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This “Orientation to Rublic Service” series is ®ne of a set of nine student centered books designed to acquaint high school .

e N - . -

students with basic information concerning careers in pub®ic service. Each book addresses itself to either a major occupational

group in public serwce or an |mportant supplemental area of study necessary to the understandnng of public service. In addmon

to the student centerid maternals found in this book .a teacher’s gulde outl|n|ng how this book can be used in a course settnng \ |

- - Ld
d 5 B . .

has been developed for the potentlal user. I _‘J ~ R 9 .
, . The"O rientation to Public Service'. course Is the firsting series of three courses de\eloped as 3 comprehensive approach to
A vocational sk'l’ll development in Publlc Service for Georgia High Schools While maternals in this cdurse are valuable to the student
v wnthout benef;t of the rema|n|ng two courses in the serres a student would normally enroll in “Preparnng for Publnc Service” anq
the E’ubllc Servnce Communrty Skill Development Program”’ subsequent to the Orientation course. .
As with all curriculum materials and gu|des the inform®tion contained here is a begnnnrng point. In order for this course .
to effectlvely meet the needs of each mdundual student the user must adapt to local and mdrvndual student needs As such | make
- L4
astrong recommendatlon that extensive use of the cu rricutum gu ides be used with the materials. lncluded in these QUIdES isa

wide range of suggestnons for*helprng these materlals meet the local classroom Jteacher’s needs. <

. ’ -
This maternal was prepared by the "Applned Program of Public (‘\ce under a direct grant to Gwinnett County Schools

< from the Gebrgla Stdte Department Offlce for Adult and Vocational Educano'n‘tO'KV‘E‘l—GAVE 1s presently under the dlrectnon .
of Dr. Russell Clark, Assnstant Supel;ntendent for Adult and Vocational Educatlon Programs. .
: . b ln the develdpment of these materials SpECI&]\CODSIderaIlOD should go to Mrs. Melinda Skiles. Her tireless‘efforts in evaluatlng

- these materlals for the|r useability by the classroom student have been invaluable. ’ ( N

: .t ’ : LT ' ﬁ . . >

s C, .. - ) . ¢ Daniel L. Cowart . . .
. . . L . . D . \ .
~ . ST ) Project Coordinatar and Operations Direetdr .

’ mmwmm . ‘ '’ ‘

REY

Tn Wmmwwmu R A DR KA mx‘mwwwmm
< ]
. El{lC‘ . 6 WWWWM#WW» e A AP T ﬁmmwmxe--ﬁm:wmm&mﬁww

b . ] . , -
. 1 , '
L .
AR 4 . . Pl * N




ERIC

Aruntoxt provided by Eic
—_——

~

(S
¢

- Introduction to Regulatory Services

. .t
-
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- 3

Inside this packet.you will find out some thmg§ about why ~the‘govgrnment‘ has certain

. S a
. .

REGULATORY SERVICES AND RECORDS

activities. Yo.u' will see that local, state, and federal govern

»

¥

-

~

>

ments regulate activities. -

, - »

. t

WHERE AM 1 GOING? © . . ‘

able'to give three reasons why regulations are, necessary. .

Fe

*

4 ‘

By the time | finish the activity [ will list 12 products and services which are regulate

-

[

HOW WILL | KNOW .-, .

3.

-

the filmstrip on careers in this MOG.

;\Write tters requesting information in this MOG.

'

| will complete a set of questions on the filmstrip.

| will use the information to complete.activities in this

A
% MOG.
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d by the government. You will also be

& . Tos .
1 will use the informatign as a guide in viewing filmstrip.

’
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Nearly 3 million people are employed by the executiug departments and independent agencnes of the U. S. Government,

K]

over 20,000 of these jobs are in Georgia. Few of the Departments and none of the Agencies existed when America celebrated ) ,

[} ¢ .
. N et
- . its Centennlal 100 years ago. . C . ] . . . '
’ \ 7 J o .

The first of the agenc|gg was created by Congress in 1887 to regulate railroads. At that time it was legal for busnness' to form

. monopolies to reduce competition. Between crties where several railroads had tracks, freight rates were very low as each company
. / ) LS,

- -~

- ~ -
lowered rates to compete. Ongroutes where only one railroad served, rates were very high because the one company could charge
. e ) U , rate . 1 ‘

as much as it wanted and stiil get all of-t_he'b‘usiness. . . - S

€L, * M ! - : G‘
/
. Americans believe in free enterprise, but it became cIear that competmOn was necessary to mabe free enterprise work. The ‘ .

|
N . i
- ICC (Interstate Commerce C mmussuon) was created to set freight rates and to correct the abuses caused by ranIroad rnonopolies . |

.b‘ /\". .

Through the 1920’s, other agencies were created to help enforce laws passed by Congress to maintain competition. Several
of the executive departm'ent {such as the Food and Drug Administration) were given regulatory powers to protect consumers from
unsanitary foods and drugs to assure the qua)rﬂcations of airline pilots and other interstate carriers, to msture accounts of deposntors

A ¢ In banks and savings and Ioan associations; and dozens of other consumer protection functions.
¥ ‘0' - N‘ v
These agent:ies are usually known by their initials, such as F¥C (Federal Trade Commission), USDA (United States Depart- "

. ment of Agriculture) FAA (Rederal Aviation Administ¥ation), and FDIC (Federal Deposntors Insurance Commtssnon) So many ., »

. of.them were created dur|ng the 1930’s that people started calling the gevernment ”Alphabet §oup .
. . £ - ‘ . » > - 4

Most United States government agencies are authorized to regulate interstate commerce only. That {rieans that each state must
have its own bowls of alphabet soup to regulate interstate commerce and to protect consumers from mlsleadlng products and une .

qualified services. Cities and counties also reguIate businesses and professions, usually through licenses and zoning regulatlons.

ld [N

) .. S - .. L. i . ' - :11
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Suppose you had eaten a breakfast of bacon, eggs, and orangecjuice with toast this mor’ning. How many agencies do you

think would have bee\n_ involved? .
3
‘The bacon rhay have come from a hog grown#in lowa and shipped to Kansas as City for process/nng fhe ICC (Interstate ~ , K

: |
Commerce Gommission) would have set the rates ard inspected the safety of the railroad to ship the hog. USDA (LT::F States j
~~y

Department of Agriculture) inspectors would have mspected the processing plant, and regulated the type of package ard infor- |

.
~ Py .

L matlon pnnted on « for the bacon. Icc would have I|censed the truck drer and the truck Wthh brought the bacon to your store

. . . & , .
-/ FDA (Food ug Admlntstratlon) would have inspected the orange juice processor, and regulated the package the processo[
- - -
' could use. If the eggs were produced-in Georgia, state agriculture inspectors would have been involved with their production and
epackaging. . - ‘ ) . : T '
N , - . » - i N

All of the people-working for the contpahles and stores involved would have their working conditions regulated by OSHA
(OccupataonalSafety and Health Admlnlstration) and EEOC (Equal Employm'en.tOpportunity éommission) their labor contracts
. ' regulated by the NLRB (National Labor Relations Board), their wages taxed by IRS (Internal Revenue Servnce) their checks cashed
by a bank nnsured by FDIC {Federal Deposltors |nsuranCe Commission), and their plants l|ghted by*electricity regulated by the &* .
FPC (Federal Power Commlsslon) The workers dr0ve to work in cars licensed by their states and with operators licenses also ob-
) tained from thenr states The corporatnons were also taxed by IRS (Internal Revenue Service), their stocks were sold under reg‘ulatnons
) (, of the SEC (SECUI’IIIES and Excbange COmmISSIOn) and the EPA {Environmental Protective Agency) regulated the envnronmental ‘

umpact of the pIants City and county governments zoned and licensed all of the plgnts: and farmsmvehred

-]
. f v =

. This is not a complete List. {t may not be possnble to make one for all the products and people invojved in such a S|mp|e meal
K
" . P .
as your breakfast. ) . . _ . _ - , -
- 1 : . % N ' ~t '
‘ - .
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, ' . Do not write-on this form.
' 7 ACﬁVitY 1 - ) : . ' - R \
. -~
- . N -7 -
Objective: -1 will viewn introductory program in order to gain an orientation to the. MOG. . A
Materials:  Film on Careers in this MOG, filmstrip viewer. -
AT ’ . . - £ \
. ; : ACTIVITY ' ,
O This activity is designed to help you learn some basic things about careers in this MQG. ’ ' ) )
. N\ _ ) . o
1. GO the the resource®able and select film/cassette set or sets which goes with this MOG. . v
.. 2. After you have prepared thé Auto-Vange for Viewing, read-the Introduction to the Film/Cassette p}ogram ) )
: which will be fbund in the inside ‘pocket of each package. : ‘ ‘ P ) .
3. View the Film/Cassette program. . ,@3." - T e i .
4. Answer the questions for each Film/Cassette program. These questions are included in your workbook, \
v . . 4 « . ——
1 . 5. You may view the program as many times as you wish in order to answer the questions
| ' . . o : ~ . ) - ‘ «
! N . " h \ N - ' !

How will | know |'ve done it correctly? . . . Take your completed answers to your teacher for review.
A ) .

(]

. . . _ - Ly X -
' ‘ . P ‘ 4 “ R i
L] - ‘ — K o -
. . . . . -
. .

-«

e




~

I
1

Actwnty 2 o
i
1

Objective:

- - Do notwrite on 1 Is torm,

-
-

| will add to my resources in this MOG by writing letters reque§tfng information. = _

)

hod -
4

ACTIVITY”

———

In order to complete this activity you will need to do the 'fol»l‘owin,g things:

* -

L] 3 “ 1

1. Go to the resource table and locate the list of lucal agencies . . .o )

o \
2.  From, *t list select an dgency-to write for information about this MOG. ' : )

* 3. From e back of the 2 Vocattonal Biographies you read, select 2 agencies to write for information on this

MOG. .- 4 ) )
> - . N . ‘. o
4.  Following the form in your workbooK’, write a letter to each agency requesting information on this -
. MOG.. = .. » :

5. When you recelve ‘the mformatnon from the agencies, place it.in a folder and keep it with your MOG packet.
" You will be using this information to answer questions and .to prepare dlsplays

* I
. .
.
-
¢ .

A

How Will | Know I've Done it correctly? . . .'I will complete a letter and have my teacher check it for accuracy. |
w’ J1 file the mformatlon which 1 receive and use it in other-activities,

. .
. L.
- . - 4
v , . .
- v
A .
- . . .

A

‘Materials: - Paper, pen, envelope, Vocational Biographies, list of local agencies, and letter writing form({obtain from your teacher).
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’ RE/G'ULATORY SERVICES AND RECORDS

/ ] i Regulatory Agencies Described

‘ .
: /

Inside this packet you will read some descriptions of regulatory agencies. You will find out some things about governr.nen.t

regulatory agencies.

WHERE AM | GOING? . . -

- “

| will be able-to identify at least four federal or state regulatory agencies and describe their-functions.
‘ s
2 ¥

HOW WILL | GET THERE? - - . HOW WILL | KNOW . . .

1, Read the enclosed material. ) ’ * | will complete the Self Che:i;k:

L

2. \, Investigate services and products regulated by C Ol will complete the Products and ‘Regulations Form.
the government. SR e

Identify some agencies and check on their I will complete }He Agency ldentificatiort Form.
activities. - ' . .

-
L)

* Research Information in this MOG. . . . C il prepare or use Job Cards and complete a set of
e . _ questions oni Job Cards. i
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. - | “TREGULATORY AGENCIES .

