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FOREWORD -, ‘

’ ! R ' . ~>

Thls “Orientation to Public Service’’ serfés is one®of a set of nine student centefed books designed to acquaint high school

students wuth basic information concernmg careers in public &rvice. Each book addresses |tself to either a major occu patlonal

group in public service or an important supplemental area of study necessary to the understanding of public service. {n addition

" to the student centered materials found i |n this book, a teacher’s gulde outllnlng how th|s book can be used in a course. setting

I4

has been developed for the potential user '

- . ’

The “Orientation to Public Servat:e course 1s the first in a series of three courses developed a6 a comprehensive approach to
vocatlonal skill development in Publlc Service for. Georgla High Schools While materials in this course are valuable to the student
wuthout benefit of the remarnlng two courses‘in the series, a student wou'ld normally enroll in, 'Preparing for Public Service’’ and
* the “"Public Servuce Communlty Skill DeveIopment Program subsequent to' the Orientation course.

v

As with all curriculum materials and guldes the information contained here is a beginning pount In order for this course
v

to effectlvely‘ meet the needs of each |nd|vldual student, the user must adapt to local and indwvidual student needs. As such, | make ’

a strong recommendation that' extensive use of the curriculum guides be used with the materials. Included in these guides is a )
wide range of suggestions for heIp|ng these materials meet the local cIass/oo\m teacher»s needs.

This material was prepared by the "Applled Program of Publlc Servnce under adirect grant to qunnett County Schools
from the Georgia State Department Office for Adult and Vocatlonal E‘ducatlon (OAVE). OAVE is presently under ‘the direction

of Dr. Russe!l Clark, Assistant Superlntendent for Adult and Vocatlonal Educatlon Programs . N '

-

In the development of these materlals specral consideration should go to Mrs. Melinda Skiles. Her tireless efforts.in evaluatlng -

these materialsfor thelr useability by th}e classroom-student; have been .lh\_/aluable. : L
e . . . ¢ Daniel L. Cowart - . .

. i * - . Project Goordinator and Operations Director * .
B ~ . N - ’ »,
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OVERVIEW . 2,

\

everal units of reading and re]ated, activities. The. reading deta1ls ¥

v ’

BFSIN .. some specjfic aspects ofthe majqr occypational, groups. The act1v1t1es have been des1gned to

prov1de the student w1th _opportunities to further explore the obJect1Ves of the read1ng The
| I
.= activities vary in length and comp]ex1ty. ‘ . ‘ ‘

-

-
.

ac R Before any student begins work in a booklet, the teacher should become thoroughly fam111ar
w1th the contents. Some activities may take several days to complete. The teacher should help * R : '

the student budget h1s or her t1me accordingly. Some act1v1t1es may call for a resource persan; ' .

o '’

a’'field tr1p or an on-site 1nterV’ew The teacher will need to be aware of these activities and

schedu]e for them early enough so that the student can complete the. act1v1t1es within the suggested .

-

time fyame as outlined in the.Imp]ementat1on Guide.
< > . - v ' M - ' L 3 -

?

The seetioh orientation page (Where Am I 60ing? How Will I Get There? How Will T Know? . . .) o \

v

is intended to,serve as an organizer'for the student. It should help focus the student s thinking . ’
‘ .

, " and prepare him or her for the reading and activities to come. An or1entat1on page appears for
. .

- - each section for all booklets in this ser1es: ' - | ’ T
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This booklet .has been designéd so that students can work on many of the activities independently

. Lot !

_ with abpropriate monitoring and guidance from the teacher. It-is most impqrtant to remember‘ however,

"
that these book]ets are not workbooks and should not be passed out at the first of the per1od worked

n1n,-and then co11ected to. be -¢hecked later. No material or set of act1v1t1§s can replace the 1mportante

.
. . 14
. "

of a creative; enthusiastic and well prepared teacher. Teacher preparat1on is essent1a1 to, effect1ve

-

and~successFu1 use of thdCe bookiets Not only should all mater1a1s and resources be organ1zed but
r

. the teacher shoqu be alert to supp]ementa] materials aVan]ab1e through newspaper stor1es, carefully ,

P

chosen commerciai games and books, . A . PR

’

. .
\s' N . L)

As a continuing act;51ty for all MOG's. students can deve]op bulletin boards and other pub11c

relations type of d1sp1a s for the’/1assroom and the school., The classroom shou]d reflect the activities

of the students Make liberal’ use of student photographs, brochures, and posters to d1sp1ay Var1ous )

+

aspects of careers in public service. - As students see the involvement of” the1r peers in these JObS, )

they will be encouraged to participate in the program. A useful technique borrowe m the ele entary

. schoo] is to. set up 1earn1ng centers around the room “which’ g1ve néw students a chan sample

MOG through an enterta1n1ng act1v1ty photographs, brochures or even a taped dTSCUSi"n with a reso

person. These 1earn1ng centers shou]d rotate and change as new 1nformat1on is brought in and as stud nt,

-~

. ' % A
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involvement in the careers changes. Planning, motivating, and monitoring are the keys to success j
3 in the Appl®ed Program of Public Service. ° —
- ~ " For your 1nformat1on6 answers to’ se]f check activities and other act1v1t1es wh1ch require .
© S fes (
)
- specific answers havE§BEép provided in thé‘last sect1on of this booklet,. It wild be necessary to
s ra
. deve]op answer sheets for your f14e in order for students tolﬁave access to® them
Y
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‘ V ¢ AN
: B REGULATORY SERVICES ' ' ‘.
' : : - _Introduction . ) ' . S
. - - \ . . . *
5 - ¥
. : SN _
.o “This brief introduction section serves to acauaint students with the growth and functions of

regu1étqr\ ageﬁcies. This introduction and the film strip on Requlatory Services will give students

a greater understanding of “the need for\regu1atory services. After reading the material and viewing - <=7;;

the filmstrip, you will probab]y want to 1n1t1ate a small group discussior on the. role ‘of regu]atony

~agencies in our 11fe~ Issues such as the bann1ng of certain products or the ngqu1red 1nsta11at1on

of others for safety and hea]th reasons provoke strong fee#r%gs on both sides. <

-
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WHERE AM | GOING?
able to give three reasons why regulations are necessary. -
14 N *

HOW WILL | GET THERE? "

Ce o\ 11 Read the introduction called Alphabet Soup.
\ |
2. Viewthe filmstrip on careers in this MOG.

3

3. Writg letters requesting information in this. MOG.

~

-

i . .0 REGULATORY SERVI?ES AND RECORDS

' ‘Introduction to Regulatory Services

hd °

o e

inside this pagket you will find out some .things about why thergovernment has certain regulétions concerning many of our

activities. You will see that local, state, and federal governments regulate activities.

Al ,7
d {
) g

. ’ By the time ! finish the activity | will lisg 12 prOdl:lCtS and services which are regulated by the gove'rnmer)t. You will also be

&

HOW WITL | KNOW . . .

| will use the information as a ghiide’in viewing filmstrip.
. \

I will éqmplete a set of quest'lc;ns on the filmstrip.

I will use the information to complete a&ivities in this

MOG. . . \

™
e
~

.
w0
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S ALPHABET SOUP v

Nearly 3 million people are employed by the executive departments and independent agencies of the U. S. Government, . RS
over 20,000 of these jobs are in Georgia. Few of the Departments and none of the Agencies existed when America celebrated

its Centennial 100 years ago. . , ,

i
-

The first of the agencies was created by Congress in 1887 to regulate railroads. At that time it was legal for business to form —
monopolies to reduce competition. Between cities where several railroads had tracks, freight rates were very Iow as‘each company |
Iowered rates to compete. On routes where only one railroad served, rates were very high because the one company could charge

as much as it wanted and still get all of the business. , . ]
\ . »

N ; ’ .
" _ Americans believe in free enterprise, but it became clear tliat competition was necessary to make. free enterprise work. The
Cd = = ¥

ICC (Interstate Commerce Commission) was created to set freight rates, and to correct the abuses caused by railroad monopolies.

. ’ , . .

Through the 1920's, other agencies were created to help enforce laws passed by Congress to maintain competit~ion “Several
of the executwe department (such as the Food and Drug Administration) were given regulatory powers to protect consumers from .
unsanltary foods and drugs, to assure the qualifications of arrlrne prlots and other rnte;state carrlers to insure accounts of depositors

in banks and savings and loan associations; and dozens of other consumer ‘protection functlons . .

» , -

~ . .

These agencies are usually known by their initials, such as FTC (Federal Trade Commrsslon) USDA (United States Depart-

ment of Agrlculture) FAA (Federal Avnatlon.Admlnlstratlon) and FDIC (Federal Depositors Insurance Commission). So many

- ]

of them were created durlng the 1930’s that peopIe started calling the government ”Alphabet Soup”’.

¥ —
it

Most United States government agencies are authorized to regulate interstate commerce only. That means that each state must

have its own bowls of alphabet soup to regulate interstate commerce and to protect consumers from misleading products and un-

qualified services. Cities and counties also regulate businesses and professions, usually through ficenses and zoning regulations. 1 J &
- M 3 . .
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Suppose you had eaten a breakfast of bacon, eggs,”and orange juice with toast this morning. How many agencies do you

.

‘ .
think would have been involved?., b o . ’ ’

‘ .
T . " ¢ N -~ .« .

-

The bacon may have come from a hog grown ln lowa and shipped to Kansas City for prooessing. The ICC (Interstate
Commerce Commission} would have set the rates and inspected the safety of the railroad to ship the hog. “USDA (Unlted1 States
Department of‘Agrlculture) Inspectors wouldvhave inspected the processing plant, and regulated the type of package and infor-

mation printed on it for the bacon. lcc would have licensed the truck driver and the truck which brought the bacon to ybur store.

FDA (Food and Drug Administration) would have inspected the orange juice processor, and reguatéd the(pagkage the procesior ', "j"

'could use. |f the eggs were produced in Georg_i/a, state agriculture inspectors wauld have been involved with their production, and -
lpackaging. ‘ . . ' ‘ . N . L \ '
- & . v ~ . ‘
All of the people working for the companies and stores'involved would have their working conditiohs regulated by OSHA
{Occupational Safety and Health Admlnlstratlon) and EEOC (Equal Emplt)yrﬁent Opportumt’y Commission), thelr labor contracts «

regulated by the NLRQ (National Labor Relations Board) thelr wages taxed by IRS {I nternal Revenu?Servrcel’ theur checks cashed

~

. bya bank insured by FDIC (Federal Deposrtors Insurance Commrsslon) and thelr plants llghted by eIeotrrcrty regulated by the .

FPC (Federal Power Commission). The/workers drove to work in cars licensed by therr states, and with operators Ircenses also ob- )

tained from their states The corporatlons were aIso ta>ged by IRS (Internal Revenue Servrce) their stbcks were sold under regulatlons
of the SEC (S'e(.urltles angﬂ Exchange Commlssron) and the EPA (Envrronmental Protectrve Agency) regu{ated the e%wronmental ’

impact of the pIants Clty and county governments zoned “and Ilce,nsed all of the plants and farms involved.

. , - : N . -

A
, Thisisnota complete listi It may not be possible to make one fer afl the products and people involved in such a simple meal

asygur breakfast. - . - » ;
. [N LA
(‘_,. .
¢ ° 'v. * \ - ‘ .
. y . e ’
# e ’ .
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Activity 1

Objective:

Materials:

'

T oo r : Do not write on this form,
¢ ' \
S — A - L
| will view an introductory program in order to gain anorientatiort to the MOG.
- . - ' o ’ - ’
Film on Careers in this MOG, filmstrip viewer. ¢ . -
’, ® ., ( -
; ) . * N\
. , - ; , .

,  ACTIVITY . T 7

.

13

Th’ﬂactlvrty is designed-to help you learn some basic things pbout careers in this MOG ..

1. Go the the resource h]e an\d select film/cassette sét or sets WthﬁbOé with this MOG * L

¢

2. After you,have prepared theAuto Vance for V\rewmg, read the Int ductlon to the Fllm/Cassette program
which will be found in the inside pocket of each package ))/ .

PG ,1‘
3. Vlewthe Frlm/Cassette program L . ) . e

. F
. . .

4, Answer the questions fq& each Fllm/Cassette program. 'I'hesequestlons are included in your workbook.

Al
va

, 5.‘ You may view the p‘rogl’am as many times as you wish in orderto answer the questions

LN
v 4 . A

ve . - » .
&, s . .

How will | know 1’ve done it correctly? . . . Take your-completed answers to your teacher fgr review.

‘,. —_ -1 T y’?’\

A

@

JEN

2w

§r
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o N ‘ .
- ¢ s . B .
oo s ' "SUGGESTIONS FOR THE TEACHER . : )
\ ) ‘ b : ' M ) th".“ ¢
‘*x T Activity 1 -p. 4 ’ .
Materials : " Purpose . ) .

Pathesc0pe film CaFeers Regu]atory Serviced
and Records. \
g ' L
Sound f11mstrip viewer ]

*

3.- Cdpy of rev1ew questions must -be on f11e '
for the student.

-

The purpose is to have the student v1§y .

available information in Regulatory Servic

_and Records.
" for j}u?

This particular film was selected
complete coverage of the area. M

~

e

Gradling and returning the paper, is a very simple

progtdime and should be augmented by some type.
of fipllow-up activity. (see modifications and
extdnsions). . .

N

;
/.0
5
:

-

Al S +

. ~ ’ t .

‘( - - . '
y Guidance . kﬁNodifications or Extengionss S
Students readiiy view filmstrips in this wpar- . | 1. The teacher can have the questions taped to -

tiéu ar series and they.are generally well received. D. & H. students (or simply as a change of
At:tﬁmes, however, the written question section is pace). Students may also tape their answers
not fas we]coge. The students should be prbvided
with immediate feed-back concern1ng their answers. 2. MWhere possible the teacher should a110w

students te develop answers to questions v
in a group. At times the teacher should )
- forego ent1re1y written or individual- :

responses and elicit answers from a group
d1scuss1on i
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. | - SUGGESTIONS FOR THE TEACHER ’ o

9

Activity 2 - p. 5 ‘ A

B

Materials

{n preparing for this activity you will _need
"a good 'supply of plain white paper and envelope.
You will adso need.to be certain that you have a
supply of the forms for letter writing for your
s;udent&

o -
H ’ﬁ o

" Purpose N
4

This activity s designed with several
goals in mind. The obvious one stated in the

objective is to prov1de 1nformat1on through .
" resources for the student.

