. +

‘Table B-4 = . -

. Years of Experience

General Secretaries

A;Y‘Méan.
J+ No. of !
Years"* SD

Range of Yeaxs

Least:

T

Worked at Present Job

.4.79  4.99

2"

-0 2t

»
orked in Secretarial - : _ ) .
Fleld , : 114 9.54 7.38 1 b 33
\ @Number of secretaries providing usable responses,
. - ;
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- * Table B=5 " .. .- .
. “« © o . ! K . ) N . )
Location Contextsd. . s /},'! o

N B ) . ,{ . R
Co . : -Woxkers - Supervisors
Type of Business Opération : , T )

- Pederal Service i. o T g 1
State Service ' . ' - - S 3 12v- - 9 h

. Local Service ) J" B - 5 | ,..4%
PrivateVBusineés Firm . B O 24 13
University or Collegéf IR 3 1
Education - I ‘ }/’. L -12 ) _Q 10
Other - . g /' H _ 6 | 3
Unknown - - ’? ' , 54 : 39
Size of Busihess | ) o -
Small “ : ' 9 9
Moderéte a . .. ' 5A / : 3.

- farge o : ‘. i S _ T 16 -
Unknown | . | _ 75 . "%ﬁilr
Cifz size i | . R ‘jféﬁéa
Metroboligan- | 4" . I | /!50 \;\;25
Moderate/Remote . ‘ o - | 17 ' - 13
Unknown - | ’ T 63 44

Apata provided by supportlng ‘state agencles for 120 workers
(g,ecretaries) and 80 supexvisors. .
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APPENDIX C ¢ .

TASK INVENTORY DATA ' § - °

. - ' . o
i . - ' T . e
- s L - : .

Appendix C- contalns a detalled'presentatmon of the task _
inventory data in computer printout form.- Each table is pre-
ceded by a description of qﬁe questlons and resgénse categories-
that are reported on that tdble.

. . '\A/ ,’ ) , ‘_’

Table // -,'Description S -". o S
c-1 S Tagk Octurrence (Ql 02, and QG)

CcC-2 ;n Task Importance (QB amd Q9)

c-3 ~ Extent Task Is Part of he Job

(Q6)

Frequency of Task Perfo-
(Q3 and Q4) - -

C;5 e Tlmezto Qualify (Q7)
C—G:_ j ,. . Learnrng Location . (le and Q13) o . x

c-7 o Superv!ﬁor Suggestlons (QlO and :
. oy | R /-\

c-8 ' Summary of Tasks by Percent of
' Workers Perfqrming

-
’ -

c-9 . . Summary of Tasks by Percent of L
’ . . Supervisors Desiring Performance = . '~

- -~
v')f'
- ' 99 ’ '
90 . | '

Tt




/mable c-1  ° o,
Task Occu#rence (Ql, QZ, and Q6)2 |

.‘ ’ ‘ ¢ L]

. : : . ¢ . )
Question 1:. " Task Occurrence (Workers) v . -
L - . - ) :

',F\ | During the last year or so in your present job stition'aé
a General Secretary, which of the activities have you

performed?
”‘5- Response: Check mark for eacﬂ task performéd.lrnl.

Question 2: Task Occurrence (Supervisors)

From your experience as'a supervisor “of .one or more General
Secretaries, indicate which of the activities should be
performed by General Secretaries in yo;y}operation; that is,
by such employees.under your supervis;,n in your office or
firm. . Indicate which tasks your General Secretaries should
'be doing as part of their job, even if only done once.

r each task that %ecrétaries are
expected to do. ' L : :
v . . I

L4

Response: Check mark fo

s
% J

Question 6: Extent Tasé Is Part of the Position (Workers)
L o L ) : ’ .

Answer this question so as to give the best description
you can.~ For each task statement, rate how signif cant a .
part of ydur job it is. nsider and weigh its importance,
frequency of occurrence, elevaﬁce, and any other factor
which you think determines to what extent the task is part
of your positien. |In your own mind, ‘combine these factors
into a single rgﬁi g-of how significant a part of your job

it represents.
»

AIn Table C-1, posittive (checked) responses are reported
for Q1 and Q2. A composiite response composed Qf any selection
of scale ratings 1 through 7 is reported for Q6. The results
indicate that Q6 is a more sensitive measure of minor tasks

than the checklist used in Q1. and Q2. Because the,group of
workers responding to Q6 rated each task, the data provided by

Q6 appear “to include those| they might do on some remote occasion.

100

91




/ e ! . o ‘ S . Co
Table C-1, ~ Continued o ‘ A L S e
) k . o ) . . B .;L L /

N =T . .y B ’ » R £
‘Categqgies and Values of the Response Scale: N

T,

= Definitely not a part of my Jjob =
- 1"= Under unusual circumstances may be a minor part  »
(\ of my job . _ . .
2 ="'(not defined) Vo
3 = (not defined) ‘ .
. 4 = A substantial part of my jOb
5 = (not defined)
6 = (not defined)
7 = A most 51gn1f1cant part of my- jOb

L N -

Each of the 10 columns of Table C-1 is identified below.

Column 1: Number of Group 1 workers who checked ..
A - (Question 1) that the task is performed S o

““Column 2:  Percent of Group 1 workers checking the task b
: . (Question l) - C o
Column 3: Number of Group 2 workers who rated the tagk
: as being some part of the job (Question 6). .

Column 4: Percent of Group 2 workers rating the tasﬁ
1-7- (Questlon 6)

Columns 5 B .
and 6:  Composite of Column 1-4 data.

Difference between worker groups responding
to the task (Colunin 2 minus Column 4).

1)

. « Column 7

Column 8: Number of combined Groups 1 and 2 supervisors
‘ who checked (Question 2) that the task: should
‘ be. performed by secretarles.
R !, i ™ N e
C?lumn 9:. Percent of 'all superv1sors checklng the task

(Question 2). oo | o

Column 10: Difference between workers and supervisors »
responding to the task (Column 2 minus
Column 9). \
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. ’ N 'Task'Importanc{i (QBrand Q9 s

Questlon 8'

B v

—

e

Task Importance to Job (wOrkers)

What degree of 1mportance would you assign to each
act1v1ty you perform?
'in regard to its contribution to effectlve operatlons i

your office or firm. .

Categorles and Values of the Response Scale-

o'-.l

2
3

M\\b e
Jje g B

Judge the importance of each activ1ty ke

-

Low 1mportance (relatlvely unlmportant part of
the job).
Moderate importance (1mportant but hot €

entlal);;

High importance (essential paxt of the ng that

/

‘a2 '

‘e
. .
»

decisively influences the effectlveness of ‘the
office operatlons) . _

A

- ‘ . ) . ' !, . X ) B :
Question 9: Task Importance to Job (Supervisors)

Based upon youpvsuperV1sory experience in your present

operations, what degree of importance would you assign to
' " each job activity that is appropriate for your General

Secretaries? Judge the importanée of each activity in

RS regard to its contribution®to effective operatlons in your_

- et

office or flrm. . : . Qtw~..4 A
) Categorlés‘and Values of the Response Scale- Identical to

-

- those of Question ‘8. - : o o

.v(, .

-

_ Each ‘of the 22 columns of Taple C-2 1& identified below. R 7@f

Column-ll: Avera e (mean) of worker ratlngs, cons1der1ng- ]
i ‘ only those who checked- (Questlon 1) that the o

o ' task was performed _ ) ) S
.bolumn 125 Standard deV1at10n show1ng degree of response,“

E N A varlablllty.

Column 13
o (Questlon 8).

v

. >
.

/ '

9

o

i Number of workers who rated the task 1- 3

aQuesﬁé?ns 8 and ‘9. were. anSWEred only for those tasks

o checked on Q1 or Q2 ‘ T AN

a

a .’ * s w

TR

A ' ' .,k»



s . 7

- “.  Colummns.25, . '

. - | 'y : : - ’ . s o LN "
Table C-2 - €ontinued =/ _ . v o _
L} A . - . . / . N . :

LN

r

Columns 14, SR S ' T
15 and 16: Average, standard ideviation, and number of
.- ' supervisors who rated the task (Question 9), .
' e considering only ;tho&e who checked (Question :

- 2) that the. task ‘should be performed.
: o / W o : .
- Column 17:  Difference between worker and supervisor i
" average ratings (Column 11 minus Column 14).

Columns 18, ° B R ChRURE
through 24: Same as Columns 11 through 17, except' the . ot N
: average ratings were computed across all per- = | 5

sons-in each group. Persons not checking the .

task (Questions 1 or 2) were included in the s
average by considering their rating to be a :
R - value of "0." o

Note: The Column 18-24 summaries may be of value in pro~
-, " viding greater comparability with Question 6 ratings-
-7 as_given in. Table C-3. Columps 18-24 denote a‘takk"
rating with respect to job importance fdér the entire

@ccupation that is represented in ‘the survey. On

ﬁﬁhejother'hand,'columns~f1—17 denote & task's job
importance only: in regard to ghose in an occupation
who do or should perform that’task. Thus, a task-

. might only.be required of a very few workers but for.
them it could be highly important. ' Extremely diffi-
cult tasks, involving gFeat skill and experience,
could be of jthis nature. - o

A

Voo ) -
26, 27, and . NS L
}, 28: . Number of surveyed workers using each level . ~0
oo o of the importance scale. "Column 25 (None)*. A
' is the complement of the fiumber of workers C
ghecking the task on Question 1, as recorded \.;
in Column 1 on Table C-1. 2 ‘

| N ” N
Columns 29 3 - S . R e
| through 32: Same as Colunins 25 .through 28, but for:super- B
‘ : - =visors! ratings. Column‘?Q'ﬁNone),iS'ﬁhe
. . : - complement of that portion of Column 8! . "]
~ (TaBYe C-1) represented-by the 40 - superviso T
in Group 1. /- | : . : . ﬁ \Pﬁ\\ - =

-

0 .

s

’
g

. | 109




z

Y N O »
©
”

. ) .
s NOOm™mO

ECREE
-

LT E
LK N1
1

¢
onn;o&‘éwdom

MOME

K,
e NE

oy
oY
oYy

oy

oy’

o¥
o%
oY

0y

oy
oY
oY
oY

-1

0o°1
L4°0
0°1

6°0

0°1
0°1
6°0
z°1
€°1

- 201

2°0
N.
10
| a4

‘¢*0

6"0

%°0
€°0
$°0
%0

$°0

»°0

»°0

8°0
1

09 L0 €0 | %0 &L L0

6§ 6°0 S°0 | €£°0 ¥ g°0
09 .%°0. 1*% | €0- 2 o°t
wm €1 9°1T | 1*0-- 2¢ G°%0
6°0 6°0 | ~.os‘kww~ L0

09 0°t 9°0 |.1°0~= 1 9°0
09 . 0°0 0°0 | 8*'2- .9 %0
09 G°0 I°0 J 1°0 - 6 _%°0
6s 8°0 £°0 ] €°0. ot L°0
65 - 8°0 2°0 1 S°0 9 - 5°0

65 6°0 %°0 | €°0- 8 50
‘09 0°1 §°0 | 0°0~y, 9 5°0
09 6°0 %»°0 | €0~ 8 L°0
09 6°0 § €°0- €1 .9°
6S 2% Il 20- 22 ¢s°%

5°0 €°2

90 2°2
§*0  9°2
9°0 02
90 ‘2*2

L°0 &°2

[N

9°0 0°2

N1 . .
TN 8 st.o  t LI AN i oY el 09 € §°0 €°2Z
9 1 -0 €€ 1 1. 0¥ 1°1 s°0. 09° L €°0 672 8% - 93
9 1 1 z2€ 1 | 0y  1I°1 s*0 09. 8 L0, 92 ®°0 o°1
. Z % 1 €€ 1 i 0% 6°0 %°0 09 Tl 4 9% 1°2 $*0  0°2
: mw oy 512 8 . i oy €°I I°t 8 61 8% v°2 8°0 8°1-
. . — N .
z 1 1 9 o L°0 2°0 09 - L°0 1°0. | 8°0 % 8°0 €°2 0°0 o0°¢
€ v 1 z€ € 6°0 %°0 09 8°0 €°0 | I°0~ 8 < 2%~ g2 6°0 1°2
@ , "€ 2 O S€ o 6°0 €°0 09 8°0 €°0 | t*Q . S $°0 9°2 '§°0 . L2
S 61 Ot 0 11 I o €°1T 6°1 09 €°T s°T P 2°0= 62 . §°0 L°2Z S°0- g°2
o coo0z.s 1 et ) 9*1 8°1 85 »°1 'S"T L 0°0- 92 G0 1°2 »*0 L1*2
. | _ | he S0
. . - . |
@ L1 9 o1 s 0% .2°l 8°C¢ 09 Il L°0 | €°0~ %1 9°0 %°2 L°0 / -2
T % & 1€ 6 0y 8°0 %°0 09 L°0 €°0 | €0~ 6 ~ 1°0 1°1 $°0 1%
6 1 s st 4 vy 2°T €t 09 TI°l 9°0 | 2°0 - sz 'L°0 2°2 L°0 €°2
- s L 1 22 I o 11 8°0 09 0°l s°0 | 1°0- €I «9°0 €°Z 8°0 2°¢
. z € U %€ 0 0y ®°0 €0 09°' s°0 10 | 8°0 9 L0 2°2 0°0 oO°¢
B - . . Seoe T
o HOIH GIW MO INOW _ HOIH Q3N MO _3woN N as z<m:;\ﬂdﬂ as NvaWw |- NvidW N aS - NV3W as  Nviw
y _ : - - 1 . - :
, . SISNOSIY - S3ISNOJS3Y s¥asta¥adns 7 su3anwom | S=K21  SUNSTA¥3INS SHINYON
- B YOSTANIANS 4INWON - ) ER
- i . J0 ©o40 0 SNOTLVLID 3IINVAYOIYI~NON | S Vi v 40 3INVWYD4¥Id
‘ ’ zuupsa.upmno NOI2NATHLSTA INIGNTIINT  “SINIONOASTY TV 1 ¥INGOM INELID S1NIONU4SIY
.4. . o m i : v .
- ‘ {62 3 80) .
- - FINVIBOINL  NsV1 22 373v4 .
- 311S0dW0D - S3ITuvidwdas: - -

AdviNNS <h<c >¢Ohlu>z— ASVl

T4

A 24
22

12

02
61
ol
1
91

110




SE
6t
22
)
o1

$0nN

on
on

&€
2
1€
g€
%€

b4

6‘90‘21:
TN N -
MmMOoNm~O

9¢
‘8¢
9
s€
€€

o

MOmON
NN G

L2
2€
L1
‘6€
L

NO N w
-4
MMeMONO
ST A .
BCmnO

9¢c
6Z
1
T 9e
LE .

.

MNNOM

o.NEN -
k)

[-N-N-F- -]

'

F4-4
62
.ot
€2
61

CmMOmO*.

- N
oo +Am

.

2.z 2€

R S 91

0 4 . £
e T (14
¥ B 1 sE
HSTH Q3N MO INON

N Em
- - )
A0 O M
- :

N =t ot \F =4
_OGDf!qkn

(=30 M F
W

L4

-‘Olﬂm."

1 »S

e 22

2 't
1 2
2 og

HOTH G3W MOT 3INON |

€°0
0°0

1°0~

€°0-
2°0

0°0-
e°g-

~

| 2°0-
l-0°0.
i 0°0-
i o=

] Ouo

NY3IN |

- e

6°0 €°0
$*0 . 1°0
1°T 2°0
€°T &°1' -
2°1 8°1:

. . -
€0 0°0
TEcr 601
;6% %0
820 €0
9°0 2°0

1°0. 1%0
£°0 T1%0
9°0 2°0°
9%0 - 1°0
6°0 %°0

8°0 §*0 :

L°0 €°0 09
07 g£°1 %°1 6§

€°0 0°0 09 -
0 L°0 2°0. 09
e ;
0% , 8°0 €°0 09
0% 9°0 €°0 09
0 _0°1 %0 09
0%  8°0 €°0 6§
0% 8°0.-.2°0 09

»*0
_€°0
9°1
2°0
10

2°0
9°0
%°0
¥°0
1°0

9°0
6°0
0°1
--8%°0
s°0
€°0
8°0
1°2
0°1
2°*1

‘L°0
2t
P23
2°1
oo

oy - 1°1
oy 1°1

$*0. 09
9°0 1§

€°1 1°2 8§
0% 2°I o0°t 8%
“0%  9°1 41 8s.