/4

Congress has given more than 100 federal administrative agencies and offices the authority to write regulations appIy|ng to

pr|vate citizens and businesses. These regulations have the power of law, and influence all of us directly and, mdlrectly

— - s . ‘ . J N
: Many of the departments and agencies are concernedwith regulating bu siness to maintain competitiontanél regulate monopoly. ¢ ‘
. Others protect consumers from unsafe and-unsanitary food and drug products, and from deceptlve advertising. They aIso ensure .
the safety of equipment and the gualifications of operators of aircraft.and passenger carrylng buses and trains. a , ' .
= ] 4,

v e

State agencies regulate the quaI|f|cat|ons of doctors, Iawyers banks, brokers barbers, 9nd all sorts of people and busrnesses
that serve the public directly. They, along with federaI agencnes protect your rlghts tosafety in the products you buy and truthful-

. Ness in the |nformat|on you afe given.about credit, and your right to be heard when you feal you have not been freated fa|rly

s " . R - .

Still other state and federaI aggﬁcnes assist in the day-to- day running of government. They collect taxes ‘take the census gather

, |nformat|on and provnde lnformatlon to the public and to business. . v ' .

- . S 3 ‘ L

Executive d'épartments wh ICh have regulatory functlons are much broader |n responsnbllltnes than the |ndependent agencres

.

~ 4

UsuaIIy regulation is onIy apart of what they do. Somé of themaln departments include the foIIowmg o

. The De@rtment of Agrlcultur e has over 100 000 employees ahd is the second Iargest department The main ]Ob of USDA is to .2
-+~ help farmers with 1nformat|on and training to ranse and market their crops. County extenSIon servnce or cou nty agents work for . '
USDA. About the onIy real reguIatlon is done by the Co‘mmodlty Kxchange Authorlty, WhICh sets rules for trading oncommodlty

.« exchanges. USDA aIso administers the various allotment and quota ‘pregrams congress passes from trme tc! tlme

. The Dega[tment of Commer45 the census and collects and d|str|butes all sorts of business StatIStICS They aIso operate

- . - o

the patent office and the Nafional Weather Service. -

. ’ ] 3 *
— *
) The Department of the Interior pr|mar|Iy operates the N’atlonal Pa\ks and natu9 resources. Smokey the Bear and Woodsy Owl
L " .both work f this de Ament - . .- 0 — . . . . .
C 20 oth work for this depa . . : . L, 21

n"’ v - - s, "
‘ [ nd : - . . .

8" L = .
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Health, Educatlon, and Welfare {HEW is a large and well known department whose main regulatory funct|on is performed.
by the Food and Drug Adm|n|strat|on F DA sets rules for the co&?f cosmetlcs prescrlptlon and rion-prescription drugs o . : |

drug packaging, sanltary standards for processed food, and very < egulations for Iabellng of food and drug products._ ) -

A} A ]

Ih_e_us_ﬂm_llep_amngm_ls the department that could be caIIed the government s law firm. The main job of this department is ‘

to collect evidence (the FBI comes under the Justice Department) and to represent the government in faw suits. Just|ce does reguIate . ‘
SN

-
-

immigration into the country through the ImmlgFatlon and Naturallzatlon Service with agents in foreign countries as well/as the
-United States. - S ) o .. \”

L)
. ) - 4
7ot - ’ [l

The Treasurv Department is the Iargest of the departments in terms  of employees with over 120,000, many of whdm are m—'

Georgia. The best known job of Treasury is the coIIect|on of taxes through the Internal Revenue §e/rv1ce . ’ .

In addition, Treasury also operates the office of Alcohol Tobacco and F|re Arms, The Customs Semce and, most people are

surprlsed to Iearn the U S. Coast Guard. -
- - ‘ ‘o . h V4 \ > 4 .

The Department of Transportatlon is where people are ma|nIy concerned wath the safety of public transportatlon equlpment

and the quaI|f|cat|ons of the pllots engineers, apd dfivers of that equnpment Through the Federal Aviation Admumstratlon c|v1I|an
aircraft of all sorts are certlfled pilots are Ilcensed and air traff|c control stations are operated Alsa within the DOT ‘the Federal
"Highway Admlmsﬂ'atlon supervnses the constructlon of highways, and the Federal Railroad Adm|n|strat|on supervises the high speed

railroad development programs and,the safety of railroads and oil pipeline compahles. : g . -
B INDEPENDENT FEDERAL AGENCIES
- ‘ * 5 ’ .

s . r .
. ’,

These spec|aI|zed agenc|es report directly .to Congress and their nameully describe the jobs’ they do Here is a partial
c 1 -

. . q".\ 1» .

The Atomic Enerqy Commrsslon regulates the c|v|I|an use of atomic energy, such as I|cens|ng nuclear power plants and super-

list:

N

vuslng the|r safety. i - . . n
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. - ¢ &. ¢
. < . » 4 ) , . *
s . The Federal Communications Commission is bést known for its licensing of TV and radio stations and operators. -

a

The Federal Power Commission is the watchdog for wholesale electrlcnty rates (rates charged by electric generatmg compannes

\‘ to local eIectrlc companles) and for‘the transportatlon and rates charged for mtersté‘te shipments of natural ¢ gas . i’

4 \

The Federal Trade Cgmmlssw n originally was created to regulate anticompetitive busnne‘ss practices. Now it is one of the

key agencies charged wnth enforcnng consumer protection laws. ~. .
. \ A . . ’
*

v

. The lnterstate Comme}ce Commission was the first of the |ndependent agencies. lCC regulates the.freight rates of ra|Iroads

r
' truck and-bus lini s, oil plpellnes and water carriers. /
The§Nationa Labor'Relgtions Board supervises union eléctions, and .-egulates labor oractices by unions and management.
7 ‘ N
. - Lhe Securities gnd Exchan ge Commission ensures buyers of .stocks and bonds that they have comp[ete and accurate information
 to make the mvestnment decnsnons and regulatés the business practlces of securltles brokers and deaIers. !
{ . L . ,

' . o . - y e v

o o . * ’. B P 2 e - ) ) ’ * -

FEDERAL AGENCIES AT WORK IN THE STATES.

! L : « 0= :
- ) — ‘.: \ o~ ) . \ K e

A Obviously it is necessary for these agencles to work in the states withdpcal businesses and mdnvnduals 1o get thelr jobs done,

v

A look around Georgla will show where many of the 20,000 plus agency and department emplayees are located. ;

-

The State Bepartment of Agriculture has |nspectors and agents in every county They give farmers and homemakers advise,

help collect crop reporting statlstlcs and check the accuracy of scales and meters in everythlng from your local meat market to the

gas pumps at your local service station. . - e v - ‘
R o d . Lo : . M.
3 . . . \. - t
The Départment of Commerce has weather stations in almost every county. ‘ ; - ‘

! .

" The Interior'department has park rangers in national pasks and at national shrines such as Fort Pulaski near Savannah.
T -~

‘ r
. o«
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_ Health, Education, and Welfare has FDA (Federal Drug Adm|n|strat|on) Inspectors and professronal é'peclallsts throughout

the state. HEW also operates the Socual Security offlces in most counties. .

»

The Justrce Department has |mm|grat|on personneI in most ports (such as Savannah) and |n majér metropolitan areas. They

also operate FBI field offices and d|str|ct attorney officesin major c|t|es . -,
. 4

The, Treasury Department has the IRS (Internal Revenue Servic‘e) at Chamblee and in many counties. There are aIso many

local Of‘%ICES in Alcohol, Tobacco, and Firearms. Customs Service has facilities in ports (such as the docks in Savannah) and the, N

L} -

mtErnatlonaI a|rport in Atlanta. There are also coast guard statjons in Savannah and Brunswick.

a -

"

The [5epartment of Transportation has FAA (Federal Aviation_ Administration) control statiqns at commercial airports, and  *

e . inspectors at aircraft repair facilities such as those operated by the airlines in Atlanta. ‘ - e R

z Offices of the independent agencies are usually found only in the state capital city. . )
: o __\ 4 .
9 . . ] \\ )
o - \ STATE AGENCIES _ ‘
. C . S ' - :
B - States do most of the'licensing of individuals and businesses, .Usually these licenses fall into categories of: hearing arts, design

\ . : ., ' - /.

and construction, business, sanitation, and consumer services. Since there are more than 500 prgfessmnal and vocational associations, B
we will not try to list all of them. Many state agencies do about the same things for intrastate commerce that federal agencies do

a for interstate commerce. We will list some state agencies below that regulate areas not covered by federal agencies at all. Corporations .
" ~ L - N N ! <
" are chartered and regulated by states. |rr Georgia the Secretéry of State is responsible for chartering and regulating corporations.
é - .

Insurance has |ts own state regulating office which licenses msurance companles and their agents hears compla‘mts from con-

' sumers, and sets tmancnal standards for companies which do buslness in Georgia. The types and terms of insurance wh|ch may be , .

*  sold in Georgia are also reguIatéd by the State Insurance Commissioner. ) . N B ’
. N i \

.
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Motor Vehicles are licensed, inspected, and titled by the state, and the operators are also licensed by the state.
L . '

) . . « : - < °
Public Health regulates and,inspects retail food outlets, such as grocery stores, and bakeries, restaurants. The heakth depart-
ment also licenses people who handle food in such places, ingJuding workers in school luncheons. Sanitation is a concern of_the
. health department and they regulate the disposal of garbage in such pIaces as Iand,fulls and sewage treatment pIants This agency

also does on the state level many of the labeling and inspection jobs listed under the USDA and the FDA in mterstate commerce

\ ~

Real Estate brokers and salespeople are licensed by the state. This department also regulates foans on real estate, advertising,

contracts, and leases where fees are charged in advance. . "o ,

-

.

The Public Service Commission in Georgia is elected by the people, and operates an office to regulate the public utilities such

as the Telephone Companies, Electric Utility Companies, and Natural Gas Companies. They must approve all rate incFeases and

P

any changes in fees charged by these companies. ? :

WHO AM 1?7 .

Fill in the blank with the name of a Federal Agéncy or department.

| operate the National Parks, | am . ' .

You might hear from mie if you were a pilot or a highV\ray builder . N

If your electric bill is more than you think is fair, you might call me ¢

1
2
3
4. Unior" members know that | will work for them .
5. On April 15, many people think of the IRS which, is part of me -
6. When most.people think of me, they think of the:FBI, | am the
"7
8
9
0

| make sure that the stocks you buy are safe and the dealers honest
. <
Farmers look to me for crop*and price lnformatron

, Do you think your local radig, station is unfair to some people, call me .
Census workers and weather service workers come under me P

y : A - ' \ -




Ac‘tivi;y 1 . B ' Do not write onfthis form.

