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FOREWORD

‘This publication was prepared to assist those involved in teaching and in ad-
ministering vocational education and manpower training programs in information
communication occupations. It offers suggestions for courses of study, texts and
teaching materials, and other useful information for conducting specialized training
programs under current legislative enactments. The “suggested” curriculums should
be adapted to meet local conditions and needs.

» ‘The guide was prepared by C. E. Leslie & Associates under the guidance of

¢ Bruce I. Blackstone for the Division of Manpower Development and Training
and the Division of Vocational and Technical Education. Among those serving

o as consultants were specialists from business, industry, professional associations, and

State-level vocational-technical programs; faculty members of college and university
business education departments; and publishers’ representatives. A wide range of
suggestions and approaches to the subject was received and, wherever possible,
incorporated into the final document. Since the resulting materials represent many
opinions, no approval or endorsement of any institution, agency, or persons should
be inferred.

‘The suggested study units for each area of specialization are intensive and
should enable students to meet the job requirements of the occupational field. The
study units may be modified anc lengthened to include required general education
studies for in-school trainees. With modifications, some of the content may be used
in Manpower Development and Training Programs to prepare trainees with certain
occupational objectives to learn the office skills, techniques, and personal qualities
needed to secure and maintain office and clerical positions.

Leon P, MINEAR
Director, Division of Vocational and Technical Education.

HowArp A. MATTHEWS,
Director, Division of Manpower Development and Training.

GRANT VENN,
Associate Commissioner for Adult, Vocational, and Library Programs.

o October 1969
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HOW TO USE THE GUILDE

This suggested curriculum guide may be used to
suit a variety of vucational education and manpower
training needs. It incorporates unitized subject studies
and suggested patterns for continuous education to
meet specific career objectives of trainees eligible
under both the Vocational Education Act of 1963
and the Manpower Development and Training Act
of 1962, both as amended.

The development of this suggested curriculum
guide was based on the job definitions or descriptions
(including worker requirements) found in the 1965
edition of the Dictionary of Occupational Titles, as
amended or amplified by information from profes-
sional contributors. Teachers, counselors, school ad-
ministrators, and members of community vocational
education committess should become acquainted
with the job descriptions, worker trait requirements,
and occupational prerequisites detailed in the next
two sections of this guide. Since local conditions may
affect some of the employment standards set forth
in the occupational prerequisites, modifications may
be required. The focus of teaching should be on
developing trainees to meet the suggested standards
of employability. Teachers should alert counselors
about trainees who are not progressing adequately.
This advice will enable the counselors to help the
trainec by recommending greater effort, remedial
training, or a possible change in the trainee’s
carzer objective in sufficient time to prevent un-
necessary frustration or loss of time in vocational
preparation.

Just as this type of cooperation must exist between
teachers and counselors, close cooperation and full
communication should exist between teachers, coun-
selors, school administrators, community boards,
employers, and employment offices.

For example, if the selection of trainees is wrong,
teaching problems may be increased unduly and
facilities may be used inefficiently. Or, if trainees have
developed employable skills and work is not available
(either full-time or for relevant experience develop-
ment), skills and knowledge may ecline from em-
ployability levels and, as a result, morale may be
lowered. Teachers and counselors should advise
department chairmen and scheol administrators
periodically of facility and equipment needs, extent of

anticipated enrollment, remedial training needs, and
levels of achievement being attained within the
suggested time allowances. Program offerings should
be coordinated with those of other schools or with
specialized schools offering specific courses of study.

Suggested Training

Fcr each job, a group of study units is suggested for
the development of proficiencies. In most instances,
these units can be considered as ‘“core” education.
Thus, depending on the individual trainee’s education
or experience units may be deleted from, or added to,
the suggested material. This flexibility should
provide for the needs of the training population.

Most telephone and telegraph companies prefer to
do their own training of personnel using up-to-date
equipment. The cost of specialized telephone equip-
ment on school premises for training purposes may be
prohibitive and may pose certain other problems.
Accordingly, subjects of study such as telephone
central switchboard practices, telegraph key operation,
and operation of special cabling equipment is not
included. It is assumed that this training will be given
by the employiug company. For some jobs in these
areas, it is assumed that the individual has the basic
equipmer* dperation skills and, as a consequence, the
suggested training units provide for study which may
help to further the trainee’s career.

Basic Information Communication Gecupations
Training

The “Curriculum Synopses” section shows typical
full-time training programs, predicated on a six-hour
school day, that can be used to develop employable
skills and knowledge in minimal time for several
entry level occupations, and to provide a foundation
for specialized information communication occupa-
tions. Because of the variativns in trainee qualificas
tions for vocational education, some alteration of
this basic program may be made in order to provide
units dealing with citizenship education or other
State required studics. It is suggested, however, that
the skill units sequence be maintained, wherever
possible, since basic skills should be highest when
trainees are ready to be employed,
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Full-Time Training Programs

Full-time programs, which require no specialized
studies, may be offered in high schools, postsecondary,
and special schools. A variety of sources for remedial
training should be made available to trainees who
require it to profit from the regular program.

Programs which require elective or specialized
studies may originate in the high schcol and be
continued in postsecondary schools where the train-
ee’s specialized skills and knowledges can be devel-
oped. Skills covered in the ‘“Specialized Office
Education Units” may be offered in postsecondary
or area schools. The studies in the “Administrative
Office Education Units” can be offered in post-
secondary schools.

Frovision for relevant work experience projects
should be made by each local educational agency as
indicated in the programs.

Part-Time Training Programs

Since the curriculums are unitized, special part-
time programs can be organized in high schools or
postsecondary schools to suit the needs of trainees.
Such programs should be sufficiently intensive to
meet approved State plan require.nents.

Refresher and Upgrading Programs for Adults

Skill and knowledge units similar to the part-time
programs can be sclected to imeet the needs of adults
who wish to refresh or upgrade their skills. Careful
assessment by counselors should be made of the
trainec’s claimed proficiencies and experience before
suggesting a course of study.

Manpower Development and Training Programs

Several of the suggested full-time programs can be
used for trainees qualifying under the Manpower
Development and Training Act. Because the Act
provides for refresher and upgrading training, the
programs can be tailored to meet the variety of
trainee needs as previously stated.

Suggested Standards of Achievement and Record of
Completion

Each unit has suggested achievement standards.
These standards are expressed in several ways, de-
pending on the nature of the studies. Some standards,
usually those dealing with basic skills, are quantita-
tive; others are in terms of the knouwledge to have
been acquired—in qualitative terms, regarding atti-
tudes, interest, and other performance criteria not
easily measured objectively. Collectively, the sug-

gested standards for each unit of study in the program
should equal or exceed the employability standards.

One unifying element suggested for the various
uses to which the guide may be put is the Record of
Completion. This record has several purposes:

1. It safeguards the school(s) against possible mis-
representation or error by an applicant seeking a
position in the occupational field, with regard to
completion of a course of study.

2. It serves as a reward to motivate a student to
complete a course of study successfully.

3. It can be used as a transcript for school transfer
purposes or future enrollment for specialization by a
trainee.

4. It can be used as a base from which counselors
or teachers in the same or different schools can pre-
pare specific programs of study for the trainee.

5. It can result in a saving of time or investigation
by an employment office.

6. It can be used in lieu of grades to standardize
on skill and knowledge achievements, thus saving
possible embarrassment of the trainee by an employer
or employer’s representative. It also provides a basis
to compare the trainee with other trainees from
different groups, rather than solely on his performance
as contrasted with trainees in a given local group.

7. It can be used as an objective measurement
against certain employment standards.

The record does have the following shortcomings:

1. While providing statements of trainee skill
achievement in quantitative terms, it also provides
for qualitative statements. These qualitative assess-
ments, however, are usually limited to the knowledge
items of study. -

2. Many judgments of proficiency are left to the
individual teacher. This may result in evaluation
differences. When objective tests are used, some of
these differences may be reduced.

A trainee who leaves a program, either after having
completed his suggested program or earlier, should be
given his Record of Completion indicating partial or full
completion of appropriate studies. Copies of this
record should be kept in the school office.

Trainees who have been away from training for a
period of time, which in the judgment of counselors,
teachers, and schcol administrators is sufficiently
long to have effected a deterioration of skills, should
be reexamined when entering a vocational education
program. The prerequisites for unit study may state
completion of prior units of study or demonstration
by the trainee of proficiencies equivalent to the
standards of achievement for thuse prior units.




Discretion should be exercised in the evaluation of
these equivalent proficiencies. The acceptance of
trainces for further study should be consistent with
school policies under State plans,

It is suggested that the Record of Completion
show details of the program by skill and knowledge
areas and the competencies achieved by the trainees.
A folder for each trainee should include evaluations

at the completion of each unit of study. Interim
evaluations for record accuracy should be obtained
from teachers. Teachers should incorporate the last
quantitative measures of achievement by the trainee,
as well as the qualitative judgments recuired by
the units. One suggested version of a Record of
Completion is shown in the “Selection, Guidance,
and Clounseling” section.
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THE DICTIONARY
OF OCCUPATIONAL TITLES

The third edition of the Dictionary of Occupational
Titles, published in 1965, was produced by the U.S.
Employment Service. It contains information about
the world of work for use by persons engaged in the
fields of manpower utilization, classification, recruit-
ment, and selection. It is also useful for those con-
cerned with vocational counseling, education, and
training. Users of this suggested curriculum guide who
may not have ready access to the Dictionary of Occu-
pational Titles (D.O.T.) will find this section helpful
in understanding the structure of the new D.O.T.
and how information contained therein has been used
in the development of the curriculums.

Since its original publication in 1933, the D.O.T.
has unclergone several changes to keep pace with
changing job patterns and the needs of those in-
volved in various manpower resource services. The
third edition reflects the results of new occupational
resecarch and job analysis techniques, pilot studies,
and contributions by industry, professional societies,
trade crganizations, government agencies, and subject-
matter specialists. The new D.O.T. supersedes the
1949 edition of Volumes I and II, supplement of
March 1955, and D.O.T. part IV issued in 1944,

The major portion of Volume I of the new issue
is devoted to the names and definitions of various
occupations arranged alphabetically by job titles and
their commonly used alternates. Occasionally, in-
version or modification of the job title is made in
order to group similar jobs and to assist users to
locate a definition of a particular job. The job defi-
nitions provide or imply information about the
content, execution, and purpose of the work; the
nature of functions performed; the significant apti-
tudes, interests, temperaments, knowledge, and abili-
ties required; and the physical demands and working
conditions necessitatedd by the particular type of
work. As a consequencs, the wording of the job
definitions is in broad terms with an attempt to be
all inclusive. Not all definitions, therefore, will
(oincide exactly with like jobs in particular estab-
iishments or localities, A job definition usually
veceives the designation of the industry in which it
is found. However, jobs which are found in several

industries are designated by the particular type of
activity. Volume I also has information about oc-
cupational classification and coding, arrangement,
and uses of the D.O.T.

Volume II of the D.O.T. presents the grouping of
jobs,“having the same basic occupational, industrial,
or worker characteristics to hclp the user discern
relationships among occupations; and, as a standard
approach to classifying the abilities, vocational cx-
periences, and potential of workers.” The Introduc-
tion to Volume IT states: “It (the third edition of the
D.O.T.) should be more useful to guidance and
placzment personnel in dealing with persons planning
careers or seeking employment ** In addition, Volume
1I contains a Glossary which defines technical terms
found in Volume I and two appendixes which explain
coding relationships and worker trait components.

Pertinent information from Volumes 1 and II has
been abstracted selectively and is presented here.

Dictionary of Occupational Titles Coding

Each job definition has a code number of six digits.
The digits have individual significance for users of the
D.O.T. For example, the coding for the job definition
of Correspondence Clerk (clerical), alternately titled
Correspondent, is 204.288 in the D.O.T.

The First Three Digils

The first three digits of the coding, 204, refer to the
occupational classification by category, division, and
the further refined (referred to assuch in the D.O.T.)
three-digit group. The first digit refers to an occupa-
tional category, the second to a division, and the third
to the subsequent #iree-digit group. There are nine
number-designated occupational categories as follows:

]
} Professional, technical, and managerial ozeupations

O

Clerical ond sales occupations

Service occupations

TFarming, fishcry, forestry, and related eccupations
Processing occupations

Machine trades occupations

Bench work oceupations

Structural work occupations

Miscellancous occupations

LRI N

(s 4
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The first digit, 2, places the job in the clerical and
sales occupation group. A definition of category 2 as
found in the section, “Occupational Group Arrange-
ment of Titles and Codes,” of Volume II reads:
9 CLERICAL AND SALES OCCUPATIONS
This category includes occupations concerned with
preparing, transcribing, transferring, systematizing, and
preserving written communications and records; col-
lecting accounts; distributing information; and in-
fluencing customers in favor of a commodity or service.
Includes occupations closely identified with sales
iransactions even though they do not involve actual
participation.
The second digit, 0, refers to a particular division
within category 2. The title and definition of this
division is:
90 STENOGRAPHY, TYPING, FILING, AND RE-
LATED OCCUPATIONS
This division includes occupations concerned with
making, classifying, and filing records, inclnding
written communications.

The third digit, 4, refers to a three-digit group
definition which is:
904 CORRESPONDENCE CLERKS

This group includes occupations concerned with
composing correspondence and related items for the
purpose of obtaining or giving information.

The information communication occupations listed
in the D.O.T. with these first three digits (204) are
shown below. The letters in parentheses in the column
left of the code numbers (in this and in subsequent
similiar listings) do not appear in the D.O.T., but
are for reference purposes only and will be explained
at the end of this subsection.

(a) 204.268 POLICYHOLDERS-INFORMATION
CLERK (insurance)

(b) correspondent

(b) customer-service clerk

(a) 204.288 CORRESPONDENCE CLERK (clerical)

(b) correspondent

) Claim Clerk (clerical)

(d) Credit Man (clerical)

(d) Fan-Mail Clerk (amuse. & rec.)

d) Sales-Correspondence Clerk (clerical)

(a) 204.388 CORRESPONDENCE-REVIEW CLERK

(clerical)
(a) SALES CORRESPONDENT (any ind.)

An additional informaiion communication occupa-
tion listed in the D.O.T. under a first three-digit
number of 209 is shown below. This occupation is
primarily involved with issuing and recording to
whom certain information of a special type has been
dispensed. The first two digits, 20, are as previously
defined. The third digit, 9, refers to a three-digit
group definition which is:

909 STENOGRAPHY, TYPING, FILING,
AND RELATED OCCUPATIONS, n.e.c.
This group includes occupations, not elsewhere classi~
fied, concerned with making, classifying, and filing

records.
(a) 209. 588 LIBRARY CLERK, TALKING BOOKS
(library)

Persons primarily involved with running errands
and delivering messages and purchases are classified
under 230. The first digit, 2, places these occupations
in the Clerical and Sales Occupations group, but
the second digit, 3, places them in another division,
defined as:

93 INFORMATION AND MESSAGE DIS-
TRIBUTION OCCUPATIONS

This division includes occupations concerned with
distribution of information and messages by mail,
telephone, and in person.
The third digit, 0, refers to another three-digit
group definition which is:
230 MESSENGERS, ERRAND BOYS, AND
OFFICE BOYS AND GIRLS

This group includes occupations concerned with
running errands; sorting and delivering letters,
packages, and messages; furnishing workers with
clerical supplies; and performing similar routine tasks
in an office.
The occupations listed in the D.O.T., covered in
this guide, with these first three digits (230) are
shown below.

(a) 230. 138 SUPERVISOR, MESSENGERS (tel. &
tel.)
(a) 230.368  TELEGRAPH MESSENGER (tel. &
tel.) IT
(b) telephone messenger
(a) 230.868 ~ TELEGRAPH MESSENGER (tel. &
tel.) I
(d) Telegraph Messenger, Automobile (tel.
& tel.)
(d) Telegraph Messenger, Bicycle (tel. &
tel.)
(d) Telegraph Messenger, Station (tel. &
tel.)
(d) Telegraph Messenger, Walking (tel.
& tel.)
(a) 230. 878 MESSENGER (clerical)
(b) delivery boy
(b) errand boy
(b) errand girl
(b) floor boy
(c) AID, ROUTE (tel. & tel.)
(c) CASH BOY (ret. tr.)
(d) Cash Girl (ret. tr.)
(c) COPY BOY (print. & pub.)
(b) mat boy
(c) RUNNER (finan. inst.)
(a) OFFICE BOY (clerical)
d) Mail Boy (clerical)
(d) Office Girl (clerical)

[



Persons primarily involved with handling mail
distribution and processing in an organization, mail
sorting and related duties in the U.S. Post Office
System, and operating various types of mail handling
equipment are classed under 231, 232, 233, and 234.
The first two digits, 23, place these occupations in
the previously defined Clerical and Sales Occupations
category and in the Information and Message Dis-
tribution Occupations division. The third digit,
group definition, apportions these jobs among four
groups, 1, 2, 3, and 4. The D. O. T. definitions for
these groups are quoted below; following each are
the occupations that are subsume.

231 MAIL CLERKS

This group includes occupations concerned with
preparing incoming and outgoing mail for distribu-
tion—stamping, reading, and sorting incoming mail,
and sealing and stamping outgoing mail or packages.
Mail-preparing and mail-handling machine operators

are included in group 234.

(a) 231.138 MAILING SUPERVISOR (clerical)

(b) mail-room foreman

(b) manager, mail

(a) 231. 388 PARCEL POST CLERK (clerical)

(b) parcel post packer

(b) parcel post weigher

(d) Parcel Post Order Clerk (clerical)

(c) MAIL ORDER SORTER (ret.tr.)

(a) 231. 588 MAIL CLERK (clerical)

(b) mail room clerk

(b) mail sorter

(b) postal clerk

(d) Mail Clerk, Bills (clerical)

(c) DIRECT MAIL CLERK (clerical)

(c) REGISTERED MAIL CLERK (bank-
ing)

(a) TRUST MAIL CLERK (banking)

(a) 231. 687 EXPRESS MESSENGER (r. r. trans.)

(a) SHIPPER (bus. ser.)

(a) 231.688 DISTRIBUTION CLERK (gov. ser.)

(b) mail sorter

(d) Distribution Clerk, Railway or High-

way Post Office (gov. ser.)
(d) Special Distribution Clerk (gov. ser.)

232 POST OFFICE CLERKS

This group includes occupations concerned with selling
postage stamps, postal cards, postal savings certificates,
and U.S. Savings Bonds; writing money orders;
registering and insuring mail; computing mailing
costs; sorting outgoing mail; and recording daily
transactions.

(a) 232.138  FOREMAN, MAILS (gov. ser.)

(b)
(a) 232. 368
(k)
(a)
(b)
(b)

post office supervisor
POST OFFICE CLERK (clerical)
customer service post office clerk
POST OFFICE CLERK (gov. ser.)
mail clerk
postal clerk

233 MAIL CARRIERS

This group includes occupations concerned with
sorting mail and delivering it to private homes and
business establishments along an established route.

(a) 233. 138 FOREMAN, CARRIERS (gov. ser.)

(a) 233. 388 MAIL CARRIER (gov. ser.)

(b) letter carrier

(b) postman

(b) mailman

(d) Parcel Post Carrier (gov. ser.)

(d) Special Delivery Messenger (gov. ser.)
(c) RURAL MAIL CARRIER (gov. ser.)

234 MAIL PREPARING AND MAIL HAN-
DLING MACHINE OPERATCRS

This group includes occupations concerned with
operating machines to emboss names, addresses, and
other matter on metal plates for use in addressing
machines; to print names, addresses, and similar
information on items, such as envelopes, accounting
forms, and advertising literature; to address, fold,
stuff, seal and stamp mail; toc open envelopes.

(a) 234. 582 ADDRESSING MACHINE OPERATOR
(clerical)
(d) Addressograph Operator (clerical)

(a) 234.885 ENVELOPE SEALING MACHINE OP-

ERATOR (clerical) I

(b) envelope sealer operator

(b) letter sealer operator

(a) FOLDING MACHINE OPERATOR
(clerical)

(b) folder operator

(a) INSERTING MACHINE OPERATOR
(clerical)

(a) SEALING AND CANCELING MA-
CHINE OPERATOR (clerical)

(b) canceling and metering machine

operator

(b) envelope stamping-machine operator

(b) letter stamping machine operator

(b) postage machine operator

(d) Canceling Machine Operator (clerical)

(d) Envelope Sealing Machine Operator

(clerical) II
(d) Stamping Machine Operator (clerical)
(a) _ WING MAILER MACHINE OPER-

ATOR (print. & pub.)

Persons primarily involved in operating telephone
switchboards, transmitting and receiving messages
over telegraph equipment, answering and routing
telephone calls, interviewing people, and message and
distribution occupations not elsewhere classified are
classed under 235, 236, 237, and 239. As previously,
the first two digits, 2 and 3, place these occupations in
the Clerical and Sales Occupations group and in the
Information and Message Distribution Occupations
division.

The third digit places these occupations in one of
four groups, 5, 6, 7, or 9. The D. O. T. definitions for

-5~




-7

these groups are quoted below. Following each are the

included occupations.
235 TELEPHONE OPERATORS

This group includes occupations concerned with
operating telephone switchboards to relay incoming
and interoffice calls, make connections between sub-

scribers, supply information, and calculate long
distance charges.
(a) 235.138 CENTRAL OFFICE OPERATOR SU-
PERVISOR (tel. & tel.)
(a) TELEPHONE OPERATOR, CHIEF
(clerical)
(a) 235.228 PRIVATE BRANCH EXCHANGE SER-
VICE ADVISOR (tel. & tel.)
(a) 235.388 RADIO MESSAGE ROUTER (tel. &

(a) 235.585

tel.)
SWITCHING CLERK (tel. & tel.)

(b) reperforator operator

(a) 235.588 CLERK, ROUTE (tel. & tcl.)

(a) 235.863 CENTRAL OFFICE OPERATOR (tel. &
tel.)

(b) switchboard operator

(b) telephone operator

(d) Charge Operator (tel. & tel.)

(d) Long Distance Operator (tel. & tcl.)

(a) GAMEWELL OPERATOR (gov. ser.)

(c) SWITCHBOARD OPERATOR, PO-

LICE DISTRICT (gov. ser.)

(a) INFORMATION OPERATOR (tel. &
tel.)

(b) information and dsa operator

(b) information girl

(b) information telephone operator

(a) TELEPHONE ANSWERING SERVICE
OPERATOR (bus. ser.)

(b) interceptor operator

(b) telephone interceptor operator

(a) TELEPHONE OPERATOR (clerical)

(b) control board operator

(b) p.b.x. operator

(b) private branch exchange operator

(b) switchboard operator

(b) telephone switchboard operator

236 TELEGRAPH OPERATORS

This group includes occupations concerned with
operating telegraph equipment to transmit and
receive signals or messages. Includes transmitting
train delay reports, train orders, etc. Occupations
concerning use of telegraphic typewriters are included
in group 203.

(a) 236.382 TELEFAX CLERK (tel. & tel.)

(a) 236.588 MORSE OPERATOR (tel. & tel.)

(b) station tclegrapher

(b) telegrapher

(b) telegrapher cashicr

(d) Morse Operator, Central News Desk
(tel. & tel.) '

(a) TELEGRAPHER (r.r. trans.)

(b) telephoner

(b) teletype telegrapher

(a) TELEGRAPHER AGENT (r.r. trans.)
(b) station telegrapher

237 RECEPTIONISTS AND INFORMATION
CLERKS

This group includes occupations concerned with
answering telephone and information requests from
patrons and inquiries from employees or from visitors
coming into an establishment regarding such matters as
activities carried on in establishment; location of
offices and employees within firm; other firms, hotels,
stores, and places of interest; and transit service.
Includes keeping record of callers and nature of their
business, making appointments, and interviewing
people to secure such information as hospital ad-
mittance data.

(a) 237. 168 TRAVEL COUNSELOR  (nonprofit
organ.)
(b) touring counselor
(b) traveling clerk
(a) 237. 368 ADMITTING OFFICER (medical ser.) I
(b) supervisor, admitting office
(a) APPOINTMENT CLERK (clerical)
(b) reception clerk
(a) INFORMATION CLERK (clerical)
(c) PAY STATION ATTENDANT (cler-
ical)
(a) OUTPATIENT ADMITTING CLERK
(medical ser.)
(a) RECEPTIONIST (clerical)
(b) reception clerk
(d) Receptionist, Doctor’s Office (inedical
ser.)
(d) Out-patient Receptionist (inedical ser. )
(c) HOSPITAL ADMITTING CLERK
(medical ser.)
(b) admitting officer
(b) clinic clerk
(b) hospital receiving clerk
(b) medical clerk
(d) Appointment Clerk (medical ser.)
(a) REGISTRAR (gov. ser.)
(b) entrance guard
(2) REGISTRATION CLERK (gov. ser.) II

239 INFORMATION AND MESSAGE DIS-
TRIBUTION OCCUPATIONS, n.e.c.

This group includes message and distribution occupa=
tions not elsewhere classified.

(a) 239.138 CABLE SUPERVISOR (tel. & tel.)

(b) traffic controller, cable

(a) CONTRACT CLERK SUPERVISOR
(tel. & tel.)

(b) service representative supervisor

(a) FOREMAN, MAILROOM (print. &
pub.)

(h) mail room supervisor

(a) MANAGER, DELIVERY DEPART-
MENT (tel. & tel.)

(a) METER READER, CHIEF (light, heat

& power; waterworks)

(a) MORSE SUPERVISOR (tel. & tel.)
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(a)

(b)
(a)

(a)
(a)

SERVICE OBSERVER, CHIEF (tel. &
tel.)

monitor chief
SUPERVISOR, AUTOMATIC EQUIP-
MENT (tel. & tel.)
SUPERVISOR, ROUTE (tel. & tel.)
TELEFAX SUPERVISOR (tel. & tel.)

(a) 239.228 CONTRACT CLERK TRAINING SU-

PERVISOR (tel. & tel.)

(a) 239. 368 COUNTER CLERK (tel. & tel.)

(d)
(a)

(a)
(a)
(a)

Money Order Clerk (tel. & tel.)
MAIL DISTRIBUTION SCHEME EX-
AMINER (gov. ser.)

MANAGER, TRAFFIC (motor trans.) I1I
PLACER (insurance)
WEATHER CLERK (air trans.)

(a) 239. 382 WIREPHOTO OPERATOR, NEWS

(print. & pub.)

(a) 239. 388 DISPATCHER, MAINTENANCE SER.V-

(b)
(b)

ICE (clerical)
dispatcher
maintenance clerk

(a) 239. 587 MAILER (print. & pub.)

(a)

MAILER APPRENTICE (print. & pub.)

(a) 239, 588 CLERK, DIRECTORY (tel. & tel.)

(a)
(d)

(d)
(d)

(d)
(a)
(b)
(b)
(b)
(a)
(b)
(b)

METER READER (light, heat & power;

waterworks)

Electric Meter Reader (light, heat &
power)

Gas Meter Reader (light, heat & power)
Steam Meter Reader (light, heat &
power)

Water Meter Reader (waterworks)

ROUTER (clerical)

dispatcher
marker, delivery
routing clerk

SERVICE OBSERVER (tel. & tel.)

monitor
observer

(a) 239. 687 TUBE OPERATOR (clerical)

(b)
(b)
(b)
(b)

pneumatic tube operator
tube clerk

tube dispatcher

tube station attendant

(a) 239.688  CLERK, INSPECTION (tel. & tel.)
(a) 239.868  CALLER, INDUSTRIAL (any ind.)

