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+The Center for Vocational Education’s mission is to inerease
- the ability of diverse agencies, institutions, and organizations
to solve educational problems relating to individual career

pfinning, preparation, and progression. The Center fulfills
\ its mission by:

. ‘ e Geneu:atinb kagwledge through research -
’ ' ‘ e Developing educational programs and products

-e -Evaluating individual program needs and outcomes

: * Installing educational programs and products
Y . . . N "

i
-~

. " e 'Operating informatibn systems and services . ¢

e Conducting Ieadershrp development and trammgl .
vt . programs
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FOREWORD TO YOLUME 2

-~ -
- , " . . N ~

« .

'The Center {Qr Vocatnonal Education is continuing its program,matlc research efforts to develop
mire effective procedures for identifying valid and necessary curriculum content. One interim pro- .
duct of this effort is the five-volume description of procedures for corstructing task inventories, sur-

., veying the task performance of occupations, and analyzing survey data to aid curricutum ‘lanners

and.developers in deteer:mng the-eppropriate performance content for job training. The Qrocedures °’
are mtended to be of vallie tgboth occupational curriculum personnel and ¢hose persans concerned .
wuth non-curriculum issues of occupationat descnptlon .and updatmg Qf 1ob content mformat:on .

This set of procedures.i rewses and considerably. expands upon the earlier |n|t|al version of task
inventdty and survey procedures in The Center’s R&D Series No. 91, Procedures for constructing  *
and using task inventories, March 1973: The initial procedures profited greatly and drew heavily from
the report by Joseph Morsh and Wayne Archer at the USAF Personnel Researth Laboratory, Proce- . - -
dural guide for copducting occupational surveys in the United States Air Forte. Center development
of the invgntorg and survey process has concentrated on their adaptation to purposes of helpmg in
the derivation of curriculum content. This adaptatiorr has included greater ¢oncern of how a task is

stated, what task information should be obtained; and to use this task information in selecting "
the more reIevant and critical content that warrants consideration as a learning objéctive. . oo
' "The total set of volumesin this'series consists of the fullowing titIes: _ ’ - ) -
| - Volume 1; - Introduction ‘ T ' ' . i
‘Volubrpe'Z: Stating the tasks of the job _. . L - - :
" Volume 3: Identifying relevant job performance. ' ) f ) . .‘!
Velume 4: Denwniperformanoe requ:rements for training ’ ) - _ .

‘' Volume 5: - Procesmgsurvey data: Techmcal append/ces ' . :

This focus upon the performance content of specific occupatlons is parallel to The.Center's
concern for e’ conceptual and affective content of tralﬁmg, as published in theearlier R&D Senes
No. 98 and 105. Results of several research applrcatlons of portions of the process at it was beint”
developed are published as R&D Series No. 86, 87, 88, 108, 109, and 110. Currently underway is
an explo'ratory study of more generally applicable skills that may be,used in different oceupational
areas as well_as within a particular occupatlon Such occupationally transferable skills or compe-
tencies would seem to be useful complements to the present concern for job-specific content.

[

Volume 2, Statmg the Tasks, of the Job guides the reader through an explicit set of procedural
steps, beginning with guidelines on how to define the scope and limits of the occupatibnal interest
for a particular inventory and survey &Ihe volume introduces the reader to the nature and charac- ° .
teristics of a task statement. It then d Scusses various probiems likely to be encountered when con- |

. structmg such statements of work actjvity. Additional procedural steps are described for the review- A

mg, editing, and pilot testing of task statements prior to their subsequent use in eccupytional survey ‘
questionnaires. . . L. . vt

. » ] -




. . . ¢ ‘ - ! ‘. -
' " The procedures benefit from a varlevd)f reported research studres and experrences of'many”
| .. sersons over the last several years, n&tabty hat work sponsored and con ed by the USAF Per.. <
i sonnel Research Laboratoryn There also has been extens{ve input from ﬂze many vo ationa) " efuca-
* tors, clrricdtum developgrs occupatronal instructors, empjpyers, job supei’vtsors, ad workers' .+
themselvas who have been invoived in varlous aspects qf tryrng out different portidns of the process
‘. reported here - e . .’ . .

L] & . . . ' .
’ - . -

- i Of special |mportance to the development of this’ volume were Frank Pratznez and Wiréton t '
' +  Hame, Who provided valued support of the mr:gtyce of the issuesOf scope definition and the

~

g
form afkask statements. Dr. Pratznet was direct the R&D prcgﬁam awhichthe fivevplumes -~
pf ‘this set were developed. Aiding in the develppment of the variables of Eancern to defining the ~,
, intended scopes of occupational interest, everr extended beyond what is repdrted here, were, Allen ’
. Wiant and Donald Cruickshank, - The work of which thisvolumeis a part was sponsored by\-he " .
Education,and Work Group of the National lnyltdte of Education, wrth- Bobert Stump serving-as B i

A Prolect Officer. : . _ » . |

Je

y KLontinued improverment of the methodology can be antrcrpated as wider experience is galned /
‘ m the implementatjon of task inventories and occupationg| surveys. |tis hoped the present prot:e7 ~
dural descriptions may be of immediate use and value in alding an promotmg such implementation.
By such means there'sholld be increasing assurance that cusriculums and instructional materials pro-
vide fos those things most appropriately learned in a training program, and that students will be.

learning skills which are important to and requlred for effactive jOb performarice e .
- “ ) . + ..
: o N : .
s . »
. r , : . i
= - G . -
ﬂ. o' ’ . - r,“: ’ v ' . . > "
. . Robert E. Taylorl o, .
. ‘ . , - Executive Direct .
. T ‘ - . Center for Vocational Education

. e ' s
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STATING THE TASKS OF THE 08  _  « IDENTIFY /NG RELEVANT JOB PERFORMANCE -
- Y - L . (Steps 1 through 6} \ LA Y .

e .

{Steps 7 through 21}

it ' . .
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DEFINE TWE SCOPE OF . . DESIGN THE SURVEY ¢~ - . -
"
INTEREST AND INTENT GENERATE TASK STATEMENTS * Plar te Date OBTAIN RELEYANCY DATA
V1A OCCUPATIONAL SURVEYS

et | Oveom | € Phot Tem Andivses
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7 .. Volume 2 concentrates u'pon the initial steps of how to inventory the tasks performed by
workers in an occupation. This vblume is intended to convey pracedures and'guidelines fgr develop-
ing compréhensive lists of task statements pertaining to the work done in a particular occépation, )
function, or cluster of related occypations.” The completed list is to be ready for use in occupational
surveys of task performance. Though directed primarily toward otcupational work activity, the
general process woujd seem equally useful for describing the performance content of any definable

performance situation, whether it be an occupation or other life activity area for which indivigﬁ
" 'might be prepared to act effgctively. » - :

.
* ’

* There are three major activities to fallow in developing task lists. First, there is a need to de-
. fine your occupational scopd of interest, to establish boundarigs on what should be of concern to
B _ you and to assure consideration of all features of the work situation that are importgnt for your
study. “Second, persons attenpting to state the tasks of a’job need to acquire a thorough under-
stahding of the nature of appropriate statements. Third..is the identification and stating of all work
activities that potentially would be peérformed by workers within the inteqdéd and"defined scope.
This initial listing needs to be reviewed and edited to make the task statements complete, clearly
. upderstandable, and structured for:fater Use in occupational survey questigp’ngires‘

4

(' The procedural steps begin after a policy decision of what occup‘gtiqn or clus'ter of"jobs is to
. be surveyed, or after the designation of a particular curriculum for whichtraining content is to be
*,  established. 9x proce%ural steps are described in this volume. These .f‘orn',\ a fungtional unitof the' .
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) total process that is Inkely tobe accompllshed by a single’'group of mdmduals in a.prescribed penod
of tlme‘wnhm an agency. anure 1 deplcts the sequences of thé’se steps.
. . 1Y .t

, POLICY GUIDANCE
_ AND PLANNING -

o> Community Coneerns
* Manpower Forecasts
o Student Needs

.
-t . - s . ’
\ . .

. Iy B

> N GENERATE TASK STATEMENTS
/| | construct - ' Edit | Pilot Test
. DEFINE THE | | initial List  ~|. Obtain | State- . | Task :

. 7 SCOPE OF of Tasks .4 Revi .
). ' ’ v | iNTeResT . ‘I' . “Reviews ments |, Statements

. " | ANDINTENT| |steps283 . | Stepd . |:Stens | Step6 ~ “ |

\Step1v‘ ' c v N

»

. ¢ - F3 . Y . t "
’ ) \ ' ‘ »
Figure 1. Procedural steps described in Volyme 2. i, 8

- " e}
s . .~ °
- v . - : :
- . k- M
N . . ’ . . . . ’
~

Subsequent portions of the process coula’ reasonably be accompllshed by‘a d'fferent se} of y
. - - individuals or at a different time. They are, " therefore, described in separate velumes of this series.
e ) in the next stages, reported in Volume 3, are procedures for validating these tasks %s they pertain
. to each occupatlcw defined asof interest. Vo?ume 1 provndes an overview of the complete process =

The issue of how to state the tasks of an occupation s a crucnal one when the.purpose of the
study is to support decisions about what should be the specific job performance content of an in-
s - struttional program for occupational preparatien. ReSuItant occupatiopal survey informatidh must

be sufficiently descriptive of occupational perform ce “to enable decisions to be made about what
-/ particular work activity should be the focus of student learning expenences and achnevement tests.

: ’

[
Researcb is still needed to firmly esta{ﬁnsh the influence of the form and SpeleIC[ty of task S
. statements on the quality of task survey data. - However, experience and eXpIoratorNesearch to. " !
date strongly suggest that careful attention is warranted an the matter of ‘How worker activitiés are . |
to be stated, particularly when these statements are to be useful in the eraknng decisions ,
about curriculumecontent, . . . f
J 2% L. e
. It is lagical tha sg\e decisions about training content would be more accurate and precise when . ,?
the worker actlwtf tements are clear and unambiguous. To do this, task statements often will re- '
- quire a leve] of detail and specmcnty beyond that needed for the more traditional uses of. job descrip-
. tions. L . '

4
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7 . Broader statements onofk activity lend themselves to more rapid answering of ocaypational .

’- surveyquestionnaires, and In many instances somewhat increase the reliability of ratings given to ;

. +  survey questiqps about each-activity. But it seems self-defeating for training agencies to obtainyuch .

L advantages at the sacrifice of the usefulness and value of the information for deriving appropriate - B

curriculum content. - - L - -

o ' I - . - . . .

. 5 The procedures described in this volume gFe based upon the experiences and study of thetask . °*

inventory survey process by many, persons. The results have been synthesized to focus on the needs - :
of curriculum deyelopers who are concerned with the merit of the contgnt of training programs. As

.- addijtional experience is gained ih applying these.procedures for cutgieulums in a variety of éccupa- - B

r

L

H

: +tions, it should be possible to continue to refine and improve the process.

- -

| . - Thisvolume, and portions of Volume 3, represent an expansion of the guidélines reported in
-, anearlier set of procedures on the construction and use of task inventories (Melching & Borcher, ’
- 1973). While a-number of procedural ?evisions.wer_e made as a result of field tryouts of that report »
‘ and of similar experiences reported by others working with task surveys, the Melching and Borcher

S ' _report continues to provide an excellent and very, useful introduction to the general methodology )

- of task inventory surveys. It briefly translates the pianeering work of tha U.S. Air Force into a .
} form compatible for application,in civilian contexts. - . ’ R
|

\ K . ) , .. - . )
A task listing is not an end in itself. The fist serves as a vehicle for obtaining data in a staggard y
. = formon th‘e relevancy and significance of each stated activity. Tmetve data in turn may be used .
. “describe the work performed in an occupation or for subgroups of

orkers. They also.may be used - '
- to aid in the identification of specific skills and knowledges required ‘of workers in a particular . ’
occupatiafi. . . , ‘ '

- . . . . .
— . . 3 . - e e " . K
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g t ] Comstruct | _ 1Edit .+ | Pilot Tost .
- R . . 1+ | initisl Lis'  ° 1Obtain®  {State | Task -\
(R ot DEFINE THE | of Tasks Revitews. | ments l. Stataments i .
P . 4 SCOPE OF l . . o | , « 0 L
-  _f INTEREST | | sSteps2&3 .  [Stepd” tep5. | Steg6 -’ i ’
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tSTEP 1 DEFIME THE OCCUPATIONAL SCOPE
At the outset it is necessary.to decide on the breadth and scope of, the work performam:e situ- ° .
ation for which training is intend he decision has obvious implications for the cohstruction of
a task inventory, the subsequent admlmstratlo of occupational surveys, 'arfd the content Qf resul- -
’ » tant trammgq;rograms . . Q}.\j /L .t o .,

e .o . -
. Deflmng the scope of interest is.basically a policy decrsnon, to bgw/ y those rr¥authorrty -
. who drrect that & training program or an occupatiopal survey is to be acco plished. Typically, > :
" howeéver, policy makers will not define precisely what is intended. -Policy ecisions$ are oft based ' '
+ 0N broad issues, with considerable uncertamty regarding the particulars invdlved.
) - , - N
. . It generaﬁy falls upon those who have the assngnment of carrymg out pol;cy decrsmns to speclfy
) and stdte the limits of the intended scope of mterest though such definition may dubseguently bg re-=
R vrewed and approved by those in authority.
. H e " .
Some mforma'tlorﬁalréady exists: authorities had some basns for makiggthe policy decision in
_* the first place. This may have included océupational manpower forecasts, ployer 5uggest|ons
community interests, trends in curricular prograrh offerings for the particular type of training mstr- L
; . ‘tution, awareness of emerging needs, or' any of a variety of other1nformaqonal resources used by
mneral program p_[anners and policy boards. .

rs;

-
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s Frpm these begmnmgs the full definition of the ocgupational.scope of mtge!t is expanded and ,
refined. "Defmmg the scope of mtemt” is not a cﬁplex or Iengthy procedure rt is just a point of .

- ’ .
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applymg plain common sense at the start of the process of |denaymg tramnng content or of de . '
scribing occupations. Thought and déliberate attentlon mut be given to what are to be the boun-,
.daries angd ||m|ts of the occupattonat domain that is to be studied.. For example, witrthe scope be
* only onespecmc occupation .part of it, or a broaaer cluster of related occupations? Will it be for
entry preparatson for advanced develGpment ‘'of experienced workers, for worker retraining to re- .
lated occupations, or for.career advdmcement preparaw For a partlcular occupatjon, wiH it in- ~ ’ |
. Clyde the complgte range of possible emp,loyment settings, or sorne restnction toa pamcular Ibca 4—

T e aon’ Jndustrv, or employmg ageficy?. ' .

*
.

- " . YThe sectsons be!ow provide somegwdelmes for acc;omphshmg the expansion and reﬁnemem‘

-, - =

TV e .
A of the scope definftion; to clarify the mtenuons of the study that is to be condué‘ied . . '
e TR e _'. L~ S ~ T e A - .

‘Dolmm. thq lntended Porformanee Sltumong . X | C
. ,‘, '[hree general ways exist for Speclfylng the performance’situanons for Wthh task Jists can be ’
g compiled. The basit fornt is to list the tasks performed within a single job classification (for exam- <
. ple, auto-mechanics, medical secretaries, barbers, ranch hands, ot catfish farmers).” An expansiorf | B
» -~ of this form.is to'list all tasks that occur within‘a particulag occupational area, incorporating tasks. . )
) "y of several job classifications within one fist (for example, the occupational arqa of secretarfal science . .
. might inglude the  occupations of general secretaries, executive secretarjes, medicaksecretaries, legal’ - -
" . seéretarles administrative assistants, secretarial- stenographers clerk~typ:sts, and others). AEommo ‘
. . variation of this multi- ;ohform is to list tasks of each‘]ob.occumng over a sequential progression of Iy
k- . ) Lt jobs up a career ladder, beginning with a typ )
- SPECIFIC OCCUPATIONS - ical entry occupation for which formal train- .
R S S ing is appropriate, A third form is tolist tasks"
T e B —T T - - within a single work function cutting across
RN : - Coe several jobs in an occupatlonal area {for exam- = . .
L T R .yt ple, purchaslnﬁ tasks, gales tasks, superVisary ’
Lo B v, \ PRE T taskel OF merc andnserdasp)aytlng tasks—of the L
¢ + |oFmorcen L retail trade store bgcupatlona area) s :
T —
R o B G [ :m o ;,rms .. The three general ways of specnfymg wo& ;

A g 8- FORFUNCTION m perfor;nancesltuatlons cah be viewed adcffer -

e heror asks '_ <~ * / entways of aggregating relevant tasks. Thus, o
. _ FOROCCUPATION 22 * L T as can be noted in Figure 2, the list of tasks

o . for one mMon includes all functional sub- . )

: o ' ‘ . ‘ . . sets of worker tasks (shown as’a single vertical ‘
b oL “ column of the figure). The list of tasks foran , ~ ¢
: &L LSLaFTASKS FOR T +  * entire obcupational area (or career ladder) in-- o
N | DCCUPATIONAL AREA . » cludes all subsets of tasks frgm a composite of . .
s s, wekenees e osmpeten) T ) several vertical columns (that is, from all occu- * .
o . . .« pgtions that make up the occupational area). ¢ ]
1 I : SRR " All subsets of tasks within 4 single halzoridl . * "
R L .« * _row of the figyre provide a list that reprgs_grjts
p S ., .8 . '~ theattivities of one work function thatisa . . _
e wm s e ‘ LT part of several different occupations, Anoc- . "\
~— -t : " L cupat:onal survey can he conducted’ with anly -

‘e » Figire 2. Ways of spmfymgﬂvdfk perfonmm . _One of these three tyses of task listings, de-
Co0 : situations for task lists.” . . " pending‘on the intefit of the palicy decision. W

, 4 . ' .
v




o ’. - . N e STEP 1
. ' " If the range of ogcupations initially defmed is Dnnecessanly Iarge, the effort of comprlmg ap- Y
N . propriate task lists and ¢f eonducting ogcupational surveys-necessary tr\ validate them (per Volume
‘ . 3) becomes uhduly lengthy and costly, and will result’in a confusion of tasks not relevant to the in-
[ - _ tended area of interest. Conversely, however, if the range of work performance is defined tod nar- :
S rowly, the scope of the resultmg lists of tasks may ‘be undesrrably or prematurelyWrncted

5 e .
. PR . [ \r-

] Namtwe Descnptron . Each Oecupatlon

{_I

S - e v ‘~ - o
N .
-

®

/

S A‘nerrat‘ragraph desérnptroh should be prepared for eaeh oceupation to be represented
. In thesrmpfest ‘instance, that of a smgle occupatrbn that has been around for some time, it is
S —often possible to obtain a descrrptron directly from the Dictionary of Occupational Titles (U.S. De- .
oo partmept pf- Labor,-19653). The narrative paragraph should include (a) the ocqupational title used
‘ . by the Dictio krz‘y {b) the nine-digit code identifyingthat occupation, (c) other titles gommon
< given to wor §ﬂ that occupation, {(d) statenients of the general nature of the workéﬁorfn
: ~and (e) any closely related work or occupations that specifically are not intended to b€ part of the : :
. study Cﬁm illustration for the-occupatlon of Automotive Mechanic is provrded on the neyt page.

“Two- publrcatlons are needed to identify the nme-dlglt DOT code of a single ocgupation. The
. =~ first six numbers of the occupational code are cited in Volume'| of the Dictionary (J.S. Department '
of Labor, 1965a)." These six numbers represent a classification of jobs and' worker characteristics.
- }\ ‘VSeveraI accupations can have identical six-digit codes. The last three digits, to uniquely identify a~
~  particular cUpat ion, are cited in a subsequent publication of suffix codes (U.S. Dgpartment of
Labor ‘l 7). Thrs later publication, however does not add any additional job descriptign mforma

£ “ion. i . .
- . - o’ - . V L4
_ T*urpose of ldentlf\/mg this occupstronal code is to enable other persoﬁs who may be famil-
=" iar with the use of the Departmént of.Labor system to accurately know what occupation is involved.
_ Itis to be recognized, however, that most of the technjcal li )erature will not cite such a specific oc-
- cupational identificatibn, nor are workers and thel immediate supervisors likely to be aware of this
- codmg system Tt '
- 'y !
« o A third pubhg;tron Volume I of the Drctlonary (U S. Department of Labbr,,1965b) is usefu) ~ |
.> " indetermining what occupations tend to be retated, either.by the U.S. Departmeént of Labor’s Sccu-
. patlonal groupings or by cémparable worker trait requnrements or by indwstry in which the occupa- .
) tion qccurs. These listings can be scanned and compared with déscriptions in Volume | of the Dic-
tiondry to help d'Etermme which are to be dehberately included or excluded in the occupatronal '

survey. v

The narratwe statement f the general nature of work performed can generally be prepared by
‘synthesizing and summarizi ‘information from a variety of available reference sources. These ’
: sources may mclude Volume | of the Dictionary, as well as job manuals, trade and professional liter-
= =r- ature, traming materials textbooks, and other publications noted later in this volume. The nar-
R rative statement should then be' reviewed for accuracy %few persons who are reasonably knowi-

e edgeableo)-elob . : ‘ \ oy

L]
* .. . . H M -
’

~

1The 1965 dimon of the Dictionary of Occupational Titles (DOT) and its associated publications
- are cited here. The reader should be alert, however, for the 1976 edition which will supersede these

. The 1978 edition wgas not released at the time this volume was prepared, >
! 4 P - ' ’ ’ . - -
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. . Scope of the Occupation of Interest .
R " Automotive Mechanic (DOT No. 620.281-Q14) . :

AN .
" . ~ | - - M . . PR .‘-- - P P - - . toa .L"
In.general, the Automotwe Mechamc i6 one who repairs and overhauls automobiles, Ilght
busses, light trucl®; and other automotive vehicles. They rmay diagnose damage or mak -
“functions, remove #nhd. replace units, disassemble and inspect parts for wear or servicing,
overhaul units, rebuild parts, rewire electrical systems, relme or adjust units. They do-ng
, typically mend damaged body-and fenders, nor install or¥epair accessories such as radios.

