.

Stands all day to mix pastry. Lifts and car-
ries 100 lbs. bags of flour about 20 feet from
stack to mixing bowl. Turns and stoops to lift
sugar and shortening each weighing 50 lbs
f1 om lower tier and drums.

Pushes handtruck up -and down warehouse,

aisles, to fill orders, stooping and lifting cartons

refrigerators, and machlnery, many of whlch-

weigh in excess of 100 lbs.

Loads and unloads trailers and semi-trailers
with produce, such as crates of oranyes, celery,
tomatoes, and lettuce, welghlng rom 80 to
110 pounds. ' B

Performs any or all machlniﬁy .hand opera-
tions necessary to fabricate and assemble boil-

ers, tanks, vats, and other vessels made of

heavy steel plates weighing up to 120 pounds.

Installs ship’s steam, diesel, or electric pro-
pelling’ and auxiliary machinery and equipment,
such as pumps, cargo-handling machinery,

ing equipment, steering -gear, and armament.

2. CLIMBING AND/OR BALANCING

or items with average weight of 65 lbs. and -

placing them on truck: Pushes items to wrap-
ping area. Lifts cartons from truck in order to

complete packing, wrapping, sealing, and label-.

ing for shipping. Lifts cartons to skids for
shipping.
S Very Heavy Work

Llftxng objects in excess of 100 pounds w1th
frequent Jlifting and/or carrying of ob]ects
'-Wexghlng 50 pounds or more.

_ Situations llllustrating Very Heavy Worrkv R

Usually Loads and unloads truck when trans-

Clzmbmg — Ascending or descendlng lad-

ders, ~ stairs, = scaffolding,
ramps, poles, and the like,
using feet and legs and/or
hands and arms.

Bal(mcmg —_ Malntzunlng body equlhbl ium
to prevent falling when walk-
ing, standing, crouching, or
running on narrow, slippery,

or ematlcally moving sur-

faces; or maintaining. body
equilibrium when performing
gymnastic feats.

For chmblng, the emphasis is placed upon body

'aglllty, for balancxng,,,lt is placed upon body

equilibrium.

 Situations in Which Clinibing and/or Balancing

are Important

Continuously steadies self and maintains
equilibrium on erratically moving railroad
dining car when serving meals to passengers.

Balances constantly on a slippery, erratically.

moving, ﬂoatlng barrier (boom) of logs to
call out different owners’ maxks as the logs

' float past.

~ porting or delivering articles, such as furniture, -
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Climbs poles to 1nstall ma1nta1n, and repalr
telephoné, telegraph, and electrical power lines. :
~ Must maintain equilibrium while at top of pole. .

Constantly maintains equilibrium while danc- g
ing and performing difficult gymnastic' feats. .
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: k Situations in Which_ Climbihg and/or Balancing

are Present but not Important

Performs variety of,'household duties includ-

. ing scrubbing walls and washing windows,

which involve only occasional climbing of "lad-
ders. : ’ ‘

“repair interior and exterior of motor coch
body. These activities do,not require more than
a.minimum amount of balancing. C

-Serves food to patrons of restaurant. No
unusual equilibrium ‘required. Differs from
maintaining ‘balance while serving persons in

" dining car. - o s

3. STOOPING, KNEELING, CROUCHING,
 AND/OR CRAWLING
_Sfooping

~ waist.

Kneeling -— Bending legs' at knees to
' - come to rest” on- knee or
knees.

‘Crouching — Bending body downward and
forward by bending legs and

spine. -

Crawling — Moving abojut‘.o:n hands and
knees or hands and feet.

The activities in this factor involve “full use -

of lower extremities as well as back muscles.
Situations in Which Sioo‘pin‘g, Kneeling,
Crouching, and/or Crawling. are Important .

Stoops, kneels, crouches, and /crawls to sweep
and scrub floors. Involving .continuous use of
back and leg muscles, Frequently stoops to
dispose of waste and litter and to polish fixtures
and fittings. | :

‘Continuously stoops and crouches to remove

‘weeds from flowers or crops by hand or with
_hoe. ' ' o

muscles. - ‘ L . _
Operates concrete wall’ grinder to remove

" ‘bumps and rough spots from_,exp0seAd'concrete_ o

;_\\

Occasionally climbs a few feet to inspect and ,

.— Bending body dowvn'w"a'rd', and - -
~ forward by bending spine at

‘Frequently, stoops and crouches to -load-a'nd_‘
unload boxes, bales, and hogsheads onto and
from vehicles, making:fu.ll- use of back and le'g.~

.75 .

surfaces in kn'eeling'. position for sustained

. periods when working on surfaces of structure -

which‘ are below vyais_t level.

Situations in. 'Whiéh Sldhpi_ng,_ Kneeling,
Crouching, and/or Crawling are Present
but not Important -

Ir‘l-'tei;xr'litteﬁtiy stoops during wOrking day to

sort - inner tubes according to color. Stoops - -

slightly from either standing or sitting position
when reaching for inner tubes in order to cut -
valve pads from them. This activity does not A
involve any unusual ‘demand upon back and

- leg muscles,

’Occasionally‘.s_todp_s to handle ‘fbod,' u"t’enSils, o

- 'and cutlery when inspecting food preparation.
* Stooping activities are incidental to primary - .

job duties ofplanning mehls and’ supervising

cooks. _ S -

4. REACHING, HANDLING, FINGERING,
 AND/OR FEELING = = . .
Reaching — Extending the hand(s) and
" arm(s) in any direction. -

‘ H«ndlz’ng J—'Spefzing, holding, grasping,

turning, or otherwise work- -

ing with hand or hands (fin-

gering not involved). -
Fingering — Picking, pinching, or other-
wise. working ' with fingers
-primarily (rather than with
" wHole hand or arm as i
handling).” . ;7. : :

. Fecling - — Perceiving attributes of ob-

- Jects such -as size, shape,

temperature, or texture by =’

means ‘of receptors in skin,

particularly those of finger ,

tips..
Situations in ‘Whic.h Redching, .Handling,‘_
Fingering, and/or Feeling are Important.

- Turns and‘regulates valvgs,_ pumps, and flow- -
meters in production .of chemical solutions of

- specified strength requiring full use of arms

and hands in rapid and frequent movement. .

- Writes or usés typewriter to address enve-

lopes, cards, packages,r and similar ite'ms."_ _




Reaches in variows directions to grasp mate-

rials. Holds and moves pen so that handwriting -

will be clear, concise, and in proper space for

y

- Writing is o y' at short intervals and consists

of entering names, dates, etc., in spaces on

.r_appointment book or pad. Speed is not required.

each readlng by post office employees. When

" typing, uses fingers constant]y and skillfully.
Interimittently reaches and handles to . place
envelope or paper in typewriter and to remove
it when typing has been completed.

Carries guests’ heavy baggage to and from :

hotel rooms, unpacks sample cases, and arranges
contents on racks or shelves in sample, rooms
using full and frequent reaching and handling
arm-hand functions.

In making tailored garment constant]y
reaches, handles, fingers, and feels to measure

customer, and to cut individual patterns with-

scissors to measurement, mark outlines on
materials with chalk, cut matérial according
‘to lines with scissors or electric cutter, assem-
ble garment parts by handsewing, fit basted
garment .on customer, and perform machine
sewing ‘to finish it. '

Pulls out weeds by hand, or cuts- out weeds
with hoe making full use of upper. extremities
in reaching, handling, and fingering movements.

Sets up, operates, and adjusts machine tools
to make and repair metal working dies, molds,
fixtures, ete. Uses fingers to. feel parts for
smoothness. Reaches for, handles, and fingers
tools, micrometers, and calipers.

Situations in'Which Reaching, Fingering,
and/or Feeling are Present but not Important
Supervises and coordinates the wo_rk of
kitchen employees, occasionally handling writ-
ten materials in preparing requisitions for
supplies and in planning meals.
Records footage and grade of lumber called

Controls valves, .at. directed . intervals, at
river pumplng station using narrowly restricted
range of arm or hand reaching and handhng
movements :

5. TALKING AND/OR HEARING
Talkmg — Expressmg or exchanging ideas.
- by means of spoken word. -
Hearing — Per ce1v1ng nature of sounds by
" ear. o e

. Talking  is important'for those activities in -

~or important spoken

which the workers must impart oral informa-
tion to clients or to the public, and in those

activities in which they must convey -detailed
‘instructions to other

employees accurately, loudly, or quickly.

Hearing is important for those activities which
require ability +to receive detailed information
through oral communication, and to make fine -
diseriminations in sounds, such as when mak-

_ing fine adjustments on running engines.
. This factor is not important in activities in -

which the worker may receive oral instruc-

" .tions_only for a few times daily and does not

give any instructions or engage in other than :
very short conver satlons ‘

Situations in Whlch Talkmg and/or Hearmg
are Important

Gives information over te]ephone in answer

- to questions: Talking and hearing areé, there- -

fore, essential requirements.
Talks - continuously, exhorting passing p'ub-,'

~ lie, describing attractions, and emphas121ng

out by another worker by noting figures ‘while -

holding chp board and pencil. Smal] precise.

writing is not demanded.
Delivers and collects departmental ma1]

features of show.

Talks w1th patlents concerning food, d1ets,.
and menus; and with emp]oyees to frain them

_in food planning, preparation, and serving in :

which requires narrow]y restricted - range of

arm, hand, or finger motions. Duties may be
,performed with wrist or stump on one arm.

Receives callers and refers thém to proper.

persons by recording names of callers, time

~of call, nature of business, and future appoint- -

ments. Activities can be performed with a.

llmlted range of hand, arm, or- ﬁnger motlon A

accordance “with dietary standards and hos-
pital procedures : ‘

Situations in Which. Talkmg and/or Hearmg
are Present but not Important : N

“Scours and cleans marble ﬁxtures and trlm o
in a hotel or office bu11d1ng receiving on]y short :
oral 1nstructlons :

Makes statistical calcu]atlons in regard to .

) _penslon and. 1nsurance “plans. Abl]lt\\fo speak

7(,

c.ﬁ
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and hezu is not 1equ11ed to cauy ‘out thls
activity.” .

Opelates drycleaning mathine to clean gar-
ments, draperies, and other articles, utilizing
knowledge of cleaning processes, fabrics, and
colors to determine proper procedure. Any
exchange or oral instructions are -incidental

to primary dutles in opelatmg drycléaning -

- machine.

Carries test loads of grain samples flom
cars being unloaded, and from mills during
milling process to laboratory for chemieal
analysis bringing back analysis report to su-
‘pervisor, Amount of ‘talking involved in
worker’s contact with chemists al.d super-
visor is no more than for average production

worker who receives oral instructions only a’

few times -daily and engages m only short
conversations.

6. SEEING

Seeing is the abllltydto pelcene the nature of

objects by the eye. The Impmtant aspects of

vision are:

Aculty, far — Claritj' of vision at
20 feet o1 motre.
“Acuity, near

20 inches or less.

Depth Pe)ceptlon —_ Thlee dimensional vi-

sion. Ability to judge

distance and space
-relationships se as to
see objects where and
as they actually are.

~—- Area that can be seen
up and down or to
right or left while
eyes are fixed on a
given point. . '

Field of Vision

Accommodation — Adjustment of lens
of eye t& bring  an
objeet into sharp fo-
cus. This ' item: is
- especially important
when .doing . near-
point work at vary-
ing distances from

-

‘— Clarity of vision at

Color Vision ——-Abi_lity to- identify
and distinguish col-

- ors.

Seeing is important for . those activities in
which good eyesight is required for production
and/or safety of self and others. There are two .
kinds of activities in Which seeing is impor- -
tant: (1) hazardous jobs in which defective
seeing -would rgs‘:]lt in injury to self and

- others; and (2) jobs in which special and

minute accuracy, in§pecting,_and svortihg'_ is
demanded : »

Seemg is not s1gn1ﬁcant in-all situations Where
vision is required. However, when a high de-
gree of visual efficiency is required, this factor -
is impor tant. The effects of intense and contin-
uous seeing demands on visual efficiency (accom=

modation primarily), and visual demands made-

by moving- machinery and other objects (field )

of vision and' depth perceptlon pr 1manly) also
should be con51de1 ed. . :

ASuuauons in Which Seemg is lmportam

Pilots awphne to t1 anspmt passengers, mall .
or freight, or for other commercial purposes:
Normaley in all visual aspects is .required. .
Near acuity and aceommodation are required
for close inspection of instruments and to read -

“charts. Far acuity, depth perception,.and field. '

of vision are required for take-off, watching
for landmarks, and landing. Color vision is

" required t¢ recognize red and green lights -on

instrument panel and colored landing signals.
Tends machineé that shapes and dries hose:-
Accurate alinement of stockings with marks-

' on forms demands normal, near‘visual acuity,

and accommodation. Continuous close inspec-
tion requires ability to bring stockmgs mto
sharp focus without blurn ing.

Drives’ bus to- tlanspmt passengers -over
specified routes: Normalcy in all visual aspects

-~ is required to drive bus carefully and in com-
‘pliance with traffic regulations, Depth percep-

tion, far visual acuity, and field of vision are’
required to judge distance and avoid accidents
with vehicles, pedestrians, and other obstacles.

Near-point visual acuity and accommodation

. are required to read instruments on dashboard

and to shift vision suddenly' from .dashboard
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\ to distant objects. Efficient color vision is re-

uired to react quickly to traffic lights.

Cuts multiple layers of fabric into parts:
Narmaley ‘in s__ust:ained near acuity and accom-
moXation are required to guide electrically

" pov red cutting machine through layers of

fabric along chalk lines or around pattern
pieces. Worker must continuously keep chalk
lines,or pattern in sharp focus without blur-
ring.

Repairs and services office machines: Near
acuity and accommodation are required in

inspection and adjustment of very minute-

parts. In addition, sustdin viston is_required
in alignment of parts. \

Designs, lays out, and prints letters and

designs’ to make signs: Good color vision is .

needed to mix paint and pigments to get de:
sired colors. Good accommodation and near
acuity are required to lay out letters and trans-
fer designs. Must exercise care in alining let-
ters evenly, making them same size and filling
in marked letters with specified color.

Reads typescript or proof of type setup to

" detect and mark errors: Near acuity and good

accommodation are required for continuous
reading of typescript. or proof of type setup

_to detect and mark for correction, typograph-

ical, grammatical, or compositional errors.

" Situatidns in Which Seeing is Presemv L
but Not Important
0 a

Drives and controls farm tractor to till soil
and to plant, cultivate, and harvest crops: Uses
some depth perception, far visual acuity, and
field of vision. Minor defects in these visual

aspects are allowable because the tractor is’

driven slowly in an -open field and driver does
not have to pass other. cars, observe traffic

lights, or drive’ within specified traffic lanes..
In cultivating and harvesting processes ‘may
veer from course without mishap other tham °

damage to small part of crop.

.- Inserts printed matter into folders or .enve-
Topes: Brief intermittent reading of printed or
typed material is needed in order to insert
material in envelopes for mailing or sorting.

Only gross near-point vision is required for.
. thig activity. : : '

TR

- Measures curtains,’ draperies, and- bed-

spreads to determine if lengths meet specifi-

cations and pins hems_ in them, using layout

_ table: Gross acuity and accommodation are’

required to “adjust layout machine, to clamp

" bottom of curtains or draperiés to straight-edge,

varying length of material against scale, and"
to fold and pin edge of material to make hem.
Demarcations and figures on scale are of easily
readable size and color, and measurements do
not have to be made to close tolerances.

Applies paint, varnish, or enamel to exte-
riors and interiors of industrial plants or other
structures: Worker does rough painting on
such structures as barns, sheds, fences, and
highway guard rails. Uses large brushes and
usually works with only one or two - colors.
Precision, such as is involved in tracing, let-
‘tering, shading, or working on very small
surfaces, is not required in this situation.

