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"ABSTEACT ; .
N BN The U.S. Department of-labor has ideantified 114
workerwt:aitLgféﬁps; into which all jobs can be placed on the basis
of the extent to which each job is inyolved with working with
information (Data), working with people (People),* and working with
tools, magh{hes, or materials (Things). Jobs grouped uhder this
system also reguire similar worker qualifications and temperament.-
The Guide describes the 114 groups under the same headings as the:
_Dpictionary of Occupational Titles (D.0.T.), Volume 2; but the
information, while essentially the same, has been re-written as a’
career planning -aid for students or others without specialized
training. The two-page format for each of the worker trait groups
consists of three sections: (1) identification, including examples of
workers im the group and . the level of their invelvement with data,
people, and things; (2) a description of the group, including the
work performed, gqualifications, helpful personalcharacteristics and
. experiences, and necessary training; (3) a gualifications profile for
-+ workers, including woérking conditions, training time required by
different jobs in the group, and a list of necessary, aptitudes; and
~ (4) additional information including cross-referencing with the
'D.0.7. All the qualifications are explained further in the guide's
appendixes. (AJ) '
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~ - - Preface’
. ‘ ) . : 0
This Guide For Exploring Careers. Throug/v Worker Traits has been. designed *for use in the Career
Decision-Making Program developed by the Appalachia Educational Laboratory {AEL). However, it has the
potential for much broader’use: Counselors interested in” helping students in educational ‘and vocationah
planning, teachers;interes’teéi in relating their subjgct matter area to- career fields or in planning class
activities related to career g/ievelopment, students and adults ‘seeking- occupational informetion — all will -
find it an excellept sourcg*of occupatiénalv-i‘riformation. This Guide may be used by itself, but wilt<have
maximum vafue when,used.in an organized program of careér. exploration and decision-making. ’

.
%

_ The AEL Careqr’Decision-Making-Program’s career information system has been structured. around the
“system provided-by the, Dictionary of Occupational Titles (DOT), Third Edition . Although the DOT .was
developed primarily for use by professionals in the U.S. Department of. Labor and other governmental

. agencies, it has been widely used by school counselors as an occupational information reference. The DDoT
* provides the most widely used system for tRe classification of occupational information; however, it was
not intendgd, either in-language or format, for 'igse with junior ar. senior high school students. The\Career
Decision-Making Program'materials utilize the DOT structure and content, but are written in a lang‘ age and
fbr'mat\“appropriate for student use. This Guide is a revision of the Wotker Trait Group-and A;ﬂ%endices
sectioris of the DOT, Volume 11" -~ ' ' ’ '

® N .

L4 e

Mrs. | Louise Lucas, Associate Educational Development Specialist in the Appalachid Educational
Laboratory’s Career Decision-Making Program, served as Senior Editor in producing the Guide . Mr. and Mrs.
John Odgers served as_outside consultants and editors. A special note’of credit gves to Appalachia Educa-

< tional Laboratory Diffusion Specialists Beward Morris, Ray Brack, and David Compton for editing, design,
" and production assistance. : il S . ’

; . . o - - . . « ¢ a

Hopefully, this Guide will assist today’s youth in the critical process of career exploration and decision”
.making, thus making it possible for them to become aw{a‘;re of and utilize their potential in seeking, identify-
ing, and pursuing rewarding careers. S ' i

DAVID W. WINEFORDNER, DIRECTOR

CAREER DECISION-MAKING PROGRAM .~ '
APPALACHIA EDUCATIONAL LABORATORY, INC. C s
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* Certainly the most i:'nportdnag task you facze as you plan for the future is that of gatting the backgroupd
necessary for wise carger planning. Achieying career success involves much more than getting and holding
~,job. It involves selecting a field of work that requires qualifications whieh you possess or can acquire. It
- involvés progressing from a beginning job «to higher level jobs-as you gain knowledge and experience. it
involves doing work that is satisfying to you and gives you an income which meets your needs. .

o

*

EY . v

-

- Fd

ﬁ‘. ._x' , . . L. A . . . ... i
 « Wise career planning is 1ot casy. It is a long process and involves many different decisions made over a
period’ of years, while you are in school and thtoughout your years of-employment..Beginning your plan- .
ning-now shguld increase your chances for a career which you will enjoy and i which you can be success-

ful. To be successful in career planmmipg, you must, seek to accomplish fhe following four ob]ectivés: PO

work — what it is like, the job opportunities that
the qualifications (knowledge, skills, and [Jer§onal
and how $kill development and work expertence

o First, learn as;much as possible about the world of

. may be open when you are ready for employment,

‘qualities) required by the jobs you are considering,

« can increase your opportunities for advance:nent. - e
Second, learn as much.as possible about yourself — your likes and di#ﬁkes, your strong points and

weaknesses, your vocatignal interests, your values and standards, and the.types of things you gan learn.
or do best. ) . ~ ; oo

L . :a

=~

Third, -develop athe ability to make sound edycational and vocational -—(jecisionS, based on self-
understanding. and on your knowledge of the world ©f work, including related educational oppor-
tunities and requirements. You will probably. modify your plans a number of times as you gain more

knowledge about yourself and about opp’o.rthﬂiiﬁas open to you. o )

L n

Finally, make your own career decisions and accept the responsibility for making them. No one else
should be permitted to make such important decisions for you, although others may help you get the
necessary background for decision-making. These include your parents, teachers, counselors, ard many
interestec others. S
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‘GUIDE ‘FOR EXPLORING CAREERS THROUGH WORKER TRAITS: What is it and how can it help

you? : N _

Career exploration and decision-making programs, such as the one of which this Guide 'is-a part, are

t -

available to help both youtt and-adults to achieve these important objectives. This Gu/ide has been prepared - -

- to help you achieve the first of the oT)jectives - 10 Iearn as much as possible about the world of work.,
Vi

‘Did you know that there are over 21 ,000 different occupatlons in which people in the United States earn’
their living? All of these occupations are descrlbe;d in the 1965 edition of the Dictionary of Occupational .
, Titles {DOT )published by the U.S. Department of Labor. Almost a third of these jobs did not exist when_,

- the previous edition-of the Dictionary.was published in 1949.

~

- . Dxcmonary -
" oF

Occupational - -
Titles i ’

For anyone.to consider evesy ]Ob Ilsted in the DOT when planning ah:s career is an |mp0551ble task.
< Fortunatel_\b this is. not necessary, since jobs ¢an be grouped in several dlfferent ways to help those who
“Want to learn more about them: The DOT uses three different methods for grOUpmg occupatlons

< 1. By products or services prov1ded and processes or materlals used (lndustrlal Arrangement)

2 By type of work performed (Occupatlonal Arrangement) .

- 3. By workLer qual.lflcatlons required (Wcrker Trait Arrangement).

. This Guide explains the third method, which organizes jobs into groups which require similar worker
qualrf lor$s. .These are called Worker Trait Groups. The U.S, Department of Labor has identified 114
Work®&r Trait- Groups, into which all jobs can be placed on the basis of the extent to which each job is
involved with Data {working with mfor:matlon) People {working with people) and Things' (workmg with

. tools, machines, or materials). Jobs grouped under this system also require similar worker qualifications,

\
such _as tra‘mmg tirtie, general educational development, interest, aptitude {ability to learn), and tempera- .

f" ment (ability to adjust to different working conditions).. Because of\this it is a good system to use tc
determine how well your personal characteristics match the requirements of career fields or specific jobs

- you may be considering. When using the Guide for this purpose, you should keep in mind that the level or "

amount of any qualification which is shown for a particular Worker Trait Group is the-amount required for
satrsfactory Or average performance Some successful workers in thls group will have higher quahflcatlons
and some will have lower quahﬂcatnons than those shown

'y

2 . R -‘;.A ‘\‘
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The 114 Worker Traxt Groups whlch are- descrlbed in this Gurde are the same as those descr|bed in-
Volume 1 of the D/ct.ondry of Occupationat Titles . They are written in thelsam( form,. have the same
- headmgs andg contain essentrally the same information. However when the DOT was wrltten ‘it=wvas pre- ‘
, - pared for professional and technical use rather than for use by school studéiyts or othérs wrthout'spemahzed -
training, In order to make the information . contained in the DOT, Vqume i1, more useful to you, this \
Guide has been written in a form’ that makes it easier to read, t«understand and use in career planning.

L2y

. After you ‘become familiar wrtﬁ—he Worker Tralt ‘Groups and™ the—Tm‘ol’n'fa*fron‘coﬂ‘tarrrechn~t+=re~Ap~ P
pendices, you will find that theQ?u;de can be helpful to you in tHe,foHowmg ways: - =y o

ny

+ o Togain.a general Understandmg of the world of work. ‘ A

. BN K4 . -

Y 3., o To learn more about particular jobs i in which you may be interested. o

. . -

L

e To learn about other ]Ob which are srmrlar to pargicular ]ObS in thch you may be mterested .
L ~ - ¢ o
o To rdentrfy the Worker Trait Groups which relate to the things vou know about yourself such as your
. specxal interests and abll“tles or the type of work you want to"do o o "\
. . PA
) © To study and explore groups of ;obs s0 that you become famllrar wtth the requxrements of worke(s ;
and the recessary training and’ experlence you‘may. need. : ,

o . .. - . <

~ N \\ -t . N \ ' \\ .
' , N\
GUIDE FOR EXPLORING CAREERS THROUGH WORKER TR!—\ITS How is it orgamzed" R 3,

s -

. This Gurde describes the 114 Work°r Trait Groups which can be used for explormg or gathing an under- ‘

r . standing of the world of work, There gre two major sections in this Guide. In addition to the'Worker Trait =~ °

‘ Group descriptions, it contains e|ght Appendrces »The Appendlces add to the information contalned in .
certain sect;oos of the Worker Trart Groups - . : :

- " e

o . ¢ ~ . )
E > .

‘?1 - 9 o

" Worker Trait Groups o SR : oo
In orderto help you locate specrfrc information about career frelds each of the 114 Worker Trait Groups

descrrbed |s,wr|tten in exactly the same way. The following examples break one of the Worker Trait Group g

° descrlptlons into sections to heIp you understand their orgamzatron and. con’tent

-

I ldentification of the WorKer Trait Group,nsjuding: e ) ‘ ' N " _’
' T Tltle othlorker Trait Group

o - Brlef summary statement and examples of workers |n the groupp L
- Level of mvol\rement with Data People- Thlnos (Hrgh Average or Low)
v ' e ! i

3

. T Number of Worker Tralt Group
, 11, ‘

{
i - ! By |
. : . t Y A %
N | il
c‘ ) . . 1 . . N . o
- .‘ " Data-High . o
' ' )/ People-Low . b -

Things-j-ligb . e =

Art V‘« ork

o Ast work means to. use imagination and spemal‘rze thskill or talent to create a work of art or an artistic " -
effedt such as a picture, a design, or a statue. Exam&es of workers in this group are- Cartoonlst Clothes N
‘ DeS|gnnr I||ustrator, Painter, and Sculptor. . R

X




-l demde |f you should explore this ﬁeld

Description gf the group, including: R - .
? What you would do as a worker in‘this field ' . . .
T dualifications you would need D

3

Persona! characterrstlcs an ey neriences which mrght help you

e Preparation (training and expef‘ren’ce) you would need

\’\ ~ ' '
would you dmfn\h_CLUES FOR RELATING APPLI(‘ANTS AND REQUIRE-

MENTS ! What personal characteristics, or: experiences
might héip you declde if you should explore this field of ‘e
work?

thné fleld. you would expre

griginal ideas; feelmgs
F oods by creatmg pamtmgs dra

}qgs, statues, or other

. e .

'y working with your hands to make things. - .
® ,winning an award in an arts or crafts exhibit’

© drawing or sketching people, cars, animals, or other

- e
WORKER REQUIREMENTS - What quahfrcatlons viould TRAINING AND METHODS OF ENTRY ~ How can you
you need? prepare for this field of work and get started in it? T

To work in either commerclal or fine arts, you need to
recognize and appreciate beauty, as well as to have the
imagination to create new designs for pieces of art. To do
this, you would need to know how to combine colors and -

: hnes 1t would also be important for you to be able to see

A diploma from a two or three.year art theory and
practite programi of a"vocational school, art school, or
institute is uswally enough préparation for beginning jobs in
the commercial arts, You might find employment with
‘printing and publishing houses, advertising agencies, com-

?- !

III7

2 .

Listmg of the qualifications needed by workers in this group. On. the bottom of the first page
¢ under the ""Qualifications Pro‘ile” section you will-find nhe followlng , - “

.

o The kmds of workmg condmons to which workers in thrs group must adjlﬁrst

o The types of work actlvmes which workers in this group usually prefer \

Q,
CR

TEMPERAMENTS - The different kinds of working
ditichs or situations workers in this group must adjust t
inclJde ’ .

o Rating information by using per§onal judgment.
interpréting feelings, ideas, or facts from a personal
"Y point of view. )

o

INTERESTS = People have interests or préfereoces ‘or.

< certain types of work activities over others. Workers in this

group generally prefer | .
© Activities concerned with people and the commuant-
"cation of ideas - rather than — activities.cealing wnhc
- things and objects.

’

a The Iength of traming time required by.different jobs in this group

. © Activities of an wnusual,

indefinite nature which
require -creative imagination — rather than = activities -
of a routine, definite, orgamzed nature. it

SPECIFIC - VOCATIONAL PREPARATION - Dafferent
jobs require different amounts of specific vocational train-
ing. The fcllowing~statements show the range of time —
depending on the specific job — necessary. tézdevelop the
knowledge and skills required by this job grotp.

.
© Qver 6 months up to and including 1 year.
© Qver 2 years up to and including 4 years.
© QOver 4-years up to and including 10 years.

Iy

=
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On the top. of the second page you will finu: . @
¢ An explanatron and list of the aptitudes neded by workers in this group

“along with the percentage of the working populatron estlmated to have
those aptltudes

LY

tab

‘r ;g . , -
|

- x APTITUDES - The aptitudes listed below show the shaded areas has a higher ‘amount of- apmude than neces- ]
: -specific abilities you would need in order to pe-form tasks sary for average success and the portion that falls to the Teft 7

\ belonging to jobs in this field. The shaded parts of the chart does not have the necessary level of aptitude. Not all the | -~ ’

represent the portion of the total working populatlon that aptitudes listed -are important for every job within this )

has ‘the level of aptitude necéssary for avorags success.J he field, but some comblnatlon of them is essemlal for each -

portion of the populdtion that falls to the right of the job. o /
’ / - ) : ' ESTIMATED PORTION OF GENERAL WORKING [ ° N
A _ POPULATION WITH REQUIRED ABILITY '
o - ’ " Lower 1/3 " Middle 1/3 Up/pef'ils
. ; - o 2
- : : APTITUDES T 110% 23% T 34% 3% 1 10%

¥
G INTELLIGENCE: general learning abﬂuy, including being
able to foliow tnstructions, to reason and rnakegudgmenls and to
do weell in school.

V — VERBAL: ability to understand meenings of words and ideas,
and to oresant mformauon sffectivaly.

|
:
|
|
}
|
}

S . SPATIAL: ability to look at flat drawings or pictures and to
wsuahze {understand) how they would iook as solid objects with - |
height, width, and depth. .

P - FORM PERCEPTlON:;biﬁ(y to see detaii in objects or draw-
ings and to recogni}e shghr'dlfferences in shapes or shadings. |

K - MOTOR COORDlNATION ability to coordinate the use of
eyes and hands or tingers rapidly and accurately to perform a task. . |

"F - FINGER DEXTERITY: ability to move finge'rs and to handle
small objecrs rapidly and.accuara(ely. |

- - — l

Y e ’ M MANUAL DEXTE RITY: nblluy to work easily and sklllfully )
’ ) with the hands. B T
. T i -
o & - COLOR . DISCRIMINATION: ability to recagnize fikenesses - | [«
- K “and:-differances in colors and shades, to identify or match specific R .
colars, and to selact color combinations whrch 40 wsM (oguher : [ ) ! - N
A P
e ) . . 2
< o .

2 PR

All of these qualifications are quy explained in separate Appendlx sectmns of the Gurde Tempera-
ments (Appendix D), Interests (Appendlx E), Specific Vocatlonal Preparatlon (Appendlx F), and "
Ap‘utudes (Appendrx G).

e

. ¢ S “I.. » " M < o
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¢ Q _ | . » - s . ‘(-‘A o . | ) ‘
B L M - - . JE I o . . s .




V. Additional. worker quahflcatlons which must be considered are: (1) the general "educational
development requrr,ed (2) the physical abilities needed to meet physical demands of the'job, and
(3} the level aT/WhICh a-worker is involved with Data, People, and Things This information is
discussed in-the sections under ““Other Informatlon and is further explained in the Appendix =
. sections= General Educational Development (Appendix A), Physical Demands (Appendix B), and
e Data People Thmgs {Appendix C). .
- ”Other Information” also mcludes references to sources of |nformat|on whrch can be found (1) in-
e »""other ‘Worker Trait Groups in this Guide which are related to the one you are study:ng, and (2} in other
el publications. On the bottom of the second page you will find: '

o The level of generaI educatconal development you would need : : . .

~

o “The physical ability you would have to possess

®
v

. 1~ @ The level at whlch you would have to work with Data (Informatron)
: People, and Thmgs (tools machines, and matenals)

» .

Related groups of jobs described in this Guide

Sources of additional information

RELATED GROUPS OF JOBS—Other Worker Trait
Groups related to this Worker Trait Group include: 4 .

. GENERAL|EDUCATIONAL DEVELOPMENT (GED) )
B . The -followlng numbers indicate the estimated levels o
: GED a worker should have for average performance in jobs
belonging t$ this gloup. Specific information about GED
may be foudd in Appendix A. .
GED Le*l(s): 5 - -

2 Decorating and Art Work
-3 Photography and Motion Picture. Carnera Work . .
56 . Drafting and Related Work -, . ) . H .
5 Artistjc Restoration,"Decoration, and Related Work - - -
1 Instrugtive Work, Fine Arts, Theater, Music, and .

; * R Es . \
PHYSICAL DEMARIDE - The following letters and num-
bers represent those physical activities required of workers

in jobs belonging this group. Specific information for & Related Fields P S -
defining Physical Demands may be found in Appendix B. ADDITIONAL INFORMATION — You can find out more
Physical Deman s L 4 6 N about jobs belonging to this grolp in the Occupational Out-

look Handbook, the occupational information files in your

PAFulToxt Provided by ERIC

. . ) §
. DATA-PEOPLE-THINGS (D-P-T) — The following three-

digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s): .081

. ¢

Copyright © 1972, Appalachia Edumtidnal Laboratory, Inc.
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, school, and frorn other sources. A list of jobs belonging to

_ . this group can be found followmg the Worker Trait Group

description in Volume !l, Dictionary of QOccupational Titles
{DOT}, Third Edition, page 232. Volume { of the DOT lists
these jobs in alphabetical order and glves further lnforma
tion.
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Appendices o &

Seven of the Appendicevs give information that explain the worker qualifications that are referred to in
the descriptions of the Worker Trait Groups. These are: ‘ ‘

e Appendix A~ General Educationalﬂevelo;‘qme;lt
o Appendix B Physical Demands
o Appendix C  Data-People-Things Hierarchies

o Appendix D Temperaments

©

Appendix E  Interests R o L

"Appendix F - Specific Vocational Preparation

]

L0,

Appendix G  Aptitudes
' ¢

, .You should study each Appendix so that you become familiar with all of the types of'workér'qualifica- )
tions. This will help you to understand the qualifications required by the jobs within individual Worker
Trait Groups. : : : R

Appendix H, How to U:;é the Dictionary of Occupational Titles (DQT), describes how. you can use
Volumes | and Il to idéntify jobs belonging to each WTG, and how you can locate short destriptions of
these jobs. B o '




WORKER TRAIT GROUPS
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WORK PERFORMED — What would you do as a worker in
this field? -

Woik in this field involves helping others to develop the
knowledge, skills, and understandings necessary to work in
an art form such as music, drama, dance, painting, or sculp-
ture. Instruction given in this field may be either general or
specific. - L : .

Genetal instruction would involve giving your students
background information about an art form, including its
history and the basic skills or techniques involved. i
specific instruction, you would apply your personal point
of view, your artistic skills, and your teaching ability to

_help students develop their creative or performirig skills.

 WORKER REQUIREMENTS — What qualifications would

you need? . .

> Success in this field of work would require you to: (1)
develop knowledge and skills in the area to be .taught; (2)
gain the necessary training in teaching techniques; (3) be
able to answer questions and plan-organized programs of
instruction: (4) have the ability to see details; (5) appreciate
the beauty found in art forms; (6) be creative in using your
imagination; (7) communicate ideas; (8). have a feeling for
form, color, and expression as they apply to a particular art
form: and (9) recognize and respect artistic talent in others.

i

Qualifications -Profile

TEM_PERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
: include :
1 Performing-a variety of duties which may often
change.

4 Directing, controlling, and planning an-entire activity *

or activities of others. N
5 Dealing with people in actual job duties\beyond
- giving and receiving instructions. N ; S

7 Influencing peogle’s opinions, attitudes, or judgrﬁ'éhts"

about ideas or things. . B
9 Rating information by using personal judgment.
X Interpreting feelings, ideas, or facts from a personal
z, point of view. ) :

INTERESTS — People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer ) )
5 Activities which bring recognition or appreciation by
El{llc others. * : -

Aruitoxt provided by Eic:

Instructive Work, Fine Ar‘rs_,ﬁ G A
‘Theater, Music, and Related Fields o

Instructive work, in this case, means to help others to gain the knowledge and skills required for working
with a particular form or method of creative expression (art). Fine arts is a term used to describe those
forms of art, such as painting and sculpturing, which
teresting objects. Examples of worKers:in this group are Art Teacher, Stage Director, Dramatic Coach,
Choreographer, Dancing !nstructor, and Music Teacher. ‘

are concerned ‘with the creation of beautiful or in-’

i

CLUES FOR RELATING APPLICANTS AND-REQUIRE-
MENTS — What personal characteristics, or experiences .

* might help you decide if you should explore this field of

work? . : L :

® success in high school, college, or private art courses
training in music or dance ’
‘participation in plays or recitals ™ .
liking to work with people :
skill in expressing ideds,in speaking

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in jt? .

. The area of instruction, such as dance, music, drama, or
fine arts, affects the type of training required as well as how
and where this training is received. ‘Graduation from a
callege or university with a degree jn an art ‘form might be
required. Another possible training method is the com-
pletion of a study program with either a private instructor,
or in a special setting, such as a playhouse, or a school of
art, music, dance, or drama. Experience gained through
working with local or summer theater groups, -either in
playing minor roles or working backstage, would be con-
sidered part of your training. Other valuable experiences
include successful participation in musical talent contests,

-and successful auditions (tryouts) for performances with
or.chestrps, theater groups, of dance companies. ) S

.

~

6. Activities concerned with people and the commuﬁi-
~cation of ideas. x .
- 8" Activities of an unusual, indefinite nature which
require creative imagination. N
SPECIFIC VOCATIONAL PREPARATION -— Different
jobs require different amounts of specific vocational train- .
ing. The following statements show the range of time —
. depending ‘on the specific job — necessary to develop the
knowledge and skills required by this job group.

7 Over 2,years up to and including 4 vears. .
g Over 4 years up to and including 10'years. .-
9 Over 10 years.

-




N
APTHTUDES — The aotitudes listed below show the
speci)lc abilities you would need in order to perform tasks

1 belofging to jobs in ‘this field. The shaded parts of the chart

represent the portion of the*total working population that
has the level of aptitude necessary for average success.. The
portion of the population that falls to the right of the.

4

“Aptitudes

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not ail the
aptltudes listed “are important for every job within this
field, but some comblnatlon of them |s essential for each
job, U °

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower°1 /3
10%!

Middle 1/3

G - ONTELLIGENCE general fearning ability, including being
. able to follow instructibns, to reasor-and make ;udgments .and to
N do weli in school.

23% - 34% . 23% -

*
.V\ VERBAL: ability to understand meanings of words and ideas,
dnh present {nformation effectively.

S — SPATIAL: ability to ook at flat drawmgs or pictures and to

height, width, and dept‘\

visualize (understand) how they would fook as ’sohd ob;ects wnth

* P — FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize stight differences in shapes or shadings.

(o COLOR DISCRIMINATION ablhty to recognize likenesses
and differences in colors and shades, to identify or match specific
co|ors and to sélect color combmatnons which go well together.

4 N * v

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicates the estimated levels of
GED a worker should have for average performance in iobs

‘belonging to :this group. Specific information about GED

may be found in Appendix A.
. GED Level(s) 5.6

PHYSICAL DEMANDS — The follewing letters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specific information for

defining Physical Demands may be found in Appendix B.
Phy5|cal Demands: S L 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s) 1028 o

Other Information .

*Different levels of color discrimination are

requnred by different jobs in thls group L

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this -Worker Trait Group include:

4 Art Work

44 High Schooaol, College University, and Related Educatlon
62 Creative Entertamment Work, N.E.C. -

63 Dramatics

66 Rhythmics

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your
school; and from other.sources. A list of jobs belonging to
this group can be found fallowing the Worker Trait Group
description in Volume I1, Dictionary of Ocgupational Titles -

(DQOT), Th,rd Edition, page 226. Volume |-of the DOT lists -

these jobs in alphabetlcal order and gives further informa-
‘tion.

1

o

Copyright © 1972; "Appalachia"Educational Laboratory, Inc.
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Decorating means to arrange or

. Decorator, and Advertising Display Designer.

o WORK PERFORMED - What would you doas a worker in
this field? ) )

If you select a career in this job group, you would be
concerned with planning and making artistic arrangements
of objects and materials, or with making decorative designs.
Jhese might be used for such purposes as to display cloth-
ing, improve the appearance of rooms in buildings and
houses, or create advertising displays or movie scenery.
Your work might include talking with customers to per-
suade them to use your services, or dealing with salesmen to
buy needed materials and supplies. You also might be in

. -charge of people working with you or for you in carrying
. out an assignment. ' ‘ T

i

~w  'WORKER REQUIREMENTS — What qualifications would
* " you need? | o
~To be a good decorator or designer you mast be aware
. of what is beautiful and pleasing to others. You would need
good judgment and skill in order to make the best possible
use of available space, materials, and color combinations in
a way that will be attractive to others. In addition, you
would need skill in using your arms, hands and fingers. .
Decorating and. art work also require being able to com-
municatg with people and influence their opinions. y
%

+

*

B : ‘\\ . A i - ’
TEMPERAMENTS — The different kinds of working con-

. ditions or situations workér{.\in this group must adjust to
include . )

N N . - .
4 Directing, controlling, and p]an_ning an entire activity
or activities of others. . ’
5 Dealing with people in actual job. duties beyond .
giving andreceiving instryctions. - \
7 Influencing: people's opinions, attitudes, orjudgments
about ideas’pr things. * -
Rating information by using personal judgment.\{
- g Interpreting feelings, ideas, or facts from a pérson
point of view. - Y

i

INTERESTS :— People have interésts or preferences for
certain types of work activities over others. Workers in this
graup generally prefer

3 Activities involving husiness contéct with people.

.

ERIC

Aruitoxt provided by Eic: 2
.

Decorating and Art Work

Das
by

: ' design something that arouses interest or attracts attention-and ‘s
pleasing to view. Examples of workers in .this group are Interior Designer and Decorator, Movie [Set

I

i
'
i

!

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What. personal characteristics or experiences

might help you decide if you should explore this field of
~work? : S .

e completing courses in art or sewing
® doing some type of art work such as designing posters
® sewing or making gifts, using your own ideas
® decorating your room at home, or a room for a party
® making a display for an exhibit
TRAINING AND METHODS OF ENTRY — How can you »
prepare for this field of work and get started in it? L
Graduation from a recognized art school or college is
usually réquired for a job in this field. Part-time training in.
su_gh subjects as fashion design, interiof decorating, and -
commercial art will sometimes be accepted in place of a
degree. Large organizations such as department stores or
advertising agencies offer special-training programs.

gy -

* Qualifications Profile -

.6 Activities concerned with people and ZHe communi-
~cation of ideas. . : o

. 8 Activities of an unusual, indefinite nature which
require creative imagination. : N

SPECIFIC 'VOCATIONAL PREPARATION"-—\Pifferent.
jobs require different amounts of specific vocational_train-
ing. The following statements show the range of time “1
depending op the specific job — necessary 6 develop the
knowledge and skills required by this job group.

7 Over 2 years up to apg-'including 4 years.
8 Over 4 years up to and including 10 years.

-
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"APTITUDES
specific, abilities you would need in order to perform tasks,
belonging to jobs in this field."The shaded parts of the chart’
represent the portion of the total working: "popuiation that;
has the level of aptitude necessary for average success. The'

— The aptitudes ‘listed below show the

-does not have the necessary level of aptitude. Not ali the

portion of the population. that falls ’cu the rlght of the

i
Shaded areas has a higher amount of ao‘titude than neces-
sary for average Success and the portion that falls to the left

aptitudes listed are important for every job within this
field, but some combination of them is essential for each .
job. :

ESTIMATED PORTION OF GENERAL WORKING
POPULATION’WITH REQUIRED ABILITY

5 .

I Lower 1/3

-10% ! 23%

. ; 1

w, & 7 T i

G -~ IMTELLIGENCE: general lgarning ability, including being [\
able to 12llow instructions, to reason and make judgments, and to L
do well in school.

Middie 1/3
34%

Upper 1/3
: 10%

'
i

APTITUDES ~ 23%

: s

V — VERBAL.: ability to understand meanings of words and ideas,
and to present information effectively.

- . : o

N — NUMERICAL: ability to perform arithmetical operations
quickly and accurately. -

S = SPATIAL.: ability to look at flat drawings o1 pictures and to
visualize {understand) how they would look as solid objects with
height, width, and depth.

P — FORM PERCEPTION: ability to see detail in dbjects or draw-
- ings and to recognize slight differences in shapes or shadings.

K — MOTOR COORDINATION: ability to coordinate the use of
eyes and hands pr fingers rapidly and accurately to perform a task.
PR .

F — FINGER DEXTERITY: ability to move fmgers and to handle
- small objects rapidly and accurately. «

«

”

M~ MANUAL DEXTERITY: ablhty to work €asily and skillfally
with the hands.

C + COLOR DISCRIMINATION: ability to recognize likenesses ‘ .o

n and «differences in colors and shades, to identify or.match specific "
colors, and to select color. combinations which go well together.
2

|
T
!
1
=
|
I
l
!
|
!
I
t
I
|
|
l
I
|
I
|
|
|

Other lnformatmn- R ,

v -~

GENERAL’ EDUCATIONAL DEVELOPMENT (GED) - RELATED. GROUPS OF JOBS. — Other Worker Trait - *

“ The following numbers indicate the ‘estimated levels of Groups re|afed ‘to this Worker Trait Group include:
GED a worker should have for average performance in jobs ~ * N
.belonging to this group, Specific |nformat|on abqut GEDP 3 Photoqraphy and Motion Picture Camera Work i
may be found incAppendix_A. 4 Art Work! ' .

GED Level(s). .5 Artistic Restoration, Decoration, and Related Work
37 Craftsmanship and Reiated Work - e
+56 Drafting and Related Work ' '

ADDITIONAL INFORMATION You can find out more "~
about jobs belonging to this group in the Occupational Out;
look Handbook, the occupational information files in your:
school, and from other sources. A list of jobs belcnging to
this group can be found following the Worker Trait Group

PHYSICAL DEMARNDS — The following Ietters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specific-informatian for

. defining Physical Deménds may be found in Appendix B.

~ . . Physical Demands: § L 4 5 6

- . ’ {
DATA-PEOPLE-THINGS (D-P-T) —‘The following three-
digit codes rep'resent the highest levels of worker involve- description in Vorume i, letlonary of Occupatlonal Titles .
ment with data, people, and things required by jobs belong: (DOT), Third Edition, page 228. Volume I 'of thé DOT lists
ing to this group. Specific information defining the Data- ~ - . these jobs in_ alphabetical order and gives further ln‘forma-

People-Things codes may be found in Appendlx c. E'OFI‘ )
D-P-T Code(s): .031 .051 087 o . L T
E \[C R ~ Copyright © 1872, Appalachia Educational Laboratory, inc. Co v ..
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'Camera Work

" .
-

Photography and Motion Picture - ¢ TR

Kl

-

~ N /"

Photography is the art of photojraphing people, objects, or materials with still or motion pi;‘:,tu?%
cameras. Examples of workers in this group are News, Portrait and Commercial Photographers 9;.1d/TeIe-

" vision and Movie Cameramen. ~

~

~

WORK PERFORMED — What would you do as a worker in
this field? _ -

In this field, your job would be to take pictures or make
movies of people and things. > =~ 1ight use a, stitl camera
or a mo‘ion picture camera. It . :* _.&d a television camera

. your work might be seen on .nany television screens at the
same time. An important part of photography involves ar-
ranging people or things in ways that make them look their
best in pictures. You would often need to think of special
ways to make a picture or'movie artisiis or attractive.

_WORKER RECQUIREMENTS — What qualifications would
you need? ) .

To be a professional photographer, you need the kind of
imagination that allows you to see a picture in you mind
before you take it with your camera. You should have a
sense of what will make a picfure attractive and know how,
to bring this out in your photography. These skills depend
upon having an eye for the colors, shapes, and arrangements
of things that are to be photographed. ’

Bécause jobs in this field often call for quick reactions,

your eyes and hands should be well coordinated {able to .

work together). Since you wquld be taking pictures of
- people or for people, you ought to be able to get along well
with them, : ' .

TEMPERAMENTS ~ The different kinds of working con-

- ditions or $ituations workers .in this group must adjust to
include ’ /

.9 Rating inférmation by using personéi jud/mentg '
.- X Interpreting feelings, ideas, or facts fr% a -personal
point of view. S o -
INTERESTS - People have interests or_?ég,g/references for
certain types of.work activities over others.'Workers in this
. group generally prefer

. ) . 3 " R
6 Activities concerned with people and the communi-

cation of ideas. :

.
Aruitoxt provided by Eic: "

ﬂualiﬁications Profile -

« e
L -
e
-

R

‘CLUES FOR RELATING APPLICANTS AND REQUI‘RE- ,
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? o ' '
e taking pictures and keeping an album, scrapbook, or
- slide collection
® being a photographer for the school paper or
yearbook ' .
® taking home movies
being a member of a camera club”
® collectilg examples of the work of famous photo-
graphers ' :

. TRAINING AND METHODS OF ENTRY — How can yE)q
prepare for this field of work and get started in it? - )
There are several ways you can become a photographer

or cameraman. Ong”is to take up photography or.camera

~work as a hobby; another is through experignce in school or

in. military service. College courses in photograph\ and
newspaper or magazine theory and practice provide excel-
lent training. Beginning photographers usually start with
simple assignments and work up to more complicated,
artistic ones. . ' \

9 Activities which are nonsocial and involve the use of
machines, processes, or methods.

SPECIFIC 'VOCATIONAL PREPARATION — Different
jobs require different amounts of specific vocational train.’
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

.

7 Ower 2 years up to and including 4 years.
'8 Over 4 years up to and including 1Q ye'ars.

4
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APTITUDES -~ The aptitudes listed below shoagv the.
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
| has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

/

shaded areas has a higher amount of. aptitude than neces-
sary for average success and the portion that falis to the left
does not have the nhecessary level of aptitude. Mot all the

.aptitudes listed are important for every job within this

field. but some combination of them is essential for each
job. s . - .

- ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY -

7 X -
Lower 1/3 Middle 1/3 . Upper 1/3
= = ” T
APTITUDES 10% " 23% 34% 23% t 10%
G - INTELLIGENCE general Iearmng ability, including being - | v
o able to follow instructions, to reason and make judgments, and to B

do well inschool. I
' +

S )\ SPATIAL. ability to look at flat drawings or pictures and to

visualize (understand) how they would look as solid ob]ec ts with

height, width, and depth.

P - FORM PERCEPTION: abHity\tofsee’ detail in objects or draw-
ings and to recognize slight differences in shapes or shadings.

—

K - MOTOR COORDINATION ability to coordmate the use of
eyes and hands or fingers rap|dly and accurater tq,ﬁperform a task.

F - FINGER DEXTERITY: ablllty to move fmgers and to handle
small objects rapidly and accurately.

M - MANUAL DEXTERITY ability to work eaery and skillfully
with the hands .

C —~ COLOR DISCRIMINATION: ablllty to recognize likenesses
and differences in colors and shades, to identify or match specific
colors, and to select color combinations which go well together.

| . Other Information o B .

GENERAL\“EDUCATIONAL‘ DEVELOPMENT (GED) -

"The followmg\ numbers indicate the’estimated Ievels of
GED a worker should have for average performance in jobs

belénging td this group Specific information about GED,

may be found in Append|x A. .
GED‘LeveI(s) . 4 .5 . C S

. ‘.

PHYSICAL DEMANDS ~ The following letters and num-
bers represent those physical activities required of workers

in jobs belonging to this group. Specnflc information for-

defining Physical Demands may be found ln Appendix B
Physscal Demands: l 4 5 6 °

. N e, @

k. @

DATA-PEOPLE-THINGS (Dl_,P-T) — The following three-

-"digit codes represent the highest levels of worker involve-

- .,ment with data, people, and things required by jobs belong-

~ing to this.group. Specific information defining, the Data-

. People-Things codes may be found in Append»x C.
OP-T Codel(s): ,062 .

Y

Q R o 3 : S
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RELATED GROUPS OF JOBS .— Other Worker Trait

‘Groups related to this! Worker Trait Group include:

2 Decoratlng and Art Work
4 Art Work - ‘ |
108 Motion Picture Pro;ectmg, Photographic Machine Work

and Related Activities
5° Artistic Restdration, Decoration, and Related Work

"

ADDITIONAL INFORMATION — You can find out more
,about jobs belonging to this group in the Occupational Out-

“Iook Handbook, the occupational infarmvation® file§ in your.

school, and from other sources. A list of jobs belonging to
this group can be found following the Worker. Trait Group .
description in Volume 1, Dictionary of Occupational Titles
{DOT), Third Edition, page 230. Yolume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

oF
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Ar’r Work - -

Art work means o use imagination and spec:allzed skill or talent to cteate a work of art or an artistic
effect such as a picture, a design, or a statue. Examples, of workers in this group are Cartoonist, Clothes
Designer, lllustrator, Painter, and Sculptor .

L N ) . 0

% ! ! R .
WORK PERFORMED What would you do as a worker in o working with your hands to make things
. this field? ‘ ® winning an award in an arts or crafts exhibit
: In this field, you would express original ideas, feelings, ® drawing or sketching people, cars, animals, or other ¢
and moods by creating paintings, drawings, statues, or other thlngs
. objects or designs. There are two broad types of art work: ® carving objects out of wood or stone, or moldlng_
° the fine arts and the commercial arts. - them from clay

The fine arts, lncludlng portrait and mural paintings, .. performlng some form of art viork as an‘active hobby
sculpturing, ceramic work, and mosaic work, are produced ' _
to express the feelings of the artist rather than at the order TRAINING AND METHODS OF ENTRY — How can you

of someone else. As a worker in the fine arts, you would be prepare for this field of work and get started in it?
free to choose your own materials and decide how you A diploma from a two or three-year art theory“and
want to use them. ) ‘practice program of a vocational school, art school, or
Commercial arts are concerned with makirig designs.’ institute-is usually enough preparation for beginning jobs in -
which must meet specified requirements for use in business - the commercial arts. You might find employment with.
and industry. As a commercial designer or artist you would | printing and publishing houses, advertising agencies, com-
perform your work or create designs to meet the require- #  mercfal art. studios, fashion design agencies, textile mills,
- ments of your employer. o ) jewelry companies, motion picture, studios, department

stores, or government agencies. With special ‘Ski(ls in letter-
WORKER: REQUIREMENTS — What qualifications would . ing, sketching, ar printing layout, you would find even

you need? , more oppé&rtunities for jobs in various industries. Advance-
To work in either commercial or fine- artq you need to ment in the commercial art field would come as you further
recogmze and appreciate beauty, as’ well as to have the develop artistic and technlcal skilts or take on supervisory
iragination to create new designs for pieces of art. To do= -~ responsibilities. -
this, you would need to know how to combine colors and . The bachelor of fine arts degree offered by art schools.
- lines. It would also be important for you to be able to see with a four-year program is usually considered evidence of”
slight differences in color, form, shape, and texture. Since preparation for -entry into fineé art work. Courses in, portrait
* jobs in this group require the use of brushes, pens, and hand. and “landscape painting, sculpture, history, and English *
tools, you should be able to use your arms, hands, and would be ‘ncluded in a fine arts education, but rnight not
f|ngers sk|||fu||y to paifit, draw, or-carve. be included in a commercial art program However, for the
B highly talented in fine drt work, college is not a necessity. «
CLUES FOR RELATING APPLICANTS AND REQUIRE: = Many people with talent for fine art work turn to one of
MENTS — What personal characteristics or experiences the commercial arts for a living or are self-employed. Those
, night help you decrde |f you should explore thls f|eld of - who are self-employed sell their work gither on their own
work? - . or through an art dealer.
v o o Quahflcatmns Profile
TEMPERAMENTS — The different kinds of working con- - 8 Activities of an unusual, indefinite nature which
ditions or. situations workers in this group must adjust to - require creative imagination. '
include ° .« - .

9 Rating, mformatnon by usmg personal judgment.. .
X lnterpretxng feellngs ideas, or facts from a personal
point of view.

" “SPECIFIC VOCATIONAL PREPARATION - Different
- _ jobs require different amounts-of specific vocational train-
“ing. The following statements show the rgnge of tlme”\.?:—
depending on the specific job — necessary to develop thé
" knowledge andskills required by this job group.

-

~ INTERESTS — People have interests or preferences for
- \certaln types of work activities over others. Workers in this

_group generatty-prefer : 5 Over 6 month§ up to and including 1 year.
6 Activities concerned wrthﬁeeople and the commurti- "7 Over 2 years up to and including 4 years.
dation of ideas. 8 OQver 4 years up to and mcludmg 10 years.
o ‘
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APTITUDES - The aptitudes listed below show the shaded areas -has a higher amount of aptitude than neces-
specific abilities you would need in order to perform tasks sary for average success and the portion that falls to the left
beionging to jobs in this field. The shaded parts,of the chart does not have the necessary level of aptitude. Not all the
represent the-portion of the total working population that aptitudes listed are important for every job within this
has'the leve! of aptltude necessary for average success. The field, but some combination of them |s essential for each
" portion of the populatlon that falls to the rlght of the ]ob

. . . . .
.0 ‘

ESTIMATED PORTION OF GENERAL WORKlNé -

- . / - , POPULATION WITH REQUIRED ABILITY | ™~
"’ | Lower 1/3 | . Middle 1/3 Upper 1/3
AP” TUDES —_— 0% 2% | . 3% 23% . 1 10%

e e

G INTELLIGENCE: general learning ability, including being
- able to follow instructions, to reason and make judgments, and to
do well in school.

|
}
V VERBAL abihity to understand meamngs of words and ideas, |
{

and to present information effectively. ’
S - SPATIAL. aﬂilny to ook .at flat drawings or pictures and to )
visualize (understand} how they would look as solid objects with | i
height, width, and depth. .
¢ |
, - ] |
P - FORM PERCEPTION- ability to see detail in cbjects or draw-
ings and to recognize slight differences in shapes-or shadings. - ’ '
. ) . .
N 1
4 K ~ MOTOR COORDINATION: ability fo coordinate the use of
eyes and hands or fingers rapldly and accurately to perform a lask I
‘ . |
F -- FINGER DEX¥TERITY: ability to move fingers and to handle
small objects rapidly and accura_tely. ‘ L
M -- MANUAL DEXTERITY: abllltv to work easllv and sklllfully
_ wnh the hands. ; |
. C - COLOR DISCRIMINATION: ablllty to recognize likenesses . [ ’
and differences in colors and shades, to icentify or match specific i ~
colors, and to select color combinations which gg; well together,, N I
) . .
> - ; . o s \
: | ~ ﬂther Infonnaﬁon . |
GENERAL EDUCATIONAL. DEVELOPMENT (GED) — ' RELATED GROUPS OF JOBS L. @ther Worker Tralt
The following numbers indicate the estimated levels of Croups relatec to thIS -Worker Tralt Group include:
GED .a worker should have for average performance in jobs
belonging ‘to this group. Specific’ mformatloﬂ about GED 2 Decoratmg and Art Work o
R may be found in Appendix A. - ‘ o 3 Photography and Motion Picture Camera Work
T GED Level(s): 5 4 coe ' ' 56 Drafting and Related Work .
. A . ' ' . 5 _ Artistic Restoration, Decoration, and Related Work
PHYSICAL DEMANDS — The foilowing letters and num-- 7 instructive Work, Fine Arts, Theater, Music, and
ber; represent those physical activities required of workers -, . Related Fiélds N .
. 4n” jobs belonging to this group. Specific information for ) :
defining Physical Demands may be found in Appendlx B. YADDITIONAL INFORMATION "You can find: out more
Physical Demands: s L 4~ 6 . - . about jobs belonging to thjs group in the Occupational Out-
o - Lo ) look Handbook, the occupatignal information files in your
‘QATA‘PEOPLE‘TH'NGS “?'P‘.') — The f°”°W‘“9 threg- “schoo!, and from other sources. A list of jobs belonging to
digit codes repréesent the highest levels of worker involve- this group can be found following the Worker Trait Group
ment with data, people, and things required by jobs belong- description in Volume 11, Dictionary of Occupational Titles
_ ing to this group. Specific information defining the Data" - (DOT}, Third Edition, page 232. Volume | of the DOT lists
People-Things codes may be found in ' Appendix C : : these jobs in alphabettcal order and gives further informa-
D-RT Code(s): .081 . . tien. . .
Al - . ’ B
" N ’ ’ Copyright © 1972, Appalachia Educational Laboratory, Inc.. %
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. Artistic Restoration; Decoration, ¢ . "~ -
ot o » — 2 ”‘ : ) ) ) . i oo
and Related Work ~ T

s ‘

, Artistic restoration means t0 bring an-art object, such as an old painting, back to its former or normal
~condition. Decoration and related work refers to creating or producing artistic effects or artistic products.
Examples of workers-in this group are Paintings Restorer, Decorator, Furniture Reproducer, C‘éke'Decora-
tor, T#» Hermist, and Museum Techpician. C ) . . '

.
Ry o

-,

.+ WORK PERF.ORMJED — What Wwould you do as a worker in CLUES FOR RELATING APPLICANTS AND REQUIRE-

“this field? X - MENTS -~ What personal characteristics or experiences
- In this field your job might be to arrange, decorate, re- _might help you decide if you should explore this field of
store or make things, using different objects and materials ~ work? . _ .
‘to produce an artistic effect or product.” You would i ’ ) ) - -
probably specialize in one area .of work using the skills, . . L. '

3 knowledge, and methods of. that particular area. For .. ® having hobbles requiring the use of plans, such as '
example, yod.might use your knowledge of art and its skills mot?el airplane building ‘ -
to restore g painting, to make .and/or arrange decorations ~© makKing or refinishing furniture ‘
for banquets or displays, to decorate cakes, or.to fashion " “® doing needlework such as quilting, needfepoint,

(design angl make) sample pieces of jewelry. You might use embroidery; or crocheting.
- a knowiledge of, history to arrange a museum ~display, a o £ ' i
knowledge of and skills in architecture to restore a building "~ » o - -
. or_a room, or a knowtledge of and skills in taxidermy to TRAINING AND METHODS OF ENTRY — How can you

» stuff and mount birds or animals. o prepare for this field of work and get started in it?.

