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ABSTRACT

The bibliography provides a chronological survey of
the development, growth, and application of the concept of Functional
Job Analysis (FJA) vwhich provides for the formuylation of
gualifications of workers and the requirements of jobs in the same
terms so that the one can be equated with measures of the other. An
introductory section discusses FJA, pointing out that it
conceptualizes experience in terms of human functioning and growth,
uses the language of experience to bring into focus the definition of
work, defines the unit of work in a way that results{in a stable
element of design, and links together in a single inteTracting systen
vorker, work, and work organization. Entries are listed for the years
1951, 1953, 1955-65, and 1967-75 with items arranged alphabetically
by author within each year grouping. The early papers are Jhostly
concerned with the theoretical formulations and the researth that
implemented the development of the occupational classification system
used by the U.S. Employment Service for the Dictionary of
Occupational Titles. These are followed by the applications of FJA to
the study of the impact of automation on job structure. More recent
papers describe the application of FJA to various practical manpowver
needs. (Author/Ms)
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INTRODUCTION

%

Because of the steédy flow of inquiries about Functional Job Analysis
from researchers and persons engaged in manpower planning and utilization.
both-in private industry and in public service institutions, the Institute
is publishing this annotated bibliography. The inquiries are addressed
to the-origins of Functional JobuAdalysisv(FJA)s how it is being used, and
its accessibility to those who wish.to use it. Much of the interest stems
from the involvement of the compilers with Some of the acute manpower issues
of the day, such as equal employment opportunity, affirmative action plans,
new careers, mid-~career occupational planning, and esfablishing task~based,
"relevant! selection techniques. As it happens, Functional Job Analysis
has been and is increasingly involved with many of these issues and thus

this bibliography is both practical for the contemporary scene and useful
to researchers in the field; ‘

Historically, 1975 happens to mark 25 years since research began on

Functional Job Analysis. The research design reflecéted some 15 years of
experience and discussion by a number of people, including Sidney A. Fine,.
who had struggled with the 1933 mandate of the Wagner-Peyser Act. to classify
jobs so that workers could be placed in work suitable to their potential.

While. the, Act realized a dream of the vocational guidance movement for

official government support of the concept of "matching men and jobs," the
tools and methods for effecting this concept were few and imperfect. What
this concept needed for the matching to take place was the formulation of
qualifications of workers and the requirements of jobs in the same terms
80 that the measureg of the one could be equated with the measures of the
other. During the yedfs°1933rl948, the terms and concepts of the two sides
of the problem were -separate and distinct, each in éffect reflecting separate
disciplines and categories. The dichotomy was reflected within the U.S.
Employment Service, charged with the implamentation of the Wagner-Peyser

Act. Qualifications categorjes were represented by aptitude and interest
dimensions as developed by testing and factor analysis in psychological

- research. Requirements categoties were represented by job specifications,
expressed in the descriptive language of action verbs applied to work pro-
cedures, tools, equipment and work aids, and outcomes. The two could be
brought together only through correlatiné the specifications and individual
“test- performance against a criterion of satisfactory performance. Unfor-
tunately, these criteria, typically supervisory ratings, were quite inade-

quate. Outputs, another criterion, were often contaminated by factors un-
related to what the tests measured : ‘

®

3

. ~

For this reason and others associated with the sampling and standardi-
zation process, the validity of selection tests has been open to question.
Functional formulations which describe behavior in the’ work situation, and
which also describe behavior of the individual, eliminate this problem. 1In
effect, the work situation is the test, and. the individual can be evaluated
by direct assessment. Functional concepts permit the formulation of gen-

eralizable work situations on the basis of which direct, rather than indirect,
assessment of suitability can occur.. : -
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Functional Job Analysis, over the past 25 years, has gone through two
rather distinct phases. From 1950 to 1965, it was in its research and devel-
opment phase, almost entirely in the U.S. Employment Service, where it be-~

X .came the basis of the system for classifying work (and thus work experience)

" in the third edition (1965) of the Dictionary of Occupational Titles. During
this period also it was used as a research tool to throw light on the impact
of automation on job design.

N

What began as a quest for a more effective tool for classifying jobs,
the jobs being considered the fundamental work units, emerged as a method
for task analysis, the tasks being now considered the more basic work units.
With the focus on the definition of a task as consisting of a behavior and
an outcome, the overall gestalt in which the task occurred became more clearly
,defined. Understanding of the behavior led back beyond the worker's instru-
mental functioning to his Adaptive Skills, his uniqueness as a person. Sim-
ilarly, understanding of the outcome led back to the objectives, goals, pur-
poses, needs, and values of each specific work organization. In effect,
the task unfolded as a minisystem and the fundamental unit for A Systems
Approach to Manpower Planning and Job Design.

qum 1965 until the present (1975), under the aegis of the W. E. Upjohn ™

Instituté for Empldyment Research, FJA has slowly become a widely used in-
. strument in manpower planning and utilization. Initially, the Institute
. sought to meet the need of the proliferating manpower programs of the mid- and
late sixties with two training programs, A Systems Approach to Task Analysis
and Job Design, and A Systems Approach to Organizational Analysis for Manpower
Planning. They were designed for the managers of manpower programs and were
administered all over the country. More recently the Institute suppor ted )
the development of a multimedia Functional Job Analysis training course to
facilitate thedissemlnationof material and to reduce the cost of the train-
ing. Over 1, 500 persons have been trained, including health, welfare, and
manpower agency representatives in 35 states. Some 10 of these states havé
ongoing programs utilizing FJA to some degree in their welfare and vocational
‘rehabilitation operations. At the present time FJA is the major method be-
ing used to study the manpower of the criminal justice system (police, courts,
corrections) in ‘the United States, and corrections panpower in .Canada. In
Canada FJA is also being used to study generic skill requirements of the
most common occupations. A study currently supported by the U.S. Department
of Labor is using FJA to develop valid, work-relevant, criterién-referenced
tests. Private industry too has begun to use FJA for various practical op-

erations, including the development of an integrated personnel placement
system. .

¢

Why the increasing interest in and use of FJA? One possibility is that
the issues and problems of ,today call for'mew vantage points from which they
can be viewed and a new language to ask the relevant questions. Such prob-
lems as communication, mass transportation, full employment, health care,
and energy have theitr roots in human need and social failures as much as in
gaps in the knowledge chains of traditional disciplines., The questions
they give rise to are in terms-of what makes things workvto satisfy human
needs and values rather than what more we need to know to understand the
essences of things. We live in a utilitarian, operational, functional age
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that cries out for accountability, for putting to practical use what we
already know. There is insistence that a problem be dealt with from a
multifaceted point of view and that proposed solutions be examined in term
of their consequences--costs as well as benefits. Punctional Job Analysis
makes a c0ntributioq in this context. It conceptualizes experience in
terms expressive of human functioning and growth. It uses the language
of experience to bring into focus the definition of work. It defines the 5
unit of work in a way that results in a stable element of design. And
finally, it links together in a +single interacting system Worker, Work, and
Work Organization. i

The bibllography provides a chronological survey of the development,
growth, and application of the functional concept. Thus the early papets
are mostly concerned with the theoretical formulations and the research
that implemented the development of the occupational classification system. *
These are followed by the applications of FJA to the study of the impadt
of automation on job structure. More recent papers describe the applica- -
tion of FJA to various practical manpower needs. , K '

" The success of the Upjohn Institute in disseminating FJA methodology,
through its publications, makes it unlikely that this bibliography is com-
plete. Increasingly, we learn indirectly of the use of FJA by reading
an article in the professional literature or by hearing it mentioned at
professional meetings. The use of the National Task Bank (U.S. Department
of Health Education, and Welfare, 1973) by training and graduate institu-
tions and by welfare agencies has been another vehicle for the dissemination
and use of FJA methodology. Particularly encouraging has been the fact
that FJA is not static; even at this moment it is proving to be adaptable
to the needs of its users. New and simple methods of data gathering, new -
applications to personnel operations, and more effective ways of communi-
cation in manpower-management emerge with each passing year. It would
be a delightful and desirable happening if users not mentioned in this
bibliography would write to the Institute of their experiences for possi-
ble inclusion in a later, updated annotated bibliography.

