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FOREWARD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education,

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the techniques of making a comprehensive occupational
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in

- developing analysis documents for sixty-oné different occupations. Represen-

tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning
and development of the project strategies. The analysis  process was based
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work-
shop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were
assisted b]r both occupational consultants and subject matter specialists.

The projegt resulted in producing one hundred two trained vocational instruc-
tors capable.of-conducting and assisting in a comprehensive analysis of

various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed

in each occupation. For each task the following items were identified; tools

and equipment; procedural knowledge; safety knowledge; concepts and skills

of mathematics, science and communication needed for successful performance

in the occupation. The analysis data provnded a basis for generating instruction-

al materials, course outlines, student performance objectives, criterion measures,
as well as identifying specific supporting skills and knowledge in the academic
subject areas.
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PREFACE

Nursery School Aides must be involved with developing the child as a whole. They must have
the skills, knowledge, and understanding to guide preschoolers. Therefore, most of the tasks -
which have been analyzed are the ones most frequently performed with preschoolzrs. No
administrating tasks have been included.
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TN JOB DESCRIPTION

A Nurscery Teacher Aide maintains supplies and equipment, arranges and rearranges play areas;
plans and prepares food, serves ard cleans up; assists children with routines, <u.perviscs rest
time and bathroom procewires; prepares and stores art materials; assists with clerical duties,
greets guests, answers the telephone and takes messages; directs or assists with activities,
reads stories, teaches music, supervise free play; assists 'n planning activitic - and programs,
evaluatcs plans and changes them when necessary; assists with inventory; woi ks with parents
and communicates with parents about children and program,

@
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Duty A Maintaining Supplies and Equipment
Arrange and rearrange play arecas
Set up and arrange beds

Wash toys and equipment
Maintain pets

Dispose of wastes
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Duty B Preparing Food

Plan meals and snacks

Plan food for special occasions

Prepare snacks

Prepare meals

Prepare cake fur special occasion
Prepare fruit punch for special occasion
Assist children during special occasion
Serve foods for special occasion
Prepare room for special occasion
Clear away food

Wash dishes

Set table

Serve food
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(TASK STATEMENT) Prepare meals

TOOLS, EQUIPMENT, MATERIALS,
OBJECTS ACTED UPCN

PERFORMANCE KNOWLEDGE

SAFETY — HAZARD

Rubber spatula
Pans-double boiler
Mixing bowls
Veg2table peeler
Cookie sheet

Food

Seasonings
Aluminuin foil

Pot holders
Cutting board
Knife set
Muffin tins

DECISIONS
Determine good food preparation
Determine good nutrition-

Determine pre-preparation

Determine how food should be served
Determine number of persons to be served

Check menu
Select-foods
Pre-~Leat oven
Cook food

Dislike
Good habits
Time schedule

Safety:

Precaution~-turn pan handles

Hazard:

Scald

ERRORS
Waste

Laack understanding of food values
Overanxious
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Duty C Assisting Children with Routines

U W

Help children dress and undress

Supervise rest time

Supervise bathroom procedures

Introduce new child to center

Help children isolated because of emotional upset
Perform daily health inspection

A7

39




Anniqe s,pryd sutwaAasg
y ssaip jo adfy amrwii .39

wa931sa jias 0] afewe
a . ssauIpeay SS3Ip 01 W} SUTWIANB(

o' EE] §3nd SNOISI23d

43

Sunpoio jo adusyD

T Sa0ys pue s}009

sj00¢

SuaInN

ALanfu1 arqissod ' 180D

‘pIezeHy 3uissaip uaIp[iyd aAaIasqQ 1eH
Sunpo]do paualse) Ajradoag Suissaip ur USIPIIYO ISISSY Surqaoo s, uaIpnyd
. E) £ Buissaap srevaISuUOWd( ) I3)007

NOdN d31dVv $123r80

ayvzZvH — A13dvS IDAITMONN IINVIWHOIHId 'STVIHILYW ‘LNIWDINDI 'ST100L

(%% ssapun pue ssa.1p uaipriyd disH (LNIW3ILVLS MNSVL)