~" They may become a spetialist in one area of automapile repair, such as transmiissions or
engmes but must possess general skiNs listed above. Though not pnmanly assigned as
" supervisors, they may on occasion inspect and drive vehicles to Verify repairs, schedule
transporting of materials to service or storage areas, study repair schedules and estumate

: tlme/co;t requirements, and sumular superwsory activities.

- Automotive Mechanics may be identified by such other jOb ti¢le§ as:

R a. Auto Mechanic . c. . Garage Mechanic,
) “b. Automobile Repaurman ‘o Engme-Repatr Mechamc s
N ’ -

Job awgnmen may be limited to particular repair functvons, mcludmg such specialist
b 1ob titles as:

—
» - N

Brake Mechanic.. -

JT a. "Differential Repairman - Tod.
. b. Drive-Shaft-and-Steering - e. Carburetor Mechanic
Post Repa'?ﬁa * ' f.  Tune-up Man , *
c. Front-EndMan .. ‘ ) . D)
v , -
Tf\e\sco of work performance interest does not include tasks of wllvorkers who‘are:

. a. %L;s,(han full-fledged mechanics, such as:*

Automotiva Repair Assistant
Mechanic Helper "

Autormagi e-Mechanic Apprentice 3.
2. Automotive-Repeir Helper A

b.  Specializing in non-automotive or peripheral sjstems, such as:

“y

L

i.  Wdudtrial Truck Mechanic 3. “:Farm Equipment Mechanic
, 2. Diesel-Engine Mechanic 4. ',Motorcycle Repairman 5
, C “Limited in qual%atlon to one specualty area of autornotwe repalr such as:
. 1. Automobile Body Repairman ;' 4. Aur Conditioing Mechpr
.+ 2. Electrical Systems Mechanic ' 5. Automobile Painter
©3. Servrce Station Mechanic " |6. éAuto Mechanics Instructors
d SUpervcsors of Automotive -Mechamcs sueh as: ~ A
' { \ 3
"~ 1. Service Manager * ...7 3. Chief Mechanic
2. Garage Foreman LT ‘4. ; Automotive Section Chief
P -~ . ¥ ! s H
14;». 1 5 . / ..




. ( . I .o s . ' ) . <\ . o . ) ,
. ;- .’ - ! ! M

i ' Y . ’ s - '

It may-help to define the scope of interest in some cases by statir\g also what work is not jn- -

cluded, particularly if<there tay be cause for uncertainty because of closely related kinds of work.
Since a number of experienced_workers in most any occupation also tend to perform some tasks of
the next higher job in their area, theré may atso be mention of some of th'é-iilsely functions of such -
other jobs. " ' ' N X : )

~
- . 5
-~ . . ¢+ y

*
'

[ o C ’ . * . v . .. ' . - -
- " - More'typically a‘lest for a curriculum content stugy or for an occupational suryey will mot + ¥
¢ " precisely state an occupation that is defined in the Dictionary of Occupational Titles. The form of _
a policy directive often will be phrased inoless'specjfic occupational terms. This might be represented
by occupational training or survey requests for such matters as: . .
« 1. Sub-professional jobs in the electric power influstry.

' ~ - ’ L) N -

P

Highway traffic safety functions. T : @

Electromechmic;l pccqpatibns_ o . ) : e
Fad . ‘ s

. t,“‘ .
. e .

Specialists in environmental health. : . _ -

ol

& w N

, oy s
,  Social caseworker career ladder. © -

.01’

] 6. Child care assist;nts, as authorized l;y'_recgnt"federal Iggislétion creating child care centers.

~

LY

Use of basic hand too,ls.f;y severely handicapbed pg'sons R ' .

Pl

8. Entry jobs in‘the locit food service industry.  +*. - B
. . . v * N

.
L] * %

9. - Fire fighting technicians.

10. Poliée 5elétionswith local school staff. = A °

Some of these requests pertain"to new and emerging occupations, not welt described in any
- . existing reference source. Others pertain to worker functions cutting across several jobs in an occu- .
pational or an industry cluster of work, to rélatively’broad.occupational.areas, or 16 presumed se- *
quences,of career progression in a particular career area. Suéh types of requests regquiré considerably
mote examination and resolution of the scope of interest than will precisely stated single occupations. d
However, a basic assumption of the procedures described herein is that workers-exist and can be iden: -
- tified in the area of occupatjonal interest. The procedures do not provide for the identification of
tasks for hypothetical work not yet ynderway. For most public-supported education and training’ ..
/purposes this assumption seems appropria'te_ since training typically would not be qffered for work ’
that is so new that meaningful employment opportunitiés do not yet exist.  * ' . -
. ° 5

. typeof work intended, (b) t}he‘distribu-tion of
employment opportunities expected, and (c) the efhployment setting planned. Each of these may
be roughly characterized to consist of three different options: . T

In general; the usual request will-indicate {a) t

Fype of Work T

0 . . .
1.  Single Occupation, All Functions. . - o -
o ,2.  Related Occupations (occdpational arep or career ladder). . L :

- 3.  Single Function, Across Several Related Occupations *, .

-« -’

s .
.
! = ¢ ’ . . 7
, .

. -~ . .
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] : Di,ttribui‘}'on of Employment Oﬁportunitias. R - S
. “+1. Natignwide. S ,
.o - 2. Geographic Regjon. ;
o 3. lmmedaate Employment "Area or Commumty h
) » Er‘nployment’Settmg AU ) ’ .
y 1. -Al Apphcqble Industries. . - L .
» 2. Single Industry. - )
, 3. Single Organization. - J

-

Except in special circumstanees thatxdirect a narrowed foets 6n some limited area’ or site of .
potential employment, it generally is recommended that a broad-range of employment Opportunmes
-and settings be adopted. Such expanded scope of occupational relevance is more likely to be respon- -
sive to the career needs of the student population over time, by encouraging the development of
training programs that accommodate a wide array of.options for employment. With an increasingly A
mobile pgpulation, it does not seem in the; students’ best interests to limit skill developmenttothe . .  »
immediate needs of a state or comfnunity.: However any special interests or requirements of a local :
_area should certainly be added to the defined scope of interest if they are not fully represented '
wjthin broader scopes. Thus, if a particular indusjry is the obvigus major employer of trained gradu-

. - ates, then any work requirements unigue to that industry can be included, even though such re- ©
' quirements are 'not present elsewhere in other work settmgs for that occupation.
r L3

For functional goupmgs of jobs (such as retail sales), and for many of the subprofessional and
technician jobs, a useful aid is Volume Ul of the Distionary of Occupational Titles (U.S. Department
of Labor, 1965b). Volume Il of,the chtlonary groups jobs in a variety of ways, ""according to &
combination of work ‘d, purpose, material, product, subject matter, service, generic term, and/or
industry.” These groupings are reflected in the first three digits of the DOT code. By locating sev-
eral occupations that are closely related to the functions or c?éeupations of interest, it is usually pos-

.sible to piece tbgether a reasonably effective general definition of the likely domain of work activity.

For recently changing occupations, for career progression ladders, as weII as for new subprofes- T
sional and technician ;obs a frequently useful reference source is the current edition of the Occupa- . .
tiong/ Outlook Handbook (U.S. Department of Labor, 1976) and its companign periodical, the Oc~ - -
cupational Outlook Quarterly. ?‘? ‘ R
N - " 3 R *
. : F&rther elaboration and refinement of the occupational definition can be ;Jccomplished by
contacting related professional associations, labor umons,\state emplqyment services, U.S. Depart-
ment of Labor occupational analysis field centets, various specnal interest groups and firms employ
-ing that type of worker. : . .

A -
’ . Lt

A 24 -

(8

. \ . : - \

Spocaal Concerns ' . o N

The three charactenstlc featyres of typical requests for a study [(a) type of work, (b) distribu-
tion of employment opportunities, and (c) employment setting] are probably the primary points
. that need attention in defining the scqpe of occupational interest, However, there are also a number
of special issues that may warrant attention in some instances. Not all of these special issues are im
portant in every definition of the scope of interest, but should serve as a checklist of potentnal key
. matters to be scanned-for reminders of possuble special situations or significant. features that warrant '

0

- definitional attenﬂon . . ' |




’ , e <
. . - .‘ O . , .
To emphaS|ze the checkhst cha(acter of these special concerns “each is cited beldw in an an-
natated checklist form. In one case.there are subcategories also cited as part of the chegklist.

4

. 1. [ Job levels to begpcluded or excluded. o ’
\ ) For instance, should the definition include only the basic occupatuOn or should -
. tasks of assrstants/helpers/deputles as well as supervnsors/foremen be mcluded7
2. [ Job roles to be included or excluded- j Ce
-, W - Should only“tﬁe,trad'ffﬁ nal e—techmcaT types of job posmons be mcluded or
: $ou Id a wnde - array of Inkely unique "‘ad special posntrons -also be mcluded? There

may ™ may be merit in specifying.the types BY Iikely roles, functions. or special positions’
. 0 be filled by workers in that occupation, or by graduates of the particular t{am
ing program. For example, in the occupation of Automotive Mechanic, is it "desired
to include tasks of Service Statrpn Mechamcs motar pool mam_tenénce servicing of

o . newly unloaded fmported yehicles at ports of debarkstion, SPehahsts on foreign.

automobiles, light truck maintenance, farm equipment’ repair,-or specnallsts on cer-
_+tain auto subsystems? In the occupation of General Secregtary; witl it be desirable
to include the complete range of tasks performed in one-secretary types of work

- situatigns, such as those in the offceof an insurance agent at a smiall office location?

Where the workers may at tilmes be se/f-employed, such as a Barber or Plumber oper-

'S . ating his own shap, should the study incfude the functions of record keeping, intome’

reporting, mvestments, and shop upkeep? |f answers to such questidns are ur;;:ertam

3

thén i is'useful to include all such variations so, that occupational survey data may be

- - obtaineti to help resolve thenr training rmpllgatlons. L,

) ’ 3. [_l Job labels to be acCepted or not acCepted, . . 7

> - A3

N wage structures within a part»dhlar firm, others are more colioquj
e - ahd some tltreerﬁerely reprgsent spécuallzed immediate work as§ignments wjthin the
‘ , * overall framework of the ofcupation. Sqme clarification of/acceptable titles usually _
. . will be helpful'in communifating units of work perform,ance which should or should

. . .. hot be considered. - .o [

o . ¢ ) e "/
co4.0 ~Performar\e situations to be consrdered :

[

,s * The nature of the other than-rformal, but significant, employmentrrettﬁ)gs need/w'ﬁe

. ’ |dent|ﬁed to assure representatrvé’coverage qf tasks that may be urlique t6 such set-
L tings. Performance settings and srtu.atlons may be of several types:

N - - , . . -
' § - a- [, Geographical factors, such as influenced by coastal mland “fountain,,
. ) j desert, coM@veather extreme heat and humidity, regionaf cultural charac-
. teristics, or urban/ vamatlons

S v » ! .
) b. -[.| Social, political,-<ivic, and agency interactions. Some occupations Rave <~
. special circumstances that must be conténded with by some warkers) If

Y . . .
Yo Jab t|tles are not used’ unq,wn'fy across all employing agencies. Sopie titles represent
than formal labels

/
-
%

- ' . ) . there 1s uncertainty regardirig the prevalence angd training need for su

' ’ interaction, then |t would be useful tq specify their potential relevance\to
. ] o the scope.of ‘the-study and ga‘ther data, 10 establlsh their degree of relevayee
TS ‘ : arid trammg nged.

)
'

N e
- N - . .
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Co ..« ¢ [1 Unusual qontmgency srtuatzons of.an emergency, unprédrctable of\acmden ’
. . ’ .tal nature: These place stress on performance c¢apability, but workers'may . .
be expected to be prepared to perform e éctjvely under such abnormal A
{ - conditions, For instance, state high ay patrolmen mayJ‘leed to perforth -
‘ v ' ,under conditions.qf high- speed chasé of vehicles, pil&ts may be expectdd
- * to'tand an aircrafthyith malfunctrom instriment panels, craftsmen may .
- need-tg work from incomplete design§, and managers nay r;eed to make PR
T o ' Qmelydecusnons based upon mcomplefe mformatron . L A

-t

.. : part of particular jobs. Likely ﬁr'bﬁférﬁir?ubtions to be eficountered, and
L , . how to Heal with them, shduld bé expyessed as e intended job “w,., .
Lo 7 o= S T == Ccontent. (This will helpassurfe\tbat th tinventary of fasks will” = .~ .77
: ) ¢ A .- include an explanatron of the a ed [ég(;)erformaﬁéu in terms of the ™ o °
o tasks'which com rise the workeractnvnty er such situations. " For exams '
. . ) plemunpment ration durmg partlal maﬁunctuonmg 6f sonme subsystems "
J_ ] .of that equrpmqnt performance under severetime eonstramts ordurnng oo
. - . special ‘missiane to which' the system mag be’ﬁubject having to complete a.
» R . task without ali of the groper tools or away from ‘the normal-work Iocanon
_diffiult types of people to be dealt with.in drmmg some work assign- . y
. RS ments, o sngmfucant va,rtatronsln orgamzatlo | and adrhmsutratwe con 3
. ' e T stralnts N . '.‘_ MR -

’
. » . . . v . P

)7 5. [J. Tlme frah1e for poteniraf use of Iearmng . - \\Q, ¢ N " ; .
_ Differing proportlons of studenté quI hkely e,ncounter an ‘for leafgmg the tasks.. ‘. . ’ "'
of an occupation after completing an intended-formal training program. Some’ maa/ } !

*! be expected. t¢ change to ather related jobs within ;uste few 'years ‘Others may-at- _ , - k
tend more advanced training programs after.a period of job exber’ence ,Forothers y
the mutlal trammggrogram may be the only formal training, such that, some compe
tencies may need to be learned for ule in situations that are hot likely to arise for . —

, -+ many years after the training program Should such diverse conditions apply to'the

o particular occupation under study,.it may be helpful to esttmate the propqmons of -

f T students within each such category of time in which the Jearning is to be used.’ This .

can help in Ihocatm g the age or experience limits for\workers who will subsequently ¢
< . berespondifg to occupational survey. questlonnalr’es (see ‘Viotume 3},-as' well as’es- . }

’ tablish whether activities performed only by semor workers shou.ld be mcfuded in,

the listings of job ta\.;ks ’ . Lot

~ ‘o .

. '
¥
- . s . e - . B L

6. ?,Equupmentor material |nvolved RO o ) N

.
Ve ot - -
7 \ -

Special attention on what equnpment or materlal ;s used, oppf’ated or worked wuth r
. - may be warranted-for some occupatnons This may be necessary to assure tasks are N .
I : identified for items that might otherwise be over]ooked or conversely to suggest
‘ that tasks are ndt~of interest for other items. ‘For example, in the octupational area
R of secretarial science, tasks assocuated with the-use of manlal typewriters.may not be . .
. ' * within the desired seope of inferdst,'even though some 'workers-still use them. On the ,
. other hand, tasks specific to new electronic work-processing systems may be ‘of high' .
’ interest, even though few workers currently may be workmg with.such equnpment Lo

\ Though not a part ¢ of the defined occupational scope, of rnxerest another issue also is of special -
* interest. J3 pertains to the purpose for.which a _task invantory and occupational survey is tq be
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L prephred 1n any gnvsn mgt,ance there may. be
O approﬁnate for the task st surveys The approp

e §sed. Greatest spedificity is ni

decrsrons about the curnculurn

_ purposes b occupational description. The:present prq

S - e
) o . .

.
[ a“' [y

S ~ uses of task mven&rres and surveys.
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) ’ Summary of Matters of Concern. ~ ° .
Im Defining the Scope of Interest _ .

N

1. &cupational id’eqti'ﬁers (job titles,,oodes).' : . ' -

R
) ..

3" Occupations not included. LY e
¢ » v . - 'f\
v/ “ 4. Features of typical requests fora’ survey: . . ‘.
' a.
: o b.
T ‘ c.

Type of work : T
DlStrrbuﬂSn'of emptoyment opportumtnes. ¢ '
Employment setting. + . . ’ ‘ o ’
: ) “, .
. Special concerns:

" Job levels, . )
Jobroles, - . .

. Performance,situations. ] < T,
/ ) ‘ 10, GeoYraphical fagtors. A
’ 2)  Sogial political, civic, and agency interactions.

-

N . 3}  Unusual contingency situations.
‘ . 4) - Problem performance situations. . : ‘
» * 6. Tnme frame for potentnal use of learning. ] .
- i ')

7. Equnpment or.material mvolved e
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stlnctrons in the level of sgecmcrty that '
el is depen-

for faking

ten&ﬂ&trmmn%;pro ams. More general-Statgments are ‘suitable for
ures concentrate uposrinforimation needed"
. for decilling up&’n curriculum content Vplume ‘l,provrdes a discussion of the Several purposes and

The next section of this volumédnscusses under Actnvrty B, the nature and-characternstncs of
. ftask stat%ents in¢luding the features of generaI'and specific statements of work actnvrty
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K __ACTIVITY B
" UNDERSTANDING

N oE

. THE NATURE OF |-
RN TAsK STA‘IZEMEJ\ITS Y

Thrs activity pertalns to the central concept of the process for syrveying occupatronal perfor 4
mance vtasks. Tasks are the key building blocks used irf the occupational survey procedure. It is |
necessary,‘ therefore sto undérstand the full process from this conceptual vuewpdlnt Actnvnty B . } ,
" serves to communicate the nature of this important concept i/

* : - 0

Thopgh not actually a procedurdl step in itself, Actlvnty B is a necessary and contlnulng point.
of concern4n syrveying occupational ‘tasks. Discussion of the nature of task statements is inserted
° at this pornt after defining of the scqpe of interest in Step 1. The location of this section within,
this volume thus benefits from the consqderatrons tiat were introduced,in-the Step 1 dlscussmns of
scope defmmons These prior copsiderations shouid be helpful in Uinglérstanding why variations and

- . detail in the stating of tasksaca-meanmgful and necessary.
‘ Lo . )

s,

“ . M 4 . - ., . on ‘ -
R DEFINITION OF A TASK . .
L o v . =
‘s * K I‘ R . . i r - ~
M A task is a meaningful unit of work activity, generally performed , )
© .| onthe job by one worker within some, limited period of time. It %
. . is a pulposefut job-oriented activity of a workef, :
- ’ N
- - T ' e

. +

) ¢
Bach task performed by WOl’kel’S in"an occupation should be a logically dlfferentrated segment
of work activity. fgontent a ‘task’’ is generally saidsto describé a.job activity that is intermediate
in specificity between a "“functiond? responsibility’’ and a *’procedural work step or actron " Itis
a discrete unit of activity and represents a composite of methods, pracedures, and techmq ues which
».commonly serve to accorhplish one meaningful unit of work. Tasks involve worker interaction w'n'th
,such objects and elements asaqurrp’nly?tn material, other people, ammals mformaﬂon ideas, data,
. events, and conditions. In most instances the performance of a task bMorker he§ a reasonably
definite beginning and end; the whole activity requiring a mixture of decisions, perceptions, and/or
physrcal actrons serving a useful job purpose or g particular. work assignment t N .
For usg in occupational surveys and to provude a basis for decisions on the cprrlculum content
of training programs, statements of task ‘s should have a certain grammatical structure and conform
to several characteristics.. Brevity and ¢ arlty are the foremost considerations. ,Task statements also
should conform grammatically, represent a specific unit of purposeful job activity, and use terminol-
ogy ‘that |s-generally current and meanmgful to persons close to the occupatr?n
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L . “a Some Things That Are Not Tasks

L .
2 v T o v

i—“‘. Worker qualifications {such as intelligence, aptitude, knowledge, education, skill, trainitig,
and experience} are not tasks; nor are they any component of a task statement. . )
., & Receiving of instruction for the éurbose of initial or Bntry job training isnot a task un- '
less actual useful work is performed during the training (as occurs in formal apprentice-. |
| . ship training). Classroom instruction, self-instruction, laboratory or shop instruction, *
RN ' and the coaching a person receives for such training are not tasks of an occupation. On-
: . the-job training, however, may include the pertormance of work tasks. The giving of
instruction, when it is a-part of a job. assignment, is considered t6 be-task activity.- . - -- LI
Similarly, cohtinuation training that is a routine part of the job tomaintain a particular -
skilt {such as practice in the use of emergency equipment), /s COns%:red to be a task of
‘ . thejob., .- - ) . . .
L ® Job responsibilities, posmo} assignments,’and work-ggals are not tasks. Though a part
| of a total description of the work, they setve here as useful saurces and justifications
for tasks, but are not themselves stated as tasks. .