Tunes pianos in private and public estab--
lishments: Vision is not required in testing
and adjusting strings’ of piano to produce
proper sound. Tuning is carried -out by use of

_tuning fork and adjustment of tuning ham-.

*mer. Both of these activities involve feeling
and listéning rather than seeing.

Operates and maintains stationary engines
q.nd mechanical equipment: Makes use pri- |
marily. of moderate degrees of near acuity and
accommodation to observe large dials, meters,
and gages located at varying distances from
eyes and to make minor repairs and adjust-
ments to equipment. ‘Imperfections in all of

" these visual aspects are allowable because dials

are large, adjustments do not require close
sustained inspection, and reading of instru-
ments is intermittent and not sustained.

1

Environmental Cond{tion-é Factors and
Ilustrative Situations

1. INSIDE, QUTSIDE, OR BOTH

Inside — Protection from weather condi-
™ tions but not necessarily from
_ temperature changes.
Outside — No_ effective protection ~from
' weather. : ‘




— Activities occur inside and out-
side in approximately
amounts. :

I,’ulh.

’

' 5ilua‘ious Illplélralillg Inside Work

"~ Assembles electric modors in enclosed assem-
biy area of industrial plant: Plant area may
he drafty or stuffy depending on season and
outside temperature. Worker may léave build-
ing to visit cafeteria or other facility

remains inside at his work station virtually

A FuiToxt Provided by ERIC

cagainst  temperature changes,

sionaliv,

100 percent of {ime.

Crates eggs in Open-sided shed on poultry

farm: Roof protects worker from incliment
wealher and affords some degree of pr otectlon
although' not
front. wind or dampness. ’

Drives truck betw een distant cities or ship-
ping points from enclosed cah: W mdowq)m\
he opeared or closed dependmg on driver pref-
crences.. Driver may alight from cab ocea-
but reniains inside ne.u*lv 100 *pmcent
of time, .

'S'luyuliuns -IlltlSlraling Outside \\"orkv'

Fle( s and 1e|)‘m.s electrie- ])0\\ er lines, otten

" in inclement weather and at any time of night

or diy, although canvas tent may be used dur
ing rain or snowstorms,

Delivers mail to resident’ial'-n'eus often in/
Ainclement weather, spending only 2

25 percent
of time sorting mail in post office and rid-
ing bus to and from beginning of mail route.
Picks field crops, frequently in heat of sun,
vontinuing during light rainstorms. Usually
works during gr ow ing seaqon coincident w ith

" mild w onther

. o

Situations Hlustrating Both

Drives- deh\ ery truck over eatabhshed route,
ahghtmg al each stop to unload deliveries:
Loads truck at start. of route. Spends about
half of time in enclosed cab of tr ud\, 1emamder
of time out of doors. '

0y

Pmnta interiors. .md oxtonors of 1-es1dent1al
and commercial structures, usually \\m]\mg'

»

indoors (Immg mclement weathel' . RN

k3

o

Tect prowlers, fires, or hazards:
S rior ¢

equal -

bhut,.

' %10nallv '

Patrols premises of indusirial plant to de-.

Climbs exte-
atwalks to mmspect roof areas and such
;1])]’)_urtc'nan<-.es as
Patrols parkin

exierior

cooling towers., lot, interior

_eorridors, and working areas on-regular sched-
ule, Spehds approximately ha?f of tlme mdoms

-

[ P

2. EX’I‘I{EMI‘ COLD WITII on WITI[OUT
TE\lPl‘ RATURE cuAl\GFS :

' a{nnu (,old L - ’I‘empe -ature suf-
. ' ficiently. low - to
: cause marked bod-

lly dlSCO!TlfOl‘t

. e

Te m/u rulzu t Clmn (/(w —_ Val latlons in tem— :

< pel awmch ac-

company

) .+ ficiently,

. S S and - alupt

'i] v -reactiqr_js.

. . . -
-

Sitwmtions in Which Extremé Cold Wlth or’
Wnlmul Temperature C hannes |s'€i’mporlant

Stores jce in eold-storage room,

. Wor l\\ in cooler room, usuallvbl\ept at ap-
while - Luttmg up bee f car- -

pm\mmte]v 100,
casses mto standard cut.s

Al

Stores ice cream in lnndenmg room to sohd-

ify and keep it in good condition, and removes
it for delivery and shipment: Worker goes m
and out of room c-onst.mtlv

’
v

Situations in Whldl Cold Wllh or Wllhout ,
Temperature Changes is Present l)ul not
Important

Assists pcmm\ bet\\ een curb and door of
“an establlshmont -

.
ImeIles cold items dmmg prepamtlon and
serving of soft drinks and ice-cream dishes,

lnndlmg such items. . -
~Works at normal room tempei'atm‘e. acen

handling cold items w h11e '

and qellmg meat Ag »

air;conditioning’

. extreme
% .cold and are suf-.
marked
to
_ cause marked bod-

isplay g )

~

-

but works at norrial room tempe 1tm1;‘e while




ALl

. 8. EXTREME HEAT WITH OR WITHOUT

. TEMPERATURE CHANGES
T EatremeHeat '

cause marlked bod-
Coly dlscomfoxt

Tcmpm ‘wture Changes — Variations in tem- -

e Tempelature suf-,
-~ficiently high -to

'Humtcl Atmospherm conditions with -

- moisture content sufficiently -
high to cause marked bodily -
dlscomfmt ,

Included in this factor are condltlons in'which

the kaer has. contact with water or-other

- perature whichac-

company extreme

ciently

and a.brupt to

.cause mar led bod-~
iy 1eactlons

_ Sltuatlons in Whlch Extreme Heat thh or
Without Temperature Changes Is Important

heat and are suffi-
marked

S liquids and/or works in an oppressively humid
“atmosphierg, .such as the slashmg department

of a cotton-textl]e mill or the wet—cleamng '
room of a‘ drycleanmg' plant, .

Sltuatlons in \Vlnch Wetness and/ or Humldlty
are Important

Presses gar ment using plessmg machme and i

s constantly exposed to oppressive humldlty'
“-resulting from- steam’ emitted by pressing ma-
_chme and by damp g'u‘ments whlch are bemg‘ ,
- ironed. : -

 Works- close to. hot stove dunng cooking

.. operations while carrying on various act1v1t1es

such as agltatmg, testing, and dlammg cooke

-ing mixture.

Chalges fulnace, turns billets m furnace,'

and withdraws heated billets.

Works constantly around hot tumblers . in’
‘laundry room reaching in and 1emovmg a1t1-

cles when partially - cooled
“Controls movement of machine that spleads

Loads damp a1tlcles into tumblels Removes o

- hot, dried articles ftom tumblels Atmosphele,;
i wet and humld -

Situations i in. Which Wetness and/or Humldlty

_are Present but not Important :

* hot asphalt on streets and roads and is sub-

~jected to intense heat produced by hedting
‘ mechamsm of machme :

_ Situations in Which Heat With or Wlthout - |

‘ Temperature Changes Is Present but not ..
_ Important :

Patrols outsxde swxmmmg pools and beaches ‘

during hot summer months.

Shaves, - shampoos gnes faual massage and
applies tonic-to hair of patron in a- ba1be1‘ ,
shop:- Hands come in ‘contact w ith watel for -
on]y short peuods of time. : :

‘Computes cost of customer’ s laundly Sm-'
roundings may -he somewhat humid but. not

-uncomfortably so, because worker is not usu-

ally in close proximity to watér and steam-

-producing laundry machines.

.Makes short trips into lkitchen catrymg "

dishes from dining room working primarily in-
dmmg room, clearing, and setting tables, rather_'}

than near stoves in kltchen.

Performs a wide varijety of duﬁes on a gen— -
' 5. NOISE AND/OI{ VIBRATION

* eral farm on which livestock and field clops'

are ralsed

4 WET AND/OR oM o
AWet
hqmds. ’

-wContacg Wlth water or othe1 -

80 "

"Sprays pamt ot glaze on finished pottety

: poxcehm ware or unburned terra cotta blocl\{
~ While this job requires the individual to work

constartly with liquids, it is not necessary for
him to have his hands in the liquids, nor would

" the working ayear be considered sxgmﬁcantl\ '

humid.

For thlS factor to be primary thete must be -
sufﬁment naise, -either constant or intermittent, -
to cause marled distraction or possible hear-
ing loss and/or sufficient vibration (which is

_the production of an oscillating movement or ~
“strain on.the body or its extremities from re- -

Toe
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peated motlon or shock) to cause bodlly harm
" if endured day after day.

Do not .consider this factor important un-

]ess the noise reaches 80 or ‘inore decibels. See

tab]es on }page ‘

| Sltuatlons Hlustiating Noise and/or Vibration

Operates compressed—alr, rock-dn]hng ma- °

chine to drill holes through hard materials:
Exposed to contmuous vibration plus noise of
apprommate]y 130 decibels. . .

Operates flame-spmmng machine for spin-
ning thread out of roving: Noise levels in -

~ large spinning rooms with many frames in
operation at once reach approximately 105

decibels making convelsatlon impossible, ex- '

. cept by shouting.

Operates a tractor to scoOp up earth: Is.
subject to intense vibration while scraper is
forced into ground and while tractor is driven
forward to fill scraper with dirt, In excavating
and transporting earth, tractors are frequently
driven;over bumpy ground, resulting -in Joltlng

sufficient to cause possible bodily harm if en- ‘

dured day after day.

Rlvets structura]-stee] members by spzead-
ing rivet shank and shapmg the head with

pneumatic hammer.- reams misalined rivet

holes with electrically driven or hand-reaming
tool. Riveting and construction operatjons
reach approximately 130 declbe]s 1nten31ty

+ Situations in Which Noise and/or Vlbrauon .l
- are Present but not Important '

" Brills holes. in. picture frames: Opelatmg a

small- electric drill subjects worker to noise ;

of approximately 65 decibels.

" Solders parts 1nto .circuits of - radios and
other electronic devices, working in ]arge room -
“with other solderers: Sound in room is ap-
proximately 60 decibels intensity,

Types on.manual  typewriter: Is subJect to
‘moderate sound of approximately 70 decibels

‘intensity, an amount not considered to be

fatlgumg, while performmg duties or dn‘ect-
ing- group of typists,. : :

o

6. HAZARDS

~ Conditions or sﬂ:uatxons in which there is dan- -
'ger to life, health or bodﬂy mJury This cate- _

Yafd'3 lio

gory mc]udes a varlety of physical hazands,’
such as proximity to moving meehamca] parts,
e]ectrlca] shock, working on scaffo]dmg and
high places, exposure fo burns and radiant
energy, exposure to all types of explosives, and
~ exposure to toxic chemlca] and bxo]og'lcal
4Za.gents ‘

Sltuahons in Whlch Hazards are Imporumt

- Demolishes parts of bulldmgs to reach and

combat fires and- rescue. persons endangered by

fire and smoke and is exposed to burns, fumes,
smoke, and’ falling objects. .

Repalrs energized e]ectrlc lines and is sub-
ject to falls when climbing poles and to serve

burns or e]ectl ocutlon

Blasts rock in quarry and is exposed to dan- -
-ger from explosives and flying fragments of

» Toek. Worker must retreat to place of safety

after hghtmg fuses with match or squlb

‘Sltuanons in Which Hazards are Pg;‘\ent '
but not Important

Cooks in hotel kltchen sub;ect to possnble
slight burns from. stove . and hot grease when -
cooking foodstuffs, and to minor knife cutg in ,
preparing food for cookmg or 1mmed1ate table:
use. : :

Delivers telegrams, usua]ly by blcyc]e and is,
subject to- ordinary hazards of traffic.”

* Performs .domestic duties in home and is

subJect to oxdmaly household hazards -

7. ATMOSPHERIC CONDITIONS

These following condltlons affect the lespna- .

t01 y system or the skin,

FPumes — Solid particles generated by con-
densation from the gaseous
state, generally after volatiliza-
tion from molten metals, and -

. often accompanied by a chemical
-reaction such as. oxidation, For
‘example, cadmium, lead, magne-
- giam, - manganese, and zinc

o fumes are toxic and may cause.
e metal fume fever. -

Odors -—-Noxmus nontoxlc smel]s



Typieal Overall Smmd Levels t

leen Dlstzmee fnom Nonse Souﬁ'ce

~

e e | e e s o e s 7 1

Envn onmental

- Decibels
AL - - =140-

., oO-Hp Siren . ' - (100%) R
-84 At Take-Off (80" from Tail)| - . :
Hydraulic Press, 39 -~ -130-
Large Pneumatic Riveter (4') N

. Pneumm:w Chlpper I (5") o

. e -120-

‘Multxple Szmd Blast Umt Lo {4) '
Trumpet Auto Horn B C A1 ’

." Automatic Punch Press (3) © o 110-

- Chipping’ Hammer = (3) ' '

. Cut-Off Saw = 2| S

‘Annealing Furnace - (4") - -100-

: Automatxc Lathe : (3]

‘Subway Train . - eyl
Heavy Trueks @20)} -
Train Whistles (5007} - - - 90-
10-Hp. Outboard. (50

. Small Trucks Acceleratmg (30") :

‘ - 80-
Light Trucks in City (20) ) g
Autos - ) : (207 o
_ - 70-

Conversational Speech | (3 : '

o - ' - 60-

15,000 Kv.-a, 1156 Kv. : :
Transformer . v (200)
- o S - 50--.
- 40-
- 30- -
- 20-
o= 10-
Threg,hold of Hearmg . 0- '

| Woodwmkmg Shop o

'
¥

 |Boiler Shop (Maximum Level) -

Jét‘Enéine Test Control Room

1nsnde DC-6 Alrlmer

. ,Can‘Manufacturmg P]ant L
: In‘side_ Subway Car .

|inside Motor Bus , :
Insnde Sedan in Clty Traffic.

9.

Office with Tabulatmg
 Machines

Heavy Traffic (25" to 50') -

| Avelag'e Trafﬁé ’(100’)' o
~ |Accounting Office - ’
- {Large Clty Industrlal Aleas '

Private Business Office *

© |Light Traffic (100)°
- |Average Residence -

IMinimum Levels for

Residential Areas in
Large City at Night-

| Broadcasting Studio (Speech) _
Broadcasting Studio (Musie)
{Studio for Sound Pictures

ot This table aﬂ-n‘cd from chart on. page 2, Ilandbook of Nouo Mcamrcmene by. Amold P G. Peterson and Lee Ic.' .
Bemnek (Cnmbrldgc Mass.: Gencral deloco 10G66). ) B
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Dusts —_— Solxd particles generated by han~ :

dling, crushing, gr inding, rapid

impact, detonation, and deer: epi--

t'ltlon of organic and inorganic
materials such as rock, ore,

~metal, coal, wood, and grain.

To'uc dusts include those which
may produce pneumocomosns,

‘systemic. boisoning, . dermatoses-

of - primarty- irritant or allergic
nature, and cancer. For exam-

ple, some ore bodies containing .

various forms of quartz can be
causes, of- slhcosxs

, M:sts —Suspel led liquid (hoplets genei-

ated b ‘condensation from the

-

persed state, such as splashing,
. foaming, and atomizing. Includes

chromic acid mists from electro-
plating, acid and alkali mists

from plcklmg or electro-plating

_cleaning operations, and oil mists
generated. from machine tool
 lubrieants and coalants.

Gases -—-\Im mally formless fluids which

occupy . the space of enclosure

. and which can be dmnged to the
lxqmc or solid qtate only by the

combined effect of increased
pressure and decreased tempera- e
ture. Carbon monoxide, hydro-
gen cyanide, oxides of nitrogen,

and ozone are among the gases

of significance as mdmtnal.v

hazal ds.

