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" Deyelopment of"USES. Specific.Aptitude Test Battery S-217R75 - :
. . - . t - . S .
" 'Fdr ’ . v‘ . ’ . o

Prbif-Machfnecpgeratﬁﬁ (banking) 217.388

. RESEARCH SUMMARY ' PN
! . . . . . ‘ ‘\ ) N - l . . i “;.
This report.describes the Fesearch which resulted in the develop- P
ment of the following Specific A#titude Test Battery for use in N
selecting inexperienced or untrained;!ndlviduals for -training as
- Proof-Machine Operators:- =~ : 7" i
e » , . ¢ - e — ' i - - N <
, . Aptitudes *  cutting Scores ¥ i
& N - ﬂumerlcal Aptitude (’ﬁ, 70 . _— - ' N
"- Q =~ Clerjcal Perception_ o 115 - ~ , ”
K - Motar Coordination vetoyL 95 . T
SRRPR - R T S
Two hundred forty-three Proof-Machine Operators (216 females and
27 males) employed Tn banks in the North, South-and West (see «

Appendix.2). A total of 116 were minority group. membérs (61 Blacks,
2 French Canadians, 2 American Indians, 1 Indonesian, 1 Filipino, '

24 Orientals, 23 Spanish Surnamed, and 2 unidentified) and 127 .
‘were nonminor.ity group'members: f ™~ . . N ..
s . . N : .‘ . R { . -
_ Supervisory ratings. Criterion Q9La were collected during 1973,- N
1974 and 1975, ° o c ‘ -
(] ° r N

Y . Py

Concurrent, Tgst and criterion data were “Yollected at about the
.« same time.— - . T

“ - « ¢

-

W . »

. Validity: > T ' .
~Phi coefficient for total sample =,22 (p/2 < .0005) L
Phi coefficient for Black subsample = .25 (P/2 < .025)
Phi coefflclent.for nonminority subsample = .23 (P/2 < .N1)

.
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Comparison of Minority and Nonminority' Groups:

No differential validity was found for thi& battery. The diffe
ence between the phi coefficients for Black ‘and nonminority
for the validation sample is not statistically.signific (CR = ,19),
The battery Is falr to Blacks since the percent of Blacks who met

the cutting scores approximated the percent who e In the high4. .
criterion group; u46% of the Blacks met the ting scores and 543
"were In the high.criterion group. - . .
S JOB' ANALYSIS : < A

" A job"dnalysis was performed by observation of the workers' pec~

" formance on the job and in consultation with the Operators' suger-
visors.,. On:the basis of the job analysis, the job description
shown in Appendix 4 was prepared, which-was used to- (1) select

an eprrlmental-sample of Operatobrs whoi were performing. the job
wutles; (2) choose an.appropriate criterion or measure of job per-
formance; (3) determine which -apt]tudes are critical, *important or"
irrefevant to job .performance (see Tables 1 and.b4); and (&) provide
information on the éppllcabl{lty of the test battery resulting
from this resedrch. . S ,

-

7

[ STABLE1 ',
~ ~ . _ y ) ,
= ~_" Qualptative Analysis -
+ Aptitude ° = o Ratiopale _
G - General Learning AbiJity “Regulred'to learn opergé}dn of '
g machine and correct distrepancies
> ' between.proof machine and teller
. . . . . totals, : .
N - Nunerical ‘Apti tude Réequired to balance tapes, locate,
., ) . correct, .record errors and to enter
totals 'on settlemént sheets.
. . s . Y . " ‘
Q - Clerical Perception - “Required to perceive accurately and g/»
: ' . quickly check .amounts and’ codes and.. . .
to be able to locate, qizygcgzanq.’;;;mf
; record errors, . T ~’PV4@V}
- .' . ,, . t .\) s bt "
K - Motor Coordination Required to read numbers on checks y -
. " . and record by hand numbers *on “key=- )
-boq:j of proof machine. !
F = Fingef Dexterity ’ . Required to handle‘ check and operat-

ing proof machine rapidly ‘and
accurately. & .