. T " @ Responsibilities and functions of an agency, shop, team, or office are not tasks. Tasks
are activities of people, not of organizations, ’
o . .
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The sections below describe the structure and characteristics of task statements. These are
followed by a section dealing with some 6f the problems encountered in stating tasks. The guide- .
lines and directions provided in these sections are intended to assist the turriculum develpper or
content analyst in praducing useful and effective task statements. These are not inviolate require-
ments for every statement, but do paint the diregtion to pursue in writing statements mos} bgpe‘ :
ficial for making decisions about curriculum content. T,

-

.o
.
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éancTu?aE OF A TASK STATENENT

. - Each statement of a task is composed of three basic elements:

s 1. A specificaction verb, descrip/tive of what isdone... . , '
L. " - 2. Abrief identification of what is being acted upon; the object of the action verb. N
« . 3. Whatever qualifg 'g'phrases may be needed to clearly distinguish the task from related -

) " or similar activi¥lls, or to limit artd ¥efine the scope of concern, or to communicateun- -
N e ambiguously what task it is. “ !

fls

~ %, Thys, task statements are simple declarative statements.’ They ty'picxy start with an action
verb in the present tense, with the subject of the sentence understood to be ‘1"’ (so that the state-
.. ment makes personal sense to a worker who may be asked about what he does on the job). The
. following are examples of task statements, with several showing the use of meaningful qualifiers:

[ 4
} . . . ) N ¢

. .
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- . . STRUCTURE

“ . Action -~ + ' Object or.Elgmehf Being Acted Uponw  +  Necessary Qualifier

Compute product moment Eqrrelat_ions . ~ 'on adesk cak:u]ator. A

Counsel . #staff personnel on careég advancement.

. ' N . .‘ . - ' s -
_ Replace . brake shdes.

Submit * receiying ieports' \
) >

?

Type ' legal aff:davu:g. \x By

The esséntial charag‘t;em of all task Staltements ' T R
they be brief and clear.” TheyT eed to be brief t0~save-r 0

sq,pyasors who may be Fsked to use the statémel’ig‘t;n desc ;
" For theifuse in thelproces of making dec’nsnons abw&ap})ropna ob content for occupational
training, it is also necessary that task statements be specmc and reflect’only one meaningful unit of
work activity. Where the use of the statement is not for ‘making curriculum content decisions, but
to aid in di rmatmg between related types or levels of workers-in an occipational field, tf*

. somewhat er statements bf work activity may be adequate. Job tontent for use in identifying

performance test items, as when validating the content of employment tests or of raining achieve-
ment exams, réquire the samg detail-level as needed for curriculum decisions.

These two key use! for training (and test) content analyses and for job descriptions, S;nd to re-
qn‘e similar characteristics b:f task statembhts. Only in their levellof specificity and their capacity
to cmymm than a single unit of work activity do the characteristics of task statements differ as
a furiction of their intended use. Such distinctions are poted below where they refate to particular
gundelm&s Yor stating tasks. In neither instance are the gerformance standards to be $pecified.
Though such standards may be useful in statements of learning or testing objectwes they are not a
proper part of task statements which serve only to commumcate the work activity of an occupation.

-

Each task statement should conform wnth the followmg guudelmes

1. Grammatlcal conformity. The task statement should begin with a présent tense action
verb, followed by the object of that action. With the subject 1" omitted, but under-
stood, the task statement is a complete sentence. Any necessary modifiers and qﬁahfymg
phrases become part of that sentence. Do not use an action stem as a heading for a list
aof gbjects, since subseqﬁr,n analyses may need to report each actm;y separatelyq. For

example: S
. - f ;
g coanei:T o : o . NOT P
e Type cards, such’ss index cards, | \\ ® Type suchﬁrds as the follov)mg:
" file cards, and “‘address finder”” . a. Index cards.
;"\ cards. * b. File cards. C oL .
< T, g Vo [ "Addressfinder” cards. . .
., ® Adjust carburetor. . . ' o Adjust the following: H
. T @ Agjustgovernor. . a. Carburetor.
® Aljust automatic choke.” b: Governor.
N o s , c

to. , Autamatic_j,choke.
’ R4




T TR A ‘Avmdmiwngﬂmar\(o/bvnously too specific or trivial. For example, ”Place long

If is not nec for the action verb to have.an identical meanmg in all tasks in wh:ch it
* + isused, but on} vide clarity of p:;;ormance intended in the context of the task state-

ment. Thus, no standard list of defi action verbs need be followed in constructnng

task statements.2 ,

’ .

f 2 Performance specificity. .A'task statement tells what work is done, not how or why itis
done. It represents a distinct piece of work done by, a worker employéd in a particular

level of work specificity: . -

-

-~ - ,_ distance telephone callsVs acceptable, but NOT “"Dial operator " "Look up phone
.« ’ number in directory,” nor ”Ask for party being called.” . T
b. Avond activities that are-too gneral Task statements should be able to bnng out’
responses. on occupatconal syrveys that differentiate between A
1) Different levels of workers in a career ladder (for example between apprentnces
i 7 andj joumeymen and technical supervnsors . between supervisors and managers, R
* or betWeen other skill level groups ~ that are typical-of the occupatlon) D

A Thus, a skilled warker may perform,an operational check on a piece of%Nqulpment
whéreas a superv@rqmay only observe that the results of the check are'within pre.,
scribed tollerances Two task statements would be needed in this mstance one for
each ty'pe of activity. .

.
-t

2) D/fferent /ob types within an occupat:onal field (for example, in the field of .
" 'secretarial science, between General Secretary, Executive Secretary, Legal -

T, Secretary, Medical Secretary, Administrative Assistant, and Stenographer).

Thus, statements like ‘Type legal leases’’ and ' ‘Type medical records of patients”

would differentiate between the legal and medical job types in the secretarial field. -

“Type on printed forms’ and ‘‘Type standardizedormats” would nat differentiete

since members of both job types could say they. perform these tasks ahd réduire

quite different training to do so. . ['

3) Different occupational flelds (for example, between art and meteorology).

\ .
Thus, “Interpret photographs would be-too general since both workers in art photo-
graphy and those using picturés from weather satellites might reasonably say they
perform the task. : .

- B - . . . 3
c. . Avoid the use of vague or ambiguous words. Typical of vague or general action
verbs are: - . »- )

. d .
» - R A

-

> ~
i - 3 ’

2 standard action verbs are desired for use in com puter pnntouts of task statements thns can '
be done later, after first stating the activity in terms most 'meahingful to workers in the occupation.
This will permit the use of standard terms for analysis and reporting, but retain job SpelelC language
for cpmmumcatmg with workers and their supervosors ‘ . ,

24 ’ .

- | 24

-
-occupation. Several points need to be followed to assure that a task is stated at a useful ..

~
i
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. arrange for coordinate maintain . partncnpate in .
assist establish * manage “perform = _ '
. assure ~ implement monitor plan -
canduet  *- -initiate operate " supervise B
control insure that orient _use h

e 4

In some mstances dependrng on the context of the occupatlon and on the cIarlfy
. ing phrases included in the task statement, these verbs may be adequate. More com-
— . monly, however, they indicate a lack'of preclslon in stating what work activity is*
g 'by the statement.
. - K- "
d. The ask statement must be WOrded so that any of the task ratmg Scale# ysed {on
ocglipational sursey questionnaires, per Volumes 3 and 4) make good sense when
plied to it. Ataminimum, for use’in making training content decisions, it must
be reasonable fmker to answer HOW OFTEN he performs the task as part of

y e his job. This requirement eliminates skill, knowledge, and responsibility items Yhat
begin with such words as "Ha_veresponsibility or...,” “Kaowhow to...,” "Un-
derstand . . . ,” ""Have knowledge of. . . .* Some of the \vague terms noted above

alsp fail to.meet this requlrement (especnally ‘supervise’’ and “"maintain”}. Each
task should héve a reasonably‘t:lear beginning and- endmg, other than empioyment
] in the 1ob posutjoh /- S ¢ .
’e. Where the object of an action is a paperwork form, indicate only the type of form
acted upon, unless it is so standard that all workers in the occupation would use . o
the same precise form. In this instance both the title of the form and it¢identifying
] number-would be included. For example, ". . . job application forms,” *'. . . stock
B * Jriventory Torms,” ‘‘federal witbholding Wage and Tax Statements (W-2 forms) "

‘ tf two speclflc forms of the same general type are used in the occupation, but their
use warrants quite different training content, then each would need*to be idenfified
ina separate task statement to permit dlffermg decisions to be made about the need
.~ for training. ; ;

I8

~f.  Ingeneral, avoid multiple action verbs in a fask statement, unless several actions are
invariably performed together. For example, “‘Clean, gap, and test spark plugs” is
appropriate, but NOT "Inspect and turn brake drums.”” In the latter case these may
be two separate tasks, performed by different types of workers.

. g- In general, avoid multiple objects acted upbcl,, unless several objects or elements are
invariably ;acted upon together by a worker, or the activity is sufficiently similar to
require parable-training. For exampIe, “Rebush king pins or link pins’’ and
“Lubricate the front and rear suspension’’ are acceptable statements, but NOT *'Ad-
~ . justcarburetors, brakes, and headlights.” Muitiple objects used to clarify or give

examplesaf a type of ‘object acted tpon are*acceptable. For example, “Type cards,
such as iftdex cards, file cards, and *address finder’ cards’ and "Order typewrl}ng
supphes {e.g., erasers, carbon paper, ribbons}.”” Avoid any use of “and/or” and ‘-

:5;;4,‘: * "etc.” Thus, do NOT state "Order typlng ergsers, carbon paper, ribbons, etc.”

Y, »

5 h. |n general, avoid joining more than one actwuty statement into a single task statement

,1'%, uniess this,is a brief and clear way to state a smgle meaningful unit of work. Accor-
&{ *  dingly, "Replace beits and set tension’" and:‘Clean engine parts and check for condi-'
©, tion” are acceptabIe but NOT ""Make list of contents of office safe and keep it upto-
,ﬁ, date.” . .-t - .
- “ -

2% 28 .
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T i - \Omnt statemerits of Iarger activities or functions of which a task.is a part For exam-

e, 'Repair fuel pumps” is preferable to "Repair fuel systems.”’ Each task should
‘ be mdependent such that the actlvrty doe’s not overlap with nor is ericorhpassed
J hin a broadér act;vtty or function. Asapparent in the eiample above, the level
' or srze of the activity reffesented. by a statement can ofte;r be- judged in te;ms of rts
object "fuel systeme versus ‘‘fuel pumps ’ . .

~ . . * EN

.
e .. . 0 .
[ . N , . . . PO . 4
. Ly o

- Thi’s‘ concern for IeveTv specifr,city
* the larger activitieg should be included; it is just wasteful of time and effort to do sq. Whe
it becomes too difficult or time consuming to sort out the large aflivities, include those
on which decisions ¢annot readlb/ be made. Subsequent reviews and editihg may provide
" further clarification of specific agtivities, permlttmg broader activities to be eliminated. 1.
.It should be rememkered that level of spexificity varies somewhat as a function of the oc-
cupation being described. For instance, “’Clean up the work area” might be a specific task’
for a secretary or mechanic, but for janitors or clean-up personnel the actlvrty might
repésent a rhuch Ia'rger work function. .

o C . . ]

*e

-

gould not be taken to extremes. No’harm is done if

.- - . v

j Each task statement must be capable of standing alone A statement such as ”Per
form other types of equipment checks” is meaningfyl to a work r answemng an oc-
cupatnonal survey questionnaire if listed at th gf a series of} ”Perform . equip-
-~ ment'check* tasks. However, later in analyse of the survey responses the tasks may .
not be listed and reported in the.same order as they appeared on! the survey question-
naire, such as when they are rank ordered on the basis of their m-\{)ortance to the job.
- Thus, reports of survey analyses may destory the original contextlin which a task was
. listed, and a stateméent like ‘'Perform other types of equipment ch\ecks cannot then
: . be interpreted by another reader. \-
° The tm/po/ance of this requrrement also is evident when tasks are to be grouped ac-
* cording to system duty areas (as is discussed more fully in a later section of these
procedures). For instance, when an automotive reparr duty.relates to auto air coR-
ditioners, i would seem sufficient to state a task as ‘‘Service control dables and g
switches.” But, for the statement to make sense when ¥ [ater may have to stand
) _ separate from a duty category, it would be more meamngful rf it had \rrsta\ed as
"'Service air conditioner control cables and switches.”
’ \
When Instmg tasks under duty areas there may be a tendency to repeat a task under ’
more tharrone duty. This should be avoided. Fqr eXampIe in a list of programmer
tasks, “Develop computer operating instructions'’ could reasonably be listed undgr
. aduty of "Supervising ADP equrpment operatlons” as well as the duty of ”Prpgram
ming comgieters.” Despite the agparent logic.of ‘the dual listing, a task should only,
be stated once’in an inventory of tasks, whether for a‘single occupatlon or for an
entire occupatnonal area. This eliminates the appearance of repetition in occupa-
. tional surveys, whnch tends to irsitate survey respondents unnecessarnly

-,

.

—

_Generally used terms. Tasks should be stated using technical termmology that ig'consis-
tent with currént osage in the occupatlonal area. Avoid overly technical jargon and ob-
solete terms, unless needed to communicate clearly with workers in the occupation. .

p
1
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~ Terms that pertain only to a particular organization or a local situation also should be

avoided, since the tagk statsg\ents usually need to be méaningful to many persons over
a wide range!;f employment settings. Statements should be generally applicable through-
. out an occdpatlon regardless of how particular job positions are structured. Thus, work-
. ers in large f "firms may be assngned to specjalized functions, whereas in smaller agencies the
R ’ " workers may perform a wider array of tasks. Theirwork assignments would differ only
o »in terms of which-tasks were relevant to ‘each worker“ -
- . AN . .o \
Use of abbrewatlons Abbreviations must be used cautiously since they may not be
e < understood by all workers throuqhout an oceupation. They also can cause possible
SR N misunderstandihg on the _part of curriculum developers, teachers, and students who
may seek to use the statéments and accompanying survey data. *Abbreviations may
be desired to aid clarity, such as when some workerggnay more readily understand
‘ . - the abbreviationsthan the technical term. When thiS1is the case it is good practice
~. - .40 spell out that-term and follow it by the abbreviation in parenthesis. . This abbrevi-
g e a‘tro,u should be repeated each time the term is used in a taffstatement. Then, when. )
) .. the original context of a task listing i is altered Iater f‘ various reporting purposes, the
e st = item clnstill be interpreted. . ,
) -
A 4, Jobkonented activity.’ In stating jOb activigies a distinction often can be made between '
. what the worker dbes and what gets done. Descriptions of what the worker does are
. n . . talled "“worker- oriented” statements. Descriptions of what gets done by a worker r are
L Ry called- “job-oriented’” statements, For the most part, tasks should be “job-orient
y |\ © Because of the brevity with which they typically can be stated, they serve to shorten the
- readnng time of persons answering occhpatlonal survey questionnaires. »
Lo = - EXAMPLES OF . "~ Lo
e - JOB-ORIENTED STATEM ENTS .

. . .

o Lubncate wheel bearings.- ® Determine credit ratnng. . y
® Overhaul engines. . ® Unload supplies. )
‘ o ® ®etect product irregularities. #: Clear. land for construction.
0 Cenﬁrm reser:vation.k . ., ° Refinish ;urniture =
An example of the g ifferences in the two types of actmty statements can be illustrated”
/(rby the statement *'Process order forms."’ Thdpro(,mng of forms is what a warker gets
* 7% - done. What the worker does may conslst df (a) readinig the forms to highlight certain-in-
“formation contained in them. (b) reviewing them for accuracy or cbmpleteness (c) com-
) parifg-information on the forms agaisist standardized guidelipes, or (d).any of several -
R ; othes actions. These worker-oriented activities may all be performed, b?t.the same worker, . -
4Or they mnght Wformed by different persons. Worker- onented statemepts describe , &
work activity in terms-of what actions workers are performing, tendnng to mdlcate how
+  atask gets done. = _L e . - - ..

v ’_/\ In many instances. t the statement a job- onented task -through a reader’s famnhanty with
oo ) -the agtiorf™will rea(ﬂy implyawell-defined notion of what the worker is actually doing.
This should be a reasonable expectation, for wo[yers in that ocgupation, their supervisors, '
- e . pnd—&& instructors provi{{ng train}ﬁgan that work. Job- onented tasks thus'directly nmply
) . * worker activity. They do gi ﬁg} a machine or system does, ‘bq\t what gets done to ¢
% . 7 that maghine of system. |f the 3¢ ‘@¥ly presses a button o actiygféa machine, ‘then, A
. . "Activate” would be the action i ¥he task statement.
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- ‘Iob10nent§} mp/es: i Implied Worker-Oriented Activities: .
2 . -
) (] Tupe busmess letters. ) (where the wWorker is operating a typewriter)
) ® Tune tg]evusmn receivers. (where the worker'is manipulating controls and ~
“ . - cer antennas to adjust them for receipt of signals)
® Proofread man sPr'ipts. + . (where the worker is reading text for grammatical .
U and spelling errors, and writing corrections for

errors fqund) - .

"y
This mferrmg of worKer actions from [ob-onented statements requ Tres reasonable certamty
that the worker action is fairly well known 16 the intended readers. An example reported
. by Gordon and"McCormick (1962, 1963) where the worker.action might seem obvious is
_ the task| “Cabel each product submitted.” In this instance we kpow that the worker is
attaching some type of identification to an article, but there is r\o ce"ftag,gty of what ac- - .
tions the worker is performing. ~The worker may be pastmg labels on a boX; gperating a ’ .
. machine, or even dreaming up names for new kinds of toothnaste While tasks may air ‘
pear{to express a specific wbrk activity, interpretation can be! overly dependent upap the
context iri which the statement is used. Clarifying phrases should be added to job-oriented
tasks to aid in effective communication of the intended activity, thus assuring that appro .

priate training can be identified. ' « , T

The dlstmctlon between job- artd worker- oriented actions should not be emphasrzed too ce

rigidly, but be of general guidance in stating job- -oriented wquer activities.. The distinction

is & conceptually complex one, and not readily applied.in all instances. Lack of consistent :
- distinctions does not ‘seem to alter drastically the usefulness of the’ actrvrty statements /

A LY

SOME PROBLEMS IN STATING TASKS ) o

For the most part stating tasks is a reasonably stralghttowvard procass. However occupations
_ “differ wrdely S,ome are.highly routine, characterized by a fewobviaus tasks performed in a pre- 5

" . scribed manMy all workers in that occupation. Others are very non-routine, with mdrvndual work- W
ers performing only some segments of the total set of tasks relevant to the whole occupation. * Sonfe
occupations arg in a high state of change, due to new technologies or Otgmergmg suboccupations or
‘paraprofessional occupatjons. Some occugatlons such as equyipment ators and repairmen, pr|-
marily tend to perform physical activities which can be readily observed and descrlbgd Whereas o

T peop‘le such as teachers, managers, politicians, writers, scientists, and sales engineers often concen- & °

trate uppn conceptual and-cognitive types of. work aCtrwty Theseand otheugia varratlons can creaze '
a number of problems in stating tasks. . . <7 c.

The sections belowatte{pgq provrde guidance in handlmg these ‘problems as they may ariSe .
ih a partigular effort to State the tasks of an occupatlon Reer'ence can be made to1:pamcu|ar sec-
trons as the need" arisés. . . . .

~ . -

1 * Use of statement qualifiers. Srmple task staﬁments should ‘be used wrthout qualifiers,
. uﬁ’fess the quatifier is essential to the meaning of the statement. For example, “Compute
sales tax'’ is preferable to ”Compute sales tax to determine amount of tax on. saies ' Con-
- versek/ "Schedule employees for on-the-job trammg” is preferabIe tg “Schedule, Employ

R R .
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1 . . g N .“'" ‘ . *
) Several conditions may necessitate the use of qualifying phrases. These are governed by
1 ¢ the general rule of doing what is necessary-tb be able to make specific decisions about

training needs. Thus, if significantly different training activities and learning could be im
plied by a brief task statement, then qualifying phrases would be needed to clarify the

; . actual task intended. The ob;ectwe is to avoid confusion with similar_activities that may
Y ' have different training needs. This may require that each distinctio form the basis for a
RN o separate task statemgnt. .

L
\‘ ] i In general, there are four different types of task modifiers:
» . a. When there are multiple ways of doing a task, there may be a need to state how

l

:

4

[

’ v . - . .
[ ¢+ for students might be stated in one or all of the following ways, each involving quite
E . . different training content: ¥ ‘

:

- ® Calculate student g[gde-point averages by hand. -

. . " ® Calculate student grade-point averages using a small electronic calculator:”
-

e e ~ Cafculate student grade-point averages-using a desk- top programmable computer

s . e - -
.

