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-PREFACE .

.
National goals in recent. years- have placed great emphasis on the need to diicover

and utilize the potential of all of the nation's work force. Federal, state, and local programs

for employment of handicApped persons have made their employment a reality,. But, until

usef I tools and techniques are made available for expanding the range of jobs available, the

vat majority of thesepersons will remain unemployed or underemployed--at a losstto the

n tion of their useful services and at great personal cost to them.

1 This project was undertaken in responsetto the need-to provide appropriate tools and

techniques to expand the range of job opportunities, open to persons with limited cognitive

skills. The project has been aided by the support ofe.many personsin the Department of Labor

and in other Government ancprivate agencies. In particular, the project has been'assisted by

Louise° A. Scott, Manpoviler" Analyst, Officeof Research and Development of the Employment

and Training Administration who served as project Officer, and by the staff of the Division of

Testing, the Division of Occupational Analysis, and the Division of Applicant Services of

the U. S. Employment Service.

The project also had the benefit of a very able and interested Advisory Pre!. con -

sisting Of; Bernard Posner, Executive Director, President's Committee for Employment of the

Handicapped; Fred J. Krause, Executive Director, President's Committee on Mental Retardation;

Mike W. Stumbaugh, Director, National On-the-Job Training Project, National Association, for

Retarded Citizens, Francis X. Lynch, Director, Division of Developmental Disabilities,Rehabil-

itation Services Administration, Social and Rehabilitation Service, U. S. Department of 4-ealth,

Education, and Welfare, George Soloyanis, Executive Director: American 4.8.s/ociation on

Mentit.Deficiency, Hedwig W. Oswa, Director, Office of Selective Placement, U. S. Civil

Service Comjnission, and Beverly elmpbell,;;Coordinating Director, Joseph P. Kennedy, Jr.

Foundation.,

Synectics Corporation expresses gratitude to all those persons'who contributed to the

de,velopment of this product, especially to those counselors and placement officers in field
locations who graCiously assisted in a tryout of the preliminary materials. Their comments,

and practical experience in use of the preliminary materials have furthered development of a

tool which we hope will achieve the objective of the project--to expand' the range'of lob

opportunities available to persons having only basic cognitive skills, "
*

lara J, Munger

Earl L. Seiler

James W. Altman

I
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INtRODIJCTION

OBJE6TIVE AND NEEDS

They purpose of this handbook is to expand the range of jOb avltlable

to'persons having 'only basic czgnitiwe skills - -persons formally diagnosed

as being mentally retarded, parsons
considered to be generally "slow

rearners" in .the edudational system, persods with specific learning dis-

abilities, and persons wkootherwise have been deprived of an opportunity

to develop advanced academic or vocational skills. .

. Convergent factorware inoreasing'the demand for vocational placement

of persons with only basic skills. Special programs seek to'train and

. place personsoflimited skill. Programs of deinstitutionalization move

individuals into local', community life and into the labor market. Court

decisions and legislation on the "Right to Education" assure that full

community effort will be made to identify and develop potentialfor employ-

ability: All of this is taking,plaCe in a social climate of increasing

concern for'fulr.use of\human resourC'es.

'Counseling and placement personnel must overcome substantial difficul -

.ties in matching this increased concern for use of human resources with

effective action. They must cope with traditional barriers to the:employment

of persons having limited cognitive skills within a-co-Wt"mt-of-i-ncreas-iiig y

sophisticated job requirements and accelerating rates of-change ip require-

ments. .spite such difficulties, only full and fair, definition ofcir7ei1

capabilities and full use of potential for vocational careers are worthy of

the counseling and placement professions.

USE AND VALUE

The handbook is intended for use inEnployment Service offices, schools,

rehabilitation agencies, sheltered workshops, private employment agencies,

government personnel offices, lousiness, and industry. The primary intended

users are professional counselors' and placement officers.,,,-The handbook

also is intended to assist professionals in helping community and

'citizen organizations to locate, vocational opportunities for special
client

groups.

If the handbook is td have effective use, it must function in a

limited role within.a complex system of information and influence. This

information cannot replace counseling and placement skills - -it must enhance

them. 'The material
cannot-reflectlocall'conditions, nor can it maintain

closs'currency with job opportunities: Its ,value lies in supporting the

gathering-and Ahaiysis of information for both Jobe and clients. The
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\andbcok broadly summarizes knowledge about jobs and counseling-placement

activities relative to the use of basic skills. Geneial,and specific

reference is made throughout to more detailed techniques andinformation..

00

CONTEXT, CONTENT AND

As reflected in Figure 1;the two volumes of the handbook are intended

to support counseling and placement activities within a context of expand-

ing the range of jobs available to persons with limited cognitive skills.

Also fundamental to this context are .rich interaction withoeMploxers and

clients, a continuous,stream pf job availability information, and related

community support services. --

.Volume 1 suggests courses of action that are effective in counseling

'and placing persons of limited cognitive skill. These suggestions are

presented within chapters which correspondto the sequence ofsactimities

Shown in:Figure 1. Chapter 1, DETERMINE CLIENT CAPABILITIES', suggests

ways to assure ,a full and fair definiti,942fpe capabilities of each

client. Steps that counselors aNt placement officers might take to wand

the client's job,coMpetencies are suggested in Chapter -2, ENHANCE CL2ENT

CAPABILITIES 'THROUGH' TRAINING. Chapter 3; IDENTIFY-JOB OPPORTUNITIES',

desaribes how to lase existing job availability information to fina.apPro-

priate jobs for- the client group. Chapter 4, DEVELOP JOB OPPORTUNITIES,

describes how to create job opportunities'fon'the client group. Chapter 5,

MATCH CLIENT AND JOB OPPORTUNITIES, suggests ways in which information

about specific clients and specific job. opportunities can-be brought to

gether to,optimize"the client placement. General guidanc7.for the Collec-

tion and use of ddta by whacirmanagers and administratoks can enhance the

counseling/placement prOces are presented in the Appendix, GUIDANCE TO

*MANAGERS IN ASSESSING'COUNSELING AND PLACEMENT PERFORMANCE.

Volume 2 summarizes requirements.informatior more 'than eight

thousand occupations selected from the more than fourteen-thousand ocdupa-

tionWlisengs in the Thiia-Edition of the Dictionary of Occupational,

!nitles (DOT).1 Each of these occupations was"'judged by analysts at

North Carolina State University3 to require. not more than'anleigIlth grade

I United States Depar. r, Employltent and Training Administration (formerly Manpower AckninistratiOn).

Bureau of Employ ecurity. Dictionary, of occupational titles. definitions of titles. !Volume I, Third Edition.)

Wast2],mtort:O.C.: U. S.AGovernment Printing Dffice JGPOtt0-520-145). 1965.

2United States Department of Labor, Employment and Training Administration"(fOrmerly Manpower Administration).

Bureau of Employment curity. Dictionary of occupational titles. occupational classification and iftdustry index.

(Volume II, Third Edit n.) Washington. D. C.: LP. S. Government Printing Office (0040-690-377). 1965a. ."
.

3Cunningham. J.-W.. Sloriaker, D. F., Heath, W. D.. III. & Hamer, R. M. Estimated reqtlirements of occupations:

EgucatiOnal development, specific vocational preparation. physical.demends, and working conditions. Raleigh:

North Carolina State University. 1974.

.
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Job
Information
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Commu nity
Support
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ti
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Suggestions for and reminders
of effective counseling and'
placement actions

ACTIVITIES

Determine Client Capabilities

Enhance Client Capabilities
' through Training

Identify Job Opportunities,

Develop Job Opportunities

Match Cliercit and Job

'Opportunities

1
4\

Volume 2: ABS,

CI Specific Occupational information
-and job opportunities

013,JECTiV

To expand
the range of
available jobs

Figure 1 --.Perspeclive of Counseling and Placement Inputs, Activities,
and Objectives for Clients with Limited Cognitive Skills
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level ofedUcational developmentthat is, not req uiring reasoning develop-

ment beyond an ability to apply common sense understanding to carry out
instructions furnished in written, oral, or diagrammatic formnor beyond

an ability to deal with'problems involving concrete'variables in or from

stanpiardized situations.' Each of these occupations was also judged by
personnel of the Occupational Analtsis Branch of the U. S. Departthent of

Labor to require nest more than one year of specific vocational preparation.
.

Occup.itionlic are grouPed,within the major occupational groups of the

DOT. .Each of these groups is further subdivided by the DOT occupational

divisions. Occupational titles are listed according to cbgpitive-skill
requirements=-inoippendent,and combined demands for language, mathematics,

and perceptual pracesqng forms of development. (See the'Introductionof

Volume 2 for fuller explanation of the occupational title listings:)
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Chapter 1
_DETERMINE CLIENT, CAPABILITIES'

$

4

OVERVIEW

/ . .
- - ,

Figure .2 i* entifies' the principal actiVities in determiniv client

capabilities. uggestions are presented for carrying out each of these

. activities'. These suggestions are aimed at helping the counselor and

pracetieht officer to:
,

....
-

. .
- 2

Assure' a full and fair definition of client' capabilitiqs.

,' Identify realistic upper bounds for client job and career

O

'1

performance.

Imphasite full use of client capabilities.
.

Obtain informatiOn'that will guide job placement and
specification of training needs.

USE THE FLtLL

SPECTRUM 01
CLIENT DMA

SOURCES

DETERN 4t LIFE
SITUATION STATUS

'DETERMINE ,
GENERAL EMPLOYABILITY

DETERMINE CLIENT C'APABIL4.TIES

Cognitive ca0abilities

ilIntere'strd motivation

Human rplations:capabilities

Temperament.

Sensgry.capabilities'

Psychomotor-capabilities .

Physical capacities

-5-
Knowledge and memory capacities

4

s.

DEVELOP AND-
VALIDATE AN
INTEGRATED
PROFILE OF

CLIENT
CAPABILITIES

Figure 2. Principal Activities in Determining Client Capabilities

I
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.
-USE THE FULL SPECTRUM DF CLIENT DATA SOURCES

.
I

.5,
.

Thee are. twomain aspects to using a full spectrum of client data
sources2 Fkrst, there ara the,sources themselves; second, there are the°,
techniques used to' elicit, organize, and evaluate the data.

The many possdible specific sources for client data can be grouped
into the following classes: directly from the client, from other'agencies
that nave known the individual, frqm forimer employers, and through special
capabilities measurement activities. Suggestions are presented below, for
making use of each of these cladsei 'of ,client data...sOtircest, 0, , --

DERIVE INFORMATION-
FROM THE CLIENT-

PREPARE FOR THE--

CLIENT INTERVIEW
14, ,

Clients with limited cognitil.fe skills, especially language skills,
represent a greater chall, liciting capabilities information than
do persons with mare ad Ltive skills. Precontact preparation,
including familiarity w records, can improve the flow of infor-
mation ,t,o_b_e_sterived ,Familiarization with documentation
about the client pricir L., the interview will permit free interaction durn7.
the interview. This approach will reduce the chance that subtle visual
cues will, be missed during the contact.

,DEFINE THE CLIENV:.
COUNSELOR

It is essential that the client understand his or her role in the
ti ,interview/assessment Process. Reflect to the client that the purpose ofer **-1-

assessment is' to find the best vocational.opportunitles aVailable where he
or 'she Cen ruse derronstrate4,qapakiliAs5,, to understand'
that he' or she is ultimately the source of all assessable information,

'succe'ss depends' upon honest and accurate information about and from th
that 0e interview is a joint effort' of client and ,counselor, and t.ha

Use of a profile approach, pointing out that all people have differing
14vels of ability in different areas, is a practidal approach...Convey to
the client that, fdr all' of us, much of the joy of life is det.ermined by
a suitable match between this profile of capability and demands on one's
performance.

1Q
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ENCOURAGE SIMPLE,..DIRECT, ,

AND OPEN COMMUNICATION

0

Use-an appropriate vocabulary. Be specific, concrete, and use

straightforward examples. Kedractual questiOns short and answerable in a

word or two. It is 'better to. k many short and Simple'questians thaw to
place an excessive load on the client with any one question. Clients with,
Waited cognitive skills will tend to have diffl.culty with unfamiliar
words, abstract concepts, and issues involving multiple facets. They are

as likely as any group of clients to give honest and accurate information
about 'fast and opinion if they do not feel threatened or confused.

,

If Seeming contradictions- arise, pose followup, questions that clarify

inconsistencies. Review and clarify possible decisions and alternative

courses of action. Persons with limited cognitive skills are more likely
than, most clients to need help in, identifying inconsistencies in logic or
fact and in identifying or planning courses of action.

ENCOURAGE FREE EXPRESSION OF ,

PERCEPTIONS, FEELINGS, VALUES.?

rt -
Keep the discuss-ion cltient oriented. Be a good listener. Don't

interrupt the client's story or interfere with his or her manner of expres-

sion. Inspire confidence by showing consistent interest and acceptance.
Avoid .expressions Of,:personal sympathy, surp.fise, shock, embarrassment,

ridicule, agreement or disagreement. Accept, recognize, any clarify. posi-

tiye, negative? and 'mixed feelings. Persons with limited cognitive skills

= are frequently used to being dominated by more verbal people, and may be
all too ready to reflect what they feel is expected of them rath1 than
their true perceptions, feelinge, and values.

PROVIDE FOR EXPLORATION,

ANALYSIS, ANDPLANN4NG

)(Jeep an open and inquiring mind. Develop anc/ test moaltiple hypotheses.

Avoid premature conclusions. Let the client guide 'conclusions by reacting
favorably or unfavorably to alternative possibilities and plans. Search
for and_Jaccept new evidence--especially of client, capabilities not

,.previously demonstrated or suggested.

,t.

USE INFORMATION FROM OTHER AGENCIES
THAT HAVE KNOWN THE CLIENT

CONSIDER 'ALL OF, THE AGENCIES'
THAT MIOWHAVE INFORMATION

.'

41

, ,
Clients with limited, cognitive skills, are ;especially likely td have ,.

had prior contact with one or more atjencies, that may haVe informatitm about

- the client's capabilities. Client information Might have been recorded, in

;`,":,,ja-PeCial schools,' learning disabiAities programa , workshops, vocational,- '

training prO(0.-al. 'resident pfOgraMs,,, and other pladement ,centers.
, .

.

PI,
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RECOGNIZE THAT "ANARIETY'OF INFORMAYRSN CAN

CONTRIBUTE TO A PICTURE OF CLIENT CAPABILITY

Behavi a t varied stages of individual development and in
. different contexts can provide hints about the interests, motives, and

of--the'client. Parents can frequently provide useful insights,
about attitudes,' interest, and capabilities .that might otherwise go
undetected. Such background information will be especially useful to
counselors and placement personnel when it can be fitted into a consistent
pattern or profiles,

9 L,
4,

FORMULATE REQUESTS CLEARLY: AND

TO ELICIT A DESIRE TO COOPERATE
. .

Most agency personnel will want to respond quitkly and completely if
they understand that the effort is directed toward helping the client inan

',important way. They can make the most -effective judgments as to what
information to .?Irovide when the request is specific and its intended use is
defined., Make requests, personal and specific to the individual client.'
Avoid routine:sounding requests. Use the most cost-effective combination
of letter, telephone, and personal visit to obtain inforination about the
client.

FOLLOW UP ON REQUESTS

TO OTHER AGENCIES

s

Check immediately on the status of promised information that is not
forthcoming. Specific supplemental reques can be used to till holes 'in
a client's profile of capabilities and to cla 'fy seeming inconsistencies
in data fpm a given source or from different s urces.. 4

USE EMPLOYER INFORMATION

SE INFORMATION FROM

ORMER EMPLOYERS

Obtain information from forme. r enployers, including workshop super`
Visors, to clarify the nature and extent of client capabilities. Even

inform#tion about characteristics and performance that were negatively
evaluated inay lead to a c1earei understanding of client capabilitieS. For

exanple , information about _the circumstances of discharge for failure to
get along with fellow errployees, may. suggest less demanding contexts in
which client social skills would be adequate.

USE INFORMATION FROM THOSE WHO HAVE

DECLINED EMPLOYMENT TO THE CLIENT

An understanding of why a client was 'considered/ but not accepted,
for eziployment can help to suggest approaches to more successful placement
for the client. Usually, employers' will, be very fair and frank about Why
one, job applicant was selected over another. Specific capabilities they
found lacking or 4eveloped to ah insufficient level can contribute to the
client capability profile.

12
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USE INFORMATION FROM -

' P
. -,

OTENTIAL EMPLOYERS ._
,

--_,-- . t

, .

.- Employers may stipulate 'capabilities of potential employees in terms
of academic performance, perforce on psikchological tests, and prior job

experience. The relationship of these requirements to jcb performance may
not be clear to the counselor or placement officer. Check with potential

employers for information about the assumed relationships between such

assessment -information and job requirements .

USE SPE.DIALCAPARILITIES
MEASUREMENT DATA .

REVIEW -AVAILABLE.DATA'

Deterinine what information about the client is already at hand or

already 'exists and can be obtained readily from other source4. Use this

review in deciding' whether additional° special measurement is necessary
possible and, if so, what it should include.

,SELECT SQURgE FOR SPECIAL
\CAPABILITIES MEASURiMENTi,

Where possible; identify alternative sources for client capability
measurement. Select the best source or sources to provide the kind of

mees ureinert in formation needed.

SPECIFY PRINCIPAL INTERESTS

Define and communicate,to measurement personnel what information

will be of greatest benefit in counseling and'placing the individual:
Measurement personnel t.xill'be able to determine the best measure .available

SO for the client inf3imition sought.

-DETERMINE LIFE SITUATIONiTATUS

The purpose of exploring'the life situation of the client is to
the freedom he or she has in seeking, obtaining, and holding a

job. Such a deterrainas,jot can be a useful starting point in seeking

bpec c job opportunities foz the individual. It should include a concern

for the career impliciatiOnS of at least. the areas:

Current living arrangements.

,/Econorni&s tatus .

L..

/Physical /medical 'itatus.

I Legal status.

/ General. -motivation for enployinent.

13
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METER/AIM CURRENT,
LIVING ARRANGEMENTS

.The, client' s -current living- situation may inpact on the Urgency Of .-
obtaining employment, adaptation to a job, and the feasibility' of holding

. a jai:). FoVeXamtile: '", ,,,-, -, - ,In ' P ,
S'

? 1 '

/A currently-institutionalisied client may have ,mi mal urgency.
.

.. . in locating a position but' may require alterna e living
.

arrangements to be made,before it is feasible o hold a job
or make a suctessfulo job adaptation.

. , ..,

/ A client currently living in a private famyly" setting,'
especially a client having dependents, may' hay maximum

' 'pressure to locate .a job quickly--but adapt n to employ-

6
, - ment mayibe minimally . difficult..

.
! ,

I A iclient in a. ,transitional living" cente.e maly have maximum
flexibility in the timing of and.adeptation.to employment,
as well as 'maximum support 31n achieWing success.

....-..1 7

1,I A client Itiving in a private family setting and being
partially dependent upon others may have flexibility, but
adaptatibn to semployment may be made difficult' by the nature
of'the dependencies--particularly where family members are
overprotective of or have inappropriate aspirations for the
client: ......_ ..

..,... , iit

., ..., .

DETERMINE ECONOMIC; STATUS-
,

The - client's economic status may infl -nce the direction and timing
of vocational goals. For example, a' client without economic resources or
alternative income may- feel compelled t fiord immediate employment regard-
less of 1 er-range career prospects, whereas a client with interim
means --support may be able, to undertake special traioning or other-,

activi ies aimed at more distant goals. i.

DETERMINE

MEDICAL STATUS

Awareness of physical or health status is necessary to help steer
any client away from inappropriate occupations. But a more important ,

purpose for_determining the client's physical or medical status is to
identify the res'idual'iapabilities hairing'potential for job performance.
In particular, attentiorshould be -given to the compensations clients make
to 'physical limitation-I-which, can have ijob utility. For example, blind
persons sometimes show exCeptiOnal Attention to auditory and tactual
information. Lame persons may _develop exceptional :ability to perform fine
finger manipulations' for extended periods of time

f8
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DETERMINE LEGAr...STATUk;. ,,,

* Wrilft 4 '' -".".4.*01.... -t.;,:...
...I..- Is.

-latitAlde available -to- client and counselor 'in exploiting. job,
opportunities may be affected by the client' s legal status. If the client
tr-a-ftee agene,----entabyment allay, be simply a matter of mutual agreement
between employer and client-:-facilitated by the efforts of counselor and
placement officer. Third-party approval may be required for clients with
legal guardians. Further restrictions may have to be considered for
clients who are wards of the state.

DETERMINE MOTIVATION
o FOR EMPLOYMENT

The counselor and placement officer' s role may be extensively
influenced by the nature and extent of the client's motivation for
employment.-..aientswwiltr high.motivation may require only a minimup of
information about job placenv'nt and leads to opportunities. In contrast,
a client with fears and,,,mixed motives concerning employment may require
encouragement..and ,Appc5rt,, at each ttep of:the emplOyment process. A

client with narrow interests and stringent requirements May have to be
guided toward more realistic expectations and supported in the employment
process despite limitations on the spectrum of opportunities to be
considered. "141.-a.,. .

DETERMINE GENERAL EMPLOYABILITY

1--
The purpose of determining _the. general employability of the client

is to augment the.inforMation about the client's freedom to seek, obtain,,
and hold a job--the information#gained from exploring the'life situation/
parameters. This general assessment_of employability can serve as a
useful frame of reference in guiding the more detaileC1 determination of
specific capabilities which - follows. Determination of general employab(ility*
should include a concern for the career implications of at least the tr-,
aiiowing :Ms

"

Ability to make independent 'career -Choices-.

/ Ability to live independently.

Local mobility.

Freedom to relocate.

I Ability to go through the employment process independently.

t



DETERMINE ABILITY TO MAKE
INDEPENDENT CAREER CHOICES

The client's ability to make independent career choices may impact. on
the nature of responsibility the counselor and placement officer must
assume in guiding the client: It also may influence the nature and extent
of.consultation which is appropriate to have with others who are important
in the life situation of the client.

All of the life situation parameters can provide clues about the
,client's ability, to make independent career choices, particularly information
about current living arrangements and legal status. In addition, the'
Counselor and placement officer may be able to gain useful information
aboUt capability for independent career choice from one or more of the
following: 1

Assessments from educational? medical, or other agencies which
touch upon the client's decision making or judgmental abilities.

