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¢ . Foreword
1 - N . ’ \

J DL
Today more women than ever are in the labor force. Many of these are

.

“«

«

adult womén who have returned to éaid-work dfter a period of time working

A 3

without pay in -the home and the community. ‘ :
! ' )

¥
7

Most women acquire a wide varie&z of skills, knowledge, and abilities .o,
through their life experience learming. These skills are often qyerléoked

. . r .
by thek&;employers, and by the women themselves, . . . .

The purpose of this guide is to help state sex equity coordinators
’ . )

learn more about adult women's life expef;ences and about the skills,‘

- L. .

knowledge, and abilities that womenjdevelop through these experiencqgl

This guide will algo show you ﬁow“you can help employers determine the job-

’
. ~

relevance of adul;/women's life experience learning. -
+ .

By working for the recognition of women's experiential learning, you ' . N
. ' ~ =

4

- can iﬁbrove employment opportunities for women. At the same time, you "can

. of
help employers, since hiring women with experientialiy-learned gkills dan

~
- .

reduce ttaining costs while increasing sex equity.

- o o

iii b
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-, t Chapter I

- e . W _ .."
- ’ f Overview ° ////T

~ . . . R

L1
[}

The purpose of this guide is to help sex equity coordinators and

© %

employers learn more about the skllls, knowledge, and abilities that adult

" women have acquired from their life ekperiences. This guide will also éhow

_howmlife_expexienceilearning_is_used_in-paid_employmenc.

.

<

s

v

What is Life Experience Learning° .

JBY life experience learning we‘mean)learning,that takes place outside’

of schools. Much of this learning occurs in the olaces where‘pebple'work--

V4 Y

in businesses, community organizations, and the home. Sometimes life -
experience learning involves reading about, or figuring out by oneself, how

to do something new. Sometimes it involves'being shown, by someone else,

N
’

how to do sometiing new. : .

«

Why is Life Experience Learning Impértant?
‘ L . )
Only a few of the skills most people use on the job are learned in ////%

-

formal’.classroom education, When employers restrict their hiring to people
3

.with certain educational credentials, they are creating an artificial bar ier.
\
One legal review (White .& Francis, 19Z6) has called for the eliminatfon

of hiring credentials, such as the high school diploma, because they a;e
. a
"inherenqu discriminatory and because they ' undervalue experience and over-
|
value edulational achievement." What people are able to dp is more important

than where and how they learned “it.
]

What is Different About Women's Life Experience Learning7 & .
. : .
Many women spend a period of time in° unpaid work as homemakers and as .
. é ’ -l— .
. . . » “< . ‘ )




e r
- ! h .

s \

1€aders of community groups or volunteer organizationéf Although much of

-
< v

this unpaid work is very similar to what is' done in:paid jobs, it 1is often
© X

“overlooked by employers.

Disregarding unpaid work exberience has an.adverse impact on women and

ﬁinorit;es, according to a U.S. Civil Service Commigsion publication (1974).

-

This states that

- - .

"Paid experience which is closely related to the job
to be filled is always given great weight.  If paid
experience. provid€s evidence of necessary job
.qualificationsg, why shouldn't unpaid experience be
- ‘considered as well? . . . It expands the field of
open consideration to further the objectives of equal
opportunity and of finding the best person to do the
job, regardless of how that person gained his
qualifications."

What Are the Obstaclés to the Rééggniiion of Women's Unpaid éork Experience?

A

~
3 .

There are six obstacles that limit ghe'recoknition qf women's life

éxperience learning: T

4
" .

o Identification--the woman herself, or the” employer, may not. realize that

» . R

life experiences‘have also been lghrning experiences in which néw skills

and knowledge were acquiréd. ¢
‘ v a 8

Articulation~+women and employers may not be able to see the relationship

. between® skills acquired through prior experience learning.and the skills

/\«,‘ P4 (/: R .

—

.Assessment--even when emplozgrs agree that wqm@n's life experience learning

needed in a job.

has resulted 1n.job-}e1evant skills, formal recognition of these skills

/ . .

may not occur because of problemé in determining the sirpe and'qualit} of

the learning. ¢ o . SN

. A 9
. Knowledge Gaps-~because prior experience learning is hot systematically

L4




\”

N - - < ] )
organized, the knowledge aequired may not covgr all the'topics taught in

- v

a vocationdl education or job training program. ;\ o

Financial--some emp loyers worry'that the costs involved in the assessment

.
s .

of %xperiential learning will be greater than the cost of providing on-

i

s

the—job trainingmfor_a new employee, a . -

Sex étereotypes—imany employers think that only work that is”done for pay

is real work" and, therefore, depreciate the ufpaid work done by women.
\ N
They may. also hold the mistaken belief that such work is trivial and has -

.y

little significance to paid employment.
\

»

’ @ . . .
This_gufde provides materials to,gélp sex equity coordinators show employers

-~
.

how they can overcome these barriers. These materials can alfo be used by
. : .

women's centers and_other programs that provide job counseling for adult wbmen .
) ' " : o
What Are the Advantages? : ' .

. s

o By considering life experience learnigg, employers will be able to enlarge
~ . .

Z:e pogl of candiaates for a job. This can?béﬁespecially important in nog-
-
aditidnal dccupations,where employers wish t kfecruit more women workers.

Second, the process outlined in this guide—;natching skills to job

. . J ¥
requirements-<should improve employee selection. Less time and money will

have to be spent to train new, inexperienced employees. ¢ -
Finail&, research evidence has shown,that adult ‘women afe reliablé, stable

. .
workers. The women in the tryout of this process were rated by their employers,

.
« i

lafter six mohths of work, as "above average" \hployees They received the

highest ratings for their abiiity to take responsibility and to compile infor-
Ve L *

mation. Therefore, it is to an employer's advantage to recruit adult women

-~ ’ ~

workers, like these, with -job-relevant life experienée‘iearning.

~li7 v
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Chapter II . - -

g . . . . “«
: Reviewing Women's Liafe Experiences ¢ \ i :
- .

"
- . . ) P

- ? ’

The purpose of this chapter is to describe the t:ypical life experiences

- N ®

of ad'ult: women who are returning to paid work. The majdt emphag.is will be on

unpaid work experience,.such as homemaking, vo],unt:eer work, and community :

service. However, hobbies and recreation, credit and noncredit courses, and ) —_

& \

previous paid work experience will also be discussed. v
Homemaking : ' . i (A T
‘ - . ¥ ) ' s o .
A'study of homemaking tasks was done by Abt and Lewis (1978) to help °. .

vocational educators in consumer and homemaking programs make the' content of

-

theix programs more relevant.to the tasks actually performed in, the home.. .

A >

1. .
. X‘Ihis analysi;-l.%s the foélowing homemaking tasks: ) ! .
PR . ¢ .

e Managif% .mene ‘ o ° Providing and car:l@g for clothing

’ . ) and ‘textile products
"p o Caring for and, improving self . L
. - e Cleaning and maintaining the home .

N

e Caring for family members

. . Provid‘ing. transportation .
e 'Meeting nutritional needs o '
. lanning for social events® and . o~
e Providing for family health s entertaining !
. and safety , . ' _ . -
. : e . Providing and maintaining yard and “«
* Providing for housing ~ , garden -~ . .
¢ Managing time . ’ e Caring for pets . o
\ ' ’ ‘ :
Most dutiés contain a variety of tasks, and different homemakers have different
—_— T - ‘ ' " ‘
7~ patterns of tasks. The Abt.dnd Lewis analysis shows how the job of homemaker .

varies for married homemakers, sing'le perent:s, homemakers without children, low
S ,." . . < N ) N ,
income homemakers, sural homemakers, and mﬂ&o’r‘ity homemakers. - y

Y ] v . -~
v - : . : \ i
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/Another study (Arvey'& Begalla, 1975) tried to determine which paid jobs

were’ most like homemaking. Using profiles of over 1,000 occupations,othe

following 20 jobs had the most. similat scores (listed fromlfreatest to least

o

similarity): patrolman, home economist airport madntenance chief, kitchen

helper, fire fighter troubleshooter, 1nstrument-maker helper, electrician

o ‘

foreman, gas plant maintenance foreman,_hydroelectric mach1nery mechanic,

transmission mechanic repair lineman,yelectric meter repajrman, VOcational

S
)

,;raining instructor, gas serviceman, motor and generator inspector, life guard,

-

fire captain, switch gear repairman, and consumeér service home economist.

Voluntedr Work > .

o
* °

- kA study of volunteer work (Action, 1974) found that 26% of the women (and

.

20% of the-men).sdrveyed did some(volunteer work. The ‘most frequent types of

. . .
~

volunteer work in this survey weres religlous work (usher, choxr member, etc.),

35%; giving direcf service, 34/, group leader, 17%; ‘organizer or pianner, 13%;

o

“fund raiser, 8%; and clerical, §A. The average weekly time givensts volunteer
. N @ < g . .

work by the women’in this survey was eight hours. This work was done in

.

organizations concerned with health, education, justice, citizenship,'recreation,

social welfare, communit;\action, religion, and politics.'

An unpublished survéy (Ekstrom & Lockheed, 1975) of‘gdult women's volunteer

work found that the most frequent activities were! holding*an office in an

organization, teaching or tutoring; political activities, clerical work; fund

\
’

raising, writing for publication{ public speaking, and leading a cultural,

recreational ,or youth group.\ ’ S o ) N

”

Project ACCESS Surveys " . e P

In this project, fe. collected information from lSS‘adult:yomen in
7
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3

‘and Oakland, CA. Ninety percent of these women were 35 years of age or older; . .

" work experience; 4% had done mechanical worh;‘and 3% had dbneﬁartistic work,

pre,employmeﬂt cou%seling programs in Chicago, IL; Dallas, TX; Hackensack, NJ,

¥

half were oveg 45, Seventy—seven percent were‘ﬁhite, 14%. ‘were Blatk and the . : ﬂ‘

. s " ¢ t ‘ ot
remainder represented other minorities.ﬁ All held a hiéh school diploma or GED. ) ¢
All had been primarily homemakers (not regularly employed for pay outside the 2.5 . w‘h;w'

@’ - N ° oA
home) for at least five years, sixty percentkhad been homemakers for‘20 years LT '§§ﬁ§
or longer. ‘ ; : : . ' ; i ‘: o y ' \\.“ t

o

. _Their most{frequent homemaking experiences included: cooking, 2&%;‘shop- .

ping, 94%; cleaning, 93%; parenting, 88%; money management, 85%3 home ;

maintenance,, 83% home nursing, 797%; horticulture, 79%; and appliance repair,

‘ = '. ) . . B . -~ . . S L

3.72. ’}?:’0 :’ - ] -
Eighty-two percen}&pf these women had‘boluntegr work and commurity service -~

T\‘\\\sfperiences. These experiences were in the areas of; education, 26%; civic
[ ]

- A
action, 147; religion, 14%; health, 134, citizenship, 10%, politics, '3%; social

welfare, 2%; and recreation, 1%. Twenty-one percent had received formal train-
ing from theiéfhommunity or volunteer organizatioen. . "j' ) -

a

Most (93%) of these women had previous paid work experience. The most

ki

frequent area’of experience was business detail, which involved 47% of the
group. Twelve percent had education or library work experience; 11%Z had sell-
{
ing experience, 10% had social seryice;:otk experience;.SA had personal_seﬁvice '

3

Twenty-one percent of these women had received formal on—the-job training. ’ ;

) :,Ihirty-six percent of these 155 women had received vocational or technical
training Of -these, 53% took businEss or office programs), 12% personal

services, 11% health, 9% ‘fine arts and humanities,; and 5% home economics.
V4 : . .




.

Thirty petcent of these women had a ‘college degree! The college programs

most-freque'ntly mentioned wére; humanitie(s, 17%; education 16%; business,

)

13% ;‘;'end- osychology » 12%. ) T e

’

&

s

‘ In this project ‘we also conduczted a survey of 131 adult' women (average
Y
age, 40)° who were returning to paid employment Eighty-three _percent of the

\

women were White and 17% were minority. Most: were residents of cities (40%)

Iy A o [

or .suburban areas (4272). Almost all (96%) hgd a high school diploma or GED
.? Lt '

' “but only 36% held a%collegé degree: ' Eighty-nine percent had not been

- ‘ R —

".'r'egul*'er]?y$eﬁ|i>loyed ‘for’pay, outside the home" for five years or longer; over

’

60% had not been employed for pay for more than ten years. Y

-
!

We asked these wom.en about ffequent %pecific experiences in homemaking
. [+) o« »

. and parenting, volunteer work and community service, credit and nonéredit

»

N ’

courses, and hobbies, as well as any paid work experience. As can be seen

\ - . »~ «
below, these women had prior learning experiences related to many ogcupational
[ b4 . .

groups. . — ' . .Y
. ~ . . T YA
Experiences related to Agriculture and Agribusiness OcCupat;ions° ’

Growing flowering plants o - 1%

Floral design . . : ’ 59%
vPet-care, grooming, or training ' I \ 53%
Landscape design ; . Ot 47%
Lawn maintenance . <L ' ' . 47%
Vegetable or fruit grOwing P . . ’ ) 437
Paid work in agriculture ' . L. 6%
Experienhes related to Busipess and Office Occupat;iy o s
\ g

Managing household money - A S ) 82%
Maintaining home financial records ’ . . 767
Selecting liwing quarters’ . . 697%
Paid work as a secretary = , - ~ * . 65%
Elective office in a volunteer organization , T 447
Typing, filing, or office work for a volunteer drganization o 62Z

Responsibility for the day-to-day administration of - .
sa volunteer organization . : 33%

. i '
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»

0

Supervision of other volunteers
Paid work as a bookkeeper
Keeping acgounts for a volunteer organization
Being-responsibile for the financial management of a
volunteer organiéation s ,

O.

s

Experiences relatéd to Communications and Media Occupationa

} v

Speaking before large groups

Obtaining and scheduling speakers, performers, or films
Photography -
‘Writing or editing a newsletter
Writing press.releases
Performing in shows or concerts

EXperiencés related to anstrggtign_Occupations
I . . ,

’ Interior design
.Furniture building
Painting, wallpapering, or setting tile .
Carpentry or, construction ¢
" Paid wgrk in-buildgﬁg or construction

. Makifg electrical repairs
Making plumbing repaipg ’ L .
’ . . .