. ¢ . - v s ' You can probably get the best training for begirniing
‘\lzyo?JRn}::ﬁ’ REQUIREMENTS - What qualifications would jobs in this group by attenditr:g a vocational (trade) school

or a high school offering courses in- woodworking, car-
‘pentry, and art design or crafts. Creative or artistic hobbies
such as painting, photography, ‘or ceramics also provide a -
useful background. Many, jobs in this group need highly
specialized skills which require one to four years of. on-
the-job training. :

To qualify for one of these jabs, you need to learn the
purposes and methods of the particular jod. You might also
need to acquire somg)knowledge' of such fields as art, his-
tory, architecture, or taxidermy. You should be able to’
imagine how differerit objects would look when arranged
together and you must be aware of differences in shape,
color, .and texture. You need to be good at working with
your hands as well as with your mind, as many of these jobs
require accuracy in following very-detailed plans.

Qualifications Profile T I

. TEMPERAMENTS — The different kinds of working con- 0 ..Activ'itiesk which bring ’pers‘ohal " satisfaction from

ditions or situations workers in this group must adjust to . ~working on or producing things.
include ) S : : " } ’

1 Performing a variety of .duties which. may often SPEECIFIC VOCATIONAL PREPARATICN — Different

change. " jobs require different amounts of $pecific vocational train-
g ‘Rating information by-using personal judgment. ing. The following statements show the range of time —
0 Rating information 'using standards that can be depending on the specific job — necessary to develop the
measured or checked. . - . knowledge and skills required by this job group.
. - » . . . B td
N Y \:l/:::;lgyng within :precise limits or'standards Cff ac 6 Over 1 year up to and including 2 years. .

7 Over 2 years up to and including 4 years.

INTERESTS — People have interests or preferences for -
certain types of work activities over others. Workers in this -
group generally prefer ) : s

9 Activities which are nonsocial and involve the.use of
mechines, processes, or methods.

ERIC
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APTIT . = -
speci”
belo:._

APT!TUDES

The aptitudes listed below show the
des you would need in order to perform tasks
_ 0 jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
5> has the level of aptitude necessary for average success. The
portion of the population that falls: to “the righ. of the

. . . .
shaded areas has a higher amount of -aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some: comblnatlon of them is essentlal for-each
job. . !

ESTIMATED PORTION OF GEMERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middle 1/3 Upper 1/3

10% 1 23% 23% | 10%

do well in schooi.

G~ INTELLIGEN(‘E general learning ablhty, mcludmg being
able to follow instructions, to reason and make judgments, and to

34%

a

and to present information effectively.

.V -- VERBAL.: ability to understand meanings of words and idea,

.

l
|
1
I
I

4 .

height, mdth*and depth

S — SPATIAL: ability to look at flat drawings or pictures and to
visualize {understand) how they would look as solld objects with

1
4
|
|
.
|
|

ings and to recognize slight differences in shapes or shadings.

P - FORM PERCEPTION: ability to see detail in_objects or draw-

i

t

K - MOTQR COORDINATION: ability to coprdinate the use of
eyes and hands or fingers rapidly and accurately to perform a.task.

\

* sma!l objects rapldly and accurately.”

. . F - CINGER DEXTERITV ability to move fmgers and to handie

AN

wnth the hands

* ™ - MANUAL DEXTERITY: abl!lty tu work easily and skillfully

»

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of

GED a'worker should have for average performance in jobs )

belonging to this group. Specific information” about GED
may be found in Appendix A. .
GED Level(s): 4 5 . . o .

14

PHYbICAL DEMANDS — The followmg letters and num-
bers represent those physical activities required of.workers
in jobs belonging to this group. Spec.ific. information for
defining Physical Demands may be found in Appendix B.

_ Physical Demands: L' M 4 6

E)

DATA-PEOPLE-THINGS (D-P-T) — The following three- -

digit codes represent the highest lgvels of worker involve-
ment with data, people, and things required by jobs belong-
'~ .ing to this group. Specific information defining the Data-~
People-Things codes may: be found-in Appendix ¢

B Othevr {information

RELATED GROUPS OfF JOBS .~ Other Worker Trait
Groups related to this Worker Trait Graup include:
4 A:tWork
2 Decorating and Art Work
37 Craftsmanship and Relateu Work
38. Pracision Workings
35 'Custummg, Tallorlng, and* Dr@ssmaklng

<

« ADDITIONAL INFORMATION You can find out more
_about jobs belonging to this group. in the Occupational Qut-

“16ok Handbook .the occupational information files in your

school,.and from other sources. A list of jobs belonging to”
this group can be found following the Worker Trait Group -

description in Volume 11, Dictionary of Occupational Titles

(DOT), Third Edition, page 234. Volume | of the DOT lists
! order and gives further informa- -

these jobs in alphabetice
tion. ; - :

e

q
. ~.D-P-TCode(s): 281 38 R , -t
) & R / . ) . . i o . - v . &: ‘.‘ - }
. . _Copyright © 1%,2‘, Appalachia Educational Laboratory, Inc. S .
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Administration means to manage or direct the activities of a business, organization, or branch of govern-

* ment. Examples of workers in this group are Fire .Chief, School Principal,

" Manager, and Police Chief.

WORK PERFORMED -- What would you do as a worker in
this field? P . : ’

As an administrator, you would develop and carry. out
rales, regulations, and methods for running an organization
or establishment. You might be responsible for planning
work that is to be done by others and for assigning work’
tasks to ‘different individuals- or groups. You would be

responsible -for scheduling activities -and makjné sure tasks

- -are compléted. You would also need to coordinate {ar-
" range) the work of all departments or sections of your
_ organizationsto help make it operate successfully.

[

WORKER REQUIREMENTS — What qualifications wouyld
you néed? . X . - B
To be a good administrator, you need the knowledge
_ and ability to develop, organize, plan,+and ‘carry out
methods of action and work activities. You must be able to
analyze (break down and study) problems ar.d develop
good solutions. People involved in administrative work need
to understand the methods and practices used in adminis-
tration and to choose the best method for handling a par-

ticular situation. It is important that they be able to adjust-

to new or ctanging conditions. As an administrator, you
~would need to be good with numbers because you would be
responsible for preparing or reviewing different kinds of

reports dealing with money, materials, or time schedules. .

You WQU‘dqﬁ'vSO be working with people, which would
‘require you' to be able to talk and work in a-way that would
* gain their confidenceand Q\xpport. '

N

o

TEMPERAMENTS — The different kinds-of working con-
ditipns or situations workers in this group must adjust to
_include _ v
1 Performing a variety’ of duties which may often
change. '

-4 Durecting, con*trolling, and planning an entire activity
i

< o ordctivitigs 0f dthers. . :
5°.Dealing w_i,tj);-;peop!e in actual job duties beyond
giving and recéiving instructions.- - ‘

9 Rating information by using personal iudg’ment.

INTERESTS - People have interests or preferences for

certain types of work activities over others. Workers in this

group generally prefer

2 Activities involving business  contact Wwith people:

“ing. The folloWwing statements show the range

School Superintendent, City

’

?
’

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal ,characteristics or experiences
might help you:decide if you should explore this field of
work? .

<

® serving as business manager of the school yearbook or
as class president or treasurer

e classes in business or government administration

® experience in organizing people.and activities

® success and advancement in lower level jobs in a
similar or related field

e production manager.of a school play

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started init? :

There is no ong "‘best way’’ to get into administrative
work. Most administrators are promoted into the job after
many years of experienge and having worked their way up
through the ranks of the organization. Such’ promotions
usually depend upon knowledge and work habits, plus the
ability to make sound judgments, organize work, and get
along with others. : ‘

Many organizations coriduct programs to train their own
administrators. College graduates, often with degrees in -
business administration, are hired to take part in such train-
ing programs. After completing this training, they are ready
to step into beginning admiifistrative positions.

N 3 T

Qualification Profile . -

v

5 Activities which briﬁg recognition ov appreciation by

S F others.

6 Activities concerned with
cation of ideas . :

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific vocational train-
ot time —
deper.ding on the specific job — necessary te develop the
knowledge and skills required by this job group.

people and'the communi-

8 Over 4 years up to'and including 10 years.
g Over'10 years. : '
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APTITUDES = The aptitudes listed below show the
specific abilities ybu would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
? portion of the popu'at:on that falls to the rlght of the

~ APTITUDES .

B 4 Yy
/ v

shaded areas-has a higher amount of aptitude than neces-

sary for average success and the portion that falls to the left-
does not have the necessary level of aptitude. Not all the -

. aptitudes listed are important for every job within this
field, but some combination of them is essential for 2ach
job. .

.

ESTIMATED PORTION OF GEVERAL WORKING
POPULATION WITH RECUIRED ABILITY

r.Lower1/3 Middle 1/3 l }Upper1/3

0% 2% | 3% | 23% 1 1ok

I — e

G ~ INTELLIGENCE:" genéral Iearmng ab}dy mcludmg being

able to follow instructions, to reason and ni4ke judgménts, and to
do well in school.

and to present information effectively.

V - VERBAL: ability to understand meanings of words and iﬁeas,

y, N .- NUMEBICAL ability to perform arithmetical operanons
quickly and accurately

Q - CLERICAL PERCEPTION ability to see details and to
. recognize errors in numbers, spelling, and punctuation in wrltten
materials, charts, or tables.

\"‘ "
“ Other information - , o
GENERAL EDUCATIONAL DEVELOPMENT (GED) — RELATED GROUPS OF JOBS — Other Worker Trait
" The following numbers indicate the estimated levels of Groups related to this Worker Trait Group include:
- GED a worker should have for average performance in jobs - S . _
belonging to this group. Specific information about GED 13 Accf’unt'ngf.A}ld'tlng, and Related Work
may be found in Appendix A. ’ 8 Business Training
GED Level(s): 5 ¢ 11 Consultative and Business Services
: : I 3 7 Contract Negot;atlng and Related Work
he . : : . : 10 Managerial Work
' PHYSICAL DEMANDS — The following letters and num- :
bers represent those physical activities required of workers ADDITIONAL INFORMATION — You can find out more
in jobs belonging to this group. Specific information far about jobs belonging to this group in the Occupational Out-
defining Physical Demands-may be found in Appendix B. look Handbook, the occupational information files in your
_ Physical Demands: ¢ | 5 school, and from other sources. A list of jobs Helonging to
- . this group can be found following the Worker Trait Group
g : . . description in Volume 11, Dictionary of Occupational Titles
DATA-PEOPLE-THINGS (D-P-T) — The following threel (DO¥), Third Edition, page 237. Volume | of the DOT fists
digit codes represent the highest levels of worker involve ! these .jobs in alphabetlcal order and gives further informa-
ment with data, people, and things required by jobs belong tion. ‘ -
ing to this group. Specific information defining the Data
People-Things codes may be found in Appendix C.
D:P-T Code(s): 118 .168
, | ‘ P
- 1
L
[ M © \ \\
. \ .
- o Copyright © 1972, -Appalachia Educational Laboratory, Inc.
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"Contract Negotiating
and Related Work

-

1

A contract is a legal document in which two or more people a"’g;ree on such things as working conditions

or the amount:to be paid for doing a job. Negotiating is the process of bargaining to get the best possible
contract for the pedple or company you represent (your clients). Examples of workers in this group are
Lobbyist, _Boqk?ng Agent, Literary Agent, and Business -Agent. T

T

‘WORK PERFORMED —What would you do as.a worker in
this field?

As a contract negotiator, you would serve as a represen-
tative or go-between for a person, group, or organization
wishing t. draw up a contract with another pefson, group,
or organization. Your job would be to present your client’s
point of view and get him the best agreement possible when
drawing dp a contract for products, property, or services’
For example, you might represent a writer who wants to
sell his writings to a publishing company. Other jobs in this
group might require you to ‘“lobby,” which is the act of
persuading law makers to.vote for.laws which will help your
client, and to vote against laws which he opposes.

WORKER REQUIREMENTS — What qualifications would
you need?

In jobs of this kind,"you must like working with people.
You must know how to-talk and argue in a way that con-
vinces people; to do this; you need to be able to judge how
others féel, what they think, and how they might react to
what you say and do. In order to work with legal docu-

- ments you must understand contract and property laws, as
well as legal and insurance language. '

ﬂuaiiﬁtatinns Profile

TEMPERAMENTS ~ The differentkinds of working con-

ditions- or situations werkers in this group must adjust to

include ~

1 Perfarming a variety of duties which may often
change. - ,
4 Direcung, controlling; and planning an entire activity
or activities of others. ’
-+ 5 .Dealing with people in actual job duties beyond
giving and receiving instructions.‘

7 Influencing people’s opinions, attitudes, or judgments

about ideas or things. :

g Rating information by using personal judgment.
INTERESTS - People have interests or preferences for
certain types of work activities aver others. Workers in this
group generally prefer )

< 2 Activitiesrinvolving business contact with people.

. “

CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristics or experiencgs
might help you decide if you should exptore this field of -

work? 2
® speaking before groups ‘
® being on a debate team:in school
®’ serving as class, club, or group officer

3

TRAINING AND METHODS OF ENTRY — How can you
prepare for this fiejd of work and get started in it?
You would not usually go into this field right after

~finishing your education. Most people enter it only after

they have had considerable-experience in a field of work

. such as law, business, sales, or manufacturing. ‘Empldyers .

usually prefer a degree in law, but sometimes a degree in
business or !iberal arts is accepted. Successful personal con-
tacts with people in your special field and a detailed knowl-
edge of the work you tepresent are important keys to your
success in this type of work. Qnly after you have had con-
siderable experience in this work would you be expected to’
work completely on your own.

3

§ Activities which bring recognition or appreciation by

- others. -

6 Activities concerned with people and the communi-
cation -of ideas. .

SPECIFIC VOCAT!ONAL PREPARATION — Different
jobs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develon the
knowledge and skills required by this job group.

6 Qver 1 year up to'and including 2 years:
7 Over 2 years up to and including 4 years.
g Over 4 years up to and including 10 years.

-




APTITUDES

R

The aptitudes ilisted below show the
specific abilities you would need in order to perform tasks:
belonging*to jnbs in this field. The shaded parts of the chart
represent the portion of the total working population that

‘has the level of aptitude necessary for average success. The

portion of the populatlon that falls to. the rlght of the

‘APTITUD'ES

shaded areas has a higher amount of aptitude than neces-
sary for averagé success and the portion that falls to the left
does not have the’ necessary level ot aptitude. Not all the
aptitudes listed are important for every job within this
field, but some comb-natlon of tHem is essentlal for each
job.

< .

-

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Middle 1/3..
34%

Lower 1/3
10% 23%

Upper 1/3
23% 1 10%

rd
G INTELLIGENCE " general learning ablhty, lnCIudmg being
able to follow Instructions, to reason and make 1udgments, end to

do well in school 1

L3

LY ks

) V — VERBAL: ablhty to understand meanings of words and ldeas
and to present information effectively.

|
]
|
]
T
|

Q - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelling, and punctuaticr: in written
materials, charts, or tables.

) 9 QOther Information

. GENERAL EDUCATIONAL DEVELOPMENT (GlED) -

The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs -
belonging to this group. Specific mformatlon about GED
may be found in Appendlx A.

GED Level(s): 5

PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers

-in jobs belonging to this group. Specific information for

defining Physical Demands may be found in Appendlx B.
Physical Demands: S L 4 5 o

DATA- PEOPLE THINGS (D-P-T) — “The following three-
digit codes represent the highest levels of warker involve-

ment with data, people, and things required by jobs belong-

ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

RELATED GROUPS OF JOBS — OQther Wor‘ker Trait‘
Groups related to this Worker Trait Group include :

6 Administration
11 Consultative and Business Services
Promotion and Publicity
Purchase and Sales Work
Title and Contract Search and Analysis
* and.Related Work *

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-

look Handbook, the occupational information files in your

- school, and from other sources. A list of jobs belonging to

this group can be found. following the Worker Trait Group’
description in Volume I1; Dictionary of Occupational Titles
(DOT), Third Edition, page 239. Volume | of the DOT lists

these jobs |n alphabetical order and glves further informa-
'tlon \

D-P-T Code(s): .118 .168 .
W Copyright © 1972, Appalachia Educational Laboratory, Inc. ’.
Qo . . - o ‘
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Business Training

RGN

o

Business training means to introduce new employees to the functions, purposes, and goals of ihe employ-
ing business or company. This introduction helps new employees to become better qualified to. work for

their company. Examples of workers in this group are Chief Airline Stewardess and Telephone Contract

Clerkarajning Supervisor.

WORK PERFORMED — Whatwould you do as a worker in
this field? ) : o . .

In this field you would train and instruct new employees
of a company or business. You would explain to them how
the ~company is organized, how it operates, ‘and what
policies and regulations they are expected to follow. You
would explain any special terms or words that are used in
the business or company and you might also give instruc-
tions on dealing effectively with customers. -

WORKER REQUIREMENTS — What quatifications would
you need? . )

To work in this field you should have an interest in
working with people as well as with ideas and information.

<

Since the communication of idgas would be your-main task -

_as a business training worker, you should be able to express

““yourself well in speaking and writing. After you have
obtained the background knowledge for instructing new
employees, it would be necessary to organize what you
know in order to plan training sessions and to answer ques-
tions. .

-

TEMPLRAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
include ) . -
1 Performing a variety of duties which may often
change. S
4 Directing, controlling, and planning an entire activity
" or activities of others.
" 5 Dealing with people in actual job duties beyond
givipg and receiving instructions.
9 Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked.

INTERESTS — People have interests or pr‘é.ferences for~
certain types of work activities over others. Workers in this
grou’p generafly prefer

2 Activities involving business contact with people.

ERIC .

[AFo e rovded o v . . s

Qualiﬁc‘aﬁons Profile.

=%
5 "
CLUES.FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? ‘

® speaking before groups
® being around peop!é and working with them

¢ instructing your friéhds on the rules of new games

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

To get a business training job, you must be familiar with.
the management rules and operating methods of a com-

“pany. Knowledge of this kind is usually gained through

related work experience with the company, particularly by 1
working in a department responsible for dealing with em- :
ployees. A good basic background for jobs in this field
includes college-leve!l business, courses, " especially those
dealing with employee relations, and classes in modern
teaching methods, including practice teaching.

o

P

% Activities which bring recognition or appreciation by
others. ‘ . e

6 Activities concerned with people and the communi-
cation of ideas. :

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts’ of specific vocational train-
ing. The following statements show the range of time -
depending on the specific job — necessary to develop- the
knowledge and skills required by this job group.

€ Over 1 year up to and including 2 years.
7 Over 2 years up to and including 4 years.
8 Over 4 years up to and including 10 years.




o APTITUDES - The aptitudes listed below show the
. * specific abilities you WC“GIG rieed in order to perform tasks
© . | belonging to jobs in this field. The shaded parts of the chart
représent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to.the right of the

§,‘Ei'aded areas-has a higher amount of aptitude than neces-

- sary for average succes§ and the partion that falls to the left

does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this

-field, - but some combmatlon of them is essential for each

job.

ESTIMATED PORTION OF GENERAL WORKINGE .
POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middie 1/3 Upper 1/3
. 4 : M . T
APTITUDES 10% ! 23% - 34% 23%. 1 10%
G - INTELLIGENCE: general learning ability, including being ! e
able to follow instructions, to reason and make judgments, and to ' ’
do well in school.
: 1
N T
-V — VERBAL,; ability to understand meanings of words and ideas, . l
and to present information effectively.
— . +
N - NUMERICAL abmty to perform arlthmetlcal operat]ons I
quickly and accurately. R
Q —~ CLERICAL PERCEPTION: abiity to see details and to i
recognize errors in numbers, spelling, and punctuatlon in written Ef
materials, charts or tables .

‘GENERAL EDUCATIONAL DEVELOPMENT {GED) —
The following number indicates the estimated levels- of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
« may be found in Appendix A.
- GED Levells): 3 4 5

Qo

PHYSICAL DEMANDS — The following letters and num-

- bers represent those physical activities required of workers

in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B.

Physical Demands: § L ™M 2 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following: three-
digit codes represent the highest tevels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defmlng the Data-
People-Things codes may be found in Appendix C.

D-P-T Codé(s): .228

Other Information .

PELATED GROUPS OF JOBS‘ —. QOther Worker Trait
.Groups related to- this Woerker Trait Group include:

41 Industrial Training
A48 Training Services
| . )

ADDITIONAL INFORMATION — You can find out more

about jobs belonging to this group in the Occupational Out:.

look Handbook, the occupational information files in your

school, and from other sources. A list of jobs belonging to

this group can be found following the Worker. Trait Group

description in Volume i1, Dictionary of Occupational Titles

{DOT), Third Edition, page 241- Volume | of the DOT lists
. these jobs in alphabetical order and gives further informa-

tion.

\\)

.

ERIC
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| .Supervi$ory(Wprk

B Clericvqll, Sales, and Related Activities

&

o

. Supervising means to be in charge and to éirect the work of others. Examples of workers in this gr'oup'“
‘are Head Teller (in a bank), Chief Payroll Clerk, Typing Section Chief, Stock Supervisor, and ,‘.Receiving and

Shipping Foreman.

N

WORK PERFORMED — What would you do as a worker in’
this field? ' o .
Your responsibilities as a worker in this field would in-
clude planning and directing the activities of persons in-
volved in clerical, sales, or similar work. This would involve

_ scheduling workers® time, assigning their duties, .overseeing
work performed, and recommending changes. in work
mgthods. You might approve pers~iui checks for purchases

, by customers; make decisions concerning hiring, promoting;
or firing workers; or be responsible for accepting new mer-
ghandise. You might also keep records of such things as

* Safety weposit box rentals, jtems in stock, charges for
personal telephone calls, worker attendance, or worker As-

. signments. Some jobs might involve writing reports related
to the work being supervised. B

WORKER REQUIREMENTS — What qualifications would
you need? : ]
. To direct and supervise the work of others, you would
need: (1) knowledge of the tasks performed by the people
_you supervise and the ability’ to do them yourself; (2)
ability to plan and make assignments and to see that each
task is completed correctly and on time; {3) skill in writing
and speaking so that people you work .with ‘understand
your directions; (4) ability to recognizé'mistakes in written
material, tables of figures, price lists, inventories (records of

Qualifications Profile

“TEMPERAMENTS — The different kinds of working con- .

ditions or. situations workers in this group. must adjust to
include : -

4 Directing, controlling, and'planning an entire acfivity
or activities of others. .

5 Dealing with people in actual job “duties beyond -

giving and receiving instructions.

< .
INTERESTS — People have interests or references for
certain types of work activities over others. Workers in this
group generally prefer :
2 Activities involving business contact with people.
Q

ERIC .

PAruiitex: provided by ERiC +

goods ‘on hand),” and ‘timetables; (5) talent -for getting
people to work well, both by themselves and with others,
even when they have to do the same things over and over;
and (6) ability to train new employees.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
"might help you. decide if you should explore this field of
work? )

- @ serving as class, club, or group officer, or chairman of
a committee : i

® talking before groups of‘people

5

e directing the activities of others . .

-
S

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and gét started in it?"

Often, workers-in supervisory ‘positions start as clerks or |
salespersons and are promoted when they develop the
necessary work experience and supervisory skills. Some

. organizations require special training in supervison and -
some give specia! consideration to employees who complete*

courses such as salesmanship or business management.
; o .

M
< . '

5 Activities which bring recognition or appreciétion by
others.

SPE,C|F_]C VOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocationatl train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the

. knowledge and.skills required by this job group.

6 Over 1year up to and ineluding 2 years.
7 Cver 2 years up to and'iqduding 4 years.
8 Over 4 vears up to and including 10 years.

%
o




APTITUDES -

The "aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent .the portion of the total working population that
has the level of aptitude necessary for average success. The

-

shaded areas has a higher amount of aptitude than neces-
sary for average succes: and the portion that falls to the left
does not have the necessary level of aptitude. Not all the

' aptitudes listed are important for every ‘job within this

field, but some combination of them )s essential for each

portlon of the populatlon that falls to the right of the * job. o o

ESTIMATED PORTION OF GENERAL WORKING

.“ _ R - POPULATION WITH REQUIRED ABILITY ‘
| . Lower 1/3 Middle 1/3 |  Upper1/3
APTITUDES | '

0% 23% 34% . 23%
G INTELLIGENCE: g:meral learning ability, including being
able to follow instructions, to reason and make judgments, and tc .
do well in school. ‘

.

V - VERBAL: ability to understand meanings of words- and |deas
dnd to present mformatmn effectively. -

Q - CLERICAL PERCEPTION: ability to see details and to
. recognize errors in numbers spelling, and punctuatlon in wntten
- matermls charts, or tables. .

Other. Information S T

s

RELATED GROUPS OF .JOBS — Other Worker Trait
Groups®. related to this Worker Trait Group include:

10
95
97
24

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to-this group. Specific information about GED
may be found in Appendix A. _ o

GED Level(s) 4 5 o s

Managerial Work
Purchase and Sales Work -
Demonstration and Sales Work
Classifying, Filing, and Related Work .
_ PHYSICAL DEMANDS — The following Ietters and num-» , : . . :
bers represent those physical activities.required of workers
“in jobs belonging to this group. Specific |nformat|on for
- defining Physical Demands may be found-in Appendnx B. =
i : Physical Demands: S L 5 .

o, :
ADDITIONAL INFORMATION — You can find out moi€e
about jobs belonging to this group-in the’Occupational Out-
look Handbook, the occupational information files in your

- school, and from other sources. A list of jobs,belonging to
this group can be found following the Worker Trait Group
description in Volume |l; Dictionary of Occupational Titles
(DOT), Third Edition, page 243. Volume | of the DOT lists

DA'%TA PEOPLE-THINGS (D- PT) - The following three-
digit codes represent the highest levels of worker involve-
o ment with data, people, and things required by jobs beiong-
ing to this group. Specific information defining the Data-

these jobs in alpha etlcal order and gives further |nformd~
People-Things codes may be found in Appendix C. »tlon ) ’ R
D-PTT Codefs): 138 - N . . .
.\‘ |
W
Copyright © 19?2, Af)palachia Educational Laboratory, Inc. . ‘ \
Q . ’
3 e
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Managerial Work .~~~

A ) ’ £ -

. ) . L . ’
'M‘anagerial_work means to direct or‘conduct the work activities of a group of persons such as those in a
particular department of a'business, company, or other organization. Examples of workers in this group are
Dietitian, Librarian, Motion Picture Director, Advertising Manager, Funeral Director, Revenue Agent, Post-

master, and Farm Manager.

WORK PERFORMED — What would you do as a worker in
this field? . = . _ 4

Being in charge of a section or departrent of an organi-
zation would be your main task as a managerial worker.
You would be required to plan and ordanize activities of

" your department to make.sure that work is done properly.
In some jobs, you would be in charge of an entire orgahiza- -

tian that might be-part of a larger organization, such as a:
branch of a chain store. Other jobs in this group require
planning and operating a specific program or project.

WORKER REQUIREMENTS — What qualifications would
you need? -

Workers with managerial responsibilities need the skills
to. plan, start, and garry out schedules of work: This in-

volves understanding and knowing how to apply guidelines --

for getting work done quickly and effectively, In these jobs,

. you would need to be able to work with numbers because

you would analyze istudy) statistics (facts about people or

things which are shown by numbers). You might also keep

records of the things that have been -produced by your
department, or keep inventories (lists) of the items that.are
in stock or on the shelves at a particular time.

In directing the )work of others, you need to express

o \)our ideas clearly and understandably, and get along well

Q
E

Aruitoxt provided by Eic:

RIC

with people. It is also important for you to have leadership
qualities so that other workers trust and respect your
judgment and follow your directions.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What perspnal characteristics or experiences
might help you decide if you should explore this field of
work? “

® being in charge of ‘a committee or group in a team
effort’ :
e planning, and -organizing your work, hobbies,

and
spare time . .

* mfaking decisions based on your own judgment
e being president or treasurer of a club or group .-

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of worl and get started in it?

The most common way o get a managerial position is to ~
be, promoted through the ranks of the organization ‘where
you work. Sometimes, however, an organization looking for
new ideas, techniques {methods), or procedures might.hire

~ someone riot already employy'edvby them.

For positions with most large employers you would need
a college education, including courses on how to deal with
people, how to'run a business, how to buy and sell for a
profit, and how- a particular job is,done in special fields

. such- as farm management or advertising. As a new em-

ployee  you might take part in a management-trainee pro-
gram which combines special management classes with .
actual work expérience. u : .

[lu_alifir.atiuns° Profile ' .

TEMPERAMENTS — The different kinds of working con-

ditions or situations workers in this group must adjust-to

include o

1 Performing a variety of _duties which may often
change. ’ .

4 Directing, controlling, and planning an entire activity

" or activities of others.

5 Dealing with people in -actual job

" giving and receiving instructions.

9 Rating information by using personal judgment.

0 Rating information. using standards that can be
measured or checked.

‘duties beyond

INTERESTS — People have interests or preferences for
certain“types of work activities over others, Workers in this
group generally prefer : .

2 Activities involving business contact with people.

3

-

5 Activities which Bring recognition or appreciation by
others. "

4

. SPECIFIC VOCATIONAL PREPARATION — Different
. jobs require different amounts of specific vocational train--

ing. The foliowing statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skiils required by this job group.

6 Over 1 year up to and including 2 years.
7 Over.2 years up to and including 4 years.
g Over 4 years up to and including 10 years.
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v . APTITUISES "~ The aptitudes listed below" show the
' specific abilities you would need in order to perform tasks

represent the portion of the total working population that

has the level of aptitude necessary for average success. The
¢ portion of the population that falls to the sight of the

APTITUDES

shaded areas has a higher anfount of aptitude than neces-’
sary ‘for average success and the portion that falls to the left

belonging to jobs in this field. The shaded parts of the chart__ does ot have the necessary level of aptitude. Not all the.

aptitudes listed are important for every job within this
field, but some combination of them is essential fof each
job S~ .

~

>

ESTIMATED PORTION OF GENERAL WORKING
'POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middle 1/3 Upper 1/3

T

G - INTELLIGENCE: general Iearnlng ability, including being
able to follow instructions, to reason and make judgments and to
do well in school.

0% 23% Tae% | 23% | 10%

and to present information effectively.

V - VE RBAL: ability tq understand meanings of wards and ldeas ‘

N - NUMERICAL ability to perform arithmetical operanons
qulckly and accurately.

'

|

|

L

1 -
I

|

.

|

S - SPATIAL- ability to look at flat drawings or pictures and to
visualize {understand) how they would look as solid objects with
height, width, and depth.

I
I

7

Q - CLERICAL PERCEPTION: abu.lny 1o see details and to

materials, charts, or tables.

recognize errors in numbers, spelling, and punctuation in wrltten\

I

—_——

.GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific mformatlon about GED
may be found.in Appendix A. - ~.

GED Level(s): 4 & R : N

R |
> PHYSICAL DEMANDS — The following letters and num-"
- bers represent those physical activities required of workers.
in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B. '
Physical Demands: S L

DATA-PECPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data- . -
People-Things codés may be found in Appendix C.

D-P-T Code(s) 168"

x

ERIC
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h , . * Other Information

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Tralt Group include :

6 Administration
11 Consultative and Busmess Services

9 Supervisory Work {Clerical, Sales and Related Activities)

55 Engineering, Scientific, and Technical Coordination

fr.

_\»y

~ ADDITIONAL INFORIVIATION You can find out more

about - jobs belonging to 'this group in the Occupational Out- -
look Handbook, the occupational, information files in your *-

school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group

description in Volume |1, Dictionary of Occupational Titles

(DOT), Third Edition, page 245 Volume | of the DOT lists
these jobs in aIphabetlcaI order and gives further mforma-
tion. °

< t

|«
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Methods Examiner. *

WORK PERFORMED — What would you do as a worker in

». this field? . a _
As a worker in this -group, your. services would most
. likely be used by a business, company, or other organi-
zation as a part of its regular management program. How-
ever, your services might be needed when a businesg is plan-
ning a change in its operation or has problems concerning
_clerical, bookkeeping,: or money management methods
awvhich it cannot solve without outside help. When doing
- ° either of these tasks, you would first 'study the company.
and its drganization -carefully to determine existing prob-
lems and conditions: !n examining the business, you might
study how it is organized, how it spends its money, how it
keeps its records, or how it uses informpation, and then com-
pare your findings with proven, su cessful programs.of
management. You would make 'suggestions cn ways to im-

help make the recommended changes

you need?:
To be a good cohsultant, you
edge, of business organization and

ed a‘thoroudh knowl-
anagement. You must

tion from them, and you will need to be able to persuade
-them tosfollow your suggestions.
upon records and bookkeeping
skilled in working with numbers. |

ccounts, you must be
examining records and

By

TEMPERAMENTS — The different kinds of working con-
" ditions or situat'@ns workers in; this group must adjust to
include * i

-

1 Performing a variety of dutie§ which may often
change. -

“or act\ivities of others.

giving and receiving instructions, ‘

0 Rating information’ using standards that can be

measured or checked. " -

¥ INTERESTS — People have interests or preferences 'fpr

= certain types of work dctivities over others. Workers in this
-group generally prefer . o7

"2 Activitigs involving business contact with’ people.

ERIC
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 Consultative and Business Servjces - |

.prove conditions or solve exjsting propiems. You might also“

LN . : : ) . ‘.
WORKER REQUIREMENTS = Whit qualifications would

get along well with people because|you will need informa-

ince businesses depend -

- 4 Directing, c':"on;trolling, and planning an entire activity

§ Dealing with people in actuai job duties beyond

X

0

' Consultative work involves studying methods and procedures used and- then developing and recommend-
_ifiy ways to impiove a business or organizationi or particular program. Examples of workers in this group are
Budget Consultant, Loan Counselor,.Technical Service Manager, Clerical Technician, and Organization and

LW
acco'mnts *you must be alert,to any mistakes in the use of
«wprds or. nurhbers, for even’ the smallest error can upset
your findings and recommendations. Y ou must also keep in
mind“that each business, company, and organization is dif-
ferent and requires individual attention and recom-
mendations, . B

CLUES FO,B RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might_help you*decide if you should explore this field of
work? - . .

finding the best way to get a job done

o

°
+ ® liking to work with numbers ” .+ o _ ' ' .
® doingwell in math or Bobkkeeping courses "“'
. ° organiziﬁg activities of others '

r

TRAINING AND METHODS: OF, ENTRY — How can ydu
prepare for this field of work and get started init? .

A college degree in business administration is practically
a necessity if youfwant to be.employed in this field. Special
skills in math, such as accoUnting, will help you to gain
.gmployment since consultant firms generally prefer to hire
workers who have had -a great}ieal of successful experience
in a specific arga such as accounting. Some firms hire .

promising- college gradyates and, train them for this special

type of work. - o . 3

LA P

- A

', Qualifications Profile | o

‘9 Activities which are nonsocial and involve the use of

“machines, processes, or mefhods. = . ' L.

e 1

SPECIFIC VOCATIONAL, PREPARATION —7 Different .

jobs require different 'amounts of specific vocational train-
ing. TRe following,statemenits show the range of time —
depending on” the specific job™ necessary to develop the
knowledge and skills" required by this job group. * ¥ :

. . ! ; )

‘5 -Over 6 months up to arid including 1year ' ,
3 »~ - .,

7 Qver 2lyears up to and includl‘ng/4 years. 5{ .

» e. . ..3 "
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APTITUDES - The aptitudes listed _below show, the
specific abilities you would need in order to perform tasks.-
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
hgs the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

': . : .l 3 —}

- sary for average success and the portion tHat falls to the left

shaded areas has a higher. amount of aptitude -than neces- -

does .not have the necessary level .of aptitude. Not.all the
aptltudes listed are important for evary job within this
field, but some. combination of them is essential for each
]ob ) g .

ESTIMATED PORTION OF GENERAL WORKING |-
. POPULATION WITH REQUIRED ABILITY

- ' Q;

Lower 1/3 Middle 1/3 Upper 1/3
- - - T
APTITUDES 10% ! 23% | 34% 23%  +.10%
G INTELLIGENCE: generai learning ability, including being U
able to folléw instructions, to reason and make judgments, and to '
do well in school,
]
V - VERBAL: a’bllltv 1o understand meanings of words and ideas, '
and’to present information effectively, . ..
. . -
N - NUMERICAL abnlﬂv to perform arlthmeucal operations I
quickly and accurately.
- 7 . % .
CLERICAL PERCEPTIDN abitity to see details and to
recognize errors in numbers, spelling’, and punctuation in written |
materials, charts, or tables.
1

5

4
GENERAL £DUCATIONAL DEVELOPMENT (GED) —
The following numbers indifate the estimated. levels of .
GED a worker-should have for averagé performance-in jobs
, belonging to this group. Spectfac mformatlon about GED
may be found in Appendix‘A .
GED Level{s): 5

"PHYSICAL DEMANDS — The following letters and num-

bers represent those physical activities required of workers .

in jobs belonging to this group. Specific information for.-

defining Physical Demands may be found in Appendlx B.
Physical Demands S L 4 5 6 °

I

-

DATA-PEOPLE- THINGS {D-P-T) - The followmg three-

digit codes represent the Highest leve!s of warker involve-

ment with data, people, and things required by jobs belong-

ing . to' this group. Specific information defining the Data-

Peopie-Things codes may be found in Appendlx C.
D-P- T Code(s): 168 .268.

~
&

4
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RELATED GROUPS OF JOBS — Other Worker Trait
Groups. related to this Worker Trait Group include:

13 Accounting, Auditing, and Related Work -

7 Contract Negotiating and Related Work

6 :Administration ’

9 Supervisery Work (Clencal
Activities)

8 -Business Training

14 Title and Contract Search and Analysis .
and Related Work . *

Sales, and Related

i ”

ADDITIONAL INFORMATION — You can find out more
. about’jobs belonging to this group in the O¢cupational Out-
look Handbook, thg occupational information files in your.

- . school, and from other sources..A list of jobs belonging to

this group can be found following the Worker Trait Group
description in Volume !1, Dictionary of Occupational Titles
(DOT), Third Edition, page 248. Volume | of the DOT lists
these jobs.in alphabetlcal order and gsves further informa-
tion,

et '
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-_Interviewing, Information-Giving, - i
‘and Related Work vocational, = .

ER

Ky
N

¢ o

-,

WORK PERFORMED — What would you dg as a wBrker in
this field? , : -

As a worker in this field, you would interview people to

. collect information about them or ‘opinions they might

o have. You then might make decisions based on your find-

. ings andfor on other in_formatiori‘ you might-have. Some

» jobs in,this field would require you to provide information:

to help others urnderstand certain rufes and regulations,

such as those coneg\‘ming insurance, education, or housing.

WORKER REQUIREMENTS — What qualifications wouid
you need? Ry ' :

. lp this field you need to work and talk with all kinds of .~ :

people and be understood: by them..You need to be able to

put them at ease and gain their confidence and trust. Your

work worild also dea! with handling facts. You should be
" Kable to pick out errors in numbers or facts and to organize
% ¥ information as’‘questions are asked and answered during an
* interview. Before .making decisions you would - peed to
think things through carefully. to weigh the importance of
the information being considered. A combination of several

“ of these- skills would help you to be a godd worker in_this *

«  field. - '
.

o -

ﬂualificatinhs i’rofilp . .

i v

*TEMPERAMENTS — The difierent kinds of working con-
ditions or situations workers in this group must adjust to -
include e ¢ : o -
! 5 Dealing with people in actual job duties beyond«
.giving and receiving instructions. : "
‘9 Rating information by using personal judgment. .
INTERESTS — Péople have interests or prefererices for

. certain types of work activities over others. Workers in this
< group generally prefer : : ‘

v
2 Activities'involving business contact with people.

0

ERIC ’_ '
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Educational, and Related Activities | RS

-

lnjcerviev’i/ing means to talk with people-in order to collect certain facts, while information gfving means
to give people facts concerning specific matters. Examples of workers in this group are Movie Casting
Director, Personnel Recruiter, Survey Worker, Placement Officer, and Hospital-Irsurance Representative.

]

: bLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What perscnal characteristics or experiences

g_ might help you decide if you should explore this field of

work?

® working with people on a committee or in part-time
employment o ’ - S
® organizing facts for an oral report .
liking activities that require working with others
® having a neat appearance, poise, and . a pleasant
" personality .

TRAINING AND METHODS. OF ENTRY — How can you
prepare for this field of werk and get started in it?

Many.companies fil) their interviewing and,information-
. giving jobs with peorr:lf who already work. for them: On-the-
. jop” training  programs given by the employer add to the

knowledge and skills of the worker who is being promﬁ;gd.

However, a college education is becoming {ore and more
important for some jobs in thisyfield. A helpful background
for this work would be provided by colrses in employee )
management, business administration,applied psychology,
-and sociology. i -

o Q . ) ¢
.

) ; , o}

6 -Activities concerned with people and the ¢commuui-
cation of ideas. : : N
¢’ . h ) {
LSPECIFIC VOCATIONAL PREPARATION —. Different
jobs require diffgrent amounts of specific vocational;train-
ing. The foflowing statements show the range of time —

- depending on the specific job — necessary to devél_op the - -

knowledge and sKills required by this job gro‘up.
" 5§ Over 6 months up to and including 1 year.

7 Over 2 years up to and including 4 years. .

i

~
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below show the

APTITUDES - The aptitudes list
belonging to jobs in this field. The sha parts of the chart -
represent the partion of ‘the total working population that-

) - has the level of aptitude necessary for average success. The
¢ portion( of the population that falls to the right of the

APTITUDES

-specific abilities you would need in ofder to perform tasks . « sary for average success and the portion that-falls to the left

_ aptitudes listed are important for every . job within ‘this
" field, but some combination of them.is essential for each

Y

shadeq areas has a higher amount oL aptltude than neces-

does not have the necessary level of aptitude. Not all the

job.
ESTIMATED PORTlON OF GENERAL WORP&ING
POPULATION WITH REQUIRED ABILITY
. Lower 1/3 Middle 1/3 - Upper 1/3

0% ! 23% ' - 34% 23%

| 10%

G INTELLIGENCE: general learning ability, including being
able to follow instructons, to reason and make 1udgmems and to
do well in school.

V - VERBAL.: ability to understand tneanings of words and ideas,
and to present mformanon effectively.

R N NUMERICAL ability to perform arithmetical operat:ons
. quickly and accurately.

!

—

Q" - CLERICAL PERCEPTION: ability to see details and to
recognize errors in humbers, spglling, and punctuation in written
matenials, charts, or tables,

3 .

v

& - .

- GENERAL ‘EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated.levels of
a worker.should have for average performance in jobs
belonging to thig“group. pﬁtﬁr{formation_ about. GED

may beyfound i iv Appendix A
. GED Level(s): 5, 4

A
¢ . PHYSICAL DEMANDS — The following letters.and num-
bers Yepresent those physical activities requjred of workers
. in jobs belonging to this group. Specific information for
defining Physical Bemands may bk found in Appendix B.
"Physical Demands: §
. ,

.

» DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belohg-
ing to"this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

"D-P-T-Code(s): 168 268

] . . .

"ERIC

ther Information

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Tra|t Group include:

102 Customer Service Work, n.e.c. \, )
16 Information Gathering, Dispensing, Vern‘ymg,
. and Related Work

11 Consultative and Business Services

ADDITIONAL INFORMATION- — You can find out more
about jobs belonging to this group in the Ogcupational Out-
look Handhook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
thi{oroup can be found following the Worker Trait Group
description in Volume 1!, Dictionary of Occupational Titles
(DOT), Third Edition, page 250. Volumé | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

Copyright © 1972, qua]achia Educational Laboratory, Inc.
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‘Accounting, Auditing,
~and Related Work

Accounting is the process of maintaining accurate

/

. . . * .
. . . B . : C g

N . - ) ' . PP

business accounts and records by gathéring,. recording, .

“analyzing (studying) and interpreting (explaining) numerical and finaniial facts and figures. Auditing is the

process of examining and checking business accounts

to- determine their accuracy. Examples of workers in

this group are Accountant, Auditor, Bank Loan Officer, Assessor, and Appraiser.

“

WORK PERFORﬁ;IED — What would you do as a-worker in
this field? - . ‘ 4

As a worker in this field, you would apply the rules:and
methods of accounting, cost analysis {study of cost figures),
and statistical analysis - (study of production or financial
information) to such problems as money management and
guditing. Depending’ upon your particular job, you might’
set up-a special system of accounting, or estimate the cash
value of your employer's factory, machinery, stock, or
property. {This is called appraising the assets.) You might

_examine and give your professional. opinion about how to

determine cost of a product (costing methods), about plans

. for the investmeént of money, about rates charged for lend-

ing or borrowing money, or about the risks involved in ex-

changing money. You would prepare charts, tables, graphs,
reports, and schedules explaining the financial standing of a
company or organization, to- be used by those who manage
it. o : '

WORKER REQUIREMENTS — What qualifications would

you nged? .
. To be successful ir: this field, you have to (1) be able to

pay close ‘attention to detailed work for long periods; (2} .

speak and write clearly and.accurately using a good vocabu-

lary; (3) be able to plan and organize your work so you do
it well

n“nd on ‘time; (4) solve mathematical problems
quizkly and accurately; (5) remembér details; and (6} he
able to understand and apply the basic rules of accountii.g,
money management, and statistics.

Qualifications Profile .

TEMPERAMENTS — The different kinds of workir;vg con-
ditions or situations workers in this group must adjust to
include / ’

4 Directing, controlling, and planning an entire activity A

or activities of others. o

9 Rating inférmation by using personal judgment. -

0 Rating information using standards that can be
measured or checked.

curacy.

INTERESTS — People have interests” or preferences for
certain types of work activities over others. Workers in this
group generally prefer

1 Activities dealing with. things and objects.

-

Y Working within precise limits or standards " of ac-

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS - What personal characteristics or experiences
might help.you decide if you shou!d: explore this field of
work? . : A :

- @ good grades in math and English courses * -
~ & enjoyment in working with numbers .
® sutcess in keeping an accurate account of your own
‘' money o
® keeping records successfully: (as a treasurer or secre-
tary) for a club or other social group or school class

TRAINING AND METHODS OF ENTRY - How can you
prepare for this field of work and get started in it? -

For work in this field, you would, probably need a
college degree in accounting or businesg administration
(management}. With a bachelor’s (four-year) degree, you
may gdet a beginning job in cost acesunting, budgeting, or

* sales work with the government or-in private industry.

College courses should include accounting and statistics,
industrial and “personnel management; - marketing (sales}.
methods, money. and banking, investments, and insurance.

Jobs which demand greater accuracy and responsibility”
generally require-” more education and experience. To
qualify for these jobs, you usually have tb‘ earn a CPA
(Certified Public Accountant) certificate by passing special
tests required by, the state in which you work. Most states
require a college degree and two years of experience before -
you can take tig™test; howgvér, each state has different
specific requirements. - =

7 Activities of a scientific and technical nature.

9 Activities which are nonsocial and involve the-use of
machines, processes, or methods. )

' SPECIFIC VOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocational train-
ing. The following statemeénts show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group. -

7 O\)ér 2 years up to and including 4 years.
8 'Overl4 years up to and including 10 years,




APTITUDES -~ The aptitudes listed below show the
specific abilities you would need in order to perform tasks
, belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
‘has the level of aptitude necessary for average success. The
portion of the population that falls to ‘the right of the

shac?éli areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the -
aptitudes listed are important for every job within this
field, but some combination of them s essential for each
job.

“ESTIMATED PORTION OF GENERAL WORKING

- -~ POPULATION WITH REQUIRED ABILITY
@ i Lower 1/3&' . Middle’1/3 - Upper 1/3
" APTITUDES 0% 23% ) 34% 23% 1 10%
G'l‘ INTELLIGENCE: general learning ability, including being I '
able to follow instructions, to reason and make judgments, and to ' B
do well in school. R
: e

V — VERBAL: ability to understand meamngs of words and ideas, l /
and to present information effectively. )

; }

N - NUMERICAL: ability to perform arlthmeucal operauons
quickly and accurately.’

