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PREFACE

This pap: describes major ° ues thz= Informati—: Dz - -lopment

units of stavz—oased career.infor - 3rstems must d=3i th as they
work to provic: quality informat- f~ czreer planmnirz. 2 subject
is a timely urz because many of - ~¥ztems of cares: 1f-rmation
'have been in esxistence long'enout‘ ~ to have establish. : < variety
of successful ~ractices. Their - “es néed to be do-.mented for
use by newer s:ate systems in e: e zges of developm=-:. ﬂy
The paper is a distillatior °f =i. -iences reportec a number
of Information Development.mana- =5 i -hese establishe stems.
.Managers and C‘”ectorsKof ten ¢ ams  2ent considerab’ _.ime in
conversations - th the author, - -self = former Informz n Develop-~

ment manager. ‘hese discussion. “gint=1 out that there - ~2 many threads
of similarity in organization a= approach used to carr 3ut the
Information Devalopment functic _

The following pecple provizss great help, sharing their experiences
freely. T appraciate their contributions.

David Caium, Wisconsin Career Information System

Leslie xz ianov, Career Information System of Iowa ,
Helena. Kennedy, Nashingfon Occupational Informaticn Sevvice
Dale Lathrop, Colorado Career Information System '

Don Mpya]i, EUREKA, the California Career Information System
Joe McGarvey, Michigan Occupational Information System

Robert Perrello, Massachusetts 0crupat1ona1 Information System
Delores Pringle, Georgia Career Information System

Janet Rife, Nebraska Career Information System

Michae] Valliere, Oregon Career.Information System

‘The paper was developed with the support of the Fund for the
Improvement of Postsecondary Education (FIPSE) and the Vat1ona1

Occupational Information Coordinating Committee (NOICC).
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INTRODUCTION

Information Development

In the overall organization of a career information system, the
function of the Information Development or InformationuAnaﬂysis unit
is to develop information for inclusion in CIS files.and to maintain
~it. The task is a major one. Producingc accurate, current, and :
Tocalized occupational and educational information for career decision .
‘makers is expensive and time-consuming. This paper will summarize
some of the major~éxperiences and practizes of Information Development
staffs at operating systems of career irformation tﬁroughout the
country to il]ustrate approaches that'ére working in these ongoing:
operations. These experiences should provide guidance for states
that are considering setting up a similar system and for staff members
“in presently developing state-based systems of';areer infoermation.
A number of important guidelines or operéfiona] rules underlie
the Information Developmént'function in a career information system.
The sections of this paper provide explanations and detail related
to these important areas: \

- Characteristics of good information. Behind the whole
Information Development effort must be a basic dedication
- to quality. S

- Definition of an implemcntation strategy to foilow and
information topics to be covered. A creative dynamic needs
to be recognized between the desire to be as comprehensive -
as possible to maintain the information at a high level of

- accuracy, but to do so at sustainable costs.

- Staffing the Information Development unit. The overall
operation and staffing of the Information Development unit
‘must be efficient and economical enough to be sustained in
the long-run by the institutions served by a state career

information system.

- Use of a data collection strategy that relias on existing
data sources. Making maximum use of existing data sources”
requires an understanding of the strengths and limitations
of the data and an ability to present informaticn from
numerous saurces in a useful way.

1 . o
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Implementation nf a systematic information updating design.

Important requirements of the information files are that

they be accurate, current, and local.- A systematic review,

.-along with a process that allows continuous updating, is
the process used to accomplish this objective.

Use of workplans tc organize major tasks. Formalized
workplans to back up the Review Cycle and Current Updating
processes- enable Information Development staff to schedule
work efficiently throughout thé year.

¥
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I. THE ROLE OF INFORMATION'IN A
CAREER INFORMATION -SYSTEM

It is se]fédefeating to think that "what you.don't know won't
hurt you." When confronted by an ambiguous- situation, many of us
lTook for information to help us decide on a course 'of action. We may
seek it by .réading books, talking to friends or by ré]ying on our
own past experiences. The better thé‘iqformation, the better the
‘decisions we are likely to make. -

- When thinking about possible careers to pursue, we look for facts
to guidewbur decision making. Some people involved in careér decision
making are still-in school and are'interested in exploring a wide range
of possibilities. Others have many years of experience and a new interest
in.a different type of work. People at these varied points in the deci-
sion-making process need accurate information applicable to- their parti-
cular needs and ‘nterests. S E “

; In the area of career planning, the p?ob]em is not so much one of
too little information; rather, there are enough disparate facts‘re]éted _
to jobs and the -economy to praduce an“information overload. However,
the overabundancehqf informaﬁidn about jobs is often téchnical]y written;

. .scattered in many places, unorganized for the career decision: maker and

 sometimes sadly out-of-date. It was to improve this situation that
statewide career information systems were set up“in many parts of the
country in -the last decade. ' :

_Mhat is a System of Career Information?!

:A career information system provides occupational and educational
information to individuals who are making career decisiops. Acting as

a link between the producers and the consumers of career-related infor-

* -mation, a career information system analyzes and develobs the technical

]This section and the following two are based on Wendy Arnold,

"A Steering Committee Guide for Planning a State-Based Career Infor-

¢ mation System," Second review draft, (Eugene, Oregon: Career Infor-
mation System, December 1978), pp. iii and iv.

3
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labor market data and educational statistics available from & variety
of sources into a system of understandable, current, and localized

career information. It then,supﬁdies this system to institutions and
agencies for use by their clients. )

How Does a Career Information System Work? The career information

system product-—intcrmation-—is stored in computer banks and continuously
updated by full-time information analysts.. A11 of that information may

be accessed at a user site by one of two delivery systems: a computer
terminal, linked by telephone to a computer running the career informa-

tion system program; or a manual systém-backed by printouts of the system's
information files in book form or on microfiche. -

Users can access the information in many ways with both the computer
and manual systems.. The user can access any single file separately--
occupational descriptions, prografs of study, schools, and so forth. The
- user can also begin by sortjng cecupations based, on personal preferences.

He or she then obtains a des¢rinrtion of any of the cccupations on the list or
looks at information abnst by Ly prepare for a specific occupation. This
occupatﬁonalvinformatiow feaan R user next to 1nformat1on about educa-
tional programs and institm4|0f” ﬁf:er’ng those programs. '

Whom Does a Career Infornan;un System Serve? The need for accurate '

and understandab]e ‘information ahout the. wor]d of ‘work transcends sex,
race, ard age. Career irnformation system users range from-housewives
re-entering the labor force to high school students planning their postf
secondary futures, from inmates -in correctional institutions to elementary .
students just becoming aware of the world of work, and from clients of
a vocationa]trenabilitatiOn office to CcTA clients. Anyone who can follow
a simpTe set of instructions: can operate the system and exp]dre rele-
vant career optiions. L | -

How is a Career Information~$y§tem Organized? The structure of a

" career 1nformat1on system includes three major operat1ona1 components
1) information development; 2) user services, and 3) computer services.

s

In the Rn?crmation Development (in some states called Information

Analysis) Sﬁit, information analysts research existing occupationa1 and -
educational data sources, analyze the information provided by these and

ol U
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- other sources, and compile all the information into a format which is

relevant to the quest1ons and needs of its users. .
In the User Services unit, staff members market the system provide

training to user institutions and agencies in the effect1ve use of the

syster, assist them in integrating career information into their service

Programs; and maintain effective commun1cat1on with the system's users.
In the Computer Serv1ces un1t, staff coofdinate the computer1zed

and manual de11very systems, do troub]e -shooting, produce materta]s, N
and communicate with computer centers.

A statewide carfeer information system is able tosprovide its users
with current, 1oca11zedccareer 1nformat1on at a remarkab]v\1ow cost

'through consort1um,arrangements This a]]ows even srall groups to enjoy ‘

the scrvices of the system. )

Quality Standards for Information .

hood 1nformat1on is at the heart of the career 1nformat1on system

"concept Recognizing that the Information Develdpment funct1on acts in

concert with effective delivery systems and a strong user serv1ce program,
this paper focuses on the ways good 1nformat1on is produced and ma1nta1ned

in such a system. o .

Paul Franklin and Don Mayall prov1de an exce]]ent discuss1on ‘of the
qua11ty standards for 1nformat1on to be included in a career 1n.ormat1on

-system In a paper designed for\p]anners of an Educat1ona1 Informat1on

Center, they describe the dimensions of an ideal information system,?2

-~ The good system will not sacrifice. accuracy and re11ab111ty
through attempts to "stretch" data further than it will go in an
effort to meet a defined client need. For example, there is a
dearth of good data available on the Job placement rates of edu-.
cational program graduates. In its abtence, the comprehens1ve‘
system can report the state Preparatory intentions of a given
program (e a., psycho]ogy programs intend to prepare students
for social service occupations. ) To state otherwise (e.g., that
psychology programs do prepare students for social serv1ce
occupat1ons) goes beyond the 11m4;s of the. data.

7 L 5 P
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2Pau'l Frank11n, Educationa] Information and Adv1sement SerV1ces
A Resource Guide for Creat1ng Local Services -and Building Statewide
Networks (Wash1ngton, D.C. Department of Hea]th Education, and
Welfares 1978), pp. 62-63.
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o The good 1nformat1on system focuses on insuring quality in 1:5L
its information. -The emphasis should be on providing information
that can be relied upon, not on trying to fill. every client need '
through out of-date numbers or- conJectura] statements.

QS

Another dimension of the good information system is that it
recognizes that not all.of its information top1cs ‘will be needed
by all clients. Hence, it allows users to “Hccess the particular
information they want without wading through that which they do

. not want. .The computer's ability to instantaneously access and
Fresent a_single information item from a bank of a thousand
items is one-reason for its popularity as an information system
‘delivery device. However, a well-indexed book or a well-cata-.
logued career library can perform,the same funct1on but with more
time aftd effort.