0y
*
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ANNOTATED BIBLIOGRAPHY

N

1951 —~

*
3 N b

Fine, S. A. "A Pilot Study to Develop a Functional Classification Struc-
ture of Occupatiops." Paper presented at American Psychological Asso-
ciation Convention, Chicago, Illinois, September 1951,

. This paper describes the research design for the development of a new
occupational class}fication structure to replace the one used in the .
. Dictionary of Occupational Titles, revised edition, 1949,

1953 ' ) -

Studdiford, W. S. ‘"A New Occupational Clagsification Structure," Employ-

ment Security Review 20 (1953): 9. ’

This article describes the research approach taken by the U.S. Employ~
ment Service to develop a revised occupational classification system
for the Dictipnary of Occupational Titles.

¢ o .. .
1955 - v S .
Fine, S. A. "Functional Job Analysis," Pergonnel Adhinist?ation and In-
dustrial Relationg, Spring 1955. J "

This article describes the research carried out by the U.S. Employment e
Service to establish a‘'Functional Job Analysis technique as a structured
and formal device to provide more reliable and effective job informa-
tion. The elements of the technique, including the clasgifications of
Worker Functions; Methods Groups; and Materials, Products, Subject Mat-
ter, and Services are described in some detail. Seven rules for apply~.
ing the technique and reliability and validity data for 100 jobs and
four raters are presented.

-

o

©

--=-. "A Structure of Worker Functions," Personnel and Guidance Journal,
October 1955. . . -

This article describes the development of Tﬁings, Data, and People func-
tional hierarchies and their reliability in job descriptions.

«

i
--=-. "What Is Occupational Information?" Personnel and Guidance Journal,
May 1955.

This article discusses the use of Functional Job Analysis (FJA) dimen—
sions (Things, Data, People) and their translation into human traits -t
(physical, mental, and interpersonal) to establish criteria for occupa- *

tional information for .counseling purposes.

Trattner, M., S. A. Fine, and J. F. Kubis. "A Comparison of Worker Require-
ment Ratings Made by Reading Job Descriptions and by Direct Job Observa- .
tion," Personnel Psychology 8 (1955): 2. ' ‘

o. - .t ‘ ] l‘
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Two groups of eight occupational analysts individually rated 10 jobs
for aptitudes as to the degree required and those primary for job suc-
cess. One group rated from written job descriptions; the other, from
observations of the jobs. Both used identical rating instructions.
There was a high degree of cotrrespondernce between the mean ratings made
by the two groupg, suggésting independence from the rating conditions.
The ratings were also quite self-consistent and consistent with objec~
tiVe test data. It is hypothesized that concepts play a mediating role
in achieving the positive results.

°
+

, 1956 .
Fine, S. A. '"Matching Men and Jobs--A New Look," Labor Market and Employ-
_ment Secuﬁity, May 1956. '

Possible applications 6f a functional occupational classification system
to deal with labor shortage and’ surplus problems are described.

Newman, J., and S. A. Fine., "A Note on Thorndike's Preference Blank for
Psychologists,' The American Psychologist, July 1956. - éﬁ

This article compares the activity preference clusters developed sta-
tistically from questionnaires by Thorndike with those developed from
the application of Functional Job Analysis techniques. There is a close
parallel between the results determined at vastly different costs.

r °

i} 1957

Fine, S.~A. "A Re-examination of Transferability of Skills, I and II,"
Monthly Labor Review, July-August 1957.

? 3

Part I explores five assumptions concerning the traﬁsferability of skills
and demonstrates the existence of considerable misunderstanding“of the
concept, particularly in the light of a great dearth of evidence and the
complexity of the variables involved.. Psychological and economic studies
are cited, : - ‘

Part II describes the application of FJA techniques to the establishment
of a framework for research. It demonstrates the application of the

¢ research rationale to seven different types of manpower problemg? in~
cluding dispfhcemegt of mint workers. . . -

----. "Temperament and Interest Requiremeﬁts of Jobs," Personnel Administra-
tion, March-April 1957. ‘

The 12 temperament factors and interest factors used in the U.S. Employ-
ment Service occypational classification research and the'distributiop/
of estimated requirements in 4,000 jobs are described. The article also
demonstrates the application of the data to counseling in the mechani-
cal and artistic fields. T ’

‘U\:o




Fine, S. A: "U0.S.E.S. Octupational Classification and Minnesota Occupa-
‘\\\\ tional Rating Scales," Journal of Counseling Psychology 4 (1957): 3.

This study sought to establish the correspondence between Minnesota ‘

" Qccupational Classification Rating Scales (MORS) and the U.S. Emplofds .
ﬁént_Service Functional Job Analysis and trait patterns for vecational
counseling purposes. A 10 percent sample (37) of the MORS jobs was
used as the basis for the study. Each of four raters applied the FJA
rating appro h,independently. Findings :indicated that "the relatively
gross data on vﬁfibgs Trait and Work Perfoccmed components do have dis-
criminatory value." Each of the two groups of data provides a basis
for forming judgments about job requirements consistent with those ar-
rived at by MORS. Trait and Work Performed data used in conjunction
proved best for formulating requirements consistent with MORS results.

Fine, S. A., and- C. A.ﬁﬂéinz. "Estimates -of Worker Trait Requi;ements;"ﬂ
Pergonnel and Guidance Jourmal, November 1957.

This article presenty the rellability and validity data on the estimates
of worker trait requirements for 4,000 jobs as defined in the Diction-
ary of Occupational Titles. It also describes the development of thé
document as pari of the occupational classification research program

of the U.S. Employment Service.

McCormick, E. J., R. H. finn, and C. D. Schieips. "Patterns of Job Require~
ments," Journal of Applied Psychology 41 (1957): 6. . ) )

. A factor analysis of the 44 variables involved in the functional occupa-
tional classification project (FOCP) of the U.S. Employment Service is
described. Seven job-requirement factors emerged. A classjificatiop
of jobs into patterns of job requirements (in terms’/of factor score¥— —
level) revealed a strong concentration of jobs in a limited number of

various possible patterns. . . o -

Newmaﬁ,-J«, and S. A. Fine. "Validity of Job Desériptions for Physical
Requirements and Work Condition Information," Personnel Psychology 10
(1957) 2. ’ ce ) .

This article describes the physical capacities and working condition
. factofs used in U.S. Employment Service occupational classification
research and their application to estimating requirements in a sample
- of 560 jobs in 20 industries. Two independent statistical treatments
were carried out. The results of the correlations indicated that ratings
- made, by trained analysts oft the basis of occupational information may
be used as confidently as ratings made on the basis of observation. .

