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ABSTRACT N

Part of "a course desagned to acqualnt high school
students with basic information concerning careers, in community °
service, this teacher's manual is one of nine (each with accompanying .
student guide) which constitute a course entitled "Orientation to
"Public Service." Focus in the units covered by the manual is on
government’ ageancy nanagenent, one of eight ‘major public serwice

guide are included: readings and related activities on organization .
"and functions of governaent .at all levels; job families (general
mnagement, fiscal management, contract mariagement, personnel -
management, and public information amd public affairs); and - .
qualifications and employment prospects. Additional teacher's pages
are inserted throughout; these contalnvllsts of materials needed,
purpose of the activities, note= on guidance. and suggested .
modifications or extensions”of activities in the ‘student guide. .

- -

. Activities inglude a field trip°'to’a governnent agency. Answers to
. student self-check'activities and other exercises are provided in the

v

cffor
\‘l

final section. (The accompanying- student ‘guide is CE 013 659: The
course is the-first of a series of three developed as a conprehen51ve

approach to vocational skill developnent in public. sefvice for v
. Georgia high sohools. Also available‘is a guide -for the tgtal
program, Applied Program- of Publlc Service, CE 013 652.) (3%
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-~ This "Orlentatlon to PublIC/Servrce series lsone of a set of nme student centered l;\ooks designed to aoquamt h|gh school
_"- ' students with basic mformatron concermng careers m publrc ser\nce Each book addresses itself to elther a major occupatlonal

group in"public service or an |mportant supplemental area of study necessary o the understandlng of publrc service. .In addrtlon« -

e

to the student centered materlals found in thls book a teacher s gulde outlrnmg how this book ¢ can be used in a course setting

L] - . ® *

. S % . . 3

Lt - ‘- P . .
e . . .‘ rd

has Been developed for. the)potentlal user. '
" The "Ornentatlon to Publlc Servrce course is the flrst ina serles of three courses developed asa comprehenswe.approach to
vocatronal skil development in Publlc Servrce for GeOrgla ngh Schools Whrle matenals in thls course arevaluable to_the student
wrthout beneflt of the remalnmg two courses in the serres a student would normally enroll in "Preparlng for Publrc Servrce and oo

the “Publlc Servrce Communlrty Skill Developmerlt Program subsequent tothe Onentatron course, el L P

4‘ urh—_. C

As wrth all currlculum materlels and gyides, the mformatron contamed here ts a begmmng pomt in order for'this. course

< to effectlvely meet the needs of each mdlvrdual student the user must adapt 1o, local and mdrvndual student needs As such 1 make

a strong recommendatlon thatextenslve use of the curnculum gurdes be used w:th the materlals. lncluded m these guudes is a e,

Rt

wrde range of suggestlons for helpmg these matenals meet the local ofasgq oom teacher s needs o '_: ‘ .'; CoLs SR

~o

- from the Georgna State Department Offlce for Aduft and Vocatlonal Educatlon (OAVE) OAVE:'lS presently under the drrectlon .~

of Dr. Russell Clark,, Assrstant Supermtendent far, Adult ahd Vocatlonal Educatlon Programs‘

PR it

- e

In the development of these materlals speclal conslderatlon shoqu go to Mrs. Mel;nda Skrles fHer trreless efforts in evaluatmg

f-f; ' ) these ma,tenals for therr useabrhty by the classroom student have been mvaluable
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g . act1v1t1es vary in. length and comp]ex1ty : g

- DO e 4
-

. ' Before any student beg1ns work 1n a booklet, the teacher should become thorough]y fam111ar
with the contents. Some act1x1t1es may take several days to comp]ete The teacher ‘should he]p
the student budget h1s or her time accord1ng]y Some activities may ca]] for a resource perion,

a f1e1d tr1p or an on- S1te 1nterv1ew . The teacher will need to be aware of these act1v1t1es and

—— 1

schedu]e for them early: enough s0 that. the student cangcomp]ete the act1v1t1es within the suggested

time frame as outlined in the Implementation Guide. - _ .
s ‘ o l ’ . ; R . A - .
- - The-section érientation page‘(Where Am I Going? How Will I Get There? How Will I Know?'.|. .)

e )
is 1ntended to serve as an organ1zer for the student It shou]d help focus the student's thinking -

and prepare him or her for the readfng and act1v1t1es to come. An orientation page appears fok

each sect1on.for all‘booklets in th1s series, + "

=




S

Th1s book]et has been des1gned SO that students can work on many of the activities independently .

with appropr1ate mon1tor1ng and gu1dance from the teacher It 1s most 1mportant to remember '%owever,

. that these’bgoklets are not workbooks ‘and should not be passed out at the first of the period, worked

An, and then co]]ected "to be checked Jater. No material or sbt of’act1v1t1es can rep]ace the~1mportance

) . » a

. " of a creat1ve enthus1ast1c and we]l prepared teacher Teacher preparat1on is essent1a1 to effect1ve S

.. and successfu] use of these booklets. - Not'ecpty shou]d a]] mater1a1s and resources be . organahed but 3
. . ~
- the teacher shouYf'be alert to supp]ementa] mater1a1s aya11ab1e through newspaper stor1es carefu]]y
chosen commerc1a| games ahd books R : < e » KR ~.'

LI »

0

. : i . . .o " s, . L '
. As a continuing activity for all MOG‘s. students can develop bulfetin boards and, other pub11c Lo

re]at1ons type-of d1sp1ays ‘for the classroom and the sthool. The cTassrqom shou1d reflect the act1v1t1es

of the students. Make 11bera1 use of student photographs, brochures _and posters to d1sp1ay var1ous ls'

aspects of careers in public service. ' As students see the 1nvolvement of the1r peers in these JObS, ; -

. o |
' ~ they will be’ enCOuraged‘to participate in the’ program‘ A useful techn1que borrowed from the e1ementary
: I

school is to set up 1earn1ng cen\?rs around the room which give-new students a chance to "samp]e i

‘MOG through an enterta1n1ng act1v1ty, photographs, brochures or even a taped d1scuss1on with. a resource
& v . e

person. Thése learning centers shdu]d rotate and change.as new information TS brought in and as student

*

N - ‘ 1 . I
;o . .. - .
. . _ .
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1 ’
invévement in the careers changes. Planning, mot1vatnng, and momtomng are the keys to success

in the' “Apphed Program of Public Service. . : ‘(‘, ) : '
-'%} . N . " ‘\ < . . A ' . ’ . , . ' %
A% For your 1nforma;1on answers to selfrcheck activities and- other activities which requwe g |

. N ‘
7;"~ R . ‘ PR v
spec1f1c answersm been prowded m,the last sect1on of this book]et It % % be Necessary., to o

i deve]op ansﬂefr sheets for your fﬂe in order- for stud'entg{to have access to them
s e N » . . .
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of th1sﬂ$ect1on is to provide a perspect1ve from wh1ch Eovernment Agency Management jobs can

GOVERNMENT AGENCY MANAGEMENT \

Ry ﬁ ’ .
< . P .

B3 . A

&4 -

Inside this section of reading the student. w111 be exp’sed to a.brief desew1pt1on of tne )

organ1zatfon and functions of government Local, state, and federal qovernments are' desor1bed

: and some attention g1ven to interrelationships among the- branches of* government. Many of your

students will have been ‘exposed to th1s mater1a1 1n.greater detail through soc1a] stud1es courses.

For those studentsswho may ‘not have taken a cdurse in. Amer1can Government, this mater1af w111

. ~

" serye as an 1ntroductgon You may wish to supp]ement this material with a good f11mstr1p on’

United States Government obta1ned\from your T1brary or Social Studies Department The 1ntent

be‘gnewed and, to emphas1ze that the- government at all TeveTs in all its branches -and agenc1es is

< .

,the?employer -] . -
) b ‘ A
- o
- _ - P e <
. . . o

. 4
i | -

L AR
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e g T " GOVERNMENT AGENCY MANAGEMENT

v - o . ) 1 Orgéniiatidn and F,txn'ctions.of Government e
. : : = ‘m“. . ,
s - . . L ’ ‘. . . .
N . . - - ' 4 : g

A\ -

v Co Inside this paclge’t you will find out how the_local, state and federal governments are orgamzed to provrde services for their T,

c|t|zens Yoou will discover that the var|ous branches and agencres of government cooperate in order to rncrease the effectiveness

‘- ) * . of their servnces. However most lmportantly, rt should become‘c!ear that government services are prpvnded by workers in Pubhc .

’ Service Careers and that some of-the occupatlbns are in Agency Management Lt Co e o . ' X
PR Wl‘-IEREAMjI GOING? U TR U 'j\ CTe
‘ - '\ By the tnme | fmlsh this actnvnty,, 1 will be able to rdentnfy the functtons performed by each level of govemment and w:ll be AP ’_
Lo - able to understand the basnc orgamzatron oreach,level S L e e, . ) ST

. * L ) . ) ) % .
R o T To— .- - _'" ) o ] e . ~'2:- . ,,,:J o - 4::‘ 'ﬂ‘k fL e P ~W~$§\ . -
. . = - P e o T : i - . L S - ot
e o HOW.WILL | GET THERE? T N
O S N LEam the basic furictions. and orgamzatlon o . REES y l\mﬂ read the rntroddctory descrjptlons of government
= . ofgovernment IR N B and successfu!lycomplete seif check" acttvmes
A , . Cor Demonstrate a basic knowIedge of some mter- R Iw:ll successfully conduct hbrary research conducta
. Al . - relatronshrps .which, exrst among government - o freld mtervrew and prepare a chart 8 j ,

oGy . agencies.” :‘: o B S T - T oL e

g -

¢ 3 Demonstrate an awareness of the role of the _' . , l wrll request mformatton fromiocal offtc|a|s, photograph
government in‘improving the quality. of life for « - - alocal prOJect and prepare a d|splay to llluetrate the

o . _the(\c:trzensofmycommumty I ;Sr’ ot - -__ S _4
N L e , . . & SR

. Y [ grran—s ’
PR ~ 4. View a f.|,ﬁsmp on Government Agency Manage- - l wull answer a sef of questrons an. the frlmet;np
o ment. - R Cr f“ﬁ“ﬁ%w o ;; . Lo T ,;
. - . e , o v . . Mv .-., | te ’ oA ",
5. W.Wnte letters to governmental agencies. . . . v i C e Twilkd receive mformatro from government agencresso

SN ‘ A gy A thg?lwmhaveaddtmnag’
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Each tlme you hlt a ball across home plate, shift the gears of your car, play the guitar or piano, or slmply walk through your

busy school haIIs without bumping |nto people you are us|ng many different parts of your body and mind at once. Itis not just .
luck that you can drive, play musical instruments and walk safely. You can use your arms, legs and eyes separately, but exact co-

ordlnatlon between legs, arms eyes and mind is necessary for nay of us to successfully compIete dally activities. The same is

g e . .. . - .
true of our governmental system . . ~ , : -

- ! . 2
. . M RN PO
N . K - NN

o

Our federal state, and local governments all work separately, but also must work togethér in order forour, democratlc system

to be a success. The powers and dutles of each form of government wrll be dlscussed in this activity, o - , ‘

2
,

" ' Why talk about the forms of government in.a packet on PUBLIG SERVICE? The people who. Work in the area,of PUBLIC g ..
SERVICE are the people who work it various governmental' jobs. These jobs are financed by you, the publlc Whenever you put '

. ‘ i a penny n tbe parking meter you are helping pay a publlcservant in IocaI government The extra pennies you pay.- for those cans
. L of soft drlnk go to heIp pay the salary of a state ofchlav:( Every Aprrl 15th workers all overJ;he country lee their federal |ncome
tax to hejggpay officials in the Federal Government The money tﬁese drfferent branches of government coHect to pay for saIarjes

~ ' - - - :;"'.
e . . s . - . st s . . - 3 BN A

and servnces is called REVENUE T e e O o T e ‘"’;‘* Sy
EPEE o A . ‘;": e T . T . B 4 L ) . f»:’r

- - A ' " : W T el LR *" S : T : -
AR \ P RELATIONS&TG OECUPATIONS IN PUBLIC SERVICE .~ = 7« 707 @~ 0 s
R P . . L« ) . i “ﬁ i . ’ L :.' '.‘{ ; R ”. L . ) "' ":. . - ¢.sa';"‘;,
Government in the UnltedStates operates on three IeveIs natlonal state ‘and Iocat 'The federal goVernmentJn Washrngton - )

e capnot abolish the states or rearrange their boundarnes It. can use only powersethat are, stated or rmplredsby the Constrtutlon The

states use powers e|ther reserved to them.or not demed by. the Const’ tution; Local governments are set up and controlIed by thé’ ' -

R A

ot e . R ’2f.'x'.. PR

]
: JArunr Provide Ic o .
i A P » . e o kA R




. . . REPRNE ,t_ - < - i N . ) . " R v B = J PR M
_ 5 . R % : ﬁ . , . - . . - . . 5# «’;
. ‘ All of the branches departments d|str1cts aut| orities, and other sub units it m‘;overnment are Ied by mle|duaI people.

