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This "Orientation to Public-Service" series isolle of a set of nine student centered t\ookidesigned to acquaint high school

students with basic information Concerning-careers in public senif&. Each book addresses itself to either a Major occupational

group in-pdblic service or an important supplemerital area of study necessary.to the understanding-of public service. .I n additions ,
. . . . , .. , .

to the student centered materials found in this book, a teacher's guide outlining how this 'book-Can 'be used in a course setting
. .. ,. -

has Been developed.for.the)potential user. .

The "Orientation toPublic Service course is the first in a series of three 'courses deVeloped as a cdmprehensiveieprebach to
# '. )

vocational skill development in Public Serviceice for Georgia 'High Schools. While'materials in this course are- valuable tothestudent
A-,. :

*without benefit of the remaining two courses in the series, student would nonnally enroll in-"Preparing for Public Service" andA",
.;_ ' ..

, . ..
the "Public Service Community: Skill Developrnent Program" subsequent1611e Orientation course, : . -, .,

.1. ,

As with all curriciflum materiels and guides, the information contained here is'a beginning point..'-In orderfgrthis,course

to effectively meet the needs of each individual student, thiuser.must adapt to local and individual student needs., As. I make
.-,--

a strong recommendation thatextensive use of the curriculum guides be used with Atrepaterials,'Inclucickl in these guides is a,
_ . ...

wide range of 'suggestions for helping these materials meet the lotak c: Oointeactier' ilaeds.

This material was prepared, by the "Applied Prograi ofiPUblic Service Is nderedirectgrantto Gwihnett Co(mty,Schbols

frOni the 'Georgia State Departrfient OfficefOr Aa-A. and VoCation1)..Education topo.,-op*JA-KesAnoy_pidecithe:direction
, .

of Dr. -Russell Clark,,AsSistant Superintendent forUlt;atidVoCatibnal;.,4Education
In the development of these materials speCial Consideration.shoUld go to POS. Her tireless efforts in evaluating

these materials for their useability.by the classroom -student; ,.helie-been inValuable:

4.14..MUSWAVOW-WzAlY.:44-%
4.Wriga;404,1*,4-`

4110,03-a44.41.44, . 4 47*&411.4Wtet4

a).

O
4,

,

- . .

. 9;'!.41,::144,-;t*
'PeojectC'EjordiriaIkir ancrOpeeitioris-Direci6r,
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bodklet cont s several-units of reading and related activities,. The readingsdeta4ls',

some specific aspec f the ajor dtcupational groups. The activities have been designed,to

provide the student with dpport nities to further explore the objectives of the reading. The
' lt.activities vary.in length and complexity.

O

A

OVERVIEW

C

.

. Before any student begins work in a booklet, the teacher should become thoroughly familiar
,i.

.
.

.with the contents. Some actigities may take several days to complete. The teacher should help

the,student budget hit or her time accordingly. Some activities may call for a resource,9er on,
+.1.

a trip or an on -site interview._ The teacher will need to be aware of these activities and

schedule for them early'enough'so that. the student can,complete,the actfyitieswithin the su gested

time frame as outlined'in the Implementation Guide.

Thesection orientation page' *ere Am I Going? How Will I Get There? How Will I.KnoWY
"61

is intended to serve as an organizer for the student'. It should help-focus the student's thi ki-ng

and prepare him or her for the reading and activities- to come. An orientation page appears f

each section,for all, booklets in this series.

p

t

44,
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This booklet'has been designed so that students, can work on manyof the activities independently

with appropriate monitoring and, gUidance fromthe teacher. It is most itportant to'remember,46wever,

.that thesellgOlets are not workbOoks'and should not be passed out at the first of the period, worked

An, and.then coljected'to be checked later., No material or sit of'activities can replace the-impOrtance
.

of a creative, enthusiastiand well prepared-teacher. 'Teacher preparation is essential to effective

and successful use of these booklets. Nooply should a11 materials and resources be,orgarlked, btIt

- the teacher should be alert to supplemental matertalSayailable through newspaper stories, Carefully

chosen commercial games and books.

. . .-.),

As a continuing activity-'-for allMOG'i. students can develop bulletin boards and other public

relations type6of
.
disfilays'for the classroom and the school. The classroom should reflett the activities

. . . ,

of the students. Make liberal use of student photographs, brobhures,. and posters.to display variout
1

,

aspedts of careers,
.

in public service. ' As students see the of their peers in these jobs,

. .,'

they will be'encouraged.toparticipate in the:program. A useful technique borrowed from the
.

elementary

school as to set up learning te4rs around the room which give-new students a chance to "sample" a

. .

1-

. - .
1,106 through an erktertainingactivity, phOtographs,'brochures or even'a taped discussion wit.a resode .

.

, a . - .. 4 . e

person. These learning centers shOuld rotate and change as new information is brought in and as student

.
.

--,
,

A. 0

0-

11
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invtNement in the career-4 changes. Planning, motivating, and monitoring are the keys 'to success

inthe'lipplied Program of Public Service.

For'your information, answers to self--check activities andother activities Which require

specific answers hav been provided in.the last section of this booklet. be necessary:to
,

'develop anse^-sheets for your file in order for studentZto have access to them.
f.f ,

4

12

)
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GOVERNAW AGENCY MANAGEMENT

A

In0de this section of reading the student,will be e osed to a.brief deseitiption of 'the

organfzattbn and' functions of government. Local, state, and federal lovernments are'described

and some attention given to interrelationships among the-branches ofsgovernment. Manyof your

students will have been exposed to this material in_gi-eater detail thraugh social studies courses.

For those studentlwho may'not have taken a cdurse in.American Government, this materiaf will

sew as an. introduction. You may wish to supplemeWt this Material with a good filmstrip'on'

United States Government obtained, from your 'library Dr-Social studies Department. The intent'

of this section is to provide a perspective from which tovernment Agency Management jobs cdn

beafewed apd,to emphasize that the-government at all level's in all its branches,,and agencies is
_t

,thellemployer%

a

.- 14
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GOVERNMENT AGENCY MANAGEMENT

Organization and Frtions.of Government

. .
Inside this picket you will find out how thejocal, state and federal governments are organized to provide services for their

cnizens. You Will discover that the various branches and agencies of governMent cooperate in order to increase the effectiveness

of their services. However, most importantly, it should becomeclear that government services are providedby.workers in public

Service Careers and that some of-the occupations are in Agency Management.

VVAERE ANIII.GONG?
-

By the time I finish this activity, I will be,able to identify the functions performedby each level of government and Will be
*NS

-

able to understand the basic organization of,eaCh jevel.
.

.

HOW.WILL I GET THERE?

0
-

1, Learn the,basic funCtions.and organjzatiOn
oflcivernment.

2.- Demonstrate a. basic knowledge-Of some inter-
relationships.which, exist among government
agencies.

.

3. Demonstrate 'an awareness of the role of the.
government in-improving thoqualitypt life for
theCitiZens of mirdornmunity. . ,

HOWWILL,I1610101.-'.

Twill read-the,intko4tictaly descriptions. of government.'
ansuecasifUllYoOMPletesel check " activities. "`

CWilisucCessfiiilY=Conductiibrary,tesilah, conducta
fielfintervieW,ancpprepateacharL

4. View a filinstrip.on GovernMent Agency Manage:-
, .,

!tient. / .. e ..
.

Write letters to gOilernmental agencies.
>--......, . .___

. t

I wiWreilUett inform:09n fRyptlocal ,officials; photograph
a loCal.pitiject,*andt3repare a disPliy. to illustrate-the

I:w 11 anMeti sent of-queStionS,onthe-filniStOp.
.

, . .

I will - receive. information., f r Oft g oVern n ientagencies s.so-
thl-Wil I have additIOnal ; in ((atio e, inthii IV10 G.

.,y,,- ..-
1



3

e'4'
-

ORGANIZATION AND FUNCTIONS OF GOVERNMENT /
c

Each time you hit a ball across home plate, shift the gears of your car, play the guitar or piano, or simply walk through your
.

busy school halls without bumping into people you are using many different parts oyour body and mind at once. It is 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-

ordination between legs, arms, eyes and mind is necessary fOr nay of us to successfully complete, daily activities. The same is

true of our governmental system.
. -

system
.

Our federal, state, and local governments all work separately, but also must work together in order for,our sydemoaratic stem

to be a success. The powers and duties of each form of government witl'be discussed in this activity,

Why talk about the forms of governMent in-a packet on PUBLIC SERVICE? The people who.work in the -area,af PUBLIC '
-

SERVICE are the people who work in various governmental jobs. These jobs are financed by you, the public. Wheneverru put
, ... . 1, ,..

a penny In Op parking meter, you are helping pay a publicservant in local government The extra pennies you p'ay,for those cans
. ...... , ,.

pf soft drink go to help pay, the salary of a state official. Every April :15th workers all over the country filetheir federal income
. -

.i. , ;. , , . .
..

tax to .60 ay officials in the Federal Government. 'The money these different branchei of,governMent collect taei'ay for salarjes
. . 4

and services is called REVENUE.

RELATIONS 4JP TO OCCUPATIONS IN PUBLIC SERVICE

a

Government in the- United States, operates on three levels: -national; state,'"end local: "The federal governnientifi.Washington
'

cannot abolish the states or rearrange.,their boundaries. I,t.can use only ppyver.sthat are. stated or impliethby the COenstitutiori. The

states use powers either reserved to them.or notdenied bytheConsfitution: Local goVernMents are set up and controlled by tHir

191s8tes.
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.
All of the branches, departments, districts, aut orities, and other sub-units inirvernment are-led by individual people.

