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ABSTRACT :
An increase in the number of adult women in the paid
work force, many of whom are returning to work after a period as
homemaker and parent, appears to be one of the major social changes
of the past decade. As part of the Project HAVE Skills program, which
was designed to develop career counseling materials for reentry
women, question;aires designed around 524 skills (e.g., .
communications, consumer economics, and emergency and crisis
intervention) were developed to aid in identifying job-relevant .
skills which reentry women might have acquired during .their absence
from the paid labor force. Adult women homemakers (N=122) responded
to the first questionnaire by indicatitg the extent of their _
experience with each skill. Personnel specialists (N=56) responded to
the second questiennaire by indicating the degree of job-relevance
for each skill. Data analyses revealed a low correlation between the
extent of women's experience and the personnel specialists'
perception of job relevance. The data suggest several possible
explanations for this low correlatipon: (1) the .unpaid work on which
women spend the most time has little relevance for paid work; (2)
stereotypes may have affected the personnel specialists'’ ratings; and
(3) beliefs about the appropriateness of various kinds of work for
women may have affected the ratings.. The information obtained from
“the two questionnaires was used to develop a survey instrument for
' personnel administrators or gounselors screening women interested. in
returning to paid work after a period of time away from the labor
force. Tables of the 12 areas of women's unpaid work experiences with
moderate or high job-relevance, and a summary of the factor structure
of jobykélevance ratings in 6 unpaid‘work areas are appended. Also
“included are the Have Skills Chart, the research edition of the Have
%ki%ls Assessment Survey, and the Have Skills AsSessment Survey Key.
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Measpring.Adult Women's Job-Relevant L}fe Exp.erience'Learn\i'ng1

v - . Ruth B. Ekstrom
Educational Tegting Service

-
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The increasing number of -‘qlt~&dmenaip the paid worﬂ‘fo;ce has been one
of the magor socinl changes during the.past &ecade. This inérease has been
especially rapid foriwomen age 25 to 44 Most of these women are returning
¢ to the 1aborlforce after a period‘of unpaid work és arhs;gﬁaker and psrent; !

many of them also have_extenéive unpaid work experience in community-groups

and voluntary organizations. g:; ,
Th%s presentation will describe the development of an i rumentlwhich" ‘
can hglpcounselprs,peréonnel‘administrators,vand_adult women themselves '
identify job-relevant skills acquired fhgodgh 1;é§;;xpéfience learning. in
_unpaid work. This work was part of a 1argercproject, called_Project'HAVE :
. Skills, hesigned to develop career Céunseiing materiils for réri?try’ﬁymen;.' ‘ ;“é.’
The project began by identifying 27 areas in which adult women were
expecféd to have uhpaid_wo;k experience. These areas wéfe: .a&ministratof/

manager, advocate/change agent, animal care specialist, .artist/craftsperson,

éhil&-care specialist, civil/legal rights worker, clothing and textile

*
-

speéialist, community resourcesfspecialist, consumer economics specialist,

coqk/nutritionist; counselor, financial manager, fune.raiser, group leader,
health care worker, home maintenance technician, home planner and deéigner, ) : ,

horticulturist/floral designer, human resources specialist, library

- ‘ . , -

]
4 N g
' lThe research described in this paper was supperted by a grant from the
Women's Educational Equity Act Program of the U. S. Department of Education.

However, the opinions expressed herein do not necessarily reflect the position
-or policy of the Department, and no officia1 endorsement bymthe Department of

Education should.te inferred.
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assistant) museum assistant, performing arts specialisf;'problém anaE?St/

re public relations/communications worke;} recréation worker, sales’ .
wbrkef/organizer, and teacher/trainer. Several of these areas had been

, ’ ' s ! ot .

previously identified in a study of the academic relevance of volunteer

work and homemaking s%ills (Ekstrom, Harris, and Lockheed, 1977). New . oot

skills lists ("I Can'" lists). weme prepared .for some.ar=zas and lists for

the other areas were revised to provide.a more job-ériented and less
' N
academic focus than the original lists used for awarding college gredit.