.

/ 1958

|

Fine, S. A. "Matching Job Requirements and Worker Qual{fications," Per-
~ 8gopnel, May~June 1958. ' .

This article discusses the problem o .matching job requirements and
~worker qualifications in the employment process and the use of estimated

)

10
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pagterhs of trait requirements, prepared by the U.S. Department of Labor

as guidelinps or reference points to facilitate the process.” ,

Finé, S. A, and C. A. Heinz. "The Functional Occupational Classification
Structure," Personnel and Guidance Jourmal, November 1958.

This article describes the basic ingredients of a proposed new occupa
. tiondl structure based on functional analysis of jobs. The separate
coding of Worker Functions, Work Fields ‘and Materials, Products, Sub-

ject tter, and Services is demonstrated. Examples and.sample formats
are allso included. . \ 2 '

- ' 1959 ‘ o
Boliqg, J., and S, A. Fine. "A Study of Cues Used by Raters 'in the Rating

of "Temperament Requirements," Journal of Applied Psychology 43 (1959):
2, ) . ‘ : ’

The developmerrt and definition of the 12 temperament t;Eits used to rate
4,000 jobs, in the course of U.S. Employment Service occupational clas-
sification research are discussed. The reliability of raters in using

verbal cues in job descriptions to estimate temperament tvequirements
is also treated. - e

1960 R

Fine, S. A. "Functional Job Analysis Self-Reports." 1960. Unbublished
instruments available from the author. _ -

I'd -
. These reports are self-administered data-gatﬁering instruments for .se-
Y lggted professional, administrative, and office occupations, - including
mechanical and electronic engineers), mathematicians, programmers, techni-
cal editorial writers, and:related workers.

. * <
----. "Invention or Discovery: Alternative Approaches to QccupationaT"\\
Information," Rehabilitation Counseling Bulletin, September 1960.

In commenting on a paper by Professor Anne Roe, this report describes
the application of FJA in defining the complex, of situations in industry
designed to satisfy human needs, and its relation to Maslow's need
ghierarchy. A chart is presented to show situational need relationships.
The FJA approach is discussed as g .means for the rehabilitation coun-
selor-to~4nvent” gsolutions to rehabilitation problems rather than rely
on the matching solution implicit’in "discovery." -

Al

-~-=. "Structured FJA Interview." 1960. Unpublished manual available
from the author.

This manual for job analysts is designed to obtain the basic information
needed for developing a self-report of a particular occupation.
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Mosel; J. N., S. A. Fine, and J. Boling. "The Scalability of Estimated
Worker Requirements," Journal of Applied Peycﬁb?ogy'44 (1960): 156-160.

To determine the scaiability (in the Guttman sense) of 33 estimated worker
requirements, seven analysts rated 50 3isks on a "go, no- -go" basis as to

whether the requirements were involved. The resulting scalograms were

permuted to maximize the cumulative property,. and the Guttman and Jackson

indexes of reproducibifity were.cowputed fordeach requirement. . ’

Almost all of the 10 interest requirements proved to have acceptable
scalabilities. Over half of the 13 personality_requirements were scal-
able, while only 3 of the 10 aptitude requirements proved scalable.
-  Walther, R. H. "The Functional OccupetionallClassification Project: A
. Critical Appraisal." Personnel Guidance Journal 38 (1960): 698-707.

This article is a critical appraisal of the FJA approach to occupational
classification., Although FJA is commended as astep forward, it is crit-
icized for ignoring the meaning of work and behavioral styles.,of individ-
uals as vital factors in vocational adjustment.

. 1961

Fine, S. A. "Manual for Supervisors and Performance Appraisal Instrument."
1961. Unpublished manual available from Applied Physics Laboratory,
The Johns Hopkins University, Silver Spring, Maryland.

This manual is a performance appraisal instrument providing rating scales
for Things, Data, People, and Core (adaptive) behavior applicable to a
wide range of occupations. "It is designed to be integrated with FJA
*as a reference base.

1962
--==. "Functional Job Analysis as a Method of Indirect Validation: A Study
in Synthetic Validity." Unpublished doctoral dissertation, The George
Washington University, June 1962. -

FJA was used (1) to estimate the amount of nine aptitudes required for
average performance success in each of 85 jobs, and (2) to predict three,
four, or five aptitudes that would be significant for selection; that is,
those which would be selected as norm aptitudes by an empirical valida-
tion process. Test results were available for all jobs but were unkrown

two independent raters.

. In general, the study provides evidence of the usefulness of the FJA
rationale as a means of predicting empirical validity. 7T: suggests that
the predictions of FJA be given as much cecnsideration as. statistical
criteria in arriving at final norms.

Fine, S. A., and R. A, Dickmann. "Satisfaction and Productivity." Paper

presented at American Psychological Association Convention, St. Louis,
-Missouri, September .1962. ;

g . 42'
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This paper describes the development of 'a satisfaction questionnaire

related to human needs on the basis of FJA concepts. It also describes
- application of the questionnaire in a research and development, laboratory
with senior, associate, and assistant engineers; engineering support -
staff, and clerical personnel to test two hypotheses growing out of
Herzberg's, Mausner's, and Snyderman's theory of the role of satisfiers
and dissatisfiers in productivity. In the main, their theory appears,
to be supportedfl:g;le little significant support was found for a modi-

fication of the thebry. o
o
- _ e

1963

Eckerson, A. B. "The New Dictionary of Occupational Titles," Employment
Security Review, February 1963. ' , '

This article describes the 1965 third edition of the Dietiomary of Occu-
pational Titles and how the coding system reflects functional and trait
concepts. The two halves of the code number provide the two basic di-
mensions of the classification structure: (a) three digits to reflect
work field, material, product, subject matter, and service; (b) three
digits to reflect worker functions and worker trait requirements.

Fine, S. A. "Eunctional Appfggg; to a Broad Scale Map of Worker Behavior."
Paper presejfied at American Psychological Associatioh Convention, Phila-
delphia, Pennsylvania, September 1963.

This paper ‘was presented as part of a symposium concerned with the funda-

mental need poted by Dr. C. W. Bray for a broad-scale map showing how *

to intermesh human capabilities with system performance requirements.

The paper demonstrates the use of worker functions as a basis for re~

search into developipg such a map. An appendix provides a conceptual

model of a fugg;;ﬁhag'approach to a behavioral and task taxonomy as

applied to manifest skills. The taxonomic concepts deriving from be—

havioral and industrial perspectives, as well as worker functions, are .ot
defined, : : ‘ - |

- -

M’ﬁ . P
~~=~. Job Analysis of Physical Therapists to Develop Curriculum Material
for an Aide Training Program, McLean, Virginia: K Human Sciences Research:

. Inc., November 1963. ([Final Report No.‘HSR-RP-63/l9, prepared for the
Michigan Department of Health. ] .

This study demonstrates the use of FJA technique (using the FJA self-
report) in ¢onjunction with Critical Incident Technique, behavioral
styles self-report, and satisfaction questionnaire in dgyeloping com~
prehensive information about jobs and incumbents for curriculum purposes.

