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PROBLEM:

(a) vocational instructors teaching
communications skills;
(b) vocational instructors supplementing
“general communications courses;
(¢) cominunications specialists teaching
job-related communications skills;
(d) curriculum specialists developing.job-
related curricula in communications.
Communication curricula and the materials that support
them tend to teach: (1) speaking, to make a formal
presentation; (2) writing, to produce a term paper or
report; (3) reading and listening to support these
activities. o
Speaking, writing, listening and reading are used
daily in the performance of virtually all jobs for
which vocational training is available. .
Therefore, it is appropriate that information about
these occupational communications skills .should be
provided to persons charged with teaching them.

OBJECTIVES: 1. To determine basic communications skills

that are common to jobs in seven occupational
fields. ' . '

2. 'To identify the basic communications skills
needed for (a) employee entry level competency,
and (b) supervisor level competency.

3. To disseminate the project results.

METHODOLOGY: Employees and supervisors from thirty occupational

clusters answered written questionnaires about the com-

.munications skills involved in sending communications

and receiving communications. Skills were divided into:
(1) ways of communicating, (2) kinds of information,
(3) effectiveness of communications.
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CONCLUSIONS

Job categories were selected on the basis of existing.
programs, projected programs, and an Employment Security
list of projected needs. .

AND RECOMMENDATIONS: In general, this analysis reports

that questionnaire respondents relied heavily on oral
communications for both sending and receiving communi-
cations on a job. Talking and listening to one person
face-to-face was reported as the most frequent way of
communicating.

Communication curricula, based on a. task analysis of

the job, should be developed in all vocational fields.
This curricula should emphasize th» development of
one-to-one, face-to-face -talking and listening skills
and informal writing skills. . '
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CHAPTER I
INTRODUCTION

Vocational education programs are frequently criticized for pro-
viding communications skills training that does not relate to the
technical skills of the job. The potential auto mechanic, carpenter,
and clerk-typist have quite often found themselves studying and
being held responsible for the same kinds of communications as all
other vocational students. Some vocziional students find themselves
studying and being held responsible for the same kinds of communi-
cations as the potential doctor and lawyer. As a result, -questions
have been asked about the kinds of communications skills needed by
persons who are engaged in the various occupations. It seems appro-
priate to answer these questions.

Tools necessary to do a job should--must-—-
.particular job. Communications skills are thol .
".the objectives of a communications unit, cou an Program be

directed precisely to the occupational need of the trainee.

designed for

An examination of textbooks and commercially produced supple-
- mentary classroom materials revealed that most communications..
subject matter contained in these materials tends to be (1) speak-
ing, to make a formal presentation; (2) writing, to produce a term
paper or technical report; and (3) reading and listening, to stimu-
. late or support these activities. A review of e@ducz®’;.21 research
publications in the area of communications skills in* .+ :ed that
little has been done to identify speaking, writing, reaaing and

listening skills that are used on jobs.

Speaking, ‘writing, listening and reading are used daily in the
performance of virtually all jobs for which vocational training is
.available. These skills are used during the informal interactions
of employees’and supervisors and include: giving and receiving
directions, instructions and orders; describing and defining mate-
rials, processes and requirements; asking for irnformation and
services; and explaining technical processes in non-technical terms.

Communication has become an integral part of job skills. It .
seems appropriate that information about these occupational communi-
cations skills should be provided to persons charged with teaching

them. .

The initial activity of the Occupational Communications Skills
Analysis Project was an ERIC search .which was co=ducted by the
Washington State Research Coordinating Unit in response to a request
from the investigators. Descriptors requested were (a) communica-

tion skills, (b) verbal ability., (c)-oral-expressiony=(d) oral™ RS
" communication, (e) verbal communication (f) vocational education,

(g) occupations, (h) skilled occupations, and (i) . technical occupa-

tions. The search revealed seventy (70) references to some aspect

1
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of communications in occupational or vocational education settings.
In addition, some thirty (30) technlca1 minuals, texts, curriculum
guides and studies on communications v':re examined.

. ’

From the ERIC search, it was dlseévered that of the seventy (70)

‘reference items, twenty-nine (29), or just over 417% were directed

toward the occupational communications skills development of the
physically or mentally handicapped and/or the educationally deprived.
The other items dealt with communication skills needed by teachers,
while others were not even that closely allied tc this study.

Several of the references, however, seemed to lend themselves to
use by the classroom teacher or curriculum developer and others can
be adapted fo. use when teaching communications skills to vocational
students. Some of those that can be adapted for use are:

EDO96476 CE002088

CORRELATED CURRICULUM PROGRAM: AN EXPERIMENTAL PROGRAM, ENGLISH
LEVEL 1. PROJECT NO. 10006.

Nadell, Sara Anne; and others. New York City Board of Education,
Brooklyn, New York. Bureau of Curriculum Development.

ED092785 CEO001532

,GEVERIC SKILLS IN THE REASONING AND INTERPERSONAL DOMAINS
"Smith, Arthur De W; and others. Training Research and Development
:Station, Prince Albert (Saskatchewan).

ED099053 (C€S200954
BUILDING INDUSTRIAL COMMUNICATIONS: LISTENING, SPEAKINC WRITING,

READING. GRADE‘XLI Natchitoches Parish School Board, La.

EDO88051 (€S200952 ,
INDUSTRIAL COMMUNICATION READING, SPEAKING, LISTENING, WRITING,
GRADE XIT. Natchitoches Parish School Board, La.

FD084615 €S500510
CAREER COMMUNICATION AND THE COMMUNITY COLLEGE

Muchmore, John

¢ S

ED067691 (€S200167
DISTRIBUTIVE EDUCATION 1-8726 (COMMUNICATION SKILLS RELATING TO

MARKETING AND DISTRIBUTION), Dept. 48: 8726.3
bade County Public Schools, Miami, Florida

EDO65665 VTO15581
INSTRUCTIONAL MATERTALS VOCATIONAL RELATED ENGLISH

‘Oklahoma State Department of Vocational and Technical Education,
Stillwater, Oklahoma

17
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EDOO3093 08 .

PROGRAM FOR TECHNICAL COMMUNICAT IONS TRAINING INSTITUTE FOR TECHNICAL
EDUCATION TEACHERS, SUMMARY REPORT.

Weisman, Herman M. Colorado State Univ. Fort Collins |

ED001428
ENCGLISH FOR VOCATIONAL SCHOOLS °
Johnston, Frank P.; and others, New York State Department of

Education, Albany, New York

EJO55784 VTS503536 .

COORDINATED OCCUPATIONAL COMMUNICATIONS: AN EXPERIMENT IN KANSAS
VOCATIONAL SCHOOLS .

Jones, Dolores; American Vocational Journal; 47;4; 46-68 Apr. 72

EJO34286 VTS502227 .
TODAY'S COMMUNICATIONS IN CLERICAL PRACTICE

.Green, Heneln H., Business Education Forum; 25;5; 14-16 Feb. 71

ED029951 VT007225
OCCUPATICNAL COMMUNICATION COMPETENCIES: A LIST OF AUDIO-VISUAL
AIDS FOR HELPING. PUPILS ACQUIRE OCCUPATIONALLY USEFUL ORAL

COMMUNICATION CAPABILITIES

An examination of the'other sources provided five volumes that
are closely allied to this study, .plus one--the Saskatchewan
project--that provides strong reinforcement for the results of the
investigation undertaken by this project. The six publications
that provide subject matter and material that are closely related
to the kind« of” 1nformat10n obtained from this survey:

DEVELOPMENT . OF AN INSTRUMENT FOR PRESCRIBING COMPENSATORY EDUCATION
FOR VOCATIONAL -TRAINEES June 1975, Research Coordinating Unit,

The Commission for Vocational Education, Bu11d1ng 17, Airdustrial
Park, Olympia WA 98504

~x

. THE PROFESSIONAL'S GUIDE FOR INSTRdCTION: INDUSTRIAL COMMUNICATIONS
‘Kent ‘Public Schools, Kent School District #415, Kent - WA 98031

A METHODOLOGY *TO ASSESS THE CONTENT AND STRUCTURE OF AFFECTIVE AND
DESCRIPTIVE MEANINGS ASSOCIATED WITH THE WORK ENVIRONMENT December
1974, The Center for Vocational Education, The Ohio SLate Urlver51ty,
1960 Kenny Road, Columbus OH 43210

s

A VOraTICHAL APPROACH TO WRITTEN COMMUNICATIONS July 1974-March 1975
Nebri Aa State Department of Education, Division of Vocational
FEducation, and Nebraske ‘Research Coord1nat1ng Un1t Box 33,

Henzlik Hall, bnxverQLty of Nebraska, L1ncoln NE

T

LOWMUVICA[IOVG KEQUTREMENTS FOR TECHNICAI OCCUPATIONS 1970, The
Commission for Vocational Education (formerly Coordinating Council

" for fNccupational Education), Building 17, Airdustrial Park, Olympia

wA 98504
3
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GENERIC SKILLS 1973 Training Research and Development Station,
Dept. of Manpower and Immigration, Prince Albert, Saskatchewan

GOALS AND OBJECTIVES

The purpose »f the project was to gather informction necessary for
building: (1) curriculum materials related to communications skills
used every day on the job, and (2) a vocabulary supportive of the
technical vocabulary learned in technical skills programs.

The objectives of this project are:

1. To determine 15-25 basic communications skills N
involving speaking, writing, reading and listen- N
ing that ar.- common to jobs in seven occupational N
fields. : - A

2. To identify the basic communications skills in-
volving speaking, writing, reading and iistening
that are needed ifor (a) employee entry level
competency, and (b) supervisor level competency.

3. To determine a basic vocabulary of 50-100 de-
scriptive and discriminative words/phrases that
‘allow effective application of the technical
vocabulary used in seven occupational fields.

4. To disseminate the project results to educational
_agencies in the ten northwestern states of Alaska,
Colorado, Idaho, Montana, North Dakota, Oxegon,
South Dakota, Utah, Wyoming and Washington, served

. by the Northwestern Vocational Curriculum Management-.
Center; and to the other five Curriculum Management
Centers ig the National Network of Curriculum Co-
ordination for Vocational-Technical Education

Educators who might.beuefit from these findings are:

v (a) - vocational instructors who are responsible for teaching
related communications skills; ‘
(b) .vocational instructors who see a need to supplement gen-
eral communications courses with training in specific )
communications skills; °
(c): communications specialists charged with teaching job~
related communications skills;
(d) curriculum specialists charged with developing job-
related curricula in communications. .
It is hoped that this information can- be used to make communica-
tions ‘skills training more supportive of technical skill training

= dﬂG—ﬁUTE"Tekevaﬂt_to_pOtCﬁtXﬂ}—jObS“_*“<»WWNMﬂmmuwmmur-m«~m~»~m~m—~&$?ﬁ»1wn~mwm~——m
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METHOD

Employees and supervisors from thirty (30) occupational clusters
were asked to participate in an occupational communications skills
survey. Survey respondents were:

(1) entry level employees, whn wcre seiectéd By
' instructors of cooperating educational agencies,

working in their vocational skill area who had
graduated from a vocational education program
at least one year prior to this survey;

(2) supervisors who are the entry level employees'
immediate supervisors;

(3) members of advisory committees (employees and
supervisors) who were advisors for correspondlng
vocational education programs.

Gene-ally, the project was limited to an individual inquiry of the -
kinds or communications skills that persons employ in their occupa-
tional areas. No dttempt was made to clicit responses from an equal
number of persons-in each occupation nor was there concern about
equality of numbers betweeun employees and supervisors. The techniques
and instruments used to collect the materials were designed to accu-
mulate learned opinion rather than to Jevelop "pure” research. The
intent is to use data bbtained from persons most closely associated
with and knowledgeable about what is, in fact, required on the job.

By such procedures it should become feisible to make curriculum
content decisions which are data-based and data-substantiated,
instead of relying solely upon a panel of advisors or the experience
of ind1v1dual 1nstructors. - .

Written survey questlonnalres (Appendices A, B, C, D) collected
information about the communications skills involved in sending
communications (speaklng and wr1t1ng) -and receiving communications
(listening and reading.) The communicatious skills were divided
into three groups: (1) ways of communicating, (2) k1nds of informa-

_tion, and (3) effectiveness of communications.

An entry level employee and the employee's immediate supervisor
from each of the 30~ occupational clusters, answered;a detailed ques- = . . e
tionnaire (Appendices A, B). Members of the advisory committees ' N

used condensed forms of the questionnaire (Appendices C, D). Emplov-
ees responded to questions about communications with other employees,
customers and their supervisors; supervisors responded ‘to questions
abour communieations with. other supervisors, employees, customers
and - top management. "

‘Occupation and job category selections were chosen on the basis
of jobs for which entry level training -is normally compleLed with
high school and/or not more than two years of post-high training;

-of existing training programs, projected training programs, and a .
~—Hashington-State=Employment=Security~list -of~projecteds Manpower— i
needs. State vocational administratcrs, specialists in the selected -

.occupations, were consulted in order to determine the local education .

agencies with'active, dynamic advisory committees. Local vocational
program directors in these educational agencies were asked to co-
operate in the prOJect activities.

»



After the occupations and the jobscategories'were selected, the
occupational commenications skills model was developed. Lists of
communications skills were obtained by reviewing job descriptions,
task analyses and published maierials about the selected job catego-
ries and occupations. These lists were expanded and/or refined into
a task inventory. This task inventory was used as the basis for a
communication skills model. The occupational communications skills
questionnaire was developed Prom tzhe .communications skills model.

The occupational communiications skiils analysis and questiounaire
were explained orally, face-to-face to the entry level employee and
the employee's supervisor. These respondents were instructed to
complete the questionnaire in the order in which it was presented.
They were asked to evaluate, according to their frequency of use,
the listed communications skills, then rank them according to the
first most frequently used, the second most frequently used, and the
third most frequently used. The respondents began answering the
questionnaire with the help of a project supervisor. They were then
instructed to work alone on the remainder of the questionnaire and
to mail the completed questionnaires to the project supervisor.

Advisory committee meetings were convened by local vocational
personnel. A project supervisor attended the meetings to explain
the occupations commuriications skill analysis and the questionnaire.
During the meetirg, e:ich advisory committee member answered a con-
densed occupational communications skills questionnaire; ai the end
of the meeting, thé project superVLsoL collected the completed ques-
tionnaires.

* After the completion of the survey, computer services were em-
ployed to sort, summarize, tabulate, and rank the data collected

from the occupational communications skills questionnaire. The data
from the questlonnalres were ranked : :cording to the frequency of the
participants’ responses. The computerized communications skills
rankings were further summarized by project supervisors so that the
occupational communications skill analysis information could be
graphically displayed for this report.
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CHAPTER II

’ * . .7 AGRICULTURAL OCCUPATIONS
Agricultural employee and supervisor respoﬁses to the‘Océupétionalf
Communications Skills Questionraires are summarized in Figures 1-12.

/ - Individual employee responses.are summarized in Figures 1-6;
Individual supervisor responses are summarized in Figures 7-12.

Advisory Group employee and supervisor responses to the Condensed
Occupational Communications Sk1lls Questionnaires are summarized
in Tables 1-12.

Advisory Group employee responses are summarized in Tables 1-6;
Advisory Group supervisor responses are summarized in Tables 7-12.

Individual Employees Resbonding to the
Occupational Communications Skills Questionnaire
(Appendix A)

Occupational Clusters Job Categories
Agricultural business ¢ Management trainee
Agricultural technology - Truck driver

Forest management ) Crew foreman
Nursery/Greenhou o Greenhouse employee
Ornamental horticdlture Gardener II

Advisbry Group Employees Responding to the
Condensed Occupat10na1 Communications Skills Questionnaire
(Appendix C)

Occupational Clusters Job Categories

pgricultural business | Bookkeeper, Sales clerk and
) Purchaser, Farm equipment
salesman, Tire salesman and
serv1ceman

Agricultural technology o Warehouseman, Segregator,
' Forklift driver, Apple
sorter
Férest management o Timber management assistant,
Forestry technician

Nursery/Greenhnuse General employee

Ornamental horticulture Grounds spperintendént;
o Ceneral employee, Work/study
" . , _ student
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Analysis of Questionnaire Responses

Ways Employees Send Communications (Figure 1, Table 1) Analysis

of agricultural employees responses 1ndicated that_talking skills
were used more frequently than writing skills. Information was
given most frequently by talking to one person face-to-face.
ndividuals who completed the detailed questionnaire reported that
they talked to  persons_ in a group more frequently than they wrote
_communicationsT  When writing was used, the employees selected memos
“and notes more frequehtly than the more formal communications of
letters and reports. While the variance between talk and write is
greater in the individual responses than in the advisory group
responses, the ways of communicating were ranked in the same order.

Kinds of Information Employees Send in Communications, Talk/Write
(Figures 2, 3, Tables 2, 3) Approximately two-thirds of the agri-
cultural employees responses fell into the categories of being
assertive (giving advice, opinions, -etc.), giving directions (direc-
tions, instructions, orders) and asking questions, in that order.
The offering of opinions, listed in the assertive group, was the
most frequent kind of information given. Opinions were given in

the majority of cases by talking rather than by writing. When ques-
tions were asked, they were more likely to be spoken than written.

Ways Employees Receive Communications (Figure 4, Table 4) The
questionnaire responses indicated that the-agricultural employees
received most frequently by listening to one person face-to-face.
Whernt reading was used to receive information, the employees answer-—
ing the detailed questionnaire were most likely to read letters and.
reports; the advisory group employees answering the condensed ques-
tionnaire were most 11ke1y to read memos and notes.

Kinds of Tnformatioh Employees Receive in thmunications'(Figureq 5,6,
Tables 5,6) The kinds of communications grouped as assertions (adv1ce,
opinions, etc.) and directions (directions, instructions, orders) are

received most frequently by the emplovees. This information is usu- /]

ally received.by listening. N
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AGRICULTURAL OCCUPATIONS

’ q

3

o

INDIVIDUALRESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNICATIONS .

v,
N -

O a8 , 0 w18

___ Memos & Notes

8%
Charts/Gr.aphs y
C . " Forms, Manuals,.
One To One > Work Orders
427 6%
Letters & Reports
47
- —
To A Group: '
2-5 people
25% 5
s - —— *
Telephone _ o -
9%
Demonstrations, Radio
. 67
o
4‘/
) Figure 1
10
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S ‘ AGRICULTURAL OCCUPATIONJ

R

ADVISORY GROUR EMPLOYEE I§ESPONSE .
TO CONDENSED EMPLOYEE QUESTIONNAIRE

"o

COMMUNICATIONS

WAYS EMPLOYEES SEND
TALK: ©3%

ONE TQ ONE . ..\ ., .\ . 30%
TO A GROUP: 2-5. PEOPLE 127
TELEPHONE "+ .« o . . 127

7

DEMONSTRATIONS, RADIO . &%

Table 1 . . o

WRITE: 327

"MEMOS & NOTES .+ + .+ . . ,21%

CHARTS/GRAPHS, FORMS,

MANUALS, WQRK ORDERS . .10% -
_LETTERS & REPORTS . . . , 3%

(o]
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. AGRICULTURAL OCCUPATIONS

o N - .. ’ -
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE
IQEEKLNQ§“QE;INFORﬂATION_EMPLQ!§E§_§ENQ IN COMMUNICATIOHNS
’ TALK. AND WRITE
Explanation
- 9%
g T Evaluation
12%
“ " Assertion
347
Description .
T 12%
_ Direction
21%
Question. N
12%l' o
N [ ]
Assertion: advise, opinién,:propdse, recommend, sell, persuade, suggeﬁt.
-Direction: di -t instrdé@, order. S
[fvaluatfon: as: , appreciate, complimedt, corrdct, scold, reprimand. . .. -
Figure 2 ’
12
é . ‘ e
26
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THE_KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

ASSERTION:
DIRECTION:

EVALUATION:

AGRICULTURAL OCCUPATIONS

., ADVISORY GROUP EMPLOYEE RESPONSE
7« TO-CONDENSED "EMPLOYEE “QUESTIONNAIRE

-,

TALK AND WRITE

ASSERTION . -,

DIRECTION . .
QUESTION . .
EXPLANATION .
EVALUATION .
DESCRIPTION

v 27%
. 197

. 18%

. 167
12

ADVISE, OPINION, PERSUADE, RECOMVEND, SELL, PROPOSE, SUGGEST

DIRECT, INSTRUCT, ORDER.

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, REPRIMAND.

Table 2
-13

27 .



AGRICULTURAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN_COMMUNICATIONS

O tax: 81 -Q write: 187
o . Assertion
6% .
Description
l 47

Assertion
28%.

) . 3%
Explanation
2%

Evaluation
27

Question
17

/N

Direction
18%

Question
l;%f

|
!
[
!

Evaluation
10%
Description
8%

Explanation
7%

43

Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
. Direction: dirccet, instruct; order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
Fioure 3

14

O ‘ . * | 28
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AGRICULTURAL OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

THE KINDS
TALK 68% ‘ WRITE 32%

ASSERTION « v« v v v o v o o 197 DIRECTION . o v v\ v v
QUESTION '+ v « v v v v v v . 167 ASSERTION + + + v v v+ o &
DIRECTION T 170' EXPLANATION [ .- [ ] 670
EXPLANATION + v v v v v v v o 103 DESCRIPTION + ' v 4 + « + W
EVALUATION + « v v v o v v O 7 EVALUATION « v+ v+ o'y 55
DESCRIPTION « « ¢ v v v o o UT  QUESTION v v v v v v v 2 20

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
) . .PROPQOSE, SUGCEST. _

DIRECTION:  DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT,
: SCOLD, REPRIMAND. -

Table 3

- ' ' , 15

29




AGRI CULTUR:AL OCCUPATIONS

INDIVIDUAL RESPONSE TO. EMPLOYEE QUESTIONNAIRE |

WAYS EMPLOYEES RECEIVE COMMUNICATION

(O vLisTEN: 72% Q rean: 285

Letters & Reports
117%
Charts/Graphs,
Forms, Manuals,
Work Orders
107

One To One
457

Memos & Notes
7%

To A Group:
~ 2-5 people

174 L |

Démonstrations, Radio ' . _J
. 6% ‘ . e
" Telephone - . a
4y : C )
Figur 4
30.
16
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AGRICULTURAL. OCCUPATIONS

ADVISORY- GROUP EMPLOYEE RESPONSE
e 1.0..CONDENSED. EMPLOYEE. QUESTIONNAIRE. ... ...

WAYS EMPLOYEES RECEIVE COMMUNICATIONS

-LISTEN: /05 - . Reap: 303
ONE TO ONE [ [] ] [] [] 1 [] [] 'o 36% - NENDS & NOTES [] ] [] [] ] ) 172
TELEPHONE + » o o v o+« » 132 CHARTS/GRAPHS, FORMS,

MANUALS, WORK ORDERS . . 9%

DEMONSTRATIONS, RADIO . . . 127
LETTERS & REPORTS , . » ., U7

TO A GROUP: 2-5 PEOPLE . » » T4

Table 4

17
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AGRICULTURAL: GCCUPATIONS

1 .

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAI RE

' THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

LISTEN AND READ

< Description
° ' 67
Question
Assertion 7%
38% B
Explanation
8%
- Direction N
25%
Evaluation
16%
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, coupliment, correct, scold, reprimand.

sre .
LLanrae o

18
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AGRICULTURAL OCCUPATIONS-

ADVISORY GROUP EMPLOYEE RESPONSE
.TO .CONDENSED. EMPLOYEE QUESTIONNAIRE -

THE KINDS OF INFORMATION EMPLOYEES RECZIVF IN COMMUNICATIONS

ASSERTION:

DIRECTION:

EVALUATION

LISTEN AND READ

DIRECTION + + + . . + 297
ASSERTION .. + , . . . 21%
QUESTION .+ . « . . . 197
EVALUATION . . . . « 127
EXPLANATION. . , . . . 107

I
/o

DESCRIPTION + . . .

ADVISE, OPINION, PROPbSE; RECOMMEND, SELL,
PERSUADE, SUGGEST. -

DIRECT, INSTRUCT, ORDER. .
ASSURE, APPRECIATE, COMPLIMENT, CORRECT,_

~ SCOLD, REPRIMAND .-

m 7 g
i 11},’ (62

19
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“AGRICULTURAL OCCUPATIDNS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

’ ¢

-

'“”-<:)”~L}STENQMH 7é£,. . !M T '-m'égyuhRéAﬁén>égzgm5“

L/

Assertion
107
Direction

87

Assertion
28%

\ < i} Eva}uzélon

| 3%
f?——r———Explanation
. 2%

Question

1%®

Direction _
- 177

”

-

Evaluation
12%
. Question- - - --- -
B e e
Explanation _
6% B
‘Description__
3%

5 .
Assertion: advise, opinion, propose; recommend, sell, persuade, suggest.
Direction: direct, instruct, order. ‘
.Evaluation: assure, appreciate, compliment, correct, scold, reprimaﬁd.
5 . ) .
Figure 6
; 20
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AGRICULTURAL OCCUPAT IONS

ADVISORY GROUP EMPLOYEE RESPONSE -
-TO-CONDENSED-EMPLOYEE- QUESTIONNAIRE """

TH g NDS OF INFORMATION EMPLOYEES RECEIVc IN COMMUNICATIONS
LISTEN: 702 - - READ: 305, '

DIRECTION + » v v v v v v v o 180 DIRECTION . v v v v v, 117

ASSERTION l',.l N R 1‘/?; . ASSERTIG\J I T T R TR R 55;

' QUESTION L N T N N T N T T ]5% QLESTION [ R T T T T R [%
EVALUATION + » v v v v v 92 EXPLANATION o v . 4 .. . 4T
EXPLANATION v v 4 v 4w v v v o B% ° EVALUATION + .+ + ... %
DESCRIPTION « + + o + o + + . B DESCRIPTION « + + 4 + + . 32

ASSERTION' ADVISE, OPINION, PROPOSE; RECOMYEND, SELL, PERSUADE; SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.
EVALUATION: ASSURE; APPRECIATE, COMPLIMENT, CORRECT, SCOLD, REPRIMAND.

Table &8
21 .
L




Individual Supervisors Responding to the
 Occupational Communications Skills Questionnaire
(Appendix g) ’

Occupational Clusters Job Categories

Agricultaral business " ‘Area salesman o

Agricultural technology Assistant general manager s
« Forest mandgement: " Timber management assistant

Ornamental horticulture Director

Advisory Group Supervisors Responding to the
Conuensed Occupational Communications Skills Questionnaire
2 (Appendix D) .

Océggational Clusters Job Categories
Agricultural buéiness . Agronbmist,.Produétfbn control-

ler, Vice-president, Farm v
operator, Production foreman;
President, General manager

Agricultural technology Packing foreman, General
manager, Warehouse foreman,
Fieldman, Assistant manager,
Supervisor, Shipping foreman

Forest management District manager, District
supervisor
Nursery/Greenhouse . Co-owner, Partner, Supervisor

Assistant manager, Owner

Ornamental horticulture-® . Gardener II,'Designer,_Fbreman,
: ’ Owner, Secretary

Analysis of Questionnaire Responses

Wayé Supervisors Send Communications (Figure 7, Table. 7) When agri-
cultural supervisor responses to both questionnaires were ranked,

they were identical.  The agricultural supervisors indicated that
talking was their most frequent way of sending communications; talk-
ing to one pefson face-to-face and talking to a group of 2-5 persons '
were reported asthe most frequently used communications. When com-
munications were written, the supervisors indicated that they usually

wrote memos and notes.