This is the direct
and most’ obvious benefit. There-are other
benefits which the teacher should consider when
working with students. Letter wr1t1ng provides
direct experience in contadting agencies to
obtaif information. 1t is useful tool which
should be encouraged. It provides the teacher
with an excellent opportunity to get feed-back
as to.the qua11ty of written communications -

\ necessary in the business world and office
ot world.
. R :;Q}:‘ T '“" ot
v A m. KA . . . . . “wf
s : Gu1gance€§ Modifications or Extensions

~

In completing this attiw}fy, the teacher should
,,individually’or as a group counsel students on the
necessity of completing the letters correctly and
neatly. It is a painstaking process, but no letter
should be allowed to be mailed which is not correct -
in grammar, spelling and punctuation. Although it
is a subjective judgement, the teacher shouldtry
to make an assessment of 1eg1b111ty =

~

In having a 1arge/éumber of students. periodi-
rcally write letters, it is 1mperat1ve that a large
variety of addresses of agencies be maintained: As
much as possible, the teacher should encourage stu-
dents to contact a wide variety of agencies.

1. Disadvantaged and Hand1capped students may
find it difficult or impossible to complete
this assignment as it is presently des1gned
In order to provide effective practice in
“communicating by letter, the student can
Have his or her letter taped, a friend can
write it and the student can prooﬁ read it.

~ <

"~ 2. A teacher may e]ect to delete this activity

if a complete file of resource material has .
been obtained from avdilable agenc1es

3. A teacher may elect to conduct this act1v1ty
as a mock letter writing act1v1ty

i

e

d Ly
. , 9
~ @ ™~ . 4 . *

N




o j Do not write on this form.
Activity 2 . ) .
oo ) . ) v -
Objective: | will add to my resources in this MOG by writing letters reciuesting information. o N
Materials:  Paper, pen, envelope, Vocational Biographies, list of Iocalagemijesiand letter writing form(obtain fro;p your teacher).
. . . s , .o
t ‘ACTIVITY . - @ N ) . ” . ’ .
In order to complete this activity you will need to do the following things: o ‘ ’
Go to the resource table-and locate the list of local agencies. -~ . ' : '
" 2. From that list select an agency to write for information about this MOG . o
: . From the back of the 2 Vocgtlonal Blographles‘you read, select 2 agencies to write for information un this .
. MOG. - S : o o ’
4.  Following the form in your workbook, write a letter to each agericy requesting idfbrmation‘on&t__}iis oo
MOG. | . N - ) . . *
- 5.  When you receive the information from the agencies, place it in a folder and keep it with y0ur MOG packet. .
- You will be using this information- to answer questions and to prepare displays. L .
. ’ R
' e ! : ) o . -.‘,‘" L [ g’
How Will |, Know 1've Done it correctly? . . . | will complete a letter and have my teacher check it for accuracy *l
. ©  will file the information which I recelve and use it in ozer actlvntnes.
L E T .
. - H - .
’ ' <. ¥
. q‘ N 4‘ 4 - \ B
& - . &
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hEGULATOR? SERVICES.AND RECORDS

» ) s

. o Reguldtory Agencies Described * . .

o ~ > (’\
. \ " .

EN

T@e'next five pages of reading are a brief description of the regulatory function of executive
Eepartments. Some of the state agencies are also brigf]y‘despribed. This is not intended to be

- “‘a comprehensive and detailed treatment of regu]gtory agencies. If you wish, you"might write or call

.

your local OSHA office and agencies listed in this section for additional information.

‘ - / » .
The section of reading and referrals is included in this booklet to give the student some under-
' N . LN .
standing of the rolé of the government ‘agencies in regulatory services. The job families’ 1isted in

upcoming sections are each a part of one or more of the federal agencies.

‘~5». - g - o | i B ) *‘Eli
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! | REGULATORY SERVICES AND RECORDS

Regulatory Agencies Described | -

regulatory agencies.

WHERE AM | GOING?

“

. e - -
Inside this packet you will read some descriptions of regulatory agencies. You will find out some thin

o
- | will be'able to identify at least four federal or state regulatory agencies antl describe their functions.
i ) 4 -
[ 3 e 5 ®
¢ ‘ + e

HOW WILL | GET THERE?

«

1. Readjthe enclosed material.

2. Investigate Services and products regulated by

- the government. ’,

3. 'ldentlfy some agencies and check on their
ivities.

\ -
y 4. “Research |nformation in this MOG.

o ' |

I)2 " ~
s *

HOW WILL | KNOW . . .
[

| will complete the Self Check.

" | will complete the Products and Begulations Formy. -

I will complete the Agency ldentlflcatlon Form,
L T =
v - “

| will prepare or use Job Cards and complet’e a set of
Questions on Job Cards.

.

gs about government

'Y
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% i REGULATORY AGENCIES : . .
’ A ’

. N

\ N Congréés' has'given( more than 100 federal administrative agencies and offices the authority to write regulations applying to

private citizens and businesses. These regulations have the power of law, and influence a|l of us directly and.indirectly.
v . o -

Many of the departments and agencies are concerned with regulating business to maintain competition and regulate monopoly -

.

Others protect consumers from unsafe and unsanitary food and drug products and from deceptlve advert|5|ng They also ensure

- the safety of equipment and the quallflcatlons of oerators of aircraft and passenger carrylng buses and trgjns.

. State agencies regulate the qualifications of doctors lawyers, baqks brokers, barbers, and all mrts of people and businesses

that serve the public directly. They, anng with federal agencies, protect your rights to safety n the products you buy and truthful-

ness in the information you are given about credit and your rlght to be heard when you feel you have not been treated fairly. , \‘

Still other state and-federal agencies assnst in the day-to-day running of government. They collect taxes, take the census, gather

|nformat|on and provide information to the pubtic and to-business.

B

.

Executive departments which have regulatory functions are much broader in responsibilities than the independ@nt agencies.

Usually.regulation is only a part of what they do. Some af the main departments include the following: ‘
9 . '.- . :

\ The Department of Agriculture has over 100,000 employees and is the second largest department The main job of USDA isto
help farmers with information and/trannlng to raise and market thenr crops County extensnon service or county agents work for
USDA About the only real regulatlon is done by the Commodity Exchange Authori’ty, which sets rules for trading oncommodity

exchanges. USDA also administers the \ va/mus allotment and quota programs fcongress passes from time to time. -

-

- p .7"'

)’ The Department of Commerce takes the census and collects and d|strLbutes all sorts of busnness statistics. They also operate

[ N N

the patent office and the Natlonal Weather Service. — . ’ o
* . , ¥ 30
The Department of the Interior primarily operates the National Parks and nattngl resources. Smokey the Bear.and Woodsy Owl

s

Q both work for this department. *




>\

_surpris;ed to learn, the U. S. Coast Guatd.

Health, Education, and Welfare (HEW) is g large and well known department whose main regulatory function is performed *
- A )
by the Food and Drug Administration. FDA sets rules for the contents of cosmetics, prescription and non-prescription drugs,
. 'S ’

drug packaging, sanitary standards for processed food, and very strict regulations for labeling of food and drug pro_ducts.'

-

mgep‘nme_rg_ls the department that could bs caIIed the government’s Iaw firm. The main job of this department is

to tollect ewdence (the FBI comes undeér the Justice Department) and to represent the government in law suuts Justice does regulate

_—— - s,

|
|mm|grat|on into the country through the Immlgratlon and Naturallzatlon Service with agents in foreign countries as weII as the

United States. , ' *' ’ . B PR .
P B C : - : : : . .
The Treasu DegartmelLIS the Iargest of the departments in terms of employees with over 120,000, many of whom are\ln
Géorgra The best known job of Treasury is the collection of taxes through the Internal Revenue-Sérvice. - * N
-l e .

= v

In addition, Treasury aldo operates the office of Alcohol, .Tobacbo, and Fire Arms, The Customs Service, and, most people’are

- - s
.
. .
.
E
- <

The Department of Transportation is where people are mainly concern wnth the safety of publlc transportatlon equipment,

and the quallflcatlons of the pilots, engineers, and drivers of that equipment. Through the FederaI Aviation Admmlstratlon C|V|I|an
aircraft of all sorts‘are certlﬁed pilots are I|censed and a|r traffic contro’l stations are operated Also within the DOT thetFederal

Highway Admmlstratlon supervises the cgnstruction of highways, aqd the Federal R’llroad Admmlstratlon superwses the high speed

-

railroad deveIopment'programs and th{;afe\ty of railroads and oil pipeline companies. - ' _,

’ - - - ¢

—~ ' INDEPENDENT FEDERAL AGENCIES =~ -

. / R
. N
! - LN f ~
% ~ .

_These s’pecialized agencies report directly to Congress, and their names usually decribe the jobs they do. Here is Q partiai

<. \

. - * ' - - .
I|s\°\‘ . - o
L] Pad e

P -
The Atomic Energy Commission regulates the civilian use of atomic energy, sach as licensing nuclear power plants and super-
3 mic . - :

vising their safety.

%)

<
!

\




. . o ' ' . » ' .

o ) \Medemg :&mmlssid nis the watchtiog for wholesale electricity rates (rates charged by electric generating companies -

to local electric companies), and for the transportatlon and rates charged for interstate shipments of natural gas.

The Federal Trade Commlsslon orlgmally was created g: regujate anticompetitive busmess practices. Now it is one of the

( .
key agencle’s charged with enforclng consumer protectior! laws. T & T @ .

[ RS 1

The Interstate Commerce Commlsslon was the flrst of the mdependent agencies. iCC regulates the frelght rates of railroads,

truck and bus fines, oil p|peI|nes and water carriers.

« " ¢

o ~

The National Labor Relatlons Boarcfsuperwses upion eIectlons and :2gulatés labor practlces by unions and management.

) The murlt;es and Exghange Comm;gglog ensures buyers of stocks and bonds that t@ have complete.and accurate information

to make the lnvestlment declslons and regulates the business practices of‘securlt*es bquers and dealers. .. v 1
- . ' . . . . ) , *
: , : ' e . S P :
: : FEDERAL AGENCIES AT WORK IN THE STATES
- - Y ~‘\_ ' - -
-l ) 0““5 . » 4

Obvfously it is necessary for these agencies to work in the states‘with local businesses and individuals to get their jobs done.

i - A look around Georgia will show where many of the 20,000 pIus agency and department employees are located.

”/ v o .

The State Department of Agricu Iture hag mspectors and gents in every county. They glve farmers and homemakers advise,

heIp collect crop reporting stat|st|cs and check the accuracy of scales and meters in everythlng ffbm your IocaI meat market to the

gaspumpsatyourlocal serwcestatlon . R ) . i .
o . b, . N \ R *

» The Department qf Commerce has weather.stations in almost every county.

The Interior department has park-rangers in national parks and at national shrines such as Fort Pulaski near Savannah.

. g 2 Ny . -

- -

»
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the state. HEW also operates the Sociai Security offices in most counties,

aIso operate FB| field offices and district attorney offices in maior cities

—

local offices in Alcohol, Tobacco, and Firearms. Customs Service has facilities in ports (such as the docks in Savannah) and the ¢

interational airport in Atlanta. There are alsoToast guard-stations in Savannah and Brunswick.

°

.

3

Health Education, and Welfare has FDA (Federal Drug Administration) Inspectors, and profeSSIonaI speclalists throughout

K

-

The Justice Department has immigration personnel in most ports (such as Savannah) and in major metropolitan areas. They

L8

'.”J

-

- .

-

4

The Treasury Department has the IRS (Internal Revenue Service) at Chamblee a'nd in many counties. There are also many

»

The DeMmmt of Traﬁsportatlon has FAA (Federal Aviation Admlnistration) controI stations at commercial airports, and

-

Le

|nspectors at a|rcraft repair facilities such as those operated by thelairlines in Atianta

» ]

and construction busnness sanitation, and consumer services. Since there afe’m})re than 500 professional and vocational associations,*
«~ we will not try to list all of them. Many state agencn;es do about the same things for intrastate commerce that federal agencies do

fmﬁerstate commerce We will list some state agencies below that regulate areas not covered by federal ; agencies at all. Corporations

sumers, and sets financial standards for companies which do business in Georgia. The types and terms of |nsurance wh|ch may be

T

Offices of the independent agencies are usually found gnly in the state capital city.

¢

. - P N . - ! * . A, .
States do.most of the licensing of individuals and businesses. Usually these I|cenlses fall into categories of: hearing arts, design

A4

t

V4

-

*

L,)

\.‘%;

STATE AGENCIES

-

-4

»

°

-

*

= are chartered and reguiated by states In Georgia the Secretary of State is responsrbie for charfering and regulating corporations

Insurance has its own state regulatlng office which-licenses i insurance companies and their agents, hears complaints from co n-

l"

sold in Georgia are also regulated by the State Insurance Commissioner

,

.

\

-

1

.
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: Motor Vehlcles are I|censed inspected, and titled by the state and the operators are also licensed by “the state.

- -

. i ' Public Health regulates and inspects ret”ai_l food outlets, such as grocery stores, and bakeries, restaurants. The health depart-
Ty S .
ment also licenses people who handle food in such places, jncluding workers in school luncheons. Sanitation is a concern of the
., health department, and they regulate the disposal of garbage in such places as land fills and sewage treatment plants. This agency

_ also does on the state level many of the labeling and inspection jobs listed under the USDA and the FDA in interstate’commerce.
L3 ,\ - "

—

Real Estate brokers and saIespeopIe are licensed By the state. This department.also regulates loans on real estate, advertising, -
.y - ‘

. contradts, and leases where fees are charged in advance. . *

Th Public Service Commission in Georgla is elected by the people, and operates an office to regulate the publlc utilities such

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

.any-changes in fees charged by these compani‘es. . -

a
[y ¢ .

"WHO AM I?

-

k) .
Fill in the blank with the name of a Federal Agency or department.

v

-1+ | pperate the National Parks, | am’

You might hear from me if you were a pilot or a highway builéer'

If your electric bill is more than you think is fair, you might call me
Union members knowthat | will work for them .
On Aprit 15, many people think of the IRS which is part of me .

-
t

N o wN

-When most people think of me, they think of the FBI, | am the N - . . '
‘ N I make sure that the stocks you buy are safe and.the dealers honest .
8. Farmers look to me fo_f crop and price information .. i
9.- Do you think your local radio station is unfair to some people, call me - . .7

4. 10. Census workers and weather service workers come under me

- [
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- SUGGESTIONS FOR THE TEACHER

Materials | ' \

You will need to have enough copies of this
'self-check available for student use. The answer

form should be kﬁpt in a readily accessibd place.