The FJA and behavioral sgyles selférepofts provide the analytical dimen-

"sions of job and worker pertinent to each other. -The Critical Incident

Technique and satisfadtion questionnaire provide information t the

dynamic interaction’of worker ‘and overall job requiremenﬁzjiéggg§l as

information for a performance criterion. With this informfation as a

,basis, a possible aide training program is derived. . -




Levin, L. S., and A. M. Martin., "Section I, The Development of Function- .
al Criterion Analysis for Studies of Manpower Problems: A Feasibility
Study in the Biosciénces," in Study of Manpower Needs in the Basic Health
Seiences, Phase 11, Final Report. Washington, D.C.: Federation of Amer-
. ican Societies for Experimental Biology, 1963.

This report presents the melding of the Critical. Incident Technique (CIT)
and Functional Job Analysis (FJA) into a "broader and more technically

_ refined approach”--Functional Criterion Analysis (FCA). The procedures
used for the feasibility study are described. .Several examples from_
the self-report that was used are included. )

Mosel, J. N. "The Domain of Worker Functions as a Partially-Ordered Set."
Paper presented at the annual meeting of the Eastern Psychological As- x
sociation in Philadelphia, Pennsylvania, 1963. . *

A random sample of 500 jobs from the Dictiomary of Occupational Titles
was analyzed with respect to 27 worker functions (wWhich included §. A.
Fine's final 1ist of worker functions) to determine whether the worker
functions might form a partial ordering under the relation of set inclu-
sion. Set inclusion implies that with certain limits the set of jobs
characterized by one worker function would be included within the set

of jobs characterized by another worker function. Methods for analyz-
ing the matrix of worker-function overlaps and inclusions were developed.
Results showed that 20 of ‘the 27 worker functions formed a complex par-
tially otdered set whi¢ch could be displayed as a graph-theoretical tree
with four levels. Thus, o a latge extent, the domain of worker functions
(and, hence, the domain of jobs) forms a topological hierarchy in which

. each worker function includes and/or is included in some other worker
function.

i %
R

. .1964
-  Fine, S. A. The Nature of Automated Jobs and Their Educattonal and Train-
- ing Requzrements. Mclean, Virginia: Human Sciences Research, Inc.,
June 1964. [Final Report No. HSR-RR-64/6-Ae, prépared for the Office

of Manpower, Automation, and Training, U.S. Department of Labor, under
Contract No: 0AM~3-63.]

FJA was used to measure change in educational and training requirements
for jobs experiencing the impact of automation. Varying functional pat-
terns were equated ‘with varying educational and training levels and were

validated by on-the—spot'interviews with management and workers in three
industries. .

Findings for production jobs in three industries did not support popular
generalities concerning either thé raising or lowering of skill. 1In
fact, different types of "automated' equipment (three types were defined)
. had differential effects on skill. Workers' attitudes toward automation
were also determined and described. : '

.

.
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Fine, S. A. '"The Use of Functional Job Analysis (FJA) to Predict Require-
ment Changes as a Result of Automation." Paper presented at American
Psychological Association Convention, Los Angeles, California, Septem-
ber 1964. . .

This paper describes_and demonétrates the measurement potential of FJA
technique for the purpose of anticipating changes in job requirements
upon the introduction of automdted equipment. The impact of three types

of automated equipment upon human mental and physical requirements is
also described. -
\

1965

Martin, A. M. "Job Responsibilities of Media Personnel,"” in A-Study of
Regional Instructional Media Resources, Phase I--Manpower. Pittsburgh,
Pennsylvania: University of Pittsburgh, 1965. -

This study combined the techniques of Functional Job Analysis (FJA) and
Critical Incident Technique (CIT) to provide: (1) some quantitative
indicators (FJA variaﬁles, interest variables, and job incentive vari-
ables) for grouping media jobs into four major areas; and (2) some quali-
tative dimensions (CIT categories) for classifying educational Amplica-
tions of the different performance categories derived. A computer-based
multivariate statistical analyzer system was adapted for finding the
relevant occupational.groups-.and relevant variables.

Martin, A: M., and R. Scott. Occup&tiohdi Gfoup Differences in Job Incen-
__ tive Dimensions Among Academic and Industrial Persomnel. . Pittsburgh,
- Pennsylvania: University of Pittsburgh, 1965. ’ ’

A factor apalysis of job satisfaction items (generated by FJA technique
and rated by 430 academic and 600 industrial personnel) is described.
Three factors were moderately correlated. Scores on the factors were
coliputed for individual subjectg and significant differences in response
were found among occupational levels and between academic and industrial

" personnel. Females were found tq be more homogeneous in regard to fac-
tor scores than males. i .

* Martin, A. M., and C. W. Stone. 4 Study of Regional Instructional Media

Resources: Phase I--Manpover. Pittsburgh, Pennsylvania: University
of Pittsburgh, 1965. ' ‘

This study of instructional media manpower needs combines the tecliniques *
of Functional Job Analysis (FJA) and Crdtical Incident Technique (CIT).
The findings establish a media job classification system for media ser-
vices; suggest dimensions for future studies of manpower requirements

for media services; spell out procedures 'for other similar studies; and
suggest data which could be gathered to contribute toward the develop~
ment of educational objectives, curricula, and training materials for
persons working in any of the media field specialties. . . -

15 .
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tional Titles, Vols. 1 and II, third edition. Washington: Government,

U.S. Department of Labor, Manpower Administration. Dietionary of Occupa-
Printing Office, 1965. E

This publication is a standard source of occupational information'in

the broad area of manpower and related fields. The classification struc-
ture used in the third edition incorporates Functional Job Analysis 1
concepts. Volume I contains names and definitions of various occupa-
tions in the economy, arranged alphabetically by job titles. Volume

II, divided into 12 sections, serves as a method of .grouping jobs hav-
ing the same basic occupatiocnal, industrial, and worker characteristics
to help the user discern relationships among ogcupations; it is a stan-
dard approach to classifying the abilities, vocational experiences, and
potential of workers.

&

1967 . Rud

* -

Fine, S. A. Guidelines for the Deszgn of New Careers. Kalamazoo, Michi-
gan: W. E. Upjohn Institute for Employment Research, September 1967.

This monograph defines and discusses technical and strategic guidelines

to be applied to career design once employer and community commitment

have been made. The .technical guidelines.relate to job design and in-
clude: titling of the job; selection procedure; structuring and specifi-
cation of the tasks; supervision and performance evaluation; pay and
fringe benefits; and training. Strategic guidelines relate to the poli-"
tics of introducing career opportunities and include: the beneficiaries -
of new careers; the.target work field selected for which new careers

will be designed; and the approaches to be used in defining and winning'
acceptance for new careers. ‘

~

‘U.S. Deﬁartment of Llabor, Manpower‘Adminiétration, U.S. Employment Service.
Coungelor's Desk Aid: Eighteen Basic, Vocational Directions, Swmmary
Information. Washington: Government Printing Office, 1967 #

This Desk 'Aid is to be used in conjunction with the Counselor's Hand-
book. The Desk Aid materials are based primarily on the Dictionary
of Oceupational Titles (DOT) classification system, developed by the
Functional Occypational Classification Project. The basic vocational
directions defined in this Desk Aid are public service, the sciences,
engineering and related, business relations, managerial, the arts, cleri-
cal, public contact<and selling, service, primary outdoor, processing,
machine work, bench work, structural work, mechanical and electrical
work, graphic arts, mining, and elemental--all with definitions and ap-
pendixed codes from the DOT. - :

«

~ 4

- U.S. Department of Labor, Manpower Adninistration, U.S. Employment Service.
Couhgelor's Handbook. Washington: Government Printing Office, 1967.