Experiencés related to Fine'Arts and Humanities Occupations:

Providing religious instruction~

Fine arts hobbies (painting, music, .etc. )
, 'Reading in the humanities
Designing clothing
Creative writing - .
Learning or maintaining a foreign language 7
Credit or noncredit courses in the humanities
Designing posters
Paid work.in the greative or performing arts =~
. Translating material into English
Translating .material into another language

Experiences related to Health Occupations:
. Providing home health care
Caring for an infant
Giving first aid for injuries . -
Diagnésing childhood diseases
Reading in the biological sciences
Caring for an elderly or ¢handicapped family member °
Credit or noncredit courses in the biological sciences

Paid work as a nurse . < .

-

33%
32%
29%
29%
25%
20%

60%
38%
22%
10%
3%
2%
2%

74%
54%
32%
29%
247
22%
217
21%
177
6%
27

. 88%

847

- 66%

51%
17%
15%
13%
12%
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]

Experiences related to Manufacturing, Repair, and Technical Occupqtlons:

Managing time and scheduling activities . N 967
Setting priomities. ) X . "88%
Crafts (ceramics, stained glass, etc.) g . . - 56%
+ Making clothes for children or adults - 517%
Assembling children's:toys and play equipment 48%
Training others to work in a volunteer organization . 47
Repairing furnitnee 382
- Credit or noncredit crafts courses 35%
Supervising the work.of other volunteers ‘ A 32%
Paid work in manufacturing \ 23%
Reading in the physical sciences 14%
Credit or noncredit courses in the physical sciences 127
Furniture finishing/refinishing . "t 127
Paid work in science or technology o ) C 124
Paid mechanical or repair work . < - 5%
Making small appliance repairs ‘ \ 2%
Experiences related to Marketing and Distribution Occupations:
Evaluating and purchasing food . L T 100%
Evaluating-and purchasing textile items © 88%
Evaluating and purchasing furniture and appliances 65%
Paid work in retail sales 40%
Supervising the distribution of printed materials- 32%
Selecting, pricing, and selling items for a volunteer
. organization . -~ 28%
Organizing a sale : ©T h 27%
Creating advertising for an organization 21%
Experiences related to Personal Service Occupatigns: ¢ ‘
Cleaning and caring for clothing - Ty 97%
Housecleaning and home maintenance supervision 93%
Providing personal grooming or beauty care # . 17%
Paid work in household service . 20%
Paid work in cosmetology 67
Experiences related to Public Service Occuéations: ’ -
r'd
Listening to and advising children in the family 92%
Evaluating-and selecting educational institutions R L7142
Evaluating and sélecting child care arrangements ° '72%
Referring others to sodrces of information or assistance 587
Responding to telephone inquiries fof dnformation * . 52%
" *  Counseling individual, children or adults ) . 40%
Counseling groups of children or adults - . 347
Fund raising .

. /

16

~
R

327%
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Reading in the social sciences \ < 32%
Conducting a telephone or questionnaire survey ) T 30%
Individual futoring of children or adults ’ 29%
Working with the elderly. 29%
Paid work as a teacher ¢ 1/ 28%
Credit or noncredit courses in the social sciences » - 25% .
W8rking with the emotionally disturbed °* : . 24%

. Paid work in social work. i M . 22%
Paid work in a'library . ) . to16%

Experiences related’' to Food Service, Hospitality, and Recreation Occupations:’

Family cooking, and baking ' ’ 98% °p -
Participating in individual sports . .S \ 17
Organizing family sacial events and entertaimment | \ 61%
Doing gourmet cooking 55%
Planning fami],y vacations, travel, or recreation 527,
Doing quantity cooking or baking for an organization _ . 50%
Entertdining groups of children .7 ) 47%
Camping hobby ) . i v ’ 412
Paid work as a waitress . ) ] ©o3%% .
_ Backpacking or hiking hobby . . 247
Coaching a spert - . 247
Organizing a.volunteer group's dinner or dance ¢ . . 247%
Paid work as ‘a cook 234 . -
Arranging organizational or growp trips - ' S/ 22%
»Participating ih team sports . _ ' 22%
Paid work as a travel agent A ' 4z -

. .

‘ Experiences“ related to 'fransportation Occupations: T

Providing fami}ly transportation . N ' 727
‘Driving a truck, van, or bus. for a volunteer organization . 297 ¢
- Supervising automobile maintenance - * 29%.
_Boating or sailing hobby ) . 20%
Making autombbile repairs e 47

[N

Sex equity. coordinators, career counselors, and .employers can identify' the job-

relevant experiences of: adult women using the Experience Description Summary

developed 'in‘this projéct. A copy of the Experience Deﬂscription Summarxy can be

found in Appendix A. . . : .

~
,
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@
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Chapter ‘111 - ' . . .

Detergining the Job-Relevance of Women?s Expérienfial Learning .

’

, ,
® ) N . : . ®

I . -

The purpose of this chapter is to sihrgw that women learn many" joﬁ»relevant .
_/
skills through their life experiences. The emphasis will be on experiential

learning, or learning that takes plaoe outeide of tbe,formal instruction that

-
[ -

is.offered in a school or college classroom. > .

It is importaht to point out that the crucial part of experiential learn-
ing is learning. Two individualg may spend the same amount of time in an
A ] ‘

experience, whether in the classroom or outside, but they may leave that exper- ,
_;eﬁE with different amounts of learning. For this reason, most experiential

‘leagning programs|%o‘not equate the amount of time spent in an_experiénce with ° o

. _ i
what hds been learned from that experience. Instead, some type of assessment

procedire is .used to identify the breadth and depth of knowledge acquired.

Studie§ of. Womén's Job-Relevant Experiences . “

,

A
One of the earliest»studies of the relationship Retween homemaking com-

4

petencies and paid work was éone by Nickse (1975) First,;ehe identified "ten

homemaking competency areas. She then asked human service administrators to

rate the importance of each of these to professional jobs in their agencies.

» .

As can be seen from the table on page 14, eight of the ten competencies were"

Jrated as desirable or essential -for human seryice pxofessionals. ) o .
“ Two programs, one at%Northeastern Univeigity and one at Goucher College,

have developed materials and techniques for relgting women's 1i{e experience

’,

learning to paid jobs in management. - In the Northeastern p;ﬁéram, the woman

-

seeking employment describes herself in a "Personal Competenéy Profile," .
. T //) i ., .
: Cote <13-- e
- . 1 n
. A ) -
- ¢
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~14—
//fi' . ngpﬁtency Area Importance o 2
Community resources . 1.81 .
Goal setting 1.74
. Interpersonal relation7 1.68
Understanding self 1.63 .
-Human development g o * 1.61
. Decision making | . 1.59 :
o - - Business and family " finance - . 1.52.. .
. s Home health: . 1.37 .
" Physidal environments .84 ' i
v Goods and services .57

Seale: 2= essential; 1'= designable; ) :

‘e -1 = not needed; -2 = undesirable

e
'

which includes specialized, nanagerial and interpersonal tasks in which she |
has engaged, the special skills involved, and the competencies underlying

- Eh e skills; ‘this is then related to an employer- repared ""Job "Competency
B yer-p

S v
. »Profile;" which. also involves a description of tasks, skills, and competencies. )

. The Goucher projecé has women describe themselves in a "skills Suqnaty " which ¢

i . covers technicai manage:ial and social/personal skills, and present evidence
of how theéetskills wére demonstrated; the,employer's “Position Profile" lists

-the technical managerial and social/personal skills which the job requires,
deScribes how”these skills are applied and also describes the objectives to
- - N »
; '%\:“ be met or~results to‘be produced in carrying out the job successfully. Both

progxams then place the women in courses to help fill in the "missing\links"

between eiperience gid the job reﬁuirements Implementation of & system *%

. .
a0V o -

N sfftlar to these programs require careful job analysis as well as good counsel-
ing ‘and appropriate education L = T “ﬂ. .

-

ey h _ﬁ. Sy In Pr%ject'HAVE Skills (Ekstrom 1981), a qﬁestionnaire describing 524

;--

’ * o w‘ ;1 BTN
r homemakipg andggalunteer work activiﬁies in’ 19 areas was completed by 122
s v, £
adult womén and by 56 personnel specialists.' The women were asked to indicate

e . . ™

P < s
g T ‘oL, . : , .o

ALt ‘j
Y : - e
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A
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N

the frequency of their expe‘rience in each activity. The perSOnnel spgcial-

<

“ists were asked to rate the relevance of each activity to paid ‘employment.

8

X

The tabie below summarizes the findings. As can be .seen, the women had the .

. o -
most extensive experience in consumer economics, food and nutrition, child )
: k]

.
N
.
-~ M .

\ . .
HAVE Skills Ratings by Women and by Personnel.Specialists

**Scalc: 3= Releva‘g‘% to many jobs to 0 = Not job relevant

" . -
A4 N
a - .

i . » f ' A
' Personnel Ratings
o Women's . of Job R
Skill Area . . Experience* . Generalizability**
Admir‘xistr.atio‘n and .management . 1.54 » 1.93 . R v
Animal care ~N ©0.48 0.70
Clerical . - 2.02 "o 2,42,
Communications \ = R < 1.77 - o
Community resources and, gé;v'iqes - 1.35 . 1.24 |
, Consumer, economics\ 2.56 . 0.83 ' ‘
Coun’seliﬂg\ and interpersonal . . 1.81. ' 1.46
Des#:n and aesthetics ) . L 1.83 - _ 0.87
~Emé1:gency and cfisis intervention . . 1.27 oo 1.30 ! ) o o
Financial management and sales) . . ‘l..32. : ) 1.64 ’ .
Food preparation and nutrition 2.34 T 1.11 v
Fund raising - 1.20 s 1.05
Health and child care | ¢ T 2,10 *1.02
Horticulture : T 1.70 . " 0.86 -
Legal and civil righ.t‘s' to. (;.70 1,21 . .
Mechanical and physical ) ' 1.39 ) +1.18 )
Problem solving T L8 em 1,72 "
Research .y . | : .31 1.38 ) -
Teaching and training Coaw L8300 1.39 o
*Scale: 3 =, Do frequen‘tly to 0 ='Have not done .
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.

care, and clerical work.

financial management and sales as being generalizable o the largest number

. of jobs. '

" Job-Specific Skills

‘The personhel specialists rated g8kills in clerical -

3

3

R

°

3

-

-

A"

.

’ work administration and management, communicationé, problem solving, ,and

While the HAVE Skills analysis shows the job-generalizability of women °s L s

ﬁlls, it does not indicate ‘how important any given.skill'is im a specific

occupation.

.. origindlly described by Sidney Fine (1957), which are widely psed in occupa-

el

'7!

- ) w, . .
+ Before proceding, it is important to explain the .conceptual frame%rk

»

within which we were working..

tional. descriptions, including those in the Dictionary of Oc:;upational Titles.

These skills are:

@

.

3

-

T

<

Olr lists were based on three types of skills,

v

4'4

N

» Functlonal Skills - Based on aptitudes and developed through

v
s

education and experience .

with people w-ith information (data)

‘s,

*f

ek

These skiles involve dealing

and with things J

2 such as* ﬁﬁ?m homemaking to a gaid job.,

Work Content or 'l‘echnical Skills = These: .are the specialized

-

i
"—:’?fslgills ?ande-«knowledge 'needed :Ln a particular job.

5~w

~

e tﬁ%ry similar.

_“
-~

S

¥,

~g-‘3-

Self Man%g?xféht Skillg™

They,: are mp&canm.n determining how well an individual

LN

These are related to personality

Theggmy,not g;ransfer go other

B

.

S

' 'l‘hey can be transferred from one activ’f"ty to another,

They

-

A
&
¢
(
14 ~
L4
.
-
! ©®
s
o
]
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> »t
-
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are includec in the self-rating section of the Experience Description Summary
. L S -

(see Appendix A) ‘ : K -

can deal with‘differeét kinds of people, thé amount of -
. .. ‘ ' .
iﬁdependence or responsibilit& a person Wanterin a job,
and how ankinoividual adapts to the wori place. °
In Project ACCéSS we selected eleven direct-entry occupations;for which

the u.s. Depar;ment of Ldgor predicted a high demand in.the 1980'8. These

] 2

occupationswgere: airline teservation agent, bank clerk/teller,~claims adjys-

ter,:credft/collection worker, electronics aSSembler, flon;l designer honu:

health(aide, ingurance sales agent, personnel worker, photo laboratory ;echni—

cian, gnd social service aideé. We reviewed occupationa; literature, task
. .

analyses, and, job descriptions to become more familiar,with the nature of e?ch
. ” ¢ ¢ . -~

-

occupation.. Wé also held interviews with employegﬂ’in di%ferentbcities to

- !

'obtain additional informatign. This informatiogf was used “to develop draft

skilf’lists for each occupation. Each list was then sent to aide employers in
y each occupation. The employers were asked to rate edch skill.to show its

= ., ‘ ’o

importance in selecting n employejhm

a vt .