{

ACEIViEy-T= p. 13 | ‘i ‘ . .

Purpose

In this self-check students match each
requlatory agency with its corresponding basic
function, This is a simple matching exercise
and reinforces some of the facts contained in
the reading. -

Gujdance

This exercise can be completed with little
difficulty on the part of the student. You will
need to monitor occasionally just to see that
the .students actually complete the work.

*

" 1.” Provide for oral responses *

Modifications -or Exgigsions
P = N

4

2. Tape the self-check, leaving time on the
tape for.a responsé.

o

SN
(9]




) Activity 1 . ; ) ‘ Do not write on this form.

SELC CHECK

« ‘b’ -

Objective:- | will check my understanding of the reading by.matching regulatory agencies with functions.

- - - ‘ o

Materials:  This self check.
.

. ACTIVITY ' -

Beside each agency listed, place the letter of the alphabet which corresponds to the function of that agency.

— 1. Commerce . a.  The collection of taxes throug}DRS

— 2. Interior ' . b. The Food and Drug Administration isits main regula'tory 4
3. Treasury . . - function. '

4. Justice ' c. * Provides information and assistance to farmers.

: ____ 5. Transportation - "~ d. Operates the national parks. . A
___ 6. Agriculture - . . e. T.he ﬁ§1 comes under this department
’ 7 Héw ’ ( f. Concerned wnth the safety of publlc transportatlon '
[ - L o ) ' ’ g. Operates the Patent Office and the Nat!onal Weather .
"a : L - Service, ° . o
| P b4

o . o

s, - @

How will I knowyf've done it correctly? . . . | will check my answers with the answer sheet.

46| - . S >




Activity 2 , ' " - Do nat write on this form.
% o
Objective: | will examine regulations on some Food and drug products to see that regulatery agencies affect many parts of our
lives. o : ) - ‘
\. L ' ' - )
Materials: Newspaper adver{‘isement, the filmstrip on regulatory agencies. ‘ -
. ‘ ’ ) - . ‘
- ' ACTIVITY /
- — - ‘
’ N e .
1. Find a newspaper advertisemeént for a drug, department, or large grocery store. Try to get one with 2 or 3 dozen
items. The weekly "'specials’”’ section of the paper is a good place to look. o Y
2. Using the "“Products and Regulations’” form, see if you can list the A'genpy which regulates each product.
4
. - - ™ - b .
3. Now,list 3 reasons why you think government regulation of products and services is often necessary.
1. . ?
2. ) ° » ‘ r
3 2
- . <
. P
; »
by ’m*
2
. -~
o .
. 14 :

-
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SUGGESTIONS FOR THE TEACHER' oo

Activity 2 - p. 14 -

Matertals

1. Yoh will need to.Have on hand several news-
papers, and advertising supplements from
papers. .

2. Pathescope films: Careers in Regulatory
Services and Records.

3. Sound fi]mstfistiewer.

Purpose

This activity allows students to view
available information and investigate the
effect of regulatory agencies upon some
familiar preducts. (This particular fil
w3s selected.for its completevcoverage o%;
the field). o S

L4

Guidance -

Students readily view filmstrips in this
series. Encourage students to utilize the film-
strip and the reading they have done in this MOG
to complete the question séction of this actiVity.
The answer to activity question three_should come
student ideas. -

S

substantially from the film, but should also reflect |

Q?Qifications or Extensions

1. Set up "buzz groups! to discuss life in
America without any regulatory agencies.
Each group can share and compare its
conclusions. Decide which aspects of
American 1ife would suffer the most with-
out some kind of regulation.

-




PRODUCTS AND REGULATIONS FORM

L]

Product Name__ Regulatory Agencif

-

- \ . >
How will | know I've done it correctly? . . . L will take this to my teacher for review, _

h A V) "

n/’

Where Purchased

o




. _ Activity 3 Do not write on this form.

- ' . v . o t
- Obijective: | will use the telephone as a resource in identifying at least four federal or state regulatory; agencies and ‘describing
their basic functions. ' . . ’, \

Telephone white pages, this MOG. \ , T .

« -

* Materials:
. - ' e \

‘< f - : . ACTIVITY SR ' ,

‘ ~

A

.

. - Bl i
1. Look iﬁ_‘the white pages of the Atlanta Telephone Directorfunder‘United States Government and Georgia, State '

Of. » b . <
. ~ ¢ -
[ 2. List 4 regulatory agencies shown in your local ph;)ne book. ‘ Q’/ :
. : « - = ' .
3. Using the attachaq Agency Inforéation Forin, fill in the requested information. o
o - - . ) - ) €, - . ~'\ v ¢
g 4. Use the resources listed on this activity sheet to help you answer the questions. The answers wilf-not be in the - . .
... phone book. C ) o l )
5. DO NOTCALL THE AGENCIES. '
£ . _ “e -
B ' \ ? N { . -
Ca * . . L] b , .
v - . . ‘, . ) , . . 4 i . a ¥
. ul , . . ) o - .

ey

How will | know I've done it correctly? . . . 1 will let my teacher \check my work.

'; . A ~ .
, ~ - , " . . . i \ (0 o
. . - Y B \ o
) — ) .
\ ’ N i 2
: = AR 3 t
v . - .
‘ 54 Y ~ * pme 05
O 2 h‘;ﬂ:ﬁ& N A
o - 4 B! :}u
~ ! - . ¢
s 16 W . -
1 4 - - % . '
% - : - - ¢ T S Z
e A _, ' .. ; L L
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SUGGESTIS&S FOR THE TEACHER

Activity 3 - p. 16 ‘ ¢

Materials
You will need to have a few copies of the
telephone book available as well as sufficient
copies of the Agency Identification Form.

1+

-

Purpose

This is a sjmpfe expToratory activity
which makes students aware of regulatory
agencies functioning locally.

L4 . . -
; '
- {
N .
“ - Ve L
~ o
Guidance -

LAY ~

» .

- Students usually experience 1ittle difficulty
'in completing this activity. They may negd to
be reminded that they can use their M0Gs to help
decide what work is done in each agency.

¢

Modifications or Extensions

A i

A motivated_ student may wish to éxtend

~ this skill to include county andqtown offices,

v

« ~
\.
-




. > 3 .
.y Enforcement .. Collects money -
: o
</ ¥ B
-, . - .
Agency . N Federal State (Circle one)
Location . : n
- ‘ - . s i H ' ’ d
Work done in these agencies (Check those that apply) - Q;; - .
B Licensing Data Collection”
. H /
( 4 ‘ Inspection ! Price Regulation ‘
’ Examination ; Advises .
¢ , _— ’ ; ) ‘ )
{ ’ ) £a' Enforcement* N A - Collects money - ’
wW -~ ¢ - - "
Q 5 £ 17 ) 54

Agency

Location

. Work done in these agencies (Check those that apply)

j ALEN

¢Y INFORMATION FORM

3

v

”

-

Licensing

Inspection
___ Examination

—.. . Enforcement

1

<,
g o~

—_ Data Collection

Price Regulation

.

___ Advises

___ Collects riioney

Agency

Federal

Location

Work done in thege agencies (Check those that apply)

Licensing
Inspection

. Examination

it Data Collection
___ Price Regulation

= Aduvises

]

el

~




Activity 4a - o . Donot wri.m on this form.
‘\\ e
_ ‘ - T . OPTIONAL EXTRA CREDIT ACTIVITY
Objective: | will use available resources to research job titles. ) ;

Materials: Job Card Box — NOTE: If there is no job card for your job title, do the next activity..

.

L]
ACTIVITY
Before you begin this activity, read through.the entire activity’so you will know all the thingg you will be expected
to do.
> 1. Select 2 job titles from your MOG to researéh. o) RN
2. Go to the job card box located on the resource table.
3. Locate the job card for the job you are studying. '
_ -
» » Museum Aide N
. . mw  |nA Dictionary of Occupational Titles I ' - )
) . Pages i ; ' - e LT
® ) . ] I1.” Occupational Dutlook Handbook
y v Pages ‘
% I11. Encyclopedia of Careers . |
3 Pages )
. Look‘up and read the material listed under each of the three large reference books located on the reference table. ’
* They will be listed on the card'like this: ) o ’ X
v . l. . . f‘ x ) - . ' ’q » .
6 O ‘Ductlona-ry of Occupational Titles 61
o . ) {lI. Occupatipnal Qutlook Handbook :
‘ [MC ) : I1l. Encyclopedia of Careers - ) : e } .

" _ ST N




SUGGESTIONS FOR THE TEACHER

Materials

The student will need to have available the
following materials in order to complete this «
activity: The Dictionary of Occupational Titles,
the Occupational Outlook Handbook, the Encyclopedia
" of'Careers, and the Job Card Box. (Activity 4b
explains_the preparation of job cards).

{ Activity 4a - p. 18 \

Purpose

The preparation and-use of job cards has

been designed as a research activity which
uses available resources to find out about
certain job titles.

Guidance

This i% a rather lengthy activity. The
Jnformation which students obtain from the various
reference books and other-media will be used to °
answer the questions on page 22 (activity 4c). The
steps outlined in this activity guide ‘the student
through the process of researching job titley/

* Studentssshould be instructed to have the j

. card questions available as they locate reffrences.
These questions will serve as an organizer fand aid
the research process. It will be helpful to the

aﬁ;gent to have blank paper on which to make
n&bes As they read through the various materials. .

- -

Modifications_or Extensions

Pair a poor reader, or a student experi-
encing difficulty in selecting and
organizing material with a stddent who
has*strengths in ‘these dreas. See the

section on peer-tutoring for suggestions.
~ s ) k.




i

1f there is‘ no ﬁsting for a particular reference book, that means that there was no reference made to the job in that
book. ' , . '
Now look in the Merit System reference bodSks apd locate the job title{s) you are studying.
The Merit System references-are listed like this:

¥ | V. Merit System . — )
- State .
) . - Job title 28305 (reference
’ number)

’ . e
There may not be a job title listing in each merit system directory {State and County) only the Merit systems listed
on the job card are relevant to your job title. ) .
When using the stateaf Georgia Merit System reference; . .

1." _Look up the job title and note the number code for that job. Example: Museum.aide 30712 4

2.  Look up the number code in the number code notebook. This will give you the job description.

Locate the Audio-Visual material fisted on the job card. View one film/cassette program and answer the questions

{see activity No. ). Review the other material. o .

V. Audio-Visuat. ~ ..
- S A
'Y
v '\ ) "
—EXTRA CREDIT ; . € L
Go to the library and find the books listed for your job title. Look over the books and seleci one to the checked
. - out for further study (activity No. ). o . C : :
. . .
@ .
VI. Card Catalog '
-~ 19 : W
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Activity 4b - . Do not write on this form.

Objective: To prepare job cards for the study of an occupation.

Materials: @ank job cards, the attached instruction sheet. 5 .
ACTIVITY o -
. ’ ‘<’ . El
This activity is to be done when there is no job card for your job title. Read through_the entire activity so you
will know all the things you are expected to do '
Separate, Instructions: . ' =
" 1. If-thereismo ]Ob card for the job you are looking for you wnII need to make a job card. .
2. Get some note cards from your teacher. ¢
3. Look up your jOb title in the following books: ‘l Dictionary of Occupatlonal Titles 2. Occupational Outlook
Handbook 3. Encyclopedia of Careers 0
4. Writeon the note cards the ]Ob title and the pages the job title appears on in each book. ] ’ 3
- - ‘ oo
s M J . * i
Teacher N Job title
I
|, ,DOT - 137 / page number : 4
_ Book - | . Il . { ‘ I
‘% 1 I ‘
5. Look up your job title in the Merit System noteooks (Gwinnett County and DeKalb County are in folders).
6.  List the title and the cqde number for the five (5 qurit Sources {all may not be listed).?




P

. S | 'éuectsKous FOR THE TEACHER' 3 B §

Activity 4b - p. 20

Py

_are 3 x 5 index cards with the

Matéria]s

When there are no researched job cards avail-
abTe for a particular title, the student will be
required to prepare job cards. You will want to
have plentysof blank job cards available. These
top line color coded
to the MOG being studied. The Dictionary of Occu-
pational Titles, Fhe Occupational Outlook Handbook,
The Encyciopedia of Careers, and any Audio Visual
material available to your program should be placed
in your resource file.

A4

Purpose

Studdmbs complete this activity when there
are no completed job cards for a particular job
title. Job card research is an activity which

gives students a chance td obtain specific infor-

mation about jobs which they can't obtain from,
the MOG-and velated activities. The basic

Jresearch and recording of information is a skill .

which will continue in importance as students
continue school and work study experiences in
Public Service. -

>~

- yourself for preparing job cards.

N

You will want to go over the instructions -
This will enable
as they research

you to answer student questions ¢
itles and record the.information.

their job Be

Guidance C

~~

Modifications or Extensipns

1. Paip a poor reader,-or a student experiencin
difficulty in selecting and organizing ma- "
terials with a student who has strength in
these areas. Sée the section on peer-tutor-

g

LN

sure to infarm the’school librarian that students ing for suggestions. . . =
will be. using the card catalog. . . .
® - '/ :'l‘ - \; ] .
' . Te
L 23 - 1
. ) ,
¢ N ~
14 . .’,.
K . / < ‘
. 4 i ! . . -
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O

ERIC

Aruitoxt provided by Eic:

i
- J . :g’ 3 >
. IV Merit System - ' - .
GA . - 11362 . . ‘
. : Atlanta
' ; = Fultan
. Q Gwinnett .
* . “‘ \ !’ X :
7. Goto the APPS mdex file or Audio-Visual materlal Lnst the material (n‘ any) relevant to your job family. Include
fi Ims ﬂlmstnps cassettes, and tape recordings. . -
A} ﬁ’ Y . ) - -
i ) Tt V, - AV Material ' °
. .. 4. . .
1.
.2 . :
. . . . 3. . ) C 3
. . , 9 el ] ‘ Ry -
8. Check the (TBT"ar.,y card catalog'and ﬂ;& APPS‘library. List the boaks and there library,number on the card.
? . e e ‘ ) ' !
» : Working Q ED.. 742 . . ‘
‘ ’ : N {” ] -~ "/
@ - T 3 . L
. ’ a n '
’ - 3 [y - .
& ) ° 4 . S . 7/
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Activity 4c

. 1 . -
Objective: To answer questions relating to the job card research.

