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The document is one of five summary reports, all part

of a Pre-Technical Curriculuam Planning Project for secondary students
vho aspire to technical employment or post secondary technical

- sducation. This report represents the results of an assessment of the

northeast Florida areas technical occupations in business. A
three-phase approach was utilized: (1) the identification of three
broad career clusters in records system and control, secretarial
science, and marketing: {2) developsent of a survey instrument; and
(3) a review of data collecting. The following occupations are
analyzed according to tasks and corresponding skills/knowledges:
computer librarian; control clerk; computer prograsmer, operator, and
scheduler: accountant; bookkeeper; legal, medical, and executive
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manager; stock manager; salesperson; service deskperson; copyvrite;
layout artist; hotel sanager; and store manager. Eaployment
statistics and projections, conclusions and recoamendations coamplete

the document.
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LnoLTl, o LuveLodountly woiwol Board toorn & anjer
serture Lnopreviaing relevant curriculum for students
whan ther tderted the coneept ol 4 threcg-program curriculunm

Sor cenior nign schools, Tne tirce programe decided upon

l., Vocational
2+ College Preparatory
3, Pre-icehnical, .
mhe differcncez between this high school curriculum and
most others were that:
The pre=-technical -program filled the gap

between the vocational and the professional
level preparation.

Each of the three pfograms was directly

related to the student's post high school

plans.,
The traditional programs and curriculum had made available
programs that would provide the skills and knowledge for
pupils desiring to enter a vocation or college, but only a
few technical and no pre-technical courses were offered.

This lack of a prc-technical curriculum was not & pro-
blem unigue to Luval'county Schonls. Investigations by
staf{ members ¢f the Luval Count: Leiool Zoard of existing
programs at the local cnd state lovels, follovied by con=-
cultations with state and national experts in technological
education reveaicrd that nc planned pregram of pre-technical
education at the secondary level existed in the state or in

the nation. Only fragments of a pre-technical curriculum,

ERIC | d
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Uit lzud the roguircaent for a carciully prepared pre-
vecnnical currteulws at the gecoundary level,

Lducation's failure to meet the need fo. chnical and
?rc-tecnnical cducation provided the impetus for this pro-
Jects The project's ultimate goal is to develop a pre-
tecinical curriculum which would provide secondary students,
wio aspire to technical employment or post secondary tech-
nical cducaticn, with the requisite skills, knowledges, and
attributes to respond successfully to current and anticipa-
ted demande of local, state, and national job markets.

Belfore any curriculum could be developed, an assess-
ment had to be made of the kinds of technical occupations
that presently exist in the Northeast Florida area, plus
the associated skills, knowledges, and attributes needed for
these occupations., This summary report preserts the re=
sults of that assescment.

The study was limited to the hortheast Florida area
and to selectcd agencies becauze of time and personnel con~
straints. However, there is no reascn why the procedures
used in this stuay would not Le applicatle for a wider geo=-

graphic region.
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Lale CLudy wWet dutegned o oameet the following objec=
tives with recrect to techninal cccupntions In the vuciness
SLGLd L0 LCrthoesEt JLoriaa:
1, o laentify the exicting tecnnicul occupa-
tions and the number cf precent and antici-
pated employees in each.

se To detoraire the regquicsite skilis, kKnow-
ledses, and attributes associated with sue- ¢
ceucful =warticipation in each occupation
icentified in (1),

3, Te cluster the technical occupations.

The scope of the study required a three-phase approach.

Phase I was the iLdentificarion of three broad career
clusters in bucsiness. These were determined to be:

1. Record Systems and Control

2. Secretarial Scilence

3. NMargeting
— Special Area Advisory and Review Ccmmittees were establish-

ed in each of the clusters. Each committee was composed of:

1. Area specialiste from Florida Junior College
and the Luval County tchool Board

2. Jorking technicians

3, Key representatives from the business field
in Duval Countye.

The first function of each coonittee vus to prepare a
rough draft survey form of taske performed in each cluster
area. A& tentative list of skills, knowledges, and attri-
butes was also identified at this time. The project staff

was responsible for researching the literature and making

Q _6_
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Gloana¥Ore  allel provaran; tae survey dnctprument Jor cach
areiy the conaittee manrers identified ugercies in the Lorth=-
cust Jloridi wrea wiicn employed personnel in teehnleal po-
givicene and then Ldentified key individuals within thoce
onicies, These Key incdividuals were contacted by gtaff
. perconrel and a Jodb taci survey instrument wac completed
for ti: teeanical occupations existing within the employing
£, ... a=u least one of the following methods was uced to
complete thz survey instrument for each occupation.

