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, ' Sd;;fmary Abstract e P

The overall objectives of thils project, -as stated in the RFP, were to

deVeIop a process by which the life experiences of women could be assessed
for entry into employment and for entry into or advanced placement in vbca- -

tional education programs. 'To accomplish these objectives, several tasks

were specified. These included:

e Determining the state of the art in transferring women's life .

e

= . ©
experiences to education and employment

e Developing an inventory of women's life eiperiences-showing tasks
performed ‘and competencies developed

) Analy21ng the competencies ident1f1ed for their transferability

v )

to employment requirements in selected occupations, and for .

hd a1

transferability to admission requirements and advanced standing ¢

- | {

-in vocational education programs

‘

‘e Designing a process based on the competency analyses tg further

the recognition of women's experiential learning : <

Determining through tryout‘how well womeh perform.fofiowing

s - - placement based on the competency analyses 7 .Qi

’ ' ; s
s

Revising the competency analyses, andT ’

o

e Preparing and disseminating ?ublicatipns describing the process.
- TNy

Ll I"
This report summarizes. these ta&ﬁ%v; ‘
. v /,“ 'y

Determining the State of the Art' }' . #

.

N
%

+
1

~This task involved both a review- of the literature and intexviews

*

‘ ’,/ - ) ' ‘q

with organizations, projectsk, and individtals to determine the approaches

——

being used to accredit women's life experience learning. ' : .

|

P J

=

c, \This review identified six major barriers to providing recognition

.

-
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for women's life experience learning--identification, articulation, docu-

mentation and assessment, knowledge gS?s, financial policies, and beliefs.

The three main approaches used by educational institutions to assess

e

prior learning are: (1) course or program evaluation (such as use of the

American Council on Education's National Guide to Credit Recommendations

for Noncollegiate Courses); (2) crpdit by examination (such as use of the

. /
College Level Examination Program tests or locally made tests); and (3)
> <

individualized assessment (such as'the portfolio methods descglbed in
materials by the Council for the Advigcement of Experiential Learning).

It was conclud%d thatﬁij;lvidua;ized apﬁroaches are best suited to Ehe (i
assessment o% #omeq's pribf learning for postsecondary vocationai e&ucatiag.
For eﬁploymenpj it was concluded that matcging individual competencies to

job requirements (aé is done in programs at Goucher College and at T

-

Northeastern University) seem most promising.

-~

ihere appears to be no one best approach that works equally well for
% all kinds of iife experience learning and for both éducation and empioyment.
The more flexible, individualized assessments, which identify the compe-

tencies acquired from experience and those needed in a vocational education

» -

(

program or occupation, were seen as holding the most promise for further

’

work in this projetts - . /"

The complete review is available through the ERIC system as a project

task report (#ED 189 335). ’
’ - . ’ : % .
-Developing an Inventory of Women's Life Experiences =~ - -

.
.

. A survey of 131 adult women (averagé age, 40) who were returning to

paid employment was conducted. Eighty-three percent of ‘these women were

i

L4 . | M
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4 . . - .
white and. 177" were minority. Most were residents of cities (40%) or sub-

urban areas (42%). Almost all,(96%) had a high school diploma or GED, but

only 36Z held 4 college degree. * Eighty-nine percent had not been 'regularly
L4 ( ~ v ’

employed for pay outside the home" for five years or longer; over 60% had

.

fiot been ebﬁloyed for pay for more than ten years.

P -~

’ The survey asked these women about frequent specific experiences in
homemaking and parenting, volunteer work and community service, credit and

noncredit courses, and hobbies, as well as any paid work experience. These

.

. 4 . .
women had prior learning experiences related to many occupational groups.

-

However, interpersonal skills were the most common, fgllowed by skills

3

related to sex-étereotyped occupations, such as secretary. Nevertheless,
if counselors probe beyond these skills, they can often fdentify a variety
of technifai, mechanical, and mathematical reasoning skills that can help

women expand the range of vocational education programs and occupations

.being considered. - N

. An Experience Description Summary was developed to assist counselors,
employers, and vocational éduca;ors in identifying the job~- or program;

relevant experiences of adult ;bmen. Copies of the Experience Description
Summary can be found in the final prggucts of this projecg, Makinggﬁggeri-

o

ence Count in Sex Equity Programs and Making Experience Count in Vocational

Education. . - a

A

» A re?ort on this task is availabléethrough the EKIC system (temporary

#CG 015 556). . -An anticle based on this task appeared in the Personnel and

\

Guidance Journal (1981, 60(2), 97-101). - ' ‘ .

A I\
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Determining the Relationshiﬁ of Experience to Emplovment and to Vocational

™~ . .

Education

The&project was asked, in the RFP, to focus on approximately, 20 occu-

»

‘pations predicted to be in high demand du iﬁg the 1980's. The occupations

selected were: afrline reservation agent} bank clerk/teller, claims

adjuster, collection worker, computer programmer, cook/chef, dispensing

optician, drafter, electronisg assembler, electronics technician, floral
- 7 e ‘e

designer, home health éide; insurance sales agent, libfafy technicia&i .

.

: / . creo " . TS
llthOg(fgffS’ medical record technician, occupational therapy assistant,
pefsonnel worker, photo lab technician, respiratory therapy worker, social

service aidé) and welder. o ¢

Occupational literature, ,task analyses, and job rand vocational educa-
+ A\]

tion program dégcriptions were reviewed. . Interviews wére also held with

employers. This information was uded to develop draftiskill-iis;s for
A .
each occupation. These lists also included skills identified in the

preceding task. ., - . -~ - ) .

Each list was. sent to nine employers or vocational educators for—_ °
) '\’ - N ! ’
rating. The raters were. asked to rate the importance of each skill in

Lt . -
selecting new employees or in identifying individuals to receive advanced

placement/course eiemption. These rat?ngs were then analyzed and used as
an indication of the extent éo which women's life experience learning
wouldltraﬁsfer to each\occdpation. Thesé-anélyses concluded that th;
typical re-entr? woman would probably perform well or ;ery well in most

of the direct-entry jobs in the employment phase of the tryout. They

also indicated that the skill a;a knowledge levels needed for advanced

~
.

7

A

"



placement’ in the yocational education programs would probably be met by

approximately one-third of the re-entry women in, the vocational education
o .

. 3
\

phase ‘of the grydut.

Task reports containing the transferability analyses are available

-~

through ERIC (Employment: #ED 192 041; Education: #ED 192 042).
¢ ., N

L4

Designing the Process

Using thé information from the preceding tasks, an eight-step process

was designed. The steps are:

v
-

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

enter the occupation or Eaught in the vocational education program.
. > t 3 -
The purpose of this step is to determine what is done
in the job or taught in the program. This information
) " is often already available in job descriptions or in
. course guides and outlinesi

, 2. BEQE the skills, knowiedge, and abilities i@éntified in Step ‘1. This
. ranking should be done by workeré’énd sppervisérs'in the occupafion
or by the faculty members who teach in’ the program.
The purpose of this step is to have .people who know

most about the job or program decide the relative
importance of the-skills, knowledge, and abilities.

i Many skills will be "minimal competencies," necessary -
. for all workers or students; others may be less -
important. - . \ : ’

.

o ..
3. Determine which skills, knowledge, and abilities will be considered

as sufficient Evidence that the job applicant or student has mastered

the requiréments to enter the job or the content of each course.
N -
0 The purpose of this step is to have employers or
‘ ~faculty determine the content and standards .for
the assessment process.

. . . .

’
®

<
.

o . R
r 4, Select' the assessment procedure(s) for each job or course. Determine
st -

v
.
k)

) Q . .‘.‘ . \ : | é} ! 4 ‘
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- - ‘ v
who will make the assessment. Assessment of life experience learning

can involve standardized tests, employer- or teacher-made tests,

- A ~ . e

denionstrations, simulations, interviews, portfolios; or other

techniques. \
The purpose of this step is to allow employers or faculty
to determine how the pro?ess of assessment will be carried
out.
(

Recruit adult women who are interested in obtaining employment or

vocational education. . . .

S . ) .
The purpose of this step is to develop and implemént an
outreach plan to attract adult women,who§ through their Cék
life experience learning, may have acquired the skills, -
knowledge, and abilities necessary for successful job . % -
pérformance or completion of the vocational education -
pfogram,. t

.

Screen the women, using the "‘Experience Descriptién Summary. Informa-

., \ . .
tion from the screening can be used in two ways: (1) £o‘nounsel women
. - bY . *
about jobs or vocational education programs they might enter, and (2)

-

!

te 1denti£z women who appear to have sufficient life experience learn- .

ing to be hired or to obtain adVEnced placement in the program, or . v
1
&
credit for certain courses. ~ .
The pﬂrposeiof this step is to provide a quick and low ’ 3
cost preliminary estimate of how women's skills and

experiences are related to the job br the vocatianal
education program. . .
y

-
*

Assess the women and place 'those who qualfty in the job or vocational .

education program. The t type of placement will be determined by the -.

area of experiential'learning. The level of placement will be deter-

mined from the skills and knowledge identified in the assessment

.

pracess. -
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The purpose of this step is to provide, after assessment,

appropriate job placement, course exemption, or advanced ] . .
placement for those women.who have the-necessary skills,

knowledge, and abilities. o

8. Monitor the performance of the women, Obtain, information about their
> . * “,‘
Y

continuance and success in the job or the vocational education program.

.This information can be used to improve the screening process. It may

also suggest ways to restrutture courses or programs to make them - ¢ .
better meet the neegs ofvagglt women students. .
The purpose of this step is to collect evidence that will
. , show how well adult women do in the selected occupati?ns
or-vocational education programs, This evidence.can be .
- used” to improve the recruitment and selection process. .
It can also be used to demonstrate program effectiyeness.
The evaluation information may suggest ways of designing
. job training or®vocational education programs for re-entry
wonen., . !

This process 'is flexible enough that it can be adapted to the standards ‘ ..
‘anﬁ special requirements of any business, industry, ‘or vocational educa- K
- , (

' tion program. . . ! ' - -

Tryout of the Process and Revision of the Competency Analyses . .

The purpose of this task was to'try out the process which h?d been: } o
. developed to assess the life experiences of women for entry-into employ-
ment and. for entry into or advanced placqunt in vocational education . FIRN

- * . \_\
programs. The tryout involved using an inventory of women's experiences

-

and skills, the Experience Description Summary, and competency analysis

’ \ ol
for selected'%ccupatigps and programs to match experiential learninéi

. > .
0

with job™ or program‘requirements. The goal of the tryout was to“‘\\‘_‘h-

+ [y - ' “ .
"determine the vélidity of the competency analysis and in'ventory."

The planned design of the txryout was to administer the Experience

-«
.
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- cqrrelatioﬁs witlhi over-all

S

\

Y

Description Summary‘to women returning to employment and éhtering voca-

. o
.tional educatlon programs, to use the Experience Descrlption Summary to

A

match women's skllls with the re uiregents (determidﬁﬁ by the competency—~—~»

ot 7

analysis) for the selected occ
\
. &
process. to place approximate
) , . 3
200 women in vocational education Rrogfams, and to moni tor gheir perfor—

* N .. q‘n)

igng and programs, tosuse the ﬂatching

/.v *

00 onSE% in jobs ,and ,a.pprox:Emately 150 o
/9

&/

mance in order to'determine the validity of the proqess.
the’ EhyeniEnce Descriptiéh
Summary was administexjd tg 155 wpmez. -Forty-nine ot:khis%myomeg later
After six months, employer ratings of the womeh‘s
w

over-all JOb perfq;mance and specific . job competencies were obtained.. s
. L

>

In the occupational phase of thg tryout,

g -

entered employment. .

-~
e

Sixty-nine percent of the women wéte rated 'above avenage" by their B '
LY . v .« & 1 n‘,
~ . s
employers in comparison with "all women currently tn this job." None of
A - &% -«
. \ ¢ -

-

a

. . o . .
the women.was rated a "below average" “worker. .

-

«Several of, the Experience Description Summary s€ales had satisfactory’’
(S N .
. % . "

.65, credit/€ollectfon worker 6l home health aide .54,

sales agent

floral designer .46, photo lab technician 41, electroﬁics assembler-.32

4
< - . 4 'fh“

\
\ ¢

claims adjuster were less satisfactory.

~

and hank;élerk/ eller .21,

loyer than their employers'’

\ . -
tencies. -Thus, skill self-ratings of the

ratings on the Egperience Description Summary scale

evaluations of the

.
3

The scales for airline reservation agent ‘and’ o
‘The women's competency self-

. . i
tended to bg sgpewhat,

omen on thé stme compe-

e used in this tryou

can be

»

’ -

considered to.be good predictors of j success, but tend tqward hefhg

.o
underest,imates. . .

ed

2
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&
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»
-
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Insufficient data were obtainéd to permit validation of the Experi-
Y ] , 3 LA . .k » -

- a . N
ence Description Summary scales_ﬁor the vocational education programs.

Y —

The tryout also showed that the process was diff{bu}t to.implement,
, espg@gielly in vocational education prbgrams.: Some of the problems were
i ety ). . ’ IS
s - ‘ .
inherent in the design ifself, while others were the result of ciﬁ?um-

»
- 4 -
. .

o
<, stances that could not have been foreseen. ', . -,

3 Ed
e 4

v ) S Desplte the 1mplementatlon problens, the tryout demonstrated that
» 13

\ ) o ‘adult"women have a wide variety of ledrning experiences and that they

Al

develop job—releyant skills from these exgeriences. When'such women

Rl

enter paiﬂ,employment, they are‘considered by their_egployers §$>be

e + above average workers. -
e

B
¢ 3
Y . A

. Complete details Of the tryout and competency analysisetasks are
0o,

available through ERIC (Tryout: #ED 204 520; Competency ‘Analyses:

P ! -
I .

. #ED 204 353). . , ., N\ -

_— Publicatjons - - -

- 4

. o
s . R BN . e T 4, {f& ] '
As indicated in the preseding~sections, the project staff prepared
- - " task reports describing each maj?r activity. These reports are avail-
“S . "‘,

-

: abie through the ERIC system M -

>

at

— v ’ o
{.

. The project staff also prapared two descriptive puglications4 Making

’gZPerience Count in Sex Eq;ity Programs and Making Experience Count in -

ffCE 029 992 and #CE 029 993 respectively) These puélications were

distributed to all state sex equity coordinators {n the fall of 1981 as’

.
|

part of four regional Workshops. —_ ‘

‘Vocatienal Education, which~are available through ERIC (temporary fs

- N ¢
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Introduction

\ ; 3 -
'The overall objectives of this project, as stated in the RFP, were to
» i ’ .- . . .

develop a process by which ther life experiences of adult women could, be
) . . \

. assessed for entry into employment and for entry into or advanded placement

S

_ in vocational education programs. To accomplish these qbjectives, several

<

tasks were specified. These included: . ) - s

~ o Determining the state of the art in transferying Qomen's life

‘ experiences to education and employment ° ' ’ ’ ’

® -Debeloping an inventory of women's_life experiences showing
tasks performed .and competencies developed E .
[ Analyzing'tne competencies identified for their transferability‘
. to employment requirements in selected occupations, and for

transf\rﬁbility to admission requirements and advanced stand—

v

ing in selected vocational education programs

e Designing a process based on the competency analyses to fnrther
the recognition of women's experiential learning

. i t
[§ f7
N e Determining through tryout how well women perform following

.

placement based on theecompetency analises

1

e Revising the competency analyses;‘and
e __

>o Preparing and disgeminating publications describing the process.

This'report,summarizég these tasks.

02

.

»

" Advisory Committee,’ ) .
The first activity was to‘set up a nine-member advisory committee to

.

¢ -

provide guidance and ,to review project materials. The original members

of this committee were: .




Jane P: Flemlng "
Wider Opportunities for Women

Dennis Gallagher X

National Manpower Institute

Marie R. Keeney ‘

PA Commission on the Status
of Women .

Morris Keeton

Council ‘for the Advancement
of Experiential Learning

’,

.~- Arlene B: Syring

I

!

Cynthla E. Marano
Displaced Homemaker Center
Baltimore, MD

Ruth Nadel
U.S. Department of Labor
Women's Bureau .

Irene|E. Portillo
CA Board of .Vocational Education

«
¢

Merbla_Harrington Reagon
National Council of Negro Women

Employers Insurance of

Wausau

. .. (l' |

" Later, when Dennis Gallagher resigned from the committee, it was decided to

M 4.
-

& .
enlarge the committee to ten members. The two new members of the committee
w ! ’
L, } , . YA
were John D. Erdlen, Employment Management Association, and Joan M. Goodin,

-
<.

-

National Mdhpower Institute. . !

Dissemination Plan

~

-

The project staff prepared a plan

for tﬂe disseminatidn of inférmation

about the project. This‘plan; which was submitted_tqkthe U.S‘qufice of

<

Education onvbctober 31, 1978, described “the descriétive brochures to{be
»

developed, and, the plans for placement

of articles in the general‘newsy

nedia,(for placement of articles in professignal publications, for making

L3

oral presentations about the project to business, educational) wongn s, and

professional groups, and for responding to telephone inquiries and iﬁ&ﬁg

These plans were implemented after their approval by thevproject officer.

The project was especially successful id obtaining placements in the

general news media and in reaching individuals operating counseling programs

-~

for displaced hpmemaker§~and/or other adult iomen entering'employment or

postsecondary .education.

qﬂzs
O

1
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* . Detetmining the.State of the Art

I

. 3

The first substantive task was to "determine the state-of-the—art in

establisﬁing the transferability of women's life experiences to emp loyment

1

. -] -
and to completion of requirements for vocational education programs."
Methodology involved both a review of the-literature and, also, interviews

with ofganizations, projeéts, and individuals;to determine the approacheé
being used to accredit women's life experience learning and to identify

.- ]
. the obstacles to suth accreditation. This task identified six major

k4 N
barriers to providing recognition for life experijence learning.

'
°

o Identification--the woman herself, the potential employer,

~

. ar the vocational educator may not recognize that life

<
»

7 .
experiencés are learning activities in which new skills

and abilities are ;cquired

Articulation——the'woman, the employer, or“the vocational
educator mé& not see the relationship between the skills

acquired throuéh life experiences and thése required in a

ot ‘

paid job ox in a vocational education program

Assessment--even when articulation is acknowledged, formal

fecognition may not occur because of problems in determin-

o .
!

ing the scope and level of the 'skills

Knowledge Gaps;rbecause prio} experience learning is ‘not

’

systematidally organized, the knowlgﬁge acquired may not ‘

cover all topics required by the job or taught in the

.

vocational eéducation program

e Financial--employers are concerned that the cost of




assessiﬁg experiéntial learning will not be offset'by tHe
\ ' .
lower cost for worker training. Vocational institutions

are worried about the loss of tuition income. Also, many
A 1
~ B N ]

states have financial reimbursement policies that do not

provide payments for assessment of exp%rientiai learning

-~ )

e Beliefs--some p%pple think that only work done for paf is

'

"real work" and, therefore, depreciate the unpaid work
H

done by women. gex stereotypes often reinforce these

N

< beliefs.  Educators sometimes worry that accepting life

!

experience learning can result in lower sFandards or .

"admission of individuals unable to complete the program

b
A}

) " sdtisfactorily: 2 . . ¢ .

3 ’ -

‘/\ The reviefﬁideptified three main approacheg'used by educational

‘
< -

institutions to‘assess prior experience learning: (1) cours® or program

<
~ 1

evaluation (such as use of  the American Council an Education's National

v

- Guide to Credit Recommendations for Nancollegiate Courses): (2) credit-

by,éxaminatiqnl wheghe} tﬁrough standardized testing (sdﬁh as the College

" Level Ex;minatiOﬁ Proggam tests) or through locé;ly made challenge exami-
) 'n;;ions qf pergorgance teéks;‘aﬁd 3 portfﬁlio aeVelopment and other
, relaéfd fo%ms gé individualized assessment, as described in pubiicationé
; available from the Co;hcil for tﬂe‘Advancement of Experient%al iearning:'

It was boncluéed‘that the;ihdividualized-approach is best suited to .

L

the assessment of women's prior experience learning for vocational

pestsecondary eéucation,_since it ailows for the greatest flexibility in

the types qf experiences included and the ways in which thése experiences

3

RN .




are related to the student's educational program. However, because it is
' L
individualized, this method involves more time and higher costs than.do

the other approaches. Credit by examination works best when there is

good correeoondence between the c¢ontent of the examination and the soope
of the prior experience learning; however, there are many exoeriential ﬁ
learning areas where no standardizez'exémination is available or appro-~

priate. Course or program evaluation is possible only for prior learning

efperiences which involve formal instruction; this type of assessment

’

. gives little guidance as to the level of competence (over the minimum

requi?ed to complete the program) attained by participating individuals.

’

For employment, the review concluded that matching individual compe-
“

£ / . 0
"tencies with Job requlrements (as has been done in progects at Goucher .

-

College and Northeastern University) seems best. Thﬁs approach recuires

a carefulégob analysis and cannot rely on existing Jﬂalyses which mey be

~

biased ﬁgﬁtheir views. of work traditionally one by women. It may also
\ s ? f" u
require cooperative efforts between a woman,'an employer and an educa-

‘tfonal institution, ifNEhére -are knbwledge gapé between the experiential

“learning ang the job requirements. L -
A f . > - N ' '.
There appears to be no one "best".approach-which works equally well
+ * D . .

-~ ! !
for all- of women's life experiences and for both education and employment.

v

The more flexible, individualized assessments, which identify and match

the competencies acqui;ed from experience and those involVed~in a college
. . , ; .-

course 'or job, seemed to ho}d the most promise for process development.

The tomplete review is availdble through the ERIC s&stem-(#ED 189 335).

>
4




Developing an Inventory of Women's Life Experiences

The next task was to "develop an inventory of women's life experi-

‘ences." This was done by conducting a survey, during the summer of 1979,
of 131 adult women (average age, 40) enrolled in. pre-employment counseling
. ’ -

programé. Eighty-three percent of these women wWere white and 17% were

minority. Most were residents of cities (40%) or suburban areas (42%) .
Almost all (96%) had a high school diploma or GED, but only 36% held a -

college degree.\NEighty—nine percent had not been."regularly employed for
. L

pay outside the home" for five years or‘longer; over 607 had not been
b]

employed for pay for more than ten years. -

<

The survey asked these women about specific experiences in homemaking"
& . 5 c. * . ..
and parenting, volunteer work and community service, credit and noncredit

courses, and hobbies, as well~as any paid work experience. n

" Almost all of the respondents had extensive experience in<homemaking

P

and parenting. All of the women had experience and ski&f‘in evaluating

and purchasing food, cooking and baking, maintaiCing and caring for cloth—
%

ing, providing for‘family health and safety, managing money, and pIanning

3t

travel and/or recreation. In response to questions about "norntraditional

) (4

homemaking skills, it was found that ‘40% of these women had, at some time,
' Q . R

made automobile repalrs, 86% had done walﬁ?épering or painting, 84% had

refinished furniture, 49% had done carpeatry or construction, 4§Z had made
" electrical repairs, and 46% had made plumbingyrepairsﬂ

ﬁany of the women surVeyeJ’had extensive experience in volunteer work

.

or community service. The data about these experiences are shown in

Tdble 1. Three such activities, each done by more than 70% of the women,




N P

were: (1) referring others to sources of information, (2) responding to
3

telephone inquiries for information, and (3) quantity food preparation.

k.

More than 60Z of the respgndents had, at some time, taught groups of

hildreg‘pr\chlts, trained others to work in their organization, done

—

»

yping, filing, or other organizational office work, and done fund raising.

Over one-half of the respondents.had held elective office in ad organi-

v

zation; as a‘consequence, they had skills in' chairing meetings, making ‘

. . -

written and oral reports,.and in doing ,other administrative activities.

. The survey asked the women to rate themselves on 28 skills;most

frequently listed in the worker .trait profiles of the Dictionary of Occu-

. —_—

‘pétional Titles. These data are shown in Table 2. The highest ratings

were on the ability to take respon31bility ,belp others, deal w1th people,

*~ . adjust to a variety of activities and to frequent unexpected chgnges, be

self~directed, evaluate a.pftoduct usingtone's own staqdards, analyze a
problem, and interpret other's feelings and opinions. o N
[ Al » v

L The survey report concluded that Madult women have a wide variety of '
LN 'R . *

life experiences through which {they acquire skills and knowledge that”are

.
v

job relevant." It found that iﬁterﬁersoﬁal skills we;g the most common,

- L. - : -

. as were skills releted to jobs in clerical and secretarial ﬁork,‘retailA

sales, manufacturing, and Service occupations. It recommended that career

couuselors probe beydnd these common skills to identify other skills

.