L]
SELCCHECK ' - .
.
v * ) 2
Objective: | will check my understanding of the reading by matching regulatory agencies with functions. .
e * . .
‘ . . - .
S - Materials: This self check. . : : N
! ¢ \ ‘ \
? a
) ACTIVITY
. ¥
- Beside each agency listed, place the letter of the alphabet which corresponds to the 'u nction of that agency. t T
e 1. Commerce - a.  The collection of taxes through IRS. .
_-_ 2. Interior b. The Food and Drug Administration is its main regulatory,
- 3. Treasury S function. = ° .
- 4. Justice ° c. Providéginformation' and assistance to farmers.
’ : 5. Transportation ; ‘ . o d. Operates the national parks.
‘ - < . ‘
6. Agriculture o .. e. The FBI comesunder this department, . |
- 7. HEW -7 ‘ f.  Concerned with the safety of public transportation. . M{
' s - T . 9. Operates the2agnt Office and the National Weather \ ‘
‘ A ' Service.
- ‘.
X
. ’ How will | know I've done it correctly? . .“ L vyill check my answers with the answer sheet. ; - ’




¢

Activity 2 a _ . " Do not write on this form,
» . : - ‘ .
Objective:, I will examine regulations on some Food and drug products to see that r,egulatory agencies affect many parts of our
lives. . .
. i : »\_J
Materials: Newspaper advertisement, the filmstrip on é‘gulatory agencies. \ A 1
[ . . \ - . N ]
X N )
L)
- ' ACTIVITY
‘ A )

£
1. Finda newspaper advertisement for a drug, depart ent, or large grocery store. Try to get one with 2 or 3 dozem
items. The weekly “‘specials’ section .of the paper is § good place to look. :

2. Using the *‘Products and R'egulations'.' form, see if you can list the Agency which regulates each product.

E
~

* 3. "Now, list 3 reasons Why you think government regﬂlation of products and services is often necessary, *

I

1 * oy r

“g




W PRODUCTS AND REGULATIONS FOBM
- . - t - . .
~ % ™ -
Regulatory Agency - Wherg Purchased
y 4 . °
" {
L. _ .
3 A
] 2 o ‘
* 3' ' ' ¢ - V L4 - i
" - ‘ r '
X 4 - - ’
, S ~
5. , . : : “
Y ' . ; - . . /
6. - g 1 ) \ loa \
" . 4 - .
v 7. . ) *
& ‘ : ’
8. ) \
° . o . R
9 b : : i
v ' ‘ ( '
, 10. - . * .
. - L & :
11. . . ¥ _ ~ . f
. , ' 1 N . '
. 12. . L. C
. - N P
’ a A ‘ d ~ g
. . How will | know I'vé done it correctly? .. . . | will take-this to my te#éhier for review: .
A X r ig? ) P
i R 5 ~ " b
13 1] N l\ B B
. i z ! : )
. O ‘ . 34 k*\’\ - . § z
- , . R oL .
TS e s L :

.
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&
)
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‘ Activity 3 ) ' - Do not write on this form.

Y

o = . ’ - M ‘
- - i - s . ,
- . .

Obijective: | will use the telepho ne as a resource in identifying at Ieast four federal or state regulatory agencles and descrlbmg
) their basic fun ;,tfons . ) .
e .
Materials:  Telephone white pages, this MOG. .

-—

<+

ACTIVITY

1. Lookin the wh|te pages of the Atlanta Telephone Directory under United States Government and Georgla State

of

I

-

2. List4 ;egulatory agencies shown in your local phone book.

3. Using the attached Agency Information Form, fill in the reques}gd information.

4. Usethe resou rces listed on ‘this actlwty sheet to hélp you answer the questions. The answers W|II not be i in the

") \

. phone book.

I3

5. DO NOT.CALL THE AGENCIES.
—\‘ * \

lad

~

PR

How will | know I've done it correctly? .

‘1
.
»
-
L

~

.

. . 1 will'let my teacher check my work.

‘
B

”

N
e

-~




I AGENCY INFORMATION FORM k : <.
- e

7S

B S
.

Fedef/ai State ' (Circle one)

Age /) - g
» . . . ‘A b s . . ~
.- Location ! -
Work done in these agencies {Check those that apply) ’ &
) Licensing *, ~ Data Collection . * ~ .~ _
. " Inspection — Price Regulation
4 ‘ iS
Examination ___ Advises ‘
-0 Enforcement Collects money - . i
. - .
— ___ Federal State (Circle orie)
- 2 'S
) '- - . < . ) : “ ’ [} ’ 7 e v -
Work dpne in these agencies (Check those that apply) : . . 4
- . 2 ~ . .
Licensing T Data Collection 4 .
o - R ‘ .-
—_ Inspection . Price Regulation - - .
~ : Examination : . ,'Advis}s .
. Enforcement \C ’ Collects money
- . . ‘ e ' ’ . : . ' 'Y
Agency . : N - !} [Federal State  (Circle one)
) . . . . -
Logation - —~
» ! - . - ! B N ~
! N . - e <
= Work dbne in these agencies (Check those that apply) . ! . . i
* - - v
@ . k- . - .
. ’ ) . Licensing Data Collection
Inspection . Price Regulation -
. 7 ' ' Examination N Advises c
i B - - . . ~ »
' - Enforcement " Collects money ' ; 39
\‘1 3 8 ) a ! ‘ 2 ’ ‘ At (
17 : S~ ) .
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Activity 4a _ o " ) ‘ ' Do not write on this form, ‘
. . L S > * OPTIONAL EXTRA CREDIT ACTIVITY'
Objective: | will use available resources to research job titles. - ) st
»
- . Materials: Job Card Box — NOTE: If there is no job card for your job title, do the next activity..
.‘ . - - . 1 ~
R <
) . __ T >
™ ' . - =* ) ACTIVITY- - N
[] , [ . R * - . . »
- . Before you begin this activity, read through the entire a'lctivity so you will know all the things you will be expected
b todo., - T ; . o~ .
' ) 1. Select 2 job titles from yo'ijr MOG to research. ‘ .
2. Go to thejob card box located on the resource table. -
’ 3. .locate the job card for the job you are studying. ' ‘ n
A . ' ‘ :
' \
. ¢ N~ s . . . o
Museum Aide . . t .
. , L,
‘ T , I. Dictionary of Occupational Titles ¢ - ]
~ ., -Pages B .
- - R4 o ’ Il. Occupational Outlook Handbook ) ",
. , ’ \-/ . . - . PageQ?_, ’ ’ -
.. . ' : I1l. Encyglopedia of Careers. ) ;
- - : Pages - Coe ‘ -
‘ [ =L . .- - ST
. . ( ) . . . : ‘ o
) 1 . i Look up and read the material listed under each of the three large reference books located on the referenge table.
o ‘1 They will be listed'on the card like this: . ' L.
"’ s g
'g i o\ I. Dictionary of Occupational Tifl_es ‘ A, :
7 , 40 .o - o Il. Occupational Outlook Handbooks: ’ ' 4'1
EMC s - ' A . I1l. Encyclopedia of Careers

_ : - " 18




L3

4
L

If there is no Iistind for a particular reference book, that méans that there was no reference made to the job in that
book. ‘ )

Now look in the Merit System reference books and locate the job titlefs) you are studying. T
Th¥ Merit System references are listed like this:

[

F

/

State
Job ’title .

¢

28305 (reference
‘ number)

‘ IV. MeritSystem / ) .

There may not be a job title listing in each merit system darectory (State and County) only the Ment systems listed

i " onthe job card are relevant to your jOb title.

-

When using the state of Georgla Merit System reference:

<

EXTRA CREDIT - 3

1. Lo_ok up the job title and, note the number code for that job. Example: Museum aide 30712
2. Look up the number code in the’number\ code notebook. This will give you the job description.

Locate the Audio-Visual material I‘isted on the job card. View one film/cassette program and answer the questions
(see activity No. ). Review the other material.

¢

| ‘ ) .

s

V. AudioVisual - s

Go to the library and find the books listed for your job title. Look over the books and select pne to the checked
out for further study (activity No. ). . ‘ ¢

' Vi.

.
¥ L .

CardCatalog' ' Y

19

43
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. N 0 - . . _‘ '-‘«’: \L
Activity 4b . : Do no‘t write on this form.
M
. ' Objective: " To prepare job cards for the study of an occupation. )
' t
Materials: Blank job cards, the attached instruction sheet. . AN t A

ACTIVITY

1
2.
3.

5.
6.

44

*

Y

o

This activity is to be done when there is no job card for your job title. Read through the entire é tivity so you .
will know all the things you are expected to do. " -

< . .

Separate Instructions:

If there is no job card for the job you are looking for you will need to make a job card.
Get some note cards from your teacher.

Look up your job title in the following booKs: 1. chtlonary of Occupational Titles 2. Occupational Outlook
Handbook 3. Encyclopedia of Careers .

Write on the note cards the job title and the pages the job title appsars on in each book

S

Teacher

. i
Book I
AN

DOT

137

Look up your job title in the Merit System notebooks (Gwinnett County and DeKalb County are in folders).

’

» Job title

~

N
w

%Eg
- " L d

Jpage number

4

List the title and the code number for the five'(5) Merit Sources (all may not be listed), -

’

'




a

o £

7.

8.

7 IV Merit System
GA

Atlanta L
Fulton

' . Gwinnett
: DeKalb

11362

Go to the APPS index file or Audio-Visual material. List the material {if any) relevant to your job famlly Include

i lms, filmstrips, cassettes, ‘and tape recordings.

AV Material
. /

\'}

1
-2

3

"

Check the library card catalog and the APPS library. List the books and there library number on the card.

svd
s

Working'

ED. 742

PR
<

4

4
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Activ.ity 4c ’ : T Do not write on this form.

Objective; To'ahswer questions relating to the job card research. "

-

Materials: Questions ».

-

ACTIVITY

\ .
\ -

.Now that you have investigated some job titles, you should be able to answer some questions. Use fhe information
_ you acquired from the job cards o0’ heIp you answer the questlons Answer one set of questlons for each job title

mvestlgated .
N - Job Card Questions . v ~
v
1. Job title ) . . ,
2. Briefly describe what'a worker with this job tltle does. -

‘3. Whatare the educational requnrements or trainingfor this job?

4. What sorts of experience and, skill would a worker with this job title require? ‘ M -

5. What is the general salary range for this job title. ,,; .

6. " Is thisjob title in a growing fueld one that will provide many job opportumtles? Yes __ =~ No .
Briefly explain your answer, " . '

7. What high school courses (if any) would help you meet the requnrements of this jOb title?

8. Do you think this job will be here ten years from now? Twenty yea’rs? What about in the year 20767
. Briefly explain. . T E

‘ *
9. Would you like to have thisjob? «Yes—— No —_
Briefly explain your answer, .
- ~ } g .
How will 1 know I've done it correctly? . . . | will have my teaclier review my answers. v
» s s ‘
_‘ X | J
M‘ . o)
1 . &!‘M . — s v
) 22 . o . )
» " > .

43.
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. L REGULATORY SERVICES AND RECORDS ¢ oo -

€ -

i, . , )
Job Families in:Regulatory Services . . \

s

Now we are going to look at job families in Regulatory Services. This unit will give us a brief view of the 8 major job families

in Regulatory Services and Records.

WHERE AM | GOING? . E . : ' N .

-
v

By the time | ¢ lete this activity | will be able to identify the 8 major families in Regulatory Services and Records.
QD

.

HOW WILL | GET THERE , ", HOW WILL I'KNOW |, . . BY ,

1.. Read the enclosed material. | will complete the Self Check Activity.

2. ' Identify the job families in Regulatory | will complete the Job Family Form.
-

Services and Records.

=

I - R N

3. Pick out job families and job titlesin a . | will complete “’Lets Have,Fun"”. ) .

puzzle y . .

- ~ - ' . I

4. Host a speaker or speakersé:c_he Regulatory .- | will complete the $eminar activities.

Sennces Sgminar. - -

a L = Rl
» . /‘J
-
e v




MAJOR JOB FAMILIES . : | .

-~ L ™ ) <
s There are eight major job families in the Regulatory Services. In addition to some special and uniqué jobs offered in these
families, most agencies will employ a large number of people in clerical, legal, personnel, and business positions. These positions

will be common to all job families.

In this unit, we wil look briefly at the 8 major families in Regulatory Services and Records.

°
-

4’ . . e . L .
Regulatory Services and Records is a large career field, with many agencies located across the country. Many persons in

-~

N administrative assistant positons are required tqél.unage these agencies. Many of the regufatory agencies conduct management;}
i internship programs to train and develop employees for administrative work. -This work generally leads to positions@s managers

&
in government agencies and these jobs are dealt with in more detail under the Government Agency Management MOG.
ernt g

¥The job families which make up the Regulatory Services and Records MOG include:

' 4 1. Inspection 5. Customs ‘}/ SRS ) :
- 2. Examiner . 6. Immigration
. . "3, Licenser .’ i /7. '»Publjc Records ‘ .
. 4. Census 8., Taxation - - .
- / [N / o c .
- ' ’ ’ ¢ ‘
g ‘ TAXATION JOB FAMILY . )
.2 .
i o ‘ ) - Interna Revenue Service - \f’
, P . . = - 3 - ¥
\ , .