, [
T
0 - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelling, and punctuauon in written |
materals, charts, or tables.
1
i 3
o
N _
g Other ‘Information

GENERAL EDUCATIONAL DEVELOPMENT {GED)
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A. -

GED Level{s): 5 . '

~ -PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers
in jobs belonging to this group. Specific-information for
defining Physical Demands may be found in Appendix B.
Physical Demands: § 4 " 6

DATA-PEOPLE-THINGS (D-P-T) ~ The following three-
digit codes represent the highest levels of worker involve-
_ment with data; peopte, and things required by jobs belong-
ing to this group. Specific information defining the Data-
Pecple-Things codes may be found in Appendix C.
D:P-T Code(s): .188 .288

.

’

Q
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RELATED GROUPS OF JOBS — Other Worker Trait'
Groups related to this Worker Trait Group include :

6 Administration A
26 Computing and Related Recording: \
11 Consultative and Business Services [

ADDITIONAL INFCRMATION — You can find out more
about jobs belonging to this group irrthe Occupational Out-
leok Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to -
this group’can be found following the Worker Tra‘t Group
description in Volume I, Dictionary o/ Occupational Titles
{DOT), Third Edition, page 252. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

o
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Title and Contract Search

and 'Ana'lysi_s and Related Work

,) v o ) -

-

oy

v

Title and contract search and analysis means to study and examine legal and business documents in order
to determine if they are complete and accurate. Examples of workers in this group are Contract Clerk,

Acquisitions Librarian, Law Clerk, Title Examiner, Insurance Claim Examiner, and Patent Examiner.

.

I3

WORK PERFORMED — What would you do as a worker in
this field? . CoL

In this field most of your time would be spent exami-
ning and preparing legal and business documents such as
titles (proof of ownership of land or personal property),
mortgages (loans on real estate), liens (claims on property
for payment of a debt), and contracts. Your primary re-
sponsibility would be to determine if the legal papers you
are examining are genuine and correct. You might also be
required to prepare such technical papers or documents.

.

1

7
WORKER REQUIREMENTS -- What qualifications wou
you need? i ,

To be successful, you need to know and understand legal
and business terms as well as rules that must be followed in
approving or in writing documents.

You must be able to read rapidly and understand what
‘you read. A major part of your work would involve
scanning documents to obtain specific information and
making -a summary of your findings. This requires the

Id

ability to analyze (break down and study) what you read

and pick out the details-that you need.

=

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in thls group must adjust to
include ’ ,
9 Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked. .

-

INTERESTS — People have interests or preferences for
“certain types of work activities over others.
. group generally prefer

6 Activities concerned with people

and the communi-
cation of ideas. : '

Aruitoxt provided by Eic:

5t

Workers in this

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What. personal characteristics -or experiences
might help you decide if you should explore this field of
work? .
® getting good grades in subjects that require reading
- and reasoning 2 : LT
being able to express your idéas clearly and under-
standably : '
e enjoying work that requires reading and putting facts
. together in writing o
® doing library research or making reports that require
you to find out what others have written or done
about the same problem -

TRAINING AND METHODS OF ENTRY — How can yo
prepare for this field of work and get started in it? .

To get a job'in this field you need-a thorough knowledge
of terminology (legal and business terms) and official regu-
lations related to your field of specialization. This is gained
through courses in faw or, business. /A college degree or a
number of college or night school courses in business or law
should give you a background for entry lgvel jobs.

Some employers might hire or promote you if you are
sticcessful in doing less complicated work of a similar .
nature. In this case, much would depend on your knowl- ..
edge of the Ianguage’used in documents and the rules con-
cerning document preparation.

' | ﬂualifiqations‘ ,P.rbfile

2 Activities involving business contact with people.

SPECIFIC VOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocational train-

ing. The following statements show the range of time —

depending on the specific job — necessary to develop the
J knowledge and skilis required by this job group.

6 Over 1 year up to and including 2 years.
7 Over 2 yearsup to and including 4 years.
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APTITUDES - The aptitudes listed below show tnhe
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The

portion of the population that falls to the right of the

-

’ APTITU!?ES

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left ¢
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this:
field, but some combination -of them is essentlal for each
job.’ . .

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WiTH REQUIRED ABILITY

Upper 1/3
23% 1 10%

Lower 1/3
10%! 23%

Middle 1/3
34%

* G - INTELLIGENCE: general learning ability, including being
able to follow instructions, to reason and make judgments, and to
v

do well in school.

V — VERBAL: ability to understand meanings of words and ideas,

and to present information effectively.

|
|
}
|
1
T

v

Q - CLERICAL PERCEPTION:

materials, charts, or tables,

C - ability to see details and to
recognize errors in numbers, spelling, and punctuation in written

Dther Informatlon - '. S

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The, following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A. .

GED Level{s): 5

PHYSICAL DEMANDS — The following letters and num-

bers represent those physical activities required of workers

in- jobs belonging to this group. Specific information for-

defining Physical Demands miay be found in Appendix B.
Physical Demands: S 6 D

'DATA-PEOPLE-THINGS (D-P-T) — The following three- .

digit codes represent the highest levels of worker involve-
ment withdata, people, and things required by jobs belong-
ing to this group. Specific information defmmg the Data-
People-Things codes may ‘be found in Appendux C.

D-P-T Code(s): .,

RELATED GROUPS OF JOBS — Other Worker Trait -
Groups related to. this Worker Trait Group include :

78 Legal and Related Work
74 Investigating, Protecting, and Related Work
61 Technical Writing and Related Work
114 Translating, Editing, and Related Work
24 Classifying, Eiling, and Related Work

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-
ook Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
this group can be found” following the Worker Trait Group
description in Volume i1, Dictionary of Cccupatlonal Titles
{DOT), Third. Edition, page 254. Volume | of the DOT lists
these 1obs in alphabetical order and gives further informa-

tion.

+ Copyright © 1972, Appalachia Educational Laboratory, Inc.
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J . o .
- Corresponding and Related Work
Corresponding means to. prepare ‘letters, reports forms or documents which contain a message to be
passed on to the reader. Examples of workers in th|s group are Correspondence Clerk Sales Correspondent,
Collection Clerk, and Town Clerk. ]
WORK PERFORMED — What would you do asaworkerin - CLUES FOR RELATING APPLICANTS AND REQUIRE-
N this field? - . MIENTS — What personal characteristics or experiences
2 As a worker in this field, your main duties would be to might help you decide if you should expfore this field. of
prepare and write correspondence (letters), reports, mes- work -
sages, and other documents. Part of this work would be te ) : ¢
take down (record), study, and edit (improve) what has . . . iting | ‘ {
heen said or written. Jobs in this group-have specific duties enjoyment |n writing letters
which set them apart from each other. Correspondence ® receiving good grades in business and English courses
clerks réply to tetters received from customers about mer- o taki d notes in class
_ chandise orders, damage claigits, credit pohcres, overdue ac- aking good n n ’
counts, incorrect billing, unsatisfactory services, or to, re- ® being secretary for a club or other social group
quést information. Sales correspondents gather information . ,
and. answer customers' letters requesting special services or : - : .
products. Collection clerks handle overdue' customer ac- TRAINING AND METHODS OF ENTRY — How can you
counts by preparing statements which show J:ew much a prepare for this field of work and get started in it?
customer owes and.sending form letters asking for pay- - Entry into this kind of work usually requires graduation
ment. Town clerks perform clerical and administrative - from high-school plus the completion of several coIIege
duties for the town council, including recordingg the courses with an emphasis on English grammar and composi-
minutes of council meetings, answering official corres- tion (writing). it would be possible for you to start out in a
pondence keeping financial récords, and preparing reports. clerical position and advance to a correspondence position
after you have become famlllar with your  employer’s
WORKER REQUIREMENTS ~ What quallflcatlons would - Policies and methods. _
you need? . s
Jobs in this group require you to (1) have a good vocab-
ulary and be able to use language easily; (2) pay close at- R
tention to details; (3) use proper grammar, word-choice,
spelling, and punctuation; and (4) be able to organize facts’
‘when preparing letters or reports.
13
Qualifications ,Proflle
TEMPERAMENTS — The different kinds of workmg con- 6 Activities.concerned’ wrth people and the communi-
ditions or situations workers in thls group must ad]ust to cation of ideas.
include N SPECIFIC VOCATIONAL PREPARATION — Different
9 Rating information by USiﬂg personal judgment. jobs require different amounts of specific vocatignal train-
g oo . e ing. The followmg statements show the range of time —
Y Working within precise limits or staneiards of ac- depending on the specific job — necessary to develop the
.curacy: - knowledge and skills required by this job group.,
INTERESTS — People have interests or preferences for "6 Over 1 year up to and including 2 years.
certain types of work activities over others. Workers in this 70 2 vears up to and including 4 y.
group generally prefer ver < yea ploa ' ' g9 % years.
8 Over 4 years up to and including 10 years.
2 Activities involving husrness contart with people. A
P4
Y s . ».,n.";;
o ‘
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APTITUDES — The aptitudes listed below éhow the
betonging to jobs in this field. The shaded parts of the chart
represent the portion of the total workmg population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

specific abilities you would need in order to perform tasks -

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for.every job within this
field, but some combination of them is essential for each
job. :

ESTIMATED PORTION OF GENERAL‘WORKING
POPULATION WITH REQUIRED ABILITY

N Lower 1/3 Middie 1/3 Upper 1/3
T ) |
. APTITUDES 10%L 23% 34% 23% - | 10%
1 M
G - INTELL\IGENCE general learning ablllty mcludmg being o
able to follow\Ynstructions, to reason and make judgments, and to |
do well in schoof. \
V — VERBAL: ability to understand meanings of words and ideas, | °
mand to present information effectively. ' |
L

Other Information

B

GENERAL EDUCATIONAL DEVELOPMENT {GED) —
The following numbers indicate the estimated levels of
GED a worker shoutd have for average performance in jobs
" belonging to this group. Specific information about GED
“may be found in Appendix A.
GED Level(s): 5 4

PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers
in jobs belonging to this group. Specmc information for
defining Physical Demands may be found in Appendix B

Physical Demands: § 6 5
¥

) 3

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes mzy be found in Appendix C.

D-P-T Code(s): .288 .388

' RELATED GROUPS OF JOBS — Other Worker Trait

_Groups related to this Worker Trait Group include:

111 Jou?naliém and Editorial‘ Work

112 Creative Writing

24 Classifying, Filing, and Related Work

16 Information Gathering, Dispensing, Verifying, . “7 -
and. Relateu Work ’z/

114 Translating, Editing, and Related Work Lud

ADDITIONAL iNFORMATION — You can find out more
about jobs belonging to this group in the Occupatlonal Out-
look Handbook, the occupational information files in your

school, and from other sources. A list of jobs belonging to ~

this group can be found following the Worker Trait G'oup
description in Volume |1, Dictionary -of Occupational Titles'
{DOT), Third Edition, page 256. Volume | of the DOT lists
these jobs in alphabetwal order and gives further |nforma

" tion.

Copyrigh't © 1972, Appalachia Educational Laboratory, Inc.
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Information Ga’rh‘ering,"Di,sper)rsing,’

Verifying, and Related Work

~ Information gathering, dispensing, and verifying means to collect and give out facts as well as to check
them. to make sure they are correct. Examples of workers_in this group are Receptionist, Court Clerk,
Credit Clerk, Fingerprint Clerk, Library Assistant, and Guide.-

.. . . r

WORK PERFORMED — What would you do as a worker in
this field? ¢ '

~ As a worker in this job group, you would collect facts
and check to see that they are correct. Such information
would usually be collected and chetked by talking with
people, either in person or by telephone. information might

also be gathered by observation or by looking things up in *

files or books. You would use ‘this jnformation to answer

“questions, to keep people informed, or to take some type -

of previously determined action as a result of the coliected
information. Most of these jobs involve some type of cleri-
cal work, such as record-keeping.

WORKER REQUIREMENTS — What qualifications would
you need?

{n this type of work’ you should like to work with .

people‘and be able to talic with them easily. This means you

- should be good with words so that you can get needed
information from people and make a good impression on
others when answering questions.

You need to be very careful in reviewing records and
avoiding mistakes: Sdme jobs. involve the skills necessary to
work with numbers, requiring you to" understand and
interpret or keep numerical records and accounts.

- . . -

.

°

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal. characteristics or experiences
might help you decide if you should explore this field of
work? , - :

# collecting information-or giving it out to people

® speaking before people - - '

® writing articles or themes

® acting as guide for school visitors

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

A high schpol education, including commercial and busi-
ness courses, is usually enough background for getting a job
in this field. However, some employers prefer workers'who
have had some college or night school courses. Another way
to get a job in this field is by advancing from a clerical job
with the same employer. Usually, you would be given on-
the-job training under the direction of an experienced
worker. & o '

Besides education and work experience, personal quali-
ties are considered by employers and influsnce your

. chances of being hired or promated {advanced). Important
personal qualities are appearanée, speaking ability, and
ability to get along wel! with others. o

Qualifications Profile

o’

TEMPERAMENTS - “The different kinds of working con-
ditions or situations workers in this group must adjust to
include ’ o

5 Dealing ‘with people in actual job " duties beyond-
giving anq‘Teceivihg instructions. .
« 9 Rating information by using personal judgment.
‘0 Rating”’ ir\mformation» using standards that can be
‘'measured or checked.

INTERESTS = Pedplé héve interests or preferences for
certain types. of work, activities over others. Workers in this
group generally prefer

6 -Activities concerned with people and the communi-
_ cation of ideas. -
© 2 Activities involving business contact with people.

Q

Aruitoxt provided by Eic:

SPECIFIC VOCATIONAL PREPARATION — Different -
Jjobs require different amounts of specific vocational train-
fRg. The following statements show the range of time —
depending on the specific job — necessary to develop the »
- knowledge and skills required by this job group. ) '

3 Qver 30 days up to and including 3 months.-
4 Over 3 months up to and including 6 months.
5 Qver 6 months up to and inctuding 1 year.
6 Qver 1 year up to and including 2 years. .

A e . ’ ' . ) <
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‘ APTITUDES - The aptitudes listed below-'show_the
) specific abilities you would need in order to perform tasks ,
_|* bélonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working popufation that

- does not have the necessary level of aptitude. Not all the

shaded. areas has a higher amount of aptitude than neces-
sary for average success and the portion-that falls to the feft -

aptitudes listed are important for’ every job within this

! has the level of aptitude necessary for average success. The field, but some comblnatlon of them is “essential for each
. portion of the populatlon that falls to the right of the’ job. : ’ 1
ESTIMATED PORTION OF GENERAL WORKING -
. POPULATION WITH REQUIRED ABILITY
) Lower.1/3 Middle 1/3 Upper 1/3
L APTITUDES T10%1 23% . 34% 23% 1 10%
G - lNTELL'IG'ENCE: genera; learning ability, including being

able to follow Instructions, to reason and make judgments, and to
do well in school. -

.

A\

LV - VERBAL: abullty to understand meanings of words and ideas,
and to presem mformatlon effectively. ,

|
:
]
R
t
|
|

N - NUMERICAL: ability to perform arithmetical operations
qunckly and accurately.

Q -~ CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers,.spelling, and punctuation in written
ma(enals, charts, or tables.

. Other Infunﬁation

- GENERAL EDUCATIONAL DEVELOPMENT (GED) —.

. .- The following numbers indicate the estimated levels of
GED a.worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A. .

GED Level(s): L 4 5.

" “PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers
in jobs belonging to this group. Specmc information for
defining Physical Demands may be found in Appendix B.

Physical Demands: 3 4 .

DATA-PEOPLE-THINGS (D-P-T) — The foliowing three-
digit_codes represent the highest fevels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendnx C.

. D-P-T Code(s}. .368

-

RELATED GROUPS OF JOBS — Other Worker Trait

Groups related to this Worker Trait Group include:
12 Interviewing, Information-Giving, and Related Work -
" (Vocational, Educational, and Relfated Activities}
11 Consyltative and Business Services ,
19~ Facilities, Services, and Movement Allocating and -

Expediting Work
Classifying, Filing, and Related Work
Computlng and Related Recording -

24.
26

ADDlTIONAL INFORL'ATION You can find out more.
about jobs belonging to thes group in the Océupational Out-

look Handbook, the occupaticnal information files in your
school, and from other sources. A list of jobs belonging to
thlS group can be found following the Worker Trait Group
descrlptlon in Volume [!, Dictionaty of Occupatlonal Titles
{DOT), Third Edition, page 258. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa”
tion.

Codpyriéf‘n © 1972, Appalachia Educational Laboratory, Inc.
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Sch‘edu:lihgv,f Dispatching,

means to

" this field?

3

g(pe’&iﬁn"g, and Related Work e

\

Sche uling means to make a detailed plan of action with a definite completion date or specific time 4n
mind. Dispatching means to arrange the sendmg off of something to a specific destination. Expediting
ake certain that a desired activity is completed with speed and eff|0|ency so as to keep on
schedule or iqeet deadlines. .

Examples workers in this group are Train Dispatcher, Yardmaster Air-Traffic Coordinator, Travel
Guide,’ Alrp|an Dispatcher, ‘and ‘Material Coordinator. .

A

WORK PERFORMED \: What would you do as aworker in  CLUES FOR RELATING APPLICANTS AND REQUIRE:

MENTS — What personal characteristics or experiences

As a worker in this fle d, you mlght be lnvolved in one’ might help you decide if you should explore this field of
of many areas’ of work ragging from- transportation and “work?

communication to productian or recreation. Your work , -

i

might involve planning, arran ’kag, and expediting (1) the ® success in schoolwork requiring careful reasoning and
movement of people or objects in transportation, (2) the plannmg
. activities of workers as in a produgt assembly line, (3) the e arranging details for family or class trlps

_{4) the procedures used to control a s}ystem as in‘radio and

operations of a system such as in girline traffic routes, or. T
p v e heing manager of a school athlet:c team, responsible

.for equipment and suppiies .

television broadcasting. You would ally. make up work

schedules or routes of travel and see ‘tp it that they are ® planning meeting schedules and programs for a club

followed. . . or group

WORKER REQUIREMENTS — What qualifjcations would ) - ) : v

‘you need?, : \ TRAINING AND METHODS OF ENTRY — How can you
Jobg in"this field require you to ‘be able tg (1) under- prepare for this field of work and get started in it?

stand procedures and rules and use them to arrange specific

4

Instead- of ‘starting directly into a job:in this field, you

activities, (2) explain difficujt or compllcated in matlon . would more likely be promoted (advanced) or transferred
and prepare written reports, (3) examine possible ways of from another job with the .same employer. .Learning the
doing a task and choose the best, {(4) |udge the size and best 'problems methods, and rules that affect the job usually
-use of space, {5) plan and direct various activities, (6) take takes up to four years of work experience. Some corres-
. responsnbllltv for directing several different activities t at pondence schools and night school or aduit education
are going on at the same time, and (7) keep accur programs offer a limited amount of training in dispatching’

Q

. INTERESTS — People have mterests or preferences for

records by finding and correctlng errors. . and-production scheduling.

- ~ B
o . - . A e,
3 LY & - - .

Qualifications Pruflle \
TEMPERAMENTS — The differeit kinds of working coh- 9 Actlvmes whlch are nonsocial and involve the use of
ditions or situations workers in this group must ad]ust to machines, processes, Or methods.

include - s - .
SPECIFIC VOCATIONAL PREPARATION — Different
jobs require dlfferent amounts of specific vocational train-
ing. The foHowmg statements show the range of time —
depending on the specific job — necessary to develop xhe
knowledge and skuls required by this job group

4 Drrectmg, ‘controlling, and p|annmg an entire actrwty\
or activities of others.

5 Dealing with people in- actual job dutles beyond
glvmq and recewmg instructions.

) 6 Over. 1 year up to and including 2 years.

7 Over 2 years up to and including 4 ye&vs:.-
certain types of work activities over others. Workers in th|s . X L 8%y

group generally prefer .‘ . : .

2 Actlvmes involving husmess contact with, neople

41
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APTITUDES -

<

The aptitudes listed below show the

. belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

Kl

APTITUDES

specific abilities you would need in order to perform tasks -

shaded areas has ) higher amount of aptitude than neces-
sary for average success and the portion that falls to the-left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some ‘combination of them is essentla! for each |

“job. . . .

»

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY"

Lower /3 Middle 1/3 Upper 1/3

10% 1 23% - 34% 23% | 10%

<

do well in school
2

G ~ INTELLIGENCE: general learning abnlnyk, including being
able to follow instructions, to reason and make judgments and to

and to present mformauon effectively,

V - VERBAL: abmty to understand meanings of words and ideas,

« quickly and accurately.

¢

N NUMERICAL.: ability to perform arithmetical operations

Height, width, and depth.

3

s SPATIAL: ability to look at flat drawings or pictures and to
. wisualize (understand) how they would look as solid objects with

Q - CLERICAL PERCEPRTION:

materials, charts, or tables.

ability to see details and to
recognize errors in numbers, spelling, and punctuation in written

™~

Other Informatlon

GEN.ERAL EDUCATIONAL DEVELOPMENT (GED) —

The following numbers indicate the estimaged levels of _..

GED a worker should havé for average performance in jObS
belonging to this group.- Specific information about GED

_may be found in Appendix A. .

GED Level(s): 4

" PHYSICAL DEMANDS — The following letters and: num-

bers represent those physical activities required of workers

_in jobs belonging “to this.group. Spei:ific information for -

defining Physical Demands may-be found in Append|x B.
" Physical Demands: § . 6 4

DAT/-.PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-,

.ment with data, people, and things required by jobs belong-

ing to this group. Specific information defining the Data-
People-Things cades may be found in Appendux C.
D-P-T Code(s) .168

RELATED GROUPS OF JOBS — Other Worker .Trait
Groups related to this Worker Trait G_roup include:

110 Transportation Service Work
29 Routine Checking and Recording -
19 Facilities, Services, and-Movement Allocatmg
and ,Expediting Work

- -~—10~Nanagerial Work

Copyl"ight © 1972, Appalachia Educational LRb\oratpry, inc.
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ADDITIONAL INFORMATION — You can find out more’ -
about jobs belonging to this group in the Occupational Out-
" look Handbook, the occupatlonal information files in your

. - school; and from- other sources. A list of jobs belonging to

‘this group can be found following the Worker Trait Group
" description in Volume 1, Dictionary of Occupational Titles
{DOT), Third Edition, page 261. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion. - . .

-
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Secrefarial and Related Work

LR T

-
a

s

vy e,

‘Secretarial wgrk inctudes taking shorthand and transc{ibing it, typing, preparing letwers, and ke;apin_g
records. In addition, many employers depend on their .secretaries to answer correspondence, assist office
visitors, or perform other duties which require personal judgment:and -decision-making. Examples of

Clerk. : .t

’

WORK PERFORMED — What would you do as a worker in

" this field? :

" 7 *If you should choose a career in this field you would be
concerned mainly with two types of activities: clerical tasks
and minor management or executive duties. Clerical tasks
include taking dictation and transcribing it. Dictation
means 1o write down, or record, what a person is saying.

. This is usually done by either writing or using a machine to
record shorthand marks or:symbols which can be tran-
scribed into words. Transpribing the dictation means to
change the symbols back into words by using a typewriter.

Sometimes. you might use @ transcribing rhachine which

plays back a recording that has been dictated for you to
type as you listen. . :
. Minor management .or executive dutjes might include

making appointments for your bosses and reminding them . '

of these appointments, talking with office visitors to deter-

mine what they want and whom they want to see, answer-
- ing and making telephone calls, and, reading and writing’

letters that are of a general nature. By doing these tasks,

“you would relieve your bosses of routine responsibilities

. and allow them more time for important management and
executive work. - . .

“WORKER REQUIREMENTS — What qualifications would
you need? T

To be a good 'secretary, you should be able to do de-.

tailed work without mistakes. This requires the ability to
see slight differences in shorthand symﬁols and to control
hand and finger movements to write shorthand and use
office machines effectively.

Since you would: be meeting different Types of people in
many~_d;fferent situdtions, you must be able to adjust to
new situations quickly and deal with people skillfully. Skill

in using words easily is important ‘when dealing with ,

people.

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
“include o
"4 Performing a variety of duties which may often
change. o : R
5 Dealing with people in actual job duties beyond
giving and receiving instructions. . o

9«Rating information by using personal judgment.

INTERESTS — People have interests or preferences for

certain types of work activities over others. Workers in this

group dereralty prefer’
2 Activities involving business gontact with people.

- workers in this group are Legal Sgcretary, Medical Secretary, Public Relations Secretary, and. Movie Script

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What -personal characteristics or experiences
might help you decide if you should explore this field of
work? ° - . .
® doing office work such as writing letters, filing, etc.
® being well-groomed

. ® serving .as secretary to a club or-group

e having a pleasant personality and voice

e having a good high school record in typing, short-
hand, and other business courses o .

_ TRAINING AND METHODS OF ENTRY — How can you
" prepare-for this field of work and get started in it? ’
* As training for a secretarial job, you should have a broad

educational background, including the successful_comple-
tion of a business course in high.school and/or ip a business

" college. You should be able to demonstrate that you have

the clerical skills and meet the personal requiremeﬂnts neces-
sary for the job. Employers want secretarial workers who

“are careful in their Wark, can.use their own judgment, and
can work well with others. Many secretarial positions re-

quire additional education which can be gained in night
school or college -classes. Some employers require that you

be familiar with the terms used in a particulaf field, such as

law, medicine, or engineering.

You would probably start in this field as a typist or
stenographer, and advance to a secretarial job as you gain
thé necessary skills and knowledge. Some schools conduct
cooperative work-study - programs which let students work

part-time to gain job experience while they are still in .

schoot. : .

[y

.+ Qualifications Profile

6 Activities concernedﬁ with people and the communi-
cation of ideas. .

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific-vocational train:
ing. The following statements show the range of time'—
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

6 Over 1 year up to and including 2 years. ’.

?

&




"PHYSICAL DEMANDS — The foliowing letters and pum-

S . S A
- ’ . .
N PR

'APTITUDES - The aptitudes listed below show the
belonging to jobs in this field. The shaded parts of the chart
represent -the portion of the total working population that
has the level of aptitude necessary for average,success. The
portion of the population that falls to the right of the

.

-3

- w

2 APTITUDES

specific abilities you would need in order to perform tasks ©

| ]
shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls-to the left
does not have the necessary level of aptitude. Not all the
aptltudes listed are important for every job within this
field, but some comblnatlon of them is essential for each
job.

s

_ ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middle: 1/3 Upper 1/3
0% T23% | . 3% | “2a% 1 10%

G — INTELLIGENCE: general !earmng ability, |ncludmg being
able to follow instructions, to. reason and make judgments, and to
do well in school.

V — VERBAL.: ability to understand meamngs of words and |deas,
and to present mf,ormanon effectlvely

-

P - FORM PERCEPTION: ability to see detail i in objects of draw-
ings and to* recognize sl\gbt differences in shapes or shadlngs

.

K - MOTOR COORPINATIQN: ability to coordinate the Use of
eyes and hands owngers«rapidly arid accurately to perfor a task.

B = K - L \;& |
- N [ d T s
.0 ~ CLERICAL PER%?T!-QN: ability to see details and to . ‘
recognize errors in numbérs, spelling and punctuation: in written l
% iMaterials, charts, or tables. - < * ... " - . !
: ot .., } -
- T T

o

l
) l
GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Append:x A

‘GED Levells): i Lo~

bers represent those physical activities required of workers

i jobs belonglng to this group. Specific information for

defining Physical Demands may be found in Appendlx B.
’ Ph%]cal Demands:S 4 5 6

DATA PEQOPLE-THINGS (D-P-T) — The following three-

digit codes represenf the highest levels of worker involve-

ment with data, people, and things required by jobs belong-
ing to.this group. Specific information defining the’ Data-

People-Things codes may be found in Appendix C : a

D-P-T Code(s): .268 .368 -

"~ QA

F “ FINGER DEXTERITY: ability to m6vejngers and to handle
small objects rapidly and accurately. - = ' s -

- Copyright © 1972, Appalachia Educational Laboratory; Inc. -
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.Other Infr_matimi : | s :

RELATED GROUPS OF JOBS — OtherWorker Trait
Groups related to this Worker Trait Group mclude

25 Stenographlc and Related Work

28 Typing aqd Related Recording -

15 Corresponding and Related Work .

16 .Inform’atlon Gathering, Dispensing, Verifying, and -
Related Work . -

12 Interviewing, Information- -Giving, and Related Worl;
(Vocational, Educational, and Rglated Activities)

-

ADDITIONAL ‘INFORMATION — You can find-out more
about; jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your .
school, and from other 'sources. A list of jobs belonging to
this group can be found following the Worker.Trait Group
description in Volume I1, Dictionary of Occupational Titles

. (DOT), Third Edition; page 263: Volume | of the DOT lists -

these jObS in alphabetlcal order .and gives further informa-
tion. . Ve

a /
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Allocating and Expediting Work.

Facilities, Services, and Movement -~ |~ .

Allocating means assigning-something for a particular use or to a particular person. or place. Expediting
means to make certain that a desired activity is completed with speed and efficiency so as to keep on a
schédule and meet deadlines. Examples of workers in this group are Expediter, Hotel Clerk, Servicg Clerk,

RIC .

Reservation Clerk, Radio Dispatcher, and Ticket Agent. : _ b

. . ¥

WORK PERFORMED — What would you do as a worker in
wis field? o e ; :
This work involves giving assignments to personnel
{workers) and making sure of the proper use of equipment,
supplies, services, and facilitiés. {A facility is something
built, installed, or established to serve a particular purpose,
such as a hotel, stadium, or hospital.) In this work, you
would follow previously determined schedules and proce-
dures. Ysu might be in charge of recording the names of
"guests at a hotel and giving them rooms, or selling trans-
portation tickets and checking t¢ make sure that space is’
“available ©n the vehicle. You might give job assignments to
other workers as calls are received asking for such things as
police assistance or service on equipment o utilities. You
would be responsible for making sure that the work is done
in a speedy, efficient manner. ., ’ )

WORKER REQUIREMENTS — What qualifications would
you need? “ :
- Work in this field " requires that you (1} become
thoroughly familiar with the established rules and guide-
lines which apply to your particular job, (2) be able to com-

* . municate instructions and information clearly and accurate- .

"1y, (3} see well enough to avoid errors in reading columns of.

. ) , | \
TEMPER AMENTS — The -different kinds of working ¢on-
_ditions or situations workers in -this group must adjust to

include . L

1 Perfor}pmg o variety of duties which may often
change, =~ 7
- B |
8 Deghng’ with people jn actual job duties beyond
+ giving and T8ceiving instructions. .

‘ lNTEREgTS — People have int'erests or preferé'hces for
certain types of work activities over others. Workers in this
group generally prefer ,

- 2
2 Actities involving business contact with peaple

-
[
-

" figures and to keep accurate records, (4) be able to adjust

to changing situations, and {5) be dependable.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should expliore this field of
work? . ) )

e liking for some types of desk-type office job
@ ability to follow instructions and directions

® being manager of an athletic team, responsible for
- equipment and supplies

- TRAINING AND METHODS OF ENTRY — How can you

prepare for this field of work and get started in it?

Employers commonly fill positions in this field by ad-
vancing -employees already working for the organization. It
usually takes from three months to a year to learn the
specific methods and procedures required by a particular
company. You might be able to enter this field as a trainee
(person in training) if you have had some general clerical
training or experience. :

. ﬂujali\f\icatinns Profile

3 Activities of a routine, definite, organized nature,

9 Activities which are nonsocial ‘and involve the use of
machines, processes, or methods.

SPECIFIC "VOCATIONAL PREPARATION — Different
jobs require different amounts of specific vocationai train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

3 Dver 3Q days up to and including 3 months.
4 OQOver 3 months up to and including 6 months.
‘5 Over 6 months up to and including 1 year.
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APTITUDES - The aptitudes fisted below show the
L specific abilities you wou!d need in order-to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has<the level of aptitude necessary for average success. The

shaded areas has a4 higher amount of aptitude than neces-
sary. for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each

portion of the population that falls to- the right of the lob 4 -
. " ESTIMATED PORTION OF GENERAL WORKING

. POPULATION WITH REQUIRED ABILITY -
v Lower 1/3 .|~ “Middle 1/3 Upper 1/3

'APTITUDES 0% T23% | 34% C10%

23%

. " G - INTELLIGENCE: general Iearnmg dbility, mcludmg bemg -
able to follow instructions, 1o reason and make ;ud};ments and to
do well in school.

[

Vo VERBAL: ability to understand meanings of words and ideas,
and to present inforfation effectively.

|
|
|
}

Q - CLERICAL PERCEPTION: ability (o see details and to
recognize errors in numbers, spelling, and punctuation in written . '
materials, charts, or tables.

\ o S “Other Information

3 E

RELATED GROUPS: OF JOBS — Other Worker Trait
Grou‘ps related to this Worker Trait Group include:

, GENERAL EDUCATIONAL DEVELOPMENT (GED)"'—
The following numbers indicate the estimated levels. of
GED a worker should have tor average performance in jobs
. belonging to this group. Specific information about GED
/ may be found in Appendlx A : Related Work
/ GED Level(s): 4 _ ) L 24 Classifying, Filing, and Related Work
) ' 29 Routine Checking and Recording

17 ‘Scheduling, Dispatching, Expedmng, and

PHYSICAL DEMANDS — The following letters and num- . n .
bers represent those physical activities required of workers ' - ADDIT'ONA-L 'N.FORMA.T'ON - You.can fmd'out more
- 1  about jobs belonging to this group in the Occupational Out-

in jobs belonging to this group. Specific information for :

s : : : look Handbook, the occupational information files in your .
d .

defining Physical Demands may be found in Appendix B \ school and from other sources. A list of jobs belonging to

Physical Demands. St 4 5 ithis group can be found following the Worker Trait Group
description in Volume-ll, Dictionary of Occupational Titles
(DAT), Third Edition, page 265. Volume | of the DOT lists ..
digit codes represent the highest levels of worker involve- -these jobs in alphabetical order and gives further informa-
ment with data, people, and things required by jobs belong- ! tlon
ing to this group. Specific information defining the Data- !
People-Things.codes may be found in Appendix C. '
D-P-T Code(s): .368

DATA-PEOPLE-THINGS (D-P-T) — The following three-

!

S K : Copyright © 1972, Appalachia E‘“’ducation'al Laboratory, Inc.
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Paying dnd Receiving

“Banks and Other Establishments R Y

Paymg and recelvmg means' acceptlng and recordlrig payments and deposits made to banks loan com-
panies, credit unions, or some other money-handling organization. Examples of workers m thls group are

Bank Teller and Post-Office Clerk

“WORK PERFORMED — What would you do as a worker in

this field?

Recewmg money from people while working in a bank,
credit union, loan agency, or other money- handhng organi-
zaticn is the main task in this field. Money received would
probably be for payment of a loan or bill, for deposit in a
personal accdunt or for the purchase of postage. |t might
also be for the purchase of savings bonds, travelers checks,
postal insurance, or money orders. You onld be required
to keep records showing the amount of money received and
the reason for which it was received. Cashing checks or
making change could be involved, and these money ex-
changes would also be recorded.

Other work performed in this field includes computing
{figliring) such things as cash totals, service charges, or
mailing costs, and operating machines that calculate {work
math problems), write checks, or cancel mail.

WORKER REQUIREMENTS — What quallflcat:ons would

' _you need?

‘\\

ERIC" =

:

/

Jobs in this [field require that you (1) learn and use
bookkeeping méthods, (2) handle and record ‘money ex-

" changes quickly and accurately; {3) have skill in operating

calculating machines; (4) be able to remember details; and
(5) be honest, neat, friendty, and thoughtful of others.

Qualifications Profile oo

TEMPERAMENTS =~ The different kinds of working con-
‘dition$ or situations workers in this group must. ad;ust to
include
5 Deallnq with people in actual job dutles beyond
giving and receiving mstructlons(

INTERE:STS - People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer

N 2 Acuvmes involving husmesc. contact with people.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS —-What personal characteristics or experiences
might help you decide if you should explore this field of
work?

@ good grades in bookkeeping or other business courses
® selling tickets to school activities '

® serving as treasurer of school class or a club or church
group

® having a part-time job,.such as paper boy, which
involves the handling of money

TRA!NING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

A high school education-is often enough to get you into
this field, but your chances for entry and advancement will
be better if you take courses in bookkeeping and other
business subjects, especially those which teach the use of
various business machines. In many cases, new workers
receivé on-the-job training by working Wlth an experlenced
worker. .

oy

3 Activities of a routine, definite, organized nature.

SPECIFIC VOCATIONAL PREPARATION — Different
]ObS require different amounts of specifi¢ vocational train- -
ing. The following statements show the range of time' —
degending on the specific job — necessary to develop the

knowledge and skiils required by this jpb group.
5 Over 6 mortths up to and incv);g 1 year.

vyl
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GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendpx A,

GED Level(s)

¥

PHYSICAL DEMANDS - The followmg_ letters and num-

. bers represent those physical activities required of workers

* in jobs belonging to this group. Specmc information for

defining Physical Demangs may befound in Appendix B.
Physical Pemands: § L

DATA-PEOPLE-THINGS (D-P-T) — The following three-
- digit codes represent the highest lévels of worker involve-
ment with data, people, and things required-by jobs belong-~
ing to this group. Specmc information " defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s): .368

'

APTITUDES - The aptitudes tisted below show the shaded areas has a higher amouht of aptitude than neces-
specific abllmes yal would need in order to perform tasks - sary for average success and the portion that falls.to the left |
belonglng,to jObS in this field. The shaded parts of the chart does not have the necessary level of aptitude. Not all the
tepresent the portion of the total working population that aptitudes listed are important for every job within this
has the level of aptitude necessary for average success. The ~ field, but some comblnatlon of them is essential for each
portion of the population that falls to the right of the job.. -
R ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY
Lower 1/3 Middle 1/3 Upper-1/3
— ° -~ _ D T
- APTITUDES 10%! 23%% | . 34% 23% 1 10%
G - INTELLIGENCE: general learning ability, including being I
able to follow instructions, to reason and make;udgments and to
- do well in school. I
57 ‘\
TV = VERBAL: abtlity to understand meanings of words and ideas, |
and to present information effectively.- N v
. : !
1. . N - NUMERICAL: ability to perform arithmetical operations .
> quickly arid accurately. |
{
‘ - —
Q@ -+ CLERICAL PERCEPTION: ability to.see details and to
recognize errors in numbers, spelling, and punctuatlon in written- ]
matenals charts, or tables.
‘7
. F - FINGER DEXTERITY: ability to move fingers and to handle l
» e ‘ smalt objects rapidly and accurately.
B3 ¥
° e . \ b
PR Other Infunnatlon

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker- Trait Group include:

13 Accounting, Auditing-and Related Work

26 » Computing and Related Recording )
Cashiering {Drug Stores, Theaters, Restaurants,
and Related Establishments)

102 Customer Service Work® N. E.C..

29 Routme Checking and Recordmg

ADDlTIONAL |NFORMATION - You can find out more

_about jobs belonging to this group in the Occupational Out-

‘look Handbook, the occupational- information files.in your
schoéol, and from other sources. A list of jobs belonging ta

. this group can ‘Be found following the Warker Trait Group

description in Volume 11, Dictionary of Occupational Titles
(DOT) Third Edition, page 267 Volume | of the DOT lists
“these jobs in alphabetical order and gives further informa-
tion.

: Q \ Copyright © 1972, Appalachia Educational Laboratory, Inc.
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.Cashiering Drug Stores, Theaters,

Restaurants, and Related Establishments

Cash'’=ring means to handle money as it is paid into and out of a store or other estéblishment. Examples
of worl.ers in this group are Joll Collector, Ticket Seller, Cashier, Checker, and Drugstore Cashier. ~

WORK PERFORMED — What would you do as a worker in
this field? : ,
A cashier receives and pays out money, while keeping ac-

‘curate records of these transactions. As a worker behind a-
cash register in a business such as a drugstore, theater, or .

“restaurant, you would collect money, make change, cash
checks, and keep records. You would alsc check the ac-
curacy of these records daily to make sure you have not
made any errors. At times you might give information to

. customers.

RIC

Aruitoxt provided by Eic:
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WORKER REQUIREMENTS — What qualifications would
-you need? . _ _

" N6 matter howy simple the work of a cashier may seem,
it demands a number of important personal gualities. You
must know how to work with figures and how to do simple
bookkeeping. Usually you have to learn to operate a cash
register or adding machine, which means you must be quick
and accurate with your hands and fingers. You also need
speed .and accuracy in adding and subtracting numbers.
Finally, you should be neat, pleasant, and thoughtful of
others. . R

ﬂ_ualiﬁcatiuns Profile

TEMPERAMENTS - The different kinds of working con-
ditions or situations workers in ‘this group must adjust to
include

2 Repeating activities or tasks of:short duration accord-
ing to a required routine procedure or sequence.

5 Dealing with people in actual job duties beyond

_ giving and receiving instructions: .

Y Working within precise limits or standards of ac-
curacy.

INTERESTS - People have interests or preferences for

certain types of work activities over others. Workers in this

r

" group generally prefer
2 Activities involving business contact with penple.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? ’ L

& good grades in math and business courses

~ & experience as delivery boy or neWSpaber carrier or in
other jobs requiring the handling of money

¢ handling and changing money for club bake sales

& working with people in any business situation ..

TRAINING AND METHODS OF ENTRY ~— How can you

prepare for this field of work and get started in it?

In ‘most cases, you need a high school education which
should include courses ia business arithmetic, bookkeeping,
and public speaking. Some companies and schools have
special training programs for cashiers. Other firms offer on-
the-job training which allows new employees to earn as -
they learn.

3 Activities of a routine, definite, organized nature.

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific vocational train-
ing. The following statements show: the range of time —
depending on the specific job — necessary to develop -the
knowledge and skills required by this job group. '

2 Anything beyond short demonstration up to\Qnd
including 30 days ) . \
. 3 Over 30days up to andincluding 3 months.

AT
S
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APTITUDES — The aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded-parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

APTITUDES

" sary for average success and the portion that falls.to the left

_aptitudes listed. are important for every job within this

shaded areas has a higher amount of aptitude than neces-
does not have the necessary level of aptitude. Not all the

field, but some combmatlon of them is essential for each -
job. .

d

.

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower 1/3 -
10% ! 23%

Upper 1/3
- 23%

Middle 1/3 * -
34%

G - INTELLIGENCE: general learning ability, including being
able to follow instructions, to reason and make judgments, and to
do well in school. ~

N - NUMERICAL: ability to perform arnhmencal operauona»

quickly and eccurately. P

I
|
|
|

Q . CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelling, and punctuation in written
materials, charts, or tables.

K Z~ MOTOR COORDINATION: ability to coordinate the use of

eyes and hands or fingers rapidly and accurately to perforrr} a task. -

F -- FINGER DEXTERITY ability to move fmgerf and to handle
small objects rapidiy and accurately

. -

-y

B
&

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimaced levels of

. GED a worker should have for average performance in jobs

belonging to this group. Specific information about GED
may be found in Appendix A.

o

- GED Levells): -3

ERIC

Aruitoxt provided by Eic:

PHYSICAL DEMANDS — The following letters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specuflc information for-

defining Physical De?ands may be found in Appendix B.
Physical Demands! ¢ | 4 5

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highést levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defininig the Data-
People-Things codes may be found in Appendix C.

D-P-T Codels): - 468

Other Infonnation:

RELATED GROUPS OF JOBS — OtherfWorker Trait
Groups related to this Worker Trait Group include:

26 Computing and Related Recording

20 Paymg and Receiving (Banks and Other Estabhshments)

102 ‘Customer Service Work, n.e.c.

ADDITIONAL INFORMATION — You, can find out more
about jobs belonging to this group in the Occupatlonal Out-
look Handbook, the occupational mformatlon files in your
school, and from other sources. A list of jobs belonging to
this group can be found following the' Worker Trait Group
description in Volume {1, Dictionary of Occupational Titles
{DOT), Third Edition, page269 Volume | of the DOT lists

. these jobs in alphabetlcal order and gives. further informa-
“tion. :

Copyright © 1972, Appalachia Educational Laboratory, Inc.




- xlnspec’rving qnd Stock Ch‘ecking

inspecting means to examine materials and products to determine whether they meet set requiréments. -
Stock checking means to determine what materials and products are on hand within your organization and
Yo keep an inventory {listf of these. Examples of workers'in this group are Shipping and Receiving Clerk,
Stock Clerk, Tire Adjuster, and Paper Products Inspector. : -

_ ,'/WORK PERFORMED — What would you do as a worker in CLUES FOR RELATING APPLICANTS AND REQUIRE-

" this field? : MENTS —.What personal characteristics. or experiences
. The most important -responsibilities you would have in - might help you decide if you should explore this field of
¢ | this field of work would be (1) checking materials and sup- * work? ' -
/  plies that are in stock (on hand) and keeping an inventory o ) , - ]
.| of them, {2) inspecting products to see if they are made of ® "hobbies that involve planning and building things, -
/  the right material and aré put together the right way, and using written instructions ~ .
| 2(3) testing products to 3ee if they work correctly. To. - ® success in mechanical drawing, shop, math, and/or
/ inspect and test produycts, you would probably use compli- . bookkeeping classes ' ’

I cated and exact measuring and testing equipment. However,

h N . e s (] i ’ h
if you were not given blueprints (plans) or specifications being a proofreader for the school paper

e~

, (exact measurements) or an operating manual (instruction " TRAINING AND METHODS OF_ENTRY-—— How can you

. book),.you would have to decide on your own if the pro- prepare for this field of work and get started in it? ' o
duct meets the set requirements. The most- common way to_become an inspector or *.
WORKER REQUIREMENTS — What qualifications would checker is to gain work experience with a company or
you need? - . . organization through less complicated jobs. "'You would

Job. in this field require that you (1) understand and use - have to learn about the materials used, the finished pro-
numbers well enough o prepare inventories, inspection ’ ducts, and the standards which must be met. In addition to
_ reports, and records; (Z) judge differences in shapes, sizes, learning, on the job, you might need training in mechanical
and colors; (3) use your hands and fingers skillfully; (4) drawing, blueprint reading, and shop mathematics. These
coordinate the movement of your eyes and hands (make are usually taught in high schools and vocational (trade)
"« them work together) the way your job requires; {5) be care- schoals. - ;
ful .and accurate when working with small details; and {6) .
- read and understand technical instructions or diagrams or

blueprints. Y(o,u also need a knowledge of the production
standards which are being checkgg.

ﬂualifi_cétions Profilé

. e

TEMPERAMENTS — The different kinds of workinA'g con- 9 Activities which are nonsocial and involve the use of

ditions or situations workers in this group must adjust to i machines, processes, or methods. : ) .

include . _

E SPECIFIC VOCATIONAL PREPARATION — Different
jobs require different amounts of specific vVocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the

9. Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked. '

Y Working within precise limits or standards of ac:  _ knowledge and skills.required by this job group. S
curacy: : '
3 Qver 30 days up to and including 3. months.
s : : 4 Over 3 months up to and including 6 months.
INTERESTS — -People have interests or preferences for 5 Over 6 months up to and including 1 year.
certain types of.work activities over others. Workers in this 6 Over 1 year db to and including 2 years. .
group generally prefer : ‘ 7 Qver 2 years up to and including 4 years.
1 Activities dealing with things and objects. N ' 3 : )
3 Activities of a routine, definite, organized nature. - . , ' S x e iy ‘

e | S
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APTITUDES -  The aptltudes listed below show the
specific abllmes you would need in order to.perform tasks
betonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The

.9 -

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary :level of aptitude. Not all the
aptitudes listed are important for every job.within this
field, but some combination of them is essential for each

portion of the population-that falls-to- the right of the  job. . \
. ' R . ' - P o ‘

= : ESTIMATED PORTION OF GENERAL WORKING
~POPULATION WITH REQUIRED ABILITY .