1. Completed by technicians supervisor.

2. Completed by technician.

3, Completed by project staff member from
available job description information.

vuce LI concicted of developing a written survey in-
styument which was mailed to businesses not contacted in
Phase I. This survey vas used to supplement the information
obtained in Fhase I, and to identify the number of present
snd anticipated employees in each occupation. Businesses
iAentified in Phase II were determined from the following
sources:.

1. iealth Planning Council of Jacksonville

. Lata Processing lianagenrent assoclation

3, The lational Secretaries accoclation (National)

", v-l1:w pages of the telephone directory

5, . .-indale-Hubbell Law Directory, Volume I

‘. Conoolidated City of Jacksonville Records
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an abloDt WhE sielv o centhet onen feontlified budinere
WG Uhe Gl OO Oracri Lwoere reguirud to bave Job per-
Sorunance conpetencies in the btusinesy fleld.

Trne priuusry methed of cellecting the nunber of present
and anticipated cuployees wag @ malled ques: onnaire., This
Lmuthoé was nelected feor the following reasone:

i. It allovied wider coverage und o larger numbed
of contacts thian a perconal interview,

. . .
2, It wuas less expensive than a personal interview.

3., a malled questionnaire allowed the agency re-
presentutive to complete it at his leicure.

Follow-upe (personal visit or telephone) to the ques-
tionnaire were hade to agencies that did not return the
survey.by a project staff member,

In Phase III, members of the Special area Advisory
Comaittees revieved the data collected to date. Task forces
composed of consultants and members of each area advisory
committee met individually and in some cases jolintly to
expand and compile the liste of tasks and skills in each
of the three areas. Uased on these lists, a final review
and modification was made by selectea comaittee members.
The results of that review are shown in Chopters 1-5 of

this report.




Chil cuagter prefents & opwnary of tuoe
level and specialized tecnnlcul occupations
ivving in sorthesst SFlorida. The gatiaering

Jieh Le Lists were derived wae a contiauin
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nuiiber of entry
presently ex-
of cdata f{rom

g activity of

the ctals and members of the various advisory coimittees

througiout Phases I and II.

Lo attempt was made by the staff or committees to in-

terpret what was meant by various job titles
in the marketing cluster. The coumon titles
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were the job titles listed in the Dictionary
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a) Titles.,

or occupations
currently in
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Area Numkter of Occupations’
Iaenti?IeE

I. Record Systems and Centrol
ae Lata Processing
Be accounting
TI. Jecretarial Sclence

III. liarketing
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CHAPTER II

TASK ANALYSIS OF SELECTED QCCUPATIONS IN
BUSINLSS RELATED FIELDS

In this chapter, a task analysis for each technical
occupation is given. Section I is a task analysis for occu=-
pations in Record 3ystenms and Control; Section II is a task
analysis for occupations in Secretarial Science; and Section
1II is a task analysis for occupations in Marketing. Each
section lists the occupation and its identifying code title.
An (X) aprearing in the column copposite the task row for a
particular occupation indicates that that task is performed
in the occupation.

These task ;ists were compiled from info;mation and sur-
veys conducted in‘Phases I and II. The original task lists
were developed by task forces composed of members of the va-

rious advisorf committees from job descriptions and publica-

‘tions avaiiable on competencies found in business careers.

From the original task lists, a written sﬁrvey instrument wvas
developed which could easily be completed by anyone familiar
with the occupations., As businesses were identified whc'em-
ployed individuals in technical positions, they were contac-
ted by a staff member, and at least one of the following
methods was usgd to complete the survey instrument:

le Compléted by technicians supervicor,

2. Completed by technician.

3. Completed by perscnnel ollice staff.



L. Completed by project staff membeir from
available job description informaticn.

Where several people were employed wili the sume jou
title, an attempt was made to obtain at least threec com-
pleted surveys on that occupation. In those cases, a con-
sensus of the individuals who completed thc survey wac

cessary before listing that task as being performed in that

occupation.