'
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S . .\ EXPERIMENTAL TEST BATTEhv L 5
;é All*12 ‘tests of tne GATB B-1002B, ‘were admlnlsteréd: .
o et CRITERION | | e -

.

¢ The Mmmediate supervlsor rated each Worker. The ratlngs were
-+ obtalned by means, of “persona \Vlslts of ‘State test development
analysts who explained the rating procedure to the supervisors.
Two.ratings were obtalned from each supervisor with an_interval
. of at least two(yeeks bétween the ratings. Since sampfe members' -
test scores are‘con ldentlal, supervisors had no knowledge of the
scores of the workers.._ 5
/ L 4
. A descriptive rating scale was used - The scale (see Appendix 3) .
consists of six Ttems, Five.of these i tenis cover. di fferent as-
pects of joB performance. The .sixth item is a global item op the
~ " Proof Operator\s\call-around“ ability. “Each .tem has flve alter~ .
native responses~corresponding to different degrees of job pro-
ficienty. For the purpose of scorlng the items, weights of 1 to 5
were assigned to the responses. The total score on the rating
scale is the S tm of the weights for the six items., The pgsslble

range for. each” ratlng is 6 - 30, D -
[ ]

v
&

A review of the JOb descrlptlon lndlcated that the subJects céVered. ‘N
. by the rating scale were dlrectly related to lﬁpl'tant aspects of ‘
job performance. o ) .

. . .
L] N ‘

_ - A = Amount of work' Proof .Operators must work quickly and effi-
. ciently in order to sort and recqrd many bank transactions. - ° .

B - Quality of work: Proof Operators “work must meet the hlgh\
quallty standards established by the bank.: L

c - Accuracy of work:, Proof Operators must avold maklng mistakes
Yn the many financial transactions that are handled

. . A
D - *Amodnt of knowledge. Proof Opérators must have sufficient
knowledge of protedures and policies to perform the job ade- '
quately. o ‘ ’ .
v . . ~
L E S “ Variety of job dutles. Proof Operators ust be able to perform .
44” ~~.many different transactions such as preparing. incoming cash . /

1+, laneous. bavancing and acting' as.Teller'by handllng mall deposlts

i + [, letters, processing bank credit. charge forms, doing mlscel-oa
and acknowledéing recelpt of each deposlt.. : ;

.

F - "All-around" abillty. @®roof Operatorg) value %o employe; fn- o
volves a_.combination of the aSpects of,Job performznce llsted\ .

above. , .‘.. Y . .
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. A‘relisbbllix.coef?lcléht of’.85 was obtained between the_ initdal
v ratings and- the re-ratings, indigcating a-significant relationship,

Therefore, the final criterion score consists of the conibined
- scores of the two ratings. The possible range for the fipal cri-
: - terion {s 12 - 60, The actual range Its 18-60., The mean is 43,4
- with a standard devlatfon of 8.7. The relationship between the
critegion and age, eéducation and experiehce is shown  in TFable 2. .

-
<

-

fo TABLE 2 A
v - . * . . . - »

Means, Standard Deviations (SD) and Pearson
Product-Moment Correlations with the Criterion (r) for

e L . Age,~Education and Experiegce oLt
T < - ., - - ' .
,;,’ / B . . » ‘ Mm . .ian- L \ ' -~
Age (years) * - = 25,3 \¥7 07 . - T ~
Education (years) - 12,7 1.2 ,02- ' :
. .Total Experlence - = 32,4 41,9 .,27%e . )
. (months)
T . N o . )
*, *Significent.at the .01 level ..r ‘ v C "

About one-third of the workers are caonsidered to be magginal o
o workers. .. Therefore, the criterion distribution was dichotomized *
so as to irclude about one-third of the sampie in the, low cri=
terion group and the remaktnder in the high ‘criterion group. The,,
/3?1@ on cutting scorewas set at 41 which places 38% in the low
criterfion group and 62% in the hig? criterion gr

" possible to place pregisely one-th

1

‘ ‘It was not
in’ the low

rd of the warker

criterion group because of the natu;e,of the criteri distribu~
tion: ) net 3' be Z
. ° ' P A J “
*  SAMFLE i : .o~ '
.' ’ .. - . .. 'L o }