~
known as d|rectors department heads, managej:s or supervnsors Managers must have general Ieadershlp and adm|mstratlve‘
[ ‘e
. - abilities. Managers neéd special training, educataon and experlence to lead. It s th|s group of Government Agency Management
\ . " thatis revnewed for your information in this partlcular portion of Careers in Public Service.- R o ‘- LA

~ T . K . * »

THE FEDERAL GOVERNMENT . . "
v S . o , . C - T

Some form of government has been around since our earI\est tlmes Governments were: created to make and enforce rules’

Pl

, ?, ’ . of conduct. The World Book Encyclopedia defmes government as “the process wnthm a group for ma‘kmg and enforclng decisions ' w

‘that affect human behaV|or The Constitution of the Unlted States o America was wr\tten to,establish our form of government .

_ "The Constitution also speIIs out the rlghts and hbertles of theAmerlcan people L. . , - ‘. ! . -

T N / ’ . ‘ : ,‘.-. v, EETE I = .
n . { }:%?yb
Many pe0p|e think our government is compllcged It can be |f we do nat take th'e tlme to see how |t ‘was orgamzed by our - -
™ < L
forefathers 200 years ago Once{we study- |t§basl orgamzatlon itis much easier to understand P T v !
. »' -~ - . N . .

A

’, Whemwe think ofWashmgton D C

the federal government So are the other government officials workmg m ouf natlon s capltal hoWever of the more tharrtwo?‘f ' o ,

’ '. - A
» L mllflon federaI emponees nine out of ten do. not work in Washmgton They are locatéd in-towns and cities throughout the Umted .

— -+ YN

! ‘ . States. _For example AtIanta Gegrgla has.nh\nyfederal employees worklng m whatare caIIed Reglonal offlces . C T e .
t 4 .7. A"ﬁ? ' ot . . s > ) ‘{ oo N ;. .
’ y . s THE. BRANCHES OF FEDI}RAL GOVERNMENT . S -
% . . - . o - ’ -'r - ‘. 4 ’ . . . e

4 - ' -’ e e} - o N
. - S B o : e, L . tre - - ., e : : .
LN . ‘ - i A 4 . -~ '» . . .2 - . Y . - . \ "
b . - ‘ ’ . : ' ‘ L.

>

What type of work is done by the federal government? The listi |s very-long, but to’ name a fevwdutles Four federal government

enforces Iaws coIIects taxes borrowsmoney, issues patents contrels 1mmlgratlon, naturallzes cmzens burlds roads prowdes old
7’

< . . : .o - ‘ .‘ ~ . . . i
. - ) D . - e R ' ® - e v . ¢ - ! . v ' K e t . c
\) ¢ - . - . L I T o ’ . .t ~ . . -
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age assistance, régulates agriculturé, makes treaties, pays for an army, and prom'otes,peace, health, education and weIfare_‘”?’or the:_
poo'r and handicapped. . - , oL o, CC i :.s K )

.

.
P 4

How doés our government do this? It is a complex job but our constltutlon clearly ouﬂlnes the powers’of the government

-
.

and makes sure the rlghts of people are protected This is done under the three branches of Ihe federal government. You may

_ havestudled these in your soc|aI studles cIass The branchesaae the Executive Branch, the LeglsIatlve Branch, and the Juplclal»

° t . " - . " ‘
’
‘lv ' o~ . . Q‘ .

L—-/

Epen

Branch

T
r?q »
Fs

.« .

dlblomatlc corps (ambassadors, consuls etc) " l e f e

THE EXECUTIVEBRANCH. Contrary to what many pe0pIe~beI|eve ihe EXECUTIVE BRANCHf the Federal Governmﬂent
jisnot just the Prerent\Many departments’ belong to the EXECUTIVE BRANCH Different agencles in the EXECUTIVE

: BRANCH have heiped put men on the moon, bullt.dams and- brldges protected our country in tlme of war, brought artists from

dlfferent countrles to the Umted States, built colleges. and schools helped farmers in the productlon of cr0ps and prlnted mopey
\ 5

;Eh(rllst,could go on and on The EXECUTIVE éRANCH of our federal government is| broken down |nto many dlfferent depart-

4
ents and lndependent agencles The departments and agencles and somé of therr functlons are’ I|sted below.

1 o - . —r
——— *

2 o . - . .~

- .o A o
DEPARTMENTDF STATE (Secretary of State) - forelgn}pollcy, Umted Natlons affalrs %‘ﬁ,_ ol

»

> ]

TREASU’RY DEPARTMENT (Secre(/ary of the Treasury) budget distribution, “tax coIIectlon

coinage and prmtlng of money, Sebret Sar,vrce and the In ernal Revenue Servrce

-‘:‘ .
o '

N DEPARTMENT OF DEFENSE (Secretary ofDefense) —fihe Army, the Navy,the AirForce, - . T L
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DEPARTM ENT OF AGRICU I.TURE (Secretary of Agrlculture) — soil conservatlon forestry,' - o

A .?"_rl v wo _,;‘,

N S pIant industry, animal industry,.farm credit, production marketing, rural eIectrlflcatlonfi“é'nd
: . "+« food stamps for thepoor.  * T T ' wero T - )
. — ¢ .
. [ Y ’ 4
-DEPARTMENT OF COMMERCE (Secretary‘of Commerce) — transportatlon coast and geodesnc ) ’
’ .. survey, National BLﬁ'eau of Standards, National weather serwce. S - ot

- .

' DEPARTMENT OF LABOR. (Secretary of. Labor) - employmen‘bsecurrty, wage’s and hours, labor

' - - R A ES

statrstlcs, Women s Bureau. . T, ‘ - . , v
: ' ) DEPA RT.MENT OF HEALTH EDUCATIbN AND WELFAR (Secretary of HeaIth Educatron )
_ ~ " and Welfare) — PubI|c health food and drugs Soclal Security, vocatlonal rehabllntatlon educatlon EXS '
4 t ™ and welfare. e e N UL ~ | ' //
S , : o : T e R 4 : . » /
. - * . DEPA RTM ENT OF TRANSPOR‘TATION (Secretary of Transportatlpn) ~ mass transpor:t'aticﬁ - ’ . /"
programs and Coast Guard » ) o . : . _ T
. - . .- i ‘. ,; : * "._ o + ’ . T ‘ . . . ’ ‘p
o’~° .‘.C[ ‘&ﬁ ‘e . R L R L, . . Lo s ” g /( ._“l

Among numerous mdependent agenctes are the Actlon Agency Ior volunteers Atomic Energy Commlss(on ClVll Aeronautlcs

- 7N 1

Board Envnronmental Protectlon Agency, Federal Communrcatlons Commrsslpn Veterans Admrmstration; Interstate Comrnerce ‘

o Commlsslon Maritime Commlsslon and others. Most of their names explau;themselves The Managets are caIIed adrn_lnnstratorsf’f b SRR

. N TR
: and di |rectors and are responslble for runnlng the departments bureaus dledIOns branches secttons and umts that carry out the

. admmlstratlon of our natronf(l government’s executive branch. Admlnlstrators (dlrectors Or managers) are in charge of most lnde‘

et pendent agencies. Sorne ,agencres (reguI‘atory) are, under the direction of a committee or persons over which there is the cha‘(rman. .
. Ao - . - Ki e N L. L
M S 4 X . . - R -~ . . X - o ' & v

42 et T T e
JHE LEGISLATIVEBRANCH The LEGISLATIVE BRANCH ofourfederal government Isnotnearly asbrg asthe execut(ve s L

“\-
branch but it is equaIIy |mportant It lncIudes our Congress (the House of Representatlves and theSenate) along wrth flve agencles

o - that-perform. %admmlstratlve duties, These ag;ncles are the Architect of the Cap(taI the General"Accountmg Offlce the Governmegt L _{ 3 ‘
‘ » Printing. Off(ce, the lerary of Congr.ess and the U S. Botanlcal Gardens . . _ . s ) o - “’I
; I
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4“\f_/ The LEGISLATIVE BRANCH is responsrble fer mak|ng, repealmg, and amendmg federal laws ftalso determlnes how we = o

\
wp'be taxed and approves fhe  money, that will be spent by the var|ous agencres in the government. Each state has two senators. . )

_The House-of Fgepresentatlves has 435 members. Each state has a different number of members in the House of Representatlves .

3 . . , .

dependrng upon thestate population. . . . ) ' N _'

- s B
Y . . -

u ‘ : ) ) N o,
THEYJUDICIAL BRANCH; The JUDICIAL BRANCH of the federal government rules oh cdses that involve the Constltutlon ) ¢

-

" ahd federal laws. Thisi |s done by the U S. Supreme Court federal d|str|ct courts, federal courts of appeal or federal circuit

- - -~ » . . ° .
courts s . - ’ \ S ‘ . . ¢

- Q . N
- "J‘\u‘ . ’

" Even though the state and federal court systems are separate the U. S. Supreme Court is the hlghest court o.f our land All
» state court systems have a h|ghest state court, whlch means the decisions.of that court are the final say within that state. However .

should the U S. Supreme Court feel that thevhlghest court in a state has 7ade ag error (mlsmterpretatlgn of the U. S, Constrtutlon)

it can change or reVerse the decision of that court. ln practice, t'hough the u.s. Supreme Court has rarely changed the decmon

of our states’ highest courts, thus making the states’ decrsrons almost always final. L -
‘ .1"" 3. ‘s‘. ) 5 . . “ i ‘( > B ':{/,/ ‘\ - ‘.
R ‘4 , - .“ . : ) Y . : ‘ . . . ’. e -
. . . " h - 4 < Endgn® '/ I
T T e - STATE GOVERNMENT e X -
- . ¢ ‘ ,( . ~ N
P et oot : . A . T . . T L - el - o e

P s

Even "though the federal govemment provrdeemany services for the people, the U.S. Constututlon leaves many powers to the
state government The state governments mamtam law and orderand en‘fbrce crxmmal Jaw, THesrprgtect property rights, super- )

vise publrc educatlon operate welfare programs operate state parks and bu;Ld most hlghways. State. governments also have many

ey - &

otherpowers ot T e e e "-‘,‘,I.\‘*,' . Lo

The governor is the. chlef executive of the state, The governor "has the power tQ appolnt some state officials, He commands
_ the state “militia, grants pardons prepares the state budget and,works cluse‘y wrth elected offlclals ih developmg legrslatlon. States@lﬁ e
dlffer in the title they glve the followmg men  but most states have a Lleutenant Governor Secretary of State, Treasurer Attorney ‘;’f oo
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General and a Superlntendent of Publlc Instruction. There are manv departments . the STATE EXECUT'VE BRANCH A few e

are the departments of Agrlculture Labor Health, Admlnnstratlon Educatlon Publlc Works Natural Resources and Human Re-
». g
** sources. '

, i I~ .
77, R ‘ ’ N , . ) '
States differ in exactly how the LEGISLATIVE BRANCH of the'government is made up; but they are basically the same

There are the State Senate and House of Representatives, just like the federal government. Members represent different counties

5,

.’;_ ¢

" .
or areas wittfin a state. This branch, like the federal equivalent passes laws, levies taxes, and approves money to be spent by the
. - c A t ) .%

-—state government. - , ‘

. .
L3 I3
-

.
.
s

The State Supreme Court is the h|ghest court in the JUDICIAL BRANCH of the state government There are other local .

courts within cntles and countles such as appellate courts and general trial courts. AII serve to see that lndlwduals receive fair .
4 . L.k .
treatment in the eyes of the law. S
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-, " LOCAL GOVERNMENT

. R L ‘ . R B ‘ , ) ' .
. - + -
Ve L e : , ,

Local governments are created by and Jegally oontrolled by state government. Even so, local governments have power to pro-

vide police and fire protection, street and-traffie control health and welfare services; and other servnces necessary to maintain

».
, community life. The fmances for these servnces come from bOth state and local tawl governments also receive money from
,the federal- government .. ) . T T o ‘ *ﬁl .