The Handbook consists of two parts. Part I includes interviewing guides
in individual appraisal; it is chiefly designed to help the counselee
learn about himself., Part II contains a guide for relating tounselee *

~
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appraisal patterns to fields of work. It organizes the world of work ~
according to 18 basic vocational directions. . ' . :
’ \ Lok

i

st

1968 ' : .

Fine, S. A. The 1965 Third Edition of the Dictionary of Occupational Titles--
Content, Contrasts, and Critique. Kalamazoo, Michigan: W. E. Upjohn
Institute for Employment Research, December 1968. ‘

Three aspects of the third sdiéion of the Dietionary of Occupational
Titles are considered or discussed in this monograph: (1) content--
what information is included and how it is organized; (2) contrasts~-
how the third édition differs from previous editions and the implica-
tions of these changesg; and (3) critique--identification of some of its
weaknesses and six specific suggestions for improvements. ’

-===. Use of the Dictionary of Occupational Titles To Estimate Educational
Investment. Reprint from The Journal of Human Resources, Vol. 111, No.
3 (Summer 1968). Kalamazoo, Michigan: W. E. Upjohn Institute for Em-
ployment Research, August 1968. ' . ~

The article explains how the data in "Selected Characteristics of Occu-
pations (Physical Demands, Working Conditions, and Training Time), 1966---
A Supplement to the Dictionary of Occupational Titles," third edition,
may be used to estimate educational apd training requirements. It dis~-
cusses the need for distinguishing among functional, educational, and
hiring requirements. ' The article also describes the structure of defini-
_tions in the Dietionary, the language controls which these definitions
provide, and how the definitiqns'integrate with the estimates of func-~
' tional,,j?ucational, and training requirements.’

A

Y

¢ 1969 . ' M ~ .

-=-=. Guidelines for the Employment of the Culturally -Disadvantaged.
Kalamazoo, ‘Michigan: W. E. Upjohn Institute for Employment ReSedrch,
,June 1969. ‘ - ..

The paper discusses some of the reasons for lack of success in employ- '
ment of the culturally disadvantaged and distills some of the experi- i
ences of industry and government into 12 guidelines which cover: pre-
paring the organization; hiring; placement; training and supports and

mobility. Each guideline is illustrated with actual examples from in-
dustry practice. .

U.S. Department of Housing and Urban Devel ent, Urban Managemedt Assis~-
tance Administration, Community Developmgnt Yraining Division.- an
Identification and Analysis of Selected ub~Professtonal Occupations.

April 1969. [Performed by A. L. Nellum and Associates under Contract
No. H-1017.] . ’ ' '

Functional Job Analysis was used to study selective job units in seven
agencies in the District' of Columbia in order to identify subprofess;onal‘ :

13 ‘ | .
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occupations for which incumbent staff could be trained in state and

local government agencies. The data strongly suggest that any creation
of new jobs first requires a holistic view of the agency structure,

and that, by rearranging tasks from simple to complex, a reassessment

of job positions can be accompli‘hed, and the possibilities of horizontal
and vertical advancement of workers within q&e system can be increased.

Wiléy, W. W., and S. A, fine. A Systems Approach to New Careers: Two. Pa-
pers. XKalamazoo, Michigan: W. E. Upjohn Institute for Employment Re-
search, November 1969. ’

Wiley's paper, "Six Steps to New Careers," provides six questions which
can be used as criteria to determine if the staffing péttern in an a-
gency constitutes real jobs and’careers for poor people; it also out=- -
lines gix steps in designing jobs and careers which meet these criteria.
Appended to the paper are.the Scales of Worker Functions and Scales

of General Educational Development. Fine's paper, "A Systems Approach

to Manpower Development in Human Services," describes the major features
of a systems approach: systén putpose; system environment or constraints;
system resources; components of the system; and maintenance of the sys-
tem. It also discusses how thé& six criteria defined in Wiley's paper
satisfy the needs of a system?i?d help achieve the system purpose.

- o ) 3
1970. '
Dickmann, R. A.'Hangbaok fbr,SLgporting Staff Job Analysis and Evaluation.

Silver Spring, Maryland: The Johns Hopkins University, Applied Physics

Laboratory, July 1970.w u

t+  This handbook, designed to serve as a guide in dété:mining proper job -
" . analysis classifications for .the. supporting staff personnel at The Johns
Hopkins University Applied Physics Laboratory, bgplains Functional Job
. Analysis and job evaluation functions® It includes 85 classification
profiles with job titles, job dgscriptions, job qualifications, and.job
specifications (including supervision received and. responsibilities);
a listing of FJA analyses and comparable jobs; and a chart of career
ladders. L a
Fine, S. A. "Older Workers it Pursuit of New Careerg," Chapter 5 in Harold
L. Sheppard, ed., Toward an Industrial Gerontolpqq. Cambridge, Massa-
chusétts: Schenkman Pubfishing Co., 1970. e

This paper stresses the impo%tance of the expér;eﬂce asset that older
workers may have as a basis for their pursuit of new careers. It ex~
. amines the character;stics of cageers; the skill potential of older work- ;
ers for careers; and the new kinds of activities that may be develop-
ing as career opportunities for older workexrs. The discussion is baged ~

on the three kinds of skills (Functional, Specific Content, and Adaptive)
and on the FJA Scales. B

" U.S. Department ofMealth, Educatian, and Welfare, Sod&a;,and‘Rehabilita~
tion Service, Community Serviced Administration, Qffice of Child Develop-

&

.
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'Fine, S. Av, and W. W. Wiley. An Introduction to Functional Job Analysis:

e v

.
.

ment. Differential Use of Staff in Family and Child Wblfbre Services,

with Particular Reference to Subprofessional Staff: A Guzdé Washing~
ton: * 1970,

This guiﬁe was developed for state and local agency personnel who carry
responsibilities for administration, program planning, and training and
manpower development in family and child welfare services. It is in-
tended to be a frame of reference in planning for the differential use

of staff in providing services. Systems concepts are used to identify
purposes, goals, and objectives of selected welfare service operationms,
thereby indicating the work that needs to be done. Functional Job Anaiy—

sis is described. Protective services for children and neighborhood
outreach programs are-included.

u.s. Department of Labor, Manpower Administration. A Handbook ‘for Job
Restructuring. Washington: Government Printing Office, 1970. ¥

This handbook was developed to provide a basic guide for use in restruc- .
turing job, systems so that available manpower resources might be utilized
more efficiently. The methodology presented is a refinement of job analy-
sis techniques of Functional Occupational Classification Research devel-
oped by the U.S. Employment Service during the development of the Die-
tionary of Occupational Titles, third edition, 1965. It involves a de-

" tailed analysis of each job in terms of (1) the specific tasks performed
by the worker; (2) the functioning of thé worker in relation to data,
people, and things; (3) the minimum general educational development
required for satisfactory performance; (4) an estimation of the apti-
-tudes required for satisfactory job performance; and (5) other signif-.

icant worker trait requirements, .such as physical demands, temperaments,
and interests. - .