Materials: Questions

s -
.

W

Do not write on'this form.

° ACTIVITY

"

r

’ ¢ . . .
Now that you have investigated some job titles, you should be able to answer some questions. Use the information
you acquired from the ]Ob cards to help you answer the questions. Answer one set of questions for each job title

mvestlgated ’ “ ) ‘ . -
Jot:bCa'rd Questions N
1. Job title . B . )
2. Btiefly describe what a worker with this ]Ob title does . . ‘ ,
~ 3.  What are the educatignal requirements or, t’ranmng for this ]0b7 . .

4. What sorts of expérience and skill would a worker with this job title require? -

5. /What is the general satary range for this job title. | S N

6. Isthisjob titleina growu;g field, one that will provnde many ]Ob opportunmes? Yes - No _. .
Briefly. explain y'our answer . -

7.  What highischool 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*rmow? Twenty years? What about in the year 20267 |
Briefly explain. - ‘ "

9. Would you,like to have this job?  Yes _ ~ANo

-

Briefly explain your answet.
-How v{xill | know I’ve done it correctly? . . P will have r'ny teacher review my answers.
. b SR

b

22
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" SUGGESTIONS FOR THE TEACHER 2

Activity 4c - p. 22

Materials

The. students do not write,in the booklet. ‘
They will record the answers O a separate copy
of the question set. \ .

v a

N
*
.
. . . v ¢ P
oy . \ " .
’ N ' - ’
.
N

Purpose

This set of questions is designed to pull
together and reinforce some of the essential
information pertaining to jobs. Questions 7, 8
and 9 give the studént an opportunity to pro- ¥
ject his or her own attitudes and specific
information into the answers. ‘ sl

-

Guidance ;
This is not a self-check activity. Students
should be allowed and encouraged to use the job
card information to-complete their answers. Be
sure that the students answer one set of gquestion$
for each job title researched.

-

Modifications or Extensions

- 1.. Record the questions on fape, leaving:
" @ sufficient time for the Student response: .

2. Allow students experiencing reading or
other disabilities which make written
question answering difficult to give

their answers orally. Either the teacher ~

or another student can record? the oral
responses. : -
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REGULATORY SERVEEES

»

Major Job Families

~ o -

The major job families are each described in a brief gsscriptive section. Students may

. . 3 . / . L . . "
experience confusion among examination. licenser. and inspector job families although the

reading matter anticipates this confusion and attempts to alleviate it where possib]e Some-

times re]ated job families dre confused.

the entry and exit of goods wh1]e immigration deals with the entry and%‘xmt of persons¥ Each

The d1fference ties in the fact that customs deals with

might work ona case involving 111ega1 entry of drug smugglers. There is a very short game

" following the reading which serves to reinforce the job faﬁi]y names. Be sur% that the students

undérstand that one heav1]y under11ned Tetter in each word combines to form a word.

2
Ll [ 4

.
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REGULATORY SERVICES AND RECORDS
g

Job Families in Regulatory Services

N - &

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

in Regulatory Services and Records. ‘ ‘ - . ’

%
> L 4

WHERE AM | GOING? — «

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

e

o2
- ' LY
HOW WILL | GET THERE" _ -, HOWWILL I KNOW . . . BY
1. _Read the enclosed material. ~ o . | \;vill complete the Self Check Activity.
2. lIdentify the job families-in Regulatory . | will complete the Job Famify Form. -
Services and-Records. e - o '
3. Pick out job families and jab titles ina | will complete "Lets Fjave Fun”.
puzzle. .
4. Host a speaker or speakersat the Regulatory | will complete the Seminar activities.
Services Seminar. ‘ L
- 4
75 . ‘
. 23 Py
- . . { .(J




. MAJOR JOB FAMILIES '

g There are eight major job families in the Regulatory Services. In addition to some special and unique jobs offered in these
families, most agencies will employ a large number of people in clerical, legal, personnel, and business position's. These positions

]

\ will be common to all job families. : “ . )
In this unit, we will look briefly at the 8 major families in Regulatory Servicés and Records. ‘ '
\M . i
Regulatory Se[vices and Records is a large career field, with many agencies located across the country. Many persons in®_

administrative assistant positons are requ'ired to n.unage these agencies. Many of the regula&gry agencies conduct management--
internship programs to train and develop employees for administrative work. This work generally leads to positions as managers

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

The job families which make up the Regulatory Services and Records MOG include: . . . v,
o ( ' -
. 1. Inspection . ‘ 5. Customs ,
2. Examiner . 6. ~ Immigration \
. 3. Licenser oo 7. Public Records / ( .
. . 4. Census* . . 8. Taxation
- ’ ' .
j"";-w ) LA -
’ - - X _ ) . ’
TAXATION JOB FAMILY — . o ' ) *
‘ - -Internal Revenue Seryice 2
. . . ' /. ' /. .&‘;

The Internal R{venue Service is operated under the Treasury_Debartment,,a department of the Executive Branch of the ‘

N . .
80 Federal Government=The IRS has more than 60,000 empiGyees and is by far _ the largest organization in the Treasury Depart-

R =




O

ERIC

Aruitoxt provided by Eic:
.

B s } « ’
ment. Each year mlllrons of personal and business income tax returns are filed W|th the RS in each state.. IRS employees are
:st;atroned in large and small OffICES throughout the United States R T
The IRS is divided into three separate career fields: .. . C
a. Federal Law Enforcement positons include special agents who work in intelligence and in internal security. ' ,
\W. Accounting includes Internal Revenue Agents, Internal Auditors, Tax Auditors, Accounting Tethnicians, and Estate
, [ - s . - / Lt ) N
Tax Lawyers. . . . SN <
S . . "J A N ,
c Collection positions include Revenué Officers, Tax Payer Service Representative, and Revenue Representatives.
e : ﬁ‘ S
. The regional or iocal IRS Centers employ Tax Examrners Data Transcrlbers and Tax SpeCIallst Clerks. In Geoigia, two
entry-level posmons exist in Taxation. They are’'Revenue Enforcement Officer and Revenue Special Agent. These entry level
- P o ] ) - ] @ . . M 5
positions are a, Pyt of the collections career field. . ! ’
. . I ..
. T e ; ‘, \
~ N »
. N .
¢ 4 . . -
. THE INSPECTION JOB FAMILY . ’ ) :
) 3 L -
4 v ° ' ' , " L. ') ' e ) ’ ¢
*The Inspection Job Family includes three job titles? ' . L . .
a. = Food and Drug Inspector - ' e - , . s N
) ’ [ ’ ’ . : a
' b. Dairy Foods Inspector ) b ' _
y c. * Building Inspector P ’ T : , . . . .
A * N . . . , .

Obviously there aré many other titles for inspectors. When we think back to the first twe units of this MOG, we can remem-

o~

ber all of the many goods and servrcesf’egulated by the government In order to ensure quality in goods and, falrness in services
o7

’
~

rendered, the government msﬂ%ctdrs must check to see if producers merchants, and those who give servnce are performing up to

set government standards. .’ R B ‘ "

AN

N i N ) . ‘ N i ' :;
. S . I RN I K
. . : 25 LI Nrwoo

8( . ~ ‘ - . ) - - ” R f;

-
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It may at times seem that there are‘more jobs than work to be done! But everytime you ride an elgvator, cross a bridge or

eat in a restaurant, remember that govefnment building and safety requirements saw to it that you remained safe and healthy.

-

~ /- =

» N 4 . < ' \
\ \
THE EXAMINATION JOB FAMILY,
A P . . .
. * \ - ° ’
. ) D . 1 < ~ LT ' ) V\\/
; "+ The Examination Jeb Family includes the job titles of: , r \ ’
a. Insurance Examiner e. Claims Examiner \e 7 - .
! b. Bank Examiner f. Hearing Examiner . ) o
* L0 c. Corporation Examiner g. Labor-Management‘EXammer -
d. Drivers License Examiner : o~ " h. Bank and Savings and }_oah Examminer
N SRR
. ‘_ Help! What is an examiner and-what is an mspector? Youehave a rlght to be confysed. On the previous pages we discussed
v ) mspectors Generally speaking we can say that inspectors check the quallty of goods and services produced for human consump-

tion use, or habltatlon (living). Examiners, on the other hand, usually check on businesses or Pther agencles which perform a

a

. s service or |ssue licenses to the publlc Do you understand now? st /’> \
" \\ . Insurance compames are exammed regularly to make sure that the money they receive from the people who bgy policies is
N bejng used correc‘tly Most of us are opsoon will be familiar with the Driver’s License Examiner. The person with tfis job title
v examines requests for Ilcenses and recommends that a license either be issued or not issued. We will learn more about examiners -
' g b : . . . .
" inthe next unit of thlS MOG.” P . * : .
< , . .
, ’ * , L4 _ ind N
} ’ i - - - .
' e . ] N : o
. . [ 1 LICENSER JOB FAMILY - , , |
L i T ' i ) . 3 . N . |
T . ' ‘ . . :

sr - -

What? ‘Anogher job familyflike Examiner and Inspectc;r! Yes,But the following information shouild help clear‘up.any,

Q Q‘j +  confusion: " m . '7 L A s ’ ‘ \Q )
EMC. * ' ' : ¢ ’ 26 - co 4 : s ‘
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Tne Licenser Job Fgmrly has as its major responsrbllrty the issuing®of licenses to people and bus|nesses Everyone who

operates a bu siness must have a license, and many of the&eople who work in busrnesses must have a Ilcense The beauty shop

¢ -

owner has a busrness license to operate the shop Each harr stylist in the shop has a I|cense |ssued by the State Cosmetology

- Board. People-whe work in the Licefiser Job Family generally work for one agency such as the State Cosmetology aoard.
L

N . <

- . Still confused? Itm helpful to think of a licenser as one who issues licenses upon proof of eomp1etion/of all re- '
. ./ Y . S . NI . "
N\ quirements for the license. An examiner is one who tésts the qualificatians to receive o; keep the license. An inspector checks . »
' - to see that stated requirements and standards argyealy what they are said to be. ° . ' v |
q ' ” ‘
- a . N ‘ |
’ ) - , CENSUS JOB FAMILY ‘ : ." 4
. . 7 \
. b .
) A census is a survey conducted by the government to gather information dbout the country, people, and products. When "
— . - , « X . ‘" . a
most &f us hear the word census we think of the population census which is corjducted every ten years, although this rpay change -
. . to gvery five years in the future. ’ ' J ‘ /y

4 M s -

-/
‘

. -
*  The U.”S?bureau of Census regularly conducts censuses okagriculture, business, construction, governments, housing, martu-

. 1 Y

facturers, mineral |ndustr|es population, and transportatron

t decid;s%gtopics to survey and what .

thé infor {&and displays the results. Then_

orker mlght 1o} any of a number of duties ' | )

’
[

kCon‘ducting a.census requires,qu:te a lot of a%nnrng The Census Bureau fi
questions to ask. 'J'h'en Yt surveys people to collect information. Next ir pro..(:ess
[} R

the information’is made available to other agenties and to the public. (A census

Census Taker is usually the entry level job into the fleld . ‘ . N .
. . , *r. [ e . ,
} . toow RN ‘ “ ’ \g; " 1 Ll ‘n‘ ' \
. TR o CUSTOMS SERVICE JOB FAMIL R ~ . '
. ! ’ ~ PR ‘ - 9 , “
- Cusg”oms Inspectors, Customs Alde and import Specrallsts are the major ;ob titles in the Customs Servnce Jbb Fam|Iy The "
'/ Customs Inspectot and Customs Aide are the government s front line protectrOn ag msf smugglmg and. the.lll_gal_en,try oreexu S ~
4 -y
- ’ ’ : ® . ' \ * - -'é t “r
Cy, u ‘ o :
s é) , - . 27 R :) ' .. - i . Q},I' * \‘
E lC ) X : P e T e T
\"{ . ; ’ -y v ‘- l) -’ ‘d » ! )
. . . . . I3 « . Ve Y . N A q
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of goeds. Import Specialists examine lmport entry papers and determine the unit value of merchandise. Customs Agents work

with other Treasury agents to enforce laws dealing wn&ve import and export of goods between countries, states and on the .
f

high seas. Customs Inspectors are often the ones to ti f iocal law enforcement officers of suspected drug shipments. Customs

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

¢
.
)

-

- (

% IMMIGRATION AND NATURALIZATION SE RVICE JOB FAMILY

-

- \
Job titles in the Immigration and Ndturalization Service Job Family mclude(lfollowingk:
-

a. Bordér Patrol.Agent
e

b. Immigration Inspector 7/

c. Immigratjgﬂ-l-a/estigator L . . g ' ' o

) ' D
4 . . . - ¢ | . ‘
The Immgration and Natdralization Service 1s a part of'the Department of Justice of the U. S. Government

o

+ For thousands of years, peOpl\e have moved from one country or region to another. The 1mmigrat|on qd Naturalization

\
Service of the U.S. Government regulates the entrance of non -citizens into the United States: The Immigratyon and Natural-
L}

1zation Service ggs advice to non-citizens who yvush to become U. S. cmzens lt does ‘this by providing books, help W|th filling

out forms, and by r’ecommendtng quahfled non cmzens (aliens) for C|f|zensh|p . ° <
\ . . -
4 . - vt

The Border Patrol is an enforcement agency within the Immigration and Naturalization Service. |1s main purpose is to

prevest the unlawful entry of aliens into the United States. ' - ) .
. - . . " P ¥

The next unit wll give you more |nformat|0n abqut the things people employed in Regulatory Services and Ré&)rds

»

' actually do. It W|II also tell you some thlngsﬂoout how people qualify. for these jobs. Some requwefa’fﬁt of study arld_tralnlng,

whale others can.be entered from hlgh schooavtth n- the -job training provided. Interested? Read on.

g
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1.