N N . t “~ P
The vilidation sample consisted of 243 ProoF-chhine Opefator
(216 females!and 27 mates) employed in banks in the North, South

' and West (see Appendix 2). ‘A total -of 116 were:minority, group,
members (61 Blacks, 2 French Canadians, 2 Americam Indians, ,

.1 Indonesian, 1 Filipino, 24 Orientals, 23 Spanishs Surnamed, and -
2 unidentified). and 127 were nonminority group membgrs. The means
and ‘standard deviations for age, educa€ion and experience of sam=- --
ple members are shown In Tabke 2. Descriptive statistics for sub--

‘¢ ] . L
\ j N ' .
4 ¢ \S.

* groups are shown in Appendix .

.
~ N
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by o - TABLE 3, . i

. -~ Statlstlcal Results for Validatlon Samp1e . i,

. ) _ ) N=243 - . -

* . Aptitude “Mean SO+ R
éy General Learning Ablllty ~ 97/9 é;;i";2;**- < o
V - Verbal Aptitude .. . 99.7 e 25 .
‘N - Numerical Aptitude . - 99,5 17.2 .29+ <

S - _Spatial Aptitude 98,1 19,7 ..13»

" P - Form Perception v 119.5 18.&; 24w

C Q - Clerical Perception © o 124,6 18,87 ,21%x )

K '=Motor Coordination " 114,2 15.0 .08 Lo
e '"F - Finger_ Dexterity -~ 104:3 20.8 .07
M -.Manual Dexterity 103.5 21,9 .0%
» ‘v. -7 ¢ . R o
ot * Significant at the .05 level .
, * Signlflcant at the‘.01 level .7 -
J
Table & summarlzes the qualitative analysis and statistical results
* shown in Tables 1 and 3.and shows the apt itudes considered for in-
_Clusion In the battery., - . , | : Cy
r * < Y . . s .
YR o TABLE 4
. Summary of Qualltative and Quentitative Data for Validation Sample
S Aptitudes
‘ -----------.. ........ ----?i.--- .....
/T'ype of Evldence .6 v ¥ s P’ a.K F Im
‘"Crltlcal" on Basls . B . ' ’ .o,
of Job Analyslis g . A :
---------------------------- el bl d LAl S 34l l bl il bt el bl .
“lmportant" on. Basis * x / X . X X X .
of Job-Analysis, ’ o ooy T \

g l'""""""""_’""‘ """"" ' [adhdatat o diadadadadaig " '-""’"--( """""" 2l \
"{rrefevant" on Basid B .
of Jbb Analysis ‘ v ' -‘; :
Relatively High, - X X X C
Mean . C e o AN |
Relatively Low Standard ot ’ ¢
Devlation .

............... S SRR AUy U SO

/so Significant: Corréfation - X X X X. X X

g with Criterion . s

© Antitudes Considered for G 'V N S P a KoL 3

ERICEIuston Tn the Battery | e oo e Dy emeen

1“




- -TABLE 5 v \
' Valldlty of Battery for Tot€1 Sample
- L
2 . Below Meebwng ©
f ‘ m_t_m_gn_r_e.s. S_LLLngT,tp_m ﬂgl o,
. |
- High Criterlon e, ¢ b3 . 107 150 N
Group - . Y . )
Low Criterion . L7 R ~ us 93
Group ’
. Total 90 ) /153 243
P
Phi coefficle t = .22 ) C R .
Slgnlflcangefqeyel = P/2 < .0005 . . .
: ' FABLE 5a , |
‘ Validity of Battery for Black Subsample
. Below Meetlng
Ka . ug;lng gg;gs utting Scores :g
.\ . o ~—.
High Criterion 14 -19 33 .
« Gnoup . _
Low Criterion 19 . . 9 28
Group . e _ . . K
, Total 33 . 28 61
) Phi coefficient = ,25 . : T ) o

should~be considered for inclusion in the battery: G, V, . N,:S, P,
' nd K. The objective Is to ‘develop a battery of 2,°3, or 4