The Internal Revenue Service is operated tnder the Treasury Department, g department of the Executive Branch of the

Federal Government. The IRS has more than 60,000 employees and is by far the largest organization in the Treasury Depart-

\152 ‘ ' : : . v
. ' 24 : s

. i ] ] -

53
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fy The IRS is divided into three separate career fields: i . Q .

54

‘ )

. - . - -
ment. Each year millions of personal and business income tax returns are filed with the IRS in eac’h state. IRS employees are

“stationed in large and-smail offices throughout the Un|ted States. ’ = =

°

.
v
v

a.  Federal Law Enforcement positons include special agents who work in intelligence and in internal security.

.

b.  Accounting includes Internal Revenue Agents, Internal Auditors, Tax Auditors, Accountlng Technicians, and Estate
\ L

Tax Lawyers. L \ .

c. Colgction positions include Revenue Officers, Tax Payer Service Representative, and Revenue Representatives. 1

[}
[

The regional or local IRS Centers employ Tax Examiners, Dat)Transcribers and Tax Specialist Clerks. In Georgla two o

entry level pos\ﬁrons eX|st inTaxation. They are Revenue Enforcement Officer and Revenue Special Agent. These entry IeveI -
t

positions are a part of the collections career field. ' . .
. N - - QJ * - i ‘ i
a - 7 ' R . '
: : / : ' - S /
. ?_, - " . Cor B
© ™= THE {NSPECTION JOB FAMILY . L D ¢
1 - oy X
- ' T 4 Palk'l .
. ' -’ ! \ )
The Irispection Job Family includes three job titles: ' E . . o
a. Food and Drug Inspector , R ¢ : - ]/
‘ _ b.  Dairy-Foods Inspector , ) : ~ * ‘ ) )
i . . . M - ‘ ’ ~ .
. c. Buildin =
. , Q'Inspector , ’ .- ‘ .
Obvnously there are many other titles for inspectors. When we th|nk bagto the first two unlts of this MOG we can remem- -
ber all of the many goods and serwces regulated by the government I‘n order fo ensure quallty in goods and ‘fairness in serviges ) .
rendered, the government |nspectors must check to see |f prdducers merchants and those who give serwce are performing upto ) N
set government standards. , o ~ y 4
= ‘ w ’ ’ B ! N f/ - i k) ' - .
S ’ ; P ¢

) <

1
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-
*
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g

v It may at times seem that there are more jobs than work to be done! But everytime youJ ride an elevator,.cross a bridge or

\d
-eat in a restaurant, remember th%overnment building and safety requirements saw to it that you remained safe and healthy. ‘
.\
Pl " 4
THE EXAMINATION JOB FAMILY & ‘e
“ 0 x The Examination Job Family includes the job titles of: -« !
- a. Insurance Examiner - e. Clajfis Examiner - !
- - _ . : . ¢ -
- , b. Bank Examiner ] . f. Hearing Examiner ° - . .
¢. Corporation Examiner ) * g Labor-Management Examiner
: d. Drivers License Examiner - ° - h. Bank and Savings and Loan Examiner g
\ - Help! What'is an examlﬂ'Er and what |s an lnspector? You have a right to be confused On the previous pages we discussed oo
: inspectors. Generally speaking we can say that inspectors check the quahty of goods and services produced for human consump-
tion use, or habitation (living). Examiners, on the other hand,.usually check on busmesses or other agencnes which perform a '
) service or issue licenses to the pubhc Do you understand now? ‘ o ) - e
f & , , . ! I s ;e

Insurance comparties are examined regularly to make sure that the moneB they receive.from the people who buy policies is . ‘
being used correctly. Most of us are or soon will be familiar with the Driver’s License Examiner The person with this job title * |
exammes“r‘equests for I|censes and recommends thata I|cense efther be tssued or not issued. We wnII learn more about examlners

L b

in the next unit of this MOG ' ’ . . . . >

) . LICENSER JOB FAMILY . : ' ,

.
o - - '
¢ - b ‘e 4 .

» . % - - § s

v, s N N . A
. What? Another job, farhily like Examiner and Inspector| Yes, but the following information should help clear up any,
f confusion.  -__ - . A ‘ ) . . ey

wt .
‘dter € R
— . i 1«4'?;\ . . . .
B . ~“~ . .
. b . g 4 . . !
o N
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'

The Licenser Job FamanﬁEs as its major responslblllty the issuing of I|censes to people and businésses. Everyone who
operates a business must have a Ilcense and many of the people who work in busmesses must have a license. The beauty shop .
owner has a business license to operate the shop. Each halrstyllst |n thé shop has a license issued by the State Cosmetology

Board. People who' work in the Licenser Job Family generally. work for %ﬁe agency such as the State Cosmetology Board.

> @

- - Still confused? It may be helpful to think of a licenser as one who issues licgnsss upon proof of completion of all re-

.

. " quirements for the license. An examiner is one who tests the qualifications to receive or keep the license. .An inspector checks

to see that stated requirements and standards are r%ally what they'are said to be.- * .

v

° ' Wﬁ
CENSUS JOB FAMILY

“

. ) . s
N . - “an

A census is a survey conducted by the government to gathe} information about the country, people, and products. When _

most of us hear the word census we think of the population census which is conducted every ten years, although this may change

to every five years in the future.

The U. S. Bureau of. Census regularly conducts censuses of agriculture, business, construction, governments, housing, manu-

SEERN facturers, miperal industries, population, and transportation

. n Cenducting a census requires quite a lot of planmng The Census Bureau f|rst decides s‘what topics to survey and what
4 ™ ~ <
questions to ask. Then it surveys people to collect information. Next ir processes the information and dlsplays the results. Then
. </, .
o the information is made available to pthgr agencies #d to the pm. A census worker m|ght do any of a number of duties

surrounding a survey, from deciding what questions to ask to setting up a computer to tabulate the answers to the questions. The

Census Taker is usually the entry level job into the. fiefd. L v . .
! h .o ) : ’ . ¢ - ' !
o . : - | S | .
v e CUSTOMS SERVICE JOB FAMILY . .
‘ A ’

]
Customs Inspectors Customs Aide and Import Specialigts are the major job titles in the Customs Service Job Famnly The

Customs Inspector and Customs Aide are the government’ s front line protectlon against'smuggling and the illegal entry or exnt

! . . - %
»
. a

9‘58 - '.‘ e et - ‘ . 59
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of goods. Import SpeC|aI|sts examine import entry papers and determine the unit value of merchandrse Customs Agents work

with other Treasury agents to enforce laws dealing with the import and export of goods between cou ntrres states and on the

high seas. Customs Inspectors are often the ones to tip off local law enforcement ezl/ficers of suspected drug‘shipments. Customs

Officers are often the first to greet returning tourists who might be trying to bring home some iHegaI souvenirs!

-

: IMMIGRATION AND NATURALIZATION SERVICE JOB FAMILY

Job titles in the Immigration and Natura!ization Service Job Family include the following:

-

N a. Border Patrol Agent ' ' S s,

~ [

b. Immigration Inspector

c. Immigration Investigator

&

The Immigration and.Naturalization Service is a part of the Department of Justice of the U. S. Government.

For thousands of years, people have moved from one country or region to another. The Immlgratron and Naturalization

Setvice of the u. . Government regulates the entrance of non-citizens into the Unifed States. The lmmlgratron and Natu ral”

&
+ ization Service gives.advice to non-citizens who wish to become U. S. citizens. It does this by providing books, help with filling

out forr#s,'and by recommending qualified non-citizens (aliens) for citizenship.

The Border Patrol is an enforcement agency within the Immigration and Naturalization Service. Its main purpose is to

prevent the unlawful entry of aliens into the United States. ‘

The next unit will give you more information about the things people employed in Regulatory Services and Records
'actually do "It Wl|| aISfr *téll you some thmgs about how people quatify for these jobs. Some require a lot of study and training,

whrle others can be entered from high school W|th 'on-the-job training provrded Interested7 Read on,

. - * »

1 o

P 3 5
? * . . £
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Lets play a short game to help you remember thes¢ names and duties.

i

Fill in the blanks with the name of a Regulatory Services and Records job family and read the heavily underlined letter to

find a word which means so?éone who looks at thingsclosely,_ _ _ _ _ __ _ :
1. Counts the population ~_ _ _ _ _ \\
2. Checks on businesses or other agencies which perfogmn a service or issue licenses. _ _ _ _ ___ ac-- ,

. 3. ThelRSisapart. _ ____ ___ 4 o

- W —
4. Protect against smuggling and illegal entry or exitof goods. _ _ _ _ _ _ _ ’

- 5. Checks on persons entering the country. ~_ _ ___ _ _ __ _
6. Issues licenses fo qualified persons. _ _ _ _ _ _ _ _ i
Checks on standards of products and services. _ _ _ _ __ _ ___ .
8. Keep records such as births, death, marriages. _ _ _ > _ "~ a
M
[y : - .
A i -
‘ ‘ « ] ¢ .
. v : s ' ™ ,
. —_— ’ ‘
62 | : ) : 63 -
Q - ) / ’ ! “ ' )
: S~ . - :
ERIC 29 C . e ,
- . <
. N ;
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Activity 1 r

SELF CHECK
Objective: | will check my understanding of the reading.
Skills: Matching «
Concept: The‘(unction of agencies
Level: Knowledge . br

Beside each job family listed, place the letter of the alphab&&which correspor%s to the function of that job family.

? t

—no 1. Taxation ; N “a. - lnsure quality in goods and farmers in services .
. “ v .
P given.
—_ 2. Immigration . — @
3. Census . . b. Check on businesses or agencies which perform a
. service, or issue licenses to the public
—w 4. Customs .
) . c. Issue licenses upon proof of completion of require-
—— 5. Licenser . o
. ments for the license.
——— 6. Inspection .
P . d. Conduct surveys \
—. 7. Examiner o . .
© o~ e Enforce laws dealing with the import and export
- of goods between countr\fés and states
. - ,
, f.  Regulate the entrance of non-citizeng into the U. S.
) 3 ‘g.  The IRS»
/ B
4 : ;‘
. , s
How wif[l}l know I've done it correctly? . . . | will check fm’/ answers with the answer sheet.
! S . . . . OF
4 } - ,
A - i.\
30
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. Activiif2 « -

a -

Do not write on this form.

L . v
Objective: | will identify the eight job families of Regulatory Services and Records.
Materials:  This activity sheet. The reading in this MOG.
~ o‘l -
) ACTWITY -
. S
R .=
. 1. From the list below, identify the eight job families oreregulatory services and records. Place an (X) in the space
. " next to the space next to the job family. \ °
oPlanning Taxation "
« Inspection Conservation
Assistance : Acquisitions
. Census * . Examination '
« Rehabilitafion o . Corrections
] > Public Records Licenser
! Enforcement - Immigration .
T ' Customs " T,
- 2 List8 typical job titles found in Regulatory Services and Records,
1. /7 ' ° 5.
7
2. / . 6.
3. 7.
N 4, . . 8
P - *3.- Using the enclosed Job Family #orm{ fill inmthe.information for each job you listed in Step 2. .
. E‘{ s
- - ¢ ) “ a' ° o
" How will | knowTvé done it correctly? . . . 1 wili take it to my teacher for review. ’
- ' - -, . ’a \ “f' 5

Qe
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S JOB FAMILY FORM S % )
‘\ . \ . ) .
e Job . i Family : : )
Duties and Fu'nctions: ‘ N '

¢

JOB FAMILY FORM ~ \

Job Family

Duties and Functions: o : .

3 . Y 4 A Y
t : JOB FAMILY FORM ‘
» - . / l \‘. ) R <
. Job ' . . Family . . .