. Regardless of information content and delivery methods, most
- ' practitioners agree that a good system's 1nformat1on will meet

the fo]]owing qualitative standards:

1. Accuracz --"This is akin to the statistical concept of
validity. Thesinformation is what it is purported to ‘
o be. .It is verifiable; it is "true". Insuring accuracy N
requ1res validation; that is, standard procedures for
. " reviewing internal cons1stency and for compar1ng against
other sources. : -

2. Currencx -- The 1nformat1on is applicable at the t1meéqf
its use. Last year's airline schedules, 1ike last year's
e v college catalogs, may be accurate as historical doéuments,
but clearly could be m1s1ead1ng to the user in tHé context .
of current use. Maintaining currency requires purging old
data and adding new with whatever frequency best relates
to the- per1shab111ty rate of the" part1cu1ar data (e:g.,
daily?, monthly?, annually?). :

3. ‘Relevance -= The information top1cs speak to the interests

- and concerns of the user. When fully digested, the "infor-

: mation should reduce the user's uncertainties and thereby
- facilitate choicé and decision-making. _

; 4. Sgecificitz -- In most cases, information that is speCific:
. . is more useful than information that is general. Thus,
SNy ~ . while general statements about "entrance requirements at
- ™y , four-year colleges"; "the outlook for professional workers"
Vo - . ".or "national average wage rates for welders" are of some
Vel a use, information on specific colleges, occupat1ons, and
' local labor markets 1s ‘of greater value:

5. Understandability =- The intended mean1ng of the information

is conveyed to most users. This means that ambiguities are

.- avoided and that the content does not exceed reading skills
‘ of the yltimate consumer, or, if that is not feasible, of.
[ " . counselors, didesy or trans]ators who assist the consumer

' in ‘'using the information.

12
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6. Comprehensiveness -- An information system may be limited
as to its coverage. For example, it may cover a single
state, or region, or only postsecondary educational sources,
or professional careers. But within its stated scope, the
user should feel confident that the information is complete--
that there are no "holes," no missing colleges, programs,
or cageer fields.

7. " Impartiality -- Within its scope of coverage, the infor-
mation does not reflect biases. For example, informX:Tb
oll

on colleges do€s not promote one college or tyne of

over another. Status distinctions ‘between one type of |

occupation and another are not promoted by the system--in

~content or format--but are left to the user's own values\

and judgment. AN
8. Cdst -- A1l of the foregoing stahdards relate to information
quality. Achieving quality in each of these dimensions will
incur costs. Since the resources to support an information
system are limited, it is necessary to weigh the costs of
the system against its effectiveness. If economies of scale
- are to be achieved, the system's cost per user should be
~considerably Tess than the costs of similar information ser-

vices delivered through a non-system ‘approach.

The fo]]bwing chapters will diécuss how to provide these kinds of

quality information.

o o 15 \




I1. IMPLEMENTING AN INFORMATION SYSTEM:
EARLY DECISIONS

The Informat1on Development staff is the group of people respon-
S1b1e for developing and ma1nta1n1ng the information about occupations '
and training opportun1t1es in the system. Several basic decisions
face the organizer of an Informat1on Development unit as development
and implementation begin: .
- Select an implementation strategy for setcing up a
comprehensive file of information.

-  Specify content and numbers of files to include in
the system.

The Implementation Strategy |

i There are four alternatives for implementing a system of career
information: (1) develop new components and files; (2) make major
design changes in an existing system; or (3) a _ggg__an existing system's
files with minor mod1f1cat1ons, or (4 ) adopt an ex1st1ng system's
files. '

A guide for planners of an Education Information Center (EIC)
points out that the strategy to pursue "should be selected based on |
(a) the identifiable needs of the prospective users of the information;
(b) the resources available for implementing and maintaining high
qua11ty 1nformat1on, and- (c) the ability of the system to 1nvo]ve'
groups in the state to support the implementation and on-going costs.
fof a comprehens1Ve system. u3 ’ |

Franklin's EIC Resource Gu1de outlines three aiternatives for
: imp]ement1ng a complete organizational system of career information.
‘Excerpts from the discussion follow.

,"Developigg New Files: Practitioners agree that developing
new files is the most costly of the alternatives. This
approach fails to capitalize on the. techniques and procedures

3Frankhn, Educational Information and Adv1sement berv1ces —
- A Resource Guide, p. 70. g i ~

( g
y ' 9 . 14



10

already established and operating within existing systems.
If computers are chosen as delivery devices, infcrmation file
formats and accessing strategies have to be developed; computer
programs fully developed, written, and tested; occupational
and educational information developed from scratch, and the
developed system completely evaluated before it-is implemented.

* Full-scale development is costly both in terms of money and time.
Hence, unless unusual resources exist, most states would be
wise not to develop an information system from the ground up.

Adapting Information Files: Most practitioners agree that the
most efficient way to implement a system in a new state is to
adapt an existing system. By selecting an existing system,

the new state is able to concentrate its efforts on implementing
tha system and adapting it to meet the defined particular needs
of the .state. Time and money are saved over deve]op1ng a new.
system and quality is better ascured

Again using the example of'a computerized system to demonstrate
adaptation processes, information file formats and the computer
programs of an existing system could 1ikely be used as is. or
with slight modifications, saving considerable. time and money.
Staff assigned to the system could concentrate their efforts

on localizing the system's information.to reflect the state's
labor market and educational institutions and offerings.

Even at that, some of the information in the system being

- adapted would be useful as is (e.g., air traffic controllers
perform essentially the salme job dut1es in New Jersey as they
do in Iowa) thereby reducing time and costs for developing

~.-information. Adapting an existing system will reduce money
and time costs by at least one-half of the costs to develop a
new system, with "bottom- Tine" figures®depending upon the
system chosen, extent and quality of existing local data
sources, and the availability of appropriate delivery devices
(e.qg., computers if a computer system, m1crof11m readers, if
.a microfiche system, etc.).

Adopting Information Files: Another alternative is to adopt
files of an existing system essentially unchanged. A state
might consider adopting an existing system as a useful
alternative when the state's financial and human- resources
alone or in concert with others will not support full-scale
implementation of a state-based system.. In this case, the
state developers may choose to lease rights to one of the
national career information systems. The advantages are that
the state would have an information system to put in place
immediately. The disadvantages are that national systems
provide only national information and are, therefore, less
relevant to local labor market conditions -and lack of detail

15
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and accuracy of educational information that can be ach1eved
by a state-maintained information system."4

Making Major Design Changes: A fourth a1ternat1ve to system

development can emerge, not as a clear. strategy, but as a position
between deve1opmen of a new system and a adaptation of existing files.
This alternative also can be quite cost]y This strategy can develop
after a state decides on an ex1st1ng system to implement. Implementa-
tion is started with early decisions made to simply make minor modi-
fications to the basic system selected. However, the modifications
can become numerous and more major than or1g1na1]y intended. The
modifications substantially change the design of the basic system and
create prob]ems that necessitate redesign of information formats,
computer programs, or user training programs.

Some indications that the state ceveloper is embarking on major
design changes include the fo]]owing: (1) computer software changes
are necessary (in addition to adding new files, loading and accessing
‘programs need to be substant1a11y rewritten); (2) new data are needec
(no existing data are usable for a spec1f1c application or ex1st1ng
data need to be put into a different use); or (3) changes are 1n1t1ated
that bring into question whether or not the user services staff can get
the change understood by users If the state deve.op1ng a .CIS finds
that ‘its modifications are of the sort outlined here,. 1t may end up .
in a situation closer to that of the developer bu11d1ng a new system
than to that of the system adapter §3. :

- Deciding How to Imp]ement :

Deve10p1ng a new system or mak1ng major design changes in an ex1st1ng _
system require considerable resources. Both approaches may require develop-
ers to reinvent wheels of all sorts and raise unnecessary problems and
r1sks of fajlure. These plans are cost]y, but even more troublesome is the

.- amount of time they take. Such cons1derab1e resources may be beyond the

reach of many states wishing to develop their own system of career
information. Adopt1ng an ex1st1ng system unchanged may make sense in
some s1tuat1ons, pr1mar11y where funds’ are very 11m1ted and a national

——

Mbid., pp. 70-72. - ,

15 /
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file of information would provide some help to career decision makers
in the state. Adaptation of an existing system seems the best choice
for states with moderate funding seeking the latitude to adjust for -
local conditions and provide locally produced information. Recognizing
this,‘federal grants policy has encouraged adaptation as the preferred
implementation :strategy for developing state-based systems. Many
existing system designs allow for mod1f1cat1ons to accomplish the need
for adaptation and if these changes are kept m1nor the additional
expense can be reasonable and anticipated. _

In the final analysis, the decision of how to implement a state-
wide career infprmation system-must be based on user needs and the
resources available in the form of funding, personnel, and abi]ity to
link with others to fully Support a comprehensive system. Given this
assessment, existing systems or proposed new ones can be measured
against content, appropriatenéss of delivery method(s), and overall
service quality.

Contéent of a Good”InformationéSystem

Defining the.scope of the information to be covered in a state-
wide career information system is an.importaht task with cost .-
implications too. CIS managers need to balance a desire for high
gquality, cdmprehensibe information with economic realities. Some of
the’ questions that need answers are:

- How many occupat1ons is opt1ma1 for the system’

~  How many programs of study and what types need to be
‘1nc]uded7 ’

" - How many schools and from which seétors need to be
covered?

- “What topics of information need to be deséribed in the
occupational, program, and school files?

Decidind on Informatibn Topics to Include. A he]pfu] guide tb use

whenv]odking'at possible information topics is the Handbook on Standards

and Accreditation of the Assoc1aL1on of Computer-Based Systems for
- Career Informat1on The fo]]ow1ng excerpt from the Standards (see Tab]e ])
outlines the general coverage that a thorough 1nformat1on deve]opment

program should include.
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TABLE 1

STANDARDS FOR A SYZTEM OF CAREER INFORMATION

Ihformation Development
(Setlected Standards)

3

Standard 2.3. A system should develop information which
adequately describes the occupation. Occupational topics may
include but not be limited to the following:

A. Dictionary of Occupational Titles Specialties

. {
B. Duties . : ‘ .
C. Abilities (These are natural abilities dr'capacities
for 1earningArather than learned skills.)

