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. THE DLVLLOPMENT OF .
: TEACHING UNITS FOR OFFICL EDUCATION SIMULATED PROGRAMS
FOR USE IN TUE STéTE OF KORTH DAKOTA

Summa

2 . - .
’

- The purpose obf this Excmplary Project\in Vocational Lducation for she
state of North Dakota was to develop simulated office education.materials
for use in business and vocational office education programs.. "Occupatiomal =~
_Nodels" was selected as the identifyving nane for the concept developed at the
Universitv of Horth Dakota, Department of Business and Vocatioral Education,
Dr. John L. PRowe, Chalrman.
Each of the 24 models available contains two kits:® One for the student-
emplovee, one for the teacher-supervisor, Additionally, a.teacher's manual
was yritten to accompany the models, for a total of 49 separate kits. These
49 books comprise a "Library of lorth Dakota Occupational Models."

. 3 < .

Ocdﬁpaéional models are self—qontnined {instructional packets developed
from actual .offices in the state of North Dakota. They duplicate many of the
demands, ﬁr%ssures, and problem-solving activities confronting the office )
emploﬁ%g. Models provide a realistic educational expericence for students unable
to participate in a cooperative office experience program. Model instruction
may also be used to broaden and enrich the cooperative plan, as well as provide
a carcer exposute and guidance technique vehicle.

During 1970-71, personnel involved in Phase I of )the project conducted
the following activities: (1) reviewed simulated programs and materials from
other states and cormercial sources, (2) established and refined the "Occupa-
tional Modél Concept," (3) initiated {intervieuvs with 69 North Dakota employers,
(4) conducted job analyses of office positions within the companies selected,
and .(5) activated public relations efforts to promote the exemplary project.

The 1971-72 year was devoted to the writing of the 24 models, as follows:
(1) preliminary organization of data, (2) standardizing of formatd,s(3) developing
and writing models through individual and tean effort. Approximately 6,000
pages of sinmulated materials, including forms and supplies, were developed
during Phase I1I, for a total of 24 models, or 48 kits. -

In 1972-73 the models were refined, duplicated, and distributed to 18
secondary ¢ffice education classes throughout the state for field testinf. ° -
Approximately 325 students participated, with 282 responding to an evaluation
instrument upon conclusion_of‘the experiment. Exemplary project persennel -
made from three to five visits tp schools during the pilot test. Subsequently.
the models were revised, hased on teacher/studént sugrestions.

Classroom techniques implemented in North Dakota office education programs __
were incorporatcéd In EHE”Iﬂﬂ?ﬁﬁﬁE”EéﬁEﬁEr’B?manual, as well as orientation and
teaching methodolosles. This book was written during Phase III, Lxtensive
public relations -activities were again conducted, including news releases, radio -
spots, personal letters, speeches and publication of articles. .

11 o ‘ -
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A final project of Phase III was tojiconduct a detailed anafgsis\bf the

L]

office zyployees' survey undertaken during Phase I. This included tasks,

-~

+ machinef used, education, social interaction, qu'present and prid?’fob

experience. - . d .
w0
Models are vocationally flexible. They preparc students for work in P
,,,smali, medium, or large offices. They are also instructionally flexible;— ™~
alloving- implementation in small, medium, or large scbgglsvfiFfGE’the variety
‘of model difficulty levels- provided, this instructional plan is_spiﬁéBXE”fdh\t"_q.
high-, average-, or low-ability students. The model design allows the studen
to work independent¥y, and at his own pace. 3 _ .
y T | A . )
The career cluster concept is a built-in fedture of the model plan, . L
allowing a-student to exploré several office positions within one industry; or

gne position in a variety of fields,

&
.

A
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'Business and Vocational Education Department '
Universicy of North Dakota

-

Dr. John L. Rowe, Chaifman

e . e

Time Period - L e

. oL °.

.

The exenplary project began with the acadenic year ertenh

4 excluding summers, continued until June 30, 1973;

l , - - I .
n

Problem Areas - —-

“The pro oblen, of providing adequate work stations for young neople wishiné

] A

"to enroll in the vocational cooperative office education p

. task. where work stations<are

- - - {nadequate for training purposes. In some cases these stations*are»not repre-

P

- . .sentative of the best practices in office procedures. Trainees are‘aiso

sometimes’ assigned repetitive or menial tagks and as a result thev do not- see

the total office func*ion. Additibnallv, the leqs-\han—average student may be

*
. e

ﬂr@‘ )

i

difficult to ‘place ewen where training stations are available.

g

‘ Trainees are occaqionally mismatched in the placement process as well.

dearth of appropriate work stations often makes it impossible for t

coordinator to chanpe a trainee s assfgnment once he has been placed.

prove detrimenta
a single company may thus be distorted.

Students, therefore, need a bro

-

than is. typically avalinble in many communities. . ] R

e —

Objectives ’ L

ary project'Wes to deveiop simulated*teaching

The pu&pose of this exempl

- A " N .
. ~

. Co
N - . PR R . L PP S

1970; and, -

» “

EXEMPLARY PROJICT IN VOCATIONAL EDUCATION - - ) e

rogram is a monumental

available they are 1imited iu number and often :

The
he teacher~

This cah

1 to: the student because his. experience with office Work 'through

ader exposure to the reality of office work -

.
-t e ™
]

v




" Fpackets for Nortlt Dakota office education programs, These simulated ‘materials’

ghould be dpplicable within the classroom, as follous: "o

row

.. : . ' .ol
1. for students in ‘small communities where adequate work stations are not

- - i

4vailable to meet the needs of the program. : : i

2. for students in laryer’communities needing a greater breadth of experi-

- . , 0

—_—

.ence in office activities. - : .- -

()
- . - .~ e

3. for students with less—than-average abilities who wish tbd upgrade their y

e ——— .
e

skills and knouledge prior to placenent—on a work station. N : ; .
© 4, for students who, because of personal or family reasons, do not‘desire’

place ent on a work station. - ‘ -

Y

5. for students in any situation who desire supplemeqfal office work
ﬁ
' ‘experience; either prior to, or concurrent swith, placement on a work station.
ey 2 v

-

. . . A
‘6. for students in any situation who desire to discover their aptitudes
" ' b
} e L — . R . _
and intexasts; either prior to, or copcurrent with, placement on a work station: - .-

a. through exploring ong offjce positioﬁ in a‘vafiety'oi.fomganies;'

.

i.e., secretarial work in bankin “;- imsurance.,, agri-businesses, retail, and"_
. medical. N . _ Lo

-

. b, through explorihg several offige positions within one type of " - ..

business; i.e., secretarial, clerk, typist, and bookkeeping positions in

t - - ¥

the insurance field. ) .

*

Project Dcsign and Procedures

.

Q

Phage I, 1970-71, was used primarily for research and developncpt. This‘: ‘.

included a survey of litcrature and materials available for simulated office -

- <@

education progr ams, as wcll as a state survey of businesses and offige employee’

activitiess and a survevy of exicting vocational.office oducation prograns.

-

T m——

Phase 1I, 1211_12 was spcnt,in developing and writing o ffice simulated-

f cﬁrriculum mntcrialq for clnssroom use, based on.the data gathered during the
° % * -t
i, . S _

first year.




proper use of the meter,ials. ' : . . .
| . . v L e 7
.. - Phase 1--1970-71.. ° . S PR S
. . d ¥ . ' : T - .
e, Various s*mulated office education progframs and samples df «o‘ffi-ce sfmulation

A —H"\_, Basic data gathering instrumenty were developed, including an emplover L

Iy

-

: Pha‘se III 1972 73,..was dcqim‘ﬂ:ed as thegfield tes.ti\i; and“refining :

ﬁtocegs for the total program. This included the writing of a teacher 8 manual

-
s“.

to accompan.y “{he models, as well as opportunity for in--service training in the

s

- - ~

S materials were reviewed to’ develop specific exemplary program goals and objectives.

hl

© - . This analysis led \{o formulation of the North Dakota Plan for Vocational 0ffice

P

P Educaticn--the “Occupational Model Concept.

- -

Occupational models are self-contained puckets of simulated instmctional

9

1s providihg an orientation to office work typical to business firms in .

I’ - S . ;
s . . - B
. - -

. .
STy . \ .
; .
cr ? e * o w

materia

the state of dorth Dakota.

The Occupational Outloo& ]Iandbook wasgused as a'

j-d in selecting a. repre- .

sentative stratified ranjiom sanple of offices and businesses common -to the state .

- * bl

..~ "". of North Dakota.- Efforts were made to include office posithns within eéach. of
~ LI - " '6",

the industrial classifications in the ‘ha-ndbooks ‘A, total: of 69 conpanies Were LB s

\selected, with 171 office employths identified for the job analyses. (See Tablele&( 323

= N
L=

L
interview checklist, and an employee job analysis form. (See Exhibits A“E)

g

The remainder of the year was Spent i{n conducting interviews with those

' company employers ‘named in the selc.ction proce\s followed by interviews with
3 .
)
° participating employees.‘

. - ) ”»
o . ' » v
. Public relations efforts were also instigated in order ‘to puhlicize the

exemplary program in offiCe e({ucation for the state of North Dakota.

< L]
[}

-

v
*

' LPhase 11--1971-72

L) .
- e

onducted during the second phaqe of the exemplary

PO The major ‘activities

LN
(1) orientation_to the work completed -during the first yenr, T

« program included:




R 99 . 5 B . . - »
(2). designing the format for writing the North Dakota Occupational Models, (3)
s @

7

s , - .
selection of models to be written from available data, and (4) actual writing .

of the 24 models. - | S

?

. . » 0.
{ ,:F Designing the basic format for all models was alpriﬁi factor in the year's.