The history of the client, particularly as it reveals evidence
of success fn making past independent judgments.

k/ Evidence of client comprehension of the concept of career
choice, as revealed in the course of interview, and discussion.

DETERMINE ABILITY TO

LIVE INDEPENDENTLY

Counselors and placement personnel who work with clients having
ere cognitive limitations frequently find that adjustment to a well-
cted job Situation is,.less .difficult than adjustment to independent

wing. Regardless of the relative difficulty of adjustment to job
rsus independent living, the combined adjustments can place an excessive

Ii.urderr on the client. The effective counselor and placement officer will
consider this potential combined impact and will phase changes to achieve
maximum prc ability of successful adjustment.

,

..11 Generally, the best starting point fcir determination of the client's
_ ability to live independently, is with_ the life situation parameters out--

lined above--with -particular_ertiohasis- on evidence- from, the current status
ior history of the client which clarifies conditions under which satisfactory
Iricdjustments can be made to productive life situations. Stich status and
fistory information about life situations must be projected against future

ssibilities. These projections should consider the capability to:

Maintain personal hygiene and health; obtain suitable health
services.

'obtain and prepare proper food; maintain pi'oper nutrition.

Obtain, wear, and maintain appropriate clothing.

Cbtain appropriate housing and care for the home.

2 016
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Manage peisonal finances:

ti

Obey laws ; 'resist victimization.

Participate successfully in needed social interactions.

, These 'capabilities should be reviewed in the light of. transitional

and perm/ vent community support available to the client-

DETERMINE LOCAL MOBILITY

The client' s madius of job opportunities will be importantly deterimined

by his or her access to transpOrtatibn. Full consideration must ae given to

.ransportation factors in setting the geographic scope of job opporttnities

sought. TranipOrtation availability may range, from use of public teanspor-

tation all the way to private vehicle operation or .even car poolin4. Access,

to tran1portation is not the only consideration, however. Coits

transportation may severely limit' the range of job opportunities mhich can

be considered. When clients are unskilled in independent, mobility--; effort

should be given to a determination of the extent and Methods by which they ,

can bea'ome independently mobile.

DETERMINE FREEDOM

TO RELOCATE
ti

Even with the fullest identification of capabilities and Job -opporturii-

ties, clients with only basic cognitive capabilities may be more restricted

to jobs in a given geographic area than indiiridualsswith more extensive,

capabilities. It is of special importance that, the client's freedom to
relocate, or alternatively, limitations on that freedbm be,investigated.

The lack of freedom to locate may severely curtail the typeg and 11?cations,

of job opportunities than can be considered for a given client.

DETERMINE ABILITY TO GO THROUGH

THE EMPLOYMENT PROCESS

Clients with only basic cognitive capabilities frequently haye
employable skills, though..they may have grave:difficulty with preemployment

competition and even with the.xmechanics.bf the employment process. For

example, a job may require only manual skills but the employment process

may demand completion of an employment blank. Consequently, it is important

that the counselor,and placement officer be able to distinguish between

job-getting and job-holding skills of the client.. Stich distinctions will
help to define the rangs..,of employment opportunities; to clarify-the kinds
of information that should be provided to potential employers, and to
establish what kind of direct assistance should be provided to the client

in the employment process.

co'
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DETERMINE COGNITIVE CAPABILITIES

Adsessment of cognitive parameters is conoerned,wit aeterRrndtiOn of
the ability,to,perceive, to know, and to understand. Hum cognitive skills

cover an enormous variety and involve processes for which t ere-is(not yet
rigorous scientific understanding. For vocational guidance Purpoles,
assessment'of three cognitive parameters'is of special Impoptance:

Language Development - the ability to comprehend and express`
written or spoken ranguage.

a

Mathematics Development - the ability to comprehend,andlaPiply .1

numerical concepts and symbols.

f.

QJ
.-,. .

.-4.

Perceptual Processing Development - the ability to detec4
sensory inputs and to math ulate the derived information.° 's

These parameters are of
the basic structure for

DETERMINE LANGUAGE
CAPABILITY

AO-

such
organizf

a

tance that they have been llsed as part of
the job lidtings presented &n Volume 2.

4.
Language develoPMent capability levels employed'here are those used in-

the, Dictionary of OcCupational,Ztles (DOT). These are",iden'tified as the

Language Componeht of the General Educational Development (GED) scale:.'
Within the DOT, seven levels of language capability are identified (Alabeled
as levels_0through.6). For persons of limited cognitive capability, only,
the lower four level's of the scale are conSi*ered (levels
through 3).

. 441 '.
'Determination of the client's language capability should 'diStinguish

amongcthree broad levels of language competenw:5
.

Minimal - GED level 0 or 1 (UP through Grade 3).' Not more -

than reading, speaking, and printing.simple sentences ontain-
ing subject, verband object using present and pasetenses,

Moderate - GED level-2 or 3 (Grades 4 throu7144'8). Not more
than selective reading of textbooks and other'materialsto
extract an essential theme or idea, composing reports With
proper grammar and spelling, using proper format, and are-;

.r1

paring neat papers.

VIiigh - GED levels 4 through 6 (Grades 9-and above). Involves)

more -than basic language skills. A client_who cawdemonitrate
achievement at this level should.not be'subttantially timited
by language capabilities except for highly specific job
requirements. is , .

4 General Educational. Development (GED) should not be confused with the General Equivalent Diploma iGELV
awarded on the basis of test and inalcating,the equivalent of a high school education-,

5See Relating General Education Development to Career Planning (U. Si urrizilitment of Labor'. 19711 for more
information about levels of language development. language curricula, an eer implications.

60
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Four techniques are especially useful in determining the client's

language capability:

4

4 44

School.achievementxecordsarerlikely toandidate rather
directly the level.of langUage'capabilitY achieved by the
client.

Observation of the client during interviews by the counselor
and Placement officer can determine approximate vocabulary4 levels, grammatical usage, Comprehension of verbal rmmunica-
tions, and ability'to communicate verbally.

Tests calibratedby grade level such as the Stanford
Adhievegent Test '(SAT) which includes Paragraph Meaning,
Word Meaning, Spelling, and,Language subtests. The-U1-S.

_EmOloyment Service Basic Occupational Literacy Teit (DOtT)
contains Reading Vocabulary olln and Reading Comprehension
(RC) subteets which are calibrated to.educational develop-
ment grade levels by equation to. SAT norms:

V Language aptitude tests such as the U. S. Employment' Service
Verbal Aptitude of the General Aptitude Test Battery
and'the Nonreading Aptitude Test Battery (NATB) can assess
the functional vocabulary of clients. Foi purposes of making
rough estimates of educational development, percentile scores
from these tests can be used with grade norms for the SAT,
BOLT, orother grade-calibiated'test known to Porrelatehighly
with the language aptitude' tests.

The client's determined level of language capability has great utility
to the counselor or placement officer in the use of Volume 2 fpr id' ify-

ing appropriate jobs for the client. Clients who are rated as h
minimal language competency (GED level 0 or 1) will be able to h

identified as having only minimum language demands, whereas job
moderate language demands should not be considered for th
Clients who are rated as. having moderate language ca abili
or 3) will be able to handle jobs having Moderate language
as those having only minimum language demands.

DETERMINE MATHEMATICS
CAP8ILITY ti

ing only
ndle jobs
with

ients.

ids (GED level 2
emends, as well

Mathematics development capability levels yed here are those
used in the DOT. These are identified as the thematics Component of the
GED scale. Within the DOT, seven levels of mathematics capability are
identified (labeled as levels 0 through 6).. For persons of limited,
cognitive capability, only.the lower four levels of the scale are considered
appropriate (levels 0 through 3).

4 ' 23
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Determiriation of the client's mathematics capability should distinguish
among three broatilplevels of mathematics competency :6

i 41 J .4

4. 4... ' Ji.-4 ... .." " \ 'C 1 --**- 4. \ i., .- J0
.

I Minimal, 7 'GED level-0 or,1 (up , through Grade t43);..A ._ot ) xe
than ,counting, addition ancrsi.6trattiOn of two-place nUrnbers,
and familiarity with standard units of measurement and with
asic measuring equipment such as clocks, rulers, and scales,

V Moderate - GED level 26or 3 (Grades 4 through fit? . Not
more than computing discounts, interest, Percentage, surface.
areas, values, and weights, and measures,- 'using four basic .

arithmetic operations. - t
.

-ktt
High - GED level.4 through 6 (Grades 9 ;and abOve). Irivolves.. /

nore than' basic mathematical sk'ills. A client who can
demonstiate achievement at this level should not be substan- t
tially lirajoted,,by mathematics capabilities except fOr highly
specific job requirements. 2

/
, .

._ Four techniques are especially useful in determining the client's,
mathematics capability: ,,

ki"'
/ School achievement records are' likely to -indicate rather

directly the level of mathematics capability achieved by the
client. ... ,.. - ,

..4 - # -7-.17-e----.------:

Observation of the client during interviews,,,by the counselor . /, .-

and placemnt officer can yield information aboutonathemat,ical 4

problem solving. ability if basic concepts and exercises are '.", f

introduced. . . ..

Tests calibrated by grade level such as the SAT which includes
Arithmetic Redsoning and Arithmetic Computation subtests. The

U.' S. Einployment Service BOLT also contains Avithmetic Reason-
in§. (AR) and Arithmetic Computation (AC) subtestp which are
calibrated to educational development grade levels by equation. .

to SAT. norms.
. .,

. 1,1 .
, .

I , S* 1. IP. ;.,' ? # 0. r 0 r. . .
Mathematical Aptitude tests such as the U. S. Employment.
Service Numerical Aptitude of the GAIS and NATB can assess
the client's ability to perform ar tic ,operation's quickly.
and accurately. For purposes of ing rough estimates of
educational deyelopment, percentile., cores from-these-tests
can be used with grade norms for the SAT, B9LT; pr other

, grade-calibrated tests known to correlate highly \ with the
mathematical aptitude. tests.

.* /

/**

6 See Resting General Education Development to Career Panning U. S. Department of Labor. 1971) for more

information about levels of mathematics development. mathiMat* cs curricula, and career implications.

4
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At with the client's language capability, the client's' determined. ,

level of mathematics capability has great utility for the Use of Volume 2

.4 in, idai4tifying appropriate jobs for, the orient. Clients who are ratedes- -

.4-- 4 *, cstss. ,--.hov,i ng. only-, minimal; nfatheniati'cs-conigatencytTGED level 0 .49x ...1).....wiLl be, . - '

able to handle jobs identified at' having only minimum mathematics demands.

-
JObewith moderate mathematics demands should hot'be considered for these
clients.- Clients who are rated as having moderate mathematics capabilities °

(GED level 2 or 3) will be able to ,handlejobs having moderate, mathematics
demands, as well as ,those,having only minimum mathetfiaties demands.

DETERMINE PERCEPTUAL
PROCESSING CAPABILITY

. . tJ
Perceptual proCessing involves-the detect.ign of sensory patterns from

any sense mode or combination 'of sense modes--sigh, 'audition, touch/

.
kines'tfre.sis, taste, or smell--and making a compariSon to or a discrimina-

tion from a like input or mental image. In effect, perdeptual processing

. is that cognitive activity we frequently perform an order to make a
judgment about a snsory input and which leads to formulation' of an appro-

priatepriate resPonse to that input:
4 % 4 . <

A

4 4

Most jobs have a requirement for some significant farm. of perceptual
capabiliti, but only a minority combine this requirement with the additional .

significant requirement for comparison or di4crimination. Sirnplejob-

relevant examples of perceptual processing are activities such as':
.

ViSually inspecting and/or stirring acoropound And making

the judgment that the compbund has or has not achieved the
right consistency, 'based on some prior knowledge' of what

that Consistency Aught to St. (Cement mixing, for example.)

."!

Sharpening a cutting tool--such as a chisel or scissors- -
according to visual estimates of the angle required so that
the resulting edge is neither too acute nor too obtuse.

Locating an interior wall stud by distinguishing .chahges in .

loudness and pitch as one tapb towardor away from the stud's

se position.
$1 It

s .

'

Determination of the client's perceptual processing capability should
distinguish between two broad...levels of competency:

lit
Minimal - the ability to detect sensory information is
present through a variety of sense modes, but the ability to-
manipulate thisoinformation to make comparisons or cp.scrimina-
tions.abaut those sensory inputs is not present to any
significant extent.

-
./ Moderate - .the ability to detect sensory information is

ptresent through a variety-of sense modes; the ability to
*lipulate this information-to make compariscins or cliscriminan,
tions about these sensory inputs is also present '' a .

1'.
: significant extent.

21
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While perceptuf processing is an everyday,activity., the .counselor.d.r
placement officer is faced with two special' iroblems in deteintining" these.
capabilities of the client: 4,

4Norms lof development in thiS area are not well 'established::

Standardize -res for sense modes other than, sight,are
...

.
. ,.snot widely .a le. $ . °.

' , ..
However, useful information about perceptual pro cessing can'he gained ''

from consideration of scores on some standardized testi, for example:
. .

A perceptual test.such as thg GATB or NATI?, Form Perception" (P)
and/or Clerical Perception (42) : ,

A spatial relations test such as the GATB or' NATB Spatial'
Aptitude (S) .

,,Various other aptitude tests or achievement tests.
.

In the ab sence of the test information, counselors and placement
officers may be able to gaih useful inforiaation for determining the client's
perceptual processing capability from:

- .

/- Records of school ,and, job performance.

Interview responses to questions about experience with
perceptual processing tasks.

Observatibn of the client in 'training and/or workshop
environnents.

1-4,r
Information about hobbies, crafts, or previ6us, work
experience.

The client's determined level of perceptual processing 'Capability
a third key element of information in the use of Volume 2 for identifying
appropriate jobs for the client _Clients wto are rated as having only
minimal perceptual processing capability will be-able to handle jobs
identified as shaving only minimum perceptukl processing demands. Jobs
with moderate perceptual processing requirements should not be considered

7- for these clients. Clients who are rated as having moderate perceptual'
processing capabilities will be able to handle jobs having moderate
perceptual processing demands, as well as those jobs having only minimum
perceptual processing demands.

DETERMINE REASONING

CAPABILITY

'Ole further parameter of cognitive capabilities may have utility to
counselors and placement officers in assessing the cl'ient's coinitive
capability and'in relating that capability to job requirements. Thig is
the parameter of 'reasoning' development,' part of the GED scale es?loye4 in

.4. 22

.' 2 6.

4



0

I

6 4

the DOT. In the DOT usage, reasoning development deals primarily with an

ability to follow instructions or to apply logical rules to situations

encountered on the job.

Within the DOT-,, seven levels of reasoning development are identified

(labeleA.asb levels.° through 6). For persons of limited cognitive cape-.

bility-,only the lower four levels of the scale are considered appropriate

(levels 0 through 3). Determination of the client's reasoning caRability

should distinguish among three broad levels of reasoning competency:

Minimal - GED. level 0 or l.- Not more than the ability to

apply commonsense understanding to carry out simple one- or

two-step instructions and to deal with standardized situations.

Moderate - GED level 2 or 3. Not more than the ability to

apply>commonsense understanding to carry out instructions

furnished in written, oral, or diagrammatic form and to deal

with several concrete variables in standardized situations.

High - GED levels 4 through 6. The ability to apply

principles of rational systems or of logical or scientific

thinking to a range of intellectual and practical problems

and to deal with a variety of abstract and concrete variables.

A client who can demonstrate reasoning ability at this level

should not be substantially limited by reasoning capabilities

except for highly specific job requirements.

Three techniques may he useful in determining the client's reasoning

capability: .

School achievement records are likely to indicate rather

directly the level of reasoning capability achieved by the

-client. ,

Observation oE the clieht during interviews can determine

the level of ability to apply .rules and to follow instructions.

Extrapolation from language and mathematics capability levels.

Reaspning deVelopment can be assumed to be at least equal to

the highest leve.1 achieved for language or mathematicd

'capability .2

r

0

4. ,
1 i7 This strategy was applied by the analysts at the

,
North Caroline State University in theirdeterminatiOn of the

reasoning requirements for each of the Dot occupational titles.
0

r

0
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DETERMINE INTEREST, ATTITUDE, AND MOTIVATION

RECOGNIZE DIFFERENT

t4ECTSOFJOSAFFECT
Three'different aspects ark important in determining the feelings

(affect) clients have toward any given attribute, characteristic or parameter

of a, Polo:

ht

Interest is the degree of.importance a clierit places in -a

particular parameter. For example, a client may feel that

the most important-feature of a job isknowing eXactly. what

the standards are for successful performance.

Attitude is the directioh and strength of feeling a client
f

has toward a particular job characteristic. Attitudes can,be

independent of interests. For example, a, client may feel whole-

heartedly favorable toward contact with other pebple on the

job ,but place little importance in this feature to the point

of being quite satisfied with an isolated work position.

Motivation is the client's tendency to take action in accor-

dance with interests and attitudes, although it may b$ inde-

pendent of both. For example, a client may feel that working.

for people for their, social welfare is_important and a highly

-positive feature of a Job yet'take no steps toward obtaining

a job where this is possible.

DETERMINE INDIVIDUAL i
-ACTIVITYPREFERENCES )

Volume II,of the DOT provides analyses which'organizeogrOups of jobs

having the same basic occupational, industrial,, and worker characteristics

into worker trait,groups. These groupisigs'help the user to discern relation-_
ships among occupations and also provide a method for classifying worker

abilities and experiences. One such set of parameters'is associated with

worker preferences for different types of activitieb.

. It is common, as in the DOT, to contrast preferences for certain tYpes

of activities or experiences with rejection of contrary types of activities

dr experiences Such contrasts do not-always accurately reflect a client's

- feelings. For example, even though_most Individuals having a strong pref-

erence for activities dealing with machines may not care for activities:

involving human interaction, a particular client may have strong and equally,

positive feelings toward both.'

Activity preference, parameters identified in the summa profiles of

the DOT (Volume 11)8 worker trait groups are as followsv

,

Worker abilities, personal traits, and characteristics associated with successful job performance are applied to

job grotips in Vplume II of the DOT. Some of viese worker traits are employed in the remainder of this chapter

for the description of client abilities. A full explanation of the worker traits as they are ea toyed to desctibe

jobs is presented in Appendix .8 of Vo lurne II of the DOT.

28 24 4,



Preferences for Activities Involving: Often Contrary to:'

,

(1) Things end objdcts -01
1..

(6) , ..

(2) Business'clict with people ,

, (7) 'a.

(3) A routine, ncrete, organized nature (8)

(4) Social welfare, dealing with people and language

ip social situations (9)
(5) Prestige or the esteem of otherp as a result (0)

. (6) People and the communication of ideas (1)

r. (7) Science and technology - (2)

(8) An abstract and c,reative nature (3).

19), Nonsocial interaction with processe's, machines

and techniques .

and results(0) Tangible,, productive satisfactipns ults

,

(4)

(5)

4

For this client population, worker trait groups associated with the selected

sample of jobs exclude the following activity preference parameters from .

consideration: (5) ,Prestige or the esteem of others, (7) Science and tech-,

nology, and (8) Abstract and creative thinking.

Results on interest inventories and attitude Measures, reported school

and job perfotrdance, discussions with the client, and interview obserVations

can all help in assessing affective parameters:,.

'DETERMiNE HUMAN RELATIONS CAPABILITIES

Human relations capabilitieg may significantly influence the client's

job suitability and type of. job Preference. Human relations capability is

primarily concerned with aspects of human interaction and relations fre--

'quently encountered in jobs--aspects of job performance-which relate to the

specific social requirements of the work situation. It is distinguished

from the capabilities-previously discussed under "life situation" and

"general employability" in that it relates to on-the-job sociability.

requirements--interactions with fellOw workers, supervisors, subordinates,',

and clients. It involves ethical, alegall and human relations criteria that

govern beh,vior in both roUtine-and nonroutine situations. Style, grooming',

etiquette, andAob conventions are included.

Three subareas,can be identified; t
. \)

Sales or persuasion -,facilitating persuasive,interactions '

(e.g., with clients or customers) within established limits, .

. of-propriety,-

Service - 'interaction which is oriented toward recognition of 'It

, and respons4veness to, olirent/customer needs or objectives. .'

.

Communications - sensitivity and responsiv eness to tile:recep-

tivity and' motivation of others.

2?.9
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Several sources of information will usually be aVailable to the

counselor or-placement officer for making a' determination of the type and

extent of the -client's human relations capability:

"Previous work, experience.
0.

if Expressions or indications of client interests.

Observation and discussion during the interview.

Information from teachers, workshop supervisors,, previous

employers, etc. '

DETERMINE CLIENT TEMPERAMENTS 1

The DOT worker traits data identify twelve typei of occupational

situations and seven main kinds of working conditions-'or physical surround-

ingstd which a worker may,have to adjust., The counselor and placement

officer may be able to obtain information from teacherS, f4mer supervisorst

sahoOl and work records, and self - reports of clients concerning capabilities

to adjust to these situations and Conditions. .

DETERMINE SITUATIONAL TEMPERAMENTS

These temperaments involve capabilities to adjust to situations_

involving:

Situational,

Temperament
Code

, (1) A-variety of duties often characterized by frequent' ange.

(2) Repetiti,ve or short cycle.operations carried out according

to set procedures or sequences. )

r

(3) . Doing things only under specific-instructions, allowing

.
little or no room 'for independefit action or-judigment in

working out job problems: - -
e

(4) Direction-, control, and planning 9f an entire activity.or

the activities:. of others.

(5) 'Dealing with people ,in actual job duties beyond giving and

receiving instructions.

'(6) Working4lone and apart in physical isolation from others,

although the activity may be integrated with that of others:

26?
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(7) Influencing people in their opinions, attitudes, orjudgments
.

about ideas or-things.

It (9)

(8) Performing adequately under stress when confronted with theme'`

critical or unexpected.

Generalization, judgment, or decision-making against sensory

or judgmental criteria.
.

(0) Generalization, judgment, or decision-making against measurable

Jor verifiable criteria.

(X) Interpretation of feelings, ideas, or facts in terms of

personal viewpoint.