Pom Venhlatmn——lnsuﬁiment or eéxces-

sive movement of air causing a
feeling of suffocation or expo-
sure to drafts.

| .Thls factor is imporftant - only if the%é condl- :
- .tiong are present to a degree or a length of time -
* sufficient to cause ‘marked discomfort or pos-

sible bodily injury to the worker. When atmos-

‘pherie conditions. involve possible bodily injury, }

they should also'be rated under hazards. If

the worker is. subJect to such' conditions for
short periods of time at infrequent intervals.

and to a very moderate degree, the factor is
not consndexed xmportant

bl .

- gaseous to the Tiquid state or by | Vconstantly breathe air which is filled with -

- breaking up a liquid into a dis- -

. . this condltlon. =

8 _1,127‘

'Sltuauons in Whlch Atmosphenc Condmons
" are Impormm '

, Stacks grain ! by hand or thh pltchfm*k
during harvesting and threshing and is exposed
to heavy congentrations of dust z’cwm move- '

_ment of grain.

Controls kettlé to.. melt lead~ Is constantiy
exposed to toxic rjfumes, from melting lead suf«
-ficient to-cause Odlﬂy hayrm. b s

_' Opemteu a battery of stills to distill crude.
oil and is expoe,ed to- toxic gases and obnoxious
~odors when working ; around hot furnace, ‘_

- . Cleans scrap tebacco: Shovels tobacco -on
‘sereens, and tobaccp dust from reéceptacle under
fine sereen into containers: This. worker must -

-tobacco dust.' While there are probably ventila-
tion systems present which alleviate this condi-
~tion to a certain extent, the worker is con-
- stantly - stirring up' dust by shoveling and -
" keeping it in motion.’ Nearness to dust by
shoveling process is unavoxdable and even ven- E
- tilating systems. cannot completely ehmmate

'Snmahons in Wluch Atmospherlc Coudmons
_ Are Present but not Important _
Drlves a delivery truck and ia exposed to
- fumes from vehicles as encountered in ordinary
- traffie in 'lmounts unlikely to ¢ause discomfort
or to result in injury to the 1espu'at01y system.
Mixes. pamt in reétail store and is exposed to
~ . fumes only’ ‘when mixing small amounts to
customer’s order. -
Carties dishes into kitchen from dining reom
and is ‘exposed to kitchen odors, generally of -
msufﬁclent qtrength to cause dlsq\mfort '

- Procédures For Completmg the
. Physical Demands and Envwonmental
Conditions Form

‘ (f’nfm to sample form in back of this seetzoa )

‘ESTAB. JOB TITLE
 Enter the most fr- cquently used tltle by which

’thc job is known i in the- estabhshment

- ESTAB. & SCHED‘ NO.

3 Enter the: same number that appeals on the JOb
ana]ysns schedule whxeh this form accompames




T

e PHYSICAL DEMANDS

Enter the appropr iate mlm mation for e‘uh

. zuu;lvm, irrespective of whether it w lll be ro-
L ’ﬂeetod latel in the dtmp'q :

. Faector l Qtrenglh . _
A Standmg Walking, and Sitting

Enter beside cach ot those activ 1tleq, the

.peveentage of time the worker is. re-
~quired ‘to spend in them. These per-
ccntagcb should add up to 100¢¢..

¥

b, L‘ft‘“g’ C‘“lb ing, Pllbhmg, and Pulhng o

Recmd by . sy mbol the dppl Opl iate in-
formation for each activity — also under

“Weight”, indicate the numbel or range

of pounds the worker must lift, carvy,
~ push, or pull

Explanatlon oi Symbols:

NP Not Pwsent -—Actluty or condx- .
' - tion does not exist. -

0 Occasmnally — Activity or eondi-

tion exists up to t;
~ of the time.

F  Frequently — Activity or condi-

. tion exists from 1’

= to Zy.of the time..

C Constantl,v.’
. tion exist or
mole of the tlmo

Factors 2-6 All Other Physical Demands

tecord the appropriate symbol jnthe sp.\ce '

provided opposite each activity.

— Activity or .condi- '

~ ENVIRONMENTAL: CONDITIONS

Enter the appropuate information for each

condition irrespective of “hether 1t vnll be-
" reflected in the ratings. =

;l"actor 1. Work Localnon

Enter the per centage of time fhat the wor I\u .
spends inside andzm outsnle The total should,

add up to 1005

Paclors 2==7 All Other L‘nvuronmenlnl
: : Condltmns , :

. Recoul by symbo] opposite e'lch con(htlon ,
the applopuate mfolmatmn, except  for.
Factor 5. In Factor 5, record the cstimated

e ma\lmum number of decibles of sound and
-ubmtmm as adapted from “Typical Overall -
. Record in the -

Sound.Levels” table, page -
comments section supplcmental or clarifyi ing
. mfmmatlon such - as temperature;. - time, _
source, and frequency of sounds, and expla-- ‘
nations of harudous, dustv or t(»\lc con(h-' '
tions:”

RATINGS

~ Seleet and encircle those factors which meet the -

criteria of importance. These criteria are im- -
plicit” in-the Fnvironmental Conditions defini-

tions and lllustmtmns For Factor 1, Environ-

ment. “I" should be encireled if the workey

~spends more than 50¢/ of his time 1ns1de, “O”if
he spends more than )0’: of his time outside, -

~oand “B” if he spends’ appmumatelv equal tlmo |

Record in the comments scetion any supple-

mental or clarifying information pertinent {o -

each activ ity, such as apparatus used, dimen-.

' sions of work space, fools and materials used,
speed and frequency of actions, sensory re-

quirements, . and complexily ol communica-

tions. In each instance the comments should

be identified with the numbered iactm and
- the actl‘«'lﬁ to which it pertams :

' nATmcs

- Select and encircle ﬂmsc f.a(.tms which meet the
* eriteria of importance. The eriteria ‘uelmplmt

in the physical domdndq definitions and mustl -

o tmns. :

.. s

Procedures for Recordmg Physical

'hnth inside and outqlde

PROTECTIVE CLOTHING orR

" PERSONAL DEVICES -

Deseribe in this section any special clotlliing"01"

profective devices which the worker is required

o wear or use while performing his job duties.

Demands and Environmental Conditions

- Ratings on the Job Analysis Schednle

(Item 6)

. In Item 6 of the mb anal\ sis schedulo, encu‘clo
_the Physical Demands and Environmental Con-

ditions mtmgs which have been previously en-
cireled in the Ratings sections of the Physical
Dvmands .md Envir onmcntal Cond:tmns I‘mm




k Deﬁnition

¥

Wlthm the U. S. Training and Employment
Service, aptitudes are defined as the specific

capacities or-abilities required of an individual

in order to facilitate the learning of some task ‘

or Job duty

Estlmatmg Aptltude Requlrements of Jobs

The aptltudes component is one-of the basic :

criteria used nf’evaluatlng an individual’s. po-
tential for a kind of work or for a specific job.

The kinds and amounts of aptitudes pos- -

-sessed by a person can be measured. by admin-
istering and interpreting tests. The aptitude
requirements of jobs, for nine aptitudes found

to be important in job success, can be deter- -
( search on-the General Aptitude
Test Battery (GATB).! For the purpose. of
" determining the requirements for all jobs, two.
~ additional aptitudes were added to the nine

. which comp1 ise the General Aptitude Test -

- mined from

‘Battery. -

To date’ GATB norms have been establlshed”

for appr ommately 500 jobs and it has been
necessary to develop a procedure for deter-
mining the aptitude requirements for the

occupations for ‘which no test ’noi'ms a1e‘

available.

Such a method has been developed It utlhzes '
comparison of duties in the job analyzed to the -

duties involved in occupations for which there

are test. development data. Essentially it.is a ‘

‘system of comparing job analysis data to illus-
trative situations which have been evaluated
quantitatively and qualitatively in standardiza-
tions of the General Aptitude Test Battery.

These illustrative situations are: representa- :

- tive of the various categories of jobs in the

economy. They include situations in which ‘a

particular aptitude is significant and also those
" in which it is not significant, as determined in
the qualitative analysis made durmg the GATB
* test development research.

‘Each illustration is introduced with a lead
statement which reflects the overall actmty

. Where necessary to reflect the importance of

the aptitude, descriptive data supplement this

1 “Manual for the Antitudo Test Battery™, Sce. III 'Develon-

" ment”  {Washington: U.S. Department of Labor, Manpower Ad- -

. ministeation, U.8. Training ond Employment Serviee, 19 .} -
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statement. This was glven spema] emphas1s for
the cognitive aptitudes (1ntelllgence, verbal,

_numerical, spatial, form  perception, clerical.
- perception, "and color -discrimination) which = -

are often harder to rate Dbecause we cannot
“see” the worker utilizing these capacities on

the job. However, in instances where the ap-

plication of the aptitude to the job is explicit

in the job-worker: situation, no attempt was -

made at further explanation.
The sources of data for the illustr atlons were

the technical reports on standar dlzatlon of the

General Aptitude Test Battery and analysts’

-estimates. When the technical r eports. provided

the data, the mean score for. the sample was

" used as a method of arriving at the amount of
the aptitude required for average, satxsfactory
- .performance on the job. ' o

. These amounts are expressed in ‘terms of
: leVels, which in turn reflect equivalent amounts -

of ‘the aptitudes possessed by segments of the

- working population, as follows:

1. The top 10 percent of the 'populatzon.
This segment of the population possesses = -
an extremely high degree of the aptitude:

»2. The - highest: third exclustve of the top

10 pereent of f’”’ pomdation. This seg-
~ment of the population possesses an above .
average of high degree of the aptltude S

i The middle thivd of the populatzon. Thls; o
segment of the populatlon possesses a.

medium degree of the aptitude, ranging

average.

4. The lowest third mclusnm of the bottom o
-~ 10 percent of the population. This seg- .
" ment of the population possesses a below

~average or low degree of the aptitude.
5. The lowest 10 percent of the population.

* This segment of the population possesses

a negligible degree of -the _aptitude.

‘ Aptltndes, Deﬁmtlons and Illnstmtlve i-'
, Sltnatlons e

G— INTELLIGENCB

' General lealnlng ablhty The ablhty to “catch
‘on” or undex stand instr uctmns and underlymg _

11!&

from shght]y below to sllghtly above - k



. principles; the ability to reason and make judg- _

a

ments. Closely related to doing well in school.

G-1:

G-1

G-1

.eration, transmission,

Level 1

1 Conducts reseanch in - fundamental

mathematics and in application of athe-

matical techniques to science,

ment, and other fields by mathe atical

methods:

Intelligence is’ requlred to understand
meanings and. relationships of mathemati-

cal symbols, formulas, and concepts; to

assimilate background - information re-

quired to understand problems from vari-

ous fields; to develop or apply appropriate

. methods and procedures for solving prob-

lems; and to present solutions or method-

ologies for solution in logical and syste-

matic forms and sequences.

:2  Conducts experiments on substances,
of which an essential element is carbon, .

to develop and improve materials and
products and _to discover scientific facts:

Comprehends the principles underlying
chemical properties and chemical changes
of elements and compounds. Must work

with theoretical concepts and see new re-

lationships or applications of them.

:3 Performs a variety of engineering

work in designing; planning, and oversee-
ing the manufacture, installation, opera-
tion, or maintenance of -electric or elec-

‘tronic components, equipment, systems,

facilities, and machinery ufed in the gen-
dlstrlbutlon,
utilization of electrical energy for domes-

tic, commercial, and mdustrla] cOnsump-

tion: ° Y

Intelligence is requlred to understand "
;.-prlnclples of ‘engineering; to apply engi-

neenng pnnclples to the design, opera- -
tion, or repair of clectrieal equlpment or .

systems; and to conduct research on new
apphcatlons or uses,., - » :

:4 - Diagnoses méntal and emotlonal dis- -

orders of individuals and admlnlsters

: programs of treatment:

Required to learn, undelstand and ap-

-'p]y the basic theorles, ‘principles, and .
. technlques used in the ﬂeld of psychology. :

and .

G-l

" stand, and apply programming -principles - -

5 Converts scientific, - englneerlng, and
other technical problem formulations to
format processable by computer:

Intelligence is required to learn, under-.

and techmques, to Jlearn functions and
apphcatlons of data-pl ocessing equip-
ment; to work with mathematical princi--
ples and methodology to solve scientific -
and engineering ploblems to reason and
make decisions based on analysis of data;
to identify, analyze, and organize the ele- -
ments of a prohlem into a logical sequence .
for computer processing; to tr anslate ele-
ments or ternis of a problem into synthetic -
machine languagg,fm computer direction;

~and to prepare instr uctlons for console'

operator.

:6 Diagnoses and treats diseases, injuries,

and malformations of teeth and gums, and
related oral structures: ‘
' Intelhgence is lequn ed to under stand

and apply principles of dental anatomy, -
bacteriology, and physiology for diagnosis. -

and treatment, and to use techniques of -
dental restoration, and prosthetics. Must

- understand the operation and. function of

dental tools and equipment; and the uses
of «dental metals, alloys, and amalgams ‘

7 Writes or 1g1na1 plays such as tr agedles,

comedies, or dramas, or adapts themes
from - fictional, historical, or narrative

* sources, for dramatic pr esentation:

G-1

- pany’s underwriting policies:

Intelligence is required to utilize basic
principles of playwriting, including basic -
research on characters, dress, and furnish-
ings of the time-setting of the plav, and to
show depth of understanding 'in the de-

~ velopment of situations and roles.

8 Recelves individual apphcatxons for'in- .
surance to evaluate degree of risk involved
and accepts applications, followmg' com-‘

Utilizes a knowledge, of insurance, N
finance, and economics. Must be able to

‘understand -application of information .

- such as medical reports and- occupational

hazards, financial reports, fire inspection -

. reports, and. insurance maps. Must work
: 7W1th actuarlal founulas. study and 1elate A




all phases of an insurance risk pneb.lem, -
-and come to a decision beneficial to the -

B needs of the ‘applicant and to the interests

of the company

G—l :9 Studles orrgm 1elatlonsh1p,e develop-

ment, anatomy, functions, and other basic

- principles'of plant and animal life:

Intelligence is required to study scien-

- tific facts and, concepts which ‘are needed
“for an understandlng of the structure,

. function, development, and relationship.of - . -
-living organisms, and to draw cqnclusions

' ~ television studro and ¢ontrol-room person-

or generalizations from accumulated facts.

10 Cooidlnates activities of radio’ and

. nel-to insure techmc'd quality of pictures

and- sound for programs orlglnatlng in
studio or from remote plckup points:

: Intelhgence is required to plan and ar-

range for all audio, visual, and ‘special -

-effects. equipment and technical personnelj

needed for ploglams, use Judgment to

_ determine number of cameras, etc. neces-

sary to achieve specified effects ‘and give

work assignments to technlclans -‘who con-
trol and maintain lights, audio and visual

. ‘contlolhng equlpment microphones, and
~ cameras. Must undelstand functions and

G-—2 1 Collects analyzes and develops occu- s
pational data concerning jobs, job quali-

capabllltles of equxpment to glve duec-

tioms.