Persons primarily involved in wvarious clerical
information communication occupations not else-
where classified are also included in category 2,
Clerical and Sales Occupations, but are given division
and third digits of 4 and 9, respectively. The defini-
tions and subsumed occupations are:

24 MISCELLANEOUS CLERICAL OCCU-

PATIONS

This division includes occupations ¢oncerned with
public contact such as examining and adjusting claims
and records, collecting and tracing accounts, and
qucting prices; and clerical occupations not elsewhere
classified.

249 MISCELLANEOUS CLERICAL OCCU-
PATIONS, n.e.c.

This group includes clerical occupations not elsewhere

classified.

(a) 249.138 SUPERVISOR, SURVEY WORKER
(clerical)

(a) 249, 268 SURVEY WORKER (clerical)

(b) interviewer

(b) merchandising representative

(b) public interviewer

(d) Census Enumerator (gov. ser.)

(a) 249. 368 CREDIT CLERK (clerical) I

(b) application clerk

(b) new business clerk .

(d) Loan Application Clerk (banking)

(d) Loan Approval Agent (gov. scr.)

(a) LIBRARY ASSISTANT (library)

(b) book loan clerk }

(b) circulation clerk

(b) desk attendant

(b) library attendant

(b) library clerk

(b) library helper

(d) Bookmobile Clerk (library)

d) Branch Library Clerk (library)

d) Library Clerk, Art Department

(library)

(d) Library Clerk, Book Return (library)

(a) NEW ACCOUNT CLERK (clerical)

(b) account application clerk

(b) budget account clerk

(b) credit application clerk

(b) credit clerk

(b) credit interviewer

(b) new business clerk

(a) TRACER. CLERK (clerical)

(b) followup clerk

(d) Mail Tracer (clerical)

(d) Missing Check Investigator (clerical)

d) Short Report Clerk (r.r. trans.)

(d) Telegrara Tracer (tel. & tel.)

(a) 249.388  COMPILER (clerical)

(d) Directory Compiler (clerical)

d) Survey Compiler (clerical)

(c) MAILING LIST COMPILER (clerical)

(a) MEDICAL RECORD CLERK (medical
ser.)

(b) coding clerk

(a) MESSENGER, BANK (banking)

(a) 249. 688 BROADCAST CHECKER (radio & tv
broad.)

(b) program clerk

(b) radio program checker

The letters in parentheses which precede the codings
indicate the type of titles given, tlic manner of their
listing, whether or not job definitions will be found for
these titles in the D. O. T., and the way in which they
appear in the “Occupational Group Arrangement of
Titles and Codes” section of the D. O. T. All titles
designated (a) are in capital letters and are classified
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as base titles. Titles with clesignation (c), and in capital
letters, are classified as defined related titles. 'The letter
(b) designates alternate titles. Titles indented and bear-
ing initial capitals are designated (d) and are called
undefined velated titles in the D. O. T. Base titles and
defined related titles are defined in the D. O. T. Defined
related titles bear the same code number as the base
title and their definitions are in Volume I, indented
under the base title definition. Alternate titles appear in
lower case letters and are alternates or synonyrnus for
the title preceding them and are not defined separately.
Undefined related titles are contained in the body of the
definition of the title under which they appear, and
they are specializations of the more general duties as
described in the definition.

The Last Three Digits

The three digits to the right of t decimal point
(places 4, 5, and 6) refer to codipg which indicates the
job’s relationship to Data, People, and Things,
respectively. They identify the highest appropriate
function in cach heirarchy required by the job and
when taken together indicate collectively the total
level of complexity at which the worker must perform.
The foliowing table, taken from the D. O. T\, presents
the three groupings arranged in descending order of
complexity—that is, the higher the digit, the less
complex the function. Under People, the D. O. T.
cautions that the relationships can only be considered
in the most general sense, since the arrangement is
somewhat arbitrary and each relationship represents
a wide range of complexity.

DATA (4th digit)
Synthesizing
Coordinating
Analyzing
Compiling
Computing
Copying

6 Comparing

DO — O

7
8} No significant relationship

PEOPLE (5th digit)
Mentoring
Negotiating
Instructing
Supervising
Diverting
Persuading
Speaking-Signaling
Serving
No significant relationship

THINGS (6th digit)
Setting Up
Precision Working
Operating-Controlling

NS b WN—O

N - O

3 Driving-Operating
Manipuiating

Tending
Feeding-Offbearing
Handling

8 No significant relationship

LN S NS -8

Note.—The numeral 7 in the Data hierarchy is used when
the worker’s involvement in the Things hierarchy is at the 0,
1, or 2 level and there is no significant relationship to Data or
People.

Data in the D.O.T. are defined as: information,
knowledge, and conceptions, related to data, people,
or things, obtained by observation, investigation,
interpretation, visualization, and mental creation;
incapable of being touched. Written data take the
form of numbers, words, symbols; other data are
ideas, concepts, and oral verbalization. Of signifi-
cance to users of this guide are the definitions of 1,
2, 3, 5, and 6 under Data: (1) Coordinating is defined
as: determining time, place, and sequence of opera-
tions or actions to be taken on the basis of analysis
of data; executing determinations and/or reporting
on events. (2) Analyzing is defined as: examining and
evaluating data; presenting alternative actions in
relation to the evaluation. (3) Compiling is defined
as: gathering, collating, or classifying information
about things, data, or people; reporting and/or
carrying out a prescribed action in relation to the
information. (5) Copying is defined as: transcribing,
entering, or posting data. (6) Comparing is defined
as: judging the readily observable functional,
structural, or compositional characteristics (whether
similar to or divergent from obvious standards)
of data, people, or things.

The definitions of interest under People, as they
appear in the D.O.T., are:

(2) Instructing: Teaching subjec: matter to others,
or training others (including animals) through
explanation, demonstration, and supervised
practice; or making recommendations on the
basis of technical disciplines.

(3) Supervising: Determining or interpreting work
procedures for a group of workers, assigning
specific duties to them, maintaining harmonious
relations with them, and promoting efficiency.
(6) Speaking-Signaling: Talking with andfor sig-
naling people to convey or exchange informa-
tion. Includes giving assignments and/or direc-
tions to helpers or assistants.

(7) Serving: Attending to the needs or requests of
people (or animals) or the expressed or implicit
wishes of people. Immediate response is involved.

9
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For the Things hierarchy, the jobs covered in the
curriculums are given the numerals 2, 5, and 7, for
which the definitions are:

(2) Operating-Controlling: Starting, stopping, con«
trolling, and adjusting the progress of machines
or equipment designed to fabricate and/or
process objects or materials. Operating machines
involves setting up the machine and adjusting
the machine or material as the work progresses.
Controlling equipment involves observing gages,
dials, etc., and turning valves and other devices
to control such factors as temperature, pressure,
flow of liquids, speed of pumps, and reactions of
materials. Setup involves several variables and
adjustment is more frequent than in tending.

(5) Tending: Starting, stopping, and observing
the functioning of machines and equipment.
Involves adjusting materials or controls of the
machine, such as changing guides, adjusting
timers and temperature gages, turning valves to
allow flow of materials, and flipping switches in
response to lights. Little judgment is involved in
niaking these adjustments,

(7) Handling: Using body members, handtools,
and/or special devices to work, move, or carry
objects or materials. Involves little or no latitude
for judgment with regard to attainment of
standards or selecting appropriate tools, objects,
or materials,

Referring to the six-digit number given for Cor-~
respondence Clerk, 204.288, the last three digits can
now be interpreted as to the types of demands made
on the worker to carry out the job’s relationships
with respect to Data, People, and Things.

10

The D.O.T. uses the last three digits to classify
jobs into wnrker trait groups. Since there are varia-
tions in the last three digits, it would appear that
there are variances among relationships to Data,
People, and Things and specific worker trait require-
ments that characterize a group.

Worker Traits

Each worker trait group is defined by presenting
narrative information that describes the work per-
formed, identifies significant worker requirements,
suggests possible clues that may be useful in relating
applicants for employment and the job requirements,
and gives a general picture of typical training and
methods of entry pertinent to the jobs listed in the
group.

In addition to the narrative information, the
D.O.T. display of the worker trait grouping thows
related classifications of work and a qualifications
profile. These displays are found in the section titled
“Worker Traits Arrangement of Titles and Codes.”
The details necessary to explain the qualifications
profile are found in Appendix B of Volume II,
‘““Explanation of Worker Trait Components.” The
worker trait components are training time, both
general educational development (GED) and specific
vocational preparation (SVP), aptitudes (Apt.), in-
terests (Int.), temperaments (Temp.), and physical
demands or capacities (Phys. Dem. or Cap.).

Eighteen displays of interest to users of this guide
are exhibited in the following pages. A summary of
information useful for interpreting the coding con-
tained in each exhibit can be found on the pages
immediately following the exhibits.
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Exhibit I

Clerical
Scheduling, Dispatching, Expediting, and
Related Work (.168)

Work Performed

Work activities in this group primarily involve
planning, coordinating, and expediting movement,
activities, operations, and/or procedures inherent in
the effectiveness of a variety of endeavors ranging
from transportation and communications to produc-
tion and recreation. Workers usually prepare sched-
ules or itineraries and insure that they are followed.

Worker Requirements

An occupationally significant combination of:
Ability to understand procedures and regulations
and apply them to coordinate specific activities;
ability to orally communicate technical or operational
information and to prepare written reports; ability
to evaluate and choose from among alternate courses
of action; spatial perception; organizational ability
to plan and direct a variety of activities; ability to
assume responsibilities involving a number of simul-
taneous activities; clerical perception and numerica:
ability to keep accurate records and to detect errors
in schedules or tabulations.

Clues for Relating Applicants and Requirements
Success in pertinent schoolwork that indicates good
reasoning ability.
Experience in making travel arrangements and
issuing equipment as manager of school football team.

Experience in preparing itineraries for community
recreational activities.

Training and Methods of Entry

A period of time ranging up to 4 years is generally
necessary for an individual to become thoroughly
familiar with the problems, techniques, and regula-
tions involved in this type of work. Entry positions are
commonly filled by promotion or reassignment from
within. A limited amount of training is available
through correspondence schools and schools offering
night classes related to dispatching and production
scheduling.

Related Classifications

Transportation Service Work (.363; .364; .463) p. 519

Routine Checking and Recording (.588; .688) p. 289

Facilities, Services, and Movement Allocating and
Expediting Work (.368) p. 265

Managerial Work (.168) p. 245

Qualifications Profile

GED: 4
SVP: 7 6
Apt: GVN SPQ KFM EG
233 443 444 55
22 32 4
Int: 2 9
Temp: 4 5
Phys. Dem: S 5 4
23 INFORMATION AND MESSAGE DISTRIBU-
TION
237. Reception and Information Dispensing Work

237.168 TRAVEL COUNSELOR (nonprofit organ.)
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Clerical
Sorting, Inspecting, Measuring, and Related Work
(.484; .485; .487; .584; .585; .587; .683; .684; .685;
.687)

Work Performed

Work activities in this group primarily involve
examining, mncasuring, or weighing objects or ma-
terials for the purpose of grading, sorting, dctecting
flaws or irregularities, or verifying adhcrence to
specifications. The work frequently is performed
under close supervision, and the use of gages, calipers,
micronaeters, and other measuring devices or equip-
ment, as well as the primary senses, is often involved.

IWorker Requirements

An occupationally significant combination of: the
ability and willingness to follow instructions to the
letter; spatial and form perception to perceive dif-
ferences in tangible matter; accuracy and attention
to detail; finger and manual dexterity; eye-hand co-
ordination; and disposition toward work of a routine,
repetitive, and noncreative nature.

Clues for Relating Applicants and Requirements

School shop courses indicating success in working
to tolerances.

Willingness to fit into a routine.

Casual work experience sorting stock at inventory
time in local plant.

Training and Methods of Eniry

Workers generally learn the fundamentals of their
jobs during a brief period of on-the-job training,
which may range from a few hours to several months,
depending on the skill required. Many employers

prefer workers with no previous experience. They
look for applicants who are physically able, depend-
able, have good cyesight, and can follow instructions.
Many of the larger employers give aptitude tests in
selecting new employees.

Related Classifications

Inspecting and Stock Checking (.382; .384; .387;
484; .487) p. 271

Routine Checking and Recording (.588; .688) p. 289

Tending (.885) p. 447

Qualifications Profile

GED: 2 3 1

SVpP: 2 3 4

Apt: GVN SPQ KFM EC
444 444 443 54
3 5 333 384 5

3

Int: 1 3 9

Temp: 2 Y 0 3

Phys. Dem: S L M 4 5 6

23 INFORMATION AND MESSAGE DISTRIBU-
TION

231, Mail Sorting, Stamping, R :cording, Routing, and
Related Work

251, 687 EXPRESS MESSENGFI{ (r.r. trans.)
235, Telephone Work
235, 585 SWITCHING CLERK (tel. & tel.)
239. Information and Message Distribution, n.c.c.
239. 587 MAILER (print. & pub.)

MAILER APPRENTICE (print. & pub.)
239. 687 TUBE OPERATOR (clerical)
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Yxhibit 111

Clerical

Routine Checking and Recording (.588; .688)

Work Performed

'Work activities in this group primarily involve
checking, entering, and posting verbal and numecrical
data on stocklists, ledgers, registers, and similar
standarized record forms, and performing related
routine clerical dutics.

Worker Requirements

An occupationally significant combination ol
common sense to learn and foilow routine clerical
procedures; verbal ability and clerical aptitude to
keep accurate and legible records and to perform such
tasks as sorting bills, receipts, and invoices; tempera-
ment to perform repetitive work requiring constant
and close attention to clerical details; and numerical
ability to perform simple arithmetic when required.

Clues for Relating Applicants and Requirements

Experience in any activity involving clemental
recordkeeping.

Prcference for routine, organized work situation.

Legible handwriting.

Neat appearance and apparent predisposition
toward orderliness.

Training and Methods of Eniry

High school courses, such as bookkeeping and
typing, generally provide familiarity with elementary
clerical skills, and up to three months on-the-job
experience is usually sufficient to familiarize entry
workers with clerical procedures and forms used in
specific establishments.

Related Classifications

Classifying, Filing, and Related Work (.388) p. 276

Customer Service Work, n.e.c. (.468; .478) p. 501

Sorting, Inspecting, Measuring, and Related Work
(.484; .485; .487; .584; .585; .587; .683; .684:
.685; .687) p. 252

Typing and Related Recording (.538) p. 267

Qualifications Profile

GED: 3

Svp: 3 2 4

Apt: GVN SPQ KFM EC
334 442 344 55
243 541 4 4

Int: 3

Temp: 2 Y

Phys. Dem: S L 4 6

ang, 588  Library Clerk, Talking Books

23 INFORMATION AND MESSAGE DISTRIBU-
TION

231. Mail Sorting, Stamping, Recording, Routing, and
Related Work

231. 588 MAIL CLERK (clerical)
DIRECT MAIL CLERK (clerical)
REGISTERED MAIL CLERK (banking)
231.688 DISTRIBUTION CLERK (gov. scr.)
235. Telephone Work
235. 588 CLERK, ROUTE (tel. & tel.)
239. Information and Message Distribution, n.e.c.
239,588 CLERK, DIRECTORY (tcl. & tel.)
METER READER (light, heat & power; water-
works)
ROUTER (clerical)
SERVICE OBSERVER (tel. & tel.)
239.688 CLERK, INSPECTION (tel. & tel.)
24 MISCELLANEOUS CLERICAL WORK
249, Miscellancous Clerical Work, n.e.c.
249, 688 BROADCAST CHECKER (radio & tv broad.)
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Exhibit IV
Clerical

Switchboard Service (.862)

Work Performed

Work activities in this group primarily involve
operating telephonc switchboards to relay incoming
and internal calls to phones in an establishment and
make connections with external lines for outgoing
calls., Taking messages, supplying information to
callers, and recording number of calls made and
charges are frequently involved.

Worker Requirements

An occupationally significant combination of:
tact and courtesy; motor coordination; finger and
manual dexterity; ability to adjust to routine work;
an affinity for dealing with people; verbal ability;
good hearing; and a pleasant speaking voice.

Clues for Relating Applicants and Requirements

Courtesy and tact evident in an interview.

High score in motor coordination on aptitude test.
Pleasant speaking voice.

Clerical course in high school.

Expressed preference for public contact work.

Training and Methods of Entry

Most workers start as trainees and undergo a
period of closely supervised on-the-job training. Per-
sonal characteristics, particularly the ability to deal

with the public, are strong qualifying factors. Some
sort of commercial curriculum in school can provide
a good background for entry into thi. type of work.

Related Classifications

Routine Checking and Recording (.588; .688) p. 289
Miscellancous Customer Service Work (.863; .864;
.865; .867; .873; .874; .877) p. 503

Qualifications Profile

GED: 3

SVP: 3

Apt: GUN SPQ KFM EC
3 54
2

-

334 433 33 5
2
Int: 2 3
Temp: 2 5
Phys.Dem: L. 4 5 6

23 INFORMATION AND MESSAGE DISTRIBU-
TION WORK
235. Telephone Work
235,862 CENTRAL OFFICE OPERATOR (tel. & tel.)
GAMEWELL OPERATOR (gov. ser.)
SWITCHBOARD OPERATOR, POLICE
DISTRICT (gov. ser.)
INFORMATION OPERATOR (tel. & tel.)
TELEPHONE ANSWERING SERVICE OPERA-
TOR (bus. ser.)
TELEPHONE OPERATOR (clerical)




Exhibit V

Business

Supervisory Work (Clerical, Sales, and Related
Activities) (.138)

Work Performed

Work activities in this group primarily involve
supervising and coordinating the activities of personnel
engaged in clerical, sales, and related work.

Worker Requirements

An occupationally significant combination of:
ability to become thoroughly familiar with one or
more clerical or sales activities; ability to plan ahead
and to make assignments in a manner which promotes
coordinated action and the completion of individual
tasks according to established priorities; verbal
ability to communicate effectively, orally and in
writing, with superiors and subordinates; clerical
aptitude to detect errors in correspondence, statistical
tabulations, price lists, inventory records, and time-
tables; ability to motivate people to work coopera-
tively and conscientiously in activities which are
frequently routine and repetitive; and ability to
perform work done by subordinates and to train
new employees when required.

Clues for Relating Applicants and Requirements

Good grooming.

Facility with language.

Desire to deal with people.

Leadership in community activities.

Success in clerical, sales, or related work at a
different level of endeavor.

Training and Methods of Eniry

Entry into this kind of work is frequently accom-
plished by promotion from other positions within an
organization. Courses in supervisory practices are
frequently required. Another method of entry is the
completion of merchandising and business manage-
ment courses.

Related Classifications

Managerial Work (.168) p. 245

Purchase and Sales Work (.158; .168) p. 484

Demonstration and Sales Work (.258; .358; .458)
p. 488

Classifying, Filing, and Related Work (.388) p. 276

Qualifications Profile

GED: 4 5

Svp: 7 8 6

Apt: GVN SPQ KFM E
2383 443 444 5

22 334

Int: 2 5

Temp: 4 5

Phys.Dem: S L 5

23 INFORMATION AND MESSAGE DISTRI-
BUTION

230. Messenger and Related Work

230, 138 SUPERVISOR, MESSENGERS
(tel. & tel.)

231, Mail Sorting, Stamping, Recording,
Routing, and Related Work

231, 138 MAILING SUPERVISOR (clerical)

C
5
4

232, Clerical Work, Post Office
232, 138 FOREMAN, MAILS (gov. ser.)
233, Mail Delivery

933, 138 FOREMAN, CARRIERS (gov. scr.)
235. Telephone Work
235, 138 CENTRAL OFFICE OPERATOR
SUPERVISOR (tel. & tel.)
TELEPHONE OPERATOR, CHIEF
(clerical)
239, Information and Message Distribution,
n.e.c.
939, 138 CABLE SUPERVISOR (tel. & tel.)
CONTRACT CLERK SUPERVISOR
(tel. & tel.)
TOREMAN, MAIL ROOM (print. & pub.)
MANAGER, DELIVERY DEPARTMENT
(tel, & tel.)

15
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MORSE SUPERVISOR (tel. & tel,)
SERVICE OBSERVER, CHIEF
(tel. & tel.)
SUPERVISOR, AUTOMATIC EQUIPMENT
(tel. & tel.)

SUPERVISOR, ROUTE (tel. & tel.)

TELEFAX SUPERVISOR (tel. & tel.)

24 MISCELLANEOUS CLERICAL WORK

249, Miscellaneous Clerical Work, n.e.c.

249, 138 SUPERVISOR, SURVEY WORKER
(clerical)

239.138 METER READER, CHIEF (light, heat &
power; waterworks)

Exhibit VI

Business

Information Gathering, Dispensing, Verifying, and
Related Work (.368)

Work Performed

Work activities in this group primarily involve
collecting information, checking it for accuracy or
consistency, and relating or otherwise dispensing
it to interested parties. Carrying out prescribed
actions in relation to the information is occasionally
involved. The information is usually obtained or
verified by personal or telephone interview, or by
observation, and dispensed in response to or in antici-
pation of direct or indirect inquiries. The performance
of clerical tasks, such as recordkeeping, is frequently
involved.

Worker Requirements

An occupationally significant combination of:
verbal facility and the ability to relate to people in
order to tactfully acquire information and create a
good impression in answering inquiries; exactness
and attention to detail in reviewing records and
avoiding errors; numerical ability for situations in-
volving accounts and numerical records; and a liking
for public contact work.

Clues for Relating Applicants and Requirements
Volunteer work answering questions on voter re-
quirements during political campaign.,
Success in public speaking courses in high school.
Part-time work gathering personal data on regis-
tration cards at school.

Training and Methods of Entry

A high school education with emphasis on com-
mercial courses is usually sufficient qualification for
entry into this work. Some employers prefer appli-

16

cants with some college or night school education.
Entry by means of advancement from a clerical
position is a frequent occurrence. In all cases, such
personal characteristics as speaking ability, tactful-
ness, and appearance are considered carefully. An
individual entering this field is usually given a period
of on-the-job training under the supervision of an
experienced worker.

Related Classifications

Interviewing, Information Giving, and Related Work
(Vocational, Educational, and Related Activities)
(.168; .268) p. 250

Consultative and Business Services (.168; .268) p. 248

Facilities, Services, and Movement Allocating and
Expediting Work (.368) p. 265

Classifying, Filing, and Related Work (.388) p. 276

Computing and Related Recording (.388; .488) p. 280

Qualifications Pryfile

GED: 3 4

SVP: 3 4 5 6

Apt: GVN SPQ KIM EC
823 442 444 45

84 558

Int: 2 6

Temp: 5 9 0

Phys. Dem: L. 4 5

23 INFORMATION AND MESSAGE DISTRIBU.
TION
230. Messenger and Related Work
230,368 TELEGRAPH MESSENGER (tel. & tel.) II
237. Reception and Information Dispensing Work
237368 ADMITTING OFFICER (medical ser.) 1
APPOINTMENT CLERK (clerical)

T,




INFORMATION CLERK (clerical)
PAY STATION ATTENDANT (clerical)

INFORMATION CLERK (motor frans.; r.r.
trans. )
OUTPATIENT ADMITTING CLERK (medical
ser.)
937.368 RECEPTIONIST (clerical)
HOSPITAL ADMITTING CLERK (medical
ser.)
REGISTRAR (gov. ser.)
REGISTRATION CLERK (gov. ser.) II
239. Information and Message Distribution, n.e.c.

939.368 COUNTER CLERK (tel. & tel.)

MAIL DISTRIBUTION SCHEME EXAMINER
(gov. ser.)

MANAGER, TRAFFIC (motor trans.) 11

PLACER (insurance)

WEATHER CLERK (air trans.)

MISCELLANEOUS CLERICAL WORK

Miscellaneous Clerical Work, n.e.c.

CREDIT CLERK (clerical) I

LIBRARY ASSISTANT (library)

NEW ACCOUNT CLERK (clerical)

24
249.
249.368

Exhibit VI1

Personal Service

Ushering, Messenger Service, and Related Work

(.868;

Work Performed

Work activities in this group primarily involve
taking tickets, issuing programs, and escorting people
to their seats in public places; assisting or escorting
people into and out of buildings, conveyances, or
facilities; running errands; and receiving and de-
livering messages.

Worker Requirements

An occupationally significant combination of:
the ability and willingness to follow instructions; an
affinity for dealing with people; an inclination
toward work of a routine, repetitive nature; willing-
ness to wear a uniform; and physical stamina.

Clues for Relating Applicants and Requirements

Courteous manner in an interview.

Expressed desire for public contact work.

Good physical condition and grooming.
Experience ushering at high school football games.

Training and Methods of Eniry

Most employers prefer individuals with some high
school education. Personal characteristics, particularly
the ability to get along with people, are important
factors. People who have shown through casual
work experience, high school education, or extra-
curricular activities that they are patient, attentive,
and dependable rate as good risks. The time spent
in training usually is quite short, and an individual
frequently is expected to function in an efficient

.878)

manner after a short demonstration or limited
breaking-in period.

Related Classifications

Customer Service Work, n.e.c. (.468; .478) p. 501

Miscellaneous Customer Service Work (.863; .864;
.865; .867; .873; .874; .877) p. 503

Accommodating Work (.868) p. 505

Signaling and Related Work (.868) p. 354

Miscellaneous Personal Service Work (Food Serving,
Portering, Valeting, and Related Activities) (.868;
.878) p. 507

Qualifications Profile

GED: 2

SVP: 2

Apt: GVN SPQ KFM EGC
434 444 444 55
34 55 5

Int: 2 3

Temp: 5 3

Phys. Dem: L. 4 5

23 INFORMATION AND MESSAGE DISTRIBU-
TION
Messenger and Related Work
TELEGRAPH MESSENGER (tel. & tel.) I
MESSENGER (clerical)
AID, ROUTE (tel. & tel.)
CASH BOY (ret. tr.)
COPY BOY (print. & pub.)
RUNNER (finan. inst.)
OFFICE BOY (clerical)

230.
230. 868
230. 878

e T e e ey
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Exhibit VIII
Clerical
Classifying, Filing, and Related Work (.388)

Work Performed |

Work activities in this group primarily involve
gathering together, classifying, sorting, and filing
correspondence, account records, business forms, and
related data. The preparation of reports and keeping
of records is frequently involved.

Worker Requirements

An occupationally significant combination of:
reading comprehension in order to obtain pertinent
information; numerical facility for performing arith-

*metic computations; accuracy and attention to detail

for close clerical work; and the ability to follow
instructions and established procedures in doing
routine work.

Clues for Relating Applicants and Regquirements

Successful completion of commercial coursework
in high school.

Preference for routine, organized, stable work
situation.

Neatness.

Legible handwriting.

Training and Methods of Entry

Graduation from high school with successful com-
pletion of commercial courses and demonstrated
familiarity with elementary clerical skills will usually
qualify an individual for entry into this work. Many
employers administer tests designed to show the
applicant’s suitability for employment of this nature.

A period of on-thejob training ranging up to
three months is usually sufficient to familiarize entry
workers with the clerical procedures and forms used
in specific establishments.