(Y) Precise attainment bf set limits, tolerances, or standards.

Based on the situational temperaments associated,wfth the jobs selected for

inclusion in Volume 2 of the handbook, the following types of situational

temperaments are not of significance for,the client group: (4) Direction,

-.control, and planning of an entire activity or the act4vrity of others; (6)

Working alone and apart in physical isolation from o s, although the

activity may be integrated with that of others; (7) Influencing people in

their opinions, attitudes, or judgments, about ideas or things;,and (X) Inter-

' pretation of feelings, ideas, or facts in terms of personal viewpoint.

DETERMINE TEMPERAMENTS RELATING,

TO WORKING 'CONDITIONS

These emperaments involve capacitj.es to adjust to physical surroundings

or oondit involving:

Working
Condition
Code.

(1-I)

(1-0) Outside work.

(1-B)

7

(2)

(3)

(4)

--
(5) Noise' and vibration.

(6) Hazards:

(7)

side work.

Both inside,and-outside work.

Extremes of cold plus teffiperature changeS,
4

'Extremes of heat plus temperature changes.

Wetness/and humidity.

Fumes, odors; toxic conditions, dust, and poor ventilation.
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DETERMINE 'SENSORY CAPABILITIES'

Perceptual processing, one of the cognitive capabilities previous*
discussed, assumes that the client has capabilities to sense the informa-
tion which is to be perceived and manipulated. The counselor and%olgement
officer may, however, wish to determine the client's level of these,sensory
capabilities--or at 'least verify that the client has.no major sensory defects.
Medical examinations will usuallybe the best source of informatidn.

DETERMINE SIGHT -
CAPABILITIES

Sight or Visual sensory capabilities include:

Visual acuity for objects both near and far.

Depth perception and distance judgment.

Field of vision.
,,,

e Accommodation--achieving and mairifaining Sharp focus.

Color perception.

Adjustment to light/dark changes.

DETERMINE AUDITION'
CAPABILITIES :

1

Audition refers to the ability to hear across the Normal auditory
frequency spectrum, especially in the voice range. The ability to speak
audibly couldalso be included-asPart of the client's auditory capability.

DETERMINE TOUCH/
KINESTHESIS CAPABILITIES

,The ability to perceive attributes of objects and materials by'means
of receptors in the skin, particularly those of the fingertips, is a

rather frequent characteristic of jobs. .Attributes of touch4kinesthesis
which the,counselor or placement officer mitight address in determining the
client's touch/kinesthesis sensitivities include size, shape, temperature,
and teture. , A.

DETERMINE TASTE AND
SMELL CAPABILITIES

kequirements,for taste and smell capabilities are restricted to a
relatively small proportion of jobs., The counselor and placement officer
may, therefore, want tp,explore these areas only in resparise to demands Of
specific job opportunities.

40.



is

DETERMINE PSYCHOMOTOR CAPABILITIES

Psychototor or uperceptual-motdin abilitie's tend to have only slight

positive correlation with measures of cognitive abilities. Counselors and

'placement officers should, therefore, encounter a full distribution of

psychomotor capabilities among clients with only-basic cognitive skills._

Thus, psychomotor capabilities represent a considerable reservoir of

vocational resources among clients with cognitive limitations.

CouriselOri and placementlofficers are likely to find it useful to

-determine the client's psychomotor capabilities in the following four

"dimensions :

Basic motorcoordination.

Dexterity.

_V Control operation.

Reactihn-speed and steadiness.

DETERMINE BASIC MOTOR
COORDINATION CAPABILITY

.
The ability to move hands'or fingers rapidly and accurately in response

to visual signals is fundamental to many job tasks--as in machine-tending.
informatiOn,dan be obtained frOm work and school records, the Motor

'Coordination (,K) measure of the GATB and NATB, and special job sample or

1 apparatus tests.

DETERMINE DEXTERITY
CAPABILITY

SI

Finger and /or hand dexterity are frequently required in conjunction ,

with btsic motor coordination as well-as being required independently of

any significant mot& coordination requirements. Information can be gained

from the GATB and NATB as follows:
'

Finger dexterity-is the. ability to move the fingers and to

rapidly and accurately manipulate small objects. The GATB/

NATB test4battery provides measures 0E1-Finger Dexterity (F)

bastA on separate measures of object assembly and didassembly.

Manual,Idexterity is the ability to ,move the hands easily and

skir111411y. The GATB/NATB test battery provides measured of

Manual Dexterity (M) based on separate measures of ability

to work with the hands in piAacing and turning-objects.

Information on dexterity can also be obtained from work and school records,

job sample tests, and other Apparatus tests.

29 3 3
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DETERMINE REFINED CONTROL
'OPERATION CAPABILrTY

,

There are four principal kinds of refined control operating capabili-

ties'which Can be examined:

Precision control involves using the larger muscles of the
arm-hand or leg-foot, especially where speed is important.

Multilimb coordination usually involves multiple controls.
This can require the:use of two hands, two.feet, or a.com-
bination of hand and feet. Some of the requirements for

this type of refined control operation are called out in
Volume II of the DOT worker-trait groups as wrequirement
for Eye- Hand -Foot toordination (E).

Rate control involves the making of continuous anticipatory

motor adjustments to changes in speed and/or direction of.a

.continuously moving target--as in pursuit, of a.fleeing animal.

Response orientation involves selection of the proper movement

in reaction to suddenly appearing sensory patterns--as in avoid-

ing a child who runs into the street'in front of an automobile.

With the exception of vehicular operation, refined control operations

are not as frequently required in job 'performance as are basic motor coordi-

nation,and finger and manual dexterity. Nor are measures of this aspect of

psychomotor capability so readily available--again, wept -for information

which may derive from driver training and driver profTciency measurement.

'e

In general, counselors and placement offiqprs will need to depend upon .

-information from special vocational training programs, job sample tests,

performance on simulators., and special apparatus tests to determine the

client's refined control operations capability.' Clients themselves and

,teachers, former employers, and workshop supervisors,-for example, may be

able to provide useful information by describing the control operating t -

tasks which the client has successfully performed.

* DETERMINE REACTION SPEED AND
STEADINESS CAPABILITIES

There are two additional types of specialized psychomotor capabilities

information which the counselor and placement officer can consider if avail-

able from records, reports, observation, or self-report by the:client:
-0-

I Reaction speed involves a'fait and nearly automatic reaction
to a stimulus--such as cutting power when-a danger signal

flashes. One important condition of reaction speed is the

absence of a significant requirement for selection of

alternative response.actions. .

ti
Arm-hand steadiness as is requir ed in the assembly of

delicate components and in the abience of a 'significant

requirement for strength.
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DETERMINE PHYSICAL CAPACITIES

, a Counselors and placement officers may bbtain informatiOn ant a
client's physical capacities from school records on physical fitness, job
performance records, medical reports', work perfOrmance samples, the,per-

,

fo ance of a few simple physical exercises in the interview Situation, and
sel eports of physical,achievemen by the client. Four areas 'featured in

the worker traits data in the DOT may be of particular concern:

Strength and'stamind.

Climbing and bilancing:

Stooping, kneeling, crouching, and crawling.

Reaching, handling, and fingering.

DETERMINE STRENGTH
AND STAMINA

This ard is concerned with the following 'aspects of lifting,
pushing and pulling capacity: .

e

.11 Ability to Make rapid and repeated'movements.

The maximum force that can be exerted against external
objects over short periods.

Ability to sustain force or action over time,'inclu
'*both muscular and cardiovascular endurahce..

DETEVNE CLIMBINGAND
BALANIING CAPACITIES .

This area is concerned with capabi/ities-for:

O

e.

carrying;

Ascending or descending ladders, stairs, scaffotaihg ramps,
. poles and ropes.

Maintaining balance in walking, standing, crouching, running,
or performing, gymnastic feats.

DETERMINE CAPACITIES FOR STOOPING,

KNEELING, CROUCHING,' AND.CRAWLING

t

All of these%actiVities demand ability to coordinate the simultaneous A
actions of different parts of4V44pody while making gross body movements.
,psually, these activities also involve at least a modest requirement fdr
maintaining balance`.
Q: 3
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DETERMINE CAPACITIES FOR.REACHING,

HANDLING, AND FINGERING , ,

This area includes three physical demands:.

Reaching -.extending the hands, arms, and trunk in any

direction.

.Handling - seizing, holding, grasping, and turning priMarily

by wrist or. arm action:
4

Fingering - picking, pinching, or working on objects pri-

marily by finger action.
. .

Feeling--perceiving attributes by means of receptats in the skin--is

grouped with the capacities for reaching, handling, and.fingering'in the

physical deMands characteristics
of'the DOT worker trait group data. How-

ever, in this chapter, feeling has already been consideted as -one of the

sensory capabilities.'

DETERMINE KNOWLEDGE AND MEMORY CAPABILITIES

Clients with only bas c cognitive skills may have combinzitions of

technical capabilities and experiences which result in retention of concepts

and principles thai\ate_la relevant. The counselor And placement officer

. may be able to identify such areas of working knowledge through work and

school records, achievement test results, interviews, previous Work.

:experience, and hobbies.
.

A,,,(
Job-relevant knowledge, even at an entry.levelf-is enormously varied.

rt may help, however, to organize the identification of knowledge capa-

bilities around the following four areas:

Mechanical-structural..

A

V Electrical.

Chemical.

Biological.

,
IDENTIFY MECHANICAL-STRUCTURAL
KNOMIDGE.CAPABILITIES,

I

This area deals with the `design, operation, and daintenanceof struc-.

,tufes and machines, both stationary and vehicular. .Tt includes knowledge

concerning codion types of tools, connectors, and fittiAgs andtheir appro

priate uses. Principles of safety relating to 7.haniCal deyices and,

construction are involved.

-f .36
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Mechanical-structuralknowledge may be required to perform such tasks

as asseMblyidisassembly or adjustment of equipment; verifying proper oper-

ation of equipment; troubleshooting to diagnose malfunctions in equipment;

and applying concepts of mechanical advantage, 4yerage, and conversion of

forces to solve a variety of practical work-related problems. Clients with

moderate mechanical - structural' capabilities will demonstratewknowledge and

ability to a level to handle 'job activities such as: adjUsting, assembling,

drilling, fabricating, grinding, inspecting, installing,_olierating equip-

ment, repairing, and testing.

IDENTIFY ELECTRICAL
KNOWLEDGE CAPABILITIES

This area encompasses knowledge concerning concepts and principles of-

electro-mechanics, electricity, and electronics. It involves concepts of

electrical safety--including static electricity, electricity and combustion,

shock, capacitance, and insulation.

Examples of situations involving electrical knowledge include the

proper grounding of hand tools to prevent static electricity discharges in

an explosive or combustible environm4nt, discharging high voltage from a

, TV picture tube prior to removal from a set, converting the current con-
sumption of an appliance from watts to amperes at a given voltage, and -

applying signal tracing and circuit continuity procedures to 'isolate

malfunctions in electrical equipment or wiring systems. In some instances,

operation of electric-powered ouipment will require the client to hi've

moderate electrical knowledge Capabilities.

IDENTIFY CHEMICAL
KNOWLEDGE CAPABILITIES

This area includes knowledge of'common materials, reactants, and
reactions--especially familiar reactions being combustion and cleaning. It

also includes chemical processes and safety factors relating.to chemicals.

Cheiical knowledge may be required in the performance of such tasks

as: handling acids, caustic solutions, and toxic or explosive gases;
carrying out titration and similar tests f9r pH; and translating chemical

notations to generic terms (e.g., CO2/carbon.dioxide, C2H2/acetylene).

IDENTIFY BIOLOGICAL
KNOWLEDGE CAPABILITIES

This area is concerned with biological. and health systems., It

includes concepts and principles in human, animal, and plant care. Medicine,

hygiene, nutrition, sanitation, pollution, and ecOlogy.Are all relevant.°

Biological knowledge may be required to performjobs in the areawof
farming and animal production and in pharmaceutical and therapeutical

occupations. Knowledge of health criteria and tests are important as is
knowledge of biological reactions tb common materials, prodesses, and

chemicalS. Knowledge of spedies and their'diStinivecharacteristics,
life cycles, andeeXual factOrs may also be involVad: ,

a
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DEVELOP AND VALIDATE AN INTEGRATED PROFILE
OF CLIENT CAPABILITIES

DEVELOP SUMMARY)

CLIENT PROFILE

Counselors and placement office rs may find it useful to consolidate
client information on a summary capability profile. This can be done in
any format convenient to the counselor or placement officer. A sample
Client Capabilities Summary form, which deals with all of the clientr-
characteristics'discussed in the chapter, is shown in Figure 3. It may'
not always be possible for counselors and placement officers to assess a
client on each of the suggested parameters. 'But, the more complete the
client assessment, to greater the potential for° an Um= client place-
ment.'

To prepare the Client Capabilities Summary, the c ounselor or placement
officr can'apply .any rating or coding scheme that'ha,s,. useful meaning. In
the sample form,. some items hafe been given a three level rating scheme.
For example, the capabi'Olty to live independently' can be rated as "indepen-
dent," "quasi-independez)t," or "not independent." three, level rating of
-"high," "medium," or "low" is also suggested for many, of the other - =client
characteristics such as: interest and motivation; situational angl working
condition adjustment; and sensory, psychomotor, physical;\and knowledge
and memory capabilities. Suggested definitions for this rating schemer
are:

It

HIGH = the client has this capability to a high degret, For
this clieht4 capability on this parameter should not p\e
Lirnitkng. That is, the client should be able to handle jobs
listed in Volume 2 -having a significant, requirement for this ,

. .

MEDIUM = /the client has limited, but significant capabilities
on this.Parareter., Parameters on which a client is rated
"mediult"/ sliould be important variables in choosing among
possible jab opportunities.

- i LOW = the client has this capability only to a minimum
extent]. Only jobs having a Minimal reguirernt 'for this.
capability should be considered.

.
A two -level rating scheme for the indication of the client's cognitive

capabilitiei3 is suggested in the Client Capabilities Summary form. As
previous Y /described, clients with language and mathematics capabilities
equivaie tito GED level 2 or 3 can handle jobs having MODERATE language or
mathematics requirements --as Well as those having only MINIMUM language or
mathematics requirements. MINIMAL language and mathematics capabilities
are equivalent to GED level 0 or 1. MINIMAL perceptual processing capabil-
ities .ilay indicate the ability to perceive ''sensory inputs, but not the
abiisity to make judgments. or conparisdns about them. MODERATE, perceptual

it
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CLIENT CAPABILITIES SUMMARY

\ NAME AGE SEX NUMBER

EDUCATIONAL 4

SUMMARY

WORK EXPERIENCE SUMMARY.

(include workshop experience)

cOrAIS.ELOR DATE

LIFE SITUATION STATU:

Current living arrangemerita:-

Current economic status

Physical-niedical status: General
Special problems

. 'Special capabilities

Legal status.

Motivation for employment.

J.

,EMPLOYABILITY STATUS

Capability for Taking independent career-choice:

QUASI- NOT.
INDEPENDENT INDEPENDENT INDEPENDENT

Maintain health/hygiene; obtain health services
Obtain, prepare food; maintain proper nutrition
Obtain, maintain, wear proper clothing
Obtain proper housing
Maintain proper housing; provide housing care...,
Manage personal finant-WA"
Obey laws
Resiit victimization
Participate in social interactions,

Capability tb live independently:

Local mobility
Relocation mobility
Employment processability.

COGNITIVE CAPABILITIES
MINIMAL

Language capability:
Information ,source:

Mathematics capability.
InforMation source.

Perceptual reasoning capability
Information sidurce

Figure 3. Sample ClieneCapability Summary

35
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INTEREST, ATTITUDE, MOTIVATION.

Things and objects , .
Business contact with P'eople...
Routine, concrete, organized activities ... 0,6

Social welfare, dealing/talking with people
People and communicating ideas
Nonsocial activities: processes, machines, efc

Tangible, procluctive-results/satisfactions

HUMAN RELATIONS CAPABILITIES
Sales
Service .. .

'Communications

SITUATIONALADJUSTMENTEMPERWENT
Variety and frequent change
Repetitive, short .cycle, set procedures.
Specific instruction, little independent action

Dealing with peojole beycind instruction giving
Working under stress, taking unexpected risks

Making decisions against judgmental criteria

Making decisions.against verifiable criteria
Attaining preCise limits, tolerances, standards

WORKING CONDITION ADJUSTMENT - TEMPERAMENT

Ingide work
Outside work
Both inside and outside work
Extremes of cold plus temperature changes

Eitremes of heat plus temperature changes ,"-" &lb

Wetness and humidity .., s t

NOise and vibration
- Fumes, odors, toxic condVions, dust, poor ventilation,

SENSORY CAPABILITIES
Sight
Audition
Touch/kinesthesis
Taste
Smell

r- / PSYCHOMOTOR CAPABILITIES
Motor coordination
Finger dexteriW
Manual dexterity (i\
C.ontrol, operations
Speed and steadiness .

.1.

. tc

'PHYSICAL CAPACITIES
.Strength :;
Climbing and,balancing 4t .
Stooping; kneeling, Crouching, crawling
Reaching, handling, fingering

KNOWLEDGE AND MEMORY CAPACITIES

Mechanical:structural
Electrical

--
Chemical,- 14.
8iotogical

3 0

4

INFORMATION
HIGH MEO. LOW SOURCE

1,1.1.1,
...0

1
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processing capabilities indicate .that the client, as well as perceiving

the sensory input, it able to make a judgment or comparison about that

input.

Cobments,can be added for any of the parameters:* One key part of ihe

` information is the identification of the basis on which the assessment is

made. This permits consideration of the strength of the client assessment.

VALIDATE CLIENT
CAPABILITIES DATA

There are-two principal ways_in which the counselor and placement

officer,can,validate client capabilities information:
41tV

a.
q Review recorNs to assure tt&t..-ho clerical or other error has

been made.

:
7 Cross-check various sources and types of information; try to

.
reconcile any differences that do hot appear to be reasonable.

A

O

4-1
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Chapter 2
..FAHANCE CLIENT. CAPABILITIES 'THROUGH TRAM

OVERVIEW

Figure 4 outlines in schematic form a role for ettployment counselors

and placement officers in job training; Su gestions of activities for

,.carrying out these functions are presented, Tying out' these functions

wo ula result in:' .

Optimization of the long-range career prospects for

Invcilvenent of the Client in career decision making

Utilization of training and job performance results

training selection decisions .for clients.

EVALUATE EXISTING
CLIENT JOB

OPPORTUNITIES

EVALUATE
TRAINING

OPPORTUNITIES

EVALUATE CLIENT
POTENTIAL

FOR TRAINING

HELP THE CLIENT
MAKE A

TRAINING-CHOICE

clients.

activities.

data in

FigUre 4. Principal Activities in Enhancing Client
Capabilities through Training

4.3

41

MONITOR PROGRESS

AND
OUTCOMES-



EVALUATE EXItSTING CLIENT JOB OPPORTUNITIES

The purpose of evalu 'ating job opportunities, that might urrent1S, be

available to the client is to establish some approximate baseline against

which the net value of training alternatives might be weighed.. This .%

baseline determination.involvesthe definition of current prospects

for job entry and for the long-range career prosPectsof these lobs.

# -
DEFINE CURRENT PROSPECTS

FOR JOB ENTRY
r-

Experienced counselors and placement officers will, in the normal ,

course of their support to a: client, develop well informed opinions About .
.

the range of job opportunities likely to be available for a partidilar

client. This estimate, based on an assumption of no intervening formal

training, can serve as a baseline against which the potential impact of.

training can be judged. However, a projection of career opportunity ..

beyond the first entry-level job is also in order before a reasonable

estimate of the potential of training can be made.

PROJECT CAREER PROSPECTS

WITHOUT FURTHER TRAINING

.
Given some estimate of the' ntry-level job opportunities likely to be

available to a client, the counselor and placement officer should Tie in a

position to estimate.at least the more likely and'obviopS longer-ragge

career opportunities that could be opened to 'the client. As with entry

opportunities, setting a careeebaseline on the assumption of no additional

` training will help to clarify the potential net value of training.

Volume S.ofthis handbook can be useful in assessing career prospects

in three ways:

The descriptions of promising occupational areas can'help in

identifying areas'of entry,opportunity and suggest the Pro:-

gression of opportunities with increasing cognitive demands

within the area. 4f

74,

The analyses of occupational areas include discussion of

_career potential and the relatiOnshi:P of; this potential to

trainipg. rt

:Listings of odcupatiOnal titles by patterns of cognitive

demands summarize information about individual occupations

which the pounselor'or placement ofiicerlmay see as likely

successors to entry! jabs. These listings alsp provide easy

. reference 'to more ditoiled job information IA the DOT.

s3

.
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EVALUATE CLIENT gOTENTIAL FOR TRAINING
o

The counselor and placement officer ficannot evaluate training oppor-
tunity without also considering the client's potential for, successful
completion of training. -Such consideration involves both the base of
current skills with 'which the client would enter training ,and indicators
of potential to complete training successfully.

.

CONSIDER THE BASE

OF EXISTING SKILLS"

The counselor and platietre-n officei can gain a great ideal of insight
about the client's existing ski is from the assessment of capabilities
outlined in the preceding chapt r. Such a baseline of\existing skills
can be compared with the profil of skills defined for the completion of
any ,given training, to establis the net learning that will be required of
the client. tt

CONSIDER POTENTIAL TO COMPLETE

TRAINING SUCCESSFULLY

The counselor and placement officer can infer from. a comparison of
the client's educational an'd - training experience with existing skills
something of the learning abilities of the client. These insights into ,

-client learning capabilities are essentialto an effective evaluation of
learning capabilities.

EVALUATE TRAINING OPPORTUNITIES

Evaluation of training opportunities for the client involves a series
of judgments, including: t

Identification of training practicalities.

Identification of career opportunities with training.

,valuation of net benefits of 'trainintj.

IDENTIFY PRACTICAL
TRAINING ALTERNATIVES

'The counselor and placement officer may consider schools, workshops,
human resource programs sponsored by the Department of Labor°or other
agencies, company schools, or on-the-job training as they relate to \the
various occupational areas for which the client has shown inclination and
potential and in which there ate likely-to be career opportunities. This
consideration might include the probability of meeting entry requirements,'
the feasibility of spending the required time in training, direct training
costs, indirebt training costs (e.g., wages not earned) , and the Rrobable
level of achievement.