Lower 1/3
23%

Middle 1/3
3% -

Upber 1/3
23%

T © APTITUDES

"G’- INTELLIGENCE: general learning ability, including being
. able to follow instructions, tq reason and make ]udgments and to
do well in school. : ..

’

N NUMERICAL ability to perform arithmetical operatiofis
qu:ckly and accurately .

. S’ SPATIAL: ability to look a-t ftat drawings or pictures and to
‘y visualize {understand) how they would look as solid objects with
height, width, and depth.

P - FORM PERCEPTION: ability to see detail in obje;:ts or draw-
ings_ and to recognize slight differences in shapes or shadings.

LY . .
Q - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelhng, and punctuation.in written
' materlals charts, or tables. .

K - MOTOR COORDINATION: ability to coordinate the use of.
eyes and hands or fingers rapidly and _accurately to perform a task.

F - FINGER DEXTERITY: ability to move fingers and to handle
. smal| objects rapidly and accurately.

M - MANUAL DEXTERITY: abllny to work easily and skillfully
with the hands.

"C ~ COLOR DISCRIMINATION: ablhty to recognize likenesses
and differences in colors and shades, to identify or match specific
coldrs, and to select color combinations which go well together. *

‘

Other Informatlon

GENERAL EDUCATIONAL DEVELOPMENT (GED) — RELATED GROUPS OF JOBS — Other Worker Traltl g N
. = The following numbers:indicate the estimated levels of - Groups related to -this Worker Trait Group include: ‘
GED a.worker should have for average performance in jobs 76
‘ ?negsngénf%l}gdtms/_\%r;:n%.XSTC”IC information apom GED_ 24 Classifying, Filing, and Related Work
GED Levells): 3 4 ‘ o 27  Sorting, Inspecting, Measuring, and Related Work
. _ ' ' ‘ 29  Routine Checking and Recording : .
PHYSICAL DEMANDS -— The following letters and num- 56 Drafting and Related Work _
bers represent those physical activities required of workers ’ . . . i ’
in jobs belonging to this group. Specific information for

o

Appraising and Investigating Work

]

ERI

defining Physical Demands may be found in Agpendix B.
Physical Demands: § * M 4 5 &

DATA-PEOPLE- THINGS'" (D:B- T) —. The following three-

digit codes represent the highest Ievels of worker involve:

ment with data, people, and things required by jobs belong-

ing to this group. Specific information defining the Data-

People-Things codes may be found in Appendix C.

D-P-T Codels): ' 387 .384 .387 .484 .487

" ADDITIONAL INFORMATION — You can find out more -

about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your

school, and from ather sources. A list of jobs belonging to .

this group can be found following the Worker Trait Group
description in Volume I, Dictionary of Occupational Titles

{DOT), Third Edition, page271 Volume i of the DOT lists

these jobs in alphabetical order and gives further informa-

© tion.
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Typesé’r’riung,A Reproducing,
.and Related Machine Work

£
“ o~ . o

ing-Machine Operator, and Linotype Operator..

v

*  this field?

‘As a worker in this field you would set up, adjust, and

operate some type of commercial machine such as a data

. processor, typesetter, linotype, duplicator, or addressor.

. Your work would usually be specialized and-most of your

- time would be spent operating one machine accurately and
at high speed.

z
P

WORKER REQUIREMENTS — What qualifications would

~ you need? A ] o .
You should be able to do well.in this field if you (1)
have the ability and willingness to follow instructions close-
ly: {(2) can do the same kind of work day after day.without
getting bored; (3) can pay attentign to details and read well
“enough to avoid- mistakes; {4) can distinguish. small dif-
ferences in shapes and spaces; (5) can coordinate the move-
ment of your eyes and hands {make them work together) as

your job requires; (6) can work quickly and accurately with

your hands; and (7) enjoy using machines: L

- 3

o

WORK PERFORMED — What would you do as a worker in

.

: Typesetting means to set words and_,séntences into type so that they may be printed on a printihg press.
Reproducing means to make copies from an original dogument. Examples of workers in this group are Vari-
Typist, Braille-Duplicating-Machine Operator, ‘Digital:Computer Operator, Key-Punch Operator, Addr,gss- .

. o . ¢

CLUES FOR RELATIMG APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? ) ) T .

® good grades in business and comme'ri:ia] courses. in *
high school Y
‘typing ability’
training or experience operating business machines
working on the school newspaper or yearbook
e helping in the school! office R

TRAINING AND METHODS OF ENTRY — How canyou

- prepare for this field of work and get started in it?

Graduation from hijgh- school or business school; with
commercial courses, including the methods: of operating
business machines, is usually the least amount of education
that would be accepted for entry level jobs in this field.-For
some jobs, you would need special training in the operation
of a certain machine. You can usually start. in.one of these
jobs if you have a general knowledge of printing or repro- -
ducing.equipment. Emplo’, - s usually give new workers on-
the-job training lasting from a few days to sevesal months,
depending upon the type of machine involved. ‘

"

< . , * (Qualifications Profile

 TEMPERAMENTS — The different kinds of working con-
ditions or situations workers ilj this group must adjust to
" inciude : -

2 Repeating activities or tasks of short duration accord-

ing to a required routine procedure or sequence.
* Y wWorking within precise .limits or standards of ac-
curacy. ., : -

-

INTERESTS — People habe interests_or preferences for
tertain types of work activities over others. Workers in this
3 group gene@llv pﬂrefer‘ ‘ ¢

3 Activities of a routine, definite, organized nature.

Q '

ERIC
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9 -~ Activities which are nonsocial and involve the use of
. machines; processes, or methods. )
.

SPECIFIC VOCATIONAL -PREPARATION — Different ’
jobs require different amounts of specific vocational train:
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

2 Anything beyond short demonstration up to and
including 30 days.

3 Over 30 days up to and including 3 months.

4 ~Over 3 months up to.and including 6 months.

5 Qver 6 months up to and including 1 year.

«




APTITUDES - The aptitudes .listed below show" the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded-parts of the chart
represent the portion of the total working population that
has the !evel of aptitude necessary for average success: The

sary for average success and the portion that falls to the left

shaded areas has a higher amount of aptitude than neces-

does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this

field, but some combination of them is essentlal fof'each .
. portion "of the population that.falls to the right of the job. . » . :

‘.  — ) . .

ESTIMATED PORT!ION OF GENERAL WORKING

g . , POPULATION WITH REQUIRED ABILITY
R - ’ .| tower13 | Middie1/3 |~ Upper 1/3
APTITUDES |1 23% | 34% 23% 1 10%

Y

o

- G - lNTELLIGENCE general learning ability, including being
able to follow instructions, to reason and make judgments and to
do well in school.

-

L}
V —~ VERBAL ability to understand meamngs of words and. ideas,
and to present information effectively.

|
|
ll'
|
T

S -~ SPATIAL: ability to look at flat drawings or pict-fres and to
visualizé {understand) how they woulid look as solid objects with

!

]

{

| .

|

|

|
‘height, width, and.depth. [

+ —

P - FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize slight differences in shapes or shadipgs.

¢ -

—

Q — CLERICAL PERCEPTION: abmty to see details and 'to
recognize errors in numbers, spelling, and punctuatuon in written D‘
materials, charts or tables

6

K —~ MOTOR COORDINATION: ability to coordinate the use of ' .
- eyes and hands or fingers rapidly and accurately to perform a task. |

- F -~ FINGER DEXTEF.NTY: ability to move fingers and to handle
small objects rapidly and accurately. . | .

-~

M -- MANUAL DEXTERITY: ablhty to work easuly and skillfully
with the hands.

Other Information

~

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to thls Worker Trait Group include:

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate the estimated levels of
'GED a worker should have for average performance in jobs -
belonging to this group. Specific information about GED
~ may be found in Appendix A. . N
GED Level(s): 3. 4 : : .

28 Typingand Related Recording
108 Motion Picture Projecting, Photographlc
Machine Work,-and Related Activities
‘ . 109 Radio and Television Transmitting and Receiving
PHYSICAL DEMANDS — The following letters and num- : o -
bers represent those physical activities required of workers
in jobs belonging to this group. Specxflc information for

defining Physical Demands may be found in Appendix B. ADDITIONAL INFORMATION — You can find out mare
Physical Demands: L 4 about jobs belonging to this group in the Occupational Out-

N _ v o look Handbogk, the occupational information files in your
DATA'PEOPLE'THWGS (D-P-T) — The following three- school, and from other sources. A list of jobs belonging to

digit codes yepresent the highest levels of worker-involve- this group can be found following the Worker Trait Group

‘ment with data, people, and things required by jobs belong- description in Volume |1, Dictionary of Occupational Titles

* ing to this group. Specific information defining the Data- (DOT) Third Edition, page 274. Volume | of the DOT lists

People-Things codes may be found in Appendix C. . these jobs in alphabetlcal order and gives further informa-
D-P-T Code{s): 382 .582 tion. . &

Copyright © 1972, Appalachia Educational Laboratory, Inc.
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CﬁlasSiinnQ, Fiiing, and Related Wdrk Ve

;

Clgssifying means to ar.rahge things in groups accdrding to a plan. Filing means to put things away in a'
certain order. Examples of workers in this group are Library Cataloger, File Clerk, Inventory Clerk, Mail

Carrier, Comparison Shopper, and Fingerprint Classifier.

WORK PERFORMED — What would youdo asa workerin - CLUES FOR RELATING APPL!CAN_TS AND REQUIRE-

this field? , MENTS — What personal characteristic§ or experiences
Work in this field mainly involves gathering, sorting, clas- might help you decide if you should explore this field- of

sifying, and/or filing information ranging from letters to work? \ S

fingerprints. Computing (figuring} such things as scores on ® |iking to keep things in order

civil service examinations, cost of postage, or supplies on ® heing able to do work that is repeated, without getting

hand may also be involved. You may have to keep records bored L .

or prepare reports concerning postal charges, items in stock, e good grades in commercial or business courses -

materials removed from files, and worker assignments. _® experience in using the card file in the library

Adding information to records already on file and searching ® helping in the school office ’

'fot; requested filed information may al§o be a part of your “TRAINING AND METHODS OF ENTRY — How: can you

J00- . : . prepare for this field of work and get started init?

" ' e e ’ The best way to get into this work is to complete busi-
WORKER REQU‘REMENTS — What qualifications would ness coursesin high school and be able to show that you are

you need? S famili % : . : .
. . . amiliar with basic office duties. Many employers give tests
Jobs in this flgld require you to {1) read and understand to pick {\3]8 best people from amongythos?e V\Yho ;?pply for
written- information, (2) be able to solve arithmetic prob- work /éometimes new employees are given up to three
lems, (.3) pay close attention to details, and (4) be able to mont%s of on-the-job training to help them learn the
follow instructions or established procedures. . demfands of a.particular job .
.- ‘/'v
e
;
/
y §
£

g . .
Qualificatigns Profile
TEMPERAMENT“S:— The different kinds of working con- ; 3 Activities of a routine, definite, ordanized nature.
Filtllorés or S't”at'orlf workers in this group must adjust to ! g Activities which are nonsocial and involve the use of
tnclude 9 o ‘ S 1 machines, processes, or methods. -
. 2 - Repeating actl\_(ities or tasks of short duration accord- |

ing to a requiréd routine procedure or sequence. SPECIFIC VOCATl-ONAL' PREPARATION — Different

) 3 dDoing things only under specific instructions, allow- - jobs require different amounts of specific vocational train-
ing little or no room for independent action or - ing. The following statements show the range of time —
o . judgment in working out job problems. : * .depending on the specific job — necessary to develop the
.- Y Working within precise limits or standards of ac- ‘knowledge and skills required by this job group.
curacy. . o
i . 2 Anything beyond short demonstration up to and -
INTERESTS — People have interests or preferences for -« including 30 days. :
) certain types of work activities over others. Workers in this 3 Qver 30 days up to and including 3 months.
group generally prefer 4 OQOver 3 months up to and including 6 months.
s e . . - . - 5 QOver 6 months up to and including 1 year.
2 Activities involving business conrtact w;th' people. 6 Over 1 year up to and including 2 years.
- “
. - : ’ . - £ .-
Q : . e R A .

ERIC
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APTITUDES ~ The aptitudes listed below show the
specific abilities you would need in order to perform tasks

belonging to jobs in this field. The shaded parts of the chart .

represent the portion of the total working population that
has the tevel of aptitude necessary for average success. The

portion- of the population that falls to the right of the

-e

APTITUDES

-job. 14

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not ali the
aptitudes listed are important for every’ job within this
field, but some combination of them is essent|a| for each‘

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH. REMUIRED ABILITY

p——e

Lower 1/3 Middle 1/3 Upper 173

10% 1  23% 34%

G - INTELLIGENCE: general learning ability, ‘including” being
able to follow- instructions, to reaso:\ and make]udgments and to

do well in, school \ .
. \

23% ' 10%

VvV ~-VERBAL: ability to understaﬁd m&anings of words and ideas,
and to present information effectively. \

Q - CLERICAL PERCEPTION: ability to see details- and to
recognize errors in numbers, spelling, and punctuation in written

materials, charts, or tables."

|
i
|
|

- 3

N

¥

. ‘, Other Information

GENERAL ‘EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs ..
belonging to this group. Specific |nformat|on about GED
may be found in Appendix A.

GED Level(s): 43 :

HYSICAL DEMANDS — The {ollowing letters and num-
bers represent those physical activities required of workers
in jobs belonging to this group: Specfic information for
defining-Physical Demands may be found in Appendix B.

Physical Demands:

.

DATA:PEOPLE-THINGS (D-P-T) — The' following three-

digit codes represent the highest levels of worker: involve-

ment with data, people, and things required by jobs belong-

E

RIC \ SRR U

N

mq to this group. Specific information defining the Data-
Pedple Things godes may be found in Appendix C.
-P-T Code(s): .388

R

3 4 . e

RELATED GROUPS OF JOBS. — Other Worker Trait
Groups related " to this Worker Trait Group include: -

26
28
29
19

Computlng and Related Recordlng

Typing and Related Recording

Routine Checking and Recording
" Facilities, Services, and Movement Allocating
and Exped|t|ng Work

Kl

. ADDITIONAL INFORMATION — You can find out more

about jobs belonging.to this group in the Occupational Out-
ook Handbook, the occupational information files in your
schogl, and from other sources. A list of jobs belonging to

\\hm group can be found foilowing the Worker Trait Group
description in Volume 11, Dictionary of Occupational Titles
. (DOT), Third Edition, page 276. Volume | of the DOT lists -
these jobs in alphabetlcul order and gives further informa-
tion.

Copyright © 1»972, Appalachia Educational Laboratory, Inc. -




Stenographic and Related =~Wdrk'. e

i 3

c

[8

Stenography means to record {using Shorthand) z;nd then transcribe {type) speech or copversation in
_ order to get a typed record of what is said. Examplgs of workers in this group are Court Reporter, Stenog-

rapher, and Stenotype Operator.

—u

WORK PERFORMED — What would you do as a worker in
this field? = - : .
This work includes using shorthand, Which. involves
either writing or using a machine -to record marks or
symbols which can be transiated into words. You would use
shorthand to record what someone is saying at the speed he
says it. (This activity is called "taking dictation."’) After
taking shorthand notes, you would use a typewriter to
transcribe them into a letter or report as dictated.

WORKER REQUIREMENTS — What ‘qualifications would '

you need? . M
To work in this field, you need to (1) be-able to under-
. stand the meanjng of words and how sentences are put

‘together; (2) use your hands quickly and accurately; (3)

.write in shorthand (take dictation}; (4) translate shorthand

*notes; (5) type; (6) get used to doing the same kind of work

over and over;-(7) be attentive to detail to avoid errors in

[« “your shorthand and typing; (8) be able and willing to

follow instructions closely; and (9) be able to understand -
and work with a special vocabulary, such as that used ‘in

faw, medicine, engineering, or some other field of work. typing tests before being employed. C .
/‘4 - 1
4
; ~ Qualifications Prefile =~ A
. TEMPERAMENTS — The different kinds of working con- "_6 Activities concerned with people and the comniuni-
ditions or situations workers in this group must adjust to cation of ideas. | ) o '
. ‘ d N . ) - . . .\.
nelude : R SPECIFIC VOCATIONAL.PREPARATION — Different
> ﬁepea;lng activities or tasks of short duration accord- jobs require different amounts of specific vocational~train-
ing to a required routine proceduré or sequence. ing. The following statements show the range of time —
3 Doing things only: under specific instructions, aliow- depending on the specific job — necessary to develop the
ing little or no toom for independent action or knowledge and skills required by this job group. e

judgment jn working out job problems.

Y Working within precise limits or standards of ac-
curacy. - . :

"INTERESTS — Peaple have intérests o.r preferences for -

certain types of work activities over others. Workers in this
group generally prefer . o

3 Activities of a routine, definite, organized nature. '

.

ERI

PAruntext provided oy enic [N

q -

. TRAINING AND' METHODS UF ENTRY = How can you

- might also get the neckssary training in a business school. in

e
. .

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences

- might help you decide if you should explore this fieid of

work? . ;

P

-@ success in typing and shorthand courses

o

being secretary for a club or grbup

-

taking good notes during classroom discussions

doing homework neatly and accurately

prepare for this field of work and gét started in it?
A job in this field usually requires graduation from high
school with special training,in shorthand and typing. You

'either case, you would probably have to pass shorthand and * -

4 Qver 3'months up to and including 6 months.
- 5 Over 6 months up to and-including 1 year.
& Over 1 year up to and including 2 years. & a "

v
oy

'~

il N N -




° APTITUDES - The aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that.

“has the level of aptitude necessary for average sticcess. The
portion of the population that falls to the right of tI'Le

AR APTITUDES

shaded areas has a higher amount of aptitude than neces-
sary for average success and the pOl’tIOﬂ that falls to tfie left
does not have the necessary level of aptitude. Not ali the
aptitudes listed are important for overy job within this
field, but some comblnatlon of them is essential for each
job. :

ESTIMATED PORTION OF GENERAL WORKING
' POPULATION WITH REQUIRED ABILITY -

I;ower 1/3
110%.! 23%

Middle 1/3 Upper 1/3.

G - INTELLIGENCE: general learning ability, including being
gble to follow instructions, to reason and make judgments, and to
i!o well m,school

and to present information effectively.

- V — VERBAL: ability to understand meanings of words and ideas,

!

{

|

}
-1

T

P -- FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize stight differences in shapes or shadings. .

‘1. -Q - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelllng}/clnd punctuation in written
materlals charts, or tables. iy, .

s

smaII ob)ects rapldly and accurately
<

F -- FINGER DEXTERITY: ab:lnty to move fmgers and to handle

[~
.

1
GENERAL EDUCATIONAL DEVELOPMENT (GED) — .
The¢following numbers indicate the estimated levels of
GED a worker should have for average performance.in jobs
. belonging to this group. Specific information about GED
may be found in Appendix A. .
GED Level(s) 3 -

PHYSiCAL DE MANDS —~ The followmg Ietters and num-
bers represent those physical activities required of workers
- in jobs ‘belongding to this group. Spegific information for
- defining Physical Demands may be found in Appendix B.
;  Physical Demands: | 4 5 6
DATA PEOPLE THINGS (D- P T) — The followmg three-
digit codes represent -the highest levels. of worker involve-
ment with data, people and things required by jobs belong-
ing to this group. Specific mformatlon defining the Data-

. People- Thingse may be found in Appendrx C.
D P-T Code(s): .

- -

A

. s ]l .
- S - “s s LN
.

2
.

ERIC, = -+ - °
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‘ﬂther nfonmation

LY

«

F JOBS — Other Worker Trait
Worker Trait Group include :

a

. RELATED GROUPS -
Groups related to this

.18 Secretarlal and Related Work o .
28 Typlng and Related .Recording -

© 24° Classifying, Filing, ahd:Related Work

15 Correspondlng and ‘Relatéd Work

. ADDiTIONAL INFORMATION — You can find out more
about, jobs belonging to this grotp in the Occupatlonal Out- .
look Handbook the occupational information files in your
school, and from other sources. A list of jobs belonging to
this group can be found follgwing the Worker Trait Group
description in Volume i1, Dictionary of Occupational Titles
{DOT), Third Edition, page 278. Volurne I.of the DOT lists
these ]ObS in a|phabet|cal ‘order and grves “further’ informa-
tion. / , - 7.

‘

~
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Computing means to solve problems by using mathematics. Recording means to keep track of figures by
> placing them on special forms. ‘Examples of workers in this group are Bookkeeper, Bookkeeping- l\/lachme
Operator, Payroll Clerk, Medical- Record Clerk Accountmg Clerk, and Insurance Clerk.

& -

WORK PERFORMED — What would you do as a worker in

this field? . s
Work in this field includes solvmg arlthmetlc problems
~and preparing numerical records. In doing this work you
' . would probably use a typewriter, and billing, bookkeeping,
addlng, or calculating machlnes Your work might invclve
s flgunng workers’ salaries, computing how' much it would
cost your company to produce an item, determining how
. much money has been put into Bank accounts according to
" records of deposit, arid/or verifying (checkmg) the arith:

- metic used in figuring accounts.

WORKER. REQUIREIVIENTS ~— What quallflcatlons would
you geed? 2
. Jobs in this field require you to (1) learn step-by-step-
. methods of gathering information and keeping records, (2)
be able to correct errors in or solve arithmetic problems, (3)
pay close attention to details to;avoid errors, {(4) recognize
differences in shapes and sizes, {5) coordinate the move-
ment of your hands and eyes {make them work together)
thé way your job requiret, and” (6) use your hands and
fingers rapidly and agcurately in operating business ma-
chlnes - .

o ) Qua

. -

.. TEMPERAMENTS — The différent kinds of working con-
- ditions or sutuatlons workers in this group must ad]ust fo
include
' 3 Doing things only under specific |nstruct|ons allow-
- _~ ing little or no room for independent action . or
P * judgmient in working out job problems.

'Y Working within precise limits or standards of ac-
..euracy. N )

INTERESTS‘ — Peopte have interests or. p;eferences for

- certain types of work activities over others. Workers in this
‘. , .group generally prefer . .

3 Activities of a routine, definite, organjzed nature.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work?

good grades in.arithmetic courses

© average or better grades in bookkeepmg or other
business courses .

@ being able to do the same. type of work from day to
day without getting bored »

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started.in it? -

Entrance into this kind of work usually requires gradua-
tion from hlgh school "and business school with average or
better grades in arithmetic. For some jobs, you would need
training in the use of one or more. types of business ma-
chines. Eor many beginning positions \you would need ofly,
a general knowledge of the duties and equipment involved.
Depending upon the work or the machine involved, an em-
ployer might give you on-the-job tralnlng, lasting from a
few days to several months.

lifications Profile

I

: SPECIElC VOCATIONAL PREPARATION — Different

jobs reluire different amounts of specific vocational traln
ing. The following statements show the range of time '—
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

3 Ovei 30days up to and including 3 months.
4 Over 3 months up to-and including 6 months. -
5 Over 6 months up to and including 1 year.
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APTITUDES - The aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs In this fieid. The shaded parts of the chart
represent the portion of the total working population that
has the levei of aptitude necessary for average success. The
portion of the population that falls to the Tright of the

. -

o

APTITUDES

* sdry for average success and the portion that falls to the ieft:

T
-

shaded areas has a higper amount of aptitude than neces-

dges not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each

jqb. S
.‘.‘/
ESTIMATED PORTION OF GENERAL WORKING
POPULAT!ON WITH REQUIRED ABILITY

Upper 1/3
23% 1 10%

~ Middie 1/3
34%

Lower 1/3
23%

G - INTELLIGENCE general learning ability, including being
able to follow instructions, to reason and make judgments, and to
do well in school.

N NUMERICAL: abifity to perform amhrﬁzu}:al operations
aquickly and accurately.

P FORAM PERCEPTION: abdity to see detail in objects or draw-
ings and to recognize shight ditferences in shapes or shadings.

Q CLERICAL PERCEPTION:. ability to see details and, to
recagnize errors in munbers spelling, and punctuation®in written

matenals, charts, or tables.

K MOTOR COQRDINATION atulity t coordinate the use of

eyes and hands or fingers rapncily and s vurdtely 1o perform a task.

F o \F‘_INCER DEXTERITY: ability to move fingers and 10 handle
small objects rapidly and accurately.

e s ——e - e,

M . MANUAL DEXTERITY. abihtyrto work easidy and skillfully
with the hands.

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers maicat: ghe estimated levels of
- GED a worker should have for average performance in jobs
- belonging to this group,-Specitic nformation abdout GED

| may be found in Apperdix A.

GED Level(s): .-.3 4 -

_PHYSICAL.DEMANDS — The following lefters and num-
"bers represent those physical activities reduired of workers
in johs belonging to. this group. Specific! information for
defining Physical Demands may be found it Appendix B.
Physical Demands: $° L 4 6-

DATA-PEOPLE THINGS B P T) The following three-
digit codes represent the highest levels of worker involve-

ment with data, people, and tiungs required by jobs belong-
ing to this group Specitic formation defining the Data-,

Other information

G G ,
/ |
20 Paying and Receiving) (Banks and Other Estabfishments)

/

RELATED GROUPS OF |JOBS - Other Worker Trait

' 13
21 ;

" Related Establishments

" 29 Routine Checking and

ecording ]f

[ {
ADDITIONAL INFORMATION \- You can find out /more
about jobs belonging to this groug in the Occupational Out-
look Handbook, the occupationaliinformatiogr files it your
school, and from other sources. A\list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume {1, Dictionar of.Occupationa,‘ Titles
(DDT), Third Edition, page 280. Volume | of the DOT lists
these jobs in alphabetical order and \gives further informa-

Cashiering {Drug Stords, Theaters, Restaurants/f anid

People-Things codes may. be found in Appendix C. tiom. I
DPTCodels) 383 188 . | |

: . . “ . t |

! |

J |

~ . , |
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Sorting, Inspecting, Measuring,
and Reloted Work N

Sorti'ng means to separate things into groups according to type or to their likenesses and differences.
laspecting: means to examine carefully to determine if size, shape, or quality, meets set standards. Measur-

ing means to determine extent (how far something reaches), size'(how big it is), quantity (how many there

are) or capacity (how much something will hold). This field of work covers a wide variety of jobs in many
, industries. Examples of workers in this group are Maib Sorter, Egg Grader, Currency Sorter, Weaving In-
spector, Shipping Clerk, and Finished-Stock Inspector.

n

RS

WORK PERFORMED — What would you do as a worker in
this field? : .

- In this field, your job would be to examine, measure, or
" weigh objects. You might do this to determine if they were
made exactly according to plan, if there is anything wrong
with them, or to sort them according to their class, size, or
condition. You might, for example, sort eggs according to
size and color, or measure the length and thickness of bolts,
or examine machine parts to deterrnine whether they are
useable.

You would have*to be accurate in this kind of work and
would often work under close supervision. Depending on
your particular job, you might use such measuring devices
as gages, calipers, micrometers, or scales. You. might also
make special use of one or rnore of your primary senses
{sight, hearing, smell, and touch). .

WORKER- REQUIREMENTS —~ What qualifications would
you need? = :
~ To be good at this work, you need to {1} be able and
willing to follow instructions exactly; (2) be able to detect
(see) small differences in shapes and sizes, and notice smail
details; {3} use your fingers and hands quickly and accurate-
ly; (4) coordinate the use of your eyes and hands {make
them work together) as your job requires; and {5) be satis-
fied to do the same kind of work over and over. ~

o Qualifications Profile

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in .this group must adjust to

~include ~ . \
2 Repeating activities or tasks of short duration-accord-*

ing to a required routine procedure or sequence.

3 Doing things only under specific instructions, allow-
ing little or no room for independent action or
judgment in working out job problems.

0 Rating information using standards that can be
measured or checked. o

Y ‘Working within precise limits or standards of ac-

curacy. ¢

“INTERESTS - People have interests or preferences. for
certain types of work activities over others. Workers in this
group generally prefer i

1 Activities dealing with things and objects

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences

work? E— ' _ —

might help you degide if you should explore this field of

~ ® success in shop classes in high school
£
@ using detailed plans to build models

© ability to do the same type of work over and over
~without getting bored or making mistakes

TRAINING AND METHODS OF ENTRY — How can ydu
prepare for this field of work and get started in it?
You would usually {earn to do theis'kind of work through

on-the-job training lasting from: a few hours to several

months, depending upon the skill needed. Many employers
prefer workers with no experience; they look for people
who are physiéally able, who are dependable, who have
good eyesight, and who can follow instructions. Many of
the larger employers give tests to help select new workers,

.

3 Activities of & routine, definite, organtzed nature

9 Activities which are nonsocial’ and involve the use of

machines, processes, or methods R

\

SPECIFIC VOCATIONAL PREPARATION - Differe.t
jobs require different amounts of specific vocational train-
ing. The following statements show the range of time --
depending on the specific job — necessary to develcp the
knowledge and skills required by this job group.

2 Anything beyond short demonstration up to and
including 30 days.

3 Over 30 days up to and including 3 months.

4 Over 3 months up to and including 6 months.

(L

-
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APTITUDES The aptitudes listed below show the
specific abilities you would need in order to performtasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the totai working population_that

has the levei of aptitude necessary for average success. The
portion of the population that falls to the right of the

. . -
shaded areas has a higher amount of aptitude than neces-
sary -for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the

“&ptitudes listed are important for every job within this

field, but some combination of them is essential for each

job. . :

APTITUDES

-

_'ESTIMATED PORTION OF GENERAL WORKING.
L POPULATION WITH REQUIRED ABILITY

L

“\Lower 1/3 Middlg 1/3 Upper 1/3

0%  23% 34% 23% 1 10%

G - INTELLIGENCE: general 'learning ability, including being
able to follow instructions, to reason and make judgments, and to
do well in school.

S  SPATIAL: ability to look at flat drawings or pictures and to
visualize (understand) how they would look as solid objects with
height, width, and depth,

P - FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize slight differences in shapes or shadings.

Q - CLERICAL PERCEPTION: ability to see details an(:! to
recognize errors in numbers, speliing, and punctuation in written
materials, charts, or tables,

SO

’

K - MOTOR COORDINATION: ability to coordinate the use of
eyes and hands or fingers rapidly and accurately to perform a task,.

F -- FINGER DEXTERITY: abilify'to move fingers and to handie
small objects rapidly and sccurately. :

M MANUAL I:JrE'E)'(TERITV:'abiIity to work easily and skillfully
with the hands. L

C - COLOR DISCRIMINATION: vability to recognize likenesses
and differences in colors and shades, to identify or match specific
colors, and to select color combinations which go well together,

Other information

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicates the estimated levels of
GED a worker should have fér average performance in jobs?
belonging to this group. Specific information about GED
may be found.in Appendix A. .

GED Levelis): 3 2 1

PHYSICAL DEMANDS — The following letters and_num-
bers represent those physical activities required of workers
" in jobs belonging to this group. Specific information for
defining Physical Demands may begfound in- Appéndix B.
PhysicaiDemands: § L M 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required-by jobs beiong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.
D-P-T Code(s). .484 .485 .487 .584

587 .683 .68B4 685 .687

.585

ERIC

Aruitoxt provided by Eic:

RELATED GROUPS OF JOBS — Other Worker Trait
Groups reiated to this Worker Trait Group include:
22 Inspecting and Stock Checking v
29  Routine Checking and Recording

84 Tending

ADDITIONAL INFORMATION — You ¢an find out more
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your
school, and fram other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume i1, Dictionary of Occupational Titles
{DOT), Third Edition, page 282. Volume | of the DOT Jists
these jobs in alphabetical order and gives further informa-
tion. : , &

Copyright © 1972, Appalachia Educational Laboratory, inc.




| TYPi,nQ and Reﬂoﬁed Recordmgf .

o

Typing and related recording is concerned with recording or transmitting (sending) messages, either in
words or in code, by using a typewriter of other machine. Examples of workers in this group are Typist,
Transcribing-Machine Operator, Data Typist, and Music Copyist. .

~

WQRK‘ PERFORMED — What would you do as a woa;ker in
this field? : e
As a worker in this field you would operate a typewriter

‘or a typewriter-like machine such as the opes described

below. The teletypewriter is used-to send messages by wire
from one location to another, where they are typed auto-
matically. The tape perforator changes words into a series
of holes-in a-tape,-after which the_tape is fed into another
machine which sets the original words into typé for aprint-
ing press. The Braille machine produces raised dots on
paper which allow blind people to read by feeling the dots.

4

WORKER REQUIREMENTS ~ What qualifications would
you need? o
Jobs in this field require you to (1) pay ciose attention

" to details, {2) use your hands and fingers rapidly and ac-

L™

ERI!

Aruitoxt provided by Eic:

curately, (3) adjust yourseif to doing the same kind of work
over and over, {4) recognize differances in shapes and sizes,
and (5) work well qnder the_direqtion of others.

4

-

Quazlifications Profile °

TEMPERAMENTS — The different kinds of working con-
ditions or situations workérs in this group must adjust to
include ‘
-2 Repeating activities or tasks of short duration accord-
ing to a required routine procedure -or sequence.
-3 Doing things only under specific instructions, allow-
ing little or no room for independent action or
judgment in working out job problems.

cyracy.
LA AN
INTERESTS —R‘People have interests or preferences for
certain. types of work dctivities over others. Wagrkers in this
group generally prefer Lo B

Y Working within precise limits or standards of ac-%

CLUES FOR RELATING APPLICANTS AND REQUIRE-,
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
‘work? . } ’
- success in typing and other business courses
o working sas a typist in the schoo! office or for the
school pape¥ S
® ability to do the same type of work day after day
- without getting bored ' .
® following directions accurately,” as in -classwerk..or ..
hobbies :

TRAINING AND METHODS OF ENTRY — How cad you
prepare for this field of work and get started in it?

Many of the workers who enter this field are high school
or business school graduates who have taken typing and
other business coburses. For many typing and related jobs
you would need to pass a typing test. Where the operation
of specific machines is required, on-the-job training is usual- -
fy given by your employer to help you gain the necessary
skifls. -~ . :

P N

. o e ‘ » r‘ . . -
3 Activities of a routine, definite, organized nature-

jobs require djfferent amounts of specific vocational train-
ing. The following statements show the range of time L
depending on the specific job — necessary to develop the
knowledge 3nd skills required by this job group. R

SPECIFIC \%C;CATIONAL PREPARATION — Different

3 Qver30days up to and including 3 months.
~ 4 Over 3 months up to and,including 6 months.
5 Over 6 months up to and including 1 year. °

i




specific abilities you would need in order to perform tasks

represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

APTITUDES - The aptitudes listed below show the

belonging to jobs in this field. The shaded parts of the chart

shaded areas has a higher ‘amount of aptitude than_neces-
sary -for average success and the.portion-that falls to the left
does not have .the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each
job. ) :

Y

ESTIMATED P$RT|0N OF GENERAL WORKING o

o POPULATIQN WITH REQUIRED ABILITY =
, Lower 1/3 - Middle 1/3 . Upper 1/3
‘ " APTITUDES: ‘ 0% 23% T3% | 23% | 10%

P - FORM PERCEPTION: ability to see detail in objects or draw- . [
ings and to reco/qnize slight differences in shapes or shadings. ) Ii
t
T

1
I

A
]

Q ~ CLERICAL PERCEPTION: ability. to see details and to
recognize errors in numbers, spelling, and punctuation in written
materials, charts, or tables. : Lo :

I

K "--MOTOR COORDINATION: ability to coordinate the use of | |
eyes sand hands or fingers rapidly and accurately to perform a task.

.

F - FINGER DEXTERITY: ability to move fingers and to handle I
small objects rapidly and accurately. .

“
° ; —

3 1

2 | M . MANUAL DEXTERITY" ability to work easily and skillfully
. with the hands. e !

e

-]

Otﬁié‘r Information

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicates the estimated levels of
GED & worker should have for average performance in jobs -
belonging to this group. Specific information about GED '
may be found in Appendix A. . 18  Secretarial and Related Work -

‘GED lLevel(s): .3 4 ; - : 24 - Classifying, Filing, and Related Work - .

. : 25  Stenographic and Related Work
. ~ ) 23 Typesetting, Reproducing, and Related
: Machine Work :

. RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this ,Worker Trait Group include:

PHYSICAL DEMANDS — The following letters and num-

: bers represent those physical activities required of workers . ki

/,in jobs belonging to this group. Specific information for
defining Physical Demands may be fodnd in Appendix B.

Physical Demands: s L 4 6 . -

. : ADDITIONAL INFORMATION — You can find out more

about jobs belonging to this group in the Occupational Out- .

DATA-PEOPLE-THINGS (D-P-T) — The follcwing three-
digit codes represent the highest levels of worker invalve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
- People-Things codes may be found in .\ppendix C.
_DP-TCodefs): 588 ’

look Handbook, the occupational information files in your

school, and from other sources. A list of jobs belonging-to-

this group can be found following the Worker Trait Group
description in Volume 11, Dictionary of Occupational Titles
{DOT), Third Edition, page 287. Volume | of the DOT lists

" these jobs in alphabetical! order and gives further informa-

tion. -

Copyright © 197'2,“ Appalachia Educational Laboratory, |nc.
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"Reader.

-

WORK PERFORMED — What would you do as a worker in
this field? :
As a worker in this field, you would use standard

You would check information for accuracy and enter it on
such forms as stocklists, bookkeeping ledgers, and registers.
Specific duties-might inciude copying information from one
record to another; typing bills or statements; sorting and
filing records; filling out forms for insurance, employment,
or shipping; checking meters and recording amounts of elec-
tricity, water, or gas Used; or keeping track of materials
shipped and received. You might also perform such duties
" as-answering the phope.and sorting mail.

v

WORKER REQUIREMENTS — What qualifications would
youineed? ~ - .

Jobs in -this field require yoarto (1) know cominion " -

record-keeping . methods, {2} keep accurate and readable
records, (3) perform tasks such as sorting bills and receipts,

(4) pay close attention to details, {5) be willing to perform -

the same tasks day after day, and (6) be able to work
simple arithmetic problems when required. .

7 »

TEMPERAMENTS - The different kinds of working con-
ditions or situations workers in this group must adjust to

include - ,

ingtoa rqujired routine procedure or sequence.

Y Working within precise limits or standards of ac-
curacy.

INTERESTS - People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer

Q A F:s

ERIC

Aruitoxt provided by Eic:

Ch'ec'kinig dnd Recording

Routine checking.and’ recording means to use standard, fixed methods to gather and record business in-
formation. Examples of workers in this group are General Clerk, Insurance Clerk, Traffic Clerk, and Meter

methods to record information on specific business forms:-

2 Repeating activities or tasks of short duration accord- -

©

CLUES FOR RELATINGQ,APPLICANTS AND REQUIRE-
MENTS — ‘What personal characteristics oF experiences
might help you decide i_f you should explore this field of

-—work?. -

® experience as club secretary or treasurer 4

@ preference for routine tasks in a well-organized work
setting o

© success in record-keeping or typing courses

e .experience helping in the school office

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

+ High school courses such as bookkeeping-and-typing will

provide you with a background of basic clerical skills. Once
oh the job, you would be given time and heip to learn to '
use the specific forms and methods required by your
employer. ' I ‘ -

Qualifications Profile

3 Activities of a routine, definite, organized ndture ~
rather than - activities of .an unusual, indefinite
nature which require creative imagination.

SPECIFIC VOCATIONAL PREPARATION - Different’
jobs require different amounts of specific vocational train-
ing. The following statements show the range of ‘time —
depending o the specific job — necessary to develop the
knowledge and skilis required by this job group.

2 Anything beyond short demonstration up to and
including 30 days. i .

3 Over 30 days up to and including 3 months.

4 "QOver 3 months up to and including 6 months..

!—».’p-;
7




APTITUDES -~ The aptitudes iisted below show the .
specific abilities you would need in order to perform tasks -
beloriging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
. has the level of aptitude necessary for average success. The
portion of the population that falls to the. right of the

APTITUDES

job. : ] )

shaded areas has a higher amount.pf aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

- Lower 1/3 Middie. 1/3
0% 23% - 34%

-

Upper 1/3
23% 1 10%

G - INTELLIGENCE: ‘general learning ability, including being
able to follow instructions, to reason and make judgments, and_to
do well in school.

— A
V -- VERBAL.: abdlity to understand meanings of words and ideas
and to present information effectively.

’

P - FORM PERCEPTION: abiliiy to. see detail in obiec}s or draw-
tngs and to recognize slight differences in shapes or shadings.

Q - CLERICAL PERCEPTION: ability to see details and to
. recognize errors in numbers, spefling, and punctuation in written
i materials, charts, or tables.

K MOTOR COORDINATION: ability to coordinate the use of
eyes and hands or fingers rapidly and accurately to perform a task."

(4N

Other Imfom\mion ‘ ' i ' N

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicates the estimated levels of.
GED a worker should have for average performance in jobs
beionging to this group. Specific information about GED

may be found in Appendix A. *
© GED Level(s}: 3
S

. -

" PHYSICAL DEMANDS — The following letters and num-

bers represent those physical activities required-of workers
. in ‘jobs belonging to this group. Specific information for
~ defining Physical Demands may be found in Appendix B.
Physicat Demands: § | 4 6

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
-ment with data, people, and things required by jobs belong-
ing to this_group. Specific information defining thc Data-
People-Things codes may be found in Appendix C.

3

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Trait Group - include:

3

24 Classifying, Filing, and Related Work )
102 Customer Service Work, n.e.c; : R
27 Sorting, Inspecting, Measuring, and Related
Work L
28  Typing and Related Recording

a

ADDITIONAL INFORMATION ‘— You can find out more
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume il, Dictionary of Occupational Titles, -
(DOT),; Third Edition, page289. Volume ! of the DOT lists
these jobs in alphabetical order and gives further informa-

D-P-T Code(s): 588 .688 ’ ’ tion.
. o Copyright © 1972, Appalachia Educational Laboratory, Inc.
o _ o o ' “
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Swi’rc;hb'o-a'r'd’ Service

A switchboard is & piece of telephone equipment used to connect or relay telephone galls. The switch-
board may be one of two types: the cord type uses a system of wires which are plugged into sockets to
connect telephone lines; the cordless type uses a system of buttons which are pushed to-do the same job.
Examples of workers in this group are Telephone Cperator, Information Operator, Centeral-Office Operator,-

and Telephone-Answering-Service Operator.

WORK PERFORMED —\/\lhat would you do as a worker in
this field? o

" - As a switchboard service worker, you would operate a
switchboard to connect incoming and internal (inside) calls
to phones in an establishment. You would also make con-
hections with external (outside) lines for outgoing calls. In
addition, you might take messages, give information ‘to
cailers, record the number of calls made through your
switchboard, and record the cost of long-distance calls. ’

WORKER REQUIRENMENTS — What qualifications would
you need? ‘ '

Jobs in this area require that you (1) be thoughtful of
others, (2) use your hands and fingers quickly and accurate-
ly, (3} be able to adjust to doing the same type of work
over and,_over, (4) deal with people effectively, and (8) hear
and speak well, : - ‘

-,

[y

”

TEMPERAMENTS -~ The different kinds of working con-

Q

ditions or situations workers i this group: must adjust to
include :

%

2 Repeating activities or tasks of short duration accord-
ing to a required routine procedure or sequence.

5 Dealing with people in actual job duties beyond
giving and receiving instructions.
e

INTERESTS '~ People have interests or preferences for

certain types of work activities over others.-Workers in this -

group generally prefer a

2 Activities involvirig business contact with people.

A

RIC

PAruitext provided by exic 194

Qualifications Profile

1

¢

. »

CLUES FOR RELATING APPL!CANTS‘ AND REQUIRE-
MENTS — What personal characteristics or experiences,
might help you decide if you should explore this field of
work? .
® ability to talk with people easily
® pleasant speaking voice *
- ® commercial course‘in high school
. ' A by ,
TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

You would probably start in this field with on-the-job

‘raining. Employers usually prefer people who have a
pleasant personality and speaking voice, and are able to deal
effectively with the public. Commercial courses in school
provide a good background for entry into this type of
work. ’ :

3 _Actii/ities of a routine, definite, organized nature.

SPECIFIC VOCATIONAL PREPARATION - Different

jobs require different amounts of specific vécational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

3 ‘Over 30 days up to and inc|uding 3 months.

" B . W




APT._I'!'UDES. ~ The aptitudes ‘Iisted below show the shaded areas has a higher amount of aptitude than neces-
sp_ecni’fu': abilities you would' need in order to perform tasks sary for average success and the portion that falls to the left
beloriging to jobs in this field. The shaded parts of the chart « does not have the necessary level of aptitude. Not all the
represent the portion of the total working population that aptitu”’ 5 listed are important for every job within this
has the level of aptitude necessary for average success. The field,. iut some combination .of them is essential ,for each
portion of the- population that falls to the right of the job.
' i : oW : _ . ‘ ]
K ‘ -ESTIMATED PORTION OF GENERAL WORKING -
POPULATION WITH REQUIRED ABILITY
T ) ~ . Lower-1/3 Middle 1/3 Upper 1/3
‘ APTITUDES 10%! 23% 3% | 23% v10% |0 .
¢+ G - INTELLIGENCE: genera! learning abllll\", including being | N
able to follow instructions, to reason and make judgments, and to [
do well in school. . B d l
. ' F
Vv - VER‘BAL: ability to understand meanings of words and ideas, I :
and to present infermation effectively.
. 1 [y
L} t 3
P FORM .PERCEPTION: ablhly to see detail in ob]'éc(s or draw- i
ings and to recogmze slight differences in shapes or shadmgs !
~ ;
’ Q - CLERICAL PERCEPTION: ability to see details and to
recognize erross in numbers, spelling, and punctuauon in written I
matenals, charls or tables.
- R
T
K - MOTOR CQORDINATION: “ability to coordinate the use of '
eyes and hands or fmgers rapldly and accuralely to perform a task.
rd
i [
F - FINGER DEXTERITY ability to move fingers and to handle
_small objects rapadly and accurately. i
M MANUAL DEXTERITY: abllny to work easily and :klllfully
with the hands. |
Other Information - :
GENERAL EDUCATIONAL DEVELOPMENT (GED) — R!_ELATED GROQUPS OF JOBS éﬂ-? Other Worker Trait
The following ,numbers indicate the estimated levels of Groups related to this Worker Trait Group include:

GED a waorker should have:for average performance in jobs
29 Routlne Checking and Recording

ERI

belonging to this group. Specific information about GED
may be found in’ Appendix A.
GED Levells): 3 .

PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of, workers
in jbbs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B.
PhysicaiDemands: { 4 5 6 .
DATA-PEOPLE-THINGS (D-P-T) — The ?o!lowing three-
digit codes epresent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-

People-Things codes may be: found in Appendix C. ..

D-P-T Codels):” .gs2

[

Q -~

P

Copyrigh_t © 1972, Appalachia Educational Laboratory, Inc.

103 Miscellaneous Customer Service Work*
0 A

ADDITIONAL'!NFORMATION'—- You can find nut more

" about jobs belonging to this group in thé Occupational Out-

look Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
- this group can be found following the Worker Trait Group
description in Volume i}, Dictionary of Qécupational Titles
. {DOT), Third Edition, page 291. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion. . .

1w




‘Social Science, Psychological,

and Rela’redResearch

Social science is the study of people, their Ianguage culture, economic condltlons actrvnt|e§, and cus-

o

toms. This includes the areas of history, somology, economics, and civics. Psychology is the science which

studies human behavior.

Research conducted in these fields tries to explain the actions, throughts, and,
feelings of people, either as groups or as individuals. Examples of workers in this group are Psychologist, .