Related Classifications

Computing and Related Recording (.388; .488) p-

280

Typing and Related Recording (.588) p. 287

Routine Checking and Recording (.588; .688) p. 289

Facilities, Services, and Movement Allocating and
Expediting Work (.368) p. 265

Qualifications Profile

GED: 4 3

SVP:3 4 5 2 6

Apt: GVN SPQ KFM EC
333 433 444 55

2 4 2 4

Int: 2 3 9

Temp: 2 3 Y

Phys. Dem: L. 3 4

20 STENOGRAPHY, TYPING, FILING, AND RE-

LATED WORK

204. Correspondence Work

204.388 CORRESPONDENCE REVIEW CLERK
(clerical)

23 INFORMATION AND MESSAGE DISTRIBU-
TION

231. Mail Sorting, Stamping, Recording, Routing, and
Related Work

231. 388 PARCEL POST CLERK (clerical)
MAIL ORDER SORTER (ret. tr.)

233. Mail Delivery

233.388 MAIL CARRIER (gov. ser.)

235, Telephone Work

235.388 RADIO MESSAGE ROUTER (tel. & tel.)

239. Information and Message Distribution, n.e.c.

239. 388 DISPATCHER, MAINTENANCE SERVICE
(clerical)

24 MISCELLANEOUS CLERICAL WORK

249, Miscellaneous Clerical Work, n.e.c.

249.388 COMPILER (clerical)
MAILING LIST COMPILER (clerical)
MESSENGER, BANK (banking)




Exhibit IX
Clerical
Typing and Related Recording (.588)

Work Performed

Work activities in this group primarily involve
recording or transmitting verbal or coded material by
the use of such office machines as the typewriter,
teletypewriter, tape perforator, Braille machine, and
telegraphic key.

Worker Requirements

An occupationally significant combination of:
attentiveness to detail to avoid errors in transferring
data from records or draft copies; motor coordination
and finger dexterity; adaptibility for repetitious work;
form perception; and willingness to work under
direction of others.

Clues for Relating Applicants and Requirements

Completion of typing and related commercial
courses in high school or commercial school.

Satisfactory scores in clerical aptitude and achieve-
ment tests.

Training and Methods of Entry

A majority of workers who enter this field are high
school graduates who have received specialized train-
ing in typing and business methods through courses in
high school or business schools. A satisfactory score on
a typing test is usually required. On-the-job training

designed to help the individual acquire proficiency in
specific machine operation is customary.

Related Classifications

Secretarial and Related Work (.268; .368) p. 263

Classifying, Filing, and Related Work (.388) p. 276

Stenographic and Related Work (.388) p. 278

Typesetting, Reproducing, and Related Machine
Work (.382; .582) p. 274

ualifications Profile
Q;

GED: 3 4

SVP: 4 3 5

Apt: GVN SPQ KFM EC
334 433 333 55

42 22
Int: 3
Temp: 3 2 Y
Phys. Dem: S L 4 6
23 INFORMATION AND MESSAGE DISTRIBU-
TION WORK
231, Mail Sorting, Stamping, Recording, Routing, and

Related Work
231,588 TRUST MAIL CLERK (banking)
236. Telegraph Work
236, 588 MORSE OPERATOR (tcl. & tel.)
TELEGRAPHER (r. r. trans.)
TELEGRAPHER AGENT (r. r. trans.)

Exhibit X
Clerical

Paying and Receiving (Banks and Other
Establishments) (.368)

Work Performed

Work activities in this group primarily involve
receiving funds from people in such establishments

as banks, credit unions, and loan agencies, and
recording the monetary transactions incidental to
the conduct of business.

19
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Worker Requirements

An occupationally significant combination of:
ability to learn and «apply bookkeeping procedures;
accuracy, rapidity, and attention to detail when
exchanging money and recording transactions; man-
val and finger dexterity to operate calculating
machines; tact, courtesy, honesty, a neat appearance,
a good memory, and affability.

Clues for Relating Applicants and Requirements

Preference for working in a bank or other monetary
establishment.

Good scores in commercial, clerical, and business
courses in high school.

Part-time experience selling tickets to high school
football games.

Training and Methods of Entry

A high school education is adequate preparation
to satisfy the requirements of most employers. Indi-
viduals with experience in bookkeeping or commercial
courses who have the ability to operate calculating
machines are preferred. In most cases, on-the-job
training under the observance of experienced workers
is provided.

Related Classifications

Accounting, Auditing, and Related Work (.188; .288)
p. 252

Computing and Relating Recording (.388; .488)
p. 280

Cashiering (Drug Stores, Theaters, Restaurants, and
Related Establishments) (.468) p. 269

Customer Service Work, n.e.c. (.468; .478) p. 501

Routine Checking and Recording (.588; .688) p. 289

Qualifications Profile

GED: 4

SVP: 5

Apt: GVN SPQ KFM EC
222 432 223 54

3 3 33

Int: 2 3

Temp: 5

Phys. Dem: S L

23 INFORMATION AND MESSAGE DISTRIBU-
TION
232, Clerical Work, Post Office

232.368 POST OFFICE CLERK (clerical)
POST OFFICE CLERK (gov. ser.)

Exhibit XI
Clerical

Typesetting, Reproducing, and Related Machine
Work (.382; .582)

Work Performed

Work activities in this group primarily involve
setting up, adjusting, and operating data processing,
typesetting, linotype, duplicating, addressing, and
similar commercial machines. The work is usually
specialized and workers spend a majority of their
time at their machines, functioning accurately and
at high speed.

Worker Requirements

An occupationally significant combination of: the
ability and willingness to follow instructions in per-
forming work of a routine, organized nature; atten-
tion to detail and good reading comprehension in
order to avoid clerical errors; form and spatial per~
ception, eye-hand coordination, and finger and

20

manual dexterity for using machines; and an in
clination toward working with machines.

Clues for Relating Applicants and Requirements

Commerical courses in high school.

Night school courses in clerical machine operating.

Aptitude test scores that indicate adaptability for
this type of work.

Preference for working with machines.

Training and Methods of Entry

Graduation from high school or business school
with appropriate commercial coursework is fre-
quently the minimum educational requirement for
entry into this type of work. For some kinds of work
specialized training on a particular machine is

e
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required. For most beginning positions, however, a
general knowledge of the kind of equipment used is
usually regarded as sufficient preparation. Employers
usually give new employees instruction and on-the-
job training ranging anywhere from a few days to
several months, depending chiefly on the type of
machine.

Related Classifications

Typing and Related Recording (.588) p. 287

Motion Picture Projecting, Photographic Machine
Work, and Related Activities (.282; .382) p. 514

Radio and Television Transmitting and Receiving
(.282; .382) p. 516

Qualifications Profile
GED: 3 4

SVP: 2 4 3 5
Apt: GVN SPQ KFM EC
334 322 333 55

33 2 4
Int: 9 3
Temp: Y 2
Phys. Dem: L. 4
23 INFORMATION AND MESSAGE DISTRIBU-
TION
234. Mail Preparing and Mail Handling Machine Work
934. 582 ADDRESSING MACHINE OPERATOR (clerical)
236. Telegraph Work
236,382 TELEFAX CLERK (tel. & tel.)
239, Information and Message Distribution, n.e.c.
230,382 WIREPHOTO OPERATOR, NEWS (print. &
pub.)

Exhibit XII
Machine Work
Tending (.885)

Work Performed

Work activities in this group primarily involve
starting, stopping, and observing the functioning of
machines and equipment. Workers are not concerned
with setting up machines, but must be alert in
changing guides, adjusting timers and temperature
gages, turning valves, pushing buttons, flipping
switches, and making other minor adjustments.

Worker Requirements

An occupationally significant combination of: an
inclination toward working with machinery and
equipment; the ability and willingness to learn and
follow instructions; ease in adjusting to routine,
repetitive work; and capacity for sustained attention
to functioning of machines or equipment.

Clues for Relating Applicants and Requirements

Exposure to machine shop courses in high school.

Expressed desire to work around machinery.

Participation in athletics or similar leisure time
activities requiring good physical coordination and
alertness.

Casual work experience in a shop environment.

Training and Methods of Eniry

Preference in hiring will frequently be given to
workers with some exposure to machines in a school
or work environment. The time required for a
worker to become proficient at his job may range from
a very short period, such as a few days, all the way up
to six months, depending on the complexity of the
individual work situation. On-the-job training is the
most common method by which workers reach an
acceptable level of competence in their jobs.

Machine tenders are often given the opportunity
to assume more responsibility for the functioning of
machines and advance to jobs as operators.

Related Classifications
Sorting, Inspecting, Measuring, and Related Work
(.484; .485; .487; .584; .585; 587 .683; .684; .685;
.687) p. 282
Operating-Controlling (.782) p. 435
Manipulating (.884) p. 322
Feeding-Offbearing (.886) p. 356
Handling (.887) p. 360
Driving-Operating (.883) p. 444




Qualifications Profile

GED: 2 3 1|

SVP: 2 3 4

Apt: GVN SPQ KFM EC
445 445 443 45
3 4 334 334 54

Int: 3 1 9

Temp: 2 3 Y

Phys.Dem: L. M H 3 4 6

23 INFORMATION AND MESSAGE DISTRIBU-
TION

234. Mail Preparing and Mail Handling Machine Work

234,885 ENVELOPE SEALING MACHINE OPERATOR

(clerical) I
FOLDING MACHINE OPERATOR (clerical)
INSERTING MACHINE OPERATOR (clerical)
SEALING AND CANCELING MACHINE OPER-
ATOR (clerical)
WING MAILER MACHINE OPERATOR (print.
& pub.)

Exhibit XIII
Education
Industrial Training (.128; .228)

Work Performed

Weork activities in this group primarily involve
providing specialized training in the proper function-
ing or execution of machines, equipment, systems,
procedures, processes, and methods. Typically,
recipients of instruction are new employees, tenure
employees, or customers.

Worker Requirements

An occupationally significant combination of:
intellectual capacity to acquire necessary vocational
background; manual dexterity, eye-hand-foot co-
ordination, and spatial ability to demonstrate equip-
ment; interest in communicating ideas to people; and
an analytical mind to organize facts in answering
trainees’ questions and plan programs of instruction.

Clues for Relating Applicants and Background

Proficiency in expressing ideas verbally.

Expressed preference for public contact work.

Successful work experience in lower level jobs in
specific field.

Training and Methods of Entry

An extensive background in the vocational specialty

is generally required for entry into this group. Indi-
viduals who excel at their work and exhibit a facility
for explaining things to others and solving problems
that arise in work situations are the type of employees
an employer notices.

Related Classifications

Vocational Education (.128; .228) p. 337
Training Services (.228) p. 349

Qualifications Profile

GED: 3 4 5

SVP: 6 7 8

Apt: GVN SPQ KFM EC
222 233 333 34
333 44 44 55

Int: 2 5 6
Temp: 1 4 5 9 0
Phys. Dem: S L M 2 4 5 6

23 INFORMATION AND MESSAGE DISTRIBU-
TION

235. Telephone Work

235.228 PRIVATE BRANCH ENCHANGE SERVICE
ADVISOR (tel. & tel.)




Exhibit XIV

Business

Business Training (.228)

Work Performed

Work activities in this group primarily involve
providing general training and orientation to new
employees in a business or commercial environment.
Typical subjects in which instruction is given are
company organization and policy, personnel regula-
tions, company operating procedures, terminology,
and customer relations.

Worker Requirements

An occupationaily significant combination of:
interest in people and ability to communicate ideas;
analytical ability to organize facts in answering
students’ questions and plan programs of instruction;
and intellectual capacity to acquire necessary
background.

Clues for Relating Applicants and Background

Proficiency in expressing ideas verbally.

Expressed preference for public contact work.

Successful experience in general personnel relations
work.

Training and Methods of Eniry
Familiarity with individual organizational policies
and methods is frequently a prerequisite for entry

into this work. Knowledge of this nature may be
acquired through experience in lower level or related
positions, usually of a personnel nature. Good initial
training would usually consist of business courses in
college with an emphasis on personnel and some
coursework in teaching methods that would include
practice and use of modern teaching tecaniques.

Related Classifications

Industrial Training (.128; .228) p, 335
Training Services (.228) p. 349

Qualifications Profile

GED: 3 4 5

SVP: 6 7 8

Apt: GVN SPQ¢ KFM EC
222333 333 34
333 444 444 45

Int: 2 5 6

Temp: 1 4 5 9 0
Phys. Dem: S L M 2 4 5 6

23 INFORMATION AND MESSAGE DISTRIBU-
TION
239. Information and Message Distribution, n.e.c.

239,228 CONTRACT CLERK TRAINING
SUPERVISOR (tel. & tel.)

Exhibit XV
Business

Interv1ewm

. Information Giving, and Related

Work (Vocatlonal Educational, and Related
Activities) (.168; .268)

Work Performed

Work activities in this group primarily involve
interviewing individuals in order to gather pertinent

information and evaluate the information and the
individual’s qualifications for a variety of considera-
tions; and dispensing information usually relative to

23
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the correct interpretation of rules and regulations
governing such matters as insurance, education, or
housing.

Worker Requirements

An occupationally significant combination of:
verbal facility to converse with people at varied
levels; ability to deal tactfully with people to put
them at their ease and gain their confidence; numer-
ical ability and clerical perception to avoid errors in
recordkeeping and referral to written matter; ability
to reason analytically and organize facts when asking
and answering questions; and a neat appearance,
poise, and composure.

Clues for Relating Applicants and Requirements

Part-time job as information clerk in hotel during
summer months.

Expressed preference for public contact work.

Neat appearance, poise, and good verbal expression
demonstrated in an interview.

Training and Methods of Eniry

A college education is becoming increasingly im-
portant for entrance into work of this nature. Courses
in personnel management, business administration,
liberal arts, applied psychology, and sociology fre-
quently will enable the applicant -+ obtain successful

employment. Often, however, companies will fill
positions by offering on-the-job training to personnel
already employed who are familiar with company
procedures.

Related Classifications

Customer Service Work, n.e.c. (.468; .478) p. 501

Information Gathering, Dispensing, Verifying, and
Related Work (.368) p. 258

Consultative and Business Services (.168; .268) p. 248

Qualifications Profile

GED: 5 4

SVP: 7 5

Apt: GVN SPQ KFM EC
923 442 443 55

12 3 4
4
Int: 2 6
Temp: 5 9
Phys. Dem: S
20 STENOGRAPHY, TYPING, FILING, AND RE-
LATED WORK
204. Correspondence Work
204. 268 POLICYHOLDERS' INFORMATION CLERK
(insurance)
24 MISCELLANEOUS CLERICAL WORK

249, Miscellancous Clerical Work, n.e.c.
249.268 SURVEY WORKER (clerical)

Exhibit XVI

Clerical

Facilities, Services, and Movement Allocating and
Expediting Work (.368)

Work Performed

Work activities in this group primarily involve al-
locating and insuring the expeditious or proper
utilization of personnel, equipment, supplies, services,
or facilities for specific purposes according to pre-
determined schedules, priorities, and procedures.

Worker Requirements

An occupationally significant combination of:
ability to become thoroughly familiar with estab-

24

lished rules and guidelines governing work situation;
ability to orally transmit instructions and infor-
maticn; clerical perception to avoid errors in
reading tabular information and in keeping accurate
records; ability to adjust to fluctuating circumstances;
ability to relate to people; and reliability.

Clues for Relating Applicants and Requirements

Preference for “white collar” work.
Demonstrated ability to follow instructions and
guidelines.




Training and Methods of Entry

Employers commonly fill positions in this field by
promoting employees from within the organization.
It usually takes 3 months to 1 year to become
familiar with guidelines and procedures as they occur
in different commercial and industrial enterprises.
Persons with general clerical training or experience
may gain entry into trainee positions.

Related Classifications

Scheduling, Dispatching, Expediting, and Related
Work (.168) p. 261

Classifying, Filing, and Related Work (.388) p. 276

Routine Checking and Recording (.588; .688) p. 289

Qualifications Profile

GED: 3 4

SvpP: 5 4 3

Apt: GVN SPQ KFM EC

333 443 444 55
4 333 4
Int: 2 3 9
Temp: 1 5
Phys.Dem: S L 4 5
24 MISCELLANEOUS CLERICAL WORK
249, Miscellaneous Clerical Work, n.e.c.

249.368 TRACER CLERK (clerical)

Exhibit XVII

Clerical

Computing and Related Recording
(.388; .488)

Work Performed

Work activities in this group primarily involve
performing arithmetic computations and preparing
numerical records with the aid of typewriters and
adding, billing, bookkeeping, and calculating ma-
chines. Typical activities are computing wages,
interest, and production costs; totaling bank deposit
slips; and verifying computations recorded in
accounts.

Worker Requiremenis

An occupationally significant combination of: in-
tellectual capacity and interest sufficient to acquire
an understanding of systematic, numerical, record-
keeping and data-gathering procedures; ability to
apply arithmetic principles and correct computa-
tional errors; attention to detail to avoid clerical
errors; form pciception; eye-hand coordination;
and finger and manual dexterity.

Clues for Relating Applicants and Requirements

Expressed preference for clerical work.
Good grades in arithmetic and pertinent clerical
subjects in school.

Training and Methods of Entry

Graduation from high school and business school
with average or superior grades in arithmetic fre-
quently is the minimum requirement for entry into
this type of work.

For some kinds of work, specialized training on a
particular machine is required. For many beginning
positions, however, a general knowledge of the work
and the equipment involved usually is regarded as
sufficient preparation. Often an employer will give
a new employee instruction and on-the-job training,
ranging anywhere from a few days to several months,
depending chiefly on the type of work or the kind of
machine involved.

Related Glassifications
Accounting, Auditing, and Related Work (.188; .288)
p. 252

Paying and Receiving (Banks and Other Establish-
ments) (.368) p. 267

Cashiering (Drug Stores, Theaters, Restaurants, and
Related Establishments) (.468) p. 269

Routine Checking and Recording (.588; .688) p. 289

25
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Qualifications Profile

GED: 3 4

SVP: 3 4 5

Apt: GVN SPQ KFM EC
333 442 3383 55
2 2 533 22 4

Int: 3

Temp: 3 Y

Phys. Dem: S L 4 6

24 MISCELLANEOUS CLERICAL WORK

249, Miscellancous Clerical Work, n.e.c.
249, 388 MEDICAL RECORD CLERK (medical ser.)

Exhibit XVIII
Business

Corresponding and Related Work (.288; .388)

Work Performed

Work activities in this group primarily involve
preparing correspondence, reports, forms, and other
documents; and examining, editing, and recording
verbal information or written material.

Worker Requirements

An occupationally significant combination of:
facility with language and a good vocabulary; at-
tention to detail; application of precise standards,
techniques, and mechanics of good grammar, spel-
ling, and punctuation; and ability to organize data
in logical sequence when composing correspondence
and other material.

Clues for Relating Applicants and Requirements

Good vocabulary during interview.

Good grades in appropriate courses, such as
business and English.

Experience as corresponding secretary in school or
community organizations.

Training and Methods of Entry

Entry into this kind of work usually requires high
school graduation and completion of several semes-
ters of college with emphasis on courses in English
grammar and composition.

Entry is frequently accomplished by advancement
or transfer from clerical positions wherein individuals
have become familiar with correspondence techniques
as a result of continual exposure.

Related Classifications

Journalism and Editorial Work (.018; .038; .068)
p. 522

Creative Writing (.088) p. 524

Classifying, Filing, and Related Work (.388) p. 276

Information Gathering, Dispensing, Verifying, and
Related Work (.368) p. 258

Translating, Editing, and Related Work (.288) p. 528

Qualifications Profile

GED: 5 4

SVP: 7 6 8

Apt: GVN SPQ KIM EC
223 443 444 55

14 4 4
Int: 6 2
Temp: 9 Y
Phys. Dem: S 6 5
20 STENOGRAPHY, TYPING, FILING, AND RE.
LATED WORK
204, Correspondence Work

204.288 CORRESPONDENCE CLERK (clerical)
204,388 SALES CORRESPONDENT (any ind.)

The following is a brief explanation of the symbols
and digits used in the qualifications profile.

GED—General Educational Development. The GED for
the qualifications profiles is specified at levels 1, 2,
3, 4, and 5 in accordance with specific job require-
ments. These numbers do not refer to school grades,
but rather to the stage of reasoning, mathematical, and
language use development required to do each job.
The following summary describes the various levels:
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Level Reasoning

5 ciiiinnn Application of logical or scientific
thinking to define problems,
collect data, establish facts, and
draw conclusions; interpret a
variety of instructions and deal
with abstract and concrete
variables.

L S Application of rational systems,
such as bookkeeping, to problems
and to the interpretation of
instructions.

L Application of common sense to
carry out oral or written instruc-
tions; deal with problems

Mathematical development

The use of ordinary arithmetic,
algebra, and geometric procedures
in standard applications.

The ability to make arithmetic
calculations involving fractions,
decimals, and percentages.

Language development

The ability to interview and screen

people, including job applicants,
and to write routine correspondence.

The ability to file, post, and mail

materials such as forms or checks;
to copy data from one record to

involving several concrete
variables in standard situations.

200000000, Application of common sense to
carry out detailed but uninvolved
written or oral instructions; deal
with problems involving a few
concrete variables in standard
situations,

| S .. Application of common sense to
carry out onc- or two-step
instructions; deal with standard
situations with occasional or no
variables.

SVP—Specific Vocational Training. SVP indicates the
training received under a variety of circumstances
and is expressed in units of time. In the qualifications
profile for Routine Checking and Recording (.588;
.688), exhibit III, the use of Codes 3, 2, and 4,
indicates that some of the occupations in this group-
ing require more training than others.

9—Over 10 years

8—Over 4 years up to and including 10 years

7—Over 2 years up to and including 4 years

6—Over 1 year up to and including 2 years

5—Over 6 months up to and including 1 year

4—Over 3 months up to and including 6 months

3—Over 30 days up to and including 3 months

2—Anything beyond short demonstration up to
and including 30 days

Apt—Aptitudes. In the qualification profiles, certain
aptitude symbols appear which are considered to be
significant for average successful job performance.
The letters used to specify aptitudes are defined as
follows:

G—Intclligence or general learning ability

V—Ability to use and understand meanings and

relationships of words and verbally expressed
ideas

N—Ability to perform arithmetical operations

quickly and accurately

8654~12[=7 03

The use of arithmetic to add,
substract, multiply, and divide
whole numbers.

Performance of simple addition and
subtraction; reading and copying
figures; counting and recording.

another; to fill in forms; to
interview people; to obtain
information.

Same as above.

The ability to write identifying
information (name, weight,
number, etc.); to request supplies,

S—Ability to comprehend forms in space and to
visualize objects and geometric forms
P—Ability to perceive pertinent details in objects
or pictorial representations
Q—Ability to perceive pertinent details in verbal or
tabular materials, to observe differences in
copy, to proofread words and numbers, and
to avoid perceptual errors in arithmetic
computations
K—Ability to coordinate eyes and hands or fingers
when making pracise, rapid movements
F—Finger dexterity
M—Ability to use hands skillfully
E—Eye~hand-foot coordination
C—Ability to recognize color values such as con-
trast and harmony and the ability to match
colors
Under each aptitude symbol, numbers are used to
indicate the degree to which each aptitude should be
exhibited. An explanation of these numbers follows
below.
1—The top 10 percent of the population: this
segment possesses an extremely high degree
of aptitude
2—The highest third, exclusive of the top 10 per-
cent, of the population: this segment pos-
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sesses an above average or high degree of
aptitude

3—The middle third of the population: this seg-

ment possesses a medium degree of aptitude,
ranging from slightly below to slightly
above average

4—The lowest third, exclusive of the bottom 10

percent of the population: this segment
possesses a below average or low degree of
aptitude

5—The lowest 10 percent of the population: this

segment possesses a negligible degree of
aptitude

Int.—Significant Interests. The significant interests in
the exhibited profiles are 1, 2, 3, 5, 6, and 9. These
are defined as:

1—Situations involving a preference for activities

dealing with things and objects

2—Situations involving a preference for activities

involving business contact with people
3—Situations involving a preference for activities
of a routine, concrete, organized nature
5—Situations involving a preference for activities
resulting in prestige or the esteem of others
6—Situations involving a preference for activities
concerned with people and the communica-
tion of ideas
9—=Situations involving a preference for activities
that are nonsocial in nature and are carried
on in relation to processes, machines, and
techniques.
Temp.—Temperaments. In the exhibited profiles,
temperaments are given by the symbols 1, 2, 3, 4, 5,
9, 0, and Y. These occupational situations to which
the worker must adjust are defined as:
1—Situations involving a variety of duties often
characterized by frequent change

2—Situations involving repetitive or short-cycle
operations carried out according to set pro-
ceclures or sequences

3—Situations involving doing things only under
specific instruction, allowing little or no room
for independent action or judgment in work-
ing out job problems

4—=Situations involving the direction, control, and
“planning of an entire activity or the activities
of others

5—=Situations involving the necessity of dealing with
people in actual job duties beyond giving and
receiving instructions

9—Situations involving the evaluation (arriving at
generalizations, judgements, or decisions) of

information against sensory or judgemental
criteria

0—Situations involving the evaluation (arriving at
generalizations, judgements, or decisions) of
information using measurable or verifiable
criteria

‘Y—Situations involving the precise attainment of set
limits, tolerances, or standards

Plys. Dem. or Cap.~Physical Demands or Capacities.

‘The physical demands or capacities symbols in the ex-
hibited profiles are H, L, M, S, 2, 3, 4, 5, and 6.
These are defined as:

H—FHeavy Work: Lifting 100 pounds maximum
with frequent lifting and carrying of objects
weighing up to 50 pounds

L—Light Work: Lifting 20 pounds maximum, with
frequent lifting and carrying of objects up to
10 pounds. Even though the actual weight
lifted may be negligible, a job is considered
to be in this catcgory when it requires
walking or standing to a significant degree,
or when it involves sitting most of the time
with a degree of pushing and pulling of arm
and leg controls

M—Medium Work: Lifting 50 pounds maximum,
with frequent lifting and carrying of
objects weighing up to 25 pounds

S—Sedentary Work: Lifting 10 pounds maximum
and occasionally lifting and carrying such
articles as dockets, ledgers, or small tools.
Although a sedentary job is defined as one
which involves sitting, a certain amount of
walking and standing is often necessary to
carry out job duties. jobs are sedentary if
walking and standing are required only
occasionally and other sedentary criteria
are met.

2—Climbing and Balancing:

(1) Climbing—Ascending or descending lad-
ders, stairs, scaffolding, ramps, poles,
ropes, and the like, using the feet and
legs and hands and arms

(2) Balancing—Maintaining body equilibrium
to prevent falling when walking, stand-
ing, crouching, or running on narrow,
slippery, or erratically moving surfaces;
or maintaining body equilibrium when
performing gymnastic feats

3—Stooping, Kneeling, Crouching, and Crawl-
ing:

(1) Stooping—Bending the body downward
and forward by hending the spine at
the waist




(2) Kneeling—Bending the legs at the knees
to come to rest on the knee or knees

(3) Crouching—Bending the body downward
and forward by bending the legs and
spine

(4) Crawling—Moving about on the hands
and knees or hands and feet

4—Reaching, Handling, Fingering, and Feeling:

(1) Reaching—Extending the hands and arms
in any direction

(2) Handling—Seizing, holding, grasping,
turning, or otherwise working with the
hand(s) (Fingering is not involved.)