. R . _- 3
. .

*Local governments are orgamzed in many dlfferent ways. Many cities have amayor and a Clt\/ councll and some may have a

e > - - - —

. city manager. oo .- f_" , .

e am i i s

-

e
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School dnstncts are an lmportant part of local government Weoften call a school dlstnct a school system. Approxnmately

ne half of all local government umts are school d|str|cts. School districts may mclude schools from elementary all the way upgto .




" Activity 1

c R o - L e
Obijective: /I will check my understanding of the reading by completing the self-check.
: - - ‘ . . . T - :

. -

- Materials: The_previous reading section and the self-check activity.
¢ S . ) : N

N
b

2
w.k«)

- ACTIVITY

~ .

3
-

Co‘anIete the self-check actnvnty by filling i m the bIanks with the appropriate terms Iisted below and by readlng
the dlrectlons and completing number njne.” ' . , - :

)
ar

LOCAL - o~ TAX T ° . FEDERAL
JUDICIAL.. LEGISLATIVE * - ~ . 'EXECUTIVE.
_ REPRESENTATIVE , : CONSTITUTIONAI,. )
STATE © . " PUBLIC

-

2R

Governmental Public Serwce exnsts at three Ievels of 90vernment These three levels are:

and” : : . e e

:3"

S money . L ) R . 23:%, T, P

.. The natlohai al government is alsq called the - R level of government

- s

e

A city offi cnal such as the ctty manager,.is an_ ptoyee of the level of 90vernment
G‘eorgla s Attorney GeneraI isan elected off1c1al of the ' branch of state government

s,,.w«.

The branch, of governme‘ht whuch is responsible for makm,g, repealrng, and ammendmg Iaws 1s known as the
branch of government Dok v , . T ‘

:»,,/
—
x

The'gosier'nor is'thie head of the ¢ . i‘!’&Branch of state government . Lo P

The branch of the Federal Government Whlch rules.on cases mvolvmg he Constltutlon and Federal law rs known as
. the ] of Federa?Government . T :

The Government supports or pays for the many act1vnt|es and servrces |t‘des through the use of REV ENUE ar.

R e e

ARTERE




SUGGESTIONS FOR THE TEACHER

\% A

Activity 1 -.p. 9

ﬂdierials

of the self-check available for student use.

Be sure to have a sufficient number of copies

The

answer sheet should be kept in a readily accessible

. | Tocation.

\

»

-

Purpose
" This is a self-chéck activi
is to check student recall of so

A
ty. - Its purpose -
me .of the %

essential infoPmation -contained in the yeadﬁngf}

)

Guidance

Students should be able to.tomplete'this
,activity with Tittle or no help. Those students
who incorrectly answer a number of the questions

. : ‘
- . .
- -
4 -
. '
\s N .
. -
»
. -
- ' N
»

L)

Modifications or Extensions

_ 12. Tape the*quéﬁtions; leaving time after each
should be instructed to review the reading section. ’

1. Allow oral response. * . P

for student response.
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P . ‘9. * Place the lbttgr of the following government activities under the approprlate Ievel of go ‘ernment The first orte has
. c o been compieted as anexample. = - . ) ) . o \
) , ) .
i A.. Printthg Currency . .. s K. Inspect chlekensr lsed and processed
- B. Operate Public Schools s . in the stdte” .
: * €. Provide for fire protection . I.  Collect import tdxes" S .
’ .D.  Operate the Armed Forces . J.  Collegt sales taxes « ° . X .
. . E. ‘Guard the boarders of the country K. Passzoning or iances . * -
] E. Pave city streets, . ; L. Pass and enforce most criminal laws .
ki G. Coligct parking méter tolls M. Rule on issies involving constitutional rights ~ . v
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* Objegtive: i,will‘aemor;strate my knowledge of some . ! . . 7 . ) ) o : - : R

. b?iic terms. . . ' T X - ot N
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R - . f . / , . . . R . 4 ., ~ * '
Materials:  Activity Sheet . L o . ) o "
—— . .. .' ’ . . - 3 . N . ’ 6
.0 e - . < . . 5 -1 N —

’ . . + e ) .
. o
. —— N m & N N -~ . -
. ) : t 1 B ’ -
~t - 5 3 i
L . .. A . ' . e o ¢ . - N )
R Pl - 6 P - ok * * . ?
, . - ) T ’ . . . . . .
o ee ‘ ' - 4 Y N ’ e *
. » - B . - \ v
- B .
KD ] o & . ! e . N ' :
. —_ s . LI . S
[ ! - ' ' * . ' . . . '
hd . [ , . . K .
. . b - N .
. . Bl e . .
R h . .
. - e o~ R} M * - e s \J * v \.1‘ ¢ ‘
. ——
' 3 v - .
< - . R . .
. < , B .
~— . : i3 7 . , ‘
B . _ o | < - . - . T hd
» - - C e - «
- A n o ‘ ‘. , M -
! . ) K & R i P
f . g 2 ! . NI e . . :
. ‘ . . i . ~ ” ‘. .t ’ ° v
. . . ce ™ . 3 ‘ ' ‘ B
. - , Lo o ol 4 ’ -
. ! N - o . .
R . . . . t : : e .
L 3 e - I ° ° . . .
- - f . N « . @ N W L. o .
. . . : .. E s P . . .
- . - ! 8 . . ’ - . L
f . . - - »
. N v . ) . , S , w - .
. - . g, - - 7. - <
. . - - : - ’ N .
oo - - - 1. A 2NE . . L
. A R . . . . L 4 1. P - R
- M , ' N
. . " ° 3 . ° ’ - n - N 4 » L] £y .
. U N Al . . .

. ) , . , ‘ ° .
| . - . A . " . " . . . Y <
‘ . . . ' + - . L '} ’oe - - i =
: . . , . - < . . . .

. - " . . . . .
| . . . . s 3 12 . . . 14 - .
\ . * fan - ' . - s » 4 °
JOEN . 3
L . , . .. _ : NN ' .
| . - - . M . - 3 . - )
B . ~ 1 - Langs o - ‘- , EAE N 15 . . ’ .
: ) o -
| — e i, . . o I L
. 3 —_— > N ot . . ¢ 3
Iy . ’ . ! ~ . . - . _ “ .
. LI . - B K § . . ~1- N
N , ) ; X ~ . F . . . 1. ” . .
(\) PO . ™ ' N L] . o - .
. 1 2 2 " —— . .
H . @ - . .. Iy = - —— . lo’_ - R , . N .
- T - . o . . -+ s b ' . o,
- - t - - ‘ - > s ob * ¥
‘ <. - - >, -,‘SA%_ . : Y .
. - & , B o Cor . o .
} . . Y - - A
. . - . . .. ° v s
. . . i ] . . N Coe
. . - ;
[ ] e . ] . .
E - - . Lo o« - : .
| N . . P - .. N . . ;
. 10 5‘ . P ~Ta AL S PR e I3 = Yo




. ) » i a . N
: ’ " SUGGESTIONS FOR THE TEACHER - 2 2y
S . ) | \ | S
: - Activity 2.--p. 10 _
: . Materials - . L Purpase ‘ R T
v . . . -
| ... Students wiTl need a copy o;%ghe puzzle in order This.activity is s1m11ar to a se]f—check
to complete this activity. The zle answers should |in that it checks students recall of some ,
be kept in a readily accessible location. essential terms. The activity is designed to . o
. - < be entertaining. . . - . '
k) . »
\ e
. A i} 5
RN . . 1 ' ‘
° $. )
*? ;’ Guidance - \ s L Mod1ficat1ons or Extens1ons ‘2*,~n
Most students experience very 11tt1e diffi- , 1. For students totally unable to complete an
culty with  this activity. They enjoy the slight sactivity of this type, allow them to search
challenge provided by the activity. They may - for the correct answers in the reading. .
wish to "time" &his-.activity. g * ~
- . o \ 12. Some students may w1sh to make up similar or .
: | S different types of puzzles using the same
K material. « - —~
o " | RS
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. : 1.

. .
* 2.. Branch of Federdl Government protects our , . 7.
. = country intime gf war. - .. . . ’
. - ‘ w f - - ‘ . . y
‘ N , v R & R
! Co 3. The Const|tut|on leaves the power to ¢ establlsh L )

. T " _ tothestates. a | . ‘12'
. ) . “ . ’ . “' * 13q
. ' 4. This d¥partment of the Executive.Branch of - . o

, s goyernment looks after national parks, . 14
T . - natural resources, % ‘ L. .
D:\ ’ “es ) ' . ‘ i * °’Y‘ ) L ' ) C
M 5.  The Dgpartrhent of State isin charge of e 15
————polioy. . & e
- \. ;’&i) ' ,,‘h ./ "7 i * ' -
... N 8 This Departmen.. of the Egsecutwe Branch of - ¢ :
5 e - -government oversees employment securrty, T o
RS . LV wages statistrcs - . e e
< X Made by'Le,’gisIative Branch. P
i:'*: .( - 3 ) x - : - -
:;' \-';, - ’ t., - e ’ s
oo - 8. The Department of Agrrculture controfs : . .
oo P product_;on of - s ... R ‘ S
! ' ) e ,\'. T ‘ ) oS j":._
2 E ':’ ‘1’9% ‘A mayor may be head of_‘; Lo . I
- , & . 'government \7/ : . =T ' e

10, - > The Presndent IS the head“of the” , .

e government.cy .. - L
N R . v;.‘a - . . )

l,'

wﬁ “ﬁ

vt v \
2 . ‘
i L. #"

"Head of State Executive Branch, ' o 4, .

g How wrll i know Tve done rt correctly? R wrll successfully completethe puzzle.

DOWN -
-( ‘ - R ‘. ’(
The Judicial Branch the laws o
The Branch make laws. S
A.bo f the Coné'res.s. a
- x - .. -
A part of the Judicial Branch. o ..
A Branch of Gover,nmen_t. . A I
. .
. N -
Prepared by the Executlve Branch.ofthe = - o
Federal Government ot
&m . . . . . . '.;..
Fifty- governments of, th|s typeexistinthe = - - B
- United States. . - , @t '
; M Y
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. oo ] ' Do not write on this form.

Activity 3 - ' ‘
. Y M v -
Objective: | will demonstrate a basic knowledge of some interrelationships which exist arhong governmental agencies. .
’ - B3 ? . ’ . s i
. Materials; e An Encyclopedia, Civics or Government textbooks, the Library card catalogue under “Government”, tpe sample -

® /  interview guide, (see page ), and a resource list of people from which to set up an interview.

~

ACTIHTY . T,

The following ‘article from the newspaper is an example of a local or state government agency working together
with a federal agency Cooperat|On among all government agencies is important if the needs of the citizens are to be met.

i Another way. in whlch governments cooperate to.provide servnces for citizens is through "grants:in-aid.’. The

federal government frequently uses its taxing and general welfare powers to make “grants-in-aid"* to state governments.
These speclal funds help finance such state and local projects as highway construction or the |mprovement of educational
services. Through grants -in-aid”’ the Federal Government becomes a partner with the state, Together, they provide
publlc servnces that the statealone couId not provide. As the ‘population increases, more and more: publlc services are

_ needed. ¢
. " In this actrvnty you will be: Iooklng for ways in whlch government agenc|es work together at federal, state and

>

IocaI levels. * . : , -

-

3

POLICE, FBI RAID ALBANY LOTTERY RING ~ “™ -

v e

ALBANY (AP) —— Cit;/ Police and FBT agents, ﬁave confiscated lottery paraphernalia and records in raids which an
FBI spokesman said were aimed at breaking up a 35 m|II|on -per-year |IIegaI lottery ring centered in Albany.

No arrests were made in the raids late Wednesday, authorities said. o o ) '_

.. However evidence gat'hered at 21 locations —— ineluding a number:of residenices, a gasohne station and several
veh|cIes —— will be’ ‘tiirned over to a federal grand jury at which tlme mdrctments will be sought" said Jamigs Dunn,
. head of the FBI office i in Atlanta. e : *

*
-

The 21 search warrants wefe authorized by~ U. SeDistrict Court Judge Wilbur Owens, Jr., in Macon based on
affldawts aIIeg|ng the |llegal gambling 0perat|ons were tak|ng place a spokesman for the |nvest|gat|ng force sa|d ‘
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SUGGESTIONS 'FOerHE TEACHER .
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Activity 3 - p. 12

Materials

Ta successfully complete this activity it
will be necessary for students to have access to
the library. You will need to have arranged for
someone from your local government to speak with
a group of students on governmental interrelation-
ships. The Mayor or a person from the Mayor's
ofﬁcg‘v

s usually willing to give time for this
activ

N q Purpose

This activity tékes two' or three days to
complete. Be sure that you read through the
entire activity and are familiar with the
requirements. Early in the quarter, well
before_any students reach this activity, you
should a]ready have made appointments with
persons in Tocal government who will be will-
ing to talk with students. Be sure to be
specific in explaining the purposes of the
student interview. Before students’go out on
an interview, you will want to conduct a simu-
lated interview-session in class. You will
also want td review standards of conduct while
on an interview.