Economist, Polltlcal Screntlst, Historian, Socrdtogrst Job Analyst, and Economic Geographer

F} ~

WORK, PERFORMED — What would you do as a worker in

this field?
As a worker in this group, you would be coneerned. with

_ conducting (carrying on) research about various elements of .
society, such-as racial groups,.economic’ condltlons or -

government, or about ch%ractenstncs of individuals,such as
|ntelllgence personallty, social adjustment, or work abrh-
t|es :
‘ In cohducting’ your research, you would collect informa-

tion, organize it, and translatey it into meaningful terms.

Bas_ed on this collected information, you would form or
" develop originaf theories, methods, techniques, or proce-

dures to solve problems or to add to a specific area of .

- knowledge, You would communicate the f|nd|ngs of your
.research to others through lectures, ‘reports, articles, or
books. -

you need?,

Todo this type of work ‘you ShOL Id be able to (1) under-
stand the .area of investigation,” the, purpose uf your re-
search, and’ the most effective methdds to be used; (2)
speak and write clearly; (3) complete work on schedule; (4)
reason (think things through clearly); (5) invent new and
better ways of dorng things; (6) discover how things work
or happen;and (7) in some cases, understand and use higher
mathematrcs such as statistics and analytical mathematics.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
- MENTS - What personal characteristics or experiences

might help you decide if you should explore this field of

work? v

uualificetiens Profiie |

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must ad;ust to
include
. 4- Directing, controlling, and planning an entire actmty
or activities of others; , -
9 Ratmg information by usrng personal 1udgment
0 Rating information using standards that can be
~ measured or checked.

\ INTERESTS — People have interests -or preferences for
certain types of work activities over others. Workers in this
group generally prefer

6 Activities concerned wnth people and the communi-
cation of ideas.

ERIC

/

WORKER REQUIREMENTS — What quahflcatlons woulid -

| .
i, : :
@ good grades in math and language courses
@ being active in club work or in group discussions
® beinga mémber of the debate team
o go%d grades on written work
~ @ enjoyment of reading as a leisure tim@activity
® interest in current events and social problems

- - .

TRAINING AND METHODS OF ENTRY — How can you

prepare for this field of work and get started in it?
With a bachelor’s degree (four years of college) in eco-
nomics, it might He possible for you to get a'beginning level

job dcing routine reseaich and development work in gov- .

ernment or industry. For the .most part, however, a bache-
lor's degree is-not enough preparation for higher level em-
ployment in the social sciences or in psychology. For such
jobs you need a master’s degree (a year or more beyond the
bachelor’s) in, social science to qualrfy for a teaching job at

- the college level or fofone of the many nonteaching jobs in
government or industry. In some of the social sciences, such.
~as anthropology, course work and field experience (super-

vised work experience) are needed for the master’ s degree.

With a master's degree in psychology. yol would
probably not be able to teach at the college level but might
assist in making tests or helping with laboratory experi-
ments. To teach, to do important research, or to hoid an
administrative posmon a dactor’s degree (two to four years
beyond the master’s) is-required.”

i3

Many graduate schools (those which offer courses . '

beyond the bachelor’'s degree level) provide part-time-or
temporary jobs for students who are workmg on therr
master’s or doctor’s degree.

o

"7 Activities of a scientific and technical nature.

8 Activities of an unusual, indefinite nature which
require creative imagination.

SPECIFIC VOCATIONAL .PREPARATION - Different
jobs require different amounts of specific vocational train-

- ing. The following statements show the range of time -

depending on the specific .job — necessary to develop the
knowledge and skills required by this job group.

7, Over 2 years up ta and including 4 years. o
Vg Over 4 years up to and |nclud|ng 10 years.
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des listed below. show the

—~ The apti

APTITUDES

©

APTITUDES;

<

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falis to the left
does not-have the necessary level of aptitude. Not all the
aptitudes listed are important. for every job within this
field, but some combination: of them is essential for each
]ob

n
3 1
~

I3

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Upper 1/3
©23% 1 10%

Lower 1/3
Tio%T  23%

Middle 1/3
34% ~

G INTELLIGENCE: general learnin

do well in school.

ability, including being
able to follow instructions, to reason and make judgments, and to

and to present information effectively.

JRNOREe

V — VERBAL: abihity to understand me,anﬂ\xqs' of words and ideas,
e}

N
quickly and accuralely

1

H}

]

- NUMERICAL: ablhty to perform ant metncal operations

g

SPATIAL: ability to look at flat drawings

height, width, and depth.

D
r pictures and to
visualfze {understand) how they would ook as olid objects wnth

|
|
|
|
|
1
|

..

GENERAL EDUCATIONAL DEVELOPMENT -(GED) —
The following numbers indicate the estimated fevels of
. - GED a worker. should have for average performance in jobs
* belonging to this group. Specific |nformat|on about bED
may be found in Appendix A. .é
GED Level(s}): 5 6 . .‘
PHYSICAL DEMANDS — The following letters and num-
_ bers represent :those physical activities required of workers
in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendlx B

Physical Demands S 5
DATA-PEOPLE-THINGS (D-P-T) — The fellowjng three-
digit codes represent the highest levels of worker involve-

0

ment with data, people, and things required by jobs belong- = ¢

ing to this group. Specific information defining the Data-\
People-Things codes may be found in Appendlx C..
D-P-T Code(s): .088 :

@

o -

( ther Info_nhatiqn ’

-

Copyright © 1972, Appalachia Educational Laboratory, Inc.L

RELATED GROUPS OF JOBS — Other Worker Trait
Groups” related- to this Worker Trait Group include:

- '

K ngh School, College, Unlversuy, ‘and Related Educ.@tnon
Scientific Research
i Consultatwe and Business Serv!ces

87
11

Y

ADDITIO AL INFORMATION You can find out more

about jobs belonging to this group in fthe OccupatnonalﬁOut-

look-Handbook, the occupational information. files in your

schiool, and from other sources. A )ist of jobs belonging to
.5~ this group can be found following the Worker Trait Group
description in Volume |1, Dictionary of Occupational Titles
(DOT), Third Edition, page 294- Volume | of the DOT lists
‘these jobs in ggphabetlcal order an’d gives further informa-
tion. !

i
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Guédonce and Counseﬂing

- &
o .

Guidance means to assist mdlvnduals or groups-of peOpIe in such matters.as career choice, educatlonal
planning, social adjustment, or the development of moral and religious values and standards Counselmg

means helping individuals on a person-to-person basis to increase their self-understanding an
_personal plans ar solve personal problems. Examples of workers in_this group are Schaoo]
habilitation lCounseIor Minister,” Missiondry, "Rabbi,

Officer
WORK PERFORMED — What would you do as a worker in

this field
In guidance and counseling work, your major responsi-
bility wo

would. include helping already well-adjusted people to make
educational and vocational {career} plans, or it might
include counseling (talking with them) and helping them to
solve personal problems.

Tasks of different workers i~ this group might include
{1} helping prison parolees get jobs and adjust to society
{Parole Officer}; (2) informing high school students about
job or’ training opportunities and requirements {School
Counselor); (3) conducting (directing) church and other
religious services such as weddings, funerals, or baptisms
{Minister, Priest, or Rabbi); {4} d agnosing (studying)
people’'s mental or emotional problems and providing treat-

ment {Psychologist); or (5) ‘helping families that need -

financial or other assistance from a social or welfare agency
(Social Worker). Interviewing and counseling are performed

by all workers in this group. .

WORKER REQUIREMENTS — Whab qualifications ‘would

you need?
Johs in this field require that you have a desire to help

people. You should also be able to (1) understand how -

people grow and develop~(2} gain the necessary knowledge
of guidance and counseling methods and put to use what
you have learned, (3) help others develop the ability to plan
and make decisions, {4) talk understandably with all kinds
of people, {5} plan and direct guidance programs, and {€)
act in a manner that will help people to like and trust you.
Some jobs have special requirements, such as the ablllty to
speak in public or knowledge of the use of tests 10 measure
intelligence, interest, or aptitude (ability to learn).

Id be to help people to develop the ability to con- v
_duct their lives in a constructive and meaningful way. This

to make wise
Counselor, Re-

Priest, Social Worker Probatlon/Offlcer and Parole

- L3N
s

CLUES FOR RELATING APPLICANTS AND REQUIRE-

- MENTS — What personal characteristics or experiences

might help you decnde if- you should explore this field of
work? '

@ volunteer work for church or'welfare group
® holding an elective office inaclub

. success in speaking before groups of people .-

o getting gdod grades and doing extra readmg in social
" studiesor psychology

.o enjoyment in working w1th people and helpmg them
» work out their problems . -

TRAINING AND METHODS OF ENTRY - How can you

. brepare for this field of work and get started in it? -

To enter this-field, you Would need at least a college
degree. In most cases, you would be required to have even

. more education: than that provided by a four-year {bache-.

lor's) degree. Most city and-state governments and private
orgamzatlons require two years af graduate study beyond ,
the bachelor’s degree for those who go into social work.

To do school-counseling. work, you would generally need

_to earn a counseling certificate (hcense) in addition to*being
~an experienced teacher. Most states glve counselor certifi-
" cates only to those who have a master’s degree {next level

after bachelor’s), or a similar level of tralnlng, in addition to
teaching experience. Many different jobs in industry are
open to those Wwho have a. graduate degree (master's or
.doctor’s): {A doctor’s \degree is the highest leve! of educa-
tion and usually takes three to six years of study beyond a
bachelor’s degreé.} ’}_,w\ :

Rellglous jobs ‘in this field usua,ly fequire*a Bachelor's
degree plus. addjtional . college—~faining, which . |ncfudes
special instruction,in a particular religion.

Gualifications Profile

TEMPERAMENTS — The different kinds of working con-
ditions er situations workers in this group must adjust to
inciude
4 Diregging, controlling, and planning an entire zctivity.
- or activities of others.
5 Dealing with peOple in actual job duties beyond
giving and receiving instructions,

9 Rating information by using personal 1udgment

Ny

INTERESTS — People hav_e interests or preferences for

certain types of work activities over others. Workers in this’
* group generally prefer >

4 Activities which involve direct personal contact, 10"
help peopte or deal wnh them for other purposes:

6 Activities whjch hrmq I’("C()(]NIIIOH or apprectation by
others.

6 Activities concerned wnhiopie and the communi-
cation of ideas.

8 . Activities ofen unusual, lndefmne nature which
requirg creative imagination.

e

"_SPECIFIC VOCATIONI\L PREPARAT!ON - leferent

jobs require different amounts of specific vocational train-

. ing. The following statements show the range of time —

depending on the specific job — necessary to develop' the
knowledge and skills required by this job group. =

7 Over 2 years up to and including 4-years.
8 Over 4'years up to and includirg 10 years. B

¥
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APTITUDES - .The aptitudes. listed below .show the
~specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts.of the chart
represerit the portion of the total working population that
has the level of aptitude necessary for average success. The
portigh of the population that falls to the right of the

v
/

SRV .

v
.

_does not have, the necessary levei of aptitude. Not all the

N ; ) , -
shaded areas has a higher amount of aptitdde than neces-
sary for average success and the portion that falls to the left

aptitudes listed are important for every job within this
fleld, but some combination of them is essential~for each
job. ot : .

H [
T o ~ o

ESTIMATED PORTION OF GENERAL WORKING
. POPULATION WITH REQUIRED ABILITY

- : ) Lower 1/3 Middle 1/3 . Upper 1/3
noo APTITUDES 0% 23% 34% 23% 1 10%
G - INTELLIGENCE: generél.leamihg ability, ‘including be}/ng I
+/ +«|. able to follow instructions, to reason and make judgments, and to
- do well in school. '
» : F 4
-7 N . o - ’ ! 14
.V — VERBAL: ability to understand meanings of words and ideas, ‘ ¢ - .
and to present information effectively. - -
: _ i
R
. 3
- ’ 4
- s " .
- ] r
. » I . 2 R
- . . Other information o

g

GENERAL EDUCATIONAL DEVELOPMENT (GED) —

The félfowing numbers indicates the estimated levels of

GED a worker should have for average performance in jobs

" belanging to this group. Specific information about GED
may be found in.Appendix A. i

GED Levells): 5 6 ' ' o .

v

~ PHYSICAL DEMANDS - The following lettefs and num-
bers represent those physical activities required of workers
" in jobs belonging to this group. Specific informatien for
7' defining Physical Demands may be found in Appendix B.
« * Physical Demands: S L M456 - .
’——"—’. i .k“ ) - } B
-,m-aEOPLE-TuuNGs (D-P-T) — The -following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
_+ People-Things codes may be found in Appendix C. "~
® . D-P-T Code(s): .108 .208

. . v . ' ' /

'~ Copyright © 1972, Appalachia Educational Laboratory, Inc.
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RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Trait Group include:

@

o e

‘6 Administration C, '

12 Interviewing, Informatidn-Giving, and Related-Work
. {Vocatiorial. Educational,”and Related Activities) -

44" High School, College, University, and Related

Education : o
31  Social Science, Psychological, and Related Research

-

ADDITIONAL'INFORMATIION —-Yéu can find out more

.. about jobs belongjing to this group in the Occupational OQut-
- look Handbook, the occupational information files in your -

school, and front other soufces. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume 11, Dictionary of Occupational Titles
(DOT), Third Edition, page 296. Volume | of the DOT lists.
-these jobs in alphabetical order and gives further informa: .
tion. : S I

(%4
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. Sup«ervusory Work Formlng, Loggmg,

f
N\anufocrurmg, Processmq, Cons’rruchon /
Transportation, and Related Activities
- . (Working Supervisors)
- - : " = \\

S Supervnsmg rneans to pjan, schedule, and direct the work of others. Being able to perform the work of
those you supervise is essential in this worker,trait. group. Examples of workers in this group are Chef, =
.Garage Foreman, Farm.Foreman,.Sewin g Room Foreman, l\/lachme Shop Foreman, Pipe-Fitter. Foreman N

4 . Labor- Crew Foreman ang Painter Forem
“ ,
i WORK PERFORMED What would you do as a worker in might help you decide if you shauld explore this field of
. this field* e work? e
In this fidld, you wauld supervise the work of others *° ® enjoyment of physical activities = .
mvolved in physical activities in such areas as farming, log- " @ good physical condition '
v - ging, manufacturing, processing, construction, and trans- @ ability to plan activities for others to carry out {asin .
portation. You would need to be able to perform the work ™ . coaching a little league team) ‘
. of those you. supervise as you would sometimes neegi to. L Ie‘adersh'ip in school, club, or community activities
take part in the work being done. Your skills for supervising - & success in vocatlonal (trade) training
..+ & partigufar field of work should include the efficient use of
T » the methods, materials, tools, and machlnes involved.’ TRAINING AND METHODS OF ENTRY — How can you

prepare for this field of work and get started in it?

WORKER REQUIREMENTS u—Whaﬂquahf:gatlons would Because you need the skills and knowledge of. a *

you need? ¢«  particular trade or craft and mastery of its tools and ma- .
Jobs in this field require you to (1) understand, I : chines before “you ‘can supervise others performing such

and apply the methods and procedures used in a part work, the usual way to become a supervisor is to work up

.area of work; (2} give proper instruction to thdse % . through the regular working ranks. -

supervise; (3) demonstrate’ your skill and knowledge by’.‘y Skills in a particular trade or craft mlght be learned ina
working on TiiTicult parts of a job with the workers under - vocationa! or technical tourse, by on-thejob training fur-
your supervision; (4) takz the lead in getting work started nished by the employer, or by working-up from a lower-

-+ and completed successiully; and {5) get along well with level, related job. Skills for supervisory work might be
workers and help theri get along with eaclf other. * learned’ by experlence alone or by experience together with
courses in supervision or foremanship. These may be fur-

. CLUES FOR RELATING APPLICANTS AND REQUIRE- nished by ihe employer or obtained in technical schools or

MENTS - What personai- characteristics or expériences adult education programs,

: T T~
: N Qualificztions Profile ©

N .. - ¢ . v i
TEMPERAMERNTS - The different kinds of working con- 9 Activities which are nonsocial and involve the useiof
dltlons or situations workers in thzs group must adjust to | . magciiines, processes, or methodus. . -
include s ; .
o 1 Performlnq ‘a variety of dutres which may often SPECIFIC VYOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending ori the specific job — necessary to develob the

chanqe
4 Directing, controlling, and planmng an entire activity
or activities of others.

? 5 ‘Dealing with people in actual job duties beyond [knowledge and skills requ:red by this job group. -, ) . ke
glvtnq and recewmg |nstructlons . N 7 "Over 2 years up to and including 4 years.
INTERESTS — People have interests or preferences for 8 Over 4 years up'to and including 10 years.
. ) certain types of work aotlvmes over others. Workers in this o - :
t\+  group generally prefer . »

AY
. 5 Activities which bring recnqnmon or appreciation hy
others. ) ) .

LRC T

3 - B .
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APFTITUDES - The aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represént-the portion of the total working population that aptitudes listed are important for every job w thin, this
has the level of aptitude necessary for average success. The field, but some combination of them is essential for gach
portion of the population that falls to the right of the:  job. 1|

|

shaded areas has 2 higher amount of aptitude than neces- | .
sary for average success and the portion that falls to the left AN
does not have the necessary level of aptitude. Not all the :

- oA

o Ve . N ’.‘ ) o .
g e o : ) ’ - ESTIMATED PORTION OF GENERAL WORL(ING
’ » POPULATION WITH REQUIRED 'ABILJ*Y

_. _ Lower 1/3 Middle 1/3 Upger 1/3 |
S _APTITUDES B 10% 1 23% W% 23%: 1 10%

h !

ER ‘ T !
G - INTELLIGENCE: general learning ability, including being i
- able to Tol}ow instructions, to reason and make judgments, and to

A
do well in school. i,

1
i
;,‘

S . SPATIAL: ability to look at flat drawings or pictures and to :
visualice {understand) how they would look as solid objects with
height, width, and depth, .

. ’ N X
K  MOTOR COORDINATION: ability to coordinate the use of |
= eyes and hands orfingers rapidly and accurately to perform a task.

F - FINGER DEXTERITY: ability to move fingers and to handle
smail objects rapidly and accurately: B .

o , s )
S 1

M  MANUAL DEXTERITY: ability to wosk easily and skillfully ‘
w:th the Kands. i '

i

, a " Qther information

’

. -
4

. [
GENERAL EDUCATIONAL DEVELOP AENT (GED) -
The following numbers indicate - the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GFD
may be found in Appendix A.
GED Level(s): 4

RELATED GROUPS OF JOBS — Other Worker Trait
A-Groups related to this -Worker Trait Group include:

~

85 Supervisary Work (Service and Related Activities)

34 Supervisory Work (Farming, Logging, Manufacturing,
Processing, Construction, Transportation, and Related

) . . Activities) (Non-Working Supervisors)

PH‘}S|CAL DEMANDS — The following letters and num- ' .. o i
- bers represent those physical activities required of workers < ADDITIONAL INFORMATION — You ¢an find qut more =«
" in jobs belonging to this group. Specific information for about jobs belonging to this group in the Occupational-Out- &
defining Physical Demands imay be found in Appendix B. look Handbook, the occupatianal information files in your
Physical Demands: L M H 2 3 4 5 6 school, and from other sources. A list of jobs belonging to ;
. . : ‘ this group can be foupd following the Worker Trait Group
DATA-PEOPLE-THINGS (D-P-T) — The following three- description in Volume I1, Dicti pary of Occupational Titles
A digit codes represent the highest levels of worker involve- (DOT), Thl.rdfdltlon,'-.page 29% Volume i of the DOT lists .
* ment with data, people, and things required by jobs belong- these 1ob§ in: alphabetical order and gives further informa-
ing to this group. Specific information defining the Data- tion. ' ' : .
People-Things codes may be found in Appendix C.
" D-P-T Code(s): 130 .31 .132 133 _ : .
o 134 137 :
: ‘ B w ~ &
Qo . ,/Copyright ©.1972, Appalachia Educational Laboratory, Inc. o Y
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Superwsory Work: Farmlng, Logglng,_
Manufacturing, Processing, Construction,

- Transportation, and Related Activities
~ (Non - \’\/Qrklng Supervrsors) ) .

.4

i

»

. Supervrsmg means to plan schedule and direct the work of others. Being able to- perform the work of
those supervised is not essential for workers in this group. Examples of workers in this group are Proauction
Foreman, Ttmber, Boss, %@ge Property Foreman, Baggage and Mail Agent and Assembly-L.ine Foreman.

. M " ) 4 . . . *

WORK PERFORMED --What would you do as a worker in "CLUES FOR RELATING APPLICANTS AND REQUIRE-
this field? . - ,MENTS — What personal characteristics or ‘experiences

Workers in this job group are concerned with planning - might help you decide if you should explore thls field of
and d|rect|ng the work of others involved in physical activi- - work?
ties in such areas as farmmg, logging, manufacturing] pro- ® ability to plan work for others to carry out Las in
cessmg, construction, ‘and transportation. To be a super- coaching a sand lot team) ™~ - .
visor of these types of jobs, it would fidt be essential for " & success in vocational training in schooI ’ .
you to be able to do the work of those you supervise. Your ® being elected to an office of a school class or club
‘main.duty would be to see that they do their work accord- ® experience as a-committee chairman or program s
ing to plan. - - : organizer

. o S o - TRAINING AND METHODS OF,'ENTRY — How can you
WORKER REQUIREMENTS - What qualifications would prepare for this field of work and get started in it?

you need? - To enter this field, you would probably be selected from
. Jabs in this fiéld require you to (1) understand and ex- _ among the regular workers if you were. doing an out-
" plain the methods of the work beihg supervised, {2) plan standing’ jOb Technical courses related to your area of work
and assign (glve) duties to workers, and {3) get along well * or experience in more than one of the jobs to be supervrsed
with workers and help them get along among themselves . will increase your chances of being selected
¢ R . 2

. " Qualifications Profile

S
TEMPERAMENTS - The different kinds of working con- 9 Activities which are nonsocial and involve the use of
ditions or situations workers in this group must.adjust to machines, Jprocesses, or methods. -

include
SPECIFIC VOCATIONAL PREPARATION — Different

]obs requrre different amounts of specific vocational train-
ing. Thé following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills'required by this job group.

9 Performing a variety of duties which may often
change.
4 Directing, controlling, and planning an entire actlvny
or activities of others.
5 Dealing with people in actual ]ob dutres beyond
giv'ng and receiving instructions. % 6 Qver 1 year up to and including 2 years.
£/ 5 7 Over 2 years up to and including 4 vears.

) -, < L -8 Over 4 years up to and:including 10 years.
INTERESTS — Péople have interests or preferent:es for o

certain types of work activities over others. Workers in this
group generally prefer

e 5 Activities which brlng recognmon or appreciation by
others.

¥ . D
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APTITUDES - The aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

°

APTITUDES :

o

shaded areas has a higher amount of aptitude thad neces-
sary for average success and the portion that falls to the left

.does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this

field, but some combination of them is essentlal for each
]Ob -

'ESTIMATED PORTION OF GENERAL WORKING
~ POPULATION WITH.REQUIRED ABILITY

Lower 1/3 Middle 1/3 Upper 1/3

10%

do well in school. ) .

G - INTELLIGENCE: general le rnlng' ability, including being
able to follow instructions, to reason and make judgments, and to

Vo 23% 34% ' 23% 1 10%
| Sy,
l
!

and to present information effectively.
&

V -- VERBAL: abihity to understand meanings of words and ideas,

Ed

quickly and accurately,

N NUMERICAL ability to perform é‘rlthmencal Foperations

1 ©

helght width, and depth.

S SPATIAL: ablhty to took at flat drawmgs or pictures and to
visuglize {understand} how they would look as solid objects with

, Other Information

~

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate ~ the ‘estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specifig mformatlon about GED

“may be found in Apoendix A.

GED LeveI(S) . 4 5 >

) PHYSIQAL DEMANDS - The following Ietter., and’ num-

E

RIC -

Aruitoxt provided by Eic: .

bers represent those physical activities réquired of workers

in jobs bejdnging to this group. Spetiw information for

defining PRysical ‘Demands may be it i in Appendix B
Physical Demands S L 5 5

DATA-PEOPLE-THINGS (DP T) — The following thrpe
digit codes represent thg highest levels of worker involve-
ment with data, people and thlngs required by jobs belong-
ing to this group. Specmc information defining the Data-
People-Things codes may be found in Appendix C.

. D-P-.T Codels): .138

i

1

RELATED 'GROUPS OF JOBS — Other Worker Trait -
Groups related to this Worker 8Trait Group include :

6 Administration A >
10 Managerial Work -

«33 - Supervisory Work (Farming, Logging, I\/Ianufacturmg,

Processing, Construction, Transportation, and Related
ACtIVItIeS) {Working Superwsors) :

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupatlonal Out-
look Handbook, the occupational information files in your
schcol and from other sources. A list of jobs belonging to
this group can be found foilowing the Worker Trait Group
description in Volume 1, Dictionary of Occupational Titles
(DOT), Third Edition, page303. Volume | of the DOT lists
these jobs in alphabetical order and glves further informa- °
tlon .

.




Cos‘i’upming, Ta,i!oring,
and Dréessmaking

Costuming, tailoring, and uressmakmg are similar in that they all involve skilled handwork in the pro-
~ duction of glothing such as suits or dresses, or of costumes for special purposes. Examples of workers in this
group include Master Tailor, Dressmaker, and Costumer.

3

WORK PERFORMED — What would you do as a worker in
this field?

~Work-in this field is primarily concerned with d'\Slgnlng
and . producing tdilored garments {clothing or custumes).

which are made accordlng tQ the specific measurements of °

the wearer. As a garment maker you would usually follow
instructions for style and material which are set by the
individual wearer. The work involves drawing or restyling
patterns to suit the wearer’s tastes and measurements,
cuttmg out the cloth using a pattern, joining the cloth
. pieces by hand or machine, and pressing the finished gar-
- ment. Fitting the garment on the wearer may identify the

need to alter {re-work) the garment for a better fit.
Some jobs in this field are concerned only W|th altering

or repairing ready-made garments.

WORKER, REOUIREMENTS — What qualifications would
you need?

Jobs in this fietd require you to (1) make patterns and
put clothing together; {2 imagine how-a completed articte
of clothing would look on the wearer from looking at mea-
surements, sketches; and patterns; {3) see fine stitching
when you are fitting and putting together thé parts of a gar-
ment {(good eyesight); {4) use your fingers accurately for
neat hand sewing; (5) do"fine and exact work that requires
constant attention to detail; (6) appreciate beauty, style,
and desngn and (7) have patience when making or altering
clothes for hard-to-fit people.

. A\

. - - . v

. . o ﬂue!iﬁcaﬁions i’rdfile

TEMPERAMENTS - lhe different kinds of working con-
ditions or situations worker< in this group must adjust to
include . »

5" Deallng with people in actual job duties beyond.-

s giving and recelvmg instructions.
9 Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked
Y Working W|th|n preclse limits or standards of ac-
curacy.
INTERESTS - People have interests or preferences for
.certain types of work actlvmes over others. Workers in thlS
group generally prefer
1 Activities dealing with things and objects.

o ®
- k] /‘

ERIC

Aruitoxt provided by Eic:

. TRAINING AND METHODS OF ENTRY — How can you

- begin to learn the trade by domg simple sewing jobs under

"

. ‘o

~ CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work?

® good grades in courses in dressmaking, tailoring, or

costuming

® making your own ciothes, or cogtumes for a play

® success in sketching or dress designing &s a hobby

© experience in repairing or altering clothing -

prepare for this field of work and get started in it? o
It usually takes at least’ four years to become a journey-

man-level tailor or dressmaker. This nieans that the worker

is capable, skilled, dependable, and experienced. You might

the direction of an experienced dressmaker or tailor. The

most likely places taslook for jobs would be in retail estab-

lishments {stores or-tailor shops) which 'make and sell made-
to-measure clothing, fine garment. companles and costume

agencies. Employment "also exisis in the show business ., e
world where garments are needed in live entertainment,

movies, television, and' theater productions. Your chances

to advance depend upon where you work. and the kinds

of tasks you can do. Supervisory positions in the garment’

industry are usually filled by journeymen tailors. To find
opportunities in design work you must show that you have

creative ability.

~
¥

9 Activities WhICh are -nonsocial and lnvolve the use of
machines, processes, or methods. I
0 Activities which bring personal satisfaction from

‘working on or producing things.

SPECIFIC VOCATIONAL PREPARATION .— Different .
jobs require different amounts of specific vocationat train-
ing. The following statements show the range of time -~
depending on the specific job — necessary to develop the

knowledge»and skills required by thisjob group. . ° \V»:fd
.7 Qver 2Years up to and including 4 years. v ..
8 Over 4 years up tc and mcIudmg 10 years.
¢
R )
- . \ R
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APTITUDES - The aptitudes Ilsted below show the
specific abilities you would need in order to perform tasks
belonging to jebs in this field. The shaded parts of the chart
. represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to the rught of the

‘does not have the necessary level of aptitude. Not all the | .,

shaded areas has a higher amount .of aptitude than heces-
sary for average success and the portion that falls to the left

aptitudes listed are important for every job within this
field, but some tombination of theny is essential for each
job.

ESTIMATED PORTION OF GENERAL WORKING

-

GENERAL EDUCATIONAL DEVELOPMENT (GED) —

The following numbers indicat2 the estimated levels of

GED a worker should have for averagé performance in jobs -

belonging to this group. Specific vnformatlon about GED

may be found in Appendix A. ;

) GED Level(s): 4 3

PHYSICAL DEMANDS — The foHowmg letters and num-

bers represent those physical activities required of workers
_in jobs belonging to this group. SpeCIfIC information-for

defining Physical Demands may be found in Appendix 8.

Physical Demands: | 4 6

DATA-PECFLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker invoive-
ment-with data, people, and things required by jobs belong-
ing to this group, Specific information defining the Data-
People-Things codes may be found in Appendix C.

- D-P-T Codels): 261 361 ™

¢

/
!

ERI!

«

Copyright © 1972, Appalachia Educa®

R .
- . POPULATION WITH REQUIRED ABILITY"
} Lower 1/3 Middle 1/3 Upper 1/3
APTITUDES 10% ' 23% 34% 23% 1 10%
s " 8 SPATIAL: abibty to look at flat drawings or picturés and to | o
visuahize {(understand) how they would Iook as sohd objects with
height, width, and depth. : |
P FORM PERCEPTION: agility to see detail in objects nr draw- l b
1ngs and tosecognize shight differences in shapes or shadings.
SE—— ' 1
F  FINGER.DEXTERITY: ability to move fingers and to handie - | '
small objects rapidly and accurately.
- - 1
J .
! . . ’ T

. :  Other fInfm'mma'mm

RELATED GROUPS OF JOBS — Other groups of jobs re- ' .
lated to Decorating and Art Work described in this publlca
tion are . .

4 Art wobk .

2 Decorating and Art Work R

37 Craftsmanship and Related Work. -
5 Artistic Restoratlon Decoration, and Relatéd Work

B

ADDITIONAL INFORMATION You can find out more
about jobs belonging to this group in the OCcupatlonal Out-
look Handbook, the occupational information files-in your
school, and from other sources. A list of jobs belorging to
this group can be found fotiowing the Worker Trait Group
description in Volume t1, Dictiofiary of Occupational Titles )
(DOT), Third Editidn, page, 308. Volume | of the DOT lists
these jobs in alphabet|ca| order and gives further informa-

|

tion.

' Laboratory, Inc.
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Aruntoxt provided by Eic

.

. LCooking means to use heat to prepare foods to be eaten. Examples of workers in this group are Pizza
Baker, Cook, Pastry Cook, Special-Diet Cook, and Short- Order Conk.

WORK PERFORMED — What would you do as.a worker in
this field?

Planning and preparing meals or special foods would be )

your main task as'a worker in this field. You might pe an
all-around cook who prepares a variety of foods or a cook
of special foods such as pizza, pastry, fish, or foreign foods.
Employment would usually be found in private homes, or
in places which serveolarge numbers of people, such as
restaurants, hotels, ‘camps, school cafeterias, and ‘ranchés.

»

WORKER REQUIREMENTS — What quallflcatlons would
you need?

Jobs in this field require you to (1) be able to learn how
to prepare food, (2) plan menus and estimate guantities and
costs of supplies, {3} prepare food arrangements or displays,
.and. (4) use kitchen tools and utensils safely and accurately
In addition, you need to be healthy "enough to pass a strict
physical examination to get a health card or certificate
{license) from the health departmenit, which is generally re-
quired of people working with food. Flnally you may have
to be willing tu wear a uniform.

k]

S

TEMPERAMENTS — The different kinds of working con-

_ditions or situations workers in this group must adjust to

inciude
.1 Performing a variety of duties which may Ppften
change. . o .

9 Rating information by using personal judgment.

y Working within precise limits or standards of ac-
curacy, ' ,

INTERES'I:S +— People have interests or preferences for -

certain_’types of work activities over others. Workers in this
group generally prefer '

9, Activities which are nonsocial and jnvolve the use of
machines, processes, or methogs.

N

Cooking and Rela’réd‘Work

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personi‘ characteristics or experiences
might help you decide if

work?

ATRAINING AND METHODS OF ENTRY — How™¢an you
prepare for this field of work and get started in it?

One method of entry into this field is work experience
in a kitchen under the direction of a fully qualified cook. In
some of the larger cities, apprenticeship programs are avail-
able whic_:h allow ‘a beglnnlng worker to earn as he learns.
.Cooks in large hotels and restaurants are often graduates of
cooking schools which require the completion of at least
the eighth grade by anyone who wants to enroll. Some high
schonls and vocational schools offer training as a chef or
cook. In addition, high school dr college home economics
" graduates can enter this field and become qualified cooks
after on-the-job training.

ﬂﬁaiéﬁcations Profile

0 Activitiess which bring personal satisfaétion from
working on or .producing things. -

SPECIFIC VOCATIONAL PREPARATION — Different
iobs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary. to develop the
knowledge and skllls required by this job group

4 Over 3 months up to and including 6 moriths.
5 Over 6 months up to and including 1 year.

6 Over 1 year up to and including 2 years.

7 Over 2 years up to and including 4 years.

‘Iou should explore this field of

success in courses in cooking and food preparation
winning awards in cooking or baking contests
experience in cooking meals at home .

haying a particular kind of co?)klng as a hobby or *
specialty

J

¢
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APTITUDES ‘The aptitudes listed below show the
specific ahilities you would r.eed in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
_has the levet of aptitude necessary for average success. The
portion of the_popuplation that falls to the right of the

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion’ that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, ‘but sbme combination of’them’ is essential for each
job. : :

———

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

) Lower 1/3 Middie 1/3 Upper 1/3
" APTITUDES 10% ! 23% < 34% 23% ! 10%
PO ) = —
G INTELLIGENCE: general learning ability, including being :
able to follow instguctions, to reason and make judgments, and to |
do well in school. .
. a I
"N NUMERICAL: ability to perform anthmencal operations
~quickly and accurately . LN I
- . \ I
p  FORM PERCEPTION: ability tc see detail in objects or draw- l
“ ings and to recognize slj_gh} differences in shapes or shadings. i
Q - CLERICAL PERCEPTION: ability to see details and to '
recognize errors in numbers, spelling, and punctuation in written |
* materials, charts, or tables. ) |
K - MOTOR COORDINATION: abili‘y to coordinate the use of 1
eyes and hands or fingers rapidly and ccurately to perform a task. '
< ‘ | '
F - FINGER DEXTERITY ability to move fingers and to handle ’ ]
Smd“ objects rapudly and accurately. !
o I
" B 1 |
UM - ‘MANUAL DEXTERlTY ability to work ea5||y and sklllfully |
. ‘wnth the hands.
N : -
. . .
‘ Other information ~ o S
. N . '
GENERAL EDUCATIONAL DEVELOPMENT {(GED) - RELATED GROUPS OF JOBS -- Other Worker Trait
The following numbers indicate the estimated levels of Groups related to this Worker Trait Group include:
GED a worker should hbve for average performance in jobs h :
belonging to this group. Specmn mformanon about GED 37 Craftsmanship and Related Work
may be found in Appendix A. ‘ 5 Artistic Restoration, Decoration, and Related Work
GED Level{si;: '3 4 N _

. ADDITIONAL INFORMATION — You can find out more
PHYSICAL DEMANDS —- The following letters and num- * about jobs belonging to this group in the Occupational Out-
bers represent those physical activities required of workers - look Handbook; the occupational information files in your
in’ jobs- belonging to this group. Specific information for school, and from other.sources. A list of jobs belonging to
defining Physical Demands may be found in Appendpx B. this group can be found following the Worker Trait Group

- Physical Demands: L M 4 6 description in Volume [I, Dictionary of Occupational Titles -
: {DOT), Third Edition, page 310. Volume | of the DOT lists
DATA-PEOPLE-THINGS (D-P- T) -- The following threc- these iobs in alphabetical order and gives further informa-
digit codes represent the highest levels of worker involve- - tion.
ment with gata, people, and things required by jobs belong- ’
ing to this group. Specific information definirg the Data-

People-Things codes may be found in Appendix C.
D-P.T Cndels): .281 .381
Qo R : Copyright © 1972, Appalachia Educational Laboratory, Inc.
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.Cmﬂ”smanshﬁp and Related Work

A craft is an occupation or trade *Hich requires specialized knowledge, plus skill in the use of the hands,

arms, and fingers, as well as of hand tools and sometimes of machines. Examples of workerg in this‘group ’
are Embalmer, Jeweler, Gunsmith, Photoengraver, Carpenter, Automobile Mechanic, and Radio Repairman.

WORK PERFORMED — What would you do as a worker in
this field?+ '
Work activities in this field are concerned with making,

" processing, rebuilding, or repairing such prdducts or objects

as. automobiles, guns, jewelry, radios, printing plates, and
wooden structures. They involve manual skilts (the skillful

" use of the hands):in working with tools‘\such as wrenches,

routers, saws, hammers, and chisels, and in operating the
machines used -in this field. A thorough knowledge of the
materials, tools, and methods of a craft is also needed. You

would rely on this knowledge and on work experience ir

making decisions about the selection of parts, materials,
tools, or methods to be used for a specific work assignment.

tn performing your work, you would follow some type of -
guideline such as customer instruction, ‘blueprint design, or

technical standards.

WORKER REQUIREMENTS — What qualifications would
you need? .

Jobs in this field require you to (1) learn arid put to use
craft skills and techniques {methods); (2) use your own
judgment in planning the order of your work and in
selecting the proper tools; (3) take responsibility for doing

_the work according to established standards of quality; (4)

besable to apply shop mathematics to practical problems:
(5) imagine how a-product would look when completed, by
looking at blueprints or diagrams; (6) determine fine dif-
ferences in ‘shapes, sizes, and fextures; (7) coordinate the
movement of your eyes and hands {make them work to-

‘gether) the way Your job requries; and (8} use your hands
" and fingers accurately when doing detailed work with hand

tools and hand-controlled power tools.

: 4

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences$
might help you decide if you should explore this field of
work? - '

@ mode! building or some type of handicraft as a hobby

© success in industrial arts or .vocational education

classes ' :
® military training or experience in craft-related activi-
ties : E

® skill in repairing things .
TRAINING AND METHODS OF ENTRY — How canyou’
prepare for this fiéld of work and get started in it? .

Apprenticeship, on-the-job training, and vocational train-
ing are generally considered to be the best methods of
entering a craft or trade. Training periods usually last from
two to six years. Many companies have on-the-job training
programs which atlow you to work under the direction of a
skilled craftsman. You:would begin with simple work and
advance as you learn the more difficult tasks. The trainirng
period in some crafts .might be shortened if you have had
some previous training in a trade school or in the armed ser-

~ vices.. Craftsmen who are familiar with the skills of their

trade through apprenticeship training often have the best
chance to advance to supervisory positions. Some jobs in
this group require more specifjc.educational and training
requirements. In most ‘states, for example, a person wishing
to become a licensed embalmer must have ‘two years of
college, plus twelve months in an embaiming school,
followed by a year's internship (on-the-job training) before
he can take the state board examination for a license. .

v

Qualifications Profile

TEMPERAMENTS — The different kinds of working con-

ditions or situations workers in this group must adjust to

include : . e
0: Rating information using standards that can be
measured or checked.
Y Workin,, within precise limits or standards of ac-
curacy. - .

INTERESTS — People have interests or prefe}ences for

certain types of work activities over others. Workers inthis
group generally prefer _ , :
"1 Activities dealing with things and objects.

g Activities which are nonsocial and involve the.use of
machines, processes, or methods.

0 Activities which bring personal satisfaction from
working on or producing things.

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific vocattonal train-
ing. The following statements show the range of time —

‘depending on the specific job — necessary to develop the

knowledge and skills required by this job group.

6 Over ! year up to and including 2 years.
7 Qver 2 years up to and including 4 years.
& Qver 4 yearsup to and including 10 years.

o ?
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APTITUDES.- -- The aptitudes listed below show ths shaded areas has a higher amount of aptitude than neces-
° specific abilities you would need in order to perform tasks sary for average success and the portion that falls to the left
.| belonging to jobs in this fiéld. The shaded parts of the chart does not have the necessary level of aptitude. Not all the
represent the portion of thé total working population that aptitudes listed are important for cvery job within this
-has the leve!l of aptitude necessary for average success. The field, but some combination of them is essentxal for each -
portion of the population that falls to the right of the job. “
G . : T
ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY
l.ower 1/3 . Middles1/3* Upper 1/3 o
APTITUDES e 0%, 23%- 34% 23% 1 10%
G - INTELLIGENCE general learning ab'1|ty, including being |
able to follow instructions, to reason and make judgments, and to
do well in school. '
. -
-l .
N - NUMERICAL: ability to perform amhmeucal operations [
qmckly and accurately. . :
. . i
i T
S —"SPATIAL: ability to iook at flat drawmgs or pictures and to
visualize {understand) how they would look as solid ob]ects with
height, width, and depth. "’ ,
P FORM PE RCEPTION: ability to see detail in ob|ects or draw-
mgs and to recognize slight differences’in shapes or shadings. .
\ K -~ MOTO‘R COORDINATION: ability to coordinate the use of
N eyes and hands or fingers rapidly and accurately to perform a task. v
. F - FINGER DFXTERITY dbl|lty to move f|ngers and to handle
‘o smaH objects rapidly and accurately
.M —~ MANUAL DEXTERITY: ability to WQrk easnly and sklllfully . :
wnh the hands.
= .
7 ]
4% - ¢
v . . ‘ < : ,
.- Other Information .
' GENERAL EDUCAT!ONAL DEVELOPMENT (GED) — RELATED GROUPS OF JOBS — Other Worker Trait
The following numbers indicate the estimated levels of Groups related to this Worker Trait “Group. include:
GED a worker should have for average performance in jobs . g ‘
belonging to this group. Specific information about.GED . )
. may be found in Appendix A. 56 Drafting and. Related Work : ) .o
GED Levells): 4 3 39 Manipulating
: 36 Cookihg and Related Work . ‘o N
PHYSICAL DEMANDS — The following letters and nun- 38 Precision Working ‘

bers represent those physical activities required of ‘workérs
in jobs helonging to this group. Specific information for
« defining Physical Demands may be found in Appendix B.
Physical Demands:: | M H 2 3 4 6

, DATA-PEOPLE-THINGS {D-F-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-

. ing to this group. Specific information defining the Data-
- Peaple-Things codes' may be found in Appendix C.

\

ADDITIONAL lNFORMATlON You can flnd out more |
about jobs belonging to this group in the Occbipational Qut-
look Handbook, the occupational information files in your -,
school, and from other sourees. A list of jobs belonging to !
this group can be found following.the Worker Trait Group '
description in Volume I, Dictionary of Occupational Titles o
{DOT), Third Edition, page 312. Volume | of the DOT lists .
these jobs in’ alphabetlcal order and gives: further informa- =

o DP.T Code(s) .281 .38l e tion. - r
1 = N . - . }m
, Copyright © 1972, Appalachia Educational Laboratory, tnc. . ks
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P‘re'_cision‘ -V\\/orking

Worker.

f]

&

WORK PERFORMED What would you do as a worker-in
this field?

" Jobs in this field |nvo|ve using the: hands, hand toofs, or
work aids to perform work activities according to precise

, standards. Although the procedurés followed and their -

sequence (order) are establrshed for most work assugnments
you would need to exercise personal judgment in applying
them to a specific task. It'would be your responsibility to
see that the work meets the strict requirements of exactness
and accuracy that have been established for it.

~ Some typical precision. work activities include dividing
and welghlng portions of meat, assembling machines and

" machine parts, grihding and’ polishing optical (eyeglass)
lenses, building forms {molds) for concrete or tile products,
or placing and fastening steel beams.

;' WORKER REQUIREMENTS — What quaiiflcatlons would
¢ <+t u you need?

T Jobs'in this field reqU|re yotho (1) use your hands and
fingers quickly and accurately, (2) coordinate the.move-
ment .of your eyes.and hands: Hmake them work together)
the *way your ]Ob requires, (ﬁ) be able to recognize small
differences in sizes and shapes,-and (4) be able to do precise
work according to established standards. You should also
like to work with your hands*

A ——

“ q

A

Qualifications Pruﬁie‘

TEMPERAMENTS - The djfferent kinds of working con-
ditions or situations worker§ in this group-must adjust to

include :
1 Performing a variety of dutres which may often
. rhange. :
9 Pating information by u5|ng personal judgment.
0 Rating information using standards that can be
" measured or checked.
Y

Working within precise limits or, standards of ac-
curacy. = .

&
INTERESTS — People have interests. or preferences for
“certain types of work activities over others. Workers in this
[+ group generally prefer
1 Actlvmes dealing with things and Ob]ECtS

ERI

Aruitoxt provided by Eic

. Precision workmg means being exact and accurate in performing sgecific work tasks. Examples of work-
ers in this group are Meat Butcher, Machine Assembler Lens Grinder, Mold Maker, and Structural-Steel

¢

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characterjstics or experlences
might help you decide if you should exp|ore this field of "

work?
. success in craft courses ,
o do|ng craft work (woodworking, ceramics, etc) as a
— hobby
e being an amateur radio operator B _
e building accurate models of cars or planes or other
objects
e

enjoyment m domg detailed work with your hands

TRAINING ANG METHODS OF ENTRY — How can you
prepare for this field of work and get started in it? e

The most common ways- ‘of getting iinto this field are
through an apprenticeship program or through on-the- -job.
training in the kind of work you want to do. Similar, but

+ less comphcated jobs are also stepplng stdnes to ]ObS in this .
field.” i

©

'\
1.
|
1

9. Activities which are nonscciai and involve the use of-
machines, processes, or methods.

.0 Activities which bring personal satlsfactlon from
working on or producing things.

SPECIFIC VOCATIONAL PREPARATICN — Different
jobs require different amounts of specitic vocational train-
_ing. The following statements show the range ~f time -
depending on the specific job — necessary to gevelop the
knowledge and skills required by this job group.

5 Over 6 months up to and including 1 year.
.6 - Over 1 year up to and intluding 2 years.
7 Over 2 years up to and ificluding 4 years.

Al
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APTITUDES
specific abilities you W0u|d need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
. represent the portion-of the total working populatlym that
has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

/. ‘ -‘.',‘l ) Ve

APTITUDES
). -

- The; aptitudes listed below show the

" aptitudes listed are important for every job within this
- field, but some combmatuon of them lSvessentlal for each

do well in SChool

G - INTELLIGEI\iCE general iearning ability, including being
able to follow instructions, to reason and make judgments, and to

shaded areas has a higher amount of aptitude than neces- -
sary for.average success and the portion that'falls to the left
does not have the necessary level of aptitude. Not all the

|ob

i

ESTIMATED PORTIQN OF GENERAL WORKING
POPULATION'WITH REQUIRED ABILITY
{ i . .

Upper 1/3
L 10% |

Middle 1/3
34%

Lower 1/3
23%

23% -

-height, width, and depth.

S - SPATIAL ability to look at flat drawings or pictures and to
visuaiize {(understand) how they would look as solid ob;ects with

ings and to recognize sllqh( differences in shapes or shadings.