Kinds of Information gupervisors Send in Communications (Figures 8,
9, Tables 8, 9) The agricultural supervisors reported that the in-
" formation most frequentli\gent by them included the kinds of com-
munications summarized as éS§ertion (advice, opinion, etc.). Over
1/3 of the supervisor responses were reported in this group. When
the responses of supervisors from both questionnaires were ranked

=
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by frequency, the kinds of information sent by supervisors ranked

in the same order. According to the occupational cluster analysis
about 1/2 of the responses made by agricultural business supervisors
recorded the kinds of information given as opinions (part of the
assertion group) and directions (part of the direction group) ; -

over 2/3 of the agricultural business supervisors responses to
these kinds ,of information iddicated talking as the way of communi-
cating the information. Supervisors in forest management, nursery/
greenhouse and ornamental horticulture indicated .that they most
frequently asked questions and gave explanations when they -were
'sending*commUﬁicatibﬁéi'"The“ﬁSﬁélmdé§mdfmEbhmuﬁiéafihg'these kinds
of information was oral. . i *

Egyé Supervisors Receive Communications (Figure 10, Table 10) e
Supervisors answering both questionnaires reperted listening as the
most frequent way of receiving information; listening to one person
face-to-face was most frequently reported. Other frequent selec-
tions included listening to a group of 2-5 persons and listening
by telephone. When reading was used to receive information, the
supervisors indicated that they were most likely to read memos- and
notes.

Kinds of Information Supervisors Receive in Communications (Figures
11, 12, Tables 11, 12) Supervisor questionnaire responses indicated
that the communication categories grouped as assertions (advice,
opinions, etc.) and directions (directions, instructions, orders)
are the kinds of information received most frequently by the super-
visors. When single communications categories were considered,

the supervisors selected questions most frequently. These kind§

L)

of information were usually received by listening.
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AGRICULTURAL OCCUPATIONS

Cai,

* INDIVIDUAL RESPONSE TO SUPERVIS‘O'RA QUESTIONNAIRE

WAYS SUPERVISORS SEND COMMUNILCATIONS

(:> TALK: 707 f " . | <§S HRI?E: BOZA:M.vWNWWW

Memos & Notes
. One To One - 20%
35%

Letters & Reports
o 6%
Charts/Graphs,
Forms, Ma'wals,
Work Orders

4%

To A Group:
2-5 people
20%

Telephone
147%

C1% 0

‘:’, ) 2 . ' . = °
g - 38
iE Pigure 7
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AGRICULTURAL. OCCUPATIONS * » -~ —

-ADVISORY GROUP SUPEhVISOR RESPONSE
TO CONDENSED SUPERVISOR'QUESTIONNAIRE

by

ORS S IMMU
ONE TO ONE &+ &+ + . . 35% MEMOS AND NOTES . . . 15%°
* TO A GRoUP: 2-5 pEOPLE 167 ~_LETTERS & REPORTS . . U7
TELEPHONE .+ + + + . . 15%° . - CHARTS/GRAPHS, FORMS.. 47
_ ' MANUALS, WORK ORDERS :
DEMONSTRATIONS ., RADIO . 117 R |
) {
F t. ' . . “
- 39 R
61(;. v
~ Table 7
- .25 :




AGRICULTURAL OCCUPATIONS .

& .

INDIVIDUAL RESPONSE TO SUPERVISOR QUESfTQNNAIRE

a

THE KINDS OF 'INFORMATION___S~UPER'\_/_L§9R_S__S_E_N_D IN COMMUNICAT IONS

TALK AND WRITE

-
Description
. 87° u
Assertion- Evi%;atlon
’ 37%
QueétiOp .
127
1
' .”Direction
18%
' Explané;ion

13%

Assertion: . advise, opinion, propose, recommend, sell, persuade, suggest. -
Direction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
FPigure 8
- 26
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AGRICULTURAL OCCUPATIONS

- ’
, - RV - :
ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE:KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK AND WRITE
ASSERTION .+ + + . . U427
CDIRECTION + + . . . 21%
EXPLANATION + & . %127
QUESTION . . + .-. 12%
EVALUATION . . . . 7%
DESCRIPTION + . + . 67

\\
3

\

~ ASSERTION:

DIRECTION:

EVALUATION:

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL.
PROPOSE, SUGGEST. ~

DIRECT, INSTRUCT,‘ORDER.

ASSURE. APPRECIATE, COMPLIMENT, CORRECT.
SCOLD, REPRIMAND.

Table 8

27

41’;;



AGRICULTURAL OCCUSATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE_KINDS _OF INFORMATION SUPERVISORS SEWD IN COMMUNICATIONS

Q~_LA_Lﬁ~7OL_ | | O riTE: 304

Assertion
13% .
Direction
5%
Assertion -
247 .
) Explanation
5%
Evaluation
Direction Q eiﬁién
137 u 59
~Description
27
e —Que s ton——— e e -
107
Evaluation_
_ 9%
Explanation
87
Description
6%
Assertion: adﬁise,“opinion, propose, recommend, sell, persuade, suggest.
Direction:  direct, instruct, order.
Evaluation: “assure, appreciate, c¢owmwpliment, Eorrect, scold,-rep;imand.

Figure 9

28
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AGRICULTURAL OCCUPATIONS

AN

. ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

TdE _KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK 7 WRITE: 239
ASSERTION + .o v+ v + 337 ASSERTION . + + . + . Qf
DIRECTION + .+ + + + 4 . 147 DIRECTION + + « + + . 77
QUESTION v + v + + . . 117 EXPLANATION + + + + . 3%
EXPLANATION , . . . . ., 97 DESCRIPTION + + + .. + 29
'EVALUATION .+ + + + v 6% - .QUESTION . + v +.. . 17
TTTTTTUDESCRIPTION L. 0w . BT EVALUATION . . . . . 19
/.

ASSERTION: ADVISE, OPINION; PERSUADE, RECOMMEND, SELL
: PROPOSE, SUGGEST. -

* DIRECTION: DIRECT.. INSTRUCT, ORDER.,

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT;
SCOLD, REPRIMAND. :

v -
Table 9 —

29
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AGRICULTURAL OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE COMMUNICATION -

() Listen: 54% - Q  kean: 367

. Memos & Notes

P 167
One To One
31% Letters & Reports
- 13%
Charts/Graphs, -
i Forms, Manuals,
To A Group: ) Work Orders
_.3-5 people ’ < ' 7%
17% '

Telephone
157
Demonstrations, Radio
1%

44

Fignoe 10
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AGRICULTURAL OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE COMMUNICATIONS

< LISTEN: 80% | READ: 2%
ONE TO ONE + +-+ . . . 35% MEMOS & NOTES . . . . 127
TELEPHONE v v + 4 . . 23% - LETTERS & REPORTS . + 64
TO A GROUP: 2-5 PEOPLE 12% “CHARTS/GRAPHS, - FORMS,

. o o MANUALS, WORK ORDERS - 2%
DEMONSTRATIONS, RADIO 10% |

Al

Table 10

45

31




.~ AGRICULTURAL OCCUPATIONSf

INDlVIDUAL,RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KINDS OF_INFORMATIHN SUPERVISNRS RECEIVElﬂN COMMUNICATIONS

- LISTEN AND READ

Evaluation
. ' 1%
e e e Explanation
- 9%
Assertion__ Description
39% - 107
Direction T
21%
Question _ -
20%

[
~

- Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

E aluation: assure, appreciate, compliment, correct, scold, reprimand.

.;ru - P
Fragure 11

32
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AGRICULTURAL OCCUPATIONS

o

- ADVISORY GROUP SUPERVISORlRESPONSE
TO CONDENSED SUPERVISQR QUESTIONNAIRE

THE KINDS OF INFCRMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN AND READ

ASSERTION « . . . . . 30

QUESTION . + . . . . 26%

'DIRECTION . . . . . . 21%
giPLANATION v 12%

“ EVALUATfON Y 44

B DESCRIPTION . . . . . U

R ‘ 1 . ' - .
" ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND,.SELL,
- PROPOSE, SUGGEST- | |

"DIRECTION: DIRECT, INSTRUCT, ORDER.,

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT,
. SCOLD, REPRIMAND.

Tabie 1]

33
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AGRICULTURAL OCCUPATIONS

INDIVIDUAL RES.PON‘SE.‘TO SUPERVISOR.QUESTI.ONNAIRE—;

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

O LISTEN: 647 0 O _reap: 367

- : . Assertion
. . » 13%
Assertion T / - o - . .
267 - - T : . ¢ Direction
8%
< Question
8%
Dircction______%____w__~_>
T 13% . \ < Explanation
. 47
. ’ ¢ Description
- 27
Evaluation
———— o -(z—a&g—-t—]-:ail—:—:»—-——————— o mmmes b s — lz- e e S e s e
127
A +
* Description 1
8% -
Explanation o ]
5% . - i
. _' st
“
Asscertion: advise, opinion, propose, rccommcnd,'scll, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, renrimand.
~

’

34




* . AGRI'CULTURAL OCCUPATIONS

- e

. ADVISORY GROUP SUPERVISOR REéPONSE S
TO CONDENSED SUPERVISOR QUESTIONNAIRE

———

THE KINDS _OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN: 807 B READ: 203
ASSERTION . . , . , . . 2047 DIRECTION + « v 4 v « « . 7%
QUESTION « o v v v . . 2U2 CASSERTION « « « « v v v\ 6%
DIRECTION , v« v ., 147 EXPLANATION « . v v v v . 37
EXPLANATION » , + « « . 9% QUESTION. + + v +« v« o « 2%
EVALUATION ., . . . . 0%  EVALUATION . ., ., ... 1%
DESCRIPTION . « + + « +« 3% DESCRIPTION + + « » « . , 1% -

ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT,
SCOLD, .REPRIMAND. : - “

Table 12
35
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CHAPTER III
- \

\

BUSINESS AND OFFICE OCCUPATIONS . \\

Business and Office employee and supervisor responses-to the >
Occupational Communications Skills Questionnaires are summarized\ in .
Figures 13-24. o B AN

Individual employee responses are summarized in Figures 13-18;
Individual supervisor responses are summarized in Figures 19-24.

Advisory Group employee and supervisor responses to the Condensed
$Occupat10na1 Communications Skills Questionnaires are summarized
in Tables 13-24.

Adv1sory Group employee responses are summarized’ 1n Tables 13-18;
Advisory. Group supervisor responses are summarlzed in
Tables 19-24. : »
Individual Employees Respondlng to the
Occupational Communications Skills Questionnaire
(Appendix A)

Occqbg;ional Clusters - oo Job Categories

Clerk-typist . ' ’ ' ' Clerk-typist

Junior accountant - Cost accountant
Recordkeeper . . Administrative clerk
Secretary : o Secretary ., R

Advisory Group Emnloyees Respondlng to the
Condensed Occupational Communications Skills Questlonnalre
(Appendix C)

Occupational Clusters Job Categories
Clerk-typist ) X Clerk-typist,,ieam,leader .
Junior accountant Accounts clerk, Accountant’,

Internal auditor

Recordkeeper Mail messenger, Clerk, Junior
buyer, Accounting clerk, Ad-
ministrative clerk

Secretary ~ . Secretary, Clerk-steno,
Secretary/bookkeeper, Clerk-
typist

el

Analysis of Questionnaire Responses

Ways Employees Send Communications (Figure 13, Table 13) 1In the
business and office occupations, the employee: questionnaire re-
sponses were almost evenly divided between oral and written communi-
‘cations. When responses from employees answeriag the detailed

36
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Aruitoxt provided by Eic:

questionnaire were considered, the clerk-typist and secretary indi-
cated that they most frequently talked when they sent communications;
the junior accountant and recordkeeper indicated that they most fre-
quently sent communications by writing. Although 63% of the clerk-
typist's responses indicated talking. to one person face-to-face as

a frequent way of sending communications, ‘when all employee responses

-to the detailed questionnaire weré considered, ‘the percentage dropped
to 36%. Responses from the field as a whole indicated that talking

to one person face-to-face and writing memos and notes were used with
almost equal frequncy. ° :

Kinds of Informtion Employees %end in Commhnications, Talk/Write
(Figures 14, 15, Tables 14, 15; Kinds of communications identified"
in a group as assertions (advice, opinions, etc.) were used most
frequently by business and office employees. These assertive com-
munications were more likely to be spoken than written. When indi-
vidual communications categories were considered the employees -
indicated that if they were talking they were most frequently asking
questions and if they were writing they were most frequently giving .

_explanations. “

Ways Employees Receife Communications (Figure 16, Table 16) De-

“tailed questionnaire responses were almost evenly divided between

listening and reading. . Advisory group employees Lesponses indi-
cated they used listening more, frequently -than reading as a means
of receiving communications. Listening to one person face-to-face
was chosen most frequently by the supervisores as their way of re-
ceiving information. Employees answering both questionnaires
reported that written information was most frequently receivéd in
the form of memos and notes. )
Kinds of Information EmployeesReceive in Communications (Figures
17, 18, Tables 17, 18) When kinds of communications received wefe
censidered by the employees, over 50% of the responses fell into

.the communications categories, directions, instructions, orders

and questions. They reported that these"communications%were
received by both listening and reading. '

(1]
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BUSINESS AND OFFICE OCCUPATIONS

v

INDI'Y:DUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNICATIONS

O tak: 4 - e o D urire: 53

One To One Memos® & Notes.

367 347
L Charts/Graphé,
Teleg?one Forms, Manuals,
C . — . Work Orders
'10%

Demonstrations, Radio
2% :

- Letters & Reports
9%

Q

FPigure 13

38
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. " -

ADVISORY GFiOUP EMPLOYEE RESPONSE R
TO CONDENSED EMPLOYEE QUESTIONNAIRE .

T WAYS EMPLOYEES SEND COMMUNICATIONS
COTALK: 58% . T "« CWRITE: U427
ONE TOONE + « v-u v .32 . MEMOS & NOTES . . . . . 33%
TELEPHONE % . . . .+ . 22% .. LEJTERS & REPORTS . . ., 8%
- TO A GROUP: 2-5 PEOPLE 47 . °  CHARTS/GRAPHS, FORMS -
: © MANUALS, WORK ORDERS. . 17
1 T Tl
V
- a r -
Table 15
-39‘
v r - 0
: 53..




BUSINESS AND OFFICE OCCUPATiONS
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN_COMMUNICATIONS

¢

<

TALK AND WRITE o -
: Description
' 97 -
Direction gEvalhation
25% ., 9%
2 Explénation>
_ 18%
Assertion - I
. .21%
g
I— . , ' e
Question
1872

“Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order. A &

L€ €c, P
«Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

o * Figure 14
‘ 40
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BUSINESS AND OFFICE OCCURATIONS

ADVISORY GROUP EMPLOYEE RESPONSE

.-TO CONDENS-#: EMPLOYEE QUESTIONNAIRE

-~

" THE_KINDS OF INFORMATION EMPLOYEES_SEND IN_COMMUNICATIONS - -

ASSERTION:

DIRECTION:
EVALUATION:

TALK AND WRITE
. N

ASSERTION . . . . 28%

QUESTION . . . . 247

EXPLANATION . . . 217

DIRECTION: . . . . 184 |

DESCRIPTION . . . 5% -
EVALUATION . . . U7 |

o

" ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

PROPOSE, SUGGEST.
DIRECT, INSTRUCT, ORDER..

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD;
REPRIMAND. N :

Table 14

h "\7\. ~_
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BUSINESS AND OFFICE OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

T

TﬂE'KINQ§‘OF INFORﬁATION_EMPLOYEESASEND I COMMUNICATIONS

”

QO Tk 47% -  _write: 533

Assertion
137
' Direction
17%
Question :
11%
' Assertion
> 8%
Explanation )
- ilZ F— Question
o ) 7%
) Explanation
Direction < : 7%

8% :
‘Evaluation Evaluation
2% 7%
Description _ - ’ Description
- 27 AR 77

Assertion: advise, opinion, propose, recdmmend, =zell, persuade, sugges:

Direction: direct, instruct, order.-

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
Figure 15

42
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BUSINESS AND OFFICE OCCUPATIONS

)

-

¢ .
( ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE_KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

TALK: 587 ~ WRITE: 427
| ASSERTION . v « . . . 17% ASSERTION . . . ., . ., 117
| QUESTION . . . . . . 17% DIRECTION . .. . . . 117
EXPLANATION . + . . . 127 EXPLANATION + . « . . 97
DIRECTION -« v+ w0 o 7% QUESTION “+ + .« « . . 7%
EVALUATION . + + .+ 3% - DESCRIPTION, . v« . . . 3%
_DESCRIPTION . + + . . 2% EVALUATION . . . . . 1%

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
' PROPOSE, SUGGEST.

DIRECTION:"-DIRECT; INSTRUCT, ORDER.

‘EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
: REPRIMAND.

Table 15

43
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BUSINESS AND OFFICE OCCUPATIONS

-

"INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATION

() LisTEN: 479 ' ~  rean: 537

. Memos & Notes

One To.One 22%

397% ) _ \ : L
- \ ' Letters &
= Reports

\\ 18%

rele;;;one > ‘\\\ Charts, Graphs,

’ _ v Forms,. Manuals,
Demonstrations, Radio : Work Orders

1% - . o 137

Figur: 16
44



'BUSINESS’AND'OFFICE OCCUEATIONS

ADVISORY GROUP EMPLOYEE RESPONSE : -~
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATIbNS

4

LISTEN: 627 | READ: 38%
f ONE TO ONE » + + .+ . . 31%Z . MEMOS & NOTES . + + + + 27%
TELEPHONE . . . . . . 257 . CHARTS/GRAPHS, FORMS, .
MANUALS, WORK ORDERS . 6%

TO A GROUP: 2-5 PEOPLE 5% N
, . , LETTERS & REPORTS . . . 57
DEMONSTRATIONS, RADIO 12

Table 16

45




BUSINESS AND OFFICE OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTiQNNAIRE

N
+

THdc KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

Direction_
35%

Question »

247

LISTEN AND READ - 7 .
- A . :Evaluation

3%

Description
7%

Assercion
13%

Explanation .
— ——

18%

Asserti ac:
Direction:

Evaluation:

- - -—-

advise, epinion, propose, re:cemend, sell, persuade, suggest.
direct, instruct, ovder.

assure, appreciate, compli-cnt, correct, scald, reprimand.

Froure 17
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60



~

BUSINESS AND OFFICE OCCUPATIONS"

'>ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE_KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

ASSERTION:

DIRECTION:

EVALUATION:

LISTEN AND

READ

DIRECTION . ,
QUESTION - .,
ASSERTION‘. .
EXPLANATION .
'EVALUATION .
DESCRIPTION .

PROPOSE, SUGGEST.

ADVISE, OPINION, PERSUADE,

327
247
177
157
77
5%

RECOMMEND, SELL,

DIRECT, INSTRUCT, ORDERr',

REPRIMAND.

Table 17

47
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BUSINESS AND OFFICE OCCUPATIONS

INDiVIDUAL RESPONSE TO EMPLOYEE QUESTIGNNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

(O LISTEN: 473 - o Q_Reap: 537

_ Direction_ Direction
14% 21%
Quéstion ~
13%Z - o ‘
¢ . Question
. 11%

Ex lanaEiOn \
: p 1 ].- r‘/o T —‘b—_‘?‘.-

Assertion
7% .-
_Assertion Explanation
T 6% 7% '
Description . : »

. 2% o : v : Description

Evaluation v I : ' . - 5%
17 - I ) : o Evaluation

- 2%

Assertion: advise, opinion, proposc, ni

s

! ; F e . 1
Direction: direct, instruct, orucr. \

=3

: . ey v P -y 1,
¥valuation: assure, appreclate, conn Liment, correct, scold, reprimand

Figure 18

48
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BUSINESS AND OFFICE OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE_KINDS 'OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

R LISTEN: 62%k“ ' - - READ: 387
QUESTION wov v + .+ . . 183 - DIRECTION . . . . . . . 167
'DIRECTION S 168 ASSERTION + « v v v\ .+ 6%
ASSERTION ... v . v . 117  QUESTION . . .. ... 6%
EXPLANATION . . . o . 103 EXPLANATION . . . . . . 5%
EVALUAT ION CRRTITEPRRR 4 | EVALUATION . . . . & . 3%.
DESCRIPTION .+ + . . . 3% DESCRIPTION & + + + . . 2%

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, bRDER,'

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
' REPRIMAND,

Table 18
' 49
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- Individual ‘Supervisors Respoh&ing to the
Occupational Communications Skills*Questionnaire -

(ApPepdlx B) i | : S
Occgpationa1~C1ust§£§' l . Job Categoriés
Clerk-typist = - ' Editorial assistant
Junior accountant E ‘Accounting supervisor
Recordkeeper S : Supervisor of policies
3 L and procedures-
Secretary - ' Business manager

) Advisory Grouwn éupervisors Responding ‘to the
Condensed Occupational Communications Skills Questionnaire
(Appqndix D) ° B

"Occupational Clusters ' Job Categories
.Clerk-typist : Clerk-typist-secretary, Super-

- _ visor, Manager, Accounts pay-

) able '
Junior accountant ‘ Chief accountant, City treas- .

urer, Accountant, Partner

Recordkeeper Financial manager, Contract
specialist, Accountant,
Cashier, Supervisor

Secretary Supervisdr, Administrator,
' ' Chief controller, Chief
electrical engineer

Analysis of Questionnaire ResSponses

Ways Supervisors Send Communications (Figure 19, Table 19) Super-
visor responses are fairly evenly divided between talking and writ-
ing as ways of sending communications. Clerk-typists and secretaries
reported that talking was their most frequent way of sending com-
munications while junior accountants and recordkeepers reported that - -
writing was their most frequent way of sending communications. An

even distribution of responses occurréd again when the most frequent

-way of giving information was evenly -divided between talking to one

person face-to-face and writing memos and notes.

Kinds of Information Supervisors Send in Communications (Figures 20,
21, Tables 20, 21) The supervisors indicated that assertions
(listed as a group of communications skills) &4nd explanations were
the kinds of information most frequently given during their work.
Supervisors answering the detailed questionnaire indicated that dir-
ections (listed as a group of communications skills) were also a
frequent kind of information given. These kinds of information were

given by both talking and writing.

50
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Ways Supervisors Receive Communications (Figure 22, Table 22)
Supervisor responses were fairly evenly divided between listenir

and reading as ways of receiving communications. " Clerk-typists and
Secretaries responded most frequently to questionnaire items that
involved listening and junior accountants and recordkeebers responded
to questionnaire items that involved reading. "Information was most
frequently received by 'listening to one person face-to-face and by
reading memos and notes. :

Kinds of Information Supervisors Receive in Communications

(Figures 23, 24, Tables 23, 24) Assertions (listed as a group of
communiration skills) were the most frequent kind of information
received by the supervisors. When individual communications skills
were considered, the supervisors indicated that they received ques-~ .
tions most fréquently. Assertions were received both by listening
and reading; questions:were usually received by listening.

-
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USINESS AND OFFICE OCCUPATIONS

~ INDIVIDUAL RESPONSE TO SUPERVISOR QUEs‘hoNNAIRE

WAYS SUPERVISORS SEND COMMUNLCATIONS

O 1ak:  52% | " Q  uriteE: 487
Memos & Notés
‘% s
Charts/Graphs,
‘\ Forms, ‘Manuals,
Work Orders - .
o‘ LR -/
. 1z%
w___ __Letters & Reports
' < 11%
N ’ : -

One To One___
24%

To A Group:

2-5 people > '
15% -

Telephone
12%°

Demonstrations, Radio
1% -

GO

Figur> 12
52
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BUSINESS AND OFFICE QCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
'T0 CONDENSED SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS SEND COMMUNICATIONS

TALK: - 579 - WRITE: 137
ONE JO ONE . . . . . 307  mMEmos.&-MOTES = 303
. TELEPHONE: . . o'+ . . 197 LETTERS & REPORTS 103
| TO A GROUP: 2- 5 PEOPLE : 6%« . : CHARTS/AGRAPHS_,.‘ FORMS ,
-7~ MANUALS. WORK ORDERS ., 3% .
DEMONSTRATIONS., RADIO '>2% .. _ , ‘
" T . ;\" ¢
L
. $
SN >
. ?
-
: ) ¢ - ,‘: 6 , ) ".
. : Ta?ﬂe 19
.{ E - . . .
. o 53 o /})/ ’
3 ; : et



BUSINESS AND. OFFICE OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

\.

THE _KINDS OF INFORMATION SUPERVISORS SEND -IN COMMUNICATIONS

TALK AND WRITE , ’ Description
' 67
Assertion EVal;g;lon
. 3%2 o

o« - Direction

< . ;Question ‘
N Y 137% oy

21% ..

Explanation
19%

Asser:.oin:
Direction:

"Evaluation:

advise, opinion, propose, recommend, sell, persuade, suggest.
direct, instruct, order.

assure, appreclate, compliment, correct, scold, reprimand.

Figure 20
54
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BUSINESS AND OFFICE OCCUPATIONS

ADVISORY GROUP SUPERVISOR REPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNTCATIONS

\

. ASSERTION:

. DIRECTION:
"EVALUATION;

TALK AND WRITE

ASSERTION . . . . 32%
EXPLANATION . . . 227
QUESTION . . . . 19% r
DIRECTION + . . . 13%"
. DESCRIPTION . . . 7%
EVALUATION . . . 7%

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST:

DIRECT, INSTRUCT, ORDER.,

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND,

Table 20

55

69



BUSINESS AND OFFICE OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

-

THE _KINDS OF INFORMATION_SUPERVISORS™SEND IN COMMUNICATIONS

O ink: 52 NI

Assertion Assertion
15% 167%
Direction _ > Direction
122 . 9% .

= Explanation
Explanation_ 9%

10% T

~

\ ¢ Evaluation
. 5%

Question _

97 Description
5%
Evaluation _ Question
o4 4%
Description __
L%
T Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order. -

Evaluation: assure, appreciate, womplisment, correct, scold, roeprizund.
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BUSINESS AND OFFICE OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK: 579 WRITE: "37%
ASSERTION .» + . . . 177 ASSERTION . . . . . . 15%
QUESTION . . e 137 EXPLANATION . . . . . 11%
EXPLANATION . . .. 129 DIRECTION + + + + . . B%
DIRECTION « + . . . . 7% ° QUESTION . . . . . . 0%
EVALUATION . | . . . 5% DESCRIPTION . . . . . U3

o7 7m

» - DESCRIPTION [ v t "9 EVALUATION (| [ [ =N

ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
~PROPOSE, SUGGEST" .