A transferability analysis was then done for each Project ACCESS occqza-

qr S

. tion. The purpose of this analysis was to identify. the joﬁrfelegant skdls

which women learn from their life experiences. These skills,- which were ~

’ >

fairly common among adult women and were/a&so'rated as important by emploﬁers,

©
[]

” ~
& ~

An example of the analysis for onevoccupationm, bank teller, ig given on

page 18. The ratings shown are the importance of eachaskill or ability in ’
selecting newfbank tellers. (Only ite&s;with ratings of 1.5 or higher‘are
ta e V2 .
»

shown.)

~




Occupational Title: Bank Teller

Brief description: 'Receives and pays out money. 'Keeps’records of money and

Example of a froject ACCESS Occupational Analysis

N - ',

.~

‘financial transactions. z -
) ' °
Required Skills (Ability to*. . . ). . ~ . © * Ratingg*“
- 5 ’ . . N
Functional . .
A. People = ) R 0 .

Sell a service //// N

. Things

Greet and serve large numbers of people in a pleasant, alert mannér 2.7
Follow orders and accept supervisien 2.4
Demonstrate awareness of‘and sensitivity to community attitudes ’ 2.3
Interpret an organization and its system for delivery of services 2.2
Establish rapport with people of di#erse backgrounds L - 1.9

1.6

e L ¢
.

—
Informatien (Data) -

Learn details of new procedures andgéermices,qnickly

Respect and safeguard thé eynfidentdality of financidl records
Make change quickly and aécurately . . ' (;\*:
Establish and maintain neat, accurate, detailed financial records
Remember detafls - - AL . : -~ 4
Follow moderately complex’ procedures precisely’ - o

Do arithmetic computations quickly .

Work with numbers o~ - .)('\\..

7 s *
Use an adding machine ) s . ) ‘ 1.9

Specific

Self Management

-

*Scale: 3 = Very important, 2 = Moderately important*

Use bank business and commercial forms correctly 2.1
Explain checking and saving accounts ° 1.9
Explain bank policies and servicés c . . 1.9 .
Do customer relatfbns work : — N . . 1.8
Do bookkeeping or accounting : . ' = 1.8

y

{ . ‘

Deal,effeCtively with customers

Thitk ‘and behaye .rationally when dealing with an emergency

Be punctual afid- hhve careful work habits .
dle unpleasant confrontations cheerfully - .

Be.congcientious - , «

Take responsibility

Work under ‘pressure ' ) - .

Work steadily at repetitive tasks , ) :

-

HEEREERENDDDN
.

L - - NSV b NV
-
~

X ?'Of‘iimit‘d—importance~ 0 = Not relevant A \ .



Tryout of "the Experience Description Summary .

-19; Tl [

.~

I

Summary, self-ratings on

. employment counseling

AY

A

the job.

the employers'

e

20 and 21.
. [ { »

- '3 <

Description Summary, are

scale score correlations with over-all job performance were generally posi-
tive, ranging from highs—of .65 for inburance sales agent and .61 for credit

. and collection worker, to lon.of ~.02 for claims adjﬁéter and ~-.26 for air-

1~
line reservation agent).

tend to be sqmewhatxkower than. their employere',emaluations of them.

) *

In order to détermine,the usefuf%ess of the Experience Description
. 4 .

W . .
these skills were obtained from 155 women in pre-

orty-nine of these women later entered employment.

After six months, follow-up was made with their employers to obtain a rating

4

~
of‘bver—all JOb performance and, also, ratings for the skills importapt to
The comparison of ths women s self-ratings on selected skills and'’

ratings for these same skills are showyn in ‘the table on pages

.

. -

The

tryout concluded that skill self-ratings, such as those in the Egperience

useful in screening adult women for employment.

e These ratings are fairiy godd predictors of over-all job -performance (total

‘=

Specific ékiii?ratings were also good predictors,

but tended toward beging under¥stimates, as-can be seen in the table.

2

As can be seen from this table, the womqg's self-ratings of their skills

~N

T
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©

Mean, Employer Ratfings Compared with

~—~an

Mean-EDS Self-Ratings of Employ:ead ‘Wénien . 3
. k ’ Te H ' b y "N
Ability to: , - Employer °Womeg Difference .
L} N ‘ * .
.1. Take responsibility 2.8 2.4 S
.8 - . ' .
Al v 2, ‘Coxqpi?lﬁe information 2.8 2.2 ~ .6
T3, Bews‘elf'-dirgfc’ed and work irdependently 2.7 2.2 - .5
- 4, Roll9v3 orders and accept supervision 2.7 2.6 - .1
5. Cooperate with other wotkers (- 2.7 1.8 -1.1
. R /. . 4
. 6., "Be reliabl%punc.tual, and conscientious 2.7 2.7 0 .
. 7. Do précise and accurate detailed work 2.7 2.0 - .7 )
-8. Do a repetitive task following set R o
procedures > 2.7 1.7 -1.0 ¢
- 9. Deal effectively with people/customers 2.6 2.4 - .2
. 1 . '
« 10. Show compassion forﬁ:hose with problems 2:6 2.7 + .1 -
11. Establish rapport with people of .
. various backgrounds v 2.6 2.3 - .3
, 12. Do simple arithmetic computations* ! 2.6 1.8 - .8
i.3. Keep jneat: and acpurate recgrds *"S‘“ 2.6 2‘.2- - .4 .
14. Negotiate between two .0r more i
people/groups . 1 2.5 2.3 - 2.
— . N s
~15. Solicit and make use of negative : L ,
) ¥nd positive feedback - g $ 2.5 1.8 -7 ..
16. Respect confidential records and ° v o
-/ information , ’ 2.5 2.8 - +.3 .
. ¥ ) t A .
17. Think and behave rationally in an ’
T emergency or confrontation 2.5 2.1 - .4
)
18 Sell a product/service 2.5 1.8 - .7




- “ 4

L

2

-

. Mean Employger Ratings Cémpa&kea with '

) ¢ .
. Mean EDS Sel}f-Ratings of Employed‘Women,((Eontinuéd) )
1 ' .
& o, ~ . t . .
. Ability 3:0 . ’ _Employer  Women .Difference -
'_1 19. Carry out oral/written d‘irections . o '{,,3‘ ; Lo T <
of some c%;nplexitye ’ 1 2.5 225, .0, s
o 20, Refer others to sources of. information . ( ,
- Co and assistande " 2.5 2.6 4+ .1
21. Adjust schedule te {nexpected changes, . :
' be f¥exible 2.4 2,6° + .2
/. ) . K .
22." ‘Intérpret the feelings, ideas, and .
opinions of others ’ ) 2.4 2.8 + L4 .
K
. , r |
23. Instruct others /\ 2,4° < 2.1 - = .3
- L 3
. i - * 1 .
24, Set priorities ' 2.4 2.0 - .4
25. Be competitive; strive to better - NS
performance .. 2.4 2.0 = .4
~ "26. Analyze a problem; do problem—solving‘. 2.4 1.9 - .5
' ¢ ? . - » .
. 27. Evaluate a prpduct using stated . - ]
T N guidelines 2.4 & 2.1, - .3
o8 .- Supetvisdyor manage others . 2.4 2.2 .2 ]
i Supervisey ge of co
29, TLearn new information, rules, or ¢ e -
‘ procedures 2.4 2.1 - .3 .
30. Use writing skills 2.4 1 17 - .7
. o ) T oL
. - 31, Manage time and schedule activities . 2.3 2.0 -.3 =
* 32, Use oral communication effectively 2.3 2.1 - - .2 ,
33, Meet acc_ountaEiliny deman'ds .of dtheré‘:- N Z.3 2.1 ~ 2
- ' . . . A ~
' 34, Observe safety precaut on the job 2.3 2.4 + .1 '
35. Perform work under stress 2.2, 2.1 - .1
! 36. Persuade or influence othe\rs 2.2 - 1. L -3
L 1 M . - - -
ot .
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- Chapter IV

Helping Employers Recognize-Women's Life Experience Learning

L]

¥The purpose of this chapter is to outline a process that employers can

use to ildentify adult women who have job-relevant experience and skills.

This chap:qrais an overview, Details, exampleé, and worksheets will be pfa—

.vided in later chapters. <

.
! ~

In describing this work, the emphasis is on the process of identifying
job-related life experience learning. Each business™or industry has its own
special needs, requirements, and standards. This process allows employers
and their,personnel administrators to uéé their own selection‘ahd hiring ,

standards while, at the same time, increasing opportunities for adultlwomen

) -
>

. who are entering or returning to the paid work force.

Outreach

The sex equity coordinator must first reach employers and irterest them

.
-

\

in using this process. Large businesses and industries which have a person- ’

L3

nel office handling'mqny job applicants are a good place to begin. The sex

equity coordinator may also wish to présent workshops about this process for

-

'+ 1ocal chambers of commerce, personnel administrators' associations, and

similar groups. The Projeét ACCESS Process sheet (Appendix B) can be used

'ag a handout for such presentatioms.
' [}

_ Steps in Providing Recognition for Women's Experiential Learning

4

The eight steps of tﬁis process, are:

J

1. \Identify the skills knowledge, and abilities which are required in the

. ’

-occupation or job. ‘ .

s

. 23— -

~

’

»




- . e
' . . : ~24- )
S . - . A
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i. The purpose of this*Step is to help emplgyers (or theit

personnel administrators) determine the nature of what
is done in an occupation. This information is often
already available in job descriptions or job analyses.

\ 2, Rank the ski}%s knowledge, and abilities identified in Step 1. This

. ranking should be déne by workers or supervisors in the occupation

-
- -~ a . » !
-
- w©

or job. ~ . : -
The purpose’ of this step is to have the people who know
most about the job decide on the relative importance of
the skills, knowledge, and abilities used in it: Some -
skills will be "minimal competencies" necessary for all
workers; others may be less important.! R

. L]

3. Determine which skills, knowledge; and ahilities will be considered as

sufficient evidence that the job applicant has mastered the require-

- . .

« ments of the job,

The purpose of this step is to help employers determine
the standards and content for the assessment process.
N .
4, Select the aqsessment procedure(s) for each job. Determine who will
— . , e K

make the assessment. " Assessment of life experience learnfng can

%gvolve standardized tests, employer-made tests, deémonstrations,

I

simulations, interviews, portfolios, and other techniques.

R The purpose'of this step is to help employers.in deter-
. mining how ‘the process of asséssment will take place.
5. Recruit adult worien who ase interested in obtaining employment.
f * .o . ¢
- The purpose 6¥ this Step is to assist employers in
developing .and implementing an ocutreach plan to .

. attract adult women ,who, through their life experi-
“ence learning, mdy hgve acquired the skills,. ’
knowledge and Jabilities necessary for successful
performance in selected jobs.- L e :

o . °

5

6. Screen and Assesd the women, using the Experience Description Summary

~

s ¢

and, other assessment processes. Information frem the screening can .

'Y
. . .

LIS PR
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4
v

° be used in two waygz (1) to counsel women' about the kind of employ-
ment they might enter, and (2) to identify women who appear to have

~ sufficient life experience learning to be assessed for hiring,forva

L} -

particular job. : N 'y

The purpose of this step is to provide a quick and low-
cost preliminary estimate of how women's skills and
.experiences relate to-available jobs.

¢
\

K}
’

7. Place women ig\the selected jobs. The type of placement will be deter-
mined by the area in which the experiential learning'took place.
.The level of the.placement will be determined’ by the extent of ghis
experience and the skills and knowledgé acquired.

« The purpose of this step is to provide, after assessment,
appropriate job placement for those women who have the
necessary skills, knowledge, and abilities as a result of

" their life experience learning.

Moniéor,the performance of the women. Information about the women's

4 K}
contintiance and success in the occupation can be used to further -

improve the screening process.
]

The purpose of this step is to help employers collect . .
evidence that will show how well adult women do in the

'selected occupations. aThis evidence can be used to

improve the recruitment and selection process. It can

.also be used in evaluations to demonstrate the cost-
effectiveness of this process. This information can

also be used to design job training or vocational
education’programs which deal with the_ knowledge gaps

common in adult women returning to paid employment. _

2

This eight-step procéss is flexible enough so that any business or

.

.~

in&ustry can adapt it to its owm job standards and special requirements.
The .£ollowing chapter% give detailéd information on how to implemént

this process. T,

"




Chapter V

»

Helping Employers Conduct Job Analyses

¢ -

y Y

As indicated in the preceding chapter,- the first three steps of this

process.involve an analysis of the occupation or job. It may be possible'

2
.

to skip these steps if the emBloyer has already conducted a job analysis

. 1 -

or. has detailed job descriptions. However, existing job analyses may be
€

sex biased or otherwise inappropriate for this process. .

These steps provide a good opportunity for sex equity coordinators to
review job descriptions and hiring criteria with employers or their person-

¢ o

nel administrators. ' The cdordinator should be alert fod criteria.whichﬁ

are sex-biased or are not directly job-relevang,.'For exampley, in Project

ACCESS we found that one bank was using the ability to use a typewriter as

4

a requirement when hiring bank tellers. Althoug% the tellers did not use %]

.
. > #

a typewriter on the job, the bank's.persomnel officer said that this

requirement helped them identify individuals who had the ability to use an

adding machine. It would have been more’ fair to screen job applicants by

L}
s ,.

asking them if they could use an adding machine and ' then to assess their

speed and accuracy in doing this by use of a»demonstrationAor work sinulation“ ’

-

- -~ . -
- .

2

. 3

Identifying Job Skills . ' . : .

-

v L
-

The process described here to identify and rate the skills, knowledge,

4

and abilities required in a job is adapted from the job-element technique

(Primoff, 1975). This technique has been widely used by the U.S. Office of

Personnel Management (fornerly ‘the U.S. -Civil Service Commission). This .
e 7 o O .

type of job analysis differs somewhat from“task analysis. It emphasizes, the

[ o% . '
' 2] i ~ . .
- . v - L ot ° '
. e v .
. P .
a
. z '
0 . .
) .
. .
. 30 .
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4 . @b -
. . -




" the job skills needed in the bcupation of idteresb.