Y 4

Duties and Functions: ‘ : : _ —




. ey JOB FAMILY FORM
® 3

Family

‘ : X,V‘r‘_'\ '
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R : 2 ¢ JOB FAMILY FORM
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. % - A ~
., Job : - ‘. . Family .
. . . - L - has . :‘ P ) e ‘
. Duties and Functions: M _ )
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R - . JOB FAMILY FORM »
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iy A . - ¢ .
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‘ Job . ‘ Family
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. Duties and Functions:, Y C e -
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Materials: , This activity and a pencil.

-

> .

3

;Objective: | will complete the “Lets Have Fun' activity to help me remember the names o

E

. k4
LET'S HAVE SOME FUN

f jobs in,Regulatory Services.
L

Yoy

3

. ACTIVITY

-
] of the job titles as you can find. . =

- ~
.

Job Titles Include: . o .

J Special Agent
Tax Examiner, , ,”

Buil

ing Inspector - :

Border Patrol Agent (this o}we has heen done
for you)
Ca s Inspector

«Clerk Typist T~

.

.

The titles of the e.i'ght (8} job families and twelvg (12) jobs in Regulatory Services_and Records are in the

.
Tax Auditor

Accountant

Import Specialist

Immigration Inspector \
Clerks .

Claims Examiner

-

: e e L
' How will | know V've done it correctly? . . . | will check my answers with the answer shget.
. -~ . Q e . " .

.
' »

Puzzle. They may be read forward, backward, up, down or on a diagonal. Circle the eight job families and as many







Do not write on this\form.

Activity 4 ¥ . )
H .
s .
Objective: To prepare for and conduct a seminar.
- 1
Materials: Outline of'APPS seminar, interview guide, evalqation form and letter form.
5 v G v
2 '\ .
— =
. \ ACTIVITY
)y T R .
1., Read over the outline of the APRS Seminar attached to this activity.
2. Prepare an introduction of the speaker or speakerst In ordei*To do this, you‘will need to obtain inform\ation about
the speaker or speakers from your teacher _
_Find out the follé/wng things: ‘
a. Name,
. . ¢
b. Titleofs e/akers job, a ‘
c. Where speaker works L Z £
,d.  Briefly, what Speeker does
3. Using the attached Interwew gmde prepare a series of questions to be asked of the speaker during the questlon "
‘and answer period. .
17 4" Al student questions will be put together and the best ones will be chosen by your teacher to send to the speaker .
before he arrives. )
5. You will also be allowed to ask spontaneous questions (those not on the questions list) during the question and
ﬁ answer period. ) D ‘
6. After the seminar, each sthdent in the MOG will write a note of thanks to the speaker or speakers. Use the letter
form to guide you in.your writing. . oo .
7. Fill out the student Evaluation Form. ) e
) ' \ . ' .
K4
- - . ©
36 )

77
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-

Outline of APPS Seminars .
* 8
The purpose of these seminars is to allow APPS students an opportumty to learn about a partacular;ob family from
a person employed in the field. . it

I.  Introduction of the Speaker .
a. A student working in the MOG will be desngnated by the teacher to introduce the speaker
b‘.‘ All students in the MOG Wl|| prepare an introduction. These introductions will be combined and used by
the student making the mtroductloﬂgf the speaker.

Il.  Speakers Presentation
%

LY

1. Question and Answer Period
a.  All students in the MOG will prepare a series of questions for the speaker.
b. The student who introduces the speaker is the moderator for the question and answer period.

IV. Social Period r

The students in the MOG will be responsible for a 20 minute informal period in which students can talk with
the speaker. '

"

V. Evaluation
~a.  The speaker will be asked to fill out the Resource Speaker Program Evaluation Form.
. b... Each student will be asked to fill out a student evaluation form.

V1. Note of Thanks

a. Each student in the MOG will write a brief note of thanks to the speaker.
b.  Use the attached letter as a guide to writing your note.

[ER N
.\
%




. /
> . Student Evaluation
-~
“‘ . ’
¥ On the following quéstions circle the number on the scale from one to five that best indicates your feelings on that question.
L ] . .
\ Just acceptable Very worthwhile, .
1. Value of the experience of having the speaker come into the class. - 1. 2" 3 4 5 .
— - i ’ Uninteresting ' Very interesting
_2. Did you find this speaker to be interesting? ’ . 1 2 3 4 5 .
- PO & -
.. Slight appeal - Strong appeal
. 3. Could you personally relate to the speaker? 1 J2 3 4 5
- Learned little } . / Learned Much )
4. Did you learn from this speaker? 1 .2 3 4 5 ,
. v 4
5. Did this experience create a favorable impression‘for further _ Little influence Much influence
(. job investigation? ' 1 2 3 4 5
- v .Missed the point of questions answered questions to the point
6. Did the speaker answer t.b_t_e questions designed for the seminar? 1 2 3\ 4 °5 .
7. Did the speaker present the material iR a way so you could | Not clear
understand it? . . . 1. 2 3 4
Dissatisfied Safisfied
8. Did he answer the questions to your satisfaction? 1 . 2 3 4 - 5
T L " Poorly qualified Well qualified
9. Did you feel the speaker was well qualified in his actual training? 1 2 3 4 5
,-"i - - ’ - LY
> ] Pworly related + ) Strongly related
10. Do you think he related well to the class? ~ < 1 .2 3 a4 5 ]
~ e .~ . Slight recommendation Stronly recommednation -
o} O 11. Would you rjfcommend having the speaker return to other APPS classes? 1 2 . 3 4 5 e
N B ) " ’ : T l
Q ’ 12. Did the speaker answer the questions asked by‘ﬂ{class durjng Missed point of questions  Answered question to poif?t
EMC general discussions. . 1 2 3., ' 4 5 . .
7 v = 4 r - o ' .
- : ) ! = \ ./ 38 \ . ‘




‘ . Interview Guide - Resoutce Sp‘eak‘er
. } ’ '
’ 1. Name . - i
TN sob Title - ' e
: 3. MOG ' -
c:t. What are the basic educational requirements neéessary for jobs in this MOG?
\ > = .
. 5. What is the speakers educational backgr‘ound? ’
W ‘6. What jobs are available to a high school graduate? ‘ >
- 7. How long has the speaker held this job? ' L
o - 8. What job did the speaker hold before this?_ i . S
9.  What does the speaker.like best about this job?
10.  What does the speaker like least about this job?
”:& R 11~/ér.gparé 5-6'more questions which you would like to ask the speaker.

2
3
4.
5
6

1.
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’ ) . - - . ..
. REGULATORY SERVICES AND RECORDS. N ” p
. / .
. . Duties of Workers E ‘ \ e
\
. - L 1 « i . . N -
. . There certainly are a lot of jobs in Regulatory Services and Records! What do all of these people do? This packet will help ‘
Qou find out some thi(qs done by persons who work in Regulatory Services and Records. , . y g ") N .
- ] * - v
* "
. 5 B .
“ . . WHERE AM | GOING? ' )
- - ’ T . - ’ A ‘ .
; ’ ) . . L
. By, the time | complete this activity | will be able to identify the b_asic'duti'esbf at least one jobgitle in each job family of
° . Regulatory Services and Records. * . ) A . % )
v ' | ; T S : N . ’
’ ' . . ) vl
' HOW WILL | GET-THERE? ~ A T HOW WILL | KNOW . . .
PR 1. -Read the enclosed material. ~ : . : I will complete a Vocational Biography a%ivity.
N -, . h v i ‘ . . .
2. Participate in a field-trip-to observe some | will prepare for and evaluate a field trip.
‘ ., . workersin thisMOG. ' BN
' 1 4 ’ " % ’ )
* - \/ , > . ' 1
i . r. ' [) ' ! ’ ) ’i




: . , ‘ .\ - b », 7 b
. ) DUTIES AND REQUIREMENTS.N REGUL&'ORY SERVICES AND,RECORDS

Y

. ) . ' .
. . ‘—j N . Taxation Job Family ,- - .

- . %

The Un|ted States Government collects about $192 billion a year from internal revenue. The IRS is a part of the Treasury
Department and employs more than one-half of the persons who work for the Department The IRS has its headquarters in* i

*  Washington, D.C. In addltlon, there aré seven regional offices and 58 district offices.

Internal®Revenue Service workers have four main jobs: ) ( .
1. To assist taxpayerss  _
¢ ¢ : Al ) . )
{2, Toexamine tax returns . . .
» < . . . 1 N IS . . . -
' 3 3. Tocollect taxes o . . . : ’ :
@ . » . .
. .4) To find out about tax‘evaders S s
. . 4 o - - . .~ AN ' » ’ ¢
s, Let’s look at some of the duties performed by workers in the Taxation Job Family. .
b . * ’ e :
‘ L Tax Specualnsts internal Hevedwe Service — IRS employees conduct mvesttgatlons/%cg\ssure an equitable tax system, and
enforce Iaws ?galnst those who wolld cheat the government Revenue officers call on all t,pes of taxpayers, examine records; . .
obtaln and analyze information regardlng busmess 5|tuat|ons and negotlate arrangements ta satisfy taxpayer’obligations. ‘
AN | N ’e . N
! lnternal Revenue Agents — examine and audit accou r?tlng books and records to determ|ne correct federal tax liabilities. - .
, '/ 3\ . N B | . ' .
Office of lhtematnonal OperatxonMue Servnce Reggg tatnve —A very. experlenced revenue agent may also serve at;road{i -
_in the Office of Internatnonal Operations as a Revenue Servnce Reprewntatl . He'may serve asan assistant, on temporary rotanon
. « . sy i - .
: assngnments of four or snx months, auditing, examining, and |nvest|gatmg f elghwentltles tndnvnduals and corporatlons"operatlng
E Q\mthln the Unlted States He determ|nes sources(of taxable income (forelgh nd domestrc) “under existing Iaws treat|es and ruI|ngs
) .
8 6 ~ He conducts field examlnatlon throughout the United States and forem%ountrles, and may be assigned for as long as six months to P

/ . .
! - PR} ..
N ’ . > . Aot ‘e o
,




< A

temporary duties at established foreign posts to,assist in bringing peak loads under control. He may also conduct apprepriate

investigations and’gather evidence for possible use in criminal or civil prosecutians with international aspects.