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATEJ COMPLIMENT; CORRECT, SCOLD,
REPRIMAND,

At
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BUSINESS AND OFFICE OCCUPATIGMS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE COMMUNICATION

s \ fong . Ly 4
(O LisTEN: 487 Q  rean: 5oz
One To One _ _ N Memos & Notes
227 237
Telephone ! Lettérs &
14% ¢ Rep?fts
) 16%
To A Group:
2-5 people Charts/Graphs,
11% Forms, Manuals,
/ ' Work Orders
Demonstrations, Radio F ‘ 13%

1%

Figure 28
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BUSINESS'AND.OFFICE OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
.10 CONDENSEDISUPERVISOR QUESTIONNAIRE

4

WAYS SUPERVISORS RECEIVE COMMUNICATIONS

LISTEN: 56% ’ ' READ: 447
ONE TO ONE + + » . . . 30% MEMOS & NOTES . . . . 27%
TELEPHONE . + + . ., . 20% LETTERS & REPORTS . . 107
TO A GROUP: 2-5 PEOPLE 5% ~ CHARTS/GRAPHS, FORMS,

MANUALS, WORK ORDERS 7%
DEMONSTRATIONS, RADIO 17

T'ab le 22
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BUSINESS AND OFFICE OCCUPATIONS

INDIVIDUAL RESPONSE TO SuUPFRViISOR QUESTIGNNAIRE

THE KINDS UF INFORMATICN SUPERVISORS RECEIVE IN_COMMUNICATIONS

LISTEN AND READ

Evaluation
! 4%
Description
Assertion 7%
337
Explanation
18%
Direction
20%
/[
Quest ion !
18%
4
Assertion: advise, opinion, propose, recommend, sell, persuade, supgyest.
Direction= direct, instrvuct, -order.

Evaluation: assur., appreciate, compliment. correci, scold, renrimand.
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BUSINESS AND OFFICE OCCUPATIONS

3

° ADVISORY“GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

" *- 'THE KINDS OF INFORMATION SUPERVISORS RECEIVE: IN COMMUNICATIONS

LISTEN AND READ

ASSERTION . . . . . 33%-
QUESTION . . . . . 28%
EXPLANATION . . . . 167
DIRECTION . . . . . 147
DESCRIPTION . . . . 6%
EVALUATION . . . . 3%

ASSERTION: ADV.ISE, OPINION, PERSUADE, RECOMMEND, SELL,
- PROPOSE, SUGGEST.,

DIRECTION: ~DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
" - REPRIMAND,
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BUSINESS AND OFFICE OCCUPATIONS -,

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

o
2y

THE_KINDS OF IMFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

OLISTEN: ugs @ READ: 527

Assertion Assertion
137 18%
. Question.”______m_ﬁ_€?
127, . Explanation
11%

Diregction

11% Direction
e —

9%
Explanation .
7% T T T T T Question
' 6%
Evaluation . s .
o - - - ~ _ _ Description
. 6%
Description ' ‘ .
lyl TTooTTrm T T e e B i Evaluation
2%
Assertion: advise, opinion, propose, rvecomnend, sell, persuade, suypest.
Dircetion: direct, instruct, order.
pvaluation:  assure, upprectate, -complivent, correct, svobd, venrimand.
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BUSINESS AND OFFICE OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERYISORS RECEIVE IN COMMUNICATIONS

LISTEN: 567 READ: 447
QUESTION . . . ., . , . 187 ASSERTION . . . . . , 157
ASSERTION ., . . . . . 17% QUESTION . . . . . . 10%
EXPLANATION . . ., . . 10% DIRECTION « "y « + . 7%
DIRECTION . « » + . . 77 EXPLANATION + v+ . 77
EVALUATION + « + + v . 2% DESCRIPTION . . . . . U}
DESCRIPTION .+ . . . . 27 EVALUATION . ., . . . 17
ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

ASSERTION:

DIRECTION:
EVALUATION:

PROPOSE, SUGGEST.
DIRECT, INSTRUCT, ORDER.

ASSURE, APPRECIATE, COMPLIMENT, CORkECT; SCOLD,
REPRIMAND.,

fanla 54
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CHAPTER TV

DISTRIBUTION AND MARKETING OCCUPATIONS

Distribution and Marketing employee and supervisor response§ to the
Occupational Communications Skills Questlonnalres are summar17ed in
Figures 25-36.

Individual employee responses are summarized in Figures 25-30;
Individual supervisor responses are summarized'ip Figures 31-36.

Advisory Group employee and supervisor responses to the Condensed
Occupational Communications Skills Questionnaires are summarized
in Tables 25-36.

Advisory Grodp employee responses are summarized in Tables 25-30;
Advisory Group supervisor responses are summarized in Tables 31-3f.

Individual Employees Responding to the
Occupational Communications Skills Questionnaire

(Appendix A) ’
i

Occ.:pational Clusters Job Categories
Eat/Drink establishment Head waiter
Hospitality/Lodging : Desk clerk
Real estate . Salesman
Self-service retail Food clerk

Advisory Group Employees Respon&ing to the
Conderised Occupational Communications Skills Questlonnalre
(Appendlx C)

o

Occupational Clusters Job Categories o
“ Eat/Drink establishment Bus boy, Waitress/Hostess,
Waitress, Waiter
" Hospitality/Lodging . : Clerk, Desk clerk
Real estate , Salesman, Broker
Retail sales . Bookkeeper, Sales clerk,

Merchandise buyer, Salesgirl,
Department head

Analysis of Questionnaire Responses

pes |

Wavs Employees Send “ommuriations (Figure 25, Table 25) Distributive
and Marketing employees indicated that they used their talking skills
much more frequently than their wrltlng skills during their work.
Talking to a group of two to five per?ons and talking by telephone
also, to a lesser extent, ranked as frequent ways of sending  communi-
cations. When writing was used to give information, memos and notes s
were used more frequently than any other form of written communicat.ons.’
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ERIC

Aruitoxt provided by Eic:

Kinds of Information Employees Send in Communications, Figures 26,
27, Tables 26, 27) When all employees responded about the kinds

of information _given, they indicated that it was most frequently

in the form of explanations. Directions and assertions (groups of
communications skills) were also frequently offered. Explanations
and assertions were usually given by talking; directions were given
about equally by talking and writing. Employees answering the
condensed questionnaire reported that assertions (a group of communi-
cations skills) and questions were most frequently used by them.
These kinds of information were usually given by talking.

Ways Employees Receive Communications (Figure 28, Table - 28) Employees
from the Distributive and Marketing occupations reported that they
listened much more frequently than they read during their work.

They reported .that listening to one person face-to-face was the most
frequent way of receiving information. Information -was also fre-
quently received by listening to a group of two to five persons and
listening by telephone. When information was read, the employees

were more likely to read memos and notes than any other written form
of communication. : ‘

Kinds of Information Employees Receive in Communications (Figures 29,
30, Tables 29, 30) Directions (a group of communications skills)
ranked as the most frequent kind of information received by these
employees. Employees answering the detailed questionnaire reported
assertions were also frequently received; employees answering the
condensed questionnaire reported being asked questions frequently.
Directions were received by both listening and reading; assertions
and questions were most frequently received by listening.
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DISTRIBUTICN AND MARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNTCATIONS

() TALK: 632 | | ® WRITE: 325

Memos & Notes
One To Une 197%
297 :

‘ Charts/Graphs, -

,_f‘_Forms , Manuals,
\ ~ Work Orders

\\\\ 9%
. . . Letters &
E(_);Apig(;lfﬁ : \ . ¥ —--Reports

< e : - 4%
1Y 19/7. - u

A

Telephone
18%

Demonstrations, Redio
o
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« ;&gVISORY- ROUP EMPLOYEE RESPONSE
TO_ COND ENPIOYEE QUESTIONNAIRE |

Y

WAYS EMPLOYEES SEAD COMMUNICATIONS

) TALK: 78%_° ’ WRITE: 22%
‘QNE.TO'ONE e 362 ~ MEMOS & NOTES . . . . 16%
TELEPHONE R ZQ%L LETTERS & REPORTS ., . 47
To. A GROUP: 2-5 .Eiﬂz\; ! CHARTS/GRAPHS, FORMS,

\ - _.MANUALS, WORK ORDERS 27
DEMONSTRATIONS, C N ;
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DISTRIBUTION AND MARKETING JCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

g
THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS
TALK AND WRITE
Question
l ao
Explanation , 4z
22 " Description
147
Direction
20% < Evaluation
' 12%
173
Assertica
197
Assertion: advise, opinion, propose, recommend, sell, persuade, suéggst.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
Figure 26
* %
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DISTRIBUTION AND MARKETING OCCUPATIN:4S

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

TALK AND WRITE.

ASSERTION . . . . 287
QUESTION . . . . 20% )
EVALUATION . . . 197
DIRECTI®N . . . . 157
EXPLANATION . . . 137
DESCRIPTION . ... 5%

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
-* . PROPOSE, SUGGEST. ‘
DIRECTION: DIRECT, INSTRUCT., ORDER. R//
EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, co RECT, SCOLD,
REPRIMAND. _ S
. i g ' : ' // :
Table ZQ ///
.69 ya
O

83



DISTRIBUTION AND MARKETING 7OCCUPATIONS

G,

INDIVIDUAL RESPCONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND 1M COMM{ IONS

O TALK: 684 @ WRITE: 327

ALY
Explanation Direction
15% 10%
. . Explanation
O 7%
‘ Description
Asse.tion___ ~/ < 7%
. 147 K|
/
' < " Assertion
- 5%
Pt
Guestion “~_%;\ < . - _Evaluation
127 \ : 4
\
Direction . \
10% Z %’//1(
Evalu:tion ‘
10%
' Description
7%
Assertion: advise, opinion, propose,  recommend, sell, persuqde, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

Figure 87
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DISTRIBUTION AND MARKETING OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNA]RE

THE KINDS OF INFORMATION' EMPLOYEES SEND IN COMMUNICATIONS

ASSERTION
QUESTION ",
EVALUATION
DIRECTION ,
EXPLANATION

“TALK: 787 . WRITE 22%
v e 217 ASSERTION . + . . . 7%
N A DIRECTION . . . . . U7
I 1Y EXPLANATION . ., . . U4
I 4 QUESTION . . . . . 32
) 4 EVALUATION . . . . 3%
() A DESCRIPTION ., . . . 1%

DESCRIPTION

‘ASSER7TTON:

DIRECTION
EVALUATION :

ADVISE, OPINION, PERZUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECT, INSTRUCT, ORDER.
ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,

~ REPRIMAND, . . S S

Table 27
71



DISTRIBUTION ANT +ARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATION

s
(O visten: ble Q reap: 39%
. One To 0nc_0-~"~h-“__“___€> __Memos & Notes
26% ' 7 187%
Letters &
Reports
117%

To A Group: ) Charts/Graphs.
2-5 people — / Manuals, Forms,
18% ¢ Work Orders

107%
! , \ }
Telephone ) ) ’
167 » /
Demonstrations, Radio | /
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DISTRIBUTION AND MARKETIHNG OCCUPATIONS

ADV.50ORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATIONS

LISTEN: /1% READ: 2 J%
ONE TOONE « + + + « + « 3b07% MEMOS & NOTES . . . . 15%
TELEPHONE v v v « « « « 17% "~ CHARTS/GRAPHS, FORMS,

MANUALS, WORK ORDERS 107
TO A GROUP: 2-5 peopLE . 107
i LETTERS & REPORTS . . U7

DEMONSTRATIONS, RADIO . &% ]

Table 28
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DISTRIBJTION AND MARKETING COCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIGNNAIRE

' THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN_COMMUNICATIONS

LISTEN AND READ

Evaluation
47

Question
147

Direction_'w“
297

_Description

16%
s
.'\
Asserticn |
207
Explanation B i
177
Assertion: advise, opinion, propose, re. -mend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assurc, appreciate, compliment, correct, scold, reprimand.
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DISTRIBUTION AND MARKETING OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

ws

LISTEN AND RE-~D

DIRECTION + + «, . + 27%
"QUESTION . . . . . 21%
EVALUATION . . . . 20%
ASSERTION . . . . . 18%
EXPLANATION . + . . 8%
DESCRIPTION . . . . 6%

ASSERTION: ADVISE, OPINION, TERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, OiDFR.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCO0'.D,
- REPRIMAND.

Turle 28
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DISTRIBUTION AND MARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

(O wLisTen: 617 |  reap: 397

Assertion_ Direction
15% 14%
Direction_ . Explanation
15% 10%

— Description
s 7%
. : - Assertion
Question — o
i AN A\ \ 5%
137
——— -— —Evaluation
2%
i mimae meme — —~Question
Description ~ 17
¢
Explanation
7% i
Evalvation ' o
27 , FEN
. '/
Assertion: advi: | opinion, propo=c, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, apvreciate, compliment, correct, scold, reuprimand.
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DISTRIBUTION AND MARKETING OCCUPATIONS

‘ADVISORY GROUP EMPLOYEE RESPONSE
.TO CONT""=CED EMPLOYEE QUESTIONNA

THE _KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

LISTEN: /1% READ: 297
QUESTION . . . . e 177 DIRECTION . . . . . 11%
DIRESTION . + . . . . . 16% EVALUATION . . . . 5%
EVALUATION » +» . . . . . 15% ASSERTION + . . . . U7
ASSERTION . . . . . . . 14% QUESTION + . . . . 47
EXPLANATION . . . . . . 0k DESCRIPTION « + . ., 3%
DESCRIPTION , . . . . . 3% EXPLANATI 1 v v .. 29

‘e

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST,

DIRECTION:  DIRECT, INSTRUCT, ORDER.
EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,

REPRIMAND, - -~ -——-= ; R
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Aruitoxt provided by Eic:

Individual Supervisors Responding toﬂfhe
Occupational Communications Skills Questionnaire
(Appendix B)

OQvcupational Clusters - : Job Categories
Eat/Drink establishment Waiter-head bus boy
Hospitality/Lodging ~ Manager,

Real estate Managing broker
Retail sales . ’ Assistant manager
Self-service retail _ Assistant manager

Advisory Group Supervisors Responding to the
Condensed Occupational Communications Skills Questionnaire
(Appendix D)

Occupacional Clusters : Job Categories
Eat/Drink establishment Head waii..~, Business adminis-

trator, Poom service
Hospitality/Lodging General manager, Desk clerk
Renl estcote Assistant manager, Agent,

"Salesman, Sales manager,
President, Branch manager

Retail sales ‘ Assistant manager, Manager,
Supervisor

Analysis of Questionnaire Responses

Wavs Supervisors Send Communications (Figure 31, Table 31) Super-
visors answering both questionnaires reported that. they used talking
more frequently than writing when they sent communications. Talking
to one person face-to-face was the most frequent way of giving in-—
formation. When writing was used for comuunicavion, the rupervisors
indicated that they sent memos and notes more frequently than any
c*her form of written communications.

sl

Kinds of lulormation Supervisors Send in Communications (Figures 32,
33, Tables 32, 33) When supervisors responded to questions about
the kinds of information that the. sent in their communications, they
selected assertive communications, (listed as a group of communica-
tions skills) most frequently. -This kind of information was sent

by talking and writing but most frequently by talking. Supervisors
answering the detailed questionnaire also selected directions (listed
as a group of communications skills) as a kind of information fre-
quently given. Supervisors answering the condensed questionnaire
indicated that they were m e likely to ask questions than give

directions. Directions given by both talking and writing;
- questions.were.usually o0 by talking. e e

)
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Aruitoxt provided by Eic:

N

Ways qucr&isors Receive Communications (Figure 34, Table 34) The
supervisors selected listening more frequently than réading as the
way they received information at their work. Listening to one person
face-to-face and listening by phone ranked, in that order, as ways

of receiving information. The supervisors indicated that information
received by reading most frequently came in the form of memos and
notes. B

Kinds_of Information Supervisors Receive in Communications

Figures 35, 5t, Tables 35, 36) Assertions (listed as a group of

communications skills) ranked as the kind of information most fre-
quently received by the supervisors. Directions (listed as a group
of communications skills) ranked next in frequency according to

supervisors answering the detailed questionnaire; questions ranked next

in frequencv according to supervisors answering the condensed ques-
tionnaire. Assertions were received both by listening and reading
but most frequently by listening. Supervisors answering the de-
tailed questiounaire reported that their directions most frequently
came from reading. Supervisors answering the condensed questiorinaire
reported that they were most likely to receive questions by listening.
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INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS SEND COMMUNLCATIONS ‘

O 1ak: 657 S  wrirte: 35%

One To One
3157

____Memos & Notes
30% '

Charts/Graphs,
s Forms, Manuals, .
N Work Orders

— 3%

To A Group: Letterszg Reports
2-5 pecple -5
147
Tel. none
Demonstration 't ) '
27 ~ o .
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DISTRIBUTION AND MARKETING ‘OCCUPATIONS
T ,
é "\\f\‘
ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE
-, &
WAYS SUPERVISORS "“END_COMMUNICATIONS
. ONE'TO ONE . . . . . 347 MEMOS & NOTES . . . 217
o .
TELEPHONE . . . . . 227 CHARTS/GRAPHS , FORMS 7
TO A 5ROUP: 2-5 PEOPLE 9% MANUALS -WORK ORDERS b
DEMONGTRATIONS., PADIO. 4 LETTZRS & REPORTS . 47
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DISTRIBUTION AND MARKETING‘OCCUPATIONS

INDIVIDUAL RESFONSE TO SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATIOM SUPERVISORS SEND IN COMMUNICATIONS

N

TALK AND WRITE.

AN

Description
5%

Agsertion (Question

374 117%
~ J .
S Evaluation
- 12%
Direction
217
Explaration ‘
147
)
¢
Aassertion: advise, opinion, propose, rcoommend, sell% persuade, supgpguesi.
. <
Direction: direct, instruct, order:

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
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DISTRIBUTION AND MARKETING OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE :
TO.CONDENSED SUPERVISOR QUESTIONNAIRE

=

~

TALK AND WRITE

ASSERTION . . . + 39%

QUESTION . . . . 197

EXPLANATION . . . 15%

DIRECTION . . .. 127

EVALUATION . . . 9%

DESCRIPTION , .. . b7
\\\

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND, :

Table 32
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DISTRfBUffON AND MARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE *

THE <INDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

QT K. £5% @ WRITE:. 35%

Assertion
12%

Assertion
257

Direction
107

Explanation
67

Direction

117 ___Description
5%
._.ﬁ . .
. Evaluation
Question L 2%
117%
Evaluation .
107
/’
Explanation_ ‘
87

Assertion:  advise, opinion, propose, rccommend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

Flgure 33
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DISTRIBUTION AMD MARKETING OCCUPATIONS:

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

-

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK: 697 | WRITE: 3317
ASSERTION « + + ¢ + + 4 277 ASSERTION . C 129
QUESTION « + « . . . . 157 EXPLANATION . . . . 69
EXPLANATION + + + + +» . 9% DIRECTION + + + + . 59
DIRECTION’. 4 QUESTION .+ + + + + 47
EVALUATION .+ « v v v o 77 " EVALUATION . . . . 29
DESCRIPTION + . .+ . . . U7 DESCRIPTION + . . . 2%

ASSERTION: ADVISE, OFINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST,

DIRECTION: DIRECT, INSTRUCT, ORDER,

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, COéRECTI SCOLD,
REPRIMAND. :

Table 33
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 DISTRIBUTION AND MARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECELVE COMMUNICATION

(O LisTen: 607 - ®  rean: 4oz

One To One o
357

: Memos & Notes
30%

Charts/Graphs,
Forms, Manuals
ork Orders

67%
Letters & Reports

Telephon
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"DISTRIBUTION'AND'MARKETING'OCCU§ATIONS

=

ADVISORY GROUP SUPERVISOR RESRONSE
TO CONDENSED-SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE- COMMUNICATIONS

LISTEN: 077 ’ READ: 333

ONE TOONE + « « « . . . 343 MEMOS & NOTES . . . . 19%
TELEPHONE . . . . . . . 247 LETTERS & REPORTS . . 1J%
TO A GROUP: 2-6 PEOPLE . bF CHARTS/GRAPHS, FORMS,

. ~ MANUALS, WORK ORDERS 47
.DEMONSTRATIONS, RADIO . 3% -

o

© Table 34
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DISTRIBUTION AND MARKETING ‘OCCUP,&TIONS;*

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN AND READ

. Evaluation
: ] 2%
! Description
47
Question
Assertion 10%
417
Explanation
13%
Direction
30%
Assertion: adviée,;opinion, propose, recommend, sell, persuade, suggest.
Direction: ‘direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

Figure 35
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* DISTRIBUTION AND MARKETING OCCUPATIONS
; :

ADVISORY GROUP- SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

.

THE _KINDS_OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS
- t{—i - ’

\'b

LISTEN AND READ

"ASSERTION + + . + . 347
QUESTION .+ + . . . 24%
DIRECTION « . . . .- 14%
EXPLANATION . . . . 147
EVALUATION . . . . 9%
DESCRIPTION . . + . 57

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST,

DIRECTION: DIRECT.; INSTRUCT, ORDER

EVALUATION : ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND. S

)
T
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DISTRIBUTION AND MARKETING OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

r

THE K14DS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

Kl

O Listen: 637 |  © reap: 407

Assertion Direction
297 21%
Assertion
127
Question )
0% 7 Ve Explanation
' : 37z
——Evaluation
. . 2%
Explanation - o
107 - - N w ... .. . .Description
A { 2%
. . : » i
“Ditection - - oo e e e l .
9%
Description o l
2%
Assertion: advise, opinion, propose, recommend, sell, persuade, suggcst.
Direction: diract, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, renrimand.

NP SR

THiques 38
950

104



~ DISTRIBUTION AND MARKETIMG OCCUPATINNS

ADVISORY GRGUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE_KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

| ” Qg_g%___f)_@_ | READ: 33% iﬁ ,
yAssERTION‘. C .. 25% ASSERTION « . . ?/im
QUESTION « + « « » « . 197 DIRECTION .+ v v « /%
EXPLANATION + . . . . . 9% ° QUESTION + + « . .'5%
DIRECTION « + + « + « . 7% " EXPLANATION . . . . 5% -
EVALUATION . + « + + & 5% . © EVALUATION . . . . 4g
DESCRIPTION « + « + + . 2% DESCRIPTION + . . . 327\

ASSERTION: ADVISE, OPINION, PER-SUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST,

-DIRECTION: DIRECT, INSTRUCT, ORDER.
EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, 'SCOLD,

REPRIMAND
- Table 36 ‘
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Aruitoxt provided by Eic:

8§

L4

" .CHAPTER V , R

HEALTH OCCUPATIONS

Health employee and superv1sor responses to the Occupational Communi-
Ldtlonb Skills Questlonnalres are summarized in Figurces.37- 4&,

[ndividual employee responses are summarized in Figures 37 425
Individual supervxqor responses are summarized in Flgurés 43-48.,

Advisory Group employee and supervisor responses co the Condensed
Occupational Communications Skills Questionnaires are summarized in
Tables 37-48. . 2 .

1

Ways Employees Send Communications (Flggye 37, Table 37) Health

/l//a (Appendix A) ) )
Jccupational Clusters - Job Categories
'h/ o

'

Advisory Group employee responses are summarized in Tables 37-42;

Advisory Group supervisor responses are Summarlzed in Tab1e§'43 -48.
et
Individual. Employees Res: 'nding, to the .
Occupational Communications ’:.11ls Questionnaire

Dental ass1stant
Medical assistant
Licensed practical nurse

* Auxiliary dental
Auxiliary medical
Nursing

¢

Adv1sory Group Employees Responding to the .
Condensed Occupatlonal Communications Skills Questlonnalre -
o ’ (Appendlx C) “

°

Occupational,Clusters R Job Categories .

.e

Dental hygienist, Receptionist,

Auxiliary dental
‘Dental assistant -7

0

Auxiliary medical Medical assistant, Secretary/

bookkeeper, Receptlonlst

. Nursing o ‘ Licenseéd practical nurse

Analysis of Questlonnalre Responses

v

Occupations employees answering both "questionnaires gave information
most frequently by talking. Talklng to one™person face-to-face was
the most frequent way of giving information. - When writing was used

to give information, these employees used memos -and notes more fre-
quently than any other form of written communication. Very little
writing as a means of sending communications was reported in the
health field and where it did occur there was little correlatian ée—
tween what the individuals reported and what adylsory grours _eporLed.

k1nds of Information Employees Send in Communications (Figures 38, «

19,

Tables 38,..39) Health Occupations employees ,indicated that. sisser-

tions (advice, opinions, etc.), directions (directions,” instructions,
orders), evaluations (assurance, appreciation, etc.) and questions
-were, the kinds of information given most frequently. This information
was given most frequently by talking. o .

92
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Aruitoxt provided by Eic:

-

Ways Emplovces Receive Information (Figure 40, Table 40) Employees
answering both questionnaires received information most frequently

by listening. Listening to one person facc-to-face was the most

frequent way of receiving communications. Listening ‘to one person
Face-to-face and listening to demonstratibns and radio wére the most
frequent ways of listening for information. When reading was used

to receive information, these employees read memos and notes more -
frequently than other written cemmyhications. -

Kinds of Information Employees Receive in Communications (Figures 41,
42, Tables 41, 42) The questionnaire responses indicated that direc-
tions, assertions and questions wére the kinds of information received"
most frequently.by these employees. This information was received

1

most frequently by listening. .

4
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HEALTH OCCUPATIONS -

INDIVIDUAL RESPONSE TO EMPLOYEE.QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNICATIONS

3

.. O TALK: 854 “ " Q write: 15%

Memos & Notes
10%
Charts/Graphs,
One To One “‘““‘ ““““ —Forms, Manuals,
C53% : . X —“" Work Oggers
Letters & Reports
2%

Telephone

LY — - | o

. Demonstraiions,.Radio;;;;
114

To A Group: 2-5 people
87

- e e—n e s —— —- —— —

Fimure &

94

o 108




HEALTH OCCUPATIONS

. : ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

" WAYS EMPLOYEES SEND COMMUNICATIONS

o

TALK: ~ 76% WRITE:
ONE TOONE + + + + + + + . 337 MEMOS & NOTES.
DEMONSTRATIONS, RADIO .-, 187 CHARTS/GRAPHS, FORMS
e MANUALS, WORK ORDERS
TELEPHONE + v + + + » . . 14%
. , LETTERS & REPORTS.
TO A GROUP: Z2-5 peopLE . . 117%

Table 37

- 95,
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HEALTH OCCUPATIONS

1

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

TALK AND WRITE

Description
67
’ Explanati
. xplanation
Assertion P e
25% \ .
- Question
. . 147
Direction ,
227 -
Evaluation
20%
¥
N s
Assertion: ndvise,'Opinion, propose, recommend, sell, persugdé, uggest.
Dircction: direet, instruct, order.

- BRI FRe— T " - ” TTITTmT T g T Fia haT SEn IR A B ; < B B T T ‘i:""I'.'."I'
Evaluation: assuns, appreciate, compliment, correct, scold, reprimand.

. e
Figura 38

N

- 96 N : )
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HEALTH OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
- TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

TALK AND WRITL

ASSERTION . + . . 22%
QUESTION ., . . 20%
DIRECTION . . . . 19%
EXPLANATION . . . 19%
| EVALUATION .., , 13%
DESCRIPTION , . ., /%

ASSERTION: ADVISE, OPINION, PERSUADE; RECOMMEND, SELL,
PROPOSE, SUGGEST.,

DIRECTION: DIRECT, INSTRUCT, ORDER.