Ad)
s$°1
€°0
€°0
%*0

0%  8°0 €°0 6%
0% £°1 §°1 , 8G.
0% 9% ¢°0 "5

0% L0 €°0 09 -
0% 6°0 £°0 09

-L°0
€1
8°0
8°0
6°0

N as Nvahk N G5 Nvaw

4

60
0°0
.. 8°0
L0
1°0

9*2
o°¢
2
522
6°Z

00 "0°€
~gen 2°2

A d
0¥ o2
9°0 9°2
L0 0°*2
$°0 9°¢
S0 s°1

0°0 0°¢
mou

muo
L*0 0°2
‘90 2°%.
2°0 1°2

6*0 €°2

'0°0 0°€
s°0 €°2

L°0 .s°*2
00 0°¢

S0 "°s°1

8°0: 1I°2
6°0 8°1
L*0. §°2
$°0 %°1

'9°0. 9°1
L0 ST
9°0 .§°2’
'0°0. 0°2
§°0 2°2

»°0
%°0
0°0
S0
0°0

9°0 L°1
$°0 s°2
9°0  6°1
L°0 . 0°2

0°¢

0°€

$°0
- 9%
.m.o.

< Tigeg

922 -
2
6°2
- 92
$°0 1°2

..

L°0. ¥*2
50 202
" §°0 &°2

L°0 9°2
81
s°z
*1
02
92

3

as NyaWw - N

8°0
R
$°0
6°0
g°0

L°0 2°2
9°0 #°2
. 8%°0 . 1°2
L°0 €2
L°0 2°2

aS Nvaw

SISNUGS 34
¥  WOSTA¥3IANS
- 40
‘._zonpanqxpm_o

»

I
i
]
1
]
I
|
]
|
]
. .

SISNOJS 3y
YINYOM
40 -
NOIINAIYLSIG

|
IS-nza

5

SHOSTA¥3ANS : Syanyor

SNOTAVLITI) IDINVWHOSYI4-NOR

CONIGNIONT .mh?mQZDnme 1Y
* . 4 .

S-M10 . SUOSTANIANS . SHINNOM
NSYL" Y 40 3INVHED4¥3d
WINYOM INTLTD SANIANDGS I,

80~ 1°2:

N.n.o . N.N
§*0 92

. 8°0 o0°2

8°0  §°1 .

S°0' €£°2

8°0 -g*2’

$°0 §°2Z.

‘9°0 0*Z

8°0 1.

3¥3ES

RERAS

¥ AARSS
- .

Q

C

Full Tt Provided by ERIC.

E

r




, * t
. e
\ - S e ‘ L _ .
1§ €2 - 1.9 2T €€ €°FT- 0°L . 85 - ¥°T1 I°T | 2°0 L1 6°0 #2 9°0 ..
@2 Vv s€- 4.6 & €Ly 8*0 €°0 09 O0°T S°0 | 0°0- S 1°0 2°2 @°0
2% 62 | 9 9 1 9 0°1 9°0 6S 0°T s°0 | €°0° 11 6°0 1°2. *9°0
-t "8 9% 1tk € 2 ¥ 12°0 €°0 65 0°1 6°0 | €°0~ " & : 9°0 g7 . 8°0
COF € 2T | €1 8t 9. 2 CE°T €1 6S  2°T H°1 | 10~ €2 L°0 £°2 £°0
‘./h,..,, ! . . . U . F . T \
v-'0s k€ )} T % o 2 “1°0 2°0 65 9°0 €°0 } ¥°0=~ €  §°0 -1°2 %0
0 O, &€ | €..0 1 9% - §°0- 1°0 09 L°0 Z2°0 | s*0- 1 0°0 0°€ . 6°0
t:0 e | Z 1 0. 18 L0 2°0 09 9°0 .10 | 0°0 € §°0 L°2 s°0
29 0, 2 1 &% M 2 L2 »°T 2°T 09 €°T €°1 § 2°0~" 81U “5°0 21°2 9°0
€ 1 9 | s .0 ZT €% $°0 2°0 09 . 8°0 €°0 ) L°0 Y %0 8°1 6°0
* % 0 2 | ot 8 T 8 | €0 Oy O°l $°0 8§ 2°T 8°0 | 1°0- 8 ' G°0 &°2 L°0
9 U o €€ | 9 € o0 1s {4 1°0~ 0y 1I°1T §°0 09 ©0°Tl %°0 | 2*0~ L €°0 ,6°2 $°0
¥ 0 0.9 |} -9 % 2z & | 1% Oy 6°0 €°0 .09 6°0 %°0 | L°0- % - 0°0 O°¢ L°0
0 t T e [ 2 0 .0 8 10°0 0¥ €°0 0 09 6°0 T°0 I S°l - Z %0 §°TU. 0°0
L Lt ,m T | 21 % 6 02 "l 1°0- O+& T°1 .6°T1 65 ° 1I°T %°1 | 0°0 62 9°0 1°2 L°0
T U. 0 8 |0 € 1 9 10%~ 0% 9°0 I°0 09 G°0 1°0 | @°0~ 2 $°0 g°2 %°0
€ § % 92 | 1W-SU 8 92 [|S§°0 0¥ "TI°1 L°0° 09 2°t- 2°l { o0°0 1 9°0 1°2 L°0
¥ L ¥ Sz | S % s .9€ | 0°0 0% 1°T 80 09 1I°1 @°0 | 0°0 - &1 L°0 0°2 9°0 -
L4 € § € | L S 2 9% |€0- 0¥ 2°T 0 09 1°%t 3°0 | 2°0 st 6°0 1°2 L°0
2 € 0 sE | € 0 2 -6 ) T1°0- Oy Q°0 €°0 09 L°0 2°0 | 2°0- ¢ S°0 %2 0°1
. b . i Y . . . . - : AT
€ o0 1T 9 | 2 U 1 95 1 1'0-. Oy 30 €°0 09 9°0 1°0 | £°0= -~ % - 6°0 &°2 8°0
T ¢ 0 9 | 2 % 1 2 1o°0. 0y @°0 €0 65 .L°0 €°0 | %°0- & %0 s°2 9°0
§¢ € 0 21 | % -1 0 sz | €0~ 0oy o°T 0°2 09 s°1 L°T | 1°0 92 €°0 6°2 -2°0
N % It € 61 | ST OTI, € 2€ ) 0°0 &€ 2°U T°1 09 ¢~ -1°t | §*0° 02 L*0 1°2 L°0
€ ¥ B eT |2 8 WMot gE | €0~ 0y O0°T INT 09 I°T 8°0° | 1°0° §2  9°0 81 80
€1 ot 2 ST I 91 1t Z 1€ - | €°0- a4y €°l G°'1. 09 €°1 2°1 | 0% 62 . 9°0 2 9°0
- ¥ O 1T €2 | & & 1 s* | €0~ 0¥ 1I°T 9°0 09 0°1.9°0 | t°0 ST §°0 2°2 9°0
N Q € 1 9€ | 0 0 1 65 12°= "0 .5°0 2°0 09 1°0 0°0.4} 9°0- & . &°0 @°1 0°0
€ 9 ot 22 | L € Ot oY | I°0~- OY 6°0 L°0 09 0°I 9°0 | €°0 8T 1°0 9°1 - 6°0
1T o 1 ®€ | T 0o O 4 |1 0°0- O G°0 T*°0 -09 -%*0 0°0 | o°1 2 0°1 02 - 0°0 O0°€
. L 4 . . . . -
-~ -
0 1 0 € § 0o 0 O 09 [|0°0- 0% €°0 0°0 09 0°0 0°0 | 0°2- 1 0°0 02 o 0°0 0°C | oL
. € 0 1 9 | 0 I © 6 |2 oy 8°0 €0 09 €£°0 0°0 | %0~ & 6°0 '§°2 T 0°0 0°2 | 69
. 1.0 0 6 [ 0o 0 0 09 | 1°- oY -S°0 I°0 09  0°0 0°0 | 0°t- 1 0°0 0°t 0 0°0 0°0 | &%
- 1{ 1 T "€ | T 0 "0 65 §1°0-.0Y " 9°0 1°0 09 %*0 0°0 | o°1 € 8°0 ©0°2 1. .0°0 ‘0°€t | &9
2 € ¢ s t o o o o9 | m.on 0¥ 30 €0 09 0°0 0°0 | ¥°2- s , S%0 *z o 0°0 0°0- 1 99
. . 3 - . L .
HOTH Q3N MOT INON “ HOIH Q3N MO, wzcz | z<w: N 0S NvV3W N aS NvaW “ NV3N N OS NVIW as Nv3W- “ nSVIL
: : h . - :
SISNO4S 3N i S3ISNOJS N is-n:q SYOSIAYIdNS T SUINUOM { s-n: SAOSTAYIdNS SHINYOM |
YOSTA¥3IINS VINYOM ] : : . . 1 ) . |
. 40 - - | 40 % . SNOILVLED ‘IINVWNO4UId=NON ] JASVL ¥ 30 IINVHEOL¥Id [
. ‘NOTing1uwLSIa | NoTLnstyasia | INIGNIINT  *SINIONOdS3IY TV ' ¥INYOM INILID SINIONOS 34 1,
- . . . - 'Y .

1 34
.




ol N.o 0% 1 09. 9T geof* L0 $°2 .

141% oY . ‘00 09 €°0 10 | €°1 . 0°0 ‘0°0
"1 1°0 @9  2°0 %0 [ €°0 6 S°0 9T .
}.0%0- , " 09  e°0 .€*Q. | €°0~- . 8°0 %*2 n..o
I 0%0- : “1°0. 09 %°0 ,1°0 - 0°0 ’ AL §%0

¢
e

09 %0 T0-jss¥0 1 0% 01 ¢ . g0
8°0 _ 09 - L%0 -€°0* ["1°0 _ T .9°0 9°1._ I 9%
1 09 €°T:0°2 [ 10 W %2 " 9°0 922 "Vay §°0
9°0 . 65 . 0°T §°0 | §°0—~ ¥ . 170 0°2 T . 8%,
1 65 €°1 2°1 ] s°0~ %1 - €°0 6°2 6 1°
ST . ’ . - LT o N
. 0% 9°T 0°T 65 €°T1 0°T1 | €0~ &1 -4°p e mm 9°0
4 0%~ 0% - §°0 6 €°0 1°0 |'s*1- 1  0¢°0 ©0°¢ T §%0
.10 oy @70 . 69  6°0 '5°0 -] 1°0 ,2 ‘9°0 L°T - Q1. L°0* e°Y
. oy L°0. .2 65 9°0 1°0 1| 1°0 " 8°0 €*Z € 60 €°2
v*1 WS E°T T°1 | »°0- oﬁc L2 4z
<Y - - .

21 65 . i1 650 | €°0- €2 @0 0°2\ 2 6°0 @°T.
%0 ¥°0 65 T°T.1°0 | 0°0- @ 9°0 I°2 \ 6l. 8°0 1°2
STl 9°0 .65 2°T 6°0 [ 1°0 . Si.- 1°0 1°Z \e2 ‘60 1°2
£°0 2°0. 65 %0 1,0 | €70 € $°0 L°Z2 |1 - 0%0 o°€
-0°1 9°0 g ] 6°0% .21 9°0 32z g

. R .8 N N B -* o )

1°1. 6°0 » 6§ 0°1°6°0 [ €°0+ ©9%0° 8°Z 21 s°0 .¢°2

9°0 "2°0 , 65 -0°0 0°0 | 8°I- ; 8°0 8°1.. 0. 0°0 '0°0

2°T 2°T 65 " 0°1 9% { Z°0- " L°0 €°27 9T 1°0 1°Z .
6%0 %°0 65 L°0_ Z*0 f 8 9°0.. 12 L 680. 0°2

$°0 . 1°0 - &% o.o&— o |20 - 0°0° 0%2 ¢

l.. £ Y

-~ O

; € 2°T L°0 65 0°l %20 | 0°0- 01 %°0, 8°Z . . 9°0 8°2 . Iy
28> 1 9°0- 0% €°T 6°0 65 8°0 €°0 | 2°0-. €1- %°0 92 L . 570,92 V 01
0§ . 1 1°0-. 0y 6°0 S0 09  6°0°%°0 | €0 6 . 9°0 12 %0 ¥°2 | ‘so1.
6 | T°0- 0%  6°0 9°0. - 6% 6°0 9°0 - |.1°0- < §1 9°0 251 . L°0 9°1’ |, 101
om 1:0°0---0v "0 1°0 09 %°0 0°0 | 0°0 1. 0% - o0'c . p.o 0°€ -1 %01 -

~
. 2

("1

~
LR K
orOo MmN

w»

‘o
(]

6% 1 .1°0= 0% " L70 90 09 °'L°0 €0 |1°0 .6 $°0 2°1 9°0, 101 1 eot
€y 1 Zz°0- 0% 2°1° 9°0 09 "1 9°0 | 0*0- .GI , 1% €°2 41  g°0 z°Z I .01
09: §72°0= 0% 10 2°0 09 0°0 0%0 | €2~ € 6% €Z 0 0 0°" | €0l
8. 1 2°0-. ov. R0 €°0 09 €°Q 0°0 | L°0- S L° 2°Z 2z  .g%0. g% 201
s 1°0 . 07 L°0 2°0 09 8°0 €°0 | 0°0® € G0 1°2 ... S*0 L°2 ™

Dmmn®
FETE
OO-?-

NO NS

QOmMOe¢¢

LE >

HITA Q3N MOV -3INON | HOIH Q3W MO mzc

o
. 2

SISNOdSIY - “ S-M: a " SYOSIA¥IMNS sudiuom ". $=M20" SHOSTAYINS SUINWON -
—“ . .

'SISNOIS I
YOSTA¥34NS.
40
NOTLNAT¥LSIA ..

a2

RO

.

- ¥INNOM o : , | . - d-
40 - ‘& ¢ SNOILVLLD IINVWNORNIJ=-NON . - | TTUMSYLY 40 JINYHIO4Y¥34
_ NOTLNALYLSTO . ONIGMIINT  *SENION 1Y i

e

N E
1.
. . - . , b )
Ztut N - as J!/Qu:. N as Nviw. | Nvaw N as Nvaw as EWI'\_ﬂ wSVL
j
1
-
I

¥INIOM INTLID SINIONOJS 3




€°0 09
z*0 09
Z2°0 09
1°0° 09
z2°0 09

€€
9€ .
1€
6€’
L€

~Aﬁ~ﬁn
NOHMO
CoomM¥
niH o s
~

CQmum
Mo~

L]

e QOm
: &
akias,

‘1€
¥E
sz
‘SE
© 0E

10 09
€0 _ 09
80 66

o " 09
9°0

*
a

L°0

R34

.

.ds.
" 9%0

m~MeamO
Net QNN
OO ™
#nwof
[ ]
HMmO 0
.ﬂ
cowmNe
'om§on

P
.

