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Prelace

The olbjective of the Research Report entitled Reglonal Rscessment and
Participative Evaluation has been 0 " wet a finger for wind disection.” By
xesearching the Ocoipational Commundly, a better understanding of what direction
20 follow Lor occupational competency has developed.

During the conception of this research and planning grant, it was our
argunent that how can we as occupational education personnel adequately prepare
young entrants {nto the world of work, {f we ourselves do not have as complete
an undetstanding as possille of the sccupationol comundyy around ws. It wae
also Iy design to include as many other Local Education Agencivs as possille,
and thus begln to establish the Lirst collaloratise elfort in our Reglon for
the occupational competency of high echcol students.

As the competition increases for each entry level position, oo does the
need for each student to be glven the oppoitunity 4o develop a salealsle oklll
while otill in high echool. It Lo the PHILOSUPHY of thie project that anyone
dearing education should have the lasle skills to quallly hin or her for a
place 4n the world of work.

Thio Research Project for Occupatdonal Compelency 4s not an independent
endeaor, nor as we feel it should be. Project CRREER, located in Randslph,
lasoachusetts, has been a major part of our program and the usee of thelr data and
the collective expertise of Udncent P. Lamo, Roger Ritch and John Post have been
of imneaouralile value 40 our project. . Thonae Henstock, assoclated with
lortheastern Unlrersity has provided the coneultart expertloe in the fields of

I Sample Selection, Suwvey Development, as well as Organized Statlstical Reporting.
Miss Charlotte Meisner, Chiel Supervisor of the Occupational/Industry. Research
Departnent of the Mascachu.etts Dlrlolon of Eaploynent Security, has provided
more. resource. Informatlon than tnaginalle, [Mles Melsner's cbllity to direct
sur Labor and Industey Lruwrestigation in the mast efficlent manner has been of
the uppermost aseletance,
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Rlao, we would Like 20 thank Fr. Clilford Reed ol the Dlrlelon of Occupatinn~

al Education, Rassachusetts Department of Educatisn for his gulidance and avalla~
Lility for technical aseletance,

Que. thoughtes of appreclation are extended to those representatives of the
major inudetrles of the region. lithout thelr collective cooperatisn, ithe
oearch c~uld not have been conducted, 71 wane *eally amazing how lnvolved the
various representatives wanted to become In the education of high school stu-
dents. Industry as a whole wants to provide that which they can 4o help those
young entrants into the world of work, Educators would iz xemios not to seek
the expertioe of those leaders in the luosiness world,

Qua special appreclation io our secretary, Xeiren Salth, {for the many hours
che has given to the Project beyond the " call of duty " and making Lt a tean
offovt. Ue could not hare eucceeded without our "girl Faiday. *

It hae not been our intention o replace the " Cracles of Delphl " but
zather o " wet a Linger for wind direction " and we are ecee

Remainlry respectiully yours,

Roger L, Young
John Ae Gould, Ta.




Part J
Introduction

The lorth Reading School System, as a great many other local Education
Agencles, Lo interested in adequately providing fox he neede of the majorlty
of Mgh echool students. Faom forty 40 slxty percent of ithe high school
students are not enterling post~secondary educn’don lut rather the world of
wort, It Lo the philosophy of this project that anpone Leasing high school
should have the. lusic educaition and extile 40 quulify hin ot hex for o place in
the. world of uotk,

The Fedeaally Funded Planning and Research Geant entitled Reglonal Assesament
and Participative Evaluation (Pa~18) reflects the current concents el education
ae outdined by the Massachuseits Department of Education, wlth the 1973 publi-
cation of the Educational Goals foa Bascachucetis. A closer look at education
dn asoachueetts wns inlilated through dnput supplied by Local Education Agencles.
The xeoponding ochsol districts dndicoted that at present, not exsugh wae being
cocomplished to adequately proviis ot those students cniolled n the genssal
cundcutun,?

The general curriculum etudent is defined as cne who is naither envolled in
the college nor the vocational - techndcal curriculims. Ao these etudents pronide
consldeaaisle nmbers enteaing the labox force each year, ithe North Reading School
Syoten recognizes the need o devalop the followlng overall objactives:

20 asslet each peroon in lecoming familiar wlth jobr eelection, preparation
{or indilal entry dnto work, indoctrination to the demands of the occupa-
iional soclety




10 expand occupational horlzons

20 develop sound atiitudes, work habits and the wouth of work
40 provide infowmation {or career cholces

0 inltiate tralning at ‘he optimm advantage of the student
20 intevialate the cureiculus 4o meet the needs of occupational

competency by all

9L a comprehensive high achool Ls to provlde a general curriculim tallored
10 neet the needs of the graduating student who will immediately entex ine world
ol wokk, it Lo imperative that the occupational comaunity be understood. Hithout
a clear understanding of the industrlal complexion o’ dndustiles located in the
particular aegion as well as the type of occupations found in these Indistales,
it o this pwofect's premise that any comprehensive high school cannat adequatedy
provide a reallotic general curriculum.

pwwwmrmmmmnumaaga
sulti~phased progran,

The project is a research program. ta establich:
what occupations are found in the lorth Reading reglion?
where these occupations are found? .
what are the major and ninor xesponeibilities of the occupatlons?
iy s it o st i s L
couprehensive high schouls of region?

Once an occupational assesanent of the xeglon ls accomsliched, the results
will provide information that wlll dndicate a posiiive direction in which io
follow in order to develop occupational campetency for those enrolled in the
general curalenlun,

Once agaln, Phase J provides necessary infomation as to:
the sccupational otuucture of the reglon
the major and ninor responellbilities of the occupations
aptitudes, tempernent and interest analyels Iy occupation
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enployment trerde by occupation
lusiness receptiveness toward Ln-eeruuce alning progume belrg
extended 40 high echool etudents

low that the regloncl industries have been explorad, Phase 77 wll explore
and deline the present general currlculum, It s neceseary not only to know what
the needs of the vardous occupations are but ales that which Ls presently belng
provided for in the general curalculim. Phase 37 will. take a close look at the
geneaal currdculim and ascertalin what Lo being provided for dn the context of
thoee areae which are important o dnduoiry,

The difference between uvhat industry as a whole wants or demands and whut 4o
currently lLelng provided for i the present general currlicudum Lo the foundation
{or Phace 333, Phaoe 317 wlll take the difference and design a general curris-
culum o neat these needs, Graphically:

Phaee ? Phaee 37 Phase 739
Analypss Synthesis Operation

The Linal product will be a cleater delinition of learning experlences
geared tomaa the occupations of today and tomorrow. These learning expeal-
ences will draw faom a task poole. The taek pool will be a collection center for
all tasks needed ts Lecome occupationally competent in a epeclile occupation, The
task pool will dnclude (7) Premtequislte Learning, (2) Camponent Tasks, (3) Euriron-
mental Needs, as well as the (4) Concepts found dn that particudar occupation,
Graphecally:




e

The loath Reading plan for accupational compeiency Le not an independent
endeavor, nor we feel it should be. Project CAREER, located {n Randolph,
Masoachusetts Ls a major part ol the prograa and the use of thelr collecited
data and expertise has leen utilized.




Peat 39

Background

MWMW#WWMWM.MMm
will Le faced with imgroved jols oppertunities {n an expanding economy, However,
there wlll be more erergetic competilon among workers {ob entyy level jobs, lut
Letter odancenent 2 higher levels whers the nunber of c: aetent older workers
nay be steetched thin, It 1o aleo projected that the labor force willd have higher
dmua-l.qmuamwmm]wo.:’

Projections aleo Indicote that the demanst dn the folowing arens wlll grow
at an unusualdy accelerated rate:
Ausingss and QfLice occupatdons
anwmnqmmm4

Thue, the occupational clusters baing probed are (1) Buslness and OfLice,
and (2) larketing and Bletrllution,

The eccupations researched emlodys (See Appendix #)
Burelness and OfLice: Bookkeeper
Clark-Typlot
Legal Secrctory
Personrel Clesrk
Receptioniet

Secretary
larketing and Bletribution: Sales Clerk




The selection ol these occupations was made according to the followlng calterla:
Representy entry level occupatione
Staydng time on the. job {e greatsr than three monthe
Taaining needed Le genesally On - the - Job

Data wae collected thaough a telephons survey with area Pereonnel Agencles.
The 2eeults of the suwey may be Lound 4n Appendix A.  The purpoee of the suwey
was to provide the Liret aattle out of the lox for ldentifying those occupations
{or uhich graduating hgh school students can cuccessfidly quallly.

Definltion of Reglon

9t Le the deslgn of this Project to dafine the region ae those touns which
surround North Reading ang are within a commuting time of thirty to forty - Lure

(30-45).mm.5;7.¢wmw,
Haverhdll llakelield Lasrence
Andover Noath Andover Lowrell
Blllerica Taakaluny Lynntield
Muddlaton Peabody Uoluan
Burlingtan loxth Reading Reading
Stonehan Uilatngton

Having established uhick occupatione are Lelng explored in what towne, the
next aljectlre Lo to disclose the major and minor responellsilities of the occupations.

Ualidation Inotrument

Project CAREER, located An Randolph, Massachusetts, being a federalls. funded
xesecrch and development project through the llassachucetts Depariment of Education
adeinistered ly the Dlrision of Occupational Education, has developed " taek cutliines.”
These tash outiines prouide tre framervrl for. the major responeliilities and dutliee
Iy occupationat title. Each major responolbility Lo then relined to indicate those
precloe skills necessary for the successful perfowmance of that responelbility.
6
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Oree the faek outline hae been valldated by the xeglonal industrles, iie
aper’lliic skille nacessnry f6% each occupation wlll then proulde a foundatlcn
{ot a note adequate content {n the geneacl analculim. Sample taek outlines
can be obtalned &y contacting Pacjact CARELR dinectiy.

In addition 2o detammining which xecpmelbilities are of sajor or ainsa
dapsrtance o not opplicable te that occupation, the valldation instument will
aleo indicate whei's: <hat aseponelsility can lettsr be faught in the High School
On - the = Jb o thasugh Zadot Exparimnce.

Aleo, each responellsility will e etudied as to ML It Cwnge. In today'se
changing industyy, present occupational reeponeliliitics a2e olthar expecied Lo

Agaain the qume, change in the near futuse ( oix monthe 49 one year) or 4t Lo
uncertaln as to whether ok net it will change.

In addition to taek outline, Preject CARELR hae prouided « . {owmat {for a
Career Prepamation Analysle Chart. The purpsse ol thles survrey ool ls o deline
which gptitudes, interests and temperaants are importaat Inghedients of each
occupation. As it Ls important 4o recegnize the major and alror sacponelbilities
of an occupations, o0 it ie puoninent that those occupational tealits ot charactsaletice
e presented,

These occupational taaits o characterletice will be valldated as 4o thelr
apprspriateness {or eazh occupation {nwestimted,

Indhistry Selection

The selection of which dndustey will be studled in what toun or cliy wae
accanpliched through the utilization of exteting datn ailable thaough the
Foesachusetts Department of Eaploument Security. Each of the 351 cities and touns
in Rassactussetts are described in rxelation to esploment In establilshments aubject
10 the (aseachusetts Emploment Securliy Law. The datu does not represent employ-

?
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nent . governmental lodies, Jhether it e local, MM?ed/Aal.s

€ach city and toun is characterized according to:
Aveaage Annual Jage of thace eaployed in each cliy and town
Nusler of establishrents found In each city and ioun
Tatal esplogment of the aggregate runber of estalblishments

characterized ta - digit Standard Industaial Classlification Coding. (SIC CE)
(SEE Appendix C)

The enployment datn Ir: each citi ox toun of the xegdon io presgent in Appendix D,
,wawmmwmmmwmmmmmmu
percentareds

For exmmple: Jr fnpendix & within lakelleld, enploynent fLigures dndicate

hat:

6.%% is Contract Construction

32.8% is fanufacturing.