,.......,. -
. . ,-, V ., , i :

known as directors, department heads, managers or suPervisort. Managers must have general leadership and administrative.
. , . .. -,

- abilities. Managers need special training, educetion,and experience to lead. It is this group of Government Agency Management'

that is reviewed for your information in this particular portion of Careers in Public Service. 1.
t

. 4

THE FEDERAL GOVERNMENT

Some foi'm of goyernment has been around since our earliest times. Governments werecreated to make and enforce rules'

of conduct. The World Book Encyclopedia defines government as "'the process within a group for making and enforcing decisions

that affect human behavior". The Constitution of the United Stites oi America was wrktten to,establish Our form of government.
__ le

The Constitution also spells out the rights and liberties,of the American people.
.

Many people think our government is complica7d. It can be if we do not take the time to see how it-was organized by our

forefathers 200 years ago. Oncetwe study itkbasi organization, it is much easier to,uriderstand; 4

" -

..,
#

# . II .

When, we think of Washington, D. C., almost always think of the President. He, his Caiiiinet,,and his staff are all a partpf

the- federal 'government. So are the other governinent officials working in our nation's capital; however, of the more than.
it . ,

million federal,emplOyees, nine out of ten do.not mirk in Wpshington, They are located in.fowns and cities throughout;tWUnited
, . I 7

States. ForexaMple, Atlanta, Georgialias^ny federal employees working in what -are Calle4il ,Regional Offices. .-
, ,.4'. .

-o ----- ' - \

THE13fIANCHESOF FED .R GOVERNMENT

.
.. ' 1 ' 1

s fr 4

1

What type of work is done by the federal government? The list is very-iOng, bUt tiiname a feviedutiesrour federal government
, 0 . ,

. .1,
.

enforces laws, collects taxes, borrows money, issues patents, controls immigration, naturalizes citizens, builds roads, provides old
---

,
. , .

I

;
4
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-

age assistance, regulates agriculture', makes treaties, pays for an army, and proniotes,peace, health, education and welfare for the.
poor and handicapped. . -

. .
.91P

.

. . k.' ''- . 3
HoW does our government do this? It is a complex job, but our constitution clearly outlines the powers of the government,

f e ,

5,

and makes sure the rights of people are protected. This is done under" the three branches of the federal government. You may_ _ -. . ,

.
_

have-stdied these in your social studies class. Thebranches aLe the Executive Branch, the Legislative Branch, and the Juflici&w
,

.. .,,.

Branch. , . .

v
.

THE EXECUTIVEIRANCH: Contrary to what Many people-believe, The EXECUTIVE BRANCyof the Federal,Government

,is not just the Pre-siBent,cMany departrrient( belong to the EXECUTIVE BRANCH. Different agencies in the EXECUTIVE.
_ .

BRANCH have helped' put men on the moon, builtdams and bridges, protected our country in time of war, brought artisfs from

different countries to the United States, built collegeSand schools, helped farmers in the production of crops.and printed money.
. .

-,\-,t,

"r hi list,could,igo on and'on. The EXECUTIVE liRANCH of our federal governnient jsbroken down into many differen;depart-
, ., 4

ents and independent agencies. The _dep_artrhentSand agencies and somedf their functions arelistedbelow.
___ _ , ,-- ---,

1 _ . I :
( 4119

1
,,.

. ' f_ i
A

1 I

, DEPARTMENT'.OF STATE (Secretary of Statei foreign poljOy*, United Nations affairs,e ,
,

, . ,
, .. -.

..,...
'.';:- , diblomatic corps (ambassadors,rs, consuls; etc.). ' 1

. . .
1

, . .-.

TREASURY pEPARTMENTISecret of te Treasury) 1-- bLidget distribution, tax collection,
-, ., , , , .

coinage and printing of monW, SepretSeOice, and the In ernal-Reiienue Service.,

.

.,.., Federal Prisons, immigration, and naturalization .!
. . . ..

i -

, f-:?1, .' .
DEPARTMENT OF THE INTERIOR (Secretary of th Interior) nation-al. a`, fishloU wild:, ., .... . _.

Aftprotection, geologiai survey, natural resources, m nes, Indian Affairs, flood control (shared,

2-2
..

with the Army Corps ciitngineers :-,Department efenseof ).

10,
DEPARTMENT OF DEFENSE.(Secretary of Defense)

and the Maripe%.

DEPARTMENT,OF JUSTICE (Attorneif'General) -= Fe eral.Sureau Of I nvestipiionVill),,

he Army, the Navy, the Air Force,.



C

4

I

. DEPARTMENT CA AGRICULTURE (Secretari/ of
ti:.,

picuitu`re) it conservation, forestry,
4

plant induStry, animal .indListry,,farm credit, production marketing, rural electrificationfind

,food stamps for the poor. '
(

DEPARTMENT OF COMMERCE (Secretarcrof Commerce) tran'spatation, coast and geodesic

survey, National &had of Standards, National weat,her service.
.

DEPARTMENT OF LABOR, (Secretary of,LabOr) employment-security, wage's and hours, labor
,

statistics, Women's bureau. '
DEPARTMENT OF HEALTH EDUCATIbN AND WELFAR (Secretary of He alth, Education

and W'elfai-e) Public health,-food and drugs, Social Security, vocational rehabilitation, education
zY

and welfare. .

DEPARTMENT OF TRANSPORTATION (Secretary of Traniportatipn) =mass transporiatio)

programs and' Coast. Guard.
.

.,

S.(

9

Among numerous independent agencies are the Action Agency for volunteers, Atomic Energy Commission, Civil AeranaUtics%, -

Board, Environmental Protection Agency, Federal Communications Commission, Veterans AdministratiON I riterstate Commerce
,

, -11

Commission, Maritime Commission, and others, Most of their names explaitk. themselves. The Managers are called adnrlinistrator0' ,
. %. ,4...1=4,:w

and director-% and are responsible for running the departments, bureaus, dividions, brangheS, sections and units that carry out the,-
. .

administration of our nationifl government's executive branch.
,

Administrators (directors Or managers) are in charge of most inde
,,..

pendent agencies. Sorne:egencies (reguiatory) are.under the direction of a committee or persons over which there is the chairman.'_

44i. . , .
: .41 ,. .54rA... a.

JHE LEGISLATIVE' BRANCH: The LEGISLATIVE BRANCH of our federal government is not nearly as big as the executive fr :'
,

_ . .
branch, but it is equally important. It includes our Congress (the House of Rep(esentatives and theSenate) along with`fiveagenoies

,. -
that-perform administrative duties. These agpncies are.the Architect,of the

l Capital, the GenerarAccounting Office, th4 Government, _

Printing,Officethe Library of Congress, and the U. S. Botanical Gardens..w .., r- . .

24
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The LEGISLATIVE BRANCH is responsible for making, repealing, and amending, federal laws. It also determines how we

webe taxed, and appioves the moneythat will be spent by the various agencies in the government. Each state has two'senators.

-The Houseof Representatives has 435 members. Each state has a different number Of members in The House of Representatives

)depending upon the state population.

.,,...J
_ . .

THEUDICIAL BRANCH; The JUDICIAL BRANCH of the.federal government rules oh cases that involve the COnstitution
. . 1-

and federal laws. This is done by the U. S. Suprern. e Court, federal district courts, federal courts of appeal, or federal circuit
-

courts. 0

, .-.
N d

. 0.47--), 74 .

Even though the state and federal court systems are separate, the U. S. Supreme
e
Court is the highest court of our land. All

.: . .. . .

state court systems have a higheststate court, which means the decisions.of that court are thefirtal say within that state. However,
.-.

should the U. S. Supreme Court feel that,thehighest court in a state has made an error (misinterpretation of the U.S. Constitution)

it can change or reVerse the decision of that court. In practice, though, the U. S. Supreme Court has rarely changed the decision

of our states' highest courts, thus making the states' decisions almost always final.

e,

STATE GOVERNMENT

Even though the federal government providesmany services for thepeople, the U. S. Constitution leaves many powers to the

state government. The state governments maintain Jaw and order and endfake-,crimiriai law, -They-protect property rights, super-
.

vise public education, operate welfare programs, operate state parks, and build most highways. State governments also have many
,.. - ,--....

'E-
.,

I
other poWers. -.. - / ',

,. . , ..

vx. ,
, .

The governor is thechilf executive of the state. The governorhas,the "power to appoint some state officieis, He commands

the staternilitii,-grants pardons, prepares the state budget, and,works closely with electeriofficiallik,developing legislation. States
. ,

, .. If i ..1. ,

differ in the title they give the-following men, but most states have a .Lieutehant Goliernor, Secreiaryof Staie,,:ri:easurer, Attoitiey, / 1 , . . ..,

' c' . . . :,,27.

41.
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General, and a Superintendent of Public,Instruction. There are Many departments in, the STATE EXECUTIVE BRANCH. ,Afew,_.

are the.depariments of Agriculture, Labor, Health, Administration, gducation, Publk Works, Natural Resources and HUrnan Re-

sources.
"

States differ in exactly how the LEGISLATIVE BRANCH of thegovernment is made up, but they are basically the-same.