(éépecially technical, mechanicdl, and mathematical reasoning skills) that
‘ would help women expand the range of vocational education,prOgram§“éggw_ﬁ

-

- océupations being considered. The report also recommendEd counseling to

t

) help women see how they can advance in their careers by ‘combining their

.
L . -
A .
~ »




. . B . . - [
b4 o ) ~;,;> )
" interpersonal and’managerial skills with what they have learned in-entry--

-

level jobs. t
»’ .
The information from this survey, showing specific expériences by

-~

occupational grdnp and the percentage of wonen who reported having

4

frequently engaged in each activity, is presented below.

Experienc related to Agriculture and Agribusiness occupations: .

Growirg flowering plants s . . 71%

Floral Yesign : . . ‘ . 59%
Pet care, grooming, or training # 53%
Landscape design . 47%
- Lawn maintenance ' ’ - 47%
Vegetable or fruit growing . 43%
* Pgid/job in agriculture’® ' =« ° 6%
P . : R ) ' - .

" Experjlences related to Bus{ness and Office occupations: t \
Managing household ﬁoney s , \\\\, .. 82%
T , Maintaining home financial records . ' ‘ . B 767%
Selecting living quarters - ¢ . 69%
Paid job. as'a secretary . 657%
Electivé office in a volunteer organization ' < 447
Typing, filing, or office work for a volunteer organization . 427
. . : Responsibility for the day-to-day administration of :
' a volunteer organization T _ 33%
Supervigion of other volumtéers - . _ 32%
Pald job as a bookkeeper : . *\‘\*\~\\\\\\\\‘\ _28%

Keeping accounts for a volunteer organization
Being responsible for’ the Financial management of
a volunteer organization - 22%

Experiences related to Communications and Media occupations:

+4 - ‘ N . s

' Speaking. before large groups % 33%
.. Obtain#ng and scheduling speakers, performg;s or films 32%

- * Photography hobby 29% °
Writing or editing a newsletter ' E ' o 297

" Writing press releases ‘ 25% .
Performing in shows or concerts ., R ) , 20%

3
S Experiences related to Construction occupations'

<
.

N Interior design . . 607
Furniture building S . ) 38%

kY v
‘ ©

?




Painting, wallpapering, or setting tile
Carpentry or censtruction

Paid job in buildirg or construction
Making electricdl repairs

’\
Making plumbing repairs .

’

" Experiences related to Fine Arts and Humanities occupations:

e

Providing religious instructio .
Fine arts hobbies (music, painting, etc. )
Reading in the humanities
Designing clothing :

- Creative writing . .
Learning or maintaining a foreign language
Credit or noncredit courses in the humanities
Designing posters .
Paid job in the creative oy performing arts
Translating material into English

* Translating material intb another language

Experiences related to Health occupations:

Préviding»home health care
Caring for an idfant

Giving first aid for injuries
Diagnosing childhood diseases

A

.88%

84%"

'66%

51%

Reading in. the biological sciences g . ~-17% -

Caring for an elderly or handicapped family member '
Credit or noncredit courses in the biological sciences '
Paid job as, a nurse . , - .

.-

Experiences related to Manufacturing, Repair, and Technical occupations:

X
-
Y

. Managing time and scheduling activities

Setting priorities % & <
Crafts (ceramics, stained glass, *etc.)” T ;

ing clothing for children or adults

g-children's tdys and play equipment ,
Training others to work_in a volunteer organization
Repairing furniture = .
Credit or ngncredit courses in crafts
Supervising the work™of othet volunteers .
Paid job in manufacturing .
.Reading in the physical sciences -
Credit or noncredit courses in the: physical sciences
Furniture finishing/refinishing \
Paid job in science or technology
Paid mechanical or repair work
Making small appliance repairs

P

L4

15%
13%
12

967
88%
56%
517%
487

47% 1\

38%
35%

32%

3%
16%
12%
127
127
5%
2%




<

Evaluating and purchasing food

Evaluating and purchasing textile items D

,Evaluating and purchasing furniture and appliances
Paid job in retiail sales

.. Supervising the &istribq;ion of printed mate

Selecting, pricing, and selling items for a°
organizatioh Lo

~— Organizing a sale ’ :
Creating advertising for an organization

;

Experiences related to Personal Service occupatio
V. T

o P

Cleaning and caring for clothing

- Paid job in household service-
Paid job in cosmetology /

Expériences related

. »
et —~—

Listemingsto

Counseling
. Counseling

.- Workifgwgith thé. emotion
Paid/job in sqcial work//

TP job in a libiZiy%/’ ' o . ’ %
& 3 / 4 . )// ’ o , oy {4
" Experi nces’éelated to Food Service, Hospital qz{g;/occup-
e 7 7 P —

-~/

/ ’ . .
Fapily cooking and baking -
rticipating in/individual»égortg

77%
/Organizing family socjal events ! /értaigye . 4 61% C #
Doing gourmet cooking ) A O 55% 7, //;{
ing family vacations, tray » Pr’ rectgation - - . " 52% 0 A

t’sn éénizatio >, o 502‘¢f<'/f //?
- /

’, S 57/ Ty
LS s S g - . s
~ L T g . A

Doing qﬁEﬁtiﬁy\gggEiggvor bakipg- f
Entertaining groups 1

-
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@ .
y amping hobby . )
“Paid job as~a waitress o )
. ; -ackpac ng or hiking ho by ) * N

K

.Loagh ng a sport .
/ Q¥ ganizing a volunt r groyp \ dinner or dance

,Paiq job as co
Arranging org zatfhn or g#oup tAlps
artij}éﬁti in team/sports-

/Paid a travel agent

O

3 /reiated aé/zgansportation occupatlons%

ly- transportation i ~72%

ck, van, or bus for a volunteer organizat n 297
g automgbile maintenance - ‘ 29%
sallzn hobby /é,f i 20%
repairs - f}

1 ormatioﬁ'was also used to_ lop Part I of, the Experience Description
/7 : ] ,/,‘( i j ] -
/ J/ /, > . M/, /./ i /’/}’ ,

»  Summary (EDS){;which is ineluded in thls repo;g as /Appendix A. This section

A o Ao ’
”J//’of the instrumehtxsan e dsed to prov1de iareer nd educational counseling for
i 7/

s also used in the next two

»
(,/ -~ /i

///adlit women. The information from this s
// e Lo X

; 2 /

-7 __77Pro tasks, determlni g the, transfer i/} y of these skills to employment
4 =7 7 - / // k / s
2 :/// 7 d to v atlonal educat on progr mé L.

7 / 7 . ‘

epo ; on this t?sk is availa le through /he///ic system (temporary

’ ’ N
n this tasd also appeared in the PersonneI

-

le ased

’ ¢ -

/et wl., 1981).

Ansferability Analyses -~ :
D . T
, conducted concurrently, involved identifying the

N sj{ected direct-entry occupations apd”in selected voca-
7z v c
‘o - b ¥ .
.J/,fddcat,a ‘programs. The occupational phése was carried out by
4 i

4

4 s T C *
;:_%3%» exvice project stgff; a subcontractor, the American
X A 2 L

-Muuni /ﬂd Jupdbr Colieges (AACJC),.was respdnsible‘for
¢

1

phase of/the project.
Ve ,




. . The occupatiogfaand programs were selected according to criterla sets
N~ ' ¢
forth in the RFP: "The jobs selected shall be those for which there is a
. v v - L
growing demand. They shall be drawn from at least™en of  the occdpational
clusters} and ten of‘theﬁéobs shall be traditionally male—inﬁensive occu-
pations.”" The final llSt of 22 occupations %fd programs included airlite .

/""

4

reservation agent, bank clerk/teller “1aims aﬁfuster, comput prpgramne;,l/

’ . b, r P /
AY . . .« 7
cook/chef, credit/collection.worker, dispensing optician, dr fter, elec~ ~
. / e~ % .
. 5
tronics assembler,'engin%ering/scdence technician, floral designer, home
e v - @5 1 ’ . _ . N
S=_health aide, insurance sales agent, library technician, lithographer, medi-
. . ) | ) i

ician, occupational therepy assistant, pexsonnel#;mployee

cal record

4
benefits worker, photo labo tory‘technician respiratory therapy worker,

A ]

7
social\se£v1ce aide, andcwglder. ;;;;\ZEEfa cuﬂations were included to

o

4 provide a back—up Tn\case\of\problemsn) T

— —_
Occupational Phase - T - T
e " . : i . e
® . For each direct-entry occupation, the EIS staff held’intervieWs-with .

< -
twa employers in each of two cities. Tﬁe purpose Lf these interviews was -

to identify the skills, knowledge, and abilities needed in the job. 9sing

this information and literature describing the occupation, draft competency
. N -
» rating lists were developed (Copies of these draft lists are included in
\
the .task reports iﬁentified at the end of this section ) Since the ﬁFP

v . ‘ » PR

‘specified that the job-related competencies be verified by employers and
[ .

workers in "apprOpriate employing establishments," the rating’ 1ist"£or

. each’ occupation wére sent to nine employers. "The employers were asked to

— - «

rate each item for its usefulness in selecting new employees.‘ The fating
R . i . ’ ‘A [N ’

. scale used to evaluate the skills was: 3 = superipr workers, 2 = average
. - . < ,v
. . f

~

%




¢

workers; 1 = minimum job performance; and O = not relevant. (It should

be noted that this:scale, ‘adapted from PrimofFf {1975], was found *confus-

ing by some

€

respondents.) Mean ratings were computed and then related to - '

the skill serg—ratings from the-survey of women's life experiences. 5

The items in the competency lists are of two types: (1) transferable

.skills, which includes, both what Fine (1957) calls functional skills T,
Lo \ .
¢working with, people, informatiqn; and things) and self-management skills

{which are related to temperament or personality), andr(Z) job-specific

~

skills; which include what Fine calls work-content or technical skills.

-
] Ay

Many of the items on the transferable skills list were*derived from
. . ~

[y

Sjogren's (1977) list of occupationally transferable skills and character- ”
istics. ) . . ) )
Table 3 presents the traﬁsferability’aﬁalysis for the Project ACCESS ¢ l
. 4 :

employment component.u Using the skills from the women's survey, Ehis
,analysis compared the women's self-ratings of competence with the employers'’

!ratings of the.importance of these skills in selecting new employees. The -

. 3 ° -
skills are presented in order of the women's self-ratings. A medn employex ,.
. . ) :' .
- * ¢ “’
rating of 1.5 or higher indicates that employees with this skill are @

expected to give a€erage or superior job performance; a dash indjrates that

the sRill was either not relevant to or not asked’about for that occupation.
4

v ’

» M should be noted that a confidence limit of i_.S was used to getquine

vhether sets of ratings were similar--if the ratings~fell within this range,

) . - .. s
they were considered similar. ' . ‘ W °

In comparing the women's self-ratings with the emplaoyers' ratings.for

PR . - R ]
- each skill, it can be seen that the women's mean self-ratings- for ten of ’n\?\\:*




. - ~

the 22 skills (indicated by asterisks) met or exceeded t%ﬁ’employers" mean
: A N

ratings for all occupations. : .

For five of the skills (items 2,:7, 14, 18, and 21), although the -

. B »
women's self-ratings did not reach those of the employers, for no occupa-

tion did the difference between ratihgérékéeed S . ’
For each of the Temaining skills (items 8, 9, 10, 12,‘13, 16, \and 19), .

. . a“
the difference between the women's self-rating and the employers' selection

a

rating exceeded .5 for only one of the nine occupations. In each of these

cases, the employers' rating of the skill was very high, indicating the

importance of the skill in that particular occupation.

* Examination of the women's skill self-ratings in relation to specific
S . K

occupations shows that (within the if.s confidence 1limit) the average woman .

rated herself as having all of the skills empioyers rated as necéééary for

b 2
¢

average or superior performance as a beginning airline reservation agent,
Y

g;nk clerk/teller, credit/collection worker, home health aide, or photo lab .

technician. In addition, the average woman had all but one of the skills

¥ necessary for average orﬂsupérior performance as a beginning floral designer

A “

or ipsurance sales agent, and all but two of the skills necessary for average

Y

or superior performance as a beginning electronics assembler. Finally, the

\

average woman had all but three of the skills rated as necessary for average’

. .
4 “

< or superior pejformance as a beginning claims adjuster.

Vocational Edu@ation Ehasg . . ) - -

It had originally been planned that AACJC would visit vocgtional edu-

cation programs and hold interviews with faculty to identify the compépencies i V/éx

e .

. -8

required for entrance into and/or advanced placement in each of the program

]

e . < %
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< -
.

' . N . . .
areas. Instead, AACJC mailed the interview discussion record form to "a

random sample of women instructors and curricular program managers.'
Fourteen responses were received, but none of the information related to

the target occupations.~ A second effort was ma have AACJC collect
- - e - h_b.i._ — — -~

information by. telephone 1nterviews and to have the programs mail copies

oﬁ descriptive materials to ETS. When these materials*ﬁere finally

received, they were used by the ETS staff to draft competency rating

lists. Each rating list was then sent to a sample of nine vocational

educators. Two types of ratings were requested:

(1) for selecting

.

students to enter the program, and (2) to 1dentify students to receive
advanced placement'or course exemption. Since several of the respondents
indicated that the philosophy of their program was to accept ail applicants,
it was concluded that the selectioh ratings-were of little utility. The

vocattonal education transferability analysis, therefore, focused on the

h ]

¥

advanced placement ratings. The vocational educators were asked to rate
A -
each item for its usefulness in identifying students with the skills

-

required for advanced placement. The rating scale used to evaluate the

skills was: 3 = very important; 2 = valuabie} 1 = not usefud; and 0 =

“~

not relevant. The trans{erability analysis compared these ratings with
the women's skill self-ratings.

Table 4 presents the transferability analysis for the Project ACCESS
e
vocational education component. Using the skills listed in the women's

surVey, this analysis compares the women's self-ratings of competence with

the vocational eductors’ ratings.of’ the importance of these skills in

’ . //

awarding advanced placement. The skills ate oresented»in order of the

v
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.

women's self-ratings. A mean éducator placement rating of 1.5 or higher

-

indicates that students with this skill coqli be expected to receive

advanced placement or course exemption; a daﬁh indicates that the skill

was either not relevant to or not asked about for that program. It should

be noted that a confidence limit of + .5 was used ‘to determine whether

*

sets of ratings were sim;lar-—if the ratings fell within this range, they

were considered similar.

?

[

In: comparing the women's self-ratings with the educatbrs' ratings
for each skill, it can be seen that the women's mean self-ratings for
four of the 24 skills (indicated by astegishs) met or exceeded the

educators' mean rating$ for all programs..

t

For 11 of the skills (items 3, 4, 5, 6, 7, 8, 10, 14, 16, 17, and 21),
although the woman's self-ratings did not reach those of the educators, for
: 8

no program did the differgt:e\between'the ratings exceed .5,

For each of the remaining skills (items 9, 11, 12, 13, 15, 18, 22, 23,

and 24), the difference between the women's self-rating and the educators{
Placement rating exceeded' .5 for only one of the six progrdms. In each of
these/éases, the educatorsg” rating of the skiil was very high, reflectfng
the importance of the skiil in that particular program.

Examlnation of the women s skil self—ratings in relatipn-to speciflc'

vocational education _programs shows that (within the + .5 confidence limit)

the average woman rated herself as having all of the skills educators rated
, \
as necessary for advanced’ placement or courselexemption in drafting amd

respiratory therapy programs. In addition, the average woman ha® all but

one of the skills necessary for advanced placement or course exemption in

~ <

-




library technology and medical reécord technology programs, and all but

two of the skills necessary for advanced placement or course exemption

. - .
in a cook/chef program. Finally, the average woman had about one-half

at

of the skills necessary for advanced placemént or course exemption in {\\;v~

¢

an occupational-therapy- program. - I Tu e p— . -

)

~

The most highly rated *items for each occupation and each voca-

&

tional education program were incorporated into Part II of the Experi;
ence Description Summary (see Appendix B and C, respectively). <These

_ Experience Description Summary rating lists were to be used in the try-

skills necessary

b

placement in a’

out phase of the project to }dentify women who had the
to enter the target occupations or to receive advanced
_vocational education proggam. . 7 o ) .

The transferability analysesléoncluded that the project tryoﬁt n
could expect to, £ind sufficiént numbers of woﬁén with the skills needed
for entrance into t;; selected’ jobs ‘and for advanced plac¥ment in the
;elected vocational educationfbrogramsa Some occupations, like credit/’

-

‘collection worker and home health aide, appeared to be cloSeiy relaged

Y

to the average adult woman's experiential learning, while others, like
*

claims adjuster, were less closely related. It was estimated that most

?

of the women applying for the employment phase of the tryout would have
.experientially learned skills at a level sufficient.to enter one or more

‘of the t?rget occupations. It also seemed likel& that at least one-third
5
have skills and knowledge at a
: R .,
level ne¢essary to receive advanced placement in ohe of the postsecondary

5 ¢

\
of the women entering the. tryout would

vocational education programs,

B
.
~, j
\
\
x>

\
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The complete task reports, including draft rating lists, are avail-
& ' .' . ¥ "‘

ﬁble tHrough\the ERIC system (Employment: #ED 192 041; Vocational

. > . - .

Educatiou:' #ED 192 042).

! : -

. ) . Designing;;he Process

Using the information from the preceding tasks, an eiéht-step process

S, e 4 ~

for the tryout .and on-going usage wa:zSesﬁgned. The steps are:

+

1, Identify the skills, knowledge, d abilities ghich are required to

S/ : . ' .
" epter the occupation. or taught in the vocational education program.

" ' The purpose of this step is to determine what is done

_.._in the job_or taught in the -program, Often this infor—_‘.’A____“
"mation is already available in job descrlptions or in

— course guides and outlines.

1

2. Rank the skills, knowledge, and abilities identified in Step 1. °

| This ranking should be-done by workers and s;pervisors in the

occupation or by the faculty members who teach in the program.
The purpose of this step is to have people who know
most about the job or program decide the relative
importance of the skills; knowledge, and abilities.
Many skills will be "minimdl competencies," necessary
for all workers or students, others may be less
important.

3. Determine ghicH skills, knowledge, and abilities will be considered

as sufficient evidence that the job applicaht or student has mastered

t

the requirements to enter the job or the content of each course.

. The pu;posé‘of his step is to have employers or faculty .
e determine the content and standards for the assessment
' process., *

-

4. Select the assessment procedure(s) for each job or course. Determine

sessment. Mssessment of life experience learning

OO e e e s -

- can involve standardized tests, employer- or teacher-made tests,




-

/ - demonstrations, simulations, interviews, portfolios, or othey'

techniques. - ' .
The purpose of this step is to allow employers or faculty
to determine how the proeess of assessment will be carried
out. . v

4

5. Recruit adult women who are interested in obtalnlng employment or

- N '

vocational education.

e & =

4

The purpose of this step is to develop and implement an
outreach plan to attrast adult women who, through their
life experience learning, may have acquired the 'skills,
knowledge, and abilities necessary for successful job
performance or completion 6f the vocational education
program.

6. Screen the women, using the Experience Description Summary. Informa-

tion from the screeg}ng can be used in two ways: (1) to counsel women

-

. ' about jobs or vocational education programs they might enter, and (2)
~ to identify women who appear to have sufficient life experience learn~

ing to be hired or ‘to obtaiﬁ\advanced.placement in'the program, dr
. -

credit for certain courses.

. The purpose of this step is to provide a quick.and low

* co%t preliminary estimate of how women's skills and
experiences are related to the job or the vocational
education program.

7. Assess the women and place th;se who qualify in the.job or vocational

&

education program. The type of placement will be deterﬁineq by the

area of experiential learning. The level of placeﬁent will be deter-

d from the skills and knowledge identified in the assessment

. . / | . - .
process. . .
. &
. ! The purpose of this step is to provide, after assessment,
I appropriate job placement, advanced placement, or course ™
exemptidll for those women who have the necessary skills,
knowledge, and abilities.

J . ‘
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8. Monitor the performance of the women. Obtain information about their

3 ?

. : . L . .
continuance and success in the job or the vocational education program.
This information can be used to imp'rove the screening process. It may

also suggest ways to, restructure courses or programs to make them

’

 better meet the needs of adult women students. - g

The purpose of this step is to collect evidence that will
show how well adult women'do in the selected occupations,
or vocdtional education programs. This evidence can
improve the recruitment and selection process. It can
also be used to demonstrate program. effectiveness. The —
evaluation information may suggest ways of designing job.
training or vocational education programs fof re-entry
. women, -

This‘process is fMexible enough that it can be adapted to the standards

and special requirements of any business, industry, or vocational educa-

tion pre;;am. b

Vs

- . Design of the Tryout

The next task was to plan the tryout. Prelimi%ary inform§Eion about

possible tryout sites was coilected, based on the availability of large
numbers of institutions offering accredited vocational educat\on programs
in the selected occupational areas. ETS staff then obtained data about

employment opportunities-in each of these site§, using both published

en's centers in each potential site. The AACJC staff

areas to talk with vocational: educators.

3
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and/ the vocational education tryouts in the same metropolitan areas, doing: .
' ) ’ ‘ 2

intake at one women's center and referring the selected individuals to
either @ vocational education program or employment on the basis of their .
experience and their needs. It was concluded that this would be impossible

- to implement. In September 1979, a report on the‘tryoui plaﬁ was bresentéﬁ

+o the project's advisory committee. AACJC reported that-the vocational - N

Y ‘a Y
.education component of the tryout would be conducted in 18 colleges in four

states (California, Florida, Maryland, and Massachusetts), with training of

.

site coordinatofsrécheduled to%begin on Ogkgber 15, 1979. ETS reported . éﬁJ
that the employment compomént would be conducted in California, Illinois,

. New Jersey, and a yet to be selected souehern state (eithef Florida or

. Y, -

Texas) . L. _ .

The tryout schedule called for recruitment and intake scyeening of
women for ‘both components to begin I;{Novembef 1979,Nﬁith finél seléction.
decisions made by’;he énd of DPecember. Women would enter the vocational
education programé in &anuary/February 1980. Women selected for the ' (

employment phase’ would receive counseling and placement assistance from

. ,
- .

women's centers during this period. Participating collefes and women's

centers were to receive payments-af $50.00 per woman to éover the cost ; » /

of collecting the experience information, providing counseling to direct .
the women to the occupation or program which best matched their skills- . . /

and ccmpeéencies, and monitoring their~job or educational progress.

- b - )
; ) i \ Tryout of the Process

I ] rd

-2

//Tﬁe details of the tryout are described‘in the Task Bl report, which _ .

is/av lable through the ERIC system (#ED 204 520). As this report -

‘. ~ : . 3 .
. - . -
‘ Ll
// . . - N » .
, . ‘ . o ¢
S ' R ¥ / X ‘
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indicates, the tryout planned to use the Expérience Description Summary

. to select women who had the experience and skills to meet job or, program
\ ’ :') : . v ) . ¥
requirements, tq}@lace approximately 150-200 women in appropriate voca-

i
s

tional ‘education programs and approximately 100 women in appropriate ‘

jobs, and to monitor .their progre?s to "determine the validit?'of,the

- ’

compeéency éhalyéié and iﬁvenﬁory:"

Qccupational Phase . ‘ ) v

3

. -
4 s

The occubgtiona; phase of the tryout was carried out in cooﬁeration“
with the Displaﬁgd Homemaker Center, Oakland, CA; Flexible Cageers;

- )
Chicago, IL; the Volunteer Bureau of Bergen County, Hackensack, NJ; and .-
o N ¢

the Women's Center of Dallas, Dallas, TX. Each cent%r had a good record
for their previous work with adult women. Recruitment by these centers
yielded a total of 285 applicants for this phase of| the project. Of this

. number, 223 met the project criteria {high school praduates who had been

.

primarily homemakers during the preceding five years) and were accepted

.

into the trydut. During recruitment,‘each woman was given Jdnformation
;%out the types of jobs available. -Informed ‘consent agreements were

obtained from all women accepted for the occupational tryout.

w 7 ~

.

Counseling sess%ons for the écéupational phase focused on the use
of the Eipefience Description Summary (EDS) to identify skills and on ~

the identification of occupations.using these skills. ‘Othgr'topiés

related to returning to paild work were also covered in the eighs counsel-

ing sessions. (A workbook of exemplary counséling material was provided
€

for each center by ETS; center staff were encouraged to modify and/or

Y ©

supplement this workbook with mat;rials they had éfevioqsly found useful.)

}
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Attrition during counseling (approximately 30%) resulted in a final

group of 155 women for the employment tryout. Badkground and experience

e

. information for these women is given in Table 5.