1.7 4is Transportarion, Communlcation or Utillities

79.3% 4o Hholesale and Retail Trade

22.7% 48 Fincnce, Jneurance ot Real Estate

75024 48 Serrices

In studining the data found in Appendixes D and €, the largest concentration
ol emploment Ls lound in the lollowing three areas:
Rarmdacturing
iholesale and Retnil Trade
Serrices

These three are the prinan. industries to e lnwestigated as wedl ao
Finance, Jneutance and Real «.cate 4n takefiedd because ol the large percentage




Bueiness Selection

The selection of uhich lusinesses to interrlew was made according o the
{followving calterln :
Must enploy L1ty ox mere ( exceptions : Real Estate, Legal Secretary)
Rationale: The larger lusinesses will generally employ a greater variel
of occupations as well as be in a better poslilon o view the trends of the dndus-
2ty as a wholes

The Stondard Industrial Classllication Code for each lnslness must be
elther : ( See Appendix B )
Mores/acturing.
tholesale and Retail Trade
Services

Contact Peroson

The contact person for each lusiness initlally was the Persconnel Manager as
opposed to an inciabent or other adndnletrator.

Rationale : An adninietrator uho hires applicants to LUl wacancles chould
be most Likely 2o know what the varlous responeilbilities and duties of the cited
gccupations are,

Sanple Selection

In selecting a suitalle sanple, it was Liret necessary o oltaln a complete
Lioting of estallishments lny enployee slzny clty or town, and by Standard In~
dustrial Classification Coding, The Department of Eaployment Securlty wao 4in a
posltion to be able io suppli a computer tape Listing of all estalblishnents
docated in each toun, Aleo, a record layout of the computer tope wae provided for.

Uith the acquielilon of the tape, Lt becane necessary io develop a program to
derdve the desired information ae well as a computer to perlorn the calcuwlations.

9
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Volkamgen of Anerica wns gracious enough to chare their collactive expertise
4n program deelopment and provide the computer tine to procure the data. The
myammmumwwwmmmmmm
deacending order of size, by SIC Code as well as the malling labels for all eo-
tallisments uhich enploy Lifty (50) ar mores

Those eotalllishments chosen for the suwwey represented each clty. or town
of the region as well as the SIC Coding of Manufacturing, iholesale and Retall
Trade as well as Finance, Inearance, and Real Estate for Uakelield, The List
was secured {n a random {ashion,

The selected lusinesses were then contacted by mall introducing the
Research Paoject vy letter and theough wee of a opecially designed Lrochure.

Collection of Data

Each cooperating establishnent wae contacted dn person or in means of the
2elephone. Iy the Research Stall. During each interslew, the Project wae ex-
plained ao well as the purpcse of the survey tools. Personnel adninletrators
supplied the data as it applied to thelr establichments. The collected data
was then transferred on o mark sercse cards for statietical interpretation.

Statletical Progrom

The atatistical progran utilized wae provided for 4. an outslde consultant
associated with lorthenstern University. Northeastern University ales processed
the data theough thelr computer facilitles. The results of the furnished pro-
cessed data widl be found in the Statlstical Tnformation section of the Aeport,




Part 333

Industrlal Stauctuce of the Region

Thie part of the Report will present the Industaial Structure of the
Reglon utilizing arailaile data provided lny the Depariment of Employment
Scm&u;;]

Appendix € indicates the seventeen (17) cltles and towns included in
zhe Region by:
1. Total nunber of establishments housed 4n each city and toun
2, Total nunber employed within each city and toun
3. Total nunber employed dn each major industrlal classification
by cdty and toun

For emmple : Thete are 522 luslness establishments located in lUakfleld
and the total exployment of these 522 Lixmo numbeas8,034, T total of those
enployed dn Uakefield Lo further described +o ahow thats

537 are enployed. in Contract Construction

2,667 " " Manufactuning
42 " " " Traneportation, Communlcation, Utilitles
7,558 " " " Uholesrle and Retail Trade
7,829 " " " Finance, Inourance and Real Estate
7’307 " " " Seruices

Appendix C Lo then relined to indicate that percentage of the Region's
Lotal Lirme docated in each citi and towun as well as the regional percentage
of enploynent ly each ciyy and town. Thie data comprises Appendix D,

1
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For exmple: Unkelleld houses oix percent (%) of the aggregate ivelnesses
located dn the Reglon which employe Live percent (%) of all those employed in
the Reglon,

Lthin llakelield, the emplojment plctire 46:
7% ol the ttal reglonal employnent Le in Contaact Construction

‘% n n n n 0 " n MMMW

3% " v " " " " U Taanenontation, Communication,
Elecitrle, Gas, Sanitary Sexwices

4% "0 " " " non halesale and Retall Trade

BN " " " " " " Finance, Insurance and Real
Estate

“ " n " {4 n n n Sm

Qhoervatione
Appendix D

Lowell Liams employ 77% of all enployed 4in the Gontract Constauction
Andustay, while Burlington houses 12%, Lamence 11% and Uolurn 708.  The.
Contract Construction industry employees 4% of the dotal employed within this
Reglon,

Lawnence and Lowell Loth enliot 20% of all those persons associater with
the lanfacturling industry, while Roxth Andover retalns 13% and Andover 9%.
The Manufacturing induetry conotitutes 43% of the total employed within this
Reglon,

Lowell Liwms place on the payrodd %% of the total employed in the
Taansportation, Conmunication and Utilitles indnstrles, while Harerhlll and
Lawmence both maintain 13% and lalwan 1% This Industrial Classification
enlodies 2% of the total employed.

Lowell again Leads the Reglon in the lholesale and Retall Trade Classification
with 16%, Lamence 14%, Wolurn 9% and Haverhill registers 8% of the tatal

enployed in thie Industrial Claseification
r
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The lholesale and Retail Trade makes up 25% of those employed dn this Reglon.

Within Uakelield, 4o found 268 of the Reglon's itotal employment in Flnance,
Jnourance and Real Eotate. Lawrence engages the services of 21%, Lowell 20%,

and Andover 9%. Ao a percentage of the total employment fox the Reglon, the
Flnance, Insurance and Real Estate {ndustrles embody 4%.

Employed An Lowell i 19% of thooe Lwolved in the Sewrices Classllication,
while Burlington indicates 16%, Lawmence 14% and LV imington with 8%, In this
Reglon, 18% of all those employed ate in the Services Classification,

The uoefudness of Appendix D Lo that a clear indication 4o given as to vhere
the majority of persons are employeu within the major Industrlal Claseilications.,
The inference being that within those touns and ciiles uhere the mployment for
a glren industry Lo high, there Lo a large nunber of employment apportunities.

Rppendix £

Appendix € dieplays within each toun or city that percentnge of those en~
ployed for each Industrial Classification, For example, 6.6% of all persons
enployed within Uakefleld are engaged in the Contract Constenctlon industry.

The data cited in the appendix is useful in deternining uhat type of industaial
conmundty 46 in each city and toun of the Region. llithin lakefleld, the percentage
oL those enployed in the Finance, Inaurance. and Real Estate. industries of the Region
Lo 22,7%, whlle in lonih Andover 74.7% of the work force Lo enployed in the
Manutackurdng dndiotry

Sénce this project suweyed only those Liwms which employ Lttty (50) or
nore, it would be appropriate 4o descrile whe.e these leaders An Jndustry are
docrted,

13
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Qboerrations
Appendix F

Appendix F exhibits that there are 604 luslress establichments which
enploy LifYy or more peroons. This exhibit aloo lnings into vdew not ondy
mmwmwmummwmammLMWn
they belong to. For exmple, in Uakefleld, there are thirty (30) Liane eaploy~
ing move. than fifty persons, of uhich ten (10) are classified as belonging to the
larufacturing Classiflcation. Loweld deads the List with 113 Lirns with Lusence,
Burlington, HaverhidL and Uoburn. xepresenting those citles and touns housing
the greatest nunber of large employerse

In oumnamy, within the Region, the majority of those emploved are associated
with the Manufacturdng. Classlfication, Uholesale and Retall Trade indistries
as well ao Sewdices. The Andustry employnent Ligures within each toun aleo ning
out this fact, The flppendixes Cy D, € and F further express the eaploument pic-
ture for each city and town of the Repion.




Part

Ualidation Instrument

Reporting the responses assoclated with the validation instument will
conprise thiy section of the report.

The validacion instrument outlines the major responsliilities of each oc~
cupation as provided from Project CAREER, The purpsse in valldating the re~
séarch material of Project CAREER Lo o reline their infomation 20 represent
e 2egion.

€ach. reoponeibility we rated as o:
7. Jts order of importance do the LR ... major, minor, not applicable
2, Traalining needed to fulfdll this responellility, where Lt can Iest
be taught ... in High School, On~the~Job, or from Filor Experlence
3. WL It Change, the occupational responeiliiiry, in the next six
monthe to one year ... yes, no, uncertain

The businzss rapresentatives \See Appendix G) were also asked to complete
the Ocary 1tional Preparation Analysle Chart uhich dndicates those aptitudes,
tempetments and dnterests needed for the successful perfornance of the occupation.

Four questions were then presented to the Personnel Managers conceandng the
enployment trends,
7. Please estimate how many applicants are hired each year to LLUL
vacancied.
2. About how long do enployees stay on this jobr ?
3. lhen an enployee leaves thie position, where do they generally go ?
4. lhat i the expected change in the number of posiiions that wlll be

availabile in the next 4ix monthe io one year ?
15
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This infornation will be used in the discuselon of the employment outlook
by occupation.

AL numerical data rellects the percentage nf responses ~ecorded for each
occupation,

Bookkeeper : See Table 1

Those responeibilities of majer importance as revealed arc:
Recording cempary transactlons
Handiing payroll
Balancing monthly statements
Perforaing banking procedires
Handling credit and collection
lNaraging saleonen's commlsslons

rmmmmmmmwmww
and Onmthe~Jobr tralning, Mast Lirme indicated that it ws uncertaln as 2o
whether those responsllilities would change in the near future,

Many of the reoponoellilities have or arc in the procece o belng dirided
Anto specia/. areas, with a degreed accountant or comptroller LULlInG this poel~
on in many large Lims. More and more Lirns are wtilizing the services of a
computer for the accounting functions.

Aptitudes needed for this occupation include verlnl, rumerical, clerical
spelling anl grasmar,

Teapernent desired dncludes baing able to perfowm varled duties with {fre-
quent change, matching epeciiied instructions, working with others, analyzing
facts and Ligures, as well as precision and accuracy.

Interests sought encompass siness contact with people, W-m
machines and procedites, as well as seeking tangiile reoults.

16
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The number of applicants hired each year to LUL vacancles Lo 0 4o 3, while
enployees 4n this occupation stay on the jol greater than ane year. lhen an
enployes. leaves this position, {t Lo 4plit as &0 whether he ot che vill go else~-
where or xemain in the company, and the rumber of posliions of Lookkeeper in the
company wlll renaln the same for the next year,

Indications are that there are Limiteu openings each year for a lookkeeper.
Openings will develop {rom vacancles as cpposed o expansion.