© worK., It was degermined that two kits would comprise cach model; one for the

studcnt-employee, one for the teacher—supervisor., )
" The student~employee kit of each model contains. (1) performance goals
! Q
‘and a self-evaluation form, (2) a company persognel manual which: serves as an

. . \

intrcduction to that specific business--including organization chart and office

/
layout where available, (3) a procedures manual, a self-hclp booklet simulating

c

the con?any files and specific procedures, and \{5) working projects. Th lettet
wj

includesa brief description, detailed instructio\e, reccmnended equi t and

v

subplies, and a step chart. Ihis chart illustrates the logical flov of: individu

\:\:
al duties to be performéd in carrying out the total groject. florking papers and;di

.é«

e suppt?\forms are alqo an integral part of each model., . "

, The teacher-s\xpervisor kit contains‘ (L supply forms' for reprodﬁcing, o :\.‘f‘

(2) instructions for that particular model position, (3) evaluation sheets and

o ‘
/" check-list$, (4) a key for cach project ingluding correct examples, (4) dtetatien

materials, whcn applicable, -and " (5) cohtingency’items--extra projects--to be

added ‘or. inserted. ‘These provide a realistic "office pressure' atmospheré

*

*  The writing staff developed the. firat model, entitled, "Seéretary," Minot

Builders Sugplz, as a joint project. Many hours were‘spent in consultatian with
\ -

graduate faculty advieors in refining this first model, ' The second and third o

T4

- "

|
- \ e
' models wcre/produced in teans of two, Following revisions and faculty approwal, %
, a
v ‘ :
each graduate assistant developed and wrotc individﬁgl models. Approximate Lol

R ‘-/‘( S ~.

writinr«time, 5ix to fipht weokq per model, for® npproyimate]y lSO papes each,

Fxhibit ¥ dcscribeq the 24 models wrjttcn duriny Phdse II 1971-72,




- ,‘ - lg'ordcr toiucrify‘data“andlascertain that profEct#instruCtions were, in-
;"" _ fact indicative—ef~the—“iﬁnlntedzofftce.j;#was“neeE§s r?”f“r‘tﬁb‘§f5ff“““1ters
" to revisit scveral business thablishments. For the, 24 office positions

B 7. -‘r‘- .
represented in North Dakota Occupational Modcls, therefore, a number of detailed

N
TR )

Ve
-

R personal conferences were conducted with office personnel. These companies

ca i <

ks
i

were particularly commended for their contribution to vocational education in

v

‘ the state of North Dakota,

¢

L Phase m--ign 13 _ N

\ -

- e The third year was designated for field testing and refining £ the 24

| R
o

ocqggational models produced during the second year. Complete standa*dization,

N

editing, and preliminary revisions continued throughout the fall sisester.
- . o -S v
Proofing and - editinﬂ tire averaﬂed twenty to twent)-five ‘hours per medel. .
i [ oS |

‘Orientation procedures for the 18 participating field test teacher—coordin—'

ators bcgan durinﬂ thc fall as well, TlL.-list of sSchools and cooperating teachers

‘can be found Ain Exhibit G. Hith the exception of Fargo, - South, and Valley City

-
Y =
e —,

high schools, two‘models were tested in each vocational office education program,

R v »

‘ -on a rotation basis. One copy of the student-employeé kit was distributed £0
’each student, including suppliesm-.A desk copy, plus the supervisor 8 kit went

. to the ceacher. In many cases graduate assistants prcseated.an orientation lectur

’ e - -,

-to the class, so that students would have a basic understanding of the program

lvand.their role in the experiment. =

-

Thercafter, dach yraduate aqsistant made: weehly telephone calls to his
Q

assigned school for the purpose of providing help and suggeqtions to thegteacher.

—
s

v,
[

. e
Field test instructions andﬁgyaluatien—sheetsWWEich the teachers received are‘., S
‘presented in Lylithits ¥ theough Y-

- .

. . "_ Numerous puhlic relationc' projects were initiated concurréntlyAwith the

*, ficld teat- activitics. Thcsc included‘ (1) riews rcleoses to cvcfy paper-in

g

whiah cithcr a pnrticipnting huqincsq or a field—test 5chool was located,

o _=a _ _ _




- | 6
Q'-(Z) personal letters of-cr nendation.'(3) speeches given: at national educational
conventions and sck.ols, (4) arti - f shed in University of North Dakota
and national publications, (5) a radio spot on 29 North Dakota radio stations,

and (6) the development of a glide’ series typifying the exemplary-program through— :
ID . {tout the state, Exhibit L illuqtrates a personal 1etter (item 2 above).

Valley City High School used a variety of models--a single copy of eache-

. as a career exploration technique. Student-employees were not required to complete

odel. Rather, they worked two weeks in each position. This provided students :

- .

an opportunity to determine their interests and aptitudes in relation to office

-

work in a variety'of companies and positions.

Fargo, Souch high School tested the-concept of a ggll=scale model officé,

"

' /1 implementing a variety of internal office operations, forms, and procedures.

J With 13 occupational models ‘at her disposal, the teacher—coordinator had the

/ b

flexibility of adjusting model instruction to suit the needs of a particular e

£

- B closs. This experiment is indicative of the type of program that is possible
when teachers have a Full 1ibrary of North Dakota Occupational uodels.

At the.end of the field—te t period, graduate assistants conducted axit .

bR

interviews~with participating teachers, and 282 students. of the original 325

students who participated in the experimental instruction; Scranton, North Dakota,

- e & - . '

: - did not complete the field test. Absences, accounted for the additiona1»27 student
not available to respond to the\student opinionnaire.on the day of the exit
interview.; The results of the students evaluation of’ the field test is described

——" : . R 1

in the findings sec tion_of this report. : i -

i e et T AT

Included in'the activitics conducted during Phase 11I-was the writing ot a
100-page tcacher s manual to accompany the Horth' Dakota Occupational Models. This

booklet incorporatos the varion .techiiques implcmentod in the field test, as well

as orientation and teaching methodologles, . ' .
Basbd,on tnaqher/student‘recommendntions and suppestions, the 24 models were

-~ 44




7 -

again revised, prior to iinal printing, This averaged ten to fiftcen hours ‘

per model, | o - . |
During theﬂspring of the third year a detailed study was eonducted of .

‘ the job analysis forms returned from participating North Dakota office-employees.

The results of this survey are described in the findings section of this report.

3
2

kSee Tables I-1IX)
Jerome J;.Mack, Grand Torks Attorney, was contacted for the purpose of -

initiating copyright procedures for ‘the complete library of North Dakota Occu-, k

pational Models, which includes the teacher”s manual, Thisluas conducted;througn

attorneys in Washington, D. <., resultipg in one copyright for the entire library

'of49k'its.‘ : ' L _ «

The Department of Business and Vocational Bducation at the University of

North Dakota undertook the‘printing and distribution of 101 sets of occupational

s

models. This involved the printing, assembling, packing, and shippingﬁof approxi~

mately 325,000 sheets of paper--a total of 4, 949 books. Of this nunber, 80 sets,

- or 3, 920 kits, were sent to the State Board for Vocatfonal Education at Bismarck

S

North Dakota, as fulfillment of the exemplary ‘program contract. An additionaI

21 sets were propared for North Dakota high schools and out-of-state orders. '

A two-week WOrkshop, entitled "Model Office Simulation Strategies,

. HE'EM S

designed for the 1973 summer session in the Department;s? Business and Vocational |

was

Bducation at the University of North Dakota. A major pbrtion of ‘this course -

focused on implementation of the North Bakota Occupational Model plan. North

e e

“"‘Dakota teacher-codérdinators, as we11 das other eI‘.i‘L‘?5i‘I'ézés*“lem:mszi*how*tt:i“'ma—these--~j

office education simulation pacPetq in the following ways: (1) individualized é

instruction, (2) poqition simulation, (3) carcer exploration, (4) full-scale L

simulation/model offices The tcacher s manual scrved as a major reference.
The exemplary program sLnff was seriously handicapped during Phase III

becausc of the cuthack in vocational funds. Rathor than five graduate rcsearch

-aerviéc ass intantq and_ful T-timeiaenrctnry,_whighnweresﬁVﬂilable—to—work“on"the*—”q




. 8 o o o

4

project during Phases I and 1I; the pfogram operated with three assistants and
a' three-fifths time secretary. Additionally, because of personal reaéons, the-

third assistant was also lost to the prograﬁ during the early part of the sp%;ng

L Tal

- semester. This left two graduate assistants and the secretary to carfy the

burdén-pf the responsibilities. o .
g - e .
Folloying~is a break=down of approximate mann%ours represented in the

"

exenplary program, 1970 through 1973.

TABLE 01 -
. . APPROXIMATE MAN-HOURS REPRESENTED
. . . IN THE EXFMPLARY PROGRAM IN VOCATLONAL EDUCA?ION'“
: RS Hours * Tours - -
Personnel '  Ne.| . Description - . Sub-Total Total
North Dakota ., ) > ,
offices . ) 171 employee interviews ; . ,
‘ @ 1 hour each 171
- : 69 _  employer interviews - . .- fﬂ_ e
. - ] S @ 1 hour each , 69 . ' -
86 employee job analyses . :
@ 10 hours each - 860 © 1,100 :
’ University * 33 gradﬁaté assistants e .
of North . @ 600 hours each 7,800
Dakota AN o - , :
. ) -5 graduate faculty advisors
| - @ 100 hours each - . 500 )
* ‘1 é ‘ ) 3 ‘(3 ) e e B
@ 1,500 hours each 4,500 12,800
\ o » Y e R e e e _
\‘ . ' A I “ . ,ﬂ
North Dakota : . ¢
schools 18 teacher-coordinators \ s
S @ 240 ‘hours each o 4,320 . o*
. ‘:—i}\ + .o H ‘, T -
3125  pigh schéol studdats . L= o7 ¢ e
@ 120 hours each 27,000 . ©39,000 - C
- ‘ .o . . L, 0" n
TOTAL MAN-HOURS 'ESTIMATED | 52,900 .

€ e in) 4 —— - e
. TR St

\
*conservative estimate-—-cspectally during Phase
. . e durding e
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Accomplishments and Findings - u ' T

Library of North Dakota Occupational Models R

i

The North Dakota Occupational Model plan shquld provide every studeat -in

the state whose career goal focuses on office employment the opportunity to be '

vocationally prepared for_some level of office work.
As a result of the eremplary program, simulated office education materials

appropriate to an agriculturally dominated state have been developed., A major

criterion was established during the developmental stage. The materials should

be realistic;’ relevant, and meaningful for students at” every ability level. B

- o

-Additionally, the instruction packets.mere to be designed so that*they would be :

kN

.7 ‘used by teachers, no matter what type of p;ogran, facilities,—or equipment are ,L‘

g
("}‘
-

available. S . ."i - L

Tad e

-

The 24 models focus on the performance of production projects which take g

place in ‘a variety of North Dakota~of ices. Thus the occupational model concept

can substitute or enrich the cooperaeﬁve office’ experience,_ Rather than sending

_,._m.e__n-._«.n-._. — -~ ———

the student out on the job, however, the job has been brought to the Student.

=

Each of the 24 models -available contains two " kits;" one for the student-

eacher 8 manual was -

‘employee, one—for Ateacher“supervIéo““”_ﬂdditionally,

rd

written to acdcompany thé models, for a total of 49 separate kits. These 49 °

books comprise a "Library of North Dakota Occupational Models.” A 1list of

odﬁupatiqnal_models, together‘with descriptions of each, can be found in

<

-y

Appendix B, Exhibit F.