. EVALUATION:.ASSURE,- APPRECLATE,—COMPLIMENT;—CORRECT, ~SCOLD;— —————m-—
REPRIMAND., - -

Tabla 38
97

111




HEALTH OCCUPATIONS ..

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

(O TaLK: 857 \\is Q wrire: 15%

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS -

Assertion

5%
Explanation
_ . 1 3%
Asserflon Direction
20% . ] 29
--Question
27
Description
. ) 27
-Direction - > Evaluation
20% \ 19
Evaluation
197
Question ' ‘
127
Explaration__
107
. 2
Description - .
' 47
Assertion: . advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

TR UTON T T ass g T APPTECTAt &, ethp ITMeA T, corvéey, scold, reprimand.

Filgure 873
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HEALTH OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNI CATIONS

TALK: /6%  WRITE: 247
ASSERTION 4 v v v v « + . 197 DIRECTION . + . ., ., bn
QUESTION .+ v v v « « , . 147% QUESTION . » + . . B%
EXPLANATION + v v « « o v 147 EXPLANATION . , ., . 57
DIRECTION » + + + + 4 .+ 137 ~ ASSERTION . . ., . ., 37
EVALUATION . . . . ., . . 117 EVALUATION . + + . 2%
DESCRIPTION « + + + ».» . 5% DESCRIPTION . " . . 2%

td

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECf&ON DIRECT, INSTRUCT, ORDER.
*“T“_EVALUAT?0N+M_KSSURE—_ﬁPPRECTATET—COMPEYMENT"—COQRECTZ SCOED;_WEJ_*T“NT::
REPRIMAND,
Talble 39
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE.

WAYS EMPLOYEES RECEIVE COMMUMICATION

O vListen: 78% | ® rean: 227

Memos & Notes
127
Letters & Reports

5%
Charts/Graphs,
Forms, .Manuals,
Work Orders
5%

- One To One
. 597

Demonstrations, Radi.s
8% .
Telephone : ' _

6% '
To A Group: 2-5 people
" 5%

r

111
Figure 40.
. 100




HEALTH OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATIONS

LISTEN: -/3%

READ: 277

CHARTS/GRAPHS, FORMS

ONE TO ONE + + + + o+ + . » 3L7
| = MANUALS, WORK ORDERS 127
DEMONSTRATIONS, RADIO ., . 17% .
MEMOS & NOTES . . . .11%
TELEPHONE v v 4 v 4 o o+ o 127 ' ’
. ‘ . LETTERS & REPORTS . . 47
TO A GROUP: 2-5 pPEOPLE . . 10%
r-d
14/ '
¢
115
LT T Pab e 40 —
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNﬁIRE

~ THE -KINDS .OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

N

- (.*n,.\. ’
LISTEN AND READ e <
. _— P Explanation
o 7%
Evaluation
Direction 12%
33%
________ _Question
13%
_Assertion
217
Description l
147
R
~
[¢
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand™ "
Figqure 41
e ' E 102
Q p
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HEALTH OCCUPATIONS

C ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYZE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

L1STEN AND READ

DIRECTION + + .+ . . 22%

QUESTION . . . . ., 223

ASSERTION + + + . + 20%

| EVALUATION . . . , 137

J © EXPLANATION ., . . . 127

DESCRIPTION . . . . 117

ASSERTION: ADVISE, OPINION, PERSUADE, ﬁECOMMEND, SELL,
' PROPOSE, SUGGEST. c

DIRECTION: . DIRECT, INSTRUCT, ORDER.

__f?_EVALUAIlQNJ_MASSURE+4APPRECIATE, QQMPL;MENFT—GGRRECFH-seetﬁuz
< REPRIMAND.

- S Table 47
AN | 103
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE 7O EMPLOYEE QUESTIONNAIRE

. THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

. (O LisTen: 78% |  reap: 227

Direction
8%
" Description
. 5%
: Question
3%
Direction Explanation
257 29
\l¢———  Evaluation
' 2%
|- _Assertion
- ; 29
Assertion :
9 —
197%
%
Question
10%
‘ Evéluation___ o __J
10%
Description .
97 - . <
Explanation . ' '
- 5%
Assecrtion: advise, opinion, propose, recommend, sell, persuade, suggest.
Dircction: - direct, instruct, order.

e Evaluationi——ass urey—appreciateiseomalinen ty—ecorrecty=scokdy=reprimands-
. » . -

¢

A WY

Figqure 42
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HEALTH OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

~ -~ LISTEN: 73 o READ: 277%
“QUESTION + o . "v v & .+ . . 187 " DIRECTION + + + . . . 9%
ASSERTION .+ + v » + . . . 154 ASSERTION + . + . . . 5%
DIRECTION . + v . . . . . 13% DESCRIPTION "+ . « ’ Y
EVALUATION + + .« v+ .. . 113 " QUESTION . . - o U7
EXPLANATION . T 10 EXPLANATIQNV. C . 2%
DESCRIPTION 4 v » » 4+ . 0% ] EVALUATION . « + 4 . 2%

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND}_SELL,
PROPOSE, SUGGEST. S

"DIRECTION: DIRECT, INSTRUCT, ORDER.

—__ EVALUATION: ASSURE. APPRECIATE, COMPLI MEhLTJ CORRTCT,_ scouJJ o
' REPRIMAND. ,

Table 42
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:::-—:rrﬂ—*vmcmos—and—notes-more::f reqnerrtly*th an-“any-o‘ther written (_:ommun:Lca- T T s e
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O

ERIC

Aruitoxt provided by Eic:

?

Individual Supervisors Responding to the
Occupational Communications Skills Questionnaire
(Appendix B)

OoCupational Clusters Job Categories
Auxiliary dental . . Receptionist
Auxiliary medical. Office Manager
Nursing Registered nurse

_ Adv1sory Group Supervisors .Responding to the
JCondensed Occupat10na1 Communications Skills Duestionnaire

(Appendlx D) .
Occupgtiohal Clusters Job Categories
"Auxiliary dental : Owner, Manager, President

a T Registered nurse, Adminis-

. Auxiliary medical
' trator, Supervisor

Nursing Registered nurse; head nurse

- } . . o

Analysis of Questionnaire Responses

Ways Supervisors Send Communioétions kFigure 43, Table 43) Health

Occupations supervisors answering both questionnaires gave informa-.
tion most frequently by talklng. Talking to one person face-to-face
(34%) and talklng by telephone were the most frequent ways of trans—
mitting ¢ommunications. When writing was used to give 1nformation,
these supervisors used memos and notes more frequently than any
other form of. wrltten communication..

Kinds of Information Supervisors Send .n Communications (F;gures 44,
45 Tables 44, 45) “Assertions (advice, opinions, etc.) and direc-
tions (directlons, instructions, orders) were the kinds of informa-
tion given most frequently by the supervisors. This information

was given by both talking and writing. Supervisors in both the
auxiliary dental and auxiliary medical clusters ask questions more
frequently than any other kind of communication. Nursing supervisors
report giving explanations more frequently than any other k1nd of:
communication.

'

Ways Supervisors Receive Communlcatlons (Figure 46, Tablc 46) Super-

visors answering both questionnaires received information mos. fre- .°
quently by listening.- Listening to one person face-to-face was the
most frequent way of receiving information. Listeéning by telephone
ranked next in frequency as a way of listening for information.

When reading was used to receive information, the supervisors read

tions (over 50% of the responses). . b

U
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Klnds of Informatlon Supervisors Revelye in Comwunlcatlons'(Flgures
. 47, 48, Tables 47, 48) Assertions, questions and dlrectlons were
the kinds of information received most frequently by the supervisors.
This information was received most frequently by llstenlng The:
o single kind of communications dealt with by health occupatlons
supervisors were questions. -

& N

o B .
N
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Aruitoxt provided by Eic:
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS SEND COMMUN[CATIO&S

(:) TALK: /33 " Q write: 27%

Memos & Notes

One To One 19%

38%

Charts/Graphs,
-Forms, Manuals
ork Orders

7%
Letters &
Renorts.
1%
‘Tq A Group: 2-5 people’ "
L L4% =/
£ ‘$~ . ’ - | 3
. Telephone o !
Lo 12 -
! ¥Demon3tfations, Radio
e 9% ¥ \
Figure 43- '
108
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J "HEALTH OCCUPATIONS

- ADVISORY GROUP SUPERVISORS'RESPONSE

. WAYS SUPERVISQRS SEND COMMUNICATIONS

CONE TOONE + + « « + .+ 347 MEMOS & NOTES . + . 197
TELEPHONE + + + + .« .« 17% CHARTS/GRAPHS., FORMS

MANUALS, WORK ORDERS b7

TO A GROUP: 2-5 PEOPLE 12%
L LETTERS & REPORTS . . 3%

DEMONSTRATIONS, RADIO . 9%

.
ﬂﬂie43
. e -
}) 109 B
. : R L .
| 123




HEALTH OCCUPATIONS

-

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

-

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATZONS

7
TALK AND WRITE
- Description
6%
Assertion Evaluggion
33% A
. Explanation’
> 14%
- Direction ' .
237 7
- - * ) I L ' : \ ' [
Question . .
16% .
™

Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct,. instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

t

Figure 44
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HEALTH OCCUPATIONS

ADVISORY GROUP SUPERVIBORSNRESPQNSEd_w;ﬂmwnwmw_w_ﬂ.m;m

TO CONDENSED SUPERVISOR QUESTIONWAIRE

TAZ_KINDS OF INFORMATION SUPERVISORS SFND IN COMMUNICATIONS

N

TALK AND WRITE:

ASSZRTION . .+ . .-26%
DIRECTION , . . . 237
QUESTIGN .+ . . . 177
EXPLANATION . . . 179
EVALUATION ., . . 149
DESCRIPTION . . . 3%

B b}

~ASSERTION: ~ ADVISE, OPINION, PERSUADE, RECOMMEND; SELL,
' PROPOSE, SUGGEST. ’

DIRECTION:" DIRECT, INSTRUCT, ORDER,

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCO
REPRIMAND. T R

Table 44
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HEALTH OCCU,ATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

Tdc KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

Q_LALJs_]L_ . ‘ @ WRITE: 27%

Dlrection

8%
Assertion
Assertion _64_
279 Description
5%
Evaluation
3%
Explanation
3%
63_________Question
" ‘ 2%
Direction
15%
Question
14%
Explanation
B
Evaluation
5%
Description ___

1% ' i | v

Assertion: advise, opinion, propose, recommend, sell, persuade, suggest,

Direction: direct, instruct, order. .
!

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

—

Figure 45
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g HEALTH OCCUPATIONS

~ ADYISORY GROU?P SUPZRV.ISORS RESPONSE--- -
TO CONDENSED SUP=RVISOR QUESTIONNAIRE

THE_KINDS OF INFORMATION SUPERVISORS SEND IN COMIUNICATIONS

TALK: " 7929 | WRITE: 287
ASSERTION .« + v+ 4« + + 179 ©  ASSERTION .+ < . . Y
DIRECTION + + v + + v . . 15% " DIRECTION . . . R
QUESTION + + + « % v .« . 107 EXPLANATION .. . . . 5%
EXPLANATION + « + « + + . 177 | QUESTION . + . + + 37
EVALUATION v « v v v v o« 127 - CEVALUATION . . . . 2%
DESCRIPTION + + + v + + + 29 DESCRIPTION . . . . 1%

ASSERTION: ADVISE, OPINION, PERSUADE, ﬁECOMMEND; SELL,
PROPOSE, SUGGEST. '

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE; APPREICATE, COMPLIMENT, CORRECT, SCOLD, .
' REPRIMAND, | S

Tab la 43
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE COMMUNICATION

Q LISTEN: 07k

Memos & Notes
19% .

On¢ To One .
392 . _...-..__“.__-__._.?
Charts/Graphs,

Forms, Manuals,

\‘Q

- Reports &
‘ Letters
v, S . - 5% O .

— L, R ))
147 i
To A Group: 2-5 people . -

“Telephone

Demonstrations, Radio :
b7 st e




- HEALTH OCCUPATICNS

v
4 -

ADVISORY GROUP SUPERVISORS RESPONSE -
7777 TO CONDENSED SUPERVISOR QUESTIONNAIRE

~

WAYS SUPERVISORS RECEIVE COMMUNICATIONS

. =
~ LISTEN: 697 . - READ: 3I%
ONE TO ONE + + + 4 + 4+ . 36% MEMOS & NOTES . . . 19%
TELEPHONE . . . . . .. . 187 LETTERS & REPORTS . 7%
TO A GROUP: 2-5 PEOPLE . . 10%. ~ CHARTS/GRAPHS, FORMS,_

DEMONSTRATIONS, RADIO 5% MANUALS, WORK ORDERS 5%

Table 48
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- HEALTH OCCUPATIONS
INDIVIDUAL RESPONSE TO-SUPERVISOR QUESTIONNAIRE

THE KINDS OF TiWFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN AND READ -

Explanation

T .} e
Description
Assertion . %
30% " Evaluation
8%
Direction
277
e e Ques’tib‘n‘ B . i .. oo
- 22%

Pl

Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

. < : )

- ~ -

L Figure 47
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HEALTH OCCUPATIONS

ADVISORY GROUP SUPERVISORS RESPONSE L
* TO CONDENSED SUPERVISOR QUESTIONNAIRE ™~~~

THE KINDS OF INFORMATION SU?ERVISQRé éECEIVE IN COMMUNICATIONS

LISTEN AND READ

QUESTION ., . . , 29%
ASSERTION .+ + + 23%
DIRECTION . . . . 16%
) EXPLANATION - . - . 14% -
: EVALUATION . . . 137
_ CDESCRIPTION . . . 5%
ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL., .

, PROPOSE, SUGGEST..
DIRECTION: * DIRECT, INSTRUCT, “ORDER.
EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,

REPRIMAND.,
Tabzé 47
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HEALTH OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE_KIND3 OF INFORMATIOW SUPZRVISORS RECEIVE I COMMUNICATIONS

n,
[

, S |
S (:) LISTEN: 675 ‘ Q§9 READ: 33%

Assertion
. ' 11%
‘ \ssertion . _Direction
197 9%
- Evaluatior.
Juestion. > 47z
197 ) Question
N 3%
< Explanation
3%
< Description
" 3% .
Direction
18z
- Evaluation
47
Description B
' Y
Explanaticn
3%
<
! Assertion:  advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, renrimand.

- ) o v Figure 48

BN
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HEALTH OCCUPATIONS

.. ADVISORY. GROUP. SUPERVISORS RESPONSE. ... . o oo
TO CONDENSED, SUPERVISOR QUESTIONNAIRE

S

e

e

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN: 697 | READ: 317
QUESTION © « + v o\, . . 224 DIRECTION . . . . - 8%
ASSERTION v v v v+ v .« 17% QUESTION . . . . . 7%
EXPLANATION .+ . . . . .- 10% ASSERTION . . . . . 6%
EVALUATION « .+ v . v v v 0 9% | EXPLANATION . . . . U7
DIRECTION v v v v 4 v v 8% - EVALUATION . . . . 4g
DESCRIPTION .+ + . . . . . 3% DESCRIPTION . . . . 2%

ASSERTION:  ADVISE, OPINION, °ERSUADE; RECOMMEND, SELL;
PROPOSE, SUGGEST, ;

DIRECTION:  DIRECT; INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT; SCOLD;
\ REPRIMAND,

Table 48
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- CHAPTER VI _ , -

R - HOME AND FAMILY LTFE OCCUPATTONS
Home and Famlly Life. employee and supervisor responses to the Occu-
pationmal Communications Skills Quest10nna1res are summarized in
Figures 49- 60 “ »

Individual employee responses are summarized in Figures 49-54;
Ind1v1dual supervisor responses are summarized in F1gures SS 60

tamAdvisory Group employee and supervisor responses to the Condensed
.Occupational Communicatlons Skills Questionnaires are summarized.
in Tables 49-60.

Advisory Group employee responses are summarized in Tables 49-54;
 Advisory Group supervisor responses are summarized in Tables 55-60.

Individual Employees Respondlng to!the
‘Occupational Communications Skills Questlonnaire
(Append1x A)

Occupational Clusters Job Categories '
Child development . Teacher
- Community. Organization ' Homemaker IT

* ‘Social service/Casework Social service person

Advisory Group Employees Responding to the
Condensed Occupational Communications Skills Questionnaire
(Appendix C)

3

Occupational Clusters. Job Categories

Community organizatign Housing coordinator, Child
care worker, Student, Pre-

Social service/Casework Counselor, Volunteer, Student

Analysis of Questionnaire Responses

- Ways Employees Send Communications (Figuré 49, Table 49) Home and
Family Life employees answering both questionnaires gave information
most frequently by talking. Talking to one person face-to-face was
the most frequent way of giving information. Just talking to .one
person face-to-face and talking by telephone combined, account for
over 55% of the total ways of sending communications and three-
quarters of the oral communications are in this category. When
writing to give information, the emplovees reported the use of memos
and notes in more than 75% of the responses where written communi-
cations were used. There was a noticeable consistency in the Home
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and Family Life section as to the ways:employees send communications.

Fmployees involved in social service casework tended to communicate
orally substantially more than those employed in child development
or community service organi/ation -occupations. )

Kinds of Informatlon Employees Send in Communications. (Figures 50,

51, Tables 50, 51) Assertions (advice, opinions, etc.), evaluations
(assurance, appreciation, etc.) and questions were the kinds of '
information given most frequently by the employees. This informa-
tion was 3iven most frequently by talking. Communications that deal

..with explanations and questions particularly. were ranked _predomi-

nantly among Home and Family Life employees who responded to the
questionnaire. , -

Ways Employees Receive Communications (Figure 52, Table 52) Employ-
eées answering both questionnaires in Home and Family Life received
information most frequently by listening. Listening to one person

‘face-to-face was the most frequent way of receiving information.

Listening by telephone ranked next in frequency as a way of listen- .
ing for information. When reading was used to receive information,
the employees read memos and notes more frequently than any other
written communications. There was a spread of 39 percentage points
between the employe 's responses in community organizatinns and
exmployees responses in social service casework in the receiving of
oral communications. -

Kinds of Information-Emplgyees Receive in Communications (Figures 53,

54; Tables 53, 54) Assertions, evaluations and questions are the

kinds of information received most frequently by the employees.
Employees answering the detailed questionnaires received this infor-
mation with -almost equal frequency by both listening and reading,
but employees answering the condensed questionnaires received this
information most frequently by listening. There is a considerable
discrepancy between the individuals reporting and the advisory
groups as far as the kinds and amount of communications -received by
listening as contrasted to readlng. Ind1v1dua1s reported twice as
much reading as did the advisory group.
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HOME AND FAMILY LIFE 'OCCUPATIONS

[NDIVIDUAL, RESPONSE TO EMPLOYEE QUESTIONNAIRE

. . WAYS EMPLOYEES SEND COMMUNICATIONS .

. -~
W
'
.

-

ORI L -

o write: 207
' Memds: & theé .
14%

One To One

. _ i Léttgrs & Repotts
wy T

3%
. Charts, Graphs,"
- Forms, Manuals,
Work Orders
3

16% P
To A Group: 2-5 people
Demonstrations, Radio ‘ v -
67 ' ) '

] Telephone ‘ ' . {P . . s
- _ 5 ‘
i

. B i

174

rd
¢
&
.
) @
Figure 49 -
)l, ‘ .
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HOME AND‘kAMIEY LIFE OCCUPATIONS.'

AbVISORY GROUP EMPLOYEE RESPONSE
'TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNICATIONS

TALK: . /5% - WRITE: 257
ONE TO ONE + « v « « « 4 + 35% MEMOS & NOTES . . . 17%
TELEPHONE « + + + + + . . 213 LETTERS & REPORTS . . 73
TO A GROUP: 2-5 PEOPLE . 17% CHARTS/GRAPHS, FORMS,
A e MANUALS, WORK ORDERS 17
DEMONSTRATIONS, RADIO . . 2%
. £
137
Table 49 y
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HOME AND FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

"‘HTHE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

\\ R TALK AND WRITE

\ A
' 7 Description
™~ 9%
Assertion Direction
32% - 107
Explanation
107
Evaluation . '
e, R .2.,8_./:_ el ) ‘9"____“ . __-_/’\ e .
. 1 / ’
Question '
117
..
. Assertion: advise, opinion, propose, recommend, scll, persuade, sdggest.
Dircction: direct, instruct, order.

' B
Eviluation: assure, appreciate, compliment, corvect, scold, reprimand.
. F@ggrc W

. . 124
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HOME.AND FAMILY LIFE OCCUPATIONS

ADVISORY’GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS p

ASSERTION:

DIRECTION:

EVALUATION:

S

TALK AND WRITE

ASSERTION ., . . . 36%
QUESTION . . . . 20%
EVALUATION. ., .. + 157
EXPLANATION .. . . 13%
DESCRIPTION ... . 9%
DIRECTION ., . . . 7%

-

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECT, INSTRUCT, ORDER. - -

ASSURE, APPRECIATE, COMPLIMENT, CORREC%; SCOLD,
REPRIMAND., .

Table 50 °
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'HOME AND FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF IKFORMATION EMPLOYEES SEND IN COMMUNICATIONS

. ) . '
0 ’ - . ‘ . .
(O TaLk: 80% . - Q  wrire: 20%
' i Assertion
67
Assertion Evaluaflon
y, ) 67
26% e e
Description
i 3% )
i Direction
2%
. Question
27
| Explanation
Evaluation___ 1%
227
-
Question
97
Explanation
97
Direction <
8% N
Description
67
Assortion: advise, opinion, propose, recotmmend, sell, persuade, suppest.
Divection:s direct, instruct, order.

Lvaluadation:  assure, appreciate, ceapliment correct, sco ld, reprimand.

¢
Figure 51

-3
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HOME AND FAMILY LIFE OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE

TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION .EMPLOYEES SEND IN COMMUNICATIONS

ASSERTION |,
QUESTION .
EVALUATION
EXPLANATI ON
DESCRIPTION‘
DIRECTION .

ASSERTION:

DIRECTION:
EVALUATION:

“
L}

TALK: /5%
e 298 ASSERTION .
Co e 187 BIRECTION . .
T 1 EXPLANATION .
R A " EVALUATION .
v o v v v 5 " DESCRIPTION .
S 74 QUESTION . .

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

PROPOSE, SUGGEST,
DIRECT, INSTRUCT, ORDER.,

WRITE: = 25%

7
/o

=7
Lahe 1)

i
T
47

v d
/o

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,

REPRIMAND,
: %

X 3
Table &1 \
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HOME AND .FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICAT1ON

(O LIsTEN: 567 - s | Q Rreap: 447

Memos & thes
227

One To One '
L./ 3
34%

Charts/Graphs

Forms, Manuals

Work Orders
13%

Teleph .
‘elephone. Letters & Reports

. B 4

¢ e e 92

97
Demonstrations Radio
27

To A Group: 2-5 people ) 1“f




HOME AND FAMILY LIFE OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATIONS i

S e

LISTEN: /8% -~ . READ: 22% .

ONE TO ONE + + « « v + + . . 367 - MEMOS & NOTES .- . . . 1%
TELEPHONE .+« o'v v v v, 217 - CHARTS/GRAPHS, FORMS. .
o ) MANUALS, WORK ORDERS = &%
TO A GROUP: 2-5 PEOPLE -. . 177 . o
| LETTERS & REPORTS . . 37
-DEMONSTRATIONS, RADIO . . . 47 . :
- ’; .
143
Table 52
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HOME AND FAMILY LIFE OCCUPATIONS

t

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION_EMPLOYEES RECEIVE IN COMMUNICATIONS

B " LISTEN AND READ

- Description,

S
' ) ' 5%
‘ P I Question
117

) \___

Assertion
29%

Explanation
12%

Evaltuation
227

/.

‘Direction
217

. ‘ }
Assertion: advise, opinion, propose, recommend, sell,: persuade, suggest.
direct, instruct, order.

" Directiont
assurc, appreciate, compliment, correct, scold, reprimand.
/ R

Evaluation:




HOME AND FAMILY LIFE-OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

-

THE KINDS OF INFORMATION EMPLOYEES'BECEJVE IN COMMUNJCATIQNS

<

LISTEN AND READ

ASSERleN'. Ce . 28
QUESTION . . ., & 24%
DIRECTION . . . . . 04.
EXPLANATIONn, v . 15%

EVALUATION .+ ... 104 S S A

7<r

DESCRIPTION ] ] v ! fo

ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST. - |

DIRECTION: DIRECT, INSTRUCT, ORDER:: ' . : g o
EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
, ~REPRIMAND,
Table 53
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.INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE\\‘

\

'HOME AND FAMILY.LIFE OCCUPATIONS \

T4E KINDS OF INFORMATION EMPLOYEES RECEIVE Iy 'COMMVUN'I\C\ATIONS
: \

S (). LisTEN: 56% | Q Reap: 447 \\-\

-

’ B Assertion
Evaluation 16%
167 .
¢ " . Direction
i ‘ 10%
Assertion \ ’
9 —_—
13% . : -
; ' Evaluation
. . 67
Direction : .
11% -
) : Explanation
' 5%
Question
Question 47
7% Description
> g
Explanation B 3%
7% _ . A { .
Description ‘ |
3% L
4a 7O
\_\'\
T —.
' T — —_——
< —‘\\~,_,\ \—\‘ )
A
. . N .
Assertion: advise, opinion, propose, rccommend, sell, persuade, suggest.
Direction: direct, instruct, order.

~ Evaluation: assure, appreciate, com»nliment, correct, scold, reprimand. .~

Figure 54 /
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'HOME_AND FAMILY LIFE OCCUPATIGNS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

-

THE KINDS

ASSERTION .
QUESTION
EXPLANATION

_ DIRECTION .

. EVALUATION ~
T DESCRTPTION

OF INFORMATION EMPLOYEES-RECEIVE IN COMMUNICATIONS .

LISTEN: 78% READ: 225
v v 227" ASSERTION . . . S 6T
« « v v v 2200 . DIRECTION . + . . . . B%
oo e e 127 QUESTION . . ., ., . , 47
N 11 | EXPLANATION + . . . , 3%
¢+ wte oo 9% DESCRIPTION . . . . ., 2%
LY & TEVALUATION . . . 7 1%

"‘\‘KSSERTIQNLM\‘ADVISE; OPINION, PERSUADE, RECOMMENL, SELL,

DIRECTION: .
EVALUATION:

el

PROPOSE, -SUGGEST,
DIRECT, INSTRUCT, ORDER. —

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND,

Table 54
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Individual Supervisors Responding toc the
Occupational Communications Skills Questionnaire
- {(Appendix B)

Occupational Clustercs Job Categories
Child developmiant ~ - Supervisor
Community organization Casework supervisor |,
Social service/Casework®™ : Social service

i} ‘coordinator

Adv1sory ‘Group Supnrvisors Respondlng to the
Cendensed Occupat10na1 Communications Skills Questlonnalre
(Appendix D)

Océupational Clusters ' Job Categories
Community organization Director, Co-director,
o ) . Executive director,
Community resource
coordinator
~Social service/Casework , Director of counseling,

Director, Supervisor -

v

Analysis of Questionnaire Responses

Ways Supervisors Send Communications (Figure 55, Tabie 55) Home
and Family Life supervisors answering both questionnaires gave
information most frequently.by talking. Talking to one person

"face-to-face was the most frequenf way of presenting communications.
Nearly one-third of the time supervisors delivered communications’

in this manner. Oral communication was indicated in 75% of- the
responses. (Whenoral communication was reported,, one-to-one com—
munication was said to be used 45% of the time.) When writing was .
used to give information, the supervisors used memos anﬁ notes and
letters and reports more Frpqupntﬂv than anv other form of written

communication.