-

¢ . »
. .

e}

skills, knowledge, and abilities needed to do a job,dtethet‘than'the tasks
. . . : ) L
performed by the worker. .~ . . - .

(3 - 7 A

The first step in this method of job, analysis is'tg arrange for a mect-

1

-

ing of entry-level workers an pervisors of entry=level workers to identify

. In Appendix 'C you will find the script used by Project ACCESS staff in

conducting job, siiil identification sessions. As the script shoWs, the skills

-

: : - N \

4 . . .
Project ACCES$ staff for the rating sessions also appears in Appendix C. The .

learned before beginning work or if it can be learned on the job. 'The

\
in each job were listed on a chart as the group members sugéested them. ,

|

|

\

Rating the Job Skills * S

s -

. v

After the job skills have been idengified, a second meeting of workers

o

and supervisors is needed. At this meeting, typed copies of the job skill

lists from the first session are’distributed. Aleo distributed are skill

rating sheets (see Appendix C for a sample sheet). The ‘script used by the

raters are asked to make two judgments about each skill: (1) its importance

in selectiné new workers for this job, and (2) whether the skill must be

- following shales are used: . ¢ '

13 +4 ‘ . e \ s
Importance : . .
3 = Necessary for all new workers; a ninimal. competency
" 2 = Desirable for new workers .

1= iimited relevance. May be used by a few, but not all
workers in this job or may become necessary only if
the worker is promoted or advanced. -

0= Not re;evantvfor this joh s . o . -
Learning . . N
" l= Mudt be known before beginning.work . ’ LT .

+ 0 = Can be learned ,on the job




' e employer's personnel officer (or the sex equity coordinator) should p
. : «
then compute the average score for.each skill for each of the two factors

o
-

" judgeﬁ;

Deciding on'Hiéing Requirements ' »

P-" g .
After the average for each skill has been computed, the minimal hiring )

E 1

requirements for the job must be determined. \Petérmining these requirements
i{s the responsibility of the'employer or personnel administratey

‘The sex equity coordinator can assist this decision-making process by

)
y 4
pointiAg out that any skill with an Importange rating‘of 2.0 or higher is

[ 7'

considered, by. the majority of raters, to,be Necessary or Desirable; skills

with Importance ratjngs above 2.5 are considered Necessary by the majority

' of the raters. Similarly, skills with Learning ratings of b.S or higher\

Smust, in the\ opinion ef the ma}oriﬁy of the raters, be learned before enter~
] { )
ing employment. b2
¢ \

A sample summary of ratings for some of the skills required in the occu-

.

| . -

.
39 - -t

v

pation/éf bank teller is shown in Appendix D. Note that the majority of

b raters considered the first four skills Necessary or Desirable. Note, also, .

e that all of the raters.agrveed that skills 2, Q& 5, and 8 must be learned

P A .

before entering the job, .and that the majority felt that using an adding .

[
°

~ . machine and explaining checking and saving accounts cquld be learned on the
- ‘:'-. \ - i - . . V )

. joBo .. e,

Ts




Chapter VI

. Helping Employers Conduct Sex~Fair Assessments

/ . ¥ 4

In this chapter we will discuss selecting and using assessment methods

»

»

to determine if adult women have the type and level of skill necessary for

a paid job. These two adtivities are Stepss 4 and Q in the process outlined

-

in~Chapter IV. . . -
Job-appropriate assessment is key tb any program to improve employment

opportunities for women and minorities. In the past, inappropriate use of -

+

credentials (such as a college degree) and job Selection tests (duch as

mechanical aptitude measures) have served as @bstacies to sex equity. Focus-

.

ing assessment on the ability to do what is actually done in the job, rathexr:
than op_credentials, means that people are hired because of what they are

M able to do. 2 1y 1

. _ .
Selecting Assessment Methods o, : . -

_—

There are many different ways to determine if a person has the skills-,

.

e

) .

ormance test

knowledge, and abilities required to do a job. Thesei:nclude:

e Paper-and-pencil tests . e Pe
’.

o Demonstrations . ° Work.g;mulations

i

. The traditional paper-and-pencil test is probably the most familiar
’ v 1 .
assessment technique. Of these, the aptitude test is probably most often

used by employers to select employees. Aptitude tests try to predict the
1ndividual's'ﬁbtencial to learn a job and become successful in it. Typical

aptitudes include clerical speed. and accuracy, mechanical reasoning, numeri-

[N

cal ability, spatial relations, and verbal ability. ) . )
LR S
-31-
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M - . N {. .
Three kinds of problems related to sex bias in aptitude tests have been

described by Tittle (1978).. These are: .
. X A i y

o Overt sex bias .. .
¢ This occurs when unequal numbers ®f men ind women ‘are

t

depicted in the test, or when men and women are portrayed

only in sex-stereotyped roles (e.g., men are always N
supervisors, women are alw%ys secretaries). > .
o Sex differences in performance and their interpretation ) N

If individuale have not had identicil past opportunities
to learm, aptitude test scores will not accurately,

predict their capacity for future learning. This is
especiaily true for women taKing mechanical,aptifcde ,

°

tests. Separate sex norms for tests sometimes help . -

3

with this problem» Keeping good records of how well
test scores predict job performance, and dropping tests

that do not predict well, is_another way of handling Ehis.b
& -
o Adverse impact of selection tests

o [
“ .

When an employment test or other assessmeht methed

‘results in very different selection rates (proportions
of applicants chosen) for men and women, it is
considered that adverse impact has occurred. When this
happens, the assessment procedure must’ be examined‘}gr
sex bias 1in order to justify ite continued use. This
examination includes providing evidence oflthe validity

of the test.

&



Tests and qther assessment proceduxes,can show vdlidity in geveral ways.

. . —
. These include: ° " ) - o .
. e Conteat validity - showing that a,selectien procednre is a . -
. . repxjes'e,ntative ‘sample pf the,tasks to be donecon the job . ’. .
. . e Construct ‘\;alidity - showini that a selection procedure . “ . .
. : ‘measures the'degree to which applicants have character- ) N |
. istics deterpined to be :1mp:;rt‘aht for job success. R " N

s . °
LR - .

’ L Y . ®
The skill identification and rating procedures used in Steps 1-3 are one way -
4 Y d or
of getting evidence for econstruct validity. . : . N

@

In addition to aptitude tests, other kinds of paper-and-pencil tests, ' ‘ }

@ s .

such ag achievement/ tes‘ts, may be used fo'r job selection. These tésts tan be
very much like a performance test. For el{ample, a paper-and-pencil test for’

airline l\eservation agents might require them to read portions of a flight
) N schedule and then answer que;tions “about the flights much as they wohld do
‘verbally on the job. . . SR . . s : Tl -
' . Performance tests, demonstratidns, and work simulatior;s are often more. o
) appropriate for selection@ihan paper-and-pencil tests. Each of these tests | ’

8
° hd o °

.require ‘the job applicant to shew-how s/he does something. A typing- test is )
’ . . N > " Te

) one of the most familiar perforinan?;e test‘s.q . ° v o .

‘- » rs
‘ .

EmpXoyers can eleyelf;;:rperfor.'m::mée.a tests or scimulatiotns fairly easfily. . .
« .

For example,. in developinog such a test for a bank teller, the applicant _—
- ) might be.fshown the typical work setting for a teller, be given a fe,g,miﬁute”s
to become familiar with the equipment,®and then be asked to assist five - i @
. [»] ~ .

individuals acting as "customers." The pegfomance would be evaluated on ‘
the skills identified in Steps 1-3. A skill like making change can be

- .




* Using the Experience Description Sémmary to Screen Job Applicants .

»”

'assessed by determining if the correct ampunt of money is given, qut and on

- . <

hand. A skill like the ability to' handle customers in a pleasant manner can
L. [

be determined by asking two or three supervisors to watch the performance S

and rate the individual's skill as acceptable or not acceptable. '$

% «

Supervisors}or experienced workers are usually the pecdple best able‘to

rate a simulated job performance? Typically, three individuals are asked to

'do such ratings, and the majority opinion is used as a passing (acceptable) '

' B b -

"failing\\(not acceptable) score. . .- ©

Demonstrations or simulatiomns for a home health aide might involve taking

..

a temperature, bathing a patient in bed, changing a dressing, or similar tasks.

' Again, the performance would be viewed and_evaluated by experienced home health

¢ e
z a

_ aldes or their supe ors, and each skill rated as acceptable or not accept-

'

El
aole. (A samplé Employment Assessment Rating Form for home health aides is

h 3%

\provide ppen . o . e .o ,
provided in Appendix E.) & )

In the,case of an occupation such as cook, there is a product as well'as
v' ) ! )
a process, and both should be rated. The applicantimight be asked to prepare

-
.

two ot three food items. The raters would cofsider how, s/he did the job (e.g.,

. . . . ¢
, did's/hehuse the equipment correctly?). They would also rate the, quality of
. / - >

the finished food products. N

]

Led

Because of employer concerns about the time an? cost of assessment when

. ) .
° selecting new employees, we suggest that the Experience Description Sum%ary

’ . . . ~ @ Yo
be uBed to screen women to identify those who-are likely to have the necessary

.
-

job ékills. ' , .

-

.
As was d}scussed in earlier chapters, the Experience Dgscription Summary °

s .

- e _:363, N o

o

s
A




was'develoﬁed from information collected“oy Project ACCESS. This instrument ‘
has tyo parts: (1) a section in whiéh'the woman shows the kinds of 1life

experience learning she has acquired, and (2) a section where the woman rates

- herself onvspecific skills needed in a\given-job. .The T¥st of job skills

d in the Experience Description Sum-

developed in Steps 1-3 should be inser
mary as the Part 2 rating list. (Examples of such lists from the Project

s " ACCESS tryout are given in the Experience Description Summary in Appendix A.)
In addition to its use as a screening instrument, the Experience
. Description Stmmary can Beﬁused‘by an employer's personnel officer or,by-a

a

N career counselor to provide occupational and educational guidance to re-entry

¢ o) . . IS ’
women. -For example, a woman whose experience is more extensive in an occupa- /
“~ IR N - {

tional area-other'thén the one for which screening is being done may \be

counaeled to explore occupations in her area of greatest experience. A woman
A * -

— .
who has some but not all of the skills necessary for a job (a knowledge gap)

. can be referred to a vocational education program where she can acquire these

v
. . ¢

skills. « .

- ) t \ . N . .
: ‘'If a frequent pattern of knowledge gaps occurs among jadult women who are
interested in a given job area, the employer or vocational education insti- .

tution may want to develop’ a special program to meet this need. One business

machinery repair firm we contacted in Project ACCESS offers a noncredit course
in basic electronics which is aimed at helping adult S;men pass the elqctronics ‘

knowledge-examination required for repairer trainees.
. X
Decision—Making - : '

& The outcome of the assessment will be a performance rating on each of tﬁ/\\

skili! identified in-Step 3¥ The rating will indicate either adequate or




]

. ' - -36- ' ot

« ’
»

‘inadequate gerformanee. Women are hired\if they have performed adequately
-«

on those skills which are minimal competencies and which must be learned

before entering the job. Probationary or provisional hiring may be the best -

% "solution if a woman lacks a minimal campetency which can be learned on the
/ . M . .
jOb. - ' N ¢

4

§§§:\ When an applicant lacks a skill which is a minimal competency for the

job, most employers will want to identify the skill, explain where or ow
she miEE?/leafn it, and encourage this additional learning. Alternatively, . o

the employer can describe other, related jobs which do not require this ~
/ ] .
particular skill. ) :

7
Creating Job Ladders g ) .

& N

If applicants have some but not all of the skills necessary for a job,

-

it may be posgible -for employers to create job ladders which provide the - )
necessary skills through ggfzﬁg-job training. For gxamﬁle, a woman who has
"done simple repairs and maintenance on the family car might be interested in ° . ,

* ¢

a job as an automobile mechanic with a car rental agency. If she lacks some - s

of the skills necessary for a mechanic, she might be able to start/§erk *in a

L
’ ¢

job as a lot-person, doing oil changes and similar tasks, and learn additional

sgills from company mechanics through an in~-House Lraining program. If such

on-the—jgk training ie not available, sen equity coordinators may be able to . ) !
hel empioyers identify local vocational edncetion programs which will provide $

employees in entry-level jobs with the skills needed to advance. A

! College ProgrmmiggL£7Credential Experiential Learning ~
There is some evidence to suggest that employers may feel more comfortable o

abput accepting experiential learning if it has been accepted by a college or

s ‘ ’ ~ ‘ ’ . . 3 8 . Q‘




e\ . ’ . )
evo"cational institution. Therefore, sex equity coordinators may wish to help
- .

employers learn more about programs that award college credit. for prior.

experience learning. -
‘ r

, Experiential learning that has taken place through\ﬁourses in business
. .

or volunteer organizations can be evaluated, if the course ha§ been reviewed

by the America®Council on ﬁducatioh, by using the National Guide to Credit

. Recommendations for Noncollegiate Courses (Americaf Council on Education,

1979). . . o
~ :

v Self-study at home is often accredited by tests, such as those offered
: . . .

by the College Level Examination Program (CLEP). If. a woman is seeking a job

4s a computer programmer on the basisl of skills she learmed through self-study
- ¥

and practice on a home computer, a CLE? achievement tést can show if she has
——— ' -
mastered. the skills usually taught in beginmning programming courses.