-, Survey Results: North Dakota Office-Employees . —
° 1

? Of the 171 office employees who were interviewed during Phase I of the
exemplary'project, 86 submitted the conpleted joo anaiysis forms, Occupational -
models wercé developed from these materials duriné Phage Ii.',An in-depth stu@yni

of these detailed questionnsiresvprodoced the data described-on the following

i

TABLE 1

NORTH DAKOTA OFFICE EMPLOYEES

JOB TITLES ) R =
R ) \ v .
* \ ’
. \L
Office Employees - Number Percentaée -
- 5 N N . " R -
e L N o i B . ..o
Clerks - S ‘ . © 28 3
Bookkeepers .. . 15 ] 8
Secretaries ' o 14 .16 \KA
- _General Office - . T8 9
. Office Supervisors \ L= 8 T 2
.~ Receptionists b 6 .7
~ Stenographers - o .5 6 °
- -.- Cleérk-Typists . 2 2
s 86 100

. 4 'Y
- -

pageg§ This analyses portrays the dntff; and responsibilities of selected

employees in North Dakotg-offices, mashines.used in the operation of , their

jobs, the background of these employees in terms of education,uexpe:ienee;

" and qualifications, and the percent of . time spent on social interaction..fW~

— -

Table I provides a breakdown of the job titles of the 86 responding

emp%oyees.-?hew24~octupationai‘models*deveioped—reflect—the—jobfttties~of

T

selected North Dakota office employees. However, a number of the secretarial

n

- -models incorporate duties generally performed by workers described as genetal
office. -employees. This is due, in part to the fact that many North pakota
i Sy

| offices are 'small, and the office workers often perform a variety of duties -

<no matter ghat job title they are given,




TALLE 1II

DISTRIBUTIOV OF TASKS PERFORMED BY 86 SELEPTED

NORTH DAKOTA OFFICE EMPLOYERE . T
: . ‘Performed .
Job Tasks L .- - +«  Task - Percentage
. 1. File, retrieve, organize, store, discard T 68 . H“‘?QN\kl
2, Verify--self or.others - - .. 66 -, 77
'3, Mail--incoming, outgoing, prepare, distribute 64 - 74
-4, Personal information contacts--phone, face-to-face - 61 71
. 5. Basic arithmetic operations--extend or check amounts 55 : 64
6. Type-~correspondence, envelopes, cards, memos ' 53 T 62
7.. Sort; tlassify, match, count, total, record' clerical 47 - - -
8. MHandpogt--ledgers, journals, lists, records - 45 - 52
. 9. ,Type--labels, lists, tabIes, miscellaneous . 38 . . 44
10, Update records, 1lists, inventories, supplies k¥ 36
11. Compile data--for reports, records, information ~ 30 - 35
12, Type--teports, records, lists (financial,business) 28 "33
_ 13, Type--orders, tabulations, bills, checks, fnvoices ‘22-26 - ~  26=30
14, Record-keepiqgr-checkbook, petty cash, records .22 © 26, "
15.  Errands or ‘unusual requests .21 T T 24
-16. .Keep time caras,‘time records, payroll; bank deposit 19 22
17, Balance or reconcile accounts, records; Eompute - - 18 ©21
. ’elaa--DictacIon' correspondence; memos; transcribe 177 20
... ~19, -Compose letters, reports, memos " 15 17
. 20, Transcribe by machine ° ' 2 o1 ‘ 12
.. 21, _Schedile .appointments or reservations ) 12 . 14
+ 22, Cleaning, arranging, -organizing- o111 : 12
23, Txge manuscript s, minutes, ‘asendas, reports, masters 8. - 9
24; Compile 1lists from ether sources 8 9 . L
.25, AnaIyze or solve problems (other than required above) 7 . 8
. 26, Direct or schedule work for others 3 3

- -

Table II 1ists in rank order ghose duties most often performed by the total :”{
4

office employees responding. The duty ranked first by 68. (79%) of the office

employees was filing—-including retrieving, organizing, storing, and discarding.-

.

Most occupational models contain sonme filiug acrivities.




The task ranked seéond by 66 (77/) of the employees was verifying work,
(by self or others) to dEtermine_accuracy. EVery model emphasizes the need for

. cereful—proofreadingmand,checkink.'.Some_models are designed 50’ that worker

- cooperation is necessary to. verify“work’ U

Ranking third was the preparation arid distribution of mail, as evidenced*
by 64 (74%Z) of the employeﬂsg Every occupational model and.nearly every project

of-all models, contains this’ activity. A variety of methods are provided, so f 11

} ’ "that the student—employee should be exposed to many opportunities to function

. ' ] P
in ;his task. . ol .

" The fourch ranked duty by 61 (71%) employees involves the receiviﬁg or

T

\\\\\\\Biuing of information ever the telephone .or in- person. “"While it was- impossible :;

to design teiephone projeets in every model, the "Telephone Clerk " Ncrthwestern ‘3

Bell Telephone Com;;nyﬁmedel is designed around the use of telephone equipment

' R
- " - . ' "

and correct personaI—contact techn"ﬁuesa\\\\\ . ' ": )

b uf _ The diity ranked £ifth by 55 (647) of. the empl\\‘es~inygl\\s basic arithmetic

o3

operations. All bookkeepinO and clerical models, and many of the secreta

models, contain computational activities. .

.- . Although typewriting operations are not included’dn the top five ranked

- {tems, as reported by North Dakota office employees, items ranPed as 9 12 13,,_“

" and 23 all involve_typewriting. Additionally, typing 15 used for a yariety of’,

" other duties and ‘tasks, such as compogsing letters, transcribing dictation from

"

machine or shorthand notes. Lvery occupational model contains typewriting

*

- projects, altheurh~the secretartal, stenographic, and elerk-typist‘modeis usé
the typewriter to a greater dogree than bookkeeping or clerical models.,

. "Table IIL indicates the use of office machineq and their frequency of usa
. e
by job titles. The typewriter, telephone, ten key adding machine, and the
copying machine were found to be used.the -most often by office employeest The

occupational models use the typewriter the most frequently, with the ten-key -

20




LT Lo © TABLE III
- M _ ) . N~
USI OF BUSINESS MACHINES IN NORTN DARQTA OFFICES AS REVEALED
.. BY 86 SELECIED KOKPil DAKOTA OFFLCE ENPLOYLES -
[ - W

- . -
3

é

. — ;. S s kS Sl e e P D B

- -
LI .

ily

age

ona

o
& & - &
i 5 - f—5 B
Machines e s R b e ol g T -
. . © [ ¢ Lo o T 0 H o
- u K4 O e U o ) o o
ol - R T 7 e H U YO {7
- 0 o o al Q o -0 .0 9 o
IR A e b3 v = e o B LIRS
‘Addressograplt’ 2 2‘ o o _ 2 2. 2.-.2 80 94
.  Bookkeeping Nachine & 5 171 1 1 5 6 75 87

- __;_:%ﬁk_ﬁsﬂm;;;g_ﬁo_;;o__o;e—e—#—werr —3--783 .97

| .. CheckProtecter~ © 67 0 0 0 0 0 5 6 8 94~

Check. Writer . 0 .0 o 0 0o 0. 3 3 8 -97

1 . »"CopAying' Machine- ., 25 ° 29 - 5 .6 4 . '5"‘ 12 13% 46 46 . -
L - }.lcctﬂc _C’r(J_.culator 10 12 1 ¥ .0 0. VY 7h_ Re

§ . Fluid ,nuplica_:pgl s 6 -8 9. 4 S 1 1 68 79

L PallkeyAdder - 2 -2 0 Q0 o 0 0 8 98

-~ ' _Intg'etccm}} ' o 4 5 0 0 o 0 D | 1 ..,~;31 © 9%
\\ ﬁbs'i;?.‘geav_nem‘r - .0. -0 o 0" 0 _ lé 14 .7-4 . 86

T \Uprinting quéuiextor 3- 3 0 0 o 0o 8 9
S Svi” ard ’ 0 2 277 %

0
0

| T%qm Recorder ' .0 0 0 o 0 4 5 - 82 96
0

Telephone, . * ™\ 26 30 | “ 0

0
0

liboard 7 .8 0. O
0
0 33 738y 27. 31y
0

i ‘Teletype " 3 83 97 -

. C Ten Key Adder 40 4% 34 39%

\
\ * -
& Transcribing Machine 6 87

-

L]
\i‘&'&w

W

~3

wn

Typewriter 66 8 .13 15
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adding machine as the second most-used item of equ@pmént. While the ch#ing-

v

machine is used extensively in-North Dakota offices, as

duplicator, model projectq supgest the ugse of the 1atter. This was done because .

&

as opposed ¢o the fluid-

o

most schools have a fluid duplicator at their disposal. Teachers are advised, .

€ L

however, to adjust the equipment needs on duplicating projects?so.gﬁig the ernden;4=

“ﬁ_kembloyge;ggzggverposure to a variety of reproducing machines.

T
—_—
—_— .

— W ————

_TABLE IV- . .

" SOCIAL INTERACTION AS-REVEALED BY 86 ¢
_ " SELECTED NORTU PAKOTA OFFICE ENPLOYLES

-

Types of o 0 . _ R
_Interaction Yes Percentage .No- Perccntnge’ Response Percengage PN

% . - - 3
_ o N . "
-

DR N h N -

Ex&eregi—phone .55 . 64 ) .? s 2 =29 Co3%
_Internal-phone 57 66 2 2’ 27- - 32 -
- ;!"thernal-pcople 4? 56 3 o "3 , }5_-_ . 41
| -in:em.u-peéple- 54 3 . 2 2 .30 35

Table IV indicates emplcyee 1ntefacticn-as.rerealed bi‘the_86,resp0ﬂding‘ : :

office employees in North,Dakota. Fifty-five (64%) reported.fhég’ﬁed externef

ot

contacts’ over the telephcne; 48 (56%) reported external face-to-face contacts; .

51;£662) reported internal office telephoneicontac;s;“ene'54 (QQZ{;reporEed

1

internal face-to-face contacts.

S T

While occapational model instruction can be ihplemen*ed as’ an\}ndividualiied

simulated plan, it is recommended that wherever poseible the interaccian cencept .

_ Thus the teacher 8 manual suggests a variety .of methods to initiate

be included.
person-to-person'1nteracfion in the.classroom simulation program through the use ’

of North Dakota Occupational Models,

The amount of educ‘tion of the 86 office employces sutveyed is indicated o
in Table V. Forty (47%) of the emplovees indicated having a 12th grade educacion,i

15 (17%) having 14 years of education, and 1 (1%) haying more than a collepe




‘ . - o o 15-' o .

s " degree. Thus, graduares ‘of secondary office ‘education programs in‘'North Dahbta -
“ e .
f should be in a good competitive position. in locating offiee: positions in the
LA statée, based on their cducational background. -
£ L , ' " . . - I - -
U | \ . - %ABLE V, T S
- Co AMOUNT OF EDUCATION Ag REVEALED BY - -
- o 86 SELECTED NORTH DAKOTA OFF1CE “EMPLOYEES '
-~ ‘p“‘:*- e NP R — e ”“f.._'___ T e . R e ) \.
““Grade- Number - = Percetape” i
- . N : t. - / E * .
: AL 4 ‘-. 10 1 . / ) 1
- f— ";,'"_'—'_‘ T - - R l_ T ——— A T
L 11 0 . o’ ’ S;
=, A i - e
: . 12 40 47
. - . . "l\ '-.
el L 13 . 22 - 26— :
S coe 14 ' . 15 - ; 17
15 1 S . \\
16 ~ 0 e 0y
. . . . T . [ B o «
s Morc than 16 - _ U | - ' & : 1 \ T
. . : | - ;
- No Reply- o o6 . Y A ]
OTOTAL g 86 : " 100. /\

Ll

Table VI and Table VII indicate the years of present and prior Qork experi-
- ence-of North Dakota office employees. Reporting no'ﬁripr Job experience were
22 (25%) of the employees. Twelve (147) reported 5-7 years: of prior Job experi-

. ente, and 7 (8%2) had over'lO years of prior job experience. Fort}\(aéz) of the
. ) . . \ .

employees indicated they had less than two years of present job expertencei

Of the office employees gurveyed, approximately '50% had bean on their job for

less than two years, and more than 75% of the employces had four or fever -

years of wgrk experience This indicateq a willinrncss on’ the part of North Dakota

‘employers tc accept workers with little or no previous work experience. ‘ ‘2*3




2,
1
-4 .