114
2€
SE -
1€
1€

«

~N
"

»°0
9°0
€°0
$°0
9°0

[N

%0
€°0
»°0
L°0
G0

-
[ 2]
L

noogn
“MOTn "
"
¢

oeeMn-
L N
‘omoEa
o0 N0 O

coomo,
‘9 (-3
new

$°0
$°0
L°0
s°0
0°0

€€
92

S0 09
" Z°0 6°0 0°0-
0°0 0°T ¢
: 2°0 0°0

€ . :
0°0 . 1°0 : . €°1-

6€

O YRWNn
J
oONmNN

. L]

o¢mnmoo

-
Oagh

-

oy
ot
9€
2z
. ‘n

0°0-

L°0" @*1 6°1
0°1 0°2 ) €1
.9°0 9°2 : 9°2
$°0 s°2 0°2

| 0c0_ . 0°0 o°1
I 9°0Y ¥°0 g* 1.1 1°0
1 1°0 1°0 . z°0 | 2°0-
| %°0 11 s°1 1 0°0-
100 0% 9% 10 . %0 T1°0. . s°0-

-4
[

.

e NO
=4

Dt § O
-

~N

~nove.
-y

MNP O
TN O
NrENOO

. . . . .
.ov - “0°0 ov 0°0 09 (0°0 00 | 00
9€ 18 1°0: oY 1°0 09 ‘9°0 €°0 | z°0
. 0% ! } 1°0 0 0°0 0°0 09 s°0 1°0 0°t
L2 . : “1°0- 0% 8°0 09 . 2z°1 8°0 | 0°0-
1€ _ : 1°0- 0» ¢e°f 9°0 09 11 50 | 0%0-

4

8000

0°0 0°0 - 0%0
$°0 s°1 L1
0°0 0°0 o°¢’
9%0 §°Z el §°2

c.on.N o.~
AR . _

NeonNo
eMONG
emoeo

1 Zl 0°0- oY - L°0 . 2°0 09 §°0 1°0 €°0= .6°0 €°2 0°2
Z € N - fZ0 . o0y 2°0 0°0 09 L°*0 2*0 [ o1 0°0 o0°1 02
0z €1 - Z2°0 - O €°1 e°1 09 €3l s°1 1°0 9°0 &°*2 : »°Z
T | S 1 1°0 oy '0°0 0°0 09 §*0 1°0 | o0*2 0°0 0°0 - 0°2
[ I 0 09 0°0 o 0°0 0°0 09 0°0 o0°0 | o0°0 0°0. 0°0 0%0

SISNDASTY mrmwo SY4OSIAY3dNS JS¥INHOW | S-MTO.  SNOSTANIANS mﬂmxxwaawﬁamv
wpiom |- & - _ : ,

.. 40 " © SNOTLYLT) IINVWEOISIJ-NON ASVL ¥ d0 wuz<a¢agxmmw” B

LE
6€
. 9F
ay
oY

Qqﬂﬁn

.. S3ISNOISIN
© WOSTA¥3dNS
. 3 .
NOTLNATYISTa

l

3

—.

R

i

. > . . . M .
S HOIH Q3N MOT INDN “ HOIH Q3W m07 3INON | NvaW N aS NVIH g N GS NY3W | NV3W N OS NvIW

1

!

i

(-

NOTiNQI¥1SIa % -INTIGNIINT  *SIN3GNOdS3IY 1V

i

i

YINYOM INILTD SINIONOISN

- . f




.
[

25
9s
s
9s
14

- 0°0

€0
0°.0
0°0

nuque
[-X-¥-X-X-]

eondO
QONmO -
ccooo
OO N
4" O
-N-N-Y-¥-]
- o S -

0°0
Z2°0
6°0 %"0
00
6°0 - %°0 -

9s
17
I 4
€S
9%

mommo
movoo
.
wifoco
TMOOm™
TNMOO
Lt X ¥ ¥ 3
~MANMON
[ N B ]
(=N -NoN-N-)

-

~—
£
[

Ls
&%
sz
91
9%

9°0 1°0 . £ €
6°0 %°0 9 1
€°1 o°1 : 8t 0 o
€°1 L°1 . Co92

2*t 10 © 13 1

€1 1 9 12 ow~\‘ 123
£°1 #°1 €2 9°0 %'z ¢ }
6°0 %0 - , _ L 1°2 92
”
o<

-

bbb Aal o

(]

L Ao ALK~
LI
NETMNO

O MG i
- R SNy G S
NNMO O
o e 0

ecooo

=&

N
[
N

61
2
9s

A

]
annN
CX-X-¥-¥-1

i

- 00
~Ow ™

L))
-4

2°1 6°0 ) 41 1°2
Z°1 o0°1 14 fad 4

LT )
taNeQ

ot L°0 :1°2

[
;.-
©

¥°1 +°1 22 9°2 6 8°0 €°2
“1°1 9°0 11 €°2 1 €°0 6°2
L°0 2°o0 d € L°2 1 0°0 0°¢
€°1 8°0 r4 92 11 4*0 2°2
¥°1T &1} R < 4 82 Z 8°0 o°2

L

12

6y
6%
Ly
€€

oz
1€
[ 24
91

- &1
Le
S€
: 74

G\d{-ht‘w
NMaNQAaN
ONOmmMm

. -
KNOOM
. - e G
e LE ookl
e 6 0 0 0
TeTRe

¥1 g1 12 8¢ ¥ 90 92
el §°1 _ €2 S°0 1°Z 6y 9°0 s°2Z
L°G 220 € S0 £°2 1 0% 0°1
0°1 %% S 0% O0°€ € 80 0°2
1*1 9%0 21 1°0 2z*z 81 8°0 2z°zZ

« »

9t
1
6S
Ls
2y

VCOmME ¢

NS OOO

N O =

N -

Nt NN,

LA 3 X ¥ ]
L[]

OM(\:'I\#
O??OQ

L T4
€€
Le
92
(111

om ¢J& ‘Oou .mn QoOhoN uN huoan
0s oY 6°0 %°0 6°0 L 8°0 12 ot L°0 22
9s (] 2 L*0 2°0 9°0 € $°0 L*Z % 9“0 €°2
Y oy ° 2°1 8g°0 6°0 »1 9°0 4°2 st 6°0 6°1
hm O¢ Nono-o d-o On hocacw m.@.onoN

NO=NG
- QONO
oemem~
~oOoN®

e = . , r—c
S3ISND4SIY 1S-n:g SYOSTA¥3dNS SUINYUM SHUOSTAY3IINS - SYINIOM
WINWOM | : L
40 i * SNOTAVLIID 3INVHUYOI¥IJ-NON WSYL.VY 40 IINVWHOHYH3I4
NOTLNGI¥LISIa | ONIANIINT  *SIN3ANO4S3¥ )IY¥- YINYOM INILLD SEINIGNOLSIY

& N - 3

SISKOISIN

¥OSTA¥34NS
40

NOILNGI®1SId.

o
!
§
1
!
HIIH Q3N RO 3INON “ HOIH O34 MOT 3NON | NY3W N 0S NY3W as NvaW | N OGS NvaW N GS NvaW
i
|
§
I

o
IC
AFuText provided EIIE

E




0°0’

60 o "oy 1€ € ° J €0 0% ©0°0 09 9°0 €°0 '} S°Z 0. 0°0 0°0 9 .5°0 §°2
. % ‘T € 2 F % 9”1 . 1y 1% 0% 6°0 %0 09 I°T "0 | »°0 9 % 670 1°2 €T 9°0 32
= 560 o I o 0 0 09 | 00 0y 0°0 0°0 09 0°0 0°0 | 0°0 - © 0°0 0°0 O 0°0 “0°0.
S % L % | 11 9 ¥ et -} 1°0 0y TI°T §°0 09 2°T°'9°0 | S°0 9T 6°0 6°1 12 8°0 €~2
. "2 .00 8 |} € T 0°6 JO00 0% L% 10 65 L1°0 2°0 | €°0- 2 0°0 0°t ¥ 0 8°2
) M\ T 1T 9 L 9 2 @ 2 ‘n‘-w.o .0¥ 2°0 .2°0- 09 6°0 %°0 1$°0 9 W80 €2 ¢ 40 @2
T @6 0 6€ | € T O0° 9 1.1°0 0% 6° 1°0° 09 L°0 2°0 [ E€°0-. 1 - 0°N 0°€ &  4°0 @°Z
- - &4 € T 6 | 8 € 0 6€. | €0 .0y 2°1T 1°0 mu #2T 0°1 | €°0 - IT -1°0 $°2 12 .~ €°0 6°2
' . 2 Z 0 9.1 Z 2.0 9 171%~ ‘oY 8°0 €°0 9°0 2°0 j 0°0° ¥ 6*0 S°2 % . G®0 §°2
£ ot 9 4T "1 L ot 9 & [|9¥0- Oy ,2°t 2°T 09 1I°t 8°0 | 00 €2 B°0 0°2 €. 8°0 0°2
- § 0 T -4 -} @ 'Z o0 05 1| 1% oy O0°T %*0 09 1I°T 6°0 } 1°0 9 L°0 L°2 oI 4%°0 8°2
L 9 o0 @ 4 %t 9 o 68 | 1°0 oY . 2°1 9°0 65 €°1 6°0 | 2°0° €I §°0 .62 O0Z . §°0 2°2
T 40 T 0 -6€ .} 9, 2 0 26 €0 0¥ €°0 0°0 09 6°0 %°0 | 8°0 ¢ 0°0 0°Z @ %°0. 8°2
‘ 0 0,0 70} 1T-.0.0 69 [0 6y 0°0 0°0 09 -“4°0 0°0 | O°t O 0°0 0°0 I 0°0 O0°¢
't o T %€ -1 T ‘6 0 8 | o%0 0y $°0- 1°0 09 S°0 1°0 J o°1, 2 0°t 0°2 2 0°0 o0°¢
- S LT 1 o R P ' :
" 0 & U oy-J 1T 0 O _65 ) 0°0 0 0°0 0°0 09 %°0 0°0 | 0°tE . O 0°0 0°0 1 0°0 0°€
v ’ € T 0 6 [ € @ 0. 28 | 1°0 0¥ €°0 0°0 09 1°0 t°0 | o°t 1 0°0 0°Z "¢ 0°0 o0°¢
. 0 0 O oy ] T O© O -« | 00 Oy 0°0 0°0 09  %°0 0°0 | 0°t. .0 0°0 0°0 0”0 o0°¢
- 6 T 0.6 |1 1 -0 I .38 | 0% 0y €°0 0°0 09 %°0 1°0 | 0*0 1 0°0 0°2 2 0T 0°2
<., ‘Tt Tt 9¢ fJ. . Zz 2 € | 0% Py 1°0 2°0 09 °0 €°0 | 1°0- %- 8°0 €°2 L 9°0 1*2
. 0°0 .0 0 F 2 T 0,25 110, O 0% 00 09 9°0 10 12°Z 0 0% 00 T §0 12
C § YT o € | 1 & _Z2 2y 110 oY O0°l %°0 09 0°Tl $°0 | *°0- 9 ¥°0 8°2 €1 1°0 ¢°2Z
¥ € 0 0 ie | 9 9 0 '%. |} 1% 0y 8°0 2°0 - 09 6°0 €°0 } 0°0 ¢ 0°0 ‘0%€ 9 0°0. 0°¢t
.2 o0 o0 8 [ T 0 0 65 | I0- 0y L°O 1°0 09 ' %°0 0°0 | 0°0 2 0°0 0°¢t 1 0°0 0°¢
o i Z 9 o w | T I 0 8 1.1°0- 0% L% 1°0 09 §°0 1°0 1§ §0- 2 0°0 0°€ 2  §°0 .S°2
o 0.2 0 % [ ¥ 1- 2 €6 12 0¥ 90 10 09 8°0 €°0 | €°0 2 0°0 0°2. L 6°0 €°2
T -0 6 |}'ZT © 0 8 []o0° 0y -§°C T1°0 .09  6*0 t1°0 | 0°0 ¢ 0°0 0°t 2 0°0 o0°¢
® 0.0 ¥ J 2t 2 B 9 |20, 0y 1°T %0 09 2°T L°0 { 1°0- 9 ~0°0 - 0°¢ %I° £°0 62
0 2 o0 % "I T .0 1 @8 Jo°0- 0y %° 1°0 09 %°0 1°0 | 0°0 z 0°0 0°2 2 0°t o0°2
.6 0 o oY }F T-T 0 € { 1°0 oY 0°0 0°0 09 6°0.1°0 | s°2 0 0°0 0°0 2 $°0 §°2
- . N Y R
. ) . C. ’ ] §i .
- ¢ 0 o o0y [ 1T 1T o0 8 [1°0. 0oy O0°0 0°0 09 S°0 1I°0 | s°2 0 ‘0°0 0°0 2 $°0 §¢°2
o 0 0 0¥ | o € o0 s | 170 0y 0° 0°0 09 %°0 1°0 | ©0°2 o g°0 0°0 € 0°0 0°2
‘% % O 2€ ] MM S o0 1y [ %0 0y ©0°1 $°0 09 €°T 6°0 | 2°0 ] §°0 S°2 61 %*0 L°2
Z U o0 1£ '§f § 0 0 ss | 1°0 0y ¢°0° 2°0 09 8°0 £°0 | €°0 € %°0 L°2 § ' 0°0 O°¢
. . T 2 o 2£ | 2 € 0 15 |20 0¥ 9°0 2°0 09 o0°T %0 '} €°0 € 6% €°2 6 §°0 L°2
HSIH GIM AT INON | HOTH G3W MO INON | Nv3W N O0S NviW N OS NvIW “ NVIN N O0S NvaW N as NvIN
. . , | . T : —
SISNOSSIN “ SISNOdS N js-n3g S¥0S1 A¥3dNS SUINWOM | S-R2a  SNOSTAN34NS SYINWON
g WSIAYWNS.  } ¢ WINYON | . 1 . _ o
v 0 . ¥ 40 1 SNCI1V11D IONVWUOIuI4-NON | . MNSVLl v 340 IINVHuOIuId
NOTINUTHESIO § NOTLNEINLSIO § SNIGNTINT “4SINIONCSIN 1TV | WNY0R ANILID SINIONOESIV
e v .
. ~ )
. - ‘s ' r

116

-

Qo
1C:

Aruirox rovides vy e IR




Soel L ) c ) n - % “ )
- [ v . J - e
N . A ‘. E -
t L - ‘.. - N ,..vv - s
ot 6 68 I ¥ T T % _ 2°0 0y €°0 0°0 09 §°0 €0 | s*0 T.. 0% 0°2 9 8°0 §°2
Z 0 2 s .1's 2 O €5 .| T1°0. s6E L% 2°C 09 6°0 €°0 | 1°0 Y 7 0°T 0°2- L  §°0 L°2
L. 0 -0 .6 ] 0.0 0,49 J1°0- "0 $°0 1°0° 09 0°0 0°0 Jo0°€- ¥ .0%0 V°E O 0°0 0°0
Z-0 0 st~y 0 0,89 ) u.o 0%  1°0 .1°C 09 L°0 20 .} 0°0 -2 0°0° 0°€E % 0°0 O°€
§ .0 .0 6 | € 1. 0 95 . 0¥ $°0 -1°0 09 L1°0 2°0 | €0~ 1. ©0°0 O0°€ % _4°0 §°2
LR A A ffYn\Mch‘ » P : . e ,
- ‘. s . . = . T * - - . v
/& 2.0 9 l-€ 0 0. 25 11°0- 0y 9°0 %0 09 1°0 ‘1°0 -}.6%0 . ¥ €0 s*2 € 0°0 .0"¢ 1|
"Z 0 0 -Le J 2Z-Z 0o 95 ‘| o 6€ . 1°0 20 09 9°0 2°0 | §%0~ 2Z . ‘o..o,,.,,o.m ¥  §%  §°2 |
00,0 .0% |21 o0 25 ] 1°0 0y 0°0 0°6 09 9°0 1°0 | 1°2-° 0O 0°06 ,0°0 € §°0 1°2 |
1t 0 1€ F & % 0 s }-1°0 6€ 9% 1°0 09 2°0 2°0 | 2"0- 2 . $°0 §°2 .9 s*0 €2 |
.0 0 . o\ oy | O Q O .09° j o0 -oO% eco o0°0 09 00 00 | 0°0 [ 00 00 o 00 0°0 |}
. o . 3 . ~ o R BN , 5 .
0 0 o0 oy | T € 1. g5 1 20 0%y 0° .6°0 09 9°0 2°0 [ o0°2 ‘o 9°0 a°2 |
¥ € O % ‘I. € E 0 % ] 1%~ .0y O0°I %0 09 8°0 €°0 | 2°0- 9 s°0 s°2%|
. 0 0. 68 | § I 1--€ '12° - v¥ S*0 1°0 09 '6°0 €°0 {1 %%0- 1 L L*0 92 |
¢ Z o0 2 1 &L € 0. 085 |1%0 0%-°%0 10 09 0°T %0 | 2° 2. §°0 2°2 1§
., 0 2 o 8 | 0o ©o 0 09 1'1°0- -0y %° 1°0- 09 0% 0°0 % 0°2- 2 00 0°0 .§
. : = - (. - 3 .‘\.., ..; T . ) , - . : - T aes
Lo € 1 9¢ I €& o0 7% | o0 0y S50 2°0 09 1°Q.2°0 | %0 % ¥°0 ™1 s_. S0 9°2 |
I. 00 0 8¢ [ 1T 1 o0 =8 | 00 O%. S°0 1°0. 09 S°0 1°0 | s°0- 1 0°0 0°t 2 s*0 s°2 |
€70 0 % f I "0 O 6§.-]-10- 0% L0 10 09 %°0 0°0 |} o°0 2 0"0 0"t 1 0°0 o*c |
;€ 0 o0 ®e | 1T €. 0 95:70°% .0y L°0 1°0 - 09. 9°0 1*0. |80~ 2 6°0 o°c__v. 90 g2 |
0 0o o o0y -2 o0 -0 €' TTI°0 0% 0° 00 09 S%0 1°0.1] 0°€"’ o 0°0 0°0 2 o*o o‘t |
g .U .1 9% /2 0 0 8 | 0% 07 €0 1°0 09 ..S°0 1°0 | §°U'° 2. §°C S°1 2  0°0 ©0°c 4§
. § 0 1€ | s § 0-°,06 | 1°0- 0% 0°l S°0 09 0°1.%0 | 1°0 & §°0 %»*2 o1t s*0 s°2 |
"0 T o0-68 |.T 0 .0 6 |00 0y €°0 0°0 09 %0 0°0 | 0°1 1 0°0 0°2 1. 00 ©°¢t |
.0 0 o0 oy i, ¥ 1 ks ] 1% /M“e g0 0°0 -09 s°0 1°0 | o°2 0 0°0 0°0 € e*0 o°z |
€ 1 .1 €€ 1 o1 T 0 6% f1°0 _[0* 0°1I %0 09 1I°1 s°0 | €0 L L°0 9°2 1 €0 6°2 |
: /Fv . - ) + ! ~ . . . . . & _
: 2 1T 0 1€ 1 zZ € T % | 0°0 oy L0 2°0 09 1°0 2°0 | S*0- _€ $°0 2°Z. 9 Lo z*2 |
.0 0. 68 178 1 .0 IS | %% 0¥ <*0 1°0 09 0°l %*0 | 1°0- 1 00 ©0°€ 6,6 €°0 6°2 .1
0 0 &0 0 |} 2 _ Z° .0 95 |} 2% g% 0°0 ©0°0 09 9°0 2°0 | §*2 -0 0°0 0°0- ¥ $*0 s°Z2 |
1T 0 © s J 20 "0 85 | 0% 0% - %0 -T1°0 09 6°0 1°0 { 0°0 1 0°0 0°f 2 0*0 0°¢
'Y 066 | . 0 O O 09 -J0°0- 0% -€°0 0°0 09 0°0 0°0 | 9°2- 1 0°0° 02 o0 o*a o0°0 |
) ) .,~ ot ) o ] N . ’ ‘e . -
0.-0°> 0~ 0¥ "1’ 1 20 g5 .| 2°0 0 0° ©°0. 09 8°0 2°0 | 8°2 0 - 0°0 0°0 € ¥*0 8°2: |
~0 "T" 0 &€ [°% Z 0 %5 | 2°0 , 0 £°0 0°0 09 80 €°0 | L°0 1 0*0 0°z2 ¢ $°0 s.w 1’
0.9-0 0y | € 2.0 4 |2 ' 0% .0° 00 65 L°0 2°0 | 9°2 0 0°0 0°0 G- . §°0_9°
-0« 1.0 #€-. L §& 20 € . | €0 .0¥ €0 0°0 09 6°0 €°0 | 2°0 1,00 02 2 0 L°2 |}
0 1 9. peE° | G I 0" 65, ] 0°0-" 0% €°0 0°0 09 £°*0 p°0 | 0°0 T 0°0.-7"0°Z 1. [0°0 -0°2 R
HOIH a3W RUT, 3NON | HOIH G3W ‘MOT INON q NY3 . N GS NVIW . N aS NYaw “ NY3We N QS NY3W N US NVEW |
. - [ .. L& - . -
. SISNO4SAY i SISNO4SIY Is-m:a- sHOSTA¥3dNS . S¥INNOM | s-m:d” S¥OSTA¥34NS SU3INYOM 1
) WOSTANIANS L - WINWIM i o T 1 o i
. . o - Jdo I .. 40 o 1 SNOUTAVATD 3INVMNNOINI4=NON I ASYL ¥ 40 FINVWNOIHI4 )
© X NOrINArYLsIa L NOLINBI3LISIA | , 9INJONIINL.- *SINIONNES3IE 11V i ¥INEOM INILTD SLNIGNO4SII 1
- R - . @ u . . . L4 [ . X
e - - ) A s N
cﬁ, . LI e . . L. ) ’ ° : -

Y12
€12
22
wz

oz
€92

892

492 .

992

052
692
o2
e
e

2.
”e

2¢2
92

ASVYL

z
5
H
e

-

IC

Full Tt Provided by ERIC.

Q

E

“r




. " ”. ;m \ » o )
..,w . e P ; ,.‘ - “\‘ Tk , [ - . : . ) Lo
@9 ®- 06y )} B 0 0°09 100 6r 0° 0°C .09 -0°0 0°0 | 0°0 0  0°C 0°0 O  0°C 0°0 | oI
1 o o 61 % 2.0 is 1 0° 0% §°0 1°0 09 .s°0 1°0.14°0- 1 0% 0°€ € - $°0 €°2 | 6ot
- % 0 @ 6€ 10 T 0766 .10%=- 0y §°0 1°0 09 €°0 0°0 | 0°I- T.. 0°0 O0°€ 1. 0°0° 0°Z | so¢
‘€. 0 0 @€ F ¥ 1,0 6 10°0.. 0y ¥%0 2°0 .09 8%0 2°0 | 2°0- €_ 0°0 0°€ & %0 9°2 | L0€
o .z o ‘s | Z 0 1 s 100 0y %0 10 -09 9°Q 1°0. } €0 27 0% ‘0°2  E . &0 €2 | 90€
0 0 o 0y 1T 0. 0 65 [0 0y 0° 0° <09 %°0 0°0 | 0°€. 0 0°0 0°0 1 .0%:. 0°€ -l "SOE
o 0 0o o | '€ € .0 % €0 ¥ o0°% 070.09 8% €20 ISz 0. 0% 010 9 ig0; gz | s0¢
"9 % -1 1€ [ €& 9 ©0:705 . 2°0- 09 0°T 5°0 65 6°0 %°0 | 0°0 6 .2°0 €2 & -.6°0° €2 | €
20 Z 9 | T € 0 95 1L~ 0% 2°0 2°0 09 9°0 1°0 1 €0 % 0°T 0°2 % 40 €°Z | 206’
: ‘2.0 2 9. 1°0 1T 0 6§ | 2°~. Oy L*0- 2°0 09 €°0 0°0 | 0°0 % ‘0°t 0°2 1 0°0 0°Z, | T0E ~
B = - . - B . - > . . 4 o .
T O 0 0 0 .J OO 1. 0 6 |0 0% 0° 0° 09 €° 0° | 0°2 0 _0° 0°0 1 0°0 0°2 | O00f
2 1 X 9€ 1 2 & 0 9 110~ ©O% {L°0 2°0 .09 9°0 2°0 [ €°C % 8°0 €£°2 % §°0 §°2 . | 662
'Z T T 9. | € 1.0 95 10° ‘0% J°0 2°0 09 L°0 2°0 | S°0 Y, ®°0 €2 Y 90 92 | 962
-0 0 T 6 1 1.0 T 16 0% 0%y [2°0 0°0 6 %0 1°0 10°T 1 0 0°T 2 0°1 0°z-| 262, ° :
%.§ Tz 2 )L 8 € 6 62 100 0y 2°T 0°T 65 T 1°1 0%} -F2°0- ST 970 22 ©0f _9°0-0°Z | 96z
9 % T, 08 F @ S$ T 9% 1 0°0 68 O°1T $°0 09 T°T 9°0 | 2°0 6 1°0 €2 o 90 s°2 | 62
g2 0 0 s 11 o 1.es Ilwo- 0 10 [0 09 70 1-0 §ol- 2 0%0 0 2 071 0.2 I 42
“0 0 0 0y. | T T O 26 11° 0% .0° 0°0 09 9°0 1°0 | 2°Z 0 0° 0°0 € $°0 | €62
.. ® a o ovy. { T 1 0 8% %0 Oy O0W:00 09 0 10 12 0 0° 00 2 s°0 s°¢ | 262 .
"0 0.0 € §| T 0 0 6 (0% -4 0° 0°0 09 ¥°0 0°0 [O€E O 00 0°0 ‘I - 0°0 0°€ | 162
. . C : Y . : : -
. . » o u. R - - . . . . 2 : u
. T 0 0-9 | 9 1> 1 16 1€0 .65 S°0 1°0 65 6° %°0 | %0~ < 0° 0°€. 9- 2°0 '9°2 | 062
Iy [ % 02 1 1. 9% hlo- o L0t'eo 09 9% 1% €0 9 9% 0°2 % g0 €22 | 682
6 1T o0 e | 2 ‘2. 66 |10, Y99 €°0 0°0 09 9°0 2°0 | 0°0 1 0% 0°Z S  6°0 0°2 | 89z
0 0 0 o | Z 0 O 8 |1%0- O 0° 0 09 S°0 1°0 | 0°€E O 0% 0°0 & 0°0 0°€ | 482 S
T 1 0.8 I.T 0 0 6§ | 1°C- 0» 9°0 1°0 09 %°0. 0° | S°0- 2 ~ 6°0 '€*Z 1 0°0-0°€ | 982 :
L4 s . %l L ‘ .. - . o ) ) .
Z 2 # % | S 2 0 £ [0 0y B§0 €0 09 6°0 €°0 T0 9 %0 0z o o0 22 | sz ,
.. .Z 8 o1.0z | S @ €t % | 1°0-" 0% 6% 80 09 0°T 2°0 | 1°0 02 2°0 9°1 92 8°0 2°T | +ez
72 0.1 1€ 1 € 0 w© 1S 10%-. 0¥ £°0 2°0_, 09 2°0 1°0 | 2°0 € -6°0 €°2 € 0°0.0'€ | €82
‘I 1 % %€ | 1 § 2 2§ f00 0y 9% 20 of 1°0 €°0 | %0 9 8° s°T 8 -9°0 61 | Z02 : .
- 2 0 1 1€ | t 0 ©0 65 |10~ Oy L°0 2°0 09 %°0.0°0 |1°0° € 6°0 €2 1 0 0°¢ | 182 :
o 0 0o o | T € 0 9% |10 0% 0° 0°0 09 9°0 1°0 | €2 0 0° 0°0 % %0 €2 | ooz : )
., 9 € 1 62 | 2§ € 6€ -§2 66 I°T 9°0 65 2°T 9°0 | 1°0- OU L°0 §°2 <02 L°0 %2 | ‘62
0 0 .0 0% [ I 0 0 6 {10 09 0° 00 09 %0 0 J0€ 0 0 00 T 0°0 0€ | 82 -
6 0 o 0 | T 0 0 65 J0°0 0% 0° 00 09 %0 0°0 1'0°€E O ©0° 00 1 0 0°€ | &2
T T 0 9 1 9 0 0 9 (20 05 9° 1°0 09 6°0 €°0 ) S°0 2 §° §°2 9. 0° 0°% | 92 ,
HOTH G3W MO INON | HITH O3W MO 3NON “ NVIW N S NYIW N GS NVIW [ NVIM N G5 NYIN N OS: NVAW | syl ‘
s3asnodsaw’ - | SISNOdSIM -~ [S-M1Q  SHOSIAN3MNS .. SWINUOM | s-M:a  SNOSIA¥3dNS ~ SHINNON i. N
. WOSTA¥IANS i wakwon - 1 ¢ v | , ‘ . . | -
S . 40 i 40 1 SNOTLVLTD IINVWNOAWI4~NON | ASVL V 40, IINVNHOS¥Id '
- . Norinervisig | notinaruasta | INTGNTINT  4SIN3ONOdS3I¥ 1TV« [ ¥INHDM INTLID SINIONOJSIY |
S : (..~w . ‘ . . ~ . A L \
.u’f...ﬁ‘aw‘;, : - . ’ ~ C m‘
! .«WJJH . . N LS . - R P — W
L il N . ) . s ‘ ;




=N oW

.
Wy

u&"

3
oo wn -

i
L4
2z

14
oY

OmeoOom

[-X- % X}
-

N
L1
| [
€€
Le
2€

nN#Q:
conNMmw

w

0 ¢

1 €€

I € ..
0 .0 -
2 9

NONN®N

'

OO N~

H3TH G3IW MO INON

sz 22
"8l 12
¥Z 6
2l €1

T 92
I 68 21
I * &t
i 9 ot
91 1

oy

oy
114
6€

Y 1

._.n«o

I-€%0 »
| »0

1 1°0-
I-2°o

L3

I 9°0
| ¥°0"
| €%
| 2%

Q;T*vqo

B
L -1

HITH 'G3W M0 INON

6%

0-
1]

0~
*0-
‘o

| 2oo=

- “ ﬂ.?

B

‘s

i z2e0-

| %0~
I 1°0-.

1 1°0-
1 1°0-~
i o°0-

— €°0

I-€%0
| Nvaf

-0%

oy

oy

oY

8€
oY
(24
8€

6t -

6 -

oY
0%
oy
0%

[1) B

oy
0%
oy
o

oY
(114
oY
oY
oY

N

L Ad

o°1
0o°1
L°0
8°0

o°1

'6°0

8°0
a°0

L°0-

9°0

%°0
A 4
€°0

%°0
¥°0
€°0
0
N.

as NvawW

. 8°0

L°0
6°0
12
1°0
Ll ¢

.0%°2 .

1°1
»°0
L2

$°0

' e%0

L A1)
$°0

6°0
0o°1

L%,

$°0 1°0

vl
8°0
L°0
2°0
L*0

€1
€°0
2°o
. 00
€°0

60
9°0

£°0
€°0
2°o
€°0
$°0

6°0
01

as  Nvaw

]
I
i
]

»°0- 114

‘s°0

1°0- ‘02. 2%
1°0-- €€ .. L*0
1°0- 1€ 9°n
00~ 1Z° 9°0
02 9% .

22 9°0.
ZE  v°0
¥ 9°0
8. 8°0
0z - £°0

o

of @°
‘ €1 -9°0
20 82 . L%
0°l- € . §°0
0°0- 02 2%

»

z2°0

2 L°0
02 9%
£ &0
€€ €°0
"€ 6%
‘12. 80
9 . 6°0
2L 8°0
SI- 1°0
o o0°0

[ 4 [l +]
2l 6°0-

L . L*0

€ 6°0

e o°t

%°0

€°0 s 9%
9°0 L%
6°2 A 1)
o°t

.

NVaN N

‘92

vz

N A0 S /4

as NvaW. N

2z, 18
¥°2Z T 85
€2..8v 1°0
9°2 Lg - L1°0

6 ' L%0

8°0
1°0

€°e

Ly.
0“ .
£5.
(114
L€

90
"9°0
1 9°0
“1°0
. 270

6°2
92
142

6°0.
.8%0.
L°0
s°0
. 9*0

2 T2
1°2. - §2
%2z 15
€°2 ‘¢

¥*Z sE

80
2°0.
L°0

- §°0
L°0

z°2 o0s
€21 62
L1 st
62 6

1°2 €2 @%0
€2 .2t 9%
2°2 o1 - 10
§°2 L1 8°0
0°0 € 8°0

¥°0
L°0
50
0°0
$°0

L°2 2z
6°1T 6
2 g
€2 H4
g*1 ]
g°e
1°2
2°2
00
02 1

C %0,
- $°0
¥°0
€0
L%°0

0°2
9°2

0°2 .