' As can be seen from this table, the typical woman in .this project

' was between 40 and 44 years of age and had been a Homemggér for 20 to 24

years. Approximately three=quarters of the women are white, while the
. f ' ‘ »
remaining one-quarter includes several minority groups. Sixty-nine per-

cent of the women were married at the time they entered the tryout; the
gtherg were displaéed homemakers or women who were the sole support of
~their families. The two main reasons given for seeking paid empl;yment
'were—self-fulf;llment and to obtain increased income. FProject target
occupations of greatest interest were airline reservation agent, social
service aide, and personnel worker; there was limited interest in the
insuranc; sales and electronics assembler jﬁbs.
Most of the women had done homemaking activities ;uch as-cooking,

shopping, cleaning, parenting, and money management; however, only 37%

had done home appliénce repairs. ~The women felt that their strongest

\ homemaking skills were parenting and money management. Over 80% of

the women had done some type of volunteer work or community service;

«

educational activities were the most frequently reported: Over 90% of

/ )khe women had some paid work experience, nearly one-half had -done

busineSS detail ttype jobs (secretarial, bookkeeping, typing, ffling, etc.).
Most of the women had some type of postsecondary education. Thirty- -
six percent had attended a vocational or technica%_schpol, most frequentlyf

N .
in .a business program. Sixty-six percent had- attended college; the most




& oy

y freéheng}y reported areas of goliege study were humanities, education,
X Y . © .

high of 2.43 for bank c%&rk/teller to a low of 2.02 fof/

. agéemﬁler.- This table also shﬁWs the percentage of mean Atem st

1enjoy doing it). ' On three scales--bank clerk/teller, crealt/col ectigg///

—24- . \/o/ /

- /

Y

o

buéiness; and psychology. ', . -/
o ' ? ‘ 4

Table 6 shows t mean EDS scale scores for the lSS.Qoﬁen who

/
r

completed counseling. AS canl be seen, these mean scores ran
e //

-

worker,%?md home health aide--all item means were above 2.0. ‘On four

S 7

other scales-—social service aide, airline reservation agent, floral

desi:gner,kand photo lab‘chnigian--more than 90% of the item means were

-

at orfabove 2.0. Three other scales had more than 807 of their items at

or above the 2.0 level. Thus, it can be demonstrated that most of the
items on these scales represent skills that have been develvped by the
E;pic§l adult woman who is retwrning to éaid work. Means for each item
on the EDS occupational scales are given in Append?g D.

Qne queétion addre§4:;l:y this research was the relationship between

,

adult women's career interests and the skills they have learned through
their life experienﬁes. If women's'career interests are based on their
gxperiences, we would expect to find a high correlation between the per-
centage of women interested in’ an occupation and the mean EDS scores.
This proved to be true. The.coffelation between the mean ED§ scores for
these“occupations and the percentage of women interested in the occupa-

tion was .48. %hisﬁ;oefficient is significant beyond the .001 level.

~ - A .

-~

38
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The reason for this high correlation lies in the fact that maﬁy life
. » . .

experience skills .are acquireqlﬁecause the individual has a related inter-

s

eé%t’ Both woﬁen‘and men use theid

discretionary time (time available

. ‘e
after their basi;:///ggi ed activities have betn completed) to engage in

: - ) M .// N ’
activitles g/;t nterest them? Thus, 1ife e§pe§ience skills_are, %n part,

a function of rnteres/s. Some life expepiences, however, :ji/ﬁpe/}esult
e T ‘ .

—y

’ of necessity, no;/choice;/ This probably accounts for d;ﬁﬁ Tences such as
. ——tire reigﬁively high skil; level but low interest leyel for the occupation

P
of héme health aide. /
ﬂ .

.
o

'4 . ’ e s
7 It would have .-been interesting and-Valuable to determine whether
e
//// interests or skills were better pfedictors of these women's. eventual occu-
e

’pational/choices. Unforturately, as will be described later, there were

-~

tod Afew women emplpy€d in-any given occupition to permit a meaningful

alysis.

v

- t
« ]

v

Job development witb-employers in eaﬁb\of'the four locations was
done cooperatively by the csnters and the ETS staff. By the end of this

effort, a total of 112 (minimum) to 184 (maximum) jobsenad been promised

& e
by employers through signed agreements. In addition, a number of other

employers agreed to interview women from the Srojecf for possible ehploy-

]

msnt but were unable or unwilling to sign an employment agreement. Most

’

of the participa:\hg employers received/f;éigizg} from a member of the
project staff,”in assessing adultiwomen's experiential learning.

The final Eymber“of project women employed,.as of June 1980, was a
disappointing 49 (approximately one-half of the goal of 100 women). Two

! types of problems accounted for this: gGQ
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8 1. Quitesa few of the women who completed counseling decided ' )

| Kd

{not to take project jobs: Some preferredito take similar - -

jobs withiyother employers located closer to their homes;
v others preferred to seek emploz\\nt in occupatlons not

3

. targeted by this prOJect. Consequently, many gg the joBE - ) A

that had been developed for thls prOJect went unfilled i .

2. General tightening of the job market which accompanied a

shayp rise in the unemployment rate during the sgking of

‘ : &
. 1980, resulted in some employers being-unable to provide . -

» »

, N jobs that they had expected would be available. .

Anaiysis of ‘the. .women's background factors showed that women who had

been homemakers for 25 years or longer were more erquently employed than -~ -
. 4
- . $ .
were those who had been homemakers for 15 years or Less. However, women
\ ‘

-—

Y over 50 were less frequently employed than were younger women. These d;

“

findings suggest that the project was successfuf‘in‘helping‘the woms%

transfer their homemaking and other unpaid work experience skills into
paid«emplo;nent, but thzt there may be reluctance;among employere to . .
hire women over 50.- Women who Were seeki : employment to ;ind self-
e, ‘ . .
fulfillm@nt were less frequent}y employed than wereithose who needed '
.‘ v L : .

increased income. Women_who'uere interested in jobs in insurance sales, N
i . .. -
efectronics assembly, credit and collection work, ahd personnel ‘work werg- *
" more frequenﬁly emplo}ed than weére those with,otherjinterests. Women who
. ,o . . Y ;\

had some -vocational education were more frequehtly.emplgyed than were . . .

. . ! ‘ ’ R -
> ‘ ' S
women who had attended college. E . ’ o

o ‘ N
- e

.The tryout report discussed several factors which were related to
) 7 s i - M
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o - @ . .
. the difficulties encountered in the tryout. Thege included both design K
‘ factors and'situatioﬁa¥ factors.. The report pade several suggestions for .
§ : fuéure rélat%& projects: > . . ,
1. ;gclude adult women with a “ecord of intermed;ate work
A ‘ekperience in low-skill jobs, as Q;ll as displaced
v

homemakers and other homemakers needing paid employment.

2. *Do not set up limits on the types of jabs available.

v . Try to encompass the entire range of ,occupationms.

Emphasis on 'traditionally male-intensive" jobs may be

(

unrealistic in a program for women who have. been home-

makers for many years.

T 3. Focus on skill assessment and on”job-finding techniques.

The project staff concluded that job development b;' ) . -

women'sd centers, counselors, or individuals other tham

the person seekiné employment is not only time-consuming

£
<

¢ . and costly, but can reduce gdult women's self-confidence .
. ~ ) ' ’
“and encourage ‘future dependence on social agencies.. Tpe

s \ job needs and values of.each individual play an importént
_‘role in final job choice and cénnqt'be adequately foreseen

An job‘developmenﬁ: ot - ~> : \ .
.~ < N ) 3 -

4., Consider. programs in cooperation with local'empioyers

. . and vocational education institutions. Such a progfam.

°

might provide initial skill identification and career .

ggpnseling,,followed b§ placement in an entry-level job ) ,

L]

\’ i -
and concurrent vocational education to develop the

RACE

~ vy A
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skills and Enowledge necessary for job advancement.

~

5. Planning a project on the basis of national labor market
prdjections is probably unwise. It would be better to
concentrate on local employment needs and to develop ‘the :

kind of thgram outlined above, combining blacement in a -

9
@

Jjob and vocational education.

In the fall of 1980, ETS contacted the"emplgyers of the 49 women who

-

. had entered paid employment. Each employer was asked to rate the woman's

. . N
over—all job performance and, also, to rate her on the specific gompeten-

<

cies needed in the occupatiom.

.

Sixty-nine percent of the women were rated "above average" by their
. +
employers in comparison with "all other women currently.in this job"; 507

»

were rated "above average’ in comparison with "all individuals currently

in this job." None of the women-from this project was rated a "below .

average' employee. The women's competency self-ratings were compared with

- .

- the employers' evaluations of them on the same competencies. The results‘
for the most commonly reported skills are %hown in Table 7. As can be
seen, the women's pre-employment self-ragings of tﬁeir abil%tyltended to.
be lower than their employers' evaluations of them after six months employ-

ment. This finding is similar to other research which has shown th?at-re-.

.
] ‘ -8

entry women frequently lack self-confidence and tend to underestimate their

abilityf The. women, were rated Py their employers as above, average {2.5 ar
higher) on 56i of the skills, avefage (2.0 to 2.4) on 39% of the skills,
‘and below average (1.9 or lower) on only 5% of the skills.

Correlations‘between ‘the EDS scale scores and the-~employers' global

[

-3
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ratings of the women*s\i:b performance are shown in Table 8., .As can be
seen, most of the scales‘were good predictors of,job performance. There

were not enough women in any'given occupation to determine the differen-

. » > ’

tial predictability of these scales. g

Caution must be emphasizeg in interpreting the occupational tryout
data, both because of the small number of women and the small number of .

- '

» employers 4Anvolved. It is impossible td'determine the extent fo which :

- . 2

these findings would be replicated in larger samples, : ’ ’ .

.

Vocational Education Phase

This activity was the primary responsibility of a subcontractor, the -

e

American Association of Commiinity and Junior Colleges (AACJCXL In

~

September 1979, AACJC reported to the progect s advisory committee that

. the vocational education tryout would be conducted in 18 colleges in foug
states (California, Florida, Maryland, and Massachusetts), witﬁ site

coordinator training-to begin on October 15, 1979. 1In November 1979, = '

2

AACJC notified ETS that training has been completed in 12 institutions.

L4

- In January l980 AACJC notified ETS that several colleges had shifted to -

onceﬂa-year enrollment and, therefore, the women in these schools could

.not enter the vocational education programs until September 1980. After SN

consultation with the Department of Education project officer, it was
- 4 decided to limit the vocational education tryout.to one marking period

¢ instead of the two originall?,planned. . . i . - v ,

Ll

F) B . . N

.in the vocational education tryout. However, an accompanying chart showed

EY

that AACJ@WEEPéEted’to’hare~adequate numbers of women eprollediin'the~’ ) S




2 .
programg in September 1980. At the project advisory committee.meeting in
July 1980, AACJC reported that they exﬁected to have' a minimum of 18-20

2 ‘ Ed
women enrolled in .cook/chef, 18-19 in data processing, 22-24 in drafting,

28-29 inﬁelectronics techmology, 13-15 in llbrary technology, 11 in print-
ing, 11 in medical record‘technology, 11-13 in occupational therapy, 14-17

e

in respiratory therapy, and 23-26 in welding programs in September 1980,
However, in September 1980, AACJC reported that only nine women had

been enrolled in’ the vocational education tryout.

-

The report from AACJC
-stated: . N
) P .
"The concept of awarding credit for learning external to the
classroom, lab or shop, has gained wide acceptance among post
secondary vocational educators. Where it is not accepted, key -
issues raised by cost conscious administrators,and overworked -
counselors and instructors center on probléms of adminlstrative

cost and institutional-reluctance to change in these times of
dramatic enrollment changes The sharp rise'in the number of
part time learners for whom state and federal agencies do not
provide adequate support service funds jeopardize the initia-
tion of any new services that require labor intensive
activities by admissionsy—counselor or instructional staff.
Further barriers were identified in institutional policies
covered by collective bargaining. None of the more than 100 e
institutions originally contacted would allow counselors to be
directly compensated by the project. Thus any efforts on the
part of staff were to,be volunteer efforts above and peyond
the normal ies. This came at a time when cost cutting
efforts have sharply reduced the number and skill levels of
vocational counselors in most states."
¥ . s
After reviewing the status of the vecational education tryout with the

-

Department of Education project officer, ETIS concluded that'it was too late

’

to attempt a tryout of ‘the.,materials in other institutions. |

ETS was~able, however, to obtain some information about adult women in

\d v

vocational education programs with the assistance of two county colleges in

-

>
ey -

New ersey. These colleges had enrolled--in data processing,
. N v

14

electronics
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people have learned in a lifetime. Any paper and pencil\test

enough to

more deta

tion Suimary, developed in this Pproject, is a first

screening

-

v, and medical record technology programs-—at least 14 adult women

he project criteria (high school graduates who had been primarily

s for at least five years preceding"ehrollment). It was concluded

these two colleges are typical of others elsewhere in the country,

2

/\ N , .
adequate numbers of adult women with extensive homemaking experi-

»

1ling in vocational education programs. Perhaps ah approach .

from that used by AACJC would have made it possible to obtain the

La...

y in vocationq%\education programs. Some of the problems were

&

4 not have been foreseen. The ic problem is that employers and

. —

%s concluded that the tryout process was difficult to implement, .. ...

|

in the design itself, while oth@rs were the result of circumst éces-

1 educators are looking for a ''quick and cﬁéap" way to agsess what

at is short

. ~
meet this requirement will be "second best" in comiparison with a

-

iled, individualized asse%sment. However, the Experience Descrip-

instrument that emplgyers and vocational educators seem to be

.

[
3 »

seeking.

L
The

~ b g .
occupations and vocational education

.. ,
project.

¢

As indicated’in t{ie discu

Competency Analysgis

development an& validation of tHe competency lists for several

ion.of the transferability analyses, these

g an adaptation of Primoff's

ep toward the kind of
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(1975) job element tecq?ique. This involved two steps: (1) developing-=-
through interviews an&/bt/gghlysis of occupational literatu r course

~ b 1 : .
and program désériﬁtions-—preliminary lists of the knowledges gills, and
e o | .
\ - ) | ) ¢. )
abilities (KSA's) f%qui#ed in each target occupation and vocational edu-
| -

cation program; and (Z)iobtaining validation ratings of each list, from

]

" ©
nine employers or vocational educators in the occupational area, to deter-

mine the importance of each KSA in selecting workers or in determining

* . - L}

advanced placement status.
. . R
I'd

The resulting draft lists (available in the competency analysis
report) were used in the tryout phase of the~project in two ways: (1) to

obtain ratings, fré; each participating employer or vocational education

prog%gm; of, the importance -of these KSA's in that particular setting, and

£

T (2)7in the E%periencé Description Summary (EDS) to determine either thé
best maéch.occupation for women seeking employment, or the vocaFidnal edu-
cation program %n'which the woman would be most likely to receive advanced

. Placement., Ratings from the'individual employers or programs were
necessary because of the variation in skills eméhasized\in different jobs
or programs. ' For example, some drafting programs have an industrial

emphasis, while others have an architectural empﬂasis. Matching on the
-"aveéage" drafgigg ﬁrogfam would not 52 appropriate for guch programs.
The comp;tency selé-ratings off the women who entéred employﬁ&nt are
@ . )
shown in Tﬁblgs 9 to-;;. Competency self-ratings'for nine adult women

o

enrolled in three vocational education programs are given in Tdbles 20 to

'

22, et

' <

. . An analysis eomparing the employed women with the women in vocational
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education programs is shown in Table 23. As can be Seen, the women in all ¢

three areas of vocational education consider themselves less able than do
the employed women to negotiate between people and.more able té coopergte

with others, do precise and accurate detailed work, do a repetitive tagk

(4

following a set procedure, and do simple arithmetic computations.
. [l
As indicated earlier, the tryout showed that all but two of the occu-

pational scales (airline resgiyation agent ‘and credit/collection worker)
were positively related to global ratings, by employers, of the 'women's

job performance. Two of the three vocational education scales administered

¥

in the New Jersey colleées appeared to be measuri@g program-relevant skills.

The women who took the electronics technician scale gave lower self-ratings,

suggesting that this scale may be less valid.

’Becadse of the small number of women upon whod these Tesults are based,
caution is advised in making inferences from these data.

The revised occupational and vocational education rating lists,
Part II of the Experience Description Summary, will be found in sppendix B
and C, respectively: ' & ) e

A detailed report on the competency analysis task is available through

the ERIC system ({#ED 204 553)

Digsemination of Findings

The findings of the project were disseminated to all state sex equity

coordinators and to selected vocational educators by means of four regiomal

~

workshops’ in the fall of 1981. Each workshop described, the project, intro-

‘duced the two final products (the pnblications .Making Experience Count in

Sex Equity Programs and Making Experience Count in Vocational Education),

-4

v ‘

>

"




S / . / /, //,«
' - . ,’ Lu-// , )
and trained the participants in cond E;ng job/program analyses and the usﬁ
N s

of tke Experience Description‘Summégi( Both fe orkshops and the final
S/

//

publications emphasize adaptingi;
/

/ . .
Kése maggrials local needs. <{opies of
the ‘two final publications weré/also

istributed by mail to the individuals

in charge ,of displécei/?omemaker programs/in each state. s

Copies of the two final publications'are available through the ERIC

" system (Sex Equity Programs: temporary #CE 029 992; Vocational Education:
[olF - ”
_ temporary #CE_029 993)/ ) :
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Table 1

”nrcantahe of Respondents Doing -Specified
. Volunteer Work and Community Service
. Frequently and Occaalonally or Ever

Frequently/
Occasionally

- ]
Refer others to sources of information and
asszstance

Respond <o te‘ephone anuiries for inrormatiou
"“"’ﬂ-

Quantity ¢ook1ng or baking

Teacn groups of children or adults®
Train others_ to work'in volunteer organization

Make w*i:ten or oral reports

Fa

Hold elective office-in volunteer organization
T axng, flllng, and_other office work

‘Chair groups/committeks

{ Lead youth .groups o

=

e"elop an agéada Fer meetlngs

>

Urilize parlzamé%gary*procedﬁr

quividgél counseling of children, adolegcenés, i
.---—"or adults’ - o ‘ AQ\

oS

Counsel groups of childreh, a&‘lasaents, or adults’ 34

Fund-raising by telephone 33

-

Hold benefit coffee or tea
Speak befbre large groups

. . 0 R P
- Ba-responsibe for day-to-day administrition of
a volunteer organization P
Supervise the work of other volunteer$ * -
. .QG . -
Obtain and schedule‘speakers, performers, and f£ilms

' Be responsible for the’ distribution of prinCQﬂ
materials

' .

Door-to-dcor fund raising

3

Phone or questionnaire'Survey
4

Driving truy¢k, van, bus, or car .

Indivigual tutoring of children -or ‘adults

Jér& with the elderly.

-~

s
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Table 1 (continted)

Acciviey -

Write newsletter articles

Coordinate a fund-raising cagpaign !
Select, price, and sell items

75\“1cp calendar of events

Orzanize a sale or auction
Develop a fund-raising campaign
Write prass releases

Contact local media to infcerm them about
crganizational activities

Leep agcounts -

'/Fork:wich the eﬁbcionally disturbed

Coach a sport
Organize. 3 dinner or dance
‘Place articles in the local news media

Arrange groun trips_ . _

Be responsible for financial management
s

Design posters ) . .
Create advertising for organization -
Submic budget for che organiza'xon
Perform in shows/c0ncercs

Run'a bof office

‘Teach/supervise a recreation program

Inform the public about political parties,
processes, and/or candldaCes

“rite fund-raising lecters

-~
Frequently/

~ Occasionally | Ever
~29 45

23 — 42

28 54
‘ 27 41
27 47

25 40
25 40

25 43

24 T 46

24 4

S

24 43

22 43
22 41

22 @3?

21 47

21 36

21 37
20 31,

20 34
’ 20 L3
) 20 35
20 ‘gi

o
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Table 2 -

Self-Ratings of Competency

‘. ) Pgrcngage

) ¥ ) _— VYot et
Very  .Fairly very at
Abilicy co: well vell well all
Take responsibility 15 23 2
telp others 63 35 2
Deal with other people . 61 36 3 o
just schedule to a variety of \ ' .
activicies and‘frequent
unexpectad changes . ' 61 31 8 G

3e self-directed 87 39 i 0

Evaluate a’ product/advertisement/

! informating using yeur own standaris 55 43 1 .
Analyze a problem 52 43 5 0
Incerpret®other's feelings, ideas, and ~
opinions 51 Y 2 -G ,
Use oral communication effectively a9 46 5 0
Do precise and accurate detailed work 48 40 10 2
Coordinate an activity ) 40 51 9 _ 0
Maxe decisions 39 32 9 « 0
Compile information about a problem 39 50 10 1
Do problém solving ’ 38 . 53 8 1
Perform work under stressful conditions 3Q , 50 10 2
Do a repetitivye.task following a set
procedure g 37 43 13 P
Instruct others o 36 54 9 1
Evaluatq a product/advertisement/ v
_ipformating using somaeonelelse's
guidelines \ 35 51 12 2
Direct, control, and plan the ‘ '
activities of others ' s - 47 15 3

&~

Write clearly and understandably 34 40 .22

Negotiate between two or more people
or groups of people . 32 51 13

I~

-

. A ]
L \__ - . : o i .

v -
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‘ Table 2 (continued)

11

Percentage -

ot

\ . Very Fairly very

Abiiitv to: - well well well

Supervise ozhers -~ 3 29 ~33 11

Influence cuer pecple 27 58 1
Persuade others : 25 59 14 -~

Manage oghers 20 S8 17

» - -~

Sell avproduct or serviceg, 20. 45 23
Do computaticns/arithmetic 17 39, 36
Do fund raising 15 21 24,

. .
. ) ~ »
rd
’ [ 4
>
- s
AN N . N
S 4 7
& s
-] « ; - et o
B ! r's
\‘1 > 3 . {‘\ 5‘37 s B

ERIC .




. Ability to: ,

A

¢

1.

2.

Table 35

" Do problem colving

L

<

. Employment Component

Take résponsibility.

Deal with customers’ or
.other people

) .

e

Adjust schedule to a Jariety

of unexpected changes

LIS

Be self-directed .
h/ . o

Analyze a problem

[y

fransferability Analysis -

Incerpret the'feeLigés, ideas,

and opinions of others

a

* -
Use oral communication skills

Do‘*precise and accurate
_dettagled work -

Cowpile‘information

%

Tnstruct othérs

N

-~
-

C

Women's mean

*
ro
o

re
. .
(=23

2.3

2,3

2.3

*2.3

self-rating

Airline Reservationg

v

p—
(o]

1.6

1.4

M

Bank Clerk/Teller

—
o

*Jomen®s mean self-rating met or exceeded all employers' mean select

~

Claims Aditster

.
1.

LY

Credit/Collections

5

.
.

Elqctronic§/éssembler

fon ratings-.

Floral Designer

"Employers'. Mean Selection Katings

=

3]

-

(3]

3 @ g
Q 3 ‘0.
[3+] Q

K =1 w [l

a

o "o 8
] g 1~
- n o
N
0 . g [ of
= o
= - 2.3
- 2_33 -
L7 16 -
2.0 2.5 -
- 1.8 -
1.8 2.4 -
L 2.5. -
- - 2.7

. ,’- B B
D17 1.5 1.4

ol

°



’ Table 3: Transferability Analysis -

Ability to: -

12.

13.
14,
15.
16.

17.

18.°

19.
20.

21.

220

-

o

."Employwent Component
(continued)

. t

Work under stress

Do-a repetitive task following
set procedures

Evaluate a product using
someone else's guidelines
-~

13

Direct, control, and plan
actlivities

Negotiate between Buo or
more people/groups

Su;ervise;ochers

Persuade others -

Infléence others

Sell a product or service

bo compﬁtdclons and arithmetic

Do fund raising .