. //
TheolnfogméfT;ﬁ in Table L~indicates’ thﬁt the followlng §ptltudes

aptitudes with eutting scores set -at the point (a) where about the
same.percent will meet the cutting scores as the percent placed in
the high criterion group and (b) whichmill maximize the relation-"
ship'between - the battery and the crlterfon. The cutting scores
. are set &t approximately’ one standard-‘deviation below the mean
aptitude scores_efthe iple, with deviations at'five point .inter=
'vals above or belowrfﬁzzimpolnts to achiéve ‘the objectives Indi- "

-cated above.‘ e v e ) . . :
The fo*Towlng battery resulted o : ‘ﬁ‘ o

e ‘A‘Q’[ y T . S . - | |
AN - Numerlcal Aptttude' 70 | o '

-+ Q - Clerical Perception " 115

K - Motor Coordination” - * . 95
. ~ . .

/  VALIDITY OF THE.BATTERY .

Significance Tevel = P/2 < .025 - N '




;". .-7-. ’

' SR TABLE 5b - | '
, [Valldity of Bdttery for Nonminortty Subsample
delow Meeting ' o
an.]_ng_s_cma Cutting Scores _T_o_ta_l

High*Cr.iterion 22 62 8% o
Group - . , X

Low Criterion .21 <22 43 >,
Group AP . ' '

. ~ Total . 43 , 84 127 ~

Phi coefficlent --.23
Slgnlﬁ!cance level = P/g < 01 ' )

\: . « l~

) OCCUPATIONAL APTlTUDE PATTERN . . - L

PR

Thks occupatlon .Was incorporated into OAP-33 in Sectlon 1 of the
1970 edjtion of ‘che ‘Manual -for thé USES General Aotitude Test

with a "double asterisk'™ (a+), becausé the aptitudes in- .
cluded in this battery differ from those” in OAP-33.but a signifi-
cant phis coefficient was obtained between the criterion and 0AP-33 .
cutting scores of N-95, P-100 and Q-105. A phi, coefflcient of .15
(P/2 <~ 01) was obtained for this sample. ;

h




T N APPENDIX 1 '
. . . l‘{ . )

Descrlptlve Statfstlcs for Black ‘and Nonminority Subgroups
of ‘Validation Sample

A\

)Black . *  * Nonminority N

, (N=61) (N=127) . N

Varlable «Meap-  SD . Ranze Msm SD  Range . :

Aptitude G 87.0 14,2 . 60-133 101 G 15. 6 6l 1&9

Aptitude V 90.9 11.8 72-127 103.4 15.3 "76-156

Aptitude N *90.3 13:9 63~-129 J102.1  .16.6 -55-159
‘-Aptltude S 87.6 15,2 61-12W 100.9 19.3 1k-150

Apt!tude P 111.% 16.3 - 84-147 122.9 18.4 -85-170 :

Aptitude Q 120.8 20,8 75-178 126.9. 17,2 ,88-217

Aptitude K 114.9 13.6 82-151 ° 110.5, 14 .4  76-155

Aptitude F 96.3 21.4  S4-143 ° 104,7 19,5 53-154

Aptitude M .95.3 .20.7 Mu6-145 103.4 21,5 53~165

Criterion. 41.2 9.7. 18-60 44,3 8s6 20-60

Age ' 23,0 4,3 17-37 26,0 8.8 17-56
. Educati.on 12.8, . 1.1 12-16 12,0 1.1 8-15

Total 23. G 23.1 §-96 . . 36,8 50.5 \U4-348

Experience . ) : . .
(months) ., 4
¢ \
' R "3
+ = . )
. S AN . o
N . g, '
N . 11 l_i] ) ~ '
___;__;_________;_____________________;_____;__;L___J
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" Sumitomo Bank of. Calufornla, Lo% Angeles and San Franclsco,-
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APPENDIK 2

. ¢
Organizatlo:;/Cooperatlng in the Study

Hyde Park Bank and Trust Company, Chlcago, i1"inols .
Exchange Natlonal Bdnk, Chicago, |11inois .