43
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IDENTIFYCAREER OPPORTUNITIES

WITH TRAINING
. -

Given some estimate of the array of practical training alternatives,
the counselor and placement_ officer can explore specific training possibil-
ities in relation to occupational areas of greatest interest. Assuming
successful completion oil' possible, training, an estimate. cab then be'made of
the entry and later career opportunities open to the 'client.

EVALUATE NET BENEFITS

OF TRAINING
,

The counselor-and placement officer can compare the array of probable
career opportunities available without and with further training. Taking
costs' into account, the net value training is likely to have for the' client
can be estimated.

HELP THE CLIE111T MAKE A TRAINING CHOICE

. Even though a counselr4 or placement officer may hat/7-a good estimate
of training oppoitunities for a client, there may still be a significant

-,problem in making this information available to and usable by 'the client in'
'making training. decisions. At least three steps, are involved:,

VOrganiting job and training informat

comunicating information.

Interpreting information..

ORGANIZE JOB AND
TRAINING INFORMATION

COUn;elors,and placemnt officers qui,te rightly use their, aim preferred
schemes for organizi.pg data, reflecting considerations and judgments, and
establishing subjective probabilities of future outcomes. Suth private
schemes are not necessarily designed for effective communication, especially '
to., persons of li ni.ted Cognitive capabilities. Ccinsequently, , trans formation
of private way of lobking at the problem into a simpler 'format is likerly
be in order.

COMMUNICATE JOB AND
TRAINING INFORMATION

The counselor' and.,placement officer will not want ,to overwhelm the
client wi,th excessiGe job, and training detail or overly sophisticated
cOnsiderationS. However, it is desirable that the client participate in '4

decisions as fully as possible and such participation requires communicating
as much information as the client can reasonably be expedted to.assimilate.
The essentials seem td be that the client and/or his or her guardian under-
stand:

_444t
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..
Career prospects without further training.

Ca'reer prospects with' identified typss of training.

C'The feasibility and costs of training.

The 'result f communication on these matters should be the establishment

of prioritie and a schedule for seeking job and/or specific training

opportunitieg.

INTERPRET JOB AND TRAINING

INF NATION FOleTH CLIENT

Job entry, acceptance for training, .successful completion of training,

placement after training,, and career ,opportunities are all subject to

uncertainty for all pf us. Consequently, the counselor and placement

officer will have to be prepared to interpret, in terms the client can

understand, what Nthe chance elerdents are- within the specific situation he

or she faces. The notions of probability , risk, uncertainty, and playing-

the-odds may be new and difficult conceits for persons bf limited cognitive

capabilities to comprehend.

CHECK ON PROGRESS

o

MONITOR PROGRESS AND OUTCOMES

If a client is, placed in a training situation, the counselor?and

placement officer have at least .wo good reasons for obtaining progress

reports from training personnel and the ,client.. The primary reason is

thatthe counselor and placement officer may serve a useful role in helping

to 'diegnose.or overcome difficulties or provide appropriate encouragement

to 'the client. A secondary reason is that the counselor. and placement

officer may obtain useful insights that will help in the placement of future

cri ents.

CONFER WITH TRAINING

PERSONNEL

The counselor and placement officer may be helpful. to training

personnel in setting objectives and eschctations for the client, in

providing insights into the specieal characteristics.04 the 'client, in
diagnosis of training difficulties, and in working oiit''alternatives to

-plans that are not proving feasible or sufficiently pr ductive. It is

essential, of course, that counselor .and'plicement off cer maintain the

role of helpful aid, where wanted, and not give any ression of unwar-

ranted interference.

T
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CONFER WITH THE CLIENT

Persoils with limited cognitive capabilities may well be,,,easily

discouraged because of ea long record of educational frustration and

failure. The counselor and
placement officer can serve as a source of

encouragene'nt and reassurance. Also, persoris of limited cognitive, capa-

bilities' tend to/ ha,ve spe4a1 'difficulties in responding flexibly to

changing situations alid goals. As training experience unfolds, there may

be a need for revised planning. The counselor aik placement officer can

play a useful role in helping the 'client to be flexible, positive, and

effective in such .ongoing planning.

.09
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Chapter 3

IDENTIFY JOB OPPORTUNITIES

OVERVIEW

1

This chapter describes how to identify an extended range of jobs for

persons with only .limited cognitive skills--through looking at existing

information with a new sensitivity, and through ferreting out new job infor-

mation. Actions- useful in `identifying 'job' opportunities are 'shown in

Figure 5. -

DEVELOP SENSITIVITY
TO JOBS WITH ONLY
BASIC COGNITIVE

SKILLS REQUIREMENTS

N
USE EXISTING

DATA SOURCES

I IDENTIFY' PLACEMENT
BARRIERS AND 'e

SOLUTIONS

- r

IDENTIFY OTHER
SOURCES OP1JOB
OPPORTUNITIES

ASSEMBLE
AND MAINTAIN

USEFUL JOB
OPPORTUNITIES DATA

0

Y'J
., r

, ,

e, s

. ?..

v (
. , 0 "4
,oTommr

DEVELOP
COMMUNITYCOMMUNITY SUPPORT

'IDENTIFY
OPPORTUNITIES FOR
TRAINING AND JOB

MODIFICATION

Figure 5. Principal Activities in Identifying Job Opportun* les
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EEVELOP SENSITIVITYq0 JOBS WITH ONLY BASIC

'COGNITIVE SKILLS REQUIREMENTS

Withinithe major purpose of this handbook--to expand the range of jobs
available to persons having on)Abasic cognitive skillsis the need to in-
creaee general awareness, but alA--o awareness on the part of counselors and

placement officers, of jobs which have only basic ,cognitive skills require-

ments. Recognition of such jobs is imperativelif the range of jobs for the

limited cognitive skills population. is to be expanded beyond that which is

traditionally available.

USE VOLUME 2 TO INCREASE SENSITIVITY TO JOBS
WITH ONLY BASIC COGNITIVE SKILLS REQUIREMENTS

An increased sensitivity to jobs with only basic cognitive skills
requirements can come about through application of a consistent set of
parameters which serves to define job requirements. Such a set of param-

eters has been used to select the occupational titles included in Volume 2,
as well as to provide structure for the content of the volume. The-occupa-

tional titles listed in Vollmer 2, which are extracted from the Dictiondry of
Occupational Titles (DOT), are restricted in two basic parameters: the

General Educational Development (ZED) level and the Specific Vocational

Preparation (SVP) ,level.

CONSIDER THE COGNITIVE REQJJIREMENTS

FOR JOBS USING ONLY BASIC SKILLS

The GED reflects a' level of reasoning development required for job per-

formance. The GED is rated on a seven-point scale, with lower number- s indi-

cating a lesser level of required development and higher numbers indicating a
greater level of required development. Within the Volume 2 job listings. GED

is restricted to a level of 't3" pr less. This restriction-means that these

are jobs that: (a) require no more than an application of commonsense under-

standing to carry out instructions, (b) require dealing with only /several
concrete variables from/standard situations. ,These are upper limits of the
jobs included; many of the jobs listed have much lower requirements' than
these. A gieat variety 4 occupational areas is represented within -these

bounds. A given GED level can be variously achievedthrough-formal educa-
tion, independent study, or simply through dealing with everyday life
situations.9

CONSIDER THE LIMITED TRAINING REQUIRED
FOR JOBS USING ONLJASIC SKILLS

0 .

The SVP reflects the training required ,fon job performance. SVP is

rated on a nine-pOint scale, wits lower numbers indicating a lesser amount

9 See pages 18 through 23 of this volume of Abe handbook for a more complete definition of GED levels and page11')
of Volume 2 for full definition of SVP. These definitions are also provideceirt Appendix B of Voltrne II of the DOT.
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of training and higher numbers indicatinggreater amount of training. i

Within the Volume 2 listings, SVP is restricted to a level of "5" or less.

At the upper end, this limits the amount of training required--to learn

necessary techniques, to,acquire the necessary information, and tO develop

the facility needed for average performance--to nopore than one year. At

the lower limit of SVP, jobs may require.n0 more than a short demonstration

for, achieving the requisite level of performance. Training may be acquired

in a Variety of environments: vocational education, apprentice training,

in-plant training, experience .in other jobs. The training could occur in a

variety of settings: school,'work, military, institutional, or even through

avocational interests. The occupational titles listed in Volume 2 provide

concrete examples of the domain of worker,roles which lie withih the one-

year training time restriction.

A

USE EXISTING DATA SOURCES

Use existing information about jobs and job openings as a source for

identifying. job's having only basic skill requirements.

i

SEARCH FORMAL'AND INFORMAL INFORMATION
NETWORKS ABQUT 10BOIININGS

MAKE USE OF OWN FILES ON J08
OPPORTUNITIES INFORMATION

The information about job opportunities contained in the files of

counseling and placement offices is the richestand most valuable source of

information available for identifying job opportunities. These files are

the basis on which the most:immediate opportunities can be identified;

they are also a valuable source for the derivation of other 4?pportunities.

Job files of counseling and pla cement offices will be more realistic .

than any other source of informatipndn defining relevant opportunities

since they reflect localiemployment conditions and needs. However, the

very richness of the counseling and placement office job files may impede

the search for job opportunities for the limited cognitive skills popula-

tionsimply becausethescope of jobs on file will almost always exceed

that which is appropriate to the population. For this mason, job openings

must be carefully scrutinized so that neither a restrictive nor an over-

generous stante is taken in determining appropriate jobs.

TAKE ADVANTAGE OF SPECIAL PROGRAMS FOR

EMPLOYAIENTOFLIMITEDSKILLSPERSONS.

The Federal goverment actively.supports the employment of economically

disadvantaged and physically and othe* wise handiCaPped persons through a

variety of programs, inClu4ing a special hiring program for the mentally

retarded. `- Federal agencies acrqss the country participab in this program.

O The Civil Service Commission coordinates the program. Participating Federal

agencies make knoWnIull-informition about the positions available, includ-

' ing titles,,,qrade levels, and job responsibilities.
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The U. S. Department 'of Labor funds the On-the-Job Training Project
,

which is administered by-the National Association for Retarded Citizens
(NARC). The project, encourages business to provide opportunities for the
mentally retarded. The NARC_r9le is both administrative and fiscal: it
assists bilsinessessin finding occupational area where retardates an
function; it reimburses an employer one-half of.the entry wage for the
first four critical weeks of employment, and ontrfoUrth of the entry wage
for the second four weeks of employment. a

Other Federal programssupport the employment of economically disad-
vantaged persons by,, for example, making funds available to state and local
governments, by providing funds for training and employment of welfare
recipients, and by supporting the permanent employment and upgrading of
economically disadvantaged / /but currently employed persons.10 Some of the
limitedlbognitive skills clients will qualify for such support. Counselors
and placement officers will need to be familiar with qualifying guidelines.
Such programs change froM time to time since,they are a result of Presidential
or Congressional actions. Federal Job Information Centers can provide current
information about job opportunities available through such programs.

A number of state governments have also initiated similar programS and
this can be expected to increase in the future. All of the states have
implemented a Governor's Committee on t of the Handicapped which
can be contacted, for information. Or the state ersonnel Office can pro-
vide infOrmation about the state's special programs.

J 0

Some private businesses and industries have taken strong steps in
employing limited skills persons. Federal financial support through the
Job Opportunities in the,Business Sector (JOBS) Program has assisted in
these efforts. The National Alliance of Businessmen (NAB) was established
to support the effort and is a good source of information about such
employers in major cities. Many smaller,citives have developed similar '

associations.

The President'4 Cdimittee on Employment of the Handicapped, the Presiz
dent's Committee on Mental Retardation, and the NARC all work diligently and
effectively to increase opportunities for their c,ient groups. These organi-
zations,have available a number good publications which can be yseful in
identifying job opportunities. State offices Of the Association for Retarded
Citizens (ARC) act as an information network providing information about
activities and employment opportunities Ibroughout the state. Local ARC
chapters can assist in identification of reef and potential employment oppor-
tunities within their geographic area.

MAKELISEOFSPECIALJOBBANK
INFORMATION, IF AVAILABLE e^"ot\

The Manpower Administration of the Department of Labor has i itiated,
computerized job banks in many larger cities. The job bank 'pro ei,infor4
nation-about lobailob opportun4ies. Job bank listings are updated daily

4
. _10

Current examples of such programs are the Public Ernploymept Program (PEP), the/kok Incentive Program (WIN).
and the Public Service Careers Program (PSC).
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and distributed to all local Employment Security Offices and to cooperating

community agencies in the'area. Variations exist among the established job

banks, but they all allow access to sets of jbb openingsoh the basis of

client capability and interest. The local Department of Employment Security,

can provide information about toe availability and use of job bank inforM'a-

tion. The U. S. Department of Labor publishes a monthly guide, Occupations

,in Demand, compiled from the Employment"Service's Job Bank computer. The

guide.lists the 150,jobs most frequently offered during-the previous month

and is the_first large-scale national effort designedWecifically to

identify'what jobs'are available, what they pay,-and where they are located.,

`4USEVOLUME2TOIDENTIFYOPPORTUNITIES,.
NOT USUALLY CONSIDERED

Volume 'of this hAdbook provides descriptive information about place-

ment opport es associated with occupational areas and:industrres. This

portioh of the handbook aids identification of industries which have jobs

that require onty basic cognitive skills. Sone of these may be local in-

dustry types not'usually considered to have opportunities for persons with

only basic cognitive skills.

IDENTIFY OTHER SOURCES OF JOB OPPORTUNITIES

_yhere are several other practical and simple ways that'counselors and

placement officers should consider intekp'anding the range of job opportunity

information beyond that found'in usual placement data sources.

MAKE USE OP LOCALLY PREPARED

EMPLOYMENT INFORMATION

Even an extensive file on job opportunities may not include the full

rangekof occupations which are available or might become available for the

client population. There'is often locally prepared information which can

be used. Especially in large metropolitan areas there will uivally be mul-

tiple sources for present and proftcted data about employment conditions and

opportunities. Such reports are prepared by specific indOstries, labor

unions, banks, large private employers, colleges and universities, and pri-

vate.institutions and foundatiOns.

The State Employment Service periodically prepares labor market in/or-
,

mation. -Data types may vary fromnocation to location and from time to time.

One basic data set prepared by the State Employment Service is the bi-monthly

Labor Area Report which is based on information`from employers about current

'employment and prospective occupational shortages, unfilled openingi, plant

expansions and.contractions, and layoffs.

-

Even in smaller communities, simil,r information may be available 4

*throtigh such organizations as the Chamber of Commerce, the Jaycees, orother4

civic-minded groups. Thesegrou0s may not have formal data about employment

4
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opportunities. But,, their membership is usually out of the business/commerce
- community and they have first-hand knowledge of employment conditions and

opportunit.ies.

fo4

The Yellow Pages of the telephone directory is another good source of
information about loCal.employment opportunities. Major forms of commerce
and'industry can readily be identified by merely paging through. Many of
the directory headings will match those of the indugtry designatorS contained
in Volume 2.

USE MEDIA REPORTS TO KEEP UP WITH CURRENT

AND FUTURE EMPLOYMENT OPPORTUNITIES

In order to maintain a realistic picture of job opportunities, and
particularly to be aware 'of potential job openings, it is necessary to iteep
abreast of job structures and changes which result froth tecjui6logical ad-
vance4. Since Volume 2 is based on information about existing jobs, the
data contained there cannot satisfy this need. Both n 'onaland local news
reports can be useful in identifying potential opportunity . While news .

stories most fr&luently report what has happened, they also provide informa-
tion about expected events. Thus, news about plant expansions, fpture.plant
openings, new services coming to the community, all will be valuable infor-
mation .for identifying job opportunities.

\-7--
USE PUBLISHED REPORT,$ ABOUT THE WORLD OF
WORK FOR FORECASTING JOB OPPORTUNITIES

Use'arinti4 forecasts of job opportunities and the outlook for industries
provided by "A humber of Federal agencies to project job opportunities. The
Manpower Report of the President, prepared annually by the Department of _-

Labor's Employment and Training Administration in cooperation with othe\r-......,

agencies and bureaus, presents detailed analyses of the employment picture, as
well as making projections for changing patterns of occupational opportunity.

,

The Occupational Outlook Handbook, published annually by the Department
of Labor's Bureau of Labor Statistics, provides reports on different fields
of work for the employment outlook in terms of workers and also ,for,indus-
tries: The outlook for occupations is keyed to the job titles and numb
contained in the DOT.' ,

The Standard Industrial Classification Manual, prepared' periodically.
by the Statistical Policy Division of the Office of Management and Budget
(OW r presents industrial statistics not only to show how industries have
done over the past years, but to identify emerging and rapidly grafting
induTtries.

USE?
S PLACEMEgTS INFORMATION TO IDENTIFY

RELENT JOB OPPORTUNITIES--

Published reports of where basic skills workers have been employed &re-
cd. value The Civil Service Commission has made availab,./le a list of eicauples

.
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of government jobs in which the mentally retarded have b4n employed.11 The

Guide' to Jails for the Mentally Retarded 1Z. presents 134 job profiles within

24 job, families, all based-25n infOrmation about types of jobs being lisandled

by the mentally retarded. The President's Committee on Employment of the

.,,
Handicapped has prepared a list of 100 jobs mentally retarded persons are

handling in the private sector.13 While all of these sources profile the

more traditional types of work opportunities afforded-the limited skills

population, they nevertheless' represent viable opportunities.
T;i7 19

'COORDINATE PLACEMENT EFFORTS WITH 0

COUNSELORS AND PLACEMENT OFFICERS

ER

Knowledge of what other counselors and placement officers have achieved

in expanding the range of jobs available to the limited skills population

will be especially valuable. A goad exchangerof information about where

limited skills workers have been placed. probably requires ,something beyond

that which gets into print. Much is to be gained thr9ugh informal discussion

and correspondence with others functioning intthis placement capacity.

DEVELOP COMMUNITY SUPPORT

Utilization of the results of .improvle, identification 1:4f job oppohuni-

ties will almost certainly require increased levels of community support. v

Employers and influential community leaders are foctMoints for expanding

job opportunities for the client population
S ....

CONTACTEMPLTER

Many employers may be unacare of the rple- they could play in making

4*. jobs available to limited skills ,workers. They are not likely to provide

opportunities unless encduraged and aided by outside influence.

CONV!NCE EMPLOYERS OF THE BENEFITS OF HIRING

PERSONS WITH LIMITED COGNITIVE SKILLS

Employers will be interested in providing job opportunities to 'persons

with onjIt.lselective cognitive skills only if they can be convinced that the

operations for which they are responsible will benefit by employment of such

persons. One of the strongest arguments that can be made for hiring persons

i

with limite.dicognitive skills is that they make effective, loyal, and satis-

fied workers.; If employers can be convinced of this, see theZ:

cost-effectiveness of hiring them.
f

...,

4 ,

r
. ---

11 United States Civil Ser,ice Commission, Office of Public PoliotlEmployment Progrards, Manpower Services
Division, EIRE. employMent of the Mentally retarded in federal Washington, D. C.: U. S. -Govvemment

Printing Office (1P0#724-174/863-1), 1971.
' ..,-.

, I ,

1 12Peterson, R. 0. ii Jonas. E,. M. piiid,e'to jobs for the mentally retarded. (Rev. Ed) Pittsburgh: ' American,

i Institutes for Re' Oarch, 1964. ' 1; ...44.iy l ..I V , f , - I 'f 4. 5 i $ ;
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13Oraenkel, W. AiiPieparing for worit. Villishion. D. 6.t. The PreiliraitesIGorpirikttaa..on405RIQYllraP
Handicapped. :( ,ndated) ; ,. .
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GAIN EMPLOYER'SUPPORT
AT ALL LEVELS

Initial efforts at promoting increased opportunities 'should-be dirgcted
to to management where policy statements favoring, such ,,hiring can be ini-
tiated. However, it is middle management which must implement these poli-
dies, and it is the rank-and-file workers who must accept the limited skills
population as co-workers. Unless. there is a positive-. attitude generated
about the presence and performance of limited skilld workerst-rfrom top to
bottom echelons of a- conpany--iliterest in and opportunity for these workers
may never be achieved. Or, if achieved at one level,, .may be destroyed at
another.

TAKE ACTIONS TO ENSURE ENDURING ACCEPTANCE
OF THE LIMITED SKILLS WORKER

Counselors and placement officers may need to assume responsibility
for helping employers with placement and early stages of employment of those
with limited skills. The steps to be_taken,will necessarily vary from, situ-
ation to situation. Some general guidelines to follow are: ,

Approach, employers optimistically. Be sure there is under-
standing of the client population which is addressed. There .

...is often apprehensioh about people who seemingly differ in
some way Aim thobe notnially encountered., Employers -should
be encouraged to focus on similarities rather than differences
'between these and other employees.

Become aware of other efforts the enployei may have taken to
initiate novel: hiring practices. The employer may have taken
earlier steps tO employ disadvantaged or minority workers.
These could be good or bad experiences; but whether good or
bad, there is some transfer of learning to be gained.*

Encourage ,employers to examine" the real rathet than the tra-
ditional entry requirements for a job. For example, a high',
school diploma is often a traditional rather than a real -1

requirement.

Employers may not feel that their job structure permits the
employment of persons with limited Skills. In fact, sbme.,.

0! restructuring of job reSponsibilitieS maybe required.' Be
prepared to assist or guide the employer in restructuring job
restonsibilities tot achieve appropriate job opportunities.,
Itestiucturing may be required to: (a) sort, out a set of lower,
skill activities from a position which includes a/range of -

responsibilities varying widely in skill r,equirents I (b)
to overcome an anticipated'trejection of the limited skills
person by those of higher capability, long tenure, or advance7
ment to a position through experienCe an&upgrading. Guidance
for job restructuring is provi,cled ;in the next Chapter, DEVELOP
JOB 04FORTUNITIES. --

0'16'
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Emphasize the client population's assets, but also discuss

its limitations. Otherwise, immediate placements may be

negatively affected by employment situations which make exces-

sive demands. These failures may preclude thefuture employ-

ment of similar clients.