Encouraging job applicants to take such tests not onlg gives the employer an

independent assessment of the woman's skills, it also giyes the woman a head-

- . \ ’

start on getting college credit for her experiential learming._ 'Information

about’ CLEP can be obtained by writing to the College Board Publications office T‘*(

(Box 2815, Princeton, NJ 08541) ' Co. .

ocal colleges which give college credit for experiential leéfning may
be Willdlii to help employers develop assessment tests«or techniques. Many( |
] - colleges use their own course tests (whether ;ritten or performance) as ' ! f:!?
"challenge "exan;inations; if the .per‘s\on can pass the teést, s/h.e is given .

. credit for the course. Other golleges nelp people get credit for prior

e

experience/Iearning by developing portfolios which show What the individual

S

knows.and can do. To find out wbich colleges near you give credit. for 1life

Se ‘\ ]
R ' ' \39 o L
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v

experience learning, telephone the Council for the AHvancemenf of Experien- )

tial Learning at 800/638-7813 (this tollrfree numbep‘pperates'from 9:00 a.m. ,
! .
to 9:00 p.m. ST§Monday through Friday)

-~

Developing Joinmt .Ventures . Dt

Employers are increasingly turning to cooperative arrangementé with
Incal postsecondar§ education institutions to develop programé that will : .{- .

. *
meet their 3ob—training and staff development needs. This type .of jdint
venture reduces business costs for developing in—house training programs. [
It also provides workers with the new skills and knowledge they need for’

jw adv&cemen t.
b

One example of such a joint effort which combines credit for experien—

-

tial learning and college courses, is a bachelor's degree program offered by

° . *

the'National Association of Bank Women in cooggration with Simmons College, >
£y .
Mundelein College Pitzer College and Loujisiana State Univeristy. " Credit is N

’g£GEB\for éxperiential learning and for-in-houSe courses insiggal'banks;
- k] s J

-

management instituteg,are held on the cooperating campuses. ’ vl
. m + . . Y © -
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Chapter vif . ‘ .
& 1 4 .
Helping Employerszeéruit Adult Women Workers -
‘ @
y . a ' % -

Most emﬁloyers are interested in and willing to hire addlt women yorkers.

Many, hbwever, do not know how to reach women who are potential employees.

Sex equity coordinators can be an importaﬁt resource by prqviding linkages
between employers and programs for re-entry »women. Recruitment of women 1is

Step 5 in the Project AbCESS process. -
N .

. -~

Displaced Homemakers o
h] Displaced homemakers comprise one of the largesE groups of women\feturn-
ing to paid work. These are women who have devoted themselves to their

families for a numbéf of years and have not been regularly employed for pay

outside the home for five years or longer. 'Suddénly, however, because of the

R

Al .
death of their gpouse, divorée, or other change, they‘gust assume thq‘ﬁinancial

responsibility for themselves and, often, for their children.

There are centers throughout the ébungry that provide counseling and

other.programs to help these women. You <an learn the names and addresses of

<

'displaced homemaker centers in youf area by writing to the Displaced Homemaker

Network (755 Eighth Street, NW, Washington, DC- 20001).

- .

Two publications that can help.sei equity coordinators learn.about and

work more effectively with displaced homemakers have been developed by Project

Seéond‘Look.~'These publications are available from the Superintendent of
» . N "

I

Pocuments, U..S_. Government Printing Office (Washington, DC 20402). They are:

~

e e Resource Guide for Vocational Educators and Planners

-

L GPO #065-000-00010=5 " ~

. $2.25

[

| 139-

P
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. -

e Vocational Counseling for Displaced~Homemakérs, A Manual

» I

GPO #06?-000-00020-2 - $2.25 . .

czm - <

Counseling-Programs for Re-Entry Women ~«

., There are two organizatioﬁs that have been*eséecially active in develop-
: © b

ihg,qounselfng programs and materials for adult women. One group, Catalyst,

-

has a)Nationa; Network of Local Resoutce Cegters.' These centers provide

career counseling, educational counseling, employment services, and/or similar
\ ¢

-

programs or services for women. A’'list of the Catalyst Network Centers may be
v S~ '

obtained without charge from Catalyst (14 East 60th Street, New York, NY 10022).
N )

o [

The second group, Wider Opportuhities for Women, has publisheq a National

\

Directory of Women's Emplqymeni Programs. This directory, which gives aetaileq

information, about 140 programs, is available for $7.§0 from Wider Opportunitieé
for Women (151} K Street, NW, Suite 345, Washington, DC 20005).

Women's Centers ih\Golleges and Vocational Education Institutions

Cy Because of the recent increase in ‘the number of women in postsecondary

® )
s € AR )

o \
educat:ion,dmany colleges and technical schools have established women's centers.

Y
°

Programs and serVices, offered by such centers include, according to a survey of
, . . < ‘
women's access to occupational education (Eliason, 1977):

-

3

‘ 9
i ©

» Counsgling.and Testing .
. " LY

e Learning Skills

. . "t Tutorial assistance

A |
s . .

* , Catch-up programs

e Alternat{ve Sudy and Credit for Life Expetrience

‘ ', ) NOntradit;onéi Program lréining .
e Short Term Skills*Traiming ' ‘
> * ! . N o
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-

o‘.Placement_Progréms for Cooperative Work-Study

Special Programs for Women ’ b ‘

Women's studies

. Re-entry programs .

e Student and Community Service‘;,°

' . ., Community outreach ) .

.
LE%

Noncredit courses

o Child care services .
a \ N

According to this study, the Center'fo; Alternative Studies at North |
- ¢ M

ShoreQCommunity College, Beverly, MA, operates an exéﬁplary program provid-

& . .
. ing w@men with academic credit for their life experience learning.
s Additional information about credit for women's life expe;iénce learning
. can be found in Making Experience Count in Vocational Educafion, the companion .
“volume to this book. ' ( . ’ .
. s . : o «
. ’ .
» * N »
D) 2 L] . N
¢ ) . . R . -\ N
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. ' Chapter VIII ’ L
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-

Monitoring and Evaluating Experientially-Based Employment Programs

. .
. m B K ¢ <
- v
f
- ¥ oo

r N
.

" The results’of the assessment (Step 6) will identify those women who}have‘

the skills required to' do the job. 'After‘tﬁese women have’ been hired, we en-
* L ' . N M
cour age employers and sex equity coordinators to mopitor and review their job
. h il .

he ’

performance: Theré are two reasons for doing this: (1) to correct'any prob-—

-

lems in the experience-based employment program, and (2) .to determine if the
. - ) - . g

individuals hired on the basis or experiential‘learning perform their jobs as

well as peopile hired on the basis of traditiomal credentials. ;

- 3 .

Review and Revision of the Program

° When regular reviews of employees are .done,; the emplayer can obtain

.
] -

<

ratings of job performance.\ These reviews should collect“two types of infor-

matiod: (1) over-all job performance or similar ratings, and (2) ratings of

job ‘performance on the specific skills used to s%lect the woxkers. Some jobs

K4

can also be evaluated on productivity, sales, or other outcome peasures. N

Comparison of the over-all job performance of workers hﬁred through the
expenientially-based prograit with other workers will show if the new pfogram

i

is providing above average, average, or unsatisfactory employees. In the.

Project ACCESS study, we found that approximately half of the Wwomen were
N -\
. rated above average and half were rated average employees. No «woman, in that

.

‘study was rated as below average or unsatisfactory. (A sample Employee

-,
v
.

Rating_Form is shown in Appendix F.D).’ ~ ~

-
.

A
If the experientially-based employment program is yielding .superior

employees for one'type of job, the employer will probably wish® to expand
) ’ - " N ’ .
. ¢ -432 .

- ‘e

~
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the use. of this technique to other job areas. The sex equity coordinator

~

L.
‘can collect information aboug .programs used by other employers that also '
N ot

xoduce superior workers, and help the,émployer identify the most success-

ful models.,
. .. If ‘the program is not producing wdrkers with at least average joB
) . - performance, the specific skill ratingS°should be reviewed to identify the
'particular §kills that are causing the problem. Interviews with supervisors
can help employers determine the way in which the worker's skills are in-~
adequate. If the skill is being used on the job in avway very different
. from what is involved in the assessment, the assessment task may need to
be revised. ) : ‘ i
Interviews with superiisors of unsatisfactory WQrkers may result in
the identification of additional job requirements. If this occurs, it is \
. \important to determine if the skill is appropriate for the joo>or if them L
supervisor holds unrealistic expectationms. ‘
. A pattern showing specifig skill problems, whether among workers &
selected on the basis of experiential learning or those selected by tradi-
tional techniques, suggests the need for improved job-training. This may 1
' be done by the employer s personnel training staff. It may also be used .
to design a course that can be offered by a 'local vocational edycation . -~
‘ . -institution, either in the work place or on campus. . ° . A;V -

r * . . |
Evaluation . . . ’ '

.
-

‘The' sex equity coordinator can help employers with the evaluation and

’

improvement of experientially-based employment progrags. Collecting and

sharing information from several different employers can identify the




.

ot

O

ERIC

PR 1 ex Provided by emic

: that'caﬂ be filled by means éf,new vocational education offerings.

¢

"kidd of knowledge gaps1 both in pcﬁential employees aE& experiended workers,

In addi-
, o
tion, the sex equity coordinator can identify exemplary experience-based
eﬁplo§ment programs.

to other employers will help tQaincrease the acceptance of yomen s life

. A

experienc learning. . .

h

v

Disseminating informati/,/about these exemplary programs
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Project ACCESS

EXPERIENCE DESCRIPTION SUMMARY

4

. Emploﬂent » _
/\j\, ;
. . e
This summary will help you describe the things you

have done., These include homemaking, .parent:ing, volunteer
-~ N H 3

,

Wwork, community service, credit and noncredit courses,

a3 >

hobbies and recreation, t:ravel and paid- %‘mployment.\ It
S s

o

can hﬁgp you chooée -an, oceupat:ional area.w{It:,ean also’

\ -

7
help you determine whet;t&’ﬂ‘r you have the skills Tequired

. ( v *
ar W _ . -

to enter 'a certai@»g]ob
R

N A

The sumtary has two, parts. 'yIn ghe first p’ért:, you -
A Y

will describe your experienceg. In t:'ﬁe Secgnd part, you
Q - 1-

.,

will show the skills and abilities you: learned @@ these .

experiences.

~

Name:

Address:

»




Part I

N A
. 4 Reviewing ?our Expergence

.o
LN

Ny

Béfore you, begin the check lists in this section,

spend a few minutes thinking back over all the .things
~ b i

you hgve done. Use‘the space on the next pige to. make

notes about the things you have donme. Be sure to list

-

the things you especially liked doing and feel you did.

—

Well. /

When you have noted all of the thingsi§ou.have
done,”turg to the check lists. These are things that
other women have done. Put a check mark /) beside

each thing that you have done. . 4

*

Aruitoxt provided by Eic:
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NOTES ON THINGS I HAVE DONE )
Homemaking, Parenting ’ ) Volunteer Work, Comﬁunit:y Service:’
. . . ]
. i
e 3
P P 2
- « - , '
‘ N
Q ‘2
l I —
. " "
Paid Work ’ School, Noncredit Cdurses, Training ,
. - - Y
.:\‘ » P
: : // 1
4"' / ..
\' . L . ' - . \
Travel : : * Hobbies, Recreation
. \ - . .
] R ‘ ¢
— g - —_—
\ — B 7 7 — ‘
- td R ) . -
: / Anything Else .
. __ . ‘ .
o Iy v ‘}l
- ‘ a. v
. .
32 . L ,

*a




Grow flowering plants, trees, or shru!bs
Floral design; flower arranging 1
Pet grooming and/or ‘training

Landscape désign :
‘Lawn maintenance

Vegetable or fruit growing

Breeéd and raise pets or E/farm-‘anima.ls for sale

Care for an ill pet arm animal

Sell plants. or plant product;s (fruit:“, vegetableé)

Select plants, trees, or flowers for a gi,ven purpose ’

v . . ) e b - "'—:

"Manage househo'ld budget and "‘fina_nc;ial.records L

Hold elective office in' an organization oy

o

Do typing, filing, or off;:x:e work for, .an organi\zation
Take responsibility for the day-wto-da,y administration of an organization '

of group , ° B o - I T

- B

Supervise others M‘ o4,
Take.responsibility for the financial managemeri% of ah organization )

Use a home computer or “data pro@ssi"ﬁg equipme . <
b

Maintain financial or. sales recoras for an arganizatioq
Handle credit and/or loan applications for family or organization
Establish procedures to monitor income ‘and expenditures -

A — -
B : N ﬁi‘
LY . . , . .

Speak before large ,.g’roups A s
= \,?’3 .
%&gmers ,ﬁand/or films

'Bev%op audio-visual materials (films, tapes, ete.) for an organization

2 g u ' ‘,;s,
Vrite or &fit -a news‘letter { g
Talsg&photographs for an organizat on

-,e,‘;.