Security National Bank, Sioux City, ldwa * \
‘First National Bank, wlchlta, Kansas -

Fourth Nat.ional Bank Wichita, Kansas
Kansas State Bank and Trust Company, Wichita, Kapsas

First National Bank of Minneapolis, Minneapolis, Minnesota 0
Northwestern National Bank of Minneapolis, Minneapolls, .
Minnesota : .. -

National Bank of ‘New Jersey, New Brunschk New Jersey
Fifth-Third Bank, Cincinnati, Ohio .
Mational City Bank Cleveland Ohio . = . . o

.§-Q.u.th. " » *
Union National Bank, Little Rock, Arkansas - ‘ .
Ouachita National Bank, Monroe, Louisiana >

' Deposit Guaranty Mational Bank, Jackson, Mississipgi »

First National Bank, Jackson, Mlssissnppl

* Wachovia Bank and Trust Company, Raleigh, Morth Carolina,

Morth Carolina National! Bank, Raleigh,*Morth Carolina

Bankers Trust, CLolumbia, South Carolina ' '

C-and S National Bank of South Carolina, Columbia, South _ t L
Carolina

v. United Virginia Banksharés, Ri chmond, Virgin|a' . ¢ . e

Fidelity M tuonal Bank, Lynchburg, Virginia

Bank of Vi¥ginia Company, Richmond, Ver|nIa
‘Ngs! ' ‘ ) 4 s “ B LI
Valley National Bank, Phoenix, Arizona '

Galifornia: e - s
Wells Fargo Bank, San’Francnsuo,.Callfornna
United Callfornua Bank, Los Angeles~ and San Francisco, CaleornLa

*Bank of Tokyo of Californla, Lo§/Anggles and San Francisco,’

California
Federal Reserve Bank/gf'San Francusco, Les Angeles Branch Los v
Apgeles, California . .
Crocker National Bank,:Los Angeles California
Citadel/sgnk Colorado Springs, Colbrado
Bank of Denver, Denver, Colorado
Central Batdk and Trust COmpany, Denvef Colorado , . ..

_First Mational Bank, Fort Collins, Colorado

United Bank of Fort Collans, Fort Collins, Colorado g N .
First National Bank, Albuquerque, New Mexico . \ SN T '

- .
. . Ky ! e




[ . . ) . . - 11 P - . . . ' )

. Bank .of New Mexico, Albuquerque, MNew Mexico

" Amerlcan Bank of Commerce, Albuquerque,-New Mexico . .
First National Bahk of Oregon, Poftland, Oregon o

P’eOples Natlona“ Bank, Seattle, Nashington o .
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Directions: Piease read uggestions-to Raters” and then fill in the items which follow. In making your

. Tatings, only one box should bethecked for each question.

K . SUGGESTIONS 70 RATERS
We are askin; you to rate the job.performance of the people who work for you. These ratings will serve as
ardstick” ggainst/ which we can compare the test scores in this study. The ratings must give a true picture
f each worker or this study will have very little value. You should try to give the most accurate ratings
ible for each.worker. P ’ . ) .
ect your workers in any way. Neither the ratings nor
y in your company. We are interested only in “testing
who are in the test study. -

These ratings are strictly confidential and won'’t
test scores of any workers will be shiown to an
the tests.” Ratings are needed only for those wo

L]
Workers who have not completed their training perfod, or who have not been on the job or under your
supervision lon‘i:noush for you to know liow well'{hey can perform this work should not be rated.
Please inform the test technician about this if you aM-4#ed to rate any such workers.

Complete the last question _o_n_ly‘ if the worker is no longer on the job.
In making ratings, don’t let genéral impressions or some outstanding trait affect your judgment. Try to
forget your bersonal feelirfgs about the worker. Rate only on tiie work performed. Hete are some more

_ points which might help you: Wt

.l

1. Please read Qn directiens and the rating'scale thoroughly before rating.: e —
. -~

2. For each question compare your workers with ‘\vorkers-in,-gene'ral” in this job. That is, compare your
workers with other workers on this job that you have known. This is very important in small plants
where there are only a fey workers. We want the ratings to be based on the same standard in all the plants.