9°2
4y
| k4
6°2
s°e

GS NV3IW .

SISNDdS 3Y IS-M:a  SHOSIA¥IANS. SUINWOM

¥3NHOM

SISNOASIY . S¥INNOM
- wDS1A¥3dNS ©
T

‘MO1109T¥ESTA

§-M:Q . SOSIAYIdNS®
SNOIAVLTD IONVHUOIHId=NON

_ WSVL ¥ 30 3INYWYOIW34
INIGNTIINT  $SINIONO4SIW 1TV

WINYOM ONTLID SINIONO4SIN

{

1 O Petad -
-NoTingLugsRa |
. ¥ J.

-




LIT 2T 8z | 2°0= O £°1 €1 9% L% m.~ 2Ze 90 6%1
2 1 .69« ['2° - o¥y .2°0 .0°0 .09 ; 1°0 2%
: CET- 9 ClE ) 0% . 0% - 2°1 -4°0 09 (
LY 4y [-1°0 ov- 0°%..s°0 09
&-"9€ €t |.0%0~- " 6€. ‘0°1 T 09 :
-6 €T 9T 1 10, 6E . 6°0 6°0 09 2°0 0°1 | 2°0- €2
T -0 65§ 1°0- 0% ~€°0 T1°0 09 €°0 0°0 [ €*0 £
€ Z € o0 0y 9°0 2°0 09 L°0 2Z°O. | 0°0 v .
0- 0 -8 1 1°0==-.0%. 9% "1°0 -U9% 6°0 1°0 | o°1 € 082
- , 0. 06 &4 1 0°0- 0¥ §°0 10 09 %0 0°0 | 0°0 1 09 vo°¢ 0*0 o°t
’ 3ttt Zo e be 0 Z.ss | '0°0{ O 9% 20 09 10 2°0 | %0 ¥ 9°0 9°1 g 01 - 202
: . 0 @ LT -6, -2 0 0 88" | 170 0 2°0 0°0 09 S°0 1°0 | 0°2 1.7 0% o0t 2 0*0~0¢
1 T8 9 1 E 2 T 95 | oF g% -9°0 2°0 09 £°0 2°0 | €°0 y L*0 0°2 .9 L°0 e°2
ST I S L | oT ¥ €T ¥ J 0% 68 I°T &°1T 65 6°0 6°1 | €°0~ 2 L°0 £°Z g5 L°O0 12
T4 0tt 2 12 1l 9T €T 6. 22 L €0 0¥  2°T 1T’ 09 2°1 #&°1 } 1*0-- 61 cmo €°2 -9 @0 2*2
. % I 1 1€ | 2's 2 19 | €% 6 I°I S°0 ‘09 2°T 8°0 | 1°0- €& ~ L1%0 9°Z - 61 L0 .§*2
_ YT 6.0 .6 | 2 2 -0 95 | 10 0y S°0 1°0 09 ;9°0 2°0 | 0~ 1 0°0, 0°¢ & §°0 g2
st IT 1 ot § £z 2t 0 2. | Z°0- OF -Z°T 6°T 09  €£°l 81 | 1°0 0€ 9°0 9°2. &€ s$°0 L°2:
- .91,°Sl 0.8 I €€ 4T & 9 -~ L£°0 " 6€ . I°T 0°Z 09 O0°l €2 | 0°0 1§ -§°0 §°C % 9°0 §°2
LV EL 6§ 6 - ) st .- 4t 9 ] 0% 6€ I°T 2°1. 09 6°0 9°1 | €0~ O - L°0 2°2°. % &*0 o0°2
) "6 L9 1T § ST 02 .TT 41 | 1°0 0% I°T. $°T 09 TI°1 9°I J 0°0— 62 L°0  1°2 9% - 2°0"
9L & T 02 f s2' % 0 1€ |10 O -H°T. €1 09 s°I &°1 | 2°0 02  9°0 9°2 6 -g°¢
R . T U &% % 1 2 & 4L €% | €0 gy 9°0 2°0 09 8°0 S°0 | 2°0 9 % 8°0 &°t a1 1*0
" Z 2 1 s} 9 €.°0 18 171 . 0y 8°0 €0 09 O0°T ¥°0 | s°0 . § L°0 2°2 ¢ $°0
s I I o1 o1 & | 81 S1 6L L. | 1°0 € 1°1 L*T 6§ O°T 2°1 | 1°0~ 1€ @*n 0°2 25 8°0
w + . . . . . ) * Y = o : : . . .
L . =€ @ 1 9¢ '} € 1:-1 €5 | 0% oY . 8°0 €°0 09 60 » 6%0 S*2 L L0
s . e, 8 T € 4§ 2 21 € - €€ | 2°0 LE  2°T -6°0 09 2°1 C %1 9°0 €°2 L2 - L°0 f€*2
. ST L T Lt ] 92 €1 0 12° J2°0- ‘ov ¥1 g1 09 €1 " . €2  9°0 M2z & - g0 (o2
o ‘9 4t 9 0l .§ 2r L1 W1 €1.. | 0°0- 6 O°T S°1 09 0°% 62 9°0 o0°*2 »« 8°0 ‘6°1
. . € 6 ST-9T | ¥ 61 61 ST | I°0 .0y 6°0 0°1 09 . 6°0 92 1°0 91 ¥r 9°0 9°1
o o €. T "j-2 s 8 sy f2o . 0% 9°0 2°0 09 8°0 4°0 | ©v°0 s - njc o.n, St 1°0 9°1
6 € 11 h— d 20 0Z .91 %1 | %°0 0¥ 2°T I°1 .09 I't s°1 | 0%0 €2 6°0 6°1 9 90 0°2°
- > €€ 2 0 ¥ ] 0s § 1 % | o 6€ 6°0 9°2 09 9°0 "1°Z | 1°0~ &€ 2°0 6°Z 95 %0 &°Z
,0Z 6 T 01§ %2 o1 € .61 | €°0- 0% 2°T 0°2 09 €°T1 . L°L 1'1°0- O €°0 9°2 1% 9% .¢°2
6 oL 2t 8 |} st 1z o1 9 I 2°0 6€ TI°T <°t 09 6°0 8°1 |} 0°0 1€ 9°0 &°t % 8°0 &°1.
WY aw: :cuwmzuz “ HOTH Q3N "oy mzoz “ NVIN N GS NVIN' N OS5 NvaW “ NViIN N GS NvaW NG5S NvaN
o e SISNOSIY 1. . S3ISNO4S3IN- {S-M2Q ~ SHOSTAW3dNS S¥INEOM 1 S=M:0"  SYOSIANIANS SUINION
. C . MOSTAM3NS 1 LERY 1) | _ : 1 _ .
. . - 40 I .40 I SNOILVLID 3IONVNUOSNId=NON ] MSVL ¥V 40 3INYWNOJNIe .
S zonnsnnahmna i . Noringriisia | $SINIGND4SIY TV I

 ONTGNIINT

- iy W W w—

WINAUOM INTLID SINIGNOLSIV

uSVL




L s i
<°0 , m..

»

P

oMb

o /A A M -

-
-]

»
Y

_‘-——.-‘
~o N
iF'J 1.
$53%

,;....p‘acA,
{ 170~ oy 1 65
1§ 110 g 0 09
9 1S 05 2T &F  09.
: €% 6t S*2. 09

EESEE
§4543

2

-

10 o% g* Q9
€0  6€, €°1 - 09
2°C Oy 2°1 &0 09
1°0= . 0y Q°1 09 6°0
s~ ar 27 09 &°0

s
-4

tonse

0°0 . 0y 'l 09 . %0 €= ZE L0 €2 43
€0, et e*1 'l - 09 6°0 ' E &N &'1 €5
¢%0 oy 11 2*1 09 &0 1*0 A 2°0. 9*'% &Y
¥0 . 6 2°1 09 %0 9°2 | 1%0~ 0E. *%0 $°2 4§
0°0 oy €°r €1 09 €1 €% (T 2 40 §°2 €€

20 €, 6°0 6°0 09 o°1 2*0 € S°0 "1 et
2°0 &¢ €°1 8°t 09 2°1 ’ 90 ' @
‘%0 4% 2*0 09 6°0 - '$°0 42 @

0°0- (4] f°Q €*0 09 L% ¥ .90 g°2 s
€°0 . ,bt 0°l 6*0 09 1°7 0 22-. 8°0° 9°1 [

-0%0 ‘0¥ €°0 0°0 09 %0 1°0 3°0 " Q%0 o0°z 2
2°0 6 O0°l ¢°Z2 09 -@°0 i'2 | ¥°0 62 9%
1°0 0y 2°0 0°0 09 G°0 1°0 - 00 O°1 2
1°0=  6E  &°0 "9°0 Q9 9°0 .€°0 | ¥°0- 4% 1*2
F 2%~ 9g¥ 6°0 s*0 09 80 €0 , s 9°0 1°Z2 %

.2<wt N, GS NV3aW - N @S iwt | Nvaw - as NVIN N

SISNG _ S¥0STANI4NS SYINNOM | $-m:a . - S¥INNOM
YOSTAYIINS , . . . .
40 o . _SNUTLIVITI IINVWWOSuId=NON ASYL ¥ 40 JINVHNDINI
MOIINGI¥ISIC NOL1NGTNLSTO INIGNTINT  *SINIONOJSIE TV > - ¥INYOM ONTLIT1D SINIANOESIN °

-




€0 1°0

1 s€ 0% . 09.- §°0. 1°0 . J 00 2. s°0 9 $°0- §°1
2. 02 S 0% 2°T 1°1 09 2°1 9°1Y | 1°0~ 0Z 9°0 €°2 €% .8°0 2°2-
€ . 0€F, 0 6°0 S°0. 09 ©°0 $°0 ) T°0- Ol 2°0 6°T 91 L°0 §°1
- € .. 9L, 1 O%° E°Tc &1 09 I°T &°T | €E°0- " 42 L°0 €°2 1% °8°0 0°2
T2 - 9€ 2 0y , 9%0:2°0° .09 9%0 2°0 | g0 ¢ 8°0 - s*z
0, s 1 1€ v 2 Ter | g0 . oy wel 8°T - 09 2°1 0°Z | €*0- &2 6°2 9*z
T s T & T0 IS 1 F0 - 0% T@°0 €H.4 09 8°0 €°0 | 0°0" S .2%2 & Q0 2°2
9 O 1 ¥ % 2 .9 [ 2% 0Oy [°0 €0 - 09 0°L s°0 | 2% S°0 %°T 41-79°0 T°2
T ¥ 1l 1L LY 9,92 | 2°0 07 E°T. 0°1 09 2°1 2°T | %°0=" 91 9%0 9°Z %€ 1°0 1°Z°
2 se. | 2 1 0 1S | 1°0- 0¥ ,9% 2°0- 09 9°0 1°0 | T°% § §°0 9°1 €  $°0.1°2
. s . Y B . ’ . _ e Tl : . .
é 21 € 9T | 8 91 9 82 | €°0- 0% 2°T €°1T 09 I°T 1°T | 2°0- %2 4°0 €°Z 2€ .4°0 %°2
6l 0 T 02 | TE . .0 Tz | ¥0 Oy S°T 4T 09 9°T 8°1 [ . 1°0= 02 %°0 6°Z 6 .40 @°Z
‘% &€ 0, €I ] 9€ BT 2 . % 1'S°0 " .09 - %°1 6°T 09 8°0 %°2 1 2°0- 42 .%°0 8°2 95 9°0 9°2
2 ol 0 @ I 92 21.- 6 2t 2% 0% 2°1 1°2: 09 1I°T° 6°t [ €E°0~ 2 S°0 4°2 -8y . 4°0 9°2
Y- 2 0 k& .o 0 0 09 [I20- Oy 9°0-20 09 0°0 0°0 | g*°2- €, S°0 €°Z 0 440°0 0°0
° : A B . . - . . o,
t . N N B . L i . . ) N
.y U oe | % S & Iy |2°0- 0% I°T 9°0 09 6°0 %°0 1 9°0~ 01 L°0' »°2 €1 9°0" 0°2
T & 0 1€ 1€ % 9 6Y [1°0- 07 6°0 S°0 09 8°0 €°0 | 2°0- 6 €°0,.1°2: TI 8°0 6°1
€ L o0 11 | s€E.8 o0 _at { 0% 0% €°T 0°Z 09  €°1 0°2 ] 1°0 .62, %°0 8°2 €% %°0 8B*Z
€ 2 o0 s | S .L 1 a1y |go O 6°0 €°0 09 0°l s°0 | €°0- S G°0 9°2 €I% 9*0 ¥°2Z
2 €E- 0.6 1 1T € T 6 |H°0- -0y €W €0 09 9°0 2°0 | ¥°0- ¢ $°0 %2 ¢ 9°0 0°2
9T & 1 St | 2 01 0 A1 ..m\m ‘0% €°T 9°1 65 €°1 0°Z | '2°0 S 9°0 .-9°2 2% 4°0 8°¢
T € 6 L2 | 2 s L 9% |1°0- 0% L°0 %0 09 8°0 %°0 | €°0 €1 9%0 &1 51 L°0 9°1.
T 2 19 ..} €, 2 &% 1s. | 1°0 0y 9°0 20 09 9°0 €°0 1§ 1°0- ¢ L0 0°Z 6. 6°0 oH
I % 0 s€ | I % 2 €5 | 1°0= 0% L1°0 €0 .09 9°0. 2% | €°0- ¢ ¥°0 .Z°Z L T 9°0 6°T,
T 2 o0 k€. | ¢ € 1 6% '} €0 o% ° 9°0 2°0. 09 0°l Ss°0 | 2°0 € 6*0. €°2 11 L1°0 ¢°2Z
. . . . v . .
¥ 0 n 9% | 1 2 T 99 12°%— .09 6° €0 09 $°0 1°0 | 0°1- & 0°0 0°ft & 1°0 0°2
- €T & 0 9T | 91 61 § 02 | 1% oy E°T 4T 09 2°T s°1 | €°0- 22 s°0 9°2 Or L°0 €°2
s .. 9T L2 ST 1 12 1 Z o0z | 1% 0% €°T 9°1 09  €°1l 9°T | 1°0- G2 9°0 9°2 > 0% ; $°2
o AT € 0 92 | € 0 .G *0~ 0% 1°0 2°0 09 _ .1°0 1°0 | 8°0 Y %0 €°2 ¢ 0°€
L .0 1.1 8 .2 0°0 0y €°0 TI°0 09 9°0 1°0 | 8°0 2z $°0 §°T1. € €°2
* x o | ~— .- : _ : o _ ¢
€T "o 2 ST ) %2 12 L 8 1S°0° 0y €°T ST 09. 0°1 0°Z | 1°0- G2 9°0 &°z 26 €°2
. 00 -2 wwni:irimw 1 1 ,€§ | 20 0% 2°0 0°0 .09 6°0 €°0 | 9°1 2 0 o't ¥ 9°2
.. . &’ 6 © 8 I-92 8 .1 st | 1°0- 6€ 2°T 2°2 09 €°1 T°2 | 1°0 1€ 0 L°Z g% ‘§°0 w2
o . 8T _ € 1 91 | o0 Oo1 0 o0Z | €°0 oy %°1 S°T 09 €°1 8°1 | 0°0~- 22 S°0 8°2 0% %°0 8°2
. 0 o0 1,66 I % 1T 0 S§ } 20 0% 2°0 0°0 09 8°0-2°0 | 8°1 1 0°0 O°1 s ¥°0 g2z
. HOIH 034 MO 3INON “ HIIH 03N MO 3NON “ NV3N. N aS Nvau N° a5 NVIW ” NV3N N aS NVIN N . GS . NV3N
A .. s3snads3y | ., S3SNOJSI¥  * |s-M:Q SYOSIA¥A4NS SuIYUOM | S-m:g  SuOSTA¥34NS SYINUOM
_ - WOSTAN3dNS . | HINYON | - i .o
.40 t 40 “ SNOTLVEID JINVNYOIYIL-NON “ ASYL ¥V 40 3INVWSO0IWAd
| 1 .