N X
~
° . . . \3‘“ ! : °
Sgeci%Agents in the IRS Investigate tax fraud and other related criminal violations. They document, evaluate, and organize
evidence, and report on their findings. ' ) ' .- . .
14 > i -
<\ ’ Internal Auditors work with the inspection service inside |RS, and evaluate the service operations. The Internal Revenue -
. * ~¢ o )
Agent audl{s the case, whereas the-Internal Auditor audits the performance of that duty. ' e _
- ) Tax Auditors contact taxpavers to identify and explain tfiijues and determine correct tax liabilities. ‘Job titles in the
auditor category |ncIud%the following: ] : B . . .
| : - N U
Accounting Technicians are junior accou ntants who perforfn the.clerical part of accounting in the I NS

Service Centers and sometimes assist the accountants in less professional work.
- 43

Estate Tax Attorneys make field examinations, of federal estate and gift returns. They determine the value,

ownership of interests, and taxability of estates and gifts. ) M

, ’ '. . " - -
Collection Revenue Officers colléct the delinquent taxes in a professional manner, with the power to seize

7 ) ) . .
property. They are assisted by Revenue Repredentatives who'ogcupy a junior position in the field of col:

lection. In addition tg assisting witb the collection of delinquent taxes, they also advise and assist the public

on questions of collection.

v -
. .
“ ’ /

Admlmstratlve Specialists have dutnes ranglng from recruitment, empjoyee development and budget L !
e , oo .
formulation to direct contacts with |nformat|on medna : . _ .
Other posntlons with the IRS include Tax Law Specnzﬂlst Estate Tax Exammer and Competent Authority ‘
Analyst. ‘ : . B : - C e {
L4 . ’ * - o » )
. ) » ' v . - . .
. ' «Tax Specialist at State Leel Lo ~ . . . S :
i lp\ '., 4 * . . N . o
" Tax Examiners at the state level @ amine incoming tax returns, propose adqitioﬁal assessments, and make ~ y

K : reftx:nds where proper.’ . - ) e . _ . . :
. - 88 o ' . ST a3 : AR ‘ 83
O : : A . o - x - " .
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&

Auditors also work for the State Reveriue Agencies. They assist in field audits of individyals, business
| : organizations, or state agencies subject to state taxatlon or regulatuons They also prepare audit reports;:
.
and may be assigned responsibility for part4cu|ar sectlons of phases of an audit. In the ofﬁc’fthey ex-

amlne tax returns and flnanCtaI statements for comp|eteness and proper apphcatlon of the law. They

laso correspond with taxpayers “and prepare e schedules to show changes in tax ||ab|||ty k —— j/
Legal Counsel is an entry |eve\‘~positi6n‘with the State Revenue Agencies. A Legal Courfsel studies, inter- .
prets, and applies |aws court decnsnons and other legal authorities in the preparatnon o} casks drafts
legislative measures and regu|atrons and doe\a-\vttﬁie yariety of research. . '( :

t “A PrcELerer Tramﬁe translates problem statements and detailed f|ow charts‘nto computer code and '

operating instructions, - assnsts in preparmg flow charts on complex prob|ems programs simple problems

tminate errors and meffnc-

.

for computer mpth‘tests coded computer\programs and ;nakes revisions to

»

rentuse-of computer time. ", - " - '

\\\— : . d ~ . - . - K ’ -
. - - . - - & -
’(. i ) . ) ) -- T : } .
. ! ', ) - ) o D. . - - ;

[

- N N .
. .. .- -
v N - L
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Examination Job Famdy T ey -

v The fun tion and dutlesof workers in exar\hm'tlon vary with the field*o exammatnon For example, the du ies of workers
X ?

in.some of the |arger fields include the—fonowmg.

- _ ‘\. -

|aws and regulatnorns He mspects r€cords prepa s tr1a1 ba|ances audr/ﬁnancna| staterﬁén nd reviews claim. and pohqy files.
) . . - T 3 R ’ ‘ - /\
Thé'Bank Examme:’ part;capatcs in the exa?hln jlon of the fmancna| condrtron of'banlf’s and trust companies and revrews their s . .
= .

-
’

&




The Corporate Examiner performs technical and administrative duties to assure compliance with provisions of various laws

under the jurisdiction of the Department of Corporations relating to regulation of corporations, personal property brokers,

5

s

industrial loan companies, credit un|ons escrow agents and check sellers and cashiers. They conduct and supervise the exam>nat|on

of books and record/sof/flnanclal institutions and other business firms.
/7

.

The Drivers License Exafniner examines appllcants and makes recommendations as to the issuance of drlvers licenses. He ’

aIso gives information to the public, and does dther work as required. , ' ' A, \&

the Claims Examiner performs work involved |n—deveIop|ng,,exam|n|ng, adjusting, reconsidering, or authorizing the settle- /\
ment- of claims mvoIvmg disability, death, Iand government checks passport applications, retirement,and old age insurance, and ,

veterans and unemployment compensatlon ’ . LR .

Q . The Hearmg Exammer presides at formal hearnngs required by statute. He admumsters oaths and afflrmatlons issues suppoenas

authorlzed by law, holds pre-hearing conferences for the settlement or simplification of the issues, questions witnesses, and per- ‘
. 4 < .
forms other similar dutiés. . - ‘
P "' ¢ * ° ~
The Labor MaquLent Relatlons Examlner is the initial contact for parties concerned about a labor relations question. He

.

conducts heaFungs on aIIeged unfalr Iabor practlces ‘and supervises eIectlons to choose representatives for coMective bargalnTg

F

purposes He gathers facts pertalnlng 1o his case, evaluates them objectlvely, and determines proper remedjes. ‘ .
b ) : .

The Bank gnd Savi ings and Loan Examiner adsembles |nformat|on essential to the appraisal and classification of assets,

(verifies cash on hand, verifies and Ilsts bonds and securities, makes test audits, and prepares schedules of earnings and #xpenses),

‘e [y

v "+ In this position the examiner generaIIy travels extensively. T )
"A"\’ ‘ . - ‘ » . * . »

. S ‘

¢

9::' . N " ’ \ »

. ‘ DUTIES OF THE PUBLIC RECORDS JOB FAMILY ‘
. | .:;“:r":’ . 2 ' - ‘ " -T ' ’ ) / V ! ) -
- ' Moét of xhe-gutles-performed in this field are clerical. They |nclude keeping detanled records of the vital statistics of the
* ]

- resndents of thejféta, recordmgblrths deaths masriages, etc.; and performing filing duties as’filing cIerks Clerical positions are

are usually at sevéraf‘fevels and -are supervuse_q by admlnlstratlve personnel.

' 92 o . :' N . . . - '45 ) A ¢ ,9 R B 93 -
Em ) o ‘ \/n P .. - ) - ' .

¢ ¥
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. )
The qualifications for clerks in Public Records generaliy ificlude a high school diploma, and knowledgéf\%/ping, For ° .

» . ‘e
admirLi'strative positions, some college education is generally required, and often a degree in business administration is desirable.

7

- .

. . / A
~/ . 4 . _
The duties of workers in insp tionare to inspect and investigateXhe enforcement of laws and regulationsin some partlcular field.

Although the fieldsin which ins_ cto\r?Jvork are diverse, their actual dutiddre very similar. These fuelds and duties |nc|ude the following:  » '

A Food and Drug Inspector makes |nsp,ect|0ns d investigations of establilkments and gf the manufacturing, producing,

packing, Iabel’ng, and distribution of food, alcoholrc beverages, drugs, cosmetlcs and rdous substances. ) s

0 < soe < 1

\ A Dairy FoMspector in the Department of Agrnculture performs fieid inspection and enforcement work involved in the™ -

admlnlstratton of the prowsons of the Agrlcultural CQde pertaining to quality control of milk and mnIk products He visits

dairies, mllk plants factories, restaurants, and other places of busnness to inspect the reglstratmh and use of dairy dontarners and N
~ ! .
cabinets. He makes sanitary inSpect|ons of dairy farms arid plants, gathers evidence, and assists in the prosecution of violatofs .~ . aad

of dairy laws. He ay'also participate in hearings on the revocation of licenses and permits, and may also develop and introduce

improved dairy methods. . e

~ -

.

~ - 2
A Building Inspector inspects buildings being constructed/altered, or repaired for'compliance with building laws. He ex-

amines plans and specifications of buildings for conformlty ‘with zoning regulatrons, inspects damaged buildings, and reports

-

/
need for repairs or demolition; investigates alleged violations of codes and issues orders for correction of such violauons.

-

\ DUTIES OF THE LICENSER JOB FAMILY | o s

]
(- ’ '
in the Licenser job family, tHe major functloﬁs of workers are to license persons and businesses and to regulate license$ and i

’

v . R I ‘ .
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. . N \
~ - )

checksng licensure requirements for pF.’CIfIC freld lssurng the original license and license renewals. A licenser interviéwer or

licenser generally works for one partlcular agency such as the Staté.Boapd of Pharmac\/ State Board of Nursing Education and

Nurse REletratuon State Board of Reglstratlon for Professaonal Englneers State Board of Barber Examlners Cemetery Board 2

v
N - ¢

State.Board of’ Arch|tectural Examiners, and so on.
+

»

DUTIES OF‘sqé CENSUS JOB FAMILY

.

- Al - 1 -

- ~

The duties of workers in the Bureau of the Census are primarily census taking, WhICh involves making surveys and actual ™

counts of peOpIe Iuvung in each town city, and state, The Bureau of the Census employs a Iarge clerical staff, including frllng

- . ~ s

clerks, cIerk typlsts ‘and other addrtlonal staff. ! ) . v

- . LS - .

; \ .. . . . -
Since census is generally t}aken every ten years the work for many Census Takers is e|ther témporary or periodical. Durlng
the years when-the census is not belng taken the reg|ona| offices of the Bureau of the Census*em,ploy a very small staff. The

employment prospects are good, but not as extensnve as in some other job families. Many of the,Jobs are cIerlcaI The:Census

Taker is ususlly the entry level job into the field. This is foIIowed by administrative staff p/o/tlons such as Supervisor, A5515tant

D|rector and D|rector No entry-level position is avanlable in Georgia,

.

. ° N \
. . * d J

3 . - M .

"7 - DUTIES OF THE CUSTOMS SERVICE JOB FAMILY | o .

-
\
\ ~

L] N - .

Customs lnspectors are the governme’nt s front mctuon against smtfggllng and |IIegaI |mporfat|on and exportation

of merchandnse They inspect cargo baggage, mail, and articles worn or carried by persons and carriers.entering or leaving the - 97 '

. - . ~
- I . oo '.47’ ‘ -
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N 1 * " ' » - 4 . . . 4 . - . .
* " carrier employees. The Customs Inspector works at major international airports, ships, and piers, or wherever there is impor-

. ¥ R
o . ;

> . . f o .
United States. The work of the inspector requires continual co>ntact with the traveling public, importers, crew members, and

[

-

tation of cargo and the processing of passengers.returning from foreign ports. Lo
- b ~ \

lmport Spemalnsts examine rmport entry documents classify merchandlse under Tariff Schedu Ies of the Unlted States, ,

and accurater determine the value of merchandlse Further respons|b|I|t|es of these specnallsts |nc|ude the careful \ -

analysis of all documents and supporting papers reIatlng to import, and the accurage determnnatlon of dutres apphcable

and taxes due Customs aides perform essentially the same duties as Import Specialists, except that they deal with entires
worth under 8200 Customs Agents conduct investigations relating to the prevention and detection offraud through under-
valliation of merchand|se smuggling of merchandise and contraband |nto or out of the United States, and other Customs
matters. Customs Agents work together with other Treasury enforcement agents to enforce Iaws that comie under the|r juris-

drctnons. Agents are found in every state, on the high seas, and in many cou ntries abroad.