+

<1971 , ‘ =

Fine, S. A., M. D. Batten, R, L. Miller, W. W. Wiley, and J. A. WOodward
Functional Job Analysis Task' Bank Manual. Washington, D.C. office:’
W. E. Upjohn Institute-for Employment Kesearch, August 1971.

", This Manual describes the Upjohn Institute's Task Bank of Selected Tasks
from the Soctal Welfare Field and its uses. It tells what kind of in-.
formation is included on the Task Bank cards, how the information is

code notched for quick sorting and retrieval, and what manpower problems
the Task Bank helps- to solve.

-

The Manual is not intended to teach readers how to generate the data
contained on a Task Bank card or how to formulate and analyze tasks

using Functional Job Analysis. It is intended for use by persons trained
and coggetent in FJA., .

A Scaling of Selected Tasks From the Soetal Welfare Field. Kalamazoo,

Michigan: W. E. Upjohn Institute for Employment Research, September
1971. . .




s

This publication describes the concepts and methodology of Functional
Job Analysis (FJA) with specific reference to the social welfare field.
It includes the seven scales of FJA and illustrative benchmark tasks.

A brief historical review of the development and application of FJA ap-
pears in an appendix. This is the basic text used in the InstiQute's
FJA multimedia training course (see Fine and Bernotavicz, November 1973).

Hyer, A. L., F. D. Bernotavicz, K. Silber, C. J. Wallington, P. Kenyon,
. and P. Hale. Final Report: Jobs in Instructional-Media Study (FIMS)
. [formerly entitled Manpower and Instructional Media: A Study of Jobs,
Personnel, and Training]. Washington: National Education Associationm,
Division of Educational Technology, September 1971.

In addition to the task bank of 2,000 task statements, the document con-
tdins a brief overview of the project, including objectives and outcomes.
The background of the project and an explanation of the structure of thg* .
final report are provided. The methodology for data gathering and analy-
sis is given. The JIMS package itself--the result of the, study--contains
curticulum guidelines and task inventories for entry-, mid_le-, and
advanced-level personnel. Recommendations for using staff and for train-

. ing are included. ' : % _

U.S. Department of Labor. 'Career Ladders and Lattices in Homi Economics
and Related Areas: Possibilities for Upgrading Household E‘?loyment."
1971. ([Prepared by the American Home Economics Association,} Washington,

it

D.C., under Contract No. 11-1-0406-000. ] X!

The report describes the development of 27 career ladders baééd on” knowl- .
edge and skill in one or more areas of home economics as well !cs the

points on the ladders where opportunities for latticing occur. Although -
the schema developed for the Functional Occupational Classifichtion -
Project and used in the Dietionary of Occupational Titles were}the pri-
mary methodology used, the report also contains work descriptions phrased
as FJA task statements and a paper on models for creating new jobs, by

. Sidney A. Fine. ‘ |

A o 1972 1
Appalachia Educational Laboratory. Career infbrmation: Guide fbrf@&ploring )
Careers Through Horker Traits: An Adaptation of the D.0.T. Worker Trait

Groups. Charleston, West Virginia: Appalachia Educational Laboratory,
1972, T, ,

* 4
This Guide "has been dedigned for use in the.Career DecisionfMakipg Pro-
gram developed by the Appalachia Educational Laboratory (AEL). However,

. it has the potential for much broader use.” A

The principal contribution of this Guide has been to rephrase théxfhtries ; :
in the Dietionary of Oceupational Titles (DOT) to make them easieri to

read, understand, and use in career planning.  An appendix on Pﬂdﬁkto

Use the DOT" describes how Volumes I and II can be used to identify, jobs

belonging to each worker trait® group and how short descriptions of..each

may be located in the DOT. Other appendixes include FJA scales aéﬁgsed ..

-
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in the DOT and definitions and methods of determining physical demands,
temperaments, interests, and aptitudes.

' Lewis, R. E., J. A. Anderson, J. H., Christiansen, D. C. Cooper, J. E. Gil-
bert, K. M. Henderson, and D. C. McShane. A Systems Approach to Man-
power Utilization and Training. Report of Social and Rehabilitation

Service demonstration project 11-P-5705218-02, Utah Division of Family
Services, Salt Lake City, Utah, October 1972. “

. The thrust of the project described in this report was the design and
development of career opportunity systems both for paraprofessionals
_and for professional workers already 4n the system. Functional Job
Analysis, set in a systems planning context, was the technology used.
The report describes the process used to definie and relate tasks to
performance standards, skill requirements, and measures of complexity.
It discusses orientation, discretion, and educational development. Both

negative and positive experiences, and the models with which project
-staff operated are presented. ’

’
-

1973 .

Fine, S. A. "Functional Job Analysis." Address delivered at conference
on Occupational Research and the Navy, San Diego, California, July 1973.

This address briefly describes the development‘of Functional Job Analysis.
FJA is presented first as a job analysis technique which attempts to
provide reliable and valid job information through the use of a tontrolled.

‘language, and second as a total system for perceiving and thinking about
people at work.

[

———— "Functional Job Analysis: An Approach to a Technology for Manpower
Planning." An illustrated seminar at the International Institute for
Labour Studies, Geneva, Switzerland, February 1973.

FJA is explained as.'"a technology of work analysis with which it is pos-
gible to achieve statistical reliability in the definition of basic units
of information." The speaker discussed the benefits which can accrue

in training and certification, the development of human resources, flexi-
bility in organizational operations, and worker mobility.

-~--. "Job Development for a Guaranteed Full .Employment Policy-~A Program
Based on a Systems Approach,'" in David B. Orr, ed., New Directions in

Employability: Reducing Barriers to Full EMpZoyment. New York:, Praeger
Publishers, 1973.

This proposal describes a program of job development for a guaranteed
"full employment policy that builds on the best and strongest elements
in current manpower experience. It also discusses some common assump-
tions which need to be reexamined in order to make job development for
full employment practicable and affirms the American belief in work and
equal oppartunity for all as a basis for helping America pull together.

~===. '"Making Systems Work: Some Necessary Conditions " Keynote address

delivered to the Utah Research UtiIization Conference at Snowbird, Utah,
Qétober 1973 :
121
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"Seven issues that affect success in managing®systems were discussed: (1)
the source of the decisions to use the systems approach; (2) the percep-
tion of the larger systems context; (3) the importance of the subsystem; -
(4) feedback as a signal for action: (5) whether the system is a machine;

(6) commitment with a difference; and (7) introducing a systems approach

to manpower planning in organizations. The address emphasized the need

for FJA and systems~based examples of édministrative programs, train- .

ing programs agd curricula, career opportunity systems, performance
standards-~particularly numerical standards--and their implementation,

pay and merit systems, and the application of the National Task Bank

to the design of work and its,flow. .

Fine, S. A., and F. D. Bernotavicz. Task Analysis: How To Use the National

Tagk Bank. Washington, D.C. office: W, E. Upjohn Institute for Employ- ..
~ ment Research, November 1973.

This publication is a multimedia training package with filmstfips,‘cas-
settes, scriptbook, trainer's manual, wall charts, and participants'’
materials for a five~day seminar workshop on Functional Job Analysis.

The course is designed to provide a way of seeing manpower problems in

a systems context; to develop skill and local capability in task analysis;
to relate task analysis to local manpower planning and utilization prob-

lems; and to provide experience in using the National Task Bank as a
resource, .