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

or areas within a state. This branch, like the federal equivalent passes laws, levies taxes, and approves money to be spent by the

state government. ,

The State Supreme Court is the highest court in the JUDICIAL

courts within cities and counties such as appellate courts and general

, treatment in the eyes of the law,

444.`> -

Local governments are created by and Jegatly controlled try state government. Even

BRANCH of the state government. There are other local .

trial courts. All serve to see that individuals receive 'fair-

-LOCAL GOVERNMENT

vide police and fire protection, street andtraffic control, health and welfare services; and

community life. The finances for these services come from bath state skid locallta>

-the federal-government;,

p

so, local governments have power to pro-

other services necessary to maintain

I governments alsb receive money from. .

. Local governments are organized in many different ways. Many cities have a mayor and a city council, and softie may, have a_
city manager.

da-
. ,.-

School districts are an important part of local government. We often call a school district a school system. .Approximately. .

one-half of all local gernment units are school districts. School districts may include schools from elementary all the, way up,to

community colleges.

28

. .



Activity 1

c .
. .

Objective: I will check my understanding of the, readinrby completing the self-check.

,

Materials: The previous reading section and the self-check activity.

1

Do noti.wr lie On thii farm.

ACTIVITY

),

is .1
. . ,

1. Coinplete the self-check activity by filling in the blanks With the appropriate terms listed"below, and by- reading
the directions and completing number n ne. ,

4

3.

4.

5.

6.

PP

LOCAL

JUDICIAL.
REPRESENTATIVE ,

STATE

TAX
LEGISLATIVE

. 'CONSfITUTIONA
PUBLIC

FEDERAL

. EXECUTIVE

a

.,,... ,
Governmental PublidService exists at three levels of goVernment. These three levels are:
and? .

--,-

The Government supports or pays for the many activities and services itlides through 'the use of REVENUE or .

. money. iro
The national government is also Called.the level of_government, _
A city official such as the city manager, is ploVee.cif t

Georgia's Attorney.;General is an elated official of the

The branch, of government which is responsible for making,
bran& of govefni:nent: -

he ".levei,of goVernnient.

branch 9f-state government.
.

repealing, and arrmien9ing lawSislolovin:as the:
ThegoVernoi is+the head of the ", i . '':Branch of state goverhnient. L ,

8. The branCh of the G.Overriiiieht which rules,on cases inVolving,,the Constitution*nd.Federal law it-knovvn.as,
the F.ederal,GO'vernment...

ys

I'

"'



SUGGESTIONS FOR THE TEACHER

Activity 1 -,p. 9 .

/
,Materials

,

Be sure to have a sufficient number of copies
of the self-check available for student use. The
answer sheet should be kept in a readily accessible
location.

.

.

,

,
.

.
,

.

-,.,,

. ,

. .

Purpose
.

,

This is a self-check activity. -Its purpose
is to check student recall of some .of.the :4,i

essential infollmation .contained in the reading:

,

... 0

.
.

.

,

.

.

.

y
I

Guidance

Students should be able to complete` this
activity with little or no help. Those students

.

who incorrectly answer a number of the questions
.

should-be instructed 'to review the reading ,section.
.

.

.

r .. ,

.

. .
.

.

.

%.

T.

.1 Modifications or Extensions

1. Allow oral response. .;=,

. ,..

2. Tape theAUgtions', leaving time after each
for student response.

.

. ..

,.

.

6 o
.

.
.

.

.
.. .

.

32 33



1

' I .
1

,
_:. et'

.1 .i. I
9. Place the l'gtt9i`of the following government activities under the appropriate level of go

. been
,

completed as an example.

C.

b.
E.

F.

G.

Printtfig Currency ,

Operate Public Schools
Provide for fire protection
Operate the Armed Forces
Guard the boarders of the country
Pave city streets,
Collict parking meter tolls

Local

-

. State

eimment. The first one has

H. Inspect chickens r ;spd and processed
in the- stal

I. Collect import t xes'
J. Collest sales to -s ,
K. Pass zoning or iansces
L'. Pass and'entor e most criminal laws
M. Rule on issiie involving constitutional rights

Fed = ral

.

rc

3



Activity 2
ti \

4
PUZZLE X10 MORE

(' -v

Objective: I will demonstrate my knowledge of some

basic terms.

Materials: Activity Sheet

1.

ri

a

r

S.

12

tt)

10.

14

5



-SUGGESTIONS FOR THE TEACHER

A

. .
. .

,

-
.Activity 2 --o. 10

.

. Materials

_Students

.

_Students will need a copy of e puzzle in order
to complete this activity. The c%-zle answers should
be kept in a readily accessible location.

_ <

,

,

N

. ,

.
_

. .

.
.

.

.'
.

.
. .

.

. 4
. .

.
.

Purpdse
'

e
. .

(,
-

.

Thisactivity is similar to a self-check
in that it checks students recall of some

.

essential terms. The activity is designed to
be entertaining. . e,

.

.

sp
. : .

.
.

04
.1F

.

: .1

.

4 K
.4. 4

' . .

1.. .

.

-

.

.,
Guidance .

A .

Mo'st students experience very little diffi-
culty ifith'this activity. They enjoy the slight
challenge provided by the activity. They may .

to "time" this'activity. s.

.

. Modifications or Eitensions
.

.

1. For students totally unable to complete an
.activity of this type, allow them to search
for the correct answers in the reading.

.

2. SOme students may wish, to make up similar or .

different types of plizzles using the same
material. / ,

, . ,
. ..

- *

. . }
. .

wish ,

,.

. f, 7

.

r I -,.

*

, _ .

38
_
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c.

AaROSS.-

1. Head of State Executive Branch.

L.

2. Branch of Federal Government Protects our
country in time of war.

.4so

. 3. The Constitution leaves the pOwer to establish
to the states.

A. This Apartment of the Executive...Branch of
government lookp after national parks,
natural 'resources, 1,

5: The D'epartrhentslf State isin charge.of
policy.

This. Department of the2gOeUttive Branch of.
goVernment oversees erniirdifinent security,

%, Wages, statistics.

.,.*', . Made by Legislative Branch.

' .`. , .
. . .,

;

,a 8, The;Department of Agricultdie controts
.,...:___,, prodUction of ..a..,. . .. a

.

"-V,, 'A mayor :413e head'of
i.governrhent.

, .
10. - The President is the headkif the

goveriiment.'

,
How will I know.I've'clooe it correctly? .

{...0411

e.

DOWN

4, The Judicial Branch the laws.
4. Ilk

.

7. . The Branch make laws.

11. A.bo f he Congress.
..),<

12. A part of Judicial Branch.

13. A Branch of Government.
4

14. Prepared by the ,Executive 13ranch,of the
PederalGovernment.

15. Fifty governtnents'of,this type exist in the
United-States.

4.

.
will7suCcessfullY Ciipipletetfie Otiez
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4'2

V

Do not write on this form.

Objective: I will demonstrate a basic knowledge of some interrelationships which exist among governmental agencies.

Material An Encyclopedia, Civics or Government textbooks, the Library card catalogue under "Government", tile sample
interview guide, (see page ), and a resource list of people from which to set up an interview.

ACTIVITY ,

The following article from the newspaper is an example of a local or state government agency working togethei.

with a federal agency. Cooperation among all government agencies is important if the needs of the citizens are to be met.

Another way, in which governments cooperate to. provide service; 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 governnients.

These special funds help finance such state and local projects as highway construction or the improvemen t of educational

Services. Through "grants-in-aid" the Federal Government becomes a partner with the state, Together, they provide

public services that the state-alone could not provide. As the'population increases, more and more public services are

needed.
a

In this activity you will belooking for ways in which government agencies work together at federal, state and

local levels.

POLICE, FBI RAID ALBANY LOTTERY RING

ALBANY (AP). -- City Police and FID agentiliave confiscated lottery paraphernalia and records in raids which an

FBI spokesman said were aimed at breaking up a 35 million-per-year illegal lottery ring centered in Albany.

. No arrests were made in the-raids late Wednesday, authorities said.

. However, evidence gathered at 21 locations including a numbeltof residences, a gaioline station and several

vehicles -- will be "tirrned over to a federal grand jury at which time indictments will be sought", said Jarnes Dunn,

. head of the FBI office in Atlanta.

The 21 search warrants were authorized by SrDistrict Court Judge Wilbur Owens, Jr., in Macon, based on

affidavits alleging the illegal gambling operations were taking place a spokesman for the investigating force said

1,2

43



SUGGESTIONS FOR fHE TEACHER

-

Activity 3 - p. 12
. .

.

Materials
.

.

.

.

To 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
offic is usually willing to give time for this
activi

.

.
. .

,),

. .

. ,

_

,
.

: Purpose

.

This activity tkes 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 already have made appointments with
person in local 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 toconduct a simu-
lated intervfeW-session in class. You will

also want to review standards of conduct while
on

,
an interview.

t

:

Guidance'

,

Students completing this activity will be
exposed to some basic concepts concerning the .

interrelationships among some governmental agencies.
The activity utilizes research and interview as
means ofgathering information.

,
.

.

. .

4
.

.

t

Modifications or Extensions
,

1. Allow students to Wor on this-activity
. as a group. ',,' :'

.
. .

or

.

.

, .

.

44 45
Si 41



Dunn said, "The execution of theWarrahts resulted from several weeks of extensive investigation of an alleged

illegal-lottery operation centered within the citY.of Albany."

About 30 officers frOm the Albany pOlice,department and the FBI' took part in'the raids.

ti

Atlanta Constitution

July 29,19`76
.

1. Read the above newspaper article.

'.2. Go to your library and locate information on the organization of local, state, and federal government. The
resource section will help you know where to begin:. , -

3. Prepare a chart( or charts showing the organization of each level of government (local, state, and federal).
..P

4. Contact ari official of.your local government (See the resources list in the APPSiibrary for some suggested
officials).