Kinds of Information Supervisors Send in Communications (Figures 56,
57, Tables 56, 57) Assertions (advice, opinions, etc.) questions,
evaluations (assurance, appreciation, etc.) and directions (direc-
ions, instructions, orders; were the kinds of informatidn given
most frequently by the supervisors. Supervisors answering the con-
densed questionnaire asked .juestions most frequently by talking

but assertions. and directions were given.by both talking and writing. .

Supervisors answering the detailed questionnalres gave this infor-
mation most frequently by talking. _ N

Ways Supervigors Receive Communlcations (Figure 58, Table 58)

Supervisors in Home and Family Life answering both questionnaires
received information most frequently by listening. Listening to

148"
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one person face-to-face was the most frequent way of receiving
information; however, the telephone is used more than other oral
means of communication except face-to<face in the clusters’ of

child development and social service casework.. When reading was
used to receive informationgjsuperysiofs read memos and notes more
frequently than any other written communications. '
Rinds of Information Supervisors Receive in Communications

Figures 59, 60, Tables 59, 60) Questions and assertions (advice,.. "
opinions, etc.) were the kinds of information received most fre-.
quently 'by these supervisors. The supervisors received questions
more frequently than’any other single kind of information. -This
information was received most frequently by 1istehing. ’

ERIC
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_HOME AND FAMILY LIFE OCCUPATIONS = -

¥ 0
. K .

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

<

<«

WAYS SUPERVISORS SEND COMIUNICATIONS & .

O e 7% __ o ritE: 29%

. ~
One To One

36%

Memos &;Notes
19%

-

Q_Letters § Rego;ts
6% . -
. . Charts/Graphs
é Forms, Manuals,
Work Orders
47

x.

. To A Group:
v 2=5 people. ... ...

22%
__Telepﬁone
13%
150

Figure 55
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[£=28

. DEMONSTRATIONS. RADIO. :27%

HOME AND FAMILY LIFE OCCUPATIONS

ADVISORY GROUR\SUPERVLéORS RESPONSE .
TO CONDENSED SUPERVISER QUESTIONNAIRE

WAYS SUPERVISORS™ SE*:L COMMUNICATINNS

.

TALK: 733 " | WRITE: 427
ONE TO ONE . + + . . . 33% MEMOS & NOTES , , , 17%
TELEPHONE . .+ . . . 220 'LETTERS & REPORTS . + 6%
TO A.GROUP: 2-5 PEOPLE 167 . CHARRS/GRAPHS, FORMS,

MANUAY.S, WORK ORDERS 4%

-

l@' 5.

Ve

Table 55

137

__1551



 HOME AND FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

TAE_KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

¢

' TALK AND WRITE :
' - Description

7%
Assertion
22% Direction
’ . 147
Question
207
Explanation
177
Evaluation
20%
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, s:old, reprimand.

Figure 5¢
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HOME AND FAMILY LIFE OCCUPATIONS

£

ADVISORY GROUP SUPERVISORS RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS SEND“iN COMMUNICATIONS .

ASSERTION:

DIRECTION:

EVALUATION: .

TALK AND WRITE

ASSERTION . . . . . 313

QUESTION * + + + « 177
DiRECTION * * * + .+ 157

EVALUATION * * + + 157
~ EXPLANATION * * + + 137

DESCRIPTION + + » . 89

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECT, INSTRUCT, ORDER,

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND. :

Table 56
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HOME AND FAMILY' LIFE OCCUPATION.S

)

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE_KINDS OF INFORMATION SUPERVISORS SEND [N COMMUNICATIONS

\

| QQ ALK J1e | : @ WRITE: 297 -

Assertion
7%
Question Direction
177% Sé
Question
5%
Explanation
5%
Evaluation- ' .
- 167 \ Evaluation
) < 5%
\‘ ¢ Description
27
Assertion
15%
‘ ‘ |
Explanation T !
137% . &
Direction {
8%
Description
27
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.
pl

Figure 57
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. HOME AND FAMILY LIFE OCCUPAT.IONS..

s

ADVISORY GROUP SUPERVISORS RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK: 73% _ WRITE: 9279
ASSERTION ' « 4 v v v v« 227 ASSERTION v v 4 v 4 gz'
EVALUATION . v + 4 « . . 147 DIRECTION « + « + » + 79
QUESTION . » .« v « . . . 145 “EXPLANATION . . . . . 43
DIRECTION « + v+ + .« + « 97, QUESTION v + v+ o+ 37
EXPLANATION + + + + + .+ . 9% DESCRIPTION « + . + . 39
DESCRIPTION « + + & + v 57 EVALUATION . + . . . 1%

~ ASSERTION:. ADVISE, OPINION, PERSUADE, RECOMMEND), SELL;
PROPOSE, SUGGEST.

DIRECTION:  DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT,. SCOLD,
REPRIMAND, :

Table 57
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HOME_AND FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECETVE COMMUNICATION

(:) LISTEN: 637

One To One

372'
To A'Group:n
2-5 people_‘_hm
17%

Telcphonq__wu_

i

Q keap: 317

Memos & Notes
167

Letters & Repo-ts
‘ 8%

Charts/Graphs,

o Forms. Manuals,
Work Orders
7%

157 o o -

9 -
F (28] ure o 8
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S
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HOME AND FAMILY LIFE OCCUPATIONS

ADVISORY GROUP SUPERVISORS RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE-,

WAYS SUPERVISORS RECEIVE' COMMUNICATIONS

LISTEN: /4%

—X

>

ONE TOONE « . v+ « v « . . 31i
TELEPHONE + v v + « + « . . 207
TO A GROUP: "2-5> PEOPLE . . 15%
DEMONSTRATIONS, RADIO . . . 2%
Table 58
143
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'READ: 267
MEMOS & NOTES . . . . 16%
 LETTERS & REPORTS . . 8%

CHARTS/GRAPHS, FORMS,
MANUALS, WORK ORDERS 2%



HOME- AND FAMILY LIFE OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

TdE KINDS OF IWFORMATION SUPERVISORS RECEIVE IN.COMMUNICATIONS

LISTEN AND READ ,

.Evaluation
10%
- Question
25% . ~.~“
Description
12%
-Direction
Assertion - 157%
227
Explanation ¢ T
16% '
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order. .

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

Fioure 53
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HOME AND FAMILY LIFE OCCUPATIONS

‘ oo ADVISORY GROUP SUPERVISORS RESPONSE
: TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATI ON SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN AND READ

" ASSERTION .. . . . 407
QUESTION . . . . . 28
EXPLANATION . ., . . 13%
DIRECTION . &+ . . . 8%
EVALUATION . v 67

DESCRIPTION . ... . 5%

w ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL;m
PROPOSE, SUGGEST, o '

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
' REPRIMAND., :

i
Taple &3

145

159




HOME AND FAMILY LIFE OCCUPATIONS

INDfVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KIwos OF INFORMATION SUPERVISORS ReCE LVE_IN COMMUNICATIONS

(O LisTen: 697 ® sew: 512

Direction”
7%
Description
Question_r~_-___w___&_“7 7%.
- 207 ' .
i Assertion
6%
_ Question
; 5%
Assertion
67 Explanation
4%,
¢- .
Evaluation
6&
, 29.
Explanation
12z 7
Dircction : °
&% . ! o
’ . [ t
Evaluation__ : - i
8%
Description L .
57 '
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
Dircection: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reoriaand.
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HOME AND FAMILY LIFE OCCUPATIONS

ADVISORY GROUP SUPERVfSORS RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

ASSERTION . .
QUESTION . .
EXPLANATION .
 DIRECTION . ,

EVALUATION
" DESCRIPTION .

ASSERTION :

LISTEN: /47 READ: 267
Ve .;ﬂ . 30% ASSERTION &+ . . . . . 107 ,
e 23 “QUESTION % .+ . . . . 51
S (1A bIRECTION_..[;. e, 4T
N /4 "VEXPLANATION . . . . ., 3%
. [ﬁ.~... A EVALUATION S {‘ 2
C e 3 CDESCRIPTION + . . . . 20

A

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

- PROPOSE, SUGGEST,

DIRECTION:
EVALUATION:

DIRECT, INSTRUCT, ORDER. ) E
"ASSURE ,. APPRECIATE, COMPLIMENT, CORRECT, SCOLL,

REPRIMAND/

Tahle 60~
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CHAPTER VII

" TECHNICAL OCCUPATIONS

Technical employee .and supervisor responses to the Occupational
Communications Skills_Questionnaires are summarized in Figures 61-72.
Individual employee résponses are summarized in Figures 61-66;
Individual supervisor responses are summarized in Figures 67-72.

Advisory Grodp employee and supervisor responses to ‘the Condensed
Occupational Communications 'Skills Questionraires are summarized
in Tables 61-72. . . '

Advisory ‘Group employee responses are summarized in Tables 61—66;<

Advisory Group supervisor responses are summarized in Tables 67-72.

. Individual Employees Responding to the.
Occupatiunal Communications Skills Questionnaire
. J~(Appendix A) ' )

-Occupational Clusters . N - Job Categories.
Data Processing - . "7 Empos operator
Electrical oo “ - Electrical apprentice. -
Electrical technology . ¢ ‘Layout operator

o Advisory.Group Employees Responding to the
Condensed Occupational Communications.Skills Quéstionnaire
' (Appendix C) :

Occupational Clusters - Job Categories

Data processing - _ Data base designer,

' ' Micromation lead, Key-
punch lead, PDC audi-
tor, computer operator,
Clerk

Elec¢trical = - ' L Apprentice

_Analysis to Questionnaire Responses
Ways Employees Send Information in Communications (Figure 61,
Table 61) Technical employees answering both qestionnaires gave
information most frequently by talking. Talking to one person face-
to-face was'the most frequent way of giving information, but the
telephone was also used frequently. Wher writing was used to give
information, these employees used memos and notes more frequently
than any other form of written:communication.  Although the ways
employees in technical} fields communicate is relatively consistent
with other fields, employees in the electronics job cluster indicated
that there is very little communication done through writing.

- 162
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Kinds of Communications Sent by Emplovees, Figures.62: 63,

Tables 62, 63) Assertions (advice, opinions, etc.) and explanations
were the kinds of information given most frequently by these.employ-
ees. Descriptions and explanations were indicatéd as most frequently
sent by writing, while ei:planations and questions were most fre-
quently sent by talking. .

Ways Employees Receive Information in Communications (Figure 64,
Table 64) -Employees answering both questionnaires received infor-
mation most frequently by-listening. Listening to one person face-
to-face was the most [requent way of receiving information. When'
reading was used to receive information, these employees read reports
more frequently than any other written communications. .

Kinds of Communications Received by Employees (Figures 65, 66,
Tables 65, 66) Directions (directions, 1nstruct10ns, orders) and
assertions (advice, opinions, etc.) are the kinds of information:
received most frequently by these employees. This information
appears to be received by both listening and reading. Directions-
were most often received by reading, and questlons were most often
received by 11sten1ng.

o
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TECHWICAL OCCUPATIONS

-

" INDIVIDUAL RESPONSE TO EMPLOYEE QUEST:IONNAIRE

WAYS EMPLOYEES SEND COMMUNI CATLONS

1 ',//
6 _
Q 1Ak g7z | ) write: 339
] Memos & Notes
One*To One 23%
407 o
S ‘ | Letters &
. Reports
NN
\§\\\\\\ 67
B \V ¢ Charts/Graphs,
. /. Forms, Manuals
\ . ’ "Work Orders
b 47
To A Group:
2-5 people
197 i
Telephone -
" 5%
Demonstrations, Radio
© 3%
e
o <
—~ R Fighre 61
e | P
150
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TECHNICAL OCCUPATIONS

- ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNICATIONS

TALK: 747
ONE TO ONE + » + .+ . . 3Y;,
TELEPHONE .+ + . + . . 153
TO A GROUP: 2-5 PEOPLE 137
DEMONSTRATIONS, RADIO 1274

Table 61

151 .

16

~

9

WRITE: 26%

MEMOS & NOTES . ., . 137

CHARTS/GRAPHS, FORMS,
MANUALS, WORK ORDERS 6%

LETTERS & REPORTS . 27



TECHNICAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICAT IONS
TALK AND WRITE Evaluation
77’/\;
Assertion Question
32% 127
. Direction
S_
13%
Explanation
227
Description
147%
Assertion?y - advise, opinion, - = 2se, recommend, sell, pursuudc; supgest.

Dircction:

Evaluation:

dircect, instruct, er.

assure, appreciate, compliment, correet, scold, reprimand.

Figure 62

152
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TECHNICAL OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

TALK AND WRITE

ASSERTION . . . . . 35,
EXPLANATION . . . . 217
QUESTION . . . . , 197
DIRECTION . . . . 9%
DESCRIPTION . . . . 9%

{3 | EVALUATION , . . . /%

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND,

Table 62
153

O _ . ) 1 67




- TECHNICAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE KI{DS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

O TALK: O7% W WRITE: 337

Explanation
. . o
“Assertion 11%
247
. Assertion
8%
E Description
7%
Question . .
112 - Direction
117% ) 4
&
Evaluation
2%
Question
Explanation 1%
117
Direction
9%
Description
77
Evaluation_
5%
Assertion: advise, opinion, propose, recommend, sell, perzuade, sugpest.
Divection: direct, instruct, order.

Evaluation:  assure, appreciate, compliment, cor rect, seobd, reprimand.

Flgure 63

154
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TECANICAL OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE .

THE KIND§ OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

ASSERTION .
QUESTION .
EXPLANATION

DIRECTION .

DESCRIPTION

- TALK: 747  WRITE:  26% |
Coee L ASSERTION + + + . . . 97
Y/ A EXPLANATION . . . . . b7
I 4 QUESTION. . . . . . . UZ
Y 4/ DESCRIPTION . . . . . 3%
S 4 DIRECTION . . . . . . 27

EVALUATION

ASSERTION:

DIRECTION:
EVALUATION:

Y A . EVALUATION . . . . . 22 °

ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST. ) '

DIRECT, INSTRUCT, ORDER. .

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, ScoLD,
REPRIMAND.

Tewle 88

155
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°

TECHNICAL OCCUPATIONS

INDIVIDUAL RESFONSE TO EMPLOYEE QUE=TIONNAIRE

WAYS EMPLOYEES RECEIVE COMMIN'CATION

() LISTEN: 577 Q reap: 437
» . _Letteré &uReports
. 19%
One To One____“___w___~_v>
33% : _
' - w-w— Memos & .Notes
137
Charts/Graphs,
: Forms, Manuals,
To & Croup: i Work Orders
2-5 people . 11%
207, - °
Telephone

-
Pal oY)

4%

170
gure 64
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TECHNICAL OCCUPATIONS

.ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNICATIONS

LISTEN: 617 READ: 329%

ONE TO. ONE + v « & « o« « 3204 CHARTS/GRAPHS, FORMS
MANUALS, WORK ORDERS 197

DEMONSTRATIONS, RADIO . 11% .
| MEMOS & NOTES . . . 157

TELEPHONE + + « + + . . 10% ”
* LETTERS & REPORTS . pA

TO A GROUP:; 2-5 PEOPLE . &%

Table 64

157




T TECHNICAL OCCUPATIONS *

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

THE_KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

LISTEN AND READ

Evaluation
5%
AY
Description
L/
Directioq_"___w__‘_“_w7> 7%
327 g
Question
147
Assertion_
23 >
Explanation _
19%
Assertion: = advise, opinion, propose, recommend, sell, persuade, suggest.
Dircction: direct, instruct, order.

Evaluation: assure, appreciate, complinent, correct, scold, reprimand.

Floure g8

158

172




TECHNICAL OCCUPATIONS

N

- ADVISORY GROUP EMPLOYEE RESPONSE
-TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS OF INFORMATION EMPLOYEES ‘RECEIVE IN COMMUNICATIONS

LISTEN AND READ

DIRECTION + + « . . 324
CASSERTION + . . . . 21%
QUESTION . . . . . 142
EXPLANATION . . . . 13%
‘EVALUATION . . . . 107
DESCRIPTION . . . . 10%

ASSERTION: ~ ADVISE, CGPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTIQN: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND. '

AN I ~ -
AL wo

159




TECHNICAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

TAE_KINDS_OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

() LISTEN: 57% : Q) ReAp: 437

° 4
Direction
Direction__ 167
167
Assertion </ Assert:on
13% 10%
Explanation
‘ 9% .
Question kY
oy Y, T T T e
137 ) > \
<
Description
5%
Evaluation
Explanation_ _ 27
10% Question
Evaluation 17
37
Description B
27
Asnuertio . advise, opinion, propose, recomuiend, sell, persuade, sugpnst.
Directic,.: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

.':"'Z: {{Zl ree 66
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TECHNICAL OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE

TO CONDENSED EMPLOYEE QUESTIONNAIRE\_»\\\

-

THE KINDS OF INFORMATION_EMPLOYEES RECEIVE IN COMMUNICATIONS

LISTEN: 617 . " READ: 397

DIRECTION + +» &+ . « . . 16% DIRECTION . . ., . 16%
ASSERTION + . . , . . , 13% ASSERTION . . . . 8%
QUESTION [ [ 0 ' [ ' [ 12% DESCRIPTION [ [T 5%
EXPLANATION + +» . « . . 9% EXPLANATION . . . 47
EVALUATION + +« + +» « . 0% EVALUATION ', . ., U7
DESCRIPTION . + + « . » 5% QUESTION . . ., . 2%
ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

PROPOSE, SUGGEST. ‘
DIRECTION:  DIRECT, INSTRUCT, ORDER.
EVALUATION: ASSURE, APPRECIATE; COMPLIMENT, CORRECT, SCOLD;

REPRIMAND,

Tl le 86

161



O

ERIC

Aruitoxt provided by Eic:

Individual Supervisors Responding to the
Occupational Communicatin:s Skills Questionnaire
(Appendix B)

Occupational Clusters . Job Categories
Data processing Supervisor
Electrical Department head
Electronic technology. Supervisor

Advisory Group Supervisors Responding to the
. Condensed Occupational Communications Skills Questionnaire
(Appendix D)

Occupational Clusters : ,-Job Categories
Data processing " Lead operation, Instructor,
® ' Supervisor, Group leader

Electrical N Electrician, Business repre-
R sentative, Journeyman elec-
trician, Journeyman wireman

Analysis- of Questionnaire Responses

"Jays Supervisors Send Communications (Figurer 67, Table 67) Tech-
nical supervisors answering both questionnaires said they gave
information most frequently by talking. Talking to one person face-
to-face was the most frequent way of giving information; the use of
the telephone ranked second in responses from both individuals and
advisory groups. When writing was used to give information, these
supervisors used menos and notes more frequently than.any other

form of written communication.

Kinds of Communications Supervisors Send (Figures 68, 69, Tables
68, 69) Assertions (advice, opinions, etc.) and explanations were
the kinds of information given most frequently by these supervisors
with explanations being the single kind most frequently given.

This information was given by both talking and writing, with talk-

"ing the dominant response.

Ways Supervisors Receive Communications (Figure 70, Table 70)
Supervisors answering the detailed questionnaire received informa-
tion most frequently by reading and -supervisors answering the con-
densed questionnaire reported receiving information most frequently
by listening. Supervisors answering both questionnaires received
information most frequently by listening to one person face-to-face.
When reading was used to receive information, these supervisors read
memos and notes most frequently but the responses were spread over
all of the ways of communicating that were indicated on the question-

naire 176

162 .



Kinds of Communications Supervisors Receive (Figures 71, 72,
Tables 71,-72) Assertions (advice, opinions, etc.) and questions
were the kinds of information receivea most frequently by these
supervisors. Assertions were received by both listening and
reading, and questions were received most frequently by listening.

163
e
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Aruitoxt provided by Eic:
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TECHNICAL OCCUPATIONS.

[NDIVIDUAL RESPONSE TO 'SUPERVISOR QUESTIONNAIRE

- WAYS SUPERVISORS SEND.COMHUNlﬂATIONS

One To One ' .
35%

-

&
To A Group:

2-5 people
18%

Telephone

5%:‘

164

s "
FLONP R
4

ot

‘ ® WRITE: 427

-

Charts/Gfaphs,
Forms, Manuals

¢ Wwork Orders
. 207

177

Letters. &
_Reports
5%

¢ Memos & Notes

o



TECHNICAL OCCUPATIQNS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS -SEND COMMUNICATIONS

TALK: 7QZ
ONE TO ONE ) 327
TELEPHONE 237

TO A GROUP: 2-5 peopLE 127

DEMONSTRATIGNS., RADIO 5%

Table 67

WRITE: . 307
MEMOS & NOTES 187
LETTERS & REPORTS 67

CHARTS/GRAPHS, FORMS,
MANUALS. WORK ORDERS b7

SN

16

5

179



TECHWNICAL GLSUPAT™ NS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNA:®E

THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNTCATIONS

TALK AND WRITE

¢ Description
,/<”"-F‘\“7 . 5%
Question
Assertion 127
25%
‘ Evaluation
15%
Expranation
25%
Direction
18%
“Assertion: advise, opinion, propose, recommend, sell, persuade, suggesc.
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

Flgure 68

180
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TECHNICAL OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS NE [MFORMATION SUPERVISORS SEND IN COMMUNICATIONS

ASSERTION:

DIRECTION:

EVALUATION:

REPRIMAND.

TALK AND WRITE -

ASSERTION . . . . . 319
EXPLANATION . . . ., 217
QUESTION -, . . . . 16%
DIRELTION . . . . . 14%
DESCRIPTION . . . . 11%
EVALUATION . . . . 77
ADVISE, OPINION, PERSUADE, RECOMMEND, SEL.,

PROPOSE, SUGGEST.
DIRECT, INSTRUCT, ORDER,
ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,

Tabla 68

167

181



TECHANICAL OCrUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

TdZ K1WDS OF [MFORMATION SUPERYVISORS SEND IN COMMUNICATIONS

O zak. 382 - Qi 1

Direction
117
Assertion
167
Explanation
117%
Explanatiou 3
14%

Assertion

. 9%
Evaluation Question
11% T4y
Evaluation
b4y
Ques tion Description
b
8% 3%
Direction
7%
Description
27
At TLion: advise, opinion, propose, recourend. sell, persuade, sugpest.
Dircction: direct, instruct, order.
24
Evaluation: ‘assure, aporeciate, compliment, correct, scold, reprimand.

Figure 69
182
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TECHNICAL OCCJPATIONS

ADVISORY GROUP SUBERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS_OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS

TALK: 707 WRITE: 397
ASSERTION , + . +« . . . 227 CASSERTION . . . . 9%
EXPLANATION . . . . . . 149 EXPLANATION . . . /%
QUESTION . . . + . . . 13% DIRECTION . . . . 5%
DIRECTION + v v v v« . 97 DESCRIPTION . , . 5%
EVALUATION . . , . . . 6% QUESTION . . . . 37
DESCRI?TION C . BT EVALUATION ., , ., 1%

ASSERTION: ADVISE, OPINI*N. PERSUADE, RECOMMEND., SELL,
PROOSE, SuGGLELT .
DIRECTION: DIRECT, INSTRUCT., ORDER.

EvatUAT 1O ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
' REPRIMAND. o

Table 69

183
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TECHNICAL OC~UPATIONS

INu JJAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

Charts/Graphs,
Forms, Manuals,

C\ Work Orders
{ 30%

One To One
3774

' _Memos & Notes

To A Group: 15%
2-5 people

4%
Telephone ’
. 47 T__ Letters & Reports
) ' 8%
Demonstrations, Radio

27

# U 70

170

184




TECHNICAL OCCUPATIONS

~ ADVISORY GROUP SUFERVISOR RESPONSE -
.- TO CONDENSED SUPERVISOR QUESTIONNAIRE

s

WAYS SUPERVISORS RECEIVE COMMUNICATIONS

. LISTEN: 627 _ READ: 38%
ONE TO ONE v + . . . . 308 MEMOS & NOTES . . . 207
TELEPHONE « + + + « + 21% CHARTS/ 5RAPHS, FORMS.

. _ - MANUALS, WORK ORDERS 10%
TO A"GROUP: Z-5 PEOPLE 8% ,

. ‘ LETTERS & REPORTS . 8%
.DEMONSTRATIONS, RADIO 3%

Tk’

171 . . ¢
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TECHNICAL OCCUPATION

[NDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KINDS_OF INFORMATION SUPERVISORS RECEIVE Iif COMMUNICATIONS

LISTEN AND READ

Description

27
Ixplanation
’ 6%

, __Evaluation
13%

Assertion
497

. Direction
14%

Question
167

Assertion: advise, opinion, propose, rec noead, sell, persuade, sugarest.

Direction: direct, instruct, order.
Evaluation: assurue, appreciate, compliment, corredt, scold, rop=in

Figure 71

172
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TECHNTICAL OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS RECEIVE iN COMMUNICATIONS

LISTEN AND READ

ASSERTION , + .+ . . 30%
QUESTION . . . . . 249
EXPLANAYION « . . , 19%
DIRECTION . . . . . 17%
DESCRIPTION « . + . - /%
EVALUATION . . . . 3%
ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,

PROPOSE, -SUGGEST,
u. ECTION: DIRECI., INSTRUCT, ORDER,

._UATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
\ REPRIMAND. : ’

Table 7

173
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TECHNICAL OCCUPATIONS

IWDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN_COMMUNICATIONS

(O Listen: 47: | O reap: 537

Assertion

___Assertion

217,

Ques tion

28%

10%

Evaluation_
7%

N,

//K; Direction
X < 8%

Question

Direction_ . 6%
6% Evaluation

Explana*ion__ 6%
2% Explanation

Description . 47
17 Description

1%

“

Nosevrtion:
Disecetion:
bvaluation:

e

TR a X e
suggest.

advise, opinion, propose, recommend, scll, persuade,
direct, instruct, order.
dssure, appreciate, coapliment, correct, scold, renvimand.

174
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TECHNICAL_OCCUPATIONS

-

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

LISTEN _QZE READ: 38%
ASSERTION . . C . 207 ASSERTION . . . . . 107
QUESTION .+ + + + + . . 19% DIRECTION . . , . . 10%
EXPLANATION . . . . . . 11%  EXPLANATION , . . . &%
CDIRECTION + « v v v v . T wJESTION + , . . , 57
DESCRIPTION + + . . . . 3% DESCRIPTTON‘,“. .. 43
EVALUATION 4 « « « + + 2% EVALUATION , . , . 1%

ASSERTION:

D ..«CTION:
EVALUATION:

ADVISE, OPINTON, PERSUADE, RECOMMEND, SELL,
PROPOSE; SUGGEST. :

. DIRECT, INSTRUCT, ORDER.