V' Encourage n-plant on -the -job training within the company to

assure adequate preparation for job performance. In areas of

industrial concentration, employers could be encouraged to

provide such training on an industry-wide blpis.

.Emphasize the cost-effectiveness of employment of limited

skills workers. Make employers, aware of the job responsibility

they assume, the loyalty they demonstrate, and their job
satisfactidn'which leadS to increased tenure of employment.

Use testimonials of successful placement efforts to convince
employers of the benefits of employment of limited skills
persons and to elicit, employers' support in improving' not

only the placement but the on4the-job performance.

Enlist the support-of the NAB or similar local groups. Encour-

agement from business people will be more effective than from X
agency personnel.

Enlist the support of parents and other relatives of the Cll.

ents . Many of these' persons are in business or in the 'profe S-

sional ranks and therefore are in positions to take or promote

employment actions.

Continue the contact with the emplOyerdbeyond the stage of '
initial placement so that there is an avenue for working, out

any profile` that may arise.

INVOLVE THE LARGER
COMMUNITY '

r

es' , 4
Direct dialogue with employers will,have greater impact if the ftorce of

community, leadership and the interest of the general public are brought to

. bear. CounSelors and placement officers may need to, elicit the support of
their 'awn management in Preparing a publid relations effort.to promote the

employment of limited -kills clients.

)

1 '

CONTACT-INFLUENTIAL

.COMUNITY,LEADERS

I

f Schools, parents; civic groups, social agendies,, action, rovs, and
other people already knowledgeable about the problems of placement oft per-

1 , ,

, k,

sons with_limited skills are likely td-be illing'and effective s.POPlzters.

School officials and counselors, especial' those' deal4ng with stunts' who

have learning difficulties, may have 'contact with,employment sources which
can be furher-d6-4P6Ped.. Represedtatives of social agencies, action groups,

) , ,
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and others may further help to identify job sources. Knowledgeable profes-
sional people, politiCians , and local government representatives may also
support the effort to identify job opportunities and to promote action in
this direction on the part of state and local legislative bodies.

INFORM THE GENERAL PUBLIC

A public relations effort in the community c make 'the public aware of

the client population's potential for enployment d job performance. The
assistance of influential community leaders' can be effective in changing the
image the community in general holds' regarding perions with limited cognitive
skills, especially the image of the retarded. Key actions which can be taken
to gain the general pubj/ic' s support include:

11.

/ Attending meetings of various community organizations, including'
social, civic, profe'Ssional, business and fraternal, and educa-
tional institutions and associations.

/ Preparation and production of pamphlets and other publications
which can be distributed to those with potential or demonstrated
interest.

The general public should be.nTade aware that the costs incurred in
supporting the client population can be considerably reduced through their
becoming economical independent, or even partially so. Communication
should lie in terms, o client abilities rather than client Limitations, and
-the publia should be de aware of different types and levels of the client

populpopulation conpetencies-.ation

IDENTIFY PLACEMENT BARRIERS AND SOLUTIONS

, 9°
The attempt ..to. increase job opportunities fox persons with ..only limited

cognitive 'skills may encounter serious- barriers. These may be varied in
. . nature. But, many of the barr,iers aTe predictable and efforts to overcome

expected barriers can sometimes be worked out in advance, and the problem
averted. -

PRbMOTE COMMUNITY AWARENESS c

OF SOCIAL'RESPONSIBILITY

The responsibility of the general citizenry and of varied organizations
for ,proViding equitablec osportuniti4-for all citizens has, only recently come
widely into play. Although legislatd.on can provide that opportunities shall
be available, large segments of "American society may not` fully ackiioWledge
that responsibility. Many persons, and evenmany'eaployers, remain unaware
of, or avoid the steps necessary to make the legislation take effect. Coun-
selors and placement officers should make themselves fully aware of current
legislation concerning enployment of handicapped and limited capabilities
persons: Good sources for this information at the national4evel axe: The
President's Couraitee for Enployment of the Handicapped, the President's I

. )



116

Commission on Mental Retardation, and the national headquarters of the NARC.

At the local level, the U. S. Employment Service and the local capter of ARC"

can provide current information of state and,-local legislation.

Counselors -and placement.officers must be able to communicate that a

responsibility for effective use of human resources is a real part of the

mainstream of social responsibility. Once comprehension is achieved, it may

be necessary to assist in the-operationalization of the concept by identi-

fying ways in which the community,
employers, and the public at large Can

demonstrate acceptance at the operational, rather than the conceptual level,.

Identification of job *opportunities is a fiist step. Interaction with em-

players.. and local citizenry to make them aware of real, and locally available,

job opportunities their'own limited skills' members can perform is a second,
more difficult, but necessary step.

DEVELOP EMPLOY ER AWARENESS OF
DIFFERENCES IN COGNITIVE SKILLS

) CONVINCE EMPLOYERS THAT BOTH INDIVIDUALS AND

JOBS VARY IN COGNITIVE SKILL TYPES AND LEVELS

There is a tendency for employers to not 'only hire the most qualified

job applicant, but also to vie./ cognitive skills of any given person as

unifOrm. Employers may need to be convinced that not only do individuals

vary by possessing different levels of different cognitive skills, but that

jobs also vary in the type and level of cognitive skill required. This con=

cept is basic to the structure of the occupational listings in Volume 2 and

cane u'ed as an effective demonstration to employers:of how jobs, vary with

respect to cognitive 'skill demands. '

CONVINCE EMPLOYERS THAT MANY JOBS

REQUIRE NO SIGNIFICANT COGNITIVE SKILL

Job analysts have determined that a great number of jobi can be per-

formed effectively with only very minimal levels of cognitive skills. There

no significant cognitiv skills. These are occ tional titles listed under
are approximately 4,000 occupational titles in Volume 2 that

e

at require '

the "MINIMUM". requirements. for languagg, mathematics, and perceptual pro-

cessipg_ caiabilities. Since the occupational titles are listed within occu7

pational groupings, these lists *can be selectively used to demonstrate to a

given employer that jobs that -make no significant cognitive demands exist

within that sphere of work. (.

i , , ,

CONVINCE EMPLOYERS
$

THAT SOME JOBS

REQUIRE ONLY A MINIMAL LANGUAGE CAPABILITY

.
there are no job opportunities defined for persons who are totally lacking

in language ability. This is because the lowest definition of language-

ability (GED :level of 0) requires 'language Comprehension to a level to learn

job duties--and there are no jobs without -a requirement for some set of job

Cillti4S to be learned.

) I

4 ,
.
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Within the definition of MINIMUM language development applied here,
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HC4iever, within the definition of MINIMUM language development (GED
level 0 or r)_, persons with minimal language development can comprehend and
express, themselves to a level to lea= job duties, write simple identifying

information, and make simple written pr oral statements. 11 addition to the'

4,000 occupational listings, irk Volume 2 with no. significant cognitive re,'

quirements, there are nearly 2,200 occupational listings with only,MINIMUM
1 language requirements. These jobs do, however, make MODERATEtdemends for '

mathematics or perceptual processing capabilities or both.

Persons with slightly greater language development- =but s limited

to Mod ate skill, i.e., GED revel 2 or 3--can file thingsrpost data, con-
duct sflnple interviews, and act as tour guides, for example. There are 'an

additional.2,500 listings in Volume 2 which make language demands no greater
than thesti. These listings may or may not-make significant demands for
mathematicsand perceptual processing capabilities.

The occupational listings in Volume 2 which carry a MINIMUM language,
requirement can be used with prospective employers to demonstrate the range'
of jobs which persons of limited language competencies can handle. Within

an occupati9aal category, comparison of occupational listingS with MINIMUM
and with MODERATE language req14rements can be used to demonstrate how re-
quirementssfor language 'capabilities vary from job to job.

14'
CONVINCE EMPLOYERS THAT SOME JOBS REQUIRE )

ONLY A MINIMAL MATHEMATICS CAPABILITY
.

Persons with Minimal mathematical development (GED level 0 or 1) cam
performIsimple counting and recording of numbers and make simple arithmetic

calculations. In addition to the nearly 4,0"00 occupational listings in
Volume 2 with no significant cognitive requirements, there are mare than
2,200 additional occupations which make no mathematical demands greater than
counting, recording numbers, and simple calculations. These jobs may make

MODERATE language or perceptual propessingAemands, or demands in both
language and perceptual processing.

Persons with slightly greater, but still Moderate mathematical ability
(GED level 2 or3), can handle calculations in fractions, decimals, and
percentages. The remaining 2,500 listingsin Volume 2 identify job oppor-
.tunities Wh ch make mathematical demands no greater than these. These jobs

may or may n t carry a requirement for significant language and perceptual
processing# apabilities

The occupational listings in Volume 2 Which carry a MINIMUM mathematics
requirement can be used with prospective employers to'demonstrate the range

' of jobs which persons of limited mathematical capabilities can handle.
Within,an occupational ciegoryr of occupational listings with
MINIM and with NODERATElmithematics requirements can be used to diionstrate
how requirements for mathematics capabilities vary from job to job.

so!
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CONVINCE EMPLOYERS THAT SOME JOBS IMPOSE
NOPERCEPTUAL PROCESSING REQUIREMENT

There are nearly- 6,100 occupational titles in Volume 2 which -make' no
demand for any type of perceptual' discrimination or comparison. The key
here is discrimination or comparison. That is, jobs With a MINIMUM require-
ment for perceptual processing may or may not require one or more sensory
input--but they do not require any reasoning on that input. These occupa-.
tions may make some MODERATE language demands. or MODERATE mathematics demands,

,or both.

The remaining 2,650 occupational tiles in Volume 2 carry perceptual
reasoning requirements to a level of: mak:king relatively fine perceptual
discriminations or comparisons to a mental image representing a correct
configuration. Requirements are most often for visual discriminations or
comparisons, but may also be sound, touch, taste, or smell requirements.

3n I

The occupational listings in Volume 2 which carry a MINIMUM perceptual
processing requirement can be used with prospective employers to demonstrate
the range of jobs which persons of limited perceptual processing competencies
can handle. Within an occupational Category,oioimparison of occupational
,listings. with MINIMUM and with MODERATE perceptual processing requirements
can be 'Used to demonstrate how requirements for perceptual processing capa- *

bilities vary from job to job.

ASSIST THE EMPLOYER IN
DEVF,LQPINGCLIENTSKILLS

ASSURE THE CLIENT'S SOCIAL

AND LIVING SKILLS
0

. The ultimate goal in the search fsr job opportunities is to. provide an
employment situation which makes demands compatible With the client's capa-
bilities. The client's ability to adjust to the job environment must be
determined by the counselor prior to placement. Guidance for assessing this
aspect of the client's employabilityi is provided in the Chapter entitled
DETERMINE CLIENT CAPABILITIES. The employer should assuMie some responsi-

bility for the development_ of job skills for the limited skills enplOyee7-
juat as for any other type of employee. But, deyelopnent of social and .
living, skills should not be the employer's primary responsibility.

GUIDE THE EMPLOYER TO AN APPROPRIATE

SOCIAL RESPONSIBILITY ROLE
r .

Given that the requisite-level of social and liv ing skills is ackieved
by the client, there is still an interaction in an errployment, situatildn--
With,supervisors and co-workers--for which the employer must take some re-.
sp?nsibility. This interaction and development of the potential of limited
skills employees will be sorreWliat different- than for the-more traditional
employee. Without some vidance; even in large companies, thierole-may'be.
beyond the capability of those who routinelt manage personnel. While the.
sa4.13,Aioi,,racL.not,..be in.dde,so stroogly as ,,to turn prospective employ erS, away

1



.
from hiring persons of limited cognitive skills; employers will need- to
recognize that greater and different attention may need to be given if proper
job adjustment is to be achieved--if for no other reason than employment may

,
be a new life style for these employees.r

One successful approach taken to help the nontraditional employee is
the "job-coach" concept initially, adopted by the JOBS NOW project in Chicago.

The job-coach is an emphathetic individual who acts as ,in interacting agent

between the job-trainee and the employer. The job-coach aids the job-trainee
in adjusting to the world of work, and assists the employer in dealing with
problems that the job- trainee presents. Some employers have round success

with the "buddy system" in which an experienced worker takes responsibility
for the nontraditional employee.

o

The need-for and ways-to 13rOvide such continuing support for disadvan-
taged employees have been well explored and reported through experimental
and demonstration (E & D) projects, authorized under the Manpower Development
and Training Act. Twd publications of the W. E. Upjohn Institute for Enploy-_

went Research presehts useful guidance for meeting this need. 14.15

The key guidance to be gained from all of therobove approaches and
sources of information is that the job counselor or placement Offider will

likely need towbik -0:th-the -eta/A-Oyer in effecting an adequate work adjust-

ment for the limited skills employee and also for co-workers.

ASSIST EMPLOYERS IN ESTABLISHING REALISTIC CAREER
STRUCTURES FOR LIMITED SKILLS EMPLOYEES

The tendency for employers to select the most qualified, candidate for
a posjtion not only restricts hiring of those with limited skills; but pre -
cludes,a,realistic career structure for them if ,they are hired. Limited

skills employees may have neither the need nor the ability to'progress 'along
a career ladder structure to a ileVel to which traditional employees may
aspire. Some reorganization of the career ladder structure may, be required
to adjust to this difference between limite4 skills sand traditional-

employees.
.

Two eatures of the structure of Volume 2 make-it useful in guiding
emPloyers in building appropriate, but limited, career structures for these

employees. First, within the Occupational groupings, specific guidance' is
provided concerning aspects of, career structure and job mobility for each 'of

the occupational areas identified. Second, the occupational titles are

listed on the basis of increasing cognitive skills requirements. This
structure permits counselors. and placement officers to make a projection of
realistic career opportunities for limited cognitive skills clients within

a given occupational getting..

14 Burt, S. M., EyStriner, H. E. Tow,ard,grepterinduitry and government involvement in manpower developmerjt.
Kalamazoo, Michigan: it E.,Upjohn_Institute for Employment Relbarch, 1968.

15 Fine. S. for the employment of the culturally disadvantaged. Kalamazoo, Michigan:' W. E.
,Upjohn Institute for Employment Research,1972.

t
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ASSIST EMPLOYERS IN OVERCOMING CO-WORKER

RESISTANCE TO THE LIMITED,SKILLS EMPLOYEE

Even when employers have accepted the responsibility for hiring nontra-
ditional 'employees, the threat to co-workers can be so'severe as to invali-
date these efforts. Resistance will, of course, be greatest when un-iloyment
is high. Once, employers assume a responsibility for opening up job opor-
tunities for persons with limited cognitive skills, they will need "to educate
and motivate workers so that ,they share this. responsibility. Efforts parallel
to those required to develop a community responsibility will be necessarti:
within individual employment situations. These actions must be taken prior
to placement of the individual if they are to be _effective..

CAIN LABOR UNION SUPPORT FOR EMPLOYMENT
OF PERSONS WITH LIMITED COGNITIVE SKILLS-

In industries where Tabor unions are involved, effgctive-4. Aitication
of job opportunities will not occur without their concurrence. Un on-±epre-
sentatives will need to understand how this function can be compatible with
union objectives. Unions are more likely to support hiring of nontraditional-
workers if two conditions are met: (a) if modified hiring practides are ini-
tiated on the basis of increased efficiency rather than as an effort to hire
the disadvantaged or limited skills client, and (b) if new workers expand
union membership and are fitted into the existing baigaining structure,
thereby strengthening the. union.

Cooperative union, management, and employment counselor action to iden-
tify job opportunities in such a way that traditional union structures and
positions are not threatened will be a' necessity when unions are involved in
the employment environment. In order to achieve this, counselors and place-
ment officers will need to achieve an understanding of union organizations
and how they function. The unions themselves, individual union members, the
Nationaff Labor Relations Board (NLRB), and the Bureau of Labor Statistics
(BLS) all can contribute to knowledge of how individual unions are strut -,

. tured and function.

It is just as important to generate a positive attitude toward employ-
ment of limited skills persons from top to bottOm echelons of the union, as
it is .for all levels of management. Initial-efforts should be directed to
union officials. Onde union leatKrs have accepted increased, employment oppoi-
timities for persons of limited cognitive skills, they will communicate this

4policy down to tie union rank and file. r
v 4

ASSEMBLE AND MAINTAIN! USEFUL JOB OPPORTUNITIES DATA
.

-r

Information about job opportunities wiIl'be useful only if it mee6the
criteria of tineleness, currency with job technology, relevancy to local
conditions, and data manageability.

. .
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TREAT JOB OPPORTUNITIES DATA AS DYNAMIC
RATHER THAN STATIC INFORMATION Is

Current' job opportunitres information can be useful in ilevelopirg:future

job opportunities. "SticceSsful placements in one type of pOs).tion:mancour-

Age employers to find additional opportunities. The willingness of One,em-

ployer to accept the limited skills worker may act as afspringboard for other

employers to, follow suit. IdentificatiOn of opportunities in one type of

industry or business may lead to identification of opportunities in similar

industries or in businesses having similar functions or activities. The

occupational listings in Volume 2 Ihould be a valuable tool for identifica-

tion,.of such potential growth of placement opportunities.

Just as the effects of prior placements can solidify the utilization
of persons with limited skills, changes in technology can be exploited to

evolve new opportunities. The identification of such opportunities may come,

from employers themselves, especially those having satisfactory experiences

in employing limited cognitive skills workers. But, development o such

opportunities is much more likely to occur if counselors and plat- merit offi-

cers' work jointly with employers.

MAINTAIN LOCAL JOB
OPPORTUNITIES INFORMATION

Job files,,, ,for any set of clients, will be usefuliXiirpraCeiaents

as they attend to local employment conditions. A brcraeaftproack to i.denti
.

fication of job opportunities is necessary as an initial step so that hOt
only the obvious but the less apparent opportunities are identified. This

effoN should be followed by a narrowing down to those situations which are
realistic with respect to local industry and, particularly, to those employers"'
and employment situations in Which current or near current opportunities for
the client population can be identified.

SELECTIVELY MAINTAIN JOB OPPORTUNITIES
DATA FOR LIMITED COGNITIVE-SKILLS CLIEVS

When job opportunities are identified through any or 'all of the above
actions, an efficient and client-responsive method will be required for,
storing and accessing the information. There is no one correct method for
handling this information. Counselors and placement officers have prefer-
ences and established systems for job files. There are, however, two impor-

tant and basic aspects to maintaining this information. First, the data

should be current, reflecting all relevant actions and information involving.
referrals, placements, nonplacenents, contact persons, etc. ,S,econd, the

system should allow for distinction4 these versus other types of job oppor-
tunities not appropriate to the liraif9d skills client. Otherwise, a repeti-
tive search will he required through the whole file system of job -opportuni-

ties each time.,46ent with limited cognitive skills is to he', served. f

64
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IDENTIFY OPPORTUNITIES FOR TRAINING AND
JOB MODIFICATION tal

.

a

There are natural built-in.,limits to the extent to which relevari:t oppor-
tuni-ties can be defined for the client population. As shown by Volinn6 2,
however, the potential opportunities far exceed those" currently acknowledged
by employers. While cooperative employers may readily ),ndicate openings for
persons with- limited cognitive skills, the availability of job opportunities
could be greatly enhanced through enployee/trainee programs and through job
modification.

IDENTIFY TRAINING OPPORTUNITIES

The limited cognitive skills populatio is no different with respect to
enhancement of employability through trai ng than any other client popula-
tion. There are, of course, different c nsideratiOns to be made in the se-
lection of appropriate training. Guidance for 'increasing the employability
of the limited skills client through ,training is presented in Chapter 2.

IDENTIFY JOB DEVELOPMENT
OPPORTUNITIES - v.

Jobs exist in a great variety of forms. From setting to setting, sets
of associatedtjobs are very differently configured with respect to tasks
and responsibilities. Reassembly of job req

th
r'einents and provision of fob

aids are two key methods which can be used to eate jobs appropriate to the
limited cognitive skills population. Activities and techniqUes for devel-
oping job opportunities in these and other ways are discussed in the next
Chapter, DEVELOP JOB OPPORTUNITIES. -,.4
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Chapter 4

a

DEVELOP JOB OPPORTUNITIES

OVERVIEW

.
r..1

4. In the broadest sense, "job develcipment" encompasses e total place-

ment process, including the identification of existing jo opportunities

it addressed in the previous Chapter and the whole set of client and client--

errployex related activities addressed in this and the other Chapters of ,

the handbook. A much narrower interpretation is given to the development of
job opportunities in this Chapter: the focus is on the creation cif.new

opportunities through job redesign and restructuring, and on ways to Supprt .

the employee with limited skills in the work situation. Figure 6 presents"-

an overview of the activities which can be used,with employers to assist

them in developing and sustaining job opportunities within the limited job

development framework add d herf. '
. I .

.

DETERMINE THE LOCAL
EMPLOYER AND

EMPLOYMENT SITUATION

IDENTIFY SITUATION&
WITH JOB DEVELOPMENT

IMPLICATIONS

MAKE USE OF EXISTING
crORK SIMIZLIFICATIOM

CAPABILITIES AND
PROGRAMS

T
MAKE USE OF
JOB ANALYSIS

TECHNIQUES FOR

JOB RESTRUCTURING

DEFINE JOB

REQUIREMENTS

FOLLOW UP
ON NEWLY

DEFINED JOBS

Figure 6. Principal Activities inDeveloping Job Opportunities

a
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DETERMINE- THE LOCAL EMPLOYER AND

EMPLOYMENT SITUATION

.16

Usir a formal `survey is not intended, especially in early stages of

development of job opportunities. Initially it is best to `rely. on personal

contact with employers, building rappo4-and community acceptance, and com-

mitment to expanding job Opportunities for the target' population. Once some

success in job development has been ach eyed wVtlf selected employers, mail

or telephone surveys and contacts may e,usefill in expanding the set of

employment situations.

WORK WITH VPLOYER CONTACTS TO IDENTIFY

JOB DEVELOPMENT OPPORTUNITIES

Employers accustOmed--to calling on outside placement services for

filling job opening's may be 'more open- to expandini job opportunities than

employers who satisfy their hiring needs independently. Information gained

in the process of providing placement services--knowledge of key' persons in

an organization, the organizational structure, the type of work performed,

and the positions usually
available--presents an advantageous framework

within which to initiate job development.