*

‘ Write —g{:ess releases !

pzorTV YA - . .
%, N ~

H&?Ie Qound affects, lighting, ete.’;” for a play"'i radio, or TV. program )
Operate and mainta’ﬁl audio-visual equipment for an organization

-




Do interior decdratings
Build.furniture 3*“
Do painting, wallpapering, or, paneling
. rDo home carpentry and/or consﬁruction
- the electrical repairs in the home
Maﬁe plumbing repairs in the home
Install insulation or other energy-savers
- * Tnstall or, replace‘flooring: carpegs, or tiles
Do tile setting or masonry work in the home

Draw blueprints or floor plans s

~

o H

Design postefs or other graphics for an organization or group

Design or lay cut a, newspaper or brochure

A"' Operate printing equipment '

DesignAzlothing, -jewelry, or craft items

"Perﬁonm in public as a mgsician, actress, or dancer

ry

< -Serve as a guide in an art or historical,musenm
Develop«displays for 'a library or museum = - 5
Write short -gtories or plays ; ) . -

TN e 4

Use -aesthetic guidelines to plan or evaluate a desigﬁ or artistic product

Evaluate a work “of art, a-piece of music, or a piece of litérature using
accepted criteria and standards

- ~ :

w"‘a «

Provide homgkhealth care
Give fiESt “aid for minor injuries

Diagnose and -deal with ctildhood diseases *

Care for a“ﬁandicapped or elderly family ‘member .

e - ‘
% (»Assist in caring for the 111’ or handicapped in a hospital or nursing home

Help provide emergency medical assistance in a hospital or as .a member of

—— - 93‘ .
.t ‘a.redcue squad ¢ . '
Tt

Help provide occupational or recreational thé%a py’ forfpatients in a
hospital or nursing home , .

Agsist in a hospital laboratory’ or pharmacy
Perform basic 1jfe-support ?grst aid functions -
Help maintain medical records in a hospital or nursing hqme

N~
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IX.

e,

“

lC"’
.
P e

n

__‘(’ﬁo’family cooking and baking : .o

3

Do quantit§ food preparation for an organization or group
Organize family recreation, social events, and entertainment

ﬁTan and arrange family vacations and travél ‘
Arrange group trips for an organization ]
Entertain\or organize recreation for groups of children or adults .

Teach or coach a sport

°

Organize a dinner or dance for an organization\ a

Do, gourmet cooking

Organize and supervise food service for a large party .

.
°

Manage time, schedule activities, and supervise others

Set priorities

°

**Do craft projetts, such as ceramics, jewelry making, stained glass, etc.

e Repair reifore, or refinish furniture , ’ L ‘

-

5
es QO

' Select and price items to be sold by an organization&of groupg, L

2

Train others to work in‘am organization . L, ) .

s

-

Organize and carry out the restoration or rehabilitation oﬁ a home,

neighborhood,

or building

¢
~ o

Make dechanical; repairs on -home appliances and/or equipment
Build a radio, stereo set, TV, or other electrical device from a kit

feature .

Build a terrace, deck, Fenlee “br otler outdoo

P
.

Reputty windows and/or y ~ace broken panes of glass

L 4 « .
. % M » ’ - va

Evaluate and purchase food appliances, furnishings% etc., for home,use

Organize a sale’ 8 . ¢

Create'advertis g or premotional matérial*for a sale or organization .

Sell a product or’ servicd>for,an organizatiqn " ?&‘,r; >
ot s %
' : [ .

Do fund raising for an organization or group

-Survey ang choose among suppliers of products or services for an v -

organization or *group * . ¢ " : .

-
?

sale ) .
- "!~ [ o

Organize or take part in a food cooperative‘ R ’ . v,

»

Maintain sales records for an organization s,store or.

" Evaluate potential markets for products or services '

- Vd . t S
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Clean and care for family “clothing

Do housecleaning and supervise home maintenance

Assist family members withipersonal grooming or general beauty care'
Give hair cuts to family members ° . N
Help family memhers with hair coloring, permanents, ete, .\ ¢
Repair and/or restqre'textile items .
Create, alter, or remodel clothing for children or adults

Care for an infant - , .
Select coordipated clofhing .

. o) -
Explain the.properties of various types of fibers and textiles

'
[y

Refer others’ to sources of information or assistance .
. .

L J

Help others obtain their rights (civil, legal, as consumers, etc.)
. e .

Serve as a member of a volunteer fire or police group .

Counsel children and/or adults, individually or in groups
Conduct a survey by telephone or mail questionnaire ¢

W

Serve as.a volunteer in a social service, vehabilitation, or probation
organization . \\\
1]

Wdrk with the'emotionally disturbed or mentally retarded
Teach groups of children and/or adults

_ Tutor individual children or adults v

- Serve as a_ volunteer in a school or commun&ty library

~

XTE.

Y

.‘- 2 ‘, - .
Provide family tranéportation
_Drive a truck, van, or bus for an organization or .group

Supervise automobile maintenance _ . :

Make routine autompbile repairs (oil change, coolant change, etc.)

Plan, schedule; and monitor pick-ups and deliveries of people or
material for an organization or group . /

L

Operate a motor boat or airplane L

.
~

Help dispatch ambulances ot .other emergency vehicles

Plan or select a transportation route or system that will be mast. time=s
and gost-effective ® ) ~ LI

Read maps toaplan transportation routes B

Select vehicles to be’ used by an organiz?tion

B -y

o6




’ . .. . Self-Scorer

°

gow go back and count the number of chiecks you have in each'group. Write

d ;  the numbers in the spaces below: ) i '
é;;dyp B £ VII: o ’ . . {y
T I1: _- .  VII: . L ;
IILc oL @X: B '
. . e IV: X . ’ 7 .
’ : ‘. ) g
. V: "XI:
. VI: XII: :
These groubs correspond to Occupational‘Clusters.f If you have a lot of
‘experience in ome of these’occupational clusters, you may want to think . X
- ' ‘. - ’ 1, . 1]
. about jobs in this kind of work. Ygur experience may also help you get N
college credit for some of the things you have done. Talk to a‘cogﬂselor ’
. at a<%§t1ege or vocational training institute to get more infgrmatioﬂ - E
) about occupations related to your experience and about credit fo} Yhat ‘ . '
you have, done. . SR ' o . .
& ' ‘ * < '
The Occhpational Clusters .are:
I. «Agriculture & Agribusiness, VII. Food Service, Hoépitality, .
U . RN & Recreation
II. Business, Data Processing,
’ & Office VIII. Manufacturing, Repair, &
Technical
III. Communications & Media ’ .
" ‘ . IX. Marketing & Distribution | -
IV. Construction & Building : ) ’ —
» X. Personal Services *
- V. Applied, Graphic, & Fine . ‘ '
. Arts & Humanities - XI., Public Service

|
i
‘' VI. ‘Health . XII. Transportation : !
|
|
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y . Part II .- '
al‘ R . >
Identifying YoqrrSkil}sv

3
o
[ o N

In this section you will be asked abpu:_exﬁeriencés

: N . . .
that are relevant to certain occupations. If you.have had

° - .

these experiences, you will be asked to rate yourself on ¢

@

the skills required of people entering thése occupations.
The purpose of this section is:to see if you have the

. . + '
skills needed to enter ce;tain kinds of jobs. .

-

In the experience section (Section A), check Yes if
4

you have done the th;ﬁgs listed.

In the skills section (Section B), fatg yourself

»

ﬁsing the-following scale:

3 =1 can do this well} others have praised t
me for this or I have received an award
for doing this

2 = I caf do this moderately well;'I enjoy. *
dojfig this and rarely have any problems

_with it :

-
. ~

L 1=1 cannot, do this easiiy or I do not
enjoy doing it .

' 0 2 I' cannot do or have never d?ne this.

o
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T Prototype Scale: Airline Reservation or Travel Agent
' . N -

o

. A, Experience

AY
Have you ever:

Piauned travel for yourself or others?’ . __Yes ___ No
) - Made all the arrangements and “reservations / -
for a group or organizational trip?. - __Yes ___ No
, . Sold a product““"%g xservice?' : - __Yes __ No ~
. If you ansvered Yes to §¥;? or th}'ee of these, rate your skills and ability
as an airline‘re"serVatior: or travel agent uéing the list below.’ ’
. B. skifis (My ability to:)
. ____ Persuade others L )
. / ____ Use listening ‘skiluls effectively | ) ' .:@m
___ Use questioning skills-effectively N
« ___ Use problem-solving and decision-making skills :
— Deal with ot:hers
‘ ___Esgablish rapport with people of diverse ,backgrounds /.“
____ Sell a service
. ____Plan travel for others ‘
Learn new information quic'kly ’
___ Corvey information by telephone '
_;__ Refer people to sources of information and assistance
. \,( _ Do arithmétic confput:ations
N _ Set priorities . .
____ Work under pre_s:sure . .. -

«Manage time and schedule activities ¥
Adjust to a variety of activities and unexpécted changes

Manage effectively in a'high pressure‘ situation
JFollow orders and acctept supervision

Make constructive use of negative and positive feedback

-
# &
. .
A -
N




Prototype Scale:, Bank Clerk/Teller

z 3
B

A, Experience;

Have you erer done:

-

Paid or volunteer work as a cashier?

Financial record keeping for a community group \‘4

or volunteer organization? <:i:;//~\\~,~/4__-¥eﬂ No
L4

“Paid york as a bookkeepe??

.If you answered Yes to any of these, rate your skills.and ability as a bank

clerf/teller using the list below.

B., Skills (My 'ab’ility to. . .) . . . .

L 3 .
> R . ¢ 9

Greet and serve 1arge'numbers of people

.

___ Establish rapport with people'of different backgrounds

____ Deal effectively with customers . .

PO

____ Handle unpleasant codfrontations cheerfully . . .o
__ Think and behave rationally when dealing with an emergency

____ Follow orders and :accept supervision ‘e

__ Follow complex procedures correctly
_;; Learn new procedures quickly =~ =«
_.__ Remember details ’ ‘ .
____Make change'quickly and accurately '
___ Keep neat and accurate detailed financial records
___ Use business forms o d
____ Use an adding machine
____ Do arithmetic cbmputations‘qﬁickly and accurately: .
— Work with numbers .t -
— Do simple bookkeeping )
—_ Explain how savings and checking accounts work

e Explain and interpret bank policies and services \_;

Respect and safeguard the confidentiality of financial, records and
transactions

‘Be sensitive to and aware of community attitudes and concerns



o —

Bank Clerk/Teller (continued)

-65-

Interpret an-organization and its system for delivery of services

to the public
Be pungtual .~

Work under pressure

¢

o~

Workssteadily at repetitive tasks

_— Take. responsibility
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A.

a claims adjuster using the list below;’,r

B.

-66-
. " )
. " -
« 7 ’ Prototype Scale:™ Claims Adjuster
\
Experience .
Have.you ever:
Collected information and prepared .reports for a
community group ‘or volunteer organization° Yes . No
Done paid work in-an office? ' - Yes No .
Done telephene interviews for a business, -
-Yes ' No

e ————
.

L3

.Skills (My ahility to. . .) ) e - vl L

P - — N £l

Determine the urgency of a problem’ and handle it appropriatelw
' Set priorities when dealing with .an emergency : .
/ ,'Use problem—solving .and decision—making skills : .
‘befine and limit the basic issues of a problem «’ -
___ Develop a plan to,investigate a problem

—_ Obtain and Gerify factyal infbrmafion

Gather information by conducting interviews, confirming facts, and
+ locating data . . -

»Select legal services and processes appropriate for a problem
. DObtain and convey information by telephone f“ o
Use reference resqurces - - - ‘ ' o
Conduct a search of legal documents to obtain informetion
Redd insurance policies, contracts, etc., with understanding
____ Select, data to document a statement ) A '
Make inferences from data
Present arguments and evidence to support a position
* ___ Develop files and keep records )
___ Prepare reports containing data and documentary'evidence

Conduet negotiations with an awareness that comprohise may be )
- necessary .

&, o, . A

Build good worhing’relhtionships with others

' .
» > ‘-~
.
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P . e ) .
Claima Adjuster (codtinued) o -
# e ' ___ Deal assertiVely with professionals in various fields
- _ " Use cbntacts constxuctively .
’ " Establish rapport with people of different backgrounds
. . Translate information and facts to a level appropriate to an
i - - individual's background and experience
___ Identify the individuals and groups "concerned with a problem
Identify»the people who can help solve a problem or eliminate
* . ) "red tape" s
P . P ____ Respect the confidentialitY'of'records ahd personal information -
- - Do accyrate detaiied work . d
. ’“ .‘ ____Do a rzpetitive task following a set procedure - .
LT .- Perform work under stressful conditions . \
v .' ____ Manage time

-

4

Coordigate simultanéous projects and activities

___ Organize a project into its component parts and determine the
. Sequence in which- they should be performed - | .

___ Adjust schedule to a Vafiety of activities and to unexpected
changes -

"Think on my feet"
Do arithmetic computations .

Instruct others - .

b
e

L
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Prototype Scale: Credit/ColleEtioq Worker ’ .o
A. -Experience ’ . )
Have yoy edé;: ' Lt ) ‘ ’ .
Done fund Taising for. an organization7 - .a ;___?es—nw;__;No' *
Done paid or volunteer telephone - solicitation . = Lo
work? +____Yes, -, No .
If you ?nsweréd Yes to e;phe; or both of these, ;ét;'your-skiils‘and ability : ] l“
as a credit/collection wﬁrker using thealis; below. S C. . ( )
B. Skills (\ability to .= ) B ‘\v .'

™

Speak and write English fluently

Negotiage between people - . : .

Remain calm, jirm, and: business-%ike—during confrontations with =

___+Use conflict resolutioﬁ tethniques . A

hostile personms

~

Explain the procedures used in making logns,’checking credit, etc.

.

Deal with people .
Maintain -personal detachment from work . b - ~

Influence’ other people . ' ) .

Keep detailed records ° = .

Take command of a conversation of discussion

-
L

Encourage the development of "common sense

Work under close supervision

’

Maintain a schedule of telephone or written cohtacts

Work under stressful-coﬁditions

Be competitive; strive to better performance .

Be self-motivatéd and self-starting

Analyze a problem™ . | ° . l IR

Use computerized credit records : ,
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" Prototype Scale: 'Electronics Assembler

A. Experience

+ , T

Have you ever: B i .
Worked with hand tools? ' - . Yes - No .
Done electrical repairs in/four ‘home? ) Yes No
Done small appliance repairs?- ) . Yes No

e s :
If you answered Yes to ‘two or three of thése, rate your skills-and ability

as an electrgnics assembler using the Iist below.