ST . ‘ 1 o TALLL VI .
e ‘ 'YEARS OF PRESTAT JOB EXPERIENCE - -

A

£ 3 P

"Years of | . " Nunber of . . L
. Experience - . Employeces S . - Percentage -
Al . * - d ;

Less than 2 o R 40 ¢ - . - 46 -

- ¥
M " .

8"10 R 3 -312
B '-1]-713" ’ 2 ::_-' 2
Gt s LTt

_Ne xeply . ~1 L 8 .
CreRAL, B T 200

.’ bl 3

- - v 2

TABLE VII - - - ot
P - * YEARS OF PRIOR JOB EXTERLENCE

. AT RO
oy P \:5 )
W T T T s My -
SV SR 15 . e e A e s e o
© PR Ao gt rapmsiet freoven i

N ¢ " - : -
Years ‘of Kumber of | = AR
Experience . Enployecs Percentage

-

-

0 yoars - Y D 25"

) 1éss than 2. ‘ =16 : 19 . i
2-4 T - o,
et S BURR
§-10 " é I A
R  over 10 7 o 8
No response ” h : 1 8"

Provided by ERIC.
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. Table VIII indicates the results. of the student opiniotinaires given to

v

- 282 of the 325 participating field test students in North Dakota secondary

office education classes, o f

-

In response to thé question that asked {if students thought they learned » 'Ti

»

as mach from occupational model instruction than from some other method 198 (702)

of the students réported a fivorable reaction, 29 (IIZ) reported an unfavorable

-

~reggtion; and 51 (18%) were undectded. 4

-

Item two on theoquestionnaire'askcd.xhere the student-employee received
v‘ ‘Q

help when in doubt. Students could check more than one item as their source

of reference. * They had been encouraged to consult with classmates, just as they

,would ask’”heli of a co-worker on the job when problems arise. The Procedures

>

Manual (simulating mpany files and procedures) accounted for 102 (38%) of the

~responses, ac assmate accounted for 111 (39Z) of the responses, and*the teachgg

s

as a source of reference accounted for 92 (33%) of the responses.

o \\\\Q\\n’ “When asked how much they enjoyed the’ occUpational model plan, 198 (70%)

.four, ,1Gadequate explanation prior to work," 70 (25

, & negative attitude because of 1ack of prior instruction. It would

a favorable reaction, 57 (20%) unfavorable, and 27 (107) had no particular

-
feelings. The Aonrth question provided a list of - zasons why students had responde

P either favorably or unfavorably to the third 1item, , S

3
Approximately 75% of the students expressed a favarable attitude toward

occdpational model instruction, with 252 having a negative attitude. Under itenm
%) of the situdents expressed

=ppear from

" the breakdown of 1tems under question four that those students who have been

oriented to the occupational model program--including its purpose and.- how. to-

\\

. o ¢ .

use the occupational models~—will not only"have better sucféss, but will express
a more favorable attitude toward the simulated 1earning experience.

. When students were "asked 1f they would like to work for a North Dakota

~.

S~
ccmpany apecifically the one simul\ated in their occupational model instructiw

s,




. 20 .
(question 6), many'students added comments that- since they had used only two
) “—\ . " »/
occupational models they did not like’ those positions but did like the cdnceptx_

expressing the syggestion that they might ¥ike to work in some other Nerth

“Dakota company office had they had the option of working on a different wodel,
It is rarely possio}e to please everyone all the time. Mowever, it should .

be apparent that when adequate explanation, orientation, and help is given, the
students are more likely to'receive a good training experience and<have a positive

attitude toward occupational model instruction, The career exploration technique

- S

1s.'possible where a number of models are available for classroom use,

Table IX indicates the composition of students who responded to the
Student Opinionnaire. A total of 155 (557) of the students having occupational

model instruction also had CDOpEFatiVe office experience; .with 127 (45%) of

those using occupational models having no other office: experience prior to

graduation from the secondary office educatipn program in North Dakota. Those

.

students who received training in both the simulated method and the placement

*

) . N ‘-
on community work stations were moferofgen from the larger North Dakota copmunities,

?

. . ¥ \ : .
as revealed by 93 (go%) of the studénts responding grem this group of 155.

. . ’ ' < .
LI - .

TABLE IX : \ .

-y

COMPOSITION OF TIL 282 STUDENTS WHO REQPONDED ' o ’
TO ThEﬁGCCURATIONAL MODEL STUDLNT OPINIONNAIRE )

2

Large Communities Small Communities Total

Description
‘ p No. Percentage No. Percentage No.Perc
7 N -
Students with, both occupational model
instruction and cooperative office t ]
experience , 93 60 ’ 62 [00 155 55
Stuuents with‘sﬁcupational model ‘ : )
instruction onl \ 43 34 84 66 . 127 45
s 136 ’ 146 " 282 100
) .
_ . 2R .
+ 1 l ‘1‘_ 4




.

effective during the field test, -

Conclusions and Recommendations ) *

The achievement and attainment of‘success in pre-employment training

-

1

b

and career exploration of” each student is'dependent on the innovation, knowledge,
skill and methodology of the individnal teacher. Lacking adequate materials,

however, even the most resourceful teacher is handicapped.

The Library of North Dakota Occupational Models, consisting of 24 models,

. .

plus .a teacher's manual, should provide the teacher with a wide range of materials

. for classroom simulation programs. BN

Each°model—iawaw5e4i;contained packet and may be used: (l) as individualized
instruction, (2) through the rotation plan, (3) with the battery .method, (4) in

a full—scale model office simulation program, and (5)" as a career exploration and

—

vocational guidance technique. .

S ] —
The teacher's manual presents a variety of suggestions for orientation,

- I

career exploration, and implementation of the 'occupational model plan. Each

activity cited (see Chapters IT and V of the manual) has been tried and found

“

Additionally, this exemplary program provided infornation regarding North

Dakota office employment through a survey of job analysis questionnaires sub-

mitted by 86 selected office employecs. This study included information relgtive

to: duties and responsibilities of selected employees; machines used in North

, N
Dakota offices; educational background;;ijperience; and social interaction, ‘.
; ’ .

"The 24 occupational models were deyGloped from data submitted by office

employees, including the Job analysis forms, detailed instructions for form and

work procedures, and personal'interviéws and observations of work performed,
The projects.provided in thecse simulated instructional packets reflect the'
information gathered from North Dakotd office employees. Thus the typewriter

is the most—used wachine- in occupational models, just as it id the most-used

machine in North Dakota offices, In a similar relationship' >f occupational
D3 N 21 s‘.'




\‘\\\\‘Conclusions \

, 8imulated office eﬁpérience prior to placement on a community work station.

‘\ 22 o

model insttuction to North Dakota office duties arethe tagks provided the

student—emphoyees through working projects.

ot -
\ ~

Base _the field test of the North Dakota Occupational Models and the -

results of thL job analysis\\urvey, it was found that occupational models: =

“‘\ 4 , .
) 1. can be used by small or largé‘No:th\pakota vocational offfce education

B

programs. N ' T

-

2, are apwropriate for complementing and supplementing the. education and

, .

traininiv:;udents have received -dn-basic skill courses, °

3 re app ppriate for complementing and supplementing occupational guidance;

within the\\ffice\cluster. : ) T

kN . - \\

4. ar® appropriate for conplementina, supplementing, or substituting for

& RN L
-

cooperative work exxerience.
- e * » Y

5. areapprop tete for providing ‘“ne less-than-average ability student Jith

+ s~

6. are approp ia@e for teachers, no matter what type of facilities

and equipment are available, ° ~ .
y

Recommendations \ 4 '

\ L el

Based on the field test of the North Dakota Occupational Models and the

results of the job alysis survey of office employees, it is recommended that:

1, development of a high degree of sgkill continues to be a major factor

]
\ . .
in basic office educa&ion ourses, * ;

2, mastery of atwide ?ange of ofﬁéié and business knowledges continues to
be a major factor in %asic %ffice education courses,

3. studénts need a cap tone experience which integrates basic skill and

'

knowledge prior to job‘entry.
' , \ 20
4. students aptitudes and interests should be evaluated prior to workd. -8

in specific occupntional.model'positions.
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v

5. especially where used as a substitute for cooperative work experience,

Y

. the occupational model plan should duplicate the principles and ptoce;iures outline

&

in the North Dakota Coordinator's Manual, including: S \‘ v
. . a. orfentation to the occupational model plan

b. interviewing student<-applicants fbr\model positions':-

c. supervising the student-enployee on the job / a "7 T B} S
“ d. public;zing the vocational program in the 'schgol and community -
. - e, working w‘itfl ‘advisory cm;tmit:t:ee . )

f. evaluating student~employees according to office standards
6. educators should continually updat::a their knowledge of office practicé;
" . 1in state and national 'areas. : .
“ 2 7 V\.‘a study should be .condu‘t,:t:ed that includes emplo‘ye;' opihions of office
workers entering <‘off1ce employment ;ftér having occupationa{ medel training.
G -8, a follow-up study should be conducted of students having had cooperative 3

office experience, occupational model training, gnd traditional office practice

» classes; for the purpose of continually evaluating North Dakota vocationalﬁoffice "

-
e

education programs. T -
. . <

'\i} 9, a more detafled study should he made concerning the amount of time office]
‘employees spend on external and 1nt:'émalsoc1al interaction, w}.th implications for
, curriculum revision’in the simulated programs. p s

4 ';] "1Q. educators should continually update their kn'owledge of simulated office

education ingtruction t:hrough-:in-seryice training, graduate courses, and reading

of‘available literature.

¥
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DEPARTMENT OF BUSINESS EDUCATION

‘\ prepate students for;gainful employment in North Dakota offices.

. Exhibit A

i

The University of North Dakota  *

GRAND FORKS 58202

- March.3, 1971

Dear ‘ " ) . .
In cooperation with the state ‘Department of Voqational Fducation,
the University of North Dakota is conducting an Exemplary Progiam in
Vocational Education. The objective of our program centers arqund
developing simulated instructional aad learning materials in office
education. The materials will eventually be used in North Dakota
high schools to provide realistic learning experiences in oxder .to

A

In order to provide students with this particular type of edu-
cational experience, it is necessary to”determine typical activities
performed by office workers in the state. We are asking if it -might
be possible for you and your office employees to participate in this
particular endeavor. We will need to spend approximately one hour
with your office employees in. order to develop a jJob analysis (which
would include determining the duties performed by the office worker).