4 -
e mhe



BEST ¢
Py
CHAPTER II M’MBLE

TASK ANALYSIS
RECCRD SYSTENS AND CCNTROL: (DATA PROCESSING)

I. Job Occupations in Record Systems and Control: (Data
Processing) and Identifying Code Titles (Entry level
and specialized positions)

Titles Code:
Computer Librariane o o o o o o o o o o= o
Control Clerk . ° ° ° ) ) ) . ° ° ) o o
PCAM Equipment Operator « ¢ o o ¢ o o o o o

Computer Operator . . ° ° ° ™ * ° .

Computer Scheduler. ° ° ° o . ° ° ¢ ° ° .

.
°
°
(o SRV TP AV I D

Programmer e o ® 8 ® o e ® s e ¢ o o o

ERlﬁ‘ . -12-

Full Tt Provided by ERIC.
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RECORD SYSTEMS AND COLTROL (DATA PROCESSING)

P
.CODE
JOB ENTRY TASKS 213141516
1. Reads information punched into a card. XIXIXiX1X
2. Codes information to be punched into cards. L4 (X
3, Handles cards properly. LX) X
/o 7 ts up machine for punching cards. XXX XX
5, Plans card layout; . X
6. Keypunches cards from source document,. X X|X1X1X
7. Verifies cards to check accuracy of key
punching., XX XXX
8. Duplicates cards to \rerifier notch and
COrrects cards. . ({XIX X
Yy, Operates sorter for alphabetic sorting. XiX| X
10, Cperates sorter for numeric sorting. XiX| 1X
- 11. Operates sorter to group cards, XX
12, Operates sorter to select specific cards. X
13. Operates reproducer, X
1l.i. _Operates collator, X
15. Operates interpreter to print punched
datz in various locations on the punched
card. XX
16, Operates tabulator (accounting machine). X
17, __Computer system initialization, X
it. Job ;. -caration (set up), X
L . _Comuu.er system operation. X
20, On-line peripheral operatione. X

13-
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SLCCRD SUSTIN AND CCLTRCL (DATA PRCCESSING)
CCDE
SC3 ENTHY TASKS 1z2|3lul5(6
2l. Decellate printed outputs. LiX1X
22, durst printed output. XX
‘23. Hind urinted outputa. x‘rx
"2he_ Alyze problem for solution, X
25, Plan solution stevs. ) X
26, Code program in assembly language. X
27. Code program in RPG. X
8. Code;grogram in COBOL. X
20. Code program in FCRTRAN, X
sve  Test and debug diagram. X
1. Deocunent program or system. X
. 32, Check computer output. Xl 1Xj] IX
33, Estirate run times, X} 1X|X
3L. Schedule work loads. X
2%. File computer tapes and cards.
36, Keer perpetual inventory of tapes and
cardsa. X{XIXIX}X
37. Help define machine malfunction to
customer engineer. X}X
36. Consult proper manuals. XXX

.
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TalK ANALYSIS
RECORD SYSTEMS AND CONTROL: (ACCOUNTING)

I, Job COccupations in Record Systems and Control: (Account-
ing) and Identifying Code Titles (Entry level and
specialized positions) '

Title: Code:

Acccuntantooaeeoooooooooeooouo-ool

’.‘"";'keeper.........Q............E

Ao provided by eRic

ERIC ~15-
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RECQRD SYSTRNS AnD CCRTROL (ACCOVITING)

CODE
JOB ENTRY TASKS 112
1. %gswer customer's questions on charge account I
illing.
2., Prepare payroll, X |X
3. Compile and update the delinquent accounts lists’ X
Le w.th a computer printout sheet on éalesmen,
amount of product ‘sold, and cash receipts xlx
turned in, compile delinguent receipts report.
5., Compile and update list for collection agents X
6. Process the request for credit information on a X
customers
7. Typc invoiccse »_T
5., Prepare time cards of all employees, XIX
9, File and update time cards. X
10. Process worker time slips. <g;,
11. Check time cards and post information pertaining x bx
to payroll.
12. Prepare bank deposit. X
13. Verify and bank cash receipts. K X
14, Check and compute accounts payable, XjX
15, Compile payroll reports and summaries. X
16, Post and balance monies for internal accounts, X
17. Compute salesman's commission, XX
1#, Comp - acecounts recelvable data. i
37, HRecoxrd payments received. | — X
20, Reconcile bank statement,