2..
3
4.
5

6
7.
8

Lets play a short game to help you remember these names and duties. ‘ . :
) . N * . . '. A
Fill in the blanks wyth the name of a Regulatory Services and Records job family and read the heavily underlined letter to
' ~ ’
find a word wh:ch means someone who Idoks at thlngs cloSely,_ e __
s
— _— )
Counts the population _ _ _ _ _ _ . ..
Checks on businesses or othér agencies Which perform a service or issue licenses” _ _ _ _ _ _ _ _ __ '
The RS isapart. _ _ _ _ __ __ e .
. N . 4
Protect against smuggling and illegal entry or exitof goods. « ____.__ >
AN L (
Checks on person}/entermg Ihe country. _ _ Ty - v )
y Issues lichses 10 quallfled persons e ’ ‘
* «
Checks On standards of produc&s and servuces __________
Keep regords such as births, death, madrriages. ;_‘___ o ' ,
. * “ - ' ' \ ~ B d * L
% - ce . - v
SRR _ T o e \ 9
. & .
s : = | "
PR . i (3 - - oo * ~
/ : ’ _
3 . Tl . .
\ B R
- - * ' ’:s :
2 2T S
N C & g - ? .
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-, . EN - R Y ' . -
. LY. - 3. 0
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Activity 1T T
) ) SELF CHECK ‘ ' } =
/ . . . :
, " Objective: | will check_my understanding of the reading. ) B ) y ‘
&« Skills:” Matching : - ) B,
- ¢ '
Concep{;—, The function of agencies o ,\
Level:. = Knowledge _ ’ . "
T " - - . - ( . f ) R -
. . . ’ .- -
' ’ < . 4 h) ’
Besideeach job family listed, place the letter of the alphabet which corresponds to the function of that job family
¢« . . B % ' ‘
4 . . ‘ . ...l -" ‘
—.. 1. Taxation c * a. Insure quality ™ goods and farmers in services
$ N " . . -
—_— 2. {mmigration : - . given.
- _' 3 Gensus . L y b. _ Check on businesses or agencies which perform a |
) K I - 7 service, or Issue licenses to the public |\
——o= 4. Customs ~ s - : ] _ . .
‘ 5 ) L . . c.» lIssue lieenses upon proof of completion of require-
<. _——_. b . Licenser .-. . .
‘ . Vs N 4 < _ ments for the license. . X
- — B Inspection
" ~ _ P : T d. Conduct surveys
* v ¢ e 7. Examiner . . SN ' _ ‘ . .
L o - \ . _e. Enforce laws deating with the import and export
. e : a ‘ ) of goods between countries and states
a “ . ) Lo f.  Regulate the entrance of non-ci{izens into the U. S.
' SR - ' . »
' . :.._ N Voo . g. The ,RS ,
' - ' ",," “.ow . B DR ) .
W A .
T A S . - . .
' o At o . / . . .
. : . o M T - . . . ) ’
LT - How will | know*{/vaidone it'correctly? . . . | will check my answers with the answer sheet. ‘ “L .
* A f\‘a"-l -‘.‘." . v/ ? « ’ * B ' N " o ‘
[ WA ﬂ‘u__»{_ " - . . N
- - . 3 .:ﬁ,z‘\. . . . () '3'
’ G’) »“‘.'. R e a . . N
- o e - ! . CY—— -:' . - = .
\)‘ N . ..'-1 ’ s M . z N ¢ .
’ - ’ A" F -
ERIC ‘ RO e . - :
Ly . R J30 x
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. _ SUGGESTIONS FOR THE TEACHER. ,

-]

- Activity 1" pL 30

Materials

Students will yeed to have a cogj: of this
self check form. sure that .the answer gheet

-is in a readily accessible ﬁiace for student use.
/ :
' .
M ~ v
, .

.\’Q

“

Purpose

o /
This self check is-a ma%ching exercise

which reinforces student undérstanding of

me basic facts contained in the reading,

r
.Guidance .

a

Your only monitoring function will be to see
that.students actually complete the self check.
Students should experience little or no diffi-
culty with this activity.

1.
2.

Modifications or Extensions

-

Provide for dral responses.

Tape the Self check leaving sufficient
tape time for responses.

hai

?

a®
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.SUGGESTIONS'FOR THE TEACHER

® ~

Activity 2 - p. 31

Materials

. Students will need copies of the job form
found on-page 32. . ’

1

¥ Purpose

- * This activity serves to organize some
information found in the reading. This
activity reinforces and reviews the ‘information
presented concerning duties arid functions.

<<

Guidanap

\
L. s »

* To complete this activity students need .
only locate the requested information from within

4

gy

s

the MOB. You might need to check to make sure .
, that students have indeed listed job titles - g5 ’
in aetivity direction two.
N .
) A £ \
* - ~ ‘ o
“' ‘ \ ¢ \‘\ ).
- - % \
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- Do not \é(rite on this form.

(A
Vo
ay

ERIC

Aruitoxt provided by Eic:
N .

N

. . Agtwlty 2 . * ® PS 4
3 . - ) ’
. Ob}ective;' fwill identify the eight jab families of Regulatory Services and Records. . N
- . . | ) ) . ] .
Materials:  This actvity sheet. The reading in this MOG. . ‘ Ce -, ’
» . . A'Y , o - [}
¥ 7 7 .
. e ) , ACTIVITY . .
B ! ’\' . ! ‘ s [ 4
L Ffom tké list below identify the elght job famijiies or regulatory services and records. Piace an {X) in the space .
next to the space next to the ]Ob family. . ‘ L .
- 3 " ) .; - . . —_— . R B
~ Planning 3 *  Taxation °,
. .Inspection T ! ‘Conservation K -
. \d t Assistance .’ Acquisitions =
5o - . Census , - Examination SN
N o - . Rehabilitation Corrections ¢ g’
' Pubtic Records ; ** Licenser )
. -~ — . . \ ﬁ— A .
S . Enforcement . ~ 7 . immigration
S . Customs . " . .
5 " 2. List8 typical job titles found in Reguiatory Services and Records. a . ’
’. \ - . .
7 N O N . . Y ‘ 5 - :
s s ~ % y
. 2. i N 6. : N
. T3 1 7. s
. . d . F \ 8 ( -
. - ‘( . .
- N \ hl
’ S ‘3. Using the enciosed Job Family Form, fill in the information for each job you listed in Step 2.
., i ‘ .
' ” . v -
1 . . . ’ C . .
:\ How will | know |’ve done it cogrectly? . Y 1 will take it to my teacher for review,
‘ ] ' ) . o ¢ )
. , » - y
-] ) . \ '
‘ Q9
. 31 : NS
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Job

JOB FAMILY FORM

Family

Duties and Functions:

Job

JOB FAMILY FORM

”~
Family

Duties and Functions:

_JOB FAMILY FORM

Family

3
s - 4
- Job
- ! c . .
Duties and Functions:
. I
N . s
\.




-/

. , E
Coe |
Job /J s .
. _ - \‘)'
Duties and Functions: -
e . H i R .
\, - “ L s
v , .
j ’ - N\ ¢
| -
A T .
, ~ +JOB FAMILY FORM
) : - : S
Job ' ) . Family _.
-Duties and, Functions: ’ CT
- ] : . - °>‘
T\ : :.- °\/ .
v ~ . 13 ’ \Wo) > ./ ’ ’
> - - 7N ‘v
-~ | IR
- ) [N ; * "‘ 4 K
’ ' o, . . V4 t
' JOB FAMILY FORM
Job "__° . : . < Family -
J ‘ - / T T ) a‘ +
/ Dutiesand Functions: "t ) S .
* ) P . “ L¢ ) \
. 33 "
K n 1o | { L
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\ " . LET'S HAVE SOME FUN -+ . R B C - ;
’ » . ~ -. ~ . . -
4 ~ , _ o . ) .
- 3 ~ . ) S -
@bjective: | will complete the "thsﬁave Fun” aciivity to help me remember the names of jobs in Regulatory Services. .
) N ~ 2 " . " . v *
‘ ) ] ’ . ’ ) . - ) ) ., - . A ~
Materials: * This activity and a pencil: - . . L < L
. L , .
. t ’ ) ’ . . N ’ ) '// ‘ ) - « 5.
- . b ’. - . M ’ . ~
» f L] - < * - N - ’\ ’ / \
., rd > N . 4 1]
- ACTIVITY N : :
0" - - , s ’ . . [ . ) N ' " - )
: The titles of the eight (8) job families and twelve (12) jobs in Regulatory Servic and Records are in the ! y ,
3 . ~ Puzzle. They may be read forward, backward, up, down or on a,diagonal. Circle the eight job families and as many .
~ o . . e ‘ ‘- * .
of the job titles as you can find. _ ’
. : . . s
«:\f’ Q Job, Titles Include: - 77 © . .
v X N Special Agent X
Tax Examiner Accountant )
. “" '
o Build?'ﬁg Lnspector °

. , . BorderPatrol Agent (this one has been done .

1

S
How will | know I've done it corregtly? . . ./l

Customs Tnspector

Clerk I‘ypist

-

>

for you)

[

Import Specialist/

: Ifnmigration Inspectpr
’ E:Iérks .
Claf'ms Examiner® -

.. - . . ."\

iil check my answers with the answer sheet.




. K ) . SUGGESTIONS FOR THE TEACHER : ' .
’ , ‘ f . Y . ’ )
¢ .« § “ ‘ ! ” *
- co, . . Activity 3 - p. 34
) . i \// 4 ¢ L)
Materials . o Purpose

-

) Students will need copies of this act1v1ty
page. The answer sheet®should be kept "in an

*

-

This is an entertaining activity which
reinforces student reeall of job titles.in

accessible locagion. - = Regulatory Services and Records.
[ ‘ . « \
. R v > .
- H
Rl o LY
' , ! 4 - - , .1
. 4 ” 4 rd o - .
¥ p
. - * ' .
- ’ ““*\ , - .! -
- N~
Guidance - ‘ Modifications or Extensions
- N - - N - 1 . -
»

Be sure to<remind students that some job

,See activity no. 2 page 17 “in the

‘titles might be written diagonally or backward, Rural, Urban, and Commun1ty Develgqpment
as in ‘the sample. ‘Generally, students experience booklet \ .
“little or no difficulfy with this activity. -
a f‘ o 3 ,
“ . - 4 \ g
\ .
‘ 'l

. o
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_Activity 4

Do not write onthis form
B - - ’ ' :.‘ . . . i l " i
o ; - ¥ _ 5 .
Objective: To prepare for and conduct a seminar. .
1
Materials; ’ Out!ine of APPS seminar, inter\;iew’gujde, evaIuation form and letter form. ) : T . ‘
s . p ; . a . '
. o L o / AN , e
, R : ) ACTIVITY i e
‘1. Read over the outline of the APPS Seminar attached to this activity. ‘ . ~ o
2. Prepare an introdyction of the speaker or speakers In ordersto do this, you er need to obtaln information &bout ®
s ~the speaker or speakers from your teacher v
_ Find.out the foﬁ%wnng th|ngs Coee L o )
\ a. Name _ ) (, - v
b. Title of speakers job _ s v < : /.
) c.  Where speaker work's \ i . : / ) ,-
d. Briefly, what Speaker does ~____ - ’ . A A
3. Using the attached mtervrew guide, prepare a series of quest1ons to be asked of the speaker during the question .
- and answer period. ° ’ < , —~—— . ot
4, Al student questions will’be put together and the bestones will be chosen by your teacher to send to the speaker ’
* before he arrives. . '
5. You will also be aIIos?ved to ask sponta.neous questions (those not on the questions list) dyring the question and
" answer period. L : — . .
6. After the semlnar each student in fpe MOG will write a note of thanks to the speaker or speakers Use the Ietter -
¢ formto guu?e you in your wrltlng . ‘ ‘ ) o )
_ 7. - Fill out t@ne student Evalua‘tlon Form. _ ' ¢ - . . ‘
., ‘ . ° _ I 3
- : ( . . . . ‘ ’ -
- : . . . :
. c 7 ‘ ’ - ¢ -
t p . - Y )
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N . . ,\ .
“~ ' SUGGESTIONS FOR THE TEACHER
v Activity 4 - p. 36 ' L \
Materials . Pufpoge

For, this seminar you will need,to have student
copies of the interview guide, evaluation forms
and Tetter writing forms available. '

3

This activity was designed to provide a
means by which students c¢an obtain some first
hand knowledge of jobs in regulatory services.

\

Guidance’
o
"«See instructions for MOG Fair in Teacher's
Manual -.Introduction .to Decision Makjng.

Mgdifications or Extensions

. None ‘suggested.

z
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- The purpose of tpese seminars is 0 allow AP{’S students an opportumty to Iearn about a partrcular job famlly from

person employed in the field.

a - "’\

~

o

\

utline of‘APPS Semina_rs

-

L Introductlon of the Speak;#r,f'

.‘ ’ /

-

V. FEvalu atlon

a. A student workmg,n‘ the MOG will be desngnated by the teacher to introduce the speal:er

~“b. Allstudentsin eMOG will prepare an, mtr;oductlon These lntroductlons will be combined and used by

M
the studenjafjaking the |ntro/ct401fof the \peaker ’
> / \ ' ) -
II. Speakers esé'ﬁtzy g , N . ~ Com
I, Que gpfaﬁwn wer Period ' . Yoo ‘ ).-‘ __ R
: 3,,3 4 II students in the MOG will prepare g serleiof questlons for the speaker. * ‘ . -
-B47 The student who |ntroduces/the speaker is the n‘oderator for the questlon and answer perlod S
A . | .
IV _Social Period B R .8 \
j‘he students in the MOG will be respon51ble for a20 l(nnute mformal per|od in whlch students can talk wrth
+ the speaker a w7 .

. . ‘ 4 . * N
) . S
. / /— \ - P

The speaker wnII be asked.to fjll out the Resource SpeakenProgram Evaluation Form

L

5.'

i

Yl Noteof Thanks .«

a.
b:

Each student will be asked to Fill outa student evaluatlon form

b —

+ Each student in the MOG will write a brief note .of thanks to the speakert

Use the attached letter as a guide to wr|t|ng your note.
~ W .

s 3 : ; .
—




Student Evaluation , ' “.

. . 5
/ , R [
.
. .
.

.