Guidance’

Students completing this activity will be
exposed to some basic concepts ¢oncerning the

_interrelationships among some governmental agencies.

The activity utilizes research and interview as
means of‘gathering information.

Modifications or Extensions

1. Allow students to work.on this-activity
as a group. . NS

*
’
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Dunn said, "“The executlon of the warrants resulted from severat weeks of extensrve lnvestlgatlon of an aIIeged ’
illegal-lottery operatlon centered within the clty of Albany '

About 30 offxcers from the Albany police department and the FBI'took part in the raids.

0
- '

‘ : Atlanta Constrtutron _
.- o . July 29,1976 .

- . ' ~ ’ -~

z

1. Réad the above newspaper‘a“hicle.

Offlclals) o
\

Complete the attacheduntervrew guide:

§

Sd B

v

[

-

»

~ »

v

t

¢

Prepare a chart or charts showrng the organlzatlon of each level of governme'nt {local, state and federal)

I
4. Contact an dfflclal of your local government (See the resources list in the APPS‘ Ilbrary for some suggested

2. Go to yow library and locate mformat:on on the organization of local, state, and federal government. The
resource section will help you know where to begln

5. :Ask the offitial rf you may arrange avisit to talk about government orgamzatron cooperatlon among levels™
of government and the provision of services ‘to local citizens through grants~m-ard

. /Aiter you have compfeted ;the interview, answer the followmg questlons. T -

a. Name three Spec1 ¢ areas in, which the local govemment and the federal government arescooperatmg
. to provi publlc ices to your communlty e by 2o ) A

ey ‘s - - ..

mtervrew, B . ) vx..;w .

& »

’

. ‘L‘

" et . . (, . ,
Do you feél that ”grants-ln-ald” weaken-or strengthen the’ Iocal gove[nment? How do you think the' -

person you interviewed mlght respond to this questlon? Ask the person whom you mtervnewed Also
give;your feellngs about this questlon . . )

s ¢ -

.y

b What isa.’ grant-ln ald"? Be specrfrc glve an ex‘ample of this fr0m mformatlon you obtalneil'iri the

. B
Pe)
»

\,‘

6
7..' Using the’ attached interview form as a guide, conduct an mtervnew with the local offlctal : y o
8

¢

?
Y ¢
~N - b\-
: teacher.
N

as
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INTERVIEW FORM (OPEN INTERVIEW) . SN
* .‘* - : . ' * .t ﬂ\\

STUDENTS NAME __ .. - - . ’ ‘ : o o
‘ &3 ;’f ) : . . \ * .‘ 4 S

NAME OF PERSON INTERVIEWED __ % . S ¥

POSITION AGENCY,___~~ /

. X 5 ‘:4:;'? )o _ - \%.
LOCATION ﬁv/f ~ ‘ PHONE .
DATE OFNTERVIEW S - S y ‘
WHAT DOES THIS PERSON DO? - R - g ;o -

m“., R v s ) i . . ,
i - - ) e . - o o o e
SPECIFIGQUESTIONS .~ : .

List below five, six, or more specific queétlons that youlmlght ask of the person whom you are mterwewnng These questlons

should have to do with specific information needed to complete the actlwty Read bver the activity and the "questlohs for thought" ht”

and be sure that you ask questions whlch w:ll help you successfully complete the activit 4 and the qunstlons Before you go on the
M

do
.

|nterV|ew, your teacher will check over your, questlons
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~ SUGGESTIONS FOR THE TEACHER :
- Activity 4 - p. 15 : ’
. " Materials - -« Purpose .~
You will want to have a letter writing gu1de This activity attempts to guide the‘student
available. Be sure to-have a list of resource N toward a -basic understanding of one* use of tax

persons who have agreed -to talk with students.

— - ' ’

“ revenue.

Students utilize resource persons as
primary 'means of informatjon gathering. The
act1v1ty also encourages organization of facts
in order to complete a report on.a spec1f1c
topic. -

Guidance Ty *
You will see, -as you read through th1s act1v1ty,

\

Ny e oe . .
Modifications or Extensions

-

the. steps.

‘It 'is very jmportant.that you™plan for -

that students will need :1me in®which to complete

this activity-well in a

e of student part1c1pa—

tion:

You’%hou1d find out what i be1ng done’in your

community.

Contact the mayor, county manager or

_have difficulty with telephone manners and procedure.

other officials to find out which projects woujd-
be suitable-for students to research and/or v1s1t
¥

This activity-can be conducted as a group proy
ject with the 1etter writing, telephoning, research
and display tasks being evenly distributed among
participants. It will help to bractice the phone
conversations before the students call.. Many students|

.



_Activity 4

.
-

Objective: | will demonstrate an awar‘eness of the role of the government in |mprovmg the quality of Irfe for the c|t|zens ofa
communlty, i .

.
* * . A

. -

Materjals:  List of resource pe0pIe in APPS, lerary, letter wrltmg guide from APPS f|Ies/teIephone procedure from telephone
company representatlve and APPS files. .

~

ACTIVITY .

I 4

The local, state and federel levels of government are concerned with i |mprovmg theguallty of life for.all- cltlzens <

A

in the communities in which they live. The government uses tax money, or revenue, collected from the cmzens toi im--
prove the quality'and conditions of life. @ . HR ' . LT ' ‘ e

-

When your local government adds to or bullds community parks and youth rec‘reatlonal facllltlew%the money to do .
& thrsgcomes from taxes. The governmenttis able to do a lot for many peopTe by usmg the tax . money collécted. Wlthout
such a tax collection, we would probably not have commuruty parks, roads butldlngs and medlcal social and edu-

catlonal services. . - : . ‘n, oL e T s...' Lo
4 T <, h . ' - " . e
-]

- 1.« Writea Ietter to or telephone one or more of the persons listed in the fesources sec'@tlon Explaln that~ -

v

you are interested i ll"l tinding Sire: what the government (local, state, federal) i is doung to lmprove\the
quality aof life for the citizens:of your cOmmumty Fmd out wlﬁt‘the government is domg about;fq
recreational facll ities (or better streets and roads Or |mproved Iaw enforcement or Qetter serwces for

g adUIt handrcapped CltlZenS) ’ ' '“ _ T %3 .

~, " ‘e

% ISR

- Ask the person whom you contact to send you any mformatloq’“avallable on your toplc B

?t SO that you may take .
pxcturgs of;the umprovement process or see for yourself what 1s happemng (T is. is optlonal )

e
RN

Ask the\person whom*you contact for permlsslon t‘) vr5|t an;, mprggvement prOj

t,t‘i
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. i 5. thle you are waltmg for an arigwer to your Ietter go to the library and see what you can find on "grants“
. ’y , in-aid”’. Ask your school prlncr al how ’ grants in-aid" help public schoo‘ls ) , '
A 6. Usmg all the, materlal you have gathered (and the plctures you have taken if you were able to do step four),
\ o prepare a colo?ul and descriptive display. Your dl’spJay might be in the form of a bulletin board, table
’ s - display, a series of posters, a scrapbook, or a photographlc dlsplay You might Iabel your drsplay "What our
i S “‘\ ' . .. Golernmenti is Doing About . : s "
., .« - . [ I
- ‘ . ' Title of Project . - : -
i‘ 7 3 “ s . s . . ' .
i g N ' PR - 0 . -
- . . N ¢ . A \
, | ’ I - ’
- | How-wrll Lknbw 4've done |t correctly7 ... Asl complete ‘each step of the actmty, my teacher will check off my:
[ %
- b successful ¢ mpletlon My teacher will inspect my letter prior to mallmg. My completed dlsplay will serve as thefmal% '
: ‘ ‘, ' evaluatlon for this activity. F'will complete step seven and answer the followmg ‘question. What area of. publlc service
g, T do you see as an area m whrch y would like your local govérnment to begm an.improvement program7 Write 4 short B "
L im statement 9lvmg yo,dr reasons why he lrgpro\iement is needed and some ways in which the resources of the coynty
* "% i mlght be ased to brlng about the lmprovement “(Some ldeas mlght be'day carefor chlldren of worklng mothers day
‘ o . care for. elderly persons employment training for juvemle offenders (youthful law breakers) R -
N . A by . 3
B trﬂ - o ‘ - ) . i - - . Ag.-,:;‘, l . e “ . 3
3 / c - -
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GOVERNMENT AGENCY MANAGEMENT . {

Job{Families

v TV : »
This section of reading on Job fam111es in Government Agency Management is as concerned with

’

" the Job function as it is with the joh fam11y The management funct1ons ¢ycle of planning, organ12v‘
1ngs controlling, ald d1rect1ng is presented These funct1ons are performed By managers in all JOb

fam111es Spec1f1c job, funct1ons are described for the job fam111es of Government- Agency Manage—

-~

E; ment ’It 1s 1mportant for the student to understand that the- larger the agency or branch the more i

. var1ed w111 be government agency job t1t1es and funct1ons Salaries and GS ratings are d1scussed

(4

briefly. It is a good idea to have someone from your State Merit System Office -come out and exp1a1n

4
s /

.+ the merit system, GS rdt1ngs and C1v11 Service exam1nat1ons
¢

~ —_—
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2 .. GOVERNMENT AGENCY MANAGEMENT -
- . ’ ' ’ Job Fami“es M<\ " A . . - )
A . When you read about the many Jobs to be Qohe by all levels of our government do you: wonder WhO -keeps tr ack of it ali? o
“ This section will help you understand héw: government agencres are managed deernment Agency Management isa Major . s
P ‘Gccupatrona’fGroup in the P bllcServuoyC!uster. Thrs group employs people who are responsrble for the effectwe management Lol
K o c~  of loca! stateand federal governmentorganrzatlons. U LR N ;" N i
F ' . . ey ’ % . * ) . ‘ -’f,»tL‘ '\:‘. ' N l ' ) . * g i.: ' :. A 3 l "’-;é\“%i”.:\
mEREAMIGOING? T A "» RIS
SV 3 ",-"; " Bythetinel complete this actrvlty,l willbe able to udentlfY the fnve J°b Famiheé '" Government Age;rcy Management. ’
LE L

The major tasks. ofgranagmg an agency w:ll be summaruzed so that l{vwll be able to recognize what managers do. TThe following

., ,

HOWWILL ¥GET THERE? N " e
1. Leam to ldentlfy the: fwejob famrlles in Government

* Agency. Managementf(after regdmg the ‘repared A
mformation) B

L jobfamlly -

3. . Review manager stasksand salarles. - «'A MRS
e e _;a,:s"" ‘ar RS TAES
Read ,y,qcatronal Buo~ raphi :e"‘;d’ 3
i ek




JOB FAMILIES IN GOVERNMENT AGENCY-MANAGEMENT

: . 4
s .. . _‘ ,
< - ) ‘v * -
There are five types of managers in the Government Agency Management Major Oceupational'Group. ! 3
. ' ’ “
General Manager y 5 3
BRI e Fiscal Manager : . * : .o .
. ' Contract Manager " o X -
] — . ’ v N 2
‘ . . Personal Manager - - R
‘ . ' I - Public,_lnformation/ Relations Manager P M;l y
= L) e - St e . .o ‘ :
' ) People employed in these jobs are responsible for the direction or supervision of local, sate, and federal government employees . |
N that do the public-service jobs you are finding out about in this packet. .‘ - - - N
. s, ‘ , . R » . ‘r
. _Everygay, newspapers televnsron or magazines report on the government beglnnlng a new sarwce changing a service that~ " ;
isalready i in 0perat|on and domg business as usual lmmumzatuon programs are an exampl t,mur govemment responding to . - ' ‘
} ;
health hazards with a plan to protect the citizens. Food stamps are distributed in a grogram that recently was revised or changed o %]
o to make sure that hose who really need them are the ones recervnng them.- Soclal Security benefit changes may be more famillar. -7 jv L © *j
;} i Each task” or actwrty requires pla\‘ﬂng, organlzmg, and dlrectlng These management aotrvltles in government agencres are carraed ' L ) ‘ ‘
' 'out by manege . - b e L T |
e - . L + r‘“« F . FT ¢ A < ‘ 0 . |
¢ o ¥ Managers ‘ T . do o
s . (- o L : Planmng < N ? I C‘pntrolling , ’
¥ o M 1 ‘. - M - Yo e —_— i - T4 ) ' £ ' §
ce o N anage ? & l} ’ §' ' _T §' ~e Y
d ’ A N & -
= , ' ~ Management G E i o s L
- Dl N , . Organlzmg ——) . Direct ng .
SR As you learn about the many jobs that people have in government publnc servnce you may wonder who keeps up wnth what’
I & ﬂl happenlngand’who really knows why, things are belng done. Thns mformatton should help {rou take 8 look at management in :
- LS . - " ,%ﬁ‘ . . ve' ) e NS r;,‘f - L 2 (t
.. ERIC governmeqt agencles and what S nvolved S0 o T ,§ ,
'\:g(' . ;z, .o ‘;' . '-‘.‘ T N b - R '_ ) ‘ s S . o . ?Jy. S . t’ B -« .
A . . ‘g P AT e . L erEEA \ LR 18' "y > - g}g? ’ .. N e -
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.. ment? Well, the size of our government has grown so big that the management of government organizatiohs has
' o,

~ WHAT IS GAM? | - o
- T, s

» '3

Let’s begin at the top and not waste afy time. Remember our MOG monster? The monster’s head was

\ A , Paenc® -
called the GPVEB_NMENT AGENCY MANAGEMENT Group.: What exactly is Government Agency Manage-

4

become an occupational field all by itself. The people:who perform these management,functions belo'ng to the
) . Ea

Government Agency Marfagement Groﬁp.- .