: o )

Within the next couple of weeks, we will be contacting you by
telephone to answer any questions you may have about the study and
to determine whether you are willing to cooperate in this study.

At that time, we will make final arrangements to visit you providing |

you have consented to work with us. :

We appréﬁiaqé your consideration in this matter and we look
forwvard to meeting and working with both you and your staff-

T < : Sincerely,

John L. Rowe, Chairman

Business and Vocational Education

. mlt i

Enclosure
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Exhibit B
26

STATE OFFICE BUILDING
900 EAST QOULEVARD AVENUE
BISMARCK. NORTH DAKOTA 58501 v

(701) 224-2259 '
CARROL E. BURCHINAL, DIRECTOR AND EXECUTIVE OFFICER

“' [ ]

TO: Business Establishments in North Dakota

FROM: Carrol E. Burchinal, State Director of Vocational Education
SUBJECT: Cooperation in Research to Develop Better Office Employees

" DATE:-  February 3, 1971~ -
e is

The Stata Department of Vocational Education is“sponsoring research designed

to make the training of future office workers more realistic and approximate

the types of jobs that future employees will perform 1in representative
lNorth Dakota biusiness offices.

This research is being conducted by the Business Education Department at
the~UgiversitX'of North Dakota under a grant sponsored by our office. Office .
“positions within representative business offices of the state will be studied
through job analyses and interviews. Selected samples of the type of work
performed'will also be requested so that instructional units appropriate to
high schools caﬁ?be developed. These instructional units should enable \
potential office employees to receive a more worthwhile experience and enable
them to make the ‘trafrsition ﬁrom_school to business with less difficulty:

_ The'purpose of this ywmorandum i§ to ask for your cooperation in helping to \ 3
collect, the basic data that will be needed for the development of these \
learning projects. We _think we can acdukately portray office functions in
your type of business if you will assist us. ‘

£y ~

Any assistance that you" can éive to membgrs<of the research team will be
greatly appreciated.

(2 ros /. (B i’

Carrol E. Burchinal
Director of Vocational Education

CEB:cl “ ‘ * .




Exhibit C o | ) ‘

13

This "Employer Questionnaire" was used as a "checklist" during the interview
with participating businessmen. Following the employer interview,’ the service

assistants interviewed office perscosnel, explained the project in detail,
reviewed in depth the use of ,the data collection instrument (Personal Job
Questionnaire), and left copies of the “personal Job Quéstionnaire" for the
employees to complete and return to the University.

EMPLOYER QUESTIONNAIRE

" NAME -~ — —- WITLE
MAILING ADDRESS . ; PHONE -
& ,
1. Call to make appointment. \
. ;
2.'»Introduction ' ‘ . //
. L‘

3. Explain purposes of the Exemplary Program

4., We need two things from your firm y(a) basic ‘information from you--the businéssmaﬁAE
--about your firm, and (b) the cooperation of some of your office personnel. '

All iaformation will be held in strict confidence.

3

5. OUR MAJOR PURPOSE 1S TO iNTERVIEW SOME OF YOUR OFFICE EMPLOYEES AND TO HAVE
THEM PROVIDE JOB INFORMAT-ION FOR US. WE NEED EMPLOYEES IN SEVERAL DIFFERENT
. TYPES OF JOBS. Which individuals would you suggest we interview within your

firm? ' } -

A.

s 4

B.

i .

C..

D.

E. *

6. QUESTIONS FOR THE COOPERATING BUSINESSMAN:

s

A. What is the exact nature of your business?

B. May we have copies of some of your promotional‘material? (i.e., pamphlcts,

brochures, cte.)? ) , ; ;




‘(Exhibit C Continued)

3

C. . What'are your major services or your products having thé largest volume?

—_— i

a

. R Y

4.

D. What type of ownership--single proprietorship, partneréhip, or corporation?.’

"

E. 1Is this your only office, or is it a branch office?

If it is a branch 6ffice, wheyxe is your home office?’

F. 1Is this 6ne of a chain of offices? . . .. L

- * v ~ ' .

~ 6. What geographic area do you serve from this office? . /

v

H. Could you describe your organizational structure——departments, operating
units, or, chain of author1ty and responsibility?

-

I. Do you have a salary schedule? ‘ Could you give
us an indication of the salaries pa1d to your office personnel"

Ry

{ . ” ’ ' .
N \4 - ‘ f

. J. What fringe benefxts are provided for your.office personnel? (i.é.,
" vacations, hospital insurance, bonus plans, etc.)
| ) N

L. Number of office~-including data proceselngv-pers nnel employed at thls'
location or by this firm?

4

M. Do you hdvqﬁa schvmdtlc drawing of your office arca? . -
May we havera copy’

THANK Y0U FOR YOUK COOPERATION. -It may be necessary for us to call batk, although
that is very doubtful! Your employces will be completing a questionnaire and
retugning it to us. ~ . ‘
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i Exhibit D

—_ .1 . ;HN)vﬁRRITY N1 NORTH DAROTA ‘ -
; | 7

- | L.
Lo ) : : . Departwent of Busiﬁvhs ducation

i
I
i

, | Persenal Job Questionnaire
. g :

|

.

L Purpose: This queqtﬁonna|ro is designed to assist you in describing 3

‘ ) your job. IPleasp to{l Just what: you dn in _your job and low
) you do it. All information vill be held in strict conﬁldcnce,
° . and firms will not be identified.’ )
TQ BE COMPLETED BY ﬁ:mzwm-:m: , v :
‘ : cun e %
FIRM NAME' - . . E
JOB TITLE; | """"
NO. OF EMPLOYEES IN LOCAL OFFTCE L A 2
) NO. oF HMPLOYEES h'ITHIN‘YDISPART?‘!E:‘ﬁ (%r applicable) —_ | 3
TITLL OF I'T/EDIATE SUPERVISOR e | "A
INDUSTRY _ N . et
REVIENED BY _ * o SN

DATE " s r

Provided by ERIC.
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1'

CIXAIPLE: ACTTVTIY i TLIE CONSUIED .
“Pranceribed and typed oue two-pame 1 hours
letter ’ ‘ N N
Alphabetic filing 20 minutes

Tndicate and denevibe all daily activities that you pezform in theo
course of a veck and enclose examples of this work wvhen passible.
Please jot dowa each activity and the tine consumed immediately
after completion of the activity.

- Co

/‘ . s .
ACTTVITY - TIME COUSUMED  ~ - ,
: ‘ o

g L ACTIVIY CormME consman T -

1

ACTIVITY » ' TINFE_CONSGMED S

ACPIVITLY - TR COUSED
indicawe ana desceribe the 1mportant gulies you acperniiv pericra |

on a monthly basis and enclose examples of this work when pessihle. .
(i.e., coupute intercst, on accounts receivable, prepare moathly - .
sfinancial statement) " o P

. . «
Indicate and describe the important dutics you generally perfo |4
on a quarterly, scwmiannually, or annual basis and -ecnclose exanples
of this work vhen pogsible. (i.c., assemble and €vpe annual ';:*kj; X >
report, preparation of caployer's incone tax foi"m). S X 'i'__;( 3

What duties do you consider most important, in your job among thosc™ ¢
) i A Jd :

* 4 .
dutles Yisted in Number 1, 2, and:3 abave?

Y »

Indic.wn‘ the job titles of enmployees vhom, you,-supervise if applicable,

. . . . .
. / Joh Title Ro._of tmnlovecs
/ . . t-—.‘.(.: :
T/aili(~,.xt(- job LitTes or position of, peaple for whon yoir worl, R
| Job Title - . Nosoof bmnlavers

- . hd l’ ‘- * kd *
Uhat mechines i equipni ol de vou opevate in connention with vour
\‘;\)‘Y.'.’ diwd feate whiether von use thensdailv, veekly, nonthly, or vear [ve 7
N - ‘y | R

- +

. . ' -~ .




i ’ ) ' ) -
(Exhibie D antivuedé " i : ) ‘ 31
L . . ' . , s ‘ . .
8. Vhat Rinds of daily job pelatel activitica-do vou conduct over the |
) tolvphnnv? Futimate the mivter of daily tclcphnﬂv contacts for cach
~activily. - o )
a. Withip your department : ’
- . - N - "
.
’ Y. N @ . ' / .
b. Qutside‘your devnartment )

. 9. What kinds of dally personal ‘contacts do you make in.the usual per- -
' fornance of ‘your joh? Estimate the number of daily face~to-face .
contactg for cach activity, - d

“
3 L . A R ’ v,
~a. Withinh your departnent’ .
. 1
- %
b. Outside your department
10, Edudation and.training: Lo, . . T .
. RY » .
. {grade of school completed: 8, 9, 10, 11, 12, 13, 14, 15, 16,
Tt - 17, 18, (Circle one) - -
o % g ‘et : « °* ‘
How many years in prcsent position? __ .
Prior years of office exverience (exeludine present; nositing)
- , , .
- . X . 1 g . . Caae
- pid you receive any on-the-job training or office oxientation. .
L] ‘ i
Yes No If so, what typc and how much? -
. v - ]
+
- ~ o DAY " PR 4
: . .
. ’ .
~ A . . p ) -
. , . . \ ¥,
, : , A 4
. . ¢ ’
C ‘ s .
. E . - . ‘
~» - < v ‘ '
.
. § .
» & - v | N
. . \
) R { . . D . t
' \
] . ‘e

w7
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: : y ’ ' . ’« » .\ - ' 1
Exhibic E o I R k
'; . - » . ~ . . hd - ’
‘This form was, provided in quantity for office employees for their use in

- providing informatiqn relative to business forms used in their offices. -~

o © " FORM IDENTIFICATION ” : L
' ‘FIRM or DEPARTMENT: : . .
° .. POSITION: °~ T . ) ] |

ORIGIN: . ©® . I - : _ : T

:. s . s V' < AY 3 " -
FORMS NEEDED: . E - .o T
' “ 2 N " - , .
‘e . : . - . . . ) - . ' - A : - '\ ) }
ACTION TAKEN({ - : , ‘ S
’ * ‘\ . . - . ; . .
DESTINATION: - ‘ . ’ f ’

. '’ . N " - N /'r, A “
- ) Ao i g ' ".‘ s ~ . ‘ ‘\' <
EQUIPMENT NEEDED: " : . -

‘Circle one: This is’a sample of a task I might perform: DAILY, WEFKLY, MONTHLY,
QU/RTERLY, SEIMIANNUALLY, OR ANNUALLY. * ; . R




TADLE X

“ - ROSTER OF éARxICIPATING EMPLOYERS AND EMPLOYEES

%

-

PARTICIPATING EMPLOYERS

PARTICIPATING EMPLOYEES *

Agsco Chemical ard Seed Company, Grand Forks
! " ‘Area Social Service Center, Dévils- Lake
Leo Beauclaire, Attorney, Valley City |
Christianson, Foughty, Thompson, and Rutten, Attorneys
., Devils Lake -
- Congress Inn Motor Hotel, Dickinson :
Country Boy Dairy, Jamestéwn . - p

: Cowgty Judgk's Office, Jamestown )
, Co dge's Office, Devils Lake. § .
~ Deputy Clerk of District Court, Devils Lake

Dr. L. K. Hoffman, Dentist, Jamestown
<. . _Fargo Board of Education Fargo .
- 1__*1~¢Earmersnuninn_ﬁi1 Company, Dickinson
’ ‘Farmers Union 0il Company, Minot
.FingaI\State Bank, Fingal
First Natienal Bank Valley City ]
id Forks Credif. Union, Grand Forks o ¢
Grand, Forks Public Schrol District, Grand Forks
Grand Rorks County Social Service Center, Grand Forks
Great PIqins Supply Company, Jamestown
Haybuster Manufacturing and Distributing Zompany,

', Jamestown )
Texgas Corporation (formerly Home Gas' Company), Grafton
Home of Econcmy, Grand Forks ’ .