- .

o

.

self-rating

Womern's mean

>

R
.
o

2.2

*1.3 .

g

.0

Alrline Reservations

El

o
o

Bank Cleérk/Telier

i

Employers' Mean Selection Ratings

*Women's me.n-self-rating met or exceeded all employers' mean selection ratings.
. I 4

o
S0,

.

ot
- .; g
a “§ ~ 3
(o] @ .t
9 e a p 3 o i
S 3] T ] Y — 3]
3 A " e 8 3
2 2 & Boow %"
< o r 3 a 5 ]
u o 8 —- % 5 =
g ks o o @ 5 3
3 - 2 3 8 1 2
18} O 13 $= -] H a
2.5 1.5 - 3.0 2.0 2.0 -~
2.5 - .3.0 2.5 7 - - 1.8
- - - 1.0 - - 2.4
- - - - 1.6 - -
3.0 1.6 - . - -1.8 18 -
- 0.8 0.0 1.5 1.8 1.5 1.6
- 1.0 - 1.5 - 2.3 -
1.5. 1.5 - - 1.4 2.6 -
- - - 1.0 ' - 0.8 -
2.0 - 1.5 " - - 1.8 1.7
- o4 - - - 0.4 =
- '
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Tableléz Transferability Analysis - . Vocational Educators' Mean Placement Ratings
y Vucational Education ’
/ Component 4o 0
, o -
8 g > 0 o
. 9 A b0 o &0 G
e - ) ) o .
. o Q &0 ~ - IS
w . L [= O —~ O [U R -¥
< - O A o n g Q @
e o, ~ 43 o o U A
) Q= ~ at -0 ] 3q
5% - 8 o 88 §& g&
lzw O [~ ] = o

Ability to:

r

P

bt

Respirator
Therapy

1. Show compassion f »2.8 - - - 0.8 2.5
- - Qéw—lake—;gsponsibility- —— e *2.6 . - - - 2.5 -
%0 ’ ’ . (
. .- 3, Deal with pefple____ _ ~ 2.6 s - . 3.0 - 7 - -
. . - . N +
4. Follov orders and accept o A\
supervision ) . 2.6 - 2.8 ¢ 2.3 2.5 2.5
5. Carry out written and , ) ) . .
written directions 2.6 - - 2.7 2.8 3.0
6. ELvaluate a product/information 2.5 2.8 - 1.7 - -
7. Adjust schedule to a variety . - .
of unexpected changes . 2.5 3.0 - - - -
% [ -
‘ 8. Analyze a problem » 2.5 - 2.8 - - -
| \ , /
9. Use oral communication skills. 2.4 - - - 1.7 © 3.0
10. Do precise and gccurate . s s .
‘ detailed work ot 2.3 - 2.8 . 2.7 2.8 - z.
58 11. Compile information 4 . 2.3 . - - 3.0 2.2 -
12. Do problem solving e 2.3 - - - 2.2 - 3.0

¢

*Jomen's wmican self rating met Or exceeded all vocational educators'.mean program ratings.

) ’ s ’
ERIC Ne o

IToxt Provided by ERI




Transferability Analysis - .
Vocational Education
Component (continued) -

Table 4;

N § %0 . _
. 870 “
< o 9 -
. — ": ‘. 8
8 3
. 1 oY 0
Abilicy cto: =z @ O
13. Instruct others 2.3 -
' S— M .
14. Coordinate an activity 2.3 2.5
-———15.- Work‘under-stress - =22 .0
16. Do a repetitive task following .
set procedures 2.2 /// -
17. Establish rapport 2.2 -
18. Obtain and verify information ' 2.2 -
19. Direct, control, and plan
N acrivities .- S/ /é *2.1 . 2,0..
Al ’ L/
20. Negotiate between two or .
—~ * more people/groups /// /// *2.1 -
21. Supervise others ’ 2.1 2.2
[
22, Use writing skills 2.1 -
23. Manage others : . L9 -
: - . . %
24, Do computations and arithmetic 1.7 2.5
;—7;7,,,4_*& - - B ,r Eal

Aomen's mean self-rating met or exceuded all vocational educators’

-
~

ngatfﬁﬁél Educator

Drafting

.
’
I3

mean

/

/

/

N 0

s

M

0
> >
60 60
0 0
~ —
t\o - O
=] [\ B =]
© (SRN<]
MO O
0 0 o Q
o U

w3 =
2.7 1.5

rogram ratings.

Occupational

Therapy

Mean Placement Ratings

R;spiratory
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Aruitoxt provided by Eic:

A ~ ‘
- Vi , -
. ’
4 ? L
. L . 3 8
£ - ~4t4- ,
‘ J : N
. J - Table 5 ,
I R /
. < . * N— -
/ , Background and Experience Information for Women
y Who Completed Counseling, by Center
- Vi -
M 4
’ — (n3155)
L w |
/A AR
7 . <
/ 4/ .
/ o ’ 7 / - s Q. }
oL, . , © J°  Chicago _Dallas  Hackensack Oakland Tocal _2*
/ c y . y (/ -
. I. Qualification Criceria .
i { S \
-/ A. Secondary Educa . .
- //’ ’/ : 4 ’
e 38 35 46 25 6 932
. s
/ ‘ 8 0 2 1 11 7%
r B. »
% 11 s 2 3 21 . 162
’ 8 2 2 1 13 ex/
Vs
15 - 19 3 7 16 3 29 192
, 20 - 24 - 7 13, 16 7 43 282
, ) ,*
/ 25 - 29 - 9 5 4 6 % 1s%
/ —. - - [ ~
30 - 34 . 7 .3, 7 4 21 142
/ “ . !
v 35+ <1, /o ‘ 1 -, 2 4 3z
11. Background ’ ./l
: A. Ags ,
25 - 29 - /s 1 0 1 7 5%
T T30 - 34 L 4 1, 0 -7 5z
N 35 - 39 =3, 5 5 3 16 . 102
]
] ‘ 40 - 44 10 9 16 6 41 26%°
45 - 7 5 12 - 3 27 am
- — L] v
; 50 - § 14 6 9. 6 35 a3z >
A Y
55 =59 4 s 4 4 17 uz
. 1 0 1 3 5 3z
-B. .
, 2 28 46 By 120 772
*Black Y 14 3 2 M 21 142
) /" other Minoricies e
f (Astan, Hispanic, etc.) —.4‘1' A . 0 7 14 *
- . <
*Percentages may not total 100 due to rounding. %
] b ’ -
~ <
O
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Table 5 (continued)

w45~

%

-

.

Q-

ERIC -

Aruitoxt provided by Eric:

[

”
v Chi’cnio Dallas  linckensack Oaklaud * Total Al /
. C. Current Status . o e
Displaced Homwake’r 7 -1 7 8 23 ’ 154 N
Eed o el s 6 s 1w
Married " 81, 2 38 11 108 692
D. Reason(s) for Ret‘:;m A
to Paid Work . ( )
Get off welfare 5 -0 0 2 7 st )
Increase income ) 19 ' 10 o 16 8 53 342
Better job 2 1 3 1 7 st
Job training 10 7 “9 6 32 217
. . Do~ scm(echinggnew 7 :2 ‘9 1 19 122
» Self fulfillment . 18 18 22 9 67 432
Get cout of ‘house 2 6 g, 0 16 10z’
Other 3 6 19 7 33 232 )
4 ‘E, Areas of Job Interest
o Baak Clek/Tellir s w owounon
Clatms Adjuster 26 13 16 10 65 42X
Credie/Collection Worker 6 3 12 5 % 171 '
& Electronics Assembler - 5 2 3 7 7 1z :
N Floral Designer . 14 13 a u 6 w287
) Home Health, Aide 13 8 5 3 29 197
Insurance Sales Agent 1 4 9 2 16 102 h
P Personne] Worker 5 i 13 43 22 83 54%
Photo Lab Techaician 1 7 u’ 11 43 287 - .
Reservations agemt . 36 27 38 19 120 773
Socia""l Service Aide- 28 26 32 13 97 632
Other 6 10 s o 21, 14z
:
L 4




Table 5 (continued)

<o

-

v

.

H
. * Chicago Dallas’ lHackensack Oakland Trocal _a*
F. Factors Affecting Job |
» Availabilicy .
I T TS N S — —
1. Prefer to work:
2. N Part time ‘ 10 4 1 .6 21 147
Full cime 35 31 45 20 131 852
Omits ’ 3
. . 2.! Can do shift work . .
Yes R ' I 3 29 12 82 532
No 26 14 15 13 68 447
Omits . ) . 5
3. Can do overtime P
Yes 38, 30 45 23 136  88%
’ .
. No 8 4 1 2 15 + 10%
Omits ' r 4
4. Health problems .
Yes 2 5 6 1 14 9%
~ , o -
No | 44 30 41 24 139 rQOZ
. Omits © ° \ 2
S. Personal problems - -
. Yes o /AN S | 0 6z
No 39 . 34 45 . 24 142 . 922 ,
Omics ; s 3.
- 6. Nead to locate child
care assistance / a
" Yes ; 4 3 0 1 8 5%
No , 62 31 46 2 13 92%
. Omits ! ¢ 4
J -
> 7. Need public transpor- o -
- tat{on to raa#h job . .
- Yes [T ™ 19 2 2 10 3 uz
Yo /4 27 30 44 135 116 5%




Aruitoxt provided by Eic:
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Sxperience

~47~

Table 5 (contixued)

Chicago

Dallas

llackensack Oakland - Total

-
.

«

A. Homenaking - Do/Have Done

Money managemeft
Parenting
Nursing

Cooking
Cleaning
Shopping

Home maintenanc

Horticuylture

B. Homemaking - Do Bes
Money management
Parenting
ﬁ:ising
Ceoking
Cleaning
Shopping
Home maintenance

Horticuyltyre
Other

g - Enjoy

Mohey management
atenting

Nursing
Cooking -
Clezniﬁg
Shopping
Home maintenance
Repair applianc:s
Horticulture
Other

Repair appliances

¢

—
&

,
- H O uw o O wu o

Most

"

»

+ 10

—
o

WM, w O U»n W QO o
-

-

(&p
- QU1

ry
29
28
32
32
31
31

26

P
-~

3

WO D NN s e

~
W & O U LW O v O W oW

A

.

>

.

\IO\O&\NOmHG&\

I3

43

46
41

45
4 .
o

41

20

39

- g
~

S O N+ O e

3

- 25
21
19
26

- 26
26
20

8
20

& N0 O N WL O Ny

#*
£ N O WO e s e o

1132

137
123
146
145
146

©0 129

58
122

37
49

19

10

=

852
882
792
94%
93%
94%
832
372
792

24%
322
3z
12%
22
6%
" 6%
0z
3z
8z

142
25%

A
‘o

, 16%

5%
112

0z
122

5%
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Table 5 (continued)

Volunteer Work Expetie:£e

(lst activity mentioned) ¥

None
Health:

’ Administration
Indirect/Socialization
Direct Service
Member Only

Eduégiicn: .
Administration
Indirect/Socialization
Direct Service
Member Only

Citizenship:
Administration (
Indirsct/Socialization
Directg Service
Membel Only

Recreativn:
?dm%nis::a:iou
Direct Service

Social Welfare:

Direct Service

Civig Actiom:
Administration
Indirect/Socialization
Direct Service

«- Member Only

Religioys:
Administration
Indirect/Socializat®on
Direct Service
Member Only

Polizical:.
Administration
Direct Service

Other *

Dallas

Chicaco

19 432 < 4 11Z

1 1
0 3
0 5
1 0
2 ?
o 4
4 1
2 1
1 0
0 0
1. 4
0 0
#\
0 0
1 0
1
0 l 1
1 3
2 5
3 0-
0 0
1 0
‘4 0
2 0
0 0
.
7 .
0 9
<0 0
) 1

llackensack Oakland Total

0 5 197 28
. AR 4

R

2 3 . 8
e
g - 1 6
1 0o . 2
34

5 1 10
6 1 12
4 5 14
0 1 4

. -
0 2 3
0 1 1

~
5 0 10
1 0 1
1 0 1
0 0 1
~—

1 1 3
2 1 7
1 0 8
3 0 6
1 0~ 1
4 0 -5
4 1 9
4 0 ¢
A

Ffo T 1

.0 r 2°

g

w 4 -

T
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Table 5 (continued)

. ”

-

0

Chicago _Dallas ifackensack Oakland Total

. Previ%ys Paid Work Experience

1

(most recent job)‘

*

None

01 Arcistic

02 Scientific

03 Plants & Qﬁf;:ls
04 Protective

05 Mechanical
Industcrial
Business Detail
Administracive Decail
Ma:h/Finan;a Detail
Oral Communications
Records Prché;sing‘“*"f -
Clerical Machine Qpr.
Clarical H;nd1§ng -
Selling
Service (waitress,
beautician, etc.)

o
Social Service
(nursing, ate.)

Education/Library
4

Other

.
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. Table 5 (continued) . '
=z ) . . -
r‘ ~\f a ‘:
' 4%, ) . - ) ) e *
. .”,' ) ‘ ’ 'Chicngg Dallas  Hackensack Oakland '}ocal i .
o ¢G. Onithe-Job Training . . . .
. Yes . -8 ‘1'0 s 433 2z
N No 23 18 725 14 80  s2%
.. Omies 12 9 13 8 42 272
H, Po;:-"Secondary Education ‘. ‘ . Lo N . ‘
‘v Hone .. 13 2827 4 11z 4 8z 3 127 \F24 15y
<Y, *Voc-‘regh R ) st ' )
# . (lst school oaly) 17 372 12 36%. 13 272 16 54z 56 36%
oL Business - _ u - 2 Coog 9 0 53z
‘ Communications o -1 1 - o0 2 3z
Arts/Hunaditiew 1 2 2 Q 5 9%
°e . = 7 Home Esgncmics 1 1 0 .1 3 5%
4 - "« Heilen 1 2, 1 2 % 6 1z
! - ¢ Marketing 0 1. %o o’ 1 2. C .,
. < P?rs'onal Services |, 2 .3 1 ¢ Y7 122
Other .o 1 .0 0 1. 2 3z
2. College ‘ . .
. (1st college oily) 26 522 25 71z 39 81Z 15 58% . 103 . 66%
“lEaglish, Jourmnalism < 0. <4 37 0 7z
.. Fine Afts, Music -, 1 3 (o 0. S
. Hom Romemics . o, 2 < 0 20 4
Science & Math N 2 0 4 2 8 8% .
Nursing - . L, 0 0 1 2 . 3% >
: " Humanteies . 6 2, Y5 4. 1 an o
Social/Poli. Science 1 0 ° 0 2 2%
— - Anthropolegy , 0 Lt 1 0 2 vz v
Psychélogy ¢ T2 2, 8 ) 2 122
DR chiﬂiﬂq:*f' ————0 T g R =
Education \ I 2 n 1 16 16% Lo
Soeial Work . 0 ; o, ° 0 1.1 1z .
° Business . oS 3,1 13 12 :
. Othex /not specified 3 1T e 3 10 102 "
) 5 3. Collega-Degree -, \ IR ot - \’: S )
o TS Yes & N 7 2977 107402 2 62% S 33 - 46wz
. \ ~—_ ~ . N
o '*7 B s - i
‘ ‘ K - \ ' \-.
A3 v * .
(/ =y i -3 )




Table 6

“Mean EDS Sgals Sgores,-Percentage of Items Rated 2 0 or Higher,
nandeercentage of Women Interested in the-Occupation .
(n. =155 women) :

. ‘ % of Women.
% of Items . Interested -
. , Bated 2.0 ¢ in \
Scale R _ or Higher Occupation

»

. - - . .
Airline Reservation Agent " ~ ) ‘ 94
! LT \ .

Bank Clerk/Teller -

Clalms AdJuster
Credlt/Collec;ioc’Worker
Vo . W
Electronics Assembler
Floral Des}gnerf .
‘Home Health Aide
“Insurance Sales'Agenc

Personnel Worker B
,M.LaLIechm.cian S N
Social Service Aide

,
I8
&

" Correlation betweer EDS mean dnd percentage of womer interested in
the occupation = (48 | .
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d . Table 7
. .«’ . ! bl
©  Mean Employer Ratings Compared with / &
7 - Mean EDS Self-Ratings of Employed Women
t . - ,
. ' ~ . ) ~
ability "to: : ' Employer /Women . Difference
Yo N ‘ \- .
1. Take responsibility -° Z.8 / 2.4, A
e - ‘ : . )
2{ Compile information o 2.8 ./ 2.2 - .6 .
3. Be-self-directed and work independently 2.7 2.2 - .5 =
4. “Follow orders and acéept‘supervision 2.7 2,6 -1 .
) . l ' "
5. Caoperate with other workers . 2.7 1.8 -1.1
—— ,§ . ~
6. Be reliable, punctual, and conscientiops 2.7 247 ) 0
7. Do‘precise and accurate detailed work 2.0 o= .7 N
8. Do.a repetitive task following set )
procedures 1.7 v =10
9. Deal effecti;ely with people/cgétpﬁers 2.4 - .2
. . -
10. Show compaésion for those with problems 2.7 + .1 -
11.- Establish rapport with people of
various backgrounds
12. Do simple arithmetic computations
13. Keeﬁﬁheat and<accurate fecords
‘ L]
14, Negotiate between two or more
. ‘ —
people/groups
g , :
15. Solicit and make use of negative' : A
and positive feedback , 2.3 1.8 - .7
16., Respect confidential records and * - i
informat:ion - 2.5 2.8 + .3
17. Think and behave rationally in an -
emergenty *or confrontation 2.5 2.1 - .4 .
Kl r ) , ﬂ
~18. Sell a product/service | ) ‘\/ «2.5 , 1.8° -7

o
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o o - Table 7 (continued) . .
.77 | , o
"S- Ability to: ] - ) Emplover Women ‘Difference
Q . . .
. 19. carry out oral/written directions )
L. - .. of some complexity , . 2.5 2.5 . 0 P
20. . Refer others to sources of information . .
and assistance S 2.5 2.6 + .1
., 7 .o
‘ﬁ 21. Adjust- schedule to f‘unexpe‘e_ced changes; . . " .
: be flexible - . 2.4 . 2.6 . L2
. . (\ 2 . - ‘ -
ZZ. Interpret the feelings, ideas, and 4 D .
. ) opinions of others °° T 2.4 2.8 o+ L4
23. Instyuct others _ 2.1
0 = -
. 24. Set priorities

’

25. . Be cqxetitive; strive to better

performance

. « N - . N
26. Analyze a pw problemrsolving , 2.4 1.9 . =.5 .

€ a product using stated S

27. .Ev

guidelines 2.4 2.1 - -..3 . .
‘- e
. 28. Superv;lseior nianage others 2.4 - 2.2 - .2
| 29. Learn new information, rules, or. R S < /
"7 5 . procedures ‘. . 2.4 « 2.1, - .3 s "
-y . . M ) \ . °
30, Use writing skills : S S - .7 .
31;° "Ianage time a.nd schedule activities “ 2.3 ° 2.0 - .3
32. Use oral communication effectively ‘ . 23 2.1 -2 : ”
33 Meet dcéountability. demands of others 2.3 2.1 - .2 T
* 6 . /{// ¢ ’
34, Obswe safety precautions on the job” . 2.3 2.4 + 1. )
T
. - > . — .
35. Perform work under stress © . 2.2 ./2.,1,/ c -1 .
36. Persuadg,or influence others - Vo 2.2 1.9 =-.3
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" Table 8

[}

Correlation Between Women's Mean EDS Scale Self-Rating
and Employers’ Global -Ratings of Thg;; Job Performance

(71 ratings)

Airline Reservation Agent T ~-.26
Bank Clérk/Teller : /“ 21
Claims Adjuster.’r - -.02
"=it7C5llec£;on/Workef ) . .61
. E;ectrénics Assembler ' . .32
Floral Designer . ] .46
LAy
Home Health Aide . Co R T
Insurance Sales Agent - .65
Photo NI:ab'Techni*cvian» § £
&

-

s
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Table 9

Airline Reservatiqn Agent Skills

ve

) 4
Ability to:

ﬁanagé time and schedule activities

Advise people by telephone . .

Refer people to sources of Pnformation and assistance
Direct, control, and plan the activities of otﬁers

Do arithmetic computations ’ '
Learn new information quickly -

Cse a typewriter .

Follow orders and accept supervision»
9 e

P —
ersuade othefi//,, o -

Plan travel- -~

e .

Seil a product or service

4Arrange group trips
nvey informaéion by talephone
- Obtain and verify info

Demonstrate knowledge of the United States and/of ©
«» countries

Use questioning skills .
Use listening skills .

-7
Lo

(Employed Women) ‘.

,Mean
Self-Rating .

2.4

2.5

2.7

2.0

lu9 c/

2.2
;Lé»///’ﬂ//ﬁ
Vadd

P «




~56=-
Table 10

Bank Clerk/Teller Skills
(Employed Women)

(N

. Mean
yAhiliry to: . Self-Rating
* Make change quickly and accurately 2.2
Greet and serve large numbers of people while maintaining a
. * pleasant, alert manner 2.4
Gﬁderstand simple checking:and saving accounts .. ) 2.6
Respect and safeguard the privacy and confidentiality cf . ’
__—financial records and transactions . 3.0 .
Learn details of’ new p;bcedures.quickly . 2.9
: - . Y
Interprat an organ&zation and its system Zor the delivary.of
— " “services to the public . ' ' 2.0
, Demonstrate seasitivity to'and awareness of community
attitudes dnd concerns . 2.3
Establish rapport.with individuals of diverse backgrounds 2.4
Establish .and maintain financial’records . A : 2.2
Use business\EOtms ) ) ' 2.0°
Deal effectively with customers: - . ' " 2.3
Work as a cashier ) i 1.6
’ . .
Use an adding machine : . A 1.8
Be 'punctual ahd careful ' -G 2.8
Follow order d-accept Supervisidn- - ) : ‘ , 2.8
: . , o L . .
Handle unpleasant confrontations cheerfully ‘ i 2.2
Inspire trust 7 ) L 2.8
Think and behave rationally when dealing with an emerges 2.6
. .
' » ° ’
1 X g N ] .
. ¢ 1
!
74 e
) , .
4 .
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* Table 11

Claims Adjuster Skills
(Emp loyed Women)

Ability to:
Develov and maintain current £iles
Keep records znd prepase reports,
Obtain and veriff routine factual information
Present argumeocs dnd evidence to support a_position
Establish rapport gith individuals of diverse backgrounds
Determine the urgency of a problem and handle it appropriately
Respect the éonidentiality of records and personal information
Deal with interpersonal problems T
Identify the needsqog a person in a crisis situation

Conduct negotiations with an awaregess that compromise may be
necessary
N

Establish priorities

Read insurance policies, contracts, legal agreements, etc, with
» : understanding )

Conduet a search of legal documeats to obtain informat!on

Mean
Self-Rating
2.3 : -
2.2
2.6

1o o
~ oW

[y 8]
W

2.4
2.6

1.6
1.8

Select data to document .a statement

»

Develop a plan to investigate a problem

.

2.0.
2.0

Use contacts constru/tively when dealing.w1th a problem N

Define and delimit the® basic issues of a problem

-

Gather informatidn by interviews, confirming facts,.and .
- locating data . - .

Prepare reports comtaining factual eyidence /} .
Do accuraté detailed work’ ) T
N )
Perform work under stressful-conditions * . | e
Do computations/aritbhetic . !
Learn complex information t ) : ) <o L
.Elicit and convey information over the pncne e
.
Do fund raiging by teleplione T . !
.Demonstrate good oral communications skills .
L] \.
- he A4 * .
' e » . . ’ “" L
. - ” 4 .,
. . ] )
e »
. - ’7(), - »
- g ’ A4 Q'

2'2
2.2

2.2

2.0 - i
= 270 4gg/f

2.2 .,
2.0
2.0
Z.°3'»:, o)
1.5

2.4




Table 12

- Credit/Collection Worker Skills

Tabilzty to:

Re;g,\ﬁft' ~and speak English fluently
' Understanze;;zzz\gggj\zﬁzﬁt ‘erms
Judge the value of cars, fuj:i;iigg;:\zaatﬁthe;\ghigsfs
Estab’ish ‘and maintain- detailed records R L
Encourage the dévelopment of "comm9n sense'’
Demonstrate knowladge of laws that can affectIinances

)

Use techniques of conflict resélution

Be self-motivated, self-starting’

Be competitive, éErive'Eo better performance 4
. -, .
Work under close supervisién _ ' = -
’ Remain calm, firm, and businéss-Tike during confrontations
with people » .t -~

" Negotiate between people o .

T .

Iy

Mean
Self-Raring

2.8
1.8.
2.2
2.1
2.6
1.8
1.8
2.4
2.4
-2.0

2.9
2.5



-59- . :

oo
o . ’/
,/ . ~ o Table 13 ‘
. , /
‘(/ S o " Electronics Assembler Skills /

(Employed Women)

- P -

Abliiity to: -~

Work steadily at repetitive manual tasks

Use a soldering iron
Read 2 blueprint or diagram .