(3) Fingering—Picking, pinching, or other-
wise working with the fingers primarily,
rather than with the whole hand or
arm as in handling

(4) Feeling—Perceiving such attributes of
objects and materials as size, shape,
temperature, or texture, by means of
receptors in the skin, particularly those
of the fingertips

5—Talking and/or Hearing: »

(1) Talking—Expressing or exchanging ideas
by means of the spoken word

(2) Hearing—Perceiving the nature of sounds

A by ear
6—Seeing: Obtaining impressions through the
eyes of shape, size, distance, motion, celor,
or other characteristics of objects. The
major visual functions are:

(1) Acuity, far—Clarity of vision at 20 inches
or more ‘

(2) Acuity, near—Clarity of vision at 20
inches or less |

(3) Depth perception (three-dimensional
vision)—The ability to judge distances
and space relationships so as to see
objects where and as they really are

(4) Field of vision—The area that can be
seen up and down or to the right or
left while the eyes are fixed on a given
point

(5) Accommodation—The adjustment of the
lens of the eye to bring an object into
sharp focus. This item is especially im-
portant when doing near-point work 2t
varying distances from the eye

(6) Color vision—The ability to identify and
distinguish colors.

Related Classtfications. The related classifications
section of the worker trait group display identifies
other worker trait groups that have something in

common with the group examined and also serves
as a reference to the D. O. T. user. A careful exami-
nation of these related classifications will reveal which

characteristics, skills, and fuuctions are common to
all.

Additional Comments About the D.O.T.

The D.O.T. serves as a useful springboard for the
occupational activities analysis necessary to the de-
velopment of curriculums. When information
contained in the worker trait group display, including
the qualifications profile, is examined, a generalized
pattern emerges for the particular job under con-
sideration. This is probably a result of the blending
of the all-inclusive terminology employed by the
D.O.T.

A more accurate delineation of skills, functions,
duties, and respensibilities required by certain jobs
in this guide, in terms of employability standards
to be achieved and training content, became neces-
sary to bring particular jobs into proper focus. It
was decided to obtain a consensus of observations,
descriptions, and prerequisites of the covered jobs
from the contributing specialists and consultants. The
objective has been to give guidance, placement, and
selection counselors, teachers, and school administra-
tors, at all levels, a more comprehensive view of
some of the jobs covered. This comprehensive ap-
proach should enable clearer information to be given
to the trainee to help him establish career objectives.

It is recognized that some teachers, administrators,
and counselors may take issue with some of the coding
in the Data, Things, and People hierarchies and also
with the details of the qualifications profile as set
forth in the D.O.T. Amendments to some of the
job specifications and indicators will probably appear
or will be implied in the occupational prerequisites
which appear with the job descriptions in this guide.
Because of the generalized terms employed by the
D.O.T., these amendments shouid be taken as
supplements to the D.O.T., rather than corrections.

There may be varying viewpoints regarding the
interests, abilities, aptitudes, and temperaments, and
the level of each, required for particular jobs. Workers
in any occupation will exhibit a wide range of abilities,
temperaments, and interests. Exact matching of these
qualities with individuals will pose serious selection,
training, and employment problems. The mere fact
that a worker has basic aptitudes which are thought
to be directly related to job performance does not
insure success either in training or employment.
However, failure to exhibit any of the well-correlated
aptitudes for the occupation will often result in the




failure of the individual. Teachers, counselors, and
others are referred to the section on guidance in this
guide for further information regarding the selection
process and testing.

The “Occupation and Training Analyses” section
of this guide should also be consulted. This section
contains a short analysis of each job’s activities in
terms of required skills, functional knowledge and
duties, and environmental knowledge.

The D.O.T. was used, as much as possible, to
determine common elements of skills and functional
requirements for each of the pertinent jobs listed in
its three-digit occupational grouping. Predicated on
these findings, a general pattern of training was
developed for basic skills and some of the functional
duties required for each job. It became obvious that
the course units included in the basic training had
to be tailored and that specialized units would have
to be evaluated carefully to determine their contri-
bution to each particular job. Additional consid-
eration was also given to the purposes that each
curriculum was to serve. Information concerning these
considerations is set forth in the section “About the
Curriculums.”

The D.O.T. was also used, in terms of aptitudes,
interests, and temperaments defined therein, to
establish fundamental occupational prerequisites.
Again, these were expanded to include employability
standards and suggested training. Skills and knowl-
edges gained from work experience, equivalent to
the suggested training, are acceptable in lieu of the
training. These knowleges and skills should be as-
sessed carefully by counselors and teachers before
enrollment of the trainee in particular courses of
study.

Some of the jobs covered by this curriculum guide
are low-level entry jobs requiring basic literacy and
arithmetic skills—for example, messenger (errand boy,
delivery boy), office boy, etc. Others, such as dis-
tribution clerk, envelope sealing machine operator,
etc., demand more physical activity than office skills.
To prepare people for these jobs, suggested remedial
literacy training is included.

For ease of reference, users of this guide may wish
to group job titles in clusters so that both common
and specialized training can be identified. Examples
of the clusters are:

Messenger Service Occupations: Telegraph Mes-

senger II; Telegraph Messenger I; Messenger;

Route Aid; Cash Boy; Copy Boy; Runner;
Office Boy; Express Messenger; Shipper

Mail Preparation and Handling Occupations:
Parcel Post Clerk; Mail Order Sorter; Mail
Clerk; Direct Mail Clerk; Registered Mail Clerk;
Trust Mail Clerk; Distribution Clerk; Post Office
Clerk (clerical); Post Office Clerk (gov. ser.);
Mail and Rural Mail Carriers

Machine Operation: Envelope Sealing; Folding;
Inserting; Sealing and Canceling; Wing Mailer;
and Addressing Machine Operators

Telephone and Telegraph Occupations: Private
Branch Exchange Service Advisor; Radio Mes-
sage Router; Switching Clerk; Route Clerk;
Central Office Operator; Gamawell Operator;
Police District Switchboard Operator; Infor-
mation Operator: Telephone Answering Serv-
ice Operator; Telephone Operator; Telefax
Clerk; Morse Operator; Telegrapher; Telegra-
pher Agent

Clerical and Information Service Occupations:
Travel Counselor; Admitting Officer I; Appoint-
ment Clerk; Receptionist; Information Clerk;
Pay Station Attendant; Out-Patient Admitting
Clerk; Hospital Admitting Clerk; Registrar;
Registration Clerk II; Contract Clerk Training
Supervisor; Counter Clerk; Mail Distribution
Scheme Examiner; Traffic Manager, Placer;
Weather Clerk; Wirephoto Operator; Mainte-
nance Service Dispatcher; Mailer; Apprentice;
Directory Clerk; Meter Reader; Service Obser-
ver; Router; Tube Operator; Inspection Clerk;
Policyholders’ Information Clerk; Correspon-
dence Clerk; Correspondence Review Clerk;
Sales Correspondent; Survey Worker; Credit
Clerk; Library Assistant; New Account Clerk;
Reservation Clerk; Tracer Clerk; Compiler;
Mailing List Compiler; Medical Record Clerk;
Bank Messenger; Broadcast Checker

Supervisory Occupations: Messengers’ Supervisor;
Mailing Supervisor; Mails Foreman, Carriers’
Foreman; Central Office Operator Supervisor;
Chief Telephone Operator; Cable Supervisor;
Contract Clerk Supervisor ; Mail Room Foreman;
Delivery Department Manager; Chief Meter
Reader; Morse Supervisor; Chief Service Ob-
server; Automatic Equipment Supervisor; Route
Supervisor; Telefax Supervisor; Survey Worker
Supervisor




JOB DESCRIPTIONS, OCCUPATIONAL PRE-
REQUISITES, AND SUGGESTED TRAINING

Many jobs in an occupational field can be clustered
on the basis of worker qualifications in terms of
personal characteristics, aptitudes, and akilities, and
training needed to meet the demands of the jobs.
This section is subdivided to present job definitions,
occupational prerequisites, and suggested training
so that the user may quickly refer to several sections
in the guide to find supplemental required informa-
tion. The subdivisions are as follows:

1. Occupational Level. Job levels I, II, and III are
defined in the “About the Curriculums’ section of this
guide. In that section, all job titles are listed at a
particular level. Level I jobs have been further
subdivided into two categories. An explanation of
these subdivisions is included under the discussion
for ievel I jobs.

2. Occupational Prerequisites. As a general rule, jobs
in each level are grouped under a pertinent “Worker
Traits Arrangement of Titles and Codes” exhibit.
The particular “Worker Traits Arrangement of
Titles and Codes,” taken from the D.O.T', is exhibited
in the section, “The Dictionary of Occupational
Titles.”” Reference is made to the Worker Require-
ments and Qualifications Profile for a particular
“Worker Traits Arrangement of Titles and Codes”
to detail the required worker characteristics. In
addition, amendments to the information found in the
various exhibits may also appear as notes under the
job definition. Thus, the occupational prerequisites
may be a combination of information from the
D.O.T. and generally used employer selection
standards. Individual employers will vary in the
importance they attach to particular worker char-
acteristics and the ways in which they may judge these
characteristics. Teachers and counselors should be
especially alert to these aspects and should evaluate
trainees using criteria for the characteristics similar
to those used by employers.

3. Job Title and D. O. T. Number. Job titles and
D. O. T. numbers are centered on the page under
each Occupational Prerequisite subsection. Alternate
titles for a job are included under the job definition.

4, Fob Definition (D. O. T.). The job descriptions
are taken from the D. O. T. definitions. The user
of the guide is cautioned to regard these job descrip-

tions ag generalized and not definitive. Employers
may specify, in much greater detail, the tasks and
duties expected to be performed in a particular
position. These details will vary according to the size
and composition of the work staff; the nature of work
done; the location of the office, plant, agency, or
branch; the availability of skills in the labor market;
and the individual employer’s philosophy.

The word “may” in the job descriptions signifies
that the duty following it may be required by some
employers or may be performed only on occasion.
In any event, the duty following the word “may”
will be subordinate to other duties in the job with
respect to the time and effort given to it by the worker.

5. Suggested Training. A synopsis of the training
suggested for developing competencies for employ-
ment or for further development on the job is shown.
Included in the suggested training is the relevant
work experience phase. The suggested training data
refer to the basic program and the specialized and
administrative training units suggested for study.
Some of the suggested training is optional and is
explained in the Curriculum Synopses section.
The guide user should refer to the program suggested
for the job in the “Curriculum Synopses” section for
typical arrangements of courses.

Nore.—For purposes of this guide, level 1 jobs are sub-
divided into categories A and B. Category A jobs, defined
immediately below along with their prerequisites, are low-level
clerical entry jobs requiring only basic literacy and a grasp
of elemental arithmetic principles. Slight variations in course
units listed under “Suggested Training’” will be noted for
specific jobs, but the prerequisites can only be stated in terms
of minimums. In some instances, employers may have well-
defined channels of advancement with concomitant require-
ments for particular preemployment knowledge areas or skill
capabilities, but these individual situations, of necessity, fall
beyond the scope of this guide. It should be noted that these
positions may afford those persons involved with implementing
M.D.T.A. programs an opportunity to place persons in these
jobs quickly with a minimal amount of training. Where
necessary, to meet employment or training standards, trainces
may take the remedial Literacy Skills unit.

Level I—Category A

Occupational prerequisites.—The workers in the jobs
defined below should have those characteristics
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described in the Worker Requirements and Qualifi-
cations Profile included in exhibit II, Sorting, Inspect-
ing, Measuring, and Related Work, .484; .845; .487;
584; .585; .587; .683; 684; .685; .687.

EXPRESS MESSENGER (r.r. trans.) —231.687

Job definition (D.0O.T.).—Receives parcels and val-
uables for express shipment on train. Sorts mail or
packages enroute in express car. Places valuables in
express car safe and guards it throughout journey.

MAILER (print. & pub.)—239.587

Job definition (D.0.T.).—Mails or dispatches news-
papers, periodicals, envelopes, cartons, or other bulk
printed matter by performing any combination of
following duties: wraps or bundles printed matter
by hand or using tying machine. Addresses bundle
or wrapped printed matter by hand or stamps, tags,
or labels it according to mailing lists and dispatching
orders, using stencils and a stamping machine. Sorts
bundles according to destination and places bundles
to be mailed in specified mail bags. Stacks bundles
for shipment and loads and unloads bundles onto
and from trucks and conveyors. Files and corrects
stencils. Counts and keeps daily record of bundles
and copies handled. May keep card record distribu-
tion file of units mailed or dispatched to subscribers
and dealers.

MAILER APPRENTICE (print. & pub.)—239.587

Job definition (D.0.T)—Performs duties as de-
scribed under APPRENTICE (any ind.).

Note.—The following job definition, taken from the
D.O.T., is for information purposes only.

APPRENTICE (any ind.)

Job definition (D.0.T.).—A worker who learns,
according to a written or oral contractual agree-
ment, a recognized skilled craft or trade requiring
two or more years of on-the-job training through job
experience supplemented by related instruction,
prior to the time that he may be considered a
qualified skilled worker. Apprentices are seldom
over 30 years of age. High school or vocational
school education is generally a prerequisite for
entry into an apprenticeship program. Provisions
of apprenticeship agreement regularly include length
of apprenticeship; a progressive scale of wages;
work processes to be taught; and amount of instruc-
tion in subjects related to the craft or trade, such
as characteristics of materials used, selected shop
mathematics, and blueprint reading. Apprentice-
ability of a particular craft or trade is best evidenced
by its acceptability for registration as a trade by a
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State apprenticeship agency or the Federal Bureau of
Apprenticeship and Training. Generally, where
employees are represented by a union, apprenticeship
programs come under the guidance of joint appren-
ticeship committees composed of representatives of
the employers or the employer association and
representatives of the employees. These committees
may determine need for apprentices in a locality
and establish minimum apprenticeship standards of
education, experience, and training. In instances
where committees do not exist, apprenticeship
agreement is made between apprentice and employer,
or an employer group. The title, apprentice, is often
loosely used as a synonym for beginner, helper, or
learner. This practice is technically incorrect and
leads to confusion in determining what is meant.
Typical classifications for apprentices are BLACK-
SMITH APPRENTICE (forging); MACHINIST
APPRENTICE (mach. shop); and PLUMBER
APPRENTICE (const.).

SHIPPER (bus. ser.)—231.687

Job definition (D.O.T.).—Sorts boxes of processed
color film for shipment. Places boxes in bins according
to delivery route and name and address of customer
on label. Verifies shipment against invoice and packs
boxes in plastic bags or cartons. Stamps postage on
containers, using postal meter. Arranges for shipment
by truck, railroad, or air.

SWITCHING CLERK (tel. & tel.)—235.585

Job definition (D.O.T.).—Reperforator operator.
Tends switching equipment through which telegraph
messages are received in central receiving station and
routed to various destinations. Threads perforated
and printed tape from receiver into transmitter.
Reads destination on each message and consults
chart to determine routing. Pushes button or inserts
cord into jackboard to activate circuit that transmits
message. Communicates with sending station, using
reperforator machine, to clarify messages.

TUBE OPERATOR (clerical)—239.687

Job definition (D.0.T.).—Pneumatic tube operator;
tube clerk; tube dispatcher; tube station attendant.
Receives and routes messages through pneumatic
tube system. Opens incoming pneumatic tube
carriers containing items, such as mail correspondence,
bills, and receipts. Inspects and sorts items, inserts
them in carriers, and routes them through tube
system.

Occupational prerequisites.—The workers in the jobs
defined below should have those characteristics
described in the Worker Requirements and Qualifi-




Routine

cations Profile included in exhibit III,
Checking and Recording, .588; .688.

DIRECTORY CLERK (tel. & tel.)—239.588
Fob definition (D.0.T.).—Qbtains telephone numbers

from directories for use in delivery of telegrams from

telegraph office by telephone. Transcribes numbers
onto messages, and forwards them to delivery

personnel.

INSPECTION CLERK (tel. & tel.)—239.688
Job definition (D.0.T.).—Removes sections with

revenue-bearing messages from reels of telegraph
message tape. Examines tape, transcribed from perfo-
rator tape, and cuts out collect message strips with
scissors. Pastes messages on forms used for customer

billing. Sorts and inspects telephone charge tickets
for such billing information as destination of tele-

graph message and accuracy of telephone number to

which charges are made. Examines message file and
removes misfiled revenue-bearing messages.

LIBRARY CLERK, TALKING BOOKS (library)—
209.588

Fob definition (D.0.T.).—Selects Talking Books for
mailing to blind library patrons. Compares borrower’s
written request with list of available titles. Selects
books, following borrower’s request, or selects sub-
stitute titles, following such criteria as age, education,
interest, and sex of borrower. Obtains books from
shelves. Types address label to prepare for mailing.
May type records, such as material or issue cards.
May receive and inspect Talking Books returned to
library (CLERK, BRAILLE AND TALKING
BOOKS).

MAIL CLERK (clerical) —231.588

Job definition (D.0.T.).—Mail room clerk; mail
sorter; postal clerk. Sorts incoming mail for distribu-
tion and dispatches outgoing mail. Opens envelopes
by hand or with letter opening machine. Stamps
date and time of receipt on incoming mail. Sorts
mai] according to destination and type, such as re-
turned letters, adjustments, bills, orders, and pay-
ments. Readdresses undeliverable mail bearing
insufficient or incorrect address. Examines outgoing
mail for appearance and seals envelopes by hand or
with envelope sealing machine. Stamps outgoing mail
by hand or with postage meter. May fold letters or
circulars and insert into envelopes (FOLDING
MACHINE OPERATOR). May distribute and
collect mail. May weigh mail to determine that
postage is sufficient. May keep record of registered
mail. May address mail, using addressing machine

(ADDRESSING MACHINE OPERATOR). May
be designated according to type of mail handled as
MAIL CLERK, BILLS.

Norte.—The following two job titles and definitions are
defined related titles as shown in the D. O. T. and bear the
same D. O. T. number as MAIL CLERK, 231.588.

DIRECT MAIL CLERK (clerical)—231.588

Fob definition (D.0.T.).—Mails letters, product
samples, and promotional literature to prospective
customers. Receives requests for samples and prepares
required shipping slips.

REGISTERED MAIL CLERK (banking)—231.588

Fob definition (D.0.T.).—Collects, records, and
transmits incoming and outgoing registered mail.
Compares mail received with post office list to verify
accuracy and signs receipt. Records in ledger infor-
mation, such as sender, addressee, and disposition of
mail. Opens, sorts, and records registered enclosures
and distributes them to departments in bank. Collects
mail to be registered and compares contents with
descriptions on checklist to verify items. Delivers
outgoing mail to post office and obtains receipt.

ROUTE CLERK (tel. & tel.)—235.588

Job definition (D.0.T.).—Sorts and routes telegrams
received by pick-up and delivery section of telegraph
office. Folds messages and places them in envelopes
for delivery. Receives requests for message pick-ups
within area served by telegraph office. Routes mes-
sages to customers within city via private telegraph
wire or telephone, and to customers in distant cities
via telegraphic typewriter or Morse telegraphy. Reads
maps to sort messages and pick-up requests into
routes. Dispatches TELEGRAPH MESSENGER I.
Receives and records remittances returned for mes-
sages picked up. Reads messages for errors.

ROUTER (clerical)—239.588

Fob definition (D.O.T.).—Dispatcher; marker, de-
livery; routing clerk. Stamps or stencils letters, or
tags packages, boxes, or lots of merchandise to indi-
cate delivery routes. Reads addresses on articles and
determines route, using standard charts.

Occupational prerequisites,—The workers in the jobs
defined below should have those -characteristics
described in the Worker Requirements and Qualifi-
cations Profile included in exhibit VII, Ushering,
Messenger Service, and Related Work, .868; .876.

MESSENGER (clerical)—230.878

Fob definition (D.0.T.).—Delivery boy; errand boy;
errand girl; floor boy. Delivers messages, documents,
packages, and other items to offices or departments
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within establishment or to other business concerns—
walking, using bicycle or motorcycle, or riding public
conveyance. May open and sort incoming mail and
sort, fold, stamp, and geal outgoing mail. May keep
log of items received and delivered. May obtain
receipts for articles delivered.

Nore.—The following four job titles and definitions are
defined related titles as shown in the D.O.T. and bear the
same D.O.T. number as Messenger (clerical), 230.878,

CASH BOY (ret. tr.)—230.878

Job definition (D.0.T.).—Performs duties at ex-
change desk of retail store. Returns goods to depart-
ment where purchased. Distributes merchandise,
issues supplies, obtains change for large biils from
CASHIER II (clerical) and performs other duties as
directed. Feminine title: CASH GIRL.

COPY BOY (print. & pub.)—230.878

Job definition (D.0.T.).—Mat boy. Carrics copy,
proofs, and illustration material to and from ad-
vertisers and other outside agencies, and from desk
to desk within office. May read competitors’ publica-
tions, clip items or stories not printed in own pub-
lication, and submit clippings to editor.

ROUTE AID (tel. & tel.)—230.878

Job definition (D.0.T.).—Delivers messages to and
from conveyor belts, terminals, tube locations, and
other transmitting points within telegraph office.

RUNNER (finan. inst.)—230.878

Job definition (D.0,T.).—Delivers stock certificates
or bonds to outside stock brokerage offices and own
firm.

TELEGRAPH MESSENGER (tel. & tel.) I—230.868

Job definition (D.0.T.).—Delivers telegrams and
packages by bicycle, automobile, or on foot., Collects
payment for messages received or delivered 2nd
computes charges for prepaid messages. Explains
special services of company upon request. May
distribute circulars. May be designated according to
method of delivery as TELEGRAPH MESSENGER,
AUTOMOBILE; TELEGRAPH MESSENGER,
BICYCLE; TELEGRAPH MESSENGER, WALK-
ING. May work at out-station and be designated as
TELEGRAPH MESSENGER, STATION.

INDUSTRIAL CALLER (any ind.)—239.868
Job definition (D.0.T.).—Pages employee, using
public address system. Records name and extension
of person to be paged. Pages person until call-back
is received. Delivers message.
Occupational prerequisites.—~The workers in the job
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defined below should have those characteristics
described in the Worker Requirements and Qualifi-
cations Profile included in exhibit VIII, Classifying,
Filing, and Related Work, .388.

RADIO MESSAGE ROUTER (tel. & tel.)—235.388

Job definition (D.0.T.).—Classifies messages at
central office exchange and routes them for trans-
mission. Counts words in message and examines
them for spelling and clarity. Places routing informa-
tion on message, such as method of transmission,
route, and operator’s code. Places message in pneu-
matic tube or basket for delivery to operator.

Occupational prerequisites.—The workers in the job
defined below should have those characteristics de-
scribed in the Worker Requirements and Qualifica-
tions Profile included in exhibit XI, Typesetting,
Reproducing, and Related Machine Work, .382; .582.

NEWS WIREPHOTO OPERATOR (print. &
pub.)—239.382

Job definition (D.0.T.).—Operates news wirephoto
machine to transmit syndicated news photographs
over telecommunication wires to newspapers and
magazines. Inserts developed photographic print in
camera chamber equipped with electric eye which
scans photographs and transmits them over trans-
continental telephone or telegraph wires. Adjusts
controls to coordinate machine processes involving
detecting, screening, and converting photographic
highlights and shadows into sound signals for wire
transmission.

Occupational prerequisites.~The workers in the jobs
defined below should have those characteristics de-
sctibed in the Worker Requitements and Qualifica-~
tions Profile included in exhibit XII, Tending, .885.

ENVELOPE SEALING MACHINE OPERATOR
(clerical) I—234.885

Job definition (D.0.T.)—Envelope sealer operator;
letter sealer operator. Tends machine that seals
envelopes preparatory to mailing. Arranges envelopes
so flaps are open and up and places them on feed
tray. Starts machine and observes operation for
malfunction. May insert material in envelopes before
sealing.

FOLDING MACHINE OPERATOR (clerical)—
234.885

Job defimtion (D.0.T.).—Folder operator. Tends
machine that folds advertising literature, forms, let-
ters, or other paper sheets, Turns indicator knobs to
adjust folding rollers, side guides, and stops according
to specified size and number of folds. Starts machine




and feeds paper sheets into folding rollers. Removes
folded sheets. May place folded sheets in envelope
preparatory to mailing.

INSERTING MACHINE OPERATOR (clerical)—
234.885

Job definition (D.0.T.).—Tends machine that
inserts printed matter, such as letters or booklets,
into folders or envelopes. Stacks quantities of materials
to be inserted in fced boxes of machine and sets feeders
with hand screws to accommodate thickness of
material. Stacks covers in feed box and sets feeder
to thickness. Starts machine and replenishes feed
boxes with inserts and covers.

SEALING AND CANCELING MACHINE
OPERATOR (clerical)—234.885

Job definition (D.0.T.).—Canceling and metering
machine operator; envelope stamping machine opera-
tor; letter stamping machine operator; postage
machine operator. Tends machine that automatically
seals envelopes and imprints postmark on envelopes
or tape to be pasted on packages. Turns indicator
dials to specified letters and numbers to he imprinted.
Starts machine and positions envelopes on feed tray
or secures roll of tape on machine spindles. Removes
postmarked envelopes or tape. May weigh articles
to determine specified postage, using scale and postal
code book. May be designated according to particular
function as CANCELING MACHINE OPERATOR ;
ENVELOPE SEALING MACHINE OPERATOR
II; STAMPING MACHINE OPERATOR.

WING MAILER MACHINE OPERATOR (print.
& pub.)—234.885

Job definition (D.0.T.)~—Tends machine that
applies address labels to advertising matter pre-
paratory to mailing. Adjusts wing (feed guides) to
accommodate size of article to be labeled and places
stack of unlabeled articles between guides. Mounts
roll of preaddressed labels on machine spindle. Fills
reservoir with water or paste. Moves handle and turns
rubber wheel to feed label over roller or brush that
applies water or paste and under blade that auto-
matically cuts labels from roll and applies label to
mailing piece. Removes labeled article from machine
and stacks on table, exposing unlaheled article for
labeling.

Occupational prerequisites—The workers in the job
defined below should have those characteristics
described in the Worker Requirements and Qualifica-
tions Profile included in exhibit XVII, Computing
and Related Recording, .368;.488.

3541257 Qmemmrtl

MEDICAL RECORD CLERK (medical ser.)—
249.388

Fob definition (D.0.T.).—Coding clerk. Classifies
medical records of hospital patients and compiles
statistics for use in reports and surveys. Keeps daily
statistical record of information, such as admissions,
discharges, deaths, births, and types of treatment
rendered, using records, such as admission and dis-
charge slips and medical charts.

Suggested training.—The suggested training shown
below is optional, but it is presented in the event that
the guidance counselor and the trainee decide mu-
tually that some orientation to basic clerical skills
and the importance of communication in business
would be helpful. Many employers will accept persons
without the suggested training and provide them with
appropriate on-the-job training. Reference should also
be made to remedial training as necessary.

Hours
(1) Basic clerical skills.eseeeveunsss Ceeee 40
(2) Communications and business......... 30

(3) Relevant work experience

Certain other training may be helpful to persons
seeking the positions defined in Level I-Category A.
Provision for this training is made in the suggested
typical programs found in the Curriculum Synopses
section of the guide. Suggested additional training
for specified trainees in Category A is shown below.