-

Home, of Economy, Minot -
. Implement Dealers Mutial Insurance Company, Grand Forks
Interstate Brands, Corporation, Bismarck

Jamestown Grocery Company, "Jamestown

Jamestown ‘Sun, Newspaper, Jamestown

J. C. Penny Companv, Grand Forks . . -/

Jestrao, Bjella, Meff, & Pippin, Williston”.

KDIX Radio and Television, Dickinson - ,/ i {

Kirschnian Manufacturing Company, Bismavo . ;
KMOT Television, Minot * /

'KSJ? Radio - KSJM FM Radio, Jamestown' : . K
Liberty National Bank, Dickinson /" ‘ B

. Medical Rehabilitation Center, Grand Forks f
Mercy Hospital, Valizy City / /
'Midwest Machine Cirporation, Jamegtown .
Minot Builders' Supply Associacion Mlnot . {
Minot Daily -News, Minot v o
Montana-Dakota Utilities, Williston .
Nash-Finch Wholesale Company, Minot N
North Dakota State Mill and Elevator, Grand Forks - !

Nort' tand Chemical Company, Grand Forks .
Northern Improvement Cbnstructionﬂ‘ﬂismarck |
Northern Nationul Lifc Insurance Company, ‘Bismarck ,

= NN

. : =
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(Table X Continted) . «
v ) Y . - ‘
7 v - —
PARTICIPATING EMPLOYERS PARTICIPATING EMPLOYEES
o
Northern School Supply, Fargo . . 2
Northwestern Bell Telephone Company, Grafton 2
offutt Potato Company, Grafton . 1
Overvold Motors, Inc., Fargo 0
Pioneer Mutual Insurdmce Company,® Fargo . = 3 |
" piper, Jaffrey, & Hopwood, Investment Firm, Grand Forks 2 ‘
Pringle and Hergistad, Attorneys, Minot . 2 .
Red River National Bank, Grand Forks . !3
Retail Credit Company, Grand Forks 1
State Bank of North Dakota, Bismarck 1
State Farm Insurance, Devils Lake 1
" State Farm Insurance, Grand Forks 1
Staté Insurance Department, State :Capitol, Bismarck 3
Staia Tax Department, State Capitol, Bismarck 3 e
Straus Clothing Company, Jamestown g 1
Sweeney Brothers, Bismarck - ! 1
United Hospital Corporation: .(Deaconess Unit), Grand Forks 11
United Hospital Corporation: (St. Michael's Unit), Grand Forks 3 .
United Tribes Employment Training Center, Bismarck 2 “n
Valley Bank of Grand Forks, Grand Forks 2 .
Valley Realty, Valley City 1
Western Potatc Survice, Inc., Grand Forks . 3 ,
Williams County ’gent, Williston ' 2
Workmen's Compensation, State Capitol, Bismarck 9
¢ POTAL EMPLOYEES VISITED 69 TOTAL EMPLOYEES INTERVIEWED _ 171 o
\
™ o
i N \
L
N . N
. R ~+
. ¥

b
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.y : TABLE XI
JoB TITLES OF OFFICE! PERSONNEL INTERVIEWED
(According to Industry)
Hospital ' Lumber Supply
Ward Secretary (2) : " Bookkeeper \
In-Service Secretary . .
Switchboard Operatqy ‘ ‘ ‘ ‘ ‘ .
.o Lab Secretary Manufacturing
e Diet Secretary
Insurance Clerk Bookkeeper
Ward Clerk Steno-Switchboard Operator
Medical Secretary : .
Medical Records Clerk 2
’ * Radio & TV
Motor Hotel . ; KSJB-KSJM Radio Jamestown
i oo (Secretary-Rec tionist)
Nigft Auditor
P Switechboard Operator * |
Bookkeeper - _Public School
" secretary (4)
Retail : Library Clerk
. ) ’ . Clerk-Typist .
Office Supervisor Receptionist
~ Credit Supervisor ' T o E
Bookkeeper ’ .
General Clerical ' Insurance \
1
L : : File Clerk ' \
%Credit . ' Secretary (3) .
RO Receptionist(3)
\ » Reporter ? Casulty Endorsement .Clerk
X ' ¢ ) s General Office -
S}enographer
%elfare :
. ) Coertification Worker (3) State Covernment
" Eligibly Worker )
Clerk Typist Cancellation Clerk -
~ Clerk 11 o Clerk of Court
& - Receptionist . Clerk 1 (2)
Medical Clerk . . Clerk II ) |
Clerk-Trangcriber Coding Clerk *
~ Typist Clerk Legal Ass't
Clerk=Typist 111 Claim Examiner & Reserve Analyst
. Ass't - bept., of Safety .
Stenographer
Seeretarial Ass't

Q ) .
N Ass't Statistician
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(Table XI Continued)

JOB TITLES OF OFFICE PERSONNEL INTERVIEWED

36

Banking

Bookkeeper

Head Teller
Stenographer
Secretary- Receptlonlst
.Proof Operater

.Proof Machine Clerk

0il

Office Supervisor °
Accountant
Receptionist-Check out Clerk
Credit Manager

Office Manager

‘ Builder's Supply

Secretary (2)

Posting Machine Operatorl
Stock Clerk |
Operator of Bllllng Mach1nc

Potaito

Payroll Clerk /
-Personnel Clerk

' Secretary .
Receptionist

Farm Equipment .

E

Booﬁkeeper

.« Construction Equipment & Parts
1';.’}""?"\,..“‘ . u,‘ R

h j

- // ’
> General Office
Contractor of Bridges

General Office !

Teleﬁhone
' ]

Newspaﬁer

Circulation Clerk (3}

Service Representative (2)
Mill
Receptionist & Secretary
Secretary
L]

Utilities .

Clerical Boekkeeper

Agsco

Secretary in Chemical pivision
Secretary to Vice-President

County . \

Deputy Clerk of District Court

A

Wholesale Grocery 5\

b

Boqkke(:per A o,
Stenographer ' ‘c‘i“kq‘
’ . 3;5
, . - A
Stocks o ! \\ ;
Secretary
Legal
Legal Sccretary v . y

e

Sceretary (2)

-
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Exhibit 7

c NORTH DAKOTA OCCUPATIONAL

Model Descriptions

“Position

Accounting Clerk
Bookkeeper .
Bookkeeper
Bookkeeper ,
Bookkeeper
Bookkeeper/0ffice Manager
Clerk i
Clerk-Typist ' '
Clerk-Typist
Eligibility Clerk
Insurance Rating Clerk
Personnel Secretary T S
Secretary
Secretary
Geperal Secretary

" General Secretary N ‘
General Secretary

. In-Service Secretary
i Superintendent's Secretary

Stenographer s
General Stenographer BN

Telephone Clerk N

Teller/Bookkeeper
Typist ° S

ACCOUNTING CLERK Average/difficult

BDELS

Compan _
Northern School Supply

Barta Building Supply -
Crabtree Insurance ¥

»Farmers Union ,

Minot Builders Supply :
Steele Farmers Elevator, -
Piggly Wiggly

Minot Butlders Supply
State Farm

‘County Welfare

Crabtree Insurance
Western Potato

Nokato ‘State Bank

County Agent - : -
Northland Chemical ..
Minot Builders Supply
Fargo Schools

United Hospital -
Steele Public Schools
Crabtree Insurance ‘
Pioneer Mutual Insurance
Northwestern Bell '
Nokato State Bank
County Welfare

" NORTHERN SCHOOL SUPPLY

1
The .tasks are developed on a daily‘Qasis and the work procedure is fairly

\

routine. -The procedure is based on incoming checks from customers; and

on incoming invoices from suppliers,
and processes both incoming checks and

The Accounting Clerk verifies,
invoices,
writing and recording process, as well as Preparing the daily bank deposit.

She handles the check-

She also types purchase orders, acknowledgments, and correspondence from

rough draft,

Equipment Recommended:

/

typewriter, adding/calculating machine

records,

38
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(géhibit F Continued)

BOOKKEEPER Average/difficult BARTA BUILDING SUPPLY

The model is concerned with coordinating all the books, records, billing,
buying and selling practices of Barta Building Supply, a small town retail
lumber company. Included within the model are the monthly billing procedure,
banking Practices, typing letters and addressing envelopes, “using an adding/
caleulating machine, payment of bills, and other varioug daily activities.
Contingencies cover work already covered in projects.

Equipment Recommended: typewriter, pen, adding—listing machine

BOOKKEEPER Average/difficult . CRABTIREE INSURANCE AGENCY,“Iﬁb.

The occupati~nal model requires the student to handle the basic book-
keeping reco.ds for a small to average size insurance agency, A
‘knowledge of fundamental bookkeeping procedures is necessar&. The
Project involves the use of journals, cash ledgers, accounts receivable
. ledger, and the cash book. Routine correspondence and filing is part of
a number of. the projects., The model requires the use of typewriters and
adding/calculating;machines. Accuracy in computational work as well as
legibie handwriting is ‘necessary. One of the two suggested plans may' be
used, but it is recommended that all 12 projects be completed for a more
comprehensive understanding, . -

Equipment Recommended: electric typewriter, pen, calculator, adding machine

BOOKKEEPER _ Average/difficult FARMERS UNION OIL COMPANY ,

A ‘general anderstanding of bookkeeping is helpful along with typing and
adding machine skill. This position requires completing a variety of
projects such as: writing letters and speed memos; daily recap sheets;
completing bi-weekly payroll; daily bank deposit; bank reconciliation.
and other activities. Contingencies are provided for extra work.

Equipment Recommended: typewriter, adding or calculating machine, pen and/
or pencil t.