3. A suggested method is to rate all workers on one question at a time. The questions ask about different
sbilities of the workers. A worker may be good in one ability and poor in another: for example, a very
slow worker may be accurate. So rate all workers on the first question, then rate all workers on the second
question, and so on. . ) .

4. Practice ahd experience ﬁsually improve a worker’s skill. However, one worker with six months’ experience |
may be a better worker than another with six years’ experience. Don’t rate one worket as poorer than
another merely because of a lesser am‘ount\o\f experience: s . -

5. Rate the workers according to the work they have don¢ over a period of several weeks or months. Don’t
rate just on the basis of one “good” day, or one “bad ” day or some single incident. Think in terms of *
each worker’s usual or typical performance. - ‘ ‘ .

W\ Rate only the abilities listed on the rating shett. Do not let factors such as cooperativeness, ability to
t along with others, promptness and honesty influence your ratings. Although these aspects of a worker
are impartant, they are of no value for this study as a “yard®ick” against which to compare aptitude

test scores. -
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D A S . e ¢~ .
‘, . . ~ -
o ) .
. ’ =
\ - 13 = . !
*] NAME OF WORKER' (Pring . (Lest) (Firet)
. . N 4 . - P \) B ' -
. - . _~
SEX:  MALE FEMALE .\ \
. . . . ) e T
Company. Job Titlg>___- : _ - : &
How often do you see this worker ‘ How long have you worked wrth thiie worker?
'in 2 work sifuation? ' . a . }
| DI Al the ti o ) ) Under one month. - )
- [ Several times 2>day, , . Pt [ Ong, to two thonths. v
£ séveral times a2 week.* . ' by [ Three to five months. : -7
. » , * S
O Setdom. ., , . ’ (3 six months or more. - ~

A Howmuch can this worker getdone? (Worker s ability to make efficient use of time and to work it hrgh pes d)

(lf itjis possible to rate only the quantity of.work which a person can do on'this job as adequatg or inadequpte,
to indicate m:dequate and #4 to indicate “adequate.”) i /

[t

/ .
0o 1 qubie of -very Jow work output Can perform only at a\nlrrmatisfaictory pace. R \ » . ¢
0O 2 Capable of low work output. Can perform at a slow pace. ‘ . ) “
D 3. C:pable of fair work output. Can perform at an acceptabie pace* .
10 4. Capable of high work output. Can perform at 4 fist pace. o ’ . e
3 / 5. Capable of very lugh work output, Can perform at an unusualiy fut pace. . ’ )
1 . B & b . 4

B. How goorf? the quairty o’f}oek (Worker s abr]rty to do hrg,h grade work which meets quairty sund;ia's)

3 1. Performance is inferior and almost never meets minimum quairty standards. v . - R
O 2. Performanoe u usuglly acceptablebut somerbhat inferior in qhality. ' 5' ' i:
0O 3. Performanoe is acoeptabie but usually not superior in quality. ! . . ’ = 9
O 4 Performance is usually superior in qualrty - ) T ‘ oo v
) 5. Performance is almost always of the highest ouality. ’f' . -
1c. How accurate is the work? (Worker’s ability t6 avoid makr:ng mistakes) . o T
O 1. Makes very many mistakes. Wotk needs constant checking. T . _ % :
O ”2. Makes frequent..rnist:kes. Work rizeds more checking than is desirable. . L_,_ ’ . g

l:_i 3. Makes mistakes occasionally. Work needs only fiormal checking. .

) ‘T 4 Makes few mistakes. Work seldom needs cﬁ(cking. ?

0O s Rare.l).' [nakes a mistake. Work almost never needs checking. ’ '

Py

A




P

D. How much does the wotker know about the job? (Worker’s understanding of the principles, equipment, materials )
and methods that {mve to do directly or indirectly with the work.) .

2
. »

E71 1. Has very limited know]edge Does not know enough to do the job adequate]y
D 2 \has little mow]cdge Knows enough to get by ) ) N ) .
O 3.Has moderate amount of iknowledge: Knows enough to do farr wotk. ‘
D 4. Has broad knoV{ledge. Knows errough to do good _work. .
EJ 5. Has complete knowledge. NKno\ys__t'lTe job' thoroughly. -

- ’
. .,
- hd
N

E. How large )l vangiety of ]ob duties can the worker perform efF ciently? (Worker’s abrlrty to-handle several different
- operations. .

s -
£3 1. Cannot perform d‘:fferent Operatrons adequately. . . ’ ~ )

O .2.Can perform a limited numbcr of different operations efﬁcrcntly .- C L - . £ V.
0O, 3.Can pcrerrm several different operations with reasonable effi crency o .