‘ . ~ - (' ey ‘ gl epe et
All government agencies have different responsibilities. These-responsibilities must be managed.

)

Somebody has to manage pprsonnel, another person must decide who will be promoted, others must
check.out contracts and somebody else must see that the overall program is working right. This is up to .
the GOVERNMENT AGENCY MANAGEMENT MOG. It might seern that one persen could manage —
personnel, pEromot‘ion's, coqt'racté and the total program: Because of the size of g'overnmeﬁt agencie.s, special managers e§iﬁ to

- - s

gﬁs: v *

= ¥

handle all the work to bedone. * (- ' : T

: . B . ’ - .
0! v 4 ¢ ) R . ¢

s - 3 . L

~  THE JOB FAMILIES IN GOVERNMENT,AGENCY MANAGEMENT

T
‘
- -

s a — . -

'is divided into-five major categories. They are General Managemeni;iFjsca‘I Management,
These.are'#iéd the Job Families in

>

" Government A&ency; Maragemen
Contract Managenfeqt, Perségne; Manégement, and Public Information and Public Affairs,

. d . »
P . # e N

.. Withing the last 'twent\y;five years, television has become a hQuseHoId word. We.are now capable of sending men to the moon;

- Governmegt Agency Management. - _ . - S

A

4 . - N 3 . - "‘G"i' - . . . B '}f‘:;'k . 3 -
Athletes are running the hundred dash in under ten seconds and pole vaulters are jumping over 18 feet. These feats are brought

P

° 5 - - - ) - - ’ . ) Bl ’ P - . .' : - - .
about by new technology and inventions. Because of this new fechnology, trends in our Iife_style are changing and trends in running

« . . . A v . R s
- government agencies are als%ghangmg. AN R " : . 5 ‘ .. . .
t“ ’ A ) P\ ¥ . * . ), ) o s& . o @ e N
N R . N o - ‘e ) oo, : k IS .
o ! 2. U .o LA CF 4’? . ’ bon T, ‘ ¥ ¥ $
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R GENERAL MANAGEMENT ) . - . i

LY -
A GEN‘EFiAL MANAGER in the Government Agency Man‘agement group must direct the activities of a gover‘nment agency.
“The major job of a manager is to see that every action that an agency takes and every decision that it makes helps that agency

achieve its goal. The manager must know the goals of the agency so that the work done helps meet these goals. s
. . ¥ : . g ‘

R ﬁ The Sotial Secu rlty Adm|n|strat|on is an agency of the U, S, Government. This agency provides ret|rement dlsablllty or
death benefits for 9 out of 10-working Americans and thelr;mlhes The SSA also administers the Medlcare program. The

; ’ manager of this program in each district and IocaI community must direct the actnvntles?of all the workers so that the agency runs
smoothly and effncrentl?*and serves the public.

e L ' -t * . - oy
\ .

. FISCAL MANAGEMENT ' y !

-

, .
é “« LN .

Workers in the area of FISCAL MANAGEMENT have a large burden to carry on the:r shdulders Pubhc service workers are .
supported by public money (taxes) and are therefore ,accountable to. the people who support tﬁ . People want to know where -

their money is being spent. In addition to being an honest-policy, accu'rate spending and budge ']g are necessary to keep the

public happy. Wanagement worker must know why an agency exists and how much money property, material, and

manpower it takes to run the agency. Fiscal Managers.-must prepare periodic reports for the government as weII as reports 'upon

t

- .
C\ ) request’’, teIImg how an agency is meetung its budget. , - .. : -

-

. ™

- .
.

A major trend in the area of FISCAI; MANAGEMENT is accountablhty The/] manager js r\esponsmle for every;ax dojlar.,, . .. .~ .,

given an agency and accountmg for where itis spent He or she is accountable to the people for the money Fiscal management

l~ . o _is simply securmg money and then speqdlng it properly. Over*115,000 peopIe are employed in the area ogaccountlng and budgetlng L ' .

in fiscal management ‘and 30 000 of these are professional accountants P , v .. ) ’ .

—_— / i . .- . [N
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CONTRACTMANAGEMENT e e e L DR

LRSS - . R . -t € . \Q

f . R 3, ' When Jou make an agreement with someone, either wrutten\overbal that agreement is called acqntract Contracts mvolve B 1
‘r' TN f__‘“ - u ' ‘;
y two thlngs maklng an offerand acceptlng an offer The CONTRACT MANAGEMENT manager checks out all governmeq{“ontracts6 5

£ . . - .
- - ? - s - = -

. - » N L] ’ - = s S 4 soe L 'x - - ’ -
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- ) he'g’o%:rnment makes co:ntracts involving services, production of goods and materials, jurisdictional agreements, purchas‘é and
. : - . I : N
. . sale of property, insurance, health, and hundreds of other matters. These contracts can be as small as buying pencils or as lar;ge

as purchasing a multi-million dollar supersonic airplane.
- . ~ . 4

. ‘ . il .
. Many government contracts are "puﬁ out to bid” This expression means anybody'jcan make an offer to sell a service or
product to the government The bld system helps keep peopIe in high positions from glvmg contracts to thelr friends. Suppose, R ,\,
\ M‘ ’ |
v for ;example that the government wants to buy three tractors. The government writes up speciflcatlons on the exact vehicle it

needs, giving the number of wheels, horsegower, type of fuel and any other specific,details. Instead of going to a business apd

[N

’ saylng, "Here's the money Give me the tractors”, dlfferent buslnesses come (; them and say, "I 1] seII {ou those tractors for

-
$5,000 each”. The business that blds ‘the lowest price wins the cpntract - . . - ' , -

. Y . . o

- .
018 .

~ 5 Contract administrators are responslble fori |nsurlng that all specifications of contracts are met by the partles myolved They
- - must know contract Iaw and government poIlcy concerning contracts They must know about all types of contracts the‘bidding

. process, and the proper way to make sure that contracts are fair to everybady. - - DR ~ ot " ,' . .

[ R . . . . BN . .

N ' . ~ * b

S 3 ¢ ) e ° & . . . fi. . ~> .y V . ! . ~ ) , . P ‘;:
. PERSONNELMANAGEMENT . . . 7 N _‘ s , B

-

v g The PERSODmEL MANAGEMENT family is concerned wrth all peOpIe working in the dlfferent agengies. Personnel ‘, [ o oo

. ,ﬁg@p« . » -
-~ managers try to keep the: government’worker happy. This area is broken up |nto two parts. employee rElatlons and personnel .

' . administration. o . T . ! ‘ ‘,A Lo ‘
e » . . . . . ” . X N v * s e ‘ . r
&

CeT : . Employee felatmns personnel policy is predetermlned by Crvll Servtce regulatlons ln the Federal Govemment and merit

s - . < 2 . . L

“systems in state,governments‘ : . LS S T
- \ . v e C - . oL ! o PO
) "i ‘ Personnel Admlnlstrators handle. govemmental agency personnel actlon eg hirlng, tralnlng, andpromotions The admlnls- .
’ ; tratof must be fammar with salary.regulatrons traiping,, piacement and mamtenance of employee records retlrement and other
. f _ duties that are. lme[tant to the worker .The pefsonneyﬁ'anager mustbe fanuliar wnth the cwil servnce system ;and fnerit systems _
o )j ‘ and how’ it workS.af}d how peo;{Ie fitintojt. * . °.3‘7 L o e j et é o W o; . - b
a = 4
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In today’s vxld the trend is toward speci‘f'\ ion. This trend makes the personnel adm:nlstrator s position very important.

Public Servnce Management Careers are attractlng more and more quallfled personneI into speczahzed f|eIds The personnel manager

must be famrllar with these jobs. Job placement and salary are onIy two parts 6? his or her ]0? The personnel manager must be
i ¢ B .
: familiar- wnth enVIronmentachndltnons motlvatlon retraining, human‘_njnteractlon, and other factors as weII

. < - e ‘ ’ . . 'h./ . P
’ PUBLIC 'NFORMATlON AND PUBLIC.AFFAfRs : ) R ) !

N i N - RV 4

® 1 « 4 ] »

> . One def|nt|on often used was preparéd by the California State Departmen‘t‘of Education. It say$ that Public lnformatlon‘i

Managers are thbse managers who attempt to promote and create good will and understandnng by developnng mformatlon and 3

[y

reIeasIng lt through various communlcatlon s media.” ' ; . )
. 2 1 2 »

The Publlc lnformatlon Manager sbasnc jOb is to tell those outslde government what the agency is do|ng so the public will |
‘ respect that agency Development of public acceptance is the major part of the ;ob Interpretlng the agency to the public so that

everyone can understand what it does and see how it heIps is t'he main objectlve If the communlty does not see the agency as

o
'

helpful, |tW|lIflndwaystoreduceorellmlnate it. o ) - . S0

' PR "
[ * .
- ‘ . /
- .
-

.. T Managers have tq be able to find out what the publlc wants or what the pdbhc thlnks it wants, what the Eubllc needs and

o, what the attitudes of the pubI|c are. Publnc lnformatlonTVlanagers have to know what we thlnk and how we usually react to

I B .

/ ++ _ information. . N L i e ' )
v . . . e . S - . . .
T . ’ o —

. ’ PubI|c1ty is a blg part of the job. To gain favorable oplmon managers plan actn’itles whigh dnsplay the agency's efforts

People, with skills m%telhng the publsc about an agency s work pIan conduct pubhc mformatlon programs. Those government
s Ieaders respons”ble for accomplishing the plans for publnc relatlons are calfed Publlc Informatlon Managers, D|rectors of Q_f)cers..
P s o =, T //./:,// S ,:/f’, A . = ; ‘ T *
.1, . l ".n Ii-’ .'// /i/l/z'w’;f/’x ) 1‘ g . § . o .
A . N THE MANAGER’AND le\NAGEMENT FUNCTIONS 3 T S
.I'; : y P Y ,”, . P

Most-government agency managers have thessame four general k|nds of act|v|t|es. pIann|ng, organlzmg, dr irecting, and ad-

-

#
m|n|stratlng ¥4 accomphshmg these four klnds ofqmanagement tasks most managers use the techniques or methods of motlvating

e andcommunlcatlngastheyareneeded et m o vy " %‘:‘ Lo " _'», "’""_ R
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Plgnnlng, The most creative duties are involved in Iookmg at what thrngs are l:ke now and may be Ilke m the future and then

- decldrng how to take the mosﬁdvantage of theﬁnown gonditions. The purposes of the agency are lmportant in establlshlngdxrectlon

and planning, .+ ) i Pk

Deciding how to achieve these purposes usually results in, pollcles or guudes to actlo’n for the agency workers. PIans mclude

- T B i

strategies for change and for actlvmes that need to take place.” ' : oy .

a

s y

w \', -~

: . l, . ~
Organlzlng These duties meanw will be divided up, who will be responslble for dolng what and when- they will

( ¥

r Tng o

P

doit. The purpose i§ to get everyone to work to ach |eve the plans and to give their best efforts Organlzatlon changes as programs
N Q b S

and plans change., : T , . : .