EXPAND THE SEARCH BEYOND USUAL

PLACEMENT OPPORTUNITIES

Do nottrely on only those enployers with whom you have had previous,

contact. Limiting the, search f0r job development opportunities to only

those employers with whom rapport is already established--through their use

of the placement service or through personal contact, for example--will

unnecessarily restrain development of job opportunities.

SELL JOB DEVELOPMENT ON THE BASIS

OF -ADVANTAGE TO THE EMPLOYER

National programs devoted to broadening job opportunities for the dis-

advantaged have found that successful job development requires a skillftil

sales apiiroach'. By and large, ell). loyers ha) a profit motive. APproachin'g

employers on the basis of demonstrating how imited skills employees can

enhance productivity. and profit has greater promise for acceptance

other approaches.- Approaching enployers on the basis of "solving s ffing

problems" is more likely to be successful than approaching them on the basis

of "hirineithe disadvantaged:" The latter often-results in unfilled pledges

or deadzend jobs.

The Concentrated Employment Program (CEP) sponsored by the 'Manpower

Administration (now the Employment arid Training Administration) of the U. S.

Department of Labor, early recognized the need for providing assistance to

those engaged in developing jobs for the disadvantaged.. Curriculum maieri,als 16

^is

.16 Stokes. Wood, & Associatoo, Inc.; Selling Job Development: Final Curriculum Materials, prepared under

Contract No. T94904.99 with the U.A.'Dapartment of Labor, Manpower Adrninistrition. Bureau of Walk Programs,

1969. U. S. Government Printing Office: 1969 0-331-346
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developed under this program to assist, CEP counselors and others in devel7

oping jobs for the disadvan aged will be. especially helpful t9 counselors.:
and placementpfficers in ,effecting opPOrtunities for the limited cognitive

skills pcpulStion.
.

REACWTHOSE RESPONSIBLE FOR
MANAGEMENTPOLICV DECISIONS

Top management must prOvide the necessary approval for job restructuring

and initiate actions which will support the development of job opportunities.
The resolution to reexamine job requirements and hiring practices is a very

serious action and is possible only at the top management level. Further,

only top management approval can lead to_, development of the necessary rela-
tionship betweelfthe job Counselor and the key industry personnel to build

the. team effort necessary for effective job restructuring. Once sanction

has been given, access to- those intimately knowledgeable about job require-
ments and activities will be essential. Suggestions to management for ways,

to extend the cooperative effort beyond the placement process and into the
work situation will give encouragement to employees. -A continued interaction
will likely be essentiatta_aisure the satisfactory work adjustment of the
limited §kills workers and their acceptance by co-workers.

OBTAIN.LABOR UNION SUPPORT

In eMployment situations where unions are involved, job development

cannot be ,effected without the support and cooperation of the union. In

situations where the contract between the union and management establishes
job classifications, transfers, promotions, benefits, worker support systemS, "

etc., and gives the union a role in hiring practices, union participation

in initial stages of job development is Absolutely essential. Unless the

union becomes involved in the redefinition of job requirements and struc-
tures, the job development results may, be in violation of the contract and

will be rejected by the union. Even if there is no contract violation,

union support will be lacking.

In situations where union participation ih job development may not be

so essential, it will still be necessary to keep union leadership aware of
the job deveiopmenf activities so that union commitment to the outcome can
be assured. *Union leadership approval of the job development results will
help to overcome union membership resistance--which may derive from workers
feeling that their job stability is threatened. In any case, unions are
lixArly to view job development actions positively when they permit upgrading
and possible expansion of the work force. Union leadership involvement in

this result could go a long way in overcoming resistance union members might ,

have to job development.

4.
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IDENTIFY SITUATIONS WITH JOB DEVELOPMENT' IMPLICATIONS
t%

Job developnient should be initiated on a small, scale and, in 'accordance
with an organization's' manposier needs and problems. In order to determine
what these ,needs and problems are, a close working relationship kith persons
having responsibility for job performance will be essential. Supefvisors
and foremen will be the persoils most familiar with these aspects of the
organization's operation. A management commitment to job development should
include the willingness to afford the time and cost of participation of such
persons.%

TAKE ADVANTAGE.OF COMMUNITY CHARACTERISTICS
WHICH CONTRIBUTE TO JOB DEVELOPMENT POTENTIAL

,

In large metropolitan areas, particularly thoset.which have heavy con-.
centration of certain industries, areas of employment concentration will

yr provide the greatest potential for successful expansion of job opportunities
through job development. There is a threefold benefit to be gained: (a)
large employers can better afford to provide technical assistance; (b) there,
are greater possibilities for job development where there are a variety and
large number of jobs; and (c) once job development is accomplished in the
situation; it can be easily adapted to other employers in the same or similar
industries. It may even be possible to pe'rsuade multiple employers in a
given industfy to participate jointly in job restructuring or redesign.

-. -.

The advantages of smaller communities and employers for job development
'opportunities lie in: (a) fewer management echelons, therefore fewer people
to convince; (b) a greater person -to- person commitment to members of the corn-.
munity, including the limited skills population; and (c) a freer organization-
to-orq 'zation communication. e

TAKE ADVANTAGE OF SITUATIONS
WHERE MANPOWER IS IN DEMAND

A manpower shortage offers a ripe situation for job development: If
the'manpowq nee'd is at .higher skill levels, job restructuring and employ-
ment of limited skills workers could help alleviate the problem. If fhe man-
power need is at lower skill levels, it may only be necessary to convince
employers that an ample work force is available if a good match between job

requirements and worker capabilities' is achieved.

Even in some situations of moderate to high unemployment, lower skill
,jobs may remain unfilled. Very slight modification of the defined worker
role may he required to: (a) make the job fit the qualifications of the
limited skills employee; and (b) in an obs ure way, distinguish the job from
thilit which has been rejected by the traditi nal applicant so that neither''
the lfmited skills nor the traditional ap cant is degra d.

A
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LOOK FOR SITUATIONS WHERE INTUITION OR EVIDENCE
INDICATES GOOD POTENTIAL FOR JOB DEVELOPMENT

Industries where there are routine and structured tasks-offer good

potential for job develdpment efforts. Frequently these tasks are the

responsibility of workers who are, also required to handle more-difficult

activities. some industries, such as laundries,, food services, greenhouses, ,

have gained widt\ reputation for their utilization of limited cognitive

skills persons.. These are, traditional worker roles for this population and

are not to be ignored. But, the redefinition of skill levels in automated

industry offers' a partictilarly goat opportunity_ for developing appropriate

job opportunities. Characteristics of the automated work'environment which

lend it so well to the limited skitlls population"°include:
-

Reduced social_ skills requirements. In automation there is

increased physical distance and often arc increased noise level,,

both of wkiichscontribute to the reduction of social interaction

opportunity.

Closer supervision. In automated plants there is a smaller

worker-supervisor ratio than in nonautomated plants, resulting .

, in both increased' rtes of worker-supervisor contact and a)
more personal relationship.

Limited judgment requirements. The introduction of measuring

and sensing devices, fixed jigs., mechanized and electronic

readouts, etc., reduces and often eliminates the judgmentdl

aspects of the job.

../ Job clos ness and control: Automation requires the worker

to stay ose to4s job and equipment. There are relatively

c/ fewer jo where --ee work pace is controlled by the worker.o7'
IDENTIFY DISCONTINUITIES BETWEEN

'EMPLOYMENT AND JOB REQUIREMENTS

4 In, some instances, hiring Practices are steeped in traditions which may

have little or no bearing on lob performance. When employment requirements

are examined against job 'performance,- requirements, it is sometimes Ross ib le

to identify not only levels but types of educational requirements which bear

-GO little or no relationship to job performance requkregents. Inappropriate

and unnecessary skj.11s are also sometimes required of an enp.loyeee In some

instances, skills are stipt4ated to a level beyond that which the job pin
formance -actually requires.

1n working with enployers to 'identify discontinuities between employ-

zent practices and job requirements, caution should be exercised. Such an

approach shduld_be initiated only after good rapport has been established

itif the employer and should always - be presented in the form of positive,

nstructive suggestion's Which will benefit the employer.
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IDENTIFY PROBLEMS OF OVEReQUALIFICATION,
BOREDOM, ABSENTEEISM, ANDIUTVER-

) The practice of placing persons in jobs for which they ate overqualified
can lead to excess hidden costs from boredoM, abAnteeism, and turnover.
This is probably one of the simplest bases on which to propose job develop-
ment. Employers may need to be convinced that limited skills workers whose
abilities properly match job requirements perform well in types of work which
lead overqualified workers to perform poorly. , 4

14. .

Job development which is undertaken as a solution to the problems of
overqualification, boredom, and turnover can result in savings to the em-
ployers 'Curtailment of absenteeism may require a smaller roster of workers
per shifter Reduction in turnover willreduce worker training costs. These

are strong selling points for job development.

USE°VDLUME 2 AND THE DOT TO IDENTIFY INDUSTRIES
. WITH GOOD POTENTIAL FOR JOB DEVELOPMENT

Since the content of Volume 2 is restricted to jobs where only minimal
cognitive skills are required, appropriate enployment opportunities for the
client ,population are easily identified within the descriptions of the occu-
pational areas. The Volume 2 job listings:and the associated job descrip-
tiont presented in the Dictionary of Occupational Titles (DOT) depict typical
jobs within an industry. Specific jobs may differ in the local version of ,

the industry. But,, all of the jobs listed in Volume 2 have.been examined by

job, analysts and judged appropriate to the limited cognitive skills popula-
. tion. Reiriew of these and similar job descriptions will help to identify
how tasks _can be reassigned-or modified to create different sets, of jobs.

MAKE USE OF EXISTING WORK SIMPLIFICATION
t, CAPABILITIES AND PROGRAMS

REDESIGN JOBS TO REDUCE
PERFORMANCE REQUIREMENTS

Application of human engineering techniques can be useful in reducing
worker qualific&tions requirements. Human engineering deals with such
things as: the iiesign of work stations; identification of job performance
requirements; and the provision of tools, equipment, and job aids to assist
the worker. Its exrphasit is on adapting the work situation for optinfum
human performance, i.e., the design of worker tasks and the environment to
fit the sensory, perceptual, Mental, physical, and other attributes of
people. It looks at rates of performance and rates and types of performance
error to identify where the man - machine match can be improved. Through
analysis of job output requirements, worker capabilities and equipment per-
formance can be examined and reexamined to find the,,optimum trade-off in the
person-machine combinatiOn.

74
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REDESIGN JOBS TWAKE ADVANTAGE

OF .TECHNOLOGICAL ADVANCES

ThelNovision of additional equipment, tools, and job aids can"fre -.

quentlli lessen the worker qualifications requirements. Yob requirements are
frequently modified when the provision of, more efficient tools and job aids

is possible through technological advances. A current example of such modi-

fication of job requirements through,-provision of a job aid is the relatively
inexpensive, portable, and easily operated hand calculator which has reduced

the level of mathematical capability required for many jobs.- This is a
typical; but far-reaching, example of how job performance requirements should

be reexamined because of implementation of technOlogical advances.
,

Similar technological advances which indicate job redesign are always

occurring or are on the horizon. For example, the initiation 'of sense-marke

grocery store item prices and.price readout equipment is haying a 4efinite
impact on clerking and shelf-stodcing occupations in grocery stores. When

\ technological innovations create jobs or job activities which are outs ide

currently defined job' requirements, there can be an especially advantageous

situation for developing job opportunities. Not only. do such situations per-
mit an almost free hand in defining job requirements and structures, they
get around the legalistic4problems which maybe encountered when redesign is
attempted on existing jobs.

USE EXISTING SIMPLIFIED WORK
STATIONS AS MODELS

Good examples of how task separation, special equipment and tools, and
application of practical 4:70i1 flow are employed to,.reduce performance require-
ments can be found in vocational rehabilitation centersu sheltered workshops,

etc. Much can be learned about work simplification proCedures through obser-
vation of the work process in these settings and through discussion with those

who have responsibility for the design -and operation. Visits to these centers
by employers who. are skeptical, or at least unknowledgeable, about the limited
skills person't ability to handle a jOb could be a very convincing demonstration.

MAKE .USE OF JOB ANALYSIS TECHNIQUES

FOR JOB RESTRUCTURING
,

. ...... 53' ,,
. Job analysis is the identification of worker activities and skills' re---

?
quired to complete a set Of associated actions or operations which make up

a job. Job restructuring is the assentaling of identified' worker activitiea.
from bnifiset of-lobs to build adifferent set of jobs p*for accomplishing the

same pijoduct or output. .

While counselors and placement 'Officers iiould not choose to perform job
analysis and job restructuring- on a routine basis, there may be instances
when'prospective employers, if given adequate encouragement and assistance,
may demonstrate interest in applying these techniques to Trovide increased
employment opportunities for persons of limited cognitive skills. For those

s.
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counselors and palcement officers interested in gaining in- depth understand-
ing of job analysis, the Handbook for Analyzing Jobs" will be Very useful.
A Handbook far Job Restructuring 18 presents a sample format and instructions
which could be adapted for job restructuring to create jobs for
skills employees.

Job analysis and job restructuring can be usedin two different_ but
related ways:

To create a new set of positions from an existing set of
, positions.

I To build a variety of positions where multiple workers per-
, fOrm the saran job. °--"-

Preliminary 'steps required andwprocedures which can be employed in achieving
both- of the above types of job restructuring are discussed in the following
paragraphs.

ANALYZE CLUSTERS OF JOBS

DEFINE A CLUSTER OF
RELATED JOBS

Work situations where teere are sets of related jobs with a 'variety of
task activities at varying levels of difficulty will be those with greatest
potential for job, restructuring. Large establishments are more likely to
afford such opportunities than small. Manufacturing industries offer good
potential since there is usually a sequence of proceduralized operaticin.,.
Business occupations also have good potential for job restructuring since -
they rewire a variety of tasks at different levels of difficulty. Useful
sources for identifying job clusters are:

Organizational job dikriptions. Large' organizations in
particular are .likely to have detailed "job descriptions which
identify worker responsibilities in terms Of perforrnancre-
quirenents, task activities, tools and equipment used, and
knowledge requirements. These descriptions will be especially
useful bince they represent the tasks which the particular
organization associates with the job. .,

.0"

17 United,,States Department of Labor, Manpower Administration. Handbook for analyzing jobs. Washington, D. C.:
U. S. Government Printing Office (Stock No. 2900-0131)f 1972.

.
1°0, United States Department of Labor, Manpower Administration. A handbook for job restructuring. Washington,

D. ,C.: U. S., Government Printing Office (GPOS1970-0-374-085), 1970.,

19 As defined in the'Pandbook for ahalyzing jobs, a position is a collection of tasks covtituting the total work
, assignment of a single worker. The are as many positions as there are workers. A job is a group of positions

which are identical with respect to their major or gignificant tasks! There may be one or many_ persons employed
in the same job.
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,Job knowledgeable people. Queries to supervisors and foremen

can, be used either to enhance the job description information

or to obtain it in the absence of a prepared job description.

In addition, supervisors and foremen will be able to provide

infoltnation about job interactions and interfaces -- information

whiCh will be very'useful in,job restructuring.

voltune 2 of the handbook and Volume I of the DOT. Reference

to theocsupational listings in Volume 2 will identify sets' of

jobs with potential for job restructuring. This information

can be amplified by reference., to the job descriptions in

Volume I of the DOT,. In addition, Volume I of the DOT will

allow'the identification of jobs which are outside the limits

of those identified in Volume2 of the handbook. In some

hInstances, it may be appropriate to extend the job cluster to

ose jobs which exceed the limited cognitive skills levels.

IDENTIFY APPROPRIATE JOB ANALYSIS

INFORMATION REQUIREMENTS 7

A sophisticated approach to job analysis is not essential. As a

mum, identification 9f tasks .included, level of difficulty, and time involved

are required. Identification of special knowledges, worker capabilities,

tools and equipment used, and worker interactions maybe appropriate.

Identification bf task requirements can best be perorred by the employer

representative, with the counselor's help. The primary function of the

counselol' or placement officer is to help the employeev4presentativ6 under-

stand the types of responsibilities and'roles the limited skills popdlation '

can"

RESTRUCTURE NEW POSITIONS
\

FROM EXISTING POSITIONS
.i-

( I
k

, A f ' f f

Jobs for limited skills persons can be restructured front a set of

positions --each of which carried a different set of requirements. This type

of job restructuring requires. breaking apart the limited skills tasIthfrom

a group of existing4ositivs to create at least one new position which makes

no demands beyond the capabilities of the limited skills worker. As-acon --

sequence, new positions consisting of tasks with higher skill requiremenig

will also be created. jobrzestructuring of this type is demonstrated sche7

matically in Figure 7. ' 4

IDENTIFY TASK ,

ACTIVITIES
. i ...,

. .

At Step",1, the.task'types and levels of task difficulty, as they

presently exist, are identified for each of three positibns (PositfOns

number 1, 2, andr3). EachVosition has eight hours of activity --eacil block

-representing one hour of activity. The amount of time devoted to each of.

three tasks (Tasks A, B, and C) by each poSition is also- determined.' ge.
three positions share the three different task types at three different task '

difficulty levels (LOW, MEDIUM, .and HIGH) .

o
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Step 1. IDENTIFY.TASK ACTIVITIES

Three positions are reo:esented as they now
exist Ea.!, pGSII1OG IS eight hour; in duration
(Each square equals one hour.of work activity.)
Different types of activities Or task requirements
are represented by the letters A. 8. and C
Tasks are rated as High. Medium. and Low in
difficulty Each of the three positions contains
all three activity. types and alt three levels of
difficulty

Step 2. POOL TASX ACTIVITIES

Tatk activities are pooled according to activity

1,

type and difficulty level The length of a set Of
square, inclicateOhe cumurative lenglh of time
for each activity at Bach - difficulty level IFor
oxarroie, Iwo hours bf activity A at the High
difficulty level two at the Medium level and

three at the Low level.)

Step 3. RECOMBINE TASK ACTIVITIES

Tasks are recombined ion the basis of task
activity type and difficulty tevel The first new
Position. Position 54, has two different types of
activity.qpPriif which are at the Cow difficulty
level Note, that for Position,e4, all of the Low
level A tasks are included but one hour of the
Low difficulty C tasks remains since incluttort
of the full six hours would exceed the eight

/ hour work period limit. Position a5 has two
Woes of activities, split bpween the Lowh and
Medium difficulty levels Position 56 has all
three types of activities and both Medium and
High difficulty levels. but no tasks at the Low
'difficulty level

,Figure 7. DemonstratiOn

POOL TASK

,ACTIVITIES

-TAU
DIFFICULTY

LEVEL

HIGH A

MEDIUM

LOW -.

Al I

Al
POSITION II

ORIGINAL POSITIONS

A

POSITION 12 POSITION 13

HIGH

MEDIUM'?

LOW A .!

ACTIVITY A

POOL OF TASK ACTIVITIES-

.;

ACTIVITY

C

ACTIVITY C

RESTRUGTURED POSITIONS

HIGH

MEMO

: A : '

. "
LOW

11,Job Re ctarinV When Nlpltiple Positions are Involved
- - ,

POSITION

no

A

POSITION XIS POSITION 0

, t
Si

_Y
At Step-2, the task activities` are pooled -,by type, difficulty leyel,

and,time requiked., In this example the seven hours of Task "A" activities

are rather evenly distributed across difficulty leIel.(three hours of LOW'.

eifficulty level, two hours of MEDIUM difficulty level, and two hours of

HIGH difficulty level). In contrast, Task "C",activities are most often of

;,- . LOW difficulty level Osix,hours of LOW difficulty level, two hours of MEDIUM

, difficulty level, and one hour-of HIGH di culty$evell. ,

RECOMBINE TASK
ACTIVITIES

.-, ..
,. . .

At Step 3, the,-tasks are ined by activity type and difficulty

,level. The eight hour limit of task activi position is retained. The

new-"Position number 4" is restricted eb LOW difficulty tasks of two tirpes

Chctivities A and C). This would beIa job that a limited skills client

could handle. In contrast, the new "Position nutber 6" reqUires all three

,00ee°/
types of.activity (A, 8, and C) and a worker of much higher skill since the

majority of requirealt.las are a5 the HIGH difficulty level. The new "Pcsitio&

number 5" comes out primarily as,a MEDIUM4difficulty level position, with

six hours of MED/UM difficulty level activity and two hoursOf LOW difficulty
level activity within two activity types (8 and C).
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RESTRUCTURE NEW POSITIONS '4'

FROM AN EXIST1NJOB

Jobs for limited skills persons can also be restructured from a set of

jobs, each of which carries the sane set of requirements. This type of job

restructuring creates riewitositions for limited skills workers by breaking

off sets of comparable la..clifficulty tasks. As aAconsequence, new positions

(consisting of tasks with higher skill requiremnts will also be created.L
1;

The same set*of Step activities (Steps 1, 2, and 3j employed in,buiiclihg_

new positions from existing positions (as shown in Figure 7) is enployed,in

this type of job T iest;ucturng. Job restructuring to build new positio4

from an existing set of jobs is shown schematically in Figure 8.
,

IDENTIFY TASK ,

ACTIVITIES .

O

At Step 1, there are four positions, each of which has the exact same

set of task requirements, covering eight hours of activity. Each position

has five types. of task activity (A, B, C, D,. and E) at three difficulty

levels (LOW, MEDIUM, and HIGH)'.
ego

Step t. IDENTIFY TASA ACTIVITIES

four positions, alloperforming the same lob, are
egpiesented as they now exist Each position
includes five different types of activity and three
levees of difficulty Each position is eight hours
in duration Each onehalf square equals onf.
notf Your of work activity I

Sip 2. POOL TASK ACTIVITIES
TAN activities are pooled according to activity
type and difficulty level The length of a set of
Sduares indicates the cumulative length of time
for each activity at each difficulty level lEach
full square equals one hour of work activity 1

9

0
-Stop 3. RECOMBINE TASK ACTIVITIES

Task activities are recombined on the basis or
task activity type and difficulty level The first

new Position Posi Mg4filti5 has-only one type, of.,
taskictivity, Position has two types of activity
But both positions have only Low difficulty basks
Position e7 is sold between Low and Medium

-difficulty tasks but inClskdeS only three of the
five task activity types v Position Na includes
four of the five task activity types all at the

`-leup difficulty level.