P - FORM PERCEPTION: ability to see detail in ob)ects or draw-

al

K - MOTOR COORDINATION: ability to coordinate the use of
eyes and hands or fingers rapidly andgccdrately. to perform a task.
. R , a

small objects rapidly and accurately.

* 3

F  FINGER DEXTERITY: ability to move fingers and to handle

wnh the hands.

M - MANUAL DEXTERITY @blhty to work easﬂy and skillfully’

and directions,

E - EY'E HAND- FOOT COORDINATION: ability to coordinate .
the movements of the hands and feet according to visual signals .

The followmg numbers indicate the estimated levels of

GED a worker shou'- have for average performance in jobs

belonging to this group. Specific information about GED

may be found in Appendlx A e . ]
- GED Level(s): . : . .

L -

a

PHYSICAL DENMANDS — The foHowmg letters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specmc information for

defining Physical Demands may he found in ‘Appendix B.
Physical Demands: S L M 3 4. 6

DATA-PEOPLE-THINGS {D-P-T) = The following three-
digit code$ represent the highest levels of worker mvolve :
ment with data, people, and things required by jobs belong-

ing to this group. Specific information defining the Data-

People-Things codes may be found in Appendix C.

D P-T.Codels}: - 781 . o 4
. P A

S .
’ [3
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GENERAL EDUCATQONAL DEVELOPMENT (GED} ~.

€

.~ Other information - o o

Copyiight © 1972, Appalachia Educatiopal Laboratory, Inc. .+ :

 BELATED GROUPS OF JOBS
“Groups' related to this Worker Trait_Group include :

+

-~ Other Worker Trait

. 39 Manipulating -
£ 37 CraftS@anship/and Related Work

R EX . -
i X -
\ - . )

v
'ADDITIONAI INFORMATION — You can f|nd out more i
about jobs belonging to this group in the Occupational but-
took Handbook, the occupational information files in your -

school, and ‘from other sources. A list of .jobs belonging to
this group can be found following the Worker Trait Group ~
description in Volume 1, ‘Dictionary of Occupationat Titles
(DOT) Third Edition, page 319. Volume | of the DOT lists
tpese jobs in- alphabetucal order and givessfurther ‘informa-
’tlQn . . : . I

.

-
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Manipulating

Manibulating means handling, moving,

workers-in this group are LumberjacK (Faller), Fire

cating Machine Operator, Parking Meter Collector,

WORK PERFORMED ~ What would you do as a worker in

‘

. a

or contrglling an object skillfully by using the hands. Examples of

Fighter, Janitor, Dispensing Optician, Skin Diver, Dupli-
Furniture Cleaner, Weaver, and Bookbinder. o

CLUES FOR RELATING APPLICANTS AND REQUIRE- -

l

-

8 . this field? , R MENTS — What personal characteristics or experiences
/ Work in this field calls for the skillful use of your-hands, might help you decide if you should explore this field of
hand tools, or special devices to work, move, guide, or place work? : . ¢ T
objects or materials. Depending upon your. specific job, you o ’ o
would probably have to make decisions about what tools, @ success in craft courses’
materials, or methods to use; for, the most part, these ® model buildingasahobby' .
decisions would be fai[ly obvious. Usually you wouid not . ° usi hand \ake things
) work with or .around machines, and you might work either |  Using your nands toma ing
. ‘ \ind‘oors or outdoors. ' | & liking.to fish or hunt -
/ ) : ’ . : " " . . . . B
/ - WORKER REQUIREMENTS — leat/qu’alifications would - TRAINING AND METHODS OF ENTRY - How can you .
you need? } ) R I prepare for this field of work and get started in it? £
Jobs in this field require you to (1) coordinate the move- *  The usual ways to Get started in this field are through .
ment of your eyes and h_z_a‘nds (make them yvork toggther) as | apprenticeship programs and on-the-job training. Some-:
the job requires, (2} use?your hands and fingers rapidiy-and ' times work experience gained in a similar but less compli-
accurately, (3) recognize differences in shapes and sizes, (4) +  cated type of job will help you to-get started in this field. :
work according to established s}andards and requirements, ) oo :
and (5) adjust to doing the same_kind of work over and . ’
over. You should also like to work with your hands. ;
| ¢ °
- . | .‘\\
: . E . £X
o - i o t ) .
7 bt : - . |
_/'/-. ‘ “ ’ . v f/
Quﬂli’hcat(ions Profile o
) JTEMPERAMENTS - The .d',iffereﬁt kinds of working con- S0 Activities which bring‘personal satisfa'ction from
- ditions or ‘situations workers in this group must adjust to working on or producing things. °
include - - - . - . '
Z Repeating activities or tasks of short dyration accord- |- : : ; cer »
, ing to a required routine procédure or sequence. ?’PEC”:'Q VQCATIONAL PREPARA;'.:IQN . Dllfffre‘nt ‘
‘ Workin {thin cise limits or st dards of ac- jobs require dlff_ere,nt amounts of specific vocational train-
Y Working within precise limits or standards ¢ ing: The following statements show th¢ range of time —
culracy.'_ s ’ depending en the specific job — necessary to develop the
o o F . , ' _knowledge and skills required by this job group. /
. INTERESTS - -People haverinterests or preferences for.; - - 25 i ] _
certain types of work activities over others. Workers in this 2 Anything beyond short demonstration up to a d
; group'generally prefer ‘ . "I 7 including 30 days. 8 o i
1 Activities dealing with_things and objects. 3 Over 30 days up to and including 3 months. | ;
. . oL . . 4 Over 3 months up to and including 6 months. .
3 Activities ofpa rputlne, d.efmlte, organlz_ed nature. 5 Over 6 mohths up to andsincluding 1 year. ’! ‘
@ Activities which are nonsocial and involye the use of 6 _Over-1 year up to and including 2iyears. :
machines, processes, of methodls. . T . i !
: -r‘ G ;:” Lats :
. . , 2 }l. l" A‘g b .
4 3 Ve
* ) / b ¢ "ﬁ . / - )
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APTITU.DES' The apmudes listed, "below show tha
specific abrlmes you would need in order to perform tasks

ol belongmgﬁto;obs in this field. The shaded parts of the chart

RSN S

S

represent ‘the portion of the total working population that
has the’ level of aptitude necessary for average success. The
portion of the populatlon that falls to the right of the

t
]
|

-

- . APTITUDES

= =— >
shaded areas has a higher amount of aptitude than neces-
sary. for average success and the portion that falls to the left
does not have the\necessary level of aptitude. Not all the
aptitudes listed are important for every job within this

. tield, but some combmatlon of them is essential for each
job . . Ve

0

. . ESTIMATED PORTION OF GENERAL WORKING -

.~ POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middte 1/3 Upper 1/3

23%

34% 23% . 1 10% |/

-able to follow instructions, to reason and make judgments,.and to
« dofdvell in school .o~

~—

G - lNTELLlGENCE ‘géneral Iear'ung ability; lncludmg being

vrsuahze {understand) how they would look as solud objects with
height, width, and depth

1

- SPATIAL.: ability to look at flat drawings or- prctures andto

Y

. ings and to recogn:ze slight differerces in shapes or shadings.

P.  FORM PERCEPTION: abllny to sec detail in objects’or draw-

e

eye‘s arid hands or fingers rapldly and accurately to perfornT a task.

- 'MOTOR bOORDINATIOJ ability to coordmate the use of

2 7 /, s —
- FINGER DEXTERITY ability to move fingers and tgthgndle
A smal[ objects rapidly and accurately. “r

- e Q , .
; R R
M - MANUAL:DEXTERITY: ability to work easily and skillfully
with the hands, .

" the movemengs of the hands.and feet according to visual signals
-and directions. -

E ~ EYE-HAND-FOOT COORDINATION: ability to coordinate

‘GENERAL EDUCATIONAJ. DEVELOPMENT {GED) —

* 1The followmg numbers indicate the-estimated fevels of

GED a worker should-have for average performance in jobs
belonging to thr&’group Spemﬂc lnformatlon about-GED -
may be.found inAppendix A.

GED Level{s): 2 3

¢

PHYSJ%!:‘DE“‘MND‘S*‘%‘?E‘“#@”‘S\N]”Q etters and | num-
‘bers represent those physical activities required of workers )
in jobs belonging, to this group. Specific information for.. ‘;“

. defining Physical Demands may be found jn Appendix B.

Physigal Demands: § L M H 2 34 6

'DATA:PEOPLE-THINGS. (D-P-T) — The following three-}
digit codes represent the‘highest levels of worker involve-|:
ment with data, people, and things required by jobs belong-
ing to‘this group. Speqific- information defining the Datas
Peoptle Things codes may.be found in Appendix C. '
D'P-T Cadelsi: 884 : o e

‘Other iﬂfnmaﬁon e -

_RELATED GROUPS OF .JCBS — Other Worker Trait -

Groups related to t_his Worker Trait Group include:
C “37' 7 attsmanship and Related Work ~ T

84 Tending

51 ‘Feeding- Of'fbearmg ; .

52 Handllng 2 N

.

ADDITIONAL INFORMATION — You can find out more

». about jobs belonging to this group in the Occupational Out-

160k Handbook, the occupational information files in you~

t ' school, and from other sources, A list of jobs belonging to

this group can be found" following the Worker Trait Group -
description-in Volume 11, Dictionary of Occupational Titles
{DOT), Third Edition, page 322. Volume i of the DOT lists
these jobs in alphabetical order and gives further mforma
tion. ’

W .
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Supervisory and Instructive Work

Nursing and Related Sérvices

SN

v ™

a

Supervising means to direct and control the activities of others. Instructing mearis to teach others. Ex-
amples of workers in.this group are Head Nurse, School Nurse, Nurse Instructor, Nurse Supervisor, Dietary
Consultant, Teaching Dietitjan, ahd Medical Technologist Teaching Supervisor. ‘ .

P &

WORK PERFORMED — What would you do as a worker in’
this field? .

Your activities in. this field would inclyde planning,
setting up, and conducting (directing) programs to educate
people for occupations such as nursing, medical technology,
or dietetics {the Belence of planning proper diets). You
might also supervise people who work in your specialized
field. You might bé employed in a clinic, school, hospital,
health agency, or industrial company.

WORKER REQUIREMENTS — What qualifications would

you need? - - . : .
Jobs in_this field require you to (1) secure the necessary
professional and technical knowledge in the particular field;

{2) develop good teaching methods; {3) use teaching, ad-
vising, supervising, and demonstrating effectively to com-
municaté knowledge and skills to students in training; and

{4) make and carry out plans for training and supervising.
_You shouid, of course, be interested in the health and wel-

... fare of others and enjoy working with people. '

“

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
include :

4 Directing, controlling, and planning an entire activity
" or activities of others. ’
5 Dealing with people in actual job duties beyond
giving and receiving instructions.
‘ : 7 Influencing people’s opinions, attitudes, or judgments
« aboutideas or things. ’

INTERESTS — People have interests or preferences for
certain types of work activities over others. Workers in this
group generally:prefer

4 Activities which involve direct personal contact, to
g ‘L\elp people or deal with them for other purposes.

ERIC | B - | .

Aruitoxt provided by Eic:

CLUES FOR RELATING APPLICANTS AND REQUIRE- "

Qualifications Profile .

)

MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? . .

® good health ’ .

® interest in helping people.

® skill in-explaining things to others -

® experience as a volunteer worker in a hospital or

nursing hqme ) -

TRAINING AND METHODS OF ENTRY — How.can you
prepare for this field of work and get started in it?
To téach or supervise in one of the allied health fields,
you need tp meet all the requirements of and be experi-
enced in the particular area you plan to‘supervise or teach,
such as nursing or dietetics. Courses in education or
methods of supervising might also be required before you: .
can work in one of these fields. _ R

e

3

.6 Activities concerned. with peopie and the communi-
cation of ideas. .

7 Activities of a scientific and technical nature.

'S’g(ECI FIC VOCATIONAL PREPARATION - Different
jobs rrquire different amounis of specific vocational train-
ing. The following statements show the range of time —
depending on the specific’ job — necessary to develgp the
knowledge and skills required by this j_gb group. -

7 Over 2 years up- to and including 4 years.
8 Over 4 years up to and including 10 years.

-
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- APTITUDES:

The aptitudes listed below show the
specific abilities you would need in order to perform tasks
beionging, to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The

shaded areas has a hlgher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential faor each

job.

‘

>

;
4

ERIC

~

‘portiors of t»he population that falls to the right of the

"ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

‘GENERAL EDUCATIONAL DEVELOPMENT {GEDY —
The following numbers indicate the estimated levels of
GED,a worker should have for average performance*in jobs
belonging to this group. Specific information- about GED
may be found in Appendix A. .

GED Level{s): 5

PHYSICAL DEMANDS — The following letters and num- ’

bers represent those physica activities requlred of workers

in jobs belonging to this group. SDECIfIC dnformation for

defining Physical Demands may be found in Appendlx B.
Physical Demands: | 4 5 ¢

- -

DATA-PEOPLE-THINGS (D-P-T) — The following three-

- digit codes represent the highést levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defmmg the Data-
Peopie:Things codes may be found in Appendlx C.

DP-T Codels): 128

5

O

Aruitoxt provided by Eic:
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. Lower 1/3 Middle 1/3 Upper 1/3
e Y T
- . APFITUDES 110% ! 23% 34% 23% ' 10%
. ' - ’ T T TR i :
(G - INTELLIGENCE: general fearning ability, including being ‘ !
" able to follow instructions, to reason and make judgments, and to l
@ do well 1n school. ' .
: [
3 . . ¥
V  VERBAL. ability to understand meanings of words and ideas, |
and to present information effectively.
- l
. “@ i
N NUMERICAL. ability to perform arithmetical operations ’ i
quickly and accurately. .
e e o o H
a
2
' Other information s

\

RELATED GROUPS OF JOBS - Other Warker Trait
Groups related to this Worker Trait Group include:

92 Nursing, X-Ray. and Related Services
86 Health Physics
6 Administration
10 Managerial Work
42 Vocational Education
44 High Schiool, College,,_Un‘wersity, and Related
‘Education

4

 ADDITIONAL INFORMATION — You can-find out more’

about jobs belonging to this group in the Occupational Out-
loock Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
this g-oup can be found following the Worker Trait Group

- description in Volume |1, Dictionary of Occupational Titles

(DOT), Third-Edition, page 333. Volume | of the DOT-lists
these jobs in .Anhabetlcal order-and gives further informa-
tion.




Industrial Training

[

os *@g?i
il

v

Industrlal tralmng means to teach others to use specialized eqdipment, procedures or processes related to
.their work. Examples of workers in this group are Systems Engineer, Police-Academy Instructor, Safety

Engineer, and Navigation Instructor.

X

WORK PERFORMED — What wou|d you do as a worker in |

“This field? ‘
In this area of work you would provide special training

. in the proper use or function of machines and requipmeqt,

g

ERI!

Aruitoxt provided by Eic:

such as looms and scales, or of systems, such as data pro-
cessing. You might also teach sp=acial procedures, processes,
or methods such as those used in safety, protection, or:
navigation. The people ypu train might include customefs,
new employees, or employees of long standing.

WORKER REQUIREMENTS ~— What qualifications y would
you need?

Work in this fleld requires you to (1) gain necessary
background knowledge; (2) work easily and accurately with
your hands; (3) coordinate the movernent of vour eyes,
hands, and feet {make them work together) as your job re-
quires; (4) recognize differences in shapes and sizes; (5) get
ideas and instructions across to others; and (6) brganize
facts well enough to answer questions and plan programs of
instruction. .

s
v

CLUES FOR RELATING APPLICANTS AND REQUIRE
MENTS — What personal characteristics or experiencés
might help you decide if you should explore this field of
Wwork?

-® being good at eXbIaining things to others

® work experience in the area to be taught
® working as a teacher s assistant
.

working as a craft instructor or little ieague coach

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it? s

To begin work in this field, you would need considerable
work experience in a job related to the area of instruction.
Usually employers fill their training positions with workers
who are good at their work, at explaining things to others,
and at solving problems that come up in their work.

w

'flualifieations Profile

TEMPERAMENTS

inciude -

1 Performing a variety of dutnes which may often .

change.
4 Directing, controlling, and plannlng an entlre actnvnty
. or activities of others.
5 Dealing with people in actual job duties beyond
giving and receiving instructions.
"9 Rating information by using personal judgment.
0 Ratng information using standards that can be
measured or checked.’

.

INTERESTS - People have interests or preferences for
certain types of work activities over others. Workers in this
qr0up generally prefer

2 Activities involving busnness contact with people

. The different kinds of working con-"
“ditions or situations workers in- this group must adjust to _

-

& Activities which bring recognition or appreciation by
others..

6 Actlvmes concerned with people and the communi-
. cation of ideas.

SPECIFlC VOCATIONAL PREPARATION — Different
|obs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowLedge and skills required by this job group.

6 Over 1 year.up-to and including 2 years
7. Over 2 years up to and including 4 years.
8 Over 4 yearsup to -and including, 10 years.

w
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" The following numbers indicate

~

-

APTITUDES
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
rapresent the portion of the total working population that
has the level of aptitude necessary for average success. The
" portion of the population that falls to the right of the

-t
o i 4

- APTITUDES

G INTELLIGENCE- general learning ability, including being
able to follow instructions, to reason and make judgments, and to
do well in school.

»

The 'ap'titudes listed bel'ow show the .

shaded areas hés a higher amount of aptitude than necés-
sary for average success and the portior that falls to the left
¢oes not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each
job. ’ :

)

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIREDBILITY

 Lower 1/3 © 'Middtie 1/3

Upper 1/3

0% 23% 23% 1 10%

34%

-~

V. VERBAL: abthity to understand meanings of words and ideas,
and to-present informauon effecuvel‘y.

S SPATIAL. ability to look at flat drawings or pictures and to
visualize {understand) how they would fook as solid objects with
' heght, width, aad depth.

L.

A e

P FORM PERCEPTION: ability to see detatl in obiecté or draw-
ings and to recognize shght differences in shapes or shadings.
K ~

Other In‘fonnation

"GEKERAL EDUCATIONAL DEVELOPMENT (GED) -
the estimated levels of
GED a worker should have for average performance in jobs -
belonging to this group. Specific information about GED
may be found in Appendix A. .

GED Level(s): 3 4° &

PHYSICAL DEMANDS - The following letters-and num-
bers represent those physical activities required of workers
in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B.
Physical Demands:» § | M 2 475 6 :

DATA-PEOPLE-THINGS (D-P-T) —.The following three-
digit codes represent the-highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific ‘information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Codels): j28 .228 : \

A )

\

Q

RIC
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_RELATED GROUPS OF JOBS — Other Worker Trait

Groups related to this Worker Trait Group " include:

4'2‘ Vocational Education
. 48 Training Services

.

ADDITFIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupaticnal information files in your
school, and from other sources. A list of jobs Belonging to
this group can be found following the Worker Trait Group
description in Volume i1, Dictionary, of Occupational Titles
(DOT), Third Edition, page 335. Volume | of the DOT lists
the.> jobs in alphabetical order \ind gives further informa-
tion. T \ . ’

\
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Vocational Education

¥ 5

.

]

WORK PERFORMED -- What would you do as a worker rn
this field?
In this job group, you would teach, show, and give ad-
~ vice to others concerning the most effective use of methods
and skills in such. vocational areas as -agriculture, home
economics, wholesale and retail sales and service, auto
mecharics, machine trades, or carpentry: “Yourwork-activi-
ties might oceur in a school, industrial plant, business estab-
lishment, or private home.

WORKER REQUIREMENTS — What qualifications would'

you need?
Jobs in this field require that you (1) gam the necessary
* background knowledge and skills of a subject area "and of
teaching methods, {2) explain and communicate ideas to
others, (3} organize facts well enough to answer questions
and plan programs of instruction, and (4) pay. close at-
tention to details.

[ ’ T
CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS -~ What personal chard(‘geristics or experiences

might help you decide if you should explore this field of
- work?
. ® success in vocational courses

Vocational means related to a skill or trade which is practiced as a career. Vocational education is the
teaching of vocational subject matter and skills. Examples of workers in this group are County- Agricultural
_Aqent Home Economist, County Home-Demonstration Agent and Vocational Education {nstructor.

s R

T4

© ability to expiain things to others

® hobbies such as cooking, sewmg gardemng, and craft
work

© experience in selling

- @ active participation inm vocatlonally related clubs such
as Future Farmers ofc America, Future Homemakers
of America, Future Teachers of America, and Future
Business Leaders of America. -

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and‘get started in it?

If you want to teach in an area of vocationa! education
at the high school level, you must meet education and work ~
experience requirements set by the state. Togeta teaching
certificate in most states you need at least four years of
college, with courses in education and practice teaching,
resulting in a bachelor 's degree. However, some states allow
people skilled.in some trades or crafts to teach while com-
pleting the requlred college training. To teach in most areas
of vocational education you need special skills and work
experience, and in some areas advanced training is required.
For example, a bachelor’s degree is the least amount of
education that is accepted for entry-level jobs in home
econorics. The more demanding and responsible jobs in
that area require a graduate degree (degree gained after
bachelor’s degree as a result of additional education).

o L

r - Quaiifications Prafile

TEMPERAMENTS — The different kinds ot working con-
ditions or situations workers in this group must adjust to
include
4 Directing, controlling, and planmng an entire activity
or activities of others. }
5. Dealing with people in actual job duties beyond
giving and receiving instructions.
7 Influencing people’s opinions, attltudes or 1udgments
about ideas or things. e
9 Rating information by usirg personal |udgmen’
o Rating information using standards that can be
measured or checked. .

5 Activities which brlng recognition or apprer‘ranon by
others.

Activrties concerned with people and the communi:
cation of ideas.,

7 Activities of a scientific and technical nature.

SPECIFIC VOCATIONAL PREPARATION — Different
jobs require different amounts of specific-vocational train-
ing. The following statements show the range of time ~
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

o : d including 2 :
INTERESTS - People have in:erests or preferences mvem vear up to and including 2 years.

certain types of work activities over others Workers in tiis -
group generally prefer
4 Activities which rnvolvv direct personal contact, to
help peaple or.deal with them for other purposes.

s

ver 2 years up to.and including 4 years.
8 Over 4 years up to and including 10 years.
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“APTITUDES - The aptitudes listed below show the
~ specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion -of the total working population that
has the level of aptitude necessary for avarage success. The
portion of the population that falls to the right of the

“

shaded areas has a htghnr amount of aptltude than neces-
Lsary for average success and the portion-that-falls to the left
does not have the necessary, level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some comb|nat|on of them is essenttaI for each
job.

" Tt s

ESTIMATED POFITIQN OF GENERAL WORKING
POPULATIGN\WITH REQUIRED ABILITY

. .

GENERAL ‘EIUCATIONAL DEVELOPMENT (GED) —
The following nusibers nndﬁcate the estimated levels of

GED a worker should have\ISr average performance in jobs
belonging to this group. Specmc |nfqrmat|on about GED

.may be found in Appendix A.

GED LeveI(;) 4 5

PHYSICAL DEMANDS — The followmg letters and num-

bers represent those physical actlvmes required- of workers.

in jobs belonging to this group. Specmc information for

defining Physical Demands may be found in Appendix B.
Physical Demands; L M 4 5 6

. . . s
DATA-PEOPLE:THINGS (D-P-T) — The following three-
digit codes represent the highes$t levels of worker involve-
ment with data, ‘people, and things required by jobs beIong-"

_ing to this group. Specific information® defininy the Data-

Peopée-Things cedes may be found in Appendtx C. N
D-PT Code(S) - 128 .228 ,
N
] I >
‘}i " . [

RELATED GROUPS OF JOBS — Other Worker Trait
Grbups related to this Worker Trait Group include:

44. High School, College, Lgnlversnyv, and Relate<
Education -

45 Kindergarten, Elementary School and Related
Education

41 Industrlal Training

ADDITIONAL INFORMATION —.You can. flnd out more

about jobs belonging to this group in the Occupational Qut- -
look Handbook, the occupational information files in yousr -

school, and from other sources. A list of jobs belonging to
this group can be found following the Vorker Trait Group
description in Volume 11, chtlonary of Occupatlonal Titles

* (DOT), Third Edition, page 337. Volume | of the DOT lists

.these jobs in alphabetical order and glves further mforma-
tion. -

o

ERIC.
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. ~ Lower 1/3 Middle 1/3 Upper 1/3 .
. - T .
APTITUDES 10%!  23% 34% 23%  ©10%
= - e -
G - INTELLIGENCE: general learning abdgity, including being
able td follow instructions, to reason and make judgments, and to |
do well in school. :
—
V - VERBAL: abihity to Vunﬁers‘tand meanings of words and ideas, |
and to present information effectivély.
. ) L
A
. M "’ -, s
¢
. . - ‘ .3
: o . Other Infonnatmn' :
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Flight training means teachmg others the techniques of ﬂymg airplanes and of using the instruments re-
lated to flying, Examples of workers *m thns group are Flymg lnstructor Pilot lnstructor,ﬁuperv:smg Air-

plane Pilot, artd Check Pilot.

WORK PERFORMED -- What would you do as a worker in
this field? )

As a worker in this field you would be involved in train-
ing airplane. pilots. Your work would include classroom
teachlng of the basic techniques of flying, actuai flight
.training in an airplane, lnstruction in the use of 'various
flight-related instruments, and giving oral and written tests
as well as flight tests. Depending on your particular job,
you might also trafn new or experienced pilots concerning
the equipment and operatmg policies of a part;cular com-
mercial airline, or make in-flight tests of the e¢ ipment
used by various airlines. You would probably write reports
on the results of testing pilots and equipment.

WORKER REQU!REMENTS — What quahflcatlons would
you need?

Jobs in this field require you to (1) gam a thorough
knowledge of flying, including extensive experience in
piloting an airplane; (2) be able to communicate your ideas
and instructions clearly and accurately to others; (3)
organize facts well enough to answer questions and plan
programs of instruction; (4) be able to coordinate the
movement of your eyes, hands, and feet {make them work
together) as your job requires; and (5) be able to recognize
differences in shapes and sizes. ‘ -

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to

“include

1 Performing a variety of duties which may often
change.

4 Directing, controlhng, and planning an entire activity
or activities of others.

5 Dealing with - people in actual- job dut|es b‘e\?and
giving and receiving instructions.

8 Working well under pressure wien faced with critical
or unexpected situations or when taking necessary .

risks.

Rating information by using personal judgment.

0 Rating information using standards that can be
.measured or checked.

Y Working within precise |ImltS or standards of ac-
curacy.

w

)

INTERESTS — People J}ave interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer ) . o

v

o

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal. characteristics or+ experiences
might help you decide if you shouid explore this field of
work? © e

- N

o flying experience

" Qualifications Profile

® building model airplanes that fly
@ ability 1o explain things to others
_®-.reading aviation (flying) magazines
® being a member of a model airplane or Junlor fliers ™
club _ . e
TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?
You need a great deai of flying expérience as a back-
ground in order to get into this field. Training in specialized
teaching methods is very helpful. Some jobs in this field
require that you have a multi-engine {more than one
engine) pilot license, issued by the Federa! Aviation Agency
(FAA). ”
//
4 Activities ‘which/'uavolve direct personal contact, to
help people or deal with them for other purposes. ’

5 Activities which bring recognition or appreciation by
others. ~

6 1Activities concerned with people and the commum
\cation of ideas.

PECIFIC VOCATIONAL PREPARATION: — Different
]o S req re different amounts of specific vocational train-
ing. Thi¥ {lowing statements show the range of time —
dependitg-on ahe specific job — necessary to develop the
knowledge and skills required by this job group. o

3 Over 30 days up to and inciuding-3 months. .

6 Over 1 year up to and including 2 years.
-8 Over 4 years up to and inctuding 10 years.

M N
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APTITUDES The~ aptitudes listed below show the
specific -abilities you-weuld-need-morder to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total wort&mg populatnd’n that
*has the level of aptitude necessary for average succes: The
portion of thé population that falls to the right of the

APTITUDES

o

G

do well 1n schodl.

-

INTELLIGENCE- general learriing ability, including being,”
able to follow instructions, 1o reason and make judgments, and to

=

shaded areas has a higher: amount of aptltude than neces-
sary for averéqe success and the portion that falls to the left
‘does not have the necessary fevel of aptitude, Not all the
aptitudes listed are important for every j6b within thiis
field, but some combination of them is essential for each
‘job. - .

) ,\\ . . ‘
ESTIMATED PORTION OF GENERA\L WORKING
POPULATION WITH REQUIRED A\BlLITY

Lower 1/3 Middte 1/3 Upper 1/3

10% | 23% 34% 23% L 10%

s

heght, width, afd depth 2

SPATIAL: ability to look at flat drawings or plcture; and to
visualize {understand} how they would took as solid ob|ects with

o -

de ——

o

p
ings and to recognize shght differences in shanes or shadings.

FORM PERCEPTION: ability to see detgil «n objects or draw-

£ . EYE HAND-FOOT COORDINATION -ability to coordinate
h(‘ movements of the hands and feet according to visual signals !
_and airections. '
S DU - hd i I
4
a o N
R . /
N , Other information

GENERAL EDUCATIONAL DEVELOPMENT (GED) -~
The following numbers -indicate the estimated. levels of -
. GED a worker should have for,average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendxx A. )

GED Levells): - 3 5 4 . R .

PHYS!CAL DEMANDS — The followmg letters and num-
- bers represent those physical activities required of workers
in jobs belonging to this group. Specific information for
. defining Physical Demands may be found in Appendix B.

Physical Demands: L 4 5 6 )

<

1} \ -
DATA-PEOPLE-THINGS (D-P-T) — The following thrée-
digit, codes represent the highest levels of worker involve-
ment with-data, people, and things required by jobs belong-

-..ing to this group. Specnflc information defining the Data-

People-Things codes may be found in Appendix C.

RELATED GROUPS OF JOBS — Other groups of jobs re-
lated to Decorating and Art.Work descnbed in this pnbhca- .
tion are

94 10 Transportatton Service Work
83 Drwmq -Operating
77 Transporting and Test Driving

ADDITIONAL INFORMATION ~ You can find eut more
about jobs belongmg to this group in the Oﬁcupatlona| QOut-
look Handbook, the occupational information files in your
school, and from other sources. A list of jobs bilonging to
this group can be found following the Worker Trait Group
description in Volume 11, Dictionary of Occupatlonal Titles
(DOT), Third Edition, page 339. Vo|ume i of the DOT lists
these jobs in alphabetical order and gives further informa-
tion. . .
“ ' o

‘ D-P T Codels): 168 .228 .268 - . : AN ' o )

Copyrlght © 1972 Appalachia Educational Laboratory, Inc.
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Hngh School, College Umversﬁy,

and. Relca’red Educohon

High school,

®

~

.
-

\ :

- B . 3

- ~ . 9

llege unjversity, and relsted educatron means teachjng courses in high schools, colleges,’

o

universities, or lr/such spec&allzed surroundings as a correspondence school gr a school for the blind. Ex-
amples of workers in this group are College or University Faculty Member, Secondary Schoat [High Schooll
Teacher Adult-Education Teacher, and Teacher of the Blind.

- .
.
Y i

//r‘ ’ ) . .
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\JNORK PERFORMED What would you do as Mker in

Aruitoxt provided by Eic:

~ this figld?

In this field, you ‘would teach at the hrgh school, college,

or graduate school level. {Graduate school is the level which,

fgllows the regular four-year cbllege programs) Depending

. on your interests and training, you mlght teach such sub-

jects as history, English, mathematics, econofnics, biology,
psychology, or foreign languages. These subjects would
usually be part of a reguiar school or college curriculum
(program of courses}, and you would probably serve as a
member of the faculty (teaching staff). Your work would
involve teaching groups or individuals on a full time or part-
time basis.. |

Teaching on any of these Ievels involves preparmg out-
lines of lessons, using audio®visual aigdg, lecturing, assigning
and checking homework, and testing to determine students’
progress. A certain amount of record keeping is also re-

_quired, such as taking attendance, recording grades, and

fﬂhng out grade reports. Higher levels of teaching may ln-
clide supervising (directing) research work.

- WORKER REQUIREMENTS - What quahflcatrons would

you need?

Jobs in this group requnre that ypu (1) gain th& necessary
knowledge of your subject area and teaching methods, (2)
be able to organize facts in order to answer questjons and

-

P

plan what you will teach, (3} communicate your ideas to

others, and (4) pay attention to details.

‘might help

¥ ~ ’

13

CLUES FOR BELATINC APPLICANTS AND REQUIRE-,
MENTS — Whiat personal characteristics or experiences
/u dECIdE if you should explore th|s field of
work? . . N
. . : 0
ability to explain things to othert,* .
. .
good grades in high scho'ol and co%ege »

-active partnclpatlon in school acttvmes

. & & o

being an officer or member of FTA (Future Teachers
of America) or 51m|lar group

® experience as school office worker or teacher’s helper :

o

lTRAlNlNG AND METHODS OF ENTRY — How can you

prepare for this field of work and get started in it? .
TS teach in high §choola you n‘eed to be certified
(licensed} by the state in which you work. You need at
least a bachelor’s degree (four-year) to be certified to teach, -
and many states require additional education courses, in-
cluding practice teaching. Most colleg_e or university teach-
ing positions requir€ at least a master’s degree (the degree
following the bachelor’sy and, usually, a doctor’s degree,
(the degree following the master’s.} Teaching assistantships
are, often available at the university level. These provide an
opportunity to teach or assist in—te\aching a few classes at
the same tlme you are studymg/‘i‘or your master’s or -
doctor’s degree.

. hualifications meile

TEMPERAMENTS — The different kinds of working con-

" ditions orT3ituations workers in this group must adjust to

include
> 4 Directing, coﬁtrolhng, and planmng art entlre actavuty
or activities ¢f others, -
5 Deallnq with people in actual job duties beyond
, giving and receiving instructions.
7 Influencing people s opinions, attitudes, orjudgme%g
about ideas or things.
9 Rating information by using personal judgment.
0 Rating information - using
mgasured of checked.

INTERESTS - People have interests or preferences for
certain types.of work activities over others. Workers in this
group generally prefer - ‘ N
4 Activities which involve direct personal contact, o
help people or déal with them for other purposes

standards that can be -

i

5 YActivities whlch bring recognmon or apprecratron’ by
others.” k

6 Activities concerned wnh people and the communi-
cation of ideas.

oo 5

SPECIFIC VOCATIONAL PREPARATION —;'Different' '
_ jobs require different amounts of-specific vocational train-

ing. The following statements show the range of. time ~
depending on the specific job — necessary to develop the
knowledge and skitls required b$ this job group.

©

7 Qver 2 years up to and including 4 years.
8 Over 4 years up to and |nc|udmg 10 years
9 Over 10 years.

price oAy o e
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ot APTIFWDES - The aptitudes listed below® show  the shaded areas has a higher amount of aptitude than neces-
spec’flc abilities you:wauld.heed in order to perform tasks sary for average success and the portion that falls to the left

Qelongmg to jobs in thls field. The.shaded parts of the chart
represent ‘the. portlon of the total' working population: that
has-the level of aptitude necessary for ; serage success. The

A
- -

portion of the populatlon that- falls to the right of"the

tioes not have the necessary ‘level of aptitude. Not all the

aptitudes listed are important for every job within this |

field, but sorde combimation of them is essemtial for each |

1ob " ! . '
. iy

ESTIMATED PORTION'OF GENERAL WCRKING

_ POPULATION WITH REQUIRED ABILITY ®

. ‘ , . Lower 1/3 " Middie, 1/3 * Upper 1/3
’ - - “ .- A
. - > d B T
APTITUDES 10% ! . 23% 34% - - 23% 1 10%
G |NTELLIGENCE general learning ability, includifg bejng - )
4 <able to follow instructions, to reason and make judgments, and to

do well in school.
- . P

quickly and accurately., <

3

. . M ) - ‘ a . . .
¥ ~ VERBAL: abilfty to understand meanings of words and ideas, o 4" .
and to present information effectively. an .
s - - B
N NGMEE}CAL: ability to perform arithmetical operations .’)

|
|
+
|
Il
T

|
|
{

- .‘ L s4
.

[

LI

GENERAL EDUCATIO’NAL DEVELOPMENT (GED) -
The following -numbers.indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this. group. Specific information about GED
may be found in Append|x A. o )
GED Le\iel(s) 4 5 & ¢ .
PHYSICAL DEMANDS - The following letters and num-* -
bers represent those physmaL activities required of workers
if jobs belonging to this group. Specmc information for °
defining Physical Demands may be found in Appendlx B.
Phystcal Demands: S L 4 5

DATA- PEOPLE THINGS (D P-T) = The. followmg three-

ment with data, people, and things required by jobs belong-
ing to_this group. Specific information defining the Data-
People-Things codes may be found |n’Appendlx C.

D-P-T Code(s) 228", -
] " e :
Q " ’
~ERIC - - .

B 11701 Provided by ERIC RN

- digit codes represent the highest levels of worker involve- .

Other llnf'onnation.

Q - .CLERICAL PERCEPTION: ability_to ee details and_to
' recognize errors if*numbers, spelling, and punctuation in written . -
matenals charts or tables e .
R -
\
€
1
\ '
¢ & a o . . ) -

RELATED GROUPS OF JOBS — Other Worker Trait
Gredps related to this Worker ]'rait Group, incltide:,

. .
¥ ' °
'

37 Guidance and Counseling
45 ~Kindergarten, Elementary School, and Related ,
Education
47 Physical Education
" 42 Vocational ‘Education
1 Instructive Work, Fine Arts, Theater, Music,

and Related Fields

ADDITIONAL lNFORMATION You can flnd out more
about jobs belofiging to this grotLp in the Occupatlonal Out-
look Hanghook, the occupationg! information files in your
-school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume 11, Dictionary of Occupational Titles
{DOT), Third Edition, page 341.. \ﬁ\olume | of the DOT lists

these jobs in alphabetical -order and,gives further informa:
tion. .
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Kmderga rten, Elemen?ory School

"cmd Wed Educohom

Kmdergarten eleme?ﬁary $

ool, aﬂd related eduéatlon means teaching subjects which Jhelp children ~
. learn to take care of themselves: get along with others, and learn the basic skills (such as reacllng and

5

T ‘ . 3 . . C .

A S .

»,

arithmetic). Examples of workers in thlS group are Elementary Teacher Kmdergarten Teache and Teacher

of Har.:llcapped Chlldren ,
7 LT .

L}
-

WORK PERFORMED — What would you, do as.a worker in -
this field? : -
In_this field you would teach in elther @public.or prlvate
‘nursery sghopt, kindergarten, or “elementary school, or in a
" private home or olher setting. As a ktndergarten teacher,

' . you would teach chlldym simplé skills, such as singing

songs, <p|ayu1g games, getting along with others, and keeping
cfean. As a elementary teacher, you would also teach sub-
jects such as. English, arithmetic, or reading. An important
"part of your jo'b would be to find out the learning abilities

~wof .your. students and then decide on the best teachlng
methoda

WORKER REQUIREMENTS What quallflcatlons would
you need? ~&
To do well in this field, you need to (1) galn the neces-

sary background knowledg‘é of your subjects as well as ap-

propriate teaching methods, (2)'be able to communicate
ideas and instructions tp children, (3) be able to organize
facts in order to apswer questions and plan what yod will-

teach, (4) Be able to solve problems in arithimeétic, and (5)
be accurate in handling the many . detalls mvo.ved in
* teaching. o 3

1 h »
) & o

£ 23

L pualifications Profile -

TEMPERAMENTS — The different kinds of working con-
ditions br situations workers in this group must adjust to
include
4 Directing, controlling, and plann|ng an entire actlvlty
-or activities of others.
5 -Dealmg a‘!‘“th people in actual job duties beyond
giving-and receiving instructions. L0
9 Rating information by using personal judgment.
T - IR
. v . o i ‘
INTERESTS — People have interests or preferences for.
certain types of work activities over others Workers in this
group generally prefer -

4 Activities which- involve dII'ECt personal contact to
help pecple or deal with them for other ;.'lurposec

’ &

e -

Aruitoxt provided by Eic:

GLUES FOR RELATING APPLICANTS AND REQUIRE-

Ed

b

-
>

MENTS — What personal characteristics or gxperiences
might help you decide if you should explore this field of
work?

_enjoyment in working with children

"babysitting or playground experience' . *

°
]
@ ability to explain things to others, expeoially children”®
e good gradesain high schooi and college

]

belng a merﬁlaer of FTA (Future Teachers of

America) .
TRAINING AND METHODS OF ENTRY How can you
prepare for this field of work and get started in it? .

You need to be certified (licensed) by the state in which
yoy would bé worklng in order to teach in kindergarten or
elementary school. Most states require four years of college
trainin’g, including practice teaching; nowever, a few states
require only th years of college to be certified and afew

'requure a master’s degee . . .
a e e
£ " h }
’ )
s
O
& 9 ‘ - ) ¢ St
5 Activities which bring recognition or apprematlon by
others. . :
6 Activities cohcgrned with people and the communi- R
_ cation of ideas. f e a
. SPECIFIC VOCATIONAL PREPARATlON - le?eren";
jobs require differeiit amounts of spécific vocational train-
ing. The following statements show’the range of time —
depending 6n the specific job — necessary to develop the T~
knowledge and skills requured by this job group. - .
6 OQver 1 year up to and |nclud|ng 2 years. ‘
7 Over 2 years up to and |nclud|ng 4 years.
) ¢
o
) ‘ﬁ " u":
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AFTITUDES - The aptltudes I:sted below show “the //shaaE areas has a nighef amount of a;;titude than neces-
specmc abilities vq: ‘would need in order ta perform tasks ’;' sary for ayerage success and the portion that falls to the left
belongmé t0 jobe:in this field. The shaded parts of the chart ' does_notiffave the necessary level of aptitude. Not ali the

represent the portion of the total worklng population that ©  aptitu listed are” impoctant for every job within this p .-
‘has,_the level of lpgltudl necessary for average success. The’ field, hut some combination of them is essentlal fo; each ‘
portlon of the poaulltlon that falls to the right of the- 1ob . . ‘

¢ e r
'

s v : ‘
o ' ESTIMATED PORTION OF GENERAL WORKING ’
N ' ' . POPULATION WITH REQUIRED ABILITY - . "

Lower 1/3 . Middle 1/3 | Upper1/_3 I
APTITUD}-:S- ST 10wl 2% L wa% | o23% 1 10%

1
18

G - INTELLIGENCE gcneral Iear’Inng ablhty,qncludmg being
able to follow instructions, to reason and make judgments and to
do welf in school.

T

'"V VERBAL: abthty to understand meanmgs of words and |deas
and to present mformauon effectnv!ly ,,

o

N NUMERICAL abmty to perform arithmetical operanons -
quickly and accurately )
- - AT B . . ) -

a - CLERICAL PERCEPTION:- ability to see detalls and to ..

o
“\ % " recognize errors in numbers; spellipg, ard punctliation in written
materials, charts, or tables ,
<, . l 3 <
Other Information , .
‘L, _ - % S S ‘ . . P
GENERAL EDU%A’TIONAL DEVELOPMENT (GED) - RELATED GROUPS OF JOBS -~ Other Worker Trait .
The following numbers indicate the estimated levels of Groups related to “this Worker Trait Group include; -
'GED a worker should have for averags pe?formance in jobs , o
belonging to this group. Specuflc information about GED ) 32 Guidance and Counseling :
- may be found in Appendix-A. . . 44 High School, College, University, and Related .
ED L l : . ' " Educétion- . )
GED Levellst: & - . 93 Child and Adult Care A
PHYSICAL DEMANDS ~ The following letters and num- , - 7 e )
bers.represent those physical activities required -of workers PAD'DITIONAL' INFORMATION — You can find out more

in jobs belonging to this group.. Speclflc information for .
defining Physical Demands may be found in Appenan B.
Phystcai Demands L4 5

about jobs belonging to this group in the Occupational Out- -
took Handbook, the occupational- information files in your
; . school, and from other sources. A list of jobs b&longing to
. . this group can be found following the Worker Trait- ‘Group™
DATA-PEOPLE-THINGS {R-P-T) — The" foIIOWlng three- description in Volume 11, Dictionary of Occupational Titles - -

dlglt codes represent the highest levels of worker ihvolve- {DOT), Third Edition, pige 343. Volume | of the QOT lists
*  ment with data, people, and things required by jobs Belong- these jobs in alphabet | order and gives further informa-
- ing to this, group. Specific_information defining the[Data . -tion. - . -
Peopie-Things todes may be found in Appendlx C. | . .
D-P-T Code(s): .228 " : , -
. \ \ 2 ~ "
. ) . N ‘
. ’ . 5 ' > .
. . g -
N "
: . .o S
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“t-Misc'e“I’Icz,neous Ins*rrucitive Wlork

;-“ - : .

Miscellanéous instructive work means to teach a W|de varlety of recreatlonal skills or similar’ actlvntles
" . Examples of workers in this group are Auto Dnvmg Instructor, Camp Counselor, Batgn Twirling Instructor,
Bridge Instructor, Recreatlon Leader, and Flshmg nstructor.

N . . . .

N F]

WORK PERFORMED T What would you do asa workerin ~ CLUES FOR RELATING APPLICANTS {\ND cREQUIRE-

this field? " MENTS — What personal characteristits experiences .
- In this field you would help people gain knowledge and might help you decnde if you éhould exp!erﬁ this field of _ -
* skills which are usefu! as a hobby or for recreatioh. Depend- work? \ :
ing upon your particular ]ob you would teach others such ° @ being good at certam sports or hobbies \_ o
* skills as how to play cards or.other d mes, how to twirl a ® reading sport'and hobby magazines ”\ ’
baton, how to drive an automobile, or how to fish. Your ® work experience as a camp or playground xnitructOr

* ¢ students might range in age from quite young to quite old: ® coaching a little league team : »

WORKER REQUIREMENTS - What qualifications would :#_ability to explain things © others R
s Yyou need? ] TRAINING AND METHODS OF. ENTRY — How can you Ty
Jobs in this field require you to (1) gain the necessary. prepare for this fiéld of work and get started in it? - i

! skill.and . experience as well as to learn teaching methods:- © . To work in this area you need ‘a good background in a .

) - (2) be able to get along well with people and communicate special hobby, craft, or recreational activity. As people have o
P " yaur ideas to them; (3) be able to organize mformayon and more -leisure (free) time, the need for teachers of recrea- T o
_ plan the best methods for teaching the knowledge and skilt - tional skills is increasing. Deperiding. upon the national -

" " needed; and {4) coordinate the movement of your gyes, - €conomy, opportunities  in this field are likely to increase
harjdg and feet (make them work together) the way your even more as individuals search for something different and’
X jOb requires. . . © productive t6 do with their free time. .
5 : . , . ‘ . - . : e 7 o N
I : ‘ - Qualifications Profile -
. Ty ) . .
. TEMPERI{MENTS —~“The different kinds.of working con- 4 Activities which involve direct personal contagt, to )
ditions or situations workers in this group must ad;ust to help people or deal witﬁ them for other purposes. ,
' inctude

6 Activities concerned with people and the communu-

. A 1 Performmg a variety of dUtleS whtch may often ' cation of ideas.
o, - change. . .-
_", 4 Directing, controlling, and planning an ennre actlwtv‘ SPECIFIC .VOCATIONAL PREPARATION — Different
’ + or activities of others. ' jobs. requirg. different amounts of specific vocational train-
.. -5 Dealing ‘with people in_ actual lOb duties beyond ing. The following statemients show the,range of time —
’ giving and recewmg mstructuons . , * depending on the specific job — necessary ta develop the
knowledge and skills required by this job group. . "
INTERESTS - People have mterests or preferences for o : . _ R
~¢@rtain wypes of work activities 6ver others. Workers i in thls, o .6 Over 1 year up to and qcludu:lg 2 years.
. group generally prefer 7 Ove.rﬂ years up to and !ncludgng 4 years.
. . 8 Ov,er-.-& years up to and including 10 years.
. . 2° Actlvmes involving business contact with people. . . _ o ‘ o
’ o i
.‘,-’ ’ - ‘\L'
e .
. . - . \
H =
]
-~ \‘l ; - . .
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APTITUDES *  The*aptitudes Histed-_below show the - . shaded area: has a higher ameunt of aptitude than neces-
specific abilities you would need in order to perform tasks "~ sary for average success and the portion that falls to the left
belonging to jbbs in this field. The shaded parts of the chart does not have the necessary level of aptitude. Not all the
represent the portion of the total working pqpulation that aptitudes listed are important for every job within this
has the level of aptitude necessary for average success. The field, but some combinatign of them is essential for each
portion of the population that falls to the right of the job. - :

° «

" ESTIMATED PORTION OF GENERAL WdRKING

P POPULATION WITH REQUIRED ABILITY
] Lower 1/3 Middle 1/3 Upper 1/3
APTITUDES L1 10% ! 23% - 34% - 23% 1 10%

G INTELLIGENCE: general learning ability, including being ! ‘
- [~ able to follow instructions, to reason and make judgments, and to |

do well in school. : ‘ o 1

. 7 ; +—
V -- VE R%AL: abihity to understand meanings of words and ideas, I
 and to present information effectively. , MR
E - EYE-HAND-FOOT COORDINATION: ability to coordinate E
the movements of the hands and feet according to visual signals l .

and directions. S

s R =

.

