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FOREWORD

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 Educatiom.

The Occupational Analysis project was propused 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-one 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. Thc 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 by both occupational consultants and subject matter specialists.

The project 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 per-
formance in the occupation. The analysis data provided a basis for generating
instructional materials, course outlines, student performance objectives,
criterion weasures as well as identifying specific supporting skills and
knowledge in the academic subject areas. .
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PREFACE

The chief aim of this publication is to make available to secondary and post-secondary
schools and other educational agencies, an analysis of the tasks performed in Word
Processing by qualified workers in entry-level and advanced positions. A careful perusal
of the contents of this book should enable a competent instructor to develop a course
outline, content study guide, lesson plans and.instructional sheets, outline for course
scope and sequence, performance objectives and test items, and self-instructional student
study units. Heretofore, this information has not been available in a single publication.
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JOB DESCRIPTION

Word processing involves the handling of a wide variety of documents within an office,
utilizing modern techniques and equipment for producing the largest volume of work
within the least amount of time. A word processor operates magnetic and electric
typewriters, transcribes office communications taken from magnetic belts, keyboards
on electronic typewriters, dictates original material on magnetic belts, proofreads
and edits, keeps records and logs daily production, duplicates material, originates
procedures, works with flow charts, files, and develops formats of various types of
office commmication. The expertise of this individual will reflect the quality of

the company at large.
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Duty A Operating Power Keyboards

1
2
3
4

Record document in form for distribution
Proofread/edit document during playback
Revise document during playback

Make required copies for distribution/storage
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Duty B

Transcribing Documents

Regulate controls on transcriber

Regulate controls on power typewriter
Listen to recorded material

Keyboard dictated document while listening
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Duty C Filing, Logging and Record Keeping

1
2
3
4

Set-up log/index of documents

Search log/index to identify and locate documents
Release/return documents to/from storage

Log/index records of documents and required follow-up
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Duty D Proofreading and Editing

Identify errors during playback

Edit document

Keyboard revised document

Discuss all problems with originator of work
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Duty E  Implementing Procedures and Flow Charts

Follow procedures manual

Interpret coding of format

Interpret flow of materials/procedures

Utilize information

Recommend changes and improvements to the system for better utiliz
of equipment
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1 Compose a document on magnetic media

2 Proofread/edit while mechanically correcting errors on machine utilizing
magnetic media

Playback document in final copy

Burst, sign, fold and attach related materials

Distribute finished product

Follow and establish dictation procedures when applicable
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Duty H Managing Time and Tasks

1 Self-log a task data sheet
2 Record a work count

3 Maintain strict time schedule on all work produced
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Duty I

Supervising the Center

Supervise all typing and clerical support function in the center

Schedule, control, report and maintain quality standard

Maintain integrity on all confidential material being produced

Administer salaries and appraise performance

Establish and maintain training and cross training schedules

Coordinate all functional activities with other affected areas

Review and analyze new and revised procedures and implement necessary changes
Motivate employees
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Duty J Administrating Secretarial/Clerical Support

1 Route and distribute articles of mutual intevest
2 Prepare and secure advances and complete necessary expense reports
3 KXeep records and place orders for all equipment and supplies needed




SUOF3IoR @3BFpaum]
103283 WFL
WOFITWAOJUT I0J PaaN

LENT

s3uaumdop JO 8807
A3uow/omFl /IS0
uoFIeWAOIUT ITIIFT 003 /ydonuw 00

SHOuY3

2INQFIISTA

801
saurTapIN8 ysyrqeIS?