Ce ‘NOT1N8T31STQ

o~ .

-

NOI11NQI¥LSTa

- ONTQNTIIN1  *SINJONOdS3IY TV .

L
t

.

-

wINNOM INTLID mpzugzogmmm

- ey D e

SEY
| ey
€Ly

F4 3 2N

1€y

0EY

. 62% -

nzy
2%

- 9ZYy

G2%
2y
€2%
Ty
} a4

02

61y
oty
L
9y

NSV1

122 .




S

I

-

.e°1

0°2" s¢

8°0 @°t

-~

2 9 L 61 | L €1 _ . T°T. 09 0°1 0°T | €°0- 1z 8%
0T s 2 €2 Lk 8 61 O1 € - |° N.o 0y . E°T 0°1T 09 I°1 2°U | §°0- L1 .2°0 §°2 I 1°0 6°1
S %' 9 € | I ST s.62 | €°0 0% T°T N 9°0 09 2°1. 1°t | €£°0 L1 - 8°0 6°1 1 L°0 2°2
¥ ¥ 8 %2 | s 9- 6L 62 | T1° 0y 0°T L°0 66 6°0 8°0 | 2°0- 91  8°0 8°1 Qf 8°0 s°1
oL %I. € €1 | 02 X L o1 | 2° 0y Z2°1 S°1 8 2°T L°t | 0°0 L2  9°0 .€°2 Y L°0 €°2
9 6.6 &1 - | 6 IT -9 .2 | 1 6€ 2Z°T I°1T 09 1°1 56°0 | 0°0~ 02 - L°D 0°2 82 g°0. 0°2
8 9 € ‘€2 | 6 8 1 1% [2°- 0% 2°1T 0°U 65 2°1 1°0 | 2°0 11 L°0 €°2 Q1 ~ 9°0 +#°2
T € 2 9% | 0 1 '€ 95 ]2 0%y L% ,€0 09. €0 1°0 | 9°0~ 9 &0 8°1 v ¥°0 €°1
I #.0 12 1 9 € 1 1€ | 1°0- 0. €°1 2°T 66 €°1 2°T | 1°0~ 61 5% .9%2 892 9°0 g°Z
YUOT TSI | 91U 21 € 82 . ] €0~ 0% €°1 9°1 65 ¢°1 €°1 1 1°0- SZ- 9°0 's°2 1 L0 9°2
™
9 % 9 %2 | L 8 9 9€ TH1W=_. 0% 1°T 80 65 1°1 L°0 00  "91 6% G°2 12 9°0 0°2
8 2.2 € ) T Z 0° LS | 2°0- 0%-8°0 €°0 .09 6°0 1°0 | €°0 9 8°0 02 £ §°0 €°2
0 0 1" 6 I T 2 T 95 |10, 09 2°0 0°0--09 _S°0 1°0 | 0°1 1 - 00 0°t ¥ L°0 - 0°2
€% 1 226 11T 0 1 1S5 .4 %0- 0% 6°. %0 66 90T 0 —€9-—8__2°0_€°2 - 2 _0°l_0°Z
2 =€ o0 | 9 € L 99 |10 0% 6% S0 09 6° %°0 1 1°0- 01  L°0 6°1 20 g°1
€ § 2 ol | s 91 0 8 | €°0 0y ~ €°1 0°Z 85 0°1 €°2 | 0°0- O©0E 9°0 1°2 ‘05 S0 1°2
S ¥ 0 I€E°-|] 9 €°§ W | 1% 0% 1I°T.9°0 09. :0°1 9%0 | s°0~ 6 S°0 ;9°Z - 61 .8°0 1°Z
2 2 ¢ % | € 2 1 % J1°0- 0% 8° €°0 09 1°0.2°0 | €°0° .9 8°0 0°Z2 9 . 1°0 ‘€°*2
L L 1 s2 | % 6 % 29 £°0= 0y "Z°1° 6°0 65 O°T 9°0 | %°0= GI. 9%0 %°2 L1 L1°0 0°2
9T s 1 - 81 | el €2 % 11 A0 0% 41 ST LS (T°T 6°1 | 9°0- .22 9°0 1°2 " 9% 90 €°2
. - . .
¥ 0 1 se | 2 1 1.€Es |2°0- 0% 6°0 €0 IS . 9%0 2°0 | €°0- . ¢ 8°0 9°2 &  g°0 €°2-
@ 8 4% .02 | €1 41 g 8 | 1°0 0¥ 2°1 1I°l 09 2°tT 2°1 1 1°0 02 - 1°0 2*2 2€ -. L0 €£°2
€z 2 ge. 1 Y 9 Z 9% IT1°C° 0% 6°0 %0 85 6°0 %°0 | 0°0 L 80 1*2 2t 1*0 2°2-
6 S e ST | 12 €T 2t €T | €°0 0% 2°1 9°1° 6§ 2°T L°T | 0°0~ -92 9°0 2°Z 9% 80 - 2%2
€ .2 € 2¢, 1 1, 015 €% | 1°0 0¥ 6°0 %0 65 8°0 5°0 | €0- 8 6°0 0°Z .91 "9°0 @°tv
9T - &6 T 1T | 22 st 9 st | 1% 0y E°T L°T .8 2°T @4°1 | 2°0~ .92 9°0 9°2 €% 1°0 &°Z
§ & 8 81 | 2 12 L .06/ |10~ 0% .I°T 0°1 09 0°l 6°0 | 0°0- 22 8°0 6°1 o0f S°0 - 9°1 -
€ 8 2 It | €z 1t e, t %0 0y €°1 &1 09 €°T 8°1" | 1°0 €2 %0 s*2 €» 1°0 9°2
€ 9 1 o8 ) s L o | o0 0% 0°l §°0 09 0°1 $°0 J 1°0- O 9°0 2°Z 91 . 1°0 1°2
T 2°€ %€ 1 € \§ w’ I 10 Or L0 €°0 09 8°0 %°0 | €°0 9 L°0 2°1 2t 8°0 - 6°1
I. 0 0 € | o o0 /o | 1°0- 0% 6°0 1°0 09 0°0 0°0 | 0°€> 1  0° 0°t o 0°0 0°0
o o o 0o | 0o o/ 0 ! 0°0 0% 0°0 0°0 09 0°0 0°0 | 0°9- 0O 0°0 0°0 o 0°0 0°0
1T 0, 1 8 | 1 I 9 J1°%0. 0y 5°0 1°0 09 9°0 2°0 | 0%0"" = o°t o0z 9 g*0 o0°2
¥ L oz.ooz | ¥ % W oLE | 1°0- 0% TI°1 L°0 09 6°0 9°0 | $°0-' €I 1°0 -2°Z - €2 - AL%0  L°1
9 0. 0 oy | 0 T 65 190 0y 0°0 00 09 10 0°0 | o0°1 0 0°0 D90 T 00 0°1 -
- HOIH G3W 0" wzoz\w\:cnz GIN MO7 3NON | NvaW N a5 Nvaw N 'GS Nvaw “ waN N 0S NvV3IW N 05 NV3N
! e _ .
~  SISNO4SIY _ $ISNOJS 3Y Is-nz0 SYOSTAY3I4NS SYINYOM_ § S=M:Q  SUOSTANIHNS SYINVON
. uam->¢mnaw | LERE o] ] | . )
407 | . 40 i SNCTLVLII) FINVRUOS4Id-NON | 7 ASVL 'V 40 3INVWYOI¥3d
\2o-=n-¢~m.o | NOIANGI¥1SIG | INTANTIINT - *SINIONDGS3IN 1TV | T WINYOM ONILID SLNIGNOJS3IY
~ - . T

b

- - — s - A ds =

- e wm -

[:1%
489
€8y
28y
19y

o8y -
6Ly

LY ~
oy
9Ly

SLY

- YLy

€LY

Ry

e

oLy

]

‘s5y

€5¢
26y - -
159

ASYL




ho¢a y
eoeum .3SV101

)Jbﬂu

90 6°0 6 g1 8%°0 2°T % . s°1
9°0 6§ T°T _ L0 0z, 80 61

s 9y,
1 L1 o1 61
T 1.°0. 8%
2 € T %
$ 9 L.

oy 870 6°0 %°0 _ §*0 1°Z ¥ - 6T

oy . 1°T €°1 | 1°T €°1 | 0°0~ 1°0 6°1 8°0 6°1

6 .1°0 2°0 | . $*0° 170 | 20~ s 2°2 - %*0 §°2
2°0- 6E 0°1 %0 L°0 2°0 “0- 2 6°0  »°2 L0 2z
I°0 0% 6°0 %0 .. 0°1 .60 | 1°0 6°0 6°1 . 9°0 &°T -

€
0

o

. SISNO4SIV "
" WOSTA¥1dNS
40
za-:m~xnn~a‘

Mszatmwu
¢mx¢u:
. 40 -
zonhannthmun

o . H . v B N * . N .
$-M10  SVOSIA¥3ANS | SYINYOM S=M30  S¥OSTA¥34NS ©  SWINOM _

SNOTLYLTD 3INVHUOSUIG=NON SVl v 40 muz<x:aummum.
“ONIGATINI .muzwozasmmx 1Y _ANY0M INILTI SINIANOdS3Y

. _
i | N
i |
] ]
) }
xo.x nm: :aa gElﬂ" :uux LELE w33 " NVIN N QS NV3W aS NV3W | NYAW N QS NVER as | NVaW.
iR i
. ) |
i |
| i




v ,
Question 6- Extent Task Is Part»_a the Posltlon (WOrkers)

‘Answer th1s questlon so as o glve the - best descrlptlon you‘
can of what you do .in your present job as a General Secre-

~ tary. For .each task statement, rate how srgnlflcant a

" part of your Jjob it is.: ons1der and weigh its" ;mportance,:
“frequency of occurrence, relévance, and. any ‘other factor
.rwhlch you' think determines ‘to what exteht the task ‘is part .
-of" your position., 1In your,own mind, combitfie these factors.
into a single rating of how slgnlflcant a part of your jOb

. it represents. ;

. N P
o v -~

.Categorles and Values of the Response Scale'

Deflnltely not a part of my job ]-

- Under unusual c1rcumstances may be a mlnor part
of my job k < /o ke
(not defined) ' _ .

(not defined) - !

A substantial part of my jOb

_(not defineéd) *

 (not defined) ‘ ’

A most ngnaflcant part of my jOb

0
1
2
3
4
5
6
7

-~y
/

‘anch of the 13 columns of Table c-3. is 1dent1f1ed below.

‘Column . Average (mean) of worker ratlngs. f

. Column 3 Standard deviation show1ng degree of response

: - Varlablllty._ . : :
| o ; . _ ,

Column- 35:  Number of workers who rated the task 0 7

. 7 .
Columns 36 / s R
through 43: -Number of surveyed workers us1ng each level o

' ''of the scale. o R _

céfhnny44= H_ Percent of surveyed workers who rated the
: task as part of" their- job. ‘That 1s,‘¢hey
[.used a ratlng level other. than "o.".

a

~—

aQuestion 6 yas answered by workers in Group 2 for all tasks :
in the 1nventory L- _ : R




Table Cj3«4'éontihuedA

PS

T

Column-45: Percent of surveyed workers who rated the W*,
task as at least a "substant1a1 part".of.
- their JOb.* That 1s,,they used ‘a ratlng level

:~of "4" or higher; indicating it(was a reason-

ably significant part of the jOb , (Thls‘
would seem to be .a Useful indiq8 of a . ,
_task's actual relevance to an oegiypati §
serv1ng to dlfferentlateﬁhetwee two occupa—
tions where workers. in: boﬁh may at tlmes
’perform the same task.)

FullText Provided by enic [N
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. * Table. C-4 | |
' . Frequency ngTaSk Performance (Q3 and Q4)2 , R:.”fd7

i

Question 37 Frequency of Performaqce (Workers) 1 ' |

» - B ’

. ; How often have you been~pé/forming each of the activitles '
dong; By you (as qhecked in Question 1)? .
Categorxes and Values pf the Re ponse Scale- . o o A*o*'
. 1= Have done, bﬁt don't normally do (0+) o
“ . 2 = Less “than once a year (Y—)‘.' \ B SO
» 3 =.-Dnce a year (lY). ' on the dverage, . ™~
: 1 4 = Once a month (1M). over the lagt -
, 5 = Once a week (1W). ;several months -
. 6 = Once a day (1D).
7 = Several times. each work day (D+) / )
» ‘y o - | ) S .

ngUestion 4: Frequency‘of Performance (Supervisors) ~ L

From, your experlence as’ a superv1sor of one or more General L
. Secretaries, judge about how often a typical General Secre- LN
- - tary in your operation should perform each of the\actlv;ties
you checked (1n Questlon 2) T

.

. : ’ .: . ‘*“ .
. i Categorles 'and Values of the Response Scale- Identical '
: to those of Questlon 3. o ‘ o
\ o - -
Each of the 27 columis of Table C-4 is identified below.
Cbiuﬁn_46ﬁ_ Avera (medlan) of worker ratings, consider-
S ing only those who checked. (Questlon 1) tﬁﬁt
. . the task was pErformed
Column 47: Quartile deviation ihow1ng degrée of response T
y - ‘ variability. . X o oo : ‘ _ '
. -. Column 48: Number of workers rating'the task (Question 3), -~

Columns 49 .. s

50 and 51: Average, quartlle dev1atApn, and number of
. : supervisors rating the t:Ek (Question 4), - 4 .
. _ considering only thege why checked (Questlon

- _ 2) that the task shoul performed .

A

AQuestions 3 and 4 were answered only for those tasks checked
on Q1 and Q2.

-
I

. . .
N P B . . - * N

L Iy : . s .o . h * . . v

' LN Yo . R v _
D : - g ; v - | L

o » | 151 v | o

) 2 7




Table C~4 - Continued ., )

4 ) . . ’

" Column 52: ' Difference between worker and supervisor.
o average ratings (Column 46 minus Column 49).

Columns 53 o ‘ .‘ L - L6
- through 60: Number of workers. using each level of the
st frequency scale. Column 53 (None) is the
complement of the number of workers checking
the task on Question 1,.as recorded in
Column 1 on Table C-1. '

€

a

]

Percent of workers who do the task (Question’
1), but report it performed less frequently
: than once a year (combining scale categories
. - Y- and 0+). ' : ‘
Percent of workers who do.the task (Question
1) and report it performed once a week or
more often (combining scale categories 1W,
1D, and D+). : - '

Columns 63 @ ' ' . .
through 72: Same: as Columns 53 through 62, but for super-

: visors' ratings. Column 63 (None) is the
complement of that portion of Column 8 e

(Table' C~1) represented, by the 40 supervisors '
in Group 2. o : ’
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oF . . Time to Qualify (Q7)2: o, 0. N
s _ —— = " AR S
o~ » X .‘ . ! e ! ' - "
. Question 7: Time-to Qualify (Supervisors) ,
T ; £ - ¥ .
- ! o : q
By your standards as a ég;ervisor oft one or meore General _
Secretaries, when do yol-expect that a new General Secre- -
. tary employee should be capable of- satisfactorily perform- -
ing each o @ activities you checked? That is, how soon
after beginning\employment as a General Seecretary do you .
feel that employees ‘should be -able to do each activity .
with' reasonable competency? - ) v .
Categories'and Values of ‘the Résponse.Scale: : S
: ) °\\g,' 1 = Competent performandq;is never necesséry (0).
) - 2 =-Some number of yeéars _.beyond the .first-3 (Y+) 72,
3.= Within the first 3 years (3Y). ) A Y
4 = Within the first year (Y). L ‘ N
5 ='Within the first 6 months (6M):- ¢ A g
6 =:Within the first~3'months_(34). ‘
7 = Within the first month .(M). s .
. 8 = within~the.first week on the job (W). T,
Each of the.1l4 columns of Table €-5 is identified below." -{
oot e - ,, . . ' V. Lot .
Column -73:' | Average *(medi of supervisor ratings, con-
K : sidering only those wHo checked (Question 2)
; o that the ‘task should be pexformed. - -
;;,JEVColﬁmn 74: '-Quartiie'deviétion shéwing'degreeAofﬁrespdnse'
) . : variability. N : _ o
. | o . - . R . . _
- + Column 75: Number of supervisors rating the task (Ques-
B tion 7). e L A
Columns 76 S R
, “thsaggh 84: Number of supervisors using each level of the
- AR time scdle. Column 76 (None)'is the comple- PRERR
ment of that portion of Column 8 (Table C-1) o
repre$ented by the 40 supervigors in G P 1’1/
LS . Coy - » o " ] :
. 8Question 7 was answéred only for those tasks checkéd on .
2. . ‘ o ~ - - ‘
Q - 7 . /" co L >
: - \\: . 168
. a ‘( \ . . hd -\ A ' . ~ ! ’
S 6. e e 159~ B
. . . . . | " 0 u . . . v
; \ “ -
' £ [ ( 5}




“Table C-5 ~ Continued

o

‘%

¢

<~ .