Trainges Suggested Unit Hours
Mailer Apprentice.......... Officc Mailing Practices. 15
Registered Mail Clerk
Mail Clerk
Mailer
Library Clerk, Talking Books. Fundamentals of Typing 70
(Typing I).
Envelope Sealing Machine ~ Mailing Machine 15
Operator 1. Operation.

Folding Machine Operator

Inserting Machine Operator

Scaling and Canceling
Machine Operator.

Wing Mailer Machine
Operator.

Level I—Category B

Occupational prerequisites.—The workers in the job
defined below should have those characteristics de-
scribed in the Worker Requirements and Qualifica-
tions Profile included in exhibit I, Scheduling, Dispatch-
ing, Expediting, and Related Work, .168.

TRAVEL COUNSELOR
(nonprofit organ.)—237,168

Fob definition (D.0.T.).—Touring counselor; travel-
ing clerk. Plans trips for members of automobile clubs.
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Marks suitable roads and possible detours on road
map, showing route from point of origin to destination
and retisrn. Indicates points of interest, restaurants,
hotels or other housing accommodations, and emer-
gency repair services available during trip. Reserves
hotel, motel, or resort accommodation by telephone,
telegraph, or letter. Calculates mileage of marked
route and may estimate travel expenses. Informs
patron of bus, ship, train, and plane connections.
Consults hotel directories, road maps, circulars, time-
tables, and other sources to obtain current information.

Note.—The worker should possess social skills for dealing
with the public.

Suggested training: Hours
(1) Basic clerical skills. . ................ 40
(2) Communications and business........ 30
(3) Effective interpersonal relations. ...... 40
(4) Travel services......ovvvvvrvuvneesons 45

(5) Relevant work experience

Occupational prerequisites~The workers in the jobs
defined below should have those characteristics
described in the Worker Requitements and Qualifi-
cations Profile included in exhibit III, Routine
Checking and Recording, .588; .6886.

BROADCAST CHECKER
(radio & tv broad.)—249.688

Job definition (D.0.T.).—Program clerk; radio
program checker. Monitors radio and television
programs to detect contractual violations. Times and
records names and time used by local firms in ad-
vertising. Verifies whether production is in accord-
ance with conditions of contract and reports on
volume, clarity, and quality of reproduction. Prepares
reports of findings to advertisers.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Communications and business. ........ 30
(3) Business correspondence.............. 30

(4) Relevant work experience

DISTRIBUTION CLERK (gov. ser.)—231.688

Job definition (D.0.T.).—Mail sorter. Sorts and
processes mail in post office, performing any com-
bination of tasks depending on size of post office.
Sorts incoming or outgoing mail into mail rack
pigeon holes or into mail sacks according to destina-
tion. May feed letters into electric canceling machine
or handstamp mail with rubber stamp to cancel
postage. May serve at public window or counter.
May transport mail within post office (MATERIAL

HANDLER (any ind.)). May sort mail in mobile
post office and be designated DISTRIBUTION
CLERK, RAILWAY OR HIGHWAY POST
OFFICE. May sort mail which other workers have
been unable to sort and be designated SPECIAL
DISTRIBUTION CLERK.

Note.—Workers in this position should have sufficient social
skills to deal with the public. Entrance to this position is

through the civil service system and the applicant should be
able to pass the appropriate qualifying tests.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Communications and business......... 30

(3) Relevant work experience projects

METER READER
(light, heat & power; waterworks) —239.588

Job definition (D.0.T.).—Reads electric, gas, water,
or steam consumption meters and records volume
used by residential and commercial consumers.
Walks or drives truck over established route and
takes readings of meter dials. Inspects meters and
connections. Indicates irregularities on forms for neces-
sary action by servicing department. Checks readings
to locate abnormal consumption and records reasons
for fluctuations. Returns route book to business office
for billing purposes. May take applications for new
service. May be designated according to type of
meter read as ELECTRIC METER READER;
GAS METER READER; STEAM METER
READER; WATER METER READER.

Nore.—The worker should possess sufficient social skills to
deal with the public when entering residential and commercial
cstablishments to perform duties. Should also be able to drive
amotor vehicle (truck) as this may be required by his assignment.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Communications and business. ........ 30

(3) Relevant work experience

Occupational prerequisites.—~The workers in the jobs
defined below should have those characteristics de-
scribed in the Worker Requirements and Qualifica-
tions Profile included in exhibit IV, Switchboard
Service, .862.

CENTRAL OFFICE OPERATOR
(tel. & tel.)—235.862

Job definition (D.0.T.).—Switchboard operator;
telephone operator. Operates telephone switchboard
and assists customers in establishing local or long
distance telephone connections. Observes signal light
on switchboard, plugs cerds into trunk jack, and




dials or presses button to make connections. Inserts
tickets in calculagraph (time-stamping device) to
record time of toll calls. Consults charts to deter-
mine charges for pay telephone caiis and requests
coin deposits for calls. May give information regard-
ing subscribers’ telephone numbers (INFORMA.-
TION OPERATOR). May calculate and quote
charges on long distance calls and be designated
CHARGE OPERATOR. May make long distance
connections and be designated LONG DISTANCE
OPERATOR.

GAMEWELL OPERATOR
(gov. ser.)—235.862

Job definition (D.O.T.).—Operates switchboard of
Gamewell signal system over which police officers
communicate with precinct headquarters from call
or signal boxes on their beat. Receives calls from
policemen at designated intervals and records time
of report. Calls attention of DESK OFFICER to
policemen failing to report within specified time.
Notifies DESK OFFICER when police vehicle is
out of service. Relays orders and messages te police
officer at signal box.

Nore.—~The following job title is a defined related title as

shown in the D.O.T. and bears the same D.O.T. number as
GAMEWELL OPERATOR, 235.862.

SWITCHBOARD OPERATOR, POLICE DIS-
TRICT (gov. ser.)—235.862

Job definition (D.O.T.).—Operates switchboard to
receive and transmit police communications. Talks
to police officers reporting from call boxes and records
messages on special forms. Enters time of call and
callbox number. Telephones for ambulances or fire-
fighting equipment when requested. Routes messages
for radio broadcast to DISPATCHER, RADIO.
May operate switchboard, which is combination of
Gamewell switchboard and telephone switchboard,
performing duties of GAMEWELL OPERATOR
and TELEPHONE OPERATOR (clerical).

Note.—Entry to this position is through the civil service
system and the applicant should be able to pass the appropriate
qualifying tests.

INFORMATION OPERATOR (tel, &tel.)—

235.862

Fob definition (D.O.T.).—Information and DSA
operator; information girl; information telephone
operator. Provides telephone information from central
office switchboard. Plugs in headphones when signal
light flashes. Refers to alphabetical or geographical
reels or directories to answer questions and suggest
sources of answers. May keep record of calls received.
May keep reels and directories up to date.

TELEPHONE ANSWERING SERVICE OPER-
ATOR (bus. ser.)—235.862

Job  definition (D.0.T).—Interceptor operator;
telephone interceptor operator. Operates cord or
cordless switchboard to provide answering service for
clients. Greets caller and announces name or phone
number of client. Records and delivers messages,
furnishes information, accepts orders, and relays calls.
Places telephone calls at request of client and to locate
client in emergencies. Date-stamps and files messages.

TELEPHONE OPERATOR (clerical) —235.862

Job definition (D.0.T.).—Control board operator;
p.b.x. operator; private branch exchange operator;
switchboard operator; telephone switchboard oper-
ator. Operates cord or cordless switchboard to relay
incoming, outgoing, and interoffice calls. Pushes
switch keys to make connections and relay calls on
cordless switchboard. On cord-type ¢:quipment, plugs
cord in jacks mounted on switchboard. May supply
information to callers and record messages. May
keep record of calls placed and toll charges. May
perform clerical duties, such as typing, proofreading,
and sorting mail. May operate system of bells or
buzzers to call individuals in establishment to phone.

Note.~In addition to the suggested training preparing
workers for the jobs defined above, special on-the-job training

by the telephone company is usually provided for nzwly hired
switchboard operators.

Suggested training: Hours
(1) Basic clerical skills................. 40
(2) Communications and business........ 30

(3) Relevant work experience (for govern-
ment service trainees, substitute rele-
vant work experience projects)

Occupational prerequisites—The workers in the jobs
defined below should have those characteristics
described in the Worker Requirements and Quali-
fications Profile included in exhibit VI, Information
Gathering, Dispensing, Verifying, and Related Work. .368.

APPOINTMENT CLERK (clerical)—237.368

Fob definition (D.0.T.)—Reception clerk. Schedules
appointments with employer or other employees for
clients or custormiers by mail, phone, or in person,
and records time and date of appointment in appoint-
ment book. Indicates in appointment book when
appointments have been filled or cancelled. May
telephone or write clients to remind them of appoint-
ments. May receive payments for services, and record
them in ledger., May receive callers (RECEP-
TIONIST 1). May operate switchboard (TELE-
PHONE OPERATOR).
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Nore.—Workers in this position should possess social skills
required to deal with the public and organization staff. Where
telephone switchboard operation is required, on-the-job training
is usually preferred.

Suggested training: Hours
(1) Basic clerical skills........vuvnnenn... 40
(2) Fundamentals of typing (typing I)..... 70
(3) Communications and business. ..... ... 30
(4) Effective interpersonal relations. . ..... 40
(5) Receptionist and telephone training.... 20

(6) Relevant work experience

COUNTER CLERK (tel. &tel.)—239.368

Job definition (D.0.T)—Sells money orders and
telegrams and cashes money order warrants at
telegraph office public reception counter. Quotes
rates for telegrams and collects amount due for
message. Types message from customer’s copy and
places it in pneumatic tube for routing. Pays customer
amount due on money order warrant. Keeps records
of receipts and disbursements and balances cash on
hand at end of day. May be assigned to process money
orders only and be designated MONEY ORDER
CLERK.

Norz.—~Workers in this position should possess good social
skills required to deal with the public and the ability to exercise
accuracy when making change and performing simple arith-
metic functions.

Suggested training: Hours
(1) Basic clerical skills..,.............. .. 40
(2) Fundamentals of typing (typing I)..... 70
(8) Communications and business. . . ..... 30
(4) Effective interpersonal reiations. ...... 40

(5) Receptionist and telephone training.... 20
(6) Fundamentals of cash and credit trans-

ACHONS. v v vevnvsrnnenenennsns voes 15
(7) Relevant work experience

INFORMATION CLERK (clerical)—237.368

Job definition (D.0.T.).—Answers inquiries of per-
sons coming into establishment. Provides information
regarding activities carried on, in or outside of
establishment, and the location of departments,
offices, and employees within organization. In retail
establishment informs customer of location of store
merchandise. In hotel, supplies information concern-
ing services, such as laundry and valet services.
Receives and answers requests for information from
company officials and employees, May call employees
or officials to information desk to answer inquiries.
May keep record of questions asked.

Norz.—~Workers in this position should have good social
skills required to deal with public.
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Suggested training: Hours
(1) Basic clerical skills...ovuvvvnenn. ..., 40
(2) Communications and business. ........ 30

(3) Receptionist and telephone training.... 20
(4) Relevant work experience

Nore.—Th¢ following job definition is a defined related title
as shown in the D.O.T. and bears the same D.O.T. number as
Information Clerk (clerical), 237.368. See “Curriculum Synop-
ses” gection for suggested training.

PAY STATION ATTENDANT (clerical)—237.368

Job definition (D.0.T.).—Obtains telephone numbers
at pay stations for persons with bad eyesight, persons
unfamiliar with local telephone exchanges, or others
unable to secure satisfactory telephone service.
Usually stationed in hotels, military bases, or similar
places frequented by strangers.

NEW ACCOUNT CLERK (clerical)—249.368

Job definition (D.0.T.).—Account application clerk;
budget account clerk; credit application clerk; credit
clerk; credit interviewer; new business clerk. Obtains
information from customers applying for charge
accounts. Interviews customer in person or by phone
and explains charge plans available. Assists customer
in filling out application or completes application
for him. Reviews applications received by mail.
Files credit applications after credit department ap-
proves or disapproves credit. May check references
by phone or form letter and notify customer of
acceptance or rejection of credit (CREDIT CLERK
I). May verify entries and correct errors on charge
accounts (ADJUSTMENT CLERK), using adding
machine,

Note.—~Workers in this position should possess good social
skills and the ability to deal tactfully with the public.

Suggested training: Hours
(1) Basic clerical skills.............. voes 40

(2) Office machines—computing and dup-
licating........oo0uunn.. veserrernas 30
(3) Communications and business......... 30
(4) Effective interpersonal relations. ...... 40
(5) Interviewing practice....... ceeeneeas 30

(6) Relevant work experience

RECEPTIONIST (clerical)—237.368

Job  definition (D.0.T.).—Reception clerk. Re-
ceives clients or customers coming into establishment,
ascertaing their wants, and directs them accordingly.
Obtains caller’s name and arranges for him to see
person called upon. Directs caller to his destination
and records name, time of call, nature of business,
and person called upon. May make future appoint-
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ments and answer inquiries (INFORMATION
CLERK). May perform variety of clerical duties
(CLERK, GENERAL OFFICE) and other duties
pertinent to the type of establishment. May collect
and distribute mail and messages. May receive pa-
tients in office of PHYSICIAN (medical ser.); DEN-
TIST (medical ser.); or other health service and be
designated as RECEPTIONIST, DOCTOR’S OF-
FICE (medical ser.) or OUT-PATIENT RECEP-
TIONIST (medical ser.).

Note.~—In addition to the functions contained in the job
description, typing skills may be required. Worker should also
have the social skills necessary for dealing with the public.

Suggested training: Hours
(1) Basic clerical skills..ouvrervernneeenns 40
(2) Fundamentals of vyping (typing I)..... 70
(3) Communications and business......... 30
(4) Effective interperscnal relations....... 40
(5) Receptionist and telephone training.... 20

(6) Relevant work experience

REGISTRAR (gov. ser.)—237.368

Job definition (D.0.T.).~Entrance guard. Registers
visitors to public facilities, such as national or state
parks, military bases, and monuments. Stops ve-
hicles and foot traffic at gate and enters names,
nationality, and home address of persons on record
sheet. Cautions visitors about fires, wild animals,
travel hazards, and domestic pets and informs them
of laws and regulations pertaining to area. May issue
information leaflets. May collect fees and issue entry
and fire permits. May give talks describing historical,
natural, or scenic points of area.

Nore.~—Workers in this position should have sufficient social

skills to deal with the public. Where the position is part of the
civil service system, qualifying tests will be required.

Suggested training: Hours
(1) Basic clerical skills. .ovvvvevenennnnnnn 40
(2) Communications and business......... 30
(3) Effective interpersonal relations. . ..... 40

(4) Relevant work experience projects

REGISTRATION CLERK (gov. ser.) II—237.368

Fob definition (D.O.T.)—~Interviews persons to
obtain information for legal or other records. Records
answers to personal history queries, such as date of
birth, length of residence in United States, and
changes of addresses to enroll persons for voting,
citizenship applications, or other purposes. May re-
cord number of applicants registered. May finger-
print registrants (FINGERPRINT CLERK). May
take affidavits concerning registrant’s statement.

Nore.—Workers in this position should have sufficient social
skills to deal with the public. Where position is part of the
civil service system, qualifying tests will be required.

Suggested training: Hours
(1) Basic clerical skills..........ccocvvnnn. 40
(2) Communications and business......... 30
(3) Effective interpersonal relations. ...... 40

(4) Relevant work experience projects

Nore.~The following title is incorporated as part of the
definition for Telegraph Messenger I, D.O.T. 230.868, but
is separated by dashes in the body of the text.

TELEGRAPH MESSENGER
(tel. & tel.) IT—250.368

Fob definition (D.0.T.)—Telephone messenger.
Delivers and receives telegraph and radio messages,
using telephone. Calls addressee, using telephone
directories and card indexes to locate telephone
number. Reads message, and spells misunderstood
words, using phonetic alphabet. Solicits reply to
promote sale of services. Records message to be sent,
using pen, pencil, or typewriter. Suggests rewording,
if necessary, for clarity and conciseness. Quotes rates,
explains classification and reads sample messages to
aid customer in preparing message. Counts message
units and reads rates in rate book to bill customer.
May operate telephone switchboard equipment.

Suggested training: Hours
(1) Basic clerical skills....... Ceeeeerieaes 40
(2) Communications and business......... 30
(3) Fundamentals of typing (typing I)..... 70

(4) Relevant work experience

Occupational prerequisites—The workers in the job
defined below should have those characteristics
described in the Worker Requirements and Qualifi-
cations Profile included in exhibit VII, Ushering,
Messenger Service, and Related Work, .868; .878.

OFFICE BOY (clerical)—230.878

Fob definition (D.0.T.).—Performs any combination
of the following duties in business office of commercial
or industrial establishments. Furnishes workers with
clerical supplies. Opens, sorts, and distributes in-

coming mail and collects, seals, and stamps outgoing
mail. Delivers oral or written messages. Collects
and distributes paperwork, such as records or time
cards, from one department to another. Marks,
tabulates, and files articles and records. May use
office equipment, such as envelope sealing machine,
letter opener, record shaver, stamping machine,
and transcribing machine. May be known according
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to specific task performed as MAIL BOY. Feminine
title: OFFICE GIRL.
Note.—Workers in this position should show evidence of

potential for advancement since this particular category is
often used as an entry position to higher level clerical jobs.

Suggested training:
(1) Basic clerical skills
(2) Office mailing practices
(3) Communications and business
(4) Relevant work experience

Occupational prerequisites—The workers in the jobs
defined below should have those characteristics
described in the Worker Requirements and Qualifica-
tions Profile included in exhibit VIII, Classifying,
Filing, and Related Work, .388.

BANK MESSENGER (banking)—249.388

Job definition (D.0.T.).—Collector. Prepares lists
of checks, drafts, notes, and other items drawn
on other local banks and delivers them to local clear-
ing house or to drawee bank and business houses for
payment or acceptance. Gathers items, such as
checks, securities, and legal documents, from sections
and departments. Sorts items and lists on collection
form. Delivers items and obtains receipts. Posts
data concerning collection items on settlement sheet.
Delivers and picks up mail inside bank.

Suggested training: Hours
(1) Basic clerical skills........ Cheieees .. 40
(2) Communications and business......... 30
(3) Rzlevant work experience

COMPILER (clerical)—249.388

Job  definition  (D.0.T.).—Compiles directories,
survey findings, opinion polls, and census reports
from data obtained from surveys or a census. Com-
piles names, addresses, vital statistics, and other
facts or opinions from business subscribers or persons
in communities or cities, Verifies information for
completeness and accuracy. Records and arranges
information in specified order or groupings, such as
by name, location, sex, occupation, or affiliation.
May use typewriter or other recording device to
duplicate information. May prepare graphs or
charts to show survey results, May be designated
according to type of information compiled as
DIRECTORY COMPILER; SURVEY COM-
PILER.

Nore.—Workers in this position should posscss a high
degree of clerical accuracy and aptitude.

Suggested training: Hours

(1) Communication and basic language
skills (elective, not shown in synopses)..

(2) Basic clerical skills

(3) Fundamentals of typing (typing I)

{(4) Indexing and filing practices

(5) Communications and business

(6) Relevant work experience

MAILING LIST COMPILER (clerical)—249.388

Nore.~—This job title and definition is a defined related
title as shown in the D.O.T. and bears the same D.O.T.
number as Compiler, 249.388. See “Curricula Synopses”
section for the suggested training program.

Fob definition (D.0.T.).—Compiles lists of names
and addresses of people to whom certain types of
advertising literature may be sent. Examines current
newspapers, magazines, directories, trade journals,
professional and organizational publications, reports
of conventions or meetings, and other public notices
and publications for names and addresses. Types
cards, listing information, such as age, education,
occupation, income, ownership of autos, real estate
and securities, interests in sports, social activity, and
marital status, Keeps file of cards.

MAIL CARRIER (gov. ser.)—233.388

Fob definition (D.0.T.).~—Letter carrier; mailman;
postman. Sorts mail for delivery and delivers mail
on established route. Inserts mail into slots of mail
rack to sort for delivery. Delivers mail to residences
and business establishments along route. Completes
delivery forms, collects charges, and obtains signature
on receipts for delivery of specified types of mail.
Enters changes of address in route book and read-
dresses mail to be forwarded. May deliver specialized
types of mail and be designated as PARCEL POST
CARRIER ; SPECIAL DELIVERY MESSENGER.

Note.—Appointment to this position is through the civil
gervice system and applicants should be able to pass the
appropriate qualifying tests. May requirc motor vehicle
operator’s license.

Hours

Suggested training:
(1) Basic clerical skills........cooviieiiss 40
(2) Communicatiors and business......... 30

(3) Post office practices...o.coveveneeeins 30

(4) Relevant work experience projects

RURAL MAIL CARRIER
(gov. ser.)—233.388

Nore.~This job title and definition is a defined related
title as shown in the D.O.T. and bears the same D.O.T.
number as Mail Carrier, 233.388. Sce “Curriculum Synopsc
section for suggested training.




Fob definition (D.0.T.).—Deli ers mail along route
outside the corporate limits of a town or city. Sorts
mail for delivery according to location on route.
Drives automobile over route and makes deliveries.
Picks up outgoing mail, sells stamps, and issues
money orders.

CORRESPONDENCE REVIEW CLERK
(clerical)—204.388

Fob definition (D.0.T.)—Reads incoming corre-
spondence and routes to individual or department
concerned. Requisitions records needed to process
correspondence. Types acknowledgement letter to
person sending correspondence. '

Note.—Workers in this position should have the ability to
pay close attention to detail.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Fundamentals of typing (typing I)..... 70
(3) Communications and business......... 30

(4) Communication and basic language

skills (elective, not shown in synopses). .
(5) Business correspondence.............. 30
(6) Relevant work experience

MAINTENANCE SERVICE DISPATCHER
(clerical)—239.388

Fob definition (D.0.T.).—Dispatcher; maintenance
clerk. Receives telephone and written orders from
plant departments for maintenance service, such as
repair work, machine adjustments, and renewals or
installation of other plant property, and relays
requests to appropriate mainterance division. Keeps
records of requests and services rendered. Requisitions
supplies for maintenance and clerical workers.

NoteE.—Workers should have sufficient organizational

knowledge to transmit requests and information correctly.
A motor vehicle operator’s license may be required.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Communications and business......... 30

(3) Relevant work cxperience

PARCEL POST CLERK (clerical)—231.388

Job definition (D.O.T.)—Parcel post packer;
parcel post weigher. Wraps, inspects, and affixes
postage to parcel post packages and records c.o.d.
and insurance information. Wraps packages or in-
spects wrapping for conformance to company stand-
ards and postal regulations. Weighs packages and
determines postage, using scale and parcel post zone
book, and affixes postage stamps to packages. Records
information, such as value, charges, and destination

of insured and c.o.d. packages. Copies and attaches
c.o.d. card to packages to indicate amount to be
collected. Addresses packages or compares addresses
with records to verify accuracy. May compute cost of
merchandise, shipping fees, and other charges and
bill customer. May process incoming and outgoing
mail (MAIL CLERK). May fill orders from stock
and be designated as PARCEL POST ORDER
CLERK.

Note.—Workers in this position should be able to perform
simple computations relevant to the job functions.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Office mailing practices.............. 15
(3) Communications and business......... 30
(4) Fundamentals of typing (typing I)..... 70

(5) Relevant work experience

Note.—The following job title and definition is a defined
related title as shown in the D.O.T. and bears the same D.O.T.
number as Parcel Post Clerk, 231.388. See “Curriculum Syn-
opses” section for suggested training.

MAIL ORDER SORTER (ret. tr.)—231.388

Job definition (D.0.T.).—~Sorts parcels for shipment,
according to destination or other classification, and
places parcels in mail bags or bins.

Occupational prerequisites—The workers in the jobs
defined below should have those characteristics de-
scribed in the Worker Requirements and Qualifica-
tions Profile included in exhibit IX, Typing and Related
Recording, .588.

MORSE OPERATOR (tel. & tel.)—236.588

Fob definition (D.0.7T.)—Station telegrapher; teleg-
rapher; telegrapher cashier. Sends and receives mes-
sages in Morse code using manual or semiautomatic
key. Verifies and corrects errors in messages. May
adjust office instruments. May specialize in reporting
stock market quotations and results of sporting events
and be designated MORSE OPERATOR, CEN-
TRAL NEWS DESK.

TELEGRAPHER (r.r. trans.)—236.588

Fob definition (D.O.T.)—Telephoner; teletype teleg-
rapher. Operates telegrapher teletype machine or
talks over telephone to transmit and receive train
orders and messages. Records time and date messages
were received or transmitted. Operates teletype ma-
chine to transmit messages and train orders. Reads
messages received and marks them for distribu.don.
Talks over telephone to TRAIN DISPATCHER to
inform him of departure of utbound trains from yard
or terminal, Replaces rollsof teletype paper in machine
as required.
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TELEGRAPHER AGENT (r.r. trans.)—236.588

Job definition (D.0.T.).—Station telegrapher.
Transmits and receives messages, train orders, and
car reports in Morse code, using manual or semi-
automatic key. In small railroad station performs
duties, such as selling tickets, and forwarding and
receiving baggage and freight (BAGGAGE AND
MAIL AGENT'; STATION AGENT I). May move
controls to change block signals and semaphores.

Note.—The following suggested training is the same for
Morse Operator, Telegrapher, and Telegrapher Agent. It does

not show specialized on-the-job training required as explained
in the “How to Use the Guide” secticn.

Suggested training: Hours
(1) Basic clerical skills. .. .....covvnuenn. 40
(2) Fundamentals of typing (typing I)..... 70
(3) Communications and business......... 30

(4) Relevant work experience

TRUST MAIL CLERK (banking)—231.588

Job definition (D.0.T.).—Receives, prepares, records,
and transmits trust department mail. Records arrival
of incoming mail and signs receipt. Opens, sorts,
and stamps date received on mail. Types routing and
identification slips for stock transfer slips received.
Types transmittal forms for stock certificates to be
mailed. Records name of transferee and number of
certificates transmitted to mezintain control of out-
going mail. Accepts stock transfer orders from custom-
ers over counter and issues receipts. Files transmittal
records and receipts for stock transfer orders.

Note.—Workers in this position require a high degree of

clerical accuracy and the ability to exercise cars in performing
job duties.

Suggested training: Hours
(1) Basic clerical skills. . ... Ceeeeseceenes 40
(2) Fundamentals of typing (typing I)..... 70
(3) Office mailing practices.............. 15
(4) Communications and business. ....... 30

(5) Stock transfer and trust mail handling. 20
(6) Relevant work experience

Occupational prerequisites~The workers in the jobs
defined below should have those characteristics de-
scribed in the Worker Requirements and Qualifica-
tions Profile included in exhibit XI, Typesetting,
Reproducing, and Related Machine Work, .382; .582.

ADDRESSING MACHINE OPERATOR
(clerical)—234.582

Job definition (D.0.T.).—Operates machine to
print addresses, code numbers, and similar informa-
tion on items, such as envelopes, accounting forms,
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and advertising literature. Positions plates, stencils,
or tapes in machine magazine and places articles to
be addressed into loading rack. Starts machine that
automatically feeds plates, stencils, and tapes through
mechanism. Adjusts flow of ink and guides to fit
size of paper and sets stops and selectors so that only
certain plates will be printed, using wrench and
pliers. Maintains plate file and operates embossing
machine or typewriter to make corrections, additions,
and changes on plates. May type statistical lists of
plate files and correspondence concerning addressing
jobs. May be designated according to trade name of
machine operated such as ADDRESSOGRAPH
OPERATOR.