Clerk = Typist : See Table 2

The major responelbilities of the clexk - typlot ao related are:
Pertorning typlng duties
Filing
Reproducing data

Taaining needed for these responsliilities can be best accompliched in
the high school curniculum. Ao in the instance ¢f a lookkeeper, it Lo uncertain
as {0 whether ot not these reaponelbllities will change in the near future, The
major reason uhy Lt Ls uncextain Ls due to the cantralization of typing poole
thaough the use of a telephone commundcaiion eyetem 20 reduce the number of
Npuplots" employed. Aleo, computer eystems are belng utilized 4o mininlze the
amount of paper lelng {iled,

Accuracy ouwtwelghed the neel for speed in fyping. IL a perdon 4; accurate,
then the alulmmes for speed are lowered.

Aptitudes 1eeded include verlal, numerical, clerical, spelling and gramnar.

Tenpernents desirad enlody varled duties, matching specliiled Inetructlone,
working with others, 7epeated, set procedures as well as preclion and accuraci.

Interests sought encompass lusiness contact with people, routine - systen,
commundcation of ideas, machines and procedures, and agaln, tangible xesults.

Q 17
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Forty~one (471%) pacent dndicated that lretween 0 and 3 persons were hired
each year and that caployees generally stay graater than one year. Gthen leaving
the position, they genesally go elsewtere and ‘he numbea of positione of a cleat~
typlet wlll remain the same in the next olx months o one year,

Legal. Sectetary : See Table 3

Reoponelbilities of major importance {or the occupation of legal secretary
entail:
Typing of degal documents
Perforning other oflice iyping okills
Acting as a receptioniot
Peatoming mall handling ekille
Personally asslsting employer
Performing Liling skille

Training needed 4o nerloxn theee responslsilities is generally eought on~
the~job. Again, nost enployers indlcated that it we uncerialn as to whether
ot not the responelbilities wlll change. It was an cbeerration that many lowers
are beginning 40 £3wn cooperative araangements between themselves and that the
dlegal eecretarial duties will be pooled,

Aptitudes, tempexnents and interests implied do not accurately indicate
what io reguired of a legal secretary /.9 eight of the eleven surveyed did not
complete thie questionnaire,

Ninety percent (90%) of the respondents dndicated that from 0 to 3 appli~
cants are hired each year and that they generally stay with the Lirn longer than
a year. ihen a legal sectetar; does leave the position, he or she generally goes
elseuherc. and the nunber of positions avallable will remain the same in the next
olx nonths to0 one year.

9t Lo inportant to note that high ochool graduates may qualify for a legal
WanwM}M%MWW The greatest nunber
1
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of lawjers naintain separate oflices and are wllling Lo frain the young entrants,

Personned Clerk : See Talle 4

The aesponellsilities that are of major {mpoatance as understood are:
Dealing with newly hired employees
faintaining employee records
Adninletering health and {neukance programe

Primany training needed for these xesponellllities Lo on~the~job. Thece
xesponslsilitias are elther not expacied to change or the Liwme ave uncertain.

Aptitudes deslred include verlnl, numerlical, clerical, spelling and grammar,

Tenpeanents suggested encompass varled duties, matching epecifled instructions,
working with uthers, conmmunication of {deas, machines and procedures, as well as

tangllle results.

Faon 0 to 3 applicants are hired each year to L4 vacancies and personnel
cleaks otay in ihe occupation greater than a year, then an enployee leaves thie
position, he or she generally stays dn the company and the nualer of pasitions
will xemain the same in the next olx monthe 4o one year.

Receptionist : See Table 5

07 aajor {aportance Lo this occupation ie the ability 2s:
Recedve visliors
Handle telephone and comundcation eystens

Training needed Ls aplit Letween on~the~jol and bedng taught in high school,

These responsliilities are not expected to change An the next six monthe 4o
one year.
Aptitudes inplied include verlml, numerical, clerical, spelling and qrammar.
It Ls noteworthy that many xeceptionists perfom typing dutles in between visitons
19
25

24y




and communication functions.

Tenpernenits inferred are varied duties, matching opecified instructions,
working with others, {ntexpreiing personal feelings, as well as preclslon and
accuracit,

Interests noticed embody lusiness contact with people, routine - sustem,
commundcation of {deas, machines and procedures and tanglile recults,

The number of applicants hired each year Ls Lrom 0 4o 3 and receptionlets
generally otay greater than a year, It Lo oplit as 40 uhere a pereon goes when
he ot she leaves the poeition and nuaber of receptionlst posltions will xemain

Notewotthy Le that exployers ceek polse, maturlily and frlendliness within
e young applicants {or thle pseition.

Secretary : See Talle 6

The major responellsilities of the eecretary sugpested ares
Typing
Flling
Taking dictation
Tranecription
Handling appointments
Perfowming mall handiing dutlies
Perforning telephone related dutles

ed in the hgh ochools, Aleo, these occupational responelliilities are not expected
20 change in the next olx months {0 one years

Rptitudes destred include verlnl, numerical, clerical, epelling and grammar.

" Tenperments sought encircle varled dutles, matching specifled instuuctions,
Q 20

- 76

|
|
For the most part, eaployers indicated that these skille can et e develop~
|
|
|
\
|
|




wtking with others, interpreting pereorL feelings, Aepeated, eet procedures,
anxd of course, precislon and accuracy,

Interests alluded to are luelness contact with people, routine - eyotem,
communication of ideas, machines and procedures as well as tangille recults.

Rpplicants hired sach year to LUUL secretarial vacanclies nuaber Lebween
0 and 3 and stay greater than a yeart. Forty - oix pstcent (46%) leave the con-
pany while thirty - four peacent (34%) stay in the company. Agaln, the numier
of poeltione of a secrainry will remuin the same in tha next olx monthe Lo one
yeak,

Sales Cleak : See Talile 7

Responellilities ol aajor {mportance wwelled ate?
Perfowring custoner eervices
Udriting and dispositioning eales checke
Recording transactions
Handling emploiee sales
Giserving delivery requlations
Accepting currency and cash documents
Followsing aeturn procedures
Correcting errore
Following epecial proceciirves
Charging <ales tax

Taaining iceded fov these responsllsilitiecs Ls generally on~the~jol, AL
{ime indicated that these responsllllities will not change or they are uncertaln.

Aptitudes encouraced are verlnl, rumerical, cleaical, and spelling,

Tenpernents sought include varied duties, matching specililed instwuctions,
workirgwitn others and precision and accuracie




Intercats inpllidl are lusiness contact with people, routine - systen,
machines and procedures and tangille resulis.

Applicants hired 2o LA wacancies include the 4wo ranges of 0 o 3 and
.greater than 10, It ic aplit as 4o how dong they stay, Upon lemring the poal~
tion, enployees will geneially go elsehere and Lifty percent (50%) of the
aespondents indicate *hat additional sales clerks will be employed in the next
olx months {0 one yeak.

Customer Setrice Speciolist : See Table 8

The following represent the responaibllities of major importance:
Raintaining an infowmation service deok
Raintaining store seruices {or cuetmmers
Caraiping out miscallanesus duties

Training desired is either on~the~jol or priox experience and the jobs
Aesponelsilities are not expected 29 change 4in the near {future,
Aptitudes aought include verlnl, nuperical, clexdcal, spelling and grammar,

Tempernent desired encircles varded dutldes, matching opecilied inetructions,
wotking with others, interpreting uersonal feelings, and precision and accuracie

Intercsts implied are lusiness contact with pesple, machines and procedures
and tangllle resulis.

Thinty - elcht peacent (38%) indicated that they hire from O 6 3 people
each year and that emplopees stay cn the job greater than a year. However, when
they do Lleave, they go elcadere and the nuaber ol positions are expected io remain

the same,

Bank Teller : See Talle 9




Qbserving cafety pracedires

Perforning custoner services
Handling coin and currency

Handling deposite

Cashing checks and redeening londe

Handling savings withdrawals and accepiing payments

Training needed is primarily on~the~jolr and the 'obmpow&&bb&t&umm‘t.
expected o change.

Aptitudes sought include verlal, numerical, clerlcal and mechanical.

Tempeaments desired embody varied duties, working with others, set pro-
cedures and precision and accuracite

Interests alluded 26 are lusiness contact with people, routine - oysten,
connunication of dideas, machines and zangible recults.

Thidy percent (30%) reoponded that the number of vacancles Lilled each
rear Lo greater than ten, yet employees otay on the jobr qreater than one year.
Uhen dearing, they generally go elsewhere and the number of positions will xemain
the sane in the next 4ux monthe to one year,

Noteworthy is that most banks contacted promote frmm withine

General Sales Peroon : See Talle 70

Researching product and market
Planning cald schedule

Maintaining and handling promgtional naterial
Perforning customer sewice duties

The tupe of training needed in on~the~fol and the ol responsibilities are
not expected to change.
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Aptitudes oupported are verlal, rumerical, clerical, spelling and grammar,

Tenpernents sought include varied duties, matching epeclfled instructionas,
working with cthers, influencing other people's ddeas, interpreting personal
feelings, decision maklng, rlseks, and precision and accuracy,

Interests desired are luoslness contact with people, communication ol ideas,
nachines and tangille reoults.

Faon 0 0 3 applicants are hired each year and they stay greater than one
year, They generally go elsewhere when learing the position and the expected .
nunber of positions widl remain the same,

Real Estate Sales Perssn : See Table 77

The moot imporiant xesponeibilities of #hie occupation include:
Managing the rental of aparitments
Olstaining opecial Listings
Handling acqulisition and eale of income property

AL reoponollsilitics are aiie do be taught in hgh ociwoel, yel on the job
tralning Lo daportant, The respondents indlcated uncertalnty as to uhether or
not the responeiliilities will change.

Aptitudes, temperments and interests do not glve a twe picture of the
Real Estate industry as elghty peacent (80%) of the companies did not complete
hils portion of the questionnaire,




UALIDATION INSTRITETT

Taaining leeded il 32 Change

MAXTR RESPONSIBILITIES

83.9 3.2 12.9 58.1 76,7 6.7 6.5 258 67.7
41.9 76.7 41.9 9.7 35.5 19.4 3.2 25.8  54.8
67.7 9.7 22,6 323 25.8 19.4 6.5 2.6 5.8
45.2 323 2.6 29.0  38.7 12.9 97  29.0 5.8
35.5 19.4  41.9 2.6 194 9.7 3.2 19.4  51.6
29.0 29,0 38.7 75.1 2.6 45.2 6.5 194  51.6

19.4 76.1 58.7 12,9 12,9 76,7 6.5 76,7  38.7




OOCUPATIONAL PREPART ION ANALYISTS CHART

verlal clerical 77.

nuzerical rechanical
abistract <pelling

spatial grcunar 58
TENPERTEIT =
varied dutlies, Zrequent change 48 repeated, set procedire

natching opecilied instrucitio directing and planning for others
working with athers working alone and apart

dnfluencing other people's ideas 2lsks, unexpected events, emergencles
Anterpreting personal feellings 29 analyzdng {acts and Ligures

naking emplrical judgements, declelone precision, accuracy
IITERESTS
deallng with things and oljects 2, sclence and technology

lusiness contact with people nachlnes and procedures
routine, systen 48 social wellare

comnunication of idecs 2, abstraction, creatlvity
prestige, esteem tanglsle resulis




Table 1.3 : Bookkeeper
Total Nunber of Questionnaires Filled Out - 37

1. Plense estimate how many applicants are hired each year o LUUL vacancies.

0-3 54.8 Gr 10 72,9
.WI.V- ﬁom lo Aeaponoe ﬂ%o%
68 6e5

2. About how long do enployecs stay on this job?

dess than one year 12,9
nore than one year 67.7
no response 79.4.