E ‘. . . large central gomputer.
|

| ) - ' ' Stating the means or media used in performance can sofr\etirr)es be accomplished by

f ) o modifiers of the action verb, as in “'Visually igspect . . ., 7" 'Road test .. .,” ""Spot

. check SO ) T

| |

' . Anothe/ example is cited by Mayo (1969), in which a lineman on a telephone cable_
' : . installatign grew may “Dig cable trenches.”” However, this task could be.accom-

} phshed either>with hand tools or with trenching machinery.* Not all werkers in the

| > occupatlon would haveraccess t6 trenchmg machinery, so two distinct task state-

; . ’ ments are necessary to yield suwey information by whlch each approach can be as-

e . sessed for its trammg |mpllcat|ons

:

|

|

|

|

s . « ¢

some tasks are s@¥aria ble th at a general format is more appropriate. Thus, #Coordi-
o nate with supply: épartment to resolve supply problems” is a more economical con-
7 struction of an Mty stategnent than,would be a series of specmc task statements

FA ~ depicting each type of problem and each method used to solve t oblem. .
.; L »

. J . AR .
2 ’ . n a . "
[ S ' — *‘ - i
S T Caution must be used ipfassuming:that only prescribed methods are used
LJ‘,‘ . by workKers. ’ . -
" >, \ . . . . ,/\ ) - ,/ . L,
y 3 I 3 T -
. . ’ i | .-

- . , . :
“Sometimes common practice will devnate from authorized procedures, and do so I1n
, a nhner that warrants cons:deratlon in training. . For ekample, in-the busmessof

packing critical items for storage or shlpment there may ‘be adozen or more*

—— ‘ » : .

R . (which way) it is done. For examples the activity of*‘computing grade-point averages’

- ¢ oy - .
: ® Calcuéstudent grade- pomt/averages using remote input/output terminal to = °

.. In contrast. aga a xample cited by Mayo (1969), the methods of performfng

4
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'_ L C%k generator for adequacy of extinor pamt

®

, autherizedgrackaging procedures Each might be cited v task staterments. But, in -
probing to generate and review a list of tasks for that occupation, it mughTBe learfied
that the-prevaring practice is that workers seldom package strictly by | any of.the
authorized procedures because the necessary tools, material, or test instruments are
not generally available. instead the workers actually may- perform an additional
form of packaging, that of “‘imprgvising”.basegd on resources available. If this were
also listed in an occupational survgéy it.,could be learned to what extent it prevailed

- over the other methods and decisions could then be made regardtng the merit of -

teaching how to improvise in packaging. : . - “

When therg are multiple purposes for a task, there may be a need to state why it is
done. For example, the activity of checking the condition of on-site power generatot$
might be stated in the following ways, eachunvolvrng quite different and separate per-
formange on the‘|ob

» - *
® Chéck generator for evidence of overheating. e

"~

® Check generator for adequacy.of oil devel.

\]

® Check generator for evndencei)f physrcal dgmage

Each of these checks may be performed w;th a different frequency, and be of drffer
ing 1ob importance and concern for foryél school trarnung .
If a_.name is commonly used to lder)tlfy a prescribed procedure that name may be
used without stating the precisé action or concern of the task. For exarﬁple “Per-
form eylinder leakage test,” ‘‘Pressure test the air condijtioner system,’’ and ”Perform
preventive maintenance inspection of commaén hand tools.” If, however,.a worker
does not‘perform the test procedure itself but does monitor the test results, a task
should be stated for such mfonitoring action.- For example "*Observe oscilloscopé for

results ofcalibration check” and ”Recelve reports on, and compute the results of, the .

testmg of revised camputer programs )
‘4 N
A problem can occur in fecusing upon the 'purpose of an activity. It is a problem that

was first pointed out by Fruchter, Morin, and Archer (1963). They noted that a state-
_ ment like ““Calculate correlatidn coefficients for factor ‘analyses” reflects a purpose,

and“that there could seadily be a variety of such pugposes for which correlation co-
efficients could be calculated, Where the worker activity is esse jally the same it-
respective of the purpose for whigh it is performed, they regcommer ed against the
use of such qualifiers of the task statement The quallfler should be added to the
basic taske statement onIy if the purpose reflects a differemt activity than when some
other purgose js assoctated wuth that basic task.” - ’ ‘

[y
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3 orgamzatlonal cInmate,.antncnpated equupment malfunctl&s potenttal errors in hu- .
_ man performance timespressures or other stress factors, and emergency operattng ‘
contmgencnes These contexts or task conditions, if y are suspected to be impor-
tant factors in the determination of job-relevant perf ance requiréments, need to ° .

. become part of separate task statements. . .

+» .
Some tasks can be. of considerable difference in training importance and content be-
causg of such situatioris and conditions. For instance, ""Remove and replace wheels
may require quu\ e different training for performanée as emergency road service at < Tt
night on busy urbaa\rlgvhoy:‘ays as oppo performance within a service garage.
Similarly, corrosion prevention tasks rfght differ near the salt spray of sea coasts,
as opposed to the southcentral part of the country. Winterizing a car may differ for
workers high in the Rocky Mountains, as compared to those working in Virginia.
=~ And, performance under threatening conditions or during equiprient failures may
warrant specialized training, such Iandmg a plane when a tire blows out on touch
dOWn or driving a vehntle in heavy fog. '
! 8 . .
Some dccupations may be more sensitive to such variations than others. Thus, police
officers and firemen may have many performance gontingencies, whereas clerical per-
sonnel and assembly line workers may have reIatnver fewer of such critical, non-
routine performance condmons . e

d.. When the range of hat is to be acted upon., is restricted, there may be a need to state .
the scope of the p formance or problem situation.: For exampie ‘Counsel staff per-
sonnel'dn eareer advancement within the employing agency ' plac®s limits on the coun- ,
seling of staff personnel If other counselmg activities occur, they would be stated as -
separdte tasks. \ . .

Pefining of the task limits aids curriculufn developers and training instructors in know-

_ing the boundaries and éxtent of the necessary Jearning corrtédt. Limiting the scope of.

the object acted upor ¢an in some instances be accomplished by the addition of de-
scriptive adjectives to the elass of objects or elements acted upon. In the following .
examptles the |taIlC|zed port; n helps to clacify the object of the actnon

® Proofread final research reports. . . . .
- . .
® Reyiew recently published expecimental literature. . .. - - .
- ' )
® Administer brief job satisfaction questionnaires /
® Lecture /arge groups of adult studenys. . .. ’ )

Ifa modmer is needed for greater task specifigity or to dlstlngmsh between similar actlftles

all other significant tasks with comparable m ifiers should be listed. For example, ina

listing of automotive mechanic tasks,>“Repair transmissions’’ would not be specific enough
Therefore, if ¢he statement were modified tor "’Repair automatic transmissions,’” then /
’Repair stand@rd transmissions’’ should also be ncluded in the list of tasks. - !

. /
e 2e

A/mys avard red‘ ndane qualifying phrases such as when appropnate as requlred /

e ®

“\n accordance with prescribed directives.”” These aré€ often found in source matenals
but serve no useful purpose n task inventories. .
- > . 5

. , .
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. 2. - Treatment of fringe activities. Many individual job positions include so ork dssign-
. ments which do not necessarily relate directly to the occupation being ibed. Thay
‘may be minor or ox?sional activities which form a Jart of the general employment situ-
ation, such ag occastonally deliveting some Inaterial to a destination at the supervisor’s .
* request, or Relping out for a day iri'another department. At other times there may be
' faiﬁy definite assignments of addi{ional duties, such as serving as a supervisor during tem-
_ porary absences of the boss, serviP\g as shop Steward for the union local, serving as the of-
fice chairman of a charity drive, serve a3 a member of a committee or board.

a 4 - R \ K -

Each of these peripheral activities are on the fringe of the basic occupational defirvition. ) -
Yet for workerg in the occupation, such activities may represent very real reqyirements of- |
their job, individually or &s'a composite of activities.. As such, they may warrant training _ -

. consideration. Fhus, they do need toe be included in the ihventary aof potential tasks for .- .

. the particular occupation. Arguifg against inclusion, however, is the likelihood that there :

. may, pe a great many different and often trivial tasks thét could be stated, if ;hey were all

_ stated at a very specific level of performance act}vity. . '

\ -

.. - s
Resolution of this issue can be achieved by listing general statements of frinige activities. .
- . b ' . e

o, - . o
. s 4 ’ g N . 1

g -
" ' Activitien .1ich are central to the occupation shopld be handled with statements -
- of greater- specificity than activities which are on the fringe or periphery, but both

, * are to be represented by task statements. )

» M 1) . ° a
— / % ‘
- . Q .

e . * P

Inst:'eqd of listing all the s;‘)eciric-tasks af a peripheral functionor of no immediate interest,
the overall function €an be stated as'one general task. Fer instange, if a secretary is also
qualified and serving a§ a notary public on occasion, a statement could be listed as ""Serve
~ "as notary public,”. It would be unnecessary to list all tasks of noetary-publics. Such a gen-
“ eral statement retains thie general activity in the listing of tasks for the complete scope of
. the occupation, permitting data to be gathered later iri occupational surveys for the pur-
- pose of assessing its actual significance to the occupation.: Should it later be found to be ,
of importance for occupational training, it may subsgquentW be subjected to a more de- o
tailed analysis. . ' » : ‘ ’ ‘

»

This pr’oge:s' helps shorten the \)m of generatif'wg task lists without completely omitting . "
- the fringe activities on the basis of preconceived ideas of what is a significant part of the
job. For occupations u_ndergoin§ change, or which tend to vary across different employ-
ment situations, subjgctive decisions not based on field data can be very erroneous and -
" ‘misleading. ™. o , ~

- . 1y . .
Another type of what might be considered "*fringe activities” dre the tasks which deal with
the common and routine pargs of a job that tend to get overlodked in discussions of what
work is performed. These activities often’ pertain to: ' -

-

1. Work with or on peripheral objects and equipm
[ o * . : : T

"2, Or'dinary eqyipment opératingkdiscrqpancies.

.- 3. Occasional interactions with clients or other

. f .
B v
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These activities can in %act be very rmportant and vital to the operation, and need to be

~= listed for training consideration. For example, in the workiof automotive mechanics

there is a need for tasks concerned with the conditions and effects’of wind, wakér leak,

noise, vibration, and harshness. Similarly, tasks should be stated for th&iunctnons of

hydraulic fift opératnon safety in the shop, acetylene and arc welding, maintenance of .

shop equrpment and task use:of air operated tools (drills, impact togls, jacks, etc.).

And, there could be mention of action fegarding time cards, clocksy or records of work

orders; as well as actions in relay_r)g to customers and to members of the loca) communjty.‘ v

While such work may not represent the core technical characteristics of the occupation, it
oes potentially constitute elements of the job and employment situation that propesiy
ay be of concern for training programs intended to prepare students for successful em-
pl yment m the occupation. .

onsidered is when a sngmflcant proportlon of workers in an oc- i
perform in a secondary occupation. For example, a good many ¥
barbery-also perform a number of the tasks of a shopkeeper. This may include clerical
kkeeping tasks, as well as the management of a small or®part-time staff. These'
aspects of an occupation should not be ignored when compiling tholritnal list

[l o
-

—

Treatment of a task of immense importance. In some occupations there may be one or,
two tasks which are of quite considerable importance for most workers. Typically, such
' ks are-complex and entail a variety of conditions and situations under which they are
to,be performed, or for which ability to. perform is expected of a worker .These are ob O
iqusly uf considerable training interest. . :
To gain additional useful information about the task by means of occupational surveys, a
_very critical task can be broken up iito a number of | ore specific activity statenfents. .
- Often this can be accomplished by the adding of rs to a basic task statement—Ad-
ditionaly, more specnfnc tasks might pamcularWo Jptrate upon the ‘performance con-
ditions, information-gathering actions, decisions to bé 'fade, or actions to control various
- "« events which represent key competencnes within the total task. '

"/\ o For example, the bookkeepmg task of ”F'repare payroll register,"” if especially important
. ’ far differential curriculum decisions, mugr&be divided up into the fotlowmg activity
statements: .

L)
" . .
- A

® Determine |f all employees are Insted on the payroll register for a particular payrofl

-~ perlod' 4
- o ey, g
-t . ® Transfer exemption mformatlon fro;ngayroll records to payroll register. .
\ ‘g r - » . o —
! : ® Verify time cards. . g , .. -
' 0 3 ® Compute employee ,gross earnings, necessary deductions, and net earnings. .
T . -
‘ ® Compare dollar amounts and total hours to previous payroII periods for reason-
ableness. : v i B -
A4 ‘ B
® Determine if all gross earnmgs deductnons and neQearnnw cqmputed on the .

. . payroll reg\ster are correct. - ‘—/




4

simulation exercises.for operating units.

5.

~ » - .
® Report apparent discrepancies in payroll register-computations.

o Post from payroll register ta employee grniﬁg recotds. - A
Grouping these activities within the same duty category (in Step 4) will help retain the -
payroll context function under which they have meaning on the job. Whether some of
these are performed manually, or with the aid of desktop machines or'computers can be .
identified subsequently by noting the types of equupment operated (see section 5 below, ]
on equipment and job aids). ¢ * 2,7

Treatment of training which constitutes a routine and expected part of the job. Certain s
occupations contain elements-of on-the-job training activities to develop and maintain

skills for important and anticipated, but rarely performed, tasks of the job. Thisis es-

pegially evident.in occupations dealing with émergency or hazardous situations. For

example, policemen receive continuation training in unarmed combat and practuce in thé

- use of firearms. Firemen and others routinely recgive training in emergency first aid pro- ' /

cedures. Medical doctors and others are expected to attend skill up-dating training pro-
grams. And, such occupations as radio operators’ and air traffic controllers may need to .
maintain skills for periodic government hcerf’smg éxaminations. . o *
_ These kinds of learning activities should be stated as' tasks when they form an integral

" part of the job. They may include classroom trainin well as participation in full-scale .

L4

~
4 ' * .

Td decide whether a learning dctivity should be syated as a job task, follow the rule of -

the Internal Revenaoe Service: If itis needed or reguired for maintaining employment in

the occupataon it is approprigte, but not if it serves pﬂmanly to qualify the worker for -
a new occupation or for jeladvancement. : e

Operation 6f equipment and use of job aids. Training for an occupation tradntoonally )
may be concerned with the development of skills in the operation of equipment or.in .
the use of tools and other thmgs that assist the worker in doing tasks more’effectwely

or efficiently. ~ . . . '

Job aids can consist of such items as special tools, charts, test mstruments checkhsts
reference guides, ternplates, procedural manuals, maps, forms, wiring diagrams, *hand
calculators, Style guides, or other such devices and memory aids that support tagsk per- .
formance.. Their use, in and of themselves; is not a task activity. While there-mfiay be an

urge to state these as tasks (e.g., "Operate keypunch machine,”” "“Use reference book or -
manuals’’), it is more useful to list them separatng_ It is only necessarv then to state the ‘

item, omuttmg the actuon term of “operate’’ or "use.’ : -

L 2
.

By this item listing, equipment and job aids canbe included separatety in oocupatsonal
surveys (see Volume 3) if information is desired on the proportion of workers operating
or using each, or on their level of sugmfncance in various occupational situations. How-
ever, only those items should be mg}uded in~#hich there is a likely or potential iriterest

for job description or for training purposes. The others can be omitted from the occupa- - “ra
tional survey questoonnanre to minimize the gtlme it takes a worker to answer the gnture .
questionnaire. . - . . - . <
' © o , -
Inpudentally, these item listings can be useful in the process of generating lists of tasks to . L
stimulate*the ability of workers to re-call their job tasks during interviews. Ingervuewers '

- e

a L)

‘ . 3£;34 - T -
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® Use simple- busmessmath T - }
+ ® Use probability theory t8 design.data systems coo ‘ : ‘

L

¢

- such general function

‘ S'I"ATEMENT

~ . ‘e ( R ] , } . I l
can ask in what tasks each item is used. Other nntervrewmg techniques are discussed in a
later, sectnon on task,revrew procedurss

. . . =

" Use of technical ooneepts and techniques. As with equipment.and job aids, training in
some occupatrons traditionaHy' has been concerned with-the acquisition of technical knowl:
edge, not with job performance activities’ Knowing and understandmg certain key informa:
tion, or particular technical concepts that haverpractical use in performing job tasks might
invaive such matters as: vocabulary and nomenclature, subject matter content, machine
characteristics and specifications, organrzatncmaf or system structure, advanced computa- ‘

tional skills, operatnng principlés and theories, rulesand standards o;,other such technical
information. ) )T
There can be strong pressure to incl ude these technical concepts and techmques as task
statements. For example, it would be possible to state these as follows: - .

Ed

Improper Statnng of Techmﬁal Knowledge as Tasks

° Perform analog programming. - -
® Use lingar progammmg techmques i J

,__In;tpropor Statmg of Techniques as Tasks

® Vary classroom routine. ‘ ' ’ .
@ Maintain open door policy far: employees . T <. T ’ »
@ Provide prompt feedback. e
° Den:onstrate sensmvrty to worker ghevances ’ —

¢

While it is recognized that such technical knowledge may be of training interest, by them
selves they are not purposeful tasks of the jop. They are the méans by which one or moré*®
tasks are accomplished, and may be cited as modifiers to such tasks as necessary. They
should not be listed separately in an occupationd! survey questionnaire, since they would
add an undue bulk to those questionnaires. | . ’s

&

Where special mformatron rhay addntronally be desired about the job’ srgmfrcance of these
concepts and technrques a second type_of field survey can be_generated to supplement the

<task-based occupational surveys. For this approach the reader is referred to a report

authored by Ammerman, Essex, and Pratzngr (1974) which is available from the ERIC }
Document Reproduction Services, or fromfThe Center for Vocatienal Education. This

process constitutes a separate analysis of the occupation, distinct from but complémenting
the procedures of the present manual. VAR T . - ®

4
Dosorrbmg supervisory and manawral jobs. One of the mbre challengmg efforts is to state

y the-tasks per"formed by supervisory and managenal person | in an.occupational area. It is
infufficient to say they “Supervise subordinate personnel,”’ ntrol flow of work,”’

*"Monitor safety programs,’ ‘‘Supervise training programs,’’ ”Analyze company operatroo;,‘
"Plan facility modnfncatnon o “Approve expenditures of funds,” or ""Attend meetmgs

Severaltasks need to werated to describe what is benng done in aocomphshmg each
us, instead of saying “Hire new employees,” it shodid be possnble '
to identify such.component tasks as: ' J

PRQBLEMS | .

‘.

P
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® Process appllcatlons and other paperwork for: emgloyment

|® Screen applicants on the basis of standard.test scores. .

'® -Observe applicants performing sample portions of the job actwmes
® Interview applicants. - . . )
® Authorize /the hiring offer for applicarfts. O . .
o Orient new employees to the firm. y

-

Since a superwsory or managerial function may differ quute substantially in"terms of level

_of responsipility and fearning |mpI|cat|ons it is helpfut to distinguish between them at s
least to sdme moderate degree. The following examples, based on executive activities re- : :
ported by Hemphill (1960}, illustrate how these distinctipggrmight be stated. The ‘distinc- A

~ " tions tend to be based-on the amount or nature of the action. ’ : - X "#gf

I o e
® Dictate at least 25 letters pef«week. . : ot .

| Dictate lettees, but fewer than 25 per week.

- v #

. ® Initiate reqt.ns:tnons involving a gross item yvafue of at least $5, 000. .
Initiate requisitions involving a gross item value of les§ than $5,000. . ) . -0y

® Sign documents that obligate the companyto the gxtent of at least $1,000. , _

Sign documents that obligate the comipany for less than $1,000.

® . Approve requests for expenditurés not covefed in authorized budgets.
Approve requests for expenditures that are coverét in authotized budgets.

- .. - 1 T -

- ® Prepare contracts for approval by a superior. © .
I Prepare contracts not requiring approval by a superior.

¥ ® Approve exceptions to established credit policies. ’
Request or recommend exceptnons to established credit polnc

. ’ ® ‘ :
L{ ) » /

femployees

( L Evaluate records of productuon o_

® Forecasﬁnarket trends of the very near future.
Forecast market trends five to 10 Yyears in the future.

b

£
) Comparable distinctions also may be helpful when it is important to differentiate between
—— similar jobs,Buch as betwe#n general machinist and precision machlnlst or between boiler-
maker v;;bder and pipe line weldér on active (’hot’’) lines. . P
- . .
| »

Berger (1974) cites an example-in the computer programming field where the task “Code
and debug modifications and corrections tg-systems software’” was considered appropriate v
for systems programmers, but the statement did not clarify the sense of the task as per- , ‘
formed by scientific and engineering programmers. For the latter group the “task would .
better be stated as “’Code and debug scientific and englneerlng program changes in higher
level language such as FORTRAN or PL/1.” For business programmers the Yask- was stated "

- as ""Code and debug changes and corrections to business data processing programs.’

s . 36 . ' . -

- - -
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Supervisory anhd managerial jabs, as well as those of some professional occupations, often .

will tend {o use action verbs of a more mental than a physica! nature. Thus such 1obs will
more likely reflect’ such approprnate and relevant actions as:

#

. Appraise ’ Contact - Forecas} Recommend
Approve Counsel ~ Inform Review ,
+ Assign Decide Interpret Schedule
Chair . Determine * Investigate Set " .
Check Draft '~ .° Negotiate Study” o
Compare Estimate ~ Plan - Submit ! .
*  Conduct Explain - Process Verify )

- - — . © Visit

»

*

These reflect an emghasis upon mformatnon pfocessing and communication functions,

which are common features of many jobs not dealing with equipment operation or main-
tenance, or with direct service for a customer orclient. H should be obvious from a num-

ber of these actions that tasks need no(Qe limited to observable work performance but .
often may |dent|fy job activities not reactily discerniblé by % person other than.the worker.