Fine, 8. A:, et al. "Work and Nonwork: Merging Human and Societal Needs,"

Chapter 6 in M. D. Dunnette, Work and Nomwork in the Year 2001. Monterey,
California: Brooks/Cole Publishing Co., 1973. '

. Thesg authors present’ the need for the development of a human ré%ource

' industry with a dual purpose: to improve the quality of the environment
and to improve the quality of 1ife for the individual worker. It stresses
the importance of adaptation and accommodation between workers and the
work organization. Two efforts to develop new jobs and careers are ex-
amined. Three kinds of skills are identified: Functional, Specific
Content, and Adaptive, which must be considered by manpower training and
development programs. An addendum; New Approaches for New Careers--

« Strategic and Technical Considerations, is included.

General Electric Co., Career Planning and Organization Development Opera-~

tion, Corporate Education Services. C(Career Action Plamning: A Career

Development Program That Will Help You Determine Your Next Career Step

and Understand How to Accomplish It. Ossining, N. Y.: General Electric

Co., 1973. - ‘

) This workbook was developed to hélp‘an individual evaluate himself and
determine his careet potential. Career Action Planning drjws on FJA,

and is the result of a continuing project initiated by Genéral Electric
in 1969.

Golmeih, M. S. '"Similarity between Supervisor-Subordinate Job Role Percep-
tions as a Determinant of Subordinate Job Performance." Dissertation
submitted to the fadulty of the Graduate School of Arts and Sciences, ’
The George Washington University, in partial satisfaction of the require—
ments for fhe degree of Doctor of Philosophy, July 3, 1973. :

A <
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Case workers in a welfare agency used Functional Job Analysis self-reports
as a means for expressing their perceptions of theif specific job func-
tions and for testing three hypotheses goncerning the relationship of

job performance and job perceptions. )

Henderson; K., and R. E. Lewis. "Using FJA in Social Service Supervision."
Unpublished manual, Utah State Division of Family Services, May 1973.

This manual is an outgrowth of a training course, "Using FJA in Social
Service Supervision," offered to Utah State Division of Family Services
supervisors and administrators by the authors. It provides sufficient
acquaintance with a Task Bank and the information which can be retrieved
from it to enable a nontechnician to use it in day-to-day. supervision
and managemept.

Lesh, S., B. A. Gil}l, and J. Dunn. Demonstration Projeet on Developing
Alternative Qualifications and Credentials for Paraprofessionals. Decem=
ber 1973. [Final Report: Phase II, National Committee on Employment »

. of Youth of the National Child Labor Committee, prepared for the Man~-
g power Administration, U.S. Department of Labor, uhder research and devel~
opment Contfact No. 82-34-70-29.] .

This demopstration‘project §Bught to develop new options for.upgrading
~  workers in four occupations: addiction services, child development, oc-

cupational therapy, and teaching. ‘The major thrusts were to make creden~
tials more relevant to job duties;' to give greater- credit for work and
life experience; to foster mobility among human service occupations;

. and to enable paraprofessionals to obtain education and training while
"fully employed. Functional Job Analysis was one of the sources for the
developmgnt of the task analysis methodology used in the project.

McSweeney, J. F. "Tagk Complexitx,as a Basis for Designing Career Ladders
for School Aides." Submitted in partial fulfillment of the requirements

for the Degree of Doctor of Education at Teachers College, Columbia Uni-
versity, 1973. i

. This study is an attempt to organize the work expected of school para-
' professionals into levels of service corresponding to levels of work

complexity and to organize their jobs into comparable levels or career

' ladders. The methodology of job anlaysis'which was used as the basic
- strategy for the development of five sgrvice categories according to
levels of functioning is partly based on FJA Worker Function Scales.

Robinson, P. G., ed. Curriculum Planning for Undergraduate Training in

Gerontology. Washington, D.C.: Federal City College, Institute of
Gerontology, June 1973. ; T e

. . %,

The goal of the project covered by thig report was to develop curricu~
lum on aging for Federal City College undergraduate students, interested
community persons, and workers employed in services to the elderly. .
The repott includes a deséription of the use of FJA in developing task

analyses leading to curriculum plans, and presents a task bank of personal-
care home tasks. )

»
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Roter, B. An Integrated Framework for Personnel Utilization and Manage-

ment. New York: . Chase Manhattan Bank, N.A., 1973.

This paper describes the efforts of the Chase Manhattan Bank, N.A.,

to establish an integrated framework for personnel dtilization and man-
agement designed to improve operation, coordination, and communication
among the various components of the organization. The paper describes
FJA in detail, methods of gathering task data, and how the data can be
stored in a computer-based information source.

Smith, A. D. Generic Skills for Occupational Training. Saskatoon, Sas-

katchewan, Canada: Saskatchewan New Start for the Training Research and
Development Station, 1973.

This dociment attempts to define generic skills (e.g., reasoning, math-
ematics, and language skills) required by different occupations. The
report includes the FJA taxonomy of data skills, which was used to develop
data~collection junstruments for gathering data on 27 occupations in four
geographicalﬁgreﬁn‘ Thg data-collection instruments, the results, analysis

of the dgég, and curriculum development specifications derived from the
analysis #re*also included. o ¢

State of Oregon. Klamath CSD Sﬁapshot‘Study, by James Burri. Salem, Ore-

gon: Public Welfare Division, July 1973.

The purpose of this study was_to test the overall methodology of systems
and task analysis using FJA and to provide the Klamath (Oregon) Children's
Services Division, as well as the Public Service Careers Program of the
state, with data that could be utilized for program and manpower plan~
ning. The study consists of statements of purpose, goals, and objec~-
tives and a compilation of workflaw”charts and task statements. Revised
objectiyes and a time study for achievement of the objectives are included.

-

u. S @Civil Service Commission, Bureau of Intergovernmental Personnel Pro-

' grams.. Job Analysis: Developing and Documenting Data, BIPP 152-35.
Washington: December 197%.

This publication provides guidance in developing job information through
job analysis for use by state and local governments. It is written
primarily for personnel who have some familiarity with job analysis,

but it provides useful inforgiation for others, particularly if it is
supplemented by classroom training.,

U.S. Civil Service Commission, Bureau of Intergovernmental Personnel Pro-

grams. Job Analysts: Key to Better Management Washington: Govern-
ment Printing Office, September,b1973. A

This pamphlet presents a brief overview of job analysis as a management
tool, particularly in government offices. It explains through FJA lan~
guage the uses of job analysis in understanding what makes up a job,

the Tesponsibilities of a worker, and what the worker needs to do the
job.

H




t of Health, Education, and Welfare, Social and Rehabilita-
Ufséigip§:§3§2e. fNationa.l Tagk Bank and Editing Manual for Use withhﬁaizfnal
Task Bank; first edition, April 1973. Prepared by the W. E. Upgi P
stitute for Employment Research,,under Contract SRS 72~25. Ava ai :
ERIC Document Reproduction Services, P.0. Box 190, Arlington, Virginia
22210. Catalog Nos. ED-078224 and ED-078226, respectively. N

The Nationgl Task Bank consists of 547 taskein social welfare and reha-
bilitagion services, administration, and money payments. The tasks are
analyzed according to the principles and technique of Functional Job
Analysis (FJA) and are arranged in 13 cdtegories.