‘ tev’el 2

fications, and worker characteristics to

facilitate personnel, administlative or ing’
formation functions. in private, publlc, or

governmental organizations:

Intelligence is required to plan Work'

and develop research procedures; to evalu-

~ate information in order to make judg-

" ments and decisions; to organize material,
"determine worker functions, and estimate
“worker requirements. Must be able to un- -
derstand the essential elements in a vari-

ety of jobs in different industries, and

“.know enough about the technology in-

_volved and knowledge required of- the
workers to explain, descnbe, and class1fy-
the occupatlons '
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G-—2. 2 Manages an 1ndustrial m;gamzation,' L

determining and executlng admlnlstratlve'_
policies through subordinate managers
and coordinating the act1v1t1es of varlous
departments: ' ) o

* Intelligence is required - to learn -and

understand the - overall techniques - and _

ploblems in ‘the field of management, in-

~cluding some knowledge of the various.
-specializations ‘such as production,: mar-
keting, personnel, and “finance, and their =~

apphcatlon to the specific industry - and

firm involved; and to analyze management
problems and make Judgments

G=2:3 - Applies prlnc}ples of accountlng to in-

stall and maintain- operation of general .
accountmg system‘ . -

Intelligence 1is. 1equ1red to ‘learn and
apply. principles and. procedures . of ac-
counting; to evaluate accountlng and rec-
ord keeplng system; to .analyze problems
“and develop system which provides needed

" - records for internal operation and to meet -

requlrements of regulatory and other gov-
-ernment agencies; and to pr epare’ analyses
-and- mterpretatlons of 1ecords fm com-'
pany ofﬁcxals e :

G-2: 4 Compounds and dxspenses medlcatlons, K
: followmg prescr 1ptlons :

Understands the compos1tmn and ef-_‘

 fects of drugs and is able to test them for

_strength and purity. Checks prescriptions

" to determine whether dosages are reason-
- able and the drugs chemically and. physio- -

- logically compatible. Must be able to com-
. pound ingredients to form powders; pills,
“ ointments, and solutions. Must make ster-

~ile solutions, buy medical supplies, and

advise the medical staff on the selection -
‘and eﬁ"ects of drugs :

G-2:5 Perform chemlcal,;,mxcloscopxc ‘and

bacter jologic tests to. provide data for use

in treatment and diagnosis of disease:

Intelligence is required to learn the basic
principles relating to biochemistry, miero-
biology, parasitology, blood cells,  body

cells, viruses, serums, and vaccines, and -

the preparation and examination of tissue.
Must determine type of test(s) .to make

- from laboratory request and apply knowl- -
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edge-of laboratdry techniques’ and princi- -

G-2:

ples of appropriate seiences to ‘the prepa-’.
and classxﬁcatlon of -

ration, analys1s,
speclmens

6 - Draws and corrects topographlca]

maps from source data, such’as surveying
- notes, aerial photographs .or other maps:

Learns and applies drafting principles,

procedures, and symbols and the geometry - :
and mathematics peculiar to topography, -

and is able to translate aerial photographs

~ and other data into accurate maps.

G—2 7 Schedules and assigns motor- vehlcles
-and drivers (according to. availability,
" length of trip, freight requirements, vehi-

cle capacities and licenses, and user pref-

~ erences) for tonveyance of freight:

G-2:

systems, transmitters, antennas, -and
se‘rvomechamsms “following blueprints
.. and manufacturers’ = specifications, - and

&

- G-2:9 Tnstructs students in one or more sub-- o

‘pany

" Intelligence is required to learn com-
and governmental regulatxons,

G-2:1°

equlpment routes, and the characterxstxcs g

of a variety of products which affect their -
shipment. Must analyze data for reports
on operations and personnel, and plan the
organization of reports, daily work, and:

the assignment of vehicles and dr1vers

8 Repairs electron1c equipment such as
computers, industrial controls, radar sys-
tems, telemeterlng and missile control

‘using handtools and tgst 1nstruments _
Intelligence is required to learr and
apply electronic theory; to understand the
- functions ‘and operation of equipment

worked on, and of test equipment used;

and to reason-and make judgments when °
" determining trouble shooting sequence,
- making diagnosis, - and determlnxng cor-

rective pr ocedures.

_ G—2 13 Creates designs and prepares patterns
for new types and styles of men’s, wom-
. en's, and children’s weanng apparel or

jeets such as English, mathematics, or
- gocial  studies, in prxvate, religious, or

public .secondary ‘school ~(high school) i~

“Intelligence  is required to learn teach-
ing methods and the subject matter for
the curriculum taught; to determine the

~difficulty level of subject matter relative
: to the students; to plan presentatlons of

G—-2

subject rnatter and- pr -epare tests; to asexst

pupils through various teaching methods, :

and to evaluate thelr plogress

10 Plepares bodles for 1nterment in con— L
- formity with legal requ1rements. o
* Intelligence is requued to learn- and
apply basic principles and techniques re--

lated to mortuary science including chem-
lstry, anatomy, physiology, principles of

" preservation, disinfection, circulatory em-

G—2 12 Reads typescnpt ‘or proof or type." S
setup to detect and mark for correction .- :

any grammatical, typoglaphxcal ‘or ¢om-
‘pos1tlonal errors: ‘_
, Intelhgence is required to learn. rules of
-grammar and punctuation, and standard = .

. balming, cavity treatment, hygiene, micro-

biology, restoration, and cosmetics; and to
learn the laws and regulatlons relatxng to -
"embalmxng o

11. Plans }and ,designé' artiéti_c_ ‘-Vinter.ior'sf :

for homes, hotels; ships, commercial and

institutional stmctures, and other estab- -

lishments: - -~ : .

Requires the ablhty to- learn pl inciples
_of design from textbooks and practical

experience and apply them in.developing

.plans for customer within specified cost

range. Must accu1ately estimate. cost of

_furnishings and decorating work, Must be
able to direct workers engaged in deco-
rating and 1nstalhng furmshxngs and ﬁx—l
~tures ' .

- proofreaders’ marks and codes. Learns the

'. "texmlnologxes and word usages as,soclated‘
‘with various subject  areas to proof a
,varlety of matenal : ‘

~ knitted garments.‘ '

. Intelligence is required to understand '

- and apply the principles of garment con-
“struction; to acquire essential knowledge

- ideas for new models by 1eadmg fashion -

of fabrics, design, and color; and to gather

' magazmesz and trade Journals
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G-2:

»I - switch gears, and electrical circuits. Is -
- able to interpret readings of meters and -

s .

]

14 Oper. ates bonlel S, tulblnes, generators;

and - auxxlmly equipment at genelatmg

'plant to produce electrlclty

Learns. and. unde1stands the operation
and control of miechanical and electrical -
equipment such as boilers, water.and vac-
-and pulverlzels,,'

uum pumps, coal drier's
steam. condensels, turbines, generat01s,

. gages and other monitoring devices to

G-2

determine when some portion of the sys-

“tem is not functioning properly. Must
determine sequence to close down or iso-
. late parts of system to by-pass malfunc- _

tioning units or f01 malntenance without

interfering with othe1 equlpment or the.

power supply

115 Plans, lays out and constructs wooden »

unit- or sectlonal-pattelns used in form-

ing sand molds for castings, analyzing 0

: blueprints, and. using handtools .

Intelligence is required to learn and
apply a knowledge of woodworking: tech-

niques and casting processes; to interpret
blueprints and plan sequence of opera-. .
tions; to lay out workpiece and make’
judgments with réspect to numerous cal- -
_ required;
.and to determine how to divide sectional

culations and measurements

~ patterns. to facxhtate their 1emoval from

G-2 16 Analyzes a vanety of speclﬁcatlons,.
lays out metal stock, sets up and operates
" and- fits and assembles -
. parts to mal\e and _repair metalworking. -
- dies, cutting tools, jigs, ﬁxtules, gages,q'
. and machinists’
knowledge of tool and die design and con- .
stluctxon, shop mathematics, metal prop--

- machine tools,

- plan sequence, of operations and lay out -

sand molds. -

applying

-handtools,

erties, and l'tyout machlnlng, and assem-
bly procedures:.

Intelligence ‘is . lequued to understand~

blueprints and other spec1ﬁcatlons, to

"~ and set up procedures; to determine type

of machine and tools to use and machine

settings based on type of operations to be

» . performed, type of material being - .proc-

" essed, and dimensions and other specxﬁca- -

- . tions- to be achxeved

G-—2

17 Dir ects ope1atlon of a 1etall self- . |
service food store according to the ove1all :
organization policies:

- Intelligence is 1equned to. dlrect the - -
‘operation of self-service food market

~  profitably ang in accordance with ovelall-
~ organization pOllCleS‘ to requlsltlon or

G2,
- -v1slon ‘receivers, -

purchase store merchandise; to interview

and hire new employees and train them
“in company policies and procedures; to
~plan and divect work. assignments;. to

maintain good employee -and customer re-
latlons and to prepare requlred 1eports o

18 Repalrs ‘and adJusts radlos and tele-
using handtools andv
electronic. testmg instruments:

Intellxgence is required to learn basm

radio -and TV theory, circuitry, and. use

~of testtnstluments to analyze operational .
- symptoms’in determining nature of faults
i mdxo and television sets; and to make'

c necess'uy lepmrs

G2
'- apply the principles and p1act1ces of ac-‘_ .

: countlng and the types and uses of vari- . B
- ous forms, ]ournals, and reports, to apply =~

119 Keeps records of —ﬂnanclal tlansac-'
‘tions of establishment :

_Intelligence is required to lea1n and"

. knowledge and judgment when making
“entries according to system used to pro--

vide records; and to figure out plOb’lble o

_sources of errors when records do not

: _' bal'\nce. '

G-2 "70 Recelves and pays out money, and

.G-2

keeps records. of money and- negotiable -
instruments involved 1n various - bank
transactions:- o

" Learns. the .rules and plocedules in-
vo]ved in- ‘a vauety of b'mkxng tm.nsac- :
tlons .

21 Venﬁes accumcy of ﬁgules, c'xlcula-
“tions, and postings pertaining to business
transactions recorded by other workers:
~ Intelligence is required to learn proce- -
dures for. venfylng figures, computations,
and. postmgs on a variety of forms; fo -
learn and’ apply coding and compilation -

of data to detelmme “hen an entry in- -




Y

G—2

’ ~d1cates a transactlon in conﬂlct w1th some .
. other event such as double payments or -
overpayments;.and to. understand the re- .
Iatlonshlp between the various forms used -
S0 errors can be located, and tmced from :

one. record to anothet' o

22 Blows anﬂ shapes gIass Iaboratm y.'
_apparatus, such as test tubes, retorts, and
flasks, and glass components for such ap-

paratus as. condensers, 'vacuum ‘pumps,

barometers, and thermometers, accordmg' ’
to. blueprmt speclﬁcatlons .

Intelhgence is required to learn princi- :
. ples and techniques of glass blowing; to.

read and interpret blueprints; to plan.se-
quence of operations;:determine méthods

Level 3

:1 Renders general nursing care to pa- -
tients in hospital, mﬁrmary, samtarlum,_

. or similar institution:

~ Intelligence - is required to learn and

apply prmclples of anatomy, physiology,

. ‘mlcloblology, nutrition, psychology, and

patient care used in nursing; to make m-_: .
- dependent judgments in absence: of doc-

tor; and to determine methods and treat-

ments to use when caring for patients

With . ,varying , iII-nesses or inj-uries._

G-3:2 Sets up and operates camela to pho-

tograph 111ustratlons and prmted material,

- to produce film or glass negatives used in
- the preparation of lithographic prlntmg_ .

~plates:

* principles and ‘techniques of photograph-
“ing, developlpg, and prmtmg, mcludmg
the use of various equipment such as cam-
~eras, lenses, filters, and contact printers,
to make color .or black and white nega- -

Intelhgence is requned to learn the

tives. Understands effects of var iables

such as light, exposure time, and film or
paper sensitivity on photograph or print.”
‘Is able to compute reduction and enlarge-
. ment ratios and be able to make line and’

‘ G—3
W . . trical- systems and: equlpment such as. -
motors,. tlansfounels mrmg, sztches, R

. G-8:5

Uses Judgment to determme equlpment N

S ‘.and procedures to use for each JOb

‘G-3:

3 Reg1sters and assigns rooms to guests ~ ,

sorts ma11 tlansmlts and receives mes- . S
,:sages
.switchboard, answers . questions -pertain- -
ing to hotel services and accommodations - N
and ‘makes reservations, keeps record of -

- rooms occupled and guests’ accounts and‘ S

using telephone, teletype, and. '

collects payments' : :
Intelhgence is requlred to learn the
procedures of checking guests in and out

~of inn or motel; to learn- 1ecord-keep1ng o

to use; and" solve problems encountered. A

procedures; operation of cash- regxster,_
switchboard, and teletype; and to acquire - -
pertinent information" about accommoda- '
tions and- servmes and- the sunoundmg_

carea. g

4 Repans mamtams, and mstalls elec-.

and alarm systems:
Learns basic electrical theory and eir-

-euitry,. bl.uepunt reading, local: bu;ldlng"_"

- codes; - and . safety practices.  Reasoning = -
. and judgment are involved ‘in diagnosing
" faults and choosmg most feaslble method »

- routes, -
- Must learn reservation procedure and use. -
judgment when serving customers to assist = - -

of. rep'ur

.5 Sells tickets' for tlansp01tatxon agen-
_ cies such as airlines, bus companies, rail-

roads, and steamship lines:

Intelligence is required to have a work-
ing knowledge of time schedules, rates, _
and  accommodations avallable

them in selectmg accommodations so- as
to pr omote use of tr: anSportqtlon services.

G~3 6 -Takes d1ctatlon in shorthand of corre-

spondence, reports, and other matters, and '

“transcribes dxct'lted ‘material, usmg typew

writer:

Intelligence is requir ed to learn mean- -

ing and usage of shorthand symbols; to -

half tone negatlves and color separatlons. R

“learn typewriter operation and memorize
keyboard; to learn rules for format of

business letters and reports and rules of
spelling, punctuation, and grammar.
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‘tension,. discounts, ete.,

R

deliver, 'sell, and display plOdUCtS or ren-
der services: - - :

G—3 7 Duves t1uck over estabhshéd route to

Intelhgence is requIred to acqulre and_ i

- use. knowledge of company ploducts or

seuflces unit cost, and policies; to d1scuss -
customers needs- and promote sales, to

~apply company policies and own judgment

regarding delivery plocedures, credit ex-
in a manner to

maintain good . customer relatlons to

‘maintain aecounts and records; .and to
~ determine best_Jdr1v1ng routes to reach
-eu tomels '

1cs, private homes, sanltarlums, and

" osi ilar 1nst1tutlons

, 'Intelllgence is requued to learn and -
apply principles and- technlques of basic
“nursing skills, -body structure” and func-

tions, ‘personal hygiene, nutrition, and
first aid; and to wuse Judgment in patient

~.care, moving patients, and giving pre-
- seribed medlclnes and 1n]ectlons

G—3 9 Assembles and loads a variety of SOlld
. propellant rocket motors‘ '

o Intelhgence is requlred to learn the
" various steps in preparing and loading

G-3:8 | Cares for ill, inju_red, ‘ convalescent,vj-
. handicapped persons in hospitals, - -

solid propellant fuels for. rockets; to .

“understand spec1ﬁcatlons and follow them -

explicitly when mixing liquid and dry .

lngredlents to form propellant to use

" judgment when handling and processing

propellant to- avoid explosions; to deter-

. mine when chem1cals are properly mlxed_

~and cured from 1nstrument readings on = .

- control panel, and using charts'and direct.
observatlon via TV monitors: - ‘

G—3 10 Dlsplays describes, and sells, .a vari-

ety of: commodltles in a sales establish-

‘ment using general knowledge of the
- characteristics, .

quahty,_ and. merxts of
1tems sold: . ,

Intelhgence is requlred to understand

~gelling features of merchandise,” make

 G-3:
' 'hose, garment, and cloth according to

G-3:

11 Constructs and repa1rs dental apph—_ :

~ ances, according to prescrlptlon

Intelligence is. required to learn and

.apply basic principles of dental anatomy, -
casting and fabrlcatlng techniques, and =

properties ‘of - materlals used. Must beu

able to understand written ‘and oral in-- .
structions and -make 1ndependent Judg~

: . ments regarding ‘the design and construc- i
_tion of plosthetlc dental appllances ' '

G—3

12 Operates telephone smtchboard to

“establish or assist customers in. establish-

ing-local or long dlstance telephone con- -

** nections:

Intelligence is requxred to learn opera-' '

- tion' of switchboard procedures for han-;
- dling various types of calls and situations . .

" when dealing with customers; and to use -

“tomers:

manuals to determlne routes for calls and

vapphcabl rates.

Provid S beauty serV1ces for cus-.