] O=
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REOORD SYSTES AUD CCNTROL (AC QUNTING)
CODE
JOB ENTRY TASKS 112
2l. Compile, type, and rccap accounts receivable. X
272. Record and post accounts payable. .
23, Record and post accounts receivaﬁle. X
25,. Compute and record financial report data, - X
Z5. olipute and distribute payroll. . X|X
26, Compute payroll changes. XX
27. Prepare/help prepare bids and estimates of
costs of products and services. X
28. Perform tasks related to electroﬂic data
processing. XX
29, Niakrrge petty cash.fuhdé. L 1X
iC. _hecelve payments over the counter. —
31, Prepare journal entries.}elating to notes
pavablee. X)X
32, Prepare journal entry. ——
33, Prepare W-2 form for new employee.
1., Collect (payroll deductions) and pay to State
and Federal Governments, taxes due, X
35, Call customers on overdus accounts. X
36. Prepare form 1040 (schedule C). X
37. Prepare an eight—column work sheet from data
selected from ledger accountse. ’ X
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CHAPTER Il
TASK ANALYSIS
SECRETARIAL SCIENCE

II. Job Occupations in Secretarial Science and Identifying
Code Titles (Entry level and specialized positions)
Title: Code:
Legal Secretarye e o o o o o o o o o s oo
Medical Secretary o« o ¢ o ¢ ¢ o o o o o &
Executive Secretafy e o o o o o 8 o o o o

Secretarye ¢ e o o o s e e o o o o o o

Vi & W N

Stenographers ¢ e« o ¢ ¢ o ¢ o o ¢ o o o

ERIC | ~18-

Full Tt Provided by ERIC.



SECRETARIAL SCIENCE

CODE
JOB ENTRY TASKS 1121314
l, Take dictation in shorthand,. XX | X{X
"2+ Take dictation on stenotype machine. X
3, Transeribe dictation on typewriter, XX XXX
ko Transeribe from sound recordings, XXX X D:C_J
Je wwoiipoSe and type routine correspondence. X XX 1X1X
6. Type business forms, _ XIXIXIXIX
¥ 7, Compile and type general reports. nxe,x x|x|
§ 8. Type various masters and stencils and pre-
= pare multiple copies. . X IXIXIXIX
§ %, Compile and type statistical reperts. TX XX
5 lue GCivev visitors and send to appropriate
R cfficial, XXX XX
ll, Give information to callers. ;‘X X XX
- 12, _Answer phone and give information to callers,. |X xy X
13. Route calls to appropriate official, X Xﬂ( XX
l4. Place outgoing calls. XiX{Xixix
15. Arrange travel schedules and reservations, XIX{X X X

16, Locate and attach appropriate file to corre~

spondence to be answered by employers XIXIXIXIX
17. File correspondence and other records. XIXIX XX |
18, Keep personnel records, X XTLZK X
16, _Reeors winutes of staff meetings, e I XIXIXIX | X
2. Prep:rc summons, subpoenas, complaints,

notions, . X un

EC , =19-

Aruitoxt provided by Eic:
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SESRETARTAL, SCIRNCE

_

JOB ENTRY TASKS

21, Prepare and type wills, deeds, contracts,

estate papers, resolutions, probate pro=-

ceedings. . X
22, Notarizec signatures, bl LIX XX
23, Arrange conferences and meetings. 80 Xﬁl
24,. Pay bills, XIXIX1XiX
25. Interview and schedule for prospective

employees. _d A1
26, Supervise clerical workers.
27. Ksep reception room neat and orderly. X{X Lﬁ
28. Type from straight copy at a speed commen- .

surate with job entry requirements, b3
29. Make adjustments and minor repairs on the

rLypewriter, XIXIXIXIX
30, Prepare report forms and conference minutes. X}X

- 31. Arrange and keep an accurate log of appoint-

ments for clients and customers. LIXIRIXIX
32. Handle routine matters pertaining to office

records, XX

-t

33, Choose an appropriate filing system to use

in any given situation, XXX IXIX
3L, Prepare materials for filing. X1X
35, Open, sort and distribute mail, Jd X%
36, Record all cash transactions neatly and

accurately. XIXIXIXIX
37. Reconeile monthly bank statements. XX
38. Prepare and make bank deposits. XX
39, Keep legal cilendar up to date. X 1

