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FOREWORD

An important aspect of the nature of this Project is the involvement of
literally hundreds of "consultants" - educators, business and industrial
workers, and community representatives. Participation is sought from all
areas of experience and expertise as the attempt is made. to develop truly
realistic and accurate information about the world of work. This document
represents the creative and very useful efforts of one contributor, Mr.
Thomas Christiano.

Project CAREER makes available this and other resource documents in an
over-all, cooperative drive to link learning and working. "Careerograms"

are seen as one example of how schools can acquaint students with occupations
and careers in an easily accessible, comprehensive approach. This very
explicit set of instructions can be of significant assistance in the under-
standing and preparation of career analysis charts. Other related documents
available from the Project include a Guidance Manual on The Dictionary

of Occupational Titles: "A Basic Tool for Counselors and Teachers" and

a compilation of careerograms for the 122 occupations under investigation

by Project CAREER.

The Project expresses its appreciation to Mr. Christiano for the deyelopment
of this highly informative and useful material.

Vincent P. Lamo
Director



I NTRODUCTT!ON

The Career Preparation Analysis Chart or "Careerogram", as these have been
named, is a visual device which synthesizes the information contained in

the many volumes of the Dictionary of Occupational Titles, as well as the
Occupational Outlook Handbook. It is designed for use by counselors of
high school age or older.

Information on a specific occupation is abstracted from the Dictionary of
Occupational Titles and the Occupational Outlook Handbook and presented

in the graphic format of a chart. The counselor and/or counselee can gain
information about three basic questions: "What is the job?", "What does this
job demand of me?" and, "What can | expect of the job?" The advantage of
this format is in its speed of delivery; the individual does not have to search
through many volumes to gain the information, while at the same time, the
Dictionary is referenced in the event that further or more detailed information
is required. Other advantages include the adaptability of the charts to local
geographic areas, the ability to delete or add occupations as needed, and,
most important, the ability to cluster the occupations on a career !adder

of specialty levels. The counselee is thus able to see and choose from the
many occupations of a given career cluster from the entry level positions to
the more complex professional level positions.

Carecrograms are meant to be an aid and additiona! supplement to the
Dictionary of Occupational Titles, published by the U.S. Department of Labor;
Bureau of Labor Statistics. These are not meant to supplant the DOT, but
rather to provide another easy reference source for the counselor and his
clients in fully utilizing the DOT. Because these charts are briefs from the
DOT, it is recommended that where additional information is helpful or
information needs to be clarified, the user of these charts be referred back
to the source, either the DOT or the Occupativnal Outlook Handbook.

Those who must prepare these charts for their particular locality or for
occupations which have not been prepared already will come to appreciate
the great amount of information on all the various occupations contained

in both the DOT and the OOH. Although these instructions appear lengthy
and complex, once familiar with the content, the user should be able to
prepare a careerogram, typically, in approximately twenty minutes.



Supplies Needed

1. Dictionary of Occupational Titles
Volume | - Definitions
" Volume |l - Occupational Classification

Supplement to the Dictionary #1 (arranged numerically by DOT numbers)
Supplement to the Dictionary #2 (although this supplement contains exactly
the same information as Supplement #1, its arrangement is by "Worker

Trait Group" and page number of Volume Il. Therefore, its use is
optional)
2. Occupational Outlook Handbook (for the current period - this volume

should be updated with each edition)
3. Carecer Preparation Analysis Charts - blank forms

The foliowing procedure should be the most efficient in preparing these
forms, but a variation from this procedural format is acceptable in
keeping with the preparer's style as !ong as all information remains
accurate. Some parts of this form {so noted) allow for local variations
from the information provided by the Department of Labor.

(91




Job title - this should be the job as it is known in the industry in
which the occupation is found. Avoid nicknames or local synonyms
not found in the dictionary. These may be placed in the "Other Titles"
(3) section. Also avoid generic distinction of a particular sex or
gender (e.g. stock boy to stock person) as this can cause confusion
in_the definition by making the title refer to more than one job
classification. If there is any confusion regarding a specific job title,
the title should be researched in Volume | before proceeding any
further. DOT titles in Volume ! are arranged alphabetically. When
the accurate job title is achievad, go to Volume | for that job title and
place the title in the proper space.

DOT No. - this is a six digit code number following the job title in
Volume I. It is composed of two sets of three digits with a decimal mark
separating them. Each number in the series breaks a job down into a
specific classification and job relatedness factor (see 4). Enter this
code number in this space.