. : . . .-
On the following questions circle the number on the scale from one to five that best indicates your feelings on that question.
) : . . .
i ' ' ' Just acceptable Very worthwhile ' .. .
1. Value of the experience of having the speaker come into the class. 1 2 3 4 b v»:*”?
]
=, - =0 . , Uninteresting Very interesting
2.. Did you-find this speakerto be interésting? 1 2 3 4 5 '
. p o T C Slight'appeal * . Strong appeal
N\ 3. Could you personally relate‘ythe speaker? 1 2 3 4 5 ]
" Wt . AY ;,7, T
: ' S ' Learned little Learned Much - - o
. . ‘4. Didyou learn from this speaker? AN - : 1T . 2 3 4 5 T
\/ . N . ' T r i '~ c
/ K 5. Did this experlence create a favorable |mpre35|onv~for furthef , Little influence Much influence o
job investigation? o ’ . o 1.. 2 3 4 5 - - -
. , L ol ) \ ;. ‘
o , . : Mlssed the point of questlons answered questlons to the f) \s
6. Did the speaker answer the questions designed-for the seminar? , 1 2 . 3 4 e ;#:.,
* . . L, R “ ",ggé SR
7. Did the speaker present the materlal inaway so you could S Not clear ‘Very clear )
" understand it? - ‘ 1 -2 3 4 5 ’ .
) ' ‘ Dissatisfied - ~ * .  Satisfied
" 8. Did he answer'the questlons to your sat:s'factlon? T, . 1 2 ‘3 4 5 : / .
~ v, A *’3 s - . Poorly qualified Well qualified RN
9. Did you feel the speaker was well quatij ln h|s actual tralmng? 1 2 - 3 4 5
’ : L+ NPt 2 ‘ . .
. . - . Poorly related \ Strongly related -
10. Do you think he related well to th&class? ' . 1T ¥ 2 3 4 5
. \ ) . N , Ll . - '
) & - : . Slight recommendation Stronly recommednation
., 11. Would you recommend having the speaker return to other APPS classes? 1 .2 A 3 4 5 . .
‘N4 . : S . o o 115
Q 12. Did the speaker answer the questions asked by the class during Missed point of questions Answered question to point
. [MC ) - general discussions. . 1 2° 3 4 -5
o - , ‘ . . .

. ’ - . -
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| . : . - . . Interview Guide - Resourcé. Speaker -

N 1. Name . .
2 JobTitle
3. MOG _ T : .

K

What are the basic educational requirements necessary for jobs in this MOG?

-

What is the speakers eduqatioﬁal backgroun'a? , o

What jobs are-available to a high schqol gréduate? : N -

How Ion;; has the speaker held this job? ) : Y

. What does the.speaker‘like best abc;lrt this job? C : A . Nt

5
6
7
: Wﬁat job.didjhe speaker hold before this? ! i . : -, 2
9
0

What does the speéker like Ieast ab%ut this job? ! ] \

11. % Pl;epare 56 mo’re questlons whuch you would like to ask the Speaker
. x “. . .

.
—_—
.
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:ﬁ@ -REGULATIONS SERVICES AND- RECORDS’
n { ©os f/’; ‘%ut1es of Workers

/

« 7 ¢ e
- 3
L4 . N ~

IS -

Each.of the duties of each JOb fam11y are Uﬂﬁe¥1y discussed in this section of read1no A_

P

t S \/ A
few JOb t1t1es in each JOb fam11y aré/de\tr1bed You will probab]y want to discuss the quas1- :
e < 1

. 'Jud1c1dﬁjtﬁﬁe of tie regulatory services at_this point. The filmstrip "“The Regulatory Agencies

>

A Fourth Branch of Government", addresses th1s and other 1ssues of concern with regu1atory ageng1es
It ¥ certainly not necessary for students‘to memorize duties. The intent of this sect1on iseto,
familjarize students with the'general duties of a.job family. Role playing would be an effective
technique to use with students'in;expdoring duties. You might set up a situation in which an -

v

*

inspector comes into é grocery and other similar situation. Be sure that you prepare role cqrds -

.- 3
and s1tuat1ons in advance of student ggrt1c10at1on ,
. 9' - .
R - )
- . - e N R !
. o, .
, Eod 3 13 L
4/ - ’
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N REGULATOBY,SER,\/ICES AND RECORDS .

’ Duties of Workers . '

C /‘“\ -

¢

o
.

»

L]

- . . J

There certalnly are a lot of jobs in Regulatory Services and Records! What do all of these people do? This packet will help

you flnd out some thmgs done by personsi/vho work in Regulatory Services and Records.

T Ty . 4 B
WHERE AM I.GOING?. .
> 3 K ’ -
. N 4 ., ® - ) .
By the time | complete this activity I,.will be able to identify the basic duties of at least one_job ti%e in each job family of
{ ' - - Pl
Regulatory Services and Records . R :
~ . , L N ) “""". - '
: i -' , . . . N
' . HOWWILL I e

!

. H
| will.complete a Vocational Biography activity

| will prepare for and evaluate a field trip

R

HOW WILL | GET THERE?

N

SN,
———

Read the enclosed matena}
» .
)

1.
2’ Partidipate in a field trip to observe some
- workers in this MOG. | - . . .
- . \*’ LY b
- - [‘ . " . -
,i * » ) ’ . >
Iy . - . s
2
. i
*° . LU of _ ‘
1 \9 L] !
LI 4 . ~
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. ‘ N v ' ' . . .
A DUTIES AND REQUIREMENTS IN REGULATORY SERVICES AND RECORDS
T ‘ Taxation Job Family B
ot

. The Untted 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 persoris who work for the Department. The IRS has its headquarters in

h‘

Washlngton D C‘ In addition, there are seven reglonal offices and 58 district offices.
¢ . . )
Internal, Revenue Service worl,<'§rs have four main jobs: J KR o

\ ‘ i .
1. To assist taxpayers . . L s‘

" 2. To examine tax returns E _— ’ / . .
3. Tocollect tdkes < : AN ’
4. To find outabout tax evaders ’ . . . -

Let’s look at some of the duties performed by workers in the Taxation Job Family.

2

Tax Specuallsts Internal Revenue Service — |RS employees conduct investigations to assure an equitable tax system, and

. enforce laws against thdse who would cheat the government Revenue officers call on all types of taxpayers examine records,

» obtain.and anaIyze |nforr‘nat|on regard|ng business S|tuat|ons and negot|ate arrangements to satisfy taxpayer obligations.
~ . B
. Internal Revenue Agents — examiné and audit accounting books and recbrds to determine correct federaI tax liabilities.

—

¢
Offlce of International Operatlons-Revenue Servuce Representatlve —A very experienced revenue agent may also serve abroad

in the Office of Internatlonal 0 eratlons asa. Revenue Service Represenfatlve He may serve, asan a35|$tant on temporary rotation
assignments of four or 5|x monﬁs auditing, exa;mnlng and investigating foreigh entities, individuals, and c)orporatlons 0perat|ng
within the United States. He determ|nes soufces of taxable income (foreigh and domestlc) under existing laws, treatles and rqungs

S

He conducts field examlnatlon throughout the United States and foreign countries, and may be'assigried for aslong as snxglonthsto

o~

1.

0 ' N - . -
. ] P
,
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investigations and gather evidence for possible use in crimtinal or civil prosecutions with international aspects.

K v

A w f

evidence, and report on their findings. N

s

Agent audits the case, whereas the Internal Auditor audits the performance of that duty.

v

' tempbrary duties at established foreign posts to assist in bringing peak.loads under control. He may also conduct appropriate

Internal Auditors work.with the inspection service inside |RS, and evaluate the serviée operations. The Internal Revenue

Special Agents in the IRS investigate tax fraud a‘nddother related ¢riminal violatiorts. They document, evaluate, and organize

\ . Tax Auditors contact taxpavers to identify and explain tax issues and determine correct tax liabilities. 40b titles in the

auditor category include the following: . <L

.
. ’

a. AccoMmiing Technicians are junior.2ccountants who perform the clerical part of accounting in the IRS

Service Centers and sometimes assist the accountants in less professiohal work.
1

w3 .

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

\ d

. own_ership of interests, and taxability of estates and gifts. 4 .

- . °

c.  Collection Revenue Officers collect the delinquent taxes in a professional manner, with the power 10 seize

. : property. They are assisted by Revenue Representatives who occupy a junior position in the field of col-
lection. In addition to assisting with the collection of delinquent taxes, they also advise and assist the pupi_}_c
. ' LY

~ . .
on questions of collection.

.

.o, d. ., Administrative Specialists have duties ranging from recruitment, employee development, and budget

-

formulation to direct contacts with information media.

Other positions with the IRS include Tax Law Specialist, Estate Tax Examiner, and Competent Authority
« RO ¢ 7, . . _. . A

Analyst. : -

3 N N

Tax Specialist at State Le el ) ) ‘ .

2

A

. Tax Examiners at the state level e¥aming¥ncoming tax returns, pwﬂonal assessments, and make

- refunds where proper.
I

) 4 A . - T 43,'. . ' -
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L ' .
Auditors also work for the State Revenue Agencies. They assist in field audits of individuals, business

- _ organizations, or state agencies subject to state taxation or-regulations. They also prepare audit reports,
and may be assigned responsibility for particular sections of phases of an audit. In the office, they ex- T .‘
c .

- amine tax returns.and financial"statements for completeness and proper-application of the law. They

laso correspond with taxpayers, and prepare écl')edules to show ﬁ:h"anges in tax liability. -
. . .
. ‘ g \ y , . s .

.o - Legal Counsel is an entry level position with th&State Revenue Agencies. A Legal Counsel studies, inter-
. 2 3 . Pl N ry
prets, and applies laws, court decisions, and other legal authorities in the preparation of cases, drafts .
- T C L »
- legislative measures and regulations, and does a8 wide variety of research. . . ,
o, i . ,; ' -
. A Programmer Trainee translates problem statements and detailed flow charts into computer code and
ae operating instructions, assists in prepar|ng flow charts on complex problems, programs simple ‘problems
for computer nnput tests coded computer programs and makes revisions to ellmlnate errors and ineffic- -
- ient use of computer time. S ’ LT,
T ,
N ) ‘ ; . 7 . , .
’ 3 * - -
¢ B ’ Q. t . .
, 'DUTIES OF THE EXAMINATION JOB FAMILY , '
. ' R - . < ) -
' - v - : . . .
: Examination Job Family ' T L . ﬁ ) g .

Kl

The function and duties of workers in examlnatlon vary with the field of examination. F‘or example, the duties of workers

in some of the rarger fields mclude the foIIowung

.
<
B ~
*

The Insurance Examiner, who checks the financial status of insurahce companies to assure their compliance with applicable o

N T e [ o ¢ -~

laws and regulations. He inspects records, prepares trial balances, audits financial statements, and reviews claim and policy files.

-

The.Bank Examiner participates in the examination of the financial condition of banks and trust companies and reviews the

N N

ac¢ounting methods and audit controls. C . L)




R
The Corporaté Examiner performs technical and administrative duties to assure compliance with provisions of various laws, .

' 4 Ty

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

industrial loan companies, credit unions, escrow agents, and chetk sellers and.cashiers. They conduct and supervise the examination

of books and tecords of financial institutions and other bustness firms. e

The Drivers License Examiner examines applicants and makes recommendations as to the issuance of drivers licenses. He
/
\

also gives.information to the public, and does other work as required.
> a

The Claims Examiner performs work involved in developing, examining, adjusting, reconsidering, or authorizing the Settle-
. BY . . . .

ment of claims involving disability, death, land, government checks, passport applications, retirement,and old age insurance, and

veterans' and unemployment compensation.
hd .

The Hearing Examiner presides at formal hearings required by statute. He administers oaths and affirmations, issues suppQenas

authorized by law, holds pre-hearing conferences for the settlement™r simplification of the issues, questions witnesses, and per-

forms other similar duties. ‘ ) ~ 2

-

v w The Labor Ma@gement Relations Examiner is the initial contact for parties conggrned about a labor relations question. He

conducts hearlngs on alleged unfalr labor practices, and supervises elections to choose representatives for coHectlve bargalmng *

purposes. He gathers facts pertalnlng to his case, evaluates them objectively, and determines proper remedres.

The’ Bank and Savings and Loan Examlner assembles Informatlon essentlal to the appraisal and cIasslflcatlon of assets,

. (verifies cash on hand, verifies and lists bonds and securities, makes test auduts and prepares schedules of earnnng’ﬁ@pd expenses}. - -

Inyhls posmon the examiner generally traveIs extenslvely ’ . . . : . ’

v . e v -

¥ /_/f—v . - ;- - R .
I — A : ’ - J . ¢
\L DUTIES OF THE PUBLIC RECORDS JOB FAMILY :
' PR b ,

Most of the duties performed in this field are clerical. They»lnclude keeplng detalled records of the vital statistics of the | e

residents of the state; recording births, deaths, marrnage%tc and performing flllng duties as fulmg clerks. Clerical positions are
are usually at several levels and are supervised by administrative personnel.
: 45 : . - 126
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TheQuaIificatic}ns for clerks in Public Reccrds generally include a high school diplo \a and knowledge of typing.\:or N

“administrative positions, some college education is generally required, and often a degree i b'qsiness administration i$ desirable.
. . - ¢ . . h .
N e . b

4 . L T ’ ' L
= ' . .
- i DUTIES OF THE INSPECT4ON JOB FAMILY o .
R . r ' . i
i . e - : . .

2

.- The duties of workersin Inspection are to inspectand 1nvest|gate the enforcement of laws and/regulations in some particular field

Although,the fields in which inspectors work are diverse, their actual duties are very 5|m|Iar These (lelds and d’uties include the follong

i . 7

A Food and-Drug lnspector makes |nspect|ons and ;nvestlgatlons of establishments and of the manufactLLln producing;

packing, Iabellng, and, distribution of food, alcoholic beverages drugs, cosmetics, and hazardoUs substances

., A Dairy Foods Inspector in the Department of Agriculture performs field inspection ard enforcement work‘involv’ed in the
administration of the provisons of the Agricultural Code pertaining to quality control of milk and milk products. He visits \,
dalries milk plants, factories, restaurants, and bther places of business to lnspect the reglstration and use of dalry containers and
cabinets He makes sanltary inspections of déiry farms and plants, gathers eVIdence and assists i the prosecution of violators,

. of dairy laws. He may also participate in hearings on the revocation of Ilcenses and permits, arld may aIso develop and introduce

. |mproved dairy ‘methods.

-
- . ¥

P - ' ‘ ) s : . , .
A BuildinLlnspector_inspects buildings being comtructed, altered, or repaired for compliance with building laws. He ex-

amines plans and specifications of buildings for conformity with zoning regulations; inspects damaged buildings, and reports
. % \ !

need for repairs or demolition; investigates alleged violations of codes and issues orders for corgection of such viola.ons.

r . bt f,
Lo o DUTIES OF THE LICENSER JOBFAMILY 4
o : Y . ” AN
P . + . . . ‘ ¢ }
l’ ? . In the Licenser job family,fthe major functions of workers are to license personsgd businesses and to regulate licenses and l 3 U ’
. Ve s . N ® r -
O .