ASSURE ; APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND ... . . ._... .ol

Tabl:. 78

175



CHAPTER VIIT

TRADE AND INDUSTRIAL OCCUPATIONS

Trade and Industrial employee and super ior responses to the
Occupational Communications Skills Questionnaires are sumnarized in
Figures 73-84. :

Individual employee responses are summarized in Figures 73-78;
Individual supervisor responses are summarized in Figures 79-84.

Advisory Group employee and supervisor responsas to the Condensed -
Occupational Communications Skiiis Questionnaires are summarized
in Tables 73-84.

Ainsory Group employee responses are summarized in Tables 73-78;
Advisory Group supervisor responses are summarized in Tables 79-84.

Individual Emploxees Responsing to the
Occupational Communications Skills Questionnaire
(Appendix A)

Occupational Clusters o Job Categories
" : p
Automotive Mechanic
Carpentry . Carpenter
Food preparation - Assistant chef
Law enforcement ° Police officer
Metal trades Apprentice machinist
Transportation - ' Truck driver
Welding Welder

Advisory Group Employees Responding to the B
Condensed Occupational Communications Skills Questionnaire
(Appendix C)

Occupational Clusters Job Categories
Automotive ‘ ' Mechanic, Service advisor
Carpentry- Carpenter, Journeyman
Food preparati Chef, Assistant chef
Law enforcement Police officer, Patrolman,

, Trooper :
Metal trades Apprentice foreman
Transportation . . Truck driver
Welding Welder, Pipe fitter

i
190
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ERIC

Aruitoxt provided by Eic:

Analysis of Questionnajire Rcsponsgs
Wavs Employces Send Communicat ions (Figure 73, Tabl 73) Employees
from the Trade and Industrial occupations gave information most
xreqULntly by talking. Talking to one person face-to-face was the
most frequent way of giving information. When writing was used
to pive information, these employees used memos and notes more
frequently than any otner form of written ,communication.

“

Kinds of Commurications .Employees Send (Figures 74, 75, Tables 74,75)
Assert ions “(advice, opinions, etc.) explanations and questions were
the kinds of information given most frequently by these employees,
with explanations the single most frequent kind of information giv n.
Th = information was glven most frequently by talkirs.

Ways E@LL_XgLs Receive Communicarions . ure 76, Table 76) .Employees
answering both questionnaires received 1nformat10n most frequently by
listening. Listening to one person face-to-face was the most fre-

quent way of receiving information. When reading was used to receive

,erqrmatlon, these employces read memos and notes more ‘requently

than any other written communication although work orders were re-

:ported with high frequency in the automotive area. Directions

(dxrcctlons, instructions, orders) and.assertions (advice, opinions,
ete.) were the kinds of information received most frequently by
these emplo;eos Directions were received by. both listening and
rgadxng, and assertions were received most frequently by listening.

..
Kinds of Communications’ Emglozges Receive (Fjgures 77, 78, Tables 77,
8) ‘Directions (directions, instructions, orders) and assertions
(advice , opinions, etc.) were the kifids of information received most
frequently by these employees. Directions were received by both
listening and reading and assertions were received most frequently.
by listening. ‘

P
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TRADE AND INDUSTRIAL OCCUPATIONS

[NDIVIDUAL RESFONSE TO EMPLOYEE QUESTIONNAIRE

J

O 1Ak 794 Q write: 21¢

WAYS EMPLGGCEES SEND COMMUN I CATTONS

Memos & HNotes
14%
Charts /Craphs,
Forms, Manual:
Work Orders

' 77

One To One
427

To A Group:
2-5 people
: 207

Telephgpe
15%

Demonstrations, Radio
27

AN L g
e 0




TRADE_AND INDUSTRIAL OCCUPATIONS

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES SEND COMMUNITCATIONS

TALK: /2% WRITE: 28%
ONE TOONE « « « « + . » 377 MEMOS & NOTES . . . 19%
TELEPHONE . » + » . . . 167 " CHARTS/GRAPHS, FORMS

MANAULS, WORK ORDERS 67
TO A GROUP: 2-5 PEOPLE . 11% »
. LETTERS & REPORTS ., 37
DEMONSTRATIONS, RADIO . 8%

Table 73

179
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" TRADE AND INDUSTRIAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

OF INFORMATION EMPLOYEES SEND IN_COMMUNICATIONS

TALK AND WRITE

Description
9%

¢ Evaluation
Assertion 10%
297 .

uestion

¢ Q
147

Explanation :
23% : 4 '
' : . /
, )/// < Direction
15%
’ Jo R N

sy

Assoertion: advise, opinion, propesc, recommend, scll, persuade, supuest.
Divrection: - direct, instruct, order.
muvaluation:  assure, appreciate, compliment, correct, scold, reprimand. .

;
- )
PLTHP
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TRADE AND INDUSTRIAL OCCUPATIONS °

2

F

f\\\§ . ADVISORY GROUP EMPLOYEE RESPONSE
' ' TO CONDENSED-EMPLOYEE QUESTIONNAIRE

i)

THE KINDS OF INFORMATIOH EMPLOYEES SEND IN COMMUNICATIONS

TALK AND WRITE

ASSERTION . . . . 357
QUESTION . . . . 207
DIRECTION . . . . 19%
EXPLANATION . . . 12%
DESCRIPTION . ... 107
EVALUATION . . . U

ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
; REPRIMAND.

Table 74
181
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TRADE AND INDUSTRIAL OCCUPATIONS“

INDIVIDUAL RESPONSE.TO EMPLOYEE QUESTIONNAIRE

AE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS

O.T.ALK: R o R wrire: 217

Assertion
6%
Direction
47
Explanation
Assertion 4
23% Description
47
"Evaluation
2%
Explanation Qués tion
19% 1%
Question
13%
Direction
11%
Evaluation o
8%
Description 3 .
5%
Assertion: advise, opinion, propose, recommend, sell), pcrnhndv, sgpest .
Dirvection: direct, instruet, order. _
Evaluation: assure, appreciate, comapliment., correct, $(~(>!(li>"{>l‘i:;1;ﬂld.

Figure 75
182
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TRADE AND_INDUSTRIAL OCCUPATIONS . ..

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

THE KINDS_OF INFORMATION EMPLOYEES SEND IN COMMUNICATIQNS

TALK: 72% ’ WRITE: 287
ASSERTION . . . . . . . 274 ASSERTION . . . . 8%
QUESTION . + . . . . . 177 DIRECTION . . , ., 8%
DIRECTION . + + + . . . 114 EXPLANATION . ., . 4%
EXPLANATION + + » . . . 8& DESCRIPTION . . . 45
DESCRIPTION . + + . . . 0% © QUESTION . . . . 3%
EVALUATION . .. « . . 3% EVALUATION. . . . 1%

a
\

PR

ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION: DIRECT, INSTRUCT, ORDER.

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND. ‘

Table 75

183
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~ TRADE AND INDUSTRIAL OCCUPATIONS

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE

WAYS EMPLOYEES RECEIVE COMMUNLCATION
w , t

() visTen: 73%

] | ' - Reap: 277

One To One

14%
417

. Charts/Graphs,
Forms, Manuals,
Work Orders

127%

Letters & Repofts
17

To A Group:
2-5 people
237
Telephone
5%
Demonstrations, Radio

pon

Figure 76

184
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TRADE AND INDUSTRIAL OCCUPATIONS

4
-

ADVISORY GROUP EMPLOYEE RESPONSE~
TO CONDENSED EMPLOYEE QUESTIONNAIRE

- \ s
WAYS EMPLOYEES RECEIVE COMMUNICATIONS

LISTEN: ~ B5% * READ: 357
ONE TO ONE ++ + + + ... 342 - MEMOS & NOTES . . . 187
TELEPHONE .+ + + + .« . . 13% ” CHARTS/GRAPHS, FORMS

MANUALS, WORK ORDERS 167

TO A GROUP: 2-5 PEOPLE . 9%
| LETTERS & REPORTS . 17

DEMONSTRATIONS, RADIO . 97

Table 78 ' o
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TRADE AND INDUSTRIAL OCCUPATIONS
INDIV%DUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE X~

TAE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS

LISTEN AND READ

Evaluation
5%
._-Description
et 9%
Direction N ~
427
Explanation
: 127
I .
Assertion
18%
Question
14%
)
v
A
’
N » N .
Assertion: advise, opinion, propose, recommend, sell, persuade, suggest.
e T . .
Direction: direct, instruct, order.

Evaluation: assure, appreciate, compliment, correct, chld,fﬁlqnﬂﬁunuL

-

Figure 77

186
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ASSERTION:

DIRECTION:

EVALUATION:

TRADE "AND INDUSTRIAL OCCUPATIONS .

ADVISORY GROUP EMPLOYEE RESPONSE
TO CONDENSED EMPLOYEE QUESTIONNAIRE

LISTEN AND READ.

DIREGTION .« . . . . 357
'ASSERTION v 260
QUESTION . ., . . . 157
EXPLANATION . . . . 9%
DESCRIPTION . . . » 8%
~ EVALUATION . , . . /%.

ADVISE, OPINION, PERSUADE, RECOMMEND; SELL,
PROPOSE, SUGGEST.

DIRECT, 'INSTRUCT, ORDER,

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD,
REPRIMAND. .

cTable 77
187
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G ) ’ - - ‘ ' ; ’ - ./
TRADE 'ANB INDUSTRIAL OCCUPATIONS e
INDIVIDUAL "RESPONSE TO_ EMPLOYEE QUESTLONNAIRE~
. . - N . X - . "‘ .
R THE KINDS OF INFORMATIONMEMPLOYEES'REQEL!@_LEHCOMMUNICATIONS'
- * ’ o . ﬁx’ o
N o . S
LISTEN: /. ‘ READ: 277
N (O Liste o 5Z,A . ® E 27%
, : R et s e
Direcfion
"137%
"___Assertion
e S5k
« . Direction = Ewplanation
) 297 V3
s ' Description .
» ) .. 3%
2 - "Question
: , T 1% .
N ~"Evalyition
‘w N -‘170
Assertion
13% .
AN v
<I_ Question .
137 T
Explanation ) : - S . ‘ . -
Description . ST ) , R o . a
6% \ T ~ . ) . '
Evaluaticen °° . i A : G
VAR A — ,‘ <, )

3

-,

v ! : L ” ’
Assertion: advise, opinion, proposc, recommend, sell, pefsuade, suggestys
Dircction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, reprimand.

I3
g - . s o

Piaure 78
. 188
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TRADE AND INDUSTRIAL OCCUPATIONS

3 e
‘ & . : . .
' m . ADVISORY GROUP. EMPLOYEE RESPONSE .
» . "TO CONDENSED EMPLOYEE QUESTIONNAIRE
Y ' B '
- v—
e
LISTEN: 65 - | READ: 35%
DIRECTION +« » « v « « . . 206 - DIRECTION ., . . . 15%
) . L) s
ASSERTION ] : ] : ] ] ) : 18/0; p ASSERTION ] l. ) : 8%
CQUESTION v v v v v v v v 12 QUESTION v . . 3%
EXPLANATION v v + + « + . D& CEXPLANATION . . ., 3%
DESCRIPTION + + + + . « , 5% EVALUATION ", . . 3%
EVALUATION '+ v + + + . U7 DESCRIPTION,. . . 3%
1l ( Y,,\ .
A
v .

" hSSERTION:  ADVISE, OPINION, PERSUADE, ' RECOMMEND, SELL,
: PROPOSE, SUGGEST. '

DIRECTION: .DIRECT, INSTRUCT, -ORDER.

EVALUATION: ASSURE:, APPRECIATE, COMPLIMENT, CORRECT, SCdLDu
* REPRIMAND. ‘

|‘ -
i

e I N

Taple 78

© 189
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Aruitoxt provided by Eic:

by those in any. other fieid. \

Individual Supervisors Responding to the
Occupational Communications Skills Questionnaite
(Appendix B)

Occupational Clusters Job Categories
Automotive Service manager
Carpentry Carpenter foreman
Food preparation Chef

Law ¢nfotrcement Police sergeant
Metal trades Foreman
Transportation City dispatcher
Welding , ‘ Vice president

Advisory Group Supervisors Respondirng to the
Condensed Occupational Communications Skills Questionnaire
(Appendix D)

Occupational Clusters Job Categories

Automotive Service manager, owner,
. Parts manager, Shop foreman

Carpentry‘ B . : Leadman, Foreman, Owner
Food preparation Chef
Law ¢nforcement , Chief of police, Sergecant,

Training staff, Chief
~security officer

Metal trades : B Foreman, Machine shop.foreman'

Transportation General manager, Vice presi-
dent, Owner, Traffice man-
ager, Supervisor, Sales
manager '

Welding z . General foreman, Superinten-
. ‘ dent

Analysis of Questionnaire Responses

Ways Supervisors Send Communications (Figure 79, Table 79) Super-
visors from the Trade and Industrial occupations who answered the
questionnaires gave information most.frequently by talking. Talk-
Ang to one person face-to-face was the most frequent way of giving
information, with the telephone used next most ‘frequently. When
writing is used to give information, these supervisofs used memos
and notes more frequently than any other form of written communi-
cation. The supervisory individuals and the advisory groups in ‘
Tradé /and Industry verified eéach other as to the ways communications
took pldce. Nearly haif of the written communications sent by Trade
and Industrial supervisors in the advisory group were memos and notes.
Work orders were used more by Trade and Industrial supervisors ‘than

204
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Aruitoxt provided by Eic:

Kinds of Communications Sent by Supervisors, Tables 80, 81,
Figures 80, 81) Assertions (advice, opinions, etc.) and direc-
tions (directions, instructions, orders) were the kinds of infor-
mation given most frequently by these supervisors. This informa-

tion was given both by talking and writing.

Ways Supervisors Receive Communications (Figure 82, Table 82)
Supervisors answering both questionnaires received information most
frequently by listening. Listening to one person face-to-face was
the most frequent way of receiving information, with the telephone
the next most frequent way. When reading is used to receive infor-
mation, these supervisoers read memos and ngtes more frequently than
any other written communications

- Kinds of Information Supervisors Receive in Communications (Figures

83, 84, Tables 83, 84) Assertions (advice, opinions, etc.) direc-
tions, instructions, orders) and questions were the kinds of infcrma-
tion received most frequently by these supervisors. Supervisors
answering the detailed questionnaire received this information by
both listening and reading, with listening being only slightly
dominant. Supervisors answering the condensed questionnaire

received this information most frequently by listening.
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TRADE AND INDUSTRIAL OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

"7 WAYS SUPERVISORS SEND COMMUNTICATIONS

O TALK: 757 4 S WRITE: 257

s

One To )ne
437

¢ Memos & Notes

17%

Charts/Graphs,
Forms, Manuals
Work Orders
5%
Letters &

To A Group:
2-5 people,
16%

* Telephone |

15% L :
Demonstrations, Radio -
1%

e L el . e “lzv_'._:.,;.‘.{_{,?. PG e e e e e

192
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TRADE AND INDUSTRIAL OCCUPATIONS

\

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS -SEND COMMJNICATIONS

TALK: 667 WRITE: 437
ONE TO ONE + + + « v . 347 ' MEMOS AND NOTES . . . 167
TELEPHONE .« + « + . . 187 -~ CHARTS/GRAPHS, FORMS,

' MANUALS. WORK ORDERS 127
TO A GROUP: 2-5 peopLE 117
' LETTERS & REPORTS . . b%
DEMONSTRATIONS., RADIO . 3% |

193



TRADE AND INDUSTRIAL OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

a
T

Assertion

Tdc KIWDS OF IiwFORMATION SUPERVISORS SEWD IN COMMUMICATIONS

TALK AND WRITE

Descr ‘ption
1y

Evaluation
9%

‘ Explanation
14%

37%

Direction

Question
14%

257

Asscrtion:
Direction:

Evaluation:

advise, opinion, propuse, recommend, sell, persuade, suggest.
direct, instruct, order.

scold, reprimand.

assure, app reciate, compliment, correct,

)

Flour: 80

M8



TRADE AND INDUSTRIAL OCCUPATIONS

ADVISORY GROUP ,SUPERVISOR RESPONSE
TO 'CONDENSED SUPERVISOR QUESTIONNAIRE

Lo

IHE&KINDS EMY&FORMATION.SUPERVISORS SEND IN COMMUNICATIONS

TALK AND WRITE

ASSERTION . . ., 223
'DIRECTION , . . . 22%
EXPLANATION . . . 187
QUESTION , , . . 153%
DESCRIPTION &+ . . 7%

EVALUATION . . . §HZ . R

' ASSERTION:. ADVISE, OPINION, PERSUADE, RECOMMEND, SELL,
PROPOSE, SUGGEST.

DIRECTION ~ DIRECT, INSTRUCT, ORDER,
-__,_EMALUAILDNJ_NASSURE4_AEERECLATEJmCOMELLMENT; -CORRECT,...SCOLD.,.

REPRIMAND,

Table 80

- = . 195.
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TRADE _AND INDUSTRIAL OCCUPATIONS

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

TAE KINDS OF INFGRMATION SUPERVISORS SEND IN COMMUNICATIONS

O TALK . /3% . | @ URITE 252.

Assertion
10%
Direction
N 7%
Assertion
277 Evaluation
4% )
Explanation
) 3%
I “‘”“““Descriptioﬂ
1%
Direction
18%
Question
147% !
Explanation - f
11% : :
-Evaluation_ - . :

5% SRR S

Asscrtion: advi.2, opinion, propose, recommend, sell, persuade, suggest.
L Dircction: direct, instruct, order. |

' Evaluation: assurce, aporeciiate, compliment. corrvect, scold, reprimand.

Filaure 821
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TRADE AND INDUSTRIAL OCCUPATIONS .

T/

ADVISORY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVISOR QUESTIONNAIRE

N

: \ , -
TE KIWNDS OF INFORMATIJN SUPERVISORS SEND IN COMMUNICATIONS

| TALK: 667 WRITE: 349
ASSERTION « + + v + « + 21% ~ ASSERTION .+ + + + » 11%
DIRECTION + + + + « v 137 DIRECTION « + o + + 97
QUESTION « + « « + + 4 123 © EXPLANATION + + . . 8% :
EXPLANATION + « « + + .« 107 QUESTION .+ + + + . 3%
DESCRIPTIAN « + 4 « « o 53 ' DESCRIPTION + + + + 2%
EVALUATION .« + 4 + + + 50 o EVALUATION. + v + . 17
/
.-

ASSERTION:  ADVISE, OPINION, PERSUADE," RECOMMEND, SELL,
PROPOSE, SUGGEST. |

DIRECTION: DIRECT, INSTRUCT., ORDER.

. EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT. SCOLD.

= REPRIMAN D - = . - : e —

. Table 81
P§ 197 R e
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TRADE AND INDUSTRIAL OCCUPATIONS

v

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

WAYS SUPERVLISORS RECEIVE COMMUNICAT!QN

O LisTen: 53 ® rean: 142y

One To One Memo§r&_Notes
237

357%

. Letters & Reports
10%

Charts/Graphs,
Forms, Manuals,
Work Crders

9%

To A Group:

2-5 people
‘ 2127 :
Telephone 4 i .- -
10% , _ : -
Demonstrations, Radio . o ' T
1% .
Figure 82 .
198
7
212




TRADE AND INDUSTRIAL OCCUPATIONS

ADVISORY GROUP SUPERVISOR RESPONSE
TO, CONDENSED SUPERVISOR QUESTIONNAIRE

WAYS SUPERVISORS RECEIVE COMMUNICATIONS

ONE TO ONE « v « « «

CTELEPHONE  « + 4 4 o+

2

TO A GROUP: Z2-5 PEOPLE

DEMONSTRATIONS, RADIO

o 35%

. 19%

-~ A
C ~

W O
=

Table 82

'LETTERS & REPORTS . 83

_ READ: 33}

TMEMOS & NOTES . . . 177

m

CHARTS/GRAPHS, FORMS __
MANUALS, WORK ORDERS &%

199

2

b
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TRADE AND INDUSTRIAL OCCUPATIONS

IHbIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

Tde KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

’ ' LISTEN AND READ

Explanation
- 47
Evaluation
117%
Assertion
35% Question
- 247

Direction_
26/ y’ .
-
i - v
- o

Assercion: advise, opinion, propose, recommend, sell, persuade, suggest.
Direction: direct, instruct, order.
Evaluation: assure, appreciate, compliment, correct, scold, renrimand.




TRADE AHD INDUSTRIAL OCCUPATIONS

ADVf%pRY GROUP SUPERVISOR RESPONSE
TO CONDENSED SUPERVKSOR_QUESTIONNAIRE:

LISTEN AND READ

ASSERTION . . .‘ﬂ . 200
QUESTION . . . . . 23%
DIRECTION . +- . + . 214
EXPLANATION.. 4 . ."13%
EVALUATION . . . . 97
DESCRIPTION . . . . 6f-

-

v

ASSERTION:  ADVISE, OPINION, PERSUADE, RECOMMEND, SELL.,
PROFDSE, SUGGEST. ' '

DIRECTION: . DIRERT, INSTRUCT, -ORDER. ' »

EVALUATION: _ASSURE, APPPECINTEr COMPLINENT, CORRECT, SCoLD,
¢ REPniMAND. /

&

Table 83
© 201

215,




TRADE AND INDUSTRIAL OCCUPATIONS.

Ii\IDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE

THE KIWDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS

»

by
(:) LI;TE&E 586 i ' | Q&9 READ: U427

Assertion -
15%
Assertiaon
207 Direction
11%
Question o
16%
< Question
8%
Evaluation
.  6%°
Direction Expfanation
~ 157 27
-Evalvation ‘
5% '
Explanation
2%
<

v
5

advise, opinion, propose, recommend, sell, persuade, suggest.
. . .

Assertion?

Dircction: - direet, instruct, order. ¢

Evaluation: assurce, appreciate, compliment,, correct, scold, renrimand.

Figure 84
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TRADE" AND+ INDUSTRIAL OCCUPATIONS -

~

ADVISORY GROUP SUPERVISOR_RESPONSE :
TO CONDENSED SUPERVISOR AUESTIGNNAIRE .

" THE KINDS quLNFoRMATION'SUPERVISQRS RECEIVE IN COMMUNICATIONS

o LISTEN:» 674 " READ: 357
ASSERTION « v v o« v . 204 - . ASSERTION .+ . « . . 95
O QUESTION . ueh . . 187 * BIRECTION . « . . | SZ:M.«l
. DIRECTION . . . . . . . 127" QUESTION . .. . .Tf.,_Zl )
EXPLANATION T A EXPLANATION .\f'. ;l'hzn
EVALUATION o . . o SE T TUEVALUATION . e 43
DESCRIPTION % + « . . « 31 | DE§CRIPTiom Ce 28
5 o | 7 ' |
.

 ASSERTIONM:

DIRECTION:

ADVISE, -OPINION,

PERSUADE., RECOMMEND, SELL.,
PROPOSE, SUGGEST, S
DIRECT, INSTRUCT, ORDER. - -

EVALUATION:" ASSURE, APPRECTATE, COMPLIMENT, CORRECT, SCOLD. .
'  REPRIMAND: VN
£ | Table 87 -
T : 2 03. ‘ . .
-~
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CHAPTER IX

MINI-QUESTIONNAIRE

The Mini-questionnaire (Appendix E) consists of information
received from: 1. entry level employees who responded to the
: Employees Questionnaire (Appendix A);
2. supervisors who responded to the Supervisors
Questionnaire (Appendix B);
3. advisory committee members who responded to the
Condensed Questlonnalre (Appendices C and D).

‘ Tables 86-112 represent the employees' and supervisors' summary of:
o 1.  the three most frequent ways of communicating;
2. the three most effective ways of communicating;
3., the three ways of communicating that need to be better
taught to employees; -
4. the three ways of communicating that need to be better
taught to supervisors.

Analysis of Mini-Questionnaire Responses

Most Frequently Used Communications/Most Effectively Used Communications
S : "

Employees and supervisors from all seven fields indicated that talk-
ing and 11sten1ng one—to one was their most frequent way of communlcat-
ing. -

The respondents from all but one of the seven fields 1nd1cated that
talking and listening one-to-one was the most effective way of communi- -
cating. Respondents from the. Business and Office Occupations, the
eXception, indicated that they believed memos and notes to be the most
effective way of communicating.

Employees and supervisors from four of the seven fields (with.varia-
tions between employees and supervisors within a field) selected the

- - telephone and memos and notes as the next most frequently used ways of
‘ communicating.
. v Employees and supervisors. from five of the seven fields (with varia-

tions between employees and supervisors within a field) selected the
telephone and memos and notes as the next most effect1ve way of com-

. mun1cat1n2
‘. " In general, the ways of communicatlng that should be better taught
. to employees are ranked as follows:
Responses from Employees .' Responses from Supervisors
First:  One-to-one ~ " First: " One-to-one
[ . N ’ :
Second: Charts & Graphs Second: Letters & Reports
In general, the s of communicating that should be better taught to
supervisors are ran: as follows:
ReSponses rom Employees Responses from SuperV1sors
N R 5 A One-to one 7 UFirst: T One-to-one -
Second: Demonstratlon/Radlo Second: - Letters & Reports
205
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Aruitoxt provided by Eic:

EMPLOYEES RESPONSE TO:

One to One . . . e
Memos & Notes .

Telephone

To A Group; 2-5 People' .

Demonstrations, Radio

'Charts/Graphs, Forms,
Manuals, Work Orders

Letters & Reports

AGRTCULTURAL OCCUPATIONS

I QUESTIONAIRE

Most Frequently
Used Communications
R
20%
.. 14
. 14%

8% . .

‘Table 85

BE BETTER TAUGHT TO EMPLOYEES

Most ﬁffectively
Used Communications

. 38§
17%
16%
7%

12%

3%

- COMMUNICATIONS THAT SHQULD

One to One

- éharts/Graphs, Formé,
: Manuals, Work Orders

Demonstrations, Radio

To A Group: 2-5 People

Memos & Notes
"Telephone e

Letters & Reports

Employees
Response

e . .o.o28% . . L

Co. . 22% .
16%

14 . . .

8%
i . 6% . ..
2. . YO
Table 86
206
219

Supervisors .
Response

26%

14%
’ll%
10% -
14%
. \8%

17%
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AGRICULTURAL OCCUPATIONS

SUPERVISORS RESPONSE TO:

a

COMMUNICATIONS THAT SHOULD BE

ERIC

Aruitoxt provided by Eic:

One to One .
Telephone . .

To A Groﬁp: 2-5 People

‘Demonstrations, Radio

Merpos & Notes . . .

Charts/Graphs, Forms,
Manuals, Work. Orders

Letters & Reports

MINT AUESTIONHA!RE

Most Frequently

o Used Communications

e .. 032% . L

« .. . 20% . ..
S X
. e .‘ 14 . . L

O X

Table 87

BETTER TAUGHT TO SUPERVISORS

One to One: . .
Letters &tReportg S
To A Group; 2-5 Pecople
Memos &‘Note§  e e
Demonstrations, Radio

Charts/Graphs, Forms,
Manuals, Worv Orders .