S. ;Ask the official if you may arrange a visit to talk about government organization, cooperation among leyels-
of goVernment and the. provision of services-to local citizensthrough grants-in-aid.

6. Complete the attached Interview guide'.

7. Using theattached interview form as a guide, conduct an interview with the local official:

8. Aterter you haVe compfeted
;

the interview, answer the following questions.
,. . 6 o

to provic public' ices toyour community. '. .,.! .. .

a. Name three specs c areas in which the local government and the federal government arepoperating .

,

---.=,.
.

b. What isa."grant-iwaid7? Be specific; give eXample of this from informatiop'you obtain in the
interview. -

c. Do you feel that "grantsln!aid" weaken-o strengthen the'localloyernment? How do you think th e
person you interviewed might resPOnd to this question? Ask the person. hom you interviewed. Also
giveiy our feelings about this question. ,

How'will I know done it correctly? . twill turn in My interview :44 ancithe answers to part 8 to my'
,

teacher. .
_



STUDENTS NAME

INTERVIEW FORM (OPEN INTERVIEW) !.

*At

NAME OF PERSON INTERVIEWED

POSITION AGENCY,

LOCATiON PHONE

DATE OFdrNTERVIEW

WHAT. DOES THIS PERSON DO?

r

SPECIFIC-QUESTIONS

A.

List below five, six, or more specific questions thatyou.fnight ask of the person whom' you are interviewing. These questions,
. . -.

should have to do with specific information needed to complete the activity. Read Over the activity and the "questiohs for thought"
. s.,. .

and be sure that you ask questions which`will help you successfully complete the actiiii4 end the quastions. Beigre you go on the

interview, your teacher Will check over yoUi7questions. . \-.:,.,1r.k" .

6.

-
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1
SUGGESTIONS FOR THE TEACHER

. , .

Activity 4 - p. 15 . .

.

_ .

Materials ,

.

.

Youwill want to have a letter writing guide
available. Be sure toliave a list of resource ,
persons who hate algreedto talk with students.

___
.

.

---N
w

.

. 1 .

. .,

.

,

.

..

Purpose
4

.
,

This activity attempts to guide the student
toward a -basic understanding of ones use of tax
revenue. Students utilize resource persons as
primary'means of information gathering. The
acti'vity also encourages organization of facts
in order to complete a report on,a specific

.

topic.

.
.

. . .
. . ,

. .

.

.-
.

*
.

.
,

c..- , itGuidance , ..,

You will see, as you read through
,

this activity,
that students will need ime ieWhich to complete
the.steps. Iris very mportant.that you'Iplan for
this activity in a e of studentparticfpa-
tion: You1should find out what is being done;in your
community. Contact the mayor, cpUnty manager or
other officials -to find out which projects would
be suitable-for students to research and/or visit.

This activity can be conducted as a group pro?
ject with the letterwriting, telephoning, .research
and display tasks heing evenly distributed among
participants. It will help to $ractice the phone
conversations before the students call. Many students
have difficulty with telephone manners and procedure._

'

.

,

.

Modifications or Extensions

.
,

r
_

.
.

- ,

.
.

.

.

p
.

51
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. Activity 4
I

-
Dp pot write%ory,

.
A. .

Objective: I will demonstrate an aweeness.of the role of the government in improving the quality of life for the citizens of a
community. . .,

.

Materials: List of resource people in APPS. Library, letter writing guide from APPS filesA elephone procedure from telephone
__..

company representative and APPS files. . , .
4, ... ...........,

<

ACTIVITY
. ., , A

. .. , .

The local, state, and federl levels of gOvernment are concerned with improving thepuelity of life for.alleitizens
-..4.

in the communities in which they live. The government uses tax money, or revenue, collected from the citizens to im-
prove the qualityand conditions of life. 4- . -,%. . .

.

When your local government adds to or builds community parks and youth "recreational facilitieuthe.money to do
.

44- ttkcomes from taxes. The government'is able to do a lot for many peopteby:using the tax money coll6cted. WittiPUt
-%. - ' s-

such a tax collection, we would prObably not have community parks, roads, bujtclings, end medicat'social and edu-,It
-.:

cational services. . . . " .1

2

a, ,
..

1. , Write a letter toor teleOhoneone or more of the persons liitOd in thetesources setion. 8xplaiii that -'
you are interested in finding Oth'.what the goVernment (local, state, federal) is doing to impiove,ithe

, .
.} 1'.' . . . - ;41%

quality of life. or the citizenspf your, community. Find outvykktthe goyernment is' doing about
.

recreations( facilities (or better streets and rdad or imProitedlaw enforcemetit;;Or.12etter services!for,

adult handicapped Citizens).-

2.

: = .

.
Ask 'the person whom you contact to send you any informed,

.

available on your topic;

3. Ask theperson WOffrYO,U contact for permission Aivisit.an;imprRVementprqje0 io.thatyoumai.take

is.is optional:)'

-
ortions of sta

pictures 414 improvemept,process orlee:for yourself whatis_fiaPPeriing: AT

Find out how the community iMprovament project is being iioanceitriwhat

-
.

federal monies are being spent); .Ask the contact 0140._
cal-and



et:.',.`;

. While you are waiting for an a e to your letter, go to the library and see what you can find on "grants=

in-aid". Ask your school prindi al how "grants-in-aid" help public schools.

6. Using all the material.you have thered (and the pictures you have taken, if you were able to do step four),

prepare a colorful and descriptive display. Youl- drspJay might be in the form of a bulletin board, table

display, a series of posters, a scrapbobk, or a photographic display. Ydu might label your display "ylithat our

Goiernmeht is Doing About

Title of Project'

.

( 4

How-will l,kn W 4've done it correctly? . . . As I complete-each step of the activity, my teacher will check Off my4,, . ,-..,
',..

successfu c mpletion. My teacher will inspect my letter priOr to mailing: My completedaisplayvitilLserve as thefinat

evaluation for this activity. t` will complete step seven and answer the following question. What area of.public service
.. ,

do you see as an area in which yotwould like-your local government to begin animpiovement program? Write ashort
. , v-: .

statement Oiving_yo,4 reasons why he-improVement is needed andsome wayi in which the' resources of the county
. , I

might be Useci to bring about theinffrOVeMent.' (Some ideas might beilay. care-fOr children of working mdthars, day-.- 0 t`
care for elderly persons, employment training for juvenile offenders'(youihfUl.laW breakiis).

. .

ti
,;

I



GOVERNMENT AGENCY MANAGEMENT

Job Families

.
. --t,

.

This section of reading on jeb families in Government Agency Management is as concerned with
A* , t.

I

the job function as it is with. the jot) family. The management functions cycle of planning,rganizT

ings controlling, add directing is presented. These functions are performed by managers in all job

families. Specific jobjunctions are described for the job families of Government-Agency Manage-

ment. =It is important fg the student to understand that the-larger the agency or branch, the more

. varied will be government agency job titles and functions. Salaries and GS ratings are discussed

briefly. It is a good idea to have someone froM your State Merit System Office come out and explain

01,

56

the merit system, GS rdtings, and Civil Service examinations.

S

,

57
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0

GOVERNMENT AGENalii1ANAGEMENT
.

Job Families -C

When you read about the many jobs to be cjphe by all levels of our government, do y,odwonder who:keeps track of it all?

This section wilt help you dnderstand h6v4government agencies are managed. Government Agency Management is a-Major-.

OccupationaVGroup inthe Pdblic Seryi*Cluster. This.group employs people who are responsiblefor the effective-management

oflocaVslatiand federal government organizations:

76IERE AM I GOING?
;,

I By the,tinie I complete this actrVity,- I Will'ha able to identify the five Government Agallcylk4itilagMent

The major tasks.ofatanaging an agency will be summarized so that be able to recognize what managers 04., itl!owinti
objectiyes and aCtivities will help me reacnthia goal.

HOW WILL POET THERE?*

1. Learn to identify the fiveobiaMilieain Goyainment
Agency Management(aftere4dingthe prepared- ti

information):

Z Be.able to describe-the managers' main tesksitieach
job family.

,3. Review-manager'siesks'andlalaries. , late_,,_ anaige men
'opt one i activit es as ne

Read ypeationat tiographimadjobs in this



A

JOB FAMILtES IN GOVERNMENT AGE4oVfMANAGEMENT .

There are five types of managers in the Government Agency Management Major Occupational Group.

4

,General Manager

Fiscal Manager

Contract Manager

Personal Manager

Pu blic,1 nformation/R el ations Manager

People employed in ,ffiese jobs are responsible for the direction or supervision of local, state, and federal government employees

that do the publicservice jobs you are finding out about in this packet.
.

. , .. . . ,

,Ever.ay, newspapers', television or magazines reporvon the government beginning a new.service, changing a service that,
- ,

is alreadyalready in operatiOn.and doinibusiness as usual. Immunization programs are an ekempl,e*ourgoverninent responding to
i

health hazards with Iplan to protect the citizens: Food stamps are distributed in a tirogram that recently, was revised or changed

to make sure that hose who really need them are the ones receiving :them,socjat Security benefit changes may bi more familiar:.

tech task"or activity requires pla6ng, organizing, and directing. These management actiVities, in governinent agencies are carried
,

.

; ' ._ Ati ' '.
out by manauert.

. r .
,,,,

6

yl ,governineOt'agendiet and whatjs involved.

Managers

Manage

i~ Management

. Cycle-. -. .