- ~ Next we had these 27 separate skill lists reviewed by a panel of

> ., judges. The judges were asked to group items that they berceived‘to be Vo
similar. The purpose of this task was to réduce-the overlab and redundancy -
® : :
across lists. A fipal list eof 524 distinct skills was prepared. These

.

" skills were reg:guped, on the basis of the judges"evaluation_of conEenE,

. -

o into 19 areas: administration/management, animal care, communigations, ) ’

comﬁunity resources and services, consumer economiés, counselihg and"A“

. - interpersonal‘skills, désigﬁ and aestﬁe;ics, emergency and crisis inter-

ivention, fi;ancial managémeﬁf and sales, food preparation and nutrition,
fund.raiéiﬁg, h;:1th care and child care, horticulture, legal and civil '

rights, mechanical and teehnical skiils, offiée/cberical-skiilé, problém_

R solving, research, and teaching/frainihg. Two questiohnaires were prepg?ed
using these' 524 skills as items. ; o
. . P 5 - ! ) R
" The first questionnaire was designed for adult women who were currently .

- homemakers. The résp%pdents were asked to rate the extent.of thei: expefience
‘ ' ‘ / ~ B
with each of the 524 skills using a scale ranging from 3 = I do tzis frequently

" v

A



-3=

to 0. = I have never done this or I camnot do this. The women's questionnaire
g ‘ ) 5 . 4 : B

was sent to d national sample of 125 women ?MO had previously shown interest
v - . ‘ .

. . ’ -: '(: \ - ‘ .
in this prdject,’ as a result of mewspaper publicity. One hundred and - ) .o

. - .
I8

twenty-two resb?nses‘wgrehpecei;ed,(é response rate of 98%). . f\f
.29’ ‘ “ y percent of thg women who responded were over the age of 35. The
typicai reépondent‘hés twogfhildren.l Abbut o;e?third of thé respgndents“ |
}i.e in urban areas, another dﬁe-third live in suburban areas, and the .

“x , - - ol
inder 1live in small towns or rural areas. FEighty-seven percent of

these women are white, eight percent aré black, and the remainder répresent,
- other minorities. Twenty-three pércenf completed their education in high o

14

school; 19 percent have attended college, but had not received a degree;
. : ) 3 Ll .
25 percenf are college graduaces; and the remhindeq.have attended graduate

school. .

. o .

Mean experience ratings for th women were computed on each item;

- ' . I B ) . .
ratings were also-summed across each of .he 19 experience areas. The areas of

greatkst experience were in the areas related to homemaking --‘cgnSumer°
economics, food preparation and nutrition, and health care and child care.

The lowest afeas ofiexperience were animdl care (probably becausé we had

[ t

refétively‘few farm women) and legal and civilvrights.'
~ .

The same 524 skills were used in a questionnaire fof4persohne1

X

specialists. These individuals were asked to rate each skill on a job-
(] . ' . ,'

relevance or generalizability scale ranginz from 3= Relevant for many jobs

to 0 = Not job relevant. The personnel specialists were. also ‘asked to name

a paid job or job area requiring each of these skills. . i
. . . . . _ . . o |
The second questionnaire was sent to 96 individuals; 56 responses were .

R . » '

. receive&;(a régponse rate of 58 perceﬂt). Approximately halﬁi(S? pergent)xquﬁ:'

- . . ¥ \“.‘ "
- ! - v e . /J\ .«
r . ‘
.




- lated using the DOT'thiee-digit code. Job-relevance ratings were also

There was a generally low correlation YQ&S) between the extent of women's

e

relevance ratings. For example, office and

e %

‘

4

-

of the perSénnel specialists are employed by service-oriented businesses;

-

about’ a quarter (23 percent) are employed by manufééturing“fifms; 14 percent

are employed in transportation, communications, ,and utilities companies.

- -

Mean job-relevance ratings were computed for éach of the 524 skills.

3 .

In addition, the job title or job gfoﬁp relevant for each skill was tabu-

summed across the 19 skill areas. Unpaid work expefience in office and

. . s
¢lerical work, administration and management, communieations, .financial

-

management apd sales, and, problem solving were rated as most job:relevant.