Telephone o e e

Supervisors
Response

e e e 27%

e .. .19% . . L.
e+« . . 15% . . ..
o4 . 13% . . . .

5

T B N

e e . . o 10% . . ..

. .‘ . 5? \. e

Table 88
- 207

»

Most Effectively

Used Communications

.. 36%

15%

. . 11%

. . ‘14%

. 14%

. . 3%

. . 7%
Empicyees
_Response
e 31%

. . 10%

. 193

. . 13%

. 15%

« .« 10%

. 2%



- BUSINESS AD OFFICE OCCUPATIONS -
HINE QUESTICKEIAIRE -

EMPLOYEES RESPONSE TO: Most'Frequently . Most Effectively
Used Communications Used Communications

One to One .« .« =« « « o . . . 35% . e e e e . Zlg

MemoS & NOLES . .+« « . . . . ZI% . . . .t . . 32% .
a /\ ' * :

Telephone e A 2 23%
Letters & Reports.. . . . . . . 10%. . . . . . . 5%
Charts/Graphs, Fr.xrms,

Manuals, Work Orders . . . . . . 9% . . . . . . 5%
To A Group: 2-5 People . . . .. . 3% . . . . . . 2%
Demonstrations, Radio B .. 2%

Table 89

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES

Employees Supervisors
Response ; Response

mOngth.One. -huz“m:m.a”m-“.ﬂ‘“a ;-.Wﬁ,2?%m”1 T 1u‘=?§%.u..‘ e s o

Letters & RepOrts . . . . . . .27% . . . . . . 29%

Telephone e e e et e e e 22% . e e e 16%

Memos & Notes . « o .« . e . .12% . . . .. . 19%

Charts/Graphs, Forms, ..

Manuals, Work Orders . . . . . . 8% . . . . . . 2%

To A Group: 2-5 People . . . . . 2% . . . . . . 6%

Demonstrations, Radio . . . . . 0% . . . . . . 2%
’ Tuble 90

208

221 g

ERIC .

Aruitoxt provided by Eic:



BUSINESS 41D OFFICE OCCUPATIONS
MINT QUESTINHHAIRE

SUPERVISORS RESPONSE TO: Most Frequently Most Effectively
Used Communications Used Communications

One to Ome . . . . . . . . .3 . . . . . . 3%
Memos & Notes . . . . . S 30% .' e e e 33%
Telephone I 22% ; e e e 17%
Letteré & Reports . . . . . . J1l1% . . . . . . 13%
To A Group: 2-5 People . . . . . 4% . . . . . . 3%

Charts/Graphs, Forms,

Maruals, Work Orders . . . . . . 1% . .« .« .« . . 1%
Demonstrations, Radio .. . . . 0% . . . .. 1%
Table 91

COMMUNT/ATIONS THAT SHOULD B£. BETTER TAUGHT TO SUPERVISORS

"
LA
#

Supervisors . ' Employees
Response Response

One’to One . . . . . ... .an: 37% L . . . . . 31%

Letters & Reports i - . . . . . 248 . . 0T 574
Memos & Notes . . . . . .- .. 22% . . . . . . 12%
To A Group: 2-5 People* . . . . . 9% . . . . . . 10%

Telephone e e e . <. 6% e e e e e 10%

Demonstrations, Radio T 2% . v .. .. 2%

Charts/Graphs, Forms, Teo L /

Manuals, Work Orders . . . . . . 0% . . ™. . 8%
Table 92

209 .
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 DISTRIBSTION & [RRGETING OCCUPATIONS
C M QESTIGHAIRE -

v

EMPLOYEES RESPONSE TO: » . Most Frequently - Most Effectively
Used Communications Used Communications

One to Oné C e e e e e e e 34% Ce e e e 33%
Telephone T e e e e 208 . .. . . . . 19%
Memos & Notes . . . . . I | T TP, [
Demonstrations, Raéio e e e .. . 12% ; e e e e 11%

Charts/Graphs, Forms,

Manuals, Work Orders . . . . . . 9% . . . . . . 5%

- To A Group: 2-5-People . . . . . 7% . . . . . . 9%

Letters & Reports . e e e .. 2% '. . e e . 7%
Table 93 .

COMMUNTICATIONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES

Employees - - Supervisors :
“Response Response

N

One to One . . . . . . . . .25%° . .. . . . 30% .

Charts/Graphs, Forms,

o Manuals, Work Orders . /. : . . . 18% . . s e 8%
/

To A Group: 2-5 People/ e A 8%

Demonstrations, Radio; . . . . . 17% . . . . . . 17%

‘ Telephone - . ." . . . .. . .13% ' . . . . . 15%
Memos & NotesS . . . .« .« . . . 5% . . . . . . 12%
Letters & Reports . . . '« « « . 5% . . . . . . . 10%

o Table 94
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DISTRIBUTION & [ARKETING OCCUPATIONS
MINI QUESTICKHAIRE ' .

SUPERVISORS RESPONSE TO: : Most Frequently - Most Effectively
~ Used Communications Used Communications

One to One <+« .« .+ . . 35% . . . . . . 33%
Memos . & Notes . . i e e 1 23% . . L. . .. 19%
Telephone. . . . . . . . . T VL
Demonstrations, Radio . :.- Co.. o 11% . . Do L L0 13%

To A Group: 2-5 Peoﬁle oL .. 8% . . . . . . 12%

Letters & Reports .- . . . . . . 7% . . . . .. 8%
Charts/Graphs, Forms, ; _
Manuals, Work Orders .- . . . . . s . . . . L. 1%

Table 95

' COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS

-

Supervisors ) Eﬁploycc

- - : Response Response

One to One . - . . . . . . . .26% . . . .. . . 27%

| Letters & Reports . . .- . . .19% . . . . . . " g
To‘A Groupi 2-5 People . ; .: O A 2 T T, 21%
Demonstrations, Radio P ..14% e e e : . 14%
Memos & Notes ". . . . . . . . 11% . . . . . : 5%

: A . .
Charts/Graphs, Forms, ‘
Manuals, wWork Orders . . . . . . 8% . . . .- . . 17%
Telephone L 1 2 8%

Table 96
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HEALTH OCCUPATIONS
MINT QUESTITEIATRE

.
EMPLOYEES RESPON’SE T0: Most Frequently Most Effectively
Used Communications ~ Used Communications
one to ONe . .« .« e e e . .o32% L .. 33%
“ Telephone e R ., .. 20% . ;: e e . 20%
Demonstrations, Radio . . . . . 12% . . . . . . 11%
Tc A Group: 2-5 People . . . . . 10% . . . . T%
Momos & Notes . e e e e e ; 109 . . . . . . 14%
Charts/Graphs, Forms, :
Manuals, Work Orders .., . . . . . 10% . . T 6%
Letters & Reports ~ . . . . L0 6% . . .. o
Thble 97
COMMUNICATIONS. THAT _s_npp@__gp BETTER TAUGHT TO EMPLOYEES
Emgloyees.' . Supervisors
' -Response Response
One to One . .« « - & « & . 2275 . L0 ... 26%
_gelcphonc o ;. .LH:‘”:..- ..... ;wmiuéj%";”“_"L'“:r‘EHIme';A;'
Letters & Reports T L T Coel 15%
Demonstrations, Radio LT 133 . . . .. ‘._ “12%
Charts/Gréphs, Forms, |
Manuals, Work Ordegs D 0 K <1 ]
Memos & Qo;es T 7%
JTo A,Group: 2-5 People . . ¢ . 4% . .. 10%
Table 98
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HEALTH OCCUPATIOHS
MINT QUESTIONNAIRE

SUPERVISORS RESPONSE TO: : ‘Most Frequently Most Effectively
Used Communications Used Communications

"One to One . . . L TUTL L TUT36% .V . L u LT 37%

Telephone . « « « o w w4 . 26% . . . . . . 24%

Méhos & Notes . . . . . . . . 11 . . .« . . . . 1l1l%
Letters & Rgpor:t:s’.:J L. L. R 8%
s To A Group: 2-5 People . . . . . 9% . Q. . ; .- 118
Demonstrations, Radio . e .- SO7% . . .. . . 9%

Charts/Graphs, Forms, )
Manuals, Work Orders .. e e . 0% . . e e« . 0%

-~

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS

N
“

Supervisors . ,Employées
Response : Response

One to One . . e . - . . . 032% . . o e . . 33%
. 'Tél‘eph‘o'n'e' e e gy S .'.""22% S g e et g g e o DT ey

Letters & Reports . . . . . . . 18% . e e 18%

To A Group: 2-5 Pcople . . . [ 1 8%
Demonstrations, Radio R - L “ e 14%

Charts/Graphs, Forms, | ‘
Manuals, Work Orders . . . . =« . 5% .« .« « . . . 16%

. Memos & Notes . . .. .« « « . . 3% . . . . 3%
' Table 100 <
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HOVE AYD FATMILY LIFE OCCUPATIONS -
L I1INI QUESTIONFIAIRE

EMPLOYEES RESPONSE TO:

-”Oné Eo'Oﬁe :
To A Group: 2-5 Pcople
Telephone
Letters & Reports . .
Memos & Notes .
Demonstrations, Radio

~

Charts/Graphs, Forms,
Manuals, Work Orders

H

x

-~ Most Ffequently

Used Communications

IR TPy
17%
17% .
14%
7% .

4%

4%

T&EZ@ 101

- ":h_:;_?.. “36% 

' CCMMUNTCATIONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES

One to One . . . .

U LGEEEES R REports LTIt L r

Charts/Graphs, Forms,
Manuals, Work Orders .

) TO A Group: 2-5 People
Telephone e e e .

Memos & Notes

Demonstrations, Radio-

Enplovees .
" Response

36%° .
0% L
. 12% -,

. '10%

- . . B%

0%

Table 108.
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Most Effectively
Used Communications

coe . 14%
19%

. 12%

10%

2%

7%

Supervisors
Response

19% -

: ..4..-.,,. e 19% e ey s et e s et

14%
19%
. }O%
l4%

5%



HO'E AND FAMILY LIFE OCCUPATIONS -
- MINI QUESTIONMAIRE

. SUPERVISORS RESPONSE TO: - Most Frequently Most Effectively
C ! ’ Used Communications Used Communications

- One to One . 36% . . . .. E

Telephone ... .o . . 20% . . . . L. 19%
Memos & Notes . . . .. . . ... 18% . e+« .« . -18%

To A Group: 2-5 People . . . . . 14% . . . . . . 19%

‘Letters & Reports . .. . . . -, . 8% e e e e 6%
L4 ! . :
Charts/Graphs, Forms, )
Manuals, Work Orders . . . . . . 4% . . . . . . 5%
Demonstrations, Radio . . . . . 0% . . . . . -. 0%
Table 103

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS

7’
Supervisors Employees
'Response Respaonse

One to One . . . . . . . . . .27% e e . . 0. 31%
“"To A’ Group:‘.'2—‘5 People ", UL L T27% L RRERTE . 14%
" Letters®& Reports . . . . . . . 20% . . . . . . 20%

Telephone 'i. C e e e 8% . . .. .” . .. 0%

Demonstrations, Radio ;. e e . 8% . . .l ... 17%

Mémos & Notes . 5;:. e 5% . . l L. 6%

Charts/Graphs, Forms, . : _
Manuals, Work Orders-. . . . . . 5% . . . . . . 12%

TxIabZe 104 -
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TECHIICAL OCCUPATIONS
MINT QUESTICHHAIRE

"EMPLOYEES RESPONSE TO: ' Most Frequently

Used Communications .

Oheitordhe- e 33y . . .«
' - J

Memos & Notes . . -. . . - . . 16% . .

To A Group: 2-5 People . . . . D las . ..

Charts/Graphs, Forms, ‘
Manuals, Work Orders . . . . . .14y . . .

Telephone T e e e« .. . 18% . .
Demonstrations, Radio e e e .. 8% . ..

Letters & Reports e .. < e 2% . ..

Table 105

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES

Employees
Response

Onc to One . « .« .« « . . . .30% . . .
'L U6 A Group: 2-5 Peoples . . .. U7y 0T
-Dcmonstrations, Radio T L Y,

Charts/Graphs, Forms,

Manuals, Work Orders . . . . . . 14% . . .

" Telephone S T - L
Letters & Reports . . .~ . . . . 8% . . .

Memos & Notes . . . . . . . . 6% . . ..

Table 106
216
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Most Effectively

[N . .
Used Communications

... 35%
... 16%

« « . ~10%

.ol 128

. . . 10%

.. . 15%

. e 2%
Supervisors
. Response
.. 36%
... os
. e 7%

<« . 1l4%
. e 15%

. e . 10%
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TECHHICAL OCCUPATIONS
NI QUESTINHAIRE

i
. SUPERV}%ORS RESPONSE TO* Most Frequently . \Mos‘t_‘\Effectively
’ : Used Communications Used Communieations

e .~ * One to One . e o S733% L L LU 33%
Memos & Notes . . . =~ .+ . . .22% . . . . . . 31%
Telephone i. e e e e e e . .20% . . I 17%
To A Group: 2-5 Peopie L. .. 133 ... ... 15%

Chafrs/Graphs, Forms,

Manuals, Work Orders . . . . . . 7% . . . . . 0%
Demonstrations, Radio i s e .. 4% ; e e e . .7 4%
‘ .
Letters & Reports . . . . . . . 1% . . . . . . 0%
Y
A
Table 107 '

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS

Supervisors Employees
Response Response

One Eo O6ne . . . . . . . . . 208 . . 0T L 25%
. Memos. & . Notes .« . w0 0 . 20% L0 L0 e el 128
Letters & Reports . . . . . . . 16% . . . . . . 4%
To A Group: 2-5 People . . . . . 14% . . . . . . 18%

Chdrts/Graphs, Forms
Manuals, Work Orders . . . . . . 10% . . . . . 17%

Telephone 5 e e e e e e e 7% . . . .. . 2%

Demonstrations, Radio e e e e 7% . . . ... 22%

Table 108
217 i ¢
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TRADE /60) TNDUSTRIAL OCCLPATIONS
, FIL QESTIONAIRE -

EMPLOYEES RESPONSE TO: . ~ Most Frequently . Most Effectively
: Used Communications Used Communications
One to One. ... .« . . . .. 32% . . . . . .. 34%
- Charts/Graphs, Forms, . .
Manuals, Work Orders . . . . . . 18% . . . . . . -16%
Memos & Notes' -. . . . . . . .17% . ... . . . 16%
: , »
. . N
Telephone . . . . . . . . D13% . . oe. . L. 11%
To A Group: 2-5 People . . . . . 9% . . . . .. 11%
Demonstrations, Radio - 12 9%
Letters & Reports . . . . . . . 5% . e e .. 3%
‘Table 109 ~ SRR
_COF*_I:‘j!UNIC!\'F IONS THAT_SHOULD BE BETTER TAUGHT TO EMPLOYEES
' Employees P Shpervisors
A . . Response . Response
One to One . . . . . . . . ,Z8% . . . . . Ca 243
Charts/Graphs, Forms, ‘
. Manuals, Work Orders . . . . . .21% . . . . . . “18%

To A Group: 2-5 People . ™. . . . 14% . et e e 'ld% o
Memos & Notes . . . . . . . .11% . . . . . . 7%

Letters & Reports . .« . . . . .10% . . . .. . . 17%

‘Demonstrations, Radio . . . . . 10% . .- . . . . 15%
Telephone B T <1 T 9%.1
Table 110 » . S e
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TRADE AD INDUSTRI’AL OCCUPATIONS

AT \ :
FIIHT QUESTIONNAIRE
o
L]
SUPERVISORS RESPONSE TO: ~Most Frequently . Most Effectively o
' Used Communications Used Communications
t" . : .

One to One *. . . N . .. L0328 . . . . L. 32%
Telephone . . . o« . . .. . 17% . . . . . .. " 15%

) To A Group: 2-5 People. . L. 16 . . . . L. 13%

N , . : .
Memos & Notes. . -. v . . . . L. 12% . . . . .. 13%
Charts/Graphs, Forms, - a o B R "
-Manuals, Work Orders . .. . . . .710% . . . . \. . 9%
‘Demonstfations, Radio . . . . . 7% . . . . . . 10%
4 . Letters's& Reports . ... . . . . 6% . . . (/ . 8% o
Table 111
L
COMMUNTCATIONS_THAT, SHOULD BE BETTER TAUGHT TO SUPERVISORS
Supervisors _ Emplewyaes

. Response Response
One to One . . . . . . . .22% . . . . . . o28%

r

Letters & Reports . . . . . ... . 20% . . . . . . 10%
Demonstrations, Radio S ¥ - L N PPt

Charts/Graphs, Forms, . . )
b Manuals, Work Orders . . .. . . . 13% .. . . . . 16%

To A'Group: 2-5 People . . . .l C12% . . L oo 15%
Teleohone - L S . 3%

~ N
Memos & Notes . . . . . . . . 7% . . . . . . -16%

Table 1192 : ?
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: . . CHAPTER X

CONCLUSIONS AND-RECOMMENDATIONS

CONCLUSIONS ' ' T

-

An examination of the figures and tables, and the narrative intro—

ducing each section, shows that in spite of differences 4n responses”,

between individuals .and advisorv groups in a given. field, and in
spite of d1fferences between*fields, there’'is & commonality to the ¢

responses. All employees reported relying heavily on oral communicar °

tions for poth sending and receiv1ng communications. In six (Agrl— .
culture, Distributive and Marketing, Hezlth, Home and Family Life,
Technical, and Trade'.and Industry) of seven occupational fields sur-
veyed; the spoken word was the predominant ‘choice as a means of
communicating. When writing was used as Che means of communication,
it tended to be informal.

In the Bu51ness and Office occupations, the responses varied.

‘Advisory group employees indicated that talking (58% of their re- d

sponses) was the most frequent way of sending. communications. When
responses from ind1v1dua1 employees in the field were analyzed, they
reported ‘that they talked and Iistened slightly less than they wrote
and read; supervisors teported -reading more than listening. Respon-
dents from one job ciuster (junior accountant) in the Business and
Office occupations indicated the use of oral communications in only
about one-third of their responses. In the same field, clerk-typists
indicated that they talk and listen considerably more than they
write "and .read.

.
o~

Employees selected talking to one person-face-to-face as the most
frequent way of sending communications (33% or more of their re-
sponses in each of five fields: Agriculture, Health, Home and Family
Life, Technical,.Trade and Industry) and employees indicated receiv-
ing information by listening to one person face-to-face (29% or more
of their responses in all of the seven fields). The same pattern

- prevailed among 'supervisors. Only in the field of Business and

Office did the supervisor responses fall below 50% in the. use of
one—to-one oral communications.

The figures and tables show that even when writing choices domi-
nzted talking choices, the way of cbmmunicating most used ‘was 'talking

with ane person face to- face.

.

In Distributive and Marketing oecupations, training in one-to-one
communications takes place during:the instruction given for sales

‘work. Little beyond this training, however, was found in the way of

a formal curriculum for oral ‘communications.

221
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~writing than through talking.

o . -

y While it is possible that there are courses being offered in
secondaxy .and post-secondary schools that are designed to teach
effective ways of isking for and giving advice, expressing and
reacting to opinions, giving and responding to directions; they
were not” discovered during the investigations related to this project.
There are few formal programs being presented that deal explicitly
with one-to-one kinds of oral communications. For example, the
investigatorsgwere unable to find curricula designed to teach a food
processing warehouse foreman how to direct a fork 1ift operator to

.Rlace a pallet of canned food in a specific place in a warehouse or
-to tedach the fork lift operator how to ask questions when he wasn't

absolutely sure that he clearly understood the direc¢tions. No course

was found with the objective of teaching the executive or administrator

how to explain a format to & secretary so ‘that the finished product
would be as visqaliz%d’by the person requesting it. ’ :

' Even with the concentration on communications of those involved in
this project there were occdsions when, due to lack of training in
oral communications on the part of those giving directions, lack of
understanding occurred and difficulties in one—to-one communication
ensued. N ; :

In order to emphasize the importarnce-of oral communications as
reported by both individual and advisory group respondents in all
fields surveyed, charts were prepared (Figures 85-88). As noted in
the narrative, only Business and Office employees usad oral communi-
cations less frequently than written communications, and even in this
field the .clerk-typist and the recordkeeper reported most communica-
tions @s being oyal (over 50% of their responses) and the secretary

reported only communications with customers as being done_more_through .

The charts show that the supervisor advisory groups in ail fields

) report that when they comhunicate on the job, they talk more than

they write. However, both the Business and Office and the Technical
ihdividual~respondents reported reading as the predominant means of

teceiving communications (52% and 53%; respectively).’  Figures 89-92
depict the -extént of one-to-one, face-to-face, communications in all

fields. 1In all cases the percentages used are the percentages of all

.ways of communicating reported being used. Wide variations between

fields appear on the charts illustrating the indi&iduals responses
to the detailed questionnaire. The range is from a low of 22% in the

listening mode (reported by individual éupervisors in the Business

and Office fdeld) to a high of 59% in the listening mbde (reported
by individual employees'in the Health field.) Individual employees
in the Health field reported ‘talking and listening as constituting
most of their communications (over 50% of both their communications
sent and their-communications received).

The charts reporting the responses of the advisory gréups show a
greater consistency among fields. The analysis of responses collected

from advisory group employees shows a range of only five percentage
points in the . alking mode from 32% in Business and Office to 377 in

222
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Trade ona TIndustrial. The analysis of responses collected from ad-
visory group supervisors reported a range in the listening mode of
from 30% in Technical to 36% in Health, and in the talking mode from
30% in Business and Office to 35% in Agriculture.

- ‘ .
Table 113 (employee Occupational Summary) and .Table 114 (supervisor
Occupatiornal Summary) illustrate the rankings of the 'ways of communi-
cating within each of the seven fields. ‘The first figure shown in
each case represents the rankings from the mini-questionnaire analysis;
the second figure represents the rankings from the detailed question-
naire analysis; the third figure represents rankings from.the condersed
questionnaire (advisory group) analysis. )
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- g ORAL COMMUNICATIONS/TOTAL F IELD

® Individuals
JOAdvisory Groups

Employees Talk Employees Listen

% “ . y
85 [~ 85 I~ .
75 75 L
65 |- 65 |-
S5 - . 55 I°
50 50
45 [ 45 [°
35 | ‘ 35
25 o - 25 I~
15 S S S TR W B | ‘ R S S S N N S
A B/O D/M H H/FL T T/I. . A B/O D/M HH/FL T 1/I
Figure 85 . o Figure 86
Supervisors Talk e Supervisors Listen
85 . - - - - ; 85 )_ .
75 | , s L ‘
65 | u 65 |
55 | 55 j=.
50 50
45 |- . ' ‘ y 45
rd
s - ) 35 |~
3 - 25 +
15 T S SR N R N | , 15 | I N N S S
A B/OD/M H H/FL T T/T ' ‘A B/OD/M H H/FL T T/I
Figure 87 o _ Figure 858 .
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60["

304

e

Employees Talk

ORAL COMMUNICATIONS/FACE-TO-FACE

™~

® Individuals

dvisory Groups

200

10

o}
| ] Y | 1 ] |
A  B/OD/M H RW/¥FL T T/I

Fiaure 82
Supervisors Talk

60 [~

50 |

40 -

30 |-

W0

10 |

L R R R S B N
A B/O D/M 'H H/FLT T/I

Frgure 91
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237

Employees Lister

1 I i 3

A B/O

D/M H H/FL T T/I

Figure 90

30F

‘10 =

Supervisors Listen

soF.‘

1.1

N

1 1 1 | 1

A B/O

D/M H H/FL T T/1
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OCCUPATIONAL SUMMARY
- WAYS OF COMMUNICATING

Bulle-
. g tins
EMPLOYEES A _ ‘ Charts
Responses ’ ) Graphs Intercom
to One Memos Group Forms Demon- )
Question- to & Tele- 2-5 Woik stration Letters
naires One Notes phone ‘People  orders Radio Revorts .
* AGRICULTURE
Mini 1 2 37 3 6 5 7
Individual 1 3 5 2 3 5 5
Advisory 1 2 3. 4 S 5 7
BUSINESS AND
. OFFICE :
Mini -1 2 ' 3 6 5 7 4
Individual 1 2 5 7 3 ) 3
Advisory 1 1 3 5 5 7 4
DISTRIBUTION
& MARKETING
Mini 1 3 2 6 5 4 7
Individual 1 ) 2 4 2 5 7 5
Advisory 1 3 2 4 6 5 7
HEALTH o : ‘
Mini 1 4 "2 4 4 3 7
Individual 1 3 3 5 6 3 6
- Ve 'S K 1o} 4. 1 TG 3 6 S/ A
HOME AND
FAMILY LIFE :
Mini -~ 1 5 2 2" 6 6 4
[ndividual 1 2 3 4 5 6 5
Advisory 1 4 2 3 6 6 6
TECHNICAL ’
Mini -1 2 5 3 3 6 7
Individual 1 3 5 2 5 7 4
Advisory - 1 2 3 6 6 5 7
TRADE AND
INDUSTRY e .
Mini 1 3 4 5 2 6 7
Individual’ | 3 4 2 5 6 7
Advisory 1 2 4 4 4 6 7

2

Fable 113
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OCCUPATIONAL SUMMARY

- WAYS OF COMMUNICATING
" Bulle-
» tins
SUPERVISORS - : Charts
Responses - . ) Graphs Intercom
to One Memos Group '"Forms  Demon-
Question- ) to & Tele-. .2-5 - Work stration Letters
__naires .__One Notes phone People  orders Radio Reports
AGRICULTURE
Hini 1 5 6 4 2 3 7
individual 1 3 4 2 6 ) 5
Advisory 1 3 -3 2 6 5 .6
BUSINESS AND /
OFFICE
Mini 1 2 3 6 5 7 4
Individual 1 -3 4 4
Advisory 1 1 3 5 6 ’ 7 4
DISTRIBUTION )
& MARKETTING LT .
ini 1 2 "4 5 2 4 6
Individual 1 4 2 3 ©5 7 6
‘Advisory 1 3 2 4 5 6 6
HEALTH
Mini 1 6 2 6 5 4 3
e dndividual 1. .2 3 3 5 6 S
Advisory 1 . 2 3 4 A 5 7
HOME AND _ '
¥ FAMILY LIFE :
© Mini® v 1 6 5 4 3 7 2
Individual -1 3 4 6 7. 5
Advisory i 3 2 6 7 5
TECHNICAL
Mini g 7 5 2 3 3 6
Individual 1 3 ) 3. 4 2
Advisory 1- 3 L2 4 5 6 5
TRADE AND h
INDUSTRY i
Mint 1 4 7 3 2 6 5
Individual 1 2 4 3 6 7 5
Mvisory 1 3 9 4 7 6

Tah/a. Z] i
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RECOMMENDATTONS

It was determined that Objective 3, "To determine a basic vocabu—
lary of from 50 -to 100 descriptive and discriminative words/phrases
that allew effective application of the technical vocabulary in each
of the occupational clusters," was beyond the capacity of accomplish-
ment of this project. Today's technology has made manual determina-
tion of:common vocabulary used in occupations obsolete. Computers,
with their scanning capability of printed textual material, have pro-
vided faster, more accurate means of identifying "descriptive/dis-
criminative words/phrases" suggested in this-objective. Further,
the cost of developing the kind of basic vocabulary identified 4n
Objective (3) would be beyond the resources of this project. To do
the research correctly, there would need to be individual recordings
of conversations that take place on each job of each. of. thé thirty (30)
Occupations studied. This would require a minimum of:

1. Thirty (30) minutes of taped conversation between the
designated employee and other employees in the specific
"business. '
%. The same amount of taped time would be required. between an
among: -
a. employees and customers,
b. employees and supervisors,
c. supervisors and supervisors,
d. supervisors and customers,
e. all the multiples these imply.