Explain how things work

Do’ arithmetic compurations

c Attend to detail . Y e / %ﬁf
Do electrical and /or small appliance repairs - ) ‘/é,/:7
Assem?le children's toys and/or play equipment ) /9/ 1.4
Do precisé and accurate detailed work T 1.8

Organize a project into its component parts and determine the //'
quence in which these activities need to be performed

Establish and maintain procedures to mon*tor work quality /
and quantity

Meet accountability demands of othere

Observe safety precautions when using toolsy€quipment, and
o machines

Make mechanicel repairs on household items

, Do work utilizing hand Fools / 1.5
ﬁDo'crefti, sueli as weaving, stained.glassi ﬁagrame, jew ‘
nakifig, etc. . . > . ‘ .1.9 *
. Do g?ittihg and crocheting and/or needlework ;', ' 2.0
Be reliable and punctual , 2.8 \
/Be willing.to continue learning new infermation 2.8
/{/ Work with hands quickly and with dexterity, ?22 J
- .
- \ ‘
A . y .
. / ’
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.Table 14

[y

Floral Designer Skills -
(Employed Women)

Ability to: '
Apply principles of color, textufe, and design .;bN
Use aesthetic guidelines (balance, proportion, etc.) in
planning £1lsral arrangements

-

Use scissors, knives, and wire cutters

4

Maintain cut flowers in proper condition

suflize how a completed floral arrangement should look

Identify flowers and plants by name

Lnterect pleasantly witqagustomers

%?f/////// Do simple arlthmeC1c computations

Establish and maintaln financial or sales records
collow directions and accept superv1slon

Sell a product or service:- 4

Use‘artistic sense

Be éreative

Aruitoxt provided by Eic:

»

Mean
Self-Rating’
< 2.2 -

rd

/

Q\ 1._6// ‘

2.0

7
//1’08
1.8
1 6
2.4

»
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i? y Tableﬂ-lS ; y
Home Health Aide Skills ) . :
*(Emp Loyed Women) .
, . Ce e S A ) Mean
Ability to: N o T ) ) Self-Ratinz
Work with che elderiy \ ‘N\\v/”"v * o C.2
Work wizh young"children . . R X Yo, 2.1
Supervise children S ’ ‘ . 2.1
Saow compa551on for those with problems *‘=4 “ 2.7
Recogni*e and deal with medical emergencies L _— 2.0 .
Thirk and behave rationally ‘when dealing with an emergency 2.6 .
Provide $tandard first aid | N t . ‘ 1.9 ‘
Assure .that g patient gets proper rest " - . 2.2 .
Assure ehat g patient takes medication &s ordered + 0 2.3
Feed a patient R ~ 1.8 P
Maintair'clean agd hazard free living quarters for a patient and/ 2.2 .
or family . " e )
Respect a patient s/family’'s need for privacy and confidentiality T 2.5
Evaluaﬁe and adapt a home in terms of a patient s disability 1.6
Help a patient develop ways “of coping with the demands»of daily 1ife " 1.5 =
Assisc a patient in the use of special .equipment (wheel cnair, . ’
crutches, etc.) . o - 1,2
Encourage .a patient to deQelop social skflls oo 1.8
", Care for the physical and emotional needs’of avpatient famii;z ’ "
L and/or children . . . . - . Jd.9 s
Maintain hygienic conditions for ar patient // ! . - 1.8
Provide for the physicai‘and emotional cémfort of a patient T 1.6 4
ndcourage and aid 1dc:he-development‘of self-sufficiencv for a . .,
patient within the 1imits of his/her illness ) . 1.7 °
Docament patient pfogress . ; : ° " 1.4
‘Make oral reports about a patient //,;” ‘ . -, ,‘u ‘ . 1.8 o
Recognize (the side effects ofecommon edication . 1.6
Estaolish rappor; with individuafs ofmgaverse backgrounds L0 2.4,
Be tolerant of the varied life styles of people -ﬁ_ 2.6
* Encourage th development of "common senge" *°  ° .. ‘ z 2:@_ ’
Perform work junder stregsfui conditions - . R R QZ.%.. ’




Apidicy tor ¢ ... “

* N [ i’ R
Follow orderslahd acc!bt'supervxsion

Direct, control, and plan the" accivicies of -others

r »

Be selr—directed
Be flexible % , '~ *

+Plarf genus and prepare meals

=,
4

2 -~

- 13 te

DemonscraCexa knowledge of he basec rules of nutrition

4

Evaluate the freshness and quallcy of meac, fish, poultry,
vegeeables, and dairy products

Evaluate che quality of purcnases made

Observe special.diec rules




‘ Table 16 ’ ' - ) .

. °

Ve ’- - % Y

Insuranée Sales Agent Skills

y .t ' " (Employed Women . & ‘ :
. . . . . 1 . ¢ -
“ o '

. S .. - N - Me&n «

Abilizy to: .1 o I S . Self-Pating . ‘
% . o - .
" Influence other’ people <. cLe : 2.2 . - -
Incerpfet the 'feeling's ideas, amd opinions of others .20 -

Work under stress tul conditions

® . e
} D& afitnmetig ccmputations N . ,~. ~
o 4?.-\.naly,ze a i);:oblem,and act on that .ané.lysis l . . ' W
- Obtain ‘and verihfy ‘informat‘ion ‘ . Py N . "
. Present arguments and evidence to ?support a posi’én ‘ ' .t
. Make -an effective: oral presentatian . o0 -! ' _’
Sele¢t insurance poli&es and plans that- best meet a family's ’r." ‘ " r
® ' needs and circumstances * s R o . 1.4. .
Establish rapport with indiv:.duals of diverse backgrounds$ qw ’ 2.4 L | ,
Assess pote,ntial ‘markets © - . . e S 18 .‘ T,
Develop * goals and plans for an ctivity yithin Qie cgn,straints T Y "f'
of t{me, mgney, and persoune N - - 0 -2.2° R A
Evaluate’ effectiVeness in meeting goadg and t aRles “ iy . 1.9 ’ .
: Identify the resources (people, time, mdney, authoritYZeSneeded P ’ —
nE to acccmplish an objéctive oo o w248
- OEStablis‘x and mai ain procedures‘ toimonitor'work quaiity T - S
. and quantitym§ L v ) " 1.8 .
' K-:' /solicit and ma"ke constructive-us,e of positive‘ an_dﬁ.negativ‘e feedback . . x.8. .- L .
Keep *ecords “of individual or group progress o T Y202 . e
..Use‘ ontccte constructivelj . v o - X g.O « 0 !
" Deal with reJection ® L o_ .- :& . -2 0 .0
* ‘Deal with adversity * ‘ ¥ , ) 2.3
' Motivdte people. o ° ,".,‘ 2.2 A o
\ .. Work indep'endenti.‘y‘ ,’ Lo " . . ‘ "‘ 2.6, ”‘" ;" ‘::
‘ Do *fund raising . - . ‘ . o . ) . f\.\:. 20‘ . T
" Direct the sale- of a pr:oduct or se:vice . L Do N l:Z' '_ ) .
S . e .-

Organize a.sales progr_am CC
Compete with others o g P
- Be self—df..ected



.
e

e

- Table 17 :
I . Parsonnel Worker Skills ., ‘ .
(Employed Women) J

>
- .t

"Abilicy td: ’ o ¢

Establish- and maintain fetailed recbrds or filés
Write accurate, complete reports \

* Respect and observe precautions concerning confidentiality of
i inrormation -

' Follaw complex procedures precisely
Folloy'orders and accepi” supervision
Learn\details of new procedures quickly
Meet accountability demands of others *

‘Use a tvpewriter

v r-‘staolish and maintain fiscal records ard procedures

4

?* plain the rationale for various kinds and amounts of insurance_
s [(health, life, etc.), 4

‘.\9“ -
* Develop spe *fic goals and plans for a specific activitv .operating
PO wichin censtraints of available time, space, and personnel

« Identifj methods of evaluating effectiveness in meeting goals aad
objectives T ] >

Zsstablish priorities based on the importance of egach dbjective to
goal attainment and on the rascurces available ST .

Wprk creativery within the structure of relationships and the
setting of an E%ganization N

‘o

Delegate reSponsibility 3nd "establish accountabﬁlitf methdds to
Vo ‘Jdet;rmine if thele responsibilities have 'been met ,

-

. Help peopheisee the rg&e?ance of their organizational experience'

to their long-ranﬂe career goals and/or personal x%velopment
Develop and maintain 4 system of evaluating job performance

£ ,anduct salary administration ad/or performance reviews *°

'Handle out-placements andépr Job terminatioms o
“Plan and implement programs for staff development :
Fi »
-* Deal with employee tgiations problems .
Plan and monitor %zetirement program ' . 4 o
Plan ‘and implement persénnel policies 7 . TN L
Prepare job descriptiong i . ;; . e 0 .
A . - "‘ .o ‘ N " , . .
. ., . ~ RN 182
-3 . N * -

‘s‘.‘

Mean

Self-Ratiqg
—‘_——

2.4
2.3

a [N S Y SR SR
0 W O ™ o - v

=

j—b
=~

L1
1.6,
1.7

v

-
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Table 17 (cont;nued)

“ -

‘ Mean - !

Ability to: ) : Self-Ratin o

;e
Sclect and/or recruit individuals for a variety of jobs 1.8 v
Provide orientation to personnel new to an organization. 2.0
—Arranée,fSr and monitor the.job training of personnel 1.5
Abide by an organization's stahdards~ . ‘ 2.3 ’

' Obtain and verify routine factual information from individuals 2.4 ”,
Identify'training needs . ’ 2.1 )
Develop training manuals . . 1.2 s

+ Retermine the, suitability of various training approaches for

individuals with different’ backgrounds and experiences 1.4
. 4 % @
Establish rapport with individuals of diverse backgrounds 2.4 .
Use questioning skills ' ' . o 2.2 \
Use listening skills ) ' . e, 2.6
Negotiate with others . . 2.3,

‘Deak with unpleasant confrontations ) ' - 2.0

Be outgding and gregarious - . 2.2
_ ’ a. *
, . s .

¢ ° ' LS - 1)

. % iy i .

: ! ' /.

* * R a 0

B + 5 .

., , . 2
. ‘ -~ ¢ N h
. ! h
) ? o - ’
. o IR e ' A -
o r -
83 ,




Table 18

Photo Laboratory Technician Skills
(Employed Women)

'
W

Ability to:

Make fine color discriminations

Work steadily at simple repetitive tasks, followiﬁg a set
procedure

4 .,

Follow directioms ..
Train others
Supervise others

sit stills for long periods of time

Evaluate a product using stated guidelines
Do ﬁrecise ;nd accurate detailed work
Take responsitility’ .

Follow orders and accept supeFvision

Learn and appiy rules

i e
. :

EAPIN
P
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Table 19 ST
o Social-Service Aide Skills i - -
: (Employed Women) .
: " g} o "7 Mean

Ability to: . s ' Seif-Rating
Carry out oral or.written instructions v - . 2.6 -
Accept supervision ) e o . » 2.8,
Learn an.d apply the rul®8 of an organlzation or agency 2.7

. Develop or waintain current files B /~—//// 2.®3
Keep records and prepare reports' — ; ' 2.2
Understand and fill out forms 2.3
Articulate the philosophy of an organization or agency 2.4 -
Interpret an organizatiqon and igs system for the delivery of . ‘

services to the public and to people in nesd + 230,
Identify groups to whom social services should be dir=cted 2
Identify. representatives of other organizations ‘or of the government .

who -should receive informacion abaut organizatioﬁal”ar agency

activities 2.0
Xeep others informed abbut progress-in written.or in oral form 2..1
-..stablish rapport with i)xdividuals of diverse backgrdunds ' 2.4,

- Establish rapport with’ a'person seeki'xg advice 2.4
Sexrve as a sounding,board" for those with probléms I 2.5
Use questioning skills Co - - 2.3°
Use listening skills ! . 2.4
Respect and observe precautions concerning \the confidentiality

of informatiom ' X ] . 2.8
Provide advice and informal counseling 2.6
_Gather’ipformation by conducting interviews, confirming facts, . '_ (

and locating background information’ \ . . 2.4
Prepare reports eontaining factual data and documentary or o -

\ " other evidence . 2.0
Motivate and persuade people . ' ) « 2.0 '
Do typing ' . il . L4
-Do_clerfcal work (‘iling, ete.) ~ "J ° 2.0
Hake written or W I t—— - /,0/,,




—— - - ’
7 ’ ' - M
7/ : - 0 . N . ,
. R . . ¢ 3
N ’ ' - -~68- R ) .
° . - 5 .
¥ - . .
¢ > . o~ . . 4
° N il a . -
© 4 19
. Table 19 (continued) . .
L 3 m N . @ '
. , ,
»
. .- . . . . .
. *® - - . . L -
N ® ' . > © . »

o . ’ . Mean
Ability to: . ¢ .o . -

, . - Self-Rating *
Interpret for qon-Engiish spedkers - N . : /A\ 0.8,

.- vt
. Shew-compassion . . ) .9
, - . . o -
’ Show empathy | . L . ) ' . . 2.6

- ‘ R .

. Write cléarly : : . AU L\;/\ 2.6 ) .
. . Take constructive criticism - f 2.4

v

s
3

. . . - . w—— v .

- . . M . ] .

ERIC . : . . :
P v | . ‘

> . . / | ‘ 1 s
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' Tabld 20 "»
~ Job-Specific Skill Self-Ratings for
- . ""Nine Adult Women Enrolled in Data Processing

’ .

>

do well; 2 = do moderately well;

(Scale: 3
: cannot do easily; 0 =.cannét do)

- i =

-

: N ,
.

.
2> -

. ;
Ability to: e

. S!ean
- Useogtep—by—stgp‘logical rease ing ) ! . . 2,7
- Carry out oral anﬁ .f tten inscrﬁctions of some complexity ’ 2.0
. Learn and apply rules ’ e (f’.a - 2.8
. 3 : 2
U ;.proﬁiam—soléing and decision-making skills‘ _ 2.6
. o L
Andlyze and surmarize data . ) 2.4
Make inferences from data ) _ r . 2.5
Devélop and use charts to describe a progrém's or project’s RN
. work flow Lo , ) 2.2
“ “Perform arithmetic operations with signed numbers 2.8
" . ‘Do simple §1;ebra . SN 2.3
Use a pocket calculator ) o ¢ s2.9
L Y ’ &
Use a typewriter/computer terminal 2.4
Think logically ° # ) .. . Qﬂé
\! . Do‘;;chifical ot home repairs e —r12
,,!~--- 2 a. pro‘jéct into its component p'art.s‘ and detémipe" .
. the order in which these must .be performed 2.6
T P Q) )
# S . .
s , N . . .
: //’// , ', ¥ s E - <.
. . ‘ R )
. ; 87 ' .
" . ‘ . Gn - : T -




Table 21

-

Job-Specific Skill Self-Ratings for

[y

Nine Adult Women Enrolled in Electrﬁg;cs Technology

’ (Scale: 3 = do well; 2 = do moderately well;
* 8 1l = cannot do easily; 0 = cannot do)
* : N ¢ * - N
Ability EA: . 4

-
.

¥

Make electrical wiring and smali‘égpliance repairs.‘
’\ -

. Identify an electrical circuit and it3 components

, JOrganize a projeg

I3

Make mechanical repairs on household .items'
' Se 4

4 . ,
Care forwrhe equipment used in a home v
- - ] ’
Care [for and make minor repairs on an automobile
) » \ .
Use common_yand tools correctly and safely

Use ccmmon measuring instruments .

.

Observe safe work habits in a workshop

?

Use safety:precautions wnen working with tools and machinery \Kr.

Identify common mechariical drawing instruments

Make pictorial drawingew’ . ¢ :

Convert a pictorial drawing to a sthematic drawing

Prepare scale draiings
%

. W
Identify commonly used house wiring symbols

sDetect ‘potential safety hazards in items
[ —

Tdentify and correct Qafetyoprobiems such worn wiring

Carry qut oral and written direct s of some complexity

Y ~

¥

-

-

Lgﬁrn and apply. rules

«the orde

N

T~

E |

nto igs component parts and detarmine - ,!
n which tBese must be performeti

2.7

0.8

2.1

2.5

2.2
2.2

1.3

A




Do stained glass work, jéwelry-ﬁaking, or other crafts that
,involve soldering

7

*Do arts and crafts that involve etching

v

Build a radio, hi-fi, or other electrcmit items from a kit .

. "4
. ’ -
? -2
\ ‘
. — Y
;“ - © /‘
G .
) '
.o, / ] .
/ { .
N 7 i <
v = .
.
* .
. £y - 3
’ I Y
. . o
14 o
/ tid
.t P
L]
. —_ ’ - 1
. b * . -
. .
x v
oo o ’ L ®
o
. 7 'y "r
- N , |
I
. . %
Ll -~ s :

ERIC

- N 1 i
JAFuiext provided by ERIC . v ' -
u z - n
- ' . . ,

S / .)..89

» . * ¢ ...ac ,~-‘u' : .
o (; .. . ..:7’11_, ;! . .'. ‘l . " -~
. PRSI - L -
P " - e . .o ‘w‘. LA >
/ c . » .? - . s ™ <
. C - - . P > .
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Ability to:’ g ., )
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Develop and -use flow charts }
t . i ) » . )
> Establish and maintain procedur to monitor work qualiry
and quantity ‘ .. " :
Analyze a problem : -7
. J
. }
J Solve a proble -
Do precise and accurate detailed work .
a repetitive task following a set procedure
. : ‘,
D6 arithmetic computations N
. {

2.7
2.6
2.3
2.2

2.7

0.9
1.0

0.9
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LAbsEract information with accuracy
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Table 22 . .

Job-Specific Skill Self-Ratings for.
Four Adult Women,Enrolled’in/Medicai Record Technology

(Scale: 3 = do_well} 2 .= do moderately well;
1 = cannot do easily; 0 = cannot do)

S

€

Code and catalogue or index informatiom

.
‘ [

Recognize dnd s?mmarize patienf information

Demonstrate familiarity with medical terminology \\
/ .

— N . &
Demonstrat® a.basic knowledge of human anatomy térms

. .
N ’ .

Spell correctly N .o . &

L}

Use correct medical terminology for common diseases and injuries
Define common medical;terms

Use medical dictionaries and other medical terminology references

3

Treat medical information as- confidential

Do alphabetical ahd numerical £4ling accurately

» -
Carry out oral and written instructions of some complexity

. -

fearn and apply rules ) LT K

Respect and, gbserve precautions concerning confidentiality
of information
=~ &

Read, understand an explain‘medical consent forms
L

Ise a medical libraxry -
Viork in a nospital, nuring“hone, or other medical setting

eep /accurate records of health care o J

b

1.8

1.5
2.2
2.8
2.5

2.5

2.8

»
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This summary is to helg.yoﬁ think abemt "the skills’

and competencies

a . ; . . ~ 4 . P

. gyou hawve fearned through homemaking, parenting, cémm;nity service, 8
»  volunteer work,:andfother 1i£q éxperiences.‘ - . I
V.- .o . e
The su fw? partss .In t?é first part yop’will 1fst your .
gxperiencg; ‘ ‘

“dn the/ second ‘part you will identify. the’ things that you

P

4
~ . : -

: The gounselor will-review this summary with you and will use it to

match.your skills with those ifiportant in a.Project ‘ACCESS job. -
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Describing Your Experience ‘ ) . e
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. R . - N . ) : o <~ 1‘ s
The tirst step is-to make'a‘list of the things ‘that you *have done.in jour °©
LY . - oo~ 13 g
life. Start by writing down the things that you-do, now.. Then work’ backwarg ‘

‘\.Q -
. . ¢ . . v - .. ‘. & . ' '
apd write down the things you did last 'year, then the.year beBuye that, andsso .o
S P s
1

Ld 5 o *
. . \
on. Use extra shéets of paper if you need themi
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U Paid ‘Work S * +  School, Noncx
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TLAST YEAR:
At Home, Parenting o Community Servi%ez Volunteer Work
T w’.;
¢ / T

— — - .

-

Paid Work

School, Noncredit Courses, Training

P

Yravel v

Hobbies, Recreation

Anything Else

TEAR BEPORE LAST: «

* At HoQg,.Parentiﬂg

L] . .-

Community Service, Volunteer Work

?

Paid Qork

. School, Noncredit boursas,‘Training

.
A4 st

K e

Travel

. Hobbies, Recreatiqn

L

\
Anything Else




EARLIER YEARS: ‘

At HQmQ, Parenting

~

Zad

School, Noncredit Courses,

A »
Training

-,

o .
’ ) -
— e a— - S =] T
. — 4 t Z
s T
— e “e— i
o
. eyt
_ by
—_— . +
o
¢ . , . A
/ fot - - . i
} ‘ // Anything Else i
/ ! :

JEAEN
_—— - : %
- . / R “ 3 .’
! 7
) Va
Q o . . . )
ERIC L 37 :
o o e ) . » P '

— -



. N

O

ERIC

AruiToxt provided by ERIC
>

~

~
The next step is to cluster or group your experiences intc related -
. | - .
C s e ) .
agtivitieg. For example, teaching children in a neighberhood club and ’
. i -

. \ t

>

tra%ning“adult volunteers both involve instructing others. Speaking

3

l -0‘
before your women's club ana writing articles about your nobby for a & ;
newsler*er or-magazine both involve communicating with othe The mext

‘' o

page gives Ali&t of some of “the clu:ters that other women Hgve made;

'
Y L4

A

’ 4

you will prcbably use some of thgse and also think of cth2r groups that ) .

better match your own experience.

-

.. make one experience cluster.
1

Cluster:

Financial Management

-

/The example below showg how you might

. Experiences:

ﬁanaging family budgdt; selecting

Ve

and evaluatingitemsj;;5cost effee-

tive buying; doing incOme tax; ]

selecting and pri¥ing items for a

hospital aid éale; serving as PTA

treasurer; part—-time paid job as

-

bookkeeper

N ° A

Start your clusters by listing the groups of things fhat-y can do best

and énjoy most. THen go on to other things that you have.done frequently.

,



’

—_ List of Some Experiente Clusters Used by Other Women:
¢ ‘ .Administrafion/Hanagement
Advocate/Change Agent/Lobbyist .
Animal Care
Arts and Crafts
Child Care/Parenting
Clothing/Textiles/Sewing ©
Communications/Public Relations
. 4 : Consumers Rights/Civil Rights
Counseling/Interviewing . ; é 
Decoréting/Home Design ’ T
Financial Management ) 4
Fund Raisiné
Gardening/Floral Design | ’)

Health Care/Nursing

-~
\

Home Repair/Remodeling

Marketing/Sales . . . .

Mechanical/Technical_
Office and Clerical Work ; . : -
Personnel Manggement .
Problem Surveying/Researching

Recreation/Sports ®

Teaching/Training ' ' :
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Cluster Experiences
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ParL il

Ldentifying Your Skxlls and Competencies for Employment

In completing this sectiom, think about the things that. you have learned

\

and are qple to do as a.result of the experiemces you thave had. Mark each

@ . .

item using the .following scale: \

This is something I do well; other 'people have.praised

me for my;ability'io do this; I could teach others how

t.O do it. . - ' : ) . P - '
This is sdme;hing 1 do moderately well; I can usually

’ ¢ M N

do it without having any special problem or difficulty

) . . ¢
and I usually enjoy doing it.

t, "
This is something that I can do ?dfi; do not do it

with; ease or witch skill and I do not enjoy doing it.,

0 I cannot do thid or I have never done-this.

~ . -

The skills and competeﬁgieé have been grouped into several clusters. '

LY -

-

Some, items are rEQg\fed in ‘more than one cluster.

————r

7 _ Read through and mark all items in eacb cluster. Most women are
surprised to find that they haye so many different kinds of skills.
Thére is a sgacejgé)the end of this section for you to list other ‘

. \

skills that you have that are not included in thesé clusters.

\

-
.
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> T ofster m ST _go-
* SELF KATING CF MY ARILITY TC3 .o -
lg» . . \
. ___l. MAKE CHANGE CUIGKLY AND ACCURATELY .

"——=-2s GREET AND SERVE LARGE NUMBERS CF PECPLE WHILE PAIhTAINING
: A PLEASANT, ALERT MANNER
——__3, UNDERSTANC IIMPLE CHECKING AND SAVING ACCOUNTS - \
——__%4. RESPECT AND SAFEGUARD THE PRIVACY AND CONFIDENTIALITY OF L
* FINANCIAL RECORCS AND TRANSACTIONS
——-_5."LEARN CETAILS OF NEW PROCECURES QUICKLY _
? ——_6s INTERPRET AN'CRGANIZATION AND ITS SYSTEM FOR THE CELIVERY OF
SERVICES TC THE PLBLIC )
—eo-Te CEFGNSTRATE SENSITIVITY TC AND WWARENESS OF CDNMUNITY
. 3. "ATTITUEES AND CONCERNS '
—.._8., ESTABLISH RAPPORT WITH INCIVIDUALS OF DI»ERsc BACKGROUNCS
~-——9¢ LSTABLISH ANC MAINTAIN FINANCIAL' RECORDS
10, USE BUSINESS FORMS - )
—-_ll. CFAL EFFECTIVELY WITH CUSTCMERS - '
12, wCRK AS A CASFKIER ‘
13. ULSE AR ADCING MACHINE' o
—.—-l4, SE PUNCTUAL AND CAREFUL
-._15. FOLLCw ORCERS AND ACCEPT SUPERVISICN
- —.-16. HANCLE UNPLEASANT CONFRONTATIONS CHEERFULLY
—__17. 'INSPIRE TRLST
___18s THINK AND BERAVE RATIONALLY .WHEN CEALING WITH AN EMERGENCY

T -~
-
. . ‘
. »
P4
¢ ™
' -
e‘ '
Do Not Write in - .
This Box . :
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\ . R (VN
.

CLUSTER ¥ ' .