“Column 85:

\

Column 86{

”

Percent of&suﬁervi80r51 of those indicating
the task should be done /(Question 2), who do
not expect competent performance during a .

worker's first year of job experience (com-
bining scale categories 3Y, Y+, and 0).

Percent of supervisors, of those indicatiﬁg
thé task should be done (Question 2), who
expect competent performance within ag

worker's first three months of “job experience
 (combining scale categories 3M, M, ‘and W). =
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3 : . Table C—G

- -

Learnlng Location (Ql2 and Ql3)a T

.‘ - .
. . . oo : . . . “
- .
. . - J
D .

+

Qhestion‘lZ- Leafning Location (WOrkersY _ ' .

From your total experlence as a General Secretary (W1th
present and previous employers),. Judge where each job
activity should be learned.- That is, where should a General
Secretary make the main effort to learn,what needs to be
known about, each act1v1ty°

r
o~ . e .

Categorles of"the Response Scale:
a. Prior to enrollment in a formal job tralnlngfprogram
(P)..

b. In a formal tralnlng program or school before regular
employment in the- !job (T).
c. On site (such as by job experlence after employment or
o on-the-~job training) (S).
* d. Through prior employment experlence*xn a related or
. Jower entry occupatlon (E) . . L L2

~e. "Other. (comments to be“written in) (0),,

f. There is%nothlng that new General Secretariés would
. ' need t6 learngabout the activity (such ‘45 when it is .
ce e not part, of thelgob or there is. nothlngﬁof any real
\§ ¥  substance to learn) (N) , ,

v,_‘ . R

:u,&;_‘.'

- o . .
g§tlon 13- Learning Locatidn (Supéryissgs) : ;%ﬁ?“i L

From your total experlence in employlng and superv1s1ng
Gerferal: Secretarles, Judge*where each job act1v1ty should
be learned. , v o L ° e h

Categorles of the Response Scale. Identlcal to thOSe of

Question 12. . o 4;>ﬁa A
Ll . ) \ N - . . K - &\ .
. . . . ‘ . E | | . ,,,, , ‘%j‘;‘\"*ﬁ\" ES
Each of the 26 columns of Table C—G is identified below. M
‘Column 87: Numbergaf workers suggestlng tha;_the task

. S ess.ntlally should be learned prior, to
T ﬁormal tralnxng (P).

s N
S .

. ) 6" : . - PR

4

~aQuestlon 12 was answeredﬂby workers in Group 2 gor all tasks
" in the inventory. - Question 13 was answered by superv1sors only
for those tasks checked on QZ : Ca a.{. e

ST
185 = T e

76 AT

RPN
~
»




Table C—6 - Continued | IR .

¢ Column 88: _ Number of workers suggesting'thatnthé task
‘ ‘should he learned mainly in;formal;training
before employment (T). ’ - R
* - ‘

Column 89: Number of workers suggesting that the task
<, ) should be learned mainly on site, after
“employment (S). = . ) : o

. . . . b . 4 ','.‘ . . .
Column 90z~ - . Number of workers suggesting that the task. \
. : should be learned mainly through experience .

A in other occupéfiops (E). ' : '
Column 91: . Number of workers suggesting learning loca- = .

tions other than those listed £0).

Note: Asterisks (*) appear.next'toﬂfrequency numbers in
Columns 87-91 when that category receives. 20% or
more of the combined respolses of P, T, S, E, and
- 0 (but not counting "nothing to learn" responses).

. . - - . . ' . , . ) , * ) P
% Column 92: Number of workers suggestfng that no
: ' particular learning would be needed for
S the task. g ’
Column 93: ‘Number of workers indicating that the task
: ‘' 1s not considered as part of their,job .

- (Question 6).. This entry is repeated here
from Table C-3 (Column 36) to permit com-
parison with.Column 92 (N).. Obviously -
many workers suggested a learning location
on Question 12, even though these same .
workers had indicated on Question 6 that
the task was not part of their job. No . .
T . attempt was made in this study to restrict
- \ the counting and summarizing of Question
' - ' 12 responses to only those tasks on which

o each worker had'indicated’that it was at -
least of some minor significance to the

R

job (Question 6). - . -

P - ' ,

Columns 94 ‘ _ . ‘ . _

I’ through 97: Percent of. workers suggesting that the main >
_ _ . learning docation be prior to training (P),

- ‘ ' training before employment (T), or the job

= . 7. situatipn itself (S). Since both categories

t ' S and' E represent job experience of one .
' sort or-another, Column 97 reports the ‘
- - * - combined percent of workeré’uSing'either ;

.of these responses for a task. = - - i

177




.

‘Table C-6\§§Continued

.

P

qfolumn 98:

Column’ 99:

v

Columns 100
through 105:

\
Column 106:

# u

’ + Columns 107

through 112:

. response; with the percentage baszd en
s

v

'Most common response (mode) given by

workers, not cansidering the *nothing to
learn" (N) catggory. Occasionally more

than one category ‘tied for most common use.
The table displays as many as two modes

for a task. If there were-more than two
modes, as may readily occur when very few
workers suggest a learning location, theé
table displays the symbol "MM", an abbrevia1
tion for "multiple modes.™ PN

~

-

Percent of workers giving the modal

the combined number of ,responses ing « -
categories P, T, S, E, "and .0 (but not
including N responses) . .

-~

Same as Columns 87 through 92, but for ~
supervisors' ratings. ,Column Y05 (N)
represents a true rating of no training
need for a.relevant task, since supervisors
only answered Question 13 for-tasks they
had ecked on Question 2. Though the
tegory may occas19nally represent' the
modallfesponse, no asterisk was printed
to indicate this.
Similar to Column 93, but using negative
responses to Questlon 2 by the 40 super-.
v1sors in Group 2.

g

/

Same as Columns 94 through 99, but for
supervisors' ratlngs.

-

\

s
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Superv1sor Suggestlons (QlO and Qll)a - &\k$ SR
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Questlon 10 Possible'to Improve Procedures-(SuperV1sors)

(Part 1) Based on your total experlence as a superV1sor¢
of‘GEneral Secretaries, do fou feel that for. some of - their
. work activities there could’be a better or more effecthe ,
way of doing the activity? That is, of the: act1v1t1es you SRS
checked {(in Questlon 2), could an 1mprovement be made on
‘%he present way in which General Secretar1es typ1cally per—
orm an act1v1ty7 ' : . ‘ . _ ; .

. Response. Check mark for each task where procedures
. could. be improved. e - . b

" (Part 2) For those activities checked asapossibld to _
‘improve procedures, suggest the main way for 1mprov1ng such
“procedures. = . . o §
a. Provide\d readable, ready refergnce handbook or 51m11ar s
, guide for use on the job (H). . :
. b. ‘Expand, correct, or clarify the ex1st1ng d1rect1ves
_ on the matter (D)
c. Improve the conteet of formal school tralnrng on the .
matter (T).
d. Provide research or speclal study for 1mprov1ng the o 3
present procedures (R) . . T
e. I don't know how it might be 1mproved but I think it o
. can (?). 7
f. oOther (comments to beﬂg%ltten in) (0). ..

Categorles of the Response Scale.

Ly Bt
b X -

4

~3\\Que;t16n 11: Poorly Performed Task (Supervmsors) j e

(Part 1) Based on your total experlence as a superv1sor -
of General Sec fetarles do you feel that many General Secre-
taries perform cettain of their activities p00r1y or un-
satisfactorily, -even after a reasonable~amount of time on

. the job? That is, of the activities cheéked (in Question
2), which ones are usually notldone by exper1enced General
Secretaries as well as they could be? This is not a rating
of 1nd1v1dual secretarles, but rather an indication of ‘
activities”which could be improved under the rlght clrcum-
stances. - /

by

TaA

- checked on Q2. .

: - : ' T
aResponses were suhmarlzed only for tasks‘each superv1sor had

" 194
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Table C-7 - Continued: T

o

; \
, ‘ I B i e
Response. Check mark ' for leach task whére performaﬁcefisy
generally unsat1sfactory.\ ‘ N A

. ‘- o NBED
,J v B » ’ B
: >

Lgart 2) For those act1v1 ies checked as poorly performed
.suggest the ma1n reason fo such performahce. :

.

_Categorles of the Response Scale: °;~'
[ 4

Lack of 1nﬁerest or poor attitude on the part of

. General Secretaries. (I).. ' .
Ineffective .job tra1n1ng on the matter, 1n formal
school training. programs, (T)." :
General Secretaries are- overburdened w1th more 1mportaﬁt
matters and- do not have time t6 perform thls\act1v1ty
properly (M).
The act1v1ty is an’ extremely dlfflcult one to master
(D),' ¢ .

I don't know the reason but I belﬂEve the- geheral
er formance by many General Secretarles is poor or
unsatisfactory (?).

f. ‘Other (comments ‘to be written din) (0); .

- : ~

-~ N

Each of the 22 columns of Tab{e €-7 is 1dent1f1ed below.

Column 113: ° _ Number of Group 1 superv1sors 1nd1cat1ng :
o % .. .  that-an improvement is poss1ble Ain the way
: of performlng the task. . :
column }ged: . Percent of Group 1 superv1sors checki g
- " the task. (Question I0).

,-

4

Note: Asterlsks (*) appear next té percentage in Column :
: - 114 when that percentage represents 10% or more of
all- superv1sors 1ncluded in Group l

» . A . L4 N [N N
Columngs 115 ’ L s o .
¢/~5'thr0ugh 120: Number of Group 1 supervisors using each
. L . category to suggest a- way of jmprov1ng
task procedures.-

~ Column 121: . Percent of suggestlon mxhat c1ted trainin
. A : _gontent . (T) as, the. ma?h ‘way by whlcﬁ task
procedures could be 1mproved

L%
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: Table C-7 - Continued = — N ' ‘ :
L . . \ . _ o .

K " column 122: " Most common suggestion (mode)s given by '

' Group 1 supervisors. As in Table C-6,
- - .- yoccasionally more than one suggestion-
-~ v category tied for most common use.. The
“ table didplays up to two modal categories.
"« ..% .More than two modal categories for .a task .
y ~are coded on Table Cc-7 as "MM", an abbrevia-

. o tion for "gpultiple modes." &
* @ L ~ S ‘ K - ’ ]
Column 123: Percent of suggestioms that cited the modal
N category (Column 122) as the main way by
4 B - which task procedures could be improved.
PEL Columns 124 L R : .>'.i o
A through 134: Same  as Columns 113 through 123 but for
T . - indications and suggested reasons on
. , , : Question 11, using Group 2 .supervisors.
- _ Column 132 pertains to "ineffective job
; - ._Q . training," not necessarily "training £on-:
- B ‘ﬁw‘;' ~ ‘tent"'as in Question 10 and Column 121. .
1 | S 4
3 [ . ) .. - *
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’ . e Table C-B . o L

Summary of Tésks by‘?ercent of Workers Performing Q*-

s

. . . [ Y
Based on the 60 workers’'in Group 1 answering Question 1,
Table' C-8 summarizes the tasks performed. by varying percentages
of those persons. This shows 269 of .the 492 tasks were performed
by fewer than 20% of the ,workers. Tasks on which 50% or more '
of the workers indicated performance numbered 108.
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Summary of Tasks by Petcent;of"upér¢isb:s
. ’ o o ' T A

- Desiring 'Performance . o

1 : N . . v . PR 1«“.

- .
+

[y P . . - . Ly . PR a S
Based’ on all 80 supervisors in both Groups. k. and’2 answerr -

ing Question 2, Table C-9 summarizes the tasks that varying %{;g‘

percentages of those persons said should be performed by their .

workers. The table notes 247 of the 492 tasks were checked as
relevant by fewer than 20% of the supervisors. - Tasks on which
50% or more of the supervisors desired performance numbered . v
119. ‘ o c o I o
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' APPENDIX D

. TASK STATEMENTS NOT INCLUDEDfIN TAhLE‘l” ‘ -
~ Table 1 contains only thJse 297 tasks which were-judged to ~ ». ..
be of reasonable relevance to the- occupatlon of General Secretary. .
Other tasks. in the total listing of 492 secretarial science. . . -
tasks. were apparentfy more appropriate to .other. job types within ..
* the occupatlonal field. These 195 omitted tasks are lIsted here
to permit IdentIfIcatlon with data in Appendlx C.. L

- : . . v

v . -
N These 195 tasks were thé ones on which large numbers of
either the workers or the superv150r§ indicated- that the task
| was not or should not be performed by General :Secretaries. This-
- selection was made when less than 10% .of the Group 1 workers
I indicated they perform a task (Question 1), or less. than 10% of
all supervisors:indicated their workers should perform a task,
) (Questlon 2). .Thus, if more than five WOrkers and:-more ‘than ‘
A _ seven superVIsors had checked a task, then it was Included in .
~ - the Table 1 summarles. T o e v SR
S _; o L pgrcent Who Now Do
' f‘ -Acﬁual}“byﬂ'cDesiredfby,
' . Workers ' Supervisors
DUTY .A: ORGANIZING AND PLANNING /T TR
1. Advise: c0ntractors on procedures, |
limitations, requirements and , ‘ ‘ "
» ‘dellvery schedules. 3 : 157
10. Decide’ charges on work done. .5 - Jé}; 16 !
13. Detexi ellglblllty of Indl- L S L
v1duals for traInIng. P -2 ' - 18
21, Draft policy recommendatlons for - o o C ;f
- Subm18810n to hIgher authorlty. . B 19 S ’
. SO ; . T
23. Establlsh operatlng procedures L , . y
for‘suspense flles. o . 5 2 .
' - | . | B = o 't").L T
>‘ \\_ . . ,v.:ﬁ. .‘ ) . .. ‘ ‘ | ) 216 -
 ; - Jii | "
\) . v‘.:“ ’.‘




._'24';’ .

28.
41.
a5,

- a

'“46.
’ 51 . |

DUTY B‘ SUPFRVISING AND IMPLEMENTING L ne .
m53."Address\a meetlng of employees. bfﬂz - ’ii%ehp .

V;4. iApply for group 1nsurance. 13 Ny § _.'

55. Approve equisitions made out by::

others. ﬁ\ SR _ ' 5 10

57. A551gn personnel to job positions. ‘2_ .15

60. bBuy boﬁds pon request of employer. :S‘ ‘ 48~ W i

64. Compose legal papers. ) ),. L 7 e 8, - &
66. Conduct conferences or brleflngs. 0" 10 i%
67. Conduct personnel peetlngs._ | é 'ib. ‘;
68. Conduct.personnel utlllzatlon o ? ) o

69.
70.

71.