Other titles -~ this space is reserved for variations in a specific job title,
either a nickname or a local title preference. Such titles appear in
bold-face type after the DOT number in Volume | of the Dictionary.

Some occupations may also be divided into specialty areas. Where this
occurs the notation "may be designated according to speacialty area"

and should be entered in this space. Enter other job titles or previous
notation in this space. If none, leave this space blank.

Relation to - the last three digits of the DOT code number separate an
occuipation according to its significant relation to data, people, things.
These digits should be entered into the spaces following data, people,
things. The fourth digit should be entered after data, the fifth digit
after people, and the sixth digit after things. Following this digit,

in cach space should be entcred the word or words defining the
relationship as found in Appendix A, the attached sample Céreerogram.

DOT location - these are the pages in which specific job information

may be found in the DOT. These are entered to assist those who use
these forms to find more information or clarify information on a specific
job. Enter, following Voiume [, the specific page number where the

job title and definition may be found. To find the page number for
Volume Il and Supplement |, open Supplement | to the specific DOT

code number (all entries are arranged according to DOT code). In the
second column the "Worker Trait" group page number is-the page
number for Volume Il of the Dictionary. Enter this page number after
Volume }l and bottom page number after Supplement I. To find Supple-
ment 2 page number, open Supplement 2 to the W.T. group page number
(Volume II}. (This supplement is arranged according to W.T. group
page numbers.) This page number is in the upper right hand corner of
each page in Supplement 2. Enter-this page number after Supplement

2 on the form. :

-3~



10.

11.

12.

Definition - in addition to “a job title and DOT number, Volume | defines
each occupation. It is usually broken down into a short, descriptive,
general paragraph concerning the job followed by specific skills or tools
needed to fulfill this job. Usua!ly the short descriptive paragraph is
sufficient to define the job. If not, summarize the definition and enter it
into this space. ‘

’ A
Physical Demands - this information is found in either Supplement | or
Suppiement 2 - read across from the specific job title and enter a check
in the spaces beside the numbered category as found in the supplement
with the exception that (1) strength is expressed in terms of a letter desig-
nation. Enter this letter in this space and check off the remaining categories.

Conditions - this expresses a specific working condition ¢f 3@ job. This
may be found in either Supplement | or Supplement 2 following Physical
Demands. Column 1 is expressed in terms of a letter designation | -
Inside O-Outside B-Both. Check off the appropriate category. Check off
the: remaining categories similar to Physical Demands.

Aptitudes - these are found in Volume (I on the Worker Trait group page

in the section marked "Qualifications Profile" on the line designated ."Apt".
Those aptitudes which appear in boldface type are considered to be
occupationally significant for the specific group and are expressed as a

capital letter for each aptitude (see Appendix B). Beside each aptitude

check off the corresponding aptitude which appears in boldface type

in Volume 2. .

Interests - this information is also found on the "Worker Trait Group" page
under the "Qualifications Profile." This information is found beside the word
"Interest" and is expressed as a series of numbers. These numbers correspond
to the numbers under the column "Interests" on the form. ' For each number
expressed in the DOT check off the corresponding number on the careerogram.

Temperament - this information is also found on the "Worker Trait Group"
page under the "Qualifications Profile". This information is found beside the
word "Temperament" and is expressed as a series of numbers and/or ietters.
These numbers and letters correspond to the numbers and letters in the
column marked "Temperament" on the form. For each number and/or letter

expressed in the DOT, check off the corresponding number and/or letter
on the careerogram.

Total Educ/Trng Requirements - this also may be found on the "Worker Trait
Group" page in Volume Il in the paragraph entitled "Training and Method of
Entry." With the exception of on-the-job training and apprentice training, -

a check mark beside an educational leve! presupposes education through

the lower levels, therefore these levels need not be checked. OJT and

=1



13.

14,

15.

16.

17.

Apprentice training may be checked along with an educational level.

The only exception to this might be when two educatioral levels might
be appropriate to meet a job requirement (e.g. four-year college grad
and graduate school). Having determined from the Dictionary the proper
educational level place a check beside this level and also beside job
training and/or apprentice training if this is necessary.

Special requirements - this information, designed to give the interested
job seeker more clues to relate his personality to the job, is also found
in the "Worker Trait Group" page of Volume Il in the two paragraphs
entitled "Worker Requirements" and "Clues for Relating Applicants and
Requirements". The important requirements mentioned here and not
mentioned in some other place, notable aptitude, interests, or personality,
should be synopsized and entered into this space.