'
\

\ . o
\ .
BOOKK?E?ER Difficult MINOT BUILDERS SUPPLY ASSQCIATION

'Bookkeepghg and typing and office machines required. The projects are built
sequentially, requiring that the student perform most of the projects in
' ef.  Contingencies dre included to add some flexibility,

Equipment Recomﬁended: typewriter, adding-listing machine, pen or pencil,
ruler, copy machine

i




BOOKKEEPER/OFFICE MANAGER Average/difficult STEELE FARMERS ELEVATOR

.'employee manual and payroll reports. The student will also process utility

(Exhibit F Continued) MR ' 40

This model attempts to have a two fold approach--bookkeeper and office manager,
because these two titles may easily be knit together in a grain elevator,

The student will-mainly be concerned with the buying and selling of grain
with grain prices as a governing concept to be kept in mind. Bookkeeping
practices are also simulated with journal entries being made. Other projects
included are the banking services, operating an adding/listing machine,

daily sales, writing checks, insurance reports, typing letters and

reporting taxes for wheat, a

Equipment Recommended: pen, typewriter, adding/listing machine.

CLERK ) Average - > PIGGLY WIGGLY GROCERY STORE

This model will aid the student in underséanding fhe basic operations bf
a grocery store, . The student will prepare’ reports, handle currency an
chacks, type daily cash register receipts, prepare advertising copy, type.’

payments and administer various mailing procedures,

"Equipment Recommended: Typewriter, pen; édding machine

]

CLERK-TYPIST Average/difficult MINOT BUILDERS SUPPLY

This occupational model consists of typing letters, memos, forms, and
reports from rough draft; of using the adding machine in a very elementary =
capacity; of following written instructions; and of making some minor -
decisions. Contingencies are provided so'the teacher may enrich the
model's scope of responsibilities,

Eéuipmgnt Recommended ‘typewritér, tape calculator, pencil or pen, ruler,
duplicating machine, adding-listing machine with multiplication, adding
machine, transcribing machine, dictabelts

CLERK-TYPIST Ayerage/easy » STATE FARM INSURANCE COMPANY
Typing is the major skill<needed by tHe student. The projects center ‘én
filling out forms or typing simple correspondence from handwritten forms

or notes. Most pfojects are not interrelated, and additional contingencies
give the model considerable flexibility.

Equipment Recommended: typewriter L -




(Exibit F Continued) ) . 41

\

ELIGIBILITY WORKER Difficult/very difficult ROUGHRIDER COUNTY WELFARE OFFICE. -

The p-ojects involve the beginning functions of individuals making application
.for a federal-state administered food stamp program through the completion

of monthly reperts- required by, federal and state regulations. The projects
‘include the ability to understand federal-state plan manual instructions,
accountability of money, selling food stamps, banking, corregpondence,_proofing
of data through the use of numerous report forms, and filing. The student
should have the ability to und rstand complicated form instructions and be
able to prove one type of repc:t against data from other sources. Above
average skills in typing, use of adding machines, arithmetic and the ability
to follow complicated form instructions are essentfial to complete this

model satisfactorily. Selection of one of three plans for completion may

be used, but for a comprehensive understanding all 17 projects should be
completed.

Equipment Recommended: electric typewriter, pen and pencil, ruler, adding-
listing machine -

4

’1NSURANCE RATING CLERK Average/difficult CRABTREE INSURANCE AGENCY, INC{

The occupational model requ1res the handling of a number of job performances
with incurance. The model contains work experience in rating insurance
policies for automobile .and homeowner insurance applicants. Activities .
include re-rating policies that expire, renewing policies, ordering policies,
and completing invoices. Maintaining of daily individual files and policy
expiration files is an important part of the model. Preparation of policies
requires the use of calculators and the typewriter. The student must have
the ability to follow moderately difficult insurance instruction forms and
.be able to compute insurance rates and determine cost. A knowledge of filing
and the ability to compose routine correspondente is necessary.

Equipmunt Recommended: electric typewriter, pen, calculator .

PERSONNEL SECRETARY _Average/difficult WESTERN POTATO SERVICE, INCORPORATED

The model requires the student to have typing, shorthand transcription, and
transcribing machine skills. The model involves completing personnel records,
completing forms, composition and typing of correspondence and maintaining

* company personnel records.

»

Equipment Recommended: typewriter, transcription equipment, adding machine,
v spirit or stencil duplicator

-

N

GENERAL "SECRETARY- Average/difficult NOKATO STATE BANK

§horthand, typing skill required:; and bookkeeping and office machines helpful.
Thie position covers a wide variety of general secretarial skills applied to
a medium size commercial bank. Not all proiects need to be completed, and
contingencies are included making the model very flexible, .
Equipment Recommended: typewriter, transtribing machine, copy machine, adding- -4

listing machine; ston(il duplicator .

4

S S OO SR - 20
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N

_SECRETARY " Edsy/average KIDDER' COUNTY AGENT'S OFFICE

-This model includes a conglomeration of jobs that a County Agent has given
to his secretary to perform for him., Almost the entire model includes the
* use of a typewriter. The secretary in this model types reports, letters
from longhand and typed letters with--changes or corrections, listings,

" numbers, and istoncerned with the filing of carbon copies of -letters typed.

Equipment Recomnended: typewriter “pen, some type of duplcation equipment,
. adding machine ] ) -

& "

SECRETARY = Easy/average NORTHLAND CHEMICAL COMPANY

Typing and shorthand skill and stencil duplicating is™ required Most ,
projects require typing of- letters on stencils for mailing to all dealers. 3
Some projects require compléting forms -for 'insurande and consignment . : V
purposes. Contingencies are provided to supplement previous projects. ~ -+ i3

3
Equipment Recommended : typewriter transcribing machine, Stencil duplieator,
. xerox machine, calculator or adding machine ’

TN

1

oy

GENERAL SECkETARY _Difficult MINOT BUILDERS SUPPLY ASSOCIATION )

Difficult secretary position—-shorthand typing required; and bookkeeping -
and office machines helpful, A number of options are available and by
assigning only certain projects, an average student .could use the model.
Contingencies are included to add additional flexibility.

Equipment Recommended' typewriter, adding—listing machine, transcribing '
machinesg(or shor thand supp lies), spirit duplicator, calculator or adding
machine, three-hole pé%ch or hand punch

/
GENERAL SECRETARY‘ Average/difficult FARGO PUBLIC SCHOOLS

-~

This position requires shorthand (or machine transcription skill),
transcril‘ng, typing of correspondence, forms, and reports., Bookkeeping
activitie. include keeping an accurate record of -17 school audio-visual R
accounts; .. well as maintaining equipment and inventory charts. o
Variations are provided through the use of contingencies, =

Equipment Recommended : typewriter, duplicator, adding machine, transcribing

equipment (optional).

. »
-

*

IN-SERVICE SECRETARY Easy/averagé ' THE UNITED HOSPITAL

Much typing is required for this position. Letters, minutes of meetings, R
policy revisions, memos, bulletins, and purchase requisitions and orders )
are typed, Many projects call for entry work with an end of month
bulletin required from this information. Some degree of dmagination is
needed in preparing attractive designs on memos that are posted on bulletin. 5
boards. Contingencies are provided to supplement previous prdjects. -




'madh?ne
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* =

SUPERINTENDENT'S SECRETARY .Easy/average ~  STEELE PUBLIC SCHOOL

This model is a ;Lnglomepation of projects that a secretary may have to do
for a superintendent in a small high school. A considerable amount of

typing is included in the preparation of reports, ordering supplies and
commodities, transcripts, and letters. o T

s

X E _
Equipment Recommended: typewriter, spirit duplicator, stapler, adding

\

\ . ' .o
STENOGRAPHER ' Average/difficult. CRABTREE INSURANCE bGENCY
g e o |
is position is modeled ‘after the stenographer's activities in a three-
gixl office, with the insurance agent as the owner of the company. The
stenographer sometimes hielps' the other two office personnel with their

work o

ver-load. She types correspondence, memos, and reports from rough °
draft,\takes dictation, or transcribes from machine, She prepares and
types budgets, forms, and reports as directed by the agent. Thesxincoming
and outgoing mail is' part of her.responsibility as well s answering the
telephone ‘and handling walk-in customers. This "outside-world" contact

is simulated through instructions in the project, requiring some decision
making|on heh part. Contingencies provide variation. .

(A

’“Equipmrnt Reco -ended: ‘electric typewriter, adding/calculating ﬁachine, //‘

transcription mathine, duplicating equipment - -

. " ) b - ¢ ‘ l
STENOGRAPHER ° Average/difficult .  PIONEER MUTUAL LIFE INSURANCE COMPANY,

Transéription and typing skill réﬁuireé, Secretarial pool type assignments -

make up the bulk of the)projects. Most projects are unrelated and contingen - ° -

cies are included, making\ the model very flexible. . i

.

Equipmént Recommended: typewriter, transcription machine, adding-listing
machine, mimeograph machine : éi;' . .

TELEPHONE CLERK Average NORTHWESTERN BELL TELEPHONE COMPANY

The 'telephone clerk occupational mgdel is based on actual telephone actiyitieé.
The following is a description of the activities: : -

1. Customer contact. Talks with customers and takes necessary-action
 to handle requests. The telephone clerk is responsible for 25

accounts, )
2. Clerical. Maintains records and files necessary to perform the

 customer contact and collection rk. .
3. Bookkeepin®. Keeps customer accounts up-dated at her desk at all
' times so that pus;omér contact is accurate and complete,

Equipment Recommended: typewriter, telephone,\adding/calculating machine,
calculator : ;

X




-
' ‘ fﬁ

BOOKKEEPER-TELLER *  Average/difficult-~ ’ NOKATO STATE BANK -

"(Exhibit T Céntinued) - ‘ - /

Bookkeeping and typing required plus skill operating an adding machine. :
The model involves a great quantity of detail cHecking and balancing work
which is simple but requires patience and concentration. Both teller

and simple bookkeepingytasks are included. Contingencies are included to
bring some flexibility| but most of the projects muSt be completed in a
sequential order. . ' g

L

[ -, B

s> Equipment Recoumended: posting maghine or billing machine’ or t&peyziter,
adding-1listing machine, calculating. machine :

v

A

TYPIST Average/difiicult . : ROUGHRIDER COUNTX-WELFARE'OFPICE-
- . . « :
ThiS»occupatidhal model requires moderately difficult’ and varied typiﬁg and
clerical work, Typing responsibilities: come from. any or all of the other =
" office pérsonnel -in the Welfare Office. Specific typing ‘experiences rinclude ™ °
preparing corréspondence fot-outgoing mail, answe;iig routine office )
correspondence, preparing transcripts from rough draft reports, typing
from dictation machine, and, completing detailed information on numerous
types of forms. The occupational model requires/ above average gkill in
~—+typing, spelling, 'business English, arithmetic, and using t¥anscribing .
machines. It is recommended that the student comiplete all projects in the
mpdelbfor a mere comprehensive‘gpderstanding-of the work performance ’
* 1 required of a typist in the-Wélfare Office. .. ‘

.Equipment Recommended: electric typewriter, édding machine, transcribiné
machine (if teacher dictates on machine), pen ’ .