’
.
'.;‘ ‘ .
) ) L4 T

’ DUTIES OF THE IMMIGRATION AND NATURALIZATION SERVICE AND JOB FAMILY. ,

» 4 N
H R PP

B . " ' At ! -

The Imm|grat|on and Natu raI|zat|on Service offers very good employment prospects. The Serv1ce kéeps aII offlcers
informed aboutthe current requlrements for supervrsory, management, and executue posttlons so that they may know the
opportunttles for advancement and be aware of the experlence they must gain in order to prepare for pormot|on Advance-

ment is based on merit. Vacancnes from the trainee level up to executwe level are filled by the promotlon of offlcers who

" have demonstrated careér capacity for advancement The Immlgratnon and Naturallzatlon Service has developed an Offlcer'

‘Selection Board System tQ ensure that each vacancy, throughout the Servnce is filled by the best qualified officer avanlable,

»

S
e . . 4

(

The Border Patrol Agent (formerly known as Importer Patrol Inspector) is the entry-lével position in the Border Patrol
of the Immlgratlon ‘and Naturahzatlon SerV|ce Th|s is a mobile, uniforméd enforcement organization. lts pr|n0|pal purpose
is to prevent the smugghng and illegal entry of aliens |nto the United States, and to detect, apprehend and initiate departure

of aliens illegali tn th| country. BorderPatrol Agents are generally, assigned along international boundaries and coastal areas, 9
egaily. 3 N

d Y b

48




_of the hight in order to-lnspect vessels arrlvnng unexpectedly. A

.
»

but at times to areas within the couhtry Border Patrol Agents'p'atrol areas.to apprehend persons seen crossing the border; stop
\

AY
vehlcles on hlghways to check cltlzenshlp of the occupants; inspect and search trains, buses alrpIanes ships, and term|nals to
detect aliens enterlng illegally; and perform many other dut|es to enforcg the |mm|grat|on law, They cooperate with other en-

forcement agencies of the government in the preventlon of smugglmg of contraband/mto the United States
. . \ P
Experience in the Border Patr/o) is necessary to advance to other positions.in the- Ser\uce such as Importer Inspector and

\ B oJ . " Q9 . ’ »
¢
-.*_, &

| nvest|gator

An Imm gratnon Inspector inspects persons seeklng admission’ or readmlsslon to the Umted States or the/prlvnlege of passlng

tHrough or residing in.the Unlted Stgftes. Some |mm|grat|on @spectors aIso arrest detain, control supervision, paroIe or deport® .
aliens {foreign persons) who cannot stay in the country Inspectors may be reunred to board ‘land, sea, and air conveyances to

|nspect or question persons arrlvmg in or departlng from the Unlted States In some ports, they may be subject to call at all.hours

cs, . . ~
. . .
* N .
e ‘ ¥ N -

-
An Immigration Investigator performs duties s|m|Iar to th“e Immugrétlon Inspector with the exceptlon that where Immigration

Inspector positions are Ioggted at International borders seaports, and alrports of eqtry into the U,nlted’States the investigator

positions are Iocated at the numerous offices of the Semce in almost évery state. .
. ' K X . -

.
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Activity 1 _ . : i : . Do npt write on this form.
. o ’ v'? o o A . *
Objective: | will write a vocational biography of a worker in the Fiegulato?y Services Job Family. .
. ’ . " ~ J N
Materials:  This MOG and the Vocational Biographies. o - o ' ‘
b H ) ) ) * ‘ .
~ ! . . el o -
. R ACTIVITY . . -
K ' .~ \

vyl - o
. N
M .

Now that you have read about Regulatory Services and Records and you have completed the activities, you shouId
be able to do your own biography of aworker in Regulatory Servnces : f‘ oo . g

. g ’

Read one or more of the following Vocational Biographies titled:

. [

L
_You wilt find much of the information needed to write your biography in the Regulatory Services MOG. To write
some portions of the biography, you will have_to think creatively. Imdgine you are the worker. Using what you know

imagine how a day in the workers Iife.might be and_what kind of, background he mlght have.

L
. Customs Inspector . o Immigration Lawyer o, . .
. Dairy Inspection Supervisor Immigration Offlcer . . \ ' ' ,
. < s Immlgration Inspector : IRS Agent ) . . , .-
. < * . . 4
Choose a job title ang. wje a brief (2-3 pages) b|ography of a persen_in that gob In your plography, be sure that
you include information in the following areas. N % y .
rd \ . .
’ 1.' «A«zbrief description of the job. o S .,
. 2. How the person got the job. ' o ) N )
. 3. - What thé job is really like. - Do
N 4. " What the educational requirements are for the job. ‘ ! _ -
5. What the person likes most about the job. - . SN .
6. What the person likés least about the job, . Co.
7 What other things the person has done in his life whlch are a help on this jOb : : ' .

e
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. - * 4 AR . K oo . B 0y el
Activity 2 | ) A . 7 \5 S . Do not write on th_l;.fon_n.
7 s ' i . - -~ . :
P - - ® . . .
Objectiver* | will visit sites at which the MOG beifig studied can be observed ;e o _ A
N . . . . ~ , . X . . ’ R
Matezitals: Field trip questions, ‘field tr#p evaluatidn form. ~ . . . ) . f"’
\ d . ’ : - . . . :
(/ . : . \' ) ) e : P |,
\ ® . ACTIVITY . ) 4
» £ 7 n

-
Y

{
This activity isin two parts. Part 1 — The ”Fleld Trip.Questions’’ form is to be completed before you go
on-the field trip planned for’thls MOG F’art 2 -~ The “Fleld Trlp Evaluation” form is to be completed after you

return from, the trlp LN

. N e
. .

s -

see some things of interest.

.

-
.

1. Fill out~ttte""l5iela Trip Quiestions” form,

\”Q ’ After the trip, fill out~Qhe “Field Trip Evaluation’’- form,

.

.

)

~2. Ypur teacher will check your form This will help in p1annmg, the trip so that alI of the students can

] .

~y

1 '

: K - - v “ ‘ LN ¢
. ' . ‘ .
How will | know I've done it correctly? . . . 1 will turn in the field trip forms to my teacher. X ' ) N
‘ P v . ’ - . . ? .
- )
) \ [ M ) ; .
D ol : [ ) 3 a ' .
~- . K ~N . - ) . \ .
, ¢ ’ L : *
) ¢ ﬂ . ¢ g ; <
; , . . R
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“y

-

- . . <
7 a ( 3 : -
- * "% . "FIELD TRIP QUESTIONS
% - »
, [ * . ' . ,
‘ a . ¢ : % .
1. Place to be visited . 7 .
’ ; ! - K
2. 1 would like to see the following jobs . '
4 N o - . . s M "
N - ' .
. - Qg 'T - e . -
- Ay . . ' . . 4
3., | would like to talk to the following types of workers to
4. 1 would like to know the following 3bout: .
. ) , - o~ r\.,._. -
Salary C 4 . ] .
Working Conditions (where work&rs work) -
" Hours _- : :
Edutational Requirements’ N SRR
. Skillsneededl ___* N - ,
Equipment used (if any) i
" . -
Job mobility (advancement) Ta . .
Thin do now to prepare for this job - .,
What the workers acidally do N o
. Y S
. ’ - A '
- . 3 1
R R /04 "
o ' ' 52
. vy _‘




' \"f' x M ! z i )
' - <. , 4 . e v } . r - - ’
1y . *
\ " .t , . ~ .
.~ FIELDTRIP EVAng(\TION - , 2 LT
. ) g N NS ~ N .
¢ * * ’ ‘ U ';; |
’ ; “ 2} , . . % . - ‘ .
. Namé __.- Lo ’ A ' ' o K
. ' Dat.e.c‘Jf Tinp ¢ - — - Place r . —
: - . - Special job observed_ S ‘ - =
. MOG being studied __, M ’ ' s
» ) A S Y N T Z -
S * 1. Ingeneral, did you enjoy the visit2  Yes’ - No . ) - N .
. ) It no, explain briefly IR T N . /
. . 2. Did the trip help you better understand the Méjor Occupational Group which you are studying? Yes' _ No__, o
« r N . W . d 13 4 - - ¢ . )
' ) ) . hy ?. = _ P
' £ . ‘ l" . . N f ﬁ‘ i - ‘ . .
‘ 3. a: What jobs in the Major _Occ‘upat’ional'.Groub djd you see being performed? o
" b Which of theséjobs, itany, would you like to havey .~ * - e
\ rd ° . LS ) ’ i - L — hd ‘
' * ¢. What did you find out about the requirements for jobs in the MQ% ' N . .
' d. What did you find out abolit the kind of work (duties and type of work) ddie by people in this MOG?'
. 3 A v 4 . ' s ~f . -
4. . Additional comments about this trip. . - ‘ , '
- ’ . -
i , ST , . , O . . o . -
. 5. Writea {v_vo paragraph description of-a typical day of a worker. . ‘-
0 . . -' ‘. . ‘3 N ‘ . R4 ) . ‘ 1 ‘ .
107 A L 108
> ® . ‘ . . . ‘ . * - . -
Q . B . ‘ . 53 ,
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. ' REGULATORY SERVICES AND RECORDS " ;
) . . Qualifications of Workers. " i
~ ’ i - . » ‘
“« ) ‘ ' AN
« ‘., . ‘ .

-

. What steps should you take to begin preparing for a job in Reguiatory Services? Thls section will give you a brief descnptlon
) Qf some of the qualifications necessary for these jobs.

. hd *
1 v - . . i ) ' & .
*  WHEREAM!GOING? ' = * - - ' o
L By the time | complete this activity, | will be able to describe some basic job qualifications in the Regulatory Services Job . ’ i
R KFamilies. ‘ 0, ' 2 ;ﬁ
T o v , ' ;. - i
HOWWILL | GET THERE . HOWwWILL I KNOW . . -BY T . SN
: ‘, ", J ’ . . ’ . ¥ . .-o'-: h
1 , Look at the basic requirements for jobs in the ~ » I will complete the Job Requirements Form. . N
"R'egulatory S&rvices Job Family., - ) oL : .
. L. , . v
4 - - N \ - .
o \. ’ - -
/




~ . \. ,
' . . QUALIFICATIONS FOR JOBS IN TAXATION . !
, .. - &
. “ ., -~
+ ra A .
‘ A B ad
Almost every major college freld of study has some appI|cat|on to the work of the InternaI Revenue Sefvice. The majority )
" of positons can best be filled by students who have completed majors in accounting, bUslness administration and law. How-

. ever, hundreds of posmons are filled each year by young college men and women who major in poémcal science, public admun—

., istration, education, liberal arts, and other fields. A college degree |s desnrable however, hlgh school seniors, especnally those
who have taken aceounting courses, are encouraged to apply. '

-

o

Tax Auditors require graduation from college with specialization in accounting. They should be able to conduct audits ?

>

' or fmancnal examnnatrons ‘of accounts and recordss analyze data’'and draw sound concldslons prepare clear ahd concise reports, ,
- . . . . . \J -
‘\ . “and speak‘and wr|te effectively. y ) - R * A
. . ’ ! . »” . ' ‘
Cw The Estate Tax Attorney requires a degree in law. ) ' L ' '

M N - ‘. N 3 . N
- - A Legal Counsel must have-graduated from law scthI and must be a member of. the bar association of his state. ke or she

must know IegaI research methods and IegaI prmcuples and how to use them He or she sh0uI have the ability to analyze, appraise, P -
h - - ) - : \)A
and apply legal prrnmpals facts, and precedents present statements of fact law, and argument clearly and 1% ically i written and -
. . oral form; draft»statutes and dictate correspondence epra|n|ng IegaI matters.- T R ’ . - ‘
L ) : .

A Computer Programmer Trainee must have an associate-‘of-arts degree in data processmg This i |s ad year coIIeg/d'egree How- -

e

ever, further tra|n|ng in computer science or data processing at a four-yéar coIIege or university are highly désnrab1e A programmer .

“trainee should have the abnlrty to deveIop e|ectron|c computer routines, analyze data and draw logical concIusuons speak and write

- \ -effeotively; and prepare cIear compIete~ and concise feports. - . ’ -
' : ° . ! . .
' .« . ‘ CAREER {\DVANCEMENT . - ) ;
) . <, " . .
R - Workers i in the positons rndlcated above may be considered for posmons ﬁﬁlgher levels, if they can quallfy on the basis of
y 1 1 1 experlence and demonstrated competence Opzontmltlesjre also available &' promotion to h|gher positions for workers who

have sompleted-the requared number of semestgr hours of study in re??éd su\b{ects This training may be acqulred after appointment 1 1 2

thrQugh resident study, or by completion of correspondenée courses,whlch are available to IRS employees. T s

. * - » .y 56 ’ " ) . ' ' '




merit promotion program. i ) . ¢

-

During their first year, professional employees in the I.ntErnaI Revenue Service are gi\;en at least Eﬁveeks of formal_train-
ing, WhICh includes a postgraduate course in taxation taught by authorities in (Aheir fields. .Beyond this basic training, advanced
training and work of progressuvely greater responsubrllty are linked together in well-defined career development programs. . Xy
Carefully mtegrated tram/wé is provided jn career ladders to supervisotry, mid- -management, and executlve posmons Opport- ‘

unities for advancement are™good. Supervnsory and management posmons and higher levels are usually, flIIed under an informal

QUALIFICATIONS FOR JOBS IN THE EXAMINATION JOB FAMILY S

.