1

H
/ .
,;f; 4 AdctltlonaLsuggestlons for |dent|ty|ng and stating tasks of supervnsors.and managers are
1 presel}ﬁa in the later segtion on techniques to probe for addltlonal tasks during review
sessions. < - ’ ) . . .
o ' C
7 8. Rastnctpns when using computer printout of task statements. Some users of this manual
<. may have the capacity to use a computer for printing task statements dtrectly onto survey
questionnaire forms or reports of data analyses. This capacity will place special restrictions

. " ..upon how tasks should be stated, depending upon the character\l\stncs of the computer pro- .
, gramardeawipmentbeingused, . ' . ,

‘ |
Typical of these program restrictions are such directives as the follo:
ular program may modify or add other Iimitations:

i1ig, though a partic- ,.

a

’ / ' a. Task statements should be limited to 117 spaces and not pore than two print-
/ ‘ out lines. Neither the-first nor the second line may exceed 59 spaces. This will -
‘ at-séme task statements be edited to shorten thém by use of a:moré,
egrapfiic style. In the context of an obvious computer printout, the sense aof
e abbreviated task statement should communicate adequately the intended
ity. To further reduce space requirements, the period at the~end of the
mgnt is omitted. . >

., . b. Some computer programs may handie onl n sn%plus
) * minus, diagonal, peried, comma, esis). Dependingon t f

) the program to be used, ents would be edited to eliminate the need for

any nonalphgw signs beyond that program’s capacity.

<o c. . Computer programs usually\pMI letters only. In such.cases the task
-* statemerits should be edited to avoid the use of words or sbbr,ewatlons whlch re- s
T ‘ quire lower case letters. For example, if the abbreviation toi;Ustactory Re- - _ .
ports (URs) were used in & task, it would appear a“}[!RS m pnntouts and
might be confused with another abbrevnatlon Ho woujg,ggpear ;i“

UR'S in the printouts a/nd would be acCeptable. " Y

. . ] 4
- . - B
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3 THe use of computer printoutfof task statements most generally-would eccur when eccu-
L - pational surveys are to be conducted by an agency on a more or less routine or production
: ' basis, with’periédic resurveys to Update the job information. Where only'a few one-time
surveys are anticipated, the usefulness of placing task statements into the computer sys-
tem would generally be greatly reduced.

RECOGNIZING FAULTY TASK STATEMENTS .

. -t N \ k) ) * 12 ‘ ,

Several kinds of errors commonly occur in the stating of tasks, particularly wher'they are tabe, * . .

. used to obtain job performante information foy subsequent decisions about traiting’content. Th‘ i
" ‘problem areas need sp'eciéT attention to assure éffective statements of each task of an occupation, eon-

, sistenfwith their intended use in occupational surveys. The seven most common faults tend to be:

s o

» .

L Types of Faulty Task Statemen:es’ ) : 7)_
.. , . ~ -. . R "
] 1. * More than one task in a single statement. .. . . Y

2. Act‘wityiis stated as a general function or fesponsibility. e . ¥ -3

3. tmeb;»ayr—sltatement of the action. ) .

4. Overly dependent upon duty context for meaning. , ) :

5. lToo ‘manyllimits placed <;n ;mw the m%k is performed. '

6. LSubstitution‘ of method of performiagite for the task itself. - ' '
7. Stating only }he{opera“tion of‘equfpm‘ent or use of an item. ) i

Each of these typical faults is explained and illustrated on the-pages which follow, using exam-
ples from three occupations: Automotive Mechanic, Business Data Pragrammer, and General Secre- /-
tary. It is anticipated that these examples might be useful in'training sta#fs to state tasks, to assess -
the merits of statements previously prepared and made available by other agencies, to review those -~ =
- prepared locally, o to use as standards against which to compare statements for possible faults.

fault illustrations is a prio’chart for assessing the adequacy of a sample of ac-
The appropriate answer in regard to selected task characteristics is co'mpleted in -
columns to the|right of each statement. o

+
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v
. . .
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. - ‘ ‘ ' : ; FAULTS

N 3

FAU LT: More than one task l/\n a smgle statement. . ‘ .
Task statemems mcludmg mulnple job activities may make it impossible to determme
which activity s associated with task survey data or % of training concern. They may
also confuse survey respondents who would prefer to rate each activity differently, '
such as when one of-the activities is p,erformed by another type of worker or its job

-

Vanatjons of this fault are.

.
. ;

significance differs quite a bit from the other work cited in the statement. xS

. 1. Use of more than one action verb. .
. .2 Use ol«more than one object acteéd upon. y . -
- . . k) Linkage of several tasks in one compound sentenc#. - .
- EXAMPLES OF FAULT ' - '

" "More Than One Action Verb:

® Test ahd rewire electrical dash nits « ’ (]

® Inspect and replace defrdster hose. L

® Adijust, repair, or replace back-up light switches. @ [ ]

® Repair or replace wheel cylinder. - °

@ Plan and conduct on-the-job training of data processmg
procedures.

® Review and prepare cost estimates of equopment use’

® Edit and review a report.

® Select of order furnishings for office.

” / -
. Separate Tasks Joined in One Sentence: .
®- Pressure test, performance test, and leak test the air ’ L]
conditioning system.
. ® Inspect vehicles and apply materials for:eorrosion —y ‘e
and rust control.
® Anfllyze core dumps, evaluate, and recommend . v e
solutions.
® Plan programming work loadss make work assign- - .
_ ments,and orgal“s!um B

ACCEPTABLE USE OF SOME MULTIPLE ACTIONS AND OBJECTS

appropriate in a single task statement when they:
J 1.

the same traming.

dates, signatures

More Than One Obyect Acted Upon::

Repair ignition switch, resistor, wiring, coi
points, and condenser of the primary cucun
Lubricate vehicles and equipment.
Prepare cost report or cost esumate for
processmg equipment.
Prepare a briefing or visual presenAation.
Evaluate files, reports, or correspondence.
Develop procedures for the maintenance of . -
news files and reference hbfanes i

7

v

- -

Perform system generation, estabfish source
and relocatable library sizes, etc. *
Order all publications and keep track of
subscriptions. .
Make list of congents of offica safe and keep
it up-to-date. N

. '
. ’
b -
’
v -
.

-
Composites of mogt“han one action verb or object acted upon are acceptable and

Tend to occur together as a whole unit of work.
2. Serveto clarify a single type of work activity, and reasonably mvolve

& > i . -
. Examp/es of Acceptab/e Tasks : : e
U g S

® Cleanygag, and test spark plugs . L Inspect materlal received for completeness

‘oL - short in wiring. and damages. !
° ts and check Yor condition . ® Record-time card or time clock data on

® Lu ropt and rear suspension . . . payroll forms.

¢ Reptace hydraulic lines and fitings. . ® Stuff,bundle, sort, andfor label outgomg -
. ® Inspeét drive shaft, U- -joints, and center bearmgs mall

® Fold and insert letters in ‘envelopes ®: Address letters and packages.

® Inspect money orders and checks as tb amount, ¢ « Ceo—- g

.




'® Monitor safety programs..

1
nhe

'

-

t,
mn
>
c
z

’

s Activity is stated as a general funct'iop or responsibility.’

sStatements of general work functions or jo
provide adequate specificity for use.in m
content. They also’ confuse raters.of task performance surveys because,
a variety of tasks enter into the accomplish
responsibility. Typically, such general activiti

, .
> . -

ob responsibilities do nof .
ing decisions about training’ . ol

t of the function or
are of an ongoing . -

| * p4ture in a job assignment, with no.definite endihg or times of perfor-
. mance. . - 2 t ‘.
) - ‘ ) -
- " \ i - =
. N
: 3 7 ’ " ¢ .
. y N .
EXAMPLES OF FAULT , SN
> \ - -
® Maintain \;/ashrat_:k equipment. ® Peiform operator_mamtenance on XDK ‘
' . . 4 equipment. y e
® Traindndividuals on.the job. ) - R
. Y/ ® |dentify problem areas in the system, \
® Resolve technical problems. - ) ) \ . ,
: , @_Perform nbn-linear'programming. -

® Prepare forms and correspondence.

@ Do preliminary work for income tax return,

® Subervise clerk typists. :
® Control and manage filing system.

® Act as cashier or telier.

4 5

. ® Optimize program execution times.

* @ Design operating systems. -
* ® Coordinate scheduling of machm”orkf’ o

¢ Evaluate deviations from standards.

g

° g}:pervise documentation of programs.

- ®n

{Oad _ A

.
~ . X
i

° Mamtam cufrent-run tapes. .




SN & . - - . . )
"-_ - ’ . . . . - . . - * .; : . . f . - \
F Sy T ‘ EAU LT: Unclear statement of the action. - T
e o ; '
B : . & . -
s General or v'ague actfon rds for task statements do not allow
. the person' providing task ratings to betcertain of the mtended"
_ meaning of the statement.. Nor can the person mterpr’étm’the
> I training igplications©f such ratings be certain of what work -
. J, actnvnty the rater had in mind. Occasnonaﬂy itis possibleto. |
. clérlfy a task by mciudmg its purpose or the method to be used. ’
* ’ ‘ lp . - . ’
- - ~ ~ A -, . . A
3 e ‘ 3 - — -
' e ’
. . g s . . EXAMPLESO ULT ' '
, ) , i ) . ?
| S ' RO
I:‘ e . s N . ! ' M ' . ) v
“ L ] nﬂ)ect'lut‘)_ncatnon ar:d service guide. o Eg(plont’;’)arallel.processmg capabilities.
5 ® Fofow-up on requisitions. ' ‘ R e Develop subroutings.
l A . Y . - /" * .
’ ™ N 2 - - . Yo 4
.. ® Perform road'seryite_g. ¢  _ ® Trace mail. | . .
. . * Ye & 4 ¢
: t. * , N ¢ .o 4 : - * t. u‘f.'_' .
» @ Check exhaust systems. Y .. File materials. -

[ ]

: © . ® Inspectsteering. I - ® Impjement émployer’s directives.
. - v -~ " .- - . .. ', . - . . . N .
- .. v - @ ‘Correct bearing fit. . . . ) @ Help organize offige or compag"ommnttees.
S . ' _ - ; .
‘ . " ‘0 Coordinate with staff in.the deyl tof, @ Make preparations for meetings. ]
" new Systems. . . . ; ™ a1 ) ; u, - i .‘
: ' . oo e erp card mdexes .
@ Extract figures needed for special andlyses * L s b T
- - N 4 -
ay +
- B » s - a ., .
." .. ® Make switch sgttings L, . - - . ‘ .o
. v Ve r . , .
- . - . ‘ R -
. . ) . ’ Y
- ~ - .« - L .
t o . | N |

. ® Review recoﬁds for corhpliance with labor Taws.
. ‘ VS

® [T "files.
Exht'ragct_yormatton from files

- ' "g

» -
b ;  J
- . A
LI , . *
v . M

I

L




.. Oven‘y‘ depeadent upon duty context for rpean/ng

’Whnle brevﬂ@mred in task statements, sufficient descnptlon, "_' !

. - *
<

o

K _— . ‘.
" -

- EXAMPLES OF FAULT

Xy

.

® Plan layout and makeup.
o Make out m'onthlyastateme'nts.
® Diagnose malfunctiofis:’

LS N . T

‘@ Evaluate deviations from standards.

*

‘% ¢ - ofataskactivity must be'included to permit the task to be ’*,\\;z_”__‘
’ . reasonably meannngful when mot grouped with functionally e
' ” Eated tasks. . This might be necessary when subsequent analyses
7 ; »- #nk the tasks on some issue. o . .
S e N -
¢ . t_,.._‘/ . i’?‘\"

mance sfatement

A

-

. . ¢ S ) - : ’ .
: * % . ‘Varlat.lonsof thns‘faultare . - Y

S S )- -, :
, . - e L \ . . . & [
¢ . W g S P A -
e ‘. ° - - . Q % _ ..
» . ‘&l " ' A \ Pl
¢ - - . \, .*E’*. T <
- FAU LT Too many //m/ts placed on how the ta{"/s performed "
o. » : ‘ . ‘ o " °® ’
< ) N Though task modlflers are sometimes useful to clarify the méﬁnrng R
Y 4 . -of an activity statement, gome modnflers may be’l unduly prescfnptm
. e 4
. N y .and place too many unnecessary Itml‘t's.upon. the mtended perforf-’

- J - ‘\
" . .o ) Stati’ng hqw often or when 4 thsk is fo be performed '» . "
| : o 2 ** Use of all- nnc!uswq-ﬁoms,_ such'as “all,” “every,” A~ g
R . ) . i ) ‘ B Iuarways.ul- . s Je L - ] N .
P [ o . ‘.' ’ “# N & . . s ! »
. —; —— . = - LY
. 5, S ey 0 ‘ : . L ' B .
b ‘ , ) T 4 - o d . .
N -, ?ﬁ‘ & EXAMPLES OF FAULT , 4 F
i . D g R [ % L e L. y & v e .
, Stat' owtOftén or Qhen i\ Use of A//-//ﬁvswe Terms v .
« o - P : 1
L@ Change dates on time stamp machlne .\ | X Inmate all contputer opeyafng notes -
! ‘Or calendar daily, ) technical bulletnns, etc. for job pgr-» b .
" Prmash”danly oo . . - . “formance improvements. L S
. ’ Vo ~® Prderall publlcatnons fo: %5brary See
N ' - < d * . ) s/ ) - " \ ; ' ’\ . s
] . ‘-e;‘_ . v "~ . * + J ‘»\
ig. * L] ”~ R [
N ' ~ ‘
Vo , . a2 ~ L
} . . 4'4 “\ “ )
) L. i .' . . . . ' " Aﬁ )
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FAULTS

AN

sometir'nes - |
shs At phasis to be .
\ pon the methed ) .

wfﬁsmac " This caf
mstead Fupon

Y cause un
reSpond'en't

for the % to be performed .o

o Write shorthand<’ o .
® .Work with operations supewvisor to determme
‘best operatmg proéedures to be followed.
ptimize program execution times.

® Resolve technical problenis.

. -
- » N

-

b
- 4
i

" —- *
T N L ! < '
EXAMPLES OF FAULT .
[ .
@ Intggporate.standard routines Into pro-
grams.
® se linear programmmg techniques.
® Control system input and ofitput.
- ® Perform analog programrying.
- . Cle .
. ) ’ T

° 15 > e \

P

Ve

NS
FAULT:.

«° ot
B
.
.

Statmg only the operatlon of, equ:pment or use of an item.

"While it is useful tQ know what equipnfeat is operated or what spemaﬁ - N
items are used by wc(kers thse actions should not be stated by :
themselves as task statements. Vactious equupment and job items may. ,
be’listed Is'gpara,t'ely on a survey que?‘tno&:;nre, without any associated

~action vembs. Questions of use may therkbe asked of each, if desired,
but asa separate and d;st;nct information-seekgng part-of an occupa-
tional survey x i .

o Use proofreadmg;ymbols L e,

< @ Usedirectories.

K .0 U;esnmple business math.

<«

N : ) [ 2
EXAMPLES OF FAULT o

L] Operate intercom. : ,
. - . '@ QOperate keypunch machnnes
v r'e ® QOperate copying machine.




[N

. r
.o ‘&
— , Characteristics of the Statement Overall Adéquacy for Purpose
7 < Gram. Only Clarity | Purpose- For For A
i : matical One | of fukJob- Training | Job
Activity Statement | Con- ~Task | Action Orniented Content Clusters or ,
" ] formity | Activity [Intended | Activity . Decisions Description -
A . JA i ST
Automotive Maintenance Activities kkﬂ\ j' Syt .
1 Develop plans for performing mamte.n, e oK NO NO oK,/ NO oK.
2. Check and correct engfine bearing fit. ‘ ~ 0K No OK - oK ‘NO 10K
3. Esumaté chargesfor veHicle repair, " . oK \ OK OK oK OK_ OK ,
4. Estatish methods to improve matenance procedures. OK-~ NO | NO * OK | 1~ NO -0OK .,
5. Analyze and repair electrical cantrol circuit for over '%@«Qnit. 0K NO OK - OK NO ,0K
3 . T e ) - A' N "
. . g ’ 1 - , ' )
6. Resolve technical problens. . . Lo \ OK NO * NO OK NO Too Broad |*
7. Analyze for moisture or foreign particle level in fuel‘w‘stem\. - ‘NO NO OK . OK NO NO .
8  Visually inspect front suspension system. . "ok .|| ok (8] 4 OK , OK " oK
g  Check vehidle maintenance records for w{nplianoe with - \ ) ’ E
| ° warranty_policies. ; N ' oK " .l OK oK , OK OK OK
10 Perform cylinder balance test. . ? oK oK oK oK | | . OK oK
T - v “ - — - " p o - i ~' - £
Secretarial and Accounting Activities AR o < ; -t .
- . * ’ - » { ’ . PO -
J11 Operate tape recorder. - Y, QK OK oK' NO NO ° -NO
12 Use proofreading symbols,” - ‘0K 4’| ,OK . OK NO * NO NO B
3. Compare copy for legibility’and neatness. ‘. SR Lo oK OK oK OK . OK o0 Specific
14  Work with city tax statements. A r - qu ~| NO NO OK * NO s NO ,
15. . Superviseclerical employeqq. R \ \ 0K | NO o NO \\\J OK NO Too Broad
e - — e - 2 ) ‘
16 Inspection of inventory i’Lcords.‘ . . L :\ NO ~ L NO - NO . NO . NO .
17.  Compose copy at the ty pewriter. . ] oK oK - 0K . OK *\f ) OK ok | *
18. Servé as notary public. ! . - OK, NO oK. OK No, But Usetul -0K
r 1] 3 R e Sunimary of _ )
, . <P §x~ C e . Fn&Qe Activity
19. Take dictation over the teJephone. 2 . - "1:, P . \ OK 0K OK. ‘ “\: oK [Too Specific | .
20.  Listen fof rumors. ¢ IR *1 oK © 0K |~ OK NG AND NO ,
[ ~ - . t . & h { .
— _ . , AE
N S 4 LT : - v . -
T | ﬂ LI .~’\\4:‘ . . a I)
» \ . * v . ‘\K\
\ - . ' ' . ) f ‘ h
- LR Y . A\ . . N
: . L & N . ‘
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* ACTIVITY C: - CONSTRUCTING ~

THE LIST OF POTENTIAL TASKS

R f - N i - N R *

—~ ' ) o -* 4
¢ 7 L\“‘\ —_————————q
’ | F\' ]t
- POLICY GUIDANCEl N ® . - ‘
. AND PLANNING | . \,\ | -
' i I \ l 't
** Community Concerns ‘1 | '
» Manpower Forecasty ,/ ., -~ | i
* Student Needs 7 I. GENERATE TASK STATEMENTS
f ' // ‘ ‘s ) E ¢ ~ 'y )
. _ A I . ‘
. e : | Construct Pilot Test
. | DEFINE THE | | Initial jyjst Task
. | SCOPE OF | of Tasks Statements
| INTEREST | | )
| AND INTENT : Steps 2& 3. Step 6
B I *
v = Step 1 R r
s ' -
I 4> ‘ -
. . .
. ' ! .,_//
Lo ’ v
. Given the scope of interest as defined prStep 1, there are five procedural steps to be performed
. to construct-thetlist of potential tasks for an accup tion, area, or function. The'vlidation of this list ,
! of+occupational activities, to establish which task#ale in fact a significaitt part of each occupation or
function, ig described in Volume 3 of this series, /deAtifying relevant job performance. The five steps
for generating the tasks to be validated are: , ]
. \ ) '
\ - ‘ .
P Step2: Uoeate Written Sour cj’Wo}k Attivities . ' . -
] ’ PR , - I:‘. I‘K \\ ] ... . '
P Step3: Construct Initial Lis:i%of Tasks | : - »"ﬁ' -
P Step4: ‘Obtain Reviews of Initial Tasks \ . \
'~ P> Step5: Edit Tasks for Use in Occupational Sur ’
PR . ' o : .
P Step6: Pilot Test the List of Potential Tasks . ) -
’ oy Each of-these steps'is described in the séctaons which follow. [t should berremembered that the task
R s«conceérns described 4nd the procedures for constructing lists are written to cover a wide variety of
( occupations for which task inventories might be desired. For @y one occupation some portion of
“these concerns and procedures may ‘not be pertinent. The total description is provided to aid in the -
preparation of task lists, whenever, particular situations or conflicts should arise. .
] . » .‘ s 7
o ] ;e R a5 ) . .
Q .. / \ 4 6 c
5 ) . n o \ R
RIC 0 7 . \ A
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- STEP 2: LOCATE WRITTEN SOURCES .