The accompanying Editing Manual is an attempt at definitive, illustra-
tive gioidelines for editing tasks written according to the principles
and techniques of FJA. It is intended for use by persons trained and
competent in FJA task analysis and not as introductory material.

-~

U.S. Department of Health, Education, and Welfare, Social and Rehabilita-
tion Service. Task Analysis and Job Design for Public Assistance Agencies,

as Illustrated by Eligibility Determination, SRS 73-21204., Washington:
January 1973. ‘

-

This document was developed to illustrate the procedures involved in
applying Functional Job Analysis (FJA) to manpower planning in the as-
sistance payment ‘processes of public assistance agencies. It focupes
on the systems analysis approach as applied to determination of p#rpose,
goals, and objectives; delineation techniques for tasks carried put in
relation to eligibility determination;. and clustering and organfzing
tasks into jobs.

A
1974

Finé, S. A, "Counseling Skills: A Target for Tomorrow," Vocational Guid-
ance Quarterly, 60th Anniversary Issue (June 1974).

Counselor skiHs are reexamined in the light of vocational counseling
objectives and the nature of human performance. It is critical for fu-

ture effectiveness that counselors reconsider their skills in an educa-
tional, rather than therapeuqic, context.

'Fine, S. A., A. M. Holt,and M. F. Hutchinson. Functional Job AnaZysié: .
How To Standardize Task Statements. Kalamazoo, Michigan: W. E. Upjohn
Institute for Employment Reséarch, October 1974. - i

‘./

- This manual.-gives definitive, illustrative guidelines for standardizing .
task statements. It is intended for use by persong trained and compe- .

tent in FJA task analysis, Ppart I briefly reviews some of the concepts

and assumptions which are involved in the formulation of task statements

and outlines a procedure for achieving their standardization through

a group editing process. Part II pregents and explains eight questions

which are asked about each task to test its validity and reliability.

Gill, B. A., S. Hoberman, and B. Persky. . Developing and Testing Procedures
and Instruments for the Assegsment of the Competencies of Candidates for
the Child Development Asscoiate Credential. May 1974, [Final Report,
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National Committee on Employment of Youth, N.Y., under Contract No.
FY74 SCO03 with the Child Development Associate Consortium.]

Critical tasks were identified; as being predictive of a worker's abil-
ity as a child develppment associate in.11 functional areas. The meth-
odology used to define the tasks was based primarily on Functional Job
Analysis. Criteria and standards were defined, and weights were estab-
lished to convert assessments of performance on tasks to functional
areas. Data-gathering procedures were developed as well as a manual
and training program for observers. While the instrument developed is

usable, the report recommended further modification, a field test,
and validation.

Lewis, R. E., R. P. Brady, and W. Pearson. "A Beginning Task Bank for
Rural Comprehensive Human Services 'Delivery System." Unpublished re-
port prepared for Services Inteégration Project, Office of Planning and.

e Research, Utah Department of Social Services, January 1974.

This paper contains a description of the process and preliminary results

of an FJA task analysis project with two ‘major thrusts: (1) to demon~

strate an integrated service delivery system, comprised of the whole .
range of human services, for a particular locale; and (2) to develop
services under the auspices of a new governmental form--a regional as~
sociatipn of governments. This project was an attempt to decentralize (.
an activity of state government and to strengthen the ability of local

. government to plan and administer programs to meet particular locglq
needs. ’ . ’ TR
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Morgan, T. ''The Occupational Studies Programme of the Air Transport and

Igavel Industry Training Board," Training Research Bulletin, Vol. S,
No. 2 (March 1974). . '

L ' This paper describes the plans for a long~term research project of the
Occupational Studies ?rogramme to be conducted by the Air Transport and

. Travel Industry Training Board. The project draws upon the research
of E. J. McCormick, R. E. Christal, E. A. Fleishman, and S. A. Fine.
The research includes: Phase 1, conducting a survey to determine what

- companies do about job analysis; Phase 2, establishing the foundations
for a standardized approach in describing the task content of jobs and

. 1n developing a task bank for selected areas of work in the industry;

" Phase 3, collecting information about the ways in which tasks are actu-
ally combined into jobs in the industry; and Phase ‘4, testing approaches -
in describing jobs in alternative terms wh'ich will make possible the
identification of broad underlying similarities between jobs.

National Center for Housing Management, Inc. "Equal Opﬁortunity Examination
of Real Estate Brokers and Salegpéople." Prepared for the U.S. Depart-
ment of Housing’and Urban Development under Contract No. H-2215R, 1974.

In a study to determine whether real estate licensing examinations in all
50 states and the District of Columbia were (1) job relevant, «(2) cultur-
.ally or racially biased, and (3) adequately covered the subjects of fair
housing and equal employment opportunity, a Functional Job Analysis (FJA)
self-report was used to gather data from practitioners in the field. A
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number of findings are enumerated, including the fact that two tests were
found to be job relevhnt and one not so3 and that none of the tests eval-
uated was developed on the basis of job analysis data.

National Center for Houéing'Managgment, Inc. "Final Report on Task 3 Model
Performance Standards for Credentialing of Housing Managers and Manage-

ment Firms." Prepared for U.S. Department of Housing and Urban Develop-
ment under Contract No. H-216R, 1974.

-

A group of on-site managers and managing agents completed a Functional
Job Analysis self-report f®hat was developed for this project. From the
self-report data, Functional. Job Analysis job descriptions and sample
tasks were developed; and model functional abilities and knowledges
vhich would be required were identified. Job descriptions were then in—
cluded in model legislation for licensing of on-site managers and man-°
aging agents of multifamily rental housing.

Wilson, M. Job Analyezanfbr‘Human,Resources Management: A Review of
Selected Researéh and Development. Washington, D.C.: Manpower Man-

agement Institute, January 1974. - o g{/_\)
The purposes of this review were to summarize the varfous job analysis ,

techniques which have been developed, to discuss their application in
selected human resource management activities, and to suggest priorities
for further research and developmental work. The methodologies were those
of (1) the U.S. Department of Labor, (2) Functional Job Analysis (Fine),

" (3) the Health Services Mobility Study (Kilpatrick), and (4) the Position

Analysis Questionnaire (McCormick). -
FORTHCOMING STUDIES %
b o )
v rﬂ' 1975

Baxter, Brent. "Validation of Basic Occupational Literacy Test." Prepared
_ for U.S. Department of Labor by -American Institutes for Research under
" Contract No. .20-42-7444.

In this study, Functional Job . Analysis is used to discover and design
tasks to serve as criteria for bagic,wétk functions such as ecomparing,
. compiling, and eompitting. Performance in these functional work situa-
tions was correlated with performance on the Basic Occupational Liter-

acy Test (BOLT). , ‘ AR
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Nationathlanning Associhtion, Bureau of Social Science Research, and
American Institutes for Researgh. "A Nationwide ‘Survey of Law Enforce-
ment Criminal Justice Personnel Needs and Resources.'" Prepared for the

U.S. Department of Justice, Law Enforcement Assistance Administration,
under Contract No. J~LEAA~035074. -

" This study in progress involves an integration of job analysis informa-
tion for representative jobs in the police, courts, and corrections
areas in order to, provide a base for generating skill, knowledge, and

ability requirements. This was done using the Functional Job Analysis
methodology. )
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