... ........... . ,.._ .

rgantztrig,

dOntrailing

pirectingt,

4

" - As you learrk ibout,the many jobs that people have in government public service you may wonder who keeps up' wall what's
.

happeningancr who really knows Why, things are being done. This' nformation should helpitoti take a look at Management in

ro .

6

4



4

WHAT IS GAM?

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

called the GOVERNMENT AGENCY MANAGEMENT Group.' What exactly is Government Agency Manage-

N._4.ment? Well, the size of our government has grown so big that the management of government organizatiohs has

become an occupational field all by itself. The people:Who perform these managemenVunctions belong to the

Government Agency Martagement Group.

All government agencies have different responsibilities. Theseresponsibilities must be managed.

Somebody has to manage personnel, another person must decide who will be promoted, others must

checkout contracts and somebody else must see that the overall program is working right. This is up to

the GOVERNMENT AGENCY MANAGEMENT MOG. It might seem that one person could manage

personnel, promotions, contracts and the total program? Because of the size of government agencies, special managers exist to

handle all the work to be done.

.

p

THE JOB FAMILIES IN GOVERNMENT AGEr4CY MANAGEMENT

Government Agency Management is divided inttive major categoriet. They are General Management, F scal Management,

Contract Management, PersQnnej Manigement, and Public Information and Public Affairs. These.arblailed the Job Families in
,

.GovernmeQt Agency Management.

Withing the last twenty;five years, television has become a household word. Weave now capable of sending men to the moon.
, .

Athletes are running the hundred dash in under ten seconds and pole Vaulters are jumping over 18 feet. These feats are brought

about by new technology and inventions. .Because of this new technology, trends in our life styleare changing and trends in running

government agencies are alswhanging.

62'
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GENERAL MANAGE NT

A GENERAL MANAGER in the Government Agency Management group must direct the activities of a government 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 gobls of the agency so that the work done helps meet these goals.

The Social Sedurity Administration is an agency of the Government. This agency provides retirement, disability or

death benefits for 9 out of 10-working Americans and their(f9rnilies. The SSA also administers the Medicare program. The

manager orthis program in each district and local community must direct the activitiesof all the workers sa that the agency runs

smaothly and efficientrrand serves the public.

FISCAL MANAGEMENT

Workers in the area of-FISCAL MANAGEMENT have a large burden to carry on their shdulders. Public service workers are

supported by public money (taxes) and are thereforeeccountable to the people who support the People want to know where

their money is being spent. In addition to being an honestpolicy, accurate spending and, budge g are necessary to keep the

public happy. Tilte.144114zanagement 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 well as reports "upon

request, telling ho-Van agency is meeting its budget.
;

A major trend in the area of FISCAL. MANAGEMENT is "acCountability7., The/manager is r sporisible lig ever sex

given an agency and accounting for where it is spent. He or she is icaountableto the people for the money: Fiscal management

is simply Securing more and then speqding it properly. Ovet115,000 people are employed in, the area °Qccounting and budgeting

in fiscal management-and 30,000 of these are professional accountants.

CONTRACT MANAGEMENT

Whem,:you make an agreement with someone, either written o verbal, that agreement is called a-contract: Contracts involve

4- two things: making an offerandaccepting an offer. The CONTRACT MANAGEMENT manager cheeks Out all goveirimecontracts06 est



-

The go ernment makes contracts invokingservices, production of goods and materials, jurisdictional agreements, pUrchase and

sale df property, insurance, health, and hundreds of other matters. These contracts can be as small as buying pencils or as large

as purchasing a multi-million dollar supersonic airplane.

..
. Wily government contracts are "put Out to bid". This expression means anybodyclan make an offer to sell a service or

product to the government. The bid system helps keep people in high positions from giving contracts to their friends. Suppose,
., .

.
. ..

. , #
for axample, that the government wants to buy three tractors, The government writes up specifications on the exact vehicle it

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

.
saying, "Here's the money. Give me the tractors" different businesses come ticthem and say, "I'll sell 9ou those tractors for

. . N

$5,000 each". The.business that bids the lowest price wins the ccntract.

0 4,

ro Contract administrators are responsible for insuring that all specifications of contracts are met by the parties involved. They

, must know contract law and government policy concerning contracts. They must knOw about all typei of contracts, the'lliidding

process, and the proper way to make sure that contracts are fair to everybody. '

PERSONNEL MANAGEMENT
1

- 1

sv.

The PERSONNEL MANAGEMENT family is concerned with all people working in the different Personnel
. . ., ,- managers try to keep the:governmenfworker happy. This area is broken. up into two parts: emploSiee relations and personae!

. , ..

administration. .

Employee relations personnel policy is predetermined by Civil Setr:iceligulations in the- FederalGavemment and merit
-

systems in state, -9overnments.
, ., .. . ' ..., i-, ,A

, . .')

Personnel Administrators handle overnmental agency perlonnel action , e.g. hiring, training, andpromotidns. Tim' adminis-

trator must befamiliar with salary. regulations, trainipg:pidcemerit, and maintenance, of employee, records, retirementZand other
_ _ t ,,,,.. ' t

duties that are.impoytant to the.worker. The.personnel anager must be frniliaravvittf.theciyil service systeM And Merit systemi
.. -. ,::. . ...,.

and how-it works antl how people fit into jt. .. .,..t , e-,
,

o

tea:Y'
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.
.

,

r

orld the trerid is toward speci;kz

Public Service Man gement Careers are attraciing more and more qualified personnel

must be familiar with these jobs. Job placement and salary are only two parts 57 his
.1 6

familiarwith environment61-qpnditions, motivation, retraining, human interaction, a

ion. This trend makes the personnel administrator's position very important.

-PUBLIC INFORMATION AND PUBLIC AFFAIRS

One defintion often used was prepared by the California State Departmenrof Education. It, sayS that Public Information,,

into specialized

or her job. The

nd other factors

-
fields. The personnel manager

personnel manager must be
. .

as well.

Managers are "time managers who dttempt to promote and create good will and understanding by deVeloping informationand 4

releasing it.through varimis communicatiOn's media."

g r
The Public Information Manager'sbasic job is to tell thoseoutside government what the agency is doing io the public will.. , ,), ; 4

.1 . i,

respect that agency. Development of public acceptance is the major part of the job. Interpreting the agency to the public so that
1

. , _
,

. . _., . . . .

everyone can understand what it does and see how it helps is the main objective. If the community does not see the agency as

helbful, it will find ways to reduce or eliminate it.
.

, ^ , ^ .
-.. Managers have to be able to find out what the puhlic wants or whatthe pdblic thinks it wants, what thq rublic needs and

-',:.4.-

what the attitudes of the public are. Public I nformationllanagers have to knovv
I

what we think and how we usually.react to'
P 4

I

. . l 0
, . ,' information. ' , If. .

, ....-- .
1

Publicity is a big part of the job. TO gain favorable opinion, managerkplan actifities whigh display the agenCy's efforts:
. /

.4 .
Peoplewith skills inetelling the public abput an agency's work plan conduct public information programs. Those government

` -: ,.. ; ,

, leaders respdnsible for accomplishing the plans for public relations are Called Public I nforma-tion Managers Directors of gificers.-.
, ,

^

- , ,- ,
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- - THF.MANAGEA'AND MAN'AaEMENT F./NCTIONS

. , _ --

i, , c ,
., ,,'! , -,

,'. "-- %.:4'
.

,

.

(- , Mostsovernmen't agency managers have thesame four general kinds of actiyities: 'planning, organizing, Srecting,sand ad-
:i: 68-: . $ v

1
-89 ' ',

ministeating.% accomplishing these four kinds ofmanagenlent tasks, mostmanagers use the techniques or methods of 'motivating
.. . / - .4

S . antr"Cornnrunicating as they are needed.. ,,- ,,, ... ;K.:to. , :

,.. 2 ' , , . ', "..., ','.,,, , -

,
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Planning, The most creative duties are involved irilqoking at what things are like now, and may be like in the future end then ,

.,.,-
conditions.

-.

dectcfMg how to take the mosyeadvantage of thenown The purposes of the agency are important in establishing direction
I

,

and planning.

Deciding hi w to achieve these purposes usually .results in, policies or guides,to acticfn for the agency workers. Plans include

strategies for change and for activities that need to take place..

Organizing. These duties mean

do it. The purpose in to get everyone

and plans change.,

"0-
to work to achieve the plans and to give their best efforts. Organization changes as programs

-.
will be diVided up; wtiO will be responsible far doing what and when they will

Diricting. Operating the plan, in another way of describing what happens as the manager directs the agency efforts. Decyon:

making, andand problem solving areithejobs of the manager as the plenned activities are taking place or if they are not working as

anticipated.

IA: e.

4.

.

EAtilyiNGSaiN GOVERNMENT AG EINQMANAGEMENT

-
. _ , ,.. _. -

Since we have not discussed PAY, this is time to mention it. For the most part, government workersare paid just
. .

like any' private business. The government is not a profit making organization, si it can not offer extra money if a certain,number: - ,

of soles are made'. Many benefits are offered though. Federal government employees are given a rating called G. S. This stands
,

, . - A ,-c
_

' .

foil General Schedule: Your GI Si ratinOsis initially determined by your experience, educaticin and position. YoU might have a ,..

. .

GS-7, GS-11,, or other rating.." fie higher the number of-yotir rating,,themore money you are paid. -
t.

.
. .

. .

. The employee. on a small unit-might be a GS-7 and would earn arckinit.$9;000-$41,000 a year.' A division head GS -13 or
4.

..
GS-14 would be paid between $23,000427*0 a year. A top national administrator would earryabout $38,000 a-year

.