Py

The mmal listing of possible tasks for an occupation, area, or functnon is constructed from’
available prmted source materials. Acquisition of these reference materials should start well in ad-
vance of the actual constructipn of the initial task listing to allow for lag time between the identifi-

“cation and receipt of some materials. It is not necessary to acquire every conceivable reference, but

enoygh to begin roughing eut an outline of the job and to generate perhaps a hundred or mére state-
ments of hkely work activities per occupanon «

Useful reference ma,tenal often may be found LA .

1. Pubhshed job materials, handbooks and manuals.

)

2. Job analysis studues con?iucted.by the U.S. En‘Wment Service, its occupational analysis
field centers,-and state employmeht services, . ’

. {
’ Employer training programs, mcludmg those~condugted, by the armed forces technical

.t schools and by other federaj agencies.

4, %sk inventories prev‘busly developed by others.

5. Curnculum guides prepared by state vocatlonal curriculum laboratories, public school
. systems conducting occupattonaI’fduCat:on and private business and trade schools.-

6. Empirical studies to establish the content validity of employment tests.
' . . L
7. S;;ecial projects yielding occupational descriptions, such as graduate dissertations in col-

legiate schoolsgf industrial psychology, industrial management, industrial engineering,
— industrial arts or vocational education, business, applied arts, and various spedialized oc-_

. cupattonaljpclphnes. Many of these.may be located through the Dissertation Abstracts

- International: Section A (The Humanities and Social Sciences), a monthly publication of

Xerox Umverstty Mu:rof:lms Ann Arbor, MI 48106. o'

Addmonallb. special pro;ects may be sponsored by state departments of vocational or occup'
tional education, special interest groups, business and professional association's, labor organizations,
consortjums of community colleges, HEW's Office.of Education, National Institute of Education "
(HEW), Natienal Institute of Health {HEW), Employment and Training Administration (formerly
Manpower Administration, U.S. De ent of Labor), National Highway Safety Administration
\U S. Department of “Transportation), and others. Useful sources for.identifying some of these or-
gamzatnons which have special mterests in particular oocupatlons are the foIIowmg annual directories:

Nattonal Trade and Pro fessional Associations of the United States and Canada and Labor
Unions, published by Columbia Books, 734 15th Street NW (Room 601}, Washington,
DC 20005. - &

Encyclopedia of Assoclatlons Volume 1: National Orgamzatlons of the U. S., pubhshed by

~ . Gale Research, Book Tower, Detroit, MI 48226

!

-

ging occupations, it may be essary to search references which pertam to
pations in the fields out of whiCh the occupations are being created. None of

‘ h-\ =




~ ., - .
. these sources is *mpatei! to provide a completely valnd and useful source of all currently relevant .
task statements They should, however, provide an effective begmmng point, and will serve to ori- s
-ent persons developing the list of potential tasks. T \ ,
A . ~ . "
Reference materials. 'F!)Ilowing is a list of possible specific sources of appropriate reference ‘
materials. These sources may be coritacted for leads, bibliographic citations, and/or abstracts of o
N likely printed references. Depending upon the occupatlonal area, someg\hese sources may be
~ ., more appropnate and productive than others.

¢

N
 ——

. Conta(:t CVE Publications . K 4 :
. : The Center for Vocational Educatlon (OSU)
o 1960 Kenny Road ; . o
‘ Columbus, OH 43210 °~ -~ ° Ao .
- % * -
Resources in Vacational Educatian/(formerly called Abstracts of instrul/tiona'l and
Research Materfals in. Vocational and Technical Education, AlM/ARM). 2
. C : Includes (a) abstracts of pubhshed matenals designed for teacher or student
_ > usg,in the classroom, (b) annotations of bibliographic or lists of instructional
- . ’ materials, (c) abstracts of published research and other materials that are
useful to a wide audience having an interest in vogational and technical edu-
cation. Many curriculum guides confin some type of-job description or
. i . task listing. While these vary in. detail and completeness, they can serve as
= - . ‘ useful sources of initial statements of work activity. N
. ¢ Z, W
. Published-quarterly. . .-
' D> Annual Index-to-Resources in Vocational Educatlon (since 1977) and AIM/ARM ’
Annual Index (1968 through 1976). * . \ v ! =
Resources in Vocational Education and the Annual Indexes are por y ob-
tained by subscription. Single copies of back issues of AtM/ARM penodicals
and indexes are available only in microfiche and hardcopy reproductto from’
ERIC Document Repreduction Service, P.O. Box 190, Arlington, VA 22210.
. Copies are generally available in most State Departments of Vocattq a T
. v Educatnon or their Research Coordinating Umts &
’ |

-

D> Directory of Task Inventories: Volumes I, I, and 111 (1975, 1976) * . /
/ " Reports bibliographic.information on sources of task inventories for oc-
cupations, compiled from documents submitted from state vocational and
) o occupational education agencies, state vocational education instructional
F 4 materials laboratories and projects, school districts, public and private =
. " R&D agencies, armed services training and personnel research agencies, as

P , % ~well as special projects sponsored by a variety of federal agenc»es‘-_ym

. nesses, professional associations, and foundatlons -

—-
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Z, Contact:
. /~_I -
e ) ]
-’ ~
‘ Contact:
bontact:
A
Contact
&«
+  Contact:
O \
ERIC

" U.S. quernment Prmtmg Office -

ERIC Dodurnent Reproductron Semce (EDRS) - '

P.0O.Box 190. . . ) .
Arlington, VA 22210 " ﬁ . o)
- {or) ' . CL
Supenntendent of Documents Co ‘

Washmgton DC 20402

> Resources in Education (RIE). \

Lists abstracts and resources of new:educational research documents
entering the ERIC Clearinghouse system. - ~

+ —

Published monthly, plus anrual index®s. . . -
Macmillan Information
866 Third Avenue ) s
New York,QY 10022 .
B> Current Index to Journals in Education (CIJE). - .

Information Coordinators, lnc. - b

- 1435-37 Rapdolph Street
- Detroit, MI 48226 '

B Work Relatl;d Abst::acts.:; : ’ '

, Dwoded into 20 broadgubject areas, cmng articles extracted from over .
250 management, Ipbor government, professlonal and university period-
icals. e - . .

Published in monthly issues, with annual index.

: Nagional Technical Information Service

U.S. Department of Commerce . -
5285 Port Royal Road

Springfield, VA 22161 ' (

O

N .
B> Government, Reports Announcements and [ndex.

Technical Inquiry Services &f NTIS provides custom searchnng of an infor-
matron collection relevant to specific queries. .

[ 4

xI'hese announcements are pubhshed every two weeks.

American Psyéﬁbl'dgocal Assocnatoon
1200°17th Street, N.W.
Washipgton, DC 20036

D> Psychological Abstracts.

1
)
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.t ’ hologlca/ Abstracts Informatron Services (PsycINFO).
bkyc INFO Users Reference Manua/ S -
L \\\\
, ) Other Potential Contacts: A large number of behavioral R&D agencies have over the years pro- T
R duted task inventories for a variety of curriculum and job analysis purposes. Copids of, ’

their directories br bibtiographies of agency publications often can provide a good means
_ for identifying many useful sources of task statements which may have been identified as
. part of various R&D projects. Additionally“within many of the state departments of vo-
cational or occupational education-there are Instyuctional Materials Laboratories, Curric-
- : ulum Development Centers, and Research Coordinating Umts which may have prepared
oo . task Ilstmgs for selected occupatlons . o . ~

- A numb\er of agencies in thd ar)ned services and other governmental departments also pro-
" duce job descriptions for occupations within their jurisdiction. These occupations may
have many elements in common with occupations in other employment settiggs, and thus
« serve as useful starting points for constructing task statements. Similarly, many large busi-
- ™ nesses prepare job descriptions for use in curriculum development’or for-the validation
—— of employment tests. The availability or usefulness of these sources would need to be '
explored on an individual basis. & .
. ™ Sources of general descriptions of numerous occupations. “Certain rtference sources contain '
general descriptions for a wide array of occu&atlons *These a"eseﬂptlons can often provide useful .
..~ overviews of an occupation or area, and suggest key issues a’ound which task statements may be
developed. As in any published description of. .3 job, the material may be somewhat dated or lacking
[.‘.- .. inrepresentation of the intended scope of a study Cautlon needs tobe exercised in its use. It can
serve, however, to construct initial listings which lateg can be validated by new occupational survey
. iﬁformation. Useful sources of these general descriptions of occupations are the following publica-
tions, most of whiéh are periodically updated: -

[ ] .
- Contact: Su&rintendent of Documents " {or) GPO Bookgtores —_—
. . J.S. Government Printing Office < -
Washington, DC 20402 . -
P> . Dictionary of Odcupations! Titles, 1965. Volume | Definitidas of Titles (3rd
ed.). ’
. Prpducedk by U.S. Department of Labor, Manpower Ad(ministration Bureau
of Employment Security, U. &Employment Service, Office of Manpower
ATalysis tilization. o' . K
’ : -, > Task Ahaér Invenfa‘nes A Method for Collecting Job Informatron (USGPO
. Stook No. 22i 163r B}
’ Joduc& by U.S. Department of Labor Manpower Administration, U.S.
p ’ . Employment Service, Division of Occup gtlonal Analysis, 1973. (Based on P
- research of the Job Informatnon Matnx ystem directed by D. Yoder and /
C.H. Stone} : _ _ -

i

vy
- p %fpat/qn;?&t/ook Handbook. 1976-77 Edition (BLS Bulletin 1875) (US
Stack No. 029-001 01406-6). ) ) -




Produced by U.S. Department of Labor; Bureau of| Labor Statistics, Divi-

. . sion of Manpower and Occupatnonal Outlook. Aflsq obtainable from BLS g“
- Regional Offices and on mitrofiche from National Technical Information & -
Service, Springfield, VA 22161. ~ 4

) )
Contact: Chromicle Guidance Publication, Inc.

_ Moravia, NY 13118 o / 7

. _Occupational Library.

‘Contact: Education Specialists
Navy Recruiting Command'’s District Offices’

. ‘ . . !
D Work in the Navy—éﬂ Description of Navy Officer and Enlisted Occupations,

Authored for the Office of Naval Research by M. N. McDermott, B. Para-
more, and W. T. Caltahan of Operations Research, Inc., June 1975.

Contact: Armed Forces Vocational Testing Group/ RDX . ¢
- Universal C|ty, TX 78148

o P Military-Civilian Occupational Source Book.

- - L]
t

{llustrates the commonality between-military and civilian occupations; first
edition published July 1975 for the U.S. Department of Défense.

Contact: Educational Coordinators or Administrative Officers
Army Recruiting Command’s District Offices | v

D> U.S. Army Caréer and Education Guide,

D> Information Center. ,

Both of these sources are pa& of the 1975 Educaidr Package of career ‘
counseling materials for use by educational staff,'students, and parents.

Contact: Science Research Associates, Inc.
259 E. Erie Street ’
ChwaggrlL 60611

’ ’ Occupational B’nefs -

Contact: Doubleday and Company, Ir€. - : '
- 501 Franklin Avenue M
_* GardenCity,NY 11530 - | .

% ’ , The Encyglopedia of Careers aniﬁ’ocationa/ Guidance. . -
Contact: The Institute for Research )
* 610 S. Federal Street, 7th Floor
Chicago, IL 80605 -

’ - ’ 50




— Contact: Finney Company , .

C o= r ‘ ) T STEP 3:
- . . INITIAL LISTING -

# '

— > C'arem’ Resedrch Monographs.

— » - . ~
- t .

. : 3350 Gorham Avenue . “ =
~ Minneapolis, MN 55426 . o
B Occupational Guidance Units. ) -
Many of these documents should be available for reference in the Guidance and Counseling
Office or the Career Information Center of local high schools, community colleges, area vocational *
schools, and postsecondary technical institutes and cdlleges. ‘

dent largely on the scope of the occupatlon area, or function
mation is to be sought. ) . \ 1 \ \,\'
— — p—

Usually there will be about 100 to 300 tasks for a single prescnbed occupation, possibly more -
for jobs characterized by a high number of nonroutine activities. Fora-closely knit cluster of related
occupations, the listing generally consists of from 300 to 500 tasks. A single function cutting across
several occupations might contain 20 to 100 tasks. These are general averages. For%6he occupations’ -
as many as 1600 tasks have been identified. However, when task inventories are constructed using .
less than 200 task statements for an occupational area, the statements likely may be so general that

they will yield IlttIe information about the specifics of each occupation. . , ¢

R For use in making curriculum decisions, the number of tasks is less important than the quality *
- and e@mprehensiveness of their statements. Useful task data cannot be obtained in occupational sur-
veys if tasks are poorly stated or omitted.

This concern for number of statements dsffers when the task listing is to be used only for the
identification ofuclus‘t&s of job types within an‘occupational area, or for other such job descrigtion
purposes. The general recommendation-for these nontraining purgeses is to limit the number of
tasks for an occupational area to less than 600 statements.

o

~

.-
The inventory of tasks and related occupations, should be designed to cover all levels of a par-

ticular career or promotion ladder, to assure coverage of work that may be shifting its pattern of

relevance to parﬂ'qular jobs and levels of assignment. In some instances, say where there is a large

‘cluster of supervisory activities, it maybe best to develop separate hstmgs, one for the supervisory -

jobs and one for the technicians and other skilled workers. . -_—

v
\,

In any case, the maxirhum length of task listings in a survey questionnaire is roughly determined
by the number of statements that employees in the occupations can be expected to respond to on a
voluntary basis. ldeally, any one worker shouldn’t be expected to spend over two hours completing
an occupational survey questionnaire. However, highly reliable group responses have been obtamed
for questions on the job relevance of tgsks where the average individual response time for questnon .
naires was over three hoffrs. - . . .




The key determiner is not how long it takes tp combteie a qutestionnaire but what length is
necessary -to obtain the information required for the types qf analyses that must be performed and
conclusions to be made. Techniques are desgribed in Volume 4 for modifying te questionnaire
administration to shorten the time it takes any one respondent to complete a partlcular questaon .
naire form. '

s <

R !
The initial listing of tasks.can be consolidated for an entire.occupational area, o listéd separately
-for each identifiable occupation. Before using them in occupational- -survey questionnaires, however,
task lists for separate occupations are to be combined into a,single list for the entire occupational
scope (defined in Step 1) to be covered by one survey. Thus, thef®’need be no special concern at -
this early stage for grouping tasks separately for each occupation when scanning the written sources
for likely tasks. Where there are tasks that overlap occupations these will be consolidated in the
final list Bf potential tasks, thus helping to shorten the questionnaires when two or more occupations
‘or career ladders are to be surveyed wnh a single task inventory. . -

“

It will be noted that several adjectives are being used here to ldenttfy task lists: /n/t/al listing
and final list of potential tasks. These-terms, initial and potential, are merely a convenient means
for d;ﬁerentlat.mg various points of developmenf of the task lists. Initial listings are-produced in
Step 3.~ After reviews, editing,’ and pilot testing (Steps 4, 5, and 6), the resultant product is a list of
potential task;fpr use in occupatlonal surveys. Upon completion of the oécupational surveys, a
third Iostmg may be reported in Step 21 This would be the listing of. vakidated tasks for an occupa .
tion. .

Grouping tasks to help organize initial lists. While a more rigorous rouping of tasks will be ag
tablished in the review ahd editing processes gfzSteps 4 and 5, it may be helpful at'this early stage
to organize tasks under logical duty groupigr;ﬂf reflect different functions &nd responsibilities.
Quite often these duty headings will be su by headings from orgamzatlonal charts and cur-
riculyn guides. At this stage of #he process their labels can be arbitrary, though if more rigorous
definitions of duties can be developed prior to Step 4, it certainly would be helpful to do so. Often,
however, at this mmal listing stage the proper duttes may notpe fully known for the futl scope of
an occupational ared.

.

' . ’

« A duty essentially impligsa reIatwer large segment of work activities th§ t are related in some
manner .
. . .
Such groupings may be based on 5ubsystems of the equipment that is wofked on. For example,
automotive maintenance tasks may be listed under such duty groupings as engines, power trains,

' eiectncal systems, automatic transmissions, fuel systems, cooling systems/steéring units, brake sys-
tems, front ends, air conditioning, and heaters. Additionally, there d be a peed for groupings
based on more functional duties, such as lubrication and general m@intenance, Maintenance control
functions, on-the-job training activities, inspections, customer service, organizational planning.

v For an entire occupational area, such as secretarial science, it might be helpful at this early
stagg to list tasks under headings of known or suspected specialty job assignments such as steno-
g'aphuc activities, bookkeeping and accounting activities, editing, receptionist activities, clerical a¢-_
tivities, library services, and mail distributionactivities. These will need revision in Step 3, but dutaes
based on job types can be.useful in early development of task hsts .
There also may be a need for more functional responsibility groupings such as planning, super-
vising, coordinating, training, msttmg Where supervisory activitieswithin a complex occupational
area are many, it can be helpful to group the supervisory tasks according to the type of wotker or

%, o . 52
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~ function that is supervised. Thus, for the area of business data 'processin'g, there could be such duties
— a8 ;lpervising'data services functions, supervising ADP equipment operations, supervising program-
; mmg functtons and supervnsmg data systems analysns and desngn )
a ) LS N
. : Within a duty groupnng of tasks, the lndlvud.ual' tasks are most ¢ommonly listed in alphabetical h
‘otdes. Other oi'dgnng systems may be devised; as ‘'desired, to aid io the orgamzatnon of statements :o. ’
3 « so thatit can readlfy bedetermined whether a particular task (or a very similar appeanng one) was
3 already listed when a gk activity is odentmeg in one of theavritten sources. The al etical list-
v ing of- tasks tends to p tasks where the worker action is sirhilar. For instance, all checking tasks
. for an equipment subsystggn would be located near each other. So, too, would ali adjusting tasks.,
“This will make it edsier for reviewers in Step 4 to note tasks which are so similar that they can

. ' combined into a single statement and to identify any that are missing and shouid be added to the ~
"St “ -~ - '
L Tasks might bfecorded on index cards to facilitate grouping. A sort board could thenbeused
’ as an aid in grouping the tasks though a flat surface such # a table or desk woufd do. . }
© Y 7 Using task lists alréady prepared by others. In those instances where a Itstlngof tasks is avail- i
r able from the work of others, for economy of effort and cost there is a need to’ ggamine the useful-
ness of those tasks for a particuldr occupational study. Ideally, they should:- o, «
S . 1. Pertain directly to one of the occupations of intérest within-the intended scope of interest,
>3 . . 2. Beof recent origin and verified ‘as relevant to the occupation, . ¢ ) v 7
. 3. Represent the entire occupation, not just the more critical tasks, ' R
4,

Be briefly and clearly stated in a manner consistent with the guidelines. gwen above on
Understandmg the Nature of Task Statements. . .

Available lists that meet these requlré’ments can be used directly in the-iritial listing-of tasks, serving .

.as a highly econgmucal alternatwe to full performance of Steps 2 and 3. ) -
<
More likely, however, previous listings will not be directly applicable. They nevertheless can

serve as a Starting point for detectlng changes needed and additions to a previous listing. Often;with

alittle obvuous editing, they can “illustrate to people knowledgeable about an occupation what kinds

of work activity statements are desired. As such they become a useful stimulus in Step 4 to enable

reviewers.to recall the tasks of the occupatnon ¥

. d
-

In c0mp|hng tasks from written sources there are a number of cautions that need to be exer-
: cised. West (1973), in a study of bookkeeping activities in relation to hngh scHool curriculums in
L ! boakkeepung, found problems such as these: © N

F -
1. Textbooks may tend to be unduly encyclopedic, and contain ver'y'rare acceunting;

- matters (producing a Iarge numbér of unnecessary and marglnally relevant task
statements) . ol

: 3 < ‘ .

.2 Published sources may contain the correct, classical terminology of the field,
"whereas on-the-job terminology is often loose and has meanings at variance i
. : with the technically correct.ones” (p. 181 . . :




, Frequent rdentrfrcatrop ifi written sources of- g'ookk‘!!pmg tividies based on mantial |

recor}%items substantrally Igmngto capture the gross ghanges in job duties occasioned .

l:y co
\erm te descnbequrte dnffereht_work actwrtnes'and »

uterization’ (p. 181). These. dlfferenc§ can be fnasked by job use ‘of the same

ompanymg Iearnmg requwements

.4 Spemahzatron of jOb functlod's i Iarge empl‘ment settmgs, as cotnparet$4o broader 1ob
. performance m smaller-employi frrmsk with an accompanying phenomena th
Ieyel emplo?ees -in ararg’e firms are assugned work havmg I|t§|e resecnblance to the contént
of traqupal currlculums
v i
Such probl Create a real'pressure updn-the Feview process of Step 4 to pr stateménts
whlch reflect actual Job requrrements wlthm allgspects of the scopé of mterest defm in Step 1.