SELF RATING OF #Y ASICTITY TO:

————1o INFLUENCE OTHER PEOPLE i o

——-2¢ INTERPREY CTHER®S IDEAS, FEELINGS, AND OPINICHS

<3¢ WORK UNDER STRESSFUL CCNDITIONS

———fe DO ARITHMETIC COMPUTATIONS o

~———3« ANALYZE A PROBLEM ANC ACT ON THAT ANALYSIS

———_be OBTAIN ANC VERIFY INFORMATION

~———fs PRESENT ARGUMENTS AND- EVICENCE TO SUPPORT A POSITIGN

———-8¢ MAKE AN ESFECTIVE CRAL PRESENTATION (

~—-9. SELECT INSURANCE POLICIES AND PLANS THAT BEST HEST. A
FAMILY'S NEEDS AND CIRCUMSTANCES

--_10, é*ABLISH RASPORT WITH INCIVIDUALS OF DIVERJE BACKGRCUNCS

—11. ASSESS POTENTIAL MARKETS , :

~-—12. DEVELOP GOALS AND PLANS FCR AN ACTIVITY WITHIN THE
CONSTRAINTS OF TIME, MCNEY, AND PERSONNEL SQ

~—=13¢ EVALUATE EFFECTIVENESS 1N MEETING. GOALS AND TiMETABLES (™

——_14. IDENTIFY THE "RESOURCES (PEOPLE, TIME, '‘MONEY, AU’HORITK{ .
'NEEDED TO ACCOMPLISH AN OBJECTIVE -

~—-15. ESTABLISH ANC MAINTAIN PRCCEDURES TGO FONITDR HORK
QUALITY ANC QUANTITY

~—-160¢ SOLICIT AND MAKE CONSTRUCTIVE USE OF Posxrxvs AND

) © NEGATIVE FEEDBACK .

--~17+ KEEP RECORDS OF INDIVICUAL OR cnoup PROGRECS a

*—_18. USE CONTACTS CONSTRUCTIVELY . —
.—-19. DEAL WITH REJECTION

~=-29. DEAL WITH ADVERSITY - '
-<-2l. MOTIVATE PEOPLE : L
~—-22. WORK INDEPENDENTLY ; '

--_23. DO FyND RAISING
-—2b. DIRECT THE SALE OF A PRODUCT%UR SERVICE
-———25+ ORGAMIZE A SALLCS PROGRAM °

—-26o COMPEYE WITH CTHERS
~==27. BE SELF-DIRECTED

Do Not Write in .
This -Box : o .

Total:




' T LLUSTER O

SELF RATING GF MY ABILITY T70:

WORK\WITH YOUNG CHILOREN
SUPERVISE GHILDREN
SHOW COMPASSICN FOR THOSE WITH PROBLEMS ,
RECOGNIZE AND DEAL WITH MEDICAL EMERGENCIES .
THINK AND BEHAVE RATIONALLY WHEN: DEALING WITH AN EMERGENC Y
PROVIDE STANDARD FIRST AlD )
ASSURE ,Ha| A PATIENT GETS PRCPTR REST W
ASSURE THAT A PATIENY TAKES«MEDI{CATION AS OROERED e
FEED A PATxENT w
MAINTAIN CLEAN AND HAZARD-FREE LIVING QUARTERS FOR A
PATIENT ANC OR FAMILY ‘
___Y2J.RESPECT A PATIENT/FAMILY'S NEED FOR PRIVACY AND )
CONFIDENTIALLY TN
__13. EVALUATE IND ADAPT A HCME [N rsau: OF A PATIENT'S v
: DISABILITY |
__14, HELP A PATIENT DEVEKBP kAYS OF coprc WITH THE DE¥ANDS \
DAILY LIFE
___15. ASSIST A PATIENT IN THE USE OF SPECIAL EQUIPMENT (WHEEL CHA;Ry
CRGTCHESy ETC.) ! \
___16. ENCOURAGE A PATIENT TO DEVELOP SOCIAL SKILLS A
__-17. CARE FOR THE PHYSICAL AND EMOTIONAL NEEDS OF A
PATIENT, FAMILY, AND/OR CHILDREN
—_18. MAINTAIN WYGIENIC CONDITIONS FOR A PATIENT
__19, PROVIDE "FCR THE PHYSICAL AhD EMCTIONAL COMFCRT OF A
~ PATIENT
__20. ENCOURAGE AND AID IN THE CEVELOPMENT QF SELF-SUFFICIENCY
\ FCR A PATIENT WITHIN THE LIMITS CF HIS/HQR
~ ILLNESS : \
_~_21. DOCUMENT PATIENT PROGRESS. , P2
"'Q} MAKE ORAL REPORTS ABOUT A PATIENT
" ___23. RECOGNIZE THE SIDE EFFECTS OF COMMON HEDICATIOE
——_24. ESTABLISH RAPPGRT WITH INDIV LS OF DIVERSE BACKGROUNDS
—_-25. BE TOLERANT OF THE VARIED LIFE SYYLES OF PEOPLE
___26. ENCOURAGE THE DEVELOPMENT CF “COMMCN: SENSE®
T_72X. PERFORM WCRK UNDER STRESSFUL CONGITIONS -
___28. FOLLOW ORCERS AND ACCEPT SUPERVISION
_..29. DIRECT, CONTROL, AND PLAN THE Acrxvxrxss OF CTHERS
__30., BE SELF~CIRECTED ,
-._31. BE FLEXIBLE . '
"32. PLAN MENUS AND- PREPARE MEALS
__33,,DEMONSTRATE A KNOWLEDGE OF THE BASIC RULES CF NUTRITION
_.__34. EVALUATE THE FRESHNESS ANC QUALITY OF MEAT, 'FISH, POULTRY,
FRUIT, VEGETABLES, AND DAIRY PRODUCTS
---35. EVALUATE THE QUALITY OF PURCHASES MADE .
_36. OBSERVE SPECIAL DIET RURLES e
—__37. PREPARE AND STORE FOOO S0 AS TO CONSERVE NOTRIENTS =

——1e HORK\;I?H THE ELDERLY

~—

Do Not Write in
This Bex

Totalf.

Score:

——

+

§




CLUSTER P

SELF RATING oqfnv BILITY TO:

~———1s READ, HRITE AND SPEAK ENGLISH FLUENTLY -
UNDERSTAND LEGAL AND FINANCIAL TERMS :

- JUDGE THE YALUE OF CARS, FURNISHINGS, AND O07HER .OBJECTS
ESTABLISH/ANC MAINTAIN DETAILED RECORDS :
ENCOURAGE THE DEVELOPMENT OF “COMMON SENSE® . '
DEMONSTRATE KNOWLEDGE GF LAWS THAT CAN AFFECT FINANCES
USE TECHMIQUES OF CONFLICT RESOLUTION ) ’

'BE\SELF-MOTIVATED. SELF-STARTING .

BE' COMPETITIVE, STRIVE TO BETTER - PERFORMANCE -

WORK UNDER ,CLOSE SUPERVISICN ° . .

REMAIN CALA, FIRM AND BUSINESS-LIXE DURING CCNFRONTATIONS
WITH REQPLE . ° - .

NEGOTIATE BETWEEN' PEOPLE

~
<
-

4

Do Not ‘Write in~
This Box

14

Total:

Score: _
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CLUSTER Q , - , .

SELF RATING-CF MY ABRILITY TC:

——wle MANAGE TIME AND SCHEDULE ACTIVITIES

———-_2¢ ADVISE PECPLE BY -TELEPKONE

-—--3. REFER PEGPLE TC SOURCES OF INFORMATON AND ASSISTANCE )
—2__4s CIRECT, CCNTRCL, AND PLAN THE ACTIVITIES CF CTHERS

—=-_50 DU ARITHMETIC COMPUTATIONS . :

———_6e¢ LEARN NEW INFCRMATCN CLICKLY ‘ o .
wew_Te USE A TYPEWRITER - B 4
—v._B8. FOLLOW ORCERS AND ACCEPT. SLPERVISION .

-__._go PERSUADE CTHERS ! ':A \‘ ]
—-_10." PLAN TRAVEL ) h
.11 SELL A PRCCULCT OR SERVICE . . ’

. ~-=12. ARRANGE GROUP TRIPS . .

——~_13. CONVEY-INFORMNATION BY TELEPHCNE . ) o .
~._l14, OBTAIN, ANC VERIFY [NFCRMATION BY TELEPHCNE

——=15. DEMONSTRATE KNOWLEQGE CF VHE UNITED STATES -ARND/OR QTHER COUNTRIES
~—-16¢ USE CQUESTICNING SKILLS - ~

" _2.17. USE LISTENING SKILLS ° S \§>

.

d ~

M 3

— “
Al
< -
: . « ‘ ; )
> L4
7‘ bl . < 4
L] ¢ -
- ( . . . .
A 5 \5>‘
. o
. N ) _
.' ¢
. . -
/\ *
— ‘ -
. ! ' 3
Do Not Write in y T L. .
. o,
This Box _ * o’ -
. — \ - » . t
' Total:" , > v
N - : [ j B
Score: » < ’
g ]
} L4 0
10*-; \ <
- 4§ T




CLUSTER R ,

-

SELF PRATING CF MY ABILITY TO: °

-

--—-l¢ CARRY CUT CRAL GCR WRITTEN INSTRUCTIONS . .
————-2+ ACCEPT SUPERVISION ..
———=3¢ LEARN ANC APPLY THE RULES CF AN ORGANIZATION OR AGE NCY
———=%e NEVELCP CR MAINTAIN CURRENT FILES .

———-5¢ KEEP RECCRCS AND PREPARE REPCRTS . \

-~

me—-Be UNDERSTANC ANC FILL CUT FORMS ’

————1e ARTICULLATE THE PHILOSCPHY CF AN*ORGANIZAT[CN OR.AGENCY

om——e=8s INTE EREPRET AN ORGANIZATICN ANC ITS SYSTEM FCR_THE

CELIVERY CF SERVICES TE THE puaLxc AND TO PEOPLE
IN NEET
————9¢ IDENTIFY GRCLPS~TC WHCM SCCIAL SERVICES saé (c BE
"C'IRECTED
——_lo. ICENTIFY REPRESENTATIVES CF CTHER ORG‘NT’ZTICNJ OR
QF - THE GOVERNMENT WHO SHOULD RECEIVE INFORMATICN ABOUT
— CRGANIZATICNAL CR AGENCY ACTIVITIES
_._ll. KEEP OTHrRS INFORMED AROUT PROGRESS IN WRITTEN OR
IN CRAL ECRM ¢
.12, ESTABLISH RAPPORT “{TH INCIVIDUALS OF CIVERSE ‘BACNEROUNCS
——-13. ESTABLISH RAPPORT WITH A PERSON SEEKING ACVICE
-—-44. SERVE AS A "SOUNDING BCARD"™ FOR THOSE WITH PROBLEMS °
———15. USE QUESTICONING SKILL'S _ -
——_Ll6..USE LISTENING SKIWLS - * ,
——-A7, RESPECT ANC CBSERVE PRECAUTICNS CGNCERNING YHE
- CCMNFIDENTIALILY OF INFCRMATICH
——-18. FRCVIDE ACVICE AND INFCRMAL- CCUNSELING \
~—-19. GATHER INFCRMATION BY 'GONCUCTING INTERVIEWS, CCNFIRMING
FAGTS, ANC LUCATING BACKGRGUND INFORMATICN,
--.20. PREPARE REPCRTS CONTAINING FACTUAL DATA AND COCUMENTARY
“. - 0% CTHER EVIDENCE BEETPER .
-+-21. MOTLVATE ANC PERSUADE peodLE "/- N
2222. OC TYPING - :
__-23. OC CLERICEL WCRK (FILINGy Erc.) -,

' —a24e YAKE-WRIITTEN CR ORAL REPORTS

*

-—_25. REFER CTHERS TC SOURCES GF INFORNATION ANC A<S'STANCE oo

—-_26+ INTERPRET FCR'NCN~ENGLISH SPEAKERS

-__27.\Jr0w COMPASSICN . e , !

—n28es SHOW ENPATHY F o

29, WRITE CLEARLY . '

——_30. TAKE CCNSTRUCTIVE CRITICISV , ‘
» - . .

’ 'l : - /
Do Not Write in . . .
This Box

Total: . o . .

Score: . °

e



- SELF RATING OF HY-.ABILILITY TO: . -

R

—20

—3e

——lte

——De,

—p—D e
——le
———B8e
—
10

" 1l.

-95- ¢

CLUSTER § .

*

%

-

MAKE FINE. COLCR DISCRIMINATICNS

NORK STEADILY AT SIMPLE REPETITIVE TASKS, FOLLOWING A SE
RROCEDURE . . ,

FOLLOW DIRECTIONS e

TRAIN OTHERS', - .

SUPERVISE OTHERS o

SIT STILL FOR LONG PERIODS OF TIME -

EVALUATE % PRIODUCT, USING STATED GUIDELINES

DO’ PRECISE AND ACCURATE DETAILED WORK

TAKE RESPONSIBILITY b

FOLLOW ORTERS-AND ACCEPT SUPERVISION

LEARN AND APPLY RULES Y

TS, ® )

- e

Do Not Write in c L s

This Box , — RN . i

Total:




o - ~96- . ‘.
~ BLUSTER' . . o

(‘ >
SELF RATING OF MY ABILITY 70! : “9
. \‘ ~ ‘ . .
___1, DEVELOP AND.MAINTAIN CURRENT FILES. .
* ____2c KEEP RECORDS. AND PREPARE REPORTS ‘s

_.__3. OBTAIN AND VERIFY ROUTINE FACTUAL INFORMATICN

—__%o. PRESENT ARGUMENTS AND EVICENCE 7O SURPORT A POSTION

5. ESTABLISH RAPPORT WITH INDIVIDUALS OF DIYERSE BACKGROUNDS
——ow_be DETERMINE THE URGENCY CF A PROBLEM AND HANDLE 17 APPRCPRIATELY
e Te RESPECT THE CONFIDENTIALITY OF RECORDS AND PCRSON&L INFORMATION
__...8s DEAL WITH INYTERPERSONAL PRCBLEMS s
____9, IDENTIFY THE MEEDS OF.A PERSCN IM A CRISIS slvuatvion ~

——-10. CONDUCTY NEGOTIATIONS WITH AN AWARENESS THAT COMPRCMISE MAV BE

, NECESSARY ) |
« ___11. ESTABLISH PRIORITIES ' \l
~__12. REAC INSURANCE POLICIES, CONTRACTS, LEGAL AGREEMENTS, ETCas

WITH UNDERSTANDING
_-_13., CONDUCT A SEARCH OF LEGAL DOCUMENTS TO OBTAINc INFORMATION
.._14. SELECT DATA TO DOCUMENT A STATEMENT )
___15. DEVELOP _A PLAN TO INVESTIGATE A PROBLEH !
—=16e DEFINE ANC DELIMIT THE BASIC ISSUES OF A PROBLEH
___17. USE CONTACTS CONSTRUCTIVELY HHEN DEALING Wi A PROSBLEH
___18, GATHER INFORMATION. BY INTERVIEWS, CONFIRM! G N
FAGYS+ AND LOCATING DATA . :
___19, PREPARE REPORTS CONTAINING FACTUAL EVIDE ce

___20, 00 ACCURATE DETAILED "WORK .
——21s PERFORM-WORK UNDER STRESSFUL CONDIT[ONS
—__22. DO COMPUTATICNS/ARITHMETIC / .

—__23. LEARN COMPLEX INFORMATIGQN . ° |
——2%e ELICIT ANC CONVEY INFORMATION QVER THE \PHONE
___.25\> 00 FUND RAISING BY TELEPHONE' ‘ )

be

.2\2 DCOHONSTRATE GOOD ORAL CONNUNICATIONS SK{LLS
. ¥ . . s ‘ ...~ ‘ \\\

Do Mot Write in
This Box e

Total: - ’ : ' - C

-
a -
¥




CLUSTER U

i

SEUF RATING OF HY ABILITY TO:

!

APPLY PRINCIPLES OF COLOR, /TEXTURE, AND DESIGN
_USE AESTHETIC GUIDELINES {DALANCE, PROPORTION, ETC.)
IN PLANNING FLORAL ARRANGEMENTS

USE SCISSORS, KNIVES, AND WIRE CUTTERS

MAINTAIN CUT FLOWERS IN PROPER CONDITION \
VISUALIZE HOW A COMPLETED FLORAL ARRANGEMENTS SHOULD LGOK
IOENTIFY FLOWERS AND PLANTS EY NAME |

INTERACT PLEASANTLY WITH CUSTOMERS
.00 SIMPLE ARITHMETIC COMPUTATIONS.

ESTABLISH AND MAINTAIN FINANCIAL OR 'SALES RECORDS

FOLLOW DIRECTIONS ANC ACCEPT SUPERVISION

SELL A PRCOUET OR SERVICE . &

USE ART{SiIC SEWSE

BE CREATIVE

k3

-

Do Not,Write in
This Box

.
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_ SELF/RATING-OF MY ABILITY TQ:

j : N
/ . 98.

-

/'CLUSTER v

e
‘// : Y

/

1. WORK STEADILY AT REPET
2. /USE A SOLBERING IRON ( :
/[__3./READ A BLUEPRINT OR DIASRAM _ . L e

fIVE MANUAL TASKS

4,

TS

EXPLAIN HOW THINGS.WORK .
DO, ARITHMETIC COMPUTATIONS

7/

[.——_6s ATTEND TO DETAIL .
——z:.Te DO ELECTRICAL AND/OR SMALL APPLIANCE REPAIRS ° ,
———-8e ASSEMBLE CHILDREN®S TOYS AND/OR PLAY EQUIPMENT |
———_9s- D0 PRECISE ANO ACCURATE DETAILED HORK -
_._10. ORGANIZE A PRCJECY INTC ITS COHPONENT PARTS AND CETERW!N: ThE
SEQUENCE IN WHICH THESE ACTRVITIES NEED 79 DE PERFORMED
~—-1le ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR HORT™ QUALITY
© 7 AND QUANTITY
- .__12. MEET ACCOUNTABILIY DEMANDS OF OTHERS -
<13, OBSERVE SASETY PRECAUTIONS WHEN USING TOOLS, EQUIPHMENT,
AND MACHINES
—__14, MAKE MECHANICAL REPAIRS ON HOUSEHOLD ITENS
——_15, DO WORK UTILIZING HAND 'YOCLS ~
--—16. DO CRAFTS, SUCH AS HEAVXNG, STAINED GLASS, MACRAME, _JEHELRY
MAKING, 'ETCe . .
-—~1T7. DO KNITTING AND CROCHETING AND/OR NEECLEWORK )
" o—w18. BE RELIABLE AND.PUNCTUAL 2
~==19c BE WILLING TO CONTINUE LEARNING NEW IMFOR ATION
——20. WORK WITH\HANDCS QUICKLY ANC WITH Dexreaxr$ }
< .
& : ‘ {
} ?
- A . [}
) a{ ] \
2 ' ;( N . -
Do Not Write in ) .
This Box'- . N
Total: , o
L e e —
Score: :

~ . , ' 112 » ' .




" SELF RATING OF MY ARILITY TO:

-

,;; 15, 0EL

£ CLUSTER U

i . f ( N

———-le ESTABLISH .ANC MAINTAIN DETAILED "RECORCS CR FILES

———-2s WRITE ACCURATE, COMPLETE REPORTS

——=-3¢ RESPECT AND CBSERVE PRECAUTICNS CONCERNING CCNFIDENTIALITY
OF INFCRMATION

———%s FCLLOW CO¥PLEX PROCEDURES PREC!SELY

——=—5e FOLLOW ORCERS AND ACCEPT SUPERVISICN

emmobe LEARN DETAILS OF NEW PROCECURES QUICKLY )

——w_Te MEET ACCOUNTMBILITY DENMANDS CF CTH:RS ‘

——_8+ USE A TYPENRITER

wuw_9e ESTABLISH ANo MAINTAIN FISCAL RECORDS AND PROCEDURES

-..10. EXPLAIN TWé ROTIONALE FOR VARIQUS KINGCS AND AMOUNTS oF

~ INSURANCE. {HEALTH, LIFE, ETC.)

-—_11. DEVELOP SPECIFIC GOALS ANC PLANS FOR A SPECIFIC ACTIVITY,
o ERATING WITHIN CONSTRAINTS OF AVAILABLE TIHE,
SPAC ANC PERSONNEL— .

—--12. IDENTIF? NETHODS OF EVALUATING EFFECT.IVENESS IN MEETING

) “. .GODA AND OBJECTIVES

-—.13. ESTABL SH PRICRITIES BASEC ON THE IMPORTANCE OF EACH .
OBJ CTIVE TO GOAL ATTAINMENT AND ON THE RESOURCES

: e ILABLE

—_la, uonx tREATIVELv WITHIN THE STRUCTURE CF RELATIONSHIPS AND

E SETTING OF AN ORGANIZATION

EéATE RESPONSIBILITY ANC ESTABLISH ACCOUNTABILITY METHODS

. Zo DETERMINE [F THESE RESPONSI{BILITIES: HAVE BEEN MET

——_16., HELP PEOPLE SEE THE RELEVANCE OF THEIR ORGANIZATICNAL =~

*JEXPERIENCE TO THEIR LONG-RANGE' CAREER GOALS AND/OR
- P&RSDNAL CEVELOPMENT,

T

CONTINUED ON THE NEXT PAGE- . . .

3 p



17,

”_-18,
_-19.
.20,

21,
__22.
23,

’.__2"-

25%

26

Y S

—_28.

2G5
__30.

31,
32

__33.
34,
__35.
__36.
37,
__38.,

. -100-

ueyEan AN MAINTAIN A SYSTEM OF EVALUATING Joe
PERFCRNMANCE

CONCUCT SALARY ACMINISTIRATION AND/UR PERFORMANCE REVIEWS
HANCLE CUT-PLACEMENTS AND/CR JOB TERMINATIONS

PUAN ANC IMPLEMENT PROGRAMS FCR STAFF DEVELGPMENT

DFAL WITH EMPLOYEE RELATICNS PROBLEMS

PLANy AND MCNIYOR A RETIREMENT PROGRAM

PLAN AND IMPLEMENT PERSONNEL POLICIES ) )
PREPARE .JCB CESCRIPTIONS -

SELECTIANC/OR RECRUIT INDIVIDUALS FOR A VARIETY OF JOBS
PROVIDE ORIENTATION TO PERSONNEL NEW TO AN ORGANIZATICN
ARRANGE FCR AND MONITOR THE JOB TRAINING OF .PERSONNEL °
ABIDE 'BY AN CRGANIZATICN'S STANDARDS 9

JOBTAIN ANO VERTFY ROUTINE FACTUAL INFORMATION FROM INCIVICUALS

LOENTIFY TRAINING .NEEDS

DEVFLOP TRAINING MANUALS -

DETERNMINE THE SUITABILITY GF VARICUS>TRAINING APPROACHES
FCR INCIVICUALS WITH DIFFERENT BACKGROUNDS AND
‘EXPERIENCES

CSTABLISH PORT WITH INCIVIDUALS OF DIVERSE BACKGROUNDS

USE QUESTIONING SKILLS

USE LISTENING/SKILLS

NEGCTIATE WI CTHERS )

GEAL WITH UNPLEASANT CCNFRCNTATIONS

BE CUTGOING AND GREGARIOUS

4 ’ [

-

<

Do llot Write in -
This Box

N L ~ . . v
Total: | .

Score: _ - N ) . “ e

.




O

.ERIC

.
s

-y

iy

APPENDIX C

Experience Description Summary
- Part II -

Vocational Education
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p Pvart II M , .

- . ’

rdentifying Your Skills and thbetencies for Vocational Education

s o

|

- i

»

In completing this sectfén,lthink ahout the things that you have leacned

>~ s are able to do a$ a resclt of the experiences yod have had. Mark each

item using the following Scale
. i [ ‘ «
3 = This is something I'do Ww&ll; other people have praised

me for my ability to do this; I could teach other$ how

[ 4 \ . .
2 = This is somethfng'zﬁdﬁymoderately well; I can usually
, do it without having any special. problem or difficulty
. and I usually enjoy doing it.

1 = This is something that I can do but I do not do it with
.J ease or with skiIl a%i I do not enjoy deing it.

I cannot do this_or I have never done this.

The skills and competencies have been’ grouped into several clusters.
. - o -

. «
Some items are repeated in more than‘one cluster.
'{ v

. . Read through and mark all the items in eaph cluster. Most women are

Surprlsed to find that’ they have_so_many different kinds of skills.
+ “ 3
There is a space at the end of this section for you to list other

skills that you have that are not included in these clusters.