3. lhen an employee leaves this pasliion, uhere do they generally go?

elsewhere 35.5
otay dn company 35.5
no response 29.0

4, Uhat Ls the expected change in the nunber of positions that wlll be avoilable in the next olx monthe
1o one year?

acre 22,6
less 6.5
sane 57.6

no xesponsée 79.4

K X7



VALIDTION INSTRUTEIT
Table 2.7 : Cleak~Typlot

IR I R B

01. Performs typing duties 95.8 4.2 0.0 97.9 0.0 0.0 6.3 2.9 708
2. Alcts as g&\ﬁﬂgg NOO& .Who“ um.% 25.0 &No% 2.7 mou 20,7 &ou
03. Files and malntains &7.3 72.5 4.2 50,0 39.6 2.7 8.3 25.0 66,7 %
Lile records o Ve
N

04. Perforns mall handiing 2.9 60.4 14.6 25.0 58.3 0.0 4.2 29.2  64.6

05. Performs [inance and 70.4 20.8 64.6 37.3 4e2 0.0 0.0 25.0 45.8
accounting dutles

06, Deals with personnel 14,6 37.5 43.8 18.8 37.5 4.2 2.7 2.1 50,0

07. Reproduces data 54.8 39.6 125 50,0 354 0.0 42 25.C 58.3

08, Maintatns oflice supplics 22.9 43.8 29.2 74.6 50.0 0.0 2.1 2.9 56.3

09. Operates other lusineses 25.0 54.2 16.7 50,0 29,2 221 4.2 25.0 60.4
machinery .







Table 2.3 : Clerk-Typlot
Total Nunber of Questionnalres Filled Qut - 48

Te wgﬂggggggbgggggg.
0-3 41.7 Greater than 70 73.8

3-5 78.8 lo reoponse 14.6
638 6.3

2. About how long do enployees stay on this Job?
dess 1ian one year 70,4
aocke than one year 72.9

no xeoponee 76.7

3. lhen an employee leaves this posltion, whete do they generally go?
elsevhere 41.7

stay An company 39.6
no response 78.8
4e hat Lo Qboﬂﬁggs&sg%%g that wlll be arallable in the next slx mortho

10 one year:

nore 22.9
dess %0“
same. 5643
no Aesponde 16,7




UALIDATION INSTRUREIT
Table 3.7: Legal Secretary

TP BB B A

07 7. gensral legal docu~ 700,0 0.0 0.0 5.5 3604 9.7 0.0 63.6 36.4
-Qcteﬂ and othex forme

02, Perfoms ather office 87.8 182 0,0 45.5  45.5 9.7 0.0 63.6  36.4
A 2ePyyy) .
D
03. Operates office machines 45.5 563 0.0 3.4 63.6 0.0 0.0 63.6  36.4 A
and equipment
0ée Acts ce a xeceptionlet 63.3 27.3 9.7 2.3 63.6 0.0 0.0 63.6 27.3
05. Perfowas mall handling 72.7 78,2 9.7 36.4 5.5 0.0 0.0 63.6  27.3
skl
06. Madntalns ouppliee 36.4 54.5 9.7 78.2 727 0.0 0.0 63.6 27.3
07. Personally asslets 72.7 18.2 9.7 36.4 54.5 9.7 9.7 63.6 2.3
eaployer
08, Performs Liling skilles 72.7 373 0,0 4505 54.5 0.0 0.0 63.6 27.3
_OF
>~




Table 3.2 ¢ Legal Secretary

OCCUPATIONAL PREPARAT ION AIVUYSTS CHART

dnterpreting perso al Leellnge analyzing facts and Ligquaes

JITERESTS

deallng with things and oljects sclence and techrology
lusiness contact with people nachlnes, procedires

routine, syten g%.
comnundcation of ddeas abstracidon, creatiully

prestige, esleen tanglile resulte




Table 3.3 : Legal Secretary

Total unber of Questionnalres Filled Qut - 77

1. Plegse eetinate how many applicants are hired each year to {ilL vacancles.

0-3 90.9
no Xesponee 9.

2, About how long do employees otay an #hils Job?

acke than one year  90.9
no xesponee 9.7

3. lhen an employee leaves this posltlon, where do they generally go?

elsewvhere 72.7

otay in company  18.2
no xesponse

4. What Ls the expected change in the number of poslitlio

o

4o one year?
acre

some

Nno Response

ne that will be avallalle in the next olx monthe

33
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UALIDATION INSTRUMEIT

Table 4.7 : Personnel Cleak

Importarce Tralning leeded all It Change

— B mw W w mw 3 W .

ot. § g duties .wNo.W 76,7 &.WQ% NW.Q 33.3 0.0 12,5 29.2 &NOV

02. Deals with newly hired 79.2 12.5 4.2 33.3 5.2 4.2 0.0 2.2 625
enployees

03. Maintaine zaployee 70.8 76.7 125 20,8 .5 4.2 4.2 33.3 54.2 ».m :
xecords A

04. Aduninlsters health and 58.3 29.2 125 16,7 70.8 0,0 4.2 50,0 41.7

{neurance progrars
Q.W. g %&E g.% WQOQ pm.QQ Nmoﬂ gﬂQ mou QOQ “NOV .WQOQ
relations




OCCUPRTIOPAL PREPARAT ION ATALYSIS CRART
Table 4.2 : Perconnel Clerk
3
4.
79.

RPTITUDES
vealal 83. clerlcal 83
numerlcal 66.7 sachanlcal
epatiul 4. spelling
abetract 8. grannak 83
TUPERMEIT
varled dutles, frequent change 62. xepeated, set procedure 37
matching epecliled inoetructions directing and planning for others
working sith others working alone and apart
dnfluencing other penple’s ideas 25. 2leks, unexpected cvenis, emcrgencles 25
Anteapreting personal feelingo 62.5 analyging facts and {igures 20.
nating empirical judgenents, declsions preclslon, accurac
IITERESTS .
dealing with things and objecte sclence and technolo
luelneses contact with people nachlize, procedurec
aoutine, syoten socdal wellare 20
consunication of. ddeas 58 abistraction, creativit




Table 4.3 : Personnel Cleak

Total Munber of Questlonnalres Filled Cut - 2%

7. Please estimate how many applicants are hired each year 4o LUL vacancles.
0-3 83.3
ul.“ h.“

no xesponse 72,5

2. Aout how long do enployees otay on this jol?
dless than one year 4.2
more thar. one year 83.3

no xeoponse 2.5

3. lhen an employee leaves thls position, where do they genssally go?

eloenhere 37.5
otay 4n coapany 41.7
no tedsponasc 20,8

4e Uhat Le stggg%gﬁgggéigs%g&?!%
40 one yeax:

move 8.3
leos 16.7
sane 62.5

no xeoponoe 12.5

36




Talle 5.7 : Receptionlet

FNJOR RESPONSIDILITIES
07. Receives visitors

02, Handleo telephore and
connunication sustens

03. Handles mail
04e Perforns tuplng okille

05. Perlorns niscellaneous

Importance

3 m
& S
97.0 0.0
91.7 8.9
28.9 28.9
37.8 37.8
28.9 57.8

UALIDTION INSTRUFEIT

Training Needed

33.3

733

178

55.6

26.7

b

60.0
28.9

25,9




OCCUPTTIONAL PREPARNTION ANUYISIS CLIRT

Table 5.2 : Receptionist
SPTITUDES
verbal 84.4 clerical 3
nunerical 6 nechanical
absthact b4 opelling 7
spatial qramnalr 77.8
TEPCAET
varied duties, ‘reruent chance 60 repeated, set procedure
natching specified instructions 53.3 directing and planning for othere
wosrkinn with others 7 worlAng alane and apart

24 clence and technoloq
733 nachlnes, procedures
48.9 social wellare
2. abatraction, creativity
78 tangllle reoults




Table 5.3 ¢ Receptionlet
Total Munber of Questionnaires Filled Out - 45

e wgogggg.mn%&gﬁ are hired each year o LAL vacancies.

0-3 84.4
.WI-.“ “0“
no xesponse 77.2

2. out how long do employecs stay on thle Job?

dess than one year 15.6
moze than one uear 75.6
no responde 8.9

3. When an enployee leaves this position, where do they cenerally ¢o?

elseufiere 42,2
st in comnpaniy 40.0
no response 77.8

4o Uhat Lo %og%ghS%gghR%Eg%\g%g%g%E%
20 one year:

noe %o.@
g %0%
sane 73.3

no zesponse 3.9




UALIDTION INSTRUFENT

Talle 6.7 : Secretary
Inportance Training leeded dl It Chance

;
AR O O B B

[VIJ0R RESPONSIBILITIES

07. Tupes 700.0 0.0 0.0 92.7 4.9 2.4 0.0 2.0 780
02, Files 73.2 %4 224 56.7 36.6 7.3 24 2.0 75.6
7.3 73.2 7.3 74.6 2.4 29.3  65.9

72.2 61.0  2%.4 9.8 0.0  29.3  65.9

743 43.9 41.5 9.8 2.4 2.0 73.2

9.8 41.5 43.9 4.9 0.0 2.0  70.7

72,2 36.6 48.8 4.9 2.4 29.3  65.9

v 12,2 43.9 39.0 9.8 24 2%.4 68.3

26.8 366 36.6 49 0.0 268 659

53.7 2.0 26.8 2.2 0.0 29.3 46.3




OCCUPAT FONLL PREPARTION ANULYISTS CHRT

APTITUDES
verbal 82,9 clerical 78.0
nunerdcal 70.0 nechancdold 7.3
albistract 9.8 peldling 73.0
spatial .9 qranar 8.9
TEMPENENT
vailed dutles, [requent chance 67,0 repeated, set procedure 37.7
matching apecilied instmuctions 43.9 directinc. and planninc. for othere 4.6
workdng with othere 65.9 worling alore and epart %L
Anlluencing other people's ddeas 77.7 rlsks, vnexnected ewents, enerrencies 14.6
dnterpreting personal leelings 46.3 analizine. facts ond Licures 34.1

naking enplrical judnements, decislons — 2%.4

JITERESTS

dealing with thinas and oljects 1701
uwsiness contact with people. 73.2

routine, susten 36.6
connundcation ol ldeas 41.5

prec. lae, esteen 74.6

precision, occuracs.

53.7

a7



Talle 6.3 : Secretanuy
Total Nunber of “uestionnaires Filled Cut - 47

| 1. Please esiinate how nomur appllcanis are hired each. wmg\.o 2o Lill vacancies.
7 0-3 53.7 Greater. #han 10 17.1"

V 3=5 74.6

W mlw .@.%

2. Mout howr donr do enplovees sta on thie Job?

dess zhan one tear 2.4
nore than one vear 37.8
no responecs 9.8

2. Ten an enployee leaves this posliion, where do ihey. cenerclly ¢o?

elserheore 46.3
st dn conpan: 347
no ‘esponse 19.5

4o Dhat is the expecied chanre 4in the nunlber ol posiiiore 2hat will e amilable in the next oix nonthe

o one vear?