Prepare bids (for contract) 7. 12, s
Revmse the organ12at1onal ' ',"ff‘ﬁkﬂih' C

, 8 | ' o Tt i f
o E ! ‘ . " ; .
oot ot Actual, by De51red by B
o . L, TR Wbrkers supervmsors
.y . ot N A e
Establish performance o L '~"\9V"
st ndards.‘g~ - 0. F14

He p plan edVErtlslng,
-car palgns._ S .

structuxe of clerlcal empioyees.

V3
.Secuﬁe quotat;ons from brokers..

Schedhle on-the—Job tralnlng..

\ . v

- - " . "o :
- - L [
B : . L . 2.
e b [ : - oo . P -
.o Q. R L
W2 -
- - . N % / P
R

surveys. S S 0 y T
. L‘ v “ T, 3 o . T o
Counsel and adv;se personnel on Lo R

training program .

'Counsel personner\on promotlon T :
cr1ter1a and status. -0 4" e
Discharge employees. - L 2. 5, b

o Nar e




» k2N e o . .
. Y ) s iy " ‘
. o “ . Lo ’ )"
E . | ) MR
) ) ° . Actual, by 1De31red by TR
i o ‘Workers Superv1sors; Lo
" 73.- Give dictation. to other S L ' a )
: ' offlce workersn o ‘ 2 L9 . R
80. Initiate request for personnel SR oy '
,replacements : , B . e T - 12
81. Investlgate causes of trouble : o TS
. »  between- employees ) o 8 > 21
. @ R A :
85}”40perate.public-address system. 70 9
- "87. Oversee workmen (e g., carpenters, '] I o
' ~_electr:|.~:::|.ans) . e 3 9 ~
“  .93. Prepare and review registers of ‘ . ' b
: transagtions. . .. - 5 . S0 9
.. ' ‘. » e . ) ,A" ’ g o
v%fmf..v‘ 94. Prepare proxies. . o . 7. e 4
L1024 Reprlmand employees.' V : 3 - ilzf» T
" I - 103. 'Select 1nd1v1duals for speC1allzed B
' ‘ tralnlng. , . . o - 8 : .
loéi‘ Sell stocks upon request of S !~ : '
- employer. . : 2 2
111. Supervise‘the preparation‘of con~- :~ _ ' o
: tracts or purchase orders. 5 ' 14 - L
= 114. ‘stipervise the maintenance of C - | o
Lo publications in stock.. . 0 ‘_,«16 '
, o 117. SuperVise'stenographers; o2 if -1
TY C: COORDINATING AND PERFQRMING
_ . PERSONAL ACTIVITIES’ FOR EMPLOYE.R
122 Arrange Wlth bank for fungs to. . ,“‘ S
be wired or cabled.’ . 5. - 10
124. Balance employer 5 pers0nal = S ,
- checklng account. R .3 S -
130. Keep lists of employer s persqnal : . o - ;
¢ o property up to date. : 7 L 5: Lo ;
W - o 218 S -




. B - ' e ,' '.;
Actual by Des;red by
Workers ; Superv1sors

= 131 Keep list of credlt card. g
numbers. '

134, Make arrangement5wforwrepa1rs
; ~ on employer s personal property
" (car). o .
Make lisg ofkpersonal stocks,
notes, & collateral of
employer.

Make out household or pers0nal
checks for employer.-'

<

Obtain ‘credit cards for'employer.

Obtain infoymation and papers
for foreign travel for employer.

Pick up and dellver employer at T
‘airport. :

Record stock guotatiopsr—watch,
market. : :

Scan newspapers, magazines, and
trade journals for employer.

Shop for employer.
Sign personal checks for employer.
Take care of employer's personal

1nsurance (e.g., auto, life or
home) .

DUTY D: INSPEQTING AND EVALUATING

156. Evaluate employee s work

lSS.jMEvaluate tralnlng effectlveness.

.162. Inspec¢t tally sheets on varlous
jobs. - R

- 165. Investlgate reference (personal
» - or flnancral) R




DUTY E: TRAINING | e AL A

;* S 0.

171,

< ‘-_ 3 173.

177.

2

178,

DUTY
183.

188.

puTY

with labor laws.

"Review tralnihg progress of

: informatlon. . _ i T A ,;'}'”:18-"

- TPeach tralnlng class of employees. 2 V'” - 9:

Fc PERFORMING STENOGRAPHIC. ACTIVITIES

G

195. Act as d;puty on safe de9051t box. “vjiéf

'197.'_Adm1nister small purchases such as o _ 1;.p'%'»*

- purchase agreements.: R S 12;_i", o fs'“

Approve monthly group 1nsurance N N - _{Uﬁfv%"T. IS
© bills.. RO 2 R R

;-gActdaI}fb§5';De51xed,by o
Workers ' Supervxsqrs

ST s o T w
Review records for complxance R R

- 100

~

employees. _ v oy g
] . . ! | 3 .

} . . .
El B . . . EE N
[

Administer or proctOr personnel S P ;.Z"

tests. i a -8 ® 15
L \‘r .8 o
Conduc:\bg-the-Job tralnng of o o
office pez sonnel. -L 5 . 34

e L

Demonstrate how to 1ocate technlcal

Prepare manQQCripts for tralnlng B T ,
se551ons.- - N .5 14 .

Operate shorthand machlne. L .2 *~*7I" 6
Transcrlbe/(type) from shorthand : A
‘mac ine tape (stenograph) . o 7 . 14

: PERFORMING BOOKKEEPING S N T e
- ACCOUNTING ACTIVITIES S T X /o IR

~

credit card charges and blanket

Approve customers' checks, charge ' R
purchases, ete, - _ o8 9




202.

204,

205, °

206,
<207,

210,
211.
. 212
214.
215,

217,
218.

220,

-

' Arrange for 1nsurance polmcies.

'203{

209.

216

_Ascertaln avallablllty offfunds.ﬁ.iw

-tDo prellmlnary work,for 1ncome

tax return.‘

- T
T

Calculate deductions (Income

Tax, FICA, Insurance) IR

Close ledger accounts.~

Control the safekeeplng of monles,

bonas, or sealed blds.

Compute amounf and percent of
markup or loss. ' s

~

Compute depreciation.

Compute divi&ends.‘i

Compute interest.rates.

' .”“ . )
~ Compute property or income taxes.

Compute sales'tax.'

Compute trade and cash dlscount.j.

@

Convert flgures to metric system.

~Count money to verify- cash
reglster returns.

Deposit w1lls and” valuables for
cllents.." o S

'Establish deprec;ation schedules‘ ,

for equlpment.

.Figure.discount'on'maturity rates.ﬁ-

R .
N .

ol

[

Age the accounts recelvable.-f

510

HOW @ N s

1




'224.. Figure extensions. -
225. Figure insﬁrance'rates.~;fﬁ
_226, fFigure 1nventory (value)

227. Figure market value of 1nvestment
and portfollos. :

. 1 s
“ o

- Handle' collectlon of outstandlng
debts (accounts recelvable),“n

232../Interpret flnan01a;/f19ures lnto
: - a summary statement..fi \p

e

234, Keep'books'whidL supply data for .
' 1ncome tax for company, trusts, etc.

. '4

235. Keep cash, account. e ?f ;.ﬂfak
236. Keep charts of sales records.p)
238; Keep 1nsurance reglster. ;

240. "Keep record of terrltory ass1gned
salesmen.m . e
'241. ‘Keep records perta1n1ng tov' ,
' employees belonglng to unlons.
242. Keep records pertainlng to FICA
o tax (Soc1a1 Securlty) e
243~ Keep records pertalnlng to state
- and federal unemployment tax. . ;
244; Keﬁb records pertalnlng toy;
‘income taxes.__ i :

_245;. Keep records pertalnlng
N sales tax. . :

246. Keep'records pertalning to State
'Industrlal Insurance;r

*2‘47;

A FullToxt Provided by ERI




’Keep wage and sales cOmparlsoﬁ
records"_
Ma1nta1n 1nd1V1dua1 employee s'
earnlngs records. R -

ignatures;e

~ 252.- Maintain prlcexllsts and make-
‘ ' necessany chapges

l
.

- 253,  Maintain- records .on rental real
' estate. '

s
k4

255.  MaKe arrangements for frelght :
. express. e

, By .

256, ‘Make “combined—Journal" entrlés.
:t?SZ. Make contracts forisupplles;=“ﬁ;:,‘i~

’ servrpes, e}c. o . . -
258uf ‘Make" decms1ons on discounts

R allowable./ e
- 259 Make entries dlrectly to accounts .

. ';1f buslness does not use Journals.”'
260“ Make flnghc1al graphs“ ;-v;‘i'~4
) '«!‘. .

-~

~

;ngGI, Mahe lists of contentstof ‘office
- ™ safe or safe deposit box and’ keep
it up to date.,i‘-_ q :

v~

Zéz..*Make out monthly statements.' f’:s

263. Make out W1thhold1ng tax stateme”ts
S at the end’ of year (W—2 forms)

(o

265;.f0perate check erter protector.'

s

266,:A0perate classlflcatlon boarés\

o .
- 267. Operate full—bank add1
L . TN [
‘”268;A~Post data,on dally sal
B ‘department.h -

ERI

{AFullToxt Provided by ERI




L

- 273.

275.
276.
2717.

~ Brs.
280.
281,
283.
286.
287.
288,
289,
201,
o292,

_ accounts)

- of month of fiscal perlod (prove S Ty
3 equal;ty in, ledger) : B A .- ST

_(Income Statement). - , e 2

'control forms. -~ v - L 3 SRR IR R .

proper forms‘ ) .. - R S [ : 7 S . 12 o ‘
,Recelve and- dlsburse trust memos.-{iuf.z'cfy;;;.X':‘A

Receive and ﬁlsburse funds fory . - ffv"*g“;”iv, EUSE
, guardlanshlps and estates. et le V3 Y W

"-Actual;,",-by Des:.red by SET
N wOrkers(; SuperV1sors ft;,~

Ca

Post (transfer) entrles from ' 4lf' T A .

jouxnals to a ledger (group of - S

Prepare acooUntlng data for : kR S

transmlttal to computer center. TR S
. o o

Prepare a’ trial balance at end

Prepare balance sheet. B o o 7 o ‘lw~'5<

Prepare capital statement . ‘3;04ﬂ} ‘“"f.,.zr;('"f"“

Prepare expense reports to clear : "~'_fa ~a*‘:1“;j_k"i'
company hdvances. S ! R N R

Prepare Journal or ledger entrle J 10 . 6
L : .

Prepare post and clOSLng trlal ST e E T

Prepa’e proflt and loss statement o '

A

Prepare salemen s comm1551on
statements. v

'Prepare sales sllps. Ty R

/

7

2
Prove cash daily. ‘“'ﬂf SR 'l,.fs”;dl ')
: o é_~_ i

Record cash reglsésr tapes..

;Rgcord daily sales ‘on unit ;:~--3“’5.4 ' ~vvf;fi~i:‘7 S

Record dally-shqpmentsllflir S _?“ﬁ 8 ff:”}'f =f'6_?ﬁ

Record ‘inventory records on co e e T




293,

294.

297.

- 298,

299,
300.

N\ ' : ‘,Actual,'by ' Desired by
SFA T "L " _ Workers - Supervisors
f&. ; Y
Rule journals«or.ledger'accounts,'2 5 -4 ey
‘Secure letters of credit from IR
-;Abanks. e : 3 5u i
Send out cred memos'for'goods' . A
returned . o) 5 -5 .
Send out 1nv01ces for payment -A'Qu'
Sign checks. A i&;f -
Systematize and record items S
- deductible from 1ncome tax on i , .
bu51ness. - 2 . L
Take, care of bankbook. 2 '*38
Take care of checkbook and stubs. 7 '.12f:
Total weekly or monthly sales. 10: 6
Type gank reconclllatlons.' 2 2 ,1/.
. ' i . &
Use check~register. 5 4
B . .
Use’ ledger accounts with "balance" .
column (balance form) 8 6
Use voucher reglster. ‘fzh‘ 4:
Work with city or county tax b
statements. 5 4
' _ A
Work with sub51d1ary ledgers. 0 ‘1
Write checks for payroll o ‘12 ‘l‘

: tlons, house organs, etc )

—~ S

H: PREPARING Fonqs AND-

PUBLICATIONS

Compose news items or maga21ne
articles  (newspapers, trade publlca-

S 25




Actual, by \Desixed hy

*
" ¢ . Workers — Supervisoys
N ) P PR
317. Operate illuminated drawing board : S AP
' (mimeoscope) _ .- 3 EEE b .

318.. Prepare or ‘revise pamphlets and . Y .
catalogs. . , \ N 'féﬁ/ 28 o

o . ' : .l . : b o / L. o B

321. . Plan layout. and makeup. ‘ . -5 ! g

DUTY I: PERFORMING RQQEPTIONIST e . .
ACTIVITIES _ — .
. t T e
328. Assist Wlth publlcmty for charity . } . . L.
and other drlves. - . -2 -8

332. Give news 1nformatlon to- | ' -
reporters. } . 5

P

DUTY J: PERFORMING CLERICAL ACT{X?TIES o ’ |
357. Have legal papers recorded. - 15 ‘ 9 '
364. Operate addressograph 7 5

368. Operate key-drlven machlne (such as

b comptometer) . . o 10 B 6

¥

369. . Operate key punch maqhine. 3 -4

370. Operate micfofiim“féadera_ 8 12 .
371. Opé}ate microfilm recorder. - 2 5 |
372. 'Operate micfofilm réproducer.' 3 \

' +374. Operate offset. dupllcator (e. g0

multilith)," v 2 8’ i
'~ 379. Operate SW1tchb9§rd (PBX) . 8 - 16 (§'
383. Operate'telétype. - ‘3 | ' 6 . ﬁ‘%ﬁ
385. “Operate'vari-type machine; o 3 4. 3
'v387. Prepare - .code sheets for convéA¥§ng< C ‘
per??nnel data to punch'cards.‘ . 1“9 ",_"w .6 !

235

- 226 . e o, . . - . N ‘V‘A \m\-é'




y | . - ;
. | ) . ) s Lo ‘ :’;’ J .
~—r T S . Actual, by - ‘Desired by
- 4/*\ Workers . Supervisors -
. $ _ . I3 e
410. Type insurance: policies or forms. 75¥¥f
412. Type legal acknowledgements. i3_f
. 413. Type legal agfidavits, 8 o
T e : _ .
418. Type legal sales contracts. 8 .. 9 )
_ 419. Type powers of attorney. ‘!Z'v £
- ¢ 421. Type real estate _papers, 5 4 : -
";"i/‘ ey ' 5 " . "F . '_ LI
422, Use mIcroﬁilm equipment.: 5 "2 o
425. Verify and update Informatlon on e»'f7 U R
punch cards an machine} listing. 7 14 . : N
' DUTY K: MAINTAINING FILES AND LZ{[&BRARY '. \A\ -
"7 431. Dstabllsh or mai ntaIn a reference e -
: llbrary.. : . 8 V19
436 Establish operating procedures for o i - I -
reference libraries. ‘ 0. v 6 L
441, Malntaln lIbrary card catalog. 5 1 ~.
446. Revise stock llStS.. 7 , 12 .I
451. Submit receiving reports for new .
- library books. ) 2 6’
454. Use magnetic fIling eqqument 0 0
455. Use motorized fILIng eqqument. 0 4 :
O S C o ’
DUTY L: -PERFORMING MAIL ROOM ACTIVITIES . . S
472. Operate and keep postage meter record 5 _19 A . = .
' B R ’ ‘ R
473. Operate automatIc letter opener. 7. - N o
474. Operate mailing sealerk _ 5 3£$ 14 AT .& fp
+478. Recall mail -from post office. =~ 7 \ 15 _I L I
' 488. Use franklng-permlt perll&gES‘ o 1'-' -
(rIght to 'send free mail). - _ 3 S8 : .
. * Ue 5. COVERRMENT mnmw orFlcé: 1976« 650-248/37 - ', ’ ) B \ ¥
; 2356 | e :
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