. -




——T o
——08e

——

10
—lle
——12e
——=l13e
——l4.
15,

S §

‘PREPARE

. _ +105-""
CLUSTER A R
" SELF RATINg OF FY ABILITY. TO: <
———-1o PLAN, WRYTE, ANC EVALUATE MENUS USING NUTRITIONAL
PRINGIPLES, COST, AND EYE APPEAL AS GUICELINES S
————2¢ EVALUAJE THE COST AND NUTRITIONAL VALUE OF ALTERNATIVE .
MEFHOCS CF PREPARING THE SAME FCODS
-—--3+ EVALUATE ANC PURCHASE FOOC -
——--%+ TVALUATE THE FRESHNESS AND- CUALITY OF .MEAT, -FISH, - -
POULTRY, FRUIT, VEGETABLES, AND DAIRY PROCUCTS .
~—-5+ DETERMINE THE APPROPRIATE GQUANTITY OF FOOD TC BUY ¥
————to 0O CCOKING ANC BAKING - -

PREPARE FCOD IN QUANTITY (FOR LARGE-GROUPS)
CATER FOQC FCR_.SMALL PARTIES
PREPARE-SALACS)AND SALAD CRESSINGS
PREPARE VARICLS TYPES CF SCUPS, SAUCES.,
PREPARE PCTATCES, RICE, ANG PASTA
PREPARE VARICUS SEAFOOC PRODUCTS
SAHNDWICHES _ -
PREPARE EGG AND BREAKFASR.CISHES ° .

ICENTIFY AND PREPARE FRUIT PRCOUCTS - -
PREFARE GARNISHES FOR FCOOC ‘

JAND CRAVIES

-=-17. PPEPARE VEGETABLES FOR -QUANTITY FCOD SERVICE

——l18e
15.

““22u.

WORK wITH LEFT-OVER FCCDS \
EVALUATE PREPARED. FOOC " , ..
PRODUCE A QUALITY FCCD PRCOUCT

——=-2le USE WEIGHTS AND MEASURES'. ACCURATELY IN A RECIPE
-=-22¢ MEET SANITATICN AND SAFETY REQUIREMENTS {N HANDLING FCOO
~-—=223e APPLY SAFETY RULES IN THE USE OF KITCHEN EQUIPMENT
~__.24. USE THE BASIC TOOLS OF BULK FOOD PREPARATION (OVENo'
‘MIXER, CHCPPER, SLICERo ETC.)
-._25+ RECOGNIZE ANC USE ¥MENU TERNINOLOPY CORRECTLY
—==26¢ SET PRIORITIES “
—=-27+ WORK UNDER PRESSURE ‘ :
-..?8% SELECT MEATS SUITABLE FOR VARIOUS PREPARATION TECHNIQUES
—=-29« WORK WITH HANDS QUICKLY AND WITH DEXTERITY..
—=30e CZSTABLISH ANC MAINTAIN PRQCEDURES TO PCNITOR HORK
" GQUALITY ANC QUANTITY T
o‘ ”~ -
: 'J\y v
| e a
Do Not Write in ) sof ] ‘ L -
This Box o - . . 7 +

Total: 1_17 L
§core: ¢ . X - -




\ : -106- .

__— "y :
CLUSTER 8 . i -
SELF RATING OF MY ABILITY TO:
. . | !
——1e 00 PRECISE AND ACCURATE DETAILED WORK -

——-2> USE SMALL ‘MAND TOOLS APLIERS,y FILES, SCREWDRIYERS, ETC.)

eem3e DO ARITHMETIC AND COMPUTATIONS |

——.%e ADVISE OTHERS ABOUY SELECTING BECOMING STYLES . ‘

——-5¢ SHOW COMPASSION FOR THOSE WITH PROBLENS . .

——.6e ESTABLISH RAPPORT WITH THOSE SEEKING ADYICE , |

~——aTe RECOGNIZE THE NONVERBAL -GUES AND BEHAVIORS HHICH / o

‘ INDICATE PROBLEMS , . o

——-8¢ ESTABLISH RAPPORT ,WITH INDIVIDUALS OF DIVERSE BACKGROUNDS

——-9« PREPARE A HORK OURDER - : )

~—-10. SURVEY AND CHOOSE AMONG SUPPLIERS OF PROBUCTS

——-11.. BE RESPONSIBLE FOR DAY-TO-DAY ADMINISTRATION - .

—-=12¢ ESTABLISH. PRCCEDURES TO HCNITOR INCOME AND EXPENDITURES '

—-13.. DETERMINE PRICES ON THE BASIS OF COST AND OVERHEAD FACTORS. "

——14¢ ARRANGE FCR OR OVERSEE PERFORMANCE OF- ADVERTISING, ‘ ‘
. PUBLICITY, MARKETING OR SALES PROHMOTION |

—=15. MAINTAIN CORRESPONDENCE WITH SUPPLIERS AMD CUSTOMERS l

——16. ESTABLISH AND MAINTAIN PROCECURES TO MONITOR HORK GUALITY .
- AND QUANTITY | , |

-—-17. DEAL W!TH.EMPLOYEE RELATICNS PROBLEMS T v |

’ - &

“r-)e

)

Do Not Hriﬁé in-
- This Bok : .

n . . * / ]
Total: . . . .
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*

SELF RATING OF MY ABILITY TC: :

2. DRAW
3. EXPRESS ICEAS BY DRAWING
e—abe VISULZLIZE WHAT IS TO BE DRAWN
e Be SKETCH GBJECTS SO A3 TC SHCW THREE DIMENSIUNg‘\a
. —-——-bo DRAW 'SECTIONAL VIEWS OF OBJECTS
# 7 7. sHow CIHPKSICNS OF 0BJECTS DRAWN'
———-Bo CRAW A MAP SHOMING CONTOURS AND/OR TOPOGRAPH'®
Z>=_9. DRAW-A LINE, BAR QR PIE CHART FROM DATA
——10. USE STANDARD BLOCK LETTERING
—__11., 00 TECHNICAL LETTERING
——_12. READ A BLUEPRINT
———13. USE DRAFTING INSTRUMENTS of
——_l4, WORK NEATLY AND ACCURATELY )
——-15. DO PRECISE ANC ACCURATE DETAILED WORK
——_l6. ANALYZE A PROBLEM
——_17. FOLLOW ORCERS AND ACCEPT supﬁfvrsxow

1o SIT ZT?LL FCR LONG PERICDS OF TIME

——=18¢ MAKE A DETAILED DRAWING S
-—=1%. CREATE ORIGINAL HE DESIGNS .
--220. DO HOME REPAIRS, CARPENTRY, CR CONSTRUCTION

pr
v

4
-
*»

Do Not Write in ) = ¢ \
This"Box i T,
. Togal: - ) . . ~
Scora: ’
¢
E ) » - o * 11\)
'_(“‘ ] v \ -
. R
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SELF RATING CF MY ABILITY TC: ] . o
3 5’2

. P

——le

_——3.

——l e
——D e

——O e
—_—Te

———Ba

_—T

-—210,
D §
—12e

-

~

——13e

dm lbe

——=15.
—1be
1T
——=l8e
—19e
20
___210
———lle
23

——lbe

25
“? 26.
—27.

.,

~

USE BASIC LIBRARY TCOLS SUCH AS THE CARO CATALQGUE

USE REFERENCE SOURCES, SYCH AS THE ENC&FLCPECEQo SICTICONARY,
ALMANAC, AMO BIBLIOGRAPHIES .

USE LIBRARY CALL NUMBERS TO IOEMTIFY AND LOCATC BCOXS

USE THE READER*S GUIOE TO PERIODICAL LITERATURE TC LOCATE ?
MATERIAL

PREPARE A BIBLIOGRAPHY ON A T0PIC COVERING BOTH BCOKS ANC
PERICDIFCALS

ASSIST IM THE DEVELOPMENT CF *IBLIOGRAPHIES

RESEARCH GENEALOGICAL AND FAMILY HISTORY RECORECS

HELP NITH LIBRARY .USER SERVICES

ASSIST HITH CIRCULATION OF LIBRARY MATERYALS

ASSIST PARENTS, TEACHERS, AND OTHERS WORKING HITH '
CHILDREN IN THE SELECTICN ér BOCKS AMD OTHER HATERIALS

IOENTIFY ANO ULSE INFORMATION RESOURCES TO LOCA?:
COMMUNITY SERVICES ANO FACILITIES

LOCATE ANC OTRECT OTHERS TQ INFORMATION - RESQURCE S THAT
CAN HELP WITH THE(ZVALUATIBN OF GOOOS AND S’Q"ICE§,THE

3 -\\/(;,»{/

-

EVALUATION OF HEALTH ANC SAFZTY HAZFRDS. THE -
[DENTIFICATION CF\BEST BUYS; ETC. 7

JOENTIFY ANC USE RESOURCES RELEVANT TO DIFFERENT: CULTURALv

ETHNIC, AND RELIGJOLS HERITAGES
INVENTORY OVEROUE BOTKS ANC SENO NCTICES
ASSIST IN CATALOGUING NEW BOOKS
FILE LIBRARY CATALOGUE CARCS CORRECTLY
PREPARE REPORTS.ON LIBRARY CIRCULATION
MAKE OUT PURCHASE ORCERS
PROCESS OROERS, INCLUOING CHECKING IN ANO FILING
TYPE ,

PREPARE ANO MAINTAIN FILES
VERIFY ORCERS °
USE TAPE RECORDERS, MOVIE AND FILH STRIP PROJECTCRS,

SLIOE PRCJECYORS, AND SIMILAR -AUOIC-VISUAL EQUIPHENT
MAKE AND MOUNT TRANSPARANCIES FOR USE IN AN OPAGUE

PROJEC TOR <
OEAL WITH OTHER PEOPLE
00 ACCURATE CETAILEO.WORK ~
00 A REPETITIVE TASK FOLLOWING A -SET paoceouae

o
A

N -
v

—--28e CARRY 0OUT ORAL AND HRITTEN INSTRUCTIONS ..

—--.29« ACCEPT SUPERVISION g
}_._30. TRAIN OTHERS TO DO SPECIFIC JOBS- OR 'TASKS )

~—-31e COMPILE INFORMATION:. _ N -

\ 32. OBTAIN ANC VERIFY FACTUAL  INFORMATION .

;__33. CHECK PUBLIC RECOROS FCR INFORMATION )
NJ._34. GATHER INFORMATION BY CONFIRNING FACTS.- ANO LOCATING BACKGROUNO
‘ DATA - .

~——=-35« PREPARE®0QISPLAY MATERIALS . : . .

Do Not Write in ‘ ‘

‘ This Box
Totali é . s o o
Seore: ‘ S DAY
3 . ., -



CLUSTE®R E

SELF RATING CF MY ABRILITY TO:

USE.STER-BY-STEP LOGIiC2L REASONING 1 :

CARRY OUT. ORAL AND WRITTEN INSTRUCTBUNS OF san CUMPLEXI'Y
LEARN ANC. APPLY RULES .

LSE PRCBLEM SCLVING: ANC DECISION P%Klnc SKILLS

T ANALYZE AND SUMMARIZE CATA o -
PAKE INFERENCES .FROM DATA ; o
" DEVELOP AND LSE’CHARTS, ANC OTHER VISUAL -
MATERIALS TO DESCRIBE A PRCGRAM'S CR PRuJECTL\ .
MHERK FLOW . L
PERFORM ARITHPETIC OPERATICNS WITH SIGNED NUMBERS (+7 )
D0 Si#PLE ALGEBRAW
USE A. POCKET CALCULATOR OR OTHEA\ CATA FROCESSING EGUIPMENT
USE A TYPEWRITER CCMPUTER TERMINA : o
THINK LOGICAYLYY
DC MECHANICAL WCRK OR REPAIR HONME ARPLICANCES .~
ORGANIZE. A PRCJECT !INTC- ITS COMPONENY RARTS AND CETERMINE
THE ORCER IN WHICH THESE ACTIVITIES PUST BE PERFGRMED

Do Not Write in

This Box

Totals

Score:
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- CLUSYER F
SELF RATING OF MY ABILITY TG: _ . . e

———_l. ABSTRACT INFCRMATION WITH ACCURACY ?
—___2. CODE AND CATALOGUE OR INDEX INFORMATICN
——-_3. RECOGNIZE ANC 'SUMMARIZE PERTINENT INFCRMATIZN
——-fo DEMONSTRATE FAMILIARITY WITH MECICAL TERMINOLOGY
____i?‘DEMUNSTRATE A BASIC KNCHLEDGE OF HUMAN ANATOMICAL TERKS
——-be SPELL CDRRECTLY
7. USE CORRECY MEDICAL TERMINOLOGY FOR COMMON oxs&ases AND
TYPES CF INJURIES .
_> __8. DEFINE COMMON MEDICAL TERMS '
———_9. USE MEDICAL CICTICNARIES AND OTHER MECICAL
‘ TERMINCLOGY REFERENGES
___10. TREAT‘MEQICAL INFORMATION AS CONFIDENTIAL
___1l1., DC ALPHABETICAL AND NUVMERICAL FILING ACCURATELY
12. DO PRECISE ANC ACCURATE DETAILED WORK
___L3. 'CARRY OUT ORAL AND-WRITTEN INSTRUCT.IONS OF SCHE
COMPLEXITY .
14. LEARN AND 'APPLY RULES’
——15. RESPECT AND OBSERVE PRECAUT{ONS CONpERNfNG
. CONFIDENTIALITY OF INFORMATION , ]
__l6. READ, UNCERSTANC AND EXPLAIN MEDICAL CONSENT FORMS
_-_17. USE A LIBRARY AND CTHER REFERENCE SOURCES
___18. WORK IN A HOSPITAL, NURSING HOME, OR-OTHER MEDICAL .
SETTING ~° 3
—--19. KEFP ACCURATE RECBROS CF HEALTH’CARE _
___20. GATHER INFCRMATION BY LOCATING BACKGROUND DATA,
. CCNFIRMING FACTS, AND ICENTIFYING TRENCS %
© ___21e ASSIST WITH THE MAINTENANCE OF MEDICAL RECORCS- IN A
: HQSPITAL CR NURSING HOQME .
_-_22. USE A TYPEWRITER ’ ’
___23. DEVELOP ANC MAINTAIN CURRENT FILES S
-1.24« KEEP RECORCS AND PREPARE REPCRTS 3FROM rHew ° -
___25, OBTAIN. ANC VER]JFY.ROULTINE FACTUAL INFORMATIGN
—__26+ PREPARE REPCRTS CONTAINING FACTUAL DATA

-

.{.{
~

\ . Tu .
Do Not Write in . ' - .
This Box: .- . s . . .
Total: - )
Score: o~ ) .
—_— 4 s .
o . . 122
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I

-\/‘

ee—-lo WORK ARITHMETIC PRCBLEMS INVCLVING COMMHON
\ : FRACTICNS AND -DECIMALS * s
—_—_24 USE BASIC ARITHMETIC OR GECWETRY TC DETERMINE AREA OR -
- VOLUME
———_3. MAKE BECHANICAL DRAWINGS CR SKETCHES
4. MAKE DBJECTS THAT CORRESPOND TO SIMPLE PLANS, PATTERNS,
OR DRAWINGS
~---5¢ IDENTIFY TYPES CF METAL
———_6e DO'ARTS AND CRAFTS WORK WITH STAINED GLASS OR OTHER
. CRAFT INVOLVING SOLCERING
——_7. DO JEHELRY-MAKING CR METAL-HCRK CRAFTS

¢ —n2_B, MAKE CRAFT OBJECTS OUT OF TIN

——_9% ORGANIZZ A PROJECT INTC ITS COMPONENT PARTS AND CETEREINE THE
THE® SEGUENCE IN WrICH THESE ACTIVITIES NEED TO BE
PERFCRMED

—_10. ESTABLISH WORK FLCW .PRCCECURES '

___11, ESTABLISH AND MAINTAIN PRCCEDURES TO MONITOR HORK QUALITY AND
QUANTLTY \ gy

X
%

e Do Hot Write in
_— This Box

o Tocalf

‘s] Score:




- cnp

———D

6.

_— T

—-12.

—__la.
——_15.
___16.
—-17.
__-18.
-—19.
20,
__=21.
—22s

‘

— 1 3 .

Do Not Write in .
This Box

~p : 5 -112-

CLUSTER H ¢ " ] g

SELF RATING JF PY ABILITY TC:

CARRY QUT ORAL AND WRITTEN DIRECTICNS OF SOME CCMPLEXITY
CEAL wITH OTHER PEQPLE
DO PRECISE' AND, ACCURATE DETAILED kORK
PERFGOR® WCRK UNDER STRESSFUL COUNDITIONS
TRANSLATE INFORMATON AND FACTS TO A LEVEL APPROPRIATE

TC AN INDIVICUAL'S BACKGROUND AND EXPERIENCE ‘
ESTABLISH RAPPORT WITH INCIVIDUALS OF CIVERSE BACKGROUNMCS
ShOW COMPASSICN FOR THCSE WITH PROBLEMS

8. IDENTIFY AN _INDIVIDUAL'S -PROBLEMS AND DIFFICULTIES
~—9e COMMUNICATE EFFECTIVELY WITH PATIENTS

--210, FCLLCW ORCERS AND ACCEPT SUPERVISION

117 RECOGNIZE THE NONVERBAL CLUES WHICH INDICATE PROBLEMS

PERFORM LIFE SUPPORT FLNCTIONS IN GIVING FIRST AIC

DETERMINE THE URGENCY CF A PROBLEM AND HANDLE IT APPRCPRIATELY |
RECOGNIZE, ANC DEAL WITH MECICAL EMERGENCIES .
OBSERVE SAFETY PRECAULTIONS IN USING ECUIPMENT ANC MEDICINE -
KEEP RECORDS 'AND PREPARE REPCRTS

TAKE A PATIENT'S TEMPERATURE, PULSE, OR OTHER VITAL SIGNS
THINK AND BEHAVE RATICNALLY WHEN DEALING WITH AN EMERGENCY
PROVICE A SAFE ENVIRCNMENT FQR A PATIENT

MEET ACCOUNTABILITY CENMANCS CF OTHERS

WORK AS A MEMBER OF A FIRST AID/RESCUE SQUAD

WORK WITH THE ILL IN A HOSPITAL OR NURSING HCME

-\ Total:

-

134
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CLUSTER I

'SELF RATING OF MY ABILITY T0: ‘ w , /

DESIGN OR PLAN THE LAYCUT C¥ NEWSLETTERS, BROCHURES, E#C

HRITE LAYCUT SPECIFICATIONS
FIGURE PRINTING COSTS : . : /
CCORDINATE.'THE PRINTING OF MATERIALS /
COORDINATE .THE DEVELOPMENT OF MATERIALS FOR PRODUCT ION !
EDIT AND CORRECT COMPOSED COPY - gy
MAINTAIN FILES OF ART FOR USE IN LAYOUTS j
OEVELO? AND MAINTAIN CURRENT FILES |
ORDER SUPPLIES K /
—-10¢ TAKE PHOTOGRAPHS ;

/

EXPOSE AND PROCESS FILM :
w120 USE CORRECT F STOPS aue—seekt~tewsfﬂv—x~‘ﬂﬁKTNG“CAMERa
. ’

——ls
——le
————3o
.__,_‘}o
c——De
—ebe
——Ta
S : 1S

eeezSe

——1le

SETTINGS

—13e

—-14. USE CORRECT

——15. DEVELOP PHOTOGRAPHIC FILM
—_16¢ MAKE PHOTCGRAPHIC PRINTS
-— 17, MAKE PHOTO ENLARGEWMENTS
-——18. APPLY THE PRINCIPLES OF COLOR AND DESIGN
-—19. . USE COLOR, LIGHT, AND 'SPACE TO CREATE A SPECIFIC KIND

\ OF APPEARANCE .
~——20. USE AESTHETIC GUIDELINES (BALANCE, PROPORTIONS,¢ E7C.) N

EVALUATING A PLAN OR DESIGN

Do Not Write {A
This Box

Total:

Score: _

DETERHMINE CORRECT EXPOSURE TIME IN MAKING CAMERA-SEle&GS

~113- /
. . , /
/

LENS AND BELLOWS TO TAKE CLOSE-UPS

.
8 f

‘;l/\
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CLUSTER J ‘ ~114- - .
¢ - .
SELF RATING OF MY ABILITY TQ:

____lo TEACH AN ACTIVITY OR'SKILL TO AN INDIVIDUAL 3 N
____.2. TEACH AN ACTIVITY TO A GROUP
mw—-30 PLAN AND ORGANIZE COOPERATIVE AND COMPETITIVE ACTIVITIES ..
AND KNOW WHEN EACH IS APPROPRIATE
——__%e WRITE STEP=-BY-STEP PROCEDURES GOR AN ACTIVITY
—__5. ESTABLISH LONG TERH AND SHORT TERM GOALS
—__6e DEMONSTRATE A KNOWLEDGE OF HUMAN \DEVELOPMENT
———-Te ENCOURAGE THE DEVELOPMENT CF SOCIWL SKILLS (\\; ,
_.__B8e ENCOURAGE THE DEVELOPMENT OF *COMMBN SENSE®
- ——..9¢ RECOGNIZE THE NONVERBAL CLUES AND BEHAVIORS THAT INDICATE
TENSIONS OR PROBLEMS
10 WRITE CONCISE, UNDERSTANDABLE REPORTS
___11., CARRY OUT ORAL AND WRITTEN INSTRUCTIONS AND CIRECTICNS
F——————12; OBTAIN AND—VERIFY_ROUTINE-FACTUAL INFORHMATION
___13. IDENTIFY METHODS- FOR EVALUATING "EFFECTIVENESS IN MEETING
— GOALS AND OBJECTIVES
—__l4. DO ARTS AND CRAFTS ACTIVITIES
___15. GIVE PRCPER CARE TO ARTS AND CRAFTS MATERIALS AMD
EQUIPMENT
——_16. USE REFERENCE MATERIAL TO LEARN A NEW CRAFT TR TC LEARN
ADVANGED TECHNIQUES IN A FAMILIAR CRAFT \ .
—_17. ANALYZE A CRAFT IN TERMS OF SENSORY INPUT ANL THE
‘ SPECIFIC MOTIONS REGUIRED, AND THERAPEUTIC ASPECTS
_..18. PROVIDE A SAFE ENVIRONMENT FOR A PATIENT
-__19. OBSERVE A PATIENT FOR UNUSUAL SIGNS
-—-20. MAKE OBSERVATIONAL RECORDS OF PATIENTS
___2l. REPORT ORALLY ON A PATIENT*S CONDITION
___22+ UNDERSTANC THE PHYSICAL, EMOTIONAL, AND EDUCATIONAL NEEDS
' OF AN INDIVIDUAL WITH A PHYSICAL OR EMOTICNAL HANDICAP
23. ASSESS PATIENT PERFORMANCE IN DAILY LIVIKG SKELLS
24 HELP PATIENTS DEVELOP BETTER WAYS OF COPING WITH THE

DEMANDS OF DAILY LIFE
::;>25. EVALUATE A PATIENTYS VCCATION AND AVOCATIGNAL INTERESTYS
IN TERVS OF SPECIFIC OISABILITIES
. ___26e ADAPT ACTIVITIES TO THE NEEDS OF A PATIENT :
___27. -ENCOURAGE THE DEVELOPMENT OF SELF=-SUFFICIENCY FCR A
PATIENT WITHIN THE LIMITS OF HER/H!S ILLMESS OR
HANDICAP
TRANSFER AND TRANSPORT PATIENT CORRECTLY
WORK WITH EMOTIONALLY CISTURBED PEOPLE - )
WORK WITH THE MENTALLY HANCICAPPED PECPLE )
WORK WITH THE PHYSICALLY HANDICAPPED PEOPLE ,
WORK WITH PHYSICALLY ILL PEOPLE ~w
WORK WITH THE ELDERLY R :
IDENTIFY AND EXPLAIN THE BASIC CONCEPTS OF HEALTH CARE
DELIVERY Fon
-——_35. ,TRAIN GROUPS OR INDIVICUALS IN paevedﬁxve OR REMEDIAL
HEALTH CARE h

Do Not: Write i . *
This Box

“Total: v '

~a

1:3'8 /




. ¥

CLUSTER K

’

-

ssLFiﬁfTING aF #¥ ABILITY. TO:2

wm——le
2.
———30
——be
—5e
b
—_——Te
—-—Ba

- —

MAKE ELECTRICAL WIRING
TDENTIFY -AN ELECTRICAL

AND SHALL APPLICANFE REPAIRS
CIRCUIT AND ITS COMPONENTS

HAKE HMECHANICAL REPAIRS ON HOUSEHOLD ITEMS

CARE
CARE

THE EQUIPHMENT USED IN A HOHE

FOR
FOR AND MAKE MINCR REPAIRS ON AN AUTOMOBILE

-

USE COFMON HAND TOOLS CORRECTLY AMD SAFELY
USE COMMON MEASURING INSTRUMENTS -

'OBSERVE SAFE WORK HABITS IN A WORKSHOP
. USE.SAFETY PRECAUTIONS WHEN WORKING WITH TOOLS, EQUIPPENT,

——+ AND MACHINERY

10,

"‘,‘ékt. .