Notz.—The worker in this entry position should be able to
follow instructions accurately when making corrections, addi~
tions, and changes on plates or stencils. Some mechanical
aptitude is required to make simple adjustments using hand
tools.

Suggested training: Hours
(1) Basic clerical skills. ........ccovunn.. 40
(2) Fundamentals of typing (typing I)..... 70

(3) Production typing I (typing II)
(EleCtiVe) . ceeveeeenneennnnennenns 70
(4) Communications and business. . ....... 30
(5) Mailing machine operation........... 15

(6) Relevant work experience

TELEFAX CLERK (tel. & tel.)—236.382

Job definition (D.0.T.).—-Operates facsimile
machine to send and receive telegrams and records
number of messages handled and time of transmittal.
Fastens message sheet to cylinder and places it on
spindle of sending unit. Starts transmitter and plugs
cord into designated jack to relay message. Retypes
blurred or torn messages. Removes messages received
and places them on conveyor belt for routing.

Note.—On-the-job training in machine operation is nor-
mally required for this position.

Suggested training: Hours
(1) Communications and basic language

skills (elective not sl:own in synopses). . . 60

(2) Fundamen*als of typing (typing I)..... 70
(3) Communications and business......... 30
(4) Basic clerical skills.........covveunnn. 40

(5) Relevant work experience

Level II Fob.

This section covers level II jobs included in this
curricula guide, with job definitions as defined in
the b.O.T. The order of presentation used in this
subsection is:

1. Job Title. Refer to explanation for level I jobs.
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9. Job Definition. Refer to explanation for level I
jobs.

3. Occupational Prerequisites. This paragraph refer-
ences the appropriate Worker Traits Arrangement of
Titles and Codes. The appropriate Worker Traits
Arrangement of Titles and Codes exhibits are con-
tained in the section, “The Dictionacy of Occupa-
tional Titles.” Additional worker quilifications have
beea added to the prerequisites as appropriate.

4. Suggested Training. Refer to explanation for level
I jobs.

SERVICE OBSERVER (tel. & tel.)—239.588

Fob definition (D.0.T.).—Monitor; observer.
Monitors telephone conversations or telegraph mes-
sages between operators, business office employees,
and subscribers to observe employees’ demeanor,
technical accuracy, and conformity to company
policies. Plugs in headphones at switchboard and
makes records of errors. Forwards errors to super-
visors for remedial action.

Occupational prerequisites—1Ihe workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit 111, Routine Checking and Recording,
.588; .688. Workers are usually promoted to this
position from within the organization depending on
their knowledge of company policies and procedures.

Suggested training: Hours
(1) Basic clerical skills........oovvvvnnens 40
(2) Communications and business......... 30
(3) Effective interpersonal relations. ...... 40

(4) Relevant work experience

CREDIT CLERK (clerical) I—249.368

Job definition (D.0.T.).—Application clerk; new
business clerk. Processes applications of individuals
applying for loans and credit. Interviews applicant
and fills out application. Verifies credit references and
information. Determines credit limit based on ap-
plicant’s assets, credit experience, and personal ref-
erences. Notifies customer by mail or telephone of
acceptance or rejection of application. May keep
record or file of credit transactions and payments and
send letters to customers having delinquent accounts.
May solicit business by sending form letters and
brochures to prospective customers. May adjust
incorrect credit charges and grant extensions of credit
on overdue accounts. May accept paymeut of ac-
counts. May keep record of applications for lozns
and credit. May compute intwrest and paymenis,
using adding and calculating machines. May take
loan applications and be designated as LOAN

APPLICATION CLERK (banking); LOAN AP-
PROVAL AGENT (gov. ser.).

Occupational prerequisites.—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit VI, Information Gathering, Dispens-
ing, Verifying, and Related Work, .368. In addition,
workers in this position should possess social skills com-
bined with the ability to deal tactfully with people.

Suggested training: Hours
(1) Basic clerical skills...........coouvves 40
(2) Fundamentals of typing (typing I)..... 70
(3) Indexing and filing practices.......... 30
(4) Office machines—computing and dupli-
CAtING . o oo v vvvvanocconnnnanssoes 30
(5) Communications and business......... 30
(6) Business correspondence.............. 30
(7) Effective interpersonal relations. ...... 40
(8) Interviewing practice................ 30

(9) Relevant work experience

HOSPITAL ADMITTING CLERK
(medical ser.)—237.368

Note.—This job definition is a defined related title as shown
in the D.O.T. and bears the same D.O.T. number as Recep-
tionist, 237.368.

Job definition (D.0.T.).—Admitting officer; clinic
clerk; hospital receiving clerk; medical clerk. Inter-
views incoming patient or representative, records
information required for admission, and assigns
patient to room. Interviews patient or representative
to obtain and record name, address, age, religion,
persons to notify in case of emergency, attending
physician, and individual or insurance company
responsible for payment of bill. Explains hospital
regulations, such as visiting hours, payment of ac-
counts, and schedule of charges. Assigns patient to
room or ward and escorts patient or arranges for
escort to assigned room. Types admitting records
and routes to designated department. Obtains signed
statement from patient to protect hospital’s interests.
May compile data for occupancy and census records.
May store patient’s valuables. May receive payments
on account. May be assigned to clinic reception desk
to record appointments and be designated AP-
POINTMENT CLERK.

OQccupational prerequisites—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit VI, Information Gathering, Dispen-
sing, Verifying, and Related Work, -368. In addition,
workers in this position should possess a strong degree
of interest in dealing with people empathically and
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tactfully. Familiarity with medical and diagnostic
terminology may be required prior to assignment.
In some cases, it may be obtained through on-the-job
experience.

Suggested training: Hours
(1) Basic clerical skills............... .. 40
(2) Fundamentals of typing (typing I)..... 70
(3) Production typing I (typing II)....... 70
(4) Communications and business......... 30
(5) Effective interpersonal relations. ...... 40
(6) Interviewing practice................ 30
(7) Receptionist and telephone training.... 20
(8) Hospital admission practices.......... 30

(9) Relevant work experience

LIBRARY ASSISTANT (library)—249.368

Fob definition (D.0.T.).—Book loan clerk; circulation
clerk; desk attendant; library attendant; library
clerk; library helper. Compiles records, sorts and
shelves books, and issues and receives library ma-
terials, such as books, films, and phonograph records.
Records identifying data and due date on cards by
hand or using photographic equipment to issue books
to patrons. Inspects returned books for damage,
verifies due date, and computes and receives overdue
fines. Reviews records to compile list of overdue books
and issues overdue notices to borrowers. Sorts books,
publications, and other items according to classi-
fication code and returns them to shelves, files, or
other designated storage area. Locates books and pub-
lications for patrons. Issues borrower’s identification
card according to established procedures. Files cards
in catalog drawers according to system. Repairs books,
using mending tape and paste and brush. Answers
inquiries of nonprofessional nature on telephone and
in person and refers persons requiring professional
assistance to LIBRARIAN. May type material cards
or issue cards and duty schedules. May be designated
according to type of library as BOOKMOBILE
CLERK; BRANCH LIBRARY CLERK; or ac-
cording to assigned department as LIBRARY
CLERK, ART DEPARTMENT; or may be known
according to tasks performed as LIBRARY CLERK,
BOOK RETURN.

Cccupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit VI, Information Gathering, Dis-
pensing, Verifying, and Related Work, .368. Workers in
this position should want to help others, and should
have better than average vocabulary and com-
munications skills.
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Suggested training: Hours
(1) Basic clerical skills. .. ............... 40
(2) Fundamentals of typing (typing I)..... 70
(3) Indexing and filing practices.......... 30
(4) Communications and business. ........ 30
(6) Effective interpersonal relations. . ..... 40

(6) Relevant work experience

MAIL DISTRIBUTION SCHEME EXAMINER
(gov. ser.)—239.368

Job definition (D.0.T.).—Conducts tests that indi-
cate knowledge of postal clerks concerning city,
State, and regional addresses and tests skill in placing
mail into designated boxes. Cuts stencils, using type-
writer. Conducts tests, scores tests, and forwards
scores to personnel department.

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit VI, Information Gathering, Dispensing,
Verifying, and Related Work, .368. In addition, workers
in this position should have supervised instruction or
formal training in simple achievement and skili tests
administration. Appointment or promotion to this
position is through the civil service system and the
applicant should be able to pass the appropriate
qualifying tests.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Fundamentals of typing (typing I)..... 70
(3) Post office pragtices.................. 30
(4) Communications and business......... 30
(5) Effective interpersonal relations. . ..... 40

(6) Relevant work experience projects

OUTPATIENT ADMITTING CLERK
(medical ser.)—237.368

Job definition (D.0.T.).—Interviews new outpatients
at hospital and records data on medical charts. Ob-
tains specified information from patient, such as age,
insurance coverage, and symptoms and types informa-
tion on prescribed forms. Places these records and
blank history sheets in order and files them in folder.
Schedules appointments for examinations in hospital
clinics according to nature of illness. Gives general
information about outpatient care and answers tele-
phone. May tally number of outpatients entering
each day or week. May give first aid.

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit VI, Information Gathering, Dispensing,
Verifying, and Related Work, .368. In addition, workers




in this position should possess a strong degree of
interest in dealing with people empathically and tact-
fully. Familiarity with medical and diagnostic ter-
minology may be required prior to assignment. In
some cases, it may be obtained through on-the-job
experience. Employers may require formal education
in first aid.

Suggested training: Hours
(1) Basic clerical skills................... 40
(2) Fundamentals of typing (typing D..... 70
(3) Production typing I (typing In........ 70
(4) Communications and business......... 30
(5) Effective interpersonal relations. ...... 40
(6) Interviewing practice................ 30
(7) Recepticnist and telephone training.... 20
(8) Hospital admission practices.......... 30

(9) Relevant work experience

PLACER (insurance)—239.368

Fob definition (D.0.T.).—Advises clients of broker
(independent agent) in selecting casualty, life, or
property insurance. Discusses advantages and dis-
advantages of various policies and companies to
help client make choice. Selects company that
offers type of coverage requested by client to under-
write policy. Contacts underwriter and submits
forms to obtain binder coverage. Contacts company
to determine if policy was issued or rejected.

Occupational prerequisites.—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit VI, Information Gathering, Dispensing,
Verifying, and Related Work, .368.

Suggested training: Hours
(1) Basic clerical skills.........c.ovvvunnn. 40
(2) Communications and business......... 30
(3) Effective interpersonal relations. ...... 40
(4) Interviewing practice................ 30
(5) Casualty insurance practices.......... 60

(6) Relevant work experience

POST OFFICE CLERK (clerical)—232.368

Fob definition (D.0.T.).—Customer service post office
clerk. Receives letters and parcels and sells postage
stamps, postal cards, and stamped envelopes in con-
tract post office station. Weighs parcels on scale and
computes mailing cost baserl on weight and destina-
tion. Verifies weight of ietters. Computes cost cf
registering and insuring letters and parcels. Sells postal
money orders, Answers questions pertaining to mail
regulations or procedures. Cancels postage on parcels,
using rubber stamp.

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit VI, Information Gathering, Dispensing,
Verifying, and Related Work, .368. Workers in this posi-
tion should possess the social skills necessary to deal
with the public on a limited basis.

Suggested training: Hours
(1) Basic clerical skills. ............00uun 40
(2) Communications and business......... 30
(3) Effective interpersonal relations.. ..... 40
(4) Post office practices........ovvveessss 30

(5) Relevant work experience

POST OFFICE CLERK (gov. ser.)—252.368

Note.—The above title is incorporated as part of the defini-
tion for Post Office Clerk (clerical), but is separated by dashes
in the body of the text.

Fob definition (D.O.T.).—Mail clerk; postal clerk.
Performs any combination of the following tasks in a
post office: sells postage and postage stamps, postal
cards, and stamped envelopes. Sells postal savings
certificates and U.S. saving stamps. Fills cut and sells
money orders. Registers and insures mail and com-
putes mailing costs of letters and parcels. Places mail
into pigeon holes of mail rack, or into bags, according
to State, address, name of person, organization, or
other scheme. Examines mail for correct postage and
cancels mail, using rubber stamp or canceling
machine. Records daily transactions on printed forms.
Receives complaints concerning mail delivery, mail
theft, and lost mail; completes appropriate forms and
routes them for investigation. Posts circulars on
bulletin board for public information, distributes
announcements, and assists public in complying with
other federal agency requirements, such as the com-
pletion of civil service application forms and registra-
tion of aliens. May drive motorcycle or light truck
to deliver special delivery letters.

Occupational  prerequisites—The workers in  this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit VI, Information Gathering,
Dispensing, Verifying, and Related Work, .368. Workers
in this position should possess the social skills neces-
sary to fzal with the public on a limited basis. May
require a motor vehicle operator’s license. Appoint-
ment or promotior. to this position is through the
civil service system, and the applicant should be
able to pass the appropriate qualifying tests.
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Suggested training: Hours

(1) Basic clerical skills................... 40

(2) Communications and business. ........ 30

(3) Effective interpersonal relations. ...... 40

y (4) Post office practices........ovvvenn... 30

(5) Relevant work experience projects

TRAFFIC MANAGER (motor trans.) II—239.368

Job definition (D.O.T.).—Quotes freight rates,
shipping schedules, and gives information on truck
arrivals to trucking-transportation firm’s customers.
May investigate and settle claims against firm for

damaged, short, or overcharged freight shipments
[ADJUSTMENT CLERK (clerical)].

Occupational prerequisites.—~The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile
included in exhibit VI, Information Gathering, Dispens-
ing, Verifying, and Related Work, .368. Promotion to
this position is traditionally from within the

organization.

Suggested training: Hours
(1) Basic clerical skills.ovvvvvvvennnnn... 40
(2) Communications and business......... 30
(3) Business correspondence.............. 30
(4) Effective interpersonal relations. ...... 40

(5) Shipping regulations and , ‘ocedures... 90
(6) Relevant work experience

WEATHER CLERK (air trans.)—239.368

Fob definition (D.0.T.).—Assembles and distributes
weather charts and bulletins to provide data for
DISPATCHER in making flight plans. Reads mes-
sages and charts received by telegraph typewriter and
telautograph, assembles individual messages, and
fastens them together with tape. Prints copies of
weather reports, charts, and maps, using duplicating
machine (DUPLICATING MACHINE OPERA-
TOR II (clerical)), and posts them on flight crew
bulletin board or distributes them to AIRPLANE
PILOTS, COMMERCIAL.

Occupational prerequisites.—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile
included in exhibit VI, Information Gathering, Dispensing,
Verifying, and Related Work, .368. The ability to read
maps and interpret weather reports may be required
by employers. Such training and knowledge may be
gained through experience in related occupations.
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Suggested training: Hours
(1) Basic clerical skills.....oovvveeeennn.. 40

(2) Office machines—computing and du-
plicating.................covvvn... 30
(83) Communications and business. ........ 30

(4) Relevant work experience

PRIVATE BRANCH EXCHANGE SERVICE
ADVISOR (tel. & tel.)—235.228

Job definition (D.0.T.).—Conducts training classes
in operation of switchboard and teletype equipment.
Explains mechanical construction and operation of
switchboards and demonstrates procedures for receiv-
ing and completing incoming and interoffice calls.
Observes operators handling calls and recommends
methods to improve service. Analyzes traffic loads
and conducts studies to determine equipment needs.
Keeps records of equipment in subscribers’
establishments,

Occupational  prerequisites.—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit XIII, Industrial Training,
.128; .228. Workers may be required to have formal
education in training methods and procedures.
Previous experience in the positions for which train-
ing is provided is advisable. Ability to analyze and
formulate conclusions and recommendations based
on analyses is important.

Suggested training: Hours
(1) Baric clerical skillse.ovevvuneren.n... 40
(2) Communications and business......... 30
(8) Effective interpersonal relations...... 40

(4) Basic training methods and practices. 70
(5) Effective internal communications.... 30
(6) Relevant work experience

CONTRACT CLERK TRAINING SUPERVISOR
(tel. & tel.)—239.228

Job definition (D.0.T.).—Conducts classroom and
on-the-job training for CON". ..ACT CLERKS (light,
heat & power; tel. & tel.). Instructs employees on
company policies, systems, and routines for handling
customer service requests, following prescribed train-
ing program. Explains service forms and company
procedures, using training aids such as tape recorder,
motion picture films, and slides. Listens to or takes
recordings of trainees handling customer service calls
to detect errors. Discusses errors and problems to
improve techniques in handling calls.
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Occupational prerequisites.—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit XIV, Business Training,
.228. Tae employer may prefer post secondary train-
ing in educational methods combined with basic
teaching experience. However, previous experience
and demonstrated aptitude for instructional assign-
ments may suffice provided the workers are familiar
with basic training techniques.

Suggested training: Hours
(1) Communication and basic language

skills (elective, not shown in synopses).. 60

(2) Basic clerical skills.ovvvvvrvenineenn.. 40
(3) Communications and business......... 30
(4) Effective interpersonal relations....... 40
(5) Basic training methods and practices.. 70
(6) Effective internal communications.. ... 30

(7) Relevant work experience projects

Note.—Although the word “‘supervisor” appears in the title
of this job, there is no indication that the job requires super-
visory practice as specified in the job definition, “Supervisor
(any ind.) (clerical).”

POLICYHOLDERS' INFORMATION CLERK
(insurance)—204.268

Job definition (D.O.T.).——Gorrespondqht; customer
service clerk. Analyzes and answers requcsts by mail,
telephone, or in person from policyholders, bene-
ficiaries, or others for information concerning in-
surance policies. Ascertains that person requesting
information is entitled, according to company regu-
lations, to receive it. Searches company records to
obtain information. Estimates loan or cash value of
policy for policyholder, using iate books and calcu-
lation machine. Interprets policy provisions to de-
termine methods of effecting desired changes, such
as change of beneficiary or type of insurance, or
change in method of payment. Mails or gives out
specified forms and routes completed forms to various
units for processing. Answers requests by corres-
pondence, telephone, or by interview, distributing
checks in amount requested or payable to policy-
holders applying in person or by mail. Analyzes
policy transactions and corrects company records to
~djust errors.

Occupational prerequisites~—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit XV, Interviewing, Information
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Giving, and Related Work (Vocational, Educational, and
Related Activities), .168; .268. Woikers should possess
social skills, interest, and ability to deal with people
in service-oriented situations.

Suggested training:
(1) Communication and basic language

Hours

341 | £ 60
(2) Basic clerical skills............ccvvunnn 40
(3) Business mathematics...........ovu.. 30
(4) Office machines—computing and du-

plicating. ..ooovvvivniivneneenan. 30
(5) Communications and business......... 30
(6) Business correspondence........o.v.o. 30
(7) Effective interpersonal relations. ...... 40
(8) Indexing and filing practices......... 30

(9) Relevant work experience

SURVEY WORKER (clerical)—249.268

Fob definition (D.0.T.).—Interviewer; merchandis-
ing representative; public interviewer. Interviews
public and compiles statistical information on topics
such as public issues or consumer buying habits.
Contacts people at their homes or place of business
or approaches them at random on street or contacts
them by telephone following specified sampling
procedures. Asks questions following specified outline
on questionnaire and records answers. Reviews,
classifies, and sorts questionnaires following specified
procedures and criteria. May tally and prepare
statistical reports on answers to specific questions.
May particpiate in Federal, State, or local population
survey and be known as CENSUS ENUMERATOR
(gov. ser.).

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile
included in exhibit XV, JInterviewing, Information
Giving, and Related Work (Vocational, Educational, and
Related Activities), .168; .268. Workers in this position
should possess social skills and interest in dealing
with the public.

Suggested training: Hours
(1) Communication and basic language

skills (elective, not shown in synopses). 60

(2) Basic clerical skills...evvveveneannennn 40
(3) Communications and business......... 30
(4) Effective intc.spersonal relations....... 40
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(5) Interviewing practice.......... e 30
(6) Relevant work experience

TRACER CLERK (clerical)—249.368

Job definition (D.0.T.).—Follow-up clerk. Investi-
gates customers’ complaints and searches for lost,
misplaced, or delayed items such as bills, invoices,
merchandise, and correspondence. Searches for items
within various departments of company and traces
origin of mistake. Corresponds with customers,
manufacturers, shippers, and other sources to trace
items. Prepares report for use in making necessary
adjustments. May be designated according to item
traced as MAIL TRACER; MISSING CHECK
INVESTIGATOR; SEORT REPORT CLERK
(r.r. trans.); TELEGRAM TRACER (tel. & tel.).

 Occupational prerequisites.—The workers in this posi-

- tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit XVI, Facilities, Services, and
Movement Allocating and Expediting Work, .368. Workers
in this position should possess sufficient internal
organizational knowledge to allow for expeditious
handling of complaints. Usual progressicn to this
position is from within the organization.

Suggested training: Hours
(1) Basic clerical skillge.eevvverveereeenns 40
(2) Communications and business......... 30
(8) Business correspondence........c.ve.. 30
(4) Indexing and filing practices.......... 30

(5) Relevant work experience

CORRESPONDENCE CLERK ({clerical)—204.28%

Fob definition (D.0.T.).—Correspondeit. Composes
letters in reply to correspondence concerning such
items as requests for merchandise, damage claims,
credit information, delinquent accounts, incorrect bill-
ing, unsatisfactory service, or other information.
Reads incoming correspondence and gathers data to
formulate reply. Types letters, dictates reply, or selects
and completes form letters. May route correspondence
to other departments for reply. May keep files of cor-
respondence sent, received, or requiring further action.
May be designated according to type of correspond-
ence handled as CLAIM CLERK; CREDIT MAN;
FAN MAIL CLERK (amuse. & rec.); SALES COR-
RESPONDENCE CLERK.
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Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit XVIII, Corresponding and Related
Work, .288; .388. In addition, workers should possess
the ability to exercise independent and mature judge-
ment within prescribed limits in handling corre-
spondence. Employers frequently prefer some post-
secondary level training and prior business experience
in related orcupations.

Suggested training: Hours
(1) Communication and basic language
111 - JA 60
(2) Basic clerical skills.......ovvvvennnns 40
(3) Fundamentals of typing (typing I).... 70
(4) Production typing I (typing II)...... 70
{5) Business correspondence. ... ... ... 30
(6) Effective interpersonal relations. ..... 40
(7) Effective internal communications.... 30
(8) Indexing and filing practices......... 30
(9) Business principles and organization... 30
(10) Communications and business........ 30

(11) Relevaat work experience

SALES CORRESPONDENT (any ind.)—204.388

Fob definition (D.0.T.).—Compiles data pertinent to
the manufacture of special products for customers.
Reads correspondence from customers to determine
reeds of customer that are not met by standard prod-
ucts. Confers with engineering department to ascer-
tain feasibility of designing special equipment. Confers
with production personnel to determine feasibility of
fabrication and to obtain estimate of cost and produc-
tion time. Corresponds with customer to inform him
of production progress and costs.

Ocoupational prerequisites—The workers in this posi-
tion should have those characteristics deseribed in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit XVIII, Corresponding and Related
Work, .288; .388. In addition, workers should possess
the ability to exercise independent and mature judge-
ment within prescribed limits in handling correspond-
ence. Employers frequently prefer some postsecondary
level training and prior business experience in related
occupations. Knowledge of technical terminology,
particularly in engineering and manufacturing, is
highly desirable.




Suggested training:
(1) Communication and basic language

Houys

skills. . .oo v 60
(2) Basic clerical skills...........c.ovun... 40
(8) Communications and business......... 30
(4) Business correspondence.............. 30
(5) Effective interpersonz: relations. . ..... 40
(6) Effective internal communications. . . .. 30
(7) Indexing and filing practices.......... 30
(8) Business principles and organization... 30
(9) Relevant work experience
Level IIT fobs

The format of this subsection is the same as that
used for the level II job subsection.

AUTOMATIC EQUIPMENT SUPERVISOR
(tel. & tel.)—239.138

Job definition (D.C.T.) ~—~Supervises and coordinates
activities of group of TELEGRAPHIC TYPE-
WRITER OPERATORS (clerical); SWITCHING
CLERKS; and OPERATING AIDS (bus. ser.)
performing duties as described under SUPERVISOR
(clerical).

Occupational prerequisites—The workers iu this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical, Saies,
and Related Activities), . 138. In addition, workers should
have had experience in work performed in the posi-
tions supervised.

Suggested training:
(1) Communicition and basic language
skills (elective, see ‘‘curriculum sy-

Hours

NOPSES™) vt s ettt 60
(2) Basic clerical skills................... 40
(8) Fundamentals of typing (typing I)

(elective) . . v ovvuvvvniiiinnnn., 70
(4) Production typing I (typing II) (elec-

BVE) . v v e 70
(6) Communications and business. . ....... 30
(6) Effective interpersonal relations. . ... .. 40
(7) Basic training methods and practices... 70
(8) Principles of effective supervision. ... .. 60

(9) Relevant work experience

CABLE SUPERVISOR (tel. & tel.)—239.138

Job definition (D.0.T.)—Traffic controller, cable.
Supervises and coordinates activities of workers in-
volved in local distribution and transmission of sub-
marine cable traffic. Directs and controls movement of

traffic. Examines cablegrams before transmission for
proper routing and, censorship marks and determines
that no international regulations have been violated.
Makes temporary adjustments to equipment during
emergencies.

Occupational prerequisites.—The workers in this posi-
tion should have those chracteristics described in the
Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), . 138. In addition, technical
knowledge and the ability to make adjustments and
to repair equipment are essential. Experience with a
particular company’s equipment, regulations, and
procedures is usually a requirement for the position.

Suggested training: Hours

(1) Communication and basic language

skills (elective)....oovvvvvvnnnenn.. 60
(2) Basic clerical skills................... 40
(3) Communications and business......... 30
(4) Effective interpersonal relations. . ..... 40
(5) Basic training methods and practices... 70
(6) Principles of effective supervision. .. ... 60

(7) Relevant work experience

CARRIERS’ FGREMAN (gov. ser.)—233.138

Job definition (D.0.T.).—Supervises and coordinates
activities of workers engaged in collection and delivery
of mail. Receives, investigates, and initiates action on
patron’s complaints, May analyze carrier routes and
recommend changes of route boundaries to regulate
amount of mail being delivered.

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit V, Supervisory Work (Clerical, Sales,
and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised. Promotion to this
position is through the civil service system, and
applicants should be¢ able to pass the appropriate
qualifying tests.

Suggested training: Hours
(1) Communication and basic language

skills (elective)..........vvuunn.. 60

(2) Basic clerical skills................... 40

(3) Communications and business. .. ..... 30

(4) Effective interpersonal relations. . .. ... 40

(5) Principles of effective supervision. . . ... 60

(6) Relevant work experience projects
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CENTRAL OFFICE OPERATOR SUPERVISOR
(tel. & tel.)—235.138

Job definition (D.0.T.).—Supervises and coordinates
activities of CENTRAL OFFICE OPERATORS
engaged in operating telephone switchboards. Con-
ducts on-the-job training for inexperienced operators.
Assists operators in placing unusual types of calls.
May discuss service problems directly with customers.
Performs other duties as described under SUPER-
VISOR (clerical).