Working conditions .
Equipment \
Earnings

Emp]oyment cuti-zx

Training and educztion .
. Methods of entry ° .

\

L= T 6 M Mmoo

Standard 2.9. A system should develop information that .
adequately describes the basic characteristics of the prdgram.
Education topics may include but not be limited to the following:
program objectives, specialties, degrees  conferred, sample '
courses, and a comprehensive list of schools offering the pro-
gram. Whenever possible, an occupational:objective should be
given for programs, but explicit occupational objectives should

not be listed when there are none.- T _ :

Standard 2.11. School information topics shoukdFinclude, but
not be Timited to, general information, admission, housing,

costs, Tinancial aid, and student services. Other detailed _
information should be provided as available and applicable. 2

, 5Assbciation of Computer-Based Systems for Career Information,
randbook on Standards and Accreditation (Rev. 1980), (ACSCI Clearing-

house, 247 Hendricks Hall, Eugene, Oregon 97403), pp. 20-24. The . .
NationaT Occupational Information Coordinating Committee (NgICC) ¢
has adopted similar standards for their Career Information elivery -

System (CIDS) program. o

1

)
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The 1ist of possible information items to include in the
occupational and educational areas is long. Many state career
information systems 1nc1ude most top1cs on the ACSCI list in their
occupational file.

Selecting information topics to irnclude in the systeim is an
area that deserves careful study, éspecia]]y in the initia]lstages
of developing system files. Questions such as availability of data,
user neecds, importance of indiViéuaJﬁitgms, and cost of development
and maintenance need to be considered for each information item.
_Making choices and cost estimates for information topics to be
included in the various files is a task that starts when the initial
development of a system's files is begun and continues each year there-
after as topics are reviewed.§ ‘

Deciding on Numbers of Files. A reasonable goal when planning

the number of occupational files in the system is to provide a list
' of occupational files that covers at least 90 percent of total employ-
ment in -the system's service area.’ L
States vary in the number of occupatiohal descriptions they
maintain. Some states organize their occupations into 240-z50 fiTes;
some have over 400. Some state systems will be using the Standard -
Occupational Classification (SOC) with about 660- occupational titles.
" However, the majority of ;he'sfates-use about 360 occupational
description files to describe the world of work in their service
_areés. Some of cne variation among states in their number of occupa-
tional files is due to differences in‘the major jndqstries in the
states. Another reason for variation is that some states break out
individual occupations into separate descriptions and other states -
“combine several occupafions under a broad title in a single occupa-

6In add1t1on many state-based career information systems
also prov1de supp]ementary information files covering topics such
as related resource documents, people to contact for an occupatiorial
visit, special information on wcmen or the hand1capped, national
occupational and educational opportun1t1es, or detailed financial
aid information. - _ ‘

'ncscr, standards, p. 20.
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tional description. The classification systems chosen %o organize the
occupations is also a factor. However, whatever the actual number of
occupational files turns out to be, the aim is to d1fferent1ate among
occupations and to clearly display the information describing them,
The framework selected to accomplish this needs to have a sound
theoretical or tecinical basis and data related to the selected ,
'occupationa1 groups should be available if the system's service area.

States also have varying numbers of fi]es of educational informa-
tion. Some systems cover all of the accredited and 11censed two-
and four- year colleges and proprietary schools in their state Others '
cover on]y the colleges., A wide range of options is available
(private vocational schools, vocational-technical institutes, community
colleges, four-year colleges and universities, graduate schools,
adult education programs, industry-sponsored educational programs,
and so forth). Whichever sectors of educational training are
se]etted however, it is necessary “to develop a comprehens1ve list
of the onqo1ng Pprograms in that sector for comp]ete coverage. '

Penera] and Localized Informat1on Topics. The information topics

in the occupational and educational f11es can be separated into two
general groups. One group of top1cs is characterized by Tittle
d1fferent1at1on between qeograph1c areas. . The 1nformat1on is more

TN -

genera’ 1n_nature ‘Items in this group 1nc1ude

-

. , Occupational Information

- Job Duties. ‘ .- Phys1ca1 abilities and //?
' ' ' aptitudes

- Educat1on, tra1n1ng and/
experience requirements

- Methods ‘of entry

- Specialties
- wofking Conditions
- Industries
- Equipment . . |
- Skills _ - _ i ) , .
> - ) . Educationa1'1nformation ' :

- General descr1pt10n of a typical program of study
(ObJECL1VES, specialties, sample courses) :

The second qroup of information topics may vary greatly amonq
- geographic areas. This requ1res 1oca11zinq the 1nformat1on anc

]
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consequently the informaticn is less readily available, Items in
this group include:
Occupational Information

- Current employment - Licensing requirements
- Earnings b - Training sources
- Employment outlook

(supp]y/demand)

Educat1ona1 Information

- Lists of schools offering specific programs
- General informatior about individual schools
- Admissions information

- Cost and financial aid 1nformat1on

- Hous1ng information

- Student services information

Information generéi]y”considered essential in an occupational
- and educationa1 information program is usually available to $ome extent _
~ already. : More than likely other data producers also have Judged them
to be essent1a1 and have deve]oped some 1nformatlon.. Consequent]y,
these items are least costly to collect. )

A Few" More Words™ About Cost

There-is no doubt that runn1ng an Information Deve]opment unit is-
expensive. This is a fact which is relevant in discussing many aspects
~ of information deve]opment covered in this paper.. Losts are substan-

~tial and cont1nu1ng However, it is important -to put the issue of cost
into perspective before getting into a descript1on of spec1f1c pro-
cedures used by information ana]ysts to assure accuracy, currency,
) and the other qua11ty standards out11ned in the prev1ous chapter.
~ The major cost in operat1ng an Information Deve]opment unit'in

a state- based system of career information is file ma1ntenance In
. most state based systems, staff spend the majority of the1r time
updating occupat1ona1 and educational information files. . This insures
‘the cont1nued\h1gh quality of the basic product that these state based .
systems are set up.to produce: "
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- Factual information that peop]e can conf1dent1y use to
make decisions about careers

- Information that is more accurate, current, and locally
relevant than anything else available in one centralized
lTocation ) ‘

o I4

A continuous updating process is necessary because some of this" infor-

.mation has a frustrat1ng]y short useful life, It also is the essen-

tial ingredient of a career information- -system,

The costs of this maintenance act1v1ty are relatively fixed, with

most of the expense centered in personnel costs, Information analysts.

3

are professional level staff respons1b1e for carrying out a technically
demanding work schedule. Thei'rs is not a clerical task as will become
clear -in ensu1ng chapters. Sorie state systems hire add1t1ona1 clerical
and student help for some Information Deve]opment work but all emp]oy
permanent profess1ona1 Information Development staff. A well -~trained,
efficient Informat1on Deve]opment staff can produce information that
serves the-.audience of the system well and.this insures continued
support of the system as a who]e,by its users,




III. STAFFING JHE INFORMATION DEVELOPMENT UNIT

Cne of the most s1gn1f1cant aspects of a career information system
1s the qua11ty and usefu]ness of the information that it delivers. The
information must be accurate and reliab’e for career planning and the
responsibility for this rests with the Information Development unit.

Unit Size and Composition e

In most state systems:the Information Development unit is small.
~The staff usually is headed by a manager, who also works as an information.
analyst. One to five analysts maintain -the system S occupat1ona] and
educational information fi]es. In addit1on to a bas1c, permanent staff
doing Informat1on Development work, some state systems also have peop]e
‘working at other agencies assigned full-, or part-time to work on Infor-
‘mation Deve]opmen; for the state- based systems of career'lnformat1on
In some states- the 1abor market econom1sts working for the Emp]oyment -
Agency he]p the Effort by prov1d1ng substant1a1 1nformat1on for the
system's occupat1ona1 rev1ew cyc]e. In some cases the labor econom1sts
© actually work for the career 1nformat1on system although they are housed .
and f1nanc1a11y supported by the Emp]oyment Agency. Other‘state-based . e
. systems use students’ to supplement staff resources. ’ ’ ‘
. The size of the Information Deve]opment staff genera]]y i's deter-'.
mined by budget and by the number of information files to be included
in the %ndividua] state. system (Some of the budget 1mp11cat1ons asso- -
ciated with decisions about numbers -of files in the system, number of
topics to update, and' so forth are“d1scussed in Chapter II.) One state
m.has only one full-time analyst who does all Information Devélopment
work for the?system; He receives small amounts of-heTp from students:
and some part-time work_ from another'staff°memoer at certain times of
the year. Another state with much more extensive resources has two-
Plus full-time information ana]ysts 1nhouse in<the InformatTon Deve]op-
ment unit and an ada1t1ona1 one and one- -half full t1me ana]yst work1ng
* 9.

[+
A

( . - . .Z - . . . R .
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v

at the Employment Agency. In the middle, most state-based systems
report between two and three 1nformat1on analysts con staff, 1nc1ud1nq
~a part-time manager of the unit. : o
Systems of career information hire professional level staff
analysts to do the work of the Information Development unit, WOrk1ng
with occupational and educatinnal data sources in a knowledgeable
fashion, analyzing the data, and writing clear and concise descr1p;
tions of the information requires a variety of technical skills,
Ir a number of states, the technical work of the analysts is supple-
mented by student and clerical help. For example, students ‘do sub-
stantial work on_the Reyiew Panel survey prdﬁect in some states. They
contact firis and people identified by the analysts, mail out the ‘
questionnaires, and de recordkeeping‘tasks~ The majority of the file
ma1ntenance work, however, is done by the 1nformat1on analysts.