°

TASK
DIFFICULTY

LEVEL

HIGH

MEDIUM

LOW

101

CQ

D

Ai,a. 10E
POSITION el

ORIGINAL JOB

p

CDD

E1111123

A I IC10

AIDIE

E

$ 0

CCU

MEW
`POSITION Y2 POSiTIONced POSITIONN4

HIGH I A

MEDIUM

' Low A

ACTIVITY A

POOL OF TASK ACTIVITIES

ACTIVITY

O

? I

ACTIVITY C ACTIVITY 0 ACTIVITY

0

Figure 8. Demonstration of Job Restructuring, when Multiple Jobs are Involved

a
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POOL TASK / ,

ACTIVITIES

*At Step 2, the task activities are pooled by type, difficulty level,
and time required. For example, forTask "A" activities, there are four

. hours of LOW difficulty level activity, two ours of MEDIUM difficulty level

activity, -and two hours of HIGH difficulty a ivity. -For Task "C" activities

there are only two hours of HIGH difficulty le el, activity.

RECOMBINE TASK

ACTIVITIES

At Step 3, the tasks are recombined by activity type and difficulty
level to create four new positions (Positions number 5, 6, 7, and 8). Two

different positions requiring only limited skills are created: new "Position

number 5" involves only one type of task activity (type B at the LOW diffi-
culty level] new "Position number 6" requires two types of activity (A and
D) at only the LOW difficulty level. As with the example in Figure 7, higher .

level pos).tions are created: new "Position number 7" includes primarily
MEDIUM difficulty tasks of three types (A, D, and E) ; new. "Position number 8"

includes only HIGH difficulty tasks of four task types (A, 11, C, and D).

DEANE JOB REQUIREMENTS

Whether job development occurs through redesign or restructuring of
'obs, work sipplific4tion, human engineering, or.implementat'ian of results

of technological adgance.s, the restit-dht-job(s) will. impose different respon-
sibilities qn workers and create a different mix of supervi on, training,

and other types of job support.
4

It employers are willing to develop jab apportUnities4or persons of
limited cognitive skills,'counselors and placement officers will want to be
supportive of these efforts, at least to the extent of proViding guidance
in the identification of new requirements and 'responsibilities. The follow- ,

ing paragraphs are intended taissist counselors and placement officers in
pkoViding thin guidance to employers.

Il IDENTIFY THE NE1Y, JOB V`
PERFORMANCE REQUIREMENTS

A set of JO descripti
development process. 'At w
upon: (a) the extent ofva
level at which the source.description was prepared. New jabs in informal
and loosely structured job environments will probably not need to be_SP10-
ported breadetailed lob description. New jobs in highly structured settings
will likely require a detailed'job description. In either instance, a new
job description which reasss*Oles the original job description information
atoilts former level will probably be adequate.

at some level, should result fram*the job
vel,the new description is prepared depends
on from the initiating jdb(s), and-Cb),the
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IDENTIFY SUPERVISORY;TEAKIWORKGROIJP,
AND SPECIALIZATION CAPABILITIES 4,

Explicit or implicit in the descriptions .for the.jObs resulting from
b development may be differences in:

Allocation of supervisory responsibilities. The limited
skills employee is likely, particularly initially, to require
morel supervision than the traditional employee, .More experi-
enced employees are good candidates to perform this sujiervisory
role, particularly if the limited skills workers', functions
are those previously included intlie traditional employees'
functions. 'If longer'tenure employees assume a new super-
visory role, they Tayneedguidance in how to carry this out

Team and work group assignment. By separating low difficulty,
I

tasksfrom higher level tasks, or.by implementing work"simpli-
fication procedures, a modified team effort may be required fox
job completion. The sequential; "assembly - linen type results
of these efforts may or may not be apparent to the workers '

involved. But, it is essential that this'aspect of job per -
formance be taken into account by those in charge.

. .,

.

V:Specialization capabilitiesr Job development may create.the
need for Specialists, that is,persons who have 'sgecific
attriputes - -knowledge or performance' capabilities- -which are
essential to job oompietion. Specialization is not necessarily ,

restricted to higher skill levels. There will be limited skills
employees who, because of. their particular abilities or work

(
assignment, become',"specialists of'the trade." The key to

,, making appropriate .useof specialist capabilities is to
achieve a good match between the worker capabilities and the,

. job requirements. ' .: .', .

J ,

.' :.-

DIFFERENTIATE LEARNING FROM :
.

PERFORMANCE FACTOR'S . ,
.. yik.

. . °.
.

- Learning to do ajob may; require a
.

different'set d'f IN4haviore fiomA.:
aCtlially performing the job. The types Of aids which support job learning
differ from those which ,SuPport joh,performarice: Ldarning aids support the
commitment to memory of information, ..an action, Or a series 4-actions re-
quired for job parformance. ,Step -by-7.step instructions and demanstratiops
Of required performance are typical examples of unsophisticated learning

. aids which are particularly, appropriate for liiited Cognitive skills jobs.
. . '..._ -., . ..1,

Performance aids .support the requireMents of =a given job. 'Measurement
guides and marked scales aretypical'examples of,job-speCific performance
a,.ds for limited cognitive skills jabs. ,Performance aids 'can substitute for .

knowledge and discrimination requirements, and can, thereby, reduce 'job per-
formande requirements' to a level appropriate to the limited.cognitiye skills

. .

.

.
employee. .6

0.
..

-
,-

.. 1. ,.o
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Some jobs, or aspects of jobs, can best be supported by learning and/or
learning aids, some by the provision of performance aids. Some jobs may
require both. Fbr most limited cegnitive skills jobs, review of job require-
ments and common sense will-dictate whether a learning aid, performance aid,,

/ or both required. In many. instances, the provision of a sinple per-
formance 'aid plus demonstration will adequately qualify the worker for job
performance, especially for ,substantially structured, task situations-.

FOLLOW UP ON NEWLY DEFINED JOBS

There are two aspects to following up, on jobs which result from job
development efforn: (a) to assure the work adjustment of .the limited Skills
empliaee, and (b)P to extend the range of job opportunities....

SUPPORT THE CLIENT AND THE EMPLOYER

THROUGH THE JOB ADJUSTMENT PERIOD

Counseling of the limi=ted skills employee in the new job is biat one
aspect of the job adjustment period which will follow placement. The em-

' ployer who has participated in open4g up job opportunities ,for the client
group may have, as a result, a slighitly 'different job `structure and the re-
sponsibility for integrating the new e loyee into the work force. Counse-
lezb and plaCenent officers may need t assist employers and 'co-workers
through the period of adjustment., services are critical not just to
the immediate situation to assure that he employer will retain the present
limited, skills employees but will also expand opportunities for their employ-.
ment in the future. Employers,will likely view their enployiiient of the
limited skills worker as a "tryout." CounselOrs and placement offiders,tby
supporting both clients and employers through the early employment stages,
can turn the "tryout" into an effective demonstration of good employment
'practices. c_'

EXTEND J08 DEVELOPMENT EFFORTS TO
CREATE ADDITIONAL JOB OPPORTUNITIES

The lessons learned in the ?process of job development and employment of
limited skills clients should facilitate this activity in further expansion
of:job. opportunities. Two particularly useful ways to apply the job devei-
opment experience are: (a) ,to extend the job to additional jobs within the
present employment setting, and (b) to use the efforts A demonstration to
other employers that the opening up of, jobs to limited skills workers is
both workable iind practical. The assistance of the limited skQls workers
as well as the...employer should be sought in this demonstration.
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Chapter 5

MATCH CLIENT AND JOB OPPORTUNITIES
I

OVER

.

O

Sr.

This chapter presents a general discUssion of the principal information

and processes required in effecting an optimum job placement for the limited

cognitive skills client,. The activities required are shown schematically ini

Figure 9.

DEFINE
APPROPRIATE
CLIENT JOB

DOMAIN

V
COMPARE

CLIENT
AND JOB
PROFILES

IDENTIFY
AND

CONTACT.
'EMPLOYERS

DEFINE tsri;ID
SELECT

SPECIFIC
OPPORTUNITIES'

COMPLETE
THE

PLACEMENT

0

FOLLOW
UP TH

EMPLOYER
I

0

REV(EW
-SPECIFIC JOB
AVAILABILITY

DATA

COUNSEL
WITH AND

PREPARE
CLIENTS,.

04.

FOLLOW]
UP WITH
CLIENT

6
Figyze 9.- Principal-Activities in Matching Clients and Jobs.

The discussion of these activities which follows .demonstrates hbw the

,two ;volumes of this handbook can- be-used jOintly to effect job placement

for 'limited skills clients. 140y/ever, the discussion is intended to be

general enough. so ,that any sources of client and job opportunities informa- is '
tion can 'be explored to effect alaceraelqt of the client:,
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DEFINE APPROPRIATE CLIENT JOB DOMAINS

REVIEW THE CLIENT
11,

CAPABILITIES SUMMARY

Through completion of the client assessment, counselors and placement
officers should have adequate information on which to judge the client "s

hcapabilities_ and should also have sore indication of client job interests.
If, in the course of interviewing the client to obtain the capabilities
information .there have notbeen indications from the clieht where job
Interests lie,.further discussion With the client is appropriate. Past
work experience, schooling, and other tikining will also provide clues to the
identificatiorif client job interests. This information may iridicate what
types of work and work situations the ,client prefers, as well as those which
do not appeal.

ATTEND TO CAREER III
IMPLICATIONS

Limited cognitive skills cliehts should not be treated differently
than other types of clients with respect to career aspirations and. inten-

,tions. It may be a novel request to the client to be as4ed to think in
these terms, and the counselor and placement officer may need to aid the
client, inoseeing an.d s el ectin future job aspirations.

The descriptions of occupational l areas, especially the discussion on
career'opportunities in Voluie 2; provide assistance in making potential
opportunities known to the client. Counselors and placement ofgicers,wi'll
need to exercise caution in this discussion with the client so as not to
present a setting of wide-open Career aspirations which could not be achieved.
Ca;eful attention to the client's limitations *as Well as capabilities, and
particularly to the assessment of the client's potential through training,
will be' necessary. '

SELECT A VARIETY OF OCCUPATIONAL
AREAS WITH GOOD POTENTIAL

Limited cognitive skilld clients willhave potential for fitting into
a variety of occupations. Communities, large and sinall"offer a variety 'of
situations with potential for placement. A realistic identification of job
opportunities will include a variety Of occupations. The local enipIoyment
situation will, of-course, tenper the identification of potential occupa-
tions.

86
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SEARCH JOLFILES FOR
RELEVANT OPPORTUNITIES.

REVIEW SPECIFIC JOB AVAILABILITY
fi

k

Job files which have been prepared so as to identify employment.
opportunities suited to the limited skills client, as suggested in Chapter
3,;- will facilitate the identification of realistic opportunities. The
client's indications of interest will( aCt as a further selection factor,
delimiting the types of opportunities of interest -out of those which are
available. ,

MAKE USE OF JOB DEVELOPMENT. EFFORTS

TO IDENTIFY FURTHER OPPORTUNITIES
-11)

Where counselors and placement officers lave been 'effective in gaining
employers' cooperation in opening up job opportunities for limited cogni-

tive skills clients, opportunities for placement will be good. This
situation cannot be treated as an open door to just any client,' however.
Opportunities available through job developmprnt efforts should be just as
carefully screened to a client's abilities and interests as any other job
opportunity. If job development efforts result in' a mismatch of client and
job, there.will be impediments ,to futtire employment of limited cognitive'
skills clients.

k

COMPARE CLIENT AND JOB PROFILES

BE SENSITIVE TO CLIENT, 1 ,

CAPABILITY DATA ,

194

The .Clietit Capabilities Summary presents a rich profile of the client .

which is further enhancpd by, the evaluation of training effects, particularly
as thiat indicates fut,ur job possibilik thies. If the ful). Client potential, is
to be realized,,_counselors and placement officers will heed to attend to both''''
the client's immedlte and long-range potential. They will alSo need to'
attend to negative aspdcts of the Client Capabilities Summary, that is,
those personality or physical characteristics which tend to eliminate rather
than identify job opportunities.

BE SENSITIVE TO REAL
'JOB REQUIREMENTS

4 -Counselkors and placement of-freers have strategieS for and are well
practiced at ;matching clients and jobs. Those who have read or g fere nce d
other portions of this handbook will have developed an awareness of the
potential limited cognitive 'skills clients have for a great variety of job
opportunities. Volume 2 .permits easy comparison of clients and jobs when
jOio openihgs are identified 'by aliictionary of Occupational Titles (DOT) .

87
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1,.

nunber and th Client Capabilities Summary is prepared. In instances where

the DOT nutbers are not available for job openingS, the' counselor or ?lace-

menti,officer Acan pr8bably identify. the;
appropriate occupationali title by

searching through the list of ,titles within the occupational group, esPeCially

if reference !,le made to the job descriPtiOn inforiation presented in Volume- I

of the DOT. .

)

AND JOB REQUIREMENTS DATA ' f

V

,,
COMPARE CLIENT CAPABILITIES

1

I-
\., .

The key issue in comparing client and job' proifles is to assess the

real requirements of the job against the indi&ted client capabilities.

The closer the. interpretation of job xequirements is to t4: client capabil-

ities data, the better the client-job match can be.' The Client Capabilities

Summary has' been structured to facilitate this comparison by- making it cot-_

patible with the job requirements data presented in Volume 2.

4
,

Onc an indication of interest in a particular. type of work is given

by the c ient, the counselor or placement officer can search the appropriate

occupat'onal area for job listings which art thin the capabilities of the '

'alclient. If, for example, tbke client indicat interest in printing occttoa-

tions, the counselor would search the job listings in this area in Volume 2

(DOT Codes 650.-659.) and see what types of jobs; match the client capabilities.

There are over 00 job listings in the printing ;Occupation, about half of

4

which make no. significant cognitive demands on the worker. Thus, .even a 400000*'

client with only Minimal language, mathematics,. and perceptual processing

capabilities could handle a large migiber of jobs in the printing trade.

The client capabilities data,, can also be used to. detertine the suit-

ability of the client-jqb match on othei paramgters. For example,; about ,20

percent)of the printiriggAccupation jobs .indiCate a' noise or vibration condition-

4= (Working Condition = 5) :' Clients who demchistrate )aversion or sensivity to

se) pi 4vibrat)ion sh ih-Ot be ,cijnsidered fox) those parOcular: jobs:

=

In making the clien't-job match, counseldrs and'placement 'officers' should,'

first be particularly sensitive to the cognitive and training requirements'
parameters. Secondly, they should use other parameters to assure compati-

bility between the client capabilities and,the job requirements: It is not

essential that clients and jobs be'bompared on Each andevery parateter pre-

sented in the' Client Capabilities Summary and in `the job listings inVplume 2.

'But, client success on the job will have increasdd potential with each addi-

411; tional capability-requirements matCh.20

411.

, -

/-----

20 See Tie Introduction to Volume 2 for full explanation of all of the notations employed in the Volume 2 job

listings.
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DEFINE- AND SLECT SPECIFIC OPPORTUNITIES
. 410.

t

MAKE PRIORITY

. ORDER SELECTIONS

Wo- rk with the client to make final selection of the 'job, oppoitunities 1
to be investigated.' Attend to the client's abilities to perform the job,
interest in ,the job and its career potential, and aspects bf the client's
life- situation and general employability parameters as these relate to a
specific job opportunity. Ordering of specific opportunities in this fashion
will tend to reduce the number of times `the client will be exposed to the
employment seeking situation.

ASSURE CLIENT ACCEPTABILITY
BY POTENTIAL EMPLOYERS

If prior agreement has bwn reached with employers about acceptance
of the limited skills client, no further action may be requ.ired. If prior
agreement has not been obtained, guidance provided in Chapter 3 will be
helpful in assuring the clieI nt's acceptability.

IDENTIFY AND CONTACT EMPLOYERS

O

-SELECT SpfCIFIC EMPLOYES.
l'OviE CONTACTJED - ,_ - ,-

- ......

,"z-v-.--- -.*!--.... 1,.,
in.A.:_geoDULOW4N.g4

ed

ere.,fplar-Abe,,mukt-ip-le employers identified ;-
--5- "- -It--- , ..-7-0nt.2ifiett .opportunity selection. Select those ,..m.;,. e w

.
e greatest,potential,for hiring _the limited cognitive

skill's Client. Employers Who have indicated interest in making job oppor-
1tunities available to limited skills persons would, obviously, be those with .

the greatest.potential_ for hirinog_thehi. Other employers may indicata a
. *Sensitivity- to the jiroblem, and they too would be high on the selection

list. Where one .employer in an industry has successfully employeil limited
. skills persons, these .situations can -be ,ased as demonstrations to Other

employers in tha industry. Selecting employers with greatest potential
for hiring the limited cognitive skills client fuithe.r reduces the extent
of exposure the cli=ent has to the-_employment interview situation.

t, ....
,, e, ......, .-:-- .-: --

ARRANGE CLIENT INTERVIEW
i

.1_, ,..; , Tt ....tt
oft% F,...1

_ Limited cognitive skills orients may or may not 'be able to handle .

making the employment intervidw_arrangements. In* any event, counselors
and placethent officers usually make-these arrangements__even for other than
limited skills clients. When interview arrangements are Complete, make

a,-sure the client isgaware of the arrangements and can either arrive, for the
. inter'vi'ew independentlyt or has made arrangements for assistance.

ass, iLmr,
V4,'4 ;as

tows.

.41.;
3......401/1:0.

t.
fi

4



to,

0

,

COUNSEL WITH AND PREP RE CLIENTS''.

,

.
..., _ .

.

The emplOYMent interview is likely to`be more difficult fOr the limite-

itive' skills client then meeting the job requirements once hired'. Coun-:

*Ors and placement officers will need to assure that the client can handle
--------

the employment intervieW:---It may even be necessary for the .counselor orfo '

placement officer to coach c/ienti as to how to:conduct themselves through

the interview. Role playing .has been found particularly useful in helping

disadifantaged clients achieVe a comfortable Isitervieiv role. If employers

are likely to test the client, practice in si1011artest situations will be

helpful in overcoming the Client's test shyness.
?

COMPLETE THE PLACEMENT

When placement has been confirmed by the emplOyer, the client may be

requested to complete many ,employment forms. , Sae limited cognitive skills

clients may not be able independently to handle the detailed paper work)

involved. Employers are , often willing to allow the .newly hired employee to

'iochnplete employmenl formp away from the place of employment. Counselors

and pkdceMentipfficers can enhance the client's employability by making.

d: potential. employers awaxe,that they will assist the client in this aspect

Of the employment process-7
' .

t"
4 ;

4

, ,"

THE EMPLOYERFOLLOW VP WIT H TH

!,
_

1 F.
irCHEC EtIJENfS

WORiePROGRE$S

4

. y

Particularly at early-stager. of employment, counselors and placement

ioffiOgis will want boadsUre themselves Of the client' s adjustment to and

- progress in the job. A free communication should be established with the

-employer so that, there is optimeim opportunity, forresolving any adjustment

J"diffpulties on the part of the clienii co-workers, or supervisors. Th4be

tIr aspeats. a the cows ing_ function will be particularly important with -

.':
_elalpiazyers who have of ad much experience in handling. limited cognitive

skillrkaS.
)

. -.
q

-.6

,: i t
,

.

. ,i.4..

..

.-.1. TAXE'ADVANTAGE)F'SU S-FUL,PLACEMENTS . ., --
TO ElgEINOOPPCIRIKINI -IES- OTHER CLIENTS

0 r. - y? ..:

1 . t ." .;
_awe

0employers have found that persons with limited cognitive skills

make lood eirployees, they will be easily, encouraged to employ .additional 4....

such workers. But, the greatest advantage of- a successful placement

situation - may be in the demonstratipn it can afford to other employers.

t".

.
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c
FOLLOW UP WITH CLIENTS

CONTINUE
CLIENT GUIDANCE

Placement of limited cognitive skills clients may impose recp.trements
'Tor counselor and placement officer assistance beyond work adjustment.
These needs may relate to living arrangements, 'arrangements for getting to
work, assisting the' client in handling money and budgets, etc. Counselors
and placement officers will recognize these needs, better than the client
and should provide .assistance directly or . guidance as to othor, sources of
services available to the client.

PROVIDE CLIENT ASSISTANCE ONLY

,TO THF1 EXTENT NECESSARY
4

One of the major objectives in expanding the range of jobs available
to limited cognitive skills clients is to increase their self-sficiency.
Couveldrs and placement officers should place th.m.serves 'at thaisposal
of tkeir clients, bpt not create a dependency situation.

Limited cognitive skills clients will be no different' than other
clients in seeking ancl rejdcting assistance.-' It is up,to the counselor or
,placementIlpfficer, to be sensiti, enougaito the client to discern when
as'sistance is needed, when it is ked and not needed, when the client
needs but cannot ask, and' when the client has the personal resources to
hadle a given situation. Above all, it is inpoitant to rpcogni±e that
theylare people, just as all others, and that they too have afferent levels
of capability for different kinds of °activities and responsibilities,

.
OA,
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.

GthoANCEL:To__MANAGERS IN -ASSESSING.

COUNSELING AND PLACEMENT PERFORMANCE-

O VERVIEW

°

Managers of organizations or institutions providing counseling and
placdrnent services to the limited ,pgnitive skills population may be
interested in determining the type and extent of the effect of such services.
Figure 10 identifies the principal activities in assessing counseling and
placement peiformance. Suggestions for carrying out-each of these aspects
of assessment are provided in the paragraphs which follow.

DETERMINE
ASSESSMENT

REQUIREMENTS

DEFINE
OBJECTIVES

.

Managers may want to .e.aiageri. the assi-stance of _applied berfairioral
and social scientists_ in planning, _conducti-ng,, azid interpreting assessment

Frequently, there are pers-ons associated with local universi-
ties azid_ colleges who welcome the opportunity to assist in such activities
since they__proviag a,veh.f.Ole for preparing master's or doctoral theses

'and the opportun,t-ty fot profestional publication.