9.8
0.0
80.5




UALIDATION INSTRUEID
Table 7.7 = Sales Clext

Inportance Training Needed dL 94 Change.
.. g
SR I
[NJOR RESPONSIBILITIES M 2 & 38 m S S
07. Opens for the dau 25.0 33.3 4i.7 16,7 58.3 0.0 0.0 50.0 25.0
02, Perlornes cusionenr 66.7 25,0 8.3 25.0 65.7 0.0 0.0 4£1.7 50.0
serwices
03. ites and dlepositions  50,0- 76.7 33.3 76.7 58.3 0.0 0.0 41,7 33.3
saleschecks -
04e Records transactione 66.7 8.3 25,0 76.7 66.7 0.0 0.0 41.7 41,7
05, fwthorlzes account sales 16,7 25.0 58.3 76.7 50.0 0.0 0.0 41.7 25.0
Qmo tandleo QOEE g %NOV Nmoﬂ %NOV ﬂmoﬂ &OW QOQ QOQ %NOV %NOV
07. Gbhoewes deliver. 41.7 25.0 33.3 76.7 66.7 . 0.0 0.0 41.7 50,0
recudations
08. Accepte currency and 41.7 25.0 33.3 76.7 58.3 0.0 0.0 41.7 41.7
cash docunento
09. Nﬁ&b& working cash 25.0 76.7 58.3 25.0 50.0 0.0 0.0 41.7 41,7
70, Follows return procedize. 50,0 3.3 41.7 8.3 53.3 0.0 0.0 50.0 25.0

49
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Aruitoxt provided by Eic:
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Table 7.7 Sales Clexk

Inportance Tralndno. needed AL It Chance
-
I3
>3
8 WM 5 § 3
[AJOR RESPONSINRILITIES e 3 S 3 & ¥ &
71. Corrects errore 50.0 33.3 16.7 33.3 50.0 0.0 0.0 41.7 50,0
12. Follows apecial pro- 66.7 25.0 8.3 25.0 75.0 0.0 8.3 58.3 33.3
cedures
73. Obsewres merchandice 25.0 16.7 58.3 16,7 50,0 0.0 0.0 41.7 33.3 %
controle o
14, Obseres Lnventon: 25.0 16,7  58.3 16.7 50.0 0.0 0.0 41.7 333
shortace controls
15. Charres sales tax 41.7 8.3 50.0 16.7 50.0 0.0 0.0 41.7 23.3
Nmo g@ﬂ\o \E the ﬁw\ U}W‘Q .w.wo.w \.aNoV %O.w -W%O.w OOO QOO %Noﬂ .w.w..w
17. Vg\ueg& other 6“&% 33.3 25.0 8.3 8.3 41.7 0.0 0.0 Nmoﬁ 33.3

duties







D
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f Table 7.3:Sales Clenk

Tatal Tunlrer of Questionnalres Filled Qut - 72

1. Please estinate how many applicants are hired each year to LUL vacancles.
0-3 25,0 Greater than 70 25.0
3-5 8.3 no ‘esponde 41.7

. 2. MWout how long do enployees stay on thle Job?

dess than one vear 33.3
nore than one yeat 33.3
no response 33.3
3. then an eaployee leaves thie position, uhere do thei qenerally co?
elserfiene 66.7
otal. An conpan: 0.0
no xesporse 33.3

e Uhot is Qsogﬁm&gsg:go%g\ERg%S%s%gika%
1o one yeal:

noxe 33.3
dess 0.0
Aane. 33.3
no xesponse 33e3




UALIDTION JISTRITEIT
Talile 8.7 : Custoner Serwrice Speciallst

Inportance Training Needed MU It Chance.
I3
S
L £ 3
§ 1 &5 3 ¥ 3 .
FAJOR RESPONSIBILITIES
01. lalntains an infornation 88.9 5.6 5.6 38,9 56,0 5.6 5.6 38.9 50.0
QP g store servlices to& Mom g.% thouw .w.wou to\» Mom. uu.u .w.wo.w
Jor custoner
03. Processes credit 71.7 33.3 50,0 20,2 16.7 5.6 0.0 38,9 27.8
applications 3
= ¥
04. Carrics out nlecellansous 55.6 38.9 5.6 16.7 77.6 0.0 771.7 38.9 444
dutieo




OCCUPATIONVL PREPARSTION ANLISTIS QAT
Table 8.2 : Custoner Semrice Specialist

APTITUDES




Talle 8.3 : Cuotoner Sewdce Speciallsl

Total Nunwer of Nuestionnaires Filled Qut - 18

1. Pleasc estinate how man. applicants are hired each rear to (Al vacancics.

0-3 38.9 8-10 5.6
3-5 2.2 Creater than 70 5.6
68 76.7 no responde 76.7

2, Mout how lons do enplovees stan. on this Fob?

less than one twear 77.17
acre than one teaZ 778
q
no responee 77.7 -\.
o
=

3. Uhen an enplovec. lemres this poslilon, vhere do they ceneralls:. a0?

elseihere 4.4
otay. dn comparu. 38.9
no xesponse 76.7

4. Lhat Lo the expected chanae dn the nunbea of poeliione that will e avadlnlde in the next olx ronths
40 one year’

nure 16.7
deaso Nm.v .
oane. .W“lm

no Aesponse 17.17

OB
M_

mm] :




UALIDTION INSTRURETTT

Table 9.7 : Bank Teller

Inporiance Tratning. Needecd il It Change
LT 3

MAJOR RESPONSIBILITIES . D 88 3 N 3 ®

01. Qloerwes safely pro- 90,0 0.0 70.0 40,0 60,0 0.0 70.0 30.0 60.0
cedures

02. Perfornes cusitoner 90,0 0,0 70,0 20,0 80.0 0.0 70.0 30,0 60.0
serices

03. flandles coin and 80.0 20,0 0.0 60.0  40.0 0.0 0.0 40.0 60.0
awvrencs).

O4e tlandles deposits 90.0  170.0 0.0 1.0 90.0 0.0 70.0 30,0 60.0

05. Caohes checks and 70.0 0.0 30.0 30.0 60.0 0.0 0.0 40,0 50.0
redeemns bondes

06, llandles savings vlith~ 7000 0.0 0.0 70.0 90,0 0,0 0.0 40,0 60,0
drowmds and accepls
parmento

07. Perlorne lboolkecpling. 0.0 50.0 50,0 30.0 30.0 0.0 0.0 40,0 30,0
fatnction

08, Perforns ralntenance 0,0 30,0 70.0 70.0 30.0 0.0 0.0 30.0 40.0

dutles




OCCUPATIONAL PREPARATION ANALYSTS CYVRT




Table 9.3 : Bank Teller

Total Munber of Questionnaires Filled Cut - 70

1. Please estimate how many applicants are hired each year to Lill vacancies.
0-3 70.0 8-10 20.0

3-5 20.0 greater than 10 30,0
6-8

2. About how long do employees stay on this fob?

dess than one year 0.0
nore than one year 90.0
no esponse 70,0 24 ) m

3. Uhen an enployee leaves this position, uhere do they generally go?
eloahere 60,0
ostayy 4n comparuy 20,0

no xesponse

4. Uhat 46 the expected change 4in the rumber of positions thet will le availalble in the next six monthe
o one year?
nore 30.0
leas
sane. 60.0
ne Aesponse 70.0




UALINTION INSTRUEIT

Table 70.7 : General Sales Person

Inportance Training Needed Sl Ix Chance

;
NI O O A

07. Researches product and 50.0 50.0 0.0 25.0 33.3 41.7 8.3 50.0 41.7
marked

02, Plans call schedule 58.3 25,0 76.7 76.7 4147 25.0 8.3 47.7 33.3

03. Maintains and handles 50.0 33.3 76.7 16.7 75.0 8.3 8.3 41.7  50.0 o o
pronotional materlal -~ I\

wn\

g. ”@g cuatoner ser~ &..w NWOQ %.w &OQ uWQ.Q Nmoﬂ %..w %NO“ %NQN
vice duties

05. Performes clerical duties 8.3 66.7 25.0 58.3 25.0 0.0 8.3 41.7 33.3

80 V%S other duties .w.w..w %NOV %o.w 0.0 75.0 0.0 %ow .w.wo.w .w.w..w




Table 70,2 : General Seles Person

OCCUPATIONAL PREPIRT FON ANUYSIS CGYIRT

working alone and apart
inlluencing other people's ddens rioks, unexpected events, emergencies
Anterpreting personal feelinge 58 analyzing facts and Liqures
making empirdcal judoemenits, declsions precision, zccuraci)

25. acience and techralo
machines, procedites 58
25, social wellare
50. abotraction, creatlvity 25
2angllle resulis




Talle 70,3 : General Sales Peroon

Total lunber of Questionnaires Filled Cut - 72

1. Please eotimate how maryy applicants are hired each year to Lill vacancles.
0-3 50.0
3=5 8.3
greater than 10 25,0

2. Aout how dong do emplovees ostay. on this folb?
more than one yeax 83.3

no xesponse 76.7

3. lhen an employee leaves this position, uvhere do then generally go?

elsashere 50.0
§h in conpanl NW.Q
no response 25.0

4o Uhat 4o %ogbggs&:g&ggggsggsghg%g&b
10 one yeanr:

deas 8.3
AN V.W. (4]

no response 76.7

55
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VALIDATION INSTRULEID
Talble 77.7 : Real Estate Sales Person

Inportance. Training leeded L It Chanve

o .
TNJOR RESPONSIRILITIES _W W . 5 w m § W o

]
&
07. Tanages ollice 40.0 30.0 30.0 60.0 40.0 0.0 0.0 700,0 0.0
8‘ g § & wclo NQ.Q QQOQ *Q‘Q ,Wolo Ncoo QQQ %‘Q NQ’Q 2
apartments <
03. fandles apariment 70,0 40,0 50.0 60.0 40.0 0.0 0.0 700.0 0.0
maintenance 0
"
O4. tandles evictions 20,0 30,0 50.0 40,0 50.0 70.0 0.0 80.0 70.0
05. QlRains zental €0.0 40,0 0.0 60,0 40,0 0.0 0.0 90,0 70,0
distinge
06, Handleo acquisition 90,0 70.0 0.0 50.0 40.0 70.0 0.0 700,0 - 0.0

and sale ol income
propertis




OCCUPTIONIL "REPRTION AUUISTS CERT

Table 77.2 : Real Estate Sales Person

varied duties, frequent change 20,0 repeated, set procedire
matching specilied instuctions 20 directing and planninr. for others
working with others 20.0 working alone and aport
inlluencing other people's ddeas risks, unexpected events, emeclrencies 20.
dnterpreting personal feelins 20 anclizing facte and Piouwres
20 precision, accuracty

ITERESTS
dealing with things and oljects 70.0 science and technoloon. 10,0
lusiness contact wlth people 20 nachines, procedures
Aoutine, oustem 20 soclal wellore
commundcation of ldeas 20 abstraction, creativity na,
prestige, esteem 20, tanoild ». resulto




Table 71.3 : Real Eotate Sales Person

Total Munber ol Questionnalres Filled Out - 70

1. Please estinate how maru:. applicants are hired each vear to Ll vacancies.
0-3 60,0
3-5 20,0

no Zeoponse 20,0

2, About how long do emplouecs stay on this Job?
dlesas than one year 40.0
moxe than one uear 60,0

3. then an eaployee leaves this position, vhere do ther. generally go?
eloschere 700.0

be Uhat Lo the expected change in the nunber of positions thei will be amilable in the next six monthe
10 one yeard

nore 20.0
de ) 20.0

sane 60,0




Part U

Satistical Infowmation

The infowmation which io presented sectio xeport xepresents
crsss ~ talulatio ) e o
ne of the suwey data, Elghty - olx (86) lusinesses gansta
263 Validatlon Instument responses -




Title of Occupation by Toun of Company
How 1o read the data:

17.7% of all secretarial ozcupations were swweyed in Widnlngton
21.9% of all responses from Uilnington were 4n the secretardal occupation.

t o BT

hﬂgs QQ ° NVO N P“ Q.w ‘VO ﬂ ° ° ‘ Q.% J\. b
0,0 21.9 7.7 78.8 21.9 0,0 0.0 18.2 76.7
gg °0° Nmo 7 °0° mo.m b.ﬁ WOM °0° mo“ m “
0.0 75.6 0.0 72.5 9.4 12.5 0.0 9.7 16.7 %
Clerk Typlst 4.2 70.4 8.3 6.3 72,5 0.0 0.0 8.3 o2
25,0 75.6 30.8 78.8 78.8 0.0 0,0 18,2 76.7
C S QOQ bo 7 QOQ OOQ °o 0 WO.N %o 7 NNON QOQ (@] .
Legal Secretary 0.0 3.7 0.0 0,0 0.0 12,5 25.0 9.7 0.0 0
Personnel Clerk 4,2 $e2 0,0 42 76.7 0,0 0.0 8.3 8.3
12,5 3.7 0.0 6.3 12.5 0.0 0.0 n.3 76,7
Receptioniet 4.4 73.3 6.7 6e7 75.6 22 0.0 6e7 4e4
25.0 78.8 23.7 78.8 21.9 12.5 0.0 73.6 76.7
Sales Clerk 0.0 25.0 8.3 8.3 8.3 &3 8.3 0.0 0.0
0,0 9.4 7.7 63 3.7 12,5 25,0 0,0 0.0
g W§§ °.° .MCO\ °.° NNON iﬂ.ﬂ m.m °.° ﬂm.ﬁ NN.N
0.0 9.4 0,0 72.5 6.3 12,5 0.0 13.6 76.7
Pank Teller 70,0 0.0 70,0 0.0 70,0 70,0 0.0 0.0 0.0
12,5 0,0 7.7 0.0 3.7 12.5 0.0 0.0 0.0
General Sles 7647 8.3 0.0 8.3 8.3 8.3 0.0 176.7 0.0
25.0 3.7 0,0 63 3.7 72,5 0.0 9.7 0.0
Real Estate 0.0 0.0 30,0 0.0 0.0 70.0 20,0 0.0 0.0
72.5 50,0 0.0 0.0
e,
kl

Aruitoxt provided by Eic:

E




Secretary
Bookkeeper
Clerk Typlst
Legal Secretary
Personnel Clerk
Receptionlst
Sales Clexk
Custoner Serrice
Bank Teller
General Sales

Real Estate

2.4
12.5

3.2
125

2.7
12.5

0.0
0.0

4.2
12.5

2.2
125

°. °
0.0

5.6
12.5

0.0
0.0

8.3
12,

70.0
125

=

2.4
74.3

6e5
28.6

4.2
28.6

0,0
0.0

0.0
0.0

2.2
125

°. °
0.0

5.6
12.5

0.0
0.0

°. °
0,0

0.0
0.0

T.itle of Occupation Iy Toun of Company (cont.)

°.°
°. °

0.0
0.0

227

SO
oo

o9

S 8
OO OO0 OO0 OO oo

OO0 ©O
. D

SO

SO
oo

S
)

°. °

2.4
12.5

3.2
12.5

217
125

9.7
125

4.2
125

2.2
125

0.0
0.0

°.°
0.0

20.0
25.0

°. °
0.0

°. c
°. °

9.8
70.3

76,7
72.8

3.7

Z.3
7.7

g‘%
12.8

73.3
15.4

76.7
5.7

17,17
5.7

g.o
5.7

°. °
°. °

70.0
2.6

79.5
21,7

19.4
75.8

125
75.8

9.7
2.6

25.0
75.8

75.6

0.0
0.0

5.6
2.6

70,0
2.6

8.3
2.6

70.0
2.6

2.4
125

3.2
72.5

217
125

0.0
°. °

°. °
°.°

2.2
12.5

8.3
12.5

5.6
12.5

°. °
0.0

8.3
12,

70.0
125

20.0

9.7
gio

°. °
°.°

2.2
g.o

°. °
0.0

0,0
°‘ °

70.0
20.0

0.0
0.0

Q.o
0.0




Toun of the Company. in Industrial Claselflcation

How 2o read the data:
87.5% of all accupations sumreyed in Stoneham uwre characterized by Monufocturing
which represents 4.5 of all occuputions surveged L. the Manulacturing dndustrye

Marwfr=turing lholesale~ Flnance~ ) Services
Retall Trade Ineurance.
Stonehan 87.5 0.0 125 0.0
4e5 0.0 2.0 0.0
Wlnington 81.3 0,0 0.0 15.6
16.9 0.0 0.0 12,5
Peabody 61.5 77 30.8 0.0
5.2 8.3 8.2 0.0
lolurn 87.5 0.0 0.0 125
9.7 0.0 0.0 5.0
53.17 6.3 37.3 6.3
Buntdngton 17.0 16.7 20.4 5.0
Mo, Reading 0.0 50,0 37.5 12.5
0.0 33.3 6.7 25
0.0 25,0 50,0 25,0
Reading 0.0 8.3 4ol 2.5
Lowedl 68.2 0.0 0.0 2.3
9.7 0.0 0.0 15.0
Blllerica 91.7 0.0 0.0 0.0
71 0,0 0.0 0.0
Lynnfleld 0.0 25.0 25.0 50,0
0,0 7647 4ol 70.0
Tewkolury 85.7 74.3 0.0 0,0
3.9 8.3 0.0 0.0
MUddleton 00,0 0,0 0.0 0.0
0.6 0.0 0.0 0,0
lakelleld 0.0 0,0 87.5 72.5
0.0 0.0 14.3 2.5
Haverhtll 0.0 0,0 80.0 20,0
0.0 0.0 8.2 2.5
Lawmence 6647 0.0 25.6 7e7
76.9 0,0 20.4 7.5
Andover 60,5 0.0 13.2 23.7
1449 0.0 10,2 2.5
0.0 0,0 2.0 12.5
Q 62
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How 20 tead the data:
63.4% ol all secretories anweyed were Liom the lanufactuadng Induetry which e~
presents 16,9% of all the lanufacturing Lins who responded,

Title of Cecupation b, Industrlal Classlilication

lanufacturing (holesale~ Firance~ Serunices
Retall Tacde Ineurance
Smu'l- 63.‘ 0.0 7905 74.6
16.9 0.0 16.3 15.0
Bookkeeper 71.0 65 9.7 9.7
4.3 16e7 6.1 7.5
Cleat Typlst 75.0 0.0 14.6 10.4
2.4 0.0 14.3 12,5
Legal Secretary 2.3 0.0 0.0 63.6
1.9 0.0 0.0 77.5
Personnel Clerk 62,5 0.0 20,8 125
9.7 0.0 10,2 75
Receptioniet 68.9 0.0 13.3 17,17
20,1 0.0 12,2 125
Sales Clerk 50,0 41,7 0.0 8.7
3.8 41.7 0.0 2.5
Customer Sewice  55.6 5.6 5.6 33.3
6.5 8.3 2.0 15.0 |
Bank Teller 0.0 0.0 90.0 10.0
0.0 0.0 18.4 25
Geneaal Sales 41.7 33.3 0.0 25.0
3.2 33.3 0.0 7.5
Real Eatate 0.0 0.0 100.0 0.0

0.0 0.0 20.4 0.0




Title of Cecupation Iy tow Long Do Persons Stay in thls Peslition

How 20 xead the data:

87.8% ol all secaeturial responses indicated that secretardes stay on the job
greater than a year. The secretarlal occupation comprises 185 of all occupations
surreged indicating that the incunbent will oty on the job qreater than one

yecr,
Less than one year Mlox 2 than one year
Secretan 24 87.8
3.4 78.7
Bookkeaper 12,9 67.7
73.8 70,6
Clert Typist 10.4 729
77.2 17.6
Legal Secaetor; 0,0 90,0
2,0 5.0
Peraonnel Cleak 4.2 8.3
344 70,7
Receptionist 75.6 75.6
o1 17.7
Sales Clear 32.3 33.3
13.8 2,0
Quotoner Semrice 1.7 77.8
6.9 7.0
Sank Tellea 0,0
0.0 9,0
45
Ceneral Sales 0.0
0.0 83.3
5.0
Real Estate 40,0
73.8 60,0
3.0
Olaeuatlion:

The Lims sur wied for the most part polntad out that the majorlty of the
personnel stay on the jol greater than a yeat.




Title of Occupation lny Uhen People Leave This Position, Uhere Do They Go?

How o xead the data:

34.7% of all secretarial responses infer that uhen a secretary leaires the posltion,
he or she will remaln in the company occupylng another occupation.

The secretarial occupation encompasses 16.3% of all occupations suwreyed who in-
dicated that the employee wlll otay with the company in another capacity.

Elsevhere

o

~8 ok

WU
SO

8

7
5
4
5
60.0
8
0
8
0
7

Co
(]

Qlsermtion:
A high percentage of enployees stayling in the company would dndicate that there
45 conslderalile upunrd or dateral mobility for that occupation,
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Titdle of Occupation by Changes Foreseen dn the Nunber of Positions Avallalle

How 20 read the data:

80, 5% of all secretarial occupations eurveyed indicate that there slll be no change
4n the nunber of secretarial pooltions in the next slx nonthe o one year which
xepresents 19.65 ol all respondents who dndicated there wlll be no change in the

7.3 16.7 6.0

runler of positione,
More Leas linchanged
9.8 0.0 80.5
9.8 0.0 79.6
22,6 6e5 51.6
17.7 77.7 9.5
2209 402 5603 |
26,8 77.7 76.6 |
9.7 0.0 82.8
2.4 0.0 5.4
8.3 16,7 62.5
4,9 2,2 8.9
8.9 8.9 73.3
9.8 2.2 79.6
33.3 0.0 33.3
9.8 0.0 2.4
16,7 " 16.7 55.6




Title of Occupation by How Nany Persons are Hired Each Year 2o FILL Vacancles

How 40 xead the data:

53.7% of all secretarial occupations suwweyed indicate that betueen 0 and 3 persones
are hired to LUL vacancles each yeate T74.5% of all xesponcees indicating from

0 i0 3 persons are hired to LU vacancles are An the occupation of secketary.