At the state level, governors earn an average of $40,000, higt,i,..st:ote officials between $20,000 and $2,8,000e year, andlirriariage
,

of small departments would earn OroundSf8,00..

70,
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LOcal government salariesvary greatly. Depending on where you live, a school superintendent might earn412:000 or $45,000.
. ,

Salaries for other jobssuch as city-managers, town clerks, and budget officers, will be determined by the location and size of the., ,-, .
-community. .

.

, . .
.1. ,- .: . f 4 I` - ( tr 1 f - g,Very goodinsurance plans, health programs, vacations, study opportunities, and other benefits are available to all government

employees.

' 4

0

GOVERNMENT MANAGEMENT REVIEW
-

t

. _.. . . ......- .

The Government Manager is responsible for working with people, setting goals for the agency, hiring, firing, evaluating, and-
: ,

making theegency's programs auCcess. When managemlipt experts talk, they use words like planning, organizing, directing, and

administrating. In each case the manager has the rei)>;onsiBilitOf seeing that his o( her agency succeeds,
..*

There are as many different typei of managerial positions in the government as there rein yoUr community. What they d

and how they do it depends on their particular job type. The seryice station operator must know abouoil and gasoline and ws

that deal with these prodUcts. The grocery store manager does not have to worry about changing tires, He or she must kno about. -

changing ;neat prices and poisible mgat shortages. In both cases these pedple are managers; however, their knowledge and exp,.
.

..,.
\c .differ. The same is,true of government mana9ers.... .

4 f

It is very 'fficult to walk off the street antbecome a good manager. 'The chance of doing this is slim\Even,tf yoy haye a . ,

. ,

--, .,

,... -4- .... .4x,

college degree, it is7toubtful you will be a manager when you first begin,working with the government. Severalyears' experience

on the job are "ally required. A police chief usuaIR begins as a patrolman and tip man who manages the automobiledealershi
6

quite often began as a salesman. The government employee often earns the opportunity to become a successful manager by the..
work he has done On the way "up the ladder ".

,i

As mentioned,"differentskills are needed in different area of management. It is I dant to remember thatpthe basic perspnal

'/ 2
qualities are the ;erne. The goo na6er is the person whcils,loyab-honeit, reliaiiie, and 'can.wcirk kthand for others.4 '

24
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Singe we are talking about' GOVERNMENT AGENCY MANAGEMENT, here is,a brief review of the types of managers in -,
A: _ f . - 'Fit&

.

each of the job families.
. _

GENERAL MANAGERS look after, the management of all the other agencies They make sure each agency is doing its job

and helcil make chapges when needed.

FISCAL MANAGERS-are those whOare involved in seeing that our money is spent properly in the right place, by the right

people, at the right time.. They control the governmentspooketbook,

CONTRACT MANAGERS study-and approve all contracts that the:government makes. They make sure the government

does notget ripped off.

PERSONNELMANAGE.RSrepommend-hiringa9,d firing...people. They her-idle employee complaints and lopk out far the-.16
_ .

well being of the'eniployees.

.

. PUBLIC INFORMAIJON.MANAGER let us know what's.happenrng. They keep us infofmed on different programs and
'

pOliciesthet are taRing place in tbeiragencies.
.

4.
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Activity :1

Objective: I will learn to identify th 5 job families in Governrne t Agency Management.

,-
GIVE-ME FIVE

Materials: Poster board, 3 x 5 cards, interview guide, D.O.T., Encyclopedia of Careers.

O

Ly

Do no write on this form.

Ar ACTIVITY

There pre three alternatives (optionS) as you complete this activity. The final use of your results is the,same. The last step
.

in each option is to use your results in preparing the Give Me Fivedisplay and successfully placing all facts within the stated time
,..

limit.

Option 1

. A-1. Prepare for 'actual site visits andinterviews with a manager a public service job'..'The interview should include at
. . .. ,_ ,

.orleast one question in each management task of plannin§,.ganizing, directing and controling. The questions.are to, ,
gain one tt in each management activity for each type.,Manager. For example, one question should get an actual
duty,jp Ialiing, another in organizing, a third for directing and thelast in,COntroling from themanager interviewed.
Twenty f cbs or-duties are needed.td complete the display: ..., . .. , ..t

. .,
2. Make appointments and conduct interviews. Record answers on interview form you developed. (see Page 16)

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

. . , ' .

4. Prepare display poster boar on painted cdrdboard with library book pockets and label as in the.illustration..

.,..,, .

,,.
...,-,

5:. Take the stack of 20.fdctson cards'and plate in tlil prOper slot. me limit.should be set for 5 minutes or as
appropriate. When you can successfully place all carcIS in the corre .t pocketwithin the tinnelimit, you have
Completed this activity: .

4 '

Prepare a'code and place on each -card to record an answer key. Furnish answer key to instructoc,&,,6.
:. , ,"

...,,.
,77
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SUGGESTIONS FOR THE TEACHER

activity 1- 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 whIth they collected from interviews.

-8

'Purpose

Through the c pletion of this activity,
students will be ab to collect inforfilation
pertaining to the ma agement function of each-

in Government Agency Management.

'78

Guidance

Th4s-activity is set up to complete through one
of threeoptionN The end result is th same, a
display board on whichtqacts concerning t e-
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. Students can supplement this information
with that obtained from resource material?'
and/or visitors_to the classroom (if any). Be
sure to review the 20 fact cards for accuracy.

Modifications or Extensions

1.' Conduct all options as small group activities.
This allows slower students to learn from
the more able.

\,

79



tion 2

Pockets are
31b":z( 3%"

General
Manager

- Fiscal

Manager
COntAct
Manager

personnel
Manager

Public
Relations
Manager

A

t

0

t

%

0

N ....

Planning.

Organizing

Diredting

-

Controlling

1. Step is same as in option-one (1) with the e:xceptionlif going on a site The.interview will be with visiting

speakers who-come tb your school.

2. All other steps are the same.

Option 3

1. Prepare the twenty facts **ties of -.general managers, fiscarmanaOri, contract-managers Lonneinianagers,
andlppblic relaticOrnanag'erslrom informat 'n this.packet information: availablal .O.terlimdbaateorkialrn. your

school: (You might use the D.O.T.---:rncyclopedi OC,Olipatiorial'
, ,!' ;-

. Delete step 2.

3. All other steps-are the same.'"'

How will I knovverve done it correctly? , . I will COmplete the "Give Me Five''.ylisplay.

A
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Activity .

74

MiED'UP

11)I
ctive: I will describeihe manager's main tasks in each job family.

Materials:

I,
m

This activity page.
I

,,,wierW-0AA'AetereftertrA'AL

Do not write on this form.

L.

4 ,
Fred knows tlrat the five job in gOvernment agency mpnabement take ,we of administratig, budgeting, cpntracting,

e -

staffing, and informing the public for the public service occupations. But/he sometimes gets mixed up.. You should correct his

mistakes by plaOng the best response in the space' provided.

'GENERAL

,FISCAL

CONTRACTS

PERSONNEL . >..

PUBLIC RELATION

6

I

.

Fred thinks General Managers mainly organize recruitment, seleOtiOn-, training'insti other activities.
' 4

Fred said the main woid to use in describing the planning function was implementation. .

O

3 Another thing .Fred wrote in a report was that Ptablic Relations managersintAily_apply accounting principles
to Ifinancial Problems. .

4 .. '' .
. ',. t'

`<, ' ti : = '°-, x , . . .,
,

,-).4-4
. .

4. -' A realty important part of organizing is the reports ttiet.summariie howein, e
'II

objectives (purposes) are being
, . :

met.' . , -- ',._ , h ' t, .1

1 )
3

1
. '

.
2

, 't
f

5. Fred wants .to e a Fiscal manager pecause he will get totell thePubliO about his agency and its rurPoges.
7 l , g

. . :
. i . \ . , L .

-...

.10

. *.cea(
How Wig I knoW I've clone it corn y?: .).: . I will check my answers with the answer sheet. ,.

---. 1,

T.

e
83.
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°SUGGESTIONS FOR .THE TEACHER
911

f

. i
.

.

Activ-i,ty
.

p. '28

.
..

iMaterials -

Students wi11 need copies of two attivity,p s,

Be sure to have the answer sheet in an accessible-
. .

place. . _
v

.

.

,

, i .
.t

, ....' , , e... t , , .

.

. ..,

. .'

.

.

4 .
% 4

s .,

'

.

.

. .4 _
.

, 'Purpose -,

-
. .

-' , - "Mixed apred is an amusing way to check

.
on student rail -of the manager's main task04,..
in each jObJamily: .,

.

...,
,

.

,. . , .. ,.. . .

. .
. .

. .

. . .
e. . .

. -
4

.
.

r

%

.
.

-. 0 . .

.

i

I

.

N

.
.

9,.., Guidance. Al". ..t, 1.

:.,

The only fguidance usually necessary for.th=4"----
activity is to remind some students thatFredlt, ;

,

inoughts as written on the activity page are wrong.
:

, .. .
Modifications or Extensions

--.)

. .
.

,

.

4
: ,

. .

.
.

. ,

.
,.

.
.

, r
. .

,

. .
.

.

1

.

.

.

Theyare to correct them by choosing a- Word-frog) ),

the box to make the statement correct.
-, , .

i

.

.

. . .

. ,
:., -- I,

9 .
.

1, .

v.

.

'-..: A. .

e ;.. .

. 4' c ,,
. . ..
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: SUGGESTIONS FOR THE TEACHER
. .

a
. . 1 . .