03 3uaumdop o A3Fi0Fad suFmialzaq

83U TdTO91 IUTWAIIIP 03 pedy

1Jem 310§

LATIVITOTII9 pue ATyIoows IINGIIISTA

8uyLdod

103 SUOTINAISUT IFJFoads mortox
woym 03 PUB YONW MOY IJUTWIIIAQ
UOFINQJIISTIP JFO Ipowm IupmiaIadg

SNOISI03a

sadotaauz
a9y7do)
gadexora
suvaleyq
S3PFIS
sutrl
399ys 301
dyts 8ujyanoy

Tenuew 83InpIdog
SUOTIVITIGNI

SUOTIEDFUNUWOD IDFJJO-I3IUL
178w Buymoduy

167

QHVZVH — Al3d4dVvS

I9AQITMONN IFONVIWHOIHId

NOdN G310V S1J03rd0
‘STVIHILVIN ‘LNIWJIND3 ‘ST00L

ISTYAINI TVAIAK A0 STIDIINV ALNETYLSIA ANV ALNOY

o

(LN3W3LVIS dsvl) ‘T




§2p0d 3O uoFIFudodax ‘ALiomI
uofIEOFIFSSETD

£SoTouywial ‘a3jexi/paads s uosuayaxduo)
S1d3INOJ/STINNS

-%oed €sjusumdop TFEW 3O UoFINGFIISTA

S3TdNVX3

SurmaTA
SuyiTam

*239 ‘sade
Suypeay

S3QOW IONVWHOIHZd

SNOILVYIINNWWOD

o8

Kauou ‘awyl
9F139WO03Z-UoOU  :JUDUIINSESjy
suoyssaidx? d>FIawyIae Suyk3
-J1duys uy sosayjudaied jo Isn°I°Y ‘guojjeaado jo aapao
Suy3F103Te UOTSTAFP ©UOTIBDFTAFITIW

‘uoj3oeaiqns ‘UOFIFPPE amco._"umd-u._”nov suofjeaado Tejuawepung
Suypod

.wcﬁuovuo ¢3urjaunod (SUOFILTNOTED INOYIFA) SaIqUNU JO SIS

¢ {ouajzadwod €4AdeINdDE - K30TOUTWII] TBIAUI)
£311¥qe3depe ‘4A37a8ajuy

‘uoyieiadood ‘£LIFTEFIUIPFIUOD f3sni13 - WSFIEUOFSBIJoxd

FONFAIDS TVIOIAVHAH

K3TTIqFsuodsax

SW31SAS YIEWNN — HIVW

3ON3I0S

LSTYAINT TVALNH 30 STTOLLVV IINGTHISIA ANV 3LNOA

\Ul

(1N3W3LVIS NSVL)

Aruitoxt provided by Eic:




SITITNITIIFP/suarqoad 3a3png
Yoa1e38aX SAFSUIIXF
awyi/A3uou Jo 8807

Sgouyu3

V/N

snje3s Tejoueurl 8.Aueduod JOo ssIUIRMV
asanbax 3o uoy3dafay
UOFITUWIOJUT JO 883UdIITdWO)

§aNno

sasodind 338pnq 103 Spaodax Jua
~33iedap 3yl uj uojIvmIojur Isuadxd 3o7
K3es8addu JT spunjyax
surelqo 10 punjaa Aue YA mWI0J uUINIIY
UOTIBOTIFI2A Aaessa0au uyrelIqo
UOTITWIOJUT PIIITCMOD 10J MIFATY
TenpFATPUT
2y3 woa3j 3xodax asuadxo Jo Adod 3IATIIIY
' J90dad ASNAIXA NVIIO
jJuardyoaa
3y3 031 13A0 uinl pue Louom dn WFJ
13F
yse> Auedmod 03 8aydod LiessaVdu JFUqNS
aan3jeulys aadoad uyeiqo
papaau Lsuou JO Iwmoury
UOTIRUTISIP STENPTATPUT SUTMIaN A
unoYoe 2suaxdxa sAep Aurw MmOy IDUTWAIIA]
UOTJIPWIOIJUT UF-TIF3F 2u3 a3afdwo)
SFINVAQY

PaATI03X
87 AJuom JO .JNOWR 3091100 IANS INEH
uoy3lvzFIoyIne i1adoad aurmIIIaQ
UOTIWIIOJUT 9IITARWOD JupwAIIA]