Intelhgence is reqmred to learn the

- 'various phases of cosmetology 1nc1ud1ngf

.~ hair cutt1ng, styling, -setting, and facial”
. treatment, and the various methods used;

to use reason and judgment to suggest

- various treatments to customers; and
. assist them in. deciding on-hair style ac-

cording ‘to their individual features and’

' taste. ,

G-3:

14 Examines metal watch parts, such as )

- pinions, wheels, and barrels using micro-

scope to detect scratches, rust, discolora-

©  tions, blemlshes, -and s1m11a1 defects, to.

verify dimensions:
Intelligence is required to learn and-

~ apply inspection methods, to identify de-

fects, and to determine’ "allowable mar-

.. gins for defects and dimensional toler-
-ances for different parts: ‘

15 Sets up knitting machines to knit

specifications, and adjusts and - repairs ‘

.- machines, using knowledge of machine
: functxons. : :

suggestions to customers, and understand '

. _and apply sales tra1n1ng

‘ o

InteIllgence is requlred to learn the 3

-principles of how a knifting machine =

functions and is controlled and how to -



G-3

. G-4:1 Repan's ‘and malntams physmal stluc- »_

o

'_set up- from pattern des1gn charts Must _
use Judgment and apply knowledge of -

machine functlon to determine causes of

-malfunctions by observing machine out-
" put or operation. Must unde1 stand written
and oral instructions to set up and make o

repa1rs

116 Solders together components of metal |
products on ‘production’ line, using hand» :

soldering iron and soft solder

" Intelligence is requlred to learn solder-. 'i

ing methods and understand the variables
presented by. different types of material

or kinds of solde1 Must be able to deter-
mine probable cause and corrective action-.
Awhen faults occu1 1n soldered joints.

17 Coordinates and . expedltes ﬂow of .
materials parts, and assemblies within or -

between departments in accordance,with

production and sh1pp1ng schedules or de-

artment supervisor’s priorities:

. Intelllgence is requued to learn pro-’r A
duction sequences; to understand produc--
~ tion schedules; to apply reasoning to locate

-materials or parts in process; to confer

~ with supervisors to establish completion

time; and to prepare reports - of inven-

,torles or. ploductlon

:18 Assembles, 1nspects, and tests micro- -
- wave ‘tubes, components, subassemblles, '
and parts according to- spec1ﬁcat10ns using -

equipment such as spot welder, seahng

- machine, lapping machine, handtools, f1 e-
quency meter, and oscllloglaph o
. Is able to unde1stand verbal 1nstruc~
“tions and operation sheets and diagrams;
to operate and adjust ‘machines; and to:

use - judgment when measuring, testing,

‘and - inspecting assembled tubes to verify

conformance. to speclﬁcatlons and assem-

. bly dlagrams

Level 4

tures of commereial and industrial estab_-
lishments such as factories, office build-

_ ings, apartment houses, and logging and.
. mining constructions; using handtools and .

power tools: Replaces defective electrical

.-

" "switches and outlel:s and fuses Paints

“'pairs- such as. 1epa1r1ng faucets, dlams,v, o

- maintenance - steps. Must- understand in-. -

',G-‘i

structure and-repairs woodwork with car-
penter’s tools. Makes minor- plumbmg re-

and sanitary fixtures, Patches and repairs

cement, - brick and . concrete block walls, f

and plaster and dry walls: -

 Intelligence is required to learn and R
.. -apply basic principles” of electrical cir- -

cuitry; plumbxng, and. structural mainte--
nance, Uses reasonlng to determme cause
of malfunctlons and to plan repair and.

structions and work olders B

:2  Tends one or more machines that knlt

- fabrics, - galment parts, or other articles

G4

‘thread yarn ‘through. guides,

from yarn: , SR
. Intelligence is requ1red to learn opera-

.tlon of machine, including adjustment of

guides and tension rollers to obtain length,
width,” and ‘mesh specifications; how to .
tension
springs, etc.; and replacement of defectlve
needles. - R

:3 Repairs- and adjusts sewing machmes ,
in homes and sewing ‘departments of in-. .

. dustrial establishments, using handtools:

Intelhgence is required to understand

the basic construction and .operation . of -
. sewing machines; to understand operating . -
~manuals and. d1ag1ams pe1ta1n1ng to the”

- specific construction and operation of a-

variety of makes and models; and to use

~ reason in dlagnosmg cause of malfunc-'

G—4

tlons

4 Makes women S galments, such as
dresses, coats, and suits, according to cus-

“tomer. specifications and- measurements:

Intelligence is required to understand

~ basic principles of ‘garment construction

- and pattern alteration; to undel'stand in-

- 'structlons from customers and pattern

G—4

- care and handling and hosp1ta1 routlne' R

instructions; and to reason: when altering .

pattelns to customers measulements ‘

5. Assists in care of hospltal patlents,"
under direction of nu1s1ng and medacal' '
staff: S

‘ Intelhgence is requir ed to lealn patlent




*
~

to undelstand and carry out orders cor-

" rectly; to. use reasgh . and ‘judgment in
- handling patients, noting’ pat1ent’s con-
. dition- and reporting symptoms or reac~
. tions wh1ch may. 1nd1cate a. change . m
_ cond1tlon

G-4: 6 "Positions, fits, and attaches sub-assem- '
* blies or components such as axles, wheels, ~
springs, motor, tr ansmlss1on, t11m, instru-
ment cluster, or controls. in’ “the final

assembly of an automobile, using mechan--

_ ics’ handtools and pneumat1c wrenches or
- serew drivers: : "

Intell1gence is required. to lealn how
which parts go on specific models of cars.

characteristics and workérs frequently

o shift to different. operations on the line.y

- forklift,

G—4 7 Smts agricultural ploduce ‘such " as.
, bulbs fruits, nuts;, and vegetables, ac-

cording to grade; color, and size, ‘discards

o parts are pos1t1oned ‘and attached and',k'_

-

“(Cars are mixed by body styles and other -

cull items and foreign matter, and places -

p1oduce in “containers:

Recogmzes indications .of defects, such

as spots or softness, and learns g1ad1ng .

characteristics for a vaviety of produce.

‘Uses Judgment in sorting out partially

defective produce.

G-—4 :8 Drives gasohne— or elect1 1c—powe1ed
,~1ndustr1al truek or tr actor, equipped with
_elevating platform, or trailer .

hitch, to. push, pull, -lift,. stack, or tier

merchandise, equipment, or bulk mate-.
_rials in° warehouses, stolage ya1d or fac-

tory:

Intelligence is 1equ1red to understand

oral instructions from foreman concerning

' - materials to be moved, their location and

destination, and hew - they are to be -

| stacked or- stored. Uses. judgment “to de-

~ termine if vehicle is operating efﬁc1ently .

and to resolve job problems

G-4 9 Removes stems from tobacco leaves to
..prepare tobacco for use as ﬁller, binder
S or wrapper for c1gals, plug, or twist chew-
"ing tobacco:

R Intelhgence is required to learn tech~
- nique of stripping leaves clean of stems .

" without . tearmg the leaves.. :

~

G—4 10, Feeds or removes metal’ stock from

automatlc fabr1c9.t1ng ‘machines:

Learns work routine, acceptable' toler-“hﬂ :
ances, and d1ﬁ"erence between acceptable

- imperfectiens and. those to be reJected

Uses Judgment to det*eumne fr om observ-
“ing parts pr rocessed or machiné operat1on o
. when machine should be stopped because o

of some malfunct1on

G—-4 11 Assxsts Workers engaged in Dleparmg o .-

foods for hotels, restaurants; . or mstltu- '

tions, by washing,. peelmg, cutting or

grinding meats, vegetables, or-fruits, pre-

paring saladg ‘mixing - ingredients for

- desserts, porfioning. foodson plates or -~ ’

serving trays, loading- serving ‘trays on . <"

~ delivery carts, carrying pans and kettles
“to and from work station,’ and cleanlng'
. work area, equ1pment and utensils: ;

Intelligence is requir ed to learn routine 2

' ment, and utensils, and various. tasks to

: ‘be performed. Must understand instruc-
“tions per ta1n1ng to mixing .of ingredients

- - of kitchen, location of. matenals, equip-

. for. salads gelatin and puddmg-mlx des-

serts and for port1on1ng food

G—4 12 Pos1t1ons shirts on shpt presses, actl- .

vates press to lower pressing head, re~"

moves ‘and folds pressed shirts: -

" Learns uses and operation of special-

‘ized -shirt presses such as body pr ess,

collar and cuff press, and sleeve press.and = -

~sequence of pressing operation. ‘Must learn
. how shirt parts are to be pos1tloned on
- press ‘bucks and use Judgment in.position-

1ng sh1rt of various styles and cuts.

G—4 13 . Launches and moors boats on lake or

similar amusement places, and shows pa- -
trons how to. gu1de crafts, such as row-- .

boats and canoes:

Determines kind of demonstlat1on to

give according to prev1ous expenence of
patr ons. :

tablecloths, and d1sh towels:.
Learns. procedures for shaking. out lm-

G-4:14 Shakes, so:ts, feeds 1nt0 110ne1 ‘and
, folds linens, such as sheets, pillow cases, .

ens preparatory to ironing, sorting, feed- o

ing, and. methods of folding var10\.1s llnens

.

. - . "’._'
.ooa - %)




G-4 15 Holds lovel md or stadm rod at desnge ‘

nated points to asgist in determining ele-

. vations aiid laying out construction stakes. .
7 for mapmakmg, construction, mmnng,

-land, and other surveys:

- - ‘Learns procedures of surveyxng,follows ‘
L verbal or hand signals from instrument

man to position red or target on rod in

‘exaet position; and notes reading.when " "

_pogition has been established,
Lével 5 B

" : ~ No illustratioﬁs.

'v;vmm APTITUDE o

e

' The abxhty fo Undel stand meanmg of wmds; ‘

and to use them eﬂ"ectlvely The ability to com- -
_ prehend language, to understand relationships
~ between words and to understand meanings of
- whole sentences and palaglaphs )

P

Level 1l

-'V—l 1 Attends to a vanety of medlcal cases

R

“ia L .

in general practice, dlagnosmg, prescrib- -

ing medicine for, and otherwise treating

" diseases and disorders of the human body, R

-and performlng surgery :

Verbal aptitude is required for 1eadmg
comprehension of complex technical mate-
rials in such areas as anatomy, biochem-

istry, physiology, pharmacology, .I-pa;thql- -
ogy, bacteriology, and radiology; and for -

facility of expression to “explain illness,
~ treatment, or preventive measures to pa-

‘tients, or to discuss diagnosis and symp-
- toms W1th colleagues, -

' V-—'l :2  Conducts _research in - fundamental

" mathematics and in application of mathe-
- ‘matical techniques to science, manage-
. ment, and other fields, and solves or directs

‘solutions to problems in various fields by - 3

‘'mathematical methods: : A

Verbal aptitude is required’ to under
stand terminology from such fields as engi-

~meering, data processing, or-management’
in order to read materials from such disci~ -

i

whose background is in such fields and -

_ explain to them how mathematical con-

cepts can be adapted ‘to the solutwn of
their pmhlems .

- V-1:8, Desxgns chemneaﬂ phnt equipment and -
devxscs processes for manufacturing chem- "~ g
* icals and produets,:such as gasoline, -syn-_ :

thetic rubber, plastics, detergent; cement,

-and. paper and pulp, applying principles
and technology of chemistry, phys:cs, me-
chanical and electrical englneemng, and
related areas:

Verbal aptltude is 1equned to acquire-

. the technical vocabulaly of chemistry and
, " engineering; in order to read.and under- v
stand reference materials; and to write

technieal reports, and dcsxgn or p1 oductlon )

_ specxﬁcatlons

: V—i 4 ‘Diagnoses mental and embtlonal disox- -
* ders of individuals and' admmlstels pro-

grams of treatment:
“Verbal aptitude is lequired'to compre-

- hend the literature and lecture material

necessdry for acquiring knowledge in the
field of psychology; to communicate well

©~ with patients in order to elicit informa-
- tion about “and understand. their back-.
“ground, attitudes, etc., to aid in diagnos- -

ing their problems, to write evaluations of -
clients, and to explain cases to other spe-
cialists when developing treatment pro-
grams in consultation. -

V-1:5. Directs editorial activities of news--'

paper and negotiates with produetion, -
advertising, and circulation department
heads as owner’s representative:

Verbal aptitude is necessary to write -
lead or policy editorials explaining.com- -
plex political, social, or other issues in
language which will be understood by -
~most readers; to interpret the editorial
policy of the firm on specific issues to
- other editorial writers; and to speak at
professional and community functions as

.. ‘a representative of the publisher. .

'V-—'1~:_6 ” Condu'cts eriminal and civil lawsuits,

plines, to. discuss problems with others

®

.draws up legal documents, advises cli-

" ents as to legal rights, and practices other

~ phases ‘of law; and represents client. in




V-1:7 Selects, catalogues, and maintains. li-
" brary collection of books, periodicals, doe-

" to groups' of patrons. .~ .

[

cogrt, and bef_orée quasi-judicial or admin-

jstrative agencies of. government: .

Verbal aptitude is required to compre- -

uments, films, recordings, and other ma-

" terials, and assists groups and individuals
to locate and obtain materials:

hénd and interpret legal terminology for -
use in preparing legal documents, and in
~ presenting’oral or writte_n',arguments.

-Verbal aptitude is required to review

materials preparatory to purchase to see

. that they do not duplicate others and are

congsistent with the subject matter collec- .

_tion policy of -the library; to accurately

determine subj ect matter of books in: order
to properly code them and prepare Cross

references; and to prepare and give talks

V-1:8 - Cbllecté, analyzes, and develops occu-
- pational data cofncerning jobs, job quali-

fications, and  worker characteristics to
facilitate personnel, administrative, or in-
formation functions in private or public
‘organizations: S o

Verbal aptifude is required to read, un- o

dérstand, and interpret various kinds of

and job descriptions concisely and clearly;

husbandry ; to diccuss the ceientific aspects
of houging, canitation, ond feeding of
poultry with poultrymen and explain the
effects of variations in environment, feed-

ing, or treatment on output and quality.
 Writes technieal reports of findings and

recommendations for individual producers.

Level 2

V-2:1 Converts symbolic statement of busi-

" negs problem to detailed logical flow cliarts
- for coding into eomputer language and
" solution by means of automatic data-

prouessing equipment:
Verhal aptitude is required to read and

- understand statements of operations and
_'procedura]l routines from various depart-
ments; to disenss program objectives and
“output requirements with supervisor and
- department heads; to explain program-
ming techniques and principles while at-- o

tending briefings, meetings, and inter-

yjews; and to write a documentation of

each program’s development.

V-2:2 ‘Instructs students in one or more

" technical data; to write reports, letters,

and to conduct information gathering

-interviews.

V-1 9 - FD!ﬁ‘aws cartoons for pubﬁéation to illus-

trate highlights of news topics in a satir-
_ical or humorous manner: : '
Verbal aptitude is required to read
tiews items to obtain subject for cartoon;
discuss policy and method of presentation

- V-2:3 -Studies origin, relationship, develop-

with editor: translate ideas from verbal .
to pictorial form; ‘and select most signifi-

cant wording for caption ‘to bring out

meaning of cartoon.

V- 10 Tnstructs and advises ﬁm;ltry'and egg

producers in developing programs for dis-
‘ease prevention -and control, building and

equipment - maintenance, and . improving

poultry raising: .