. w . .
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'. v » . "L h
register them. F r example _the licensers at the State Board of Pharmacy regulate and control the handllng and distribution of
N\
5 dangerous and restricted drugs, poisons, hypodermics. The duties of licensers include giving examlnatrons‘to Ircense appI|cants .
S , )
: checkmg licensure requirements for the specific field, |ssu|ng the or|g|nal Ilcense and license renewals. A hcenser rntérvuewer or

I|censer generaIIy works for one particular agency such as the State Poard of Pharmacy, State Board of Nursing Educatron and

2, £ . )
"‘1‘%&. Nurse Registration, State Board of Regrstratron for Professronal Engineers, State Board of Barber Examiners, Cemetery Board, .
2 State Board of Architectural Exammer_s, and so on. . 0 ' c :
.. N d L BN '
-~ . 3 ) \
T . " . DUTIES OF THE CENSUS JOB FAMILY o .

. P . .

. -
‘' .

The duties of workers in the Bureau of the Census‘are primarily census taking, which involves making survey's and actual

. . |
counts of people living in each town, city, and state. The Bureau of the Census)employs a-large clerigal staff, including filing
i | S ' 5

clerks; clerk-typists, and other additional staff. < .
- . . “' i . -~ . , s ‘" ‘

Slnce_cemus_ligenerally taken every ten years, the work for many Census Takers‘ either temporary or per|od|cal Durlng

the years when the census is:not I;)emg taken the reg|onaI offices of the Bureau of the Census employ a very smaII staff. The ,

employ ment prospects are good, but fot as extenslve as in some other job families. Many of the jobs are clerical,, The Census

. ’ Taker is u\g‘lly the entry -level job into the field. This is followed by admlmstratl\te staff pos|t|ons such as Supervisor, Assistant e
— Director, and DlrectoMo entry- -lével posmon is availablein Georgia. " - o P i 4
N . 1 . ’ ) V ' Pt
s . ! o ,‘ -1 h ¢ - ) /I)/ . /'/, \ .
d o - .'_DUTIES OF THE CUSTOMS SERVICE JOB FAMILY Sl ’/'

f L . @ « . - / ' -

Customs Inspectors are the government s front-line protection agarnst)smugglrng and illegal |mportat|on and ex ortation

of merchandls’e They |nspect cargd baggage mail, and articles worn or carried by persons and carriers entering or leaving the
/

A
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United States The workfof the inspector require contunual dontact with the traveling public, |mporters crew members, and .

carrier e onees T e Lustoms Inspector wa at major |r1ternatconal airports, ships, and piers, or wherever‘there is |mpor\

N
.

tation of cargo and™the Hrocessifig of passengers returning from forelgn ports. .

3 -

/ * .

Import Specialistd examine infport entry documents, classify merchandtse under Tar|ff Schedules of the United States,

and accurately deter ne the value of merchandise. Further responsubulmes of these SpeCla|l$tS include the careful .
analysis of all doc /m nts and supporting papers relating to |mport and the accurage determination of dutles appllcable
and taxes due. Custems aides perform essent‘% the same dut|es as Import Specuallsts except that they deal with entires
worth under $200.

valuation of merchandise, smuggling of merchandlse and contraband into or out of the United States, and other Customs

ustoms Agents conduct lnvestngatuons relating to the prevention and detection of fraud through under-
matters., Gustoms j;Agents work together with other Treasury enforcement agents to enforce laws that come undef their juris-

d|ct|ohs Agen s @re found in every state on the h|gh seas, and in many countries abroad. 5~

LS 2 > s

14 . ¢ RN T. \ K

» * ’ ' . ’ K
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DUTIES OF THE IMMIGRATION AND NATURALIZATION SERVICE'AND JOB FAMILY

{ P ‘. f -~

- - P

.

. . . . ‘ N . : ” M ) - .
migration and Naturalization Service offers very good employment prospects. The Service keeps all officers

»

The |
informed about the current requlrements for supervisory, management, and executive posutlons so that they may know the
opportunities for advancement, and be awareoof the exp they must gain in order to prepare for pormotuon Advance
ment isLased on merit. Vacancies from the trainee level up to executive level are filled by the promotlon of officers who
have demonstrated career capacity for advancement. The Immigration and Naturalization Service H¥s developed an Officer

Setection Board System to ensure that each vacancey, throughout the Service, is filled by the best qualified officer available.
<
= . . K] LI ) . "

. - (é’?

*r'he Border Patrol Agent (formerly known as Importer Patrol Inspector) is the entry-level position in the Border Patrol
of the Immigration and Naturalization Service. This is a mobile ,uniformed enforcement organization. Its principal purpose
is to prevent/the smugglung and |Ilegal entry of aliens into §he United States, and to detect apprehend and initiate departure

of aI|ens lllegally in this country “Border Patrol Agents are generalb/ assigned along international bou ndaries and coast'ael areas,

-

48
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but at times to areas within ‘the country, Border Patrol Agents.patrol areas to apprehend persons seen crossmg the border; stop +

Ve

vehicles on.hlghways to check citizenship of the occupants; inspect and search trains, buses, alrplanes ships, and termlnals to

detect aliens enter|ng lllegally, and perform many other dut|es to enforce the immigration law. They cooperate with other en-

forcement agenC|es of the government in the prevention of smuggllng of contraband .into the United States.

v

N Experience in the Border Patrol is necessary to advance to other positions in the Service, such as Importer Inspectorand -

= H — . [ £
Investigator, - . ‘ \

. . . ) L0 <
' An Immigration Inspector inspects perSOns geeking admission or readmission to the United States or the privilege of passing
. Tt

. through or residing in the Unjted States. Some immigration, inspectors also arrest, detain, control, supervision, parole, or deport

, aIiens {foreign per®ons) who cannot stay in the country: Inspec.tors may be requ'ired to board land, sea, and air conveyances to

- |nspect or questlon persons arriving |n or departing from the United States In some ports, they may be subject to call at all hours

-

, "of the nlght in otder to inspect vessels arriving unexpectedly.
3 .- > S «

2
T ¢ ' N &

An Immigration Investigator performs dutiesggimilar to the Immigration Inspector, with the exception that where Immigration

N Inspector posmons are located at Internat|onaI borders, seaports and airports of entry into the United States, the |nvest|gator

' . posmons are located at the numerous offtces of the Service in almost every state.

I . R
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Activity 1

. ' Y
. Objective: | will write a vocational biography of a worker in the Regulatory Services Job Family. -

- Materials:  This MOG and the Vocational Biographies.

- . Do not write on this form.

r

-

« ¢

+ ’@

. cL s ACTIVITY .

S U -

Now that you haye read:about Regulatory Services and Records, and you have completed the activities, you should
be able to do your own biography of a worker in Regulatory Services.

~ Read one or' more of the following Vlocational Biographies titled: o
Customs Inspector Immigration Lawyer . :
Dairy Inspection Supervisor Immigration Officer o
Immlgratlon Inspector , IRS Agent * : '

Choose a job title and write a brief (2-3 pages) biography of a person in ‘that job. In your biography, be sure that
yot include mformatnon in.the foIIowmg areas.

) A brief description of the job. e
How the person got the job.
What the job is really like.

* What the educatlonal requirements are for the job

-

What the person likes most about the job. -

L]

NOOoAWN =

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. Imagine ?u—ﬂﬁhe worker. Using what you know,
imagine how a day in the workers life might be and what kind of backgroupd he might have. c

. What the person likes least about the job. :
' What other thlngs the person has done in his life which are a help on this job. .

ne
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SUGGESTIONS FOR THE TEACHER

N

Activity 1 - p. 50

gﬁterials-

Thé Vocational Biographies which relate-to

this MOG should be placed together in'a folder, file

or other organizing system so that the student “san
readily select two biographies to read. A simple
filing system consists of color coded accordian
files in-which the biographies are kept.s_The
students do notqwrite in.the MOG. .They shogld

be dirécted to use a separate sheet of paper for

their work.
S

'/\‘-

je——

Pyrpose

Vocational biographies serve three'basic
purposes. The first is to provide students with
additional information relating to the MOG. The
questions to be answered for each biography hick-
light some areas of concern about any job.
Second; as, students read vocational biographies,
it is hoped that they will develop a personal
feeling for the job and person described. This
is an attempt to address attitudes and life- -,
styles surrounding jobs. Third; vocational
biographies are an additional source of resource
material useful in the completion of subsequent
activities. AN

~

s Guidance
‘ D,
Students should be directed to complete at
least two biographies. If a student wishes,
additional biographies may be read. .This is an -
independent activity. The student is reading for
his-own information and hopefully with some enjoy-
ment. This should not become a'"reading" lesson.

¥

Modifications or Extensions R

1. The vocational biographies and questions
. can be recorded on tape f@ students with
reading and/or vision problems.

2. Assign a bugdﬁ (peer-tutoring) reader to
work with 'students ekperiencing difficulty.

Creative students may~wish to write their
own vocational biography complete withr—
tape illustration$; photographs, slides or
other illustrative materials.

»




SUGGESTIONS FOR THE TEACHER

" Activity 2 - p. 51 : -

Materials

You wi]1~peed enough copies of each set of
. field trip questions for each student participating
in a field trip.

Purpose -

The field trip questions are ipcluded to
help the teacher select field trips which will

best meet the needs of the student participating.

The questions also help the student organize

his own thoughts toncerning ‘thinas he would like -

tc see on a particular fie]d trip. The field
trip evaluation questions provide the teacher
with feed-back concerning the students' view
¢f the value of a trip. Additionally, the

evaluation question ble the Student to
correlate work, w%fézsjte and worker observation.

.
s &

-]

Guidance

-. Encourage  the students to answer all §;estiohs
as opénly as possible. Explain the pyrposes of
-these questions to the students.

3

¥

.Modifications or Extensions
4 °

a . P

‘Norte suggested .




. metiwiy2 - : | Y . “* Donot writs on this form.

i
- <

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

.
. .
“ A , R
11
* - .
. . . oa

. s /
“ + *  Materials: Field trip questions, field trip evaluation form. . .
, * ) N \‘ . . Ay
o~ - SR :
- o Rd .
, T ' __ ACTIVITY o
_ — - -
7
This activity is in two parts. Part 1.— The “Field Trip Questions” form is to be completed before you go

on the field trip planned for this MGG. Part 2 — The 'Field Trip Evaluat:on” form is to be completed a er you -" ’

' return from the trip.
’ 1. Fill out the “Field Trip Questions” form. e -0
* 2. Your teacher will check your form Th|s will help jn planning, the ter so that all of the students can
. ' - see some thmgs of interest. -
- |
3. After the trip, fill out the “Field Trip Evaluation’”’ form. - . - <o ;
o How will | know I’ve done it correctly? . . . | will turn in the field trip forms to my teacher. ¢ ’ . \M
. - ¢
. N .
x#-, - )
. 3 Ad R E v ' ¢
o las | - .
a ‘ . < e 51 . ' 1 4 Lj
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FIELD TRIR,QUESTIONS >

3,
yrfE o

Place to be visited

-

I would liké to see the fotlowing jobs
\

-

< {- — | <

| would like to talk to the following types of wurkers .
: - .

| would like to know ttle following about: )

Salary _ e - N

Working Conditions (where workers work) - . \ ’

Hours S " ‘ -

~ Educational Requirémeé 0w -

Skills negded S~ s -

Equipment used (if any) ] ~ _

Job mobility (advancement) - . . a y

Thiﬁg; | can dc; now to prepare for this job <

What the workers 9ciﬁally_fio_ _- , _ .




. | FIELD TRIP EVALUATION : _ '
o | -

" Name - : -
Date of Trip Place C
( Special job observed® _ } ‘ i
" MOG being studied |
\
1. Ingeneral, did you enjoy the visit?  Yes No - i
I£ no, explain briefly Y

2. \Iz:iythe trip help you better\ understand the Major Occupational Group which.you gre studying? Yes __ No__ x )
\ s

]

._, 3. a What jobs in theMajor Occupational Group did you see being peﬁomed?

- 7
—b.Which of these jobs, if any, would you like to have? t - (

LB ~ ER—

c. What did y%f find out about the requirements for jobs in the MOG? ’ o —_—t

L4

d. What &id'you find out about the kind of work (duties and type of work) done by peoplé T this MOG?

1 B - 2 : “
| - — ‘
4. " Additional comments about this t?'ip. . ) i |
. : ' _ L - , - _ ,
4 ' 5. Write a two paragraph déicription of a typical day of aworkers > ' L Nae

ERIC. | | , . 83 o S ¥ I




e < . . . R S

&
+ - . ° - | -
, 7~ | - .
' . ' ' +'REGULATORY SERVICES AND RECORDS . ' \ : .
| s o Qualificéﬁons of Workers
” , ' » ( , . |
-~ ] . : ) , . |
H _ ) o
The readin\in this section presents the qualifikatiohs and requirémer]ts for a representative , . '

t -
epresent « number of engﬂevei positions.




LI,

- ot REGULATORY SERVICES AND RECORDS . ,

! . : . @ Qualifications of Workers

J -
What steps should you take to begin preparing for a 1ob in Regulatory Serwces? This sectlon W||| give you a brief descnptuon

& of some of the quahflcatlons necessary for these jobs. , 3 -
. 4 _ . , ) . ' . - \ . , . .
v + WHERE AM | GOING? — . T .. .
. By the time | complete this activity, | will be abIe to descnbe some basigyj uglifications in the Regdlatory Services'Job
) Families. ) ' - SR
. . w " , ! R
\ . - - ’ . . 7 -
. A\ . ) . ‘: . N
: HOW WILL | GET THERE o = ’ « ' HOWWILLIKNOW . .. BY ‘
- . . . . ¢ : ' . X - e
L 1. Look at the basic requirerments for jobs in the . .| will complete the Job Requirements Form. * R
. , Regulatory Services Job Family. - .- ’ .
L i : 8 *
. . % - . . .
’ . « 1 M ! ' "
. - S " ¥ ) \
~ . \ ) o, 2 ] 7 ¢ ! -
i .: ’ v . & . . )
: . ~ B M -, ! Ty
7 , ' . ' o, ¢ ,:A °
o ’ . ) . / ’ ¥
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.+ " QUALIFICATIONS FOR JOBS IN TAXATION

, . N « o - N . N
v >

[N ’]

Almost every major E:OIIeée field of study has some application to the worlt-of the Internal Revenue Service. The majority

of positons can best be filled by students who have completed majors in accounting, buﬁne,ss administration and

A

who have taken accounting courses, are encouraged to apply. : v

Tax Auditors require graduation from,college"Wwith specialization in accounting. They shduld be able to conduct audits
‘e . .. ’ s . . ~ .
or financial examinations of accounts and records, analyze data and draw sound conclusions, prepare clear and congise reports,

-’ t ‘
and speak and write-effectively. ‘ . T

The Estate Tax Attorney requires a degree in law.