,.
.

. , Activity 3 - p. 29 /
. .

.

Ma)terials,,

Students will ,need copies'of,the bingo form'
5o that they can complete this activity. The

answer sheet 'should be Available for the students

to check their work.

t.

.

.

. . -
41 e )

4
..

,

..
.

. ,
. . - ,

..
..

,

f

,

. .

° . Purpose . '..

.
,

u

This activity is a self-check in the forM

of bingo game. Students are asked to recall
specific facts in the area of Government Agency

Management. .

.

fr,

.* .

4
..... .

.
.

.
, ..

. ,

. t... .

. Guidance. !

Students'require little or no monitoring to

complete this'activity. They check their responses'

by.referring to.ap answer sheet, ,
4

.

.

.
,

...

t. 1 ..

,. 4
. .

.. 't
,

. i
qt

-
.

a
. .

_.

Modfi ions Or Extensions

.1. 'Ome students y,wish t6 construct additional

's 'bingo'cards and then play this as regular
,

bingb'with a caller and sever0,, cards. '

1 .

, .1 /
. ,

'1,

, , 4

. .

4
. .

. . 4
.

0 ' -4 , ., a

s - ,.
. .

.
. , ' ' t f.

:., - . - r.

.'4,
4-

4

t r



Activity 3 MANAGEMENT BINGO

Objective: I will review managers, managers' tas salaries.
.

Materials: This activity page.

.c.

41,
s

I I

Do nowrite on this farm.

y

Location-,
and -

Community
Size

'

$7,000
4$17,000 Fiscal

.

,General

. ,

Store

...../ $40,000
4

Number
of

Worker(

.

Balary

.

,.

Public -

Relations

.

Helth
Department

1

--
Rating

,

$ 9,000
$11,000

Contra&
e

,

Personnel
.

Budget

.
. .

.

Court
Services

,

(2% t

ladder
.,

. ,

.

1

a
$25,000

/

.

$15,000 :c
$21,000 -

'9;7-
. .

Department
of

:-.., Human
Resource

,
$33,050

, , . fii

Credit

) t

Political 1

.

...1.

Directing
.

. ,

.
- Governor

,

t

, -
'6

At.otos "

,

O

0

do.
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Find your answers in the Bingo box above and CI RC-LE it. Keep answering questions in any order until you, have five
4,70

circled answers in a line - horizontally, vertically or diagonally. When you finish the Bingo, wour work is finished,

1. The salary of a GS-7 manager.'

*
2. This type of manager lookg afteimanagei.nent of all

other agencies.

3. Goveimment Omplbyee ratingseare-direary.related .

-:

4. is-a government agencylri dur state

government.. .

5. Thistype.of manager iees:therintney-is-spenfrirp-:

-

.

thefalary of-a

12: This type of manage{ hires, fires and gives

promotions to people.

13.. This type of manager keeps us informed on

. what's happening in the agency.
so

14. The a4rage salaryif a governor is

15. Planning, arganizirig, and con-

trolliryg are management activities.

ti-

F
7. _j_ocal gover.p.ment:salariekareffelated to

'8. A.m6iager usuaMiegint.afthe bottbm-and works -his

-way up the

9. oodtof moi.4ger-sto-die.-aria approves

1 4 0VeiOnleriti ,

PI; --A -.toOl.ntion.al adipiniitrafor 'Would

s '

-.You rsayerrirfle*Ot :det94-rflines.
_ .

- ary:

91 4
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GOVERNMENT AGENCY MANAGEMENT

'Qualifications and Employment Prospects

,'There are no- entry-level positions in Government Agency-Management. There are, of course, support

0 .

personnelrwho- work "in all government agencies. These positions, however, -Fall into career clusters

4

'other than.Public Seiwite and are not management positions, Sttlents shouldJunderstand that these
o

o

jobijn Government Agency Management require a college degree, often in areas such as accounting or

business. (here are some jobs available small branch' agencies for persons with associate degrees

. College) but to obtain such a position usually requires on the job experience.
4

O

1,!.... f.' .:..,

*V , A.
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rt, ..1" -!,
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GOVERNMENT AGENCY MANAGEMENT

Ctualifidations and Employmen r6.spects

row, if you are still interested i a posse career in Government A9e Ma

qualifications needed to apply for a job. Even more important may be the quest

part of the packet should help answer some of your questions.

1:

WHERE4W1 I GOING?

completeBrtne time I o this 'investigation 51 will <be able to ianti

agency managements.

agement, you need

"What kind of,an
. )

HOW WILL LGETiHERE?

1. Contrast the qualification requirements necessary

f9t1s in 9overnMent Agency Management.

Orticipate n a field trip.

c.

to be aware of,any special

education do I need?" This

. -

those qualifications thaifere necessary to have a job in

HOW WILL I KNOW< . .

I Witcompleie the Compare and Contrast Activity so

that accurate information is, in each square,
.

f.

will answer a set of qrstions.

4;,..11rowelig

*sr

or



ALIFtCATJONS AND EMPLOYMENT-PROSPECTS

. ,
_

0

The baseball player knows that in order fo be a success he must be able to hig, run, thrown, slide and think. If hedoes,a
,

%
good job at all of these activities, he has a good diance of becoming a major league ball player. A successful must be ablee,

-,--

. t to speak, communicate, create, and be informative. Ifhe or she is able to do all these tliings well he or'she will be recognized and
. .

will advance in 'the field. The same is true in all areas.ofGOVERNMENT AGENCY MANAGEMENT. Manycomb,inations of. , . *r
skjIleand knowledge arelneceisary to be an effective governmental 'Manager:. These skills_differ yvith&the different families.- The

_

best way to'describe qualifications for these fimilies is to look:at eakh one separately.
..

-

. , 4 \ ' ' , . 1*.

In the area of GENERAL MARAGENTNT,it is necessary to have a knowledge of the organization and way if is run.. .,

A scientific, technical, ortadministrative speciality would: be helpful. .
. .

. C

. s.

Top positions such as federal agency directorsoity managers, school superintendents sometimes do not depend upon your
. 4*.P

4- *age, but the amount of experience you have in the area. -
-. ; J

0 a

r 7 7
.7 1 r

No specific educational backgrOund is required. A foUr-Year college degree is required in areas such as public administration,

personnel, and public. information. Most people now working in this field have college degrees in Rublic administration, business

.
9d ministration, or public:relatioris, asivel I as liberal arts.

GENERAL MANAGEMENT 2

* 4
. .

I t is helpful if you have heldpositiOns where you have had to'organize,,plan and initiate.sPedial-prograrni, and are able'to Use
. :. . .

business-skills, both managerial_ and'financiar: The person who-is motivated oiten,gets,tOp pOsititms.ln GENERAL MANAGEMENT,''

You should be knowledgeable' and elSoia leader:in-tette dOininunijy4



,' 4,4,
PISCALMANAGEMENT

_ ..
...

....1.,.
, :. . . . .

----.-
. .

. If you are interested in FISCAL MANAGEMENT, a good educalon is essential. A bachelor's degree in accounting and
, .business administration is usually requhied to begin work in this field. Most governmerrt agencies reqUireAhe public accountant%....

certification for those who deal in the area of accounting and auditing. - .

a.

..-^:,.

In this area educational background is important as well as experience. Many years are usually spent in less complex-jobs

before your progress to a position with supervisory responsibility. OnCe in the supervisory position; interpersonal relations

and a more specialized knowledge of the-operationswe necesPrY-

CONTRACT MANAGEMENT , \, ,,
,

1 -
, Employees,in CONTRACT MANAGEMENT usually have more background experience than those in other families. Don't

I °
be discourageif this is the area you are interested_in since there are Certain jobs available to the new graduate.. /- -

A ColleOdegree is almost a- must in this line of work..-X law degree is preferred for contract negotiations, but other

po$itio'w require business cir liberal art's degrees? lf,youare interested in thiS field, you should enjot contact with the public, be

able to u erstand contractual law, have a knoWledge of contract terminology, have the ability to speak effectively, and be able
.

_ 1
to sense_th aiiitudes,an-d reactions of other's.

..-- . --,
.- t ,- -, .1

PrFISONNEL MANAGEMENT
. - t.

.1
. . PERSONNELMANAGEMENY offers positions for employees of any age Many persOnsante this area from other jobs

.

-; -- . ,. . . ,
. :- .---,-,

`and there'are entry:positons for:employees who are 1,8:or older. . -- ,
...%-

-.-,-,. ,
. ,.,

-In this f,pld you:recruit personnel, handle employee relations, counsel employees and.driployers, explain job requirements,

and perform other activities: This opens thifield to people,of different backgrounds, Many workers hold-degrees in Industrial

.Psychology or Liberal Arts. hi mostcases, a four:year college degree is. required. :"` , . - . . , .
,

.

, - -- - .- s,If ;"u have' experience in another job family you have an advantage if you enter the PERSONNEL MANAGEMENTarea.
.

- ,
...

s - - ,i \ -,-,:.Your knowledge in,that field will understand the problems-that inightiiiie: This experience is in your favor. .
, %

8
.

33
, . . ,
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.
The good personnel manager must be skillful and also haVe the highest concern for the individual employee.

PUBLIC INFORMATION

The PUBLIC INFORMATION family offers jobs to people with varying experience and education. A few jobs are open to

those with high school education and commercial most require a college degree. ThetwOrker in this field might have

newspaper writing, sales work, orpublicspeaking experiences. At.the entry-level the all around high school graduate who has,
taken part in ri.reny extracurricular activities might be employed.