- -

-

Dirécti cting, Operatlng the plan jn another way of descrlblng what happens as the manager dlrects the agency efforts. Decrslon-

making and problem solvmg are ;he jobs of the manag_u as the planned activities are taking place or if they are not worklng as

-
1 hd . . L4

€

antlclpated . , « . )
" :" ’ ‘:’”ﬁ - "\N’ ';:, ’ ) -~ }f N N ¥ L} ° ) -
. ‘( - T ) & ' - .’ . L4 ‘ ‘ . ' . '
— > . ‘ .
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. Slnce we have not dlscussed PAY, thisi |s a geod tlme to mention it. For the most part, government workers’ are pald just

like any private busmess. The government |s nota profnt makung/ organization, so |t can not offer extra money if a certain number
of sgles are made Many beneflts are offered though Federst governmeht employees are given a ratlng called G. S " This stands

for Ggneral Schedule Your G' S.r ratnn is lnltlally determined by your expérlence educatlon and positlon. You mighthave a -~

,GS 7, GS 1%, or other ratlng ];he hlgher the number of yov.lr ratmg,.the more mgney you are paid. -~ T

4 -
.-

. The employee ona smaII unlt mlght bea GS 7 and would earn around $9W$d1 600 a year.. A divis:on head GS 13 or.

) GS 14 would be paid between $23 000«‘527% ayear. A top natlonal admlnlstrator would earn about $38, 000 a year .
% ~ ’
! At the state level, governors earrl an avecage of $40 000 hngh state officlals between $20,000 and $25 000 a year, an&managers/(
”r - - e ' - - .
of small departments would earn around $18, 000 ‘ C’ﬁ woe - o o
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Local government salarlesvary greatly Dependlng on where you live, a school supermtendent mlght eam:$12 000 or $4‘5000 . :

Salarles for other 1obssuch as clty managers, town olerks and budget officers, wnll be determined by the location and size of the

“
. % . . v v >

communlty , .o ,
«f:v; U M‘ - v ’ . o. - ! l. .’,. . . £ !//
V@ry good.insurance plans, health program’s,TVacatlonrs, study opportunltres(, and other benéfits are availablé to EII government \

employees. . : | L ‘ o ¢ ’
: -~ . Lo ' . T * R - o
[ -:, . * o’ -, \ ' ‘ ¢ " ‘, K -

‘ GOVERNMENT MANAGEMENT REVIEW L : o : .
: ] & ~ H ’ ’ . ' . . )

-
- . i -

The Governrgent Manager is responslble for worklng with people settlng goals for the agency,hlrlng, frrlng, evaluatlng, and-
T maklng the-agency's programs a success When managem*lt experts talk they use words like planhmg, organlzmg, dlrectlng, and
adm|n|stratlng In each case the manager has the resbonstBlllty of seelng that his or; het agency succeeds. = » -

»M Ty - -

4 -

. There are as many drfferent types of managerlal positions in the government as there qre in your communlty What they do’

chang|ng meat prices and posslble meat shortages In both cases these people are managers, however, thelr l<nowledge and exg\
o’ ' LS . , N . , _”

(differ. The same is true of government agency managers ‘ L - ) ¥

It is very difficult to walk off the street and’become a good manager “The chance of dolng this is slim. \ven lf yo\l have a ..

college degree it l$ btful  you will be a manager when you flrst begin. worklng v\uth the government Several years’ experlence o A

BN on the job are ulually required. A pollce chief ysualfy begms asa patrolman and tlle man 'who manages the automoblle dealershlp
quite often began as a salesman The government employee often garns the opportumty to become a successful maneger by the. \

- r
~

.

- -
oY R
’ Al ’

work he has done on the way “up the ladder”. C ‘ - ) L

. As me?wtloned dlfferent skills are needed in dlfferent areas of management ftis me,eftant to remembe; thau,the basic perspnal
. 2 qualltles are the same. The goo nager is the person who is loyal ‘honest, réliable; and can. work with and for others. ~ - ; 7 3 _
‘»<7 . - . . ‘ ' . . . ‘,’__’( : . g\‘ - . ‘. ( ' \ | i 5. '- 4' .
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: . Smége we are talklng about GOVERNMENT AGENC?Y MANAGEMENT here |s a brlef review of the types of managers |n
oy - - g
ar “each of the job families. ) . e S L . iiﬁ . - "
GE'NERAL MANAGE RS look after the ‘managém.e‘nt of all the other agencies. They make sure each agency ls‘dolng its job ) .\l
. and help make chapges when needed L : ’ : . RN
f ©T g f ‘ * e"{sﬁv - { t ¥ N -5 ?I? 4 a AP :‘?t
. FISCAL MANAGER&are those who are involved in seeing that our money is spent properly in the right place by the r|ght m b
* people, aét the rlgh{ t|me They control the governments»pocketbook _f " Ty i ’ Ct
) {_/ . ONTRACT MANAGERS study-and approve all contracts that the government makes. They-make sure the government !
o7 does not-get rrpped off L. B o ) _ _ - ' . !' ~;~'\_'
v : s PERSONNEL MANAGERS recommend hlrlngand flrmg peopIe They handle employee complalnts and Iook out for tl’le“ﬁﬁﬁﬁlE
. - well belng of the employees v S ) g, // o : .
PUBLIC lNFORM’AIlON MANAGER let us know what s.happenlng 'l?hey keep us lnfo[med on dlfferent programs and
p0|IC|eS'tha’t are tak;ng place ln thelr agencnes T . . R i ) i
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Activity 1 - ‘ o ; - : \.
t . {. GIVE ME FIVE

Lyehe

I will learn to identify theES job families in Governmept Agency Management.
i, ¢

e Y . o

v ) 7 T 3 * A

Materials: Poster board, 3 x 5 cards, interview guide, D.O.T.', Encyclopedia of_ Careers.

%b 4 R ) LI ) - !

P
w%

Ty

ACTIVITY

There are three‘alternatives (optlons) as you complete this activity., The final use of your results is the same. The last step_

-4

in each option is to use your resuflts in preparlng the lee Me ane’dlspﬁand successfully placlng all facts within the stated time .
limit. ~ . . : ‘

Option 1

3 -
.

Prepare for ‘actual site visits and1ntervnews with a manager'in a public sér%we job. The lntervuew—’ss'hould include at-
least one questnon in each management task of plannlng, organrzxng, directing and controllng The questlons are to
gain one p,ct in each management actnvnty for each type manager For example one question should get an actual
duty in ﬁ“‘hnmg, another |n orgamznng, a thtrd for d|rect|ng and the. last i in; controllng from the manager mtervrewed

1.

<

E}

Transfer facts or duties to, 3x5 cards on paper cut to, 3x5 snze

.

ol

-

% g
* [ f
-

~ ‘ M
e

Make apponntments and conduct |ntervrews Record answers on mtervnew form you developed

%

(see page 16)

s
A N

S,
S
= s

Prepare display | poster board on palnted ca‘rdboard wnth llbrary book pockets and Iabel as in the .rl!ustratron

T

Take the stack of 20 facts on cards and place in the proper siot. . ime limit, should be set for 5 manutes or as. !
approprlate When you can successfully place all cards in. the corre 1 pocket within the ttme hmlt you have
completed this actjvity. - o

v B « T
+ 8. ’ Prepare a code and place on each card to record an answer key. Furnlsh answer kEy to lnstructo
Tl L JIP ) - R . ) %“g‘}é?,;’

[Aruirox providea vy nc [ .-

L

b
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#
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SUGGESTIONS FOR THE TEACHER “ \

Activity 1

.1

v

- p. 26 ' .
! ¥

~

Materials

To construct and carry out this activity,
students will-need plenty of poster board, 3 x 5
cards, the Dictionary of Occupational Titles, The
Encyclopedia of Careers. They will also need any
information whitch they collected from interviews.

J— =

.~

{ Purpose

Through the coppletion of this activity,
students will be abTe to collect information
pertaining to the marfagement function of each -
jobj?itle in Government Agency Management.

—~

;ﬁ.

A

Y

. t Guidance

This-activity is set up to complete through one
of three-opgiqn§\ The end result is the same, a
display board on which®facts concerningTLhe—maﬂage-
ment functions of job titles in Government Agency
Management are arranged. It will probably be possi-
ble to use the interview conducted for activity 3 in
the previous section to obtain information: for this
activity. Stuc
with that obtained from resource material¥

and/or visitors_to the classroom (if any). Be
sure to review_the 20 fact cards for accuracy.

4

Students can supplement this information -

Modifications or Extensions

1. Conduct all options as small group activities.
This allows slower students to learn from
the more able.
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1. Step is same as in option'one (1) WIth the exceptlo f gomg ona snte v:snt The mtervnew wm be wnth v:sltmg
t? . —

speakers whocome 1O your school o S L S _ _—

- 3

- 2. AIIotherstepsarethesame. N A . \ P 1. :

» . s - K } . T,’I /':' ‘, . ) . - * ) . N - ” 7;«.,;‘: . : '. to
Option 3~ - . : \ S - o . \ B
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1.. Prepare the twenty facts cffwdutles of general managers, ftscal managers contract“managers' 1 4 ”

s

P

T, el QS

a _ %4 and, gfubhc relathris managersifrom mformat " ‘
" | § .« school: (You might use the DOT :Encyclopedl # P
. g 2, - Delete step2 e T s

= 3 ' AII other steps- are the same. . o . ,-«}e'- R P P
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Howwulllknow I'vedone |tcorrect]y? y oo o lwnll completethe “Gweﬁf Fwe qhsplay P e '

- 4 . . “4 N \
. " Al
. 2a .
o A W “,

.. . X /:' S . - {‘7‘-

h;()w D T
o e corT oL




- o o - - * .
s \it L . (" . e ; ) \ v ’:(
- N - ) ‘ ‘ ’ ‘*I i ; , . 2 ' e ¢ .
S . x - S " Do ; on this form
' “Activity 2. Do CTOMIXEDUP o ( Do- wnteo‘ i .
. i* . K . .~ ) L e ) L . [y r- .- . .
S joctive: | will describethe manager’s main tasks in each job family. S = ;e .
l“: ’ . v ’ [N . - 5 - T . . ' .t ) - ‘
. ‘!- - . . . . 0 . 1 , - - . - . ..‘. . 1 :‘)l
‘e L Materials: This activity page. s . L . o V¥ . o '
."53‘ ‘ K . . ' @ . ;J. i N e ,/~ _' s l - ’
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\ N .= ACTIVITY -+ ® ™™ ' : ¢ j ¢
; . - - T ﬁ &A«
v L Fred knows that the five job ?amr.lles in government agency mpnagement take cgre of admlmstrat&1g, budgeting, c,ontractmg, :
stafflng, and informing the publlc for the publig service occupatlons But/he sometlmes gets mlxed up " You should correct his A
«« A . Y R . ’ <
mlstakes by placing the best response in the space prov1ded ) : y o T N ,
i - S L & - S AN . ) i
e . 4 " . .. " ” & ' 4 t i ot
¢ ) ‘ ’ , ~ . ‘GENERAL ' ) PERSONNEL -, ».- . . e
T W FISCAL,. i PUBLIC a,‘gLA’nougaé _ : . Y
. v CONTRACTS , ‘o - S
- : _ = e U
‘ﬁ'% . - ‘ ° i 2 “'L\ ' N < N . ) . - -
. . . — *1.  Fred thinks General Manger malnly organlze recru1tment selectlon tramlng and; other actlv[tles
“ . 2.” Fred sald the mam word to use in descrlblng the pIannmg functton was lmplementatlon S
. s / . » e .,
. ’ ’ » 3. Another thlng Fred wrote in a report was that Pm)hc Relatlons managers mb%tly apply accountlng prlncrples . o
S SR ¢ 1o financial ﬁroblems ; o, . f, z .., N ;
’;W; - ’ ; C ’ e ¥ Y ’ Y " P . ’
: ) I 4. Areally |mportant4part of orgamzmd is the reports that summarlze how weII objectwes (purposes) are belng - .
L - . \. L3 B . met." , : . v, B n , : ) ” . , . )
] ; ;} . da ¥ . { . &, T \_ ;o ! A . ‘r I e
- - 5.~ Fred wants .to be g Fiscal manager pecause he wnII get totell the publlc about hls agency and 1ts ﬁurpoSes . ©r )
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o ‘" Students i1l need cop1es of two act1v1ty pa§G" N ”M1xed Up™-Fred is an amus1ng way to check