ERIC

Full Tt Provided by ERIC.
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SSCRETARIAL SCIENCE

CODE
JOB ENTRY TASKS TJ. 21314
4O« Transeribe histories, physical examinations,
censultations, diagnostic test reports, and
operative reports for a variety of medical
services., X
4Ll. Type documents from directions given in
medical phraseology.. X
) |
2. Analyze medical records for deficiencies. K
L3, Interpret legal réquirements of preser&ation
of medical records. X
-1
L4L. Prepare raw data on prepared forms for
future handling by computerized systems, XX
L5. Operate the ten-key adding machine with
speed and accuracy using the touch system. _;x
L6. Perform simple to cdmplex mathematical pro-
blems on the semi and fully automatic rotary
and listing calculators. X
L7. Use the full-key adding-listing machine, XXX X
o 48, Perform various duplicating operations on ]
. both fluid and stencil duplicating machines
and photo copiers. X

Q
ERIC



III.

Job Occupations in Marketing and Identifying Code
Titles (Entry level and speciaslized positions)

Title:
Sales Manager.

Buyer o+ o+ o

Receiving Manager

Displayman.
Credit Manager

[
Copy Ay g

CHAPTER II
TASK ANALYSIS

MARKETING

Credit Interviewer .

Stock Manager,

*

Professional SalesPersoﬁ

Service Deskperson .

Copywriter. o
Layout Artist,

*

Hotel/Motel Manager.

Store Manager,

2=

Code:
e . [ ° ° . .
[ . ° ' ° ]
(] ° ° ° o 'y )

[ ] L] [ ] L [ J [ J [ J
[ ] [ ] [ ] [ ] ] [ J
[ ] ] [ ] ] L J [ ] [ ]
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MARKETING

CODE

JOB ENTRY TASKS

ol ]2

ch

21

1.

Enforce pood housekeeping prac-
tices and care of storeproperty

2

Verify and adjust prices accor-
ding to warehouse price lists.

X

3.

Reorder basic stockse

be

Talk to manufacturer represent-
ative and review their merchan-
dise lines.

1=

de

Supervise department stock
people and sales force and help
in peak periods,

6.

Cive sales force product infor-
mation, deparimenl adverblodng
information, and/or new policy
and procedure information.

Te

Write initial advertising copy
information,

9.

AR

Help salesperson with any diffis

cult sales where additional mer<

chandise informationis required

Decide when to mark down mer-
chandise and supervise mark-
dowiiS.e

10.

Supervise the merchandise fix-
ture arrangements on the sales
floor and department displays,

s

1l.

Work closely with branch or
suburban department managers,
providing them necessary infor-
mation and coordinating their

efforts.

R
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MARKETING

JOB ENTRY TASKS 1{2

12, Keep check of fast and slow
rmoving items, recommending to
buyer their reorder, marking-
down or transfer from one store
to another. X

13, Keep check on the movement of
denartment's merchandise from
_.int of rcceiving to getting
it on the selling floor. XX

1l4. Select merchandise and write
ourchase orders. XK

15, Write merchandise order can- X
cellations, ‘ _ X

16, Place special orders and follow
through on their delivery, XX

17. Supervise periodic inventories
of stock on selling floor and
in stockroom,

_18. Shop competitive departments wlx
in the city.

— 1
19, Estimate future sales based on xlx
past history and current trend.

20, Match receiving papers with
buyerts orders.

21, Receive incoming shipments of
merchandise.

22, Tally invoices, bills of lading
or delivery tickets,

23, Tetermine discrepancies, losses|

and ¢- 3res and write reportse

2.« Route packages to proper
departmonts.

ERIC ~2ly=
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49

L3

Keep a written record of all
entering merchandise.

Track down non-delivered mer-—
chandise and make claims.

Check with carriers for lost
merchandise.

Supervise receiving clerks re-
garding the quick forwarding of
merchandise to proper depart-

ment checking and marking areas

29,

30.

Work with buyers on complaints
of missing and damaged merchan-~
dise.,

-

Route return-to-vendor mer-
ghandise.

31.

Arrange displays of merchandise
in store windows or showcases
which will feature selling
pointse.