L s\




.
L]
-
4
.
EY
‘
“
\
N p
Er
g
1
|
|
i
[
/
b
'
R
4
!
]
M
— s
N
.
*r
.
’
-
;

,
, -
.
.
\ h
ot N v
e
L4
* .
Lot ¢
. ’
PO
Ve
\ .
. .
& . /
&
. -
-]
iy F) ! ) r -
s
-
= "]
.
R
v o
.
' *
.
. v
®
N
- [
°
R
.
.
N
! s
.
N;
N
.
. e
Vo
.
»
' .
et .
1‘ .
v M <
PR
~

Y

P
4

v

" APPENDIX C ;.

Phase III---1972-73

\(FJELD TESTING AND EVALUATION
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Exhibit G

'_._Iioine Gates -

Valley City /

|

-Anita- Decler

Darla \'.L‘woney

Janes Sott
fore
Cathie P\crguson

Donna Larson

lary Arndt

Doris Stroh

. Jogxx Guentluer

Curtis Tonneson’
San Verbitsi

Bary llalverson

Dennis liudson \
\

%

Dale Lkstron -

Tallace Garbel

R )
Sharon St. Aubin
Roger lergenthal

Arlid Procanow

Kennis Rolilman

.
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‘ BUSINESS AND "VOCATIONAL EDUCATION

Stanley . ND 58784

Dear Wa#lace:

packets.

evaluation proRess.

\

cef’

En¢leosures

¢

>
*° "~ .Mr. Wallace Garbel »
et . Stanley High School °

Your participation in field :
a very important phase of. tl:
education teachers and students thrpughout the state, as well as the\nation,

will benefit from your contribution.

4

Exhibit H

o Tlxe Umvcrsﬂ:y of Nortll Dalz ta’

GRAND FORKS 58201

" »

°
’

Leal. ng the North Dakota Occupational k dels is

.ree~-year exemplary proje..c.

P

o=

l

- Your detailed reactions and Opinions are therefore solicited.
your response on the attached questionnaire; but ‘please do.not feel limited
by the items as stated, since the_instrument is intended as a guide.

Thank you for your cooperation in field testlng.
The North Dakota Occupational,Model concept of teaching cffice education will
be successfu’ h.cause of your participation and protessional diligence in the

v

| \

i

The evaluation you provide will) be instrumental in perfecting these career
Additionally, classroom implementatlon techniques you describe
will be incorporated fn developlng a teachers' handbook.

We. request

One’ innovative North Dakota teacher suggests keeping a daily log notebook
handy in which to record daily student/teacher remarks, problems, and
questions; as well as interesting, exciting, office-lab "happenings."

It is sincerely appreciated.

Cordlally yours,

}zw f@w@

John L. ROWe\
Chairman, Dep
and Vocationa

rtment of Business

1\Education -

Vocational office o

A

|




" Exhibit I 49

LEVEL OF DIFFICULTE/EVALUATION

o N

.The attached description of Occupational Models includes an ability rating
for each model. This estimate was ;arrived at in terms of the.' average-ability
student, \ / .

!
\ A, Please i{ndicate the number of students you estimate could be classified in
’ each of th» ability-level categories. (Your classroom) : .

\1 ' vl ! ; ¢ T &

LEVEL OF ABILITY: (Number of St%dents)
- : ’ / s J

f

BELOW-AVERAGE -/ - AVERAGE ABOVE~AVERAGE
-_— / — —
NG — - ’ / o
| . \\\ [ . :\
T / ‘ 5\
' B, Based on your classroom field testin?, how would you rate the Occupational \
} Models?

) 7 }J . ) &

\ (1) OCCUPATIONAL MODEL TESTED:
|

'\: . L ) ‘ ’ -
| " LEVEL OF DIFFICULTY:

X . EAsY__ ! | . AVERAGE___ ~ DIFFICULT
y ‘ . \ B

| . | S~a

- e *
\

l
|
; ) !
; (2) OCCUPATIONAL MODEL TESTED:

i

, |
\ LEVEL OF DIFF1CULT ;

\ T FAsY

f i

|
|
(3) OCCUPATTUNAL MODEL r S
’ i
{
|
i
i

// AVERAGE DIFFICULT \\\\\
TED: ) ‘ ‘ \T\\
¢ / . '
/

/ -

LEVEL OF DIFFICULTY

AVERAGE , DIFFICULT _____

l

EASY
\ —

t
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- OCCUPATIONAL MODELq USED X
t

' Exhibit J
TEACIER QUESTIONNAIRE AND EVALUATTON SHEET: NORTH DAKOTA OCCUPATIONAL MODELS

SCHOOL .

NAME
CLASS (OE, Typewriting II, etc.)

STUDENTS (No.)

s

(Use another sheet if necessary)
|

SUCGGESTIONS FOR REVISIONS

1. Format (grrangement of models, sequence, etc.):

2, Company Manual:

\ / - . .
‘3. Procedures Manual:

b. Evaluation Sheets:

N i

o 50
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.1/' * -
TEACHER QUESTTONNALRE AND EVALUATLOW SHEET: NI OCCUTATTONATL MODELS . 51

-

-

1. How did you orient studspts to the North Dakota Occupational Model concept?
- f LT

2. How did you and your students "assure the role"? (teacher - supervisor
x students ~ employces)

iy

7

3. How did you develop an "office environment?" N

4. Did you implement any of the followine? Check those methods used, and descr@bg_
. in-out -basket (at Supervisor's desk)
b, In-out basket for cach cmploycd
€. Hailbox for outroines mail )
d. . Reference books reedily available
:o  Central Sunply (all forms, supplies, letterheads, ctc.)
.£f. Tiue-cards (tire-clock, or other office simulated device for
attendance record, etc,) )

.

COI2MENTS:

5. Did you appoint or "uire" an Adninistrative Assistant? Yes No
TF Yes, hou did an cmplovee ret this job? Applied __ Appointed _
If Yes, did ¢nlovees rolate so that nore thaa oi2 person had the opportunity |
¢f servine in this capacity? Yes _ _ No
If vou had an Adninistrative Assistant, for vhich of the following was he (she)
Yeeponsihle? .

2. distributine and inventorvin~ of consurabla supplics

b. distributinr and picline up mail (froo ernployee desks or baslets)
——— : ! ] . r N g :
c. reproducine extra forms 2nd suphlies 4 .
d. preofins:  cheeldns raterials acainst Lev for mailability
c.  tisg/attendance cocord (tito cards, tits-clock or otucr method)
i § ’ ‘ s .
f. fLiline ane retvieving {c-plovee records, office corresnondence, cte,)
- e H A ’
t

“ooopavroell sisulalion (salarvv, as indicalion of rrades, productiocn, o
1. other

- e . i % A = e ae. . - i - —— - — —————

#oeatnmags
CHL LS.

6. Ivalvation procedure. Cuicr of Lhe foliovin~ instruncats Jdid vou usc?
A objective ove tuntion for (aceept/rejeat sheet) : N
b, subicctive evalvation forn (vour evaluation of rmployees! atti;vdns,etc.)

.....

Co oonticoes oolfecvaluatinng.
(’ Y olthe

ME S Beromnre Geetm a4 A = s EER 5 A e e e o s e Y o - - s e -

A TUR N L




> ‘ - Exhibit K

52
STUDENT OPINIONNAIRE

OPINIONNAIRE: \For students after completing occupational model instruction.

-

" Directions: Pléase circle the numbered response that most nearly reflects your own feelings. -

Circle one response for each question. . o .
\\( ) ,}
1 2, 3 4 5
1. Do you think you learned nuch “little about © less much = not
as much in this class as more more the than less - sur
‘you would have with regular ' game ’
téxtbook materials? ' )
1 2 3 4 S
2. When you needed help on Proccdures a teacher classmate made ot
some phase of the Manual reference own !
Occupational Model, wheré book ‘ . decisionr
did you usuvally find the -
ansver? A
1 2 3 . A 5
3. Now that you have enjoyed  enjoyed no par~ . disliked disliked _
participated in the - . it very it . ticvlar it ’ ‘it very
Occupational Model plan much "somewhat feelings somewhat much .

of instruction, how do you
feel ‘about it as a method
of learning?

4. To what do you attribute your feelings (as.marked in No. 3)? Check more thah one, if
applicable: oy
1. more like a real office
2. 1learned morc about a specific career

3. learned more about a type of business . - -
4, freedom to vork at my own rate . 1 ) .
5. individual hclp from the teacher ‘ ' .

6. adequate explanation before the work began S
7. inadequate ewplanation before the work began \ °
8, rot encvgh help from the teacher \ -
_ 9. had to take too much responsibility (make own decisions, find answegs, etc.)
10. did not seem to learn much about office work \ o

A

.

COMMENTS :




. p ) : - ) |
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53

5. If you were to take this class again, which method of instruction would you prefer?

1. occupational model -

’»

2. regular textbook and classroom instruction

- 3. both the occupational model and regular textbook/classroom instruction
4. other )
N 5. not sure

6. Now that you have-worked for a North Dakota company(ies), would you like to apply for thi
these positions? ) ; ‘

¥
%

Yes "No

7. If yes, wﬁich one(s)? ..

~

8. Why or why not?  (refers to izem 7, above)

¥

.

9. Since working for North Dakota companies, do you think you would like office work?
Yes ’ " No )
10. Why or why not? (refers to item 9, abo&e)

. )
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i

The University of North Dakota

GRAND FORKS 58201,

54

DEPARTMENT OF BUSINESS EDUCATION . November 20, 1972
der

‘s . e
R ~

£

Gentlemen:

o
a

Jou may recall the University of North Dakota office simulation study in
which your company participated during the spring of 1971. Now that we .
are in our third and final phase we thought you might like to know the status
of the project. , , . ) //

. 7 ‘ )
Your help in the data gathering process wag' most valuable in the development

of approximately 6,000 pages of written qﬁfr%culum materials which have been
prepared for office education students i the state. This year 325 North Dakota
students in 18 high schools are field-tésting the instructional packets.

By August 1973 all vocational office education classes in the entire state

(] $ - ﬁ
will have access to the materials. .

- » " ~
bl

Without your cooperation in provid;ﬁg interviews to‘unfversity research étaff,.
for the purpose.of making job anal}yses of selected office positions, this ;
extensive program would not have been possible. The diligence of your employees - . |
in collecting forms and recordiék\derails of their work procedures is especially
note worthy., It is this kind of unselfish irterest on the part of ‘business
people which can make education more relevant to the "real" world of work.

Enclosed is a copy of a news release which will be sent to your local newspaper
by November 30. Should you wish to make additions or suggest changes please
let us know. Both the University Business Education staff and the North Dakota
State Department for Vocutional Education feel that you should receive recognition
for your active support and contribution to the students in this state.

Sincerely yours, - o

. \}Q—L,Z’a?m&

a , John L. Rowe, Chairman
Business and Vocational Education

Olive Church i

Researcht Coordinator
. Laf

Enclosure
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