+ | Be sure to have the answer sheet in an access1b]e "on student recall of the manager's ma1n task
. p]ace. ‘ . b1 in each JOb fam11y .
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.Activity 3 - p. 29 S‘>
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Maﬁer1a]s" * . Purpose - oo R
o - » & ' .
Students will aeed copies ‘of. the b1ngo form This activity is a self-check in the form
S0 that they can complete this activity. The of a'bingo game. Students are asked to recall
answer sheet 'should be avajlable for the students | specific facts. in the area of Government Agency.
‘to check their work. Management. C .
w ¥ h
‘ (
1 . ) . '
) ‘ 4
< P 3 \ . ’ .
s - . ~ .
. . J ) . a . . .
- - Ll ‘ - : ; .
é‘ Guidances . v Mgdjfigﬁt%ﬁgg br Extensions .
L N . * .//
Students requ1re little or no m0n1tor.ng to J. * Some students gay wish to tonstruct add1t1ona1 ; _
, complete this~activity. They check the1r responses " “bingo-cards and then play this as regular g i
by‘referr1ng to.ap answer sheet. 1, ., bingo ‘with a caller and severgl,cards /&ﬁq{ O .
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" Activi — . . . Do not-write on this form.
Activity 3 : MANAGEMENT BINGO -
. . ! . . . . 7. ? (4
s .. l‘ . . . o .
Objective: | will review managers, managers’ tas salaries.
N ; = . N ) /,/ - .
C\ Materials:  This activity page. . ' , 2 - -
Vaterials:  This activity page. i R {
- ° i
v ’. ‘ \) . t
N\ c J 4
% - - " 7 : : °
’ . . g v Y , .
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f} . ] . > .3 B hd
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" Find your answers in the Blngo box above and Cl RCLE it. Keep answering questions in any order unt|l YU have f;ve

- O . circled answers ina lme horizontally, vert|cally or dlagonally When you finish the Bingo, your work is finished, b
g . ’ s ¢ LT . o2 ) # ' )
" -1 Thesalaryofa GS-7 mahager;" el 12 This type of managey hires, fires and gives “ “
- . ., ! v promotions to peoplé. Q '

2. This type of manager looks aftel: management of all : @

other agencies. T EP ) . 13+ This type of manager keeps us mformed on

t [
- - -

Tl L U . what’s happenlng in the agency .o :
3. Government employee ratmgs are dlrect[y related ) e oo . : .

4 J ta} — o /) R '4 : | 14. The a\érage salaryéofagovernor is.

4 - isa gOVernment agency”m d‘Jr state. o oa '15. Planning, 8rganizing, and con-

: T ~ - government R D . . . rolling are management activities. - - ’
' : S S o T - :
Coe ) e - T '

* 6. This type.of manager seesthatmoney |sspent pro— L
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A o GOVERNMENT AGENCY MANAGEMENT

— ,, 'Qna1ifications’and Employment Prospects

-

& ‘. ‘There are no entry-level positions in Government Agency -Management. There are, of course, support
R 1'. ¢ ot - 4 ‘.
personnet who-work in all government agencies. These pos1t1ons, however, -fall into career clusters

‘

¥ ' . ’
‘other than.Public Servite and are not management pos1t1ons. Stﬂﬁents shou]d/understand that these
JObS dn Government Agency Management requ1re a coi]ege degree often in areas such as accounting or

bus1ness. fhere .are some JObS ava11ab1e 1n small branch agenc1es for persons with associate degrees

. (Jr College) but to obta1n such a pos1t1on usually requires on the JOb exper1ence.
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Lt T . Qualificatians and EmploymengProspects S e ’ e
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- L~ { Now xf you are st|ll interested i}y a possuge career in Governme_nt ;f\ge Ma agement you need to be aware of any @ec!al , 2y ‘
: |
° , -
: A *
., _" . - < ) - o _ .
. © HOW WILL LGETKI'HERE? - - HOW WlLL | KNOWr . fﬂ . . ! e p oo \

Yy e T é' o ',;“ ‘. -

1. Contrast the quahflcatuon requrrements necessary o wull complete the Compare and Contrast Actlvrty 50
L ' f, s,gbs in Czovernment Agency Management ¢ that accurate .mformatl nis |n each square. . o . |
g’ . (%‘ ' ' , : ~ ” i" K 42 : _— i 'g - T, S
Y 2. - P@nicipate jn a field trip. )j Lo I will answer a set of mgestlons I § o -
. - {' ! ] S . w\’j , ‘ { : "" el " . T ... . . ,
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The baseball pIayer knows that in order fo be a success he must be ablg to hrg, run, thrown slnde and th|nk Ifhe daqes.a

. ) good ]Ob at all of these activities, he has a good’ cl'(nce of becommg a major league ball player A successful teacher must be abIe ‘ , )

. v to speak communlcate create, and be mformatrve If he or she is able to do all these thmgs well he or she w1II be recognlzed and
. W|Il advance in the fleld The same is true |n aII areas of* GOVERNMENT AGENCY MANAGEMENT Many comb/natlons of .

sk;lls‘and knowledge are necessary to be an effectlve governmental manager These sk|Ils dlffer yvnth.ﬁ't the different famules The - -

1Y

best way to descrlbe qualifications for theSe famllles is to Iook at eaﬁh one separately R -

. e N - "‘l@“ R
‘In the area of GENERAL MANAGEMENT :t is necessary to have : a knowledge of the organlzatlon and the way :t isrun. é-.' v,

- .
A J . . 4
P

- ‘L i N ) c o, .- - -
,7 oo ASClentlflC technical, or'admlnlstratlve speclahty would: behelpful w o : e o2 T . - Co

T » Top posmons such as federal agency dlrectors,;,aty managers school superlntendents sometjmes do not depend upon your o .

% - AT !
. — age, but the amount of experlence you have |n the area . s t - Y

)

v . ‘ - ..t
R - °. ‘d ‘ . ,e .
" - e, . . ST e . . P ‘ _" M - L~
~ 1] - -- » - - 3 BT PR ~ .

( No specn‘lc educatlonal background is requnred A fom-year coﬂege degree is requ:red in areas such as publlc admlnlstratron, —-
personnel and public. mformatron Most people now, workmg in tnrs fleld have coIIege degrees in Rubhc admlnfstratlon, busmess . '

- admlnlstratlon orpubllcrelat:ons asweIIashberaI arts. T e e T ‘.' .t oL L
v . ; o~ - . .l . e c- "- ., oo o

- . . Y .~ ] . - - b . . .
L o e R Lo . B . y , . . - i ; e [ S
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3 GENERALMANAGEMENT <o CT e T e T v
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A~ ‘ :
- tis helpful |f you have held posmons where you have had to orgamze plan and |mt|ate speclalprograms and are able” to use -

. ' busmessskllls both managerlal and flnancla!‘ The per:son who s motlvated often ,gets top postt"bns 1n GENERAL MANAGEMENT' Tt

L. Yo should be knowledgeable and also,a leader in the commumtyc ‘ T
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' ) fPsychology or leeral Arts In most-cases, a four-year college degree is. requlred

’

e

e S

"’ElscAL-MANAG'EMENT ‘ o e

" > 4 '
If you are rnterested m FISCAL MANAGEMENT agood educat(on is essential. A ba,chelor s degree in accountmg and

busmess admrmstratron is usuaIIy requlted to begin work in this field. Mast government agencies require the publlc accountant
‘ certrfrcatron for those who deal in the area of accou nting and auditing. . .

-
[

i N

In,this area educational background is important as well as experience. Many {ears are usually spent in less complexjobs

before your progress toa posrtron wrth supervrsory responsrbrlrty Once in the supervrsory posntlon mterpersonal reIatlons

PR

anda more specralrzed knowledge of the operatronsare necessary. - ' o : ,\ .
. ' !
CONTRACT MANAGEMENT . i Lo ’. ' - \@@ - o

-

. Employees in CONIRACT MANAGEMENT usually have more background experience than those m other famrlles. Don t

be drscouraged‘lf this is ﬁe area you are mterested in singce there are certain jobs avarlable to the new graduate

)
"ff‘*

},:_,.a‘g““*‘”' -

A coIIegédegree isalmost a must in this line of work "A law degree is preferred for contract negotratrons but other

. posltlogs requrre busmess or I|beral arts degrees’ If you are. lnterested in thrs freld you should enjoy contact with the publlc be

able to ur‘q;rstand COntractuaI law have a knowledge of contract termmology, have the ablllty to speak effectrvely, and be able
~ /
\ N

to sepse_thd attitudes .and reactions of others . o , )

: RN “‘ ’."' L I ' : S
PERSONNEL MANAGEMENT =~ ' .. . o T

- " . ' o X . v SR .

PE RSONNEL MANAGEM ENir' offers posmons for employees of any age Many persons enwr this area from other jobs
“and there are entry posrtons for,employees who are 18 8.or older. S e T e SR

Y- T % - VA
-

-

‘In thls fleld you recruit personnel handle employee relatrons counsel employees and employers, explaln ;ob requrrements
and perform other actrvntles, Thrs opens the freld to people of dlfferent backgrounds, Many workers hold degrees m lndustrlal

A N Ce
o . — . - o\
.

Iz . - N
o N - * Y

If Jé_u have experrence in anotherjob famlly you have an advantage if you enter the PERSONNEL MANAGEMENT ar a.

¥

Your knowledge in that field wrll help"you understand the problems*that rmghrarlse. Thrs experrepce rs defrmtely in your favor
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- The good personnel manager must be skillful and also have the highest concern for the individual employee. I

=" PUBLIC INFORMATION o N ¥ . o

\ Y

.. The PU BLlC INFORMATION f'amlly offers jobs to people with varying experlence and education. A few 1obs are open to

- - those with high school education and commercial ' courses, most require a college degree. The:worker in this fleld mlght have

—— .

newspaper wntmg, sales work or publlc,speaklng experlences At the entry level the all around hlgh school graduate who has

» L]

taken part |n rrlany extracurrlcular acilvntles mlght be employed ) e { o " . .
. - ‘.. ) ’ N Q . A . ¢ . .
Y : The PUBLIC lNFORMATlON in the government is no dlfferent than that in crvxllan flrms Employees must understand

advertlsmg,-pubhmty and research and -be able to express thelr ldeas ina way the publlc can understand The ablllty to organlze

-

isalso important. The creative, self- confldent person has along career ‘awaiting him or her in the area of PUBLlC lNFORMATlON
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" SUGGESTIONS FOR THE

JEACHER
) \

. AR - Activity 1~ p. .35

: : Materials . )
-, Be sure to have enough copies of the aétivity

page available for student use. Students use .the

MOG packet and comp]eted'gctivities as information

Purpose _

‘ This.is an"organdzing aétivity. It pro---.

vides Students a framework within which to

" place some basic facts abbut.eacp Job family.

sources. P s
i ) :
’ * . - , .
& ’ ‘;\
N, - 7
" ". &
‘ : ) : .‘%7 - X : ol"' |
Guidance L. : , Modifications or Extensions '

For each tyBé of manager students fill jn the,
information required under each column: (Education,

_ Experience, . Specific Knowledge, Certificates or

Licenses) Encourage students to use the MOG read-
ings, activities and any other resources available

.to fill in the squares;