32.

Receive directions via sketches
or verbally, and implementse.

33.

Supervise cleaning of display
windows and fixtures.

P

e

Supervise making of necessary
display sets, backgrounds,
and signs.

35

Gather, coordinate, and access—
orize merchandise for displays,

Keep informed about seasonal
sales, coming advertisements,
current events, or current
fashions. *




MARKETING

JCB ENTRY TAGKS

37. Dress mannequins for displays
and group merchandise to please
the evye.

38, Desigh and sketch displays and
assist in developing storewide
thenes.

39, Help set up window displays and
interior store trim under the
directicn of the display assis=-
tant or manager, and supervise
helpers .

LO. Help carry equipment for setting
up displays such as ladders
_and staplers.

Ll. Help dismantle dispiays and re-
turn merchandise to dggartment.

4L2. Store display fixtures and
supplies.

L3. Personally interview and help
£ill out forms for persons
applying for charge accounts.

Lis Question applicant's credit
_records,

L5. Obtain information from credit
bureaus, references and other
stores with whom the credit
applicant has accounts.

L6. Send form letters advising in-
dividuals whether or not their
accounts have been accepted.

L7. Supply information to credit
bureaus and credit bureau mem-—
bers. -

8.  Convert or transier accounts
from one type to another,

ERIC —26-
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L9, Send out bills and answer cus-
tomer complaints on billing. X {1 X

50, Change charge addresses for
customers. XX

51, Call customers when accounts are
dq}inquent. X |X

52, Balance the credit journal, X1X

53, Approve or reject accounts,

5L. Arrange extension of time for
vaying accounts. X

55, Send accepted credit applica-~
tions to cooperating bank so
that charge plates can be sent
to customers. XX

-~

56, Specialize in selling a certain
type of merchandise or group of
related merchandise. X

— +

57. Develop a customer following
(clientele), who can be called
and informed of new merchandise. X

58, Is adept at suggestion selling
and nearly always increases the
amount of the sale. X

59, Inform buyer of stock shortages |,
and customer vants, £ X X{X

60, Help keep counters and display
fixtures clean and attractive
and stock neatly arranged. XXt X X

61, Help with attractively display=-
ing merchandise in the depart-
ment and keeping displays fresh. XX XX

62, Send out promotional mail. XX

2]
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63, Call attention to new sale or
narked dovn merchandise. X KX XXX
€4, Trade up during a sale by em-
pnasizing qualities of higher
~uriced merchandise. X ~
65, Advise customer as to current
fashions and styles. %k X XX
66, Assist customer in trying on
and fitting garments, X
67. Sell by telephone. X
68, Call fitter or make appointment
for fitting if alterations are
needede .o X
69. Answer customer questions on
advertisad merchandise. X |X{X XiX
70. Communicate clearly on complex &
product/service featuress X} X }E*X
71. Anelyze customer needs by mea-
surement and calculation. X XX
72. Maintain package checking ser-
vice for customers. X
73, lMake special orders for cus-
tomers. XIX|X XX
74. Answer customer questions by
telephone. XX XXX XK
75, Take and relay messages to
management . ' XX XXX XXX
76, Handle refunds, exchanges, and
customer complaints. XX X
77. Handle money orders.
78, Schedule repair service calls, Xix

28
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79. Cbtain nceded art work to pro-
duce brochures and handbills.

80. Establish copy theme and write
appropriate copy for layout.

81, Fit copy; figure how much copy
will fit in the required space.

82, Check availability of merchan- | |
dise before ad ruis. | 31X X{X

83. Align similar merchandise on
same adse.

84. Check price points for conform-
ity, X|x p

85, Loarn tho points to be stressed

about each article. ' XXt X XX

36, Obtain needed customer benefits \
(selling points) of merchandise
for proper presentation. XIX| K XX

s 87. Arrange illustrations and copy
in proper balance,

88, Clip tear sheets.

89, Check ad to assure it conforms
with company policy and govern=-
ment resulations.

_‘.F

90. Take stock counts as directed
by supervisor. XiX XX

91, Xeep records and com ile re=-
porgs. P LI XXX

92, Schedule the working hours and
reliefs of emplovees, XXXy X1 X

93, Explain limits and terms of
different type accounts to
customers,

©

ERip‘ =29~
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9L, Promote good customer relations,

95, Help train new personnel in
department.

x

9¢., Implement procedures for cost
and quality control.