T What Te Look For When Staffing -
' ‘The effective Informat1on Deve]opment unit, ‘managers say, is made
up of peop]e who

/ I

* o Catch on to th1ngs qu1ck1y

‘Pay attention to detail w1thout

losing sight of the overall

. - p1cture) R : Display curiosity ‘and 1ike to

Are thorough in their work find out about things

Adhere to timelines Show -a concern for quality
The work of an. Information Development un1t 1s a mix of group efforts “and

':1nd1»1dua1 tasks.- Staff members need to be organ1zed both in their own
work hab1ts and in putt1ng toqether the work of several people 1nto a

_1arge_sca1e effort.,

Work 1ndependent1y as 1nd1v-
iduals

Can -function as part of a team

~ Duties of the Information Analyst ‘
' The-majority of each analyst's time is devoted to file maintenance
U activities, most states repokt Consequently, requirements for an 1nforma-
~ tion ana]yst pos1t1on usually stress exper1ence and coursework in. '
labor market economics or educational research.. Each state system
stresses the ability to write clearly and'in‘a nqntechniéalzstyle.
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Most state-based systems empgasize the importance of a reseaneh

“background.for -their analysts. Some systems do not stress a research

background as much if they ‘perceive that the data-producing agencies
they work with provide information in the formats needed for the
system. A solid research background, however, does help the ana]ysts
deal with the strengths and limitations of the data.

Several position descriptions in the Appendix give a flavor of
the information ana]yst's duties.

&

Dut1es of the Information Deve]opment Manager o
Before discussing some of the more traditional managerial or °
coord1nat1ve duties of the Information _Development manager, it should

. be mentioned that managing usually accounts.for only a small part of
this person's duties in many state-based systems of career information.

°The Informat1on Deve]opment manager generally spends the maJor1ty of .
his or her time working as an information ana]yst The manager pro-

vides some leadership in the Information Development area as a

researcher, often hav1ng exper1ence in a related field- which is-now
applied to the problems of providing information to career decision

- makers. In a few states, the Information Development manager spends

over 50 perqent of his or her time on management tasks; in some others. .
as- little as 15 percent. The maJority spend between 25 and 30 percent

~ of their time manag1ng the unit.

A survey of the managers of established career 1nformat10n systems
po1nted up the following major areas where time is spent under the
general heading "management." .

‘ Coord1nat1on of Workload. Most managers report thatlsome or most
of what they do in the management area is coordinat1on and wo"kplann1ng.
The. day-to-day workload of the’ Information DeVelopment staff must be ‘

organizedsand the work of that unit 1ntegrated 1nto the ongoing center- .
wide a0t1v1t1es of .all of the units. i

Des1gn1ng Procedures and Methodo]qgies SeVeral'managefs indicate
that some regu]ar time is spent des1gn1ng procedures for receiving -
and analyzing 1nformat1on or documenting methodo]ogies for other

'ana]ysts to use when working with 1nformat1on and data sources.

Personnel. Managers spend some t1me superV1sing other ana]ysts

o

2 < ' ~
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[ and training new staff, zstaff training can-take-several months,or
more than a year. Hiring, training,'and eva1uating staff is-an on-
going process. S ” | S

Building Relationships with Data Sources. aStates vary in the - -
amount of t1me devoted to uu11d1ng these re1at1onsh1ps but all spend - - b
at least some t1me 1dent1fy1ng sources of 1nformat1on, eva]uat1ng the

usefulness of part1cu1ar data sources, and estab11sh1ng and ma1nta1n1ng

o professional re1at1onsh1ps with researchers in data- produc1ng agencies.

Other Dut1es Some of the~other act1v1t)esA1jsted under. "manage-

ment" 1nc1ude S . - . ] _
y o Yoo

- Interact1ng with users .on Informat1on Deve]opment QUest1ons

o
. A
- Communicating/linking w1th other un1ts w1th1n the organ1za- i
tion ° , o :
- Attending conferences and‘sem1nars {:
) - Prepar1ng progress reports and budgets L .C
: Some managers also do some amount of work in the User oerv1ce un1t or e

coord1nate the product1on of printed’ mater1a1s for the system as a
who]e ,

' A pos1t1on descr1pt1on for ‘an Informat1on Deve]opment Manager appears
on page 81. ‘ X o ) ' , ' R

Different: 0rgan1zat1ona1 Structures -
Managers of Tnformat1on Deve]opment units approach tne1r role ‘in

a var1ety of ways under d1fferent organ1zat1ona1 arrangements in these
. ~State- -based systems of career 1nformat1on In several states, the
~director of the career. 1nformat1on system plays a major ro1e in the
}Irformat1on Dévelopment unit, do1ng the majority of the- p1ann1ng and
deSJgn.work. In organ]zations.where the unit is quite small, the analyst -
may do p1anning,'coordination with other units, research, and data
gathering, a]ong'with‘substantial technica]'ana1ysiS'work" In mgst"'
states the manager uses about a:quarter of his. or her time. to act as a’
coord1nator, linking the activities of the Informaticn Deve1opment unit
w1th those of other parts of the system and coord1nat1ng the work of ‘
the severa] ana]ysts on the taff
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The stata systems genera]]y organize the]r Information Development
unit within a cooperative management style. At the same time, organ-
ization is tight enough to expect adherence.to schedules and to ed1tor1a1
standards. A discipline is requ1red by all Informat1on Deve]opment
" staff to stay on schedu]e with file review and to meet project dead-
Tines. ' _

The managen of an Information Development unit usually tries to
create-an»overa11:p1an that allows flexibility, so.that new ideas will
be generated and encouraged, and at the same time is systematized and
bacged up by schedu]es,’writing guides, and workplans.

)
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Iv. USING EXISTING DATA SOURCES

As the 1nformat1on f11es and topics are. be1ng def1ned for -
inclusion in the career information system, the ava11ab111ty of data
sources must\be examined. There is a gap between the large Body of
underut111zed data already being produced by the many nat1ona1 and state
government and-research bodies on the one hand and the genena]

public looking for attract1ve and easy-to- understanﬁ career information

on the other. A career 1nformat1on system is des1gned to br1dge that
!

gap. -
In line with this view, a career information system does not
seek to establish large data gathering capabilities. .Instead, the &

approach taken by these organizations places heavy emphasis and.reli-
ance on cooperative relationships with major data- prodocing

.agencies Career 1nformat1on analysts make max1mum use of ex1st1ng

data sources  before initiating the collection of new data.. This approach
enables information analysis staff to concentrate on- present1ng ex1st1nq
information in a nontechnical style and supplerenting the 4nformatxon
when.no adequate data sources can be found.

Arrangements With Data-Producing Agencies

E’f
Establishing Information Sources« ~A“ K&y 2lement in drveioping

a flow of information-is f1rst identifying important datas- =producing
agencies. A list of some maJoryégenc1es of this sort ippears in
Table 2 on the following pages. There are also thousands of other
organ1zat1ons such as profess1ona1 and trade assoc1at1ons that pro-
duce some occupat1ona] information and the manager of Information
Deve]opment must remain alert for other agencies that produce pert1->
nent occupat1ona1 data.

- Another important task is the identification of staff members

.in the data- produc1ng agencies who are know]edgeab]e, access1b1e,

“and in a pos1t1on to re]ease the information.. Th1s is obv1ous]y~1ess

e . 25
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TTABLE 2

MAJOR ORGANIZATIONS PRODUCING .
OCCUPATIONAL AND EDUCATIONAL DATA

A career information system can establish 11a1sons with a large
numh  and variety of data-producing as we]1 as data-using agencies.
Some of the most useful 1nc1ude

-« " Local labor economists, personnel of the Research.and

Statistics and Occupational Analysis and Testing sections
of the State Employment Security Agency

- State and Federa1‘Apprent1cesh1p and Training agencjes

- State Personnel Division

- The State Center for Population Research and Census

- State.Licensing-Bbards

-  Professional Associations, Trade Associations and Unions

- Employment and Tra1n1ng Adm1n1strat1on,‘U S. Department of
Labor .

- Bureau of Labor Statistics, U.S. Depdrtment of Labor
- The State Education Education Coordinating.Counci1 or 1202 Agency
- The State Higher Education Agency

- Boards govern1ng community co11eges, vocat1ona1 and technical
1nst1tut1ons, and private vocat1ona1 schools-in the state

- The State Education Assoc1at1on

- The Career Education, Vocational Education, Student Services, and ,
' Teacher Certification Divisions of the State Department of Educat1on

- The Nationa1 Center for nducat1on Statistics, U.S. Education
.Department

- Career education directors’ and coord1nators, counselors, program
planners, and other administrators of many. local schoo1 districts
. and community colleges _
- . Career educat1on departments of state and county education districts
- Counci]s of GOVernment and other regional p1anning agencies°

- Personnel departments of 1arge cities and counties, and large
pr1vate firms . ‘

‘= The Office of Institutional Research and various reg1strars, deans,

,, and department heads of 1nst1tut1ons of higher education o
- The State Economic DeveJetment Department. o
- The State Occupational Information Coordinating Committee
) " - 26 o |
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TABLE 2--Contihued

- The Federal Cooperat1ve Extension SerV1ce
- The Governor's CETA: P]ann1ng Agency ;
~ The Public Welfare and Vocational Rehabilitation Agencies

-~ The Bureau of Governmenta1 Research and Serv1ces, Bureau
of Business and Economic Research, and Inst1tute of. Industrial
and Labor Relat1ons at un1vers1t1es ‘ '

- Emp]ovment Standards Adm1n1stration U.S. Department of Labor
- Women's Bureau, U.S. Department of Labor

- The National Science Foundation

- The Federal Research Bank

- B'nai B'irth Career and Counse11ng Services

- -Nat1ona] Center for Health Statistics

critica] when all that is desired is placement on a maiTingllist"
Where conf1dent1a11ty of information is not an issue, cost con-

‘siderations usually determine accessibility of data. When an agency

publishes something of broad public interest, typically it establishes
a ma111ng list as a means of distribution and there is no problem in
obta1n1ng the data ‘However, when an agency comp11es a data ser1es'
whpch it s not accustomed to releasing to the public, either because -
of 11m1ted interest or absence of a mailing list, it is often more

difficult to obtain the data. ~ Oftentimes it is possible to arrange

a special mailing. The mailing requires more than a one-time commi t-
ment if the data are produced periodically,
When an agency'does not publicize its research but the data

-output of the organization is 1mportant career information analysts

{ take steps to identify and monitor the research output. This '
requ1res meet1ng with representat1ves of data- -producing agencies,
periodic surveys of research in progress, and informal inguiries
abou poss1b1e sources. A]] of these methods are helpful in 1dent1fy1ng