-
- - -

’
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‘ Acivity 1. . x * .
i -
‘. _(‘v ‘ o . K -
’ Objective: | will use my knowledge 1 have galned from reading and fro;n mtervrewnng managers and teachers to complete this chart.
*+ .Materials: This actrvrty page and the mformatron from the readings and actnvrtlesvof the MOG ’,’ 4
— [~ = ) ~_ACTIVITY - ‘ —
. ‘ . .. f . PSRN gz . :
Manager - -~ Education Ex{:ertence Specific Knowledge. Certificates or Licenses
- —_ . . _ — A ]
- 4 i S * ¢ \‘, . N
! . - - :*c N *\_' 1 ‘y < i
Sample: 2l - _ Knowledge of None {
¥ - Public Adm. | -?Previous manage- -|| . organizatign ) : .
T e - > . Ny
’ 1 | ‘General ‘. Business Adm. ment'experience P Plan programs . . -
. ' « . 'Public Relations - Busme§s language .
- . x . o e . B [}
' . > ) N v v . ° ,J .‘ R 4
b - ] ’ ”.’ ' . ' : " LI ) r é -~
Fiscal * 5 L oy .. . A
= [y — T 0 e -
—~ . - 1. ‘ .
~ .' . ¢ 0 . ~ h . { $ - ' ~y.
Y * ! R - - ’ . N ’
¢ i ~ N - ’ - - .( ‘ ’ ALY ¥
¢ - Contract ) s . ’ . T . o
- / . : ‘
N, « . 7. g - M T — N
: B N e . [ ' . s % N ; , et =
ne . ™ . -~ - - N
. < ' o . : TR . . o
. - . . , B ¢, ' ” s .l
Personne} - Ve . . - ’
. o N L) - *
I “- 4 i t— i B - [g - ' . ; 7' " L
L , . , L] - RS - N ’ -, .
a ’ > - z . - v oo ! . [ A
Public T .o .Y . .. 1 Mt N :
Information ’ L : T4~ A g - .
. . ] - N " ' 1 . . 4 4,
- > " - — — — — — : ell
) & - N ‘:= ' “é(\ . 4
Steps or Procedures ’ s , P : e ,x : . .
» . 4 * /— <7 S, . ” " 14 -
J_ - 1. For» each type of manager, fill i in, the requrred mformatlon accg?dlng to category. e . .
by y e . ' T o .
. 2 e first manager row hds been done f?/y o - “. e 3 . / '
- PEEIN - , "
How will [ know I've done it correctly? v e il show the completed chart to my,teacher. ] b 4 ‘
1:0[{ . 2. . - p - 105
. &7 N ,<' w e e N . - 3 ) - g ' .
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y . o . - v "Do not Write on this form.
: Activity 2 > ‘ COMMON OPTIONS . _ e .
- o . . : » . -~ .,
- ‘ - - 5 ‘ . N ’
. . . o C o .
" Objective: 1 will explore the qualifications and requirements necessary for a care€r in Government Agency Management.
‘ . . < . N \ ., . ‘ . . Y
. 4 ‘ h N ~ ¢’ Y
‘Materials: . . _ o ' . . . . | A o - ,
.t - . R . A . /\) ;;‘1 “ L7 '_\ . . - .
’ ) 2 £ L ) ?, .
-’ : e BT :
e . F N I X
~ Ny S ‘ - ACTIVITY ) SRS ° 1,
1. Plan a Government Agency Ma_qagement semlnar Invnte ‘three or four persons ln Goyg__hment AgencyMahagement . ’
_positions to attenti your class and‘t}lscuss their jobs, To prepare for this ¢ semlnar do the following thmgs R ,
'Y &' M " ..e - N
. . 1 Plan the seminar w1th your teacher and other students in thxs MOG , oo .
i . 2; Prepare a brief mtrodUctLon for each speaker.: . “- .. 2 a f, . ’ o \' v .
’ \: . K ‘ ‘ S " TR
3': Ask each speaker to partlclpate in %panel dlscussmh of about 10 mlnutes, R . .
‘ 4. Plan questlons tdrask-and encourage questlons from the c,lass‘ Use the |nterv1ew gurde on page 16 to help formulate
. ¥ your questions. . ) “ - TR e T
. . e
.- 2. Tak wnth severaI of your teachers ab6ut ways in whschvthésstibject they teach mght prepare s@dents for careers in
: . .
) Government Agency Managemént erte up a brief report on; seVeraI Government Agency Management careers showmg ! -
. . ‘how school subjegts whlch might not be. useful ina speclflc job actnvrty o R - e Tt
‘.‘ % C e . . . oo * Ur'. e b . 4 ' ’
o» - % L 3 < - 5 R : ' ‘ ’ s P
¢ . ‘)\% ‘/'z;w i 5 - P s ; . ;;s ‘. . . e - , *\;{:‘eﬁ ‘ '
wt “ How wAllL know I've done rt correctly? coe will partlclpate'm the seminar. . B S /
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SUGGESTIONS FOR THE TEACHER

Activity 2 - p. 36

-5

v

+

Mater1als -

<

g

'

A

i

Purpose .

For th1s seminar you will need to have student
copies of the 1nterv1ew‘gu1de eva]uat1on forms

This activity was designed to provide a
means by which students can obtain some first- -

“ See 1nstruct1ons for MOG,Fair in Teacher 'S.
Q\Manua] - Introduct1on to Dec1s1on Making.

-

4 and letter wr1t1ng ava11ab1e . hand knowledge of jobs in tegulatory services. . N
) . -~ ‘\’- " R ,_‘ .
23 . . N -, ' » . ) -
I < A . i g Ed .
* - - - . A
. \ . -
:" - ‘,. s ~. - .
b . 4 i -! hd -
.o ~ : Cy K A . sy
IS 7 - -, ' & ‘.
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Guidance Modifications or Extensions :
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T i SUGGESTIONS FOR THE TEACHER
X . ¥
‘ »
\, Activitys. Zp. 37 . - - \ 1
. ) Materials *~ . . ’ ' Purpose
. -0 \ . ‘ o -
You will need enough copies of each set of Theffie]ﬁ;trip questions are included to
field trip questions for each student participating heTﬁ’the teacher select field.trips which will.
in a field trio. ' best meet the needs of the student participating.
. . The questions_also help the student organize=
S - his own thoughts ‘concerning thines he would 1ike
L o S . tc see on a particular field trip. The field-
;0 7 R e ‘ trip,eyalual?on qguestions provide the teacher .
' & _ ) X : " . with feed-back concerning the students' view : .
. - T ) ' . ‘¢t the value of a trip. Additionally, the '
: ' ~ . 3 evaluation questions enable the student to. -
\ \ . " correlate work, work-site and worker observation. |+ o
- : s “ ’ - : - . ¢ -
- “ - ! -
PR . Guidance - . Modifications or Extensions L
8 Encour@ée the students to answer all questions S —
as openly as possible: Explain the purposes of . ) 2 (
these questions to the students. . None suggested -
o . % N 7 T g
-~ W ~ ) 2 ‘ ey
/ - ) . . 34 %\
‘/ : —
i ) . ‘ 4
} ' 111"
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Actw:ty3 o e

1] -’} v . :‘ .
~~ Objective: | will-visit sites at which the MOG being studied can be observed. -/, -
& Materials:  Field trip.questions, field trip evaluation form. - e B ;
- ’j/ . ~T e .v‘)‘:‘ , e N . b x' é‘l‘; |
- - . - , - i 2,
. - Y v g o -
: : - - o . : - ACTVITY- ° - °
< A : . - e .
Thus activity is in two parts Part 1 *— The “Field. Trip Questnops" form is to be com eted before vou go
on the field trip planned for this MOG. Part 2.— The*"Fteld Trlp §valuat|on” formisto b completed after. yo
) _ retum from the trip. , K :
'f . . ‘( ' M bl
“ - 1. Fill out the "Field ‘T?ip Questions” form. , - i |
. i ) 2, "Your teacher* wtll check your form Thls will help in planmng, the trip so that allo - \
T ' see some thmgs of mterest . R . 'ﬂ . - . ‘
* . IR . : s T A -
°, R 3. After the trip, ﬂll out the "Fleld Trlp Evaluatlon” form. o )
‘ . L] . e 4 - - ~— * ’ i .
, = ’_’, . ’()— .. - . ‘_(- - - “'~, “ . > L . . R ‘
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FIELD TRIP QUESTIONS = . *
° 3 ,‘ N . * * —_— ‘ ' /’-’v’ vy ¢ ,{ ¢
. 1. Place to be visi®d - ' - P
T s "l 2 ~ ke
—_ , . ~= s
2. | would like to see the following jobs .
~ - ]
- = ?; ; — 1 -
' —ga ' ?
- - - 1
g i — .
' . - ! .
o . ', - .
’ 3. | woulg like to talk to the following types.of wurkers-
e . . \ : . . .
- . )
o . r ' o ' ' ‘« i
.. c ‘ ‘ . noE -
- - : . >
. - 4. | would like to know the following about: . oo & )
ot Salary ,_ - -~ - . - IR YR e, - : | ¢
Working Conditions (where workers work) v
. s . " ' z -
- Hours i — . = ) =
. % Lo s . ey : g o
Educational Requirements ___ A
! ’ ) \. o I'd ", - o H * R “ ‘ -~ -3 4,'4.‘ Fsid .; . .- . :
T Skills needed e : = L “\
»:‘ . . ‘ M ' oo e . - ‘ Py 5 1 " P Lo
i c , ' o st P
v . B mpment used (if any) - . e Ve
P . . . i - . g . . _‘{:(;/: w‘! « ‘ .‘ R o
' ' . , Job mob‘ihty (advancement) R DR ST : e : R 1
’ .o Thlngs l can do now to prepare for this job T e > ‘
LS . . 1 ’ - 3
Y M - - P
. _— What the workers actually do - S - . - o
K h\) ‘114 ' . . . . ] - . - \‘, '%@; - 115,‘* e,
i . M . . - 3 » e Ky
& ~EMC . ) : o ' - ) '~ ° -o " . T 1‘ "A.‘ ,‘S.;:t N * ’ ".'
A -~ RN - S S T R
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Aruitoxt provided by Eic:
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' » ' FIELD TRIP EVALUATION T T f ,
) ’ ) ) < h N "“- )
N v - . * :(
Name 4 . - . ] . ‘ - ..:
Date of Trip - ‘ - Place ) N
‘e e ) - ¢ 4 T‘ . S 5‘} ERE "\\ ;(
Special job observed - - . - Ty ‘L
MOG being studied . _ = e ; _ .
1. In general, did you enjoy the visit? Yes No ____ . o T S ) -~ ) R
If no, explain briefly . S ' - ’ . > * _ - -7
. ) e - \\» - o
2, Did the ;rip help you better understand the Major_Occupational Group which you are studying? . Yes " No o
- ot : . g » . e .
Why - 1 L A . — - . E
’ - i . 4 * - O . . R ; » Tl
- " . E— . ; . P , . ) .
“3. a. What jobs in the Major Occupation\él Group did you see being-performed? .- - ) o, - ® )
“p . ‘- : ' . : . i N ’. ’ D ¥ ] . .. ‘/J - - ) q .
. < . . . » . > ST e A i ;é'?w‘ ” ’ § "
S b. Which of these jobs, uf.any,,would you like tohave? g RS TN S
" " c. What did you find out about the requirements for jobsin theMOG? - - . . T
Kol ‘ L - hili * . ey > ’ Al S i B B i LA

-d. What'did you find out about the kind of work {cuties and type of werk] doni by people in thisMoG? - - ° )

. . A ‘ > ag A e \g;‘ 4 /? "~.;'».§
0 S e . . ot . e R N L , — _ . ) . RN ({‘“ - ,_%/)3
. . . . . e L . ¢ ‘/' . L - ; . . o .\ - [N R
a4,  Additiondl comments about this trip. _ - = - . — —
= B, é!lrite a‘two paragraph desctiption of a typical day of a . e
. o - , A o
¢ H ’ \ . . s ’ . : .).‘ ] ;\3%

kg
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‘ GOVERl{qENT AGENCY MANAGEMENT : B . L . ?
. L. ’ ! ., . ‘ //A s o ‘
A : S ‘ ‘ Answer Key ) | P —~
. ' ’ ) f)" ‘ L ~ ‘ . B , -
. ) ) ] . B B - ' . ' ‘:- _ . ‘ . / .
elf-Check, p. 8 . - : , - e tActivity 2, p. 10 ..
. * . b' » . .. , - ( - l 3
- - 1. local, state, gederal . . R Answer sheet in{APPS file. _
2.» tax . .o ) -, ' /28 © .
. R .o * \ * . . ) . ) N ’ !
3.’ federal ™ i . .. % Activity 2, p. 28 '
& * 'S . .
4. “local . o VE . - personnel 1. o
5. state- - . e, " A administr‘atirlg o2 : .
[t . .. :\;\(l‘:\ ) toe ) CT ) “ L Lo ' ° ) . . . - i\‘
- 6.  legislative -t . . fiscal - 3
. . ’ . . %
7. executive’ d _ . o= R . evaiua'ting J.»-ﬁ” 4..
. . . * . . R 2 . N U
o . 8. Jjudigial |, * oo " __public relations 5
9. Locgl State - F‘éqeraI . ’ . . ’ L ,
B° KL AT ay - Aetivity 3,p.29° R
* .- ' - 3 < e e , - ‘ .
€ J D . N . Answer sheet in APPS file. )