0-3 3-5 6-8 8-10 GT 10
Secretany 53.7 14.6 4.9 0.0 17.1
14.5 20,7 20.0 0.0 23.3
Bookkeeper. 5.8 6.5 6.5 0.0 729
77.2 6.9 20.0 0.0 73.3
73.2 37.0 30,0 .0 30.0
Legal Secaetary 90.9 0.0 0.0 0.0 0.0
6.6 0.0 0.0 0.0 0.0
Personnel Clerk 83.3 4.2 0.0 0.0 0.0
73.2 3.4 0.0 0.0 0.0
Receptionist 84.4 4.4 0.0 0.0 0.0
25,0 6.9 0.0 0.0 n,0
Sales Clerk 25,0 8.3 0.0 0.0 25,0
2.0 3.4 0.0 0.0 70,0
Customer Serrice 38.9 22,2 11,7 5.6 5.6
4,6 73.8 20,0 33.3 3.3
Bank Tellex 20,0 70,0 70,0 20,0 30,0
7.3 3.4 70,0 66.7 70,0
General Sales 50,0 8.3 0.0 0.0 25,0
3.9 3.4 0,0 0.0 70.0
Real Estate 60,0 20,0 0.0 0,0 0.9
3.9 6.9 0.0 0.0 C.0

Qboervation:
Among the eleven occupations suweyed,consems was that between 0 and 3
persons were hired each year.
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Changes Foreseen in the Mumber of Positions Avallable by Industrlal Classdl lication

How to read the data:

14.9% of all lanufacturing Lims sureyed atated that there will e more positions
avallable in the near future while 68.2% stated that there would be no change,

lanufacturing Uholesale~
Retail Trade

Moxe. 4.9 25.0
Leos 3.9 0.0
Unchanged 68.2 75.0

Finance~ Servrices
Inauwrance

18.4 15,0
20,4 25
53.7 55.0

hen People Leave this Position, lhere Do They Go iy Indistrial Clasellication

How 1o read the data:

38.3% of all lanulacturing fimne swuweyed stated that employees otay wlthin the
L in another capacity wnen leawing those occupations swureyed,

larufacturing wholesale~
Retail Trade

Stay 38.3 8.3

Eloeniere 42.9 83.3

Finance~ Seavices
Jneurance

34.7 17.5
53.17 42,5




How Many Peroons are Hired Each lYear 2o FLUL Uacancies by Industrlal Classlfication,

How to read the data:
02 all lusinesses W hire Lrom O to 3 persons each year 2o LALL vacancles, 62.5%
of the respondents were from Munufacturing uwhich represents 61.7% ~f all lanu~

Min@ mmfmo
lanufacturing tholesale- Finance~ Serrices
Retall Trade Ineurance.
0-3 62.5 3.9 17.7 71.8
61.7 50,0 53.7 45,0
3-5 51,7 ‘ 3.4 17.2 2%.7
9.7 8.3 70,2 17.5
6-8 50.0 0.0 30,0 20,0
3.2 0.0 6.7 5.0
8-10 0.0 0.0 66.7 33.3
0.0 0.0 4.7 2.5
GT 10 63.3 3.3 23.3 0.0
12.3 33.3 74.3 0,0

How Long do Persons Stay in thie Pasition by Industrial Classtfication

tow 2o read the data:
10.4% of the lManufacturing respondents dndicated that their enployees stayed less

than one yeuts
Ranufacturding tholesale~ Finance~ Serwices
Retail Trade Jnewrance
Less than one yeal 70.’* 25.0 74.3 5.0
fMore than one year 76,6 75.0 77.6 67.5
Glserration:

UL industrdes indicated that a high percentane ol employees in these occupations
stay nore than one yeal.




Part U7
"In Hov+e!" Taglining Programo

Duaing the survey interirlew, usinesses weke acquainted with the lowth
Reading High School offealngs in Occuotlonal Education. Bulelfly, the lorth
Reading High School enlndles a lork - Situdy Program, Blstrlutive Education
Pacgram, as well as three unique pilot Cooperative Educatlon Programe.

The Lot Lo o seriice - repalr progeam speneoted ly Uslkamgon of Amertca, *
lortheatern Dlstrilutorship, located dn Widnington, Selected students are
extended the oppartunity o traln aiong olde of precently enployed Uolkawagon,
Porshe and Rudi cerice repair techniclane. Uolkewagon. of fmerica in ilnington
has extended ite facilitics to these qualified youth as openings in the train-
dng ochedule develop.

The second is a lank teller progaan sponsorsd by the Arllngton Five Cent
Savings Bank. Agaln, dnterested qualifled ostudents are extended the opportunity
20 develop the oskills necessary to competently perlown the occupation of a
lank teller.

In the alove mentioned programes, students rere extended the opportunity to
develop a salealle sbill hlle ot in high achool. The young tralnees sre not
enployed ly the establicments, and nelther party Lo obligated to hire nor e
hired, The purpose of theoe programes Lo to very simply provide salealile skill
opportiunities 1o interested students, Situdents muiet Recelie the wriiien per~
aleslon of their parents, teachers, and sechool adainistrator 2o Lecome ell-
giile for the program.

Tralning An these occupations Ls cenducted during the day, ( as in the in-

ostance of Uslkbamgon of America, 8:30 - 5:00 for 32 days, 4in the case of the
70
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Bank Teller Program, 8:00 - 72:00 ox 12:00 - 4:00 for 30 houwts. )

The lnstauction perlod at UVslkbewngon of Amerlca wae not consecutive days,
dut rather spread out over the school year, The Bank Teller Program's time
dine was Lron May 28 2o July 1 with students alternating thelr tralndng ochedules
froa day 4o day.

The third prograr Ls in the area of Real Ectate. Interested students arrlved
1o ochoal an hour before classes were schedilded o Legin o0 that they could
participate in a Real Estate Course. The purpose of the course was 2o provide

the studentes with the necessary information and lackground o successfully.
attain their Real Estate Salesman'e Licenses.

In all three dnstances, the estaliliochments ptovided i lo service o the
school syoten. Of course, it Lo io the Limms advantage to provide these train-
dng programe in teans of "all - xeady trained potential employees. " Yet, the
students trained received inotruction they would otheusise not have hade In
other words, one hand uanches the other, However, 4t should be painted ocut that
students did not " just go to work and dlearn Iy dolng”, but rather, a compre~
hensive currlonlun we estallished utilizing performance. standards. The st~
dent was aumre at all time where he had leen, where he 4s and where he 4o going.
The curriculun was developed in cooperation with the high school Iy the indlridual
tirna.

It should e dlecussed here that . ie not the intention of thls report to
dndtiate the actions of energetic ochool syotens 2o contact Uslkswngon of Anerica
or the Alington Five Cent Savinge Bank to place otudents in the exleting pro-
grans. Rather, the purpose has been to demonstrate that there are responsille
luolness establiohments in this region who would e willing io coopzrate with the
variouws school systens.

Businesdes swweyed were asked if they would e interested in a similar
fradning situation being establiched .in their firm. The majority of reoponses
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Part U337

Higblights

The xesearch project entitlcd Reglonal Rasesanent and Perticlpative Evaluation
hae identilied eleven occupations foa which there is an expected high degree of
enployalbidity {co qualilied high school graduate.

For each occupation suweyed, the major and minor responsibilities have been
delined co wedl as where the training needed chould take place 4o competently
perfowm these occupational respsnellsilitics.

Thooe Aptitudes, Tempernent and Interests necessary {or jolr success have been
brought forthe

This project has developed a methodalogy for researching the occupational
cormundiy.

A Lsting of all Lirne within each community has lzen developed Iy oize of
the compary, where it is located, number of employees and Iy 5IC Coding.

Enploynent irende have leen identified for each of the eleven occcupations.
Business contacts have bLeen made and communication channeds estallisched.

Businesses in the area want better qualilied entry level employees and are
widling 10 help develop these qualificotions uhile the students are An high echoc.

The Andustrial cormunity hae Leen identilied for the seventeen town reglon.

Project Regionol Ascesament and Pantdicipatitre Evaluation dnitlates the firet
educational collalorative in Occupational Education with in the reglon.

A detailed List of other entr. level positions wns ales ddentilied Ly the
lusinesses suwreyed, mmm%mmw
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Thio xeport strongly urges that Education Agencles should:

Deelop course content cround the major and minor responeililities
cited for each occupation

Stress accuracy in typlng lusineas fomo and lettenw as opposed 4o
speed in "social " yping

Initiate transcalption courses stressing lusiness communications and
grammar

Eotablioch trualning prograns within the Occupational Comoundty utilizing
the experlence and expertise of the responeille indusirleo

Implement Simulation Courses which reflect the atnosphere or Arsineso
and Induetry

Contact docal luslnesses and dlecover what they're all about and probe
cooperative adrentures

Perhaps the greatest {nslght experlencec rough thde project is that
lusinesses are ready, willing and alile ic provide expertise wnd asslotarce
dn the DEVELOPMEITT OF EDUCATIONAL PROGRAMS THAT BENEFIT THE STUDEIT.

h
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Part U339

Gbserrations

Thie part of the repsat will disclose those personal clbseewations during
this project.

7. Personnel managers as well as {ncumbents were extrenely courteous,
helpful as well as {nterested in the Project.

2. Personnel oflices {for the nost part were clean, Lright, air-conditiened
and pleasant. Exceptions to this cleervation were evident in the "older'
aanufacturing establishments.

3. Industrial coments conceaning the luncheon to explain the Reoearch
Project were positive. flany Urslnesses were excited in the fact that
education we more than interested in them and were more than wllling
10 help.

4. Thooe companies with the older facilities were located in Laorence,
Lowell, and Harerhill while the greatest nunber with newer facilities
were found dn Burlington, Uslurn and Billerlca.

5. Many of the Personnel Adninletrators {ntemriewed diinot know exactly
what the epecilic responsilidities of each of the occupations survreyed
were, Uery few establishments had wrdtten jub descriptlons.

6. Of those companies who presently did not have pullished job descrlptions,
many were presently 4 . process of compliling the jolb descrlptions.

7. Those coapanies uho already had pulliched jol descriptions were not too
widding to relincuioh them lut many did.

8. There appeared 2o e a one to one ratio of nale to {emale Personred
lanagera.
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9., For the moot part, the lemale Personnel Managers were younger that the
male managers,

70, Theee Lirno dlocated dn the southern section of the region appeared to
be expanding their operation more 40 than in the northean section.

71..lany representatives of the various companies had attended several
conferences concerndng educational prograns and expressed that there
had been no {foldow - up. This they hoped would be corrected.

12, In a {few instances, it wae requested that the responses collected in
zthe sunrey tocls be exanined Iy cuperiors before releasing them ts us.

13. fany companies presently employ tralning personnel for estalslished
company ~oponecred tralning progeans,

14. Personnel adninlsetrators indicated that the majority of high ochool
students do not know how to e interwdewed, Theoe same Lirme are
sing 1o dnterrdes students and ealuate thelr pexlsrmance in order
2o provide the opportunity for students to Letter thelr inteuriewing
hanon, .

15. Many lusinesses enployed 6L -~ Lingual receptionlsets and secretarles
20 Dnldge the communication gaps,.

76, AL Liras appear to engage dn Aflimmative Action Programas.

77. The Banking industry wants o lwmedlately get Lwolved with estalblishing
cooperative tralning programe.

18. Shoathand {s a okill much in denand Iy indusiry as a whole. It Lo also
useful in belng promoted 4o ¢ “igher grade In the L,

19. Small legal oflices will hMre a young applicant with excallent iyping
and shorthand ekills and traln hin or her to lecome a competant legal
secretary,

20, Reu'! ECotate companies want ysung, personalle, aggresslre saleosmen yet
at the same ime many state that clients appear 0 have more conlidence
dn the older " more mature " salesman or Lroker.

21, fost companies survreyed polnted out that they would rather hire a high
ochool graduate for clerical positions as opposed to graduates of

76
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29.

30.