Animal care,-consumer economics, horticulture, and.design and aesthetics were
: -

.

rated as haying the least job'releéance.

Correlations between women's experience and personnel specialists’

ratings of job relevance were computed across areas and within each area.

experience and the peiceived job relevance of that experience when.analyzed

across areas. There are several possible exblanations for this.w It:is

S

. pogsible that the kinds of unpaid work on which women spgna the most time .

have little relevance for paid work. “However, the\gersonnel_adminisEratorsw

e , . . . .
maKing ‘these job-relevance ratings were aware that this was a study of women's . °

g -~

homemaking and volunteer work skills. Thérefore,'their ratings could have °

-~

) : / R ! N N .
been affected by any stereotypes which they held aﬁbut the nature of these -
unpaid work acti%ities. These data also suggest that bélieﬁs about the’

"appropriateness” of various kinds of work for women may have affected the

clerical skills were rated as
moke job relevant than adminisgratiVe and managerial skills. e

~



"and correlations, are shown in'Table 1 of the handout,.

.When the: within-area correlations between experierce and job relevance

o5 0 - : [N !

were computed ‘most of the coefficients were positive. This suggests that,

]
.

within areas, there is a correspondence between the frequency with which
By e

:'women participate in an unpaid work activity and the perceived job relevance

IA

o of'that activity; ‘The.correlations‘ranged,from highs of .84 for the areas

ofIQOmmunications, emergency and crisis intervention, financial management
and‘sales, and problen Sleing to lows of ~.26 for animal care and -.24 for
health care and child cares ' For twelve of the 19 areas coefficients were

av

significant at or beyond the .Ol level These areas, with the mean ratings
“In order tq obtain a better understanding of the personnel specialists
perceptions of job relevance, a factor analysis was performed on each of the

19 scales. Factors with roots greater thah or equal to 1. 0 were retained "

.;
¢

afid rotated orthogonally by varimax. A factor summary was prepared showing,
for eaqh area, the number of factors obtained, a tentativejidentification
of the factor, the:humber of questionnaire items making up the factor,

‘the mean. job relevance ratipg for the factor, and the accupational area .

o

,most'erQUently mentioned as related to the factor. Table 2 shows these -

" results for the six.areas which are considered to have the highest potential

‘ transferabilitv. There were a total of 43 factors which had -high or

moderate job-relevance ratings (defined as 1.0 or over). ‘These factors
' - [}
form the basis of the HAVE Skills survey.
We used the information from these two questionnaires to develop a
o . to

survey instrument tha't can be used by personnel administrators or counszlors

to screen women who are interested in returning to paid work after a period

of time away from the labor force. /

. /.




The research version of the survey, contains 132 items. These are

-~

skills frequently develo§Ed by women in unpaid work which were also rated

.as heiné highly job relevant:‘ This survey is. available for tryout.

Coples of the survey and a more detailed‘description of this st&dyAafe ) ¢
available in the'Project’HAVE Skills Employer's Guide. Note that this
research version asks the woman for self;ratingsaof her‘skills, instead

of the entent of her e;perience. This approach, which was used dn another
related study (Project ACCESS) was found to be a good predictor of the ) .

actual jéb performance of Ie;entryuadult women. _

The HAVE Skills’Employer's Guide also explaine how to develop a process
tq identify the relevance or women's experientially learned skills for any
occupation. ThlS process 1s based on the job element method of personnel
selection. To aid personnel administrators who are interested in this
process, a chart has been developed showing the hypothesized re]ationships

<s
between D.0.T. Occupational Groups and the 27 lists of women' s experientially

¢ —

acd:zfed skills. A copy of this chart is’includ;d in the handout.
r . ~ ~

r

‘We anticipate that adult women will have the least difficulty trans-
ferring their skills from unpaid to paid work in those'areas which'received'

high job-relevance ratings and areas in which there are high correlations
- v
between experience- and job relevance The six unpaid work areas that

El

appear to have the greatest potential transférability_are office and clerical
, skills,vadminietration and management, communications and public'relations,

problem Bolving, financial management and sales, and counseling and inter-
_ v - : .
personal skills. : _ ., b ] X , i

~
~
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IS ) S

. ) | I hope that this first attempt at developing an instrument td identify - )
¢ . job-rele&ant life experience 1e£rning will stimulate more work in this area.