ESTABLISH AN

ASSESSMENT

FRAMEWORK

OBTAIN AND
PROCESS

,DATA

DERIVE
CONCLUSIONS

ESTABLISH

CRITERIA

Figure 10()Principal Activities in Assessing Counseling
:and Placement Performance

O
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TERMINE 'ASSESSMENUREQUIREMENTS

D INE REASONS FOR ASSESSING

THE CEMENT PROCESS

There are many reasons for examining the,results of the placement
process. Some of the most important ones are:

It.can be an imposed requirement.

It can be a demonstration of effectiveness.

- It can be a comparison of placements-under different
strategies and conitions.

Itccan proiide useful guidance for impr vi g the placement
process.

a.
.4ithe 4

Any of the above is a justifiable reason for untertaking assessment, but
lait of theset has the greatest potential pay-off for the effort. While t

the other purposes. are Served_ within the guidance provided here, emphasis I:-

is on helping managethent to'determine the steen4ths and weakneS'ses of the
process for the ultiyate improvement of counseling, and placement services.

, .

DETERMINE WHETHER FORMAL OR INFORMAL.

ASSESSMENTISTO BE UNDERTAKEN . .r,
4 . , .

The term assessment isusedirather than the more'famifiar term
evaluation, because evaluation is frequently restricted to a rigidly

I

controlled measurement situation. Assessment is intended to include both
. _.._ ..

the rigidly Controlled .form0 measurement situatidp,"as well as a les,i.s
,

formal examination of. counseling and piacemeht activities and'resultg. .,-

Whether' or not a fc.1iialrasseitment'is undtrtaen depends upon several.
)

. .. i

factOrs: -
.. - voit .

. /Are resources available? :-- .

'V Is there competency to conduct such a test?

I.. /Would information gained imkact significantly on-the '-

counseling and placement process?

kpositiVeresponse td each of.the above questiohs indicates a.strong
position for conducting a fOkmal evaluation. :Even if there is a negative_,-
response to each of the.above'qUestions, however, it is likely that some
informal type of review will.' occur. The guidance_given here is appropriate
to informal as well'is formdi assessment.

A'
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The stage of program development can impact on seleCtion Ofthe

appropriate type of assessment. During formative stages of aogram,

evaluative jydgmentswhich are based on relatively unontroll.edtpbservatiOnS

Mayprovid?'a-eceitable evidence for modification of plansSand,,p-Eocedures:-.

Once procedures have been formally established, however, evaluative to
__-

will probably need to:be muchmore rigorously controlled to justify substan-

tive change-'- especially if the change involves significant costs.
z

DEVELOP AN
ASSESSMENT PLAN

Whatever the level and type of assessment undertaken, there are given,

activities which are included eithei directly or indirectly, consciously

of unconsciously. These activitiet are those depicted in Figure 10., They

should be governed by an assessment plan. How detailed and forMal this,,plan

becomes depends upon the intended scope of'the assessment. At the very

minimum, the plan shbuld addiega the areas of: objectives,'data needs,

schedule, and personnel responsibilities. A more detailed-plan would attend,

to the following types of information:-

4 Definition pf the specifi pur s of the assessment.

Identification of-the resources available, such as the amount

of mobgy,and peronnelWho coull participate.
. -

, ,

Definition of the specific
_
Objectives the assessment should

seek to. attain and the results expected.
"'

. VASsurance that the stated objectives are attainable within

tfle-retodrces available.
i5

-)/ 4eActiOn.of the study, clesibt usedr.or the ay in which

. eqesSess n bfectives 4i11-0.1itiatv-i:hciuding definition

. ,
o iheIWPe and size of'saMpl& tliOrtIsed. =

.., 'it. ,. , ,, 5 ;.:44.-.11:
.

.

... i
,5,..

? Determination of what kinds and "holkliikly-'People. will ,par'ticow
r. ,7,- pate, and whether the effort can he'qmPletediyholly by the

.
. i-- 1 (' colinse4ing and placement service,. orphether (*side a'sslt-

1- - etwic should be soughtr
., - -

-i._

. . S

e
. . . e .

Identification
whichght be

IdentificatiOn
-collected.

Identification
d'a'ta.

..-

of the kinds ana ambililt,,of_sge-aal training

required to.conduct7
,

ihOsse&smeht.
. -'0...: .

.of what, when, and-how

.

muh data ate to be
p 1,t.'-.4....:- -.

%1', .

1 'A.','

of methods for processing and analyzing

1

Identification of any supplemental'information which might
be heeded to assure appropriate Ihterpretatdon of the assess-.

ment results. . 4

C

t ".1
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VDetdrmination of wlat results Will be. acceptable evidence .

that the,assesgmen 'objectiires have been achieved. '

' e'kindi.ofStessmeht report kequirdde its
-Atird

t,

use ortAe-assessmentresuitsv

:

.1)

Couriseling and plademeniaobjectives -describe e conditions which are
expected to result from theS'e'activities. Assessmen bjectives describe
how it will be demonstrated that the desired conditions have or have not °

been.achieved. Thus, assessment objectives'are directly tied to the
counseling and placement objectives.

DEFINE, OBJECTIVES.

§T4TE COUNSELING AND
PLACEMENT OBJECTIVES

Structuring an asses cme effort best Wins with the definition of
the ess ntial pUrposes of the counseling and placement process. It is
usuall useful, however,, to st te subobjectives which support the major
object es, as shown in Figure -11. The hierarchical nature of objectives
facilitates this step. The essential need -is to define the most important
intentions is simple terms.

TRANSLATE COUNSELING AND PLACEMENT
OBJECTIVES INTO ASSESSMENT OBJECTIVES

1- Each counseling and placement pbjective requires translation into terms
suitable to focus the aesessmen't*fforTt-An-example of ech a translation
off' counseling and placement objectives is presented in Figure'll.

ESTABLISH 4'N ASS7E7AMEWORK.

An assesSment.framework must be developed through which individual
case.Oata can be expanded into a structureddate set which is kesponsive to
the assessment objectives. There are practical considerations of.purpose,
resources and constraints, fresponsibility, end emphases or- priorities.
There are' theoretical considerations of assessment design, data and" 4

measures,
.

and adequ%cy of the data to meet assessment intention.

MAINTAIN A FOCUS ON THE
PURPOSE OF ASSESSMENT

.
\

Assessment has a limited purpose: To support judgments concerning the
expected and achieved outcomes of the counseling and placement process.
The assessment output should have practical implidatiOns for understanding
and improving the 'counseling and placement process.

. 4,1O1

/ i
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0
T" ,

MAJOR COUNSELINGANO PLA9EMENT :

OBJECTIVE: To improVe-thedverall place-
pent or clients with lirilited-Cog'hitive -skill s....

_, '

i'. .
MAJOR ASSESSMENT OBJECTIVE: To ,, -

,demOnstrate the improved dvdrall.pricement -
L °Vett ents-with limited cogriiiive, skults,=

SUBOBJECTIVES 1Y

. a

,
.

. .

. SUBOBJECTIVES \...

To improVe the occupational status of clients.
o .

. .
.

Tett whether completed placements offer A.:I

clients improved job status and opportunity
than previousyvailable. -- .:'

.
. .

Test whether a greater number of clients Ire
placed than previously.

I.

Test whether or not client eimb\loyment status.
change is associated with Particular occupa-
tions. Estimate the nature and extent orthe
association:

. .. .

, ...
Test whether or not the type of service given
is associated with client employment status
ch.ange. Estimate the hature and extent of

-; the association. . ,

, .

Test whether or not the type of ,service given
,, is-associated with employment-opportunity

change. Estimate the nature and extent of
.- . ,

the association. , \ , . .
i

,

-:

Test whether or.slOt the client characteristics
are associated wittfemploYment status change.
Estimate the nature and extent 'of.the associa-
ti0 .

Tes whether or not training is associated-
with client employment status change.

.-......
Estimate the nature, and extent of the
a&sociatton. -

_

. .

C..tx - )1
pand the number of placements.

Take appropriate account of occupational ,

opportunities.
.

' .

. ,

54

Make an appropriate investment in client./services. . .

.

.

...

Make an appropriate investment in employer
services. 4* ,

- , ,

. '' ,..
. .

. ,
,

, , .

. e ,

iake,apbropriite account of client -

characteristids.. , , '
-

.

'? ,

' /
I

...
..

C ''. .

.- Take appropriate account 'of training
-opportunities.

. .

..
X': \,..

. .

%

. .
,

Figure 11. Semple Counseling and Placement Objectives
- with Related Assessment Objectives
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EXAMINE RESOURCE§- . ., -,

AO tONSTRAINTS ,, -..... 0.
. ,.

t f 141 ...4 .

Objecti yel.._ are achieved only 'rough ...tfie appl-ic ation -of re sourte s..
Where resources are jabs ent, a- constraint is eutorriatIceIfy -inposed: CS

important that resources,,,and constraints be considered in an organize fashion
in planning and implementing the esse`ssment. There arc four genetoal cate- "7".
gories of resources which shotild usually be considered:

% b .,
. r 4

.I. I )
.e, .i., :,

r Time. Tine, as a resource, can De tronsidered.in terms of
money. But, ih the'counselingt and. placement situation_ this
may pe fhortsighteil. If counselors and placertent office4

4becone involved in assessprnt activities, time for these
°activities must be made ouE, of time.''dtherwise spent in
counseling and.placenent activities. Expendittite ofecOunselor
and placement officerAine for assessment should be examined .

with a view towai.d: (a) making use of regularly oolllected
information rathei than which are uniqusi to assessment,
and (,b) judic glance' of time between the regular aspects

4, of -unseling and plaCerrent activities and the assessment- .
9

activities., If assessment results contribute to increased- .effioien,cy in counseling and placetnent services, at leastpart.
of the assessment time is counte -balanced.

.

Money. Money is time, but also the purchase of Aany other
aspects of the counseling and placement service an.,..he ° ,

assess e opivities.. As with time, increased eferciency 4 ',
.

and fectiveness resulti.ing from the assessment cen.disceunt-..,
the actual cost of assess ' . ., 4,, ".

Facilities, and services.` oilitiet and services for con-
ducting an assessment may, 11 be keyond those available
within the counseling anal aceTT nt,servipesi4 not ony In
amount but in type. IV may be well .to look Outside riot only

the
,

for the purchase of necessary facilities and'seiv.ces,, (e.g.,,
data procegsifig and inte.rpreati9n),,, but: for contribution of
services. Enlisting the sport oiQ(students.and faculty of
local colleges and universities, for example, could greatly
expand title facilities resources, but would also be seiCf-
serving to these institutions' ,own interests in providing,
practical social service activities.

Personnel and knowledge. Availability of, thete resources is ,

.much akin to the availability Of facilities and services
resources. Expansion of personnel and knowledge resources
shOuld be explored in much the same fashion as forthe-, 4

expansion of facilities ancrservces resburces.
/
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ESTABLISH EMPHASES

AND PRIORITIES

.Not all objectives are equal in importance; usually, there will not be ,

adequate resources to investigate all objectives. Emphases are determined

by the need for information to support operational decisions. The allocation

of resources Aor assessment must be established and operated on a set of,

priorities. Greatest priority should be given to aspects of assessment with

the greatest potential for affecting
operational decisions, and where greatest

confidence can be placed in the anticipated assessment results.

DETERMINE ASSESSMENT

RESPONSIBILITIES

.
1

One of the major outcomes of the examination of resources and constraints

and the setting of priorities, should be the delineation of assessment respon-

sibilities, at least at some general level. As plans become more fixed,

responsibilities must become more ,fixed--ultimately to the level of assign-.

nent of all functions to a set of individuals.

DETERMINE THE ASSESSMENT

STUDY DESIGN

The assessment study design attends to the organization of measures in

ways to permit demonstration of achievement or nonachievement of the intended

effects. of the counseling and placement services. Dcisiont about the study

design will determine how much 'confidence 'can be placed in the results of ,

the assessment. One pIimary purpose of the study design is to 'focus atten-

tion of the assessment on effects which result from factors associated with

the counseling and placement process, as opposed to results from other '

extraneous factors..

Key decisions to be made establishing the study design (relate tb:

Use &f a case study or an experimental study.- A case study

involves' only one group which receives the counseling and place-.

ment service s. An experimental study involves two groups,

-'one of -which receives the counseling and plalement services and
,---

done which does not, or one in whichone.group receives onetype

of services wriile'the other group receives- a different type of

services. Thus, an experimental study involves comparison of

two (or more) groups of similar individuals. An experimental

study is usually safer--but more diffficult--than a case study

since it is usually risky to attribute observed effects to the

. counseling and placement 'services being examined in the absence

f data for comparison.

Assignment. to _groups: _ Groups can be formed On the basis of

intact groups, e.g., all those receiving the specified services,

or on a random basis,' i.e., Selection of A groupr-4-from some

larger populatfon--on 6e basis of chance. Intact groups may

be- preselettive And thereby nbt- representative offth popula-,

tion they purport to ,represent. Random, selection of ,groups

*,k permits interpretation of results 'to that larger p pulation.

* '
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Measurement tires. If measures are taken both before and
after the particular counseling and placement services to be
examined have been initiated, there is increased potential for,
dirstin§uishing the effects of the services from other extrane
factors which also may have affected the occupational status.
of clients. Repeated measures of the counselipg, and placem
performance can be used to deterMine the stability of the
results.

The above conditions al?. make a strong argument fog' use of an experi-
mental study. However, case studies, can yield useful data under certain
,circumstances. This is especially so when the' situation is such that the
assessment is undertaken to:

Merely Verify that -well- defined immediate gOalS are being
achieved.

Provide a descriptions of postcounseling/placement status,"
without an attempt to attribute this status to particular
aspects of the counseling /placement process.,,.

BE AWARE
1
OF FACTORS WHICH'

DIMINISH DESIGN RIGaR
s:

3

For an assessment to be optimally effective, 'there should be as Such
rigor in the study design as possiBle. This is difficult in any ongoing
activity. On the other hand, an operational situation cannot be approached
inflexibly-,-there must always, be some .accournodition between assessment and
Operation. Essentially, it should be assessment that accommodates to opera-
tions, rather than the other way around.

In determining the assessment study design, the ,Following factors,
which "tend to exclude rigor, should be taken into account:

-

V It may be difficult or even'inpossible to establish an outside
control group. Counselors and placement-officers usually come
in contact only with clients and have no access to otheY popu-
lations from which to form a control group. 2Vr are counselors
, and p,, cement officers in a position to randomly deryy or modify
se ices tb clients. Both of these conditions reduce the possi-
bi ity of forming a control group.

As assessment information becomes available,, it is likely to
be used to ,improve the counseling and placement services.
Deliberate efforts to withhold assessment results would be
counterproductive to the essential purpose' of the procesi.
Thus, tkiee continuous iMplenvntation of assessment results
further 9aduces the study design rigor.

""
Most counseling and placement, settings will. have little toler-,
an6e fOr situations contrived to serve assessment. In generg.
the Study, design wi1,1 need to reflect operations as they
occur, not as they are inplenented.for assessment pu.rgosep'.

102
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The fociis of data gathering in the counseling and placement
process must be.on information that will be of direct benefit
to these services. This probably will mean that the data.
'available may not be the most optimum for assessment purposes.

IDENTIFY DATA
REQUIREMENTS M1

(

Data requirements are derived from examination of the assessment objec-
tives. Major classes of ,data indicated by the assessment objectives presented
in Figure 11 include:

Numbers and types of placements made.

Client data.

Client services data.

Employer. s es data.

"V Client training data.
0

Almo'st all counseling and placement services routinely collect extensive' /`
data about clients 'and placements. Thus, the key data related to occupational
status change and- expansion of b opportunities are likely to be available.'
What may be more difficult to obtain, or at least more difficillt-to classify,
are data about client trai'ning and services after placements, and data about
the types of services and interactions the counselors and placement officers
undertake with employers 'in promoting an expanded range of job opportunities.

ESTABLISH CRITERIA

Criteria define the bases on which the assessment results are to be
judged. Each assessment objective, should have some preestablished criterion
for judging whether or not that particular aspect of the counseling and place--
rent process has been achieved. In effect, the criteria define the type and
level of expected .peiformance. In the examples stated in Figure 11, the
criterion implied is that performance4ill improve significantly over that
previously achieved in placement of ents with limited cognitive skills.

There are two pervasive aspects of assessment criteria which, roust be
addressed to assure confidence, in the achieved resultd. These are the
reliability and validity of ,the data.

16399
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ASSURE RELIABILITY OF
THE ASSESSMENT DATA

The reliability of a Measure is the extent to which it Can provide con -

- sistent results across repeated measurements. Three aspects of reliability

are of concern:-

r

Sample size. A large enough number of cases should be included

in a.study group to yield ,relatively stable results. As group

size is, increased, greZier reliability is achieved. There is;

of course, some point at which the cost of increasing the sample

'
size, far outweighs the benefits gained in increased reliability.
If majoT groups are to be broken into silbgroups, subgroup seize

becomes of importance also. ,

- MeaL47Si instruments. Measuring instruments should be

designed so that identical phenomena are recorded in.identical

ways. This relates to the definitions,which are provided for
different classes of information. In situations where different

persons are; making comparable judgments, the, rules for, choosing

among -classes of information should be well specified.
o A

* Long-term rather than momentary phenomena. The assessment

should be concerned with counseling and placement results over
some period, of time to: (a) assure measurement of A table under-

lying conditions, and (b) overcome demonstration of effects due
to extraneous and unrecorded phenomena.

.

ASSURE VALIDITY,OF
THE ASSESSMENT DATA

The validity of a measure refers to the' extent to which a measure

actually measures what it is intended to measure. There can be high relia-

.4, bility for measures of dow validity. That is, repeated measures can achieve

consistent resuits e1len whercthe measures fail to properly addres the Objec-

tives for which they are intended. Two ,types of validity, are of, c ncern:

. -

External validity is 'concerned with the ielatiOnship of' toe

measure to some outside criterion; it affects the soundness e.

with which results can be generalized from the sample studied
.0to some broader population.

.

:Internal validity is concerned with draiii;ng correct conclu-
sions about clients and events which are represented by the
assessment data. Internal validity is' a preiequisite to external

validity.
7

t

Validity is a concern across the fuitl range of assessment activities.
Conditions which can sequentially contribute to invalidity include:

Inoo4xect theOretical assumptions or invalid pioglkim `objectives.

,
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Data gathering instruments which permit respondents to manipu-

late the data to a favorable data set., rather than to the' ro-

vision of a truly objective data set.

Use of' a-nonrandom sample, or a sample which systematicall

deselects types of respondents--initially, or over time.

Observer bias or 'influence of the data in a consistent

direction.

Respondent bias, misinformation, misundeistanding, or mods of
expression whith introduce' bias.

Lack of control in administration of the data collection

procedures.

Bias in the selfceion and application of the analysis procedures.

Extension of 'obtained results to nonsimilar situations.

A

OBTAIN AND PROCESS DATA

1,
_ATTEND TO FACTORS.WHICH PROMOTE

GOOD DATA COLLECTION

Since specific data requirements must be established on the basis of the

objectives and criteria set for the assessment, no exact rules for what' data

Apr how much data can be provided in a general discussion of assessment activi-

ties. Guidelines to assist with the determination of data; requirements and

the .acqu'isition of reliable and valid data include:
17

..
Make sure the data are appropriate and adequate tq address the

assessment objectives ,and criteria,

Do not collect data' for which no use is.intended. f

Review data for accuracy and ,to eliminate logical inconsistencies.

Provide procedures, instructions, and training if necessary,

for those who will act as data collectors or recorders so that

data are complete, accurate, and consistent.

Perform at least a sample verificationof the data to assure

accuracy and reliability.
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4

PROCESS AND
ANALYZE DATA

I
There are many ways inwhich asseseme t "AAA can be processed and.

analyzed,_ ranging from simple counts of freguency.of events, to application
of sophisticated statistical p.reatments. iDedisions about the type of data
processing bo'be implemented are part of the assessment plan and.cannot be
made in the abstradt. The following guid linei should assist in the plan-
ning for and actual processing of data:

Make,early. plans for data processing and analysis. Even the
simplest asgessment' schemes beco e difficult and cumbersome
when the collected data and the ata analys,is dO not satisfy
the assessment intent, More 'elaboratb schemes are ,doomed to

. failure, or at least severe recovery costs , i,f data ptocessing
and analysis are ignored in early -planning stages.

Keep in mind that results are to support operations. Gaining
a few specific and pertuain bits of information is a better
route than gaihinci a gieat number of questionable rtsults.

analytic procedures to enhance assessment results: Most
collected data will support some form of statistical treatment.
.Application ore;.ren simple statistical-techniques can help in
drawing valid conclusions.

.

Follow up on initial analyses. Where init.4.al analyses provide
positive information-about the effects of the counseling and
placement services, there is 'likely to 'be more detailedsguid-
ince gained through expansion of these data types or through

. fuither analysis of the collected data. , .

.

DERIVE CONCLUSIONS .

r

MAKE OBJECTIVE INTERPRETATIONS
OF THE ASSESSMENT RESULTS

. The results of -assessment should provide objective and useful informa-
tion about the effecti:of the counseling and placement' services. If results
of the assessment are interpreted in lit of other available information,
they can be extremely valuable- in improvement of these services. Review of
background information assembled in the planning stage:of the assessment
will help charactetiie the 'results. Review of the results' can contribute
to such decisions as: selection of optimum strategies fOr counseling and
placement of lir4ted skills clients, identification of realistic placement
opportunities VS..hin communityo, and identification of what client
services best support the limited skills' client in obtaining and- retaining
a job.
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USE RESULTS OF ASSESSMENT TO, IMPROVE THE

COUNSELINWANO PLACEMENT SERVICES -,___.

. ,, . .,
_ .

17.4 sulh 'of assessment are Useful in identifying ways :in which
.

the .
'counseling and placement services have been ha.):Pful 441. expanCng the range .

.... of jobs available to the client group. But, 'they are alsb *ful in idea ti-
fying areas where some type of improvement or ,additional effOrt is, warranted
to effect "the. desired' changes Results of specific assesssment may tletmon-

strate that the placementserviceshave not expanded the range of jobs
, available. If the planning for and handling of the assesOnent data and back-

..

,* .

ground information have been thorough, there should be valuable information
available on which to altar, the counseling and placement services to attain
a greater irri)act on*making jobs available to the population of persons with _
limited cognitive 'skills'. , ..
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