High school course of study - this divides educational training into eight occu-
pational areas, seven from architectural to structural and an eighth, specific
occupational education, included to enable the preparer to enter 2 high

school course of study not applicable to the other seven. This information
may be derived from the "Worker Trait Groups" pages of Volume Il in the
section titled "Training and Method of Entry" or from the Occupational Outlook
Handbook if the job is defined therein. If these two sources do not provide
the information, it is then the preparer, using his knowledge of occupations,
who must decide what course of study is appropriate. The course of study
decided upon must be so checked in the appropriate box.

Suggested Career Electives - these are essentially high school courses which
a student may elect, better preparing that student for a specific occupation

or group of occupations. This information may also be taken from the
"Training and Methods of Entry" section found in the "Worker Trait Group"
pages of Volume Il and also from the Occupational Outlook Handbook. Again,
wheire this information is not readily available, it is the preparer's knowledge
of occupations which will enable him to complete this section.

Entry level jobs - this information is also contained in the "Training and
Methods of Entry" section in the "Worker Trait Group" pages of Volume II.
Volume {, giving the definition of a job, will also indicate an entry level
position if appropriate. |If this particular job being analyzed is an entry
level job, it should be noted in this space.

Related jobs - this information is found in Volume Il in the "Worker Trait
Group" pages which list the occupations which are essentially similar and
share the same wnrker traits. To synthesize these sometimes. long lists
of occupations, it is best to extract those occupations which are known to
be related and have the same first three digit code.

-5~



18.

19.

Employment Outlook; Hours; Average Earnings; Union Association
Affiliation - this information can all be gained from the Occupational
Outlock Handbook if the specific job under consideration is defined
therein. If it is not, it is advisable that a notation such as the following,
UK - unknown or NA - not avzilable, be entered in these spaces.

Since students sometimes make career decisions on these criteria, it

is essential that these be as accurate as possible.

Course location - this is a local option providing space to enter the school
or schools which provide the training necessary to enter this job field.
This should be entered by the preparer based on nis/her knowledge of
the occupation and the training facilities available in the area.

=
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APPENDIX A

Careerogram
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APPENDIX B

Aptitudes

(For ease of reference, the following material is excerpted from Appendix B
of the Volume Il of the Dictionary of Occupational Titles 1965 ed.)

1. General Learning (G) is roughly equivalent to Intelligence of Getieral
Learning Ability and is synonymous with the ability to reason and make
judgments (closely related to doing well in school).

2. Verbal Ability (V) - ability to understand meanings of words and ideas
associated with them, and to use them effectively.

3. Numerical Ability (N) - ability to perform arithmetic operations quickly
and accurately.

4, Spatial Ability (S) - ability to comprehend forms in space and understand
relationships of plane and solid objects. Frequently described as the
ability to "visualize" objects of two or three dimensions, or to think visually
of geometric forms.

5. Form Perception (P) - ability to perceive pertinent detail in objects or in
pictorial or graphic material; to make visual comparisons and discriminations
r,-d see slight differences in shapes and shadings of figures and widths
11d lengths cf lines.

6. Clerical Perception (Q) - ability to perceive pertinent detail in verbal or
tabular material. To cbserve differences in copy, to proofread words and
numbers, and to avoid perceptual errors in arithmetic computation.

7. Motor Coordination (K) - ability to coordinate eyes and hands or fingers
rapidly and accurately in making precise movements with speed.

8. Finger Dexterity (F) - ability to move the fingers and manipulate smail
objects with the fingers rapidly or accurately.

9. Manual Dexterity (M) - ability to move the hands easily and skillfully.

10. Eye-hand-foot Coordination (E) - ability to move the hand and foot coordinately
with each other in accordance with visual stimuli.

11.  Color Discrimination (C) - ability to perceive or recognize similarities or
differences in colors, or in shades or other values of the same color; to

identify a particular color, or to recognize harmonious or contrasting
color combinations, or to match colors accurately.

.9
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Certain aptitudes appezr in boldface type on the qualifications profile for the
"Worker Trait Groups". These aptitudes are considered to be occupationally
significant for the specific group, i.e., essential for average successful job
performance. All boldface aptitudes are not necessarily required of a worker
for each individual job within a worker trait group, but sume combination of
thesc is essential in every case.
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