B, Skills (My ability to:) A o ] ‘
Work with my hands, qui‘ckly-and with dexterity
Work steadily at reperitive tasks

L Rp— -
' . Do precise and accurate detailed work
‘ _;(‘Use hand tools . o
;_ Use a so‘lderin'g iron ) -
* _ Wire a circuit board , . L
Read blueprint schematics ' - "

' Differentiatd-between electronic components
e Observe safety precautions when using t:ools and equipment
___ Do arithmétic. computations ° .
_— Estabiish work fiow procedures

yz

A - '

__._ Pay attention to detail |
2 Be reliable and punctual . '
_ Learn new ways .of doing things
___ Meet acc‘ountability demands of others - >

Find Sut. how things work
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. Prototype Scale: Floral, Designer . . \
& 6 P4
A. Experience ) v . i) o
Have you ever: ' . -
Cated for house plants? . Yes: N6 o,
Arranged flowers? : ) Yes No

1f you answered Yes to both of these, rate your skills and ability as a
»
floral designer using the list below.

B. Skills (My ability to:)

]
.

___ Work with my hands, quickly and with dexterity - .
Stand on my feet for many "hours . '

Use scissors, knives, and wire cutters

~

Hand letter attractively ) - -
___ Apply principles of color, texture, and design in floral arranging °

—. Use artistic sense

* Be creative . - B . - -
— — ¥ Y

____ Use aesthetic guidelines in planning and evaluating floral arrangements
Visualize completed floral arrangements .
Identify plants and flowens by mname

. Plant or transplant correctly .

‘
v . -

Maintain plants correc;ly
Follew qrders and accepy supervision

Work under pressure. ' A
Deal with people a -

Be outgoing and gregarious _
__ Assist people in selecting flowers or floral’arrangements‘w s

Show customers floral arrangements that can be made or bought for
a given priceﬂ

Persuade customers to. accept a substitute when what they want is
not available - .

.

Interactﬂpleasantly with custonérs © s
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LN K

Keep a patient clean

] .
4 5,

___ Maintain hygiénie conditions for'a patient - w

Maintain clean and hazard free living quarters fpr a patiént

e

Feed a patient ey
Serve aptractive and palatable meals

v

___; Prepare meals or recipes to meet special diet needs~;/f

___ Observe special diet rules o o
lPreeare and store food to conserve nutrients . .
Make observational records of patients .
Make oral reports about a patient

Observe a patient for unusual signs or symptoms

Recognize the common side effects’ of ‘medicine b4
o % N =5
Document‘patient progress . -5
Provide standard first aid . r - .
. Recognize and deal with medical emergencieé =<
! Recognize the nonverbal cues and behavions ;hat indicate tensions
ox, problems . i: ,
Help patients_learn how to cope with, the demands of daily dife
- v
4 . : ¢
-’
. - e . e
. »(;r~ : '
.t b . i § -
4 w - 2
S & N &

. e . R
. d v O '7!(
-71- o
. ‘ ) , — '
: - Y ! . , ’ © ’ <
. -~ . ' R
_ roe L totype -Scale: Home Health Aide - ’ s
£ ’ . L4
" A, Experience - . /J e ) - -
Have'you ever: ' ’ )
Been a homemaker? . . , ’ . Yes > No
- Cared for. an ill, handicapped, or elderly . ) '
- family member? o Q Yes No o
— - -Done paid. or volinteer work in a hospifal : -
or nursing home? T, Yes No
_Taken a course in first a;d,or home nursing? Yes Ne;
1f you answered Yes to two or more of thése, rate your skills and ability as
. - . o . - ~ N . » .
a-home -health aide using4;he;list below. .
B. Skills (My ability to) L £ T T
.___ Provide for the physicalxand emotional needs of a patient ‘
SO

e




. Home Health Aide (continued)‘ ’

4 . * ’
. .

< Adsist pacti'ents in the use of special equipment
! Encouri’geothe deveiopment of patient "self-—s“uff‘iciency
1,

Encourage the development of "common.sense

___ Encourage a patient to develop gocial s‘kills ~. .

x
'}‘ o .

___ Detect potential Jhealth and safety nazards e,
___“Evaftiate and Edapt a.home in relation ‘to a‘patient's disability °
__ Refer others to sources of information ,and assistance
- Be flexible - '
. Be self- direct,ed
—— Think and behave rationally in an emergency
__--Be tolerant of varied life~styles
___ Follow orders and accept; supervision
_s_ Show cotnpassion; for those with prpblems :
_____Be wi]:ling to/agfuestions and bring up ‘problems
____ Respect a patient's need for confi'denti'alit‘y and privacy
E§tablish rapport with peop‘le of different backgrounds
. Interpret anqther's feelings, ideas, and opinions
_ Negotiate between’ two or more people
— Supervise others -
___'Adjust sched}xie to a variety-of activities end to unegpected cl}anges
___ Instruct others ) ) o
_.._ Be punctual /
___ Be dependable
___ Work with the elderly ’ .
___Direct, control, and plan’ the"d[ctiivities of others - /

Be aware of and sensitive to community attitudes and concerns’
° % ~. .o . ’

v
-




° - b4

. - - ’ Aj
. - . Prototype Scale: .Insurance Sales Agent e, o
N v < : T, "{/
A. Experience . . ' , 5 :
B L ’ . . &
’ Have° you ever: R " . ? i

2
o ©

S'old a product or service'for a community group . ‘.

N or volunteer organization? . ‘ . ___Yes, ___ o
* 'Q" "Done fund'raising.for an organization?' ) - Yes . . No

‘ Organized a 'sale or fund raising program for'a: .‘ .

’ . community group or volunteer organization? . . . Yes _ - No
Done paid work in direct sales? T &_g_‘Ye’s " ___No

TN . g t
v . - .
o » 5 9 .

1f you answered Yes to two or more of these, rate }3our skills and ability as

. . -

%a ¢ L3 . N AN
an”insuranoe sales agent using the list below. ; r
- B. Skills (tty ability to:) . ' .
. Make an, effecﬁive ooral presentation ) R
3 " Present arguments dﬁd evidence to support a position St

- _» Translate-information and facts to a lével of gfiderstanding
appropriate to an audience - .

* ' . e s . . oo
I

Persuade others . i
Choose appropriate communications techniques for an audience

Identify target &rmps7audiences

Assess potential markets “l’f‘\ﬁ . N
. Use contacts, constructively e 2

-

Establish rapport -with people of different backgrounds '
: ___ Interpret the feelings, id.ea,s, and opinions of others 8

Deal effectiVely with customers . o SN

__.. Deal with people non-judgmentally

2 Adapt to different types of peopJ,e ' .

g

% 4
vy
*
E
N
.
P

o Manage meney ~ . a( * .
_____ Keep records ahd prepare reports- ' ( ‘fb "." '. ‘ ~‘ K
. Main‘t:ain financia}f or sales records o ‘ ". '
, . Keep recotds of *mdividual or group progr‘ess o d
R o Develop goals and plans for an activity” T - o '

s N . s e d
s
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t Insurancé Sales Agent (cont:inue?d)

4

' Coordit{a’:te sgéleral simultaneous projects

. ~-_ Obtain and verify factual informatiomm * ° :
Tl Do arithmetic computations ’ _ '
- AnalyZe a problem : : s
o __ Maintain corrésponaencé with customers -
. ___ Identify methods to evaluate effectiveness
D) o ____ Identify resources needed to accomplish an objective
’ ___ Conduct negotiations: ,
___ Demonstrate f'amiliar;.t:y with the community ..
’ ___ Select ins:xrance policies and plans that best meet a {:’amily's needs
g . Influencé others: o o
- ____Deal with rejection ) ' ) ° ' v
¢ ___ Work independently s i e
. __ Be self-directed ” | g 95
' ___ Motivate people & . i -
v : ___ Be- a ‘good listener . ’
Y ~ — Be e;npat:het:ic “%‘” ‘ ’ e
L ____ Be ‘competitive : : .
~ . __ Deal with adversity ' ' T . ] '\ ) . . .
. ) , Work under stressful conditions PR ’
____ Be self-confident ) A
. ____Instruct others i 7 ’qr? : .;"i L e
TR -7 ___ Train othérs : ! - o oL h ,
. e o Stfperviseoﬂthers . "‘\\f X a:‘" .
. . ) ) .. . -
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Prototype Scale: Photo Lab Technician ’ .

’ ' * . i ’ ?’
3 M . ,
A. Experience . - . .

* Have you ever:
\ . .
DPeveloped your own film? . Yes No

—— T t—

e Made prints or enlargementg of photographs? T Yes No

If you answered Yes to either of these, rate your skills and ability as a

®

photo lab technician using the list below.

o

13

. B. Skills (My ability to . . . ) - . \
\ /. .o
/

Make fine color discriminatiofs ¥

3

Mix and measure chemicals

o

__ Use sefety.precautiOns when working with chemicals
.~ Develop prihts or slides from photographic film ; . ’ o .
T Use mechanical processes and equipment
© ___ Show good\pand-eye coordination ,
N . Do simple arithmetic computations
_J_.po precise and accurate detailéﬁ’;ork ' .
e .Work steadily at repetitive tasks
____ Forlow.a set procedure ‘ -
P Learn and apply new rules R ‘ . . Co,

Follow»orders and accept supervision ’ v

ﬁ

Follow direttions o : .

Take responsibility '

Be dependable ’ . '

___?Be.patient ' . . ) . .

' ‘&mav%eod@m
* . Cogperate with others ) ' N
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7" Job Analysis

II.

The Project ACCESS Process
s

s

Identify 411 competencies (skills,.knbwledge, and abilit;es)

Step 1.
. needed to perform the job. .
. v
Step 2. Rate these competencies to'detefmiﬁe their importance.
Step 3. Détermine,~an'ﬁhe[basis'of fhe ;atings, which minimal cgmpe—
o tencies are necessary for all new employees.. "
Assessment ’;
Step“4. Select tpe method of assessment (te;t, demonstration, work

. Step 5.

A I11.

‘Step 7. Place qualif;gh women in appropriate joﬁs.

Step 6.

sample, simulation, iﬂferview) for each m{a}m&l cogpetency

ot group of related competencies. Determine who will do the

assessment. . .
Recruit adult women who need or Qish to return to paid work.

-

Screen women to identify job-relevant experience. Assess

° s

4
the‘c?mpetenciesqto select those yomen who.meet or exseed the

;minim}sl ;kiils, knowledge, and abilities necessary, for the job.
. g'g

Placement and Evaluation

Step 8. Monitor aha'evalugbe job performance. Revise the process, if

.necessary, to improve selection. .9

. d . . \\
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II.

Script for Meeting to Identify JoQ‘Cbmpetencies

~) . ;l
For each occupation, arrange for meetings of 9-12 entry-lével workers and,
N

supervisors oé entry-level workers., ’

1. Set dates, times, and locations for two three~hour sessions with eachk
group.® These sessions should be roughly a week to ten days apart.

2. Arrange for flip chart, markers, tape recorder, and tapes. For the
second session, job element blanks and pencils will be needed.

3. Group should be representative of employees working.at the entry level
and holding the job being studied. About:one-half should have held .
their| jobs for at least gne year and be considered sﬁsz?ior workers.

If women are employed in the job, they ghould represent at leagt .one-
third| of the group, to the degree bossible. The group should also be
multit-racial and pulti—ethﬁdc. The group members'should.participate
willingly.

4, Arrange for an introduction by a union and/or company officer, who will
exaress suppofr for the préqedure.'

Develop a List of Tasks

1. Describe 6h; purpbse of the stﬁdy

"We are developing a way of matching the things that people have done and

learnéd in their lives with the skills and competencies needed to perform

. well in 2 number of jobé. One of the jobs we are interested in is [title]l. "’

We hope to help employers identify'people who will do the job well.
"You have been seledted becayse your company has identified you as

superior workers and supervisors." .

2. Generate a list of the tasks involved in the job.

td

"The first thing we will do today is make a list of the kinds of tasks _
involved in the job of [title] Remember, these ’are .the tasks that are

" required of the beginning worker. .

. .
"I will write down thése tasks as ,you think of them. Don't be concerned

" if sbme of your suggest1oﬁs“are—repeeieivmk__lf_sgmégne makes a suggeStion

that yau do not agree with, be sure tq ;ay so and suggest your own idea.

- 83~
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After we have the list of job tasks, we will make a list of the skills and

competencies needed to do eaah task.

"What are the specific tasks that are performed by entry-level [title]

-~ ‘workerg?"

B &
. Develop the task list. Bé sure that'tbis list describes the actual activi~ .
( ties done on :the job. Tf someone mentions.a skill or .competency needed~to .
do a task say: MThat seems to describe a-skill or competency underlying ..
this: task (or job) We will get to these skills 4n a few minutes.” If the
. group gets into ditficulty’in describing the job tasks, .you may ask: "ﬂhat

-are the things a begiﬁning,worker,does every day in this job? \What‘aoes the oL

a . k_person in this‘job do when s/he starts work(eVery morning?" Brief job .
descriptions for’ each occupation are attached; these may be helpful in
‘. starting task descriptions +f the group is reticent. - -
: When the panel seéms to have completed the ‘task:descriptions, say: )
‘ "Are theré any other tasks that beginning workers do that w5~have_not

. ligted?” | .. - L B ) ]
If there are, these should be written down. If not. a short break-should ' .
be taken while the flip charts listing.the job tasks are taped“u%\so that ’
everyone can see them during the next-step. ’ '

SIII. Generate the List of Skills and Competencies . i 9 ’

3
o -

"Our next activity is to develop a 1list of the skills and competencies that
ar'e necessary-to do each of these tasks. I will write down all suggestions
and you will each haze the opportunity to rate all the skills and competen~
cies that are generated. In this step, we are mot concerned with the-

specific taség that must be done to perform the job. Rather, we are ton- c .