IDENTIFY COMMON MECHANICAL AHING INSTRUHENTS
MAKE PICTCRIAL DRAWINGS

CONVERT .A PICTORIAL DRAWING 70 A SCHEPAT[C DRAMING

o PREPARE SCALE DRAHWINGS

IDENTIFY EOMMONLY USED HOUSE WIRING SYMBOLS

DETECT POTENTIAL SAFETY HAZARDS IN ITEMS

IDENTIFY AND CORRECT SAFETY PROBLEMS, SUCH AS WORN WIRING

CARRY DUT ORAL- AND WRITTEN DIRECTIONS OF SOME COMPLEXITY

LEARN AND APPLY RULES

ORGANTZE-A- PROJEET ~INTG -1TS-COMPONENT PARTS AND DETERMINE
THE, SEQUENCE IN WHICH THESE ACTIVIYIES NEED TO BE
PERFORMED

DEVELOP AND USE FLOW GHARTS AND OTHER VISUAL MATERLALS

ESTABLISN AND MAINTAIN PROCEDURES TO MONITOR WORK
© QUALITY AND QUANTITY

ANALYZE A PROBLEM

SOLVE A PROBLEM

DO PRECISE AND ACCURATE DETAILED WORK

DO A REPETITIVE TASK FOLLOWING A SET PROCEDURE

DO COMPUTATICNS/ARITHMETIC

.00 STAINED GLASS HORK, JEHELRY MAKING, OR OTHER CRAFT

ACTIVITIES THAT INVOLVE "SOLDERING
DO ARY OR CRAFTS PROJECTS THAT INVOLVE ETCHiINS

o BUILD A RADIOy HI-FI, OR OTHER ELECTRONIC ITZM FROM A KIT

OR COMPONENT PARTS '

\
I
|

|
|
J
|

Y

\
i, ,L
A% ih
Do Not Write in )
This Box - v .
--‘I.'d::;al: £ ° S -
C\
Score: 127\
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" ARRANGE GROUP TRIPS

~119-

-

~ AIRLINE' RESERVATION AGENT RATING LIST ,
w

ABILITY’TO: ) e SR
. . -, ' v

MANAGE TIME AND SCHYDLLE ACTIVITIES |, °

ADVISE PEOPLE BY THLEPHONE R i

DIRECT, CONTROL, /2
DO ARITHMETIC COMPUTATIONS . . »

FOLLOW ORDERS/AND ACCEPT SUPERVISION
PERSUADE OTH

PLAN TRAVEL
SELL A PRODUCT OR SERVICE

CONVEY INFORMATION BY TELEPHONE

OBTATN-AND YERIFY INFORMATION BY TELEPHONE

DEMONSTHATE KNOWLEDGE OF THE UNITED STATES AND/OR OTHER COUNTRIES
USE QUESTIONING SKILLS ' , .
USE LISTENING SKILLS ‘

3

~

N




2.
2.
2.
2.
2.
2:
2.
2.
2.
2.
2.

O ® R OO = N

..

- -120-

X

BANK CLERK/TELLER RATING LIST

v

. >
4

ABILITY_TO:

-
r

MAKE CHANGE QUICKLY AND ACCURATELY ; ) ' 3

GREET AND SERVE LARGE NUMBERS OF PEOPLE WHILE MAINTAINING A PLEASANT,
ALERT -MANNER - .

UNDERSTAND SIMPLE CHECKING’QFD SAVINGS ACCOUNTS

RESPECT AND SAFEGUARD THE PRIVACY AND CONFIDENTIALITY OF FINANCIAL
RECORDS AND TRANSACTIONS

LEARN DETAILS OF NEW PROCEDURES QUICKLY

INTERPRET AN ORGANIZATION AND ITS SYSTEM FOR THE DELIVERY OF SERVICES
TO THE PUBLIC —

DEMONSTRAIE‘SENSITIVITY TO AND AWARENESS OF COMMUNITY ATTITUDES AND
CONCERNS . : .

oSTABLISH RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGROUNDS

¢

ey

¢

ESTABLISH AND MAINTAIN FINANCIZL RECORDS

USE BUSINESS FORMS .

DEAL EFFEQTIVELiiﬁITH CUSTOMERS

WORK AS A CASHIER

USE AN ABDING MACHINE

BE PUNCTUAL AND CAREFUL __

FOLLOW ORDERS AND ACCEPT .SUPERVISION

HANDLE UNPLEASANT CONFRONTATIONS CHEERFULLY _
INSPIRE TRUST - . Co
THINK AND é534VE RATTONALLY WHEN DEALING WITH AN EMZRGENCY




2.6

-121- . : : .

e ° N

CLAINS ADJUSTER RATI‘IG LIST : . ;‘?2

ABILITY. TO: _ Lt C g
DEVELOP AND MAINTAIN CURRENT FILES ' : | s
KEEP RECORDS AND PREPARE REPORTS : o o AT
OBTAIN AND VERIFY FACTUAL. INFORMATION .

/,—/4'9' .

£
PRESENT ARGU"IENTS AND EVIDENCE TO SUPPORT A POSITIQN: /‘ 4/} ”

. e
ESTABLISH SPPORT WITH INDIVIDUALS OF DLVERSE BACK(}ROUN%S
E

DETERMINE E URGENCY OF A"PROBLEM AND HANDLE/II” APPROP?\IA"ELY , .
RESPECT THE CONFIDENTIALITY OF RECORDS AND P‘ERSMAL INFORMATION ©

- DEAL WITH INTERPERSONAL PROBLEMS  ° ‘% .+

7

IDENTIFY THE NEEDS OF A PERSON IN A‘CRI‘SIS‘ SITUATION . .
CONDUCT NEGOTIATIONS WITH AN AWARENESS THAT COMPROMISE MAY BE NECESSARY
ESPABLISH PRIORITIES ' = . - )

READ INSURANCE POLICIES, CONTRACTS LEGAL AGREEMENTS, ETC. WITH
~  UNDERSTANDING ¢
«

CONDUCT ‘A SEARCH OF LEGAL DOCUMENTS TO OBTAIN {NFORMATION
SELECT DATA TO DOCUMENT A STATEMENT

DEVELOP A PLAN TO INVESTIGATT A PROBLEM

DEFINE AND DELIMIT THE BASIC ISSUES OF A PROBLEM
USE CONTACTS CONSTRUCTIVELY WHEN DEALING WITH A PROBLEM

GATHER INFORMATION BY INTERVIEWS, CONFIRMING FACTS, AND LOCATING DATA
PREPARE REPORTS CONTAINING FACTUAL, EVIDENCE ' |
DO AGCURATE DETAILED WORK : -

Y

\

. PERFORM WORK UNDER STRESSFUL CONDITIONS ~ - -« _ .

DO COMPUTATIONS/ARITHMETIC

LEARN COMPLEX INFORMATION . | " R .
ELICIT AND.CONVEY INFORMATEON OVER THE TEI:.EPHONE‘ . \
DO FUND RAISING BY TELEPHONE

DEMONSTRATE GOOD ORAL COMMUNICATIONS SKILLS

/ ~ 3




Item
mean

. . . .
P U UL O © o N KB O oo

PN RN RN NN NN

&=

\

~122- - AN

-/ CREDIT/COLLECTICN WORKER RATING LIST
ABILITY TO:

READ, WRITE, AND SPEAK ENGLISH FLUENTLY

UNDERSTAND LEGAL AND,FINANCIAL TERMS

JUDGE THE VALUE OF CARS, FURNISHINGS, AND OTHER CBJECTS
ESTABLISH AND MAINTAIN DETAILED RECORDS , A
ENCOURAGE THE DEVELOPMENT OF "CGiON SENSE"

DEMONSTPATE KNOWLEDGE OF LAWS THAT CAN AFFECT FINANCES 1~{

USE TECHENIQUES OF CONFLICT RESOLUTION

BE SELF-MOTIVATED, SELF-STARTING

BE COMPETITIVE, STRIVE TO BETTER PERFORMANCE

'JORK UNDER CLOSE SUPERVISION ‘ o

2EMAIN CAL&,'FIRn, AND BUSINESS-LIKE DURING CONFRONTATIONS WITH PEOPLE
NEGOTIATE BETWEEN PEOPLE




.

- ELECTRONICS ASSEMBLER RATING LIST

Item
mean ABILITY TO:

o

WORK STEADILY AT REPETITIVE MANUAL TASKS ’ .
USE A DOLDERING IRON

READ A BLUEPRINT OR DIAGRAM -

EXPLAIN HOW THINGS WORK
DO ARITHMETIC COMPUTATIONS
ATTEND TO DETATIL

-DO ELECTRICAL AND/OR SMALL APPLIANCE REPAIRS .
ASSEMBLE CHILDREN'S TOYS ANDYOR PLAY EQUIPMENT KA =?":i;§"_:“'”
DO PRECISE AND ACCURATE. DETAILED WORK : g & }aﬁy' ¢

ORGANIZE A PROJECT INTO ITS COMPONENT PARTS AND DETER&INE THg;SEQUENCE A
IN WHICH THESE ACTIVITIES NEED TO BE PERFORMED ¥

ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR WORK QUALITY AND QUANTITY |
MEET ACCOUNTABILITY DEMANDS OF OTHERS o
OBSERVE SAFETY PRECAUTIONS WHEN USING TOOLS, EQUIBMENT, AND MACHINES
UAKE MECHANTCAY WOBATRS .ON HOUSEHOLD ITEMS -

&:D0 WORK UTILIZING HAND TOOLS - ' . )
DO CRAFTS, SUCH AS WEAVING, STAINED GLASS, MACRAME, JEWELRY MAKING, ETC.- ‘
DO KNITTING AND CROCHETING AND/OR NEEDLEWORK
BE RELIABLE AND PUNCTUAL * e
BE WI quiggz CONTINUEiﬁEARNING NEW INFORMATION
NORK WITH-HANDS QUICKLY AND WITH DEXTERITY

A
.
° .~

- 7 -

~
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©

b _ FLORAL DESIGNER RATINGLIST

..

ABILITY TO:

" »

"APPLY PRINCIPLES OF COLOR, TEXTURE, AND DESIGN

USE AESTHLTIG GUIDELINES (BALANCE PROPORTION, ETC.) IN PL;‘\N‘\II\IC
FLORAL ARRANGEMENTS .

USE SCISSORS, KNIVES, AND WIRE QUTT}ZRS-

MAINTAIN CUT FLOWERS IN PRbPER CONDYTION

ISUALIZE HOW A COMPLETED. FLORAL ARRANGEMENT SHO%LD"LOOK\
IDENTIFY FLOWERS AND PLANTS BY NAME .

.. INTERACT. PLEASANTLY WITH- SUSTOMERS- - -

DO SIMPLE ARITEMETIC COMPUTATIONS

ESTABLISH AND MAINTAIN FINANCIAL OR SALES- RECORDS *
FOLLOW DIEKECTIONS.AND ACCEPT SUPERVISION

SELL A PROBUCT OR SERVICE

USE ARTISTIC SENSE

BE CREATIVE

.




em
mean

2.2
2.4

2.3
2.8

2.3

2.3 .

2.2

2.3
2.4
2.2
2.8
.2.6
2.6
2.3
2.5
2.3
2.6

" ABILITY TO:. i - ,

o

" BE TOLERANT OF THE VARIED LIFE.STYLES\QE_PEOPLE

) gﬁnrggg WORK UNDER STRESSFUL CONDITIONS ’

, HOME HEALTH AIDE“RATING LIST x

WORK WITH THE ELDERLY

WORK WITH YOUNG CHILDREN

SUPERVISE CHILDREN ‘ .

SHOW - COMPASSION FOR THOSE WITH PROBLEMS

RECOGNIZE AND DEAL WITH HEDICAL EMERGENCIES - g )

Al

" THINK AND BEHAVE RATIOVALLY WHEN DEALING WITH AN EMERGENCY
PROVIDE STANDARD FIRST AID

ASSURE THAT A PATIENT ‘GETS PROPER- REST%,/—\\
ASSURE THAT A PATIENT TAKES MEDICATION AS ORDERED 4‘ -

FEED A PATIENT «
MAINTAIN CLEAN AND HAZARD-FREE LIVING QUART;ES FOR A PATIENT AND/OR
FAMILY

RESPECT A PATIENT'S/FAMILY'S NEED FOR PRINACY *AND CONFIDENTIALITY
EVALUATE AND ADAPT A HOME IN TERMS OF A _PATIENT'S DI\ABILITY

HELP A PATIENT DEVELOP WAYS QF COPING WITH. THE DEMANDS OF DAILY LIFE
ASSIST A PATIENT IN THE USE OF SPECIAL EQUIPKENT ( WHEEL CHAIR,

CRUTCHES, ETC. )

ENCOURAGE A PATIENT TO DEVELOP SOCIAL SKILLS\ e \

CARE FOR THE PHYSICAL AND EMOTIONAL NEEDS OF A. PATIENT EAMILX} AND/OR
CHILDREN *

-

MAINTAIN HIGIENIC CONDITIONS FOR A PATIENT
PROVIDE FOR THE PHYSICAL AND EMOYIONAL COMFORT OF A PATIENT ’

ENCOURAGE AND AID IN THE DEVELOP T OF SELF-SUFFICIENCY FOR A PATIENT
“WITHIN THE LIMITS OF HIS/HER N.LNESS

HDCUMENT PATIENT PROGRESS

MAKE ORAL REPORTS ABOUT A PATIENT . ’ . ’
KECOGNIZE THE SIDE EFFECTS' OF "COMHON ﬁEDICATIONf_/ ' -
ESTABLISH .RAPPORT WITH INDIVIDUALS OF DIVERSE/BACKGROUNDS

ENCOURAGE THE DEVELOPMENT OF ''COMMON SEMSE" .

o

4
FOLLOW ORDERS AND ACCEPT SUPERVISION

DIRECT, CONTROL, AND PLAN THE ACTIVITIES OF OTHERS R - .
BE SELF-DIRECTED .

¢

- 135
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Ed R l 4 \Q .
vt J ~l - - .
A3
. HOME HEALTH AIDE RATING LIST (continued)
Item® . = . .
.. mean ABILITY TO: R s e
..2.6 BE RLEXIBLE ' ;.

2.4 PLAN' MENUS AND PREPARE MEALS , : ‘ |

R 2.4 DEMONSTRATE KNOWLEDGE OF THE BASIC RULES OF NUTRITION
2.6 -EVALUATE THE FRESHNESS AND QUA.LITY OF MEAT, FISH POULTRY, FRUIT,

o . VEGETABLES, AND DAIRY PRODUCTS

N 2.6 EVALUATE THE QUALITY OF PURCHASES MADE

/2.4 OBSERVE SPECIAL DIfT RULES
2.4 PREPARE AND STORE FOOD SO AS TO CONSERVE NUTRIENTS ’ .
“‘ * &
- \
: . ! '
h \
/ R Ry
- .
¢ >
. - a ¢ v

3}
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INSURANCE SALES AGENT BRATING LIST

-~

" BE.SELF-DIREGTED -~ . :

Item o ) N
mean . ABILITY TO:

2.3 INFLUENCE OTHER PEOPLE )

2.5 INTERPRET THE IDEAS, FEELINGS, AND OPINIONS OF OTHERS

2.2 WORK UNDER'STRESSFUL CONDITIONS

1.9 DO ARITHMETIC COMPUTATIONS )

2.4 ANALYZE A PROBLEM AND ACT ON THAT ANALYSIS . .
_2.6. - OBTAIN AND VERIFY FACTUAL INFORMATION - . ..

2.3 PRESENT ARGUMENTS AND EVIDENCE TO SUPPORT A POSITION

2.1 -MAKE AN EFFECTIVE ORAL PRESENTATION

1.8~ SELECT INSURANCE POLICIES AND PLANS THAT BEST MEET A FAMTLY'S NEEDS

. AND CIRCUMSTANCES

2.6 ESTABLISH RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGROUNDS

2.0 ~  KSSESS POTENTIAL MARKETS
2.3 DEVELOP GOALS AND PLANS FOR AN ACTIVITY WITHIN THE CONSTRAINTS OF TDVE,

MONEY, AND PERSONNEL ' :

2.2 EVALUATE Emzcnvmzss IN MEETING GOALS AND TIMETABLES

2.2 IDENTIFY THE'RESOURCES (PEOPLE, -TIME, MONEY, AUTHORITY) NEEDED TO
- _ACCOMPLISH AN QBJECTIVE ‘.
.2 ES'I’ABLISH AND MAINTAIN PROCEDURES TO MONITOR WORK QUALITY AND QUANTITY
2.3 SOLICIT AND MAKE CONSTRUCTIVE- USE OF POSITIVE AND NEGATIVE FEEDBACK © °
2.6 KEEP ‘RECORDS OF INDIVIDUAL OR.GROUP PROGRESS ' _

2.2"  -USE .CONTACTS CONSTRUCTIVELY o o N\

is DEAL WITH REJECTION T T,

2.1  DEAL WITH ADVERSITY: = - i

2.2 . MOTIVATE PEOPLE f _

2.7-  WORK.INDEPENDENTLY ° N o

2.0 - DO FUND RAISING , + | R .
2.1.  DIRECT THE SALE OF'A PRODUCT OR SERVICE |

1.8 ORGANIZE A SALES PROGRAH - : - ) !

2.1 . COMPETE WLTH OTHERS . . ~
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_ PERSONNEL WORKER RATING LIST
. Item X )
mean .  ABILITY TO: ;
3 . ESTABLISH AND MAINTAIN DETAILED RECORDS OR FILES a -
3 WRITE ACCURATE, COMPLETE REPORTS i
9 Rssvggs AND_QBSERVE PRECAUTIONS CONCERNING CONFIDENTIALITY OF INFOREﬁTIQN
2 FOLLOW COMPLEX PROCEDURES PRECISELY
.5 FOLLOW ORDERS AND ACCEPT SUPERVISION
4 LEARN DETAILS OF NEW PROCEDURES QUICKLY ' -
3 MEET ACCOUNTABILITY DEMANDS OF OTHERS '
7 - USE A TYPEWRITER \
9 " ESTABLISH AND MAINTAIN FISCAL RECORDS AND PROCEDURES . M
8

EXPLAIN THE RATIONALE FOR VARIOUS KIVDS AND AMOUNTS OF INSURANCE (HZAWTH,
' LIFE, ETC.) . ’ )

2.1 DEVELOP SPECIFIC.GOAiS AND PLANS FOR A SPECIFIC ACTIVITY, OPERATING WITHIN
CONSTRAINTS OF AVAILABLE TIME, SPACE, AND PERSONNEL . -

2.1 .LDENTIFY METHODS OF EVALUATING EFFECTIVENESS IN WEETING GOALS AND
- OBJECTIVES - ®

2.2 ESTABLISH PRIORITIES BASED ON THE IMPORTANCE OF EACH OBJECTIVE TO GOAL
' ATTAINMENT AND ON THE RESOURCES AVAILABLE

2.4 WORK CREATIVELY WITHIN THE STRUCTURE OF RELATIONSHIPS AND THE SETT&JG oF
AN ORGANIZAIION

- ———— 2.2 DELEGATE RESPONSIBI TY AND ESTABLISH ACCOUNTABILITY METHODS TO DETERMINE
: IF THESE RESPONSIBILITIES HAVE BEEN MET -

.2:2 HELP PEOPLE SEE THE RELEVANCE OF THEIR ORGANIZATIONAL EXPERIENCE TO THEIR
— LONG~RANGE CAREER GOALS AND/OR PERSONAL DEVELOPMENT

DEVELOP AND MAINTAIN A SYSTEM OF EVALUATING JOB PERFORMANCE e
CONDUCT SALARY ADMINISTRATION AND/OR PERFORMANCE REVIEVS. ;
HANDLE OUT-PLACEMENTS AND/OR JOB TERMINATIONS ‘

PLAN AND IMPLEMENT PROGRAMS FOR STAFF DEVELOPMENT

‘DEAL VITH EMPLOYEE RELATIONS PROBLEMS / |

PLAN AND MONITOR A RETIREMENT PROGRAM .
PLAN AND IMPLEMENT.PERSONNEL POLICIES :
PREPARE JOB DESCRIPTIONS ) . R ' S
SELECT AND/OR RECRUIT INDIVIDUALS FOR A VARIETY OF JOBS '
PROVIDE ORIENTATION TO PERSONNEL NEW TO AN ORGANIZATION

_ARRANGE FOR AND MONITOR THE JOB TRAINING OF PERSONNEL

b
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) - PERSONNEL WORKEK RATING LIST (contlnued)
) iﬁi‘g ‘ ABILITY;ATO E
2.6 ABIDE BY AN ORGANIZATIONYS STANDARDS |
o 2.4 OBTAINAND VERTFY ‘ROPTINE FACTUAL INFORMATION FROM-INDIVIDUALS _ c |
2.3 ¢+  IDENTIFY TRAINING NEEDS . ’ |
2.0 DEVELOP TRAINING MANUALS t '
2.1 DETERMINE THE SUITABILITY OF VARIOUS TRAINING APPROACHES FOR INDIVIDUALS
\ WITH DIFFERENT BACKGROUNDS AND EXPERTENCES
© 2.6 ESTABLISH RAPPORT wmi INDIVIDUALS OF DIVERSE BACKGROUNDS
2.4 USE QUESTIONING SKILLS _ ..
2.7 USE LISTENING SKILLS ' - : . 1
2.3 NEGOTIATE WITH OTHERS '
2.1 DEAL WITH UNPLEASANT CONFRONTATIONS : . :
2.4 - BE OUTGOING AND GREGARIOUS > c - :
: ‘ ) N
. )
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PHOTO LABORATORY TECHNICIAN RATING LIST

-

MAKE FINE COLOR DISCRIMINATIONS /

WORK STEADILY AT SIMPLE REPETITIVE .TASKS, FOLLOWING A SET PROCEDURE
FOLDOW DIRECTIONS . )
TRAINOTHERS

T~ .

SUPERVISE OTHERS o

STT STILL FOR LONG PERIODS OF TIME .
EVALUATE A PRODUCT, USING STATZD GUIDELINES \\
DO PRECISE AND ACCURATE DETATAED WORK ‘

TAKE RESPONSIBILITY
FOLLOW ORDERS AND ACCEPT SUPERVISTON

LEARN AND APPLY RULES

E

ABILITY TO:

‘ ’ |
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2.5
2.5

1.7
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2.1
2.5
1.8
2.8
2.7
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JOCIAL SERVICE AIDE RATING LIST
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ABILITY TO: . B
CARRY OUT ORAL OR “YRITTEN INSTRUCTIONS, ‘ e
ACCEPT SUPERW™LSION . C /
LEARN AND APPLY THE RULES UF ‘AN ORGANIZATION OR AGENCY T~

DEV“LOP OR "MAINTAIN CURRENT FILES
KEEP RECORDS AND PREPARE REPORTS
UNDERSTAND AND FILL OUT FORMS .
ARTICULATE THE PHILOSOPHY OF AN ORGANIZATION OR AGZNCY '

INTERPRET AN ORGANIZATION AND ITS SYSTEM FOR THE DELIVERY OF SERVIGES TO

¢ -THE PUBLIC AND TO PEOPLE IN NE%D
IDENTIFY GROUPS TO WHOM SOCIAL SERVICES SHQULD BE DIRECTED

IDENTIFY REPRESENTATIVES OF OTHER ORGANIZATIONS 0P OF THE GOVERNMENT WHO
SHOULD RECEIVE INFORMATION ABOUT ORGANIZATIONAL OR AGENCY ACTIVITIES

KEEP OTHERS INFORMED ABOUT PROGRESS IN wmrrm'on I ORAL FORM
ESTABLISH RAPPORT WITH 'INDIVIDUALS OF DIVERSE BACKGROUNDS
ESTABLISH RAPPORT WITH A PERSON SEEKTNG ADVICE

SERVE AS A "SOUNDING BOARD" FOR THOSE WITH PROBLEMS

USE QUESTIONING SKILLS - . .
USE LISTENING SKILLS s T

RESPECT ANQﬂBbSERVE PRECAUTIONS CONCERNING THE CONF
- INFORMATION

PROVIDE ADVICE AND INFORMAL COUNSELING

\
GATHER INFORMATION BY CONDUCTING INTERVIEWS, CONFIRMING FACTS, AND
LOCATING BACKGROUND INFORMATION

pxérm REPORTS CONTAINING FACTUAL DATA AND DOCUMENTARY OR OTHZR EVIDENCE
MOTIVA’I'E 'AND PERSUADE PEOPLE ~
DO mmc : =
DO CLERICAL WORK (FILING, ETC,) " -
MAKE WRITTEN OR ORAL REPORTS \
REFER OTHERS TO SOURCES OF INFORMATION AND ASSISTANCE
INTERPRET FOR NON-ENGLISH SPEAKERS ‘
SHOW -COMPASSTON . |
_ SHOW EMPATEY ~
WRITE CLEARLY
TARE CONSTRUCTIVE CRITICISM

IDENTIALITY OF

|
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