Occupational  prerequisites—The workers in this
position should have those characteristics deccribed
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. 1n addition, workers
should have had some experience in the work per-
formed in the positions supervised. Workers in this
position should possess some social skills combined
with a liking for dealing with people, both as customers
and subordinates.

Suggested training: Hours
(1) Communication and hasic language

skills (elective) .. v.vvvvvvinnnnnn.. 60

(2) Basic clerical skills................... 40

(83) Communications and business......... 30

(4) Effective interpersonal relations. ...... 40

(5) Basic training methods and practices... 70

(6) Principles of effective supervision. . .. .. 60

(7) Relevant work experience projects

CHIEF METER READER
(light, heat & power; waterworks)—239.138

Job definition (D.0.T.).—Supervises and coordinates
activities of METER READERS. Verifies rates and
addresses of new service accounts. Reviews reports
and notifies authorities of attempted diversions,
defective meters, and other irregularities. Investigates
customer complaints concerning METER READERS.
May oversee maintenance of buildings used by meter
reading division. Performs duties as described under
SUPERVISOR (clerical).

Occupational prerequisities—~The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. Workers should
have had some experience in the work performed in
the positions supervised.
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Suggested training: Hours
(1) Communication and basic language

skills (elective).........c.vvvuvvnnn. 60
(2) Basic clerical skills........covvvennn.. 40
(3) Communications and business. ........ 30
(4) Effective interpersonal relatiens. ... ... 40
(5) Basic training methods and practices... 70
(6) Principles of effective supervision...... 60

(7) Relevant work experience projects

CHIEF SERVICE OBSERVER
(tel. & tel.)—239.138

Job definition (D.0.T.).—~Monitor, chief. Supervises
and coordinates activities of group of SERVICE
OBSERVERS in telegraph office, performing duties
as described under SUPERVISOR (clerical).

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical, Sales,
and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Suggested training: Hours
(1) Communication and basic language

skills (elective) s cvvvvvervvnnennnnn. 60

(2) Basic clerical skills..evvvevnreeneinnnn 40

(83) Communications and business......... 30

(4) Effective interpersonal relations. ...... 40

(5) Basic training methods and practices... 70

(6) Principles of effective supervision. ..... 60

(7) Relevant work experience projects

CHIEF TELEPHONE OFERATOR
(clerical)—235.138

Job definition (D.0.T.).~~Supervises and coordinates
activities of TELEPHONE OPERATORS in tele-
phone or telegraph office or in industrial establish-
ment. Notifies telephone company maintenance
department of switchboard operational difficulties
reported by opcrators. Prepares work schedules and
assigns switchboard operational difficulties reported
by operators. Prepares work schedules and assigns
switchboard positions to operators. Trains new em-
ployees and keeps attendance records. Maintains
record of incoming and outgoing long distance and
tieline calls, noting length and time of calls. Keeps
record of personal calls made by employees and
forwards to department head for collection. Compiles
plant phone directory, arranges for distribution to
designated personnel, and keeps record of directories
distributed. }ay relieve operators. Performs other
duties as described under SUPERVISOR.
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Occupational prerequisites.—~The workers in this posi-
tion should have those characteristics described in the
Worker Requirements and Qualifications Profile in-
cluded in exhibit V, Supervisory Work (Clerical, Sales,
and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised, and supervisory
knowledge and skills. Promotion to this level is usually
from within the organization.

Suggested training: Hours
(1) Communication and basic language

skills (elective). .......vnvnvnnns, 60

(2) Basic clerical skills.evvvrvnrevnrnnn. .. 40

(3) Communications and business......... 30

(4) Effective interpersonal relations. . ..... 40

(5) Basic training methods,and practices... 70

(6) Principles of effective supervision. .. ... 60

(7} Relevant work experience projects

CONTRACT CLERK SUPERVISOR
(tel. & tel.)—239.138

Job  definition  (D.O.T.).—Service representative
supervisor. Supervises and coordinates activities of
CONTRACT CLERKS (light, heat & power; tel.
& tel.) engaged in handling service orders and com-
plaints of telephone customers. Listens in on service
calls (SERVICE OBSERVER). Recommends cor-
rective services to adjust customer complaints. Spot
checks accounting ledger and order postings for
accuracy. Answers questions about service. Compiles
work volume statistics for accounting purposes. Per-
forms other duties as described under SUPERVISOR
(clerical).

Occupational prerequisites~The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised. The workers in
this position should possess some social skills combined
with a liking for dealing with people and the ability
to exercise mature judgement.

Suggested training: Hours
(1) Communication and basic language

skills (elective) . . vvvuvnrvnnrnne.n, 60

(2) Basic clerical skillsevsvverevinevensn.. 40

(3) Business mathematics. . .... Cereeeaan 30

(4) Communications and business......... 30

(5) Effective interpersonal relations. ...... 40

(6) Basic training methods and practices... 70

(7) Principles of effective supervision. ... .. 60

(8) Relevant work experience projects

DELIVERY DEPARTMENT MANAGER
(tel. & tel.)—239.138

Job definition (D.O.T.).—Supervises and coordi-
nates activities of workers engaged in telegram and
package pickup and delivery service of telegraph
office. Trains and supervises TELEGRAPH MES-
SENGER I and TELEGRAPH SERVICE RATER.
Assigns pickup and delivery routes on basis of knowl-
edge of area served. May record time and production.
Performs other duties as described under SUPER-
VISOR (clerical).

Occupational prerequisites.—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Suggested training: Hours
(1) Communication and basic language

skills (elective).ve v vrvvinrerrnnns, 60

(2) Basic clerical skills...vvvvvnrvnne.n... 40

(3) Communications and business......... 30

(4) Effective interpersonal relations. ...... 40

(5) Basic training methods and practices... 70

(6) Principles of effective supervision. .. ... 60

(7) Relevant work experience projects

MAILING SUPERVISOR (clerical)—231.138

Fob definition (D.0.T.)—Mail room foreman;
manager, mail. Supervises and coordinates activities
of clerks who open, sort, and route mail and prepare
outgoing material for mailing. Reads letters and
determines department or official for whom the mail
18 intended and informs MAIL CLERK of routing.
Computes amount of postage necessary on outgoing
mail according to weight and classification. Computes
cost of mail permits from postage meter readings.
May interview and recommend hiring of mail room
employees. May train new employees. May maintain
personnel records (PERSONNEL CLERK). Per-
forms other duties as described under SUPERVISOR.

Occupational  prerequisitss.—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138, In addition, workers
should have had some experience in the work per-
formed in the positions supervised. Promotion to
this level is usually from within the organization
and may require a working knowledge of organization
and personnel to effect optimum mail distribution.
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Suggested training: Hours
(1) Communication and basic language

skills (elective)....oovvvvvnnvnn.. 60
(2) Basic clerical skills.......ovvvvrnnn.. 40
(3) Indexing and filing practices......... 30
(4) Office mailing practices............. 15
(5) Comrnunication and business. ....... 30
(6) Effective interpersonal relations. .. ... 40
(7) Mailing machine operation.......... 15
(8) Basic training methods and practices.. 70
(9) Principles of effective supervision..... 60

(10} Relevant work experience projects

MAIL ROOM FOREMAN
(print. & pub.)—239.138

Job definition (D.0.T.)—Mail room supervisor.
Supervises and coordinates activities of workers
engaged in wrapping and addressing printed materials
such as periodicals, books, and newspapers, for
mailing and dispatching. Revises local, State, and
out-of-state mailing lists. Inspects work stations to
verify material is wrapped and addressed in time to
meet scheduled departure of buses, trains, and air-
lines. Records distribution of material to subscribers
and dealers in city, suburban, home, and country
divisions, working from shipping and mailing reports.
Maintains file of bus, train, and airline schedules
and transfer points, and baggage, express, air, or
postal mailing rates. Performs other duties as
described under FOREMAN (any ind.).

Occupational ~ prerequisites.—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Sug{,’ested training: Huours
(1) Communication and basic language
skills (elective) e e v v vvevvnvrnunnnn., 60
(2) Basicclericalskills,........... ..., 40
(3) Indexing and filing practices......... 30
(4) Office mailing practices............. 15
(5) Communications and business........ 30
(6) Effective interpersonal relations. ..... 40
(7) Mailing machine operation.......... 15
(8) Basic training methods and practices.. 70
(9) Principles of effective supervision. . ... 60

(10) Relevant work experience projects

MAILS FOREMAN (gov. ser.)—232.138

Job definition (D.0.T.)—Post office supervisor.
Supervises and coordinates activities of workers
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engaged in processing mail in post office. Keeps
records of processed mail, mail in process, and
changes in worker assignments. May analyze and
recommend changes in distribution schemes. May
sort mail (DISTRIBUTION CLERK).

Occupational  prerequisites.—~The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised. Promotion to this
position is through the civil service system and appli-
cants should be able to pass the appropriate qualifying
tests.

Suggested training: Hours
(1) Communication and basic language

skills (elective)....ovvvvverrnnnn... 60

(2) Basic clerical skills........... ..... 40

(83) Communications and busint¢.v......... 30

(4) Effective interpersonal relations. . ..... 40

(8) Principles of effective supervision. . .... 60

(6) Relevant work experience projects

MESSENGERS’ SUPERVISOR (tel. & tel.)—
230.138

Job definition (D.0.T.).~~Supervises and coordinates
activities of group of TELEGRAPH MESSENGERS
II, performing duties as described under SUPERVI.
SOR. (clerical).

Occupational  prerequisites~The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Suggested training: Hours
(1) Communication and basic language

skills (clective)....... e ver.. 60

(2) Basic clerical skills......... e, 40

(3) Indexing and filing practices.......... 30

(4) Communications and business......... 30

() Effective interpersonal relations....... 40

(6) Basic training methods and practices... 70

(7) Principles of effective supervision...... 60

(8) Relevant work experience projests

MOQORSE SUPERVISOR (tel. & tel.)—239.138

Job definition (D.0.T.).—Supervises and coordi-
nates activities of group of MORSE OPERATORS
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in a telegraph office, performing duties as described
under SUPERVISOR (clerical).

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Sugzested training: Hours

(1) Communication and basic language

skills (elective).....ooveveeevenunns 60
(2) Basic clerical skills...........oovvvve. 40
(3) Communications and business......... 30
(4) Effective interpersonal relations. . ..... 40
(5) Basic training methods and practices. .. 70
(6) Principles of effective supervision. . .... 60

(7) Relevant work experience projects

ROUTE SUPERVISOR (tel. & tel.)—239.138

Fob definition (D.0.T.).—Supervises and coordi-
nates activities of CLERKS, ROUTE; CLERKS,
DIRECTORY; AIDS, ROUTE; and TELEGRAM
TRACERS, performing duties as described under
SUPERVISOR (clerical).

Occupational prerequisites—The wozkers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experience in the work per-
formed in the positions supervised.

Suggested training:
(1) Communication and basic language

Hours

skills (elective) ... ovovvvvvvneennenns 60
(2) Basic clerical skills..........c.o0vnnn. 40
(3) Communications and business......... 30
(4) Effective interpersonal relations. . ..... 40
(5) Basic training methods and practices... 70
(6) Principles of effective supervision. ..... 60

(7) Relevant work experience projects

SURVEY WORKER SUPERVISOR
(clerical)—249.138

Fob definition (D.0.T.)—Area coordinator. Super-
vises and coordinates activities of workers who inter-
view public to compile statistical information about
topics such as public issues or consumer buying
habits. Recruits and hires interviewers. Trains
interviewers in method of approaching public, asking
questions, and recording answers. Supplies inter-
viewers with names or addresses of persons to contact

or instructs them in sampling methods to use in com-
piling contact lists. Reviews questionnaires for
completeness and accuracy. Verifies work of inter-
viewers by telephoning persons interviewed to
review answers and personal manner of interviewers.
Tallies number of calls made and questionnaires
completed by intesviewers. Reviews, classifies, and
sorts questionnaires following specified procedures
and criteria. May tally and prepare stagstical
reports on answers to specific questions.

Occupational ~ prerequisites.—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work
(Clerical, Sales, and Related Activities), .138. In addition,
workers should have had some experience in the
work performed in the positions supervised. Many
employers may prefer college graduation or at least
post-secondary level training in market research
techniques; however, equivalent experience may be
acceptable. Analytical ability to correctly evaluate
validity of surveys and performance of interviewers
is iraportant.

Suggested training: Hours
(1) Communication and basic language

skills (elective) ....oovveeeeeevvenns 60

(2) Basic clerical skills .........covvennn 40

(3) Business mathematics................ 30

(4) Communications and business......... 30

(5) Effective interpersonal relations. ... ... 40

(6) Interviewing practice................ 30

(7) Basic training methods and practices. . 70

(8) Principles of effective supervision. .. ... 60

(9) Relevant work experience projects

TELEFAX SUPERVISOR (tei. & tel.)—239.138

Fob definition (D.0.T.)—Supervises and coordinates
activities of TELEFAX CLERKS, performing duties
as described under SUPERVISOR (clerical).

Occupational  prerequisites—The workers in this
position should have those characteristics described
in the Worker Requirements and Qualifications
Profile included in exhibit V, Supervisory Work (Clerical,
Sales, and Related Activities), .138. In addition, workers
should have had some experiencc in the work per-
formed in the positions supervised.

Suggested training: Hours
(1) Communication and basic language

skills (elective) . .. .ovvvnvuneeennns 60

(2) Basic clerical skills. ......ooovvennnn. 40

(3) Communications and business......... 30

(4) Effective interpersonal relations ...... 40
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Hours
(5) Basic training methods and practices... 70
(6) Principles of effective supervision...... €0
(7) Relevant work experience projects

ADMITTING OFFICER (medical ser.) 1—237.368

Job definition (D.0.T.)—Supervisor, admitting of-
fice. Arranges for admission of patients to hospital.
Interviews patient or relative to obtain necessary
personal and financial data and to determine eligi-
bility for admission. Assigns accommodations based
on physician’s admittance orders, patient’s prefer-
ence, nature of illness, and availability of space.
Prepares records of admission and transfer, and other
data that may be required. Sends notices of patient’s
admission to pertinent departments. Directs and
reviews work of clerical and other personnel in
admitting patients with minimum delay and in-
convenience. Keeps records of admissions and dis-
charges, and compiles perpetual occupancy-census
data.

Occupational prerequisites—The workers in this posi-
tion should have those characteristics described in
the Worker Requirements and Qualifications Profile
included in exhibit VI, Information Gathering, Dis-
pensing, Verifyving, and Related Work, .268. Other
abilities required or useful in the position are the
ability to obtain accurate information from corre-
spondence, forms, and records. Workers should
possess basic typing skills sufficient for completing
applications, records, and other data relevant to the
admission and assignment of patients. In addition,
workers should have supervisory knowledge, skills,
and experience. Some employers prefer to promote
persons with lower level clerical experience from

within the organization.
‘A,..,-/
Suggested training:

(1) Communication and basic language

Hours

skills (clective)......... Ceeereaaes 60
(2) Basic clerical skills....... Cereeieeee 40
(3) Fundamentals of typing (typing I)

(elective) . v o v vvvnnennnnn Ceeeanen 70
(4) Indexiag and filing practices......... 30
(5) Communications and business........ 30
(6) Business correspondence...... . veee.. 30
(7) Effective interpersonal relations. ..... 40
(8) Interviewing practice............. .. 30

(9) Receptionist and telephone training.. 20
(10) Hospital admission practices......... 30
(11) Principles of effective supervision..... 60
(12) Basic training methods and practices.. 70
(13) Relevant work experience projects

The following job definitions are included for informa-
tion purposes only.

SUPERVISOR (any ind.) (clerical)

Job definition (D.0.T.)—Chief; group leader; head;
leader; principal; section chief; senior. Supervises and
coordinates activities of group of workers engaged
chiefly in one type of clerical function, such as book~
keeping, typing, and filing. Determines work “pro-
cedures. Issues written and oral orders or instructions.
Assigns duties to workers ard examines work for exact-~
ness and neatness. Prepares composite reports from
individual reports of subordinates. Maintains harmony
among workers. Adjusts errors and complaints. May
perform essentially the same duties as other workers or
assist subordinates in performing duties. May keep
time reports and other personnel records. May employ,
train, and discharge workers. Classificaticns are made
according to type of work supervised as SUPER-
VISOR, COMPUTER OPERATIONS; SUPER-
VISOR, MESSENGERS (tel. & tel.); TELE-
GRAPHIC TYPEWR1TER OPERATOR, CHIEF.

"FOREMAN (any ind.)

Job definition (D.0.T.).—Boss; chief; head; leader;
manager; overlooker; overseer; principal; section
chief; section leader; senior; supervisor. Supervises
and coordinates activities of workers engaged in one
or more occupations. Studies production schedules
and estimates man hour requirements for cocmpletion
of job assignment. Interprets company policies to
workers and enforces safety regulations. Interprets
specifications, blueprints, and job orders to workers
and assigns duties. Establishes or adjusts work pro-
cedures to meet production schedules, using knowl-
edge of capacities of machines and equipment. Rec-
ommends measures to improve production methods,
equipment performance, and quality of product, and
suggests changes in working conditions and use of
equipment to increase efficienicy of shop, department,
or work crew. Analyzes and resolves work problems,
or assists workers in solving work problems. Initiates
or suggests plans to motivate workers to achieve work
goals. Recommends or initiates personnel actions such
as promotions, transfers, discharges, and disciplinary
measures. May train new workers. Maintains time and
production records. May estimate, requisition, and
inspect materials. May confer with other foremen to
coordinate activities of individual departments. May
confer with workers’ representatives to resolve griev-
ances. May set up machines and equipment. When
supervising workers engaged chiefly in one occupation
or craft, is required to be adept in the activities of
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the workers supervised. When supervising workers en-
gaged in several occupations, is required to possess
general knowledge of the activities involved. Classi-
fications are made according to process involved,
craft of workers supervised, product manufactured, or

Information from the D.O.T., the assembled job
descriptions in this guide, and information from the
professional contributors were used to identify the
component skills, functional duties and requirements,
and environmental knowledge needed by workers to
perform adequately in the various occupations. This
identification served as a guide for preparing the
topical content in the curriculums. Skills, functional
requirements, and environmental knowledge were
further subdivided into those necessary for a particular
position and those that are supplemental in helping
to enlarge the trainee’s perspective of the world of
work. The requirements ave shown, in general terms,
in the Occupational Analyses subsection.

In addition to the occupaticnal analyses, this
section of the guide discusses relevant work experi-
ences in general, and suggests the schools which may
offer basic, specialized, or administrative units of
stuciy. This categorization is quite broad and un-
doubtedly many exceptions exist.

Relevant Work Experience

Relevant work experience projects are set forth in

the industry in which the work occurs. Typical classi-
fications are CARPENTER FOREMAN (const.);
GLAZE FOREMAN (brick & tile); and HEAT
TREAT FOREMAN (heat treat.). Feminine title:
FORELADY. ’

~OCCUPATION AND TRAINING ANALYSES

the “Relevant Work Experience” section of this guide.
Relevant work experiences may be obtained in a
variety of ways. They may be gained through direct
work-experience programs or through simulated or
intensive laboratory-learning programs. The regula-
tions governing cooperative programs are found in
Section 104.16 of Part 104—Vocational Education:
Federal Allotments to States, Administration of Voca-
tional Education, Rules and Regulations. Directed
work experience and simulated experience programs
should supplement regular study plans to provide
realistic opportunities to practice developed skills and
knowledge. Flexibility of scheduling car: be provided
by counselors and school administrators to allow
work-experience project time to be concurrent with
the final phases of 2 course of study or as employa-
bility standards for the career objective occupation
of the trainee are achieved.

Youth organizations which offer experience com-
plementary to the course of study may also be em-
ployed as vehicles to provide relevant work experi-
ences, insofar as they are supervised in accordance
with Section 104.13(1) of the Rules and Regulations.

Occupational Analyses

The following tabulations show various skills and functional requirements and the jobs to which. they apply.

Required Skills

Comparing, compiling, notating, and processing paper
work; basic office practices; understanding of im-
portance and uses of communications in business.

Distributing, receiving, registering, sealing, weighing,
and packaging mail; special mail handling or proc-
essing; postage rates; postal meters operation; fran-
chised mail; handling enclosures; etc.

Basic computational skills. . ..ccoviveiiiiiiiint,

Special mailing machines operation; knowledge of
kinds, uses, simple adjustments; keeping records of
processed material.

Interviewing methods and techniques, directive
and nondirective; how to ¢btain specific information,
what to observe, etc.

Applicable jobs

All (special notations for certain jobs will be found in
the section, “Job Descriptions, Occupational Pre-
requisites, and Suggested Training™).

Mailer, apprentice mailes, registered mail clerk, mail
clerk, trust mail clerk, parcel post clerk, office boy,
mail roem foreman, mailing supervisor.

Policyholders’ information clerk, contract clerk super-
visor, survey worker supervisor, credit clerk,

Mail room foreman, mailing supervisor, addressing,
envelope sealing, folding, inserting, sealing and
canceling, and wing mailer machine operators.

Survey worker, placer, outpatient admitting clerk,
hospital admitting clerk, credit clerk I, survey work-
er supervisor, admitting officer L.
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Required Skills

Geographic, numeric, alpl-;';lbetic, and special filing;
subject filing; retrieval practice.

Preparing itineraries and reservations; knowledge of
various modes of travel; use of references and guide
books.

Receiving and screening calls; receiving visitors; han-
dlin g appointraents, etc.

Duplicating, copying, computing machines operation.

Proper placement of casualty insurance..............

Trust mail and stock processing practice: receiving,
transferring, recording, registering, sending, cage
practices, etc.

Register practice: making change, recording, replenish-
ing funds, checking, reporting, handling checks,
special notations.

Writing letters: spelling, grammar, word uszge, etc. ..

Sorting, handling, routing mail; desk practices; selling
practices; cancellation; post office practices.

Inpatient, outpatient hospital and clinic admitting
practices: routing, interviewing of patients, notifica-
tions, etc.

How to supervise, counsel, direct, coordinate, and con-
trol; good human relations practice; goal setting;
evaluation of employees.

Using codes, regulations, and reference sources for de-
termining tariffs for rail, ship, truck, and air; process-
ing bills of lading, receipts, notifications; making
rate comparisons, etc.

Job instruction training; use of learning principles;
group instruction techniques and practices; training
materials development practice.

Letter writing, interoffice memos, special reports, for-
mats; correspondence practice in areas of sales,
manufacturing, accounts, insurance, etc.
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Applicable jobs

Telefax clerk, addressing machine operator, trust
mail clerk, library clerk—talking books, telegrapher
agent, correspondence review clerk, credit clerk I,
compiler, receptionist, counter clerk, appointment
clerk, telegraph messenger II, admitting officer I,
automatic equipment supervisor, correspondence
clerk, outpatient admitting clerk, mail distribution
scheme examiner, library assistant, hospital ad-
mitting clerk, mailing list compiler.

Compiler, credit clerk, library assistant, admitting
officer I, messengers’ supervisor, mail room foreman,
mailing supervisor, policyholders’ information clerk,
tracer clerk, correspondence clerk, sales corre-
spondent.

Travel counselor. .

Appointment clerk, counter clerk, information clerk,
receptionist, registvar, registration clerk I, hos-
pital admitting clerk, outpatient admitting clerk,
admitting officer I.

New account clerk, compiler, credit clerk, weather
clerk, policyholders’ information clerk.

Placer.

Trust mail clerk.

Counter clerk, pay station attendant.
pay

Correspondence review clerk, policyholders’ informa-
fion clerk, survey worker, correspondence clerk,
sales correspondent.

Post office clerk (clerical and gov. ser.), mail carrier.

Outpatient admitting clerk, hospital admitting clerk, .
admitting officer L.

All level III jobs.

Traffic manager II.

Private branch exchange service advisor, contract
clerk training supervisor, and all level III jobs
except carriers’ foreman, mails foreman, and ad-
mitting officer 1.

Credit clerk, traffic manager I1, t-acer clerk, admitting
officer, broadcast checker.




General O.E. units

Administrative

Speclalized O.E. units

O.E. units
Occupational levels - Post-  Junior Posi»  Junlor Junior
High secondary and (Ares) High secondary and {Area) and
school and com- MDTA supple- school and com- MDTA supplee MDTA  com-
adult munity menta adult munity mental munity
college college college
Survey worker. .. ociiisiiian . X X X X X
Tracer clerk...... Cesenes veese X X X X X
Correspondence clerk.......... X X X X X X X
Sales correspondent. . coooeanes X X X X X X X
LLVEL I
Automatic equipment super-

LT T:7o ) o X X X X X X X
Cable SUpervisor....coceveeees X X X X X X X
Carriers’ foreman...oeeessooes X X X X X X X
Central office operator

SUPCIVISOr e vveaaaons veeans X X X X X X X
Chief meter xeader.soveeeeeass X X X X X X X
Chief service observer........ o X X X X X X X
Chicf telephone operator....... X X X X X X X
Contract clerk supervisor....... X x X p. 4 X X X
Delivery department manager. . X X X X X X X
Mailing supervisor. «.eoeeeeeees X X X X X X X X X X
Mail room foreman. ....cec0. b.4 X X X X X X X X X
Mails foreman...veease ceeenee X X. X p:4 X X X
Messengers® Supervisor. . . .eese. X x X p X X X
Morse SUPEIVISOT.ee e voaanaases X X X p.d X X X
Route 8Upervisor....eeeeeessss X X X < X X X
Survey worker supervisor....... X X X X X X X
Telefax supervisor. ... .. R & X X X X X X
Admitting officer I..... ceneeee X X X x X X X X X X

x;
!

a—

Many factors were considered in designing the
curriculums for the occupational field to provide
] trainees with realistic job preparation. Implementa-~
tion of the curriculums in educational agencies
offcring either general or specialized units of study
(or both) was also considered. This section explaing
how the various factors affectcd the curriculums.

Training Population

The Vocational Education Act of 1963 and the
Manpower Development and Training Act provide
funds for training of in-school persons, persons who
are employed and wish to upgrade skills, unemployed
or underemployed persons who wish to develop new
gkills according to their abilities and aptitudes, and
persons whose previously learned skills have fallen
into disuse and who need refreshment of these skills
to reenter the labor market. Age, experience, and
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THE CURRICULUMS

educational continuity that would characterize pos-
sible participants in the various programs had to be
weighed in order to provide for training to the
proficiency levels desired and to tajlor specific pro-
grams to meet individual needs. As a consequence,
many units of study evidence cverlap or repetition of
content. This overlap should provide opportunity for
review and refreshment. It is suggested that teachers,
supervisors, and administrators carefully consider
group or class composition based on assessment of
individual achievements and training needs. If
achievement and aptitude testing is accomplished
before a trainee enters the program, counselors and
teachers should be better able to make recommenda-
tions of tailored programs to meet individual career
objectives. Teachers should continually assess the
progress of every trainee in each unit, and discuss
and plan for the remedial work that may be required.
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Teachers should alse determine whether the trainee
would profit from continuing his course of study.

Because of the variations in the eligible waining
population, some units may be given in the evening
or in part-time programs. The courses of study for
the occupations are sufficiently flexible to permit
their adaptaticn to the time available by either
limiting the program “load” or extending the daily
or total hours of particular units.