97. Promote store/community public
relations., -

08, Plan for inter-store activi-
ties.

99, Complies with governmental reg-~
ulations.

100. Maintain inventories and esta-
bvlish replacement procedures
for equipment and furnishings.

Q
~30~
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€§§' TASK =~ SHILLS/KNCUWLEIGES ANALYSIS IN THE
BUSINESS FIELD

This chapter presents the skills and/or knowledges
for each task listed in Chapter II., The identification
of these skills and knowledges was made utilizing the
following resources:

1. Consultants with expertise in the
appropriate area.

2. Area specialists from Florida Junior
College and the Duval County School
Board.

3. Job description information from business
and industrye.

L. Publications on business careers.
A review of the skills and knowledges was made by members
of the advisogy‘committee before final approval. However,
the skills and knowledges listed should not be considered
as final., Each listing will be updated and revised as

curriculum is developed in the second year of the project.

ERIC

Full Tt Provided by ERIC.
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CHAPTER IV
NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES
Iiv BUSINESS OCCUPATIONS

This chapter presents a breakdown of the number of
precent and anticipated employees for the identified tech-
nical occupations. The data from which these tables were
developed was a continuing process of the staff throughout
Phases I and II. It was compiled through the use of one
written survey by the Project Staff and the results of two
independent surveys run previously by other organizations.
The project survey form was forwarded to (766) seven hundred
sixty six agencies, businesses and industfial firms in Duval
County. The results of this survey plus the pr- .ously com-
piled results in surveys comﬁleted by the Healt . Planning
Council of Jacksonville (completed 1972) and the Florida
Department of Commerce (completed Oct., 1971), identified
the number of individuals empleyed in the technical business
occupations.

A confidential supplementary report consolidating the
information compiled in the project survey, not to be re-
leased publicly, will give the names of the'business firms
and industries and their responses. This report will also

. . S
be part of the final project repor ﬁﬁﬂss

&

©

ERIC

Aruitoxt provided by Eic:



HE!AMWHJQ
13
NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES

BUSINESS OCCUPATIONS

Number of New Employees
Position Identification Current Anticipated
Employe=s 12 Months
Record Systems ancd Control
l, Computer Librarian 26 5
2. Control Clerk 141 28
3. PCANM Equipment Operator 107 11
L. Computer Operator 283 53
5. Computer Scheduler 31 6
6. Programmer , . 157 19
7. Accountant L64 10
8., DBookkeeper 392 17
TOTAL 1,601 14,9

ERIC
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NUMBER OF PRESENT AND ANTICIPATED GMPLOYESRS 94

/7
BUSINESS OCCUPATIONS 4%%Q?
Number of New Employce:
Position Identification Current Anticipaved
Employees 12 Months

Secretarial Science

l. Legal Secretary 189 12
2. Medical Secretary 209 10
3. Executive Secretary 133 5
Le Secretary 1,171 20
5. Stenographer 1,075 3h

TOTAL 2,777 gl

©
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NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES 4&&?

BUSINESS CCCUPATIONS

Number of New Employees
Position Identification Current Anticipated
Employees 12 Months
Marketing
l. Sales Manager 120 3
2. Buyer 38 3
3. Receiving Manager 25 1
4e Lisplayman 12 1
5. Credit Manager rxY: 1
6. Credit Interviewer 32 6
7. Stock Manager 240 2
8. Professional Salesperson 1222 27
9. Service Deskperson 717 22
10. Copywriter 22
i1l. Layout Artist 10 KO .
12. Hotel/lotel Manager 99 1‘7'
l3. Store Manager 291 14
TOTAL 3,060 100
=103~
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CHAPTER V %Jp

CONCLUSIONS AND RECCMMENDATIONS %

-~

This chapter presents the conclusions and re¢commenda=-
tions of the Project Staff as they relate to the Business
Area of technical education,

This chapter did not appear in :.e original summary
report due to the fact that sufficient time was not availa-
ble to review the findings with each of the Special Area
Advisory‘Commiﬁtee members., The staff also felt that feed-
back and recommendations from the Joint Planning Committee
and the Ceneral Advisory Committee would be beneficial in-
formation to have before any summaries were written.