" Gther Information

] GENERAL EDUCATIONAL DEVELOPMENT (GED) = RELATED GROUPS OF JOBS —-Other Worker Trait.

The following numbers indicate the estimated levels of Groups related. to this Worker Trait Group include:
GED a worker should have for average performance in jobs *~ : '

" belonging to this group. Specific information about GED , 47 Physical Education <

‘may be found in Appendix A. . . _ . _) 45 Kindergarten, Elementary Schoo!, and Related

° " 'GED Level(s): 3 4 5 . : Education '
: . . . & - 66 Rhythmics . , : “

" PHYSICAL -DEMANDS — The following letters and num-. 69 Miscellangéous Amusement and Recreation Work®
bers represent those physical activities required of workers L — .

~jn jobs belonging to this group. Specific information for ADDITIONAL INFORMATION, — You can find out more
defining Physical Demands may be found in Appendix B. - - about jobs belonging to this group in the Occupatianal Qut- e

Physical Demands: ¢ { M 2 -3 4 5 6 " fook Handbook, the occupational infosmation files4r your
. , o “school, and from other sources. A list of jobs belonging to

- : . " this group can be found following the Worker Trait Group
DATA-PEORLE-THINGS (D-P-T) — The following three- description in Volume 11, Dictionary of Occupational Titles

: digit codes represent the highest lavels of-wor_ker involve- (DOT), Third Edition, page.345: Volume | of.the DOT lists
#  ment with data, people, and things required by jobs belong- these jobs in alphabetical order and gives further informa-

ing to this group. Specific information defining the Data-  4jon.
People-Things codes may be found in Appendix C. s g .
" D-P-T Code(s): .228 : . . .

n

. ' % -
- E - : Copyright © 1972, Appalachia Educational Laboratory, Inc. , - .
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Physical Education

Physncal education meang to instruct,others in the principles of physical development sports, and phys- =
ical exercise programs. Examples of workers in this group are School or College Athletic Coach, Athletic

Trainer, Bawling Instructor, Coach of Professional Athletes, Golf Professional, Physical Edlucation Instruc-

1 ~ tor, and Skiing, Ice Skating, Judo, Riding, and Swimming Instructor.

this.field?

In this kind of fwork you would instruct others in"the
Jg{eneral principles of physical develepment, and in methods
for developing and using the skills of certa’.y sports. You
might work in a school, college, university, or professional
sports program or in a noneducational setting such.as a
camp or playground. You would determine the physical
condition and abilities 8f each individual in your program
« and use this knowledge to plan a method of training that
would bring each one up to his highest possible fevel of
development. As a coach, you would usually be responsible
- for a team or squad. You would work to develop team

spirit and cooperation:

WORKER REQUIREMENTS — What qual|flcat|ons would
you need? '

. To do well in thlS f|eld yoti need to (l) complete the
required, educational courses, including those dealing with

%

physical education, recreation, or athletics; {2) be able to~

plan, set-up, and/or referee athletic games and contests; (3)
get along easily ‘with different kinds of people; {4) be able

«~ to use your hands and fingers quickly and accurately; (5)
coordinate the movements of your eyes, hands, and feet
{make them work together) as your job requires; \(6) be able
to get your ideas and instructions across to students and
players; and {7) keep in good physical condition.

CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristics or experiences
1) . ) .

\' WORK PERFORMED What would you do as a worker in *

might help you decide if you should expldre this field of
work?

»
2

© being physncally fit, ° . ' .
© interest in reading about sports - .
® playing successfully on sports teams in high school or
college
® lifeguard expenence
. ® experience in coaching or assisting-a little league team
" or other athletic group

b

TRAINING AND METHODS-OF ENTRY — How can you
prepare for this field of work and get started in it? :
To. teach physical education in a high schoal, you need
‘to be certified (licensed) by the state in which you work, .
This involves getting a bachelor’s (four-year) degree from a

-college, and usuatly requires courses in education, including

practice teaching.- To teach in‘a college or unlver5|ty, you
need at least & master's degree (beyond bachelor’s). "

To bécome a-coach of high school or college sports, you
usually need playing experience, or experience as an as-
sistant coach in a particujar sport. Coaching jobs are avail-
able not only in schools, but also in amateur {nonprofes-

: ‘sional) and professional sports. Instructors of riding, swim-

ming, judo, golf, _and similar sports need both knowledge
and experience as-a background. Usually, they are em-
ployed by clubs or special agencies such as riding
academles ski. resorts, bewling alleys, country clubs, or -
YMCAZYWCA organizations. %

G;uallflcatmns melle o ;

TEMPERAMENTS — The different kinds of working con-
ditions er 5|tuatlons workers in this group must ad;ust to
include

4 Directing, controliing, and plannjng an entire agtivity

© . or activities of others.

*5 Dealing with-people in actual job duties beyond
o giving and receiving instructions. '
9 Ratjng information by using personal judgment.
0 Rating information’ uslng standards -that can be
" measured or checked. :

INTERESTS —~ People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer o
4 Activities which involve cllrect personal contact to
help peopie or deal with them fdr other purposes.

I .

Aruitoxt provided by Eic:

]

5 Activities whc«h bring recogmtlbn of apprematlon by

' . others. " -

6 Activities concerned with people and the communi-
cation of ideas.

SPECIFIC VQCATIONAL PREPARATION ~ Different
jObS require differenf amounts of specific vocational train-

ind: The following statements show the range of 'time — - ..

depending on the specific job — necessary to develop the

"~ knowledge and skills required by this job group.

7 Qver 2 yearsUp to and including 4 years.
8 Over 4 years up to and including 10 years.
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APTITUDES The aptitudes listed below’ show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of ar titude. Not all the
aptitudes listed are important. for every job within this
field, but somé combination of them is essential for each

portion of the population that falls to the right of the job.

-]

ESTIMATED PORTION OF GENERAL WORKING

* ) ; PCPULATION WITH REQUIRED ABILITY
v ’ Lower 1/3 Middle 1/3 Upper 1/3
. F) T
" APTITUDES 0%!  23% | - 34% 23% 1 10%.
G - INTELLIGENCE: general leafnmg ability, including being !
able to follow instructions, to reason and make judgments, and to
do well in school. = . H | b
4
A V -- VERBAL.: abihity to understand meanings of words and ideas, : l
and to present information effectively.
S » l -
_ 1
E - EYE-HAND-FOOT COORDINATION: ability to coordinate
the movements of the hands and feet according to visual signals |
and directions. . =
{
e .
; -
. Other Information B ‘ : S

) - .
RELATED GRQUPS OF JOBS — Other Worker Trait
Groups .related to this Worker Trait Group -include:

66 Rhythmics D .

44 High School, College, University, and Related Education
45 ° Kindergarten, Elementary School, and Relatet! Education -
68 Amusement and Entertainment, Work, Physical

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate—the estimated levels of
GED a worker should have for average performance in jobs -
belonging to this group. Specific information about GED
“may be found in Appendix A. .

GED Level(s): 4 5 - . e

PHYSICAL DEMANDS — The following letters and num-
- bers represent those physical activities required -of-werkers
“in jobs belonging to this group. Specific information for

defining Physical Demands mdy be found in Appendix B.

i Pstical Demands: L M-H,2 3 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following three-

- digit codes represent the highest levels of worker involve- .

_ment with data, people, and things required’ by jobs’béelong-

" ing to this group. Specific info,rmétio’h defining the Data-

People-Things codes may be found in Appendix C.
D-P-T Codel(s): 228

&y

EA

ERIC -

Aruitoxt provided by Eic:

Copyright © 1972, Appalachia Educationai Labora{ofy, Inp.
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ADDITIONAL INFORMATION — You can find out more

about jobs beloriging to this group,in the Occupational Out-
look Handbook, the occupational information files in your
school; and front other sources. A list of jobs belonging to
this group tan be found following the Worker Trait Group

“description in Volume-li, Dictionary of Occupational Titles ..

{DOT), Third Edition, page 347. Volume.| of the DOT lists

. these jobs in alphabetical order and gives further ‘informa-

tion.

e
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Training Services =~ T

Training services means training workers and checking to see how well they perform on the jOb Ex-
amples of workers in this group are Training Representative and Training Supervisor.

e

3

: 1 WORK PERFORMED - What would;you do as a worker in
this field?

As a worker in this field you would introduce both new
and regular workers to the general requirements and
standards of their jobs, 'and would also give them specific
training. Your work might involve the use of lectures, visual
aids, and demonstrations, as.well as tests and observation to
make certain that the. training is -successful. You would
continue to observe theé performance of the workers and to
seek ways to help them do their iobs better.

WORKER REQUIREMENTS - What qualifications would
you need?

Jobs in ‘this area require you to (1) be able to gain the
_necessary background of knowledge and experrence to
“teach the skills in question, {2) communicate your ideas
and instructions to others, and (3) organize facts well
enough to. answer questrons ‘and to plan programs of
rnstmctron

TEMPERAMENTS — The different klnds of worklng con-
ditions or, situations workers in th|s group must adjust to
include

1 Performing a vanety of duties which. may often.

change.

4 Directing, controlhng, and’ plannlng an entire activity

or activities of others.
5 Deallng with people in. actual job dutles beyond
gwmg and receiving instructions.
Rating information by usrng persenal judgment.
Rating information wsing standards that can be
measured or checked. :

-9
0

INTERESTS -~ People have interests or preferences for
certain types of work activities over others, Workers in this
_group generally prefer q

2 Activities involuing business contact with people.

“,

ERIC

[AruiToxt provided by ERIC
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CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or_ experiences
might help you decide if.you should explore thlS fleld of

- work?

- & ability to use words meanlngfully to express ideas
® success |n explaining thrngs to others

@ ‘working as a teacher's aide (helper) or laboratory
assistant

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it? = ®
The best way to get into this field is to have a back-
ground in personnel relations (formal employer-employee
relationships). Most employers prefer that you. have a

-college education with either a bachelor’s or master's degree

in personnel administration (management) or some related
ﬁeld

(‘luall"ificat_ion“s' Profile

5 Activities which bringyecognition or appreciation by
others.

“6  Activities concerned with people and the communr-
cation of ideas. . : ;

SPECIFIC. VOCATIONAL PREPARATION — Different -
jobis require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the -
knowledge and skiils req.uired by this job group.

6 Cver 1 year up to and |nclud|ng 2 years.
7 Over 2 years up to and including 4 years.
‘8" Over 4 years up to and including 10 years.
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"APTITUDES - The aptitudes listed below show the
specufu: abilities you would need in order to perform tasks
_belonglng to jobs in this field. The shaded parts of the chart
represent the portion of the’ ‘fotal working population that -
has the level of aptitude necessary for average success. The
portion of the >opulation that falls to the right of the

. . APTITUDES

shaded areas has a higher amount of aptitude than heces-
sary for average success and the portion- that falls to the ieft
does not have the necessary level of aptitude. Not ali the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each
job. ‘ ? . :

- ESTIMATED PORTION OF GENERAlL WORKING
POPULATION WITH REQUIRED ABILITY ‘

Lower 1/3 Middle 1/3 , Upper 1/3

G - INTELLIGENCE: general learnlng ability, mcludmg being
able to follow jnstructions, to reason and make judgments and to
do well in school.

0% .23% | 34% 23% 1 10%

o

-
LE

V - VERBAL ablhty to understand meanings of words and ideas,
and to present |nformatcon effectively.

3 1

Q — CLERICAL PERCEPTION: ability to see details and to
recognize errors in ndmbers, spelllng, and punctuation in-written
materials, charts, or tables

Other Information

.’ GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of.
GED a worker should have for average performance in jobs
belonging to this group. SpECIflc information -about GED
may be found in Appendix A. i

~GED Level(s) 5 . . - -

PHYSICAL DEMANDS - The followmg letters and num-
bers represent those physical activities requ1red of workers
in .jobs belonging: to this group. Specific information for
defining, PHysical Demands may be found in Appendix B.
Physical Demands: - § - g_ M 2 4 5 6

-DATA-PEOPLE-THINGS (D- PT) — The fol!owmg th\'ee*
digit codes represent the highest levels of worker involve-

" ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be.found in Appendix C. i
" D-P-T Code(s): 228 . R

X

'ERIC.

Aruitoxt provided by Eic:
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RELATED GROUPS OF JOBS — Other Worker Trait \»
Groups related to thns Worker Trait Group |nclude

8 Busmess Training
n Consultatwe and Businéss Serwces
. 42 Vocatlonal Educatlon o . 7 -

\

) ADDITIONAL INFORMATION — You can find oGt more

- about jobs belonging to this groupin the Occupational Out-

. look Handbook, the occupational information files in your
school, and from other sources. A list-of jobs belonging to
this group can be found followmg the Worker Trait Group
description in Volume i1, Dictionary -of Occupational Titles
(DOT), Third Edition, page 349. Volume | of the DOT lists
these jobs in alphabetlcal order and gives further informa- .
tion, . .

r
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Animal training means teachtng animals to perform, obey, and work at ngen commands. Examples of
workers in this group are Marine-Mammal Trainer, Horse Trainer, Dog Trainer, and Wild-Animaj Trainer.

d ¥

WORK PERFORMED — What would you do as a worker in CLUES FOR RELATING APPLICANTS AND REQUI-'R‘E-.

or to obey commands for circus and other exhibition acts.
Training dogs for entertainment acts, leaaing the blind, or
guarding property requires you 1o know how well different
* breeds of dogsreact to commands..As a wild animal trainer,
- you would tame such animals as lions, tigers, and elephants
to the degree that they would obey. commands in per- '

collecting books about ammals
reading magazines about the outdoors
membershipin a 4-H club ¢
having and trai'ning a pet

o o e @

- forming an entertainment act. All animal training jobs in- - .
« - volve a thorough knowledge of the speéific animals you - TRAINING AND METHODS OF ENTRY — How can you
train and using signals to communicate your instructions to prepare for this field of work and get started in it?
them. How you would enter this field depends upon the kind /
of animal involved. Trainers of marine {water) animals must,/!
WORKER REQUIREMENTS — What quallflcatlons would usually complete.courses in comparative psychology {com-
you need? paring animal behavior to human behavior}. Wild-animal
In this job you need to (1) like animals; (2) understand trainers - often. learn™ their trade whijle working around
how animals usually behave and react; (3) ceordinate the animals in a circus. Horse trainers often get their start by
- movement of your eyes, hands, fingers, and feet (make worklng at racing stables. Dog trainers may -begin by
them work together) as. your.job requires; (4) keep “helping in kennels and moving into training if they find that
physically fit and active; and {5) tike outdoorwork. - they have the interest and ability. -

s L

ﬂualiﬁcaiinns Pmﬁle}:

‘ D N .
TEMPERAMENTS — The different klnds of’ workmg con- 3 Activities of a routine. definite, organized nature
ditions or situations workers in_ thus group must-adjust to o . L :
‘include - &4 Activities which involve direct personal contact, to
i 4 ,Durectmg, controllmg, and plannlng an entlre activity help people or deal with them for other purposes
of activitjes of others. : 6 A
A ) ctivities -concerned with people and the co -
5. Dealing with_ people .in actual job duties beyond - © : P p mmum
L . catlon of ideas
N giving and receiving instructions. :

8 Working well under pressure when faced with crltlcal

or unexpected situations or when taking necessary‘

risks. '

Ratlng information by usmg personal ;udgment : , .. , ’ N

0 Rating information using standards that can be. SPECIFIC VOCATIONAL PREPARATION — Different

“ . measured or checked. - - jObS reciuire different amounts of specific vocational train;

<0 o ’ ing. The following statements show the range of time —
depending on the specific job —+necessary to’ deveiop the
knowledge and skills required by this job group.

w0

INTERESTS - People have interests or - preferences for . 5 Over 6 months up to and including 1 year. -
certain types of work activities over others Workers in this 6 Over 1 year up to and including 2 years.
group generally prefer . 7 Quer 2 years up tn and including 4 years.
AN t . -
\)4 [ . ) - . T ’ . vﬁ"./: s ’

q

this.field? MENTS — Whét personal characteristics or experiences = _
As an arimal trainer, you might teach animals to per- might help you dectde lf you should explore thls field- of”

form for entertainment, to behave, or to do some kind of work? L

work. As a horse trainer, you might prepare horses to race ® fondness for animals '

/

(1Y

e
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—~} APTITUDES -~ The aptitude; listed below show "the shaded areas has a higher amount of aptitude than feces-
'| specific abilities you would need in order to perform tasks sary for average success and the portion that falls to the left
| belonging to jobs in this field. The shaded parts of the chart does not have the necessary level of aptitude. Not all the
represent the portion of the total working population that aptitudes listed are important for every job within this_
has the level of aptitude necessary for average success. The field,. but some combination of thern is essentlal for each
portion of the population that falls to the right of the ““‘job

v o " ; %

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

i, o 1" Lower1/3 Middle 1/24 . Uppar]/3 g
APTITUDES L 10% !  23% 34% Co23% 1 10%

. . F] e .
e ) G - INTELLIGENCE: general learning ability, including being
~abie to follow mstructlons to reason and make ]udgments and to

do well in school.

AN 5 .
- V --.VERBAL. abtlity to understand meanings of words and ideas,
and to present information effectively.

- e " ' ’o_tlner Information

7

' GENERAL EDUCATIONAL DEVELOPMENT (GED) — °  RELATED GROUPS OF JOBS — Other Worker Trait

: N .. look Handbook, the occupational information files in your
DATA-PEOPLE-THINGS (D-P-T) — The following three- *  school, ancgij from other sources. A list of jobs belanging to

.digit codes represent the highest levels of worker involve- *-.  thjs group can be found following the Worker Trait Group
- ment with data, people, and things required by jobs belong- description in Volume I, Dictionary of Occupational Titles..
ing to this group. Specific information defining the Data- ° - (DOT), Third Edition, page 351. Volume | of the DOT lists
People-Things codes may be found in Appendix C . these jobs in alphabetical order and gives further informa:
D-P-T Code(s): 228 328 . tion. © - ‘ 1.
‘L"v . . o . . -‘ -A . -h

- . Copyrlght © 1972 Appalachla Educatlonal Laboratory, Inc.

; I _ A ,

The following numuers indicate the estimated levels of ~ - Groups related to this Worker Trait Group dnclude:-
———GEBworker should have for average performante in. jobs tlon are “ .
belonging to this group. Specific .information -about GED g : . .
. may be found-in Appendlx A. o 107 “Animal Care ¢ .
GED Level(s):.. 4 5 , 72 - Cropping, Ammal Farmmg, Gardening, and Related
PHYSlCAL DEMANDS ~ The following letters and num- - Work - Sl
bers represent those. physical activities required of workers ; : ‘ o - T N
in jobs belonging to this group: Specific information for.” T T T — ,
defining Physical Demands may. be found in’Appendix B. ADDITIONAL INFORMATION — You can find out more
Physical Demands: { M 2 3 4 5 6 about jobs belonging to this group in the Occupational Out-

o




Sign'dli.ng. and Reioted Work

P
1Y

Signaling means to use sngnals 16 give directions or warmngs Examples of workers in this group are *
School-Crossing Guard, Constructlon Flagman Slgnalman CroSsmg 'Watchman, Hatch Tender, Yard Flre-

‘man, and, Whistle Punk

WORK PERFORMED What would youdo asa worker in—"
this field?

In this. field you would give Warnmg or directing S|gnals
to pedestrians (people traveling on foot) dr to the drivers-or
operators of vehicles or materials-handling machines and:
equipment, by using hand and arm movements or signs,

f lights, whistles, bells, or other devices. Your job might in-

< volve stopping anﬁ‘dir“éetin@ traffic at school crosswalks so

that children might safely cross the streets, or stopping and *

directing the flow of traffic -around a construction area.
You might also pass imessages t6 other workers by means of
- signals. .

WORKER REQUIREMENTS — What quahflcatlons would
..you need?

To do well in this field, you .need to (1) follow lnstruc’-'
. tions: exactly, . (2} feel responsible for the safety ‘of people
and - property, (3) be alert at all times, and (4} be able to
remain standing for long periods of time.

1

as

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in th.s group must adjust to
inciud&~. ¢
2 Rep}tmg activities or tasks of short duration accord-
ingto a requ:red routine procedure or sequence.

- 3 Daing thmgs\only under specific instructions, allow-

ing little or no. room for independent action or
judgment in workifng.out job problems.
. N

- o

INTERESTS — People have -%rehsts or preferencee for

group generally prefer e S
1 Activities dealing wrxh thlngs and o }Kts

certain types of work activities aver. Bt%bWorkers m this

t

.

Y

““CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristici or experiences -
might help you decide if you should eprore this field of
work? .

® -being in good health '
L] taklng part in outdoor. actlvmes

® bemq able to do the same klnd of work over and over
wuthout getting bored -

TRAINING AND METHODS OF ‘ENTRY — How_canyou _ °
prepare for this field of work and get started in it?

You do not usually need much training to get a job in
this field. Employers look-for people .on whom they tan
depend to do routine  work. New employees are usually
glven demonstrations or short periods of on-the- |ob train-
|ng to help them learn the ]Ob

Qualifications Profile N

3 Activities of a routine, definite, organized nature

SPECIFIC VOCATIONAL PREPARATION — Different

"™ jobs require different amounts of specific vocationai train-

ing. The following statements show the range of time —°
depending on' the. specific job — necessary to develop the
knowledge and skills required by this job group.

2 Anything beyond short demonstratron up to. and
- including 30 days.

v

«
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_ APTITUDES ~ The aptitudes listed bejow show.the
specific abilities you would need in order to perform tasks
belonging teo jobs in this field. The shaded parts of the chart
represent the portion of the total-working population that

portion of the population that falls to the right of the

APTITUDES

~ does not have the necessary lavel of aptitude. Not all the |
“aptitudes listed are important for every job within this .

-has the level of aptitude necessary for average success. The .
.- job.

shaded areas ‘has a higher amount of gptitude than neces-
sary for average success and the portion that falls to the left

field, but some combination of them is essent:al for each

ESTIMATED PORTION OF GENERAL WORKING v
POPULATION WITH REQUIRED ABILITY

Lower 1/3 \,\Middle 1/3 Upper 1/3
0% 23% |, 34% | 23% 1 10%

P

able to follow instructions, to reason and make ;udgments and to
do well in school.

G ~ INTELLIGENCE: general learning ability, including being -

wvth the hands

~

M - MANUAL DEXTE R|TY ability to work easily anidl sklllquy

Other Informatmn

- GENERAL EDUCATIONAL DEVELOPMENT (GED). =
The following .numbers_indicate the estimated levels of
GED a worker should have for average: performance in 1obs
belonging.to this group. Spegjfic mformatlon about GED
. “may be found in Appendix A.

GED Level{s): 2

.PHYS'ICAL DEIV'ANDS - The f0||owmg Ietters an num-

bers represent those physical activities required of workers’

i jobs-belonging to this group. Specific information for

defining Physical Demands may be found in Appendlx B.
Physical Demands: | 4

DATA PEOPLE THINGS (D-P-T} —. The following three- .
digit codes represent the highest levels of worker involve-
~ ment with data, people, and things required by jobs belong-
"ing to this group. Specific information defining the Data-
People-Things codes may be found- |n Appendix C.
D-P-T Code(s) 868 -

Cof:vrigﬁt_ © 1972, Appalachia Educational Lsbaratory, Inc.

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Trait Group include:

- 105 . -Miscellangous Personal Service Work (Food Serving,
’ Portering, Valeting, and Related Activities)
104 Accommodating Work:
'79 Protecting and Related Work . .
106 Ushermg, Messenger Service, and Related Work B ,

ADDIT_IONA_L INF-ORMATSON = You can find out more
about-jobs bglonging to this group in the Qccupational Qut-
look Handbook, the occupational information files in your
school, and from other sources. A iist.of _jobs beldnging to
this group can be found.following the Worker Trait Group *
déscription in Volume 11, Dictionary of Occupational Titles
(DOT), Third Edition, page 354. Volume | of the DOT lists
these jobs in alphabetical order and gives’ further informa-
tion. s

~
-

EI




~ Feeding-Offbearing.

Feedinﬁg means to put objects into a machine for processing.cOffbearing means to take objects from a.
machine. Examples of workers in this yroup are Oven Loader, Cloth F'ée‘der, Conveyor Leader, Dry-Cleaner
Helper, Scrap Sorter, and\Pressman Helper. -

o

WORK PERFORMED — What would you do as a worker in CLUES FOR RELATING.APPLICANTS AND REQUIRE-

this field? - MENTS — What' personal charaéteristics or experiences
As a worker in this group, you would insert, throw, might help you decide if you shouid explore this field of
" dump, or place objects into — or t-'. + them out of — ma- work? : . . L
chines. The machines might be d."- .+ -’c, or they might be - * @ ability to do the same kind of work day after day
operated by andéther worker. .jork assignments would without becoming bored ' .
usually be made by a supervisor who gives simple instruc- ® good physical condition
tions and suggestions. - L ® liking {or being willing to do) physical work
" TRAINING AND METHODS OF ENTRY - How canyou .
prepare for this field of work and get started in it? . : .
Wsually you do notlneecj any training to get into tihis
2 - . work. Within a month of béing hired and shown how to du
WORKER REQUIREMENTS — What qualifications would,”  the Wwork, you would be expected to pérform your job at .
you need?. : i : ' the normal level of production. Since most people who TS
! Jobs in this field.require you to (1) follow instructions; have the physical ability are able to do thig kind of work, ’
(2) coordinate the movement of yoyr eyes, hands, and feet . employers often pay as much attention to a person’s record
_(fmake them work together) as your job requires; dnd {3} of honesty, dependability, and willingness to work as they

o use your hands and fingers rapidly and accurately. This . - do td”his or her skills. 'l:he'se traits would also-be important
type of work . usually requires good health, physical - if you are being considered for promotion {being advanced)

strength, and the ability to stand physical strain. , or for training for a imore complicated job. N .
. , . I - '
N~ . - H
- : . <
. ) . . P
l . . - ™ . i N *
s - " Qualifications Profile.
TEMPERAMENTS — The ‘different kinds of working con- 3 Activities of a routine, detinite,.organized nawre
. ditions or situations workers in this group must adjust.to - . : ‘
" include w0t : :

S

2 Repeating agti\;i"ties ,br tasks of short duration accord- SPEClFIIC VOCAATlONAL ‘PREPARATION- — Different
® ing to'a rt_:quured r?”"“e Procegigrg or sequence. jobs require different amounts of specific vocational train-
3 Doing things only urder specific instructions, allow- ing. The following statements show the range of time —

ing little or no room for independent action or - d . cer s :
. . . . . th —
‘judgment in working out job problems. epending on the specific job — necessary to develop the

, knowledge and skills required by this job group. * 4
+ - INTERESTS - People have interests or preferences for 1 Short duration only. ' ’ s
‘certain types of work activities over others. Workers in this 2 Anything beyond short demonstration up to and

group generally prefer

1 Activities dealing with things -and obiécts including 30 days.

-

-
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APTITUDES -~ The aptitudes listed below show the
specific_abilities you would need in order to perform tasks’
‘belonging td jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptltude necessary for average success. The
portion of the population that falls to the right of the

job.

shaded areas has a hlgher amount of apt!tude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some combination of them is essentlal for each

A, T2
‘.
] »

_ESTIMATED PORTION OF GENERAL WORKING
¢ POPULATION WITH REQUIRED ABILITY

may be found in Appendix A. ) N .
" GED Level(s): 1 2 .

PHYSICAL’ DEMANDS — The following Ietters and num-
bers represent those physical activities required of workers
in jobs belongmg to this group. Specific information for
defining Physical Demands, may & found in Appendix B.
-Physical Demands: ¢ M H 4 3-6

. DATA- PEOPLE-THINGS (D-P-T), — The followmg three-

v digit codes represent the highest levels of worker involve-

ment with data, peoplé, and things required by jobs belong-

ing to this group. Specific information defining the Data-

People-Things codes may be found in Appendix.C. )
D-P-T Code(s): -.886

)

“

o

Copyright © 1972, Appalachia Educational Lab&ratory, Inc.

Aruitoxt provided by Eic: . -
r . o~
. . to

- 2 Lower 1/3 - Middle 1/3 Upper. 1/3 i
* ) N
T .
_APTITUDES 10% !  23% 3% 23% 1 10% |
v v i ~ 7 ' "
K —~ MOTOR COORDINATION: ability to coordinate the use of ’
eyes and hands or fingers rapldly and accurately to perform a task. |
: . N B { . 4
F - FINGER DEXTERITY: ability to move fmgers and to handle . I
o _small objects rapidiy and gccurately. . |
- , F -
M- MANUAL DEXTERITY ablhty to work easuly and sknllfully -1 . | N
with the hands.- 1. | ?
1 P -~

8
v | Dther lnformatlon L
s
GENERAL EDUCATIONAL DEVELOPMENT (GED) ,—,, "-,FELATED GROUPS OF JOBS -- Other Warker - Trait
. The following numbers indicate the estimated levels of . " Groups related. to- this Worker Trait Group include: S
. GED a worker should have for average performance in jobs :- - . 5
‘belongmg to this group. Specific information about GED L s ‘ . , oo
52 Handling N -

83 Driving-Operating - , S Pl

39 Manipulating\' . .
84 Tending N T s
: . > N 3
.ADDITIONAL INFORMATION"— You can-find out more .
about jobs belonging to this group in the Occupatu‘mal Out- .
look Handbook, the occupational information files in your . ‘
schaol, and from other sources. A list of jobs belonging to ~
this group- can be found following the Worker Trait Group
description in-Voldme |1, Dictionary of Gccupational Titles
(DOT), Third Edition, page 356. Volume | of the DOT lists » ~
these ]ObS in alphabetical order and gives further mforma
tion.

Lo T30
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Handling ' BN
Handling means to move ob;ects around, usually by hand in a routine manner. £xamples of workers in
this group arg Farm Hand, Automotive Assembler Construction Worker, Longshoreman and Furniture
‘Mover.
L ’ | -
o WORK PERFORMED What would you do as a worker in might he{you decide if you-should explore this fleld of
. this field? ‘work?
ln this field of work, you would carry or move thlngs T e prefer\) do outside or factory work
such as furniture, bales of hay, automotive parts, packages, ® good physical condmon :
or building materla|s You would USuaIly perform routine - ® ability to use your physical strength for |ong periods
-tasks which do not require you to u3$ machines, make dif- L en]oyment in perfErmrng sports or activities that re-
ficult dea15|ons or follow strict rules or standards. quire physlcal strength
WORKER REQUIREMENTS - What quahﬁcatlons would TRAINING AND METHODS OF ENTRY How can you
,you need? prepare for this field of work and get started irf it?
To be good at handling, you need to (1) keep in good You need no previous training to gét into this type of‘
physical condition, {2) be willing to do the same kind of work as it is usually easy to understand. On the job,syou
_ work over and over, (3) be able to use yofir hands and would be shown what to do. Since the work lnvolges physi- ¢
fingers easily and accurately, {4} be physically strong and cal activity, you need to have the strength renulred which .
gble*to stand physical strain, {5) coordinate the movement - - might range ‘from light to very heavy lifting anc carrying.
of your eyes and hands (make them work together) as your Because this is the type of work- many people ctn do, you
job requires, (8)- recogmze differenges in shapes and sizes, have a better chance of ‘getting a job if you have a record of
_,and- ?7) follow mstructlons 3 honesty, -dependability, - and .willingness to work. These
) traits will also .help you to be recommended for promotion
CLUES FOR RELATING APPLICANTS AND REQUIRE- (belng advanced) or for trarnlng for more compllcated
MENTS —. What personal characteristics or experiences work. :
v 2 Y “
& . = '. ) - - ' ) * P
, .« Qualifications Profile . y
TEMPERAMENTS — The different kinds of working con”’ 3 Ac:i\\%%‘ies" of a routine, definite, organized nature.
ditions or 3rtuat|ons workers in this group must ad]ust to ' : C .
i include
e 2 Repeaging activities or tasks of short duration accord- SPECIFIC VOCAT’ONAL PREPARATION — Different
5 ) .ingtoa requnred routine procedure or sequence. ';ohs require dlfferent amounts of specific vocational train-
3 Doing things only under specific instructions, allow: ing. The folldwing statements show the.range of time —
ing little’ or. no room for independent action .or _depending on the specific job — necessary to develop the
]udgment in working out job problems > ' knowledge and skills required by this job group.
< INTERESTS —_People have interests or preferences’ for > 1 Short duratton only. © - -
‘ certain types of work activities over others. Workers in this . 2 Anything beyond short demonstratlon; up to and
group generally prefer s C ~including 30 days. "
{
1 Activities deallng with things and objects 3 Over 30 day; UD to and xncludlng 3 months
. [ R . )
- . P
N \ .
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' APTlTUDES The aptitudes listed below show the

. specific abilities you would need in, Drder to perform tasks
belonging tg jobs in this field. The'shaded parts of the chart..
represent thé portion of the total working populatlon thgt .
has the level of aptitude necessary for average success’ The: -
portion of the population that falls to the right of the'

. . N . . . .
o M . -
. . Lo

PR

field, but some combmatlon of them is essential for each

- - R ‘
shaded areas has ‘a higher amount of aptitude than.neces-
sary for average success and the portion that falls to the left
does not have the necessary leve! of aptitude. Not all the

aptitudes listed are importdnt for, every job within this

lob - R N

T~

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

: -
E

Lower 1/3 Middle 1/3 . Upper 1/3

' 10% | 23% 34% - 23%

-1 10%

‘APTITUDES

P FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize slight differences in shapes or shé(_'jmgs.

.

K MGTOR COORDINATION: ability to coordinate the use of
= eyes and hands or_fingers r.pidly and accurately 10 perform a task.

o

F . FINGER DE XTERITY ability to move flngErs and to handle
v !small Ob]PCIS raptﬁy and accurately.

?

M MANUAL DEXTERITY: abnhty to work easnly and skillfully
. wuh the hands, *

.

kI N -

[3

+ T

o,

Uther Infonnatmn .

> GENERAL EDUCATIONAL DEVELOPMENT (GFD) - ‘RELATED GROUPS OF JOBS . Othér Worker Trait

The followin
GED a worker should have for average performance in ]ObS
belonglng to this gmoup:- Specific tnf@rmat’on about G:=D
‘may be found in Appendix A, . _ oot
GED Level() 1 2 e : .
‘e

PHYSlCAL DEMANDS — The following Ietters and num-
ber&(@resent those physical activities requnred of workers
irr jobs beL@nglng to. this group. Specrflc mfgrmatlon for
defining Physical Demands may be found in Appendix B,

: Phystcal Demands ‘1. M H V. 4 1

DA TA-PEOPLE-THINGS (D PT) - The following three-, |,
digit codes represent the highest levels of worker involve-
ment with data, peop!e and.things requnred by jobs belong-.
* ingito this group. Specific information deTmsng the Data-
. People-Things codes may. be found.in Appendlx C

. DPT Code(s) .887 ' . b

numbers indicate thé.<estimated ievels of

e

related to this Worker Trait Groyp include:

Groups_

3

39 Manibulacting ’ L P ‘
84 Tending ' L
51 Feeding-Offbearing :

w

T
l

- ADDITIOMAL INFORMATION ~"You %an find out more
about jobs belonging to this group in the Occupational Out-
. look Handbook, the occupational information files in your
school, and from other sources. ‘A list ¢f jobs belonging t6
this group can be found following the Weobker Trait Group
descrlptlon in Volume i1, Dictionary of Occupational Titles

‘(DOT) Third Edition; page 360. Volume l-of-the DOT lists .

‘these jobs in a! phabeucau order and gives further informa-
tion. _ . . » v s
. ,

s ' <

+

, .
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WORK- PERFORIVIED What woulg you, do as a worker in
this field?  ° .

Jn this field of work, you would apply your knowledge

of the working propertles ‘of metals, gases, woods, 3nd

other materials; the sources and uses of power; and the
- & principles of’ physmal force, to design and produce products
' usefiflhto man. Things you “mighf do include:{1) analyzing,
(examlnlng carefully) and experimenting with materials and
methods; (2} thinking up and deS|gn|ng new, structures,
machines, tools, instrumerits, or-other dévices; (3) planning
2 and developlflg'bmethods ahd systems for. cooling, heating,
lighting, communicating, transporting, etc.; (4) developing

B new products or new methods. of doing tbings; (5) per-

‘forming, tests on materiafs or parts to determine their func-
“ e tion; makeup, or structure; and (6) preparing reports about
- the findings of research and experiments.

. WORKER REQUlREMENTS What quallﬂcatlons would

* you need? B ©
. : Jebs in this fizld requ:re you to (1) fearn and use basic
engineering principles and method, (2} use your knowledge
and imagination to greate new things or new ways of doing
" things, (3) be able to'see detalls.ln drawings and designs and
\to recognize fine differences in sizes and shapes, (4) think

logically (in a clear and organized manner)}, (5} determine -

ways to get work done correctly and on time, and (6)
understand and sgl:/;e‘gtathematmal problems.

¢

.G

.~

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers m this group must adjust to
include Lo~
4 Directing, controllmg, and’ plannlnq an entire ‘activity
or activities of others.
0 Rating information using standards that can be
measured or checked.
Y Working within precise limits or “standards of ac-
' curacy.
INTERESTS - Peopie have interests or preferences for
\l) _certein types of work activities over others. Workers in this

E KC group generally prefer

AR e rovsea o enic . -

Engineering Research and Design

Enqmeerlnq is t’he practlcal application of scientific knowledge to the de5|qn development and operation
" of products stich as machlncry, roads, bridges, buildings, or Ilghtlng and commurications systems. Engineer-
ing research .and design means to gather and use scientific information to solve engineering. proplems so
that .. ntific’knowledge can_be ‘Used for practical puUrposes. Examples of workers in thls fleld are Archi-

~ tect. una Electrical, ClVll Ceramlc Chemical, l\/llnlng, and Nuclear Engineers.

ﬂualilicafions Profiie -

'SPECI FIC VOCATIONAL PREPARATION

~ D

% I
e

[y

i Cy
CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics .or expériences

might help. you decide if you should explore this fteld of

- work? :

o
e good grades in mathematics and language arts courses

°© hlgh scores on mathematlcs and language aptitude -
tests *

® skillin mechanlcal or freshand drawing
enjoyment of reading scientific or technical literature

® ability to express yourself clearly in speaking or
writing .

e par'{lcg_patlon (taking part) in ‘a science falr or exhibit
: E2
TRAINlNG AND lVIET’HODS OF ENTRY —How can you,
prepare for this field of work and get started in it?

Most employeérs require at least a college (four-year
bachelor’s) degree in engineering for beginning workers in
this field.- However, a draftsman or engineering technician
with a great deal of experience and some college level train-
4ng might find such employment o

Many employers require a graduate‘degree {(which takes
a fifth or sixth year of college) or several ygars of engineer-
ing experience as a background for research work. A strong
background in mathematics and the physical sciences is’
very important. -

7 Activities"of a scientific and technjcal nature. . .

8 Activities of an unusual, “indefinite nature which
requlre creative imagination.

-- Different
jobs require different amounts of specific vocational train
ing. The following statements show the range of time —
dependmg on the specific job — necessary to-develop the
knowtedge and skills required by thlS job group

7 Over 2 years up to and lncludlng 4 years.”

8 Over 4 years up to and including 10 years. s

S
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APTITUDES - The aptitudes listed below show the
specific abilities you would need in oreter to perform tasks
belonging to jobs in thrs field, The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portwn of the population that falis to the right of the

shaded’ zeeas has a higher amount of aptitude than neces®’
sary for average success and the porticit that falls to the left
does not have the necessary level of ‘aptitude. Not all the

aptitudes listed are .important for every job within this |

field, but some comb|nat|on of them |s essential for each

]Ob

.,
T

S - SPATIAL: ab:lrty to look at flat drawings or pictures and to
vn‘suahze {understand) how they wouid look as solid objects with I
hc'\lghl width, and depth.

. ESTIMATED PORTION OF GENERAL WORKING
g B POPULATION WITH REQUIRED ABILITY
) _( _ : | Lower1/3 Middle 1/3 Upper 1/3
: APTITUDES 0% 2% 34% 1z 1|
G INTELLIGENCE' general |eern|ng ability, including being - * ‘ » "
able to follow instructions, td reason and make judgments and to ? | .
do well in school. | .. i v
— 1+ .
V + VERBAL: abrluy to understand meanings of words and ideas, - I ~
- and'to present information effectively. \ M
. N‘ NUMERICAL abrhty to perform arrthmetrcal operaticifs T I
qulckly and accurately. . - ) i
|

" P . FORM PERCEPTION: ability to see detay in objects or draw- l )
ings and to regognize sjight differences in shapes or shadirigs..- -

7

Other Information |

i GENERAL EDUCATIONAL DEVELOPMENT (GED) - RELATED GROUPS OF JOBS -. Other Worker Trait
The following numbers indicate the estimated levéls of Groups related' to this Worker Trait Group inciude: -
“GED a worker should have for average performance in jobs ) _ N

lgelonglng to this group. Specific information about GED '

may be. found in Appendix A. 54 Sales Engineering o r ) o
GED Level(s) 6 _ . 55  Engineering, Scientific, and Technical Coordination

; . 58 Engineering and Related Work _
) 57 Technical ‘Work, Engineering and Related Fields “
PHYSICAL DEMANDb — The foHowmg letters and num- = ° 59

Industrial Engineering and Pelated Work
bers represent those physical activities required of workers ) 56 Drafting and Related Work
" in jobs belonging to this group. Speccflc information for - . ) N
defining Physical Demands may be found in Appendix B - .

’ ADDI*’HONAL INFORMATION ~ You can find out more
about jobs belongingto this group.in the Occupationdl Out-
look Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonglng to
this group .can be found following the Worker Tiait Group
descriptidn ip .Volume 11, Dictiona:y of Occupatrona! Titles
(DOT), Third*Cdition, page 371. Volume | of the DOT lists
these jobs in alphabetical order and glves further informa-

Physical Demands: § { 4 & .

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent ‘the highest levels of worker involve-
ment with data, people, and things required.by jobs belong

.ing to this group. Specnflc«nnformatmn defining the Data-
"' People-Things codes may be found in Appendcx C.

.

D P-T Code(s) 081 tion. , : C e
. /. ’ ' 1
) o e , o -
EI{IC _ LCopyright © 1972, Appalachia Educational Labioratary, gnc, A - &
. . s . & < . . “a -
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Sales Engineering - - -

-
Y B

Sales englneerung means to put to use a broad and detailed knowledge of engrneerlng in order tc sell pro--
ducts or services. Examples of workers in this group are Industrial- Power Englneer Special- Servrce Rep-

°

.
s

WORK PERFORMED — What would you do asa worker in

this field?
In this field, you would be both salesman and englneer »
k- . You would demonstrate sell,.and help install (put in place)

engineering products or servics. You would advise .and

assist customers in buying such things as industrial. ma-

chines or air-conditioning systems. You would recommend

equipment or process changes or adaptatlons to fit the

. needs of the individual customer. Finally, you would super-

= ‘vise the installation of your products You would need to

- work closely with your customers to solve technical preb-

" lems, workout costs, and persuade them-that what you are

~selling is better for their purposes than what someone else
has to offer.

WORKER REQUIREMENTS — What quallflcatlons would
'you need?
To do well in thlS field you need to (1) have knowledge
.~ and skill in the methods of engineering and marketing
- (sales), (2) be able to understand and solve comphcated
mathematical froblems, (3) be able to see and imagine dif-
ferences in shaoes and sizes, (4) talk easily, and (5) per-
suade people to nuy your products or services.

_resentative, Heating Engineer, and Oil-Well Services Sales Engineer.

o
2 e

N ’
N
-~

CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristics or experiences

might help you decide if you. should explore this field of
work7

® high gra mqthematlcs scnence and |anguage arts

° usmg language sklllfu!ly in speaking

being active in debate or pubhc speaking

® experience’in selling 4

’ » . . . .
TRAINING AND METHODS QF ENTRY -- How can you
prepare for this-field of work and get started in it?

* Because of the different talents needed in this type of

‘work, most employers require a four-year (bachelor’s)

degree in some branch of engineering plus course work in
business administration and marketing (selling). Sometimes
an employer will hire a person in-this field without a degree
if he has had experience in technical work and appears to
be persuasive. Most employers offer formal training pro-
grams or on- tthOb training in which a béginper is put to
work with an experienced employee. 2

«

&

%l

Qualifications Prefule

TEMPERAMENTS — The dlfferent kinds of working con-

ditions or situations workers in this group muswdd]ust to.

include

giving and receiving instructions.
7 Inffuencing people’s opinibns, attitudes, or ]udgments
K meaboq_t ideas or things.

- 7“ ‘Rating information. usmg standards ‘that can be
rpeasured or checked

.o

- -

INTERESTSA - People have interests or preferenceﬁ for
certain types of work activities over others. Workers in this
group generally prefer

2 Activities involving business contact with people.

Aruitoxt provided by Eic:

ERIC . S

-\

5 Dealing with people in actual |0b duties beyond.

6 Activities concerned with people and the commmuni-
cation of ideat. -

7 ACU\{IUﬁ&’ﬁf a suentific and technical nature.

“
v

SPECIFIC VOCATIONAL PREPARATION — Different
1obs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the 'specific job — necessary tq develop the
knowledge and skills required py this job group.

7 Over 2 years up to and mcludlng 4 years.
8 Over 4 years up to and |nc|udmg 10 years.

u . 0




APTITUDES ~ The aptitudes listed below show the
-1 specific abilities you would need 'in order to perform tasks
. belonging to jobs in this field. The shaded parts of the chart
. represent the portion of the total working Qopulatlon that

portion’ of the population that falls to the right of the

APTITUDES

has the level of aptitude necessary for average success. The , »

shaded areas has a higher amount of aptitude than neces-

'sary for average success and the portion that falls to the jeft

does'not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some comblnatlon of- them is essential for each
job.

.

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower 1/3 -
10% - 23%

Middle 1/3
34%

Upper 1/3

23%

T

i 10%

G “ INTELLIGENCE: general learning ability, including being

" do well in school:”

able to follow instructions, to reason and makeludgments and to ¢

v VE RBAL: ability to understand meanings of Words and rdeas
“and to‘present ‘nformanion effectuvely

>y

N NUMERICAL.:

ability to perform arithmetical operations
quickly and accurately, .