: usefu] 1nformat1on from organizations that do not primarily produce

occupat1ona1 or educat1ona1 data.
\ More d1ff1cu1t still is the s1tuat10n where career 1nformat1on

. analysts need ‘the information that is not already processed or prepared

\_\'\ 27 . : ' .\"
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“for public release. Potentially there is a great deal of this infor-
mation within agenciesmiike Employment Security, Economic Development,
and the Department of Education. Since data processing and preparation
are potentially high cost items, agencies are naturally hesitant to
~‘commit themselves to special releases. Agencies may be more responsive
if financial reimbursement is offered, but this is sometimes complicated
by bookkeeping systems. 8

People in agencies preducing useful information need to be iden-
tified and one-to-one relationships established between them and the
1nd1v1dua1 ‘career information analysts. These relat1onsh1ps and ‘their
usefulness to both parties will vary as much as the personalities of
~‘the people involved, but many state systems of career information
devote considerable time to this acttvity. It can pay off in effi-
ciencies in time and money, in addition to sometimes increasing the
"quality of the data as CIS analysts extend use of the information to
career planning areas. : ,"

Exchange of Data. Informal exchanges of information among the
research .staffs of the career information system and the data producing

agencies are another type of arrangement that enhances the quality of ‘

1nformat1on files. The establis hment of these recfproca] relationships
by the Information Development staff is an important act1V1ty Typically,
the exchange is initiated when one analyst contacts another, usually for
information already available or data that can be provided with limited
‘additional effort. Once these informal relationships are established,
they should be -documented in the Information Development files so that-
“they can be repeated in subsequent updating cycles (perhaps by new staff

if original staff moves on) .
A successful example of this 1nformat1on and persona] link is the

- 1ntegrat1on of State Employment Agency labor market econom1sts input into

some state career information system review panels. In addition to know-

- ledgeable employers, employees and others in the community, a number of

State Employment Adency's area labor market economists review occupational
'8

: Bruce McKinlay, Develop1ng a Career Information System (Eugene,
Oregon: Career Information System, 1974), pp. 54- 58
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descriptions. They specifically review the sections on wages, current
employment and employment outﬁook They are not asked to deve1op infor-
mation for the descr1pt1on, but if data are already available, they are
encouraged to enclose it. In turn, the labor market econom1sts are wel-
"come to copy and use the occupnt1ona1 descr1pt1ons which the career
information system has deVe1oped 9

Subscr1gt1ons and Ma111ng Lists. Since up-to-date 1nformat1on is
essential to career 1nformat1on system file maintenance, a maJor1ty of

the published data sources used by the career information analysts are
periodica1s A variety of publications are _produced by federal, state,
and local government agencies as well .as professional and commercial:
pub11shers and many of these are he1pfu1 Some of these publications
are purchased directly and others are seen in b1b11ograph1es or as other
references in separate pub11cat1ons and are ordered espec1a11y for a
particular article. :

Early in the formation of an Information Development functior in a
career 1nformat1on system, some basic material needs to be co11ected
Getting placed on mailing lists for standard publications of the Emp1oyment
: Agency in the region, the State Department of EdUcat1on, the U.S. Department
" of Labor and Bureau of Labor Stat1st1cs is a good start. Other regu1atory
’agenc1es, 11cens1ng boards, professional associations, and training insti-
tutions also provide some helpful material.

The standard pub11cat1ons are necessary documents to:receive and it is
important to become established on certain mailing 11sts, some of which will
be at no cost while others will require a subscr1pt10n fee. In addition,
once on these maiting lists, releases from many of the federal.and state

agencies and notices of new pub11cat1ons will a1so be received. 10

Major Labor Market Data Prqgrams

A number of Tong-estab1ished, formal data programs exist and a system
of career information ‘must know their strengths and limitations to integrate
relevant facts effectively into system files. Most formal, 1arge scale ,
labor market information programs are at the national and state Jevel. Much,
1ess ex1sts at the local 1ével. Th1s is .a problem for a career information

1bid., p. 25.
10 '

Ibid., p. 24. ° 3z
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system with a primary interest in reTevaht information about local labor
markets.

For Information Deve]opment staffs looking for a basic list of major
‘labor market data programs at. the state and national level, theii State
Occupational Information Coordinating Committee (S0ICC) can provide some
help. At the national level, the NOICC pub11cat1on, A Framework for
Developing an Occupational Information System discusses (1) occupat1ona1

demand, (2) occupational supply, and (3) occupational characteristics in-
11 . .

formation.

Formal and Informa1 Data Sources

A wide range of information sources is used in an Information
Development unit. Producing a single nccupational description can involve
the use of many forma] and informal data- sources (see "Engineers" descrip-
tion on page 36). , 4 L

" Formal Data Sources. Many of the agencies listed in Table 2 produce . -
formalldata Usefg] to a state-based system of career information. Formal
data sources areﬁusua1lyfpublished material résu]ting from systematic ‘
data collection programs. ‘Often the data are accompan1ed by a pub]1shed
methodology descr1b1ng ‘how the 1nformat1on was compiled and the uses
and limitations of the data. ' Formal data programs usually produce
information on a ‘regular basis, often as part of a continuing data program
(e.g., the Employment Agency's ‘Occupational EmpTloyment Stat1st1ces (OES)

program wh1ch produces regular publications-describing employment trends -
- and empTGyment PFOJections for specific occupations in a state). .Some

~formal data- sources may be produced on]y once (e g., a final report
.of a wage survey done by a professiona] assoc1at1on) but they often do
'not.need extensive verification by the analyst.

. T]Né;tioh_a]'Occupationa] Coordinating Committee, A Framework for
Developing an Occupational Information System, (Washington, D.C.:
. Bureau of Labor StatTstics, October 1979). : : :
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Some of the formal data sources cited in the occupational description
for: "Eng1neers" at the end of this chapter include: The»D1ct1onary of
. Occupational Titles, Annual Salary and Employment Survey of the American
.Chemical Society, and Area Wage Survey-Portiand Area and Licessed Occupa-
_tions'in Oregon, pub]itations of the Oreqon State Employment Division,

Formal data sources do have 11m1tat1ons. Most of the large- scale
data programs are reliable at the nat1ona1 and state 1evels Data are
moderately good for geograph1c areas with populations of 250 thousand and
1arger but not as good, often based on .inferences from large areas, for

'”p1aces of 50 - 250 thousand. When ana]yz1ng differences among the maJor
‘geographic areas of a state, Information Development staff must recognize

~ the limitations of major data programs and verify 1nformat1on with informal
sourees Informa] 1nformat1on -sources become more necessary un these
sma11er, local areas wh1ch are usua11y the pr1mary interest of the staff
of a career 1nformat1on system Through 1nforma1 channe]s, s1tuat1ons
can be c1ar1f1ed and gaps in information bridged.

Both formal and 1nforma1 sources are essential to the andalyst's work.
The development and use of these data sources are. the basis upon which file
maintenance is done and the quality of the sources and the sens1t1v1ty
With which they are used indicate the qusiity of the file ma1ntenanre
process in the career information system,

Informal Information Sources, The mnre_lnierma4~#nfbrmatﬁcn sources {”

“evary greatly and are less standardized than formal ones. Information

obtained from 1nforma1 sources requ1re ver1f1cat1on, ana1ysts need to
* check the facts before using them. ‘This type of information may come to -
the analyst's attention through items in the newspaper or in magaz ine
articles, or it may be identified and pursued through telephone. conversa-
tions, d1scuss1ons at neet1nns, and other kinds of verba1 commun1cat1on
Some irformal 1nformat1on sources used in updat1ng the occupat1ona1
descr1pt1on for “Eng1neers" includes newspaper art1c1es, career materials
from profess1ona1 organ1zat10ns, and comments from review panel members
Informal sources are usual]y developed through one-to-one encOunters
between analysts -and 1nd1v1duals such as managers of profess1ona1
_req1str1es or p1acement services, pr1nc1pa1 employers, representatives
of employee assoc1at1ons, and labor market economists. As with any

X



. has been developed over a number of years and is based on emp1r1ca1

2

) non-empirical souree, their bbservatiohslreflect both Tabor market

events and their own perceptions. Experience teaches the competent
analyst, Tike the good reporter, to guestion and to 11sten discrimin-
atingly. ’ - ’

The informal, professional re1atibnships between CIS staff and
staff at data-producing agencies can provide a good sound1ng board for -
analytical judgments-about what is happening.in the 1abor market and
its effect on particular occupations. The analyst dqes not use these
contacts in the same way that information from formalized data collec-
tion programs is used. But in the search for information that describes |
the 1oca1 situatioh the perspective of knowledgeable people *nlthe

‘area is of great benefit for verification of the 1nformat1on in the

system s files. ]2

Using Local Sources --.An ITlustration

Local analysis employs a mix of formal and informal information
sources and requires good analysts to kriow the uses and limits of
these sources; In many of the estab]ished state systems of career _
information, ihcorporating information fromlknow1edgeab1e people in
the community into the file updating process has become a. he]pfu]
activity. The inforfmation in these system's occupational descr1pt1ons o

research. Verification of this information by .review pane] members each 4,.f
year improves the quality of the “files. Review panel members a]so can
provide information on areas such as job dut1es, work’ sett1nq, and
hiring practices. They also can suggest names of other neople to ' e
contact about the occupat1on. ,

Using local sources is not a step-by-step procedure. There is

~nothing methodologically dramatic involved, but a hypothetical example-

¢an give a flavor of thevépproaches that can be used. In our example .