TheJrstmg of prevrods tas@ m t of an i o .already verlfted by your ageR‘ty as
_relevant to an occupation or area» T his will\o®ur wh patronal ey is to bp repeated
. to update thetask information and.ndte ids since pre rveys. ln is instance ther ne ¢
add;tuortl*type. of ;nformatnon that of use® task statagnents written in byrespondeM a
*_ previous survey. : Theseé provide usefu ves to pogsuble new and emerging task; that are in the pro-
cess of becon’ﬂng relevant-to an occupation. This is'one means of keeping a task inventory a current
. and dynamic listing of pdtentially relevant work ectmtnes Each repeated‘&nrvey helps to updatg
’ and make more comprehensive thE full descrrptlomof dctupational pe ormance.
-~ .
Use oﬁprlor occupatuonal surveys also erI provrde miormatron on e extent.to which éach
- listed, task is performedg %rbsequent use of thede validated fistings can eliminate those tasks found
. *'nottobea meaningful part of the job, Such as wheh Iess than 10% of the workers in an oct:upatron
do a partrcular task.. Y 4 L - ) o N
* R 'S ,‘ . ‘o T : . :" . @ -
- Cautlon should be exergised, however in deléting tasks that recelved ll"[:tle dhdication of their
performance At least two situations. could have causet a low indication of occurrence on a prior
survey First, the task may have been a  very new one, based, on new tecfmology whtch was justen- 7 ° .,
"Yeripg the gccugation at the time of the earlier survey. A resurvey would mdst certamly want to -
« include such tasks, and p®rhaps eVen expand upon them duringthe Step 4/interviews. Secondly,
some tasks be performed by few -workers in an*oc¢upation; yet they are p?rformed only by~
workers wi at occ . For job descrrptlon purposes such-job-unique tasks should be listed.
")However for making d S about the céntent of .preemployment trammg,.tasks of low occurrence
tend not to be of gaaining concesn and eften may reasonably be ornitted from tHY listing. "Thus,
whether tosingl w occurgafice tasks § m an mventory depends upon the purpose for whrch an oc-
cupatronal survey is to be conducted. . .

P

S e M
o & N ’
g task¥rom a prror survey by your own agéncy, do not change the wordmg of a task _

if you want'to compare ;esponses between the two surveys.

qSTERA OBTAIN RE\uEws .o
OF INITIALTASKS : , ,.e

N *

. }ollovimrg the comprlmg of 1mt|al lists of tasks from wrrtten sources there is a need to inter- )
‘view knowledgeable personsgo refine and revisgdhe listing prior to its use. Reviewers should exam-
" ine the lfst for complef®hess,-clarity, and unders ‘dabrhty The purpose o reviews is to add
missing task statergr‘s delete obwously irrelevaMt tasks, improve the wo mg of vague or Iength




N .o . .- , STEPA: . “ »

4 T . ’ ’ . B © REV'ENS .
T : : L I
- .

” task statements, identify gppropriate duty categories under which tasks are to be gguped?n the g ¢
. - final listing of pétential taeks, and (if more than one-occupation is to be,surveyed for an:occupa- ©
, tional area) combine comparable statements from separate hsts §repa|‘ed for individual occupations. .
. ’ 4 ' - » /
‘ GadLral gmdellnwfor selecting reviewers. Revne’vers should be- selected for their current know
edge and practical expenengé in the occupation of concern unctlons within -an-occupa-
tional area: In most instantes they will be workers ergploy egﬂt"‘ the accupatnon andfor_ immediate S -
supdwsors of such workers. Asa group they neged to repr recent experience vmha the situa- } *
-~ ¥+ tions and contingencies defined in Step 1 as part of the occgpatlonal scope of interest. . \ta mmlmum
it is advisable to obtain. on&worker or onegupervisor for eagh occupation within the scope of’a . s
. fined occupational atea of intggast. Asppervnsor that dlrectly supervises several job typesﬁvuthm the‘
ar'ea is usuélly des;rable aion he' revnewers .
- -, ¢
N One must be flexnbfe m electing mformqnts t
 set which reviewers will give the most useful and ¢
terviews will be.warranted. From‘ three ta eight inte s/are adeguate for mes? mveﬁtorks ofa -
narrowly defin occupatlonal area, However, as a ru¢€ and to the extent _practicable; the tnore inter- .
o " views, the better. Cdnclude the reviews when |t is belleved tha,t,the prellmlnary form is wel structured’
v . and essentlally comﬁlete , N ; / )

R > . » . - . 3y
B It is usually desuréble to mtervueyv pergons from severaglaggfferent kinds of busines;es and indus \
tries, to:obtaip a broad representation of 't the ‘eY'anoyment tings in which ar’ oscupation -occurs. .
This also avoids getting only the orgariizational structure and work breakdowp of asingle, type.oiss—
tablshment. There can be a very significans, gnffereq{tce in t,he operations of ¥éry farge as compared to
very small shops or offlces Again, reference must be made td thescope defined iMStep 1, to assure . .
@eviews cover the entire range of mtended sityations, condltlons and contingencies, Wﬁere thein- « _~
tended training progra to be speuahzed.for a partncular type of mdustry or busqass enterpise, ,
Y - the scope of representation should be restricted- accordlr;*/ T R i
./* f & . . \ ’ .
To obtah;\ mfon‘matnon abgut new trends in an oceupatfon, it will.be necessary to ‘fu}d egple §
, knowledgeable about what tas?'are new and will occur with increasing frequerfcy among wprkegs. . -
In-every metropolltan area of ifdustry there are mdwudual‘s aware of changmg work patterns: '
. ~ new technplogy belrhz introduced. Interviews with such mdlwdg.als possibly by phoré, can intro- ; r

Can

. .
- s ¢ 7w

s
3
3

efview. It js not possible to, know:ai theout- |
le lnformatlon nor precisely hgw many in-

.
.

duce jgcressing nt tasks into anﬁcupatndﬁakhstmg'whereaf, local employees may not yét be-
fully-aWare that work will become a significant part of their job, As e«amples tasks dealing VI
* with electronic ignitiens are mcreasmgly relevant for auto.mechamcs as |s't' operaguon of new vuor&'
- *Aprocessmg systemsf r secretanes ¢ .o

"

s
-

- .7 of .

RN N ' “!es of N]duﬁs Irkel to be knowledgeablegf such curltent tréhds can often be found" m P
- local or natlonal headquar{ ers of professional assocnatlons labor unions: Industrial or.pusiness .
trade associations, ds well ag vendors, craft or vocational advisory commijttees,-and instrugfors in ac- .
o ed training institutions__ I f thesg persons are not themiselves’ knowledgeabl spécific tasks
. mvolveq,thby ofterr €an pro”ads to persons who are. Job"analysts af the U.S. D8partment of ~
" Labor S‘Dccupattonai Analysns ield Centers and of state employment security services may also‘be' v

a good source of information abeut changmg featyges of occupations; as may be Apprenti Com-
o mi osed of managgment and |#or personnel, and training dlrectors in industries mvo

4 ’

‘ Special oonsideratnons for new an’emerging occupations. A special selectlon probtem occursﬂ

trying td list the tasks of new or emergmgpc'cupatlons where experienced workers and super- . ’ N
the eccupational changes that are occurrmg ’ Th/{

uch jobs, where workgperformanée mformatlon i

is Pparticularly crltlcal bec 1 for j jus

un&rtam that néw Curriculum coptent/Or job descriptions often afe sought. ..




pl

famnharuty with the new occupatuon

v

The tWo fost obvrous problem situations are (a) the delnberate creation of new 1ob types with* .
ks taken and restructtred from older existing occupations; and (b) the emergence of a major new’
nology or equrpment system for which no directly related occupation exists. Historical exam-

abound of new tegchnology creating new occupat_o_uafl‘ﬁ‘mcnjrelds as electronics, data processing, '
so!ar energy, transportafhn commuritestions, and chenﬁcal engmeenng .

“ .
-

By the time that trarnmg prqgrams are expected to be developed to preparg many workers for
a‘major rew technology, tJ\eLe typically will have been an interim of time in which the produging i
‘dustry has acquired some work and tfaining experience in that area. JIndividuals to serve as,mformant
sources cani usually be found ar among the technology developets or equipment designers, factory tech-

bé‘comptled though such lists may need consrderabie revision later s workers gajn experi

. mcra S Or service repairmen, systems analysts company traiflitg personnel and early groyps making

the-new technalggy or equipment system. These sources will enable an initial hst_g;tasks to

. ltis also Inkely that at least some pomons- of the work have counter part
ocgupattons which can serve as a source of a portion of a task list. Forinsta
- or the use of particular tools and devrces may be componerits okolder jobs.

nce and

¢ - -
) ~ o -

-
R e

rtain operations
cdn be sought out

gariety‘of existing

-

-

. 8 appropnate and, with mmor}\odlfrcatlen to frt the new job context\, wdf-anttmpate some fasks that
- arelikely to be relevant. ‘ MR 2T

-
I3

’

/’ .

Where a jOb i9 berng created almost entu'ely out of older existin occupatlons,_such as has been

* happening -paraprofess!onal and Yechnician uccupttyons, the older jobs provide the source of
" » most tasks f0 be listed. ‘For example, the tasks of dental auxiliaries are created out of the tasks of

o

dentist¥’and of occupations in the frelds of business and office management, patient care, and dental

Iaboratory work. Such new jobs evolve partly as a fupction of how each employer sees fit to use
hem. In the dental assisting job type. Terry (1973) found that two different specialty j6bs were in
ffact emerging, dentlsts widually were utilizing their serv’ges in differem ways; and that poth of

these dental- assisting specialty jebs were more related to a third job invplving dental hygiene, than
they were fo each-other. Such evolving rnterrelatronshtps ¢tan have substantial impact on curricular
deélsoonsabout what dtfferentvtrarmng programs are needed and what should b‘te content of each.

e

necessary to retain every task that is suggested by a reyiewer, even if other reviewers declare it to be
irrelevant to the occupatlon Subsequent survey ‘datg {per Volume 3] will provide the representative
) ,nhformatron base t0 e§tabj|sh how releyant is each; task s

-

-
“n these newly emergnng and evofvrhg occupatoons it will be necessary to seek more han the
normgl
- it bec

mber of revrewerf to assure coverage of the various performance situations.. Additionally,

¥

es much miore difficult o resolve conflicting suggestions from different reviewers, since each
‘'may be éxperienced with-an 6pposing viewof the occupatron as itis evolvimg. It generally will be

B ’-
. .

.

-

,'-‘ The reviewers, to be kngwledgeable of tasks comprnsrng such an occupation, may need to in- . .,
clude other than workers and |mmed|ate supervnsons Likely sources rncbude—- * . ~
3 _ . /_\ f. , > T \
\ @ In some occupational- fields (such as medicine and engineering) committees of professronal -

assocoatlons serve as knowledgeable proponentiof changes inoccu pataonal str‘\ es. .
W s in‘the older established jobs out of which tasks fotan emergrng occupation a@
bgfng extracted, ¢an $ovrde much task specificity of posssb1e work activities. Thesd work-
andtheir supervisors may be able-to speculate abou;thequestnon of “What tasks 6an
be handled by the new type of worker?”’ Similarly, they may be able to break déwn some
af the ojder tasks into component subtasks which might serve as units of meaningful work
’ . . » LI
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[ N - .
‘e . STEP4:'
REVIEWNS
1
» . N v '
: \ activity for persons of lesser overall capacnty, cf su h-is the mtended caliber of workers

~ for the emerging occupation.

Vel T ’

@ Employers and supervisors of the new km‘d of worker should be able-to commumcate
their intentions of how they will utilize. thts occupation. This group can also indicate
which activities cannot be assumed by the new workers because of goverihmental licensing
constrgmts labor contract Inmntataons protessional codes of ethscs or governmental lawsg

. ., and regulatrons . . ) v

a - . - -

.. .} Cornmunrty resource people,hamng an écnve concern for ;he area or for the—type of pe'r
. son for which the new occupatnonos ;mted may provide, useful Ieads to potemial work
- . activities. N } % \
. — KT = -

> -

Goneral oonsuderatro*s for the review prooess Jﬁ most cases it should be passt fmd knowl
edgeable reviewers whq are willing to take a few hours to go over amginitial listing of'ta and to sug-
gest additions and modifications. However, if fundsé afe avaa%able, it may prove:w hwh ile to pay
. the reviewers (or to coppensate the employer if. company l&uscﬂ) a nominal fee to insure their
“full attention to the review. Generally, such a fee’pard o e-aqual 10 mr.eéter than-the re-

~Viewer’s t},urrent hourly Wwage. Contact with.a managemen%i?epresentauZe o{ the employing agency

- listing is not a test and that knowledge items sho’utd not be Tncluded

. -Before beginning a review of the initial task listing,

sis gncouraged in all instances, td secure coeperation and’to keep empld
srred of thesr employees. " -
) ) NN . P4 t

Personal’identification data should be obtamed far each’ revrewerﬁ /1/ his information usually
should mclyﬂe name, job title, organlzatron and addre of ghe reviewer and his supervisor. A Ietfer
of appreciation should subsequgntly be sent to each am pant, w;th a copy to the’ cooperatmg super-
visor. |t is also usefu! to obtain the telephone nu “offeach reviewer, as well as notes-on the scope
ot his work experience, for later use in-Step 5 as- c . .Jng information needs to be resolved.

ers/lnformed of what is de-

N—

’ -

urpose and uses of the eventual task
clearly understand how the
ry to stress the fact that the

inventery should be explained to the reviewer. The reviewer s
tasks are to be stated and how specific they are to be. It may, be
T o o
The mtervnewer should not gttempt to securé per ectIy polnshed task statements in the inter-
views, but should accurately record the main substance of neyy statements and révisions in a form
that can be.edited later. The reviewers should ndt be considered experts on how to write task statg-,
ments, but should be used to review the substantive content of the tasks initially listed.
Y P N L

Forming the final duty oategones " The fll'St few reviewers used should bw asked pamcularly to

' help in structurmg angd stating the duty categoriés under whiclt the tasks should be organized for the .

final listing. After scannnng the tentative duty categories'and tasks contained in the initial list, and
possibly suggesting some additional actiwties, the revidwer should then be asked to concentrateon -
the duty categories themselve;. They should be examined ong by one for relevance, accuracy, and
usefulness as organizers of task statements. After settling upon a set of duties, each task of the initial

listing is to be placed under its most relevant duty category. A few reviewersshould be able to do this,

readaly As new tasks are noted’ they can be categorjzed at that time, or later jn flnal edmng

.

Whereas the initial grouping of\sks mIo duty‘éategones (Step*ﬂy be ver tentatlve and
afrtrary, there are some definite coﬁm@ratrons@r duty statemer\ts,uiﬁ in subseJ

f~)

uent Instnngs

N .

B

el
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. BT DEFINITION OF A DUTY NN

) Duties are functiohal divmons of a job, (or of an occupational area) e .
. . ' into categories of related tasks for descriptive purposes. They ré- ) A e
B relatively large segmentsaf work performed. The relation- o - T,
T ship amongtasks within a single duty typicall\' is based upona . \ ) N
. : ‘cormimonality of (a) types of action, (b} systems or subsystems of ..
. L - objects acted upon, (c) areas of responsibility Ad) location or time . -
T of performance, (e) work goals, or -(ﬂ types df technical-knowledge - - s
Yo . N . subfjeqt matter that is of practical usé in performance of the tasks. . & .

gt - . - . ' - .
T - . P .
2
4 . Y -~

.

[ ) » R
. . ‘v, » v . 4
» * 1. .

e duty statementis F Iabel reflectmg the types of tasks grouped under a particular leISIOf'l b
g, Joccupational area.. T ypically theré afe'three somewhat different forms of duty state- .

- .- . .
-

- o - .

gle action words ending in "'ing"”. to reflect-a general functiow or area of responsibility.

' .gxample organizing, plannmg, implementing, training, inspecting, coordinating, eval .
g. performing, operating, maintaining, troubleshooting, repairing, removing, replacmg, .

»3 the-word “activities” is"added to the action word, such- -

as “training actjvities.” Someti 5 double action words axe used to more fullﬁetcnbe a

duty Nea, such as "organizing and annmg actmties or “’removing and re;_)l_acmg activ— L

- <3 ¢ -« .

Single action words and their assotiated obgects reflecting classe‘s of things or systems

acted | upon. For example - A R . R
. . 4 . ® : . Pl .
'  Repairing transmissions_ ~ , )
- » Maintaining files - -« . s k
» Coordinating data services functnons . N
i Performuﬁ feasibility studies . P ,
- o Designing data systems “ §
v * Programmiing computers . . B -
“ 7 . « o Repairing electrit‘al systerns , .o
, [:] Classes of things ar systems acted upon, without: spemfying t’he class of actions to be taken.
- . . Forexamble: B ] . S -
¢ 7 ) LY .
» e .Engire overhaul activmes
I LY * Electrical system activities . PRV
em agtivities® - S
programmmg activities . . : e ¢ -

There isno smgle correct type of label, but there are types of labels Wthh should be avocded
) Duty statements should not réflect or imply a type of job within the: bccupat:onal area_ nora job

¥ .
' spec:alty w:thlh one occupation. Resp‘dﬁdents on ocCupationaI survey' questiontnarres sometimes‘
. 4 . . 0 , .
-t A ' ! . . . [ . l P
. % . ' . - * ) L W R -
" .“ o ’ .‘ ) ' . ) - ) .‘
'.":. r ) ) ) * : 58 . T //.,,TT\I; " . '”:z; .
2 - o ) . . P ) B . ) . -
v - . 5 5 - / -
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»entire tuty section \Mthout r&dmg the task statements if the duty label represents 3 -
job dther than their own. Since tas'ks are organized under dyties 6n a very subjective basis, there
R is& that skipping over a duty sect‘ion_wlll cause 'relevant tasks to be omitted from the survey
v, -responses providing potentnally misleading task data. "An example might be the task of. “Establish
e . Work prioties” which at‘fisst glance would seem.to be grouped under a duty labeled. “supervising

- activities.” \Yet many secretaries perform the task daily to assure the timely aécorqphshment of
o * critical typing assignments, If the secretaries answering a sugvey felt they were not supervisors, they {
-+ could easily oyerlook that relgvant task. s S
. . J r

i

o f *The term superylsmg " should never be used as an action word, either in @ duty or jn a task
. Statement. Bxamples of improper duty labels reflecting particular jobs are given below, along with ,
Qowble substatutp duty statements that serve to mask any-job-specific identification:

. v
'
e~ ' - - - °
‘o, “ «
4
.

S ) FAUL‘I’Y . . POSSIBLE ALTERNATIVES ‘
® Supervising Aotivitiesﬁmplies work ~ ® Organizing and Plarining Activities .
¢ ) done only by a supervisor) * ®,Maintenance Control Actititiee, - o
IR L. ’ . . ® Implementing Activities . ' I
" ’ ) . Employee Training Actnvmes . "
] . T, L .
. Stgnogaphic Activities (implies - o chtatlon Related Actmtjes L . )
work done only by a stenggrapher) . . -
- . X . \ a ‘ . ‘e - ‘— -
. ® Receptionist jvities . ? ® Public Contact Actwmes\ v T T )
S : :' ) . . * s - 2o T e .
© ., Mail Room'Act"vities . . e Matl and Distribution Activitiés -,

Duty categories are mtended to inchyle a relatuvely large segment of work, régarded by wbﬂcers ’ .
,.as ”natural” divisions of work functions & individuals. Workers ih a particular occupaﬁon or area. v
may perform a number of related tasks which can logically be grouped to@therglf few tasks {say '
less than 10) are found for a particular duty category, refated duties may be combined to form a

~

smgle largeﬂcategory, witha composnteAabel reflecting both categorles of wotk J L. IR

Duty cateyories based on proposed standard sets of verbs have been createdin xhe pas‘t ",
for particular oocupatnonal dreas, but their merit has not n established for task inventory suryey )
purposes. mentloned here only for possible experimental use, partccula;ly “for groupmg
skills that ﬁay enhance transfer of training to others within the group. Orie difficulty in their'use is

- the more rigerous requlrewt that tasks be placed in one correct category. Classifying tasks reliably,’
is very difficult, particularly if the persons judging the classification are somewhat unfamiliar with-
either the job tasks br th'efmmons of each standard verb..» iy ‘
. RS I

ft‘*

(AT N

One source of 28 standard verb Ilstmgs are the Worker Function Scales for actiongypon data .
g people, or things. Fhese scales were described by Fine and Wiley (197.1) and formred ong basis o " ‘
the Department of Labor’s occupationa] classifications in the 1965 edition of the Dictionary of Oc- "
cupational Titles. Stone and Yoder {1970) define a standard list of 87 hierarchically structured data- -
* «oriented activity verbs and 69 people-oriented aggivity verbs. /Another set of 23 verbs was’ proposgd
by Miller (1971} for use in stating what a werk system s supposed to do in terms of a chain of func- ..
' "tions between sgstem input and system output . I N A

L SR
- L] v o .
With respect to «the occ0pat|onal survey approach described herein, the concern for classifying '
the type of behavior involved in a task is reserved for later steps in curriculum development; after

it has been_established which tasks are job- -relevant and important for training conslderatlon That

-
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stage is be the scope of the orocedures in this manual. Volume 1 and 4 briefly discuss the uses

of selected performance content as the focus of later, more-detailed task analysis efforts

t‘he initial nsk'
pllshed and tasl!s appropriately gr
for their examinatian. Beginpin
the interview should in turn

] -
~

ts. After the Iabelmg of duty categories ‘has bgn accom
ped, subsequent reviewers should be.given a copy of the listing
ith duties most central to an occupation; the person eonductin}
each task statement aloud and ask leading questuons about the par-©
ttcular task. Pursue this probing by use of such questions as: .