&

S - SPATIAL: e;b\llty to look at flat drawings or pictures and to
visualize {understand} how they would look as SO|ld objects with
helght width, and depth

P~ FORM PERCEPTION: ability to see tatail-in abjects or draw-
ings and to recognize slight differences in shapes or shadings. . .
ot

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
--Thé following numbers indicate the estimated Ievels of
GED a worker should have for average performange in jobs
belonging to this group. Specific information aht Pt GED
may be found in Appendix A. :
.GED Level(s}: 5

. o °
PHYSICAL DEMANDS — The following letters and num
bets représent those physical activities required of Lfvorkers
in jobs belonging to this group. Specific information for;
- defining Physical Demands may be found in Appendlx B. |
Physmal Demands 45 6" ‘

-

DATA-PEQPLE.-THINGS (D-P-T) ~ The following three- |

d?gtt codes represent the highest levels of werker involve- 4

ment with data, people, and things required by jobs belong-

“ing to this group. Specific information defining tht Data-

tPeople-Things codes may be found in Appendix C
D P-T Codels): 157

P 9 -

. a : -

o Copyright © 1972, Appalachia

RIC -~ -

Aruitoxt provided by Eic:

D-thgr Inform at.ien

RELATED GROUPS OF J40OBS - Other Worker- Trait
_Groups related to this Worker Trait Group mclude

3

53 Engineering Research arid Destqn

95  Purchase and Sales Work . .
58 Engineering and Related Work .

97 Demonstration and Sales Work

56  Drafting and Related Work

57  Technical Work, Engineering, and Related Fields
Engineering, Scientific, and Technical Coordination
61  Technical Writing and Related Work" ’
59 Industrial Engineering and Related Work

- ADDITIONAL INFORMATION -~ You can find out more
about jobs belonging to this group in the O«.cupatlonal Out-
look Hanibook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume 1, Dictionary of Occupational Titles
(DOT), Third Edition, page 373. Volume | of the DOT lists
-these’ jobs in alphabetical order and gives further mforma
tlon L ¢

a2

ducational Laboratory, inc . .
) . | ¥ orew .
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Laboratory Chief.

LS

this field?

Your work in this field would involve -the planning and
coordination of englneerlng, scientific, or technical pro-
“grams and. activities which gsually occur in a scientific or
industrial setting, such as-a laboratory or factory. You
' would plan and direct programs and projects, including the
establishment of poticies {work ruies) and standards (re-
quirements). You would also monitor {watch, observe, and
check) the activities of the workers to make sure they are

performing according to required pollcles and.standards.

P

you need?

> Jobs in this field require you to (1) undersiand and use
engrneerrng, scientific, or technical rules and methods; (2)-~
plan, set up, and carry out programs and policies; {3} speak
well in order to communicate with other workers; and (4)
understand and solve mathematical problems.

~

TEMPERAMENTS - The different kinds of working con-

include
Performing a variety ‘of duties which may often

change.
a Dlrectlng controlling, and plannlng an ent|re activity

or. activities of others.
5 Dealing with. people in actual job duties beyond
giving and receiving instructions.
9 Rating information by usmg personal |udgment
" 0 Rating information using standards that can be

-1

measured or checked. .
Y Working within precise limits or standards of ac-

curacy.

INTERESTS - People have interests or preférences for
certain types of work activities. over others. Workers in this

group generally prefer

ERI!

Aruitoxt provided by Eic:

WORK PERFORMED What would you do as a worker in -

ditions or situations workers in- this group must adjust to

Engineering, Scientitic, and
Technical Coordination

WORKER REQUIREMENTS — What quallflcatlons would

Coordination means to get people or things to work 'together in harmony to produce a desired result. In
this group you would be coordinating activities involved in engineering, scientific, and technical work.
Examples of workers in this group are Chief Research Engineer, Quality Control Drrector and Chemlcal

[N

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characterlstrcs or experiences

- might help you decide if you %hould explore this field of
- work?

o successful background in engrneerlng, scientific, or
technical work

® ability to express.ideas and communlcate with others

scientific or.technical hobbies

courses
TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it? °

For a job in this field, you need four or five years of

_ college resulting in a college degree (bachelor’s) in an engi-

neering, scientifir, or technical area. Some employers re-

quire a graduate degree (beyond the bachelor’s). You would

enter this field after performing.successfully. in related
work, gaining needed work experience, and showing that
you have the. ability to plan ‘and.set up complicated work
activities and to deal effectively with péople.

: Qualificatiuns Profile | -

5 Activities which bring recognition or appreciation by
others. i -

6 Activities concerned with people and the communi-
cation of ideas. \

7 Activities of a scientific and techn|cal nature.

SPECIFIC VOCATIONAL PREPARATiON — Different’

jobs reguire.different amounts of specific vocational train-
ing. The following statements show the range of time —

enjoyment of mathematics, science, and language arts .

v

depending on the specific job — necessary to develop the

knowtedge and skills required by-this job group.

7 Qver 2 yearsup to and including 4 .years. .
8 OQOver 4 years up to ‘and including 10 years
9 Qver 10 years.
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APTITUDES *The aptitudes listed ‘bel'ow show the’
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level ‘'of aptitude necessary for average success. The
portion of the population” that falls to the right of the

FE 4

“

shaded areas has a hlgher amount of -aptitude than neces-
sary for average success and the portion that falls to the left
does not have ‘the necessary level of aptitudé. Not all the,
aptitudes listed are important for every job within this
field, "but..some combmatlon of them is essentlal for each
job. ’

Y

= -~

T~

. ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

N e Lower 1/3 Middie 1/3 Upper 1/3
ks g - _— T
APTITUDES - 10% ! 23% 34% - 123%  110%
G -» INTELLIGENCE: general learning abili‘t,y, including being . !
able to follow instructions, to reason and make judgments,.and to '
do well in school.
s }
V - VERBAL: ability to understand rheanings of words and ideas, | C
- and to present information effectively. ~
< - ~ 5 - }
N - NUMERICAL: ability to perform arithmetical operatiuns .
quickly and accurately, l
'S ] hd
A >
!.
'Other Information , ] S

GENERAL EDUCATIONAL DEVELOPMENT (GED} -
The following numbets indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A. .

GED Level{s): 5§ 6 ,

PHYSICAL DEMANDS — The following letters and nuum-
bers represent those physical activities required of workers
in jobs belonging to this group. Specific informaticn for
defining Physical Demands may be found in Appendi» 3.
Physical Demands: § L M H 3 4 5 6

L]

o DATA-PEOPLE-THINGS (D-P-T) — The folldwing three-

E

o -

RIC

Aruitoxt provided by Eic:

digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing tn this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Codel(s): = 168

Q

RELATED GRQUPS OF JOBS — Other. Worker Trait

-, Groups related “to this Worker Trait Group include:

57  Technical Work, Engmeermg and Related Flelds
58 Engineering and Related Work - ~
59  Industrial Engineering and Related Work
53 Engineering Research and Design
6 Administration

88 Mathematics, Physrcal Smences,,and Related Research :

ez

ADDITIONAL INFORMATION — You -can fmd out more
about jobs belonging to this group intthe Occupanonal Out-
look Handbook, the occupational information files in your
school, and from other sources. A list of jobs belongmg to
this group can be found following the Worker Trait Group
description in Volume |1, Dictionary of Occupational Titles
(DOT), Third Edition, page 375. Volume 1 of the DOT lists
" these jobs in alphabetrcal order and glves further informa-
tion.

»

Copyright © 1972, A'ppaléchia Educativnal Laboratory, Inc.
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chf’rivng”anrd Related Work

Drafting means to make accurate finished drawings from rough sketches, written details, and measure-
- ments, models, or verbal descriptions. Examples of workers in this group are Auto-Body Designer; Techni-
cal Ilfustrator; and ‘Architectural, Aeronautical, Mechanical, Structural, and Landscape Draftsman.

~ -

this field?

In this field, you would use rough drawings, measure-
ments, and figures of engineers, architects, and designers to
make complete and accurate working plans and drawings:
These plans may be used for- building or manufacturing
such things as buildings, roads, airplanes, automobiles,
maps, ships, machines, and bridges. You would use drafting
tools, such as ruling and lettering pens;” triangles, and
T-squares as we!l as a knowledge of engineering methods,
‘mathematics, building materials, and the physical sciences.

You might develop tables or charts to explain the informa- *

tion shown in your drawing$ or blueprints.

' WORKER REQUIREMENTS — What qualifications would
~* “you need? , - '

. in this field, you ne&d to (1) undefstand arid use the
knowledge and methods of drafting, engineering, mathe-

matics, and the physical sciences; (2) see and imagine dif-

ferences in shapes and sizés and illustrate (show) these in
drawings; (3) use your fingers quickly and accurately; and
(4) perform detailed work.’ .

ha . R [

TEMPERAMENTS -- The different kinds of working con-
ditions or situations workers in this group must adjust to
include

0 Rating information using standards that can be
measured or checked. :
Y Working within precise limits or standards of ac-
- curacy. oo

4

INTERESTS - People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer )

1 Activities dealing with things and objects.

ERIC

Aruitoxt provided by Eic:

WORK PERFORMED — What would you do as a worker in

. had w -
CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or. experiences

might help you decide if you should explore this field of
work? : .

® drawing skills R

®_ success in mechanical drawing and shop courses -

® enjoyment of working around machines or watching

new construction work
"'® working successfully with detailed technical

*  information - .

TRAINING AND METHODS OF ENTRY — How can you
prepare for thjs field of work and get started in it?

This field of waork usually requires you to have at least a
vocational (trade) or a technical high school education.
Many * employers require additional technical training,
which might be obtained from a technical institute, a junior
college, an extension (off-campus) divis'~n of a university; a
correspondence schopl, or a college ofering special two-
year programs in'drafting. There are also three-.or four-year -
apprenticeship programs available and on-the-job training
combined with part-time schooling. The courses you would
take include mathematics, the physical sciences, mechanical

-drawirig, and standard methods of lettering and tracing.

(lualifit;atiuns Profile

7~ Activities of a scientific and technical nature.

9 Activities which are nonsocial and involve the use of
machines, processes, or methods.

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific vocationat train-
ing. The following statements show the range of time —
depending on the specific job ~— necessary to develop the
knowledge and skills required by this job.group.

'77 Over 2 years up to and’including 4 years.
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APTITUDES - The aptitudes listed below show the
specific abilities you would need in ‘order to’ perform tasks
belonging to jobs in“this field. The shaded parts of. the chart
represent the portion of the total working population that
has the level of aptitude necessary-for average success. The

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some comblnatlon of them' is essential for each

P -
? ©

, portion of th_e population that falls to the.right of the. job.

P o - ESTIMATED PORTION OF GENERAL WORKING
- : POPULATION WITH REQUIRED ABILITY
- , ' ' ' Lower 1/3 Middle 1/3 “Upper 1/3
. > . . —
APTITUDES 10% ! 23% 34% 23% ¢+ 10%
G - |NTELLIGENCE general learning ability, lhcludlng being r ; -
able to follow instructions, to reason and make judgments,’and to l )
do well.in school. .
—

N NUMERICAL ability to perform anthmettcal operations | ’
quw‘ﬁly and accurately.

. : +
S - SPATIAL: abifity to look at flat drawmgs or plctures and to ! )
visualize {understand} how they would lock as solid objects ‘with | '
height, width, and depth. \

B — I

I e FORM PERCEPTION: ébility to see detail in objects or draw- | _
ings and to recognize slight differences in shapes or shadings.
; : }
Q - (,LERICAL PERCEPTlON ability to see details and to .
recognize errors in numbers, sppllmg, and- punctuataon in written I
f materials, charts, or tables.. i ) ¢
. . , _Other Information

<

GENERAL EDUCATIONAL DEVELOPMENT (GED) — RELATED GROUPS OF JOBS — Other Worker Trdit
The following numbers indicate the estimated leveis of " Groups related to this Worker Trait Group include:
GED a worker should have for average performance in jobs - : )

belonging to this group. Specific information about GED - ~ L ¢ ’
may be found in Appendix, A . . -4 Art Work
.GED Level(s):. 4. 5 : - 58  Engineering and Related Work
; ) ) 53  Engineering Research and Design i
_ PHYS‘IC:AL DEMANDS — The following fetters and num‘- - 57 . Technical Work, Erigineering and Related Flelds ‘

. bers represent those physical activities required of workers
in 3obs belonging to this grodp. Specmc -information for
. defining Physical Demands may be found in Appendlx B.

Physical Demands S ADDITIONAL INFORMATIIO‘N — You can find out more

about jobs belonging to this group in the Occupational Out-

) . . ) . | . . . . &
DATA-PEOPLE-THINGS (D-P-T) — The following three- ook Handbook, the occupational information files i your

E

digit’ codes represent the highest levels of worker involve-
ment-with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Codels): 181 * .281

-

school, and from other-sourcés. A list of jobs belonging to
this group can be found following the Worker Trait Group
description in Volume I, Dictionary of Occupational Titles
(DOT), Third Edition, page 377. Volume | of the DOT lists™

these jobs in alphabetlcal order and gives further informa-

: tlon

t. - -

Copyright © 1972, Appalachia Educational Laboratory, Inc.
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Aruntext provided by eric [
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Technical Work, Enginéering"

and Related Fields

‘ Technlcal work in engineering and related fields means to use a specral or practlcal working knowledge of
_~mechan:cal and scientific principles to assist (help) an engineer or to perform specialized technical duties.
Examples of workers in this group are Electrical Technician, Electronic Technician, Sound-Effects Man,

&L B ‘
»

WORK PERFORMED What would you do as a worker in -

this field?
Thi§ “work lnvolves using engineering and technical
knowledge to assist an engineer in his work. As a technical

* worker, you would gather information, draw plans, and -

assist in the development of various r nducts such as ma-
chines, systems, and materials._You.would use your knowl-
edge to ‘solve special problems that might arise, Making
prototypes {working models) of the product under devetop-
ment might be part of your job. You might also help the
engineer to test the prototype and determine what correc-’
tions or changes may be peeded. You would write reports-
on the progress of* the development and testing. You might
Lwork with skilled craftsmen to make a special piece of
equipment for the engineer to use, and you mightdesign
and make specral new parts for the product being develop-

. ed.

WORKER REQUIREMENTS — What quahfrcatlons would
wyou need?

Jobs in this field require you to {1) learn and apply basic
engineering and-technical rules and metheds; (2) use mathe-
matics and language easily and accuratély; and (3) see fine
differences in shapes, sizes, and relatronshlps among parts in
a drawing or piece of equipment.

TEMPERAMENTS — The different kinds of working con-
" ditions or situations. workers in this group must ad]ust to
include

0 Rating |nformat|on using standards tl‘at can be

measured or checked.
Y Working within precise limits- or standards of ac-
curacy.

INTERESTS — People have interests or preferen'ces for
certain types of work activities over others. Workers in this
group generally prefer :

7 Activities of a- scnentrf:c and technlcal nature

l\/lechanlcal -Engineering Tech’nrman and Quality- Control Technician.

CLUES FOR RELATING APPLICANTS AND REQUIRFE-' ’

MENTS — ‘What ‘personal characterisgics or experiences
might help you decrde if you should explore this fleld of

~work?

® success in vocational and mathematics courses in high
school :

© @ successina screntrflc or technical hobby

\

. regular readlng of engineering and technlcal
magazines . Ny

o . . <

~ & ability to foIlow detailed technical directions and in-

structions

-
[

TRAINING AND,MEj'HODS OF ENTRY — How can you

prepare for this field of work and get started in it?

. Graduation from a technical institute or the completion
of a special program in junior college or in a university may-
be required for some jobs in this field. Another method of, .

entry is_through apprenticeshlp or specialized training in
which you would gain the necessar,/ knowledge of mathe-
matics. -

(luallflcatlons Profile .

9 Actrvrtres which are nonsocial and involve the use of
. machrnes processes, or methods.

SPECIFIC ‘VOCATIONAL PREPARATION — Drfferent,

]ObS require different amounts of specific vocationa! train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and Skl||S required by this job group.

6 Over1 year L.p,to -and including 2 years. -
Over 2 years up to and including 4 years.

>
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APTITUDES . The aptitudes listed below show the
belonging to jobs in thys field. The shaded parts of the chart
represent the portion o_f,,th~e'tota| working population that
has the level of aptitude necessary for average success..The
portion of the population that falls to the right of the

L

APTITUDES

specific abilities ydu.would need in ‘order to perform tasks -

shaded ‘areas hasAa higher amount of aptitude than neces- -

“sary for average success and the portion that falls to the left” !

does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this |
field, but some combination of them ’is essential for each
job. . N . .o
o ’ - RN
ESTIMATED PORTION OF GEENERAL WORKING
POPULATICN WITH REQUIRED ABILITY .

 Lower 1/3 * Middle 1/3 " Upper 173

10% 1 23% 34% 23% 1 10%

able to follow instructions, to reason and makejudgments and to
do well in school.

-6 rJ‘lNTELLIGEN(,E general learning ability, including bemg'

2

v -¥VERBAL: abiiity to understand meamngs of words and ideas,
and to present |nformauon effecuvely

Lo~ » -

d — e — = |-

(T ang — «-‘ e

N NUMERICAL: ability 1o perform anthmeucal operauons
quiIc kly angd accur ate ly

visualize (understand) how they would look as solid ob]ects with
helghl width, and depth

S SPATIAL: abitity to look at flat drawings or pictures and to. .

Other Information

. GENERAL EDUCATIONAL DEVELOPMENT (GED) -

The following.numbers indicate the estimated levels of -
s eieue - GED a worker should have for average performance in jobs
belonging to this group. Specific. |nformataon about GED
may be found in Appendix A. .

GED Level(s): 4 5 - . K
?

PHYSICAL DEMANDS - The following letters and num-
bers represent,those physical activities required of workers
in jobs belongirig-to.-this groap. Specmc information for
defining Physical Demands ma\f be found in Appendix B.

Phys:cal Demands L M 45 6

DATA- PEOPLE THINGS {D-P-T) — The following three
digit codes represent the highest levels of worker involve-
fnent with data, people, and things required by.jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

"D P-T Code(s): 181 .28}

[

Copyright © 1972, Appalachia E"t‘iilxcaf'ional' Laboratory, lvnc.
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RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to Ehis. Worker Trait Group include:
Technical Work, Science and Related Fields

75 = Materials Analysis and Related Work ~ °

56 Drafting and Related Work "

58 Engineering.and Related Work

' ADDITIONAL INFORMATION ~ You can find out more

look Handbwok, the.occupational information files in your
schoo!, and fram other sources. A list of jobs belonging to
_this group can be found following the Warker Trait Group
description.in Volume I1, Dictionary of Occupational Titles
{DOT), Third Edition, page 379. Volume | of the DOT lists
these jobs in alphabe\ncal order and gives further informa-
tion.

about 1ob5§ic;ngmg to this group in the Occupational Out-

e
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¢ .| APTITUDES - The aptitudes listed below show the
: specific abilities you would need in order to perform tasks
belonging to jobs in this fleld The shaded parts of the chart
represent the portion of the total working population ;that
has the level of aptatude necessary for average success. The
_+! portion of the populatxon that falls to the right of the

Y
°

APTITUDES Y

shaded areas hats a higher amount of a;ptitude. than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the

.aptitudes listed are important for’ every job within' this: '

field, but some combmatlon of them is essential for each
job.

»

o . . i o

ESTIMATED PORTION OF GENERAL WORKING
_ POPULATION WITH REQUIRED ABILITY

. Lower 1/3 Middle 1/3 | - -Upper 1/3

10% ! - 23% o 38% 23% 1 10%

=

abie’ ta follow instructions, to reason and make ;udgments, and to

do well 1n school.
*

(3 . INTELLIGENCE: general learning abllny, including being -

P e e —

< ¢

V - VERBAL: ability to understand meanings of words and ideas,
and to nresent information effectively.

N NUMER!CAL ability to perform amhmeucal operauons
quickly and accurately, .

R S “SPATIAL: abiliy to look at flat drawings or pictures and to
R visuahze (understand} how they would ook as solid objects with
hmqm width, and depih.

P FORM PERCEPTION: ability to se@ﬁetatl in objects or draw-
ings and 1o recogrize shight differences rh shapes-or shadings.

LY
»

v

“Other Information

i
o

GENERAL EDUCAT!'ONAL DEVELOPMENT (GED) — .
* The following numbers ipdicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A.
GED Level(s) 6 5

-

PHYSICAL DEMANDS — The following {etters and num-
bers represent, those physical activities required of workers
i jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendm B.
Physical Demands: ¢ | ¢

13 ) [

DATA-PEOPLE-THINGS (D-P-T} - The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data—
People-Things codes may be found in Appendix C.

.D-P-T Codefs): .187 <

fRIC —

A i Tex: provided by ERIC

RELATED GROUPS .OF JOBS — Other Worker Trait
Groups related to sthis Worker Trait Group include:

a

59  Industrial Engineering and Related Work

53  Engineering Research and Design

57  Technical Work: Engineering and Related F:eld<
55" Engineering, Scientific, and Technical Coordination
61  Technical Writing and Related Work - '

56 Drafting and Related Work

4 e

ADDITIONAL INFORMATION — You can find out more

about jobs belonging to this group in the Occupational Out-
took Handbook, the occupational information files in your
school, and from other sources. A list of jobs belongingto
this group can be found following the Worker Trait Group
description in“Volume !, Dictionary of Occupational Titles

{DOT), Third Edition, page 381. Volume ! of the DOT lists .

these jobs in alphabetical order and gives further informa-
tion.

¥

Copyright © 1872, Appalachia 'Educatio‘nal Léboratory, Inc.
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this field? -
tn this- field you would use engineering knowledge in
»planning, directing, and installing projects or systems. Pos-
sible tasks include (1) suggesting changes in product design
‘to help increase production while reducing costs, (2)
operating arid controlling radio and television transmlttmg
{sending) equipment, {3) checking design drawings for ac-
curacy, {4) planning the flow »f work necessary to manu-,
facture industrial machlnery and equipment; {5) examlnlng
. the structure of the earth in oil fields to determine the best
5 locatjon for drilling, {6) directing repair and similar work

P "aboard ships, and {7) planning the use of neiwork radjoand -

television equipment to improve transmission quality. Your
work would usually occur in a spétific field of engineering
such as civil, mechanical, or electrical

a WORKER JREQUIREMENTS — What qualifications would
. you need?

, Jobs in this field require you to (1) organize and: plan

technical. work carefully- and accurately, {2) express your-

self clearly in speaking and writing, {3) learn and apply

[S

'Ehgj nee/rmg and ‘Relafed,:Wor'k o

Engineering is the practical application of scientific know.edge to the design, develooment and operation
of products or processes. Examiples of workers in this group are Cost-Analy5|s Engineer, Radio Engineer,
Design Qhecke_r Manufacturing Engineer, Mining Investigator, Marine Engineer, and Commercial Engineer.

WORK PERFORMED What would you do as a worker in

. mathematies.

specific englneerlng ’r.ule.s and methods, (4) be able to see
differences in sizes-and shapes, and (5) understand- and use

e

CLUES FOR RELATING APPLICANTS AND REQUIRE-.
MENTS — What personal characteristics or experiences
might help you decide if you should exploré this field of
work?

® good grades in mathematics courses o

%»enioyment ih reading engineering and technical ]
*  magazines . o S oo

Mg

. md&del making as a hoBby K ) -

.

-

TRAINING AND METHODS OF ENTRY — How can you ] “

prepare for this field of work and get started in it? '
Most employers Prequnre at” least a college (four-year o

bachelor’s) degree in engineering, and many are now re-

;qumng a graduate degree {one earned after the bacHelor's) Y

in engmeerlng

LI

!

-
2
. e . o . |
Qualifications Profile : .
< 3

TEMPERAMENTS - The different kinds of working con-. 7 ACtIVltIeS of & scientific and technlcal nature. ‘
ditions or situations workers in this group must ad|ust to 9 Activities which are nonsocial and involve the use of
include machines, processes or methods

4 Directing, controlling, and plannlng an entire: acuvny
or activities of others.

‘0 Rating information using standards that can be.

measured or checked.
Y Working within precise limits or standards of ac-
_curacy.

INTERESTS — People have interests or preferences for
certain types of work activities over others, Workers in this
group-generally prefer e

[}

1 Activities dealinq with things and objects.

ERIC- ,‘ e

Aruitoxt provided by Eic:

‘|obs require different amounts of specific vocational train-

SPECIFIC VOCATIONAL PREPARATION — Different

ing. “The following statements show the range of time —
depending on the specific job“—~ necessary to develop the ;
knowledge and skills required by this job group?

7 Over 2 years up to and including 4 yedrs.
8 Over 4 years up to and including 10 years.
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Indusmal Engmeermg cmd
o (} L .
Relofed Work | S \ v
Industnal engmeermg is the practlcal appllcatlon of smentlflc Ignowledge and engmePrlng methods to the

construction and operation of a‘business or industry. Examples of workers in this group are Engmeermg .
Scheduler, Industrial-Health Engmeer Methods Englneer Quality-Control Engineer, Productron Estimator,

7 and Trafflc Technlcnan Y . ‘ :

“ . 7 . o . . Tost -~ 3&. ,
2 B . - C ‘ )
WORK PERFORMED — What would you do as a CLUES FOR RELATING APPLICANTS AND REQUIRE-. "
worker . in this field? MENTS '— What pers6nai - characteristics or experiences
In this job group you W0U|d use a knowledge of indus- might help you decidé ,if you should exp'ore thlS field of
) trial methods and operations to make sure that a particular © work? ‘ N
. company “(or "business, or industry} uses its machines, S o . ’ )

materials, and manpower in the best possible way. Specific ® good grades in math and science courses | f* | :
tasks might include studying and making suggestions con- ) ' . - - e,
cerriing {1) how time any, motion in work can be reduced, ® success in college engineering courses ~
{2} how workers might b¢ encouraged to produce more, (3} - + - dn N ¢ .
how work procedures arid methods. can *be improved, {4) ® interest in reading industrial- magazines = . .ok

* how costs can be cut orf controfled, {5} how working con-- . L o <7 . ' '
ditions can be made: sgfer, and (6) how :a plant can be -® interést in working in an industrial setting - ¢

designed. or rearranged Jto help workers do more or better
work. .

WORKER .REQUIRE ENTS — What qualifications would

you need?

To be successful in|this freld you need to (1) Jearn and

~ use engineering principles and “methods, (2} be able to plan

p and conduct difficult technical studies, (3} understand and
use mathematics, (4) be able to express yourséif clearly in
speaking and writing,4and (5) be able to see or imagine how
objects might be plaged ‘or moved to get a job done more

o v

TRAINING AND METHODS OF ENTRY — How can you

" prepare for this field of work and get started in it? .

- A college {four-year bachelor’s). degree in engineering is * )
usually’ required for entry into this field. An increasing -
numbeér of employers require graduate (beyond the bache- .

. lor’ s} degrees. However, it might be possible to enter this
 field Without a degree if you have some collegedevel traip-

ing and a great deal of expenence in an area related to in-

effectlvely = dustrlal engineering.
. o . o .
- - . » - D
/ b ..
R . o
: @ . S gnge . . B ) ~—~ . : V -l :
’ & Qualifications Profile - . : -

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
] mclude -
'\v "4 Directing, controlling, and plannmg an entlre act:wty
or activities of others.
9 * Rating information by using personal ]udgment

0 Rating information using standards that can be

? “measured or checked.

< INTERESTS - People have mterests‘ or prefere’nces for
certain types of work activities over others. “Workers in this
group generally prefer®

‘.

v 7 Activities of a scientific and technical nature.

Aruitoxt provided by Eic:

9 Activities which aré nonsocial and involve the use of
m;achlnes processes or methods.-

: o

| SPECIFIC VOCATIONAL PREPARATION#—- leferent

jobs require different amounts of specific vocational ftrain-
ing. The following statemer?ts show the range of time —~

°jdepending on the specific job — necessary to develop the

knowledge and skills required by this job group.

7 Over 2 years up to and including 4 years.
8 Over 4 years up to and including 10 years.
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"+ may be found in Appendix A.

pOl’thl‘l of athe pOpu!atlon that falls to the l’lght of the

N ¢

a0

APTITUDES

4 & " 24
* R .~ ? i P ) “ . " = .
APTITUDES - The aptitudes listed below show the shaded -areas has'a highér ameunt of aptitude than neces-
specific abilities you would need in order to perform tasks. - sary fof'average success and the portion that falls to the left ..
belonging Jo.jobs in this field.. The shaded parts of the chart does not have the: \necessary level of aptitude. Not all the
represent the portion of the total working population that aptitudes listed are important for every job within this
has the level. of aptitude necessary for average success. The field, but some combmatton ‘of them is esv_,ntlal for each [, N

. ]ob

At

1 <

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH-REQUIRED ABILITY -

;4

Middle 1/3
34%,.

Lower 1'/3
10% 1 23%

Upper 1/3*
C10% |

°

~23%

G IN'L'ELLIGENCE general learnmg ability, incly ‘amg being
able to folloyv instructions, to rgason and make 1\1dgments and to
.do well in school. .

>V~ VERBAL: ablllty to understand meanlngx of won’\ds and |deas,
and to éresem information effecuvely )

-

N, - NUMCRICAL ability to perform anthmetucal operations

“ qu»ckly‘and accuriely. s -

<

S - SPATIAL: ability to look at ﬂat drawmgs or pictures and to
visualiZe (understand) how they would look as solid objects wnh
height, width, and’ depth

L8

-GENERAL EDUCATIONAL DEVELOPMENT (GED) -,

The following numbers indicate the estxmategj levels of *

GED a worker should have for average performarrce in ]obs ~
.. belonging to this Group. Specific lnformatlon abom GED

-
. . . L
v .
[\ .
- 4

GED Level(s): 5

v

" PHYSICAL DEMANDS .~ The following letters and_num-.
bers represent those physical activities required of workers
in jobs, belonging to .this group. Specific information for
defining Physical Demands may be found in Appendlx B. - '

Phys:cal quands S, i 6.

G

+
w

‘DATA- PEOPLE THINGS (D- PT) — The followmg three-
digit codes represent the highest levels of worker involve-.
ment with data, people, and 'things required by jobs be|ong-

=~

‘ing sto this group.'Specific information defining the Data- i

P

People-Thnngs codes may be found in Appendix C.
' )Code(s)v. .188  .288

(53

Q

Aruitoxt provided by Eic:

. Other Irifo_nn-atio'n
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RELATED GROUPS OF JOBS - Other Worker Trait
Groups related to this Worker Trait Group’ include:

/

a A

4

- Engineering Research and Design .
Technical Work; Engineering and Related Fields
Engineering, Scientific, and Technical Coordination
Technlca}ertmg.ar‘l‘d Related Work ;

Drafting and Related Work,

Engineering and Related Work

%

-
2

ADDITIONAL INFORMATION — You can find out more
about jobs: belongmg to this group in the Occupational Out-
_look Handbook, the occupatlonal information files in your
- school and from other sources A list of jobs belonging to
-this group can be found foltowing. the Worker Trait Group
2 description in Voiume I, Dictionary of Occipational Titles
.(DOT), Third Edition, page 383. Volume | of the DOT lists
. these jobs. in alphabetlcal order and gives further lnforma-
tion.

o

&

e '

-
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Surveying, Prospecting, and
Related Work . . -

+
4 5\‘ v .
Surveying means to determine the size, shane position, and boundaries of plots of land. Prospectlng
means.to search, explore, or examine an area for deposits-of gas, gil, or minerals. Examples of workers'in
“this group are Surveyor, Prospector Instrument Man, Weather Observer and Navxgator .
. -
W@RK PERFORMED — What wol!d you do as aworkér ln‘ CLUES FOR RELATING APPLICANTS AND REQUIRE-
this field ? N MENTS — What personal characteristics or experiences
. Your work in this f;eld mlght"lnclude determlmng,‘ might help you deCIde if .you should explore this field of oot
(O measuring, and miapping the* shape, size, and location of .work? B

iy

natural and manmade objects or features on the surface of
the earth. You might explore and examine earth structures
7 to determine the location of minerals, gas, oil, or water. o
= You might be |nvo|ved in one or more of the following
tasks: {1) measuring ‘the boundaries of sections of land; (2) )
taking and explaining seismograms {machine recordings“of rock collecting or photography as hobbies
earthquakes); or other recordings, samples, measurements ° - ’ : : ’
and tests of underground.structure$; (3} locating the posi- - - Ny
tions of aircraft and giving flight directions; (4) studying TRAINING AND METHODS OF ENTRY — How can you
. prepare for this field of work and get started in it?.
-photographs of the ground taken fromi aircraft- ‘to become A high school education is usually the minimum require-

cf:?ﬁr:rlt;arzan,dnstefchzst;oon offland tand (5“) ptrec;jaanng maps, ment for entry into the kinds of work described in this
. rom Intormation, collecte Y group. Your school preparation sfiould include courses in

® good-grades in En'glish and mathematics courses :
either freehand or mechanical drawing skills -
Q

°
® taking part in outdoor activities
°

. // ; map reading, freehand and mechanical drawing, mathe- _5
! WORKER REQUIREIVIENTS - What quallflcatlons would matics, geography, and the earth sciences. .
h you need?- Summer employment with surveyifjg or prospecting
Jobs in this field requnre that you- (1) understand and use teams in the construction or petroleum industries provides
mathematics such as geometry and trigonometry, {2} enjoy excellent experience. Some employers ormal courses
working out-of-doors, (3} have'drawing skills, (4) be able to in surveying so that new workers dan learn surveying
use your fingers qu;ck|y and -accurately, (5) have.good methods and the use of surveying instyuments while on the
vision_(sight) and- health and (6) be able to see differences job. . : .
" in shapes and sizes s well as to determine how something Some technlral and vocational schools, as well as some
that is*three dimensional {solid) can be drawn or illustrated colleges, offer programs in surveying. Extension {off-

.on paper‘or-on some other two- dimenSIon’aI (flat) surface. | campus) courses are also available. = . ‘

QUalificati(ms Profile - - 7/

. ) [ _ »
TEIVIPEF!AIVIEN'I‘S ~ The dlfferent kinds of worklng con- 7 Activities of a scientific and technicp| nature. T
« ditions Sr situations workers in thls group must’adjust to
.« include .. | - ’ 9 Activities which are nonsoma| and lﬂVOlVE the use of
0 Rating .information using standards that can be ¢ * machines, processes, ar methodsy :
- measufed or checked. .. ; SPECIFIC VOCATIONAL PREPARATION — Different
'Y Working within ptecise limits or standards of ac- ]obs require different amounts of specific vocational train- .
seuracy. . . ’ ing. The following statements show the range of time — .
. ' i _ depending on the specific job — necessary to develop the
lNTERESTS - People have interests or preferences for ¢ knowledgerand skr:rls:requmed by th's ]oh group. .
certain types of work activities over_oti¥ers. Workers in this 6 Over 1 year up to and lncluplng 2 years. s
group generatly prefer . 7 ‘Over 2 years up to and including 4 years. .
1 A(tlvntles dealing with thlnqs and objbctq . N o ) oL v
Q - . N . ¥ ) . . . ‘
.. EIRE . 4 n5 ;o

) [ 3 o
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APTITUDES The aptitudes listed below show the ,
specific abilities you would need in order to perform tasks

represent the portion of the total working population that
‘has the levet of aptitude necessary for average success. The

‘belonging to jobs in this field. The shaded parts of the chart -
“aptitudes listed "are important for every job within this

portion of the population that falls to the right of the

P N

shaded. areas has a‘higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the

field, but some comblnatlon of them is essential for each
job.

~,
~

.

ESTIMATED PORTION OF GENERAL WORKING
- POPULATION WiITH REQUIRED ABILITY

Lower i/3

Middle 1/3 - Upper 1/3
. APTITUDES 10%1  23% 3% 23% 1 10% |
G - INTELLIGENCE: general learning ability, including being ™ i
- able to follqw instructions, to reason and make judgments, and to
do well in'sthool..

N NUMERICAL: ability to perform arithmetical operationé
< quickly and accurately 2

N

S - SPATIAL: ability ‘to look at flat drawings or pictures and té

vusualuze {understand} how they would ook as solid objects with. "

height, width, and depth.

T4 —— e — = [ =

P - FORM PERCEPTION: ability to see detail in objects or draw-
- ings and to recognize shght differences in shapes or shidings,
Bl .

K - MOTOR COORDINATION: ability to coordinate theluse of
eyes and hands or fingers rapidly and accurately to perform a task.

-FINGER DEXTERITY: abrllty to move fingers and to handle

E

smoll objects rath;Hy and accurately, o

A}

. GENERAL EDUCATIONAL DEVELOPIVIENT (GED) —
The following numbers indicate the estimated levels of °
GED a worker should have for average performance in jobs
belongmg to this group, Specific information about GED
may be found in .Append|x A. ‘

GED Levells): 5 4 : B
PHYSICAL DEMANDS — The following tetters and num-
bers represent those physical activities fequired-of workers
in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B.

Physical Demands: L M 2 4 6 .
DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit ‘codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific .information defining the Data-
People-Things codes may be found in Appendix C.

D-PT Code(s 188 . .288

Copyri'gﬁ‘? © 1972, Appalachia Educational Laboratory, Inc. -
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ﬂther Infom\atlon

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Trait Group include:

88 Mathematics, Physical Sciences, and Related Research
58 Engineering and Related Work

56 Drafting andsRelated Work

75 Materials Analysis and Related Work

ADDITIONAL INFORMATION — You can find out more:
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in youry
school, and from other sources. A list of jobs belonging to
this group can be found folloiving the Worker Trait Group
description in Volume !I, Dictionary of Occupationa! Titles
(DOT), Third Edition, page 385. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa-

tion.. : °
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Techhicqi Wri’rihg and Rela’ré'cﬂl; _\';No’rwk

S

Technical writing meags to prepare written descriptions having to.do with mechanical or scientific ideas
or activities. Examples of workers in this group are Process-Description Writer, Engineering- Specification

\/erter, and Technical- Publications Writer.

" WORK PERFORMED — What would you do as a worker in

this field?

For\work in . this field you would need both a tech-
niciari’s understanding of how things work and a writer’s
ability -to explain things clearly. In gerieral,
would include preparing written information about tech-.
nical .operations and developments, about the kinds and

uses of industrial-property, and about machines —how they =

work, -what they do, and how they fit'into work patterns.’
Specific tasks might involve collecting information by ob-
serving industrial activities; by interviewing .(talking with)

technical workers; by reading and studying technical draw-

ings, journals, and manuals Also involved might be wrltmg
descriptions of new or better work methods, operations,
regulations, and machine processes; or rewriting or im-
proving, materials written by others. These materials might

, include such technical pubhcatlons as bulletins, articles, and

service’'manuals.

WORKER REQUIREMENTS — What qualifications would
you need? .

Jobs in this field require that you (1).understand tech-
nical subject matter and terminology (the special words
used),. (2) express Yyourself clearly and effectively in speak-
ing or .writing, {3) be able to. look at flat drawings and
visualize (imagine) how they would. look as solid” objects,
and (4} be able to identify important facts and organize
them so that all needed mformatlon is presented in the
most effective way. ;

»

-4

- MENTS. — What personal characteristics ofr

your work ¢

-

CLUES FOR RELATING APPLICANTS AND REQUIRE-
experiences
might help you decide if you should explore this fleld of
won;k? '

® experience in writing for the school newspaper
‘@ skill in explaining things
® scientific or technical hobbies

L intere_st in reading scientific and technicat literature

.® good grades on written reports in science classes

s

1

_ TRAINING AND METHODS bF ENTRY — How can you -

prepare for this field of-work and get started in it?

A bachelor’s {four-year) degree is usually required for
jobs in this field. A degree in technical writing is desirable,
but not many schools offer this degree. As a result,
employers frequently select those who have ‘degrees in
journalism or English together with some scientific or tech-
nical training. You might be considered for work in this
field if you have a technical education and/or technical
work experience-and can demonstrate skill in writing.

[luallflcatlons Proflle ; -

TEMPERAMENTS -- The different kinds of workmg con-

. ditions or situations WGrkers in this group-must adjust to

Q

ERIC

Aruitoxt provided by Eic:

include -

0 Rating information using standards that can be'

- measured or checked.

INTERESTS — Peopie have interests or preferences for -

certain types of work activities over others. Workers in this

group generaltly prefer

" 6 Activities concerned with people and the communi-
cation of ideas — rather than — activities deahng with
thmgs and obré'cts

“

"7 Actlvmes of a scientific and technical nature —

rather than ~ actlvmes lnvelvmg busmess contact
with people T ) g

.

SPECIFIC VOCATIONAL PREPARATION - leferent

| jObS require different"amounts of specific vocational train- .
ing. The foliowing statements show the range’ “of time —

depending on the specific job — necessary.to develop the

. knowledge and skills required by this‘job’group.

6 Over 1 year up to and including 2 years.
7 Over 2 years up to and including 4 years.

L
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APTITUDES
specific abilities you would riéed in order to perform tasks
beloriging to jobs in this field. The shaded parts of the chart
‘represent the portion of the total-working population that
_ has the leve! of aptitude necessary for average success. The
portion of the population that falls to the right of ‘the

APTITUDES

AV ‘ ~

The aptitudes listed below show the"

shaded ‘areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not-have the necessary level of aptitude. NOt all the
aptitudes listed are important for every job within this
field, but some combination of them is essential for each
job.

'S

- ESTIMATED PORTION OF GENERAL WORKING
- POPULATION WITH REQUIRED ABILITY

Middle 1/3
34%

Lower 1/3
10% ! 23%

- Upper 1/3
23% 1 10%

G

able to follow instructions, to reason and make judgments, anc
“‘do well in school

"INTELLIGENCE: general learning ‘ability, locludlng Nlng
to.

s

-height, width, and depth,

- SPATIAL'; ability to look at flat drawings or pictures and to
. visualize (understand) how they would look as solid objects with

!

|
4

|

L

Wl

e

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A.

GED Level(s): 5

*

" PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers
in jobs- belongfng to this group. Specific information for
defining Physical Demands may be found in Appendlx B..

Physical Demands: s 6

- DATA:PEOPLE-THINGS {D-P-T) — The following three-
digit codes represent the highest levels of worker invoive-
_ ment with data, people, and things required'by jobs belong-.
» ing to this group. Specific information defining the Data-
People-Things codes may be found m‘Appendlx C.
D-P-T Code(s): 188 .288 ~

ERIC

al

Other Information

Copyright © 1972: Appala(,i'hia Educational Laboratory, inc.
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RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to .this Worker Trait Group include:
- .
Engineering.and Related Work
Engineering, Scientific, and Technical Coordination
Industrial Engineering and Related Work
Journalism ang Editorial Work .
Technical Work, Engineering and Related Fnelds

58
55
59
111
57

ADDITIONAL INFORMATION You can f'nd out more
about jobs belonging to this group in the Occup tional Out-
look’ Handbook, the occupational information files in your
. school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group
‘description in Volume {{, Dictionary of Occupational Titles
{DOT), Third Edition, page 387. Volume | of the DOT lists
these jobs in alphabeticul order and gives furttier informa-
tion. ’
‘ ]




Creative Entertainment Work, N.EC. -

Creative entertainment means to use your skills and imagination to create and present original material
or an. act for the amusement of others. N.E.C. (Not Elsewhete Classified} means that these jobs are not
included in other groups. Examples of workers in this group are Story Teller, Comedian, Magician, and

Song and Dance Man. -

3

WORK PERFORMED — What would you do as a worker in
this field? : ' -

In this work you would entertain or amuse others by
making up and presenting original acts, or by presenting in
your own way, acts which someone else made up. The work

“would require you to have an active imagination since you

might need to change or add .to each performance,
depending upon the type of audience being entertained, the

latest trends or styles of entertainment; and how well your

material is received. - .

WORKER REQUIREMENTS — What qualifications would
you need? /- . .

Work in this field would requ.re you to (1} use your
imagination to make up new or change old material; (2)
speak easily and understandably; (3) remember speeches,

‘movements, and directions; (4) sense the feelings of your

* audience and change your act as necessary; (5) be skillfu! in

Q

ERIC

PAruntext provided oy exic [

using your fingers, hands, and arms as needed to move
props or make gestures {body movements); (8) appear at

‘ease in fromt of people; and (7) have a desire for public

recognition. :

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS -- What personal characteristics or experiences

4

might help you decide if you should explore this field ot .

work? ' - .

e playing parts in school or community variety shows

® skill in using language and in memorizing materials

® enjoyment of recognition by others,

® successful experience performing or speaking in front
of groups

e interest and skill in making up your own acts -

® experience in magic or puppetry

TRAINING AND METHODS OF ENTRY - How can you
prepare for this field of work and get started in it?

> Becoming successful in this field is.often a slow process.
You might start by working on the edges of show business -
- that is, by helping or watching an experienced performer,
or by working backstage or pn some other job in or near a
theater . r nightclub. This experiénce would enable you to
learn anc t6 make contacts with people who can help you
get started in creative entertainment. You wouid need to
work up an act and have it shaped up and criticized by a
director, manager, agent, or someone else who knows the

" ins and outs of show business. Entry might come through

successful auditions (tryouts) for musical reviews, night
clubs, television shows, or films. As an entertainer, your
career would probably be guided by an agent who would
work closely with theatrical booking agencies (companies
that match entertainers with places needing their services).

Qualifications Profile

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to

“include

5 Dealing with péeople in actual job duties beyond

. giving and receiving instructions.

X “Interpreting feelings, ideas, or facts from a personal
point of view. .

v INTERESTS - Peoplé have interests or‘preferences for

certain types of work activities over others. Workers in this
group aeperally prefer '

5 Activities Wh'ic‘h bring recognition or appreciation by
others. - ‘

6 Activities concerned with people and tfe communi-
cation of ideas. .

8 Activities of -an unusual, indefinite nature which
require creative imagination.

SPECIFIC VOCATIONAL PREPARATION — Different
jobs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

6 Over 1 year up to and including 2 years.
7 Over 2 years up to and including 4. years.




APTITUDES -~ The aptitudes listad below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field, The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to, the right of the

<

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the' left
does not have the necessary level of aptitude. Not all the
apiitudes listed are important for every job within this
field, but some combination of them is essentlal for each™|
job. P N

/

ESTIMATED PORTION OF GENERAL WORKING

G -~ INfELLIGE_NCE: general learning ability, including being
able to follow instructions, to reason and make judgments, and to
do well in school.

- POPULATION WITH REQUIRED ABILITY’
Lower 1/3 Middle 1/3 “Upper 1/3
APTITUDES 0% ! 23% | 34% 23% 1 10%

M

|
!
|
!
3
14

K -- MOTOR COORDINATION: ability to coordinate the use of
eyes and hands or fingers rapidly and accurately to perform a task.

F -- FINGER DEXTERITY: ability to move fingers and to handle
. small objects rapidly and accurately,

. .
. M - MANUAL DEXTERITY: ability. to work easily and sklllfully
° with the hands. .
. 2

E —~ EYE-HAND-FOOT COORDINATION ability to coogdmate
the movements of the hands and feet according to visual signals
and directions. __

—

&

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have’ for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A.
GED Levells): 4 5
PHYSICAL DEMANDS — The. following letters and num-
bers represent those physical activities required of workers
, in jobs belonging to this group. Specific information for
_defining Physical Demands may be found in Appendix B.
PhysicalDemands: § ' M 3 4 5 ¢

DATA-PEOPLEr-THIN'GS (D-P-T} — The following three-
“digit codes represent the highest levels of worker involve-
.ment with data, pedple, and things required by jobs belong-
- ing to this group. Specific' information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s): .048

Q '
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Aruitoxt provided by Eic:
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*Different levels of eye- -hand-foot coordination are require )
by different jobs in this group. .

-

Other Information -

" RELATED GROUPS OF JOBS — Other Worker Trait

Groups related to this ‘Worker Trait Group include:.

63 Dramatics

66 Rhythmics

69 Miscellaneous Amusement and Recreation W