" This approach has a‘high potentiaf for reducing perédﬁnel administrators'

-

dependenceson traditional.credentials (such as coilege,degrees3 which may . ,
create'artifiélal bérriers_for some éroups'bf dndividuals who have learned S

their skills through experience instead of By formal instruction. T
o ‘ . o
¢
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AREA - ' EXPERIENCE®

e

ADHINISTRATION 15
CIVILALEGAL RIGHTS 07
~ COMUNICATIONS 1.7
_ COMUNITY RESURCES 1.3
(RISIS INERENTION 1.3
FINANCIAL/SALES 1.4
- FOOD PREPARATION 2.3
INTERPERSONAL/COUNGELING 1.8
OFFICE/CLERICAL 2.0

PROBLEM SOLVING 1.8
RESEARCH/LIBRARY 1.3
TEACHING/TRAINING L¢

* SCALE: 3 = HI T0 0 = NONE
**SCALE: 3 = HI TO 0 = NONE

Table 1

JOB-RELEVANCE™*
N = )

.

« 12 AREAS OF WOMEN'S UNPAID WORK EXPERTENCES
WITH MODERATE OR HIGH JOB-RFLEVANCE

1.9
1.2
1.8
1.1

1.3

1.7

_'1.1 |
1.5
2.4

: l|7

14 -

1.4

~ CORRELATION

/0
84

71
69
74
8
79

SIGNIFICANCE ~

|

.o |
R |
|

\

|

=EBBBEERE
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'Table' 2 § )
LI . .
B ‘. . ’ Summary of ‘Factor Structure: of Job Relevance Ratings y

. * l
in Six Unpaid Work Areas

. .
v . . >
. N . ‘

' . ‘ ) ) | . # of Mean ‘ » Related ,
, , Area/Factors ; Items Job Relevance  Occupational Areas ,
© . ADMINISTRAZIVE/MANAGEMENT ‘ | ‘ o
I. Evaluating Work Perfofm;nce 16‘ 2.00 - _ Pe;sonnq; Work ' \-
"II. Plauning and OrganizingﬂWo;k 10 ‘2.§3 Management -
I1I. Mén;ging People 9 2.22‘ . Management ‘ ‘
, ' IV. Selecting Workers . '8 ' i.87 . Pe;sdggpl Work ‘
V. Using Vglunteess 6 . 1.30 - .Vbluntary Agency
N “ - ‘ ‘ ’ Administration
+VI. Cost Effeé;ivg U;e of Workers | 5 - 1.60 ) ‘ Management
VII. Meeting Job Goals ) ’ 4 | 1.69 4' Manaéement

and 9 uninterpreted sma.l factors

.
3 . FN °

2

. COMMUNICATIONS ., . o
I. Puglic Relations - 13 ‘1-71 . Public Relation;
‘ ‘ _II. Lobbying | . 8 1.77 . Pyblic VRelat:'ioﬁs - .
ITI. Oral Cemmunications ' T : 6 2.14I ) 'Management;?ublic° '
' ' . ' ‘Relations ° '
{L and 2 uninterpreted small factors ,, » _ o ‘j .- ‘
) ' FINANCE/SALES - , - . ( 44
I+ Entrepreneurship ' A VA 1&41 R fBﬁ%ineSSaOperation; i
. - Market Research ¥
II. Budget ManagedLnt . 9 2.07 ’ ;anagemen:;'Adcoupting
III. Investing | S : 6 - ~1.35 o Investpént .

IV. Financial and Sales Detail 7 1.90 T B6okkeeping



Table 2 (cont.)