Verbal aptitude is required to read_and g

* understand 'technical 4 jQurnals on "poultry

K4

95

_subjects such as English, mathematics, or
* social studies in private, religious, or pub- ’
" lic secondary seheol (high school) :

" Verbal aptitude is required to read zind

~ understand textbooks or other literature
~_related to the subject matter taught; to -

. lecture on, discuss, and explain subject
matter to convey information to the stu--
dents; to write lesson plans and outlines;
and to read students’ papers and write.

critiques.

ment, anatomy, functions, and other basic

principles of plant and animal life, usually
- specializing in research centering around

a particular plant, animal, or aspect of
biclogy : _ . :

_ Verbal aptitude is required to read and
comprehend information concerning bio-

“ logical sciences and to express verbally

(orally orin writing) findings from in-

‘vestigations in various fields such as agri-
" culture, animal or plant- life, genetics,
pharmacology, and ,microbiology.
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V—Z 4 Intnoduceq V‘M’M)Uu types of radic or
television programs, interviews. guests, -

and acts as master of ceremonies:

* Verbal aptitude is required to read news
" flashes and commereials aloud; to deseribe
orally public events such as parades and -

conventions as the events ceedr; to inter-

view guests ; and to wr 1ta scrlpts and news
A ' .
V—-2 6 Per forms chemieal, mier oscoplc, and

bnctex iologiic tests'to provide data for use
in diagnosis and treatment of disease:

Verbal aptitude is required to compre-
" hend technical language 61~ athology and
m1c1oblology in order to read and inter- -
 pret work oiders; prepare notes on find-,
ings for pathologist, and to -record test

results.

v-z 6 Ednts ‘motion plctule ﬁlm and sound

track:

Verbal aptitude is requned to hsten
critically to the dialogue to determine if
it is undelstandable and mmntzuns the

- story contmuxty., s
V—-2 7 Intervnews Job apphcants in employ

ment agency and refers them to prospec-
tive. employels for consideration: e

Verbal aptitude is required to spealk and

~ understand * the applicants’ language in.
‘order to learn their background, qualifica--

tions, and goals, Verbal aptitude is also.
requh ed to explain the employment-serv-

ice to employers and obtain requnements ‘

data for: job orders,

V-2:8 Sets up and operates small scale chem- -
- ical production equipment such.as reac-

tors, stills, stripping towers, separators,

“and blending tanks, under laboratory =

conditions to test methods and chemical
processes for product development, fol-

lowing specifieations and guidance from

research chemists or engineers:

Verbal aptitude is required to under-

stand chemical terminology; to read and
understand . specifications = for - chemical

processes; and to- write 1eports of test
- pr ‘ocedures and results,

V-—2 9 Readc; book or seript of mdm and.tele-
v:sron programs to detect and 1ecommend

deletxon of vnlg‘w, 1mmoml hbelous, oY

mnsleadmg statements: L,
© Verbal aptitude is requived to under-

- stand the expressed and implied meanings

and possible connotations of words . in
-seript and statements in the context nsed.

' V-2:10 Performs dental prophylactic treat-

ments and instruets groups and .individ-

. uals in eare of teeth and mouth

Verbal aptitude is required to learn

dental anatomy, dental hygiene, prophy-

laxis, and prosthesis; and to present den-
tal hygienics to groups and individuals
of vanous ages and socml backgrounds.

L V-2:11 Schedules and ‘assigns motor. vehicles

and drivers for the conveyance of freight
according to company and government
regulations and pohenes :

Verbal aptitude is required to read and

~ understand the rules, laws, -regulations,

and/or- policies of the company, union,
‘and Interstate ‘Commerce Comimssion; to

-effectnvely communicate instructions to
- drivers; and to write reports

V—Z 12 Inspects loggmg opemtnons to insure

. that workers adhere to contract provisions -
and safety laws and to prevent loss of
timber through bxeakage and damage to

 residual land

Verbal aptntude is required to read and»

-understand contract provisions, safety

laws, and-company policies as eriteria
used in evaluation; and to write evalua-
tion 1ep01t ' :

V—2 13 Conducts receptxon interview of ap- .
- plicants to roufe them to correct depart-

ments (units) and maintains employment
office records: :
Verbal aptitude is required to questnon‘

~applicants to determine their needs; to

give explanations regarding employment

_ office services; and to. give instructions

for completing forms or for. other actlons _
applicants must take. =

- VI2:14 Reads typescript or proof of type

setup ‘to detect and mark for correction

-any grammatical, typographlcal or com-

poqxtloml errors:
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Verba]l aptitude is required t6 comﬁre-

- hend the terminology of a variety of sub-

jects and know the specific meaning of -

- words. in-the context of 2 portieular sub-
 ject matter and to detect variations from:
" a specified or usual usage when. proofing

material from a vmnety of smbject;,

V-?.'la “Blans and desxgns artistic interiors

- for homes, hotels, ships, commereial and
institutional stmctuz'es, and @thel estab-
lishments:

‘Verbal aptitude is reqmred to commu- 3
- nicate with a variety of clients to deter-
* mine their preferences and the functional

requirements of the interior; to. present -

- _plans to client; and to give dlrectmns to
- tradesmen,

V—Z 16 Creates desxgns zmd prepares patterns

for new types and styles of elothing:

- Verbal aptitude is required to- read ©
trade journals and fashion magazines to

keep abreast of trends in styling, mate-
rials, and const:uctlon to converse with

.salesmen and buyers about new ‘styles;

and to v:nte construction, color scheme,

‘and fabric: specifications for expe1 unental
-models

V-—2 17 Plepales workmg plang and detaﬂ
- drawings from mugh or detailed sketches
“or notes, for engineering or manufactur-

ing purposes according to speclﬁed di-

‘mensions:

Verbal aptltude is lequn'ed to’ 1ead and
understand textbooks and references used

“in drafting, such as those specifying mate-
‘rial characteristics or -information on’

manufacturing methods. Must understand

' oral instructions from design engineer and.
write technical data such as material. -

specifications and functlonal 1equu ements
for drawing,

Vf-2 18 Sells automotlve parts and- equlpment »
. and advises customers on substitution or
modification of parts when replacement is -

not available:
Verbal aptltude l’equued to ask pertl-

‘nent questions to determine merchandise

desired by customer; to answer technical -
questions - and explam -use of parts; and

to provxde other mfozmatmn requested.

V—2:19 Takes dictation, in shorthand, of cor-

respondence, reports, and' other matters,
~and transeribes material, using type-, '
: writer: ' ,
- Verbal aptxtude is requu ed to compm«
hend meaning of words to record and
transeribe dietation acéumt_eﬁy.

Level 3

‘ V—3.1 Opexates stvntchboazd to pr@wde an-

swering service’ Tor clierits: )

Greets ealler and announces name and
_phone numbel of client; records and de-
livers ‘messages; furnishes-information; -
accepts orders; and 1ehys calls.

V-3:2 Operates bmlers, tmbmes, generators,
and auxiliary equipment at genelatmg :
plant to produce electricity:

-Confers with operator being relieved

* eoncerning operational Status of boiler
unit, turbo-generator unit,- and related
fuel, air, water, and steam systems;
reads station log and notes any unusual
switching operations performed, and
equipment -placed 'in or out of service;

- discusses planned repair, m amtenance or

construction with individual in charge of

_ work to plan switching sequences required

" to close down or isolate specific equip-
ment; and enters information on equip-
“ment operation and changes in statlon
 log. .

V‘—3 3 Sets ‘type by hand and machme and
assembles type and cuts in a galley, for
printing articles, headings, and other
prinited matter; “determining type size,
style, and compositional pattern from
awork order:

- Verbal aptltude is 1equued to under-' )
- stand the meaning of words when proof-
reading copy and written instructions;
and- for knowledge of proper spelling,
- grammay, and punctuatmn

. V-3:4 Types letters, reports, stencils, forms,"
- addresses, or other straight copy mate-

* rial .from rough draft or corrected copy:
Verbal aptitude is required to under-

stand the meaning of wordgs, sentences,
-and whole paragraphs well enough so that
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LS

in copying frem a mugh draft msentnons
which are out of context or mconectly
‘placed can be noted. L

V-3:5 Supervises and coordmtes actwntnes

‘of workers engaged in assembly of elec-
. tronic equipment such as radar and sonar -
units, missile control systems, domputers,

cables and harnesses, and test equipment:
Explains wiring and soldering proce-

dures ‘to' new employees. Reads test re-

. ~ ports to determine cause of equipment

failures and explains precedures to work-.
ers to correct: practices that result in .

 defects. Explains company policies and

diseusses grievances wnth ‘workers or their

. repy esentatlv

V-—S 6 Drives truck over estabhshed route to
“deliver, sell, and display products or.ren-
der services: Calls on prospectlve cus-

tomers and. solicits new business; informs -

regular customers of new products or
services; and writes delivery orders.

_ ’V—3 7 Controls equlpment units or systems

* ‘that process chemical substances into

specified industrial or consumer products :

according to knowledge of operating pro-
cedures and chemical reactions, laboratory

results, and correlation of process 1nst1u-,

v mentatlon

Verbal aptitude is’ requned to under- -

stand sufficient . chemical telmmology to
~read job specification pertaining to proc-
esging procedures, eguipment operation,
and ingredients; and to write a daily log.

V—-3 :8 " Installs and services automatic oil
burners?in furnaces in homes or commer-

_e¢ial establishments: Reads work order

. gpecifying equipment to be installed or

receives oral directions from supervisor .

concerning: installation requirements. Dis-
- cusses any unusual features of installation.

Vc~3 9 Questxons patlents to obtam their med-
jeal history, personal data, and to deter-

"mine if they are allergic to dental drugs
or have any complicating illnesses: Con-
verses with patient in reassuring man- - o .

V-3:15 Driv_es electric_ powered streetcarv to :

ner; éxplains post operative eare, oral

hygicne, and importance of spreventive

dentistry " to patients. Greets patlents,

V—3

13
i

: zmswens tellephone, and schedules appomt-

ments.

:10 SeMc variety of commodntnee in Q‘ltes

establishment: Deseribes salient features
to eustomer, and advises eustomer in mak-
ing selection by explaining use of par-
ticular article or suggesting other articles.

3:11  Plans layout, and installs and repairs

wiring, electrieal fixtures, appmatus, and.
control equipment:

Verbal aptitude is teqmred to read and
understand loeal electrical code; to diseuss
problems or questions with architeet or

general contractor ; to read manufacturer’s -

instructions when assembling and install-
ing eqmpment or controls. ' :

112 Opexates machine to cast complete
lines of type, from type metal, and depos-
its them in galley, in composed form for
printing:

Verbal aptltude is 1equned to 1ead in-

- structions on size and style of type, length )
- of line, and other specifications; to read -

) copy when- setting -type; and to read
: ploofreader 5 marks.

V—S 13 Conducts tours for vxsntors of radlo

and television station facilities and ex-

_plains duties of members of station staff,

operation of equipment, and methods of . -

.broadeasting. Must have general knowl-

' V-3:

‘edge of various phases of radio and tele-'

vision statlon operations,

:14 Operates several types of power con-

. struction equipment such as compressors,

pumps, hoists, derricks, cranes, shovels,
tractors, serapers, or motor gladels to
excavate and grade earth, erect strue-
tural and reinforcing steel, and pour con-
crete: ‘
Verbal aptitude is requn*ed to under-
stand instructions and directions given

. by foreman or. supervisor; and to read

and interpret operational procedures,
safety rules, and s'tfe operatmg proce-

- dures.

- transport passengers, collects fares, and
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‘gives information to passengers:




e

Verbal &mitudé is.required te read. and

- interpret assigned schedules and traffic

and company regulations; and to answer
inguiries ~from passengers concerning
route, schedule, and fare. -

 V-3:16 Sets up and operates machine tools,

and fits and assembles parts to make or
repair metal parts, mechanisms, tools, or
machines, applying knowledge of ma-

~ chine, shop mathematies, metal properties,

and layout machining precedures: v
' Verbal aptitude is required to read text
materials while attending classes during
training or apprenticeship. Must under-

stand language in shop orders, specifica- .

tions, and other written or oral instruc-
tions. o o

V—S:i_’? '- Prf&;i\"iides beauty ‘vserVEce for custom-

ers: Suggests coiffure according to physi-
cal features of patron and current styles,

or determines eoiffure from instructions

~ of patron. Suggests cosmetics for condi- -

tions such as dry or oily skin:
Verbal aptitude is required to- gree
patrons, ascertain services desired, and

explain beauty treatments, hair styles,

and other services. o

. V-8:18 Serves food to patrons at Acoiint‘ers

and tables of coffee shops, Junchrooms, .

and other dining establishments where

* food service is informal:

Relays order to kitchen.

Studies menu to learn contents and to
determine specials. Greets customers, an-
swers questions about menu, and makes
suggestions”regarding food and service.
Writes order on check or memorizes it.

V-3:19  Fabricates, assembles, installs, and -

repairs sheet metal products and equip~
ment such as ‘control boxes, drainpipes,
ventilators, and furnace casings “accord-
ing to job. order or blueprints: o
" Verbal aptitude is required to read and

" understand text materials and lectures on

characteristics of sheet metals, measure-

*ment and layout procedures, and metal

forming techniques. and applications dur-- .
ing training; and to follow verbal and ',

written work orders.
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- V-3:20 Repairs ‘and overhauls automobiles,

buges, trucks, and other automotive ve-
hicles: .~ o _
Reads and interprets technical manuals,
‘charts, and parts manuals to plan work
- procedures and seleet replacement parts;
* discusses nature and extent of damage -
and repairs nceded with customer and
serviee manager.

V-3:21 Construets, erects, instalis, and re-
pairg structures and fixtaves of wood,
plywood, and wallboard, using earpenter’s
handtools and power teols, and conform-
“ing to local building codes: o
Reads blueprints for information per-
taining to materials and dimensions. Must

* understand building eodes and company
.gafety practice rules. . e :

Level 4~

V-4:1 Waits on customer and recbives eash
payments for articles, gelected by cus-
tomer: o :

‘Gives information about items and sug-
gests related purchases.

V-4:2 Records brand marks used to identify
cattle, produce, or other commodities to

- facilitate identification: . : T
Reads applications for new brands and’
official brand record; records assignment
or reassignment of brands; reads to file
reports to field inspectors. ‘

V-4:3 Tends one or more machines that knit-
fabries, garment parts, or other articles
from yarn: : . R

Reads knitting ticket for each machine

"to find out amount to be knitted, style,

size, part, dimensions, yarn type, color,

and dye lot number; receives any instruec-

tions for adjustment of machine to obtain

. desived quality; records peructiqn' ree-
~.ords for day: and reports any unusual

- problems encountered. :

V-4:4 Coordinates and expedites the flow of
~ materials, parts, or ISubassemblies within

- ‘or between departments in accordance
-avith production or shipping schedules, or
_ departmental ‘priorities: S

R



V-4:6 Welds

Reads preduction schedules and dis- -
cusses them with department supervisors
to determine overdue items; confers with -

- _supervisors to lecate materials and to
arrange for the precessing, ‘assembly,’ or'_.

_ repair of materials and their tie wnsporta-
~ tion to other depar l:ment.). Confers with

lubr mants, an(l accessories as ﬁ’equested by
customer: :
Verbal aptitude required to undexstand

- specific instructions from station manager

and to- commumcate with customers.

V-4:10. Reads items llsted on order sheet to -

department supervisor to establish com-

pletion date for material; and- informs
- production department or other unit re-
sponsible for scheduling.

to recipes and production order to pre-

duce breads, pastnes, and other lbaked_

‘ gnods S .
Must read lGClpeS and pr oductlon or dels

worker who gathers and assembles items.

© V-4:11 Cuts paper or cardbomd to desuedv_

V-4:5 Mixes and bakes ingredients acc'ording'

to determine number and kind of bakery -

products to make, ingredients to use,-and
mixing and baking instructions,

al parts together, as speci-
fied by lay t, diagram, work order, or
oral instructions, using equipment which
introduces a shield of inert or noncom-
bustible gas around the electrlc are to
_prevent oxidation: ' : >

- size, using hand cutter:

‘Must vead instructions on shop order
giving dimension, color, and type of paper
materml to be cut.