-

} . ¢ - s \ , - .
The quallfucatlons for jobs in the examiner family vary considerably, depending on the type of exam|n|ng done Many )

i .

of the entry IeveI jObS are clerical in nature and requure onIy clerical SklllS N ' ! -

‘

For example, exam|nat|ons for drivers licenses are g|ven by clerical employees of the state. The more specialized entry .

-

level positions may require coIIege or even advanced degrees You will be’able to est|mate the requnrements for ex}mmer if

you remember that he should be able to do whatever it is he or she is examining. . ) .,

A N
‘ - . ‘ L4

It follows then that a medical examiner should be a doctor, that a drjvers license examiner should be able to drive and -

-

know-the state driving rules and laws, and that a bank examiner gb,ouldhavé'a degree in accounting or finance. o , - —~__

v
.

This becomes very clear when you look at the salary ranges and entry level quirements below:
’ L - -

Corporation Examiner. F&8r Corporation Examnner a typncal ‘career Iadder may begin“%ith Auditor 1, then Corporatlon .

Examrner! and IT, and then Chief Corporat|7n Examuner The ;Corporatngn Examlner r'ecewes from.$9,000 — $1 1 ,000 at the

entry-level, and reaohes $17 000 — $21,000 pe?‘year as Chief Corporatlon Examlner.
AN

Bank Exammer Bank Examiner | is the entry- IeveI position for coIIege graduates }nterested ina career |n bank super-

v'f:ro Bank Examlner Il is the next step in the career ladder. The saIary range for an entry IeveI job as Bank Exa’mlner and

also for Savings and Loan Examiner is between $9,000 and $11,000, and increases with experience and rarik. 1 1 d - ;

- ~ »

. - N »
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‘ LN ’~

‘ . T .
- - . - . - - ’
Drivers License Examiner. The Drivers License Examiner receives between $8,00Q§1d $10,000 per year. . s
N . I Py R A} i ! .
. i . B . e ' . - ! .. * °
Insurance Examiner. The Insurance Examiners receive between $8,000 and $10;OOO per year. ) s ’

. -
D

Hearlng Examiner. The salaty range for Hearing Exammers who must be a lawyer with 7' years experlence is between

823 OOO and $34,000 per year. he ) ’ . : ,

v

1

g . ) . w N
Examlners are employed by federal and state agencies as well as by private groups, hence their employment prospects are

good. Opportunities for advancement are generally excellent, as are opportunities for grainihg and pfOMOIlOD(IO other jobs. *
There are several levels of examiners in most fields. The entry-ievel job is often Auditor I, - " -
l M ' ., : ' \ ) .
. ¢« - . -
v L ! ) . ' ‘, :, ‘.' k3
. QUALIFICATIONS FOR JOBS IN THE INSPECTION JOB FAMILY
- ~
_ - . . ‘ . v &

r - ' -
\ - . - o ] N2 -

. . - } I -
- . , , ' \\n " . .
The qualifications for inspector g,sually include a college degree, vocatiopal certificate, or tralnee status ina skilled trade.

Employment prOSpECIS in the lnspectlon Services are very good. Substantlal growth In the 1nspect|o/n occupatlons IS qulte
llkely during the next five to ten years partncularly in those lnspectlon actlvmes which'relate t6 housing and urban renewal

program The career ladder in lnspectlon usually begins wnth the Inspector Tramee followed\iy the lnSpector followed by

Senior Inspector. . . N .

. . . ,
‘ .
LI -~ N

2 . - .

. . . . - - \} ' ! § -
. ) ¢ v . v .

- > A Food and Dr,ug Inspectlon Trainee has requlrements Wthh lnclude an education equlvalent to graduation from college

with courses in bacterlology, blology, chemlstry, food technology ph\armacology pharmacy sanl*'atlon sam’tary engmeerlng,

or other biological or chemical sciences.’ It is dessrable to have knowledg/ofcurrent publlc health and samtatlon problems in the . .

productlon and d|str|but|on of foo rugs, aIcohollc beverages, and “related products o .
q o . [ M . \

. N N\ . e . . . . LT . .
A Dairy Foods Inspector needs to graduate from college with SpeClalrzat;on m.studles relating to dairy farm or mllk and

milk products. The sKills needed include a wide knowledge of dairy prodbction dairy oducts manufacttgnng methods and 11 8—~

]
milk equlpment and mate\al’s Knowledge of methods of testing and gmdmg da?ry products and the prlnClplES of envaronmental
¢

sanitation are generaily also ;equnred e — - ..\ ) , 1

-

| . . 58 : . . .
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" . . ~ - . . -

Building Inspector. In Building InSpectlon the entry-level’ ]Ob would be Bu:ldlng Inspector Tramee then Bunldmg Inspector,

\

~ T -who performs a variety of inspectional services in accordance with. varrcgg codes,

¢ . -
. .

. Specializg_tion in the plumbing, electrical, or otKer specific areas often occurs at the senior level. Some states are so set up

-

. that the position of Buuldmg Inspector Trainee can lead to SpeCIaIIzed posrtions in plumbing, | electrlcal and housing tnspection,

Ve as well as code enforcement in urban renewal and nelghborhood conservation projects. This progressnon generaIIy depends on/

the trainee’s level of educatIOn In some hlghly Sp8£la|lzed InSpect|gn departments there are separate career Iadders with

»

= tratnee posmons in plumbmg |n5pect|on housmg inspection, electrical mSpectlon plan checkmg, and depérding on how Ioc_:?l
>
government functions are orga,mzed pu bh¢ vrorks construction inspection. Georgia posmons at entrijel mcIude Field

InSpector I, Fuel O|I Inspector |, Hgat Inspector |, and Trangportation Enforcement Officec.

{ ) . N - . . L -
N . . ". . 4 .. % ~ X ) “\’ > ‘ ‘ :
T ’ . QUALIFICATIONS IN THE LICENSER JOB FA‘MILY« ki v

.
3 . . . - L ! , I’&‘ .
> .
L 1 -
\ . ! LT . .
.

v

>

- - The quallflcatuons for licenser are similar.to those for examiner. It may be helpful to think of IICen§er as oné who issuds

. licenses upon proof of completnon for aII qualtflcatlons for ’ghe Itcense An examiner is one who tests the qualifications to

va

receive or Igeep the license. You can see that the two terms are often used lnterchangeably
- a - . . -

. T ]

2,
o

- ¢ .
P QUALIFICATIONS IN THE CENSUS fo&mmilv\ ' o
' . ) — N

~ . . »

Fora Census~TaI§er, the qualifications include a high fchool diploma and some college education. Workers in this field

need to have the ability to communicate with people, be tolerant of people and situati’ons, follow instructions,' and be able to
T N ’

. . . -
117 write logical and clear reports. ) .

Vs . . . /’,. ' i . 89
Q . . 5 ‘ 59 ‘ B . ) 11

‘ - . | . “J s . °

and finally Senior Building Inspector. Tms career ladder is bésed on the use of the. Bu&ldmg Inspecto@enerahst lnspector . )

. B
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' . QUALIFICATIONS IN THE CU§TOMS JOB= FAMILY T ) ’ )

y . * . ' g it ' .
\ 14 \'~ * . B : . * ’

- N B - .
A Customs InJector peeds four years of coIIege study in any major fieId The minimum age is 21. A good physical

condltron to meet the r:gorous demands of the 1ob the ability to deal satisfactQrily with the public, and 2 combination of
toughness and diplomary arey valued assets. Because the lnspector is involved in.varied sltuattons initiative and sound

. - B - 1
. A ,judgement for on-the-spot-decision-making are essential 3. . . :

i . . - ‘
(- » " . . .

‘\ ] An Import Specnallst must have four years of colIege study and proven relaabtllty because he or she makes reports on vio

Iatnons of trademark, c0pyrrght or marketrng laws and must be ready to defme the governﬁent s position in aII law suits resulting
from these actions. The complex assignments for import spe\cnalasts demand an abihty to learn specialjzed information. He must .
N . ~ @ R T -
. . . . Ll . ! -
meet and deal effectnvely with pe0ple in order tp secure their cooperation,.in complyang with technical requirements.

B . v -
! - ’
I

. i The Customs Aldg position requlres two years of coIIege study and qualaflcataons snmalar to iImport specialist, &% ) .
- ! ' ) e i i P \ %\2? ,
. ) o g ‘
o - . \ -/ ; .
. j ~ ) ~ - ) ¥ ‘ : T e o
QUALTFICAT‘ONS IN THE IMMIGRATION.AND NATURALIZATION JOB FAMILY o,
- . . p ‘ AT ¢ oo
. N - v 1 . . B . .-
. ‘ Applicants for positions in Immagratron and NaturahZataon must be 21 years of age.. There is no maximum age limit,

. All agpllcants must take a competutr\/e awritten and oral examination designed to mea§ure work abrlltres and judgement. An

autpmobnle driver’s hcense and Umited States citizenship are required. Applicants must be in sound physical condition and

be 6f good muscular deveI0pment They must have gooa\wslon and hearing. . 1 - 2

- t
-

A

‘ , The Service has an employee developmgent program designed to assist employees in the performance of their work and’

to enable ghem to prepare for advancement. “"Know how' s fu rn|shed to employees through orgamzed iralnang Th|s in-

: .
o ’ »

10~
cludes training on the jOb attendance at service schools, and correspondence lessons. Itis ac_compamed by changes in work i &~ G

E . . assignments and posts of duty to enable offlcers to dain new and varied experience, and to use the|r “know how’’ to advantage. '




ActivityT T i oA Do not write on this form. -~

-

Objective: | will look at the».be;sic requirements for jobs in the Regulatofy Services Job Families.
'

.
.
» .

. » ¢
Materials:  Regulatory Services and Records MOG, Directory of Occupational Titles and Occupational Outlook Handboolk. '

. -
B hd ), - ,
-« J » . -

N

ACTIVITY

Cpmplete Job Requirements Forms (samples on next page) by rdentlfylng and recording |nformat|on on the basic

requirements you must meet to qualify for jobs in the 8 job famlhes ) - )
o - '
S 1. Select one job title in each of the 8 job famllles -
B Y With t the F\;Iip; c;f the resources ||st7ed fmd d the mfor;natnon requested on the form for each job title. g '
3. Complete,the form. ' \: ) M -
4. Yourteachér will review your results. ) | L .

How will'l know I've dope it qo'rrectly? . . . completed Job Requirements’For’ms will be evaluated by your teacher, °

3 ’

61 s
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A . - 1 ,
oo . HOW-DO | GET THIS JOB? 4 C
[ ' Ia) ’ : A
o _ Job Requirements Form - ' : .
Job Title ) ’ " Familys____ ' .7
v , Education Requirements: ‘ . ‘ P )
. [
high school : 2 yr. Junior College \
. ’ <
. . g ' 4 year degree post graduate : .~
. Technical school : .
' Exberiehce Requirement: - . -
R v
' none i 1.2 years :
s 14 L " . .
3 -4 years 6 or more years

specify type of experience - ’

- Special Abilities:, ) ’ S X )
o ' ' specify . ' ’ Lt
‘ - | ( ) ¥
< Job Title _ ~ - K - ( Family _
- ’ Education Requirements: ¢ , . ‘ ) . . N N
B | .A | . ._—_ highschool . g ‘ 2 yr. Junior College . ) . .
) i » ) 4 year degree ‘ post graduate - , :“
- - " Technical school N . ‘
‘ Experience Requirement: ’ ’ ] ¢ ) , .
i . , 4none .. 1-2 yea;'s N .t . |
} ' ___ © 3-4years . 6 or more yearsf o
. +  specify type of éxpfariénce ) : _ . \ .
' . ) © -
1@2 2 Special A‘bllmes: / . . . . N | . . 2\3‘&

EMC specify < ) _ -