Therefore, the comments included in this section re-
present the opinions of individuals with expertise in the
Business Area who have reviewed all available data. Such
opinions should not be considered final or mutually exclu-
sive of other judgments in that they are only presented here
as a summary of the Project Staff's findings.
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CHAPTER V %,
CONCLUSIONS AND RECCM.%i.. ;i TONS %40

Partially because public education has failed to
provide quality technical training or true career educa~
tion for business and commercial occupatlons, therc ..
projected long-term shortage of people prepared for sales,
record keeping and data processing, office and secretari=-
al work and related areas. Since the beginning of ine
20th century, "business" has steadily lost status and
appeal except for executive and top managerial positions,
The result has been an oversupply of overeducated and
over qualified "management scientists" and a sherta~s 7
teciuiical level pex*:‘:u&-xuel.

Furthermore, rather than staff with over qualified
people, as was once the practice, businesé is increasingly
searching for the appropriately trained individual. Clear-
ly, it is the responsibility of the educational community
to respond to these needs.

The northeastern Florida area, in particular, Luval
County, is a business and cormercial hub for much of the
state. Thus, even if the responsibility did not exist for
providing & broad base in occupational training because of
the higrly mobilie nature of contemporary_society, local
requirements would dictate a high pricrity for developing

relovant curricula in thilg area.
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Additional developments which suggeet the growing
need for pre-technical training in the "mciness area oo
briefly cited below:

l. Record Systems and Control

There vac once wide spread fear that azutomatic data
processing wculd féplace people. Not only did this I...
to happen, but the reverse proved the case « . . more jobs
rather than fewer., DMoreover, the structure of jobs which
is emerging includes increasing members of technica’ c.oo-
pations.

For example, the trend towards installation and use
of generalized "data management systems" (e.g., GIS, MADK
IV) is creaﬁing a demand for technician lavel Drigivaicawy
rather than the profeésionél level "analyst progra:uier"
once required, At the same time, increasing use of source
data automation technigues (e.g., optical scanning) it re-
ducing the number of dead end "menial" jobs (e.g., key
punch operators). Thus the pressure for mid-level tech-
nicians is being applied from both above and pelow.

2., Office and Secrctarial Pocsitions

The skills regquired for competence as a secretary are
changing rapidly. Sophisticated office equipment (Cegey
IJAG=carcé typewriters, electrostatic copiers) has recduced
the load of repetitive, routine work, and is making in-

creacing demandz on techinical skille,
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~“Me?_mp1ans, plus federal and local’ programs (e-g.; medicaid),

are leading to a more ccmplex off;ce work and greater

needs for skllled medical secretaries. In the case of le-i

“gal and execut ve secretaries, ‘use cf ccmputerized office

'fjfimanagement servicee;“the”"MTST"“and{cther'similar'devel- S —
"1 opments are making the job different and leading to the T
A need for new, relevant curricula. .N“;;;

3; ,Lcrketing and Sales

"Consumeriem“‘le bound to 1ead tc more. careful buy-

| ing practices on the part of more people. This does not,

" however, mean less buying (and selling); merely that the
~ -griteria for selectipsupurshasesw33%~Chansin$- Ihis, in L
- turn, will mean that sales and merchandising personned oo

will have to become better informed about their products,

'f??fffﬁ more knowledgeable about their use, and in general, more
"3’931«1?34:1——“131!' Selling mk&iing. e ] SRR ,,
- ‘In addition, advanced technclogy in the graphic arts = s

is leading to wider use of multi-media approaches and ex-

. otic material in displays, advertising, and promoting.

.- This means a need. for more. technically trained people fa=-

iﬁ:miliar with the latest developmentg in plastics, printing,

, ;{f%llgh;ina and so. forth._m__m_m_

Finally, the range of “aceeptable" taste ig widening z
~ rapidly and Americang are becomiry far more cosmopclitan ?
acstheticallye. Toit is leading to “erecialty™ mercihandi- ;

~m— ging and the trena tewnrd tne cell=centained "Loutloual,
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This, in turn, creates a need for technically equipped

staff who make buying and marketing decisions, as well as
handle sales, keep records, and "manage" in the convention-

al sense. The growing interest of young people in “doing

their own thing" is making this a viable economic concept.
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