. ___

The PUBLIC INFORMATION in the government is no different than that in civilian firms. Employees must understand
,

advertisingpubkity and research, end be able to expreis their ideas in a way the public can understand. The ability toolanize

is also important. The creative, self-confident person has along career twaiting him or her in the area of PUBLIC INFORMATION,
, ,

4.

-4

9

r (
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I

SUGGESTIONS FOR THE
?
TEACHER

. ,
. Activity 1 - p.,35

,
, Materials ,

.
.

, Be sure to have enough copies of the activity
page available for student use. Students ute _the
MOG packet'and completed activities as information

..
sources. . ., ,

,

,-

,

r .

. .

.
,

,

. .

.
. _.,

.

Purpose ,

. . 1

This is an organ4zing activity. It,prb---.
vides students a framework within which to
place some basic facts about.each job family.

t , , . .. s .

I ,
.

.
. .

.

.

. .
.

. ,

,
. .

. ,
. ....

,

...

.

..

. .

Guidance ,

For each ty e of manager students fill in the
information required under each column: (Education,
Experiencei,Specific Knowledge, Certificates or
Licenses) Encourage students to use the MOG read-
ings; activities and any other resources 'availabl'e

.to fill in the squares: .

-.

.

. ., ,

,
. .

?

4 . .
102 . .

.

,

.

,

t

.

.

Modifications or Extensions

,

-.

,

.
-

« .

,,

. .

, '

.
.

.

.

.

,

.

.

-

-

.

,. .

.

103
,

1

.

i



. ,
Aciivity 1, - k ,

-.,!.r. 4

. ,

Objective: I will use my knowledge Lhave gained from reading ?nd from interviewing managers and teachers to complete this chgri.
, .

. Materials:. This activity page and the information from the readings and activitiresiof the 1010G.

0

Do not write on this itirni.
, .

- / Atn IVO Y ,
1 .0

Manager .` Education' Ex erience Specific. Certificates or Licenses- ,,.. .
r-

-.
_. i :

Sample:
4,

. i
I

. , .
. ,,

I

Knowledge of, t
organization

4 'Plan programs
Businels language

None .

`General

.

Public Adm. .

Business Adm.
publics Relationsc

,__.

. ! Previous Manage-.
mentexperience f-

.
_

t
.

Fiscal- 4

. .

' ) 4' . . .-
' ,.. fir

.

;,
*

. . .

., ---

.

,

- '. .

.

,

'Contract

. .

. I-

.

. - ,
, .

-. .

..,
.

-.
.

.

. .

.

. .

, . . .
.

f.-%, ,.

.

Personnel -

.

. . /'' .
.

-

. c ,

,

,, .

,
.

.
,

-.
4

.

,.

.,
, ,

,
.

Public _

Information, ,

.-
.

- ,
,', .. .

-, .

- .. -
, -

.
t

.

.

,,.
..,..

.._it. .

.
, .

.Steps or Procedures: , -' . .
. * r; -v . . . ...v c

1: .For each type of manager, fill in,the required information_accOding to "Category; ...., .
, .

-....
, 4` t' r a

--'
,

...2.>T4elyst manager row has beep done fotyoU.

How will l'kriow I've done it correctly? . . .- AMU show the completectchart to my,teacher., . _...



Activity.2

Objective:

Materials:
,

COMMON OPTIONS

C ,r)

Do not write on this form.

ti

, . -.

I will explore the qualifications and requirements necessary foi a career in Government Agency Management.
4 r.

ti .

41110t
.

-.,
1

ACTIVITY
,

.,- , . .
Plan a Government Agency Mag.agement seminar. Invite 'three orfour persons in Govirnment Agenc011atragement

positions to attertd your class and their jobs, To prepare for this seminar do the followingthings:
,

,...,- ,.,
seminar

,
t ,. ,At

1. PIgn the seminar with your teacher and other students in this !WOG, .- I
2; Prepare a brief introoractioli for each speaker.' ,'

3: Ask each speaker to,participate in *wand discussiohe of about 1.0 minutest , .
. , . .

IF . .
4. Plan qu6tionstO.aik-and,encourage qUestions from tyre ciask Use the interview guide,on page 16 to help formulate

n

youP questions.
- ,,.

Talk' with several of your teachers about ways in which,thkstibject they teach,ight prepari-stuadents for careers incs" :',- q.1-,.-.. . '
Government Agency Managem4nt Write up a brief report on:several Government Agency 'Management careersshowing ,,.
'how school subjegts which might notbe.uSeful. in a specific job activity' 1.0 .a ..... . . .

4.- " ,, 1,..*?.. ..

L

know'f'vedm3 it correctly?

tkt'

I will participain the seminar.
.

b



%

SUGGESTIONS FOR THE TEACHER

.

Activity 2 - p. 36 .

-

Materials '
,

.
.

: For thiS seminar you will need to have student
copies of the interview1guide, evaluation for'ms

.

and letter writing available.
.

.
. .

.

.

.
41'

' -
.

A

t ,'.

..

4 ,
.

. .

.
.

. Purpose

This activity was designed to provide a
means by which students can obtain some first-
hand knowledge of jobs in eggulatory services.

... -

4. ,
Z

.

c;)
.

'
-

.
.

.i
.

. . .
,,

t
*

.

.
,A.

,

.

'

.

.

Guidance
...

:See instructions for MOG.Fair jn Teacher's,
..

(SManual - IntrOduction to Decision Making.
.

.

.

. .

./ .

> ,

.

.,_ .

.
.

.

.
.

,

c.

I

I .

,

.

,

,

0

Modifications or Extensions

.

.
-------

.

.

,

-.- . . ,

, , I

.

.

/
.4 ..

1

,

.

.

.

A

sr109



S

SUGGESTIONS FOR THE TEACHER

.

\. Activity 3. - p. 37.

.
Materials .

.

You will need enough copies of each set of
field trip questions for each student participating.
in a field trip.

. , ,

,
*

.
_

,

.

.
.

..

.

. .
.

.

.

,

.
Purpose

.
.

/The-Jielktrip questions are included to
heT the teacher select field.trips which will
best meetthe needs of the student participating.
The questions also help the student organize'-
his own thoughts 'concerning thinos he would like
tc see on a Particular'field-trip. The field-
trip.eyaluation questions prOvide the teacher
with feed-batk concerning the students' view
of the value of 'a trip. Additionally, the
evaluation questions enable the student to,
correlate work, work -sitg and worker observation.

.

.

e-
.

.
,

.

-

. Guidante
. ,

' Encourage the students to answer all questions
as openly as possible: Explain the purposes of,
these questions to the.students.

.
. ,.

.

.

%
,- Iti .;

.
. .

,

. .

._

.
,. . . ,.

1 n , . ,

Modifications or Extensions
,

.

_ 7

7.

,

None suggested

... .

.,..-

,
.

,..

...

.

,

. 1111*
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Activity.3

Objective: I will visit sites at which the MOG being studied can be-observed.

4 Materials: Field trip.questions, field trip evaluation form.

,

112

ti

O

- ACTIVITY-

.
Thisactivity is in two parts. Part 1 -- The "Field.. Trlp Questiops" form is to be com eted'before you go

on the field trip planned for this MOG. Part 2. The'"Field Trip ,klialuatibn" form is to b Z-pinpleted after yo
.

reium from the trip.

1. Fill out the "Field trip Questions" toim.

2, Your teacher'will chedk your form. This will help in, planning, the trip so that all o

see some .things of interest. r

3. After.the trip, fill out the "Field Trip Evaluation" form.
. '

a

How will I know I've done it correctly?, . . . I will turn in the field trip forms to my teacher.

.....

r

. ,

1te- .1.
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1. Place to be visited

FIELD TRIP QUESTIONS

2. I Would like to see the following jobs

3. I woul0 like to talk to the folloWing fypes.of workers-

4. I would like to know the following about:

Salary ,

Working Conditions (wh2reworkers work)

Hours

`Educational_Requirements

Skills needed

E4uipment Used (if any)
t

Job mobility (advancerrient)

Things I can do pow to prepare for this job

-44-.;,

What the workert actually do

.1



'g

FIELD TRIP EVALUATION

I

Name

Date of Trip Place

Special job observed f

MOG being studied , _.

. -41k.

1. In general, did You enjoy the visit? Yes No

If no, explain briefly

2. Did the,rip help you better understand the Major_Occuptionat Group which you are studying? Yes No
_

1

Why A _

` 3. a. What jobs in the Major Occupational Group did you see being-performed?

b. Which of ,these jobs, if zny,yould you like to +iaiie?

c. What did'Yoti find out about the requirements for jobs.in theMOG?
'404a ;

10

Wtiat'did you find ogfabout-the kind of woqaduties and type of work) done by people in this MOG?
.

.

4 .1

. Additional 'cornet:104s aboiitthis trip.

5. Write atwo paragra0 deicription of,e typiardaY Of tiivorger.



O

GOVERNMENT AGENCY MANAGEMENT
1

elf-Check, p. 8

1. local, state, gederal

21, tax :

,
I

3.' federal

-,4. local

5. state

6.' legislative' h

7. executive'

8. judicial

9. Local State Federal

B P A

.0 J 0

its

F

G I'

K

.

M

L

-

Answer Key

4

1

I

r'

O

'Activity 2, p. 10

Answer sheet in APPS file.

'Activit 2,

ei-sonnel

administrati 2.

1.

. fisdal - 3.

evaluatin 4._

public relations 5.

Activity 3, p. 29'

Answer sheet in APPS file.

. 119
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