This research would only collect the information. Additional time
and money would be needed to transcribe these conversations and to
make a detailed report.

. This statement does not, in any way, imply that the objective is
unimportant. To the contrary, it is because of its impa}tance that
the specific objective is considered too expensive to attempt ‘in this
project: It is'u;ged that the objective be pursued in another proj-
ect with additional and adequate resources.

The project results leave little doubt that greater emphasis needs
to be placed on the teaching of oral communications related to spec-
ific occupations. Tt is recommended that the teaching of oral
communications on a one-to-one basis, and' informal written communica-
tions, be made an integral part of every vocational training program.
Since no task analyses were done for the specific jobs investigated in

. this project, the amount of time spent in communication activities has
not been determined; neither has the importance of communications,
per se, to individual job performance. It must be the responsibility
of the instructor, the communications specialist and/or the curriculum
specialist to determine the amount and the depth of communications
training needed for any particular vocational education program. The
form of communication training and the degree to which that training
is related to the specific job must be determined by those responsible
for the training. _ o :

‘ 2440
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1

There is, however, clear evidence that extreme emphasis should be
placed on face-to-face oral communications and informal written com-
munications. ' Training for this should concentrate on the involvement
of both parties in an occupational communication situation. It is of
great importance that communications be between people. '

The vocational instructor has the obligation to make sure that
his/her students have the necessary skills in the ways people communi-
cate: talking and listening--reading and writing. Equally important,
each has the responsibility to assure that the students, regardless
of level, are capable of using the skills incumbent in asking and
answering questions, giving and receiving advice, complimenting and
responding to compliments. The vocational student is not completely

~trained until he/she has the communications skills needed for success

on_the-job,

) | 241,
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Coa : - APPENDIX A

PAGE
OCCUPATIONAL COMMUNICATIONS SKILLS ANALYSIS . -,
Group ) Name
Firm Name . Position With Firm
" Address ' B No. Of Yrs. In Current Position

——eee

No. Of Yrs. With This Firm _ ..

Phone | No. Of Yrs. With This Type Of Firm

~ - .
How Many Employees In Firm , Years Of Schooling

————

How. Many Supervisors in Firm. Hoy Many Employees Do You Supervise
- e E— . v < . ) R

, Communication is a two-way process. Communication on the job
takes place when a person (the sender) gives thoughts or ideas to .
another person (the receiver) and when a person (the receiver) re-
ceives the thoughts or ideas of another person (the‘éeﬁder), -

. LY -

~

.Basic communications skills involving reading, writing, and )
speaking have become an integral part of technical training.  Daily,

- informal interactions that occur (l) between employee and supervisor, .
(2) between customer and employee,,and (3) among employees illustrate e
these communicatiohs skills. Communications skills relevant to
technical training include: : i .

a. Giving and rece1v1ng dlreetlons, 1nstruct10ns,

and orders, - o
b. Describing and defining materials, process and
. requirements, - N \

c. Asking for information and services, and .
d.: Expldining technical processes in non-technical
terhs. - . ) -0 '

The following Occupational Communications Skills Analysis is an
attempt -to identify a basic core of communications skills that supplies
support to the technical skills used by the employee and the supervisor
on the job.

.
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2 DEFINITION OF TERMS

[

>

The following definitions x:e included to h«lp differentiate between words
that have similar meanings. It may- prove beneficizl to read this llst before
you continue with the questionnaire. - -

N

Appreciation: The' awareness of value oxr enjoyment.
“Assurance: SCM”LbL;, said or done to inspire confidence.
Compliment: ,omethlng said in admlratlon, praise or flattery.

Direction: Instructlons for d01ng, operating, using, preparing.

In;tructlon- To communicate knowledge..
Orgder: A.command backed~by authority. -

Opinion: What seems true, valld or probable to one's own mind.

Proposal: A plan or action put forth for acceptance or rejectlon. L -

Recommendation: To express approval, to suggest favorably. .

Suggestion: To bring to the mind for c0n51derat10n, mentlon as somethlng

to th1nk over. o

.Policz: A general plan. o )
Procedure: A specific method 6r way of doing something'.
Routine: Doing something by habit.

Bulletin: A brief, regular, official piiblication.

*»=0: A memorandum, an informal, written communication to help one

B remefiber something or remind one to do something.

Note: A written comment, an informal, brlef, written explanation or

. instruction.

Report: ? A formal, official, written presentation of facts or proceedings.

Equipment: Devices which generate power or haée an effect on
" materials; i.e., PBX sw1tchboards, radio transmitters,
weight scales, ammeters.
Machines: Devices, which are a combination of mechan1ca1 parts
designed to apply force to:do work on, or move materials,
. . or tor~process data; i.e., drill presses, typewrlters,
» . ' - conveyers, hoists.
Materials: 1Items being processed, products belng made; i. e., lumber,
: '~ wood products, field crops.
Other Word Aids: Miscellanedus items which cannot be considered as
machires, tools, or equipment. B .
Supplies: Items used to ausist a worker; i.e., paper, pencils. paner
; clips, typewriter ribbons, etc. ’
Tools: Common hand tools manipulated by the workér.

Demonstration: A practical showing of how something works or is used.

_Effective: Producing a desireéd result.

3

Group: 2-5 éeople.

Reprimand:. To blame or scold in a formal and sharp way.

‘ o 244
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)
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Other
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Employee Work Schedules
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People
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l
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What Suppliers Do £ - |
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What Top Management Personnel Do
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SUMMARY APPENDIX A

PAGE 27 oF 22

You have now completed our Occupational Communications Skills Analysis.
Please summarize your beliefs about communications on your job answering
the following questions.

Which three ways of communication do you use most frequently?

Which three ways of communicating are most effective for you?

+ Which three ways of communicating need to be better taught to employees prior

to their employment?

b

Which three ways of communicating need to be betté?ktgpght to .supervisors

prior to their employment as supervisors? SN

~
“ .

We would appreciate your comments about our Occupational Communications o~

Skills Analysas

N._
<
gUe
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Aruitoxt provided by Eic:



ERIC

Aruitoxt provided by Eic:

APPEANDIX B
PAGE 1 oF 26

SUPERVISORS QUESTIONNAIRE

Occupational Communications Skills Analysis

VOCATIONAL CURRICULUM MANAGEMENT CENTER
COORDINATING COUNCIL FOR OCCUPATIONAL EDUCATION

Max Benitz, Chairman

Arthur A. Binnie, State Director and
Executive Officer

James I.. Blue, Program Director
Archie G. Breslin, Program Supervisor
Robert L. Leingang, Program Supervisor
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OCCUPATIONAL COMMUNICATIONS SKILLS ANALYSIS

o

Name

Firm Name

‘Address

Position With Firm

No. Of Yrs. In Current Position

4 No. Of Yrs. With This Firm

Phone

How Many Employees In Firm Years Of Schooling

No. Of Yrs. With This Type Of Firm

How Many Supervisors in Firm How Many Employees Do. You Supervise

)

3

Communication is a two-way process. Communication on the job

takes place when a person (the sender) gives thoughts or ideas to
another person (the receiver) and when a person (the receiver) re-
ceives the thoughts or ideas of another person (the sender).

Basic communications skills involving reading, writing, and

speaking have become an integral part of technical training, Daily,
informal interactions that occur (1) between employee and supervisor,
(2) between customer and employee, and (3) among employees illustrate
these communications skills. Communications skills relevant to
technical training include: v

a. Giving and receiving directions, instructions,
and orders,

b. Describing and defining materials, process and
reduirements,

‘C. Asking for information and services, and

d. Explaining technical processes in non-technical
terms.

The following Occupational Communications Skills Analysis is an

attempt to identify a basic core of communications skills that supplies
support (o the techriical skills used by the employee and the supervisor
o the job.
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A,SpENDIx B g DEFINIZION OF TERMS
PAGE 3 OF 26

" The follow1ng dz= flnltlons are inc 1uded to help differentiate bet-mwen words
that have simiiar meanings. It may prove beneficial to read this list before
you continue with the questionniire.

Appreciation: The awareness of value or enjovment.

Assurance: Something said or domne to inspire confidence.

Compliment: Something said in admiraticn, praise cr fliatterv.
Direction: Instructions for doing, operating, using, éreparlng.
Instruction: To communicate knowledge.

Order: A command backed by authority.

Opinion: What sgems true, valid or probable to one's own mind.

Proposal: A plan or action put forth for acceptance or rejection.

Recommendation: To express approval, to suggest favorably.

Suggestion: To bring to the mind for consideration, mention as something
to think over. »

Policy: A generai plan. ‘

Procedure: A specific method or way of doing somethlng
Rolitine: Doing something by habit.

oncdne

Bulletin: A brief, reqular, official publication.
Memo: A memorandum, an informal, written communication to help one
remember something or remind one to do something.
Note: A written comment, an informal, brief, written explanation or
- instruction. .
/ : Report: A formal, official, written presentation of facts or proceedings.

Equipment: Devices which'generate power or have an effect on
materials; i.e., PBX sthchboards, radio transmitters,
weight scales, ammeters

Machines: Devices which are a combination of mechanical parts

designed to apply force to do work.on, or move materials,
or to process data; i.e., drill presses, typewriters,
conveyers, hoicsts.

Materials: Items being processed, products belng made; i. e., lumber,
wood products, field crops.

Other Work Aids: Miscellaneous items which cannot be considered as

machines, tools, or equipment.

Supplies: Items used to assist a worker; i.e., paper, pencils, paper

' clips, typewriter ribbons, etc.
Tools: Common hand tools manipulated by the worker.

Demonstration: A practical showing of how something works or is used.

Effective: Producing a desired result.

Group: 2-5 people.

Reprimand: - To blame or scold in a formal and sharp way.
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AS A SUPERVISOR WHEN 1I1:

Watch A Demonstration Prom:

Top Management

Other Supervisors

Employees

| D

Customers

Receive A Telephone Call From:

Top Management :-

Other Supervisors

Emplcyvess ) -

Customers

Listen To A Padio/Intercom fzom:

Top Managrennt

Other Supe: . igors
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An Employee
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Other Supervisors

Employees

Customers
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Give Advire To:

Top Management
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Employes . i
Customers

Ank_Que

tions Of:
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.
Other Supervisors
Employees

Customers

five Assurance To:
Top Management
other 5upervisors
Enployecs
Customers

show Appreciation To:
Top Management

Other \Sup-_- rvisors
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Give A Compliment To:
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. Customers

0P Management
: Other Supervisors
Employees

Customers
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Top Management
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SUMMARY
B APPENDIX B

PAGE 26 oF 26

You have now completed our Occupational Communications Skills Analysis.

. Please summarize your beliefs about communications on your job. -by_answering
the following questions.

Which three ways of communication do you use most frequently?

X

Which three ways of communicatiné are most effective for you?

Which three ways of communicating need to be better taught to employees prior

to their employment?

" Which three ways of communicating need to be better taught to supervisors

> .
£
v

. prior to their employment as supervisors?

We would appreciate your comments about our Occupational Communications

Skills Analysis__
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Number |

" HEMPLOYEE SENDH

(5)

SUPERVISORS

(£)

EMPLOYEES

(c)

CUSTOMERS

| WRITE REPORTS

| WRITE LETTERS

| WRITE BULLETING

"1 WRITE MEMOS

{ | WRITE NOTES

| WRITE WORK ORDERS

| WRITE FORMS

| 1 MAKE UP CHARTS, GRAPHS

| GIVE DEMONSTRATIONS

| TALK ON TELEPHONE

| CALL ON RADIO

| TALK FACE-TO-FACE
WITH ONE PERSON

| TALK TO A GROUP (2-5)
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(7)
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Number 2
m-nwJVAS;ANfEMPLQ¥£ETNHLLEHGOMMUNIGATLNva:wfvaf*:“**“““’”“’“T““*““”“’;"i“":
HITH SUPERVISORS"
Send:.
(1) GIVEAVICE () (2) (3)
@) AkQETIN n
3) GIVE ASSURMACE |
(4 SHOW APPRECIATION
(5),  GIVE COMPLIENT
(6)  CORRECT
GIVE DESCRIPTIONS
- (8). GIVE DIRECTIONS ~
(9)  GIVE EXPLANATIONS
* (10)  GIVE OPINION
(1) GIVE INSTRUCTIONS
(12) ** GIVE ORDERS: ° '
(13) GIVE PROPOSALS o
(14)  GIVE RECOMMENDAT10NS
(15)sco
(16) SELL/PERSUADE
1) Gl SUBGEST 10
((18) - GIVE REPRINAND
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- {8)
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Number 3
Send:

(1) GIVE ADVICE

(2)  ASK QUESTIONS -
GIVE ASSURANCE

(k) SHOW APPRECIATICN

(5)  GIVE CONPLIMENT

(6)  CORRECT !

(1) GIVE DESCRIPTIONS
GIVE, DIRECTIONS

(9)  GIVE EXPLANATIONS

(10)  GIVE OPINION

(11~ GIVE INSTRUCTIONS
GIVE ORDERS -

(13) " GIVE PROPOSALS

(14) GIVE RECOMMENDATIONS
SCOLD

(16)  SELL/PERSUADE

(17 GIVE SUGGESTIONS

(18)

GIVE REPRIMAND

"AS AN EMPLOYEE WHILE COMMUNICATING

()
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UAS AN EMPLOYEE WH!LE COMMUNICATING

WITH CUSTOMERS"

Send:
(1) GIVE ADVICE o (2) (3)
(2) ASK QUESTIONS |
(3) GIVE ASSURANCE
(4)  SHOW APPRECIATION
(5) GIVE COMPLIMENT
%6) "CORRECT
(7) GIVE DESCRIPTIONS

) GIVE DIRECTIONS
9) " GIVE EXPLANATIONS
0) - GIVE OPINION
) GIVE INSTRUCTIONS
) GIVE ORDERS
) GIVE PROPOSALS
) -GIVE RECOMMENDATIONS
) .
)
)

. SCOLD ]
SELL/PERSUADE
GIVE SUGGESTIONS

) GIVE REPRIMAND
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SR % s) 5 ) (c)
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' A i REGEIVE REPORTS - _ )
8 | I'RECETVE.LETTERS ‘. i
¢ |1 RECEIVE-BULLETINS |
D | RECEIVE MEMOS s '
R R R ,
F ' |1 RECEVEWORK OROERS .| , SIS B
6 LI RECEIVE FORMS AT *
H | RECEIVE CHARTS, GRAPHS L
| | AM GIVEN DEMONSTRATIONS R
|1 Receive Tecepuone cas” ] -
K | RECEIVE RADIO &AELS{ .
L | 1 LISTEN TO ONE PERSON R
t 7| RACE-TO-FACE ¢ .
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Number 6 =
UAS AN EMPLOYEE WHILE COMMUNICATING
! _WITH SUPERVISORS"
¢ s =
Receive: o ‘
(1) RECEIVE ADVICE (M (2) (3)
(2) AM ASKED QUESTIONS — ~  _ )
(33 RECEIVE ASSURANCE )
(h) RECEIVE APPRECIATION T
(5) . RECEIVE COMPLIMENT | ' *
(6) RECEIVE CORRECTIONS
" (7): RECEIVE, DESCRIPTIONS " |
(8) RECEIVE DIRECTIONS . e >
(9) RECE1UE ,EXPtANl?TlONS' e g e
(10) * RECEIVE OPINIONS
(1) RECEIVE WNSTRUCTIONS '
(12) RECEIVE ORDERS
(13) @ RECEIVE PROPOSALS .
T REC'E‘IVE'RECOMMEr:lDATIONS‘ | ‘
(15)" AW SCOLDED . B
(16) - AM SOLD/PERSUADED .
A7) ~ RECEIVE SUGGESTIONS T
18 REchVE“REPR’angND‘. e,
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Number 7

Receive:

RECEIVE ADVICE
Al ASKED QUESTIONS
RECEIVE ASSURANCE

* RECEIVE APPRECIATION
RECEIVE CONPLINENT
RECEIVE CORRECTONS
RECEIVE DESCRIPTIONS
RECEIVE DIRECTIONS
RECEIVE EXPLANATIONS
RECEIVE OPINIONS

"AS AN EMPLOYEE WHILE COMMUNICATING
WITH EMPLOYEES" |

0

KECEIVE INSTRUCTIONS

RECEIVE ORDERS
RECEIVE PROPQSALS

RECEIVE RECOMMENDAT IONS

AN SCOLDED
AN SOLD/PERSUADED

RECEIVE SUGGESTIONS .

RECEIVE REPRIHAND
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" Number 8

“AS AN EMPLOYEE WHILE COMMUNICATING
-WITH CUSTOMERS"

Receive:

RECEIVE ADVICE @ 0
AM ASKED QUESTIONS.
 RECEIVE ASSURMNCE
RECEIVE APPRECIATION
RECE!VE CONPLINENT
RECEIVE CORRECTIONS
RECEIVE DESCRIPTIONS
" RECEIVE DIRECTIONS
~ RECEIVE EXPLANATIONS
RECEIVE OPINIONS
RECEIVE NSTRUCTIONS
RECEIVE ORDERS
RECEIVE PROPOSALS ,
RECEIVE RECOMEIDATIONS
A SCOLDED - | "
A SOLD/PERSUADED
 RECEIVE SUGGESTIONS ° :
RECEIVE REPRINAND |
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“Number 9

.-+ "SUPERVISOR SEND"

7
TOP_MANAGEMENT

(5)

SUPERVISORS

(E)
EMPLOYEES

)

CUSTONERS

‘¢

| SEND REPORTS
1 SEND BULLETINS

| SEND 1iEMOS

| SEND NOTES

| SEND 405K ORDERS

| SEND FORMS'

| SEND CHARTS, GRAPHS

| GIVE DEMONSTRATIONS

I' TALK ON TELEPHONE

| CALL ON RADIO

| TALK FACE-TO-FACE
WITH ONE PEASON

| 1 TALK TO A GROUP (2-5)
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1

1)

3)

{b)

(5)

)

i CORRECT

GIVE SUGGESTIONS
GIVE REPRINAND

1S A SUPERVISOR WHILE COMMUNICATING-

WITH TOP MANAGEMENT"

Send, -

GIVE ADVICE Mm@ 0

-ASK QUESTI0AS

GIVE ASSURMNCE
SHOW APPREC AT 0N
S1VE CONPLIENT

GIVE DESCRIPTIONS

CGIVEDIRECTIONS . -

GIVE EXPLANATIONS

GIVE OPINION

GIVE INSTRUCTIONS

GIVE ORDERS

GIVE PROPOSALS |
3IVE RECOMMENDATIONS
o
SELL/PERSUADE
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GIVE DESCRIPTIONS
GIVE DIRECTIONS
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"AS A SUPERVISOR WHILE commmcmkc.
WITH- SUPERY I SORS" ‘\
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GIVE ADVIGE m w6

K QUESTIONS

GIVE ASSURMNCE
SHOW APPREC AT I0N
GIVE COMPLIMENT
CORRECT
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GIVE RECOMMENDATIONS
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GIVE SUGGESTIONS

&
S

= s
W 4

GI 40 ¢ 39vd

d X1dN3ddv




. e ' & .
. ‘p’ W . . n . » ) v + '. , N . [ . o , \ | .
. ' : . - . . \
o . v . .

" Number 12 ¢

Cd

. : ) - ' - o Ve
AT " hS A SUPERVISDR WHILE COMMUNICATNG
- o y WITH ENPLOVEES" ) :

i S

FoOoVvVd .

0 . ) * Send:

< .

g X1GN3I&dVv

| N 12 (1 ARE RN || S ) VRN - D

‘ 2) K UESTIONS T
o) owEASSRME L . e e | ‘.
(1) sHoJ'APPREcuATfoNqTf T S o
) . GIVE COMLIKENT ., T A S

5 - ¢ , '

OT <o f]_'

(6) - CORRECT . * B Lo E e
| 7)-olveoescRerios . . L .
B . chEDRETIOS co T
) EBmaTs - T
| o weewe

L0 e mwsmenos oo
) twesoms | (I o
{13} GIVE PROPOSALS - R R
QN cNERCOWEOATION oo
(15) o e o ’w.-'fg B "gﬁff
.8 . SELL/PERSUNDE L ST U, ET 1@5?&
(7)) GIvE SUGGESTIONS. | B I ‘;f: o lﬂ" | .?ﬁf?
(8)  GVERERMMO o _ P =

~2




+ Ninber 13

=,

)
N

N

6
U
(7)-
)
(9)
{10)
m
(1)
(13
(1)
(13)
~ (16)
(17)
(18)

.. ASK.QUESTIONS: : .
i‘ﬁ1VE“A§§U§AutE7""" __i_mm.“ — , |

* GIVE-DIRECTIONS ~ .

~ ive'onogps -

GIVE PROPOSALS.
GIVE RECOMENOATIONS -+
e

GIVE REPRIMAND. .

Al

’ )
! ! 3 .
8 . ¥

o
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USUPERVISOR RECE IVE" - C
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o N *TOP MANAGEMENT . SUPERVISORS - EMPLOVEES ~ __(USTOMERS _ O ©
Ch | 1 ReceIvE nepoRTs ' B 91;
T | T RECEIVE'LETTERS & =
0 |_LRECEIVE BULLETINS |
b | RECETVE WER0S — e T
E |0 RECEIVE NOTES
F | 1 RECEIVE WORK ORDERS.
6. | I RECEIVE FORMS
B |1 RECEINE ChANTS, chvets |
|| 1 AW GIVEN DEMONSTRATIONS
' |_ILRECEIVE TELEPHONE CALLS
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AS A SUPERVISOR WHILE COMMUNICAT ING |
 WITH TOP HANAGEMENT" o
\ | s : y l; ‘
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(1) © MOASKED QUESTIONS |
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RECEIVE CORRECTIONS

RECE VE DE§CRIPTIONSV+. |

RECEIVE DIRECTIONS
RECEIVE. EXPLANATICNS
RECEIVE OPINIONS
RECEIVE INSTRUCTIONS
RECEIVE-ORDERS

 RECEIVE PROPOSALS
RECEIVE RECOMMENDATIONS -

AN SCOLDED

" AM SOLD/PERSUADED

RECEIVE SUGGESTIONS -
RECEIVE REPRINAD
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~ RECEIVE, RECONNENDATIONS

s A SUPERVISOR WHILE COMMUNICATING
' WITH SUPERVISORS"

0D
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’ | o ‘ e Rw)
RECEIVE ADVICE ) (2) (3) o %
. MLASKED. QUESTHONS - - - O
RECEIVE ASSURANCE ©

RECEIVE APPRECIATION

"RECEIVE COMPLINENT T ) T
RECEIVE CORRECTION |

RECEIVE DESCRIPTIONS .
RECEIVE DIRECTIONS -

RECEIVE EXPLAMATIONS ¢

RECEIVE QPINIONS -
RECEIVE INSTRUCTIONS

RECEIVE ORDERS |
RECEIVE PROPOSALS

W
AW SOLO/PERSUADED
RECEIVE SUGGESTIONS

- RECEIVE REPRIMAND :
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Receive:
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AW ASKED. QUEST IONS |

RECEIVE-APPRECIATION

RECEIVE COMPLIMENT
RECEIVE CORRECTION

RECEIVE DESCRIPTION

RECEIVE DIRECTIONS :

RECEIVE. EXPLANATION

RECEIVE OPINIONS

RECEVE INSTRUCTIONS

* RECEIVE ORDERS

RECEIVE PROPOSALS

RECEIVE RECOMAENATIONS
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AM SOLD/PERSUADED
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RECEIVE, REPRINAND
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 AS: A SUPERVISOR WHILE COMMUNICATING

Receive:

" RECEIVE ADVICE
A ASKED QUEST!ONS

" RECEIVE ASSURANCE

RECEIVE APPRECIATION

RECEIVE CORRECTION
RECEIVE DESCRIPTIONS
RECEIVE DIRECTIONS
RECEIVE EXPLANATIONS
RECEIVE OPINIONS
RECEIVE INSTRUCTIONS
RECEIVE ORDERS
RECEVE PROPOSALS

0

RECEIVE RECOMMENDATIONS

A SCOLDED

 AH SOLD/PERSUADED
RECEIVE SUGGESTIONS
RECEIVE REPRIKAND

WITH CUSTONERS"
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o . APPENDIX E
SUMMARY - - PAGE 1 oF 3

You" have néw completed our Occupational Communications Skills Analysis.
Please summarize your beliefs about communications on your job answering
the following questions. ‘ ) o

'Which tbree ways of communication do you use most frequently?

Which three ways of communicating are most effective for you? o

Q

B .
. . w

Which three ways, of communicating need to be better taught to employees prior-

to their employment? . .

k)

a

Which three ways of-communicating need to be better taught to supervisors

... prior to their employment as_supervisors? : : . :

4

We would appreciate your comments ' about our Occupational Communications

>

v Skills Analysis
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' .7 ' COMMUNICATIONS SKILLS ANALYSIS . PAGE 2 OF 3

" Group " A R _ Name® : ) s ,
Firm Name - Position With Firm clh e
o . . ' .7 v . .
* Address ._ - . " No. Of Yrs. In Current Position
L - No. Of Yrs. With'This Firm

) P ! . @ . ‘__ A . ’ \\ X v K

Phone : s ., I R No. Of Yrs. With This Type Of Firm -
: How Méhy Employees In Firm a// " Years Of Schooling |
h o —_— » ) )
\ﬂ}:How Many Supervisors In Firm- ° " How Many-Employees Do You SuperVise
Which thiee ways of communication do younpse most frequently?
- S T . . . "y '
0. - Y

Which three.ways of communlcat;ﬁgaare most effective for you?

S . 3 < -~
whfch three ways of communicatiﬁg need to be better taught to employeés prior to

. their'egpldyment? " - i
P
“mw~~MWhichvthieepways~off¢6mmﬁnicatingwneedwt0wbewbettermtaught to -supervisors -prior - to™--
their employment as supervisors?
] M B . .

We would_appreciate your comments about our Occupational Skills Analysis

- li -
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LETTERS

BULLETING
r

MEMOS

NOTES

WORK ORDERS
FORMS .

. CHARTS/GRAPHS
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GROUP (2-5)

Ay -

-
3

R~ - B
A

FoVvd
d XIAN3IddV

< ;;ﬁ),'

~