Job Descriptions

The D.O.T. job titles and definitions were used tc
identify most of the jobs covered by the curriculums.
The preciseness of each job title and job description
in the occupational field posed a problem. Many
titles were found for the same job. The extert and
scope of duties and responsibilities for similar jobs
varied.

Programs of study for different job titles, suggested
by job aralysis, and on the basis of what may be
performed by a position holder, often are similar. In
addition, the worker must be prepared to cope with
tasks and exhibit knowledge beyond that implied in
the job definition or description. In most programs
of study, therefore, provision has been made to de-
velop skills and knowledge so that the trainee can
more than “just meet” minimal requirements, This
feature should provide motivation for the worker to
pursue further education for advancement.

Lines of Advancement

Clear-cut lines of job progression are not usually
found is this occupational field. Thus, it is difficult
to establish levels of personal achievement such as
improved job skiils which would result in automatic
advancement. In addition to the basic skills offered
by a job applican:, other variables of empicyment
such as skills availability in the labor market, per«
sonal interest, intelligence, appearance, loyalty, ex-
perience, educaticn, “politically sound” organization
moves, and tenure are often weighed in employer
considerations of promotion. The curriculum design
permits trainees for any position or in a particular
course of study to elect, along with advice from the
counselor, certain units which might further their
career chjectives.

The educational programs for each job, shown in
the Curriculum Synopses section, are intended to qualify
trainees for jobs in any of three levels as follows:

Levcl 1. Entry office worker positions and upgrad-

ing to skilled office worker positions

Level 2. Entry office technician positions and up-

grading vo specialized office positions
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Level 3. Entry office administrative positions and
upgrading to executive zdministrative
assistant positions

Listed below, under each occupational level just

defined, are job titles covered by this curriculum guide.
To help the user, the job titles are listed in groups
corresponding to the arrangement found in the sec-
tion, “Job Descriptions, Occupational Prerequisites,
and Suggested Training.” In level I, job titles have
been subdivided into categories A and B. The reason
for this subdivision is explained in the guide section
just cited. Categories A and B are also referenced in
the Curriculum Synopses section.

Level I—Category A

Express Messenger

Mailer

Mailer Apprentice

Apprentice

Shipper

Switching Clerk

Tube Operator

Directory Clerk

Inspection Clerk

Library Clerk—T'alking Books
Mail Clerk

Registered Mail Clerk

Direct Mail Clerk

Route Clerk

Router

Messenger

Ciash Boy

Copy Boy

Route Aid

Runner

Telegraph Messenger I
Industrial Caller

Radio Message Router

News Wirephoto Operator
Envelope Sealing Machine Operator I
Folding Machine Operator
Inserting Machine Operator
Sealing and Canceling Machine Operator
Wing Mailer Machine Operator
Medical Record Clerk

Level I—Category B

Travel Counselor
Broadcast Checker
Distribution Clerk
Meter Reader

Central Office Operator
Gamewell Operator
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Police District Switchboard Operator
Information Operator
Telephone Answering Service Operator
Telephone Operator
Appointment Clerk

Countr: Clerk

Information Clerk

Pay Station Attendant

New Account Clerk
Receptionist

Registrar

Registration Clerk II

Telegraph Messenger II

Office Boy

Bank Messenger

Compiler

Mailing List Compiler

Mail Carrier

Rural Mail Carrier
Correspondence Review Clerk
Maintenance Service Dispatcher
Parcel Post Clerk

Mail Order Sorter

Morse Operator

Telegrapher

Telegrapher Agent

Trust Mail Clerk

Addressing Machire Operator
Telefax Clerk

Level 11

Service Observer

Credit Clerk I

Hospital Admitting Clerk

Library Assistant

Mail Distribution Scheme Examiner
Outpatient Admitting Clerk

Placer

Post Office Clerk (clerical)

Post Office Clerk (gov. ser.)

Traffic Manager II

Weather Clerk

Private Branch Exchange Service Advisor
Contract Clerk Training Supervisor
Pclicyholders’ Information Clerk
Survey Worker

Tracer Clerk

Correspondence Clerk

Sales Correspondent

Level IIT
Automatic Equipment Supervisor
Cable Supervisor
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Carriers’ Foreman

Central Office Operator Supervisor
Chief Meter Reader

Chief Service Observer

Chief Telephone Operator
Contract Clerk Supervisor
Delivery Department Manager
Mailing Supervisor

Mail Room Foreman

Mails Foreman

Messengers’ Supervisor

Morse Supervisor

Route Supervisor

Supervisor

Survey Worker Supervisor
Telefax Supervisor

Admitting Officer 1

Specific information about each of these jobs, ar-
ranged by level, is given in the “Job Descriptions,
Occupational Prerequisites, and Suggested Training”’
section. Job titles, as listed in the D.O.T., are given
in the “Dictionary of Occupational Titles” section.

The ievel classifications indicate the degree to which
the worker must be specialized or at which the worker
assumes administrative responsibilities. The levels do
not indicate the extent or intensiveness of study re-
quired or suggested in this guide, nor the degree to
which employers may distinguish between them.
Furthermore, the levels are not indicative of salaries
associated with the positions.

Pattern of Development of Curriculum

The office occupations education cycle, used as a
guide in developing the entire curriculum, consists of
the following:

1. Identification of the occupational grouping:

a. Description and aualysis of each job in the
occupational field to meet employer require-
ments

b. Analysis of each job in terms of skills and
knowledge required of job holder to perform
effectively

c. Analysis of each job in terms of the social and
background knowledge required for ready
integration into the work environment

9, Translation of findings to a curriculum:

a. Contcnt and sequence of learning

b. Establishment of performance standards
(standards of achievement) in skill arcas

c. Establishment of standards of background
knowledge

d. Suggestions for teaching skills and knowledge
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required in terms of learning experience for
the trainee
e. Suggestions of pertinent readings for teacker
and trainee, and teaching-learning materials
and media
3. Educational operation:
a. Selection of trainees
b. Suggestion to teacher for employing com-
munity resources to expand learning experi-
ences both in and out of school facilities
or environment
c. Emphasis on attainment of skill performance
standards rather than on grades
d. Testing of social, background, and environ-
mental knowledge
e. Use of individual and group media for
learning
f. Provision of realistic materials for trainee
practice
g. Realistic opportunity to practice acquired
skills and knowledge through the use of
relevant work experience projects
4. Initial entry to work through simulated, directed,
or cooperative programs where practical. Where
the nature of the initial job assignment prevents
actual work experience, further relevant work
experience projects are suggested.
5. Feedback from the world of work into the
educational operation:
a. TFollow up by coordinating teachers
b. Placement problems
c. Current job information and tasks
d. Continual updating of curricula

Starting and Continuing Qffice Education

The possible variation of the time at which office
vocational education may be started by each trainee
was a factor influencing curriculum design. Some
in-school trainees may elect to start vocational
preparation in the 11th grade, others may wait until
after graduation from high school befcre beginning
specific vocational preparation. Some may begin after
partial or completed postsecondary education. The
starting point for any trainee in a program will
depend on his completed education, the extent and
variety of his experience, his present position within
an organization, and his demonstrated knowledge of
particular areas of study, however acquired.

Mobility of the training populaticn was also con-
sidered. Rather than comparing offerings of one
school with another, the curriculum design provides
for continuation of studies, regardless of the school
in which vocational preparation was initiated, pro-
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vided that the trainee meets the specific prerequisites
that may be required for a unit of study. All of the
units specify Standards of Achievement to be met by
the trainee as evidence of successful training. Where
the standards are expressed in quantified terms, the
achievemert of the standards (rather than grades) by
the trainee would indicate his eligibility for further
study.

Specialization Studies

The study units are divided into three sections:
General, Specialized, and Administrative Office
Education Units. This permits using one or several
facilities in an area to complete the vocational
preparation required for specialized work. It also
permits a district or system to offer certain specialized
programs in one location and others at a different
location. Furthermore, trainees having similar career
objectives who are from different locations within the
district or system can be grouped.

Many of the specialized units of study are needed
for certain jobs. In other cases, where they are helpful
in developing certain proficiencies, they may be
electives.

Administrative and Indeterminate Study Programs

Because of the requirements of certain positions,
a definite program of study is difficult to design for
any given group of individuals. Differences in ex-
perience, education, and employer expectations of*
trainees will affect the training required. Thus, coun-~
selors and teachers must tailor the suggested programs
to meet individual needs. Similarly, trainees who
neecd only sunervisory training may elect specified ad-
ministrative units after discussing their situations
with the counselor.

Subject Unit Alteration

The suggested units of study do not attempt to
provide the extent of detailed subject coverage usuaily
associated with teachers’ manuals or other curriculum
materials. The descriptions for each unit of study
include some teaching and evaluation suggestions
which may be helpful. Insofar as possible, an attempt
has been made to provide a chronological sequence of
topics in each unit of study. Because such factors as
trainee knowledge and skills may be disparate in any
given group, the extent of review, methods of presen-
tation, alteration of content, and the topical sequence
is left to the discretion of the teacher and/or depart-
ment supervisor. In addition, teachers are encouraged
to develop detailed lesson plans and use ingenuity in
devising or using various teaching aids to accelerate
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learning. Recent texts and materials are listed under
each unit. Others are listed in the appropriate appen-
dix sections. Many materials should be previewed
before selections are made.

General Presentation Suggestions

Trainees enrolled in many of the entry occupational
programs are expected to have completed approxi~
mately cight years of formal education and to have
a working knowledge of English and elementary
arithmetic. Two of the units allow for a review of
these important basic areas, but the depth of ueeded
review in each course unit must be assessed by the
local instructor.

In skill development subjects, lectures and discus-
sions should be kept to the minimum required for
understanding procedures and operating instructions.
As much time as possible should be devoted to
actual trainee practice.

In the social subjects, a variety of methods should
be used. Role-playing, case study, group discussion,
lectures, and motion pictures can all be used effec-
tively. Varied presentations can serve to heighten
interest, participation, and learning. Although a
special unit has not been included in the curriculum for
developing proper study habits, teachers and admin-
istrators should stress this area, Many booklets and
pamphlets are available for helping trainees with this
important topic.

Periodic progress checks should be made through-~
out the course of study of each unit to evaluate
trainee progress toward meeting the suggested Stand-
ards of Achievement. In addition, these checks will
gerve as a guide to review material that may not have
been fully learned.

The tcacher should consider using community
resources for training. Guest speakers from business,
trade, and professional associations, consulting orga~
nizations, specialists in the field, and company manage-
ment can assist with special topics and can help
trainees relate their activities to local business needs
and standards.

Motivation and morale building should be a part
of every class and practice period. It is suggested that
teachers make an effort early in the program to
establish a teaching climate which will heighten and

sustain the trainee’s interest. The success of the pro-
gram can be judged by the number of trainees who
remain gainfully employed in careers which other-
wise would not have been available to them.

Remedial Instruction

The Vocational Education Act provides remedial
work for trainees who may be experiencing difficulties
in a course of study for an occupation. Counselors and
teachers should be alert to trainee handicaps and take
appropriate steps to provide remedial training. For
example, the teacher should not hesitate to recom-
mend Oral Communications to persons who have some
noticeable difficulty in speaking. For the more ele-
mental jobs in this guide, where basic literacy is re-
quired, a remedial unit, Literacy Skills, has been
provided. It is recommended for trainees who show a
lack of basic literacy skill.

Overlearning

Each course or unit of study provides opportunity
for the trainee to overlearn rather than merely to
meet minjinal occupational requirements. This is im-
portant, since there is often a time lag between com-
pletion of the studies and employment or subsequent
sequential learning. In addition to the curriculum, rele-
vant work experience projects have been suggested to
help in overlearning.

Relevant Work Experience Projects

The simulated or on-the-job experience. provided
as part of the total curriculum design not only serve the
purpose of overlearning, but also help the trainee im-
prove on prior achievements. The times for relevant
work experience projects and relevant work experi-
ence, as shown in the Curriculum Synopses section,
are approximate times only, Variations in the training
population, school facilities, and employing organiza-
tions will necessitate adjustment of these times for
individual trainees and programs, Whereas both rele-
vant work experience projects and relevant work
experience are shown in the suggested programs in
the Curriculum Synopses, only one or the other is
listed under the suggested training captions in “‘Job
Descriptions, Occupational Prerequisites, and Sug-
gested Training.”
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CURRICULUM OUTLINES

General Office Education Units

Unit Title Code  Hours
Oral communication (remedial)....... veneses oG 15
Literacy skills (remedial).eooioovciiaoaanas veo LS 80
Communication and basic language skills. . ... . BLS 60
Basic clerical skills, oo ovveevaieiecainnanes ... BCS 40
Business mathematicsesoeeoieecastessoasssaces BM g0
Fundamentals of typiog (typing I)e.cooeeoeens T-1 70
Production typing I (typing I1). «.ovveveeiones T-11 70
Indexing and filing practices. o cvo.cviceeviees IFP 30
Office mailing practices. .. ... Ceseesersarasee OMP 156
Office machines—computing and duplicating... OM 30
Business principles and erganization.......o... BPO 30
Communications and business. «cveeieevesnnee CB 30
Business correspondence. ¢ «.veessisssoontocooe BC 30
Effective interpersonal relations..oovoveveneiss ER 40
Interviewing Practices.coo veveesrsnsasaans . 1P 30

Receptionist and telephone training. «ocv.eees . RTT 20

Specialized Office Education Unils

Fundamentals of cash and credit transactions. .. CGCT 15

Travel 8ervices. covveerraas Cereerrsecnesnes . TS 45
Mailing machine operation..svveseesss ceeces « MM 15
Post office practices. sevieieecoisiecaens ceeee POP 30
Shipping regulations and procedures......... v« SRP 90
Casualty insurance practices........ cessienees CIp 60
Stock transfer and trust mail handling........ . STM 20
Hospital admission practices.c.ocoveeeoeeanss . HAP 30
Administrative Qffice Education Units

Basic training methods and practices. .. .eo0e . BTM 70
Principles of effective supervision...ovvenies . PES 60
Effective internal communications...oooeees .. EIC 30

CURRICULUM SYNOPSES

Since many of the occupational training programs
have identical subject units, trainees with different
career objectives may be grouped for certain of the
units, thus conserving teaching time, space, facilities,
and equipment, The typical programs shown in this
section are suggested for intensive training, either
under the Vocational Education Act of 1963 or the
Manpower Development and Training Act.

General education and special State-required sub-
jects of study are not shown in the typical programs.
Administrators and teachers incorporating these
types of studies in the vocational training program
may provide for them by extending the program
shown. One way to include other required study
units is by deferring certain of the suggested units
until later in the program. In cach instance, factors
such as skills development practice and motivation
and osientation to the occupational field must be
considered carefully along with school enrollment,
availability of teachers’ time, teachers’ workloads,
and required facilities.

Trainees requiring specially tailored programs
suited to their particular needs, such as refreshing
or upgrading of skills, can be slotted into the schedule
for appropriate units, with separate arrangements
made for special studies. Although remedial study
units, such as Oral Communication, are not shown,

special programs should be developed to include
remedial units where student deficiencies exist.

Programs are assumed to be continuous. Nozmal
semester lengths are not indicated, Provisions for
vacation time, free periods, etc., should be made by
State and local school administration. Units of shorter
duration in particular programs are shown with
suggested follow-ons, The training day is assumed to
be 6 hours, Luncheon periods, home room time,
and counseling time are not shown, Reference should
be made to the “Relevant Work Experience” section
for tramnees who may be nearing completion of their
programs, Codes for cubject units in the programs
are shown with their full unit titles in the “Curriculum
Outlines” section.

Level I Jobs

As noted in the “Job Descriptions, Occupational
Prerequisites, and Suggested Training” section, for
miany level I—category A jobs, most employers will
hire persons who have basic literacy and arithmetic
skills, These employers usuaily prefer to hire workers
and then provide on-the-job waining because of the
simplicity of the jobs, the office procedures involved,
and the equipment peculiar to the employer’s
establishment. It was also noted that some employers
may prefer that persons secking entry level jobs
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offer more prior knowledge and skills than are
normally required by the job. If the guidance coun-
selor and the trainee decide that it would be advan-
tageous for the trainee to have some background in
clerical skills, the Basic Clerical Skills (BCS) and the
Communications and Business (CB) units (as de-
scribed in the programs for other trainees) may be
taken. The option involves four hours of training per
day for a total of four weeks, consisting of 40 hours
of BCS, 30 hours of CB, and 10 hours of Study, or a
total of 80 hours. This training should equip the
trainee for advancement or transfer to other positions
within a particular firm when openings become
available. One week of relevant work experience
may follow the training units, but because of the
nature of some of the jobs, trainees may actually be
employed upon passing entry (or civil service) tests
given by the employer, immediately after training.
Level I—category A jobs covered by the foregoing
description are listed below:

D.O.T.
Level I—Category A Jobs: numbers

Express Messenger (r.r. trans.).......ooovevennn 231. 687
Shipper (bus.ser.). ... 231, 687
Switching Clerk (tel. & tel.)................. 235, 585
Tube Operator {clerical)..............c..oon. 239. 687
Direct Mail Clerk (clerical). ................. 231, 588
Directory Clerk (tel. & tel.).................. 239, 588
Router (clerical). .. ovvvin i i 239. 588
Cash Boy (ret. tr.). .. ovvviiiiiinnnnnnns 230. 878
Copy Boy (print. & pub.)............... ... 230. 878
Industrial Caller (any ind.).........coovvnnn. 239, 868
Messenger (clerical)............oooiiiiiiit 230. 878
Route Aid (tel. & tel.). ...cvvviiiiiiiiiian, 230. 878
Runner (finan, inst.).....cooiviiiivnenein, 230. 878
Telegraph Messenger (tel. & tel.)I........... 230. 868
News Wirephoto Operator (print. & pub.)..... 239, 382
Envelope Sealing Machine Operator (clerical) I. 234. 885
Folding Machine Operator (clerical).......... 234, 885
Inserting Machine Operator (clerical). ........ 234, 885
Sealing /| and Canceling Machine Operator

(clerical). . v vvvn i ie i i ieiie i en i 234. 885

Wing Mailer Machine Operator (print. & pub.). 234. 885

s

The last five level I—category A trainees listed
above may elect to study the Mailing Machine
Operation (MM) unit for a total of 15 hours. This
unit may be taken, regardless of whether or not the
trainee elects the BCS and CB units as described
above. Arrangements for hours in which the unit is
offered can be made by the lccal educational facility.
The decision to take this unit should be predicated
on mutual agreement between the guidance counselor
and the trainee, because while the training in the
specific unit may not be required by an employer, it
may be advantageous to the job applicant for certain
jobs.
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For certain level I—category A jobs employers may
require that trainees have some specific preliminary
training: This alsc applies to some jobs in level I—
category B. Because of this required experience and
training, these jobs may offer more in the way of
advancement than other entry jobs. The selected
jobs are listed below. The job titles are coded by a
number in parentheses for later reference. Following
the list is a typical suggested program for these
trainees.

It should be noted that trainees for jobs in level I
who, on the advice of their counselor, elect to study
the Basic Clerical Skills and Communications and
Business units, may also be enrolled in those units for
the hours indicated.

Letters, which are keyed to the notes following the
table, are shown in the blocks for hours five and six in
the typical program.

D.0.T.
Level I—Category A Jobs: numbers
(1) Mailer (print. & pub.)...........oovunt. 239, 587
(2) Mailer Apprentice (print. & pub.)........ 239. 587
(3) Inspection Clerk (tel. & tel.)............. 239. 688
(4) Library Clerk—Talking Books (library)... 209. 588
(5) Mail Clerk (clerical). .................. 231. 588
(6) Registered Mail Clerk (banking)......... 231, 588
(7) Route Clerk (tel. & tel.)........ooovne... 235, 588
(8) Radio Message Router (tel. & tel.). ... ... 235.388
(9) Medical Record Clerk (medical ser.)...... 249, 388

Level I—Category B Jobs:
* (10) Broadcast Checker (radio & tv broad.)... 249. 688

(11) Distribution Clerk (gov. ser.)............ 231. 688
(12) Maintenance Service Dispatcher......... 239. 388
(13) Meter Reader (light, heat & power; water-

WOTKS ) s v et v ie it iate et iineacaenaeaas 239, 588
(14) Central Office Operator (tel. & tel.). .. ... 235. 862
(15) Gamewell Operator (gOV. S€r.)........... 235, 862
(16) Information Operator (tel. & tel.)........ 235. 862
(17) Police District Switchboard Operator (gov.

15 o) D e et 235, 862
(18) Telephone Answering Service Operator

(DUS. SEL.) e vttt iee i 235. 862
(19) Telephone Gperator (clerical). ... ....... 235. 862
(20) Information Clerk (clerical)............. 237. 368
(21) Pay Station Attendant (clerical).......... 237. 368
(22) Office Boy (clerical). ....vvvvvnninninn. 230, 878
(23) Bank Messenger (banking).............. 249, 388
(24) Mail Carrier (QOV. SEr.). . v vvive v ennennn 233, 388
(25) Mailing List Compiler (clerical).......... 249. 388
(26) Mail Order Sorter (ret. tr.).v.veevevunn.. 231. 388
(27) Parcel Post Clerk (clerical). ............. 231. 388
(28) Rural Mail Carrier (gov. ser.). ..coovvun. 233. 388
(29) Morse Operator (tel. & tel.)...... ereee 236, 588
(30) Telegrapher Agent (r.r. trans.)........ ... 236.588
(31) Telegrapher (r.r. trans.)............... .. 236,588
(32) Telefax Clerk (tel. & tel.). ........c....n. 236. 382
(33) Telegraph Messenger (tel. & tel.) IL...... 230. 368
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Suggested units (hour of training day)

Program weeks

1 2 3 4 5 6
P BCS BCS CB CB A,B,C,D,E B,D
b e BCS BCS CB CB A,B,C,D,E B,D
K J BCS BCS CB CB AB,C,DE B,D
P BCS BCS Study  Study B, C E B
5....... e Relevant work experience ! B, E B
| Bt e Relevant work experience 2 B, E B
‘E Y 2P Relevant work experience 3 B B
8 e Relevant work experience 4

1 Relevant work experience—Use week 5 for relevant work experience or on-the-job training for trainees for jobs (1-10), (12), (13), (14), (16), (18-23), (25-27),
and (29-33). On-the-job training pertains to trainees for jobs (3, 7, 8, 14, 16, 18, 19, 29, 30, 31, 32, and 33), and includes vestibule training on special telephone and
telegraph equipment available at the employing company. Trainees forgovernment service jobs (11), (15), (17), (24), and (28) may be provided on-the-job training
after entry into the civil service system by passing qualifying examinations.

2 Relevant work experience—Use week 6 for additional relevant work experience or on-the-job training for trainees for jobs (4), (9), 10), (14), {16-20), (25),
and (20-33). The conditions regarding on-the-job training and relevant work experience for telephone, telegraph, and governmen? service jobs are as previously
described.

8 Relevant work experience—~Use weel 7 for additional relevant work experience or on-the-job training for trainees for jobs (4), (9, 10, (14), (16), (18), (19),
and (29-33), with conditions obtaining as described above.

4 Relevant work experience—Use week 8 for additional relevant work experience or on-the-job training for trainees for jobs (4), (®), (14), (16), (18), (19), and
(29-33), with conditions obtaining as described above.

Government service jobs (gov. ser.) should have relevant work experience projects to simulate work experience

projects as time ailows.
Suggested programs for the balance of level I jobs are shown below:

A—Office Mailing Practices (OMP) is a suggested =~ D—Posi Office Practices (POP) is a suggested unit for

unit for trainees for jobs (1), (2), (5), (6), (22), trainees for jobs (24) and (28).

(26), and (27). E—Business Correspondence (BC) is a suggested unit
B—Fundamentals of Typing (T-I) is a suggested unit for trainees for job (10).

for trainees for jobs (4), (25), and (29-33). Where units A, B, C, D. or E are not suggested,
C—Receptionist and Telephone Training (RTT) isa  trainees can use hours 5 and 6 for guided independent

suggested unit for trainees for job (20). study or relevant work experience projects.

Travel Counselor (nonprofit organ.), 237.168; Registrar (gov. ser.}, 237.368; and Registration Clerk (gov. ser.), 237.368

* Suggested units
Program (hour of training day)
weeks
1 2 3 4 5 6 .
I-3. .0 e . BCS BCS CB CB ER ER
P BCS BCS Study! Study! ER ER
56...cciinienns e TSt TS! TS! Relevant wk. exp. proj.
7..... e e TS! TS! TSt Relevant wk. exp. proj.
B e Relevant work experience

1 During week 4, substitute Relevant Work Experfence Projects in place of Study for Registrar and Registration Clerk trainees. During woeks § through 8
substitute Relevant Work Experience Projects in placs of TS and Relevant Work Experience for Registrar and Registration Clerk trainees.
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Appointment Clerk (clerical), 237.368; Counter Clerk (clerical), 239.368; and Receptionist (clerical), 237.368

Suggested units

Program (hour of training day)
weeks

1 2 3 4 5 6
I=3...00ten. e e BCS BCS CB CB T-I T-1
. ereeseeaaas BCE BCS ER ER T-1 T-I
57 tviiiiiimrrneieesesss RTT ccrt ER ER T-I T-I
R Ty Study Relevant wk.-exp. proj.
e L0 R Relevant work experience

1 CCT—(Fundamentals of Cash and Credit Transactions) for Counter Clerk traines: substitute Study for Appointment Clerk and Receptionist trainess

New Account Clerk (clerical), 249.368

Suggested units

Program (hour of training day)
weeks

1 2 3 4 5 6
| T eereneiinas BCS BCS CB CB OM Study
T reesesiisennnas BCS BCS ER ER oM Study
L T U § -4 IP ER ER oM Study
7.. R | IP ER ER Rel. wk.-exp. proj.
o Relevant work experience

Compiler (clerical), 249.388

Suggested units

Program , (hour of training day)
weeks +
1 2 3 4 5 6

I=-8...ciiiiiiieiniienen. BCS BCS CB C3 T-1 T-I
e «.. BCS BCS IFP IFP T-1 T
T Rel. wk.-exp. proj. IFP IFP T=1 T~(
2 Relevant wk.-exp. projects T-1 T-1
Bttt e Relevant work experience

Correspondence Review Clerk (clerical), 204.388

Suggested units

Program (hour of training day)
weeks
1 2 3 4 5 6
e 2 BC Study CB CB T-1 T-1
e T . BC Study BCS BCS T-X T-I
T iiiiiiiiiiiiainnans . Rel. wk.-exp. proj. BCS BCS T-1 T-1

...................... Relevant work experience
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Trust Mail Clerk (banking), 231.588

Suggested units

Program (hour of training day)
weeks
1 2 3 4 5 6
=3 e BCS BCS CB CB T-I -1
2 BCS BCS OMP ST™ T-1 1
s Rel. wk.-exp. proj. OMP STM T-I T-I
T e e Rel. wk.-exp. proj. STM - T-I
s Relevant work experience
Addressing Machine Operator (clerical), 234.582
Suggested units
Program (kour of training day)
weeks
1 2 3 4 5 6
B T BCS BCS CB CB T-1 T-1
P BCS BCS Study MM -1 T-1
s T Rel. wk.-cxp. proj. MM T-1 T-1
Tttt ittt inen Relevant work experience T-1 T-1
. Relevant work experience
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