LI thé task statement Clear? will aII workers in the occupation and: their superwsors un-

y derstand what this means? Is it clear what type of work activity isrepresented by the
' " statement? Can it be'stated effectively in a briefer marher?

. To your knowledge, is tk:us task perm by any workers in the occupatlon? In the

* occupational area?.
~— . -

5,7 lIs the work statementsuﬁlcgently broad or mcluswe of sevéra)«actuumas that it should be-
broken up into statemeptsof several tasks7

6. Are there slgmflcantlydlfferent ways of performmg the task such that different skllls are

required? - . '

. af

2
3. ' Does this task fit better undeljanother duty?
4

-

Is this task covered in partm entirely by another statement in the Iist?\

a
. - M
- ,»»"’T

«

*

.

ol

Such questtons are not intended to be Ieading, they sheuld not 8bscure mformatlon dr inter-

« ject interviewer bias. According to the study r
ory stlmulatlon They merely ask the reyiewer

Semantnc problems should be glanfued during.these interviews. Particularly be
tions that aﬁtatement of a task may have different meanings for different workers,
noted by Mayo (1969), the statement “Monitor worklpads of $hop personnel” may be interpreted to -
mean 'Make work assignrments,” ‘‘Prepare daily work assignments,” or even "‘Edit time cards of shop

.- personnel.” ~ , .

In most instances, all tagks under a duty

* heading should be covered before going on to
the next duty. Question the reviewer for any
other tasks that should be I|sted under that

. duty

Prd:mg for additional tasks. If the duty
is one of malntammg a major piece of equip-
ment, it sometimes can be helpfuf to identify
each comporrent of that equipment and sys-

. “ternvatically ask whether each component is

diagnosed, removed, repaired, inspected,

" . cleaned, adjusted, assembled, or serviced.

Construction of a matrix of actions and com-
ponerits, such gs illustrated in Figure 3, can be .
helpful for large’complex equipment systems,
to afsure comprehensive coverage of all pos-
sible tasks.

rted by Mayo (1969), their chief purpose is memh- -
expand on the description of work pefformed. -

Exuipment or Sysem Composents
m;.be*.o 1 9 h [ ;K
Dsegnose - _" 't
a v viViY vIiv
e [P1P]r[e]e]ele] ¥]e]
. vie] |¥ elelv
e | P 4
Adust | . - . ’

A 1 "'

c el ¢ ¢
. %$ i

Other P

v °

Figure:3. Format of metrix of actions and components.

~

to. indica-

2y

example, as



STEPA;
REVIEWS ~

. if the duty involves the complex operatlon of a machine, or the intricate ;‘ssmg of data '
and information, it may be necessary to prepare a flow diagram of the tasks in a typical job cycle. T
*A job cycle'is a sequence of activities.froy son# starting condition teythe return of that starting
condition’’ (Miller, 1962, p. 53). Miller cites the operation of an airpiane and a typist working on

- a draft manuscript (possibly involving several stages af revision) as exampies of job functiQgs in .
- ) * which there can be a-cycle of task activities. The flow diagram would show the sequenge of task . /
L activities performied throughout the cycle. It is also possible to portrdy additionshtaskp that nay

.+ have to be performed at about the same time as the primary tasks of the cycle.. The flow diagram -

prowdes one means of assufing completeness of-task identification, and alsp may be useful for pos-
, “sible later more detailed analyses of the task¥. For the purpose of task identification‘it is not neces-
sary to include actual time units on the baseline of the flow diagram, but merely usé a sequentlal

‘ck diagram form as lllustrated m/anure 4, to show the tasks involved. o~ )
S 4 , . \A‘f 7/ E ' . N
E/ . Taek 1 bsh - % . .- 1 Task?7
3 ! y - "
‘ | Task 5 r .
. B — . Tatk 9
i - -
. 1 Taks N
- - e ' t
o ~ - Tasks | - : - -~
, ’ -~ Y s -
. ‘ . ' . .
“ ., . ‘Figure 4. Format of flow diagram of tasks in a job cycle. s - F
. Anothef interviewing aid, especially for nonroutine or nonrepetitive areas of responsibility, is
to probe for three gener@I types of tasks within a duty category. These serve to gather informationi
or to make determinations, or operate to conitrol a wqgk situation. That is, the three types represent .
a cycle of (a) finding out about something, (b) using that information to make a decision about the
state of affairs and choosing a course of action, and {c} doing somethmg about the sityation to cor-
rect modify, or mﬂuence it as necessajy. ' . p .
. L
3 Information-gathering tasks are performed primarily to obtain mformatuor‘o spome .
. |oﬂ relevant situation or the degree to which progress is made in the anam_gﬂ) me .,
job goal or standard. Typical action verbs mught be such terms as: e o, )
‘.", (. ) Analyze - Count Measure . . -
. : Ascertain Diagnose Observe :
- « . Audit Gather Obtain P
Calculate Identify |, Proof Ve
. . Check Inspect Receive
- T bw - Cofnpile > Interview ° +Review_ :
"L s A %~ Compute * \. Inventory “Verify
JBSAhE AN Confer " .=+, Locate Weigh

'

O Determinations are tasks ‘performed in which judgments pnmanly are made about the A .
existence, adeBwacy or nature of deficiencies of some job situation orﬁnndmon Typlcal '
L , . action verbs might be such terms as , :

4
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.

_§  ward the atfainment of some job goal 0

N
' A
" Compare
Decide
Determine - ;
O] Controlling tasks are, performed

job situation or.condition. They

-,
. i
——

including such terms as:

-

¢ Address “Fit .
Adjust \ Greet .
‘Approve Grind

. Arrange Inform .
» Assngn Install
*® Attach - . Instruct
- Balance: Load

. Clean . Log ‘

* . Compose Lubricate -
. Counsel Notify
Deposit” . Open
- - Design Paint ,

, Develop . Phone‘

o Disassemble . - Plan
Distribute ~ Post .

Draft Prepare .

Edit . Process

Endorse ° Rebuild .
Establish . Recommend

File ‘Refer -

«General statements of work activity commonly are glven by people work:ng in sup®rvisory,

Rate

_.Test

‘Remove

Repair

Replace .

Reprimand
Revise
Rewire
Rotate
Schedule
Select

Set

Sign

Solder

Sort .

' ,Straighten

Submit
Transcribe

" Type

Weld
Write

‘s

pect, maintain, operate, or report on some
3 a.sﬁféfﬁpffanrs to provide
ndard -Typical action .verbs are v

rogress to-

Y

numerous,

managenal and professiona) occupgtions. For these occupations it is typical to first elicit such
activity statements as: )

P

’7”| supervise mywork force.”
| monitor the_on-job training program.”’
| advise clients on legal procedures.”
*| assist salesmen in .;.ecuring important accounts.”
| insure that proper safety precautions are taken.”
'] control the flow,of’work.”

“*| coordinate activitigs with another department.”

” blan emergency procedures for. .

] consult with the attorney.”’




~ = .- . " , EOITING R
. A -
. " | maintain back-up pn:cedures for the operating system.” . . \ h ! .
F : “| maintain training recc:r‘s?or office personne!.': B \
“} serve on inspection 'teams " ' 4
| —*f tram personnel on new procedures . ~ 6 .
! “1 evaluate work performance of each employee h . - : i
" . ..*Flead inspection of conversion teams.” v . . N
| . . . .
g W B follbw'upon requisitions.” , ] . < ' .
. Lo .~
E : R initiate pfocedures for the preparation of annuajjre P )

“1 prepare reports for, govel:nment agencre_s

Because of the pngoing nature of many such functrons and the typuca& wéy many }obs are de~
y incumbents at a very general level, |t is often difficult to get.an intgrviewee to think in
of work activity at a task |eve| of specrfrcrty interview can getlbogged down if no tech

>for each of the tivee types of tasks is one useful way of aceomplishing this. By deliber, e|y asking

" about each type of task activity for an area of responsrblhty, the interviewer will find # array of T
tasks actually performed. If a task of information gathermg or of determination is identified, then ‘

. there must be at least one of each other type assomated with it. " * .

4

" ., Itshould be realized in listing ;& ks of each type that not all persons in the occupation will
do all of them, nor will any one person‘do the same things every time. Rather, these tasks indicate
possible activities, from the experience and knowledge of the reviewers (and as indicated by written

* reference sources), that are likely to occur in refation to &n area or condition for which workers in
the occupatlor; are responSane :

. M ) )

. STEP 5: EDIT TASKS FOR - _ ' ‘ a
. . USE:IN SURVEYS -~ ~ .
Final changes and organizing of tasks When the Step 4 interviews are completed, assemble all

Wnitial task fists used duging the reviews.. All revisions, new task statements, and comments of there-
viewers should be copied from these sources into a single list. .

P

'

, . Frna| decrsuons to accept or reject the proposed changes should be made by the persons'who
constructed the jgitial list of tasks and conducted the interviews with reviewers.( Further consulta-
. tion with a k geable person may be necesaw for some tasks, especially if conflicting revisions |
or suggesti been given by the reviewers. Mast of these problems can bé soived by reference
’ to a publish or by a teleghone call to an authority in the field. 3




< Y 4 .
. Once these decisions have been made, all task statements.(especialfy new or revised ones) must
*  -be checketf to determine whether they are consistent in format. As a minimum, each statement
should have a single action vqrbhanﬁ an object of that action (that is, the item acted upon). Only
- when it is necessary for clarity should a modifier or qualifier be used. Refer to the section on Under-
standing the Nature of Task Statements for a complete review of appropriate task characteristics. -

¢ If the occupational survey is to eneor\?ia'ss several occupations, the task [ists for each occupa-
~ tion need to be consolidated into one list tdethe intended ocgupational area. In consolidating lists,
be careful not to‘Jose the meaningfuiness of the task statements for each separate occupation (refer
" 16 Problem Area No. 7 in the section on Understanding theNature of Task Statements for a com-
... putér-programmer example on differentiating between similar jobs).
. In terms of organizational format, all statements falling under a duty should be arranged alpha-
™ Dbetically by the frst action word (for example,Adapt, Build, Compose, .. .). This tends to group
, tasks representing a related series of\work variations, such as (a) tasks with differing purposes but
with a common type of action verh oy (b) differing methods for accomplishing %he same basic job
task. Such sequencing will help survey respondents dbtect missing tasks and help reduce the time
each spends completing the survey guestionnaire. Future modifications to wsting are also easier
-to make. .

< Duties may be sequenced in\any‘order that seems natural for the occupation or occupational

- area. However, at least one duty central toa n@nsupervisory function should be located as one of
the first two or three duties (unless, of course, only a supervisory occupation is covered by the list).-

> - - _This serves to assyte survey respondents, whether, they be workers or supervisors, which occupation

: -is beingsurv_éyedgg

. sugvey questionnaire, some supervisors will-mistakenly begin rating their own jab as supervisor. And

. some workers will get the impression that the task listingdees not pertain to their job. ‘

-

e W Duties that may be peripheral to the occupation should be interspersed throughodt t'hAe-I'ist\ ¥ .
&7 they are ali bunched at the end, there is some tendency for survey respondents to ignore them and
. omit task ratings. . _ , : Y A

[ / . t L 3 . ’

... g . o ‘ - ’ . . : .
N A way to check on the level of task specificity. |f there is uncertainty that activity statements
R are sufficiently specific and not representing generat levels of work, it is possible to have a few people

o rate each statement. This may be useful also as a learning device to use with persone\who are in-
»'. . experienced in stating tasks, to draw their attention to discfépant statements. ~3 .
. P - ’ ' i , .
_ 75 . Obtain at least five persons who are sufficiently knowledgeable of the ogcupation to understand

- ~ what work is represented by the listed activity statements. Describe to them the intended level of
- ) specificity, illustrating with stdtements that are too brdad and general, too-specific and detailed, and
e that are stated at just about the right level of specificity for a task. These illustrations need not

”s & from the same occupation. Y » -

/ < ¢ / | Ask these f)érson's to read eacr‘v activity ” = -
ﬁl tement carefully and to give it a rating from F"’:’e‘“" T“{‘.'f'.e‘f" Fa’%—??
- /1-10-7, with a rating of 4 being used for a [ oeral  seecihaty specttic
/ proper task level of work activity. Their ~ .

- . ratings can be wriften beside each listed 1 2 3 _ 4 5 .6 .7

. - , and later’ summarizéd for 4li faters on / N .
. " a atg tisting. Cauti raters not to - v

LS

. ;4 - :’ \p// \\\\ ’ .
R ) . N ~. ) R - / . 4
! ';;c.’/ | S AN , | 64 6

/ LN /

. use the high-end of the scale to reflect good, .-
use 1”9“9\312 m\— ?ow )

- . & }

If too many tasks of a directing-planning-organizing nature are located firstina

é o s . R j | . ) ‘

PN
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- ! ' STEPG:.
. . . PILOT TESTING
- ' «clear statements of tasks, with the low end being poor statements. This is to bé a rating of specif- .

icity of the activity represented, npt of the clanity of the statement. The ‘4" rating is the desired =
objective, not the "'7.”
* When’five raters are used, four out of five should have rated an activity staterment at a level of
3.4, 0or 5. Any tasksghat fail to achieve this degree of agreement should then be tagged-for more
critical review, If n@g{r‘?ﬁddmonm reviewers can be obtauned and Step 4 repeated for-those N .
‘ tagged actjvity statements. . \\

N € If more than five raters are used, a propdrtionate degree of agreement can be used for ratings

of 3, 4,'and 5 on the scale. Activities stated at such a level of specificity-provide mformatxon having - -
greater usefulness in later efforts (Volume 4) to select curriculum content, than do activities stated
. at a level of 1 and 2.

. - —

L T~ ]
"STEP 6: PILOT TEST THE LIST SR
OF POTENTIAL TASKS

Before putting the duty and task statements into final form for use in a printed occupational ’ »
_ . survey questionnaire, it is a good idea to try them out. After a final thotough proofreading, the re-
s vised duty and task statement are ready for tryout with a few workers in the occupation or with
* others who are representative of the types of persons to whom the occupational survey is to be ad
mnmstered A draft form of the task list will be Tequate for. this purpose.

--—p.... — e ea

-

" =

The goal here is to obtain some firsthand feedback from job incurhbents about the communi- o
. cability of the statements. To do this, ‘the developer of the inventory should locate a few jobin- ‘ -
- .~ cumbentsawho are, hOpef,tu representative of the full range of incumbents who wilt eventu:;gm%
’ : answer-the questlonna|re Ask each one individually to rea h statement. These persons -

- /be asked to comment on any statement that appears

¥sing. The specific reason for the confu-
sion should be obtamed if possible, and sug

revisions devised with their help.
\
The respondenishoulé—rrot/be asked at this time to mducate whether he performs a given task,
but rather to indicate comprehension of the statement of each task. It is the clarjty of each state- ’
ment that is Qeing pilot tested, not the adequacy of the statements to describe what that person r
does. ]

a
@

& Administration of these statements to several persons is likely to be time consuming especially
P if they find the statements difficult. Thus, it will probably be necessary to reimburse them for their |
time. The fee pald should be equal to or greater than their hourly wage. )

~e .
o . . ’

This final list oftasks remains tentative unti/ valldated by data from occupat/ona/ surveys, as .

described in Volume 3.of these procedures . . i .
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-vo|un'\e.&rformande Content for Job Training sr.

tional survey proc
ventory surveys.

resfor-apphication i€ivilian contexts. This version-provides
&

o
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Procedures for Constructing and Using Task inventories (R0 Méres No. 91), Marsh1973. © -
»

4o
N

1

he methodology for surveymg work related tﬂal con- 8 ‘e
and a

., have ptactical use to workers in the effective performanoe of their job. Concept inventory procedures are descr:
. teport of job sigruficance retings 1s 9won for concepts in the occupations of automdtive mechanics, bunness datapv
. and mnl secretar
> Fd
Rating the Job Srmrfrcance of Technical Concepts: An A@lraatron 0 Three Occupations (R&D Soms No 105,
W 1974, . R ,

. i { Al » ' .4 p
. \' Explorptory ways of identifying that work-relevant affect fﬁhch workers i1y s occupation apbroach their job, their coworkers,

ad lho entire work environment. Procedures are suggested, and mitsal tryout results are reported, for-a promising approoch to the ident:-

fication of those non-technical aspgcts of the job whlch coqmbute to worker satisfaction and success A companion report is provided ,

= for processing the associated worker data - « .

A Mod:odology ta Assess the Content and Structure of Affective and Descriptive Meamngs.Amcrated with the -
m:r* Envrronmmr(aao Series No. 98) December 1974. * s -

ACCUPAT N o0 i : |

. " f . [ + ” — :

o ATIONAL/S ¥ } ” TS L ;: ;s L ] : . “Q . - ) |
t* ° Prowmding fid uau‘ for estabhshing the methoddlogy of the fvesvoiume Performance ContentYor Job Training are '; ’

. ask Surveys covﬁ(ed for specufnc Sccupations. Tﬁese 1974 surveys were obtained from numerous comrnumtm .
T .qn eight stated di akross the nation. Both y}prkers and aned-gte supervisors, 200 per occupation, providi k data or.an array
of experiment) questions pertaining to (a) task occurrence, (b) frequency of task performance, {c) task significa the job, {d) time
- afion 15 expccted {6) task Mnportarkce t0 the job, (f) suggestions of performance problem areqs and (Q)brnmary

\ " tearning focatiohs task.

. ' ..dpcupatmnal Survey Report ory Business Data Programmers Task Datg from Wor(gerjnd Supervisors f’ndrcqtmg °
Job Celevance and Training Crrb/nmk (R&D Series No. wg) December ¥874, s . 'S

¢

’ ', Occupatronal rvey Reporton GenerarSecremnes Task Data from Workers and Supervisors Indicating Job o ‘ot
v Relevance and Training Cntrcalncs‘ (R&l Serées No. 108), Jariuary 1975.

, Relevance and Trarmng C[rtrmlness (R&D Seyies No 110), January 1975.

Dccupational Survey Report on ) Automotite Mechamcs’ Task Data from Work and super;viwé'lndicqtirzg Job
. - 0& C . T 1
. = A 1971 survey of workers n one metropolitan area was tonducted for enfire accupational areas mcorporauﬁg se\'eralqpecmc oceu- ¢ ¢ N
pétions: Field dgta were obtained on (a) task occurrence and (b) relative proportion of time, spent on each task. The survey reports - ‘
< anclude comparisbns between related o2cppations, and generate the mmamstmq-of tasks used in subsequent studies of ﬂpeqﬁfoc oecupatnom
~ within e%ch bcwpauoml’fm . Sy . .

b 4

-

Automotrve Machama Oooupatr@l Performanoe Survey (R&D "Series No. 86), March 197\
Sacreanal Scrence Occupamnal Performance Survey (R&D Seres No. 87), March 1973~ .

- Bushess Daga Processing Occupational Performagee Survey {R&D Series No. 88), March 1973 el e ‘q-

SURVEY OF CURRICULUM DEVELOPERS ‘ ' , - Nt - he I

' * &mhdmg information on the actwvities and needs of curriculum developers nmle 1974 survey of more than 300 persqnun education and . r
. tmmng, bath public and private throughout s nation. The survey analysis emphasizes the resporiSes of surriculum developers con¢erned with,
- vocatignsl éducation to the list of 68-work acfivities, but include¢dther areas of pubhc sducation, business/industry, and government agencies.
Ruponm WEre grven to activity questions pertaﬂnng to (al occdrrence,of the actwity, Abr defree of problem sncountered in peﬂormmg e.ch -
activity, ang (c) activity importance to the job. ° , e

1y . 4 4 ;
. Activities, Problcms apf Needsiof Currrculum Developers A National Survey (R&D Seres No 115) May U76 Lok |
TASK INVENTORY EXCHANGE  ° : ) - had R . "
shty of task inventories and of occup&uonal survays, a central chrearinghouse 1s conducted for )
epsred by agencies in education, labor, agricujt ustry, business, government, thomofawom v
lumes of a directory of over 800 availsble task inventories so far have been published. Additionally, *

- snd-verious special interest groups, Thre

wmpoﬁum on maethodologies was ed at'which 15 presentations were made to ’J‘ sudience of 158 pegsons from 26 states; sharing thii!.
experignees, problems, sotutions, and fhinking on various aspects of the issue. . ,“-a ‘ o o T
_ Directory of Task Inventorls. Vume 1, 1974 (UN Seres No. 6), January 1975. . S RO
«  Dirsctory of Task Inventories. Volume 2, 1975 (UN Serws No. 7),1975. | . ' P e R
. Dirsctory df Task Inventories, Volume 3, 1976 (UN Secies No, B)+1976. 0t .
P’M’ of a Symposium on Task Analyses/Task Inventories (UN Series No. 10) November 1975: N
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