_an information ana]yst reviewing an occupaticnal descr1pt1on may see
the name of a contact person suggested by a review pane] member and

follow up with a telephone call to verify information about wages and

outlook for the‘occupation. In this example, -the 1nformat1on
analyst finds out that there is a placement officer in the

 ——————— gt .
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?Bruce McKinlay, "Nat1ona1 Conference for- State Vocational Educat1on

‘P1ann1ng Staffs", Final Report,. (M1nneapo11s, Minn:  pept. of Vocatioral
-_and Technical Education, November 1976). 3-5. e .
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same company who recently did an earnings. survey for a local assoc1at;on.
‘ The analyst places a second call to the placement officer, requests the
survey and learns that this person knows about the employment s1tuat1on
-in areas other than'the city where he is located becauseé of his d
involvement in several professional organizations. He also suggests
that a person he works with on a committee may also be nelpful. 'A th1rd
call is placed. Here the analyst talks to the comm1ttee member who is -
active in an educational group that studies ‘the ava11ab111ty of tra1n1ng" (
programs for a number of profess10naT’occupat1ons in addition to the
occupat1on that the analyst currently is worlting on. She agrees to send
some reports and other information on several occupations and also consents
to be added to review panel groups for those occupat1ons ?

- This example illustrates a chain of data co]lect1or that includes
both formal and. 1nforma1 sources.  Several facts gained in this manner
requiredcfurther checkfng by talking to other people. 'Differencés in
opinions given by knowledgeable oeop1e require.ana1yst judgment Usua]]y
opinions.are checked against each other and facts that may put the opinions
1nto a perspect1ve or suggest a pattern are sought v |

: Staff T1me Spent WOr<1ng w1th Data Sources _ :
Identifying major data sources can be t1me-consum1ng 0ver’the years,
even though a number of hasic" sources of national labor .market and educa-
It1ona1 data have been identified, 1nd1v1dua1 state- based systems of. career
f1nformat1on still spend a great dea] of time 1dent1fy1ng and work1ng w1th

.sources to obtain state and Tocal data A

A survey of ten state based systems points out varying amounts of
time spent in this kind of activity. Most staffs share responsibility
among analysts and manager' for deveivping and ma1nta1n1ng these relation-
ships. -Two of the state systems say that they have one or more additional
ana]ystwaorkwng on career 1nformatwon system file ma1ntenance housed in
and f1nanc1a11y supported by tne State Emp]oyment Agency. These systems.
therefore concentrate on deve]op1ng re]at1onsh1ps in other, more removed
agencies. o
State systems vary in the 1mportance they place on th1s data gathering
activity although all spend some time. in this.area. State systems with

. > . N
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limited financia] resources who must depend on data-producing. agenc1es
for 'most of thz facts they use in the informational files, need to
concentrate their efforts They must not only identify useful data
sources but a]so study the quality of specific data for 1ts app]1c—
ability and then persuade agency personnel, when poss1b1e, to. prepare
data in formats speCificaljy useful to the career information ana]ysts
purposes. Some state systems allocate quite a bit of staff time in
Information Development to review.and analyze -the information. In
these cases, limitations in the data can be worked with and additional
verification done. A wider rarge of data can be used in these circum-
stances. ‘

Using Data Sources - Other Factors

Creativity. Sometimes formal data sources are used in creative
ways thatrequire additional ver1f1cat1on with knowledgeable sources
to insure accurazy. For example, a research project that prov1des the
ages of people in a particular occupation in the state can indicate
trends that can affect outlook because. openings may be increasing due
to. large numbers of people employed ih‘this occupatinn nearing retire-
ment aga. o o ' | T

There are many places to look for- usefu] data. At the same.
t1me, analysts needs to be always aware of the 11m1tat1ons of the data

that they use and the methodologies upon wh1ch the data are based. Ata

" no time does a career 1nformat1on system wantnto risk applying data

to uses for which they are not appropr1ate.. This can only lead to
errors and. m1s1ead1ng statements.

v Conf1dent1a11ty, Somet1mes the analyst discovers a study or
report that may be. helpful but the organ1zat10n that produCed it wants
to w1thhold the 1nformat10n because it is sensitive material. Their
reservations can often be overcome if the analyst agrees to keep the

~ information confidential and for.inhouse use only. Further, the analyst‘

may use the “information in a general way (for examp]e, us1ng averages
or ranges to give approx1mat1ons of wages in a salary survey)
some cases, the 1nformat1on can be used if the source or spec1f1c
\people or emp1oyers cannot be identified. The source of 1nformatjon
' needs\to be protected when the source indicates sens1t1v1ty. When the

~9
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analyst respects these 11m1tat1ons, the system can cont1nue to receive
sensitive naterial when it is needed. . _

The Personal Touch. In working with data sources, the career
1nformat1on analyst often acts as an investigative reporter, Informa-

_ tion is.not taken on face value; instead, data sources are studied for

their basic methodolog1es and spec1f]c data used with sen:1t1v1ty to
clearly and accurately ana1yze a collection of facts. The information

~analyst also knows that the personal touch is needed when dealing w{th_;:
~ data-producing agencies. It is not enough simply to identify major data

sources. The analyst must make a specific contact, exp]ain the uses

~vt;o be made of the 1nformat1on, and continue to build re]at1onsh1ps with

the people in the agencies who produce the data.

_The information analyst in a career 1nformat1on system makes .
numerous requests of peop]e in these data- produc1ng agencies Conae-
quently, the ana]yst must work to see that this act1v1ty does not cause

a burden to the agencies. The analyst can point, out beneflts of coopera-

tion tc agency staff. It is through the efforts of a system of career
1nformat1on that s1gn1f1cant numbers of general users are exposed to. the

: 1nformat1on that the data-producing agenc1es have ava11ab1e Often -

researchers at ‘these.agencies hélp the career information system in thei'r

'state because they see this as a good way of d1ssem1nat1ng their data to.

a wide and 1nterested audience. . .

The 1nformat1on analyst needs to work thoughtfu]]y and eff1c1ent1y
w1th staff from data-producing agencies. The effort can fac111tate a
smooth flow of good information to the Informat1on Devnlopment unit.
Th1s information is cruc1a1 to the un1t S work. . ‘

W
G



SHPLE DATA SOURCES
FOR SELECTED C15 INFORMATION FILES

Source notes for the statewide occupatwnal file for Engmeers illustrate the vamety of sources used to
deve]op occupational material, Tach occupation presents its own data’ problems, so sources vary with the
occupatwn and the Tocal, area for which the material is being deve]oped ‘

" .

OCCUPATIONAL DESCRIPTION

DESC FOR 241] ENGINEERS -

EKGINEERS DETERMINE HOV 10 COKBINE RAY HATERIALS 10 BRODUCE Goops  Diticms s 42 5 l”é'
(R BUILD: PROJECTS SUGH AS ROADS, DAMS, AND BRIDGESs DUTIES VARY  Guifymis Opguei )Y, 3 538, 1, 7%,
WITH ENGINEERING FIELDS, BUT AY INCLUDE PLANNIMNG AND OVERSEEMW 360, i ,, |
CONSTRUCTION AND RESEARCH PROJECTS, DESIGNING EQUIPKENT AND

¢ W
WCHINERY, KD INSPECTING AND TESTING MATERIALS AND PRODUCTS.! D;C‘,j;“i)m*m s posion auintios (o §
SPEGIALTIES AEROSPACE (DOT# 202.06.-014)s CIVIL 0054061 ' (15 vt (e e ™)y

§14), INDUSTRIAL (B12+167-838)5 MUGLEAR (@15+061+614),CERAMIC

@06+061-014), CHENICAL (6280 zel-a?sn ELECTRICAL (@03.g6l~g18), o
AND MECHANICAL ENGINEERS (307.861-014)+ FCR WORE.INFORVATION . “cigeevof Qocrntiond Uitls, W by mo 1556

W AEROSPACE ENGINGERS: SEE DESC 24111 CIVIL ENGIKEERS (DESC oo vow (S8 )y o0 2022,
‘24113); -ELECTRICAL ENGINEERS (DESC 24114); MECHANICAL ENGINEERS aapman i
(DESC 24116)+ CIS RELATED OCCUPATIONS: HATHENATICIANS & . R
STATISTICIAKS (SEE DESC 2332) PRYSICAL SCIENTISTS (DESC 26241.2 , biﬁimy°f°°wpﬂﬁmalTit1°BD“aleﬂYT@¢' it

-"APTLTUDE.S: ABOVE AVERAGE ABILITY T0 VISUALIZE OdeCTS OF TW0 I 1! i g, 1211~12,.

AND THREE DIMENSIONS ‘T0 PERCEIVE DETAIL» AND TG COMMUMICATE . ,

VERBALLY AND" USE NUMBERS; ABILITY T0 PLAN AND MAKE DECISIONS . " Qcpmeticual Ou b ,(1980-80ed) oy 282292,
BASED 0N DATA AND, TO WORK ACCURATELY; A LIKING FOR-VORK OF A

SCLENTIFIC OB TECHMICAL MTURE.  KIGH KATH AND SCIENCE APTITUDES  SihmisConeioe Gl o5 1 24 By
¥ SR vl

-~ -4 0RK SETING? MOST WORK BOTH INDOURS AMD OUTDOORSs ENPLOY= " (eor mtoriels fron ofessnel onpivticns’
ERS: XANUFACTURERS SUCH AS ELECTRICAL AND ELECTROMIC' EQUIPNEM, -~ .
AIRCRAFT, -NACKINERY» CHEMICAL, SCIEMTIFIC INSTRUMENT, AND NETALS (IS Review Pazel®* .

FIRKS, GOVERNKENT, CONSTRUCTIONS AND PRIVATE cousumrw FIRM;. -

\‘l




-=HIRING pmcmas:
DESREE; SOME ENPLOYERS PREFER APPLICAMTS ITH.ENPERIENCL OR A
WASTER'S DEGREE. LICENSING: NOT REQUIRED AT EMTRY LEVEL, HOW-
EVER, NEGESSARY FOR THOSE WHO WANT TG PRACTICE PROFESSIONAL EMGI-
NEERING. TRAINING: AVAILABLE AT SEVERAL 4~YEAR SCHOOLS IN CRE-
GON (SEE PIEP 2411)4° -

«=«CURRENT EMPLOYNMENT! )
MAJORITY CONCENTRATED IN THE WILLAMETTE VALLEY.