SNOIS133a

109

8ITNPANPE W]

sainjeudys pezjaioyany

sw103 9327dmod 03 suoyIdniIsul
suw103 AaessadaN

Tenusw S3aINPaDO3J

AHVvZVvH — Al3dvS

=y

3I9AITMONN IDNVIWHOIHId

SI180dTd FASNIAAIXT AYVSSAIAN HALTTIN0D ANV SADNVAAV TUNADAS ANV TUVIAId (LNIW3LVLS NSVL

NOdN G310V S1J37d0
‘STVIHILVIN ‘LNIWJIND3 'ST00L

) o




09

;

w

]
s9p0D JO uofF3IFuldodax ‘Lioway 82p0d 3031100 JuydLy Sumata
3ure3 ajou ‘uUOFIRIJUIVIUOY 3sonbaax uo sajou Juryen Suyuaisyi
uoT3dFI083p ‘UOFIBLOFIFSSETD SWIOJ U0 UOFIBWIOIUF UF TIFA SUTITIM

A3oToutwial ‘uojyl
JGEIOP ¢ a0uaaajuy/Trelap‘ uoysuayaiduo) swioj asuadxa jo uoyjeiedazg Surpedy
S1d3INOJ/STINS S3TNdNVX3 S3A0ON IONVINHOiH3d
SNOILVIINNWIWOD S

V/R
SuY3F103TE UOTIIVIIQNS ‘UOTITPPY
. siaqunu JO s9s)]
siaqunu ITOYM pPuU®R STRUOTIVI IAFIFSO(]
S 1SAS HIBWNN — HLVIN JON3I0S
SIMOdTY ASNAJXA XUVSSTDAN ZALIATIA0D ANV STONVAQV TNDIS ANV VId - {(LN3W3LViS JSvi)




juswdimba yonm 003 10 ITIIFT 00]
398pnq puadsaaag

sygouy3

juandynba Burswar ueyl

aayjea Surinq juevaara padu Y3 saoq
saf1ddns

103 SWI3F YSNI UO PIATOCAUT SWEL

LY [1%]

13pao deld

UOTIBZFIOYINE IINDIG

SUOT JEPUIMMOIIT IINDIG

UOFITWICIUT IIBJPNq 3aINdIg

san3oteied Luedwmod sSNOFILA YOIY)
juaudnba

pue sajyddns papaau jJo ISFT ureiIqo

juaudnba 103 S3FITTFOe] SuUTMIIIA(Q
saj7ddns 103 a3e103s aurmaalzag

SNOISIo3a

juaudnba Jo uoyjausladx pur LI03ISTH
sajTddns pue jusamdynba jo I8yl
son8ote3wo L1ddng

san8ote3led juaudynby

399ys o

Tenuew s3INpadoxgd

3

QHVYZVH — Al34VS

e 2

IOAITMONN IONVINHOAHId

G404aN S411ddNS NV INAWAINOE TTV H0d SYaq0 DVId ANV SMIODHY dda

NOdN G310V S1J33rd0
‘STIVIHILVIN ‘LNIWdIND3 ‘ST001

(LNJW3LVLS dsvi) &

o=




§9p0O° JO UOTIFuUIooax “LAI0oWI

8193pa0 Surma A

23esn “UOFIATIOSIP ‘UOFIBDEFIFSSET) 813pa0 Surazap
A3ofourmaag, jusudynba say1ddns 203330 Bugaapig ) Suypway
S143JNOJ/STTNS - SITdWNVX3 S3aon wowvaguxwm

SNOILVIINAWWOD

2

Aduouw ‘auwyl

9Fa39Wo33-Uou  :JUSUWIAINFVIY
‘smy3ji1o03Te UOTSTATP ‘UuoOFl

-BOFTdFITOUW ‘uUoFIDBIIqNS ‘UOTIFPPE - SuorIeiado TRIUWEPUNY
8urpod

¢8upaapio ‘Supjunod (CUOFILINOTED INOYIFM) sI3qunu jJO 33s

£3FT17qFsuodsax ‘Kouajadmod ¢foeandoe - A3o07ouTuwial TeIIUI)
uoyjeaadood *‘£3ja8a3uy ‘3Isnal - WSFTEUOFSSIJOXG
FONIIDS TVIOIAVHAH