V-—4 12 Sorts sacks of mml or express items A
--aceording to destination to facilitate load-

ing and unloadmg uulzoad mml zmd ex-
press cars:

‘Reads tags on sacks to sort them ac--
cording to destmatlon «

i V—4:13 Tends bag making machines which

_‘Reads work order or receives oral .in-
structions indicating type of material -

‘and number of units to be welded; type
and size of electrode material to use; type

of gas shield to use; settings for gas pres-
" sure, electric current. amperage and speed

of electrode wire feed.

V—4 7 Tends any of a vanety of machme

- automatically measure, print, ecut, fold,

and glue or seal plain or waxed paper,
polyethylene ﬁlm, or, cellophane to form
- bags:

* Verbal aptltude is requlred to under-

. stand verbal or written instructions about .
numbel and size of bags to make and

material to use when loading and adjust- -
. ing. machine; to request bag material from

warehouse; and to discuss machme mal-
functlons W1th foxeman. :

V—4 14 Drlves gaSOIme or electl 1c—poweled

tools such as lathes, drill presses, mlllmg_ .
- machines, grinders, or special purpose ma- -

chines to machine metal workpieces to
*specifications on a production basis:

Reads written instructions or job orders

to determine number and kind of parts

~ to be machined and kind of ‘metal stock

“or castings to use. Requests stock and cut-
- ting tools from stock room, specifying
sizes, types, and amounts.

V-4:8 Cares for chlldlen in pr 1vate home.

fork lift truck to move or stack bulk mate-

‘rials in warehouse or factory:
~ Must read. aSS1gnment sheet specifying

which vehicle to operate; understand oral

. instructions from foreman about mate-
~rials to convey and their specific location

and’ destination. Tells maintenance crew -
of any irregular 1t1es in tractor operation.

V—4 15 Keeps premises of commerecial estab-

Must read directions for preparation of

formulas, and possess sufficient vocabulatry
to understand mstructxons regarding care
- of children. -

' V-4:9  Services automobiles, liuse‘s_, tl'u'cks,'

and other automotive vehicles with fuel,
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~ lishment, office bulldmg, or apartment

“house in clean and or derly condltlon'

- - Verbal aptitude is. 1equued to read |
written instructions for mixing cleamng

. solutions and waxes, and to pfepaxe requi-
-gitions for supphes i

V-4:16 - Operates previously set up panto-

graph machine to transfel

°

designs in




V—4 17 Assembles,

N be made to select batch card, and list of -
mgledlents on batch card,

to cloth printing rollers:
Reads instruction sheet which spemﬁes

-lstartmg slot for positioning -of "ground
point on ground wheel, and number of

xepeats of pattern to make.on ‘voller.
weighg,

and measuxes‘

andy ingredients, such as' egg whites,
_butter, flavoring, condiments, and shorten-
ing aceording to formula: ‘

,reduced fonm, from a zine mastel plate

‘Reads schedule, specifying pr oducts to:"

V—4 118 ASSembles metal _toys on assembly

.oral
_assemble, position of parts, sequence of

line, changmg tasks as directed according

to workload of . department; tends drill
"press or punch press; fits parts together; '
and joins parts using resistance welder, -

fold-over tabs, or nuts and bolts:

Verbal aptitude required to understand
instructions ' specifying parts to

assembly, and methods of fastening parts
for several types and models of toys and

- stages of assembly

V--4 19 Holds graduated rod at. desxgnated'

pomts to assist in determining. elevations

- and laying out construction stakes for }
T map—ma’kmg, constructxon mmmg, and, ‘

and other surveys

. Moves rod or talget on 1od fol]owmg,
velbal signals. Calls out" 1eadlng, or re-
~cords leadmg in notebook -

Level 5
No illustr atmns.

N— NUMERICAL AP’I‘ITUDE

The ablhty to perform ar 1thmet1c operatlons o

qulckly and, accu rately

S N-1: :1 Conducts research -

Level 1

mathematics and in application of mathe-

- matical techniques to science, management,
. and other fields, and solves or directs so- -
lutions to problems in various ﬁe]ds by -

m'tthematlcal methods :

| Tests hypotheses and alternate theorles. o

0

‘in. fundamental' '

o trigonometry, -
-culus, and differential equatlons to engi-.

N“I 0

.

N-1:2 Analyzes business problems; such as

the development of an integrated produc-

~ tion, inventory control, and eost analysis -
~ systems, refines formulation and converts

into program form for application to elec-

- tronic data processing equipment:

Numerical aptitude is required to under- R
stand and use mathematical pringiples to’

_compute estimated cost, time, equipment,

and pelsonnel required to solve problem,

N—l :3 Conduets research into. relationship
‘between chemical and physmal properties

_of organic and inorganic subst‘\nces and' ~

~ compounds: -

Numerical aptitude required to denve
formulas for solving unknown variables,

. - analyzing chemical composition, and meas-
uring reaction times and physical charac-.

teristics. Analysis and - measurement re- ‘.

“quire the application of mathematies '
‘through analytical. geometlv and calculus.

N—l :4 Performs a variety of engineering
‘ work in designing, planning, or overseeing

the manufacture, construction, installa-
tlon, or maintenance of electric or elec- °
tronic - systems, equlpment or machinery
used- in the generation, transmission, or.
utilization of electl lcal energy for domes- -
tic, commelcml mdustlml consump-
tion: :

Numemcal aptltude is 1equned for the.
understanding and application of algebra, -
analytical geometry cal- ...

neering problems.

Demgns mdustna] m‘tchmerv and-
equipment,  tools, dies, gages, jigs, fix-
tures, and machine attachments required
for manufacturi mg industrial products:
Numerical aptltude is 1equned to use-
" analytiéal geometly, caleulus, ‘and differ-
‘ential equations to apply fundamentals of

. mechanical engineering to machme and

- tool design. .

N—~1:6 Converts engine'ering_, scientiﬁo, and

other technical problem formulations into

* format processable by computer: -

Requn es ability to identify mathemat-'
‘jeal foxmulas, equations, and assumptions
pleSented in support of problem; to ana-
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.. make - computations involving the use of

i

lyze problem ‘using mathematical formu-

las, tables, and reference materials and

linear algebra, vector . analysis, differen-

tial equations, and ecalculus to identify

each mathematical element i in the solutlon
of the pr oblem. '

'vpany is 'spreading its ~risks' sufﬁeiently;
according to probability tables. '

- N-1:10 Prepares cost and work completlen

:7 Collects, analyzes, and 1nte1p1ets data |
- on problems of public finance:

Computes ,or - formulates ploblem f01 i

solution by others to determine govern-
_ment income and eXpendltmes by source

and function using such data as tax tables .
and rates, income and population projec-. -

tlons, and proposed budget and expendi-

. tme plOJectlons Determines impact of

tax and fiscal policies on level of income
and business activities. Computes mxtlal.
and final distribution of tax burden and

 taxes:

its effects from analysis of shifting and
‘incidence pattelns for various types of
Computes probable revenues and

effects of new taxes or.tax rates. Compu- -

‘tations and founulatlon of problem re-

quire the use of statlstlcal methods,'

algebl a, and some ca]cu]us

8. Resealches market condltlons in local
" regional, or national area to determme

- ,potentlal sales’of a product or service:

Computes and analyzes statistical data

- on past sales of firm and general whole- A
sale ‘and -retail sales trends to forecast

future sales trends. Makes statistical pro-
jections based on population, 1ncome, sa]es.

data, and consumer surveys.

N—-2 1

T—-1 19 Rev1ews applications for casua]ty in-.
surance, to evaluate degree of risk involved -

following company’s underwriting policies:

_ Determines amount of risk company

and rigks- involved, and the premium

‘will insure, based on value of property .

thereon. Determines the walue of each . -

factor 'affecting the degree of risk and

applies - the applicable’ premium to. each

using rate tables or computes the weighted

~ value of each factor to arrive at a final
vcompomte weight used to compute the pre-

mium; computes amount -of insurance in -

“force in the palthulal class of risk or

in the same area to assure tlnt the com-

N-2
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- taxes

: estlmates for engmeeung cont;act bids:
Computes and" hsts total ; quantity of
each type of materiiil needed from blue-~
prints and speclﬁcatlons computes quan-

~tity of standard:sizes or lots needed for

each segment of wstructure or part; esti-
" mates cost of #Aw materials; purchased
_ equi"pment, ol subcontracted work, and
labor, using price lists, standard or esti-
mated time/cost - figures, and materials
hsts, and sets dehvely of . comp]etlon‘
dates ' : oo

1 11 Applalses 1'ea1 and per sona] pmperty
‘to determine its fair value and assesses
in accmdance mth plescribed
-schedules:. - ..

- Computes the' ‘market ;_\'a]ue- of ‘real
estate by ‘determining the individual and-
‘composite value of such factors as-its
location, construction,. size, age, utility,
and  marketability " at - current market
pricés; and eomputes amount of tax to
levy by determining the indwldual and

~ total rate off taxes -applicable for each

taxing jurigdiction with a’ c]alm against
the pr operty, ‘and applying these to the
equahzed assessed valuatlon of the plop-‘

= Level2 o
pphes principle of accountmg to.i in- -

stall and . maintain opelatlon of general

- accounting system:

Applies numerical’ 1eason1ng to deslgn
or modify systems to provide records of

~ assets, liabilities, and financial transac-

tions; applying arithmetic principles to

‘-prepare accounts, records, and reports.

based on them; auditing contracts, orders,

- and vouchers; and preparing tax returns

~and other reports to government agencies.

Superwses and coordlnates activities
of workers engaged in cruising (survey-

- ing) land for land management planning, '
by “determining qmntltv and quality of

logs in standing timber, or developmg' -

logglng p]ans. e ’\)




N umerical aptltude is 1equn red to deter-‘. ‘

area and statistical samphng techniques;

- ‘mine sampling methods based on-size of -

and to compute and summarize statistical -

“data and _prepare estlmates, maps, and -

reports. -

public oy private 1nst1tut10n* ‘

~ Numerical aptltude is required to com--
pute size of individual portions needed to

-~ obtain  required nutritional  values for
.-~ regular or special diets, and to: calculate
~ total quantity of foodstuffs needed for
‘specified period based on number to be
-fed, -menus for period, and- 1nd1v1dual :

quantities needed. Numerical aptity

also required. go break down total quan = o

N-2 :3  Plans and dnects food service proglam R
" in hospltal school, 1estau1ant or other ~

ties into number of units by standard sizes ~

to maintain and analyzé food cost contlol
records. - . ’

drawings of architectural and structural

Calculates load and stress and strength

vleq.ulrem'ents for materials; estimates size
and  quantities of materlals needed for.
‘prO]ect and ‘computes costs, :

N—2 :5 Draws and corrects topographlcal maps

- from source: data such as surveying notes,
- aerial photographs, or other maps: -

Makes - arithmetie computatlons to lay

. out scale representations of mountains,

~.to prepare 1equ1s1t10ns for vendors, and . -

N—2 a- Prepales wonkmg plans and detall'

features of ‘any class of buildings and like -
structure from rough or-detailed sketches
“or notes and spec1ﬁed d1mens1ons*

ponents needed when not speclﬁed to

compute output values or "potential of

. units; and to prepare graphs showing
. operating characteristics of system, using

mathematlcal tables and formulas.

N-2:7 - Des1g'ns and fabncates templates of .
~wood, paper, sheet metal, and plastic used
for laying out reference pomts and di-
. mensions: o
Uses tr igonometric functlons and tables, ’
algebra, and arithmetic to compute angles,
-* dimensions, and contours of template and

'to measure and mark layout 1efe1ence
pomts on template matel ial. ‘

N-2:8 . Develops resistance weldmg and braz— _'
- mg machine set up. data for work ordels' B

to insure that parts conform to blueprints

. . and engineering specifications, applying
~ knowledge of machine function, electron-

ics, properties of metals, effects of heat
-~ and ‘shop mathema‘tlcs' : e :
" Computes combination of pressure, cur-
rent, holding time, and impact required

to obtain specified weld, interpolating from -
“tables and charts, and multiplying and -

dnndmg fractions and decimals to arrive
~at machine settlngs Measures and makes

arithmetic computations to determine di- -~
mensional set up for workpiece and elec-

trodes and size of jigs or fixture needed.

N-2:9 Schedules and assigns .motor vehicles

cities, and other geographic features so

that correct proportions and- dlstances

are-achieved.

electrical circuits, electrical testing pro-

. cedures, mathematics, physics, and related -
~subjects to. lay out, build, test, trouble

N—-2 :6 . Applies’ eleetronlc theory, pr1nc1ples of

shoot, repair,~ and - modify -developmental

-and production electronic equipment such
_as computers, missile-control instrumen-
. tation, ‘and maclune tool numencal con- |
‘trols: o

Numex 1cal aptltude is requned to cal-
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“culate values and sizes of circuitry com- - -

and drivers for conveyance of freight,

according to availability, length of trip, "
freight requirements, vehicle capamtles
' 'and licenses, and user preferences:

Numerieal aptitude is required to- com-~ -

pute truck capacities for various prod-

ucts; estimate delivery time, - compute. ‘

delivery charges; and-to prepare statisti-

. cal reports and studies. on opelatmns,.
equlpment and personnel. -

A N-2 10 Sets up and ‘operates small scale

chemical producti on equipment under

‘laboratory conditions to test methods and
- - chemical processes for product develop- -
~ ment, following specifications and guid-
.. .ance from research chemists or engineers: -
Numerical aptitude is required to solve
- standard formulas used to compute results

132
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L

~of laboratory tests pelformed Requn es

multiplication and division of ‘common .
and dec imal fractxons -

N—2 11  Determines such characternstncs of_'
photoglaphnc emulsnons as- their speéd

. (sensntmty), contrast and maxlmum den- N—-2 16 Inspects and tests completed gyro- ; ]

sity: v

, Multnphes and dnvndes decnmal fr actions

” and uses common logarithms to determine
-‘speed’ of emulsions:which is a function of '
film* densnty and exposure. t1me '

. N—2 12 Admlmstels, scores, "and interprets -

' mtelhgence, aptitude, achlevement and
~ other psychologlcal tests:

Adds, subtracts, and uses tables to score -
tests; compaling test scores to standard
L norms and applying numerical reasoning

. in light of statlsltlcal statements of test’

rehablhty and Valldlty

N—2 13 Momtors and controls electromc digi-
tal computex to, process business, scien<
~ tifie, engmeerlng, or other data accordlng
. to operating 1nstruct10ns
‘Numerical aptltude is 1equ1red to pre-
pare operating records; to time.length of -
runs; to adhere to fixed operating sched- -

: puces based on - amount condltxon and
; saleabnllty of item; and to prepare finan--

cial reports such as’sales reports, time

. and payroll rep01ts, bank depos1ts, mven-'
: torlés, ete. : : :

‘scopes for conformance with operational

‘standards using equipment such as vibra-

* tion - testers, potentiometers, and other .
. test equipment which slmulate operatmg

- conditions or: functlonsl~ g

Numerical aptitude is required to make

arithmetic calculations and compute ra- =

tios for test procedu1 es and sef up of test

. equipment; and to measure dnmensxons of -
. gyroscope to check conf01 mance to aSSem-..~ -

bly drawings. -

to arrive at interpretation of test results N—2 17 Records complete set of records of g

financial transactions. of establlshment'

" using bookkeeping machine:

Numerical aptltude is required to 1ec01d, .
individual entries for each transaction and
post totals, net amounts, and other com-

. putatnons, to verify entrles and to sum-
- marize and balance totals insuring accu- _
racy; and to prepare periodie trial balances -

and other statlstxcal 1nformatlon._

ules; and to dlscuss operating difficulties - N—Z 18 Itemlzes and- totals customers’ pm‘ :

with programel or superv1s01

»N—2:14 Repans electronlc equlpment such as ,
. computers, industrial controls, - radar sys-
“7 tems, telemefering and . missile control
systems, followmg blueprints and manu-
facturers’ speclﬁcatlons,. and using hand-
.tools and test instruments:
L Numer1ca1 aptltude is lequlred to- cal-_»
t¢ulate dlmenswn, to determine output
. measurements of components; to compute
- ratios when calibrating instruments; and
to apply prlnclples of geometry and trigo-
nometry ‘to compute angles and COOIdl-
nates.

chases in self-service grocery store, using

~cash’ register; reviewing price sheet to .