31,

poet-eecondary educatlion plograms.
st companies encourage enployesco o further thelr education through
night coutees while 2einlureing the tultion cosls. However, some
mmmmwmmuuw
which aaieed the question of what "job-velated’ reanc, The {lexi~
billty mtween Liame Lo euc). that come will pay only {ox those direct~
L eflecting thalr present ot neat future Job dutiss while others
Zeal that the product of any coutse wlll be a mote enstgetic, mmre
and {oumed thinking enployees
Students with a working knoledge of accounting and Lookkeeping are
noze enploycile.
mwm,mmumumMmm
poesltion.
Bost campanies neelex io promote faok within and not employ lmmedlate
{anlly relations.
Receptionists weually double as a swltchioard operator with eome ypling.
Clerical positions are nen - undonized, yet recelire company raloes uhen
the undon does.
Lione cre looking to hMare male secretarles or clerlcal workers. Ao
4t s explained iy one perscnnel manager, the push Lt io paamote fe~
aales into managerial poeltions Lrom wlthin the cleadcal positions. If
the males 2emaln eut of the clarical positions, then the lage oxgani-
WMMMM&#MMW“
fony job titles uorled faom company 40 company, yet ithe jobs dutlas
wete cmpatative. This demonstrates a lack ef job classlficatlion
undfemlity of occupstional titles.
Accunate luelness typing skills are {n a greater demand the  'eoclal”
Lplng akillis.
Turnover of the cleaical workers Lo high due to the nobillity of the young
work {orce.
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‘ 39, Stans - posle and clewk yplst pools ate the prine aveas to be in
Y one waris o promoted to a secretarial posiiion.

13. Al r3eltisne xequite some (n - the - Job training indicating that each
comp . has ite oun modis Gperandie

34. Fost Educatlon Agencles ate becomling move wllling o enter into coopera~
Zive prograns among themselves and share their expertise. However, sone
are still vexy proiective alout enteaing into a collective action.




APPENDIX A
Personnel Agency Swurey

Occupation Staying Tine Taaining

3 monthe 3 monthe 7 year 7 year on~the~jol elseuhiere
W XX X XX X
Sales Clerk X X< . X
farket Research 00X XX X
Dloplay Person XX X XX X
Denonstrator XX XK
mmm X00( X0
Bank Teller XXX X0C
eock Hoy X 00¢
general Sales 000 XX X
Pookkecper XX X X XX
Real € state X XX 0K
Sales Person
Cashier X X000
General Clenk X XX X0¢
Clenk~Typist X XX XX X
File Clerk XX XX X
Legal Secretam: 0 X XX
Pensonnel Clenk o X X
Payproll Clenk X XX X000
Receptionist XXX XX X
Secretan; X000 X X
Accounting Clerk XX X XX
Stenographer XX X XX

Swwey : Six Personnel Agencies
This ewurey indicates a variety of occupations.
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APPEIDIX. A (cont.)

Personnel Agency Surrey

The X's indicate the induridual responses of the Personnel Agency Adainlstra~
tors, The Personnel Agencies were acked " How long do employess generally otay on
the. Job " for each occupation and " Uhat type of tralning is needed for these.
occupations ? "' Theoe responses were utilized in determining which occupations o
concentrate on within the two Occupational Clusters.




APPEIVIX B
Standard Indutrial Classtiication Codes Tuwo-Dgit SIC

$3C COopE
Agrelculture, Forestry, and Flsheries Manutacturdng (conts)
o1 Agrleultural production 36 Electrical machineny, equip-
07 Agprdcultiuwld serrdces, hunt~ nent and supplies
{ng and trapping 37 Traneportation equipment
08 Foreotuy 38 Prolessional, sclemtiflc, and
09 Filohertes contralling instruments; photo-
graphic and optical goods;
féntng watches and clocke
39 Mioscellaneouws manuluctiring
70 Metal nining Andustrdes
177 Anthracite nining
72 Bituninous coal and Lignite Transportation, cowunication, eleciric,
nindng cae, and saniian) services:
13 Caude petrodeun and natural
40 Railroad transportation
4 mawquwuvinq 41 Local and sulurban translt and
netallic ninerals, emep«t {ue,Lo Anterurban passenger iraneportation
42 Mator freight transportation and
Contract Conetruction 2 whoum:m
44 water transportation
15 Building construction~general 45 Treneportution v air
contractons 46 Pipe line twwmmn
76 Constru~tion other than build- 47 Tranoportation services
Ang construction-ceneral con- 48 Connunication
tuactors 49 Electrlce, gas and sanitaur
77 Constwction~opecial trade Aeusices
contractors
Uholesale and retail trade:
lanufacturing:
50 tholesale trade
79 Owdnance and accessories 52 Duilding naterdials, hardiore,
20 Food and kindred producte and farn equipnent dealelrs
21 Tobacco nanufactures 53 Retail trade~qeneral rneachandise
2 Textile mill products 5 Food srares
23 Apparel and other Lindshed 55 wtonotive dealers and gasoline
products made Lrom falrics and 56 Opparel cnd accesson). stornes
sindlar naterial 57 Furniture, home {m’ah, )
2% Lunler and wood producte, evept and equipment atones
furnitiee 58 Eating and drinking places
25 Furnlture and Llxtiies 59 Fiscellaneous retail s*orcs
26 Paper and allled products
27 Printing, publishing and allled Finance, {nouwrance and real estaie:
Andusinies
28 Chendicals and allied products 60 Banling.
29 Petroleun refdning and relatedd 67 Credit agencies other than banks
Anditstrice 62 Securdty and connodity. brokers,
30 Rulilrer. and niscedlaneous plastice dealers, exchanges, and semrices
products 63 Jnewrance carricrs
31 Loather and' Leather producits 64 Inewrance acents, lrokers, and
32 Stone. clay, glass and concrete sewrice
products 65 Real estate
33 Primany netal indistries 66 Conbination o’ real estate, in-
3% Falmicated netal prod.cis, except surance, laore, law office
oadnance, machinem, ord trans- 67 ttalding and other investments
portation equipment cmpmtu
35 lachinen, except electrical g4




APFEMIX. B ( cont.)

Standard Industrial Classification Codes Tuo-Diolt SIC |
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APPEMDIX D
NN
HEREE (I | I
4 3 4 26 4
6 73 8 7 7
20 13 14 217 14
9 3 2 9 3
13 7 2 7 5
20 2% 76 20 79
3 4 4 7 2
2 3 2 0.3 2
0.7 0.3 2 0.2 0.7
7 7 0.3 0.7 0.7
6 5 70 5 4
5 77 9 3 5
6 3 70 3 76
0.7 2 2 0.2 7
7 2 2 7 2
7 17 7 7 5
4 4 5 7 8
43 2 25 4 18
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79.3 22,7 76,2
30.0
21.0
6.4
0.4

70.3
2.2 7.9
3.7 21.8 44 79.2
3.3 37.3
4.0 30.2
0.9

7.7
0.5
68.4 7.0 78.5

52.3 3.7 1441 0.9 75.8 -
39.5 7.8 37.4 3.2
tloburn 7.7 35.8 44 34.6 2.1 75.2
34.0
77.8

Burlington 5.9 29.3 0.6 27.9 1.4
5.3 4.6 58.7 0.8
31.7 2.8 29.3 2.8 21.6
74.3 7.0 53.2 7.2 26.6

71.8

70.8

3.0
Wilnington 3.3 36.7 1.7 22.9 0.7 37.7

-egl?ugggsﬁggggggggngwgg
a veyy insignificant rumber employed with the reglon.
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APPEIDIX §

Businesses Surveyed

American Mutual Ineurance Company. Jason Cohen
Uakelield Haverhlll

Andover Persons.el Compugraphic.
Andover Mdnington
Andover Sewrice Center Contaol Data
Andover Ualthan

Arlington Five Cent Sawings Bank Corwerse Rulber Company
/hmkegd.mq idningion
Anlington Tt Cerenco Corporation
fletheun Teukslury
Atlantic Gelatine Raymond Couture
tolurn Reading

Avco Research Curley and Flynn
dilmington lakefield

Batal and Batal DASA

lawnence Andove~

Beckett Realty Dynamlc Research
Reading dilnington

Bedard and fichuad Eagle - Taliune Publiching
Lamence loxth Andover
Beanardin Realty Casman Gewtine
Andover Pealody

lorth Andover Lawrence g
Bjorknan and Lann Realdy €asex County Bank
Reading Pealody.

Blox Industries Filene's

tolurn Peclodyy

Podta Products Gillatte Tolletries




APPEIDIX G

Qa

Microuure Assoclation

Niddlesex Natlonal Bank Assoclation

N, & Rehalbilitation Center
loxthwup Realty
Lunnfield

Andover
Paudential Ineurance Company

Rayytheon
Reardon and Calfrey
Lanovence
Relchald Chemicale

Andover
Sears and Roeluck Company
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PPETDIX H
OCCUPATION DEFINITIONS

Sales Clerk ooo Receives paiprent for nerchondise, keeps shelires stocked, keeps
mmoﬁm,wmmwumcmi/umdmmwmndue

Cuotomer Servrice Speclallst ... Undtessapecial orders for servrices or merchandlee,
perforns persoral seurices Lo custoners of. post exchange, preparcs speclal order
work sheets, keeps records ol semrices in prwgress, notllies cuoimmer when serwice
4o conpleted and accepts paument

Bank Teller o.. Perforns trancactions and securili: neasures in accordance. with
eotablished policy

Sales Person... Sells merchandise or services to lus’ness establishnents or to

Andivdduale utilizdng detalled knouledge of specilic characterlstics ol the ner~
chandise or service offered, calls on customers, denonetrates merchandise, pre~
pares {orms and sales cortracts, nay. collect pauyment, may dnetall

Real Estate Sales Person ... Rents, Lurs and sells property for clients on a
comnlasion basis, studies Wpﬁ Lw«tlfmo, reviews trade ‘ournale, interrietss
prospective clients, drass up eota,tzcanbmotmdmeqammlwwonwmm

Bookkeeper ... Xeeps records of Linanial transactions of estallichment, verilies
mmm muaouurwaoﬂw;owu,amwddmuonmfz
dedgers. nay compute, ype and nall monthliy statenents to custoners

Legal Secretary ... repares leaal papers and correspondence of legal nature, such
as sunaonses, conplaint raiices and subpoends

Peroonnel Clerk ooo Perforns hiring duties, deale with newly hired enployees,
malntaine enployee records, adninlaters health and {neurance prograne, maintains
enployee relationo

Receptionlot ... Recelves ulaliors conlng dnto estalllohment, ascertalns their vants
and directs tnen accordingliy, may make future appointments and anewer inquiries,
mnay perfown variety of other duties

Secretary ... Schedules aposintments, glves infowmation to callers, relleves
M#WWWWWWWMW
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FOOTNOTES

PO o Nt ST e Seg on s Seve e [T Comprehensae High Schools.

The Commoarwes th 07 Maswchusetrs Educational Goals tor Massachusetts, Bureau of

cormsror S oLes Decemner 1973 pp, 16,17

o N Depormenr v Loror Tomorrow s Manpower Ne o Vol 1, Bureau of Labor Statistics, February 1969, pp.
~Te SN S Drpcrrmer: ot Lokor, The LS, Economy in 1980, Bureau of Labor Statistics, 1970, pp.26-36.

~

Lo I mwes 18 0 Voaachusey O oson of Employment Security, Manpower Requirements for Massachu:
Iy Qewrat on oy Indasiny 19701980, Research and Information Service, April 1974,

TR SO L0 Ly Jrsionce s megsared by time, 1t is the assumption of this report that most employees are

e TEn T e over LU0 =5 monutes 1o work each day. especially for entry level employment opportunities.

Voawrasetts Dvsom o0 Empovment Securty, 1972 Supplement to Massachusetts Cities and Towns Employ-
et ons WAy~ Eaior skmeris Subiect 10 the Massachusetts Emnloyment Security Law by City and Town
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For Additional Information
Call or Write

Mr, Roger L. Young
Research Director

or

Mr. John A, Gould Jr.
Assistant

NORTH READING HIGH SCHOOL
Park Street
North Reading, Massachusetts 01864

Telephone Number (617) 664-3556
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