~=-yAGES: - VARY ¥1TH ENGINEERING SPECIALTY; MOST BEGINNING

ENG INEERS START AT $1,28@+1,588/N0NTH * NATIONALLY, THE AVERAGE. 1. |
OFFER MADE TO THOSL dITH A BACHELOR'S DEGREE 15 AROUND 51:5%/}10.

s’

ENTRY LEVEL POSITIONS REQUIRE A BACKELOR'S

AROUND 9,788 ENPLOYED IN OREGON WITH THE

oy )

*Oregan State Enploynert Dmsmcm, Licensed 0cg:_pa’o1@ in
Gegony o 5L

CIS Review Papel® Be

. Caveer Inforaticn System, "Emglneermg Progrens”, ..
f 5% Traini Fall 1%,

‘ 6State of Oregen Eploynent Divisicn, Besearch el

%ﬂiﬁﬁﬁ&@%@&ﬂm’ﬁ Trend in the State
of Coepgp, 1978804 - :

Oregan Tedimical Informtion Brchange, Engineers in |
Oregons . : ‘ o
huerican Chenical Secietyy gl Sal:
Surveyy o

Society of Wooen Engineers, Ygpep in Frginsoring,

Eloyent

Mo Germsnt Prsonesl. Tuiute, Compermtive Selagy

Survey (1979'80)0 : ‘ :
Job Berk Opening Smaey, U,S, Boployuent Service, Office
of Techmical Seppent (197%),
: W

College Placenent Couneil, Selary Survays 197980, |

Tene Corty Persommel Division Compmpgntiy Py
Jﬂl}’, 19%, .
Aperican (;'nemical Seciety, Am '.' elery &

"oowpati ore] Outlodk Querterly," Sumer 1980,

Wise Perseumel Agency, M’ 1980-
CIs Beren Pagel**
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«=~QUTLOOK: SLIGHT SURPLUS OF ENTRY-LEVEL APPLICANTS: BALANCE
OF THOSE 1TH SEVERAL YEARS LXPERIEMCE« FACTORS AFFECTING
QUTLOOK INCLUDE-CONTINUED ENPHASIS ON A RAPIDLY CHANG ING
TECHNOLOGICAL ECONGMY, IDMIGRATION OF ENGINEERS FROM OTHER
STATES, INCREASE IN THE NURBER AND USE OF ENGINEERING TECHNI-
CIANS, SUPPLY OF NEW ENGINEERS ENTERING THE LABOR FORCE AND
CHANGING ECONGMIG CONDITIONSs. PRESENTLY, PRUSPECTS ARE BETTER
FOR SOME SPECIALTIES THAN FOR OTHERS. ELECTRICAL ENG INEERS., FOR
EXAMPLE, ARE IN SHORT SUPPLY, WHILE THE RECENT SLOWDOWN OF CON-
STRUCTION ACTIVITIES HAS DECREASED THE NUKBER OF J0BS FOR CIVIL:
ENGINEERS» OPPORTUNITIES ARE G00D FOR THOSE WILLING TO gELOCATE
AND FOR QUALIFIED WONEN AND NEMBERS. OF NINORITY uROUPS

PREPARATION FILE

PREP FOR ;r2All; ENGINEERS

-;'SKILLS: KNOVLEDGE OF ENGIKEERING AKD DESIGN; ABILITY TO PLAN
AND ‘MAKE DECISIONS; KNGWLEDGE OF MATHENATICS: PRYSICAL AND SOCIAL

SCIENCES, -

«=~LICENSING: PROFESSIONAL ENGINEERS NUST BE LICENSEDS REQUIR£° |

MENTS INCLUDE:
- 8 YEARS ACTIVE PRACTICE IN ENulNEERING YORK AS APPROVED

BY STATE BOARD AND PASS EXAM. (EXAN FEEs 323)

OR HAVE At :
= BeSe IN ENGINEERING PLUS 4 YEARS PRACTICE IN ENGINEERING

| WORK AS APPROVED BY STATE BOARD AND PASS THE EXA
0R BE! |

. CERTIFIED AS. AN ENGINEER IK-TRAINING- CEAT)-VHICH REQUIRES

4 YEARS PRACTICE IN ENGINEERING WORK AS APPRGVED BY STATE
_ BOARD AND PASS THE EXAMe (EIT CERTIFICATION FEE: $28). '
INITIAL LICENSE FEE! $5, ANNUAL RENEWAL FEE: $13+ FOR MORE
INFORMATION CONTACT THE (REGON STATE BOARD OF ENGINEERING EXAM-
INERS, 4TH FLOOR, LABCR AND INDUSTRIES BUILDING: SALEM, OR
97310+ PHONEs 376-4180.
««-PREPARATIONS SEVERAL COLLEGES OFFER 4 OR §-YEAR BACHELOR'S ,
DEGREE PROGRAMS. AND KANY OF THOSE ALSO OFFER MASTER'S DEGREES-
SOME COLLEGES HAVE COOPERATIVE PROGRAKS WITH QUT-OF=STATE :\'
SCHOOLS» COMMUNITY COLLEGES ALSO OFFER 1 AND 2 YEARS OF GENERAL
GOURSEWORK THAT CAN BE TRANSFERRED T0 A SCHOOL OFFERING AN ENGI'
“ NEERING DEGREEs
!? RELATED EDUCATIONAL PROGHAM1

\) Q

ENG INEERIRG (SEE PROG 251) ]

Eocg@ tignal Cublook Hﬁ:ﬁ Ly (1980481 o) oo 2820292, |
Soctety of Woren Enginsers,, Nomen in Engineering,

Engineering Counul for Brofessiael Devel opnesty

- Vinorities in Engineering,

(IS Bevien Peoel®
Job Benk Opem.ng Sumazy,
Tabor Yerket Booncuist, Oregen State Bmployoent Service,

" teleshene interview,

College Plabenant Comneily alagg Survey 19780,

Projecti f Fagi Doctorate.
Newspaper arbiclesm

* gometi e, Oulods Tty (198081 ey 1m0 2522,

Stete of Oregm Boployment Division, Mﬂﬁ
_m_fmm, 0 1920,
Boaxdomeg:menngEmmmrs. ‘ S &,’

%kﬁ%.i.&ww N°S- 3r 598 1, 399
7y 426y ‘

Cexesr meterials fron professional organizations.‘

(1S Review Panel®
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JOTES:? ' ) A .
*Career Vaterdels fron Professional Organizetions,

bagrican Soclety of Ciﬁlwmm,kﬁﬂmmmgm? end Capoege
Generel. Eloctric Comery, Whatts Tt Liko To Be e Eopineor

e Ingineers® Coweil for Professtanal Developeart, W_mjum ansl Bpgipeering
Tog Blagk Cellogiep (Jemy Feb, 197), "Black Engizeers” .
em, Q.raers

Soericen Tngtitue of Mining, Yetallurgical and Petralew

~ Anerlcan Socdety of Agriculbume Engineers Agrionltvme] Bosinaon
Western Interstate Comissiom for Higher Ewation, Mipe
Uy Departoant of Agriculiure, Egglnoers in the deziciltre] Fegoare
Yot} . Soclety of Profossiomal Bngineers, Bygigporizg

4015 Rorlow Bavel + employees ebucetors and placepent; offioms in Oregon in the fleld of Fogloséring, -

Feul Christenaen, State Boerd. of Rogineer Brmivess, Selen, Oregun, e ,
FoJs Burgess, Deeny School of Fgineering, Oregon State University, Corvellisy Cregen, - , L.
AlﬂyHYdO’ Staf? ﬂngimu', Barrett &Assoda’oes, Pm‘hlm.‘d, ONEOII‘ P .
* Devid Ven Dy, Consulting Bogiooens, Selem, Orogun, | . o ., :
ROM Hﬂl’ RQJ. Hill mming CO" kgﬂm, Oregm. 0 ’ . ¢ : v
Eénin Berbesy Blue M, Eogineering Servicss, Pendlotin, Cregm, ‘ . ;

© "spaper Articles, ©
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V. CARRYING OUT A SYSTEMATIC
INFORIATION UPDATING DESIGH

o ——

that a person can use when-deciding about a career to pursae. To- be useful,
the information in all of the files must be accurate, current and locally !
relevant. Assuring that the 1nformation in system files meets. these quality
standards requires an extensive and systematic updat1ng procedure An

annual review of each file is essential and, in addition, a process is needed
to allow updating whenever facts change or discrepancies are found. This
chapter describes- the updating process in state-based systems of career 1n-

‘formation. Producing-high quality information requires a great deal of

time and energy, as the following pages will make clear.

The Updating Process

The most important aspect of the Information Development function in a
career information system is not the initial developmént of the information

~files. In fact, these developmental activities can be abbreviated in some

usefui ways (see page 9 for a discussion of early developmental strategies_ -

in this area). Instead, the primary focus of Information Development needs. - K
~ to be an ongo1ng, r1gorous commitment to the ma1ntenance of high quality in-

formation in the files. A great deal of information in the’ system goes out-
of-date sooner or later, situations change frome locale to locale, and in- _
accuracies crop up. 'If the user of a career infonnation system discovers
inaccurate or outdated 1nformation 1n any single ‘i]e he or she will prob- '
ably coriclude that the system as a who]e 1s not of much use. If the career
information system purports to be current, accurate and 1oca11y re]evant,
staff must have the resources and the mechanism to Leep it that way.

' A systematic information updating design has been set up for state- based
career information systems to enable th1s ongoing file maintenance to be -
accomp]ished successfu]]y. The updating design ‘is a continuous one because |
the task.of keeping the - f11es accurate is too large and comp1ex to be handled
as a one-shot effort. A permanent staff_of analysts is needed to maintain an

' N
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ongoing and at least annual review of all sySteﬁ files.
The major elements &f the plan are the processes labeled the Review
Cycle and Current Updating. '

The Occupational . Review Cyc]e To assure an annual review of each
1nd1v1dua1 occupational and educational file in the system, a Rev1ew Cycle
schedu]e is set up and mainta1ned ‘The review of - occupat1ona1 description
and prepavat1on files is genera]]y organized-to enable an analyst to sub-
stantially review major topics in each occupatioﬁal file at Teast once a
year, A number .of states schedu]e a 12-month cycle with an equal number of
occupational descriptions and their matching preparaticn files scheduled for

review each.month. The description and preparation “iles are often re-
‘viewed s1mu1taneous1y because a number of the same data sources and contact

people need to be used for eopics in both files. ' . : S

.