‘note price cHanges and price of unmarked
items; recording price on cash register;

- collecting money from customer and mak-

ing change:

Numerical apt1tude ig 1equn ed to wexgh
_ produce and compute cost from price bar
- and. pr ice list; and to compute unit cost v
mentally when price _posted is for-two. or

more items or units and customer selects. -

less than the number posted

» chel 3

N—2 15 D1rects operation of a 1etaxl s’elf-' N-3 1 Sets up and operates X-lay “unit to

service’ food store accordmg to oVelall
organijzational po]1c1es :

- Numeriecal aptltude is necessary to de- - -

- termine. amounts of: merchandise needed
oo based on stock and past sales and to pre-
- - pare requisitions or orders; to adjust

‘obtain photographs of internal stzuctu)e.‘
of body using standard formulas based on
principles of "algebra and geometry to
, compute amperage and voltage settings,
exposure time, and: dlstances of ﬁlm from
ob]ect and X-ray tube o

1‘3“’




N—-3 2 Treats patxents thh dxsablhtxes, dls—

- orders, and injuries to relieve pain, deve]op
sor restote function, and maintain maxi- .
‘mum pe1formance, -using  physical means
massage, heat, ‘water,
o hght and electmclty as prescx 1bed by phy-, :
C '_slcxan-

such as exercise, ‘m

Numerieal- aptntude is requir ed to mter

bret chnlcal tests such-as range of motlon o

‘muscle response, and functional tests to -

. ascertain extent of physical loss; to deter-

* mine intensity and duration of manual or
mechanical therapy treatment or proce- .

~ dures such as weight lifting, d1athermy,:

' tractlon, or electr o-therapy. ’ ‘

N—3 13 Supervxses and coor dlnates activities
- of workers engaged in ext1act1ng alumma L

~ from bauxite::

: Ca]culates feed rates” of raw materlals, o
_using standard formulas. and chemical -

analysls reports to compute rate of inputs.

~ Studies production schedules and estimates
- man hour requirements for completion of -

N—3 :7 Sets up and operates machme tools -

and fits and assembles parts to make-or '

. .'repair parts, mechanisms, tools, or ma- .
~ chines, applying knowledge of mechanics,. .

“shop mathematics, metal properties, and
Jayout. machining plocedules S o

: Requires the application of shop mathe- =
“matics, including geometry and - trigo-
_nometric functions, to lay out work piece,

" position and set up work piece, set up -

. .machine too]s, and measure work pxece for

" conformance to standards. :

N-3: 8 -Constructs, erects, 1nstaHs and 1epans L
" structures and fixtures of wood plywood,
- and wallboard, usmg‘ car pente1 s hand and .

- job-assignment; Adjusts’ work schedules

or staffing to- ‘meet pr oduction require-

e ments, using knowledge of capacities.of -

- machines and egtupment ‘Maintains time-
. and productxon records. :

N—3 4. Sells. tlckets for transpoxtatlon agen-

N—3 5 Grows shrubs, 1ootstocks, cut ﬁOWel s, »
~or flowering bulbs: :

_ cies such as alrhnes bus companies, rall-

roads, and- steamshlp hnes.

Computes ticket cost and taxes, usmg
schedules and rate books; checks and

.

Measures parts for which no-replace-
" ‘ment is available using micrometers and
. gages to determine if they can be modified -
by machining or building up to required
_'size; prepares sales slip or sales contract;

and compute total price of sale meludmg
applicable taxes. - o

power tools: = o -l
Measures and computes unspec;ﬁed di-«

mensions to prepare layouts, mark cutting—

and assembly lines on materials, shape

“materials to prescribed measurements, and -

~ fit and install window and door frames,,
trlm cabinet work, and hardware.

N-3 :9° Acts as 1nte1med1a1y betWeen 1mport~

weighs baggage; computes travel time and
fares for different types of accommoda-

" tions; prepares daily sales record showing
““number and class of tickets sold and.
- amount of fare and taxes; and counts and'

‘balances cash with sales record. -

Computes ‘acreage to be planted acc01d~
ing to estimated demand for species, avail-

N-3 10 Des1gns and p1 epares decorated foods '_
and artistic food arrangements for buﬁ'ets'

‘ers, steamship companies, or. airlines and -

- Bureau of Customs by preparing and com- .
piling  documents required by Federal -

‘Government for a ship or airplane of for-

 eign origin to discharge its cargo at; a

- domestic port: -

Computes and quotes duty 1ates and
amounts on commodities using excise and

 tariff rate tables apphcable to commodity. .

"~ in formal restaurants: -

. ability and. cost of seed, bulbs, or scion .

. stock and space 1equnements for -each

. variety. Maintains record of wages andi

hours of workers. -

N—-3 6 Sells spare and rep]acement parts and -
’ -equipment in- agency, repan‘ shop, or parts.

‘store:

AN
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Reviews advance menus to determine’

_ amount and. type of food to be served;

prepares food according to recipe; com-

- putes amount of food needed, based on
‘number of persons to be served and stand-

ard amounts per person; and adjusts

standard recipes to obtain required quan-
- tities. Measures and weighs ingredients.
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N—3 11 Sells men’s furmshmgs such as neck— C
ties, shlrts, belts, hats, and accessories: = -
. Numérical aptitude required to complete -
sales slips determining total' amount of -

sale, -applicable - taxes, ‘and change due o

customer. v

N-3 12 Recelves cash f1 om customers or from -
! other employees in payment for goods or -
“gerviees in retail or service estabhshment .

and recor ds amount receiveds

Computes bill, 1tem1zes llst or. tlcket E
showing ' amount. due ‘ using. add1ng ma-~

chine or cash register; makes change,

‘cashes checks, and issues receipts ; records-

amount received and prepares reports of

‘trarisactions; and reads and records totals .
on cash- reglster verlfylng agalnst cash.:

-on hand

N-3 13 Controls equlpment umts or system .
that ‘process chemical substances into-

specified industrial or consumer products,

according to knowledge of operating pro-

" eedures and chemlcal reactlons, laboratory

" test 1esults, and process 1nstrumentatlon. ol

Accurately - measures units of time

lapsed and temperature -changes to startv
and stop various stages of the process in

" the required sequence and to prepare a log
including, time intervals and temperatul_e
changes at each stage of processmg. _

N—3 14 Stups (lemoves) developed photo-_

graphic negatlve film from glass or film

~ base and- remounts it, in reverse position,
on another glass plate for use in preparmg

i photoeng'rang plate:. o ‘

-Measures with square and scale to ahgn

position .of glass plate on table; measures
"and draws register and reference fnarks

" on glass and film as guide for pos1t10n1ng )
film; measures angle for positioning half--
tone contact screen on film; and measures
and rules borjers usmg ruler, leldelS, ‘

anaw . o v R
N-—3 15 Installs, mamtalns, ‘and  services

sound and intercommunication systems,

multiple antenna systems, closed circuit

_television systems, and assoclated appa-

ratus:

106 1:33

Nume1 1cal aptltude is 1equ1red to meas-
'.uze and position.- components of system -
and ' cable during installation; to check
‘power and res1stance of eir cuits-to assure .

' proper functioning of system or to locate -

- “causes of malfunction; and to comput'e o
fractions to obtain pr oper ratlos in elec- o
trical system. - : '

N-—3 116 Sm ts, records, and proves 1ec01ds of
‘bank transactions, such as checks and’
deposxt slxps, using proof machme- T
. Adds and . subtracts to- locate, corlect S
‘and record er rors 1nd1cated by tape totals.

N--3 17 Se1v1ces automobtles, buses, and
trucks, W1th fuel lubrxcants and accesso-
rles SR Coe

A Numerlcal aptltude is. requn ed to com—,

" pute prices~and total sales; and to select

_or advise customer on proper size, grade,

~or type of pr oduct following specifications

- for make and model of car and standard
-convers1on tables : ‘

N-3 18 Opelates telephone sthchboard to
estabhsh or assist customer-in establish- -
ing local or long distance telephone con--.

nections; computes time and charges for -
- pay telephone calls or at request of caller.

N-3 19 Constlucts and repalrs dental appli- .
-ances such’ as full and partial plates,
_erowns, inlays, wire frames, and porcelam,

_ teeth, according to pr escrlptlon. -

- Measures_ depth of undercut in teeth,

~ from model, measures powdered poxcelam
and water to mak_e poreelain teeth.

'N-3:20  Tends any of a variety of machine
“tools such as lathes, drill presses, and mill-
~'ing machines to machine metal work pieces

_to speclﬁcatlons on a production basis: -
Adds and subtracts to verify conform-
ance of machined work pieces to specifica-

tions and to adjust machine controls. '

- N-8:21 Tends equipment that chemically
‘cleans grease and scale from metal objects
by immersion in chemical solution to pre-
pare them for further processing:

" Measures and adds specified volume of
- chemicals to maintain consmtency of clean—
mg solutlons o :
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N—3 192 Plov1des beauty servxces for cus- .
- N—4 7 Records business- transactlons in Jour-‘ o
nals, ledgers; and on special forms and . -

. tomer

- Measures amounts of chemlcals to mlx.. :

- in- preparing tmts, rlnses, bleaches and -
permanent waving solutions, to. maintain

specified proportions. Totals cost of serv-

- ices rendered '
’ Level 4-

dresses, coats, and suits according to cus-

o tomer speclﬁcatlons and measurements' R
Measul es customer to determine. dimen-

sions of garment; and ‘adds and subtracts -
- to adJust pattern to customer’s dlmensmns :

N-4 2 Inspects loaded freight cars:

Measules helght and width of loads to -
ensure that they will pass over bridges and .

through tunnels on scheduled route. =

N—-4 3 Coordxnates and expedites flow of. I'na-,» 9
terial, parts, and assemblles within or ;

| 'between departments in accordancé with
A ploduotlon and shlppmg schedules or. de-
' ,‘partment superv1sols pr1or1t1es.

" Numerical.aptitude is required to. deter- o
,mme quantities of materlal adding and = .

) subtracting to detelmme items of total.

" ‘rder which are in various stages of manu- -

o factu1 ing: sequence.-

' N—4 4 Sets up knitting machlnes to knlt hose,
. garments, and cloth accordmg to: specifica-

- tions, and adjusts -and repans machines

using knowledge of machine function:

- determine number and size of cams and
.. links for set up, to synchlomze machme,'
and to make repairs. : .

N-4 5 Mixes and bakes lngredlents accordmg 2 N _4:13 Phot ographs patrons

to recipes to produce pread, pastries, and
other baked goods: '

o Numerlcal aptitude i is requlred to calcu-' )
\ .late quantities and proporuons of. mgledl- :

- ents based on master recipes and for the
measurement of temperatures, tlme, ‘and
weights.’

N—4 16  Sets up and operates equlpment to dust

. tree crops, ground ccrops, and Jivestock .
with liquid or powdered pestxcldes, fe1t11- o

: lZeI'S, herblczdes, or hormone,s

kY ,v : R R N

Measures and mixes speclﬁed materlal

‘transfers entries from one accountlng S
record to another: :
Adds totals ~of ‘entries and ong'lnal
rec01d and- compares to check for postmg -
erlors '

N _4 1 Makes womens garments such as ,.:N—4 8 Packs agrlcultural produce such -as

ddgulbs, fruits, nuts, eggs, or vegetables, for
~storage .or shipment: ,
Numerical-aptitude is requned to pack -
prescrlbed number or weights of items, to
““follow prescribed pattern of number of
'1tems in each row, and to use specified size

| _contame1 for each grade or sme packed. . L

N-4:9 Counts or weighs incoming laundry, .
ahd sorts by type of article, color; fabric,
" or wash treatment to be given and enters

ticket.

- N-4:10. Welghs and 1ec01ds wexght of mate-' L

. ‘rials such .as cotton, sugarcane, paper,
“-cloth, plastlc, and: tobacco, for purpose- of
- keeping production, recelvmg, shlpplng,for
other records. - . - - =

- N—4: 11 Tends clrcular knlttmg machines, :
-with automatic pattern’ controls that knit

- seamless hose: :

Counts bundles, and labels each grade of = -

« hose;-and measures overall léngth of hose -
using seale on inspection form. - :

Must measure, ‘add, :and subtract to ‘_N-4 12 Serves bank officials or departments

: by performing messenger; work:
Counts and records items delfvered from
one department to another and trips made
" in ¥ work day. - R :
usmg‘ pre-
focused camera, to take series of miniature - o
p1ctu1es. . .
Collects - paymgnt for ﬂmshed photo-
glaphs B S

o

Levcl 5
No 1llustratlons. o

, S — SPATIAL APTITUDE

Ability to thlnk v1sually of geometrlc forms o
and to complehend the two-dimensional rep@e- S

+ count . or. welght on’ custome1 ] laundry S



sentamon of tlueeudnmensxonal objects. The
ability to recognize the 1elatmnslups 1esultmg‘ A
fl om the movement of obJects in space :

-~

..

Level 1l

S-l 1 Dlagnoses and treats dxsease mJunes, :

.and malformations of teeth and gums, and . -
- related oral structures: '

Spatial aptitude is 1equn-ed to 1ead X

~ rays; to comprehend relation between teeth,»
" tooth functions, tooth f01ms, str esses and
j all phases of occlusmn. ' '

S—l :2 Conducts resealch in. fundamental
mathematlcs and in application of mathe-
matical techniques to science, malragement
and . other fields, and ‘solves  or. directs

- golutions to~ ploblems by mathematlcal o

" methods: - .
, Spatlal aptltude is Tequir ed to vnsua-hze.
and understand the spatial relationships of
objects and forces involved in a situation
and then resultant effects on each other.

S-1:3 Plans and deSIgns private - 1esu:lences, _'
. ofﬁce bulldmgs, theaters, public buildings,

- factories, and other structures; and orga-

nizes servnces necessaly f01 thelr Lonstl ue- -
tion: .
Plans layout of ploJect usmg v:sual
1mag1nat10n -to 1nteglate struetural, me-
~ chanical, and ornamental elements into a’
. unified design. Prepares sketches and ele- -
vation view of project for client. Prepares
scale and full size drawings for use of

> * building. c'ntractots and craftsmen.
Q.

'ms a varlety of engmeermg work

in designing, planning, and oveérseeing the

: manufacture, construction, installation, and
operation, of electrlc or electronic emup-

ment; and systems, used in the géneration =

and utilization of electrical energy for in-
dustrial and. domestic consumptiofia®
- Spatial ability is required in.the design -
‘and construction of electrical systems and
_ equipment to visualize the spatial relation-
.. ships of static and dynamic¢ components .
- and the spatial characterlstlcs of energy
- flows, - ‘
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1

Dxaws and paints_ illustrations for
advertisements, books, magazmes,postels,
~ billboards, and catalogS‘ .

Renders detalls flom memony, live

S—-I

- models, manufactured products, or refer-

“ence matenals to execute design,

a

" Level 2 '\':"

S-2 11 Exammes eyes to determine VlSual effi-

. ciency and performance by means of in-
* strumentation: and - observation, :and pre-
’ scubes correetive procedures:

-

Spatial aptltude is 1equned to visualize
- the anatomical structure of the eye and its

. optical system and functioning in order to
relate the information obtained from ,an

eye examination (using precision optomet— '

rie instruments) to ‘diagnose the problem
- and determine remedial tr eatment (lenses,
- exercise, ete.). ' ' -

S—2 2 Prepares woﬂung ‘plans’ and detml‘ '
drawings from rough or detailed sketches
or notes, for en