SWILSAS HIBWNNN — HLIVWN

JON3IITS

TAOTIN SAYT. IS URY INARJINOT TV J0d S94Gu0 d0vid ANV SQu00T ddadi (J.NIWILVLS NSVL)

)

8
z
3
H
H




GLOSSARY

Batching -~ collecting similar work which could be produced at one operation

Buck Slip - individual slip of paper attached to memos or documents to indicate
distribution

Bursting - separating perforated paper after documents have been typed automatically;
bursting is done both vertically and horizontally

Carbonized Sheet — registers impression made by typewriter on instrument without the
need for carbon paper

Cartridge — a single reel of magnetic tape in a plastic or metai container designed
to feed the tape into an automatic typewriter

Console — the unit housing the record/playback mechanism and related controls of a
text editing typewriter

Copy — material worked from to prepare final or hard copy

Copy Revision — includes console preparation, automatic playback when making corrections
due to editorial changes, and actuating of various playback controls; console adjust-

ments are included, if required

Editing ~ reading back, scanning, deleting, inserting and reformating

Final Copy - the finished product

Flow Chart — a graphic representation of the flow of work from origin to completion in
which symbols are used to represent operations and equipment

Hard Copy - typewritten copy of any description

Input — information entered into a system to be processed
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Input Word Processing Equipment — new name used by IBM for dictation equipment to better
describe its function in a word processing system

Keyboarding — includes depressing keys on the typewriter keyboard; also includes platen
movement, back spacing, underlining and tabbing

Logging — a method of recording, cataloging and/or filing documents or media

Log Sheet - a document prepared and maintained by operators to index work on any given
tape, card, etc., or to keep track of incoming and outgoing work, turmaround time, etc.

Mag Card/Mag Tape — tape or card coated or impregnated with magnetic material on which
information may be stored in the form of coded polarized spots

Magnetic Keyboard - a device for recording alphanumeric characters on a magnetic tape or
card, such as IBM Magnetic Tape ¢‘Selectric’’ Typewriter, or Mag Card ¢‘Selectric’’
Typewriter

Media — generalization of the various types and kinds of things on which recordings can be
made

Matching — collecting finished material, segregating into sets of documents for mall or dis-
tribution; related in content, e.g., letter and attachwent which goes to the same person

Mode — the operating .nditions of a unit

Original Dictation — communications that are machine dictatable and o-igi.al in content-in a
word processing system, one of three forms in which work reaches a typing station

Pin Feed Plater ~ a typewriter platen having a sprocket-like pin feed for feeding continuous
forms through a typewriter

Playback — includes all console preparation and automatic playback control handling and
machine playback time

Power Keyboard — a term referring to the family of automatic or text editing typewriter
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Preparation -~ includes handling paper, loading the recording media, console preparation,
and typewriter preparation (tabs, margins, margin re-sets)

Prerecorded — material stored on magnetic tapes or cards for repetitive use, such as
standard paragraphs in form letters-in a word processing system, one of three forms
in which work reaches a type station

Quality Control — a check on work to keep a uniform quality and appearance, always striving
to standardize where possible

Self-logging - an employee’s record of time required to do a job

Standard Data ~ a predetermined time standard obtained and accepted for a particular activity
as reliable and representative of the work performed

Task Data Sheet — a record of jobs by time period during a single work day

Task List ~ a detailed record of each type of work performed by e2ach worker and the average
number of hours spent to do it per week

Transcription ~ conversion by a secretary of recorded dictation to hard copy

Transmitting — routing documents from one area to another; methods: hard copy, telephone,
or verbal information

Turnaround Time — the elapsed time between the beginning and completion of a task

Word Processing System — the combination of specific procedures, methods, equipment, and
people designed to accomplish the transition of a written, verbal, or recorded work
and distributed to its ultimate use

Work Count ~ a count of the volume of work of an employee

Work Measurement ~ a process of determining how much time 18 required to do a given amount
of work
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