« State CIS's vary in the details of their occupat1ona1 review’ cyc]e
schedu]e D1scuss1ons with ten state-based systems po1nted up the fo110w1ng
maj.« - approaches .

-- 12:month indepth review: Some states schedule an extensive review

‘of topics within each occupat1ona1 descr1pf1on and preparat1on file.

- The files are evenly distributed throughout the year among tha avail-
able analysts. "Each file is reviewed systematically on a continuous
cycle. . ) L | B |

. -- Year-long indepth review with some schedU]ed'breaks: 'Although a 12~
.month cycle is scheduled, some states also schedule oaﬁses to enable:

analysts to work on other projects or to reflect the unava11ab111ty

of data SOurces~at —certain times of.the year. Ffor example, one state

does not do Review Cycle work. in December Qecause the Christmas hol-
idays inteffere with contacts with many resource people. Several

states pause in the cycle for one or more months in the summer for
*projects such as printina production or updating educational fi]e in-
‘ formation One state reports schedu11ng a six-month cycle that covers
all occupations in the system. . : A

-- Indepth review of selected topics for a]] files: Some states schedu1e

a substantial review of a few of the many top1cs covered in the occu- '

patiohel description and preparatjon files each year. The rest of the-
topics are reviewed briefly or not at all. ‘

Co.
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-- Indepth rev1ew of selected occupat1ona1 f11es Some states select
1/3 to 1/2 of their occupational files for an indepth review each
year. The rest of the occupational files are Tooked at quickly or
are deferred. to the next ‘year for the more comprehensive review.

Most state systems substantially review each year the- topics 'current

- employment", "wages", and "outlook". Other topics are also se]ected for

coverage in the Review Cycle but these topics vary as the ana]ysts select

areas of the files needing special ‘review. in a particular year.

Several workp]ans for the Occupational Informat1on Review Cycle appear
at the end of this paper. They provide a general p1cture of the extent to
which the occupational descriptions: can be reviewed. (See Appendix.)

. Discussions with the ten state-based systems 1n the survey (a11 of wh1ch
-have been in existence for at Jeast two years) 1nd1cate that most carry out
a year-long review cycle.. One state has not done this to date but plans to
do a year-long review in the current year Five of the states said they re-
v1ew occupational descriptions each of the 12 months, three said there were
one, two or three months, spread throughout the year when the occupational
}rev1ew cycle was suspended (mainly -for production or data availability rea--.
sons); one state carries out the review in six months. A1l indicated that
at least 50 percent of the 1nformat1on analysts' time was spent on the Re-
view Cyc]e Several states 1nd1cated that over 80 percent of staff time
went 1nto the Occupational Rev1ew Cycle,

The Educational Review Cycle, The educationa] program and institu-
tional files in the system are also updated annua]]y with a review cycle pro—
cedure. The timeline for this rev1ew is substant1a11y shorter than that set-
:up for. the occupational files. In many states the review cyc]e for the edu-
‘cat1ona1 files begins in April when material is sent to ‘the educational in-"
stitutions in the state for their review. The mater1a1 is returhed in May,
June and July and the f11es are updated during the summer months. This
,Shortened timeline recognizes that most educational institutions make their ™ '
"~ major det1s1ons about programs to offer, tuition rates, ‘and so forth in the

spring and early summer. -Changes are finalized before the beginning of the
:Jfa11 term in September for the students' benefit. “Career 1nformat1on sys-
tem staffs try to meet that September deadliné so that CIS users can f1nd
current facts when schoo] beg1ns in the fall. For the rest of the schoo]

.J‘
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year, the facts about the 1nst1tut1ons are re]at1vo1y stable -and so a 1onger
review cycle is not necessary. ., - y \\

The fo110w1ng chart illustrates a typ1ca1 timeline for updat1ng major
files dur1ng a year- 1ong review cyc]e

Jan Feb Mar Apr May June July Aug. :Sep . Oct Nov Dec

OCCUPATIONAL REVIEW | OCCUPATIONAL REVIEW

PROGRAM/SCHOOL FILE REVIEW

----- R Current'Update R I T

' In qut states, one 1nfofmation analyst is assigned to update the edu-
: o~ ""cational files. Several state systems, however, repdvt using substantial
amounts of student help in updating these files.
The systematic review accomp11shed by this- Review Cycle p]an assures
;the accuracy of the information. As another sect1on;of this paper on
data sources indicates, the use of a wide range of resources, including
a ReV1eu Panel for -each occupational file (a panel made up of people
know]edgeab]e about the occupat1on), assures ‘that the filas undergoing th1s
annual review also stay 'locally relevant for the var1ous geographic areas .of
the state covered by the CIS (see page 32). , S
_ ' Current Updating. “Each file in the system is updated to some extent
once annually via the ReV1ew Cyc]e process This assures a certain degfee

. of accuracy, currency and spec1f1c1ty to local: areas.. However, there are cases
" where facts chanqe at times of the year other ‘than the time an occupat1ona1
< - or educational file is scheduled ‘for the 1ndepth review. As an- examp]e, the -
.\, wage.rates for carpenters-could change as a result of a new un1on contract
' o onut into effect in January. If the occupat1ona1 file for car: Inters was-
upcated in October, there would need to be a way to update the information
without waiting for the Review Cyc1e the following October. The procedure
used by career information ana]ysts is Current Updating. Current Updating:is
a cont1nuous process wherein ana]ysts receive current bits of information from

|
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numerous data sources throughout the year. Usually once a .week each analyst
spends ‘several hours going through current facts and new information about
the many occupdliviis lie or she 1s assigned and updates relevant facts that
are important enouéh to put into the computer files 1mmediate1y Many
state systems keep a tickler filé to remind the ana]yst cf dates when facts
,may change. The current updating process updates any pertinent information
files as new information becomes available. Current updating facts are
used to update not only the occupational descr1pt1on and preparat1on files,
but the program of study and school files as well.
In summary. Through the . Rev1ew Cycle and Current Updating processes,
CIS information files are cont1nuous1y updated. The Review Cycle fac111tates
systematic improvements throughout all files in an'indepth per1odic review.
Current updating allows staff to respond quickly to new 1nformat1on and
further imprnve accuracy and currency This continuous updating process
recogn1zes that facts change year-round. The computer-based intormation
system has the capab111ty to absorb these changes on a daily basis. Ana1ysts
\make changes in the information files virtuaily every day resulting in _
information for the user that is far more up-to-date ‘than printed mater1a1:

Cr o
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L | V1. WORKPLANNING

| File maintenance, accomplished through the Review Cycle and
Current Updating processes, takes a'majority nf the fhformation
analyst's time in most career 1nformation Systems;' In addition, a
number of other regular as well as special projects are assigned to
Information DeVeTopment staff. P1ann1ng'to accomplish these general
tasks needs to be done systemat1ca11y Workplanning is the key-
organizational tool. :

WOrkplann1ng,1n the Informatdon Deve]opment Unit .
Every aspect of manag1nq a career 1nformat1on system takes some

~ degree of planning and most systems: produce an overall plan to inte-

: grate every unit's work ihto the goals of the organization as a whole.
This chapter focuses on the unit workp]anning'that'is done specifically
in the'Information Development unit. The work of'this unit is forma11y
:p1anned for the following reasons' ' | |

"Fulfilling the basic charge to systemat1ca11y update the
information files 1mp11c1t1y requires a plan, P

‘Data entry into the computer is best done on a cont1nuous
basis, rather than-creating 1rregu1ar overloads and’dry
perlods

Computer tapes and printed- mater1a1s based on, updated

information files are produced on a ‘regular schedule and
continuous updating automat1ca11y insures a supp]y of -
changes for these Y P

A program of field serv1oes to users is also based on
communicating recent changes accord1ng to a regu1ar time

schedule.
- A standard of accountab111ty for ana1ysts and the un1t is
needed. .

A sh1e1d aga1nst crisis management is prov1ded

. L . The fo]]ow1ng Information Flow Chart dep1cts theigenera] act1v1t1esf
' “in the updat1nq process that need to be systematized in the Information

Development un1t )




Table 3

" Career Information’ System ]3

INFORMATION FLOW CHART .
Informat1on Sources
FORMAL INFORMAL
Data-Producing Informed Persons/
- Offices (Review Panels)
4 —
. Review. & ]
Verify .
PROCESSING
Info. Maintenance
- Periodic
(Reyiew Cycle)
o - Cofitinuous
- (Current up-
dating -
| PROCESSING
&
Load Computer .
e _
/. % STORAGE -
Computer
Files
. DISSEM= DISSEM- ~~_ °  DISSEM-
~ INATION INATION INA TION
Manual Delivery - " Computer | | Computerized Delivery
System Printouts System
' Teletype
\\\\9 Users: Students, &
S Clients, and
Counselors
> ’ - )
) -I 3 ' - ‘ .
P McK1n1ay, Deve]o[ 98 p. 70.
N . ’ 5
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Benefits of Workplanning

- MWorkplans are used by the manager
gress and to set priorities. Workplans
unit do not have to cover everything ti

- a day, but the key tasks\needing to. be
- period are subJect to a wrltten workaa

jointly between the unit manager and tt
out c]ear1y the” recessary steps of the
results of the work,lggg,LA) are wrwtte
There are several other beneflts to wor
of how a job was done for future refere

‘management tool; (3) they serve as an i

of'cdordinating work of several people;
personnel evaluation.!4

When to Pfepare Workplans

Write & workplan when the activity
- involves several: people
- hasn't been dore-before

- requires that- several things- co
quality product to meet’a deadl

" - involves cons1derab1e time .
= will be done again and-a regocd
- requires assigning a specific p
- $ounds like a good idea but you
= “‘the work

'Rout1ne tasks (those that afe part

-clearly spelled out in a job descriptio

These activities are ones the person in

_know what to expect, few peop]e are jnv

little spec1a1 p]annlng 15 At the end |

]40regon Career Information System

Personnel: and Office Policies. Manua] Ri
Information System).’ v
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