Aruitoxt provided by Eic:

ot
U
O
Q
E




(8% w
UOoI3jUI}op pIoM ‘UONBIIUIDUCD suo113sanf Suwaisi]
(1elop ‘SuiqlIosap ‘sisf[BuUB [BNSIA UaIpIIYd 3AI3SqQ Bummaip
saImsad ‘uolldip ‘Axsn
-qeo0A [e1auad ‘saxnies) Apog pue [B108,] suo11onIisul 3uial) Burysadg
S1d43DNOJ,/STITINS S31dINV X3 : S3A0OW IONVWHO4YH3d
SNOILVYIINNWINOD-
¥
somige [821sAyd s,pl1yd U0 91BIIUSOUOD PUB 9AIISAQD
asiadoxdde uaym aousi|aI-J12s pus aduspuadapul I331s0,
i resy
PUB 1I0JWOD 10 Pa3U JI JO SSBUIIEMB SNOIOSUOD UIBIUIBIN
10I3U0D-J]9S PUB 9OUIPIJUOI-JI3s jo saujenb nqyxy
:18101ABYSg
9210] Jo Aduaid1iyg
Apog 211582 UB U1 UONI0ISIP 03 9210} jo diysuoneray
A [sonxa
-doxd a111x31,] adeys u1 adusys 03 S[BIISIBW JO OUBISISOY
|s1auaise] Jo Sufiom [BOI1UB
-yos|N ] e3vusape [8o1UBYOaW U1BS 0) pasn sauyoew Idwig
:[8ISUd)
SIWILSAS HIGWNN — HIVW JON3IOS _OF
) ’ e~

SS2IpuUn pu® ssaIp USIPIYD dI9H  (INIWILVLS NSV,




e

-

P

< 1adwal peg
9S10N

daats jo sulig

suonidniiaiur a[puey 03 MOy SulwIaza]
syuswaIinbaa 1enpiaipur sutwrIala(d

90UEBIS1ISaY P11yo 191nb 03 moy auwixalad
sHouu3 ) 53ano SNOISI03a
N g

SUTEIIND IO SPUI]q MOPUIM

sp10291 erxdoxddy

axaydsowie 391nb urelurepy I1ade[d p1ooay

Aanfur ajqissod USIPTIYO Ssaxpuf] j00q I0 A0] 31IOAEH

:prezeH (ssawjIep ‘d1Snuwi) JUSWUOIIAUS d1edald siayquelg

$309 SuijpuBy UaYym uOIINED 98 *5300 dn 15§ $10D)
1439588

QHVvZVH — Al34VS

VS
zo

3FOQ3TMONN JONVIWHO4H3d

NOdN Q310Vv $103r80
'STVIHILVN ‘INIWdIND3 'ST001 .

awn 3831 asiaTadng (j NIWILVLIS MNSVL)

Aruitoxt provided by Eic:

E\.




01801 ‘siSAIBUB [BNSIA

uoieul
-WIIDSIp 9S10U ‘UORBUIWIIDSIP A1031pNY

01301 ‘AxB[NgEO0A |BISUSS ‘$3INIS3D

S1d43IONOI/STUNS

S31dWVX3

UaIpJIYD 9AI38qQ uimarp
oSN Buruaist]
suci3onaisuj © 3upyeads

SIGON IONVWHOIHId

SNOILVIINNWWOD

Bununo)

(UOI3B[NOTED INOYIIA) :SISGUINU JO SIS[]
sIaqunu ajoum

'sIaquinu jead jo 18§

s1s9193u1 [B1D0ads pus s1Lxalied jBI101ABYS] 2AI3SGO
spoau s,ua1piyd Ioj piedai aivradoidde jue1n
oansodwoo pue 9oUapIJUOI-F[as JO saulijenb JIqiuxyg
IoiABYS3q 1013U0D ylim adoo o3 L31oeded urgluiBy
1snI3 I31s0J 03 A31oeded UIBIUTBN

:[BIO1ABYSY
( 's300 Sunieindiuepy) saurysew Sduwris

w1 Aoustoljye pue uoriowxy ‘indino jyxom ‘indur jIop, ifeISUBD

SWILSAS HIGWNN — HLIYW

3JON3I0S

IC

Aruitoxt provided by Eic:

O

sum 3591 as1azadng (LNIWILVIS NSV,




" P < o SRR <Y

SIUSPIIOY

I EE]

satanfug
suing
:piezel

Iolaeyaq ‘souezeaddy

§3nd

sa11ddns jJo asn xo3muol
axmiexadiual 1ajem a1B[NISY
IapI0 urequre|N

aua184y 1euosxad ur joniisuj
sa1311198] jo uonierado ui 3onIIsu]
uaxpniyo dnoio

awn dn-ueayo JO UaIpPIYD AJ1ION

PTIYD yoea jo spaau dyroads sutwzalaqg

SNO1S1030

=y

s1sed ooy,
ysniqyroo],
deog
Stomo],

AHvzZvH — AL13d4vS

‘=]
€0

39A3TMONM JONVWHOIH3d

saanodapoxd wooiyleq ssiaradng (I NIWILVLS WSVL)

. NOdN @310V S133r80
'STVIHILVW ‘1LN3IWdIND3 ‘S1001

o =f




BuIMaIA

90US19JUl PUE [1813pP ‘SISA[BUB [BNSIA UDIP[IYd 941980

suoiuido azjudooax

‘go1leUIWIIOSIP AIONPNE ‘UOIIBIIUSDOUOD + suo1Isand 3utuaist|
*saimies) Apoq pue [B10B} ‘S3InissD suoizonrisu Suialn Suryeadg
S1d3ONOI/STTINAS S3TdNV X3 S3IAOW FIONVINHO4H3d

SNOILVIINNWWOD

3

yAT83Y [8N3ID9[[A3U1 puUB [BUOCIOWS ‘[BI18AUd puB A1ayeS ‘uon
-NBD ‘3I0JWOD 10§ PISU 3 JO SSSUSIBMEB SNOIISUOD UIBIUIBN
suoneniis SuiBusyo-15%]
Suizsunodous uaym APua1dyje uonouny o3 £3108ded urBIUIBN
101A8Yaq 3213U0d yhim adod o3 A31oeded ursuisy
1SN} 19380] 03 A1108dEBO WIBIUIBH

‘[BIO1ABYDY
I1318M JO0H
sdeos jo uo1198 [BI1WIBYD

Isaous 03 Apoq SUO WOIJ 1BAY JO IJPYSUBL], :[BISUID

(8uidnoa8) Buixapao ‘Sununod
(uonIBINOIED INOYIIM) SISGWINU j0 S3s()
sIaquinu a10yM
:sIaquinu [Bal Jo 19§

1

SIW3ILSAS HIGWNN — HLIVW JON3I0S N . @)

\Ul

Aruitoxt provided by Eic:

$31npad0ad wooIyIeY 351AIAANS () NIWILYLS NSV e




A91xue “‘£11anoasuj

SHOHY3

Axnfur ajqissod
: pxezeHy
£11a130® 03 PIIYD adeg
mdwdinbs jo asn xadoxg
:K3918g

I01ABYSq S,PTIUD

§3nd

dpysuorieiax umuniuod ysijqeisy

aunInox Ajrep ui pryd 181ssy

seaxe Aeld ‘{du

-uosiad ‘19001 :9IqEIIOIWIOD PIIYD BN
juaaed pue priyo 39919

§2I1S3p §,pIYD AUTWINS(J
aujidiosip Jo ssadap suturianag
PIIYD MdU JO UONIBIUSIIO SUTWIINB(]

SNOISI03d

jooyos A1asanu jJo SaUI[108) [IV

QyvZvH — AL34VS

¥D

Vi

IDAITMONN IONVIWHOI H3d

NOdN @310V S$103r80
‘STVIHILVIN "LNIWJIND3 'ST100L

I93U32 0] PIIYD mau adnpoxyuj (LN3IW3LVIS NSVvi)

Q

Aruitoxt provided by Eic:

E

£y




L Ly
uoisual ‘UociloN aSessatu a13021 Su1A19931 pue JuLI9A1dC Suiyonog,
aouUalajul pue [18I9p ‘SISA[BUE [BNSIA PIIYD 2A18S40 But.a3tp
suviuido aziudooaa ’
‘UO1IBUTWIIIOSIP AI0JIpNE ‘UO1IBIIUIDUOD UO}1BSIDAUOD/SUVIISING ) Buuaasiy
S$9IN1EB9j
Apoq pue [eiog} ‘uoisensiad ‘sainisad Bunizojuiod mao_uo:.ﬁm:ﬂﬁzw Buiyeads
S1d3ONOI/STUNS SITJWVYX3I S$30OW JDONVIWHOIHId

SNOILV2INNWWOD

(S

fAaerd

pue paad: ayeixdoadde yum sa1311108) 2(110S8p pue moys
101ABYSq [BqI9A-UOU PUE [BGIaA S,PIIY2 A[350]0 3AI98G0
Io1aBY3q ID1JU0D yiim A310eded ursuley

adoo 03 A31oeded UIBIUTBN

{1937 1 [exan] uonzeiadoos 193s0) 03 A31oBdED UIBIUIBIN
Io [eolISWINU ‘sjoquids A1BSSaD3U guiugisse Aq L ¥ ; AUl 1Un aouopIJUOD 193s0) 03 AJ1oedeo UrsluTeN
yoea Ajnuspt pue 9z1udoda1 ‘WaIsAs uIpod © U e SupoD 1sni13 193s0] o} A3joeded EBE«#
(uole[no[Ed INOYIIM) :SIBGUINN JO S3S[}) ‘Texo18Byag
) SWILSAS HISWNN — HIVIN JONIIOS @)
\Ul

IIText Provided by ERIC

101U90 > PIIYD MOU 9IRPOLIU] (LNIWILVLS WSV_-




jasdn jeuoIlOWS pONUIIUOD

SHOHH3

Axnfur TeuosIad
:pIezeH

JOIABYS( 9AI13ONIISOP PIOAY
1:£19189

1o1aeYayg

dnoad o3 p1iyo uImia g
pax®e]

-21 [un £03 ym Aerd o3 priys wIsg
josdn 10y UOS®aI sSNISI(]

P42 [0I3U0D pus wied

dnoi8 o3 p1iYd WINIdI 03 MOY SUTULIIB
uoneniyis

IB[1WIS PIOAB 03 POYIdW SUTWIND]
aug; Arid jo y18ual sutwralag

[0I3U0D puB uifed 03 poylauw aulwIaIdg

SNOISID3d

sf03 ayeradoaddy

Eh

QHVYZVH — Al3dvS

IOAITMONM JONVWHOIH:id

NOdN @310V S123r80
‘STVIYILVN ‘IN3WJIND3 ‘S1001

1adsn [euoIIOWa JO 9SNE33q P IB[OST ULIPTIYD dISH (J NIWILVLS MNSVL)

Q

Aruitoxt provided by Eic:

E




o

uoI1SuUal ‘UclION
90UaIdJUl pue [1BI13p ‘SiSA[BU® [BNSIA
suociutido aziu3o0oax

‘UO1IBUTWIIDSIP AI03IPNE ‘UO1IBIJUSDUOD

Apoq pue [epej ‘uoisensiad ‘saImisa

S1d43ONOJ/STINNS

(34
110JuI0D 3UlAl) 3utyonoy,
uo1j3oeas1ul dnois) Suimolp
ucISSnNIsIp §,pHud Butuaisi]
s$2In3es]
SuilIojwiod ‘SuollonIISul Julald Buyeadg
S31dNVX3 S3AOW 3IONVIWHO4H3d

SNOILYIINNWNOD

sa3e3s Jruocriows Surduryd S,9U0 JO SSIUITBME JIGIUXY
spaau anbiun s,p11yo 10§ predax aerxdordde juer
I01ABYS(q 10130 Wim adoo 03 A31oedBD UTBIUTBIN
aansoduwiod pue 9ouUapFuod-31as yo Lfenb qiyxy
1snij I193s0] 01 Aaroeded urelu ey

JeIo14 . Jog

-~

SIW3LSAS HISWNN — HLVW

JON310S

Q

19sdn JRUOIICWS JO 9SnEd3q paleios) usIp[iyd dIdH (LNIWILVIS NSVL:

IC

Aruitoxt provided by Eic:

E

57




awoy o8 pInoys p[iyd uaym aurwIaag

Iea,] apninie SurInsse ‘wEd ag 105 Yool 01 sBulyl sutwIIa3a(]

SNOIS103d

§3nd

Iepuaie)

swajqoxd yijeay pa31dalapu[}
(souspusiie) uaippyo jo ISt

:pIezsH
ssaufft juaxed joBIUO) xadeg
I0 uoled1jdwod SNoLI9s I0W PIOAY ssaujl 91821pUl 83 sjuapiout Aue jxoday uad

:A39389 suo3ipuod (eo1sAyd 30adsul pue aAI9sqQ yeay s,pIiy2 Jo spIooay

NOdN G313V S123r80

3DAITMONN JONVIWHOLHId ‘STVILILVW ‘LNIWIND3 ‘S100L

AHVYZVH — Al34VS

9D

uonoadsur aTesy Aiep wIojIad (LNIWILVLS MSVL)

J
L

Q

Full Tt Provided by ERIC.

E

r




1S

UOTBUTWIIOSIP 9si0u ‘Suijel ajou
‘UO1IBIIUSOUOD ‘UOIIBUIWIIISIP AI03IPNY
axmysad 01801 ‘uois

-sa1dxa Jo A311B[2 ‘AIR[NEBOOA [BIBUSD
uondizosap ‘01301 ‘uols

-saxdxa yo [1aB[d ‘Burfjads ‘diysuewiusag

sjurejdurod/uoissndsip s,pliidD
SUO0i1D11IISUL DAID

3upyei-a10y

Suiualst
Sunyeadg

suntam

S1430NOJ/STIIS S3ITdNVYX3 S3IQOW 3IONVWHOIH3Id
SNOILVYOIINNWIWOD =
4
aspniainb [BlUSW ‘SSIUWIISE [EJUBW ‘UOIIUINY :saoueuiiojIad
[e3usw jewnydo 03 d1seq Sanli[enb jo ssausIemE SNOIOSUOD
yareay fem1d9]
-]23ul pue [BUOIIOWId ‘rearsAyd ‘Ajajes ‘uonned ‘1I0JWOD
0] S91B[9I 9OUE[BJ B IO Paau 93 JO SSOUIIBME SNOIOSUOD
isanb
-21 S ,PlIYo 3y I0} 9ITAISS 1S3(] UIBIIBIE O A1oedeos nqyxy
Suipzoday ‘sposu s,piyo 10} predax ajeradoxdde Juerd
(uol1BINO[ED INOYIIM) SIBqUINN JO S3S[]) - :[eIo1ABYSY
SW3ILSAS HISWNN — HLVIN JON3IIDS &)
\Ul

Aruitoxt provided by Eic:

uonioadsui pesy A1ep WIopIad (INJWILVLS NSV. [




Duty D Preparing Art Materials

Make art materials

Prepare equipment and materials for activities
Store equipment and materials

Clean work tables and equipment
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Duty E Assisting with Clerical Duties
Answer telephone and take messages
2 Gree guests
3  Collect fees
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Duty I Directing or Assisting with Activities

telp to plan and evaluate activities and programs
Routine clean-up

Supervise creative activities

Teach and lead singing and rhythmic activity
Supervise dramatic play activities

Assist children individually

Assist children with group play

Assist with special activities

Read or tell stories

Select recorded music

Supervise manipulative play

Supervise outdoor play

Observe children
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Duty G Assisting in the Planning of Activities and krograms

Help plan goals for year's program

Help plan activities to be offered everyday

Balance individual activities against group activities

Fvaluate plans often and change them when needed

Help plan daily schedule

Help plan special activities

Help plan special activities for children with special problems or needs
Make charts and outlines of ideas for programs
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Duty H Assisting with Inventory
1  Make list of supplies needed
2  Help take inventory for entire day care center
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Duty I Working with Parents

1

2
3
4

Introduce parent to center and its program
Participate in parent conference

Contact parents in emergency or illness
Write communications to parents
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