Vad

cerned with the underlying skills and competencies which are needéd to
perform an important job task or to carry out the job as a _whole.,
- -’

. ¢
"The first task is . What skills and competenc}ies are needed
* to ? Think of\fpeople who do this well. Wha® skills and campeten-

%

cies do they have which makes them superior workers? Or, consider barely r
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acceptable worker§ you have known. Whicp skills and ccmbetenciés §id they
lack? In other words: What makes an entry-level {titlel .superiar? W#hat
gives a worker trouble if it is missing?

"Remember, the job we are concerned with is-an entry level position."

4
2a

.

The job analyst should write dowﬁ\every panel sugées&ion, with ‘the exception
of specific credentials. Go through all the tasks.,
When .the panel seems'tT have completed a fairly exhaustive list, the job

- *

analyst says: -
- -

. .
“

"Are there any other skills and competencies which -have been excluded?"

- - -

23,

‘If there are, these should be written do&n:“ Continue as time allows. The
list of skills and competencies attached can be used as stiﬁuli if the panel
is unablejto generate many skills. ﬂ . T . '

Closing . _ .

Thank participants. Tell them about the next session. :

"Th;nk you very much for helping us to identify the skills and competencies
needed to perform well as a [title].

- "0p [date] we will be meeting again to rate these skills and éompetencies
so that we will know~§vich ones are.most important to have, which dnes

Superior workers have that most workers do not have, and which ones we

should expect most of the applicants for th//job to.have."
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Script for Meeting to Rate Job Competencies

A

.

I. The meeting has already heen arranged but somme new materials are needed and

® certain things should be checked.
, l. Be sure that, as far as possible, the same same individuals are coming ’
© s Pack to rate the competencj‘lists.‘ ~ _ .
. 2. Arrange for duplicated lists of the job skills and competencies for each
) rater and for Job Competeﬁcy Blanks (sample attached) and pencils. No
~ .taping equipment will be necesgdfy for this session. ' .
’ . II. Explain the Rating Procedure J N
-~ When the panel returns, they should each be given a duplicated list of their .

suggestions and a sufficient number of Jos Combetency Blanks to rate all of

jthe suggestions. The job analysf sdys:
. 3

-

" "Poday we are going to ask you to rate the list of skills and competencies ) .
gpat were identified as necessary for superidr performance as a [title]. .
Before we begin, I'd'like to explain the rating formawe will be using. .
When I passed out the forms, I gaQe you a 3-digit number. ' This is your '

. Rater Number and should be written in the space at the top left side of the

. Job Cqmpet:ency Blf Does everyone have a number? ﬁf not, give It:hem

a

.

~~one.] Since ve not asking for yeur name, this number will help us keep
\ .

your ratings separate from someone else's. Please fill in the date and the
page number in the spaces provided on the form. Each time you begin a new t )
sheet, this information shohid be filled in. . ‘
"You can see that the space mark?d Job has already been filled in with I\
the name of your occupation or your supervisor's, and a 2-digit number. N
This is" a code number that will be used when we key the information into
the computer. There are spaces for code numbers after agh blank; please
do;ndl mark in these spaces. ’ 1
i

K "In the space labeled Rater Job Title, please write your present job-

title. Then circle the appropriate lefiter where it asks for Bater Sex.
In the space labeled Company Name, pleage enter the name of your company
and your division, if that is appropriate. '

"Since we are using the same procedure in several cities, we are aski}?
. \

1 . <
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you to recogd your location in the space labeled City. Finally, would you
please inJicate if you were. involved in the identification of these com-
petencies Py circling the Y next to the spaceklabeled Previous Partici-

[ pation. If,ghis is the first time you have met with ﬁs,~please‘circle

“the 'ﬂ-. Before we go on, does anyone have any questions? [If so, pause

.

to answer them ]

-

"please look at_the list of competencies we handed out. You will see
that” each one is numbered; use this number when rating the competency. It

shoild be placed in the columm labeled Competency Item #.

"Under the column labeled Importance, rate’each competency oy its
. importance for an entry—level worker. Is it a competency necessgry for
all new workers, desirable for new workers, of limited relevance, or is .
it not relevant to this particular job? '
"As an example, consider a competency called 'The 'ability to add &
column of two-digit numbers quickly and accurately.' From your knowledge
of this occupation, is this something necessary for all workers? If it is,
’you would give it a‘rating of 3. 1Is it something considered desirable but
‘ not absolutely neceesary? if it is, you should give it a rating ‘of 2. If
it is something'only occasionally required in this occupation, a rating of
1 should be assigned. A zero raqing would indicate that you feel the
competency is not relevant to your occupation. %.

"Next, under the column laJSled Learning, we would like to know when -
a person must acquire the competency. If a person must know how to do‘
this before beginning work, you would give it a rating of 1. If, the
cqmpetency could be learned on the job, Eive it a rating of O.

"Please remember that on each line of your tating sheet ‘there should -
be an item number that corresponds to a ‘competency, an lmportance rating
for that competency, and a earning rating for the same competency. Are
there any questions? [}f so, pausehto;answer them. ] ’

» "le are interested in, your individual ratings, so we ask that you wd?k
independently. .If you haye a question about the meaning of a compet‘pcj;
raise your hand and we will attempt to clarify it. ° k2

"We have extra rating fqrms and pencils here. If you have a duestion,’

about filling out the form, I will be glad to help you. I will ‘announce

=Y
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[number] of breaks during the rating session. We have approximately [leﬁgth
of time] to complete the ratinge. When you have finlshed‘ plegse put your
sheets in order and bring them to me, . :
"We'd like to thank you all for agreeing to participate in the project-—
‘ your help is invaluable to us.,

"Are there any.questions before we begin7 {If so, answer them.]

Breaks of about 10 minutes should be announced every hour. Participants
should be warned when they have 30 minutes left to complete the ratings.
. IPE. Collect the Rating Sheets

- As participants bring the rating sheets up, check that the information on
‘// the first sheet is @illed out; that all skills-andxcompetencies have been,
vrated twice, once in each column} that the rater has filled in the Rater

Nuﬁber and Page Nomber on each sheet; and that the sheets gre in qrder.
Staple the sheets together and thank the participant. Offer to send

¢

a copy of the results if they would leave theif name and address.

’
-
¢
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Rater Number Date ¢ Page of, -
&
» JOB COMPETENCY BLANK ..
Joh _ Rater Job Title R
- . . \ 2
Rater Sex M F _ Commpany Name — __
~\$1t:y . - Previods Participation Y N _
RY i
. Competency Item f - nce Learning
Check that the 3 = Necessary for 1 new workers ) 1 = Must-be known
number you £ill 2 = Desirable for new workers before begin-
in corresponds ing work
K tot:he 1= -I',im%t:ed relevahce 0 = Can be “Learned
_ocompetency you 0 = Not relevant on the job
~."are rating ’
R * ° -
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| CATEGORY » RATINGS

Importance _|:+ _Learning.
»3=Necessary . l=Mus’t be known
2=Désirable ° beforg begin—
1=Limited. . ning work .

1 relevance” O%Can be learned
“O=Not =+ .| . on ‘the jfob

. relevant.

- f
- x.

.

Greef and serve peOpie o s 2.7 ) : 0.75

Fol.iow' orders ai;d a'cc.’e‘pt Jsupervis‘itm "
wDemonstrate’ awareness of and- & -
sensitivity”f to, communit’y atti;tudes

.

4.'« Make changé gu‘ickly and ac'curately

7 ’5,.. Do aritbmetit computationé'. quick‘ly

L 3

>~

- 6.3 Use.an’ addi;tg machine

7. Epr.aih_ chpc%ingﬁand savings- accounts .

-
el

- . -

Yake respoibility ‘.. S .
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+ Feed a patient

N

¥,

/Emploqunt‘ASSESsm

- [y

.

Name: ‘

ent Rating-Fofﬁ‘

\

2

Job Title:. Home Hedlth Aide

Skills (Minimal Competencies)

1

Acceptable

-

Maintain hygienic conditions for a gatienf

Plan menus and.prepare meals

4

Provide Stahdard.fiéét;gid

L3 -

' ’. . o ’
Recognize and {dealtwith medical emergencies

Documegt'é_feport

2

on patient progress -

%

‘Adﬁiﬂister mediégtions o

s PeRd

Follow, orders

" for the’patient

.

£

24

Maintain cléan and hazard-free quarters
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_ Project ACCESS Employee Rating Form
Name of Employee \ . ¢
Job Title Bank Teller S j /
f - -
, Supervisor/Ratfer - I .
¢ V \ : ) ¥ -
HOW DOES THIS EMPLOYEE COMPARE WITH Above Below | Doesn't
L . "Average| Average| Average Apply
a) "Other women recently hired? ) Loo! ’
'b) &ll individudls recently hirdd? vy
¢) All women cuffently employed in-this job? .
d) X11 individuals currently employed in t.n:is job? i ) e
' \’\ ’ . - e
. .
. / ; ; <
, . ~ DO‘n't )
. - . - Know/ -
PLEASE RATE THIS EMPLOYEE ON. HER ABILITY TO: Above L Below | Doesn't
: e Average | Average | Average | * Apply
by = -
1. Learn/details of new Services and . ' ' R .
. procedures guickly ., -, [ .
2, Greet and serve »large numbers of . people -
‘while maintaining a pleasant, alert manner , “
3. DPeal “e'ffeetively with customers = ~
. 4‘“. Do ‘métomef'f%fations work .
-5, Think anc}z ‘behave rationally when dealing .
. ; -with an emergency . .
" S - G *
. 6 “”‘Rﬁspect and safeguard the confidemntiality SR N '
N /Af customer records and transactions - .
7. B:\p'tmctual . . o .o
8. Make change quja.‘ck,ly) and accuratgly . -
. ~ i & < '
\ . ° - 6 L
. i .
. . i /.,
ot r \ e ,
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. \ . . Don't ‘
- . - . :Know/ |, -
' * . , . Above “N . Beloy | Ddestt'f
N . Average | Average | Average | Apply ’
. * . . . . ’ ] o N . 53 o T
9. Follow orders and accept Superv:Lsﬁon . N ‘e .
. . - ) s
10. Be sensitive to and aware of community Y .
attitudes and ‘concerns 2 ‘
i ’ N o~
. ° “ i ' .
11. Keep neat and accurate financial records . ) . )
12, Explain bank policies and servicg;.to . - o . '
the public ) SRR : t
S by . < * ) ® S .
13. Remember details: ) N » . , % : .
2 - . »” .
. 14, Use banking forms correctly v , ot ,
) . 4 ‘ R N . k2 . *
15. Fallow complex procedures accurately, S , o .
- E » — .
. " 16. . Use ‘an adding 'machine’ ) \ :
) 17. 1Inspire trust ..
. . - 0 «
18. Be conscientious .
» . ’ -
. ) ' ’ a 3‘ ¢ -
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.CREDITS . T .
A ., L / ¢ ol ‘ »
*  Educational , Kuth B. Ekstrom, Project D1rector & : v
" Testing ** .
s Service C. Bred‘ke ‘Gruenberg, PrOJect Manager ' . )
. *  Project. | Jul:.e_t\J.. Beier,” Senior Research Assistant N
- \‘St‘aff: . . E. Leta Davis, Senior Résearch Assistant ’ . -
R . Barhara A. Marrow, Res arch Assistant. A . o
. " Ruth A. Sugerman, Résearch Assistant . ’ ) -7
a7 . " o :
‘Pr,ojecf . ~John D.&rdlen "
u. - Advisory” °, Employm&ht Management Association, Wellesley, MA "~ . /
. . . - »
Committee: "Jane P: Fleming ‘ ot
y ’ . Wider Opportunities for Women, Washlngton DC,
Ca ) *Joan M. Goedin - ' t,
3 ' National Commission on Working -Womep, Washington, DC
Marie K. Keeney . ' : ‘ ) 2

Former D:er/ctor, PA Commission on the Status of Women, Harrisbd!g, PA ’

Morris Kegton @
Courrcil for the Advancement of Experiential Learning, Columbla, MD

Cynthia E. Marano ' 1 -
. " Center for Displaced Homemakers, Baltimore, D
Ruth Nadel' : . s - .
o Women's Bureau, U.S. Departmepnt of Labor, Washington, DC
L 4 IN

Iteme E. Portillo
cA Board of Vocational Education, .Sacramento, CA

. < Merble: (H. Reagon ' | 5 4
’ ‘Iatio‘nal Council of Negro Women, New York NY '

\ Anlene B. Syring . . - . - e ‘ N
Employ\e.r's Insurance ef Wa.usau Wausau, WI ? .
. - - L. i v . - ) . A
' M ) Q ‘. " - b L3 " .t . ) .,q . '
Cooperating Displaced Homemaker Cénter, Oakland, CA . R , o
Tryout . Chrigtine Hom‘er, Coordinator - T ‘ Doy -
, . * Y. . S
L Centers: ‘Flexible Careers, Chicago, IL AN . oot e
A ) s Joyc&‘?Drake Ccfordinator e e )
S Volunteer Bureau of Bergen C0unty, Hackensack. NI . L ’ © g
: ) : . . FTorence Leon cperd'inator T . } :
Lo wcmen-s .Center of ‘Dallas, Da#las, X L
P Joan "IcClennahan Cd’rdinator . . .
Specia-l' - Frances Hamilton Mur:hes. Se Tapman -and Walter % Brpoking *
Thanks to: .. y.s. Department of _Education,
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