O 4. Can perform many different pperat\rons efficiently. ) D . .

. 3 N

0O, s5.Can perform an ,Enusuzilly large variety of different operations efficiently.

‘F.  Considering all, the factors already rated, and only these-factors, hoW good is this workér" {(Worker’s all around

ability*t todo the job.) . . - Y
(J - 1. Performance jually not acceptable. . )
O 2. Performance somewhat inferior. ’ : . ! ~

R o .

O 3. A fairly proficient worker. . ° .
C! _ 4. Performance usually s'uperior. ) ' .
E.] 5. An unusually compc'tcnt worker. s o
Complete the following ONLY if the worker is no longer on the job. . - ' -

- . .- oo

G. What do you think is the reason this person left the job? (it is not necessary to show the official reason if you
feel that' there is another r&son as this form will not be shown to anybody in the company.)

. .
o

O 1. Fited becaus of inabilify to do thejob. , .
s

O 2. Quit, and I feel that it was because of difficulty dping the job.
(3« 3. Fired-or laid- off for reasons other than ability to ‘do the job (i.., absenteeism, reduction in, force).
F3 . K ¢ i

O 4. Quit, and I feel the reason‘for quitting was not related to ability to do the job.

-0 5. Quit or was promoted or reassigned because the worker had learned the job well and wanted to advance.

'. o ' = L4
'
%
RATED BY JATITLE ODATE
v . ] p— _—

4 . ‘\’ »
COMPANY OR ORGANIZATION - ‘" LOCATION (City. State, ZIP Code) A

' P

T (; »
"] o ..?




- APPENDIX &

Prooﬁ-Machine\Oberator (banking) 217.388

’ JOB DUTIES

Y

$-217R76

[ 4

*

/

Sorts, records, and proves records of bank transactions such as
checks, deposit slips, and withdrawal slips using full or 10- key

proof ‘machine. Prepares outgoing cash letters for mailing. Per-
forms other related clerlcal duties as requlired,
*0Operates proof machine to sort and record bank transactlons', -

Clears machine and checks tape supply. . Stacks batches of banking
transactions for feeding into mechanisM of proof machine. Reads .
bank name or designated.code number and dollar amount on the face
of each transaction. Feeds items into machine to be endorsed, en-
coded, recorded, and grouped by machine. Visually locates and
"depresses keys of proof machine to imprint values, to sort items
_Into various categories, and to record items and dollar amounts

. simultaneously on master control tape and individual-batch tapes.
... Observes panel lights to detect pockets_containing missorted
transactions. Manually removes.missorted items from pockets and
serteinto correct pockets. Observes opetration of .proof machine
to. dotect malfunctioning. Reports mijor malfunctions to super-
vfsor. Empties machine tompartments when the “light on the proof
machine indigates -the necessity of doing so and binds each batch
'of transactl with a rubber band

*Proves records‘of bank transactions.

i qorrects and records errors.
Prepares recapitulation sheets.

.
.

*Totals tapes and loca*es,

Attaches tapes to sorted batches and

-

Prepares outgoing cash letters: Prepares and places coptes of
cash letter form with bank transactions in enveiopes for @ailing.
Performs other retated clerical dutfes as required: " Micro¥iims
all items and proof machine -tapes after each packet has been
totaled. Prepares incoming cash letters., Processes bank credit
charges by typing appropriate .information from credit charge forms
and doing miscellanecus balancing. Acts as Teller by handling
mai] deposits and acknowledgnng receipt of each deposit.

*These duties were desngnated as critical because they must be ddne

compdtently if the job is to be performed in a satisfactory manner.
" Proof-Machine Operators spend about 95% of their working time per=
forming these duties.

. . . s ' N
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