-

A Legal Counsel must have graduated from law school and must be a member of the bar association-of his state. He or she
) . / - .
must know legal research methods and legal principles, and how to use them. .He or she should have the ability to analyze, appraise,
and apply legal principals, facts, and precedents; present‘staterhents of fact, law, and argument clearly and logically in written and

oral form} draft statutes; dnd dictate coFFespondence explaining legal matters. | ) )
K3 ) - . . ) -
A Computer Programmer Trainee must have an*associate-of-arts degree in data processing. This is a 2 year.college degree. How-

ever, further train'ing in computer science or data processing dt a four-wollege or university are highly desirable. A programrr{er

w

trainee should have the ability to develop e1ect'ron|c computer routines; analyze data and draw logical concluSlons speak and write

effectlvely, and [prepare clear, completé and concise reports. .-

4 » ] .

o o ' CAREERADVANCEMENT —- o = - | _—

Workers in the positbns indicatecj‘above may be considered for positions at highei’ levels, if they can qualify on the basis df& ’

experlence and demonstrated competence. Opportu nities are also available for promotlor\’ to higher positlons fot workers who

have completed the required nu mber of semester hours of study in related subjects. Th|s tralmng may be acquired after appomtment

through resident study, or by completlon of correspohdence courses which aré avallable to 1RS employees. ) o, ) 1 5

—



1

S e e e S —
. - .
- -

~ .

During their first year, professional employees in the Internal Revenue Service are given at least six weeks of formal train-
ing, which includes a postgraduate course in taxat|on taught by authorities in their fields. Beyond th|s basic tra|n|ng, advanced

- training and work of progressively greater responsibility are I|nked together in well-defined career development programs.

@

Carefully integrated-training is provnded in career ladders to supervisotry, mid-management, gnd executive positions. Opport-

. R .. L4 t -
unities for advancement 4re good. Supervisory and management positions and higher levels are usually filled under an informal

merit prsmotion program.

3

QUALIFICATIONS FOR JOBS IN THE EXAMINATION JOB FAMILY - - !
~ ) > !
“ ' *
The qualifications for jobs in the examiner famuly vary conslderably, dependlng on egtyple of examining done. Many

of the entry Iev‘él jobs are clerical in nature, and require only clerieal skills.

For examde, examinations for drivers licenses are given hy clerical employees of the state. The more specialized entry

level positions may reqliire college or even advanced degrees. You will be able to estimate the requirements for examiner if

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

It follows then that a medncalexammes-ehquld be -adoctor, that a drlvers license examiner should be able Yo drive and . T

-

knowithe state driving rules and laws, and that a- bank examlner should have a degree in accounting or flnance ' :

u
3

This becorges very clear when you look at the salary ranges and entry level requirements below: . .
/
.2 Corporation, Examf}_c,_ For Corporation Examrner a typrcal career 4adder may begln with A))btor 1, then Corporatlon
/ Examlner I and I, and then Chief Corporation Examiner. The Corporatlon Examiner receives from $9, 000 — $11,000 at the
./

. entry-level, and reaches $17,000 ~ $21 000 per year as Chief Corporation Examiner. ‘ - o7
+ rS . 8 ¥
Bank Examiner. Bank\i‘xaminer | is the entry-level position for college graduates interested in a career in bank super- .

isiow, Bank Examiner Il is the next step in the career Iadder The salary range for an entry level jOb as Bank Examiner, and

’ also for Savings and Loan Examiner is between $9 000 and $1 1,000, and increases. WIth experience and rank, ' \

v o4 -~

ECL} s - | : 57 - s _ Lo 150




There are several levels of examiners in most fields. The entry-l'evel job is often Auditortl.

>

Drivers License Examiner. The Drivers License Examinher receives between $8,000 and $10,000 per yedr.

¢

Insurance Examiner. The Insurance Examiners receive between $8,000 and $10,000 per .year.

4

T o

Hearing Examiner. The safary range for Hearing Examiners, who must be a lawyer with 7 years expegience, Is between
$23,000 and $34,000 per year. \

-
.

Examiners are employed by federal and state agencies as well as by'prwate groups, hence their employment prospects are

good. Opportunities for advancem.ent are generally excellent, as are opportunities for training and promotion to other jobs.

v

b

) L g
QUALIFICATIONS FOR JOBS IN THE INSPECTION JOB FAMILY

-

The quafifications for inspectof usually include a college degree, vocational certificate, or trainee status in a skilled trade.

’

Employment prospects in the Inspection Services are very good. -Substantial growth in the inspectioh occupations is qulte
! . Pl
likely duringthe next five to ten,years, particularly in those inspection activities WhICh relate to hausing and urban renewal -

programs The careet Iadder in Inspection usually begms With the Inspector Tramee followed by the Inspector, followed by

-

Semor lnspector ' . ™~ _~

~ . B v : s ¢

’ .2 . ~

§ N > [N 2
¥ ¥ -
. . . B . 1 /
. & .

¢ = . -- . ‘ . . .
A Food and Drug Inspection Trainee has requiremefits which include an education equivalent to graduataon%m college
- s « t t - : <4

W'\th courses in bacteriology, biology, chemi\st\w, food chnqlogy, pharmacology, pharmacy sanitatién, sanita(y enéineering,

. . ¢ . . : - . iy 4 . R L. Lo
or other biological or chemical sciences. |t is desirable to have knowledge ofcurrent public hedlth and sanitation problems in the

prqduc}én and distribution of foods and drugs, alcoholic beverages, and related products.

.

A Dairy Foods Ins 'ector needs to graduate from college with s ecialization in studies relating to dairy farm or milk and
P g P

mitk products. The skills needed mclude a wide knowledge of dairy” prpductlon “dairy products manufactu ring naethods and

milk equipmerit and materials. Kn0wledge of method§ of testing and gradmg dairy products and the principles of eanronmentaI

-

sanitation are generally also requured . .o ) ) ° ¢

§
N -
Bd L1 13 . - . e 58. g »
_
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n

. Building Inspector. In Building Inspection the entry-level job would be Buillding Inspector Trainee, then Buil§ding Inspector,
7 : .

and finally Senior Building Inspector. This career ladder "1s based on the use of the Building Inspector as a generalist inspector,
) . .
who performs a variety of inspectional services in accordance with various codes. _ .

©

~— Spe;:aalizatlon in the plumbing, electrical, or other specific areas often occurs at the senior level. Some states are so set up
t that the position of Building Inspector Trainee can lead to specialized positaons in plumbing, electrical, and housing inspection,
as“{vell as code enfosdement in urban renewal and neighbothp conservation projects. T‘}}is progression generally depends on
the trainee’s level of educatlon In some highly spedialized Inspection departments, there are separate career ladders, with

trainee positions in plumblng mspectnon housing inspection, electrrcal inspection, plan checking, and dependlng on how local

government functions are organized, public works construetlon‘lnspectlon. Georgia positions at entry level include Field <
¥
7 . Inspector I, Fuel Qil Inspector |, Heat Inspector |, and Transpartation Enforcement Officeér.
¢ - 7
QUALIFICATIONS IN THE LICENSER JOB FAMILY * ‘ % .

. . ."f .

4 N .', ‘

The qualifications for licenser are similar to those for examiner. It may be helpful to think of licenser as one who issues e ‘

“ ¢ " - . gpe .« v
licenses upon proof of completion for all qualifications for the license. An examiner is one who tests the qualifications to

Q ~ ﬁ’

receive or keep the license. ~ You can see that the two terms are often used interchangeably.
4 .

v - .

. ¢ .

QUALIFICATIONS IN THE CENSUS JOB FAMILY . v ' .

4 - . . -

. »” - . . . .

For a Census Taker, the qualifications include a high schoof diploma and some college educatlon Workers in trj/fueld

%)
need to have the ablllty to communicate with people be tolerant of people and S|tuat|ons follow mstructlons and be able to

write logical and clear reports.



- -
& . - .

QUALIEICATIONS IN THE CUSTOMS JOB FAMILY

Lot
.

-

A Customs lnspector needs four years of college study in any major field. The minimum’age I1s 21. A good physical

congdition to meet the rigorous demands of the job, the ability to deal satisfactorily with the public, and a combination of -
toughness and diplomary are valued assets. Because the inspector is involved in varied situations, initiative and sound

R judgement for on-the-spot decision-making are essential. ) ’ .

An Import Specialist must havs four years of coliege study, and proven reliability because he or she makes reports on vio

- ' lations of trademark, copyright, or marketing laws, and must be seady to define the government's position in all law suits resulting

- N ”

from these actions. The complex assignments for ymport specialists demand an ability to learn specialized information. He must

meet and deal effectively wn@p@le in order to secure their cooperation in complying with technical requirements.
¢ . Te

The Customs Aide position reqyires two years of/éollege study and qualifications simitar to import specialis:t.

o »
5

.
.
. . - <

C 0t QUALIFICATIO'\.IS IN THE |MM|GRAT|ON A‘ND_NATURALIZATION JOB FAMILY '
_/ T - ‘ ) /
- ‘ .

N Applicants fpr'positions in Immigration and Naturalization must be 21 years of age. There is no maximum age limit. |

All applicants must take a competitive written and oral examination designed to measure work abilities and judgement. An

automobile driver’s Iicinse and United States citizenship are required. Applicants must be in sound physical condition and
be of good muscular develfopment. They must have good vision‘and hearing. p:
. L s
- " hd N ' ° % N

The Service has an employee develonment p[ograysigned to assist employges in the performance of their work and

> G

N s . & . 2 . e e ..
to enable them to prepare—for advancement "Know hétw'’ is furnished to employees through organlzed training. This in- .
lby | cludes tralnmg on the job, attendance at service schools and correspondence Iessons Itis accompanned by ehanges in work

A} f
assugnn;ents and posts of duty, to enable, OfflCEI’S to galn new and varled expwce/ﬁd to use their ”know how’’ to advantage 1{‘

» . R , * 60 ‘ kS g . ) °
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SUGGESTI
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(%s FOR THE FEACHER S,

> A&

{Activity 1-p. &

- . Materials

« Students will need to have acce/;Nto the
Dictionary of‘Occupat1ona1 Titles and the

Occupational Outlook Handbook.

Be sure to have

L% ~Purposé'

" Thi's activity enables students to f1nd
some information about requirements for

sufficient copies of the form available for stu-

dent, use,

*

b

-

add1t1ona1 Jjob titles in Regulatory Serv1ces.

4

L 4

Guidance ;

Students generally experience very little
difficulty with this aetivity.

cations not already descr1bed in the reading.

. .
D - /
.t

Be sure to instruct
. them to use, where possible, job title qualifi-

‘e
~—

Modifications or Extensions

L
None suggested

‘
. . .
> o
L e
PR

A}

&,

.
‘
.
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Regula’tory Services ana Records MOG, Directory of Occupational Titles and Occupational Qutiook Handbook.

ACTWITY -]

N

. . =N

1Complete Job Requlrements Forms (samplés on next page) by ldentlfylng and recording infor

.

requlrements you must meetrto qualify for jobs in the 8 job families.

[N »‘ . j

-

1. Select 6he job title in each offthe 8 job families.

o ¢

.

.

5

e

»

-
'

tion on the basic

\

« .
With the help, of the resoutces listed, find the information requested on the form for each job title.

Complete the form. ~ . ! A

4. Your te\ﬂer will revuew Your r@lts N

« ey
.
P

¢ . ‘ '
L]

How will | kno?gv I've done it corréetly? . . . completed Jg}}'Réquiremen_ts Forms will be evaluated by your teacher.
. ~ - - .

<
v

» 164

Activity ] ' , ~ Do not write on this form."
N /- 5 ¢
:ﬁ' 3
- Objective: | will look at the basic requirements for jobs in the F_{egulatory—Services Job Families. s
. " - . ‘\ = . . N
Materials:




»

HOW DO | GET THIS JOB?

'

“Job Requirements Form

JobTitle a . - Family :
Education Bequiremen'ts: . n :
’ h‘igh S'C’hOOI ' 2 yr‘;'Junior College
\ ) -4 year degree L post graduate
I - Technical s¢hool - o | ) .
' ‘Experience Requirement: ) . ’
_ none ’ ¢ S ' 1. 2.years
R 3‘- 4 -years . 6 or more yea:rs .
' _ speéify type of experie;\ce ‘ . ' -
- Special Abilities: * . ' R 2, . , . \' ‘
S . . specify -
. ¢ - S — = PR .
- _ Job [Title _ ' - ‘ © < Family '
i Education Requif;aments: e . )
i 4 high-school " ) - 2 yr. Junior College
’ . 4 year degree ‘ i il post graduate
) Technical school - ) /’J
.E«periencoe Rquirer';we'rﬁ:‘. ’
P ) none . 1. 2 yéars K ]
T . 3- 4 years . . 6-or more years )
AR g ’ sp/ecif;cty;.a\e of experience _ ‘ _ S _ -
Chegs ’ ’ N v s, ) ¢
| Special Abilities: /\ 185 e Q -
Qo ’ specify \ o
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- | f REGULATORY SERVICES
Answer Ke&
WHO AM 12 -- p. 12" a . " Self Check -- p. 13
T: The fnfer?berepartmenf ” _ ;;g__ 1.
, 2. The Dep;rtmen£ of Transﬁortatipn E . I ?f d 2.,
3. The Public Cémmission ; ! _ a 3.
, 4. National Labor Relations Board . , . e 4
d 5; The Internai'Rgvenug'Service ) ' o _f 5.
' 4, 6. The Justice .Department - , h i c 6.
, 7. The Securitie:Q;;H\Exchange_Qommissjon s b 7. .

8. The Department of Agriculture

-

9. The Fede%a] Communications

- . 10. The Department of Commerce

-~




.o
" v

Game --_.p. 29 ‘ : Self Check -- p. 30
- ;‘* . . N

1. - Census
& -
2. Examiner

\

-« 3. _Taxatﬁon
W
‘4. Customs

" 5. 'Ihmigration_

6. Licensgr
7. Inspection~,'

'8. "Public Records

'




Answers to
Activity 3,
page 35