’

Summary of Factor Structure of Job Relevance Ratings

a

in Six Unpaid Work Areas

~

= . ¥ of Mean Related -
- Area/Factors ' . \ ‘ . Itens Job Relevaace Oécupatiqnal Areas
INTERPERSONAL/COUNSELING /7 i
: ; .’/ ’ ~ .
I. Encouraging Discussion and L/ A ’ , Personnel Work;
Providing Support | v 14 . 1.80 Counseling
II. Knowledge and Use of'Counseling (: o -
Techniques h 12 1.20 Counseling
II1I. Family Couhseling ) 4 0.92 ™ - (Not 'sufficiently

', ’ » Job Releyant)

"IV. Solving Personel and Inter-

' personal Problems 4 ' 1l58 o Management
V. Analysis of Personal Information -3 | 1.46 v‘ Persoﬁnel Work
OFFICE/CLERICAL ]
I. Followiné*Diiécfioné o B 3 2.69 . Secretariai Work
‘ II. _Perfofﬁiné Clerical Tasks . 5 2,52 Clerical Work
and 1 séle uningerpreted factor o . ”'

. " PROBLEM SOLVING,
I. Analytical Techrgiques 12 1.85 Management

i7 .
II. Political Techniqués -7 ~1.50 _ Management
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Directions: Locate a Dictionary of Occupational Titles (D.0.T.) Occupational

Group in the left-hand column. The right-hand column will give the name(s) of

> THE HAVE SKILLS CHART

related women?s skill ("I Can") list(s). N
’ g

D.0.T. Occupational Group

~ . E

2

001

012~

- 017

02

04

040

045

- 049

05

07

073

075

076

077

Copyright <:> 1982. Educational Testing Se

C]

PROFESSIONAL, TECHNICAL, AND
MANAGERIAL OCCUPATIONS

‘Architects

Occupations in architecture
engineering, and surveying
. ¢

A

‘Industrial engipeering occuﬁé-

tions

Drafggers, n.e.c.

Occupations in mathematics and

physical sciences
Occupations in life sciences

Occupations in agricultural

science
Occupations- in psychology

Occupations in life sciences,
n.e.c.

Occupations in social sciences

Occupations in medicine and
health

Veterinarians
Registered nurses

Therapists

Dietitians .

-

-

<
v

Related Women's Skill ("I Can") List(s)

-

" Problem Analyst

Artist; Home Planner

. Administrator; Problem Analyst

-

Artist; Home Planner

Problem Analyst

Problem Analyst

“Animal Care; Horticulturist; Problem
Analyst '

Counselor; Problem Analyst

T
Animal Care; Hérticulturist; Problem
. Analyst >

Problem Analyst .

Healih Care

»

ﬁ

Animal Card” ° -~

Health Care ¥
Artist; Health Care; Reéreation;;Teachgr

" Cook

e
rvice. Alf!. rights reserved.
3

14

<> ‘
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E

078 Occupations in medical and den- Health Care; Problem Analyst
tal technology

- 079 oOccupations in medicine and Realth Care i
health, n.e.c. " ‘ j

”~ . s

09_. Occupations in education Teacher -
092 Occupations in preschool, Child Care; Teacher |
kindergarten, and primary i
¢ _school education v o ?
094 Occupatiohs in education of the Health Care; Teacher - { -
handicapped ) §
: |
096 Home economists and farm ad- Animal Care; Child Carej Clothing and
: visors Textiles; Consumer Econpmics; Cook,,Home
' Planner; Hort1cu1tqr1st; Teacher
15 Occupations ip ruseum, library Library A581stg?t Museum" A881stant,
- Q) o . e . .
and archival seiences Problem Analyst ~3
. 11_ - Occupations in law aﬁd juris- Advocate; C1V11/Legal nghtS'
prudence Analyst Lo
12 Occupations in religion and ' Counselor
/" theology ¥ .
131 Vriters Public Relations"- .
132 Editors Public Relations BEA
B
14 Occupations in Art Artist ) - .
N .
142" Environmental and product - Artist; Clothing and Text11e,
designers Planner; Horticulturist
150 'Occupations in dramatics Performing Arts”
151 Occupations in dance Performing Arts
152 Occupétions in music¢ Performing Arts
t o
e 153 Occupations in athletics and Recreation
e . sports '
, . * 159 0ccupat1ons in enterta1nment Performing,Artst

and recreation, n.e. c.



o .
Occupations in administrative
specializations

, 160 'Accountants and auditors
' 161 Budget and management systems
analysis occupations Coa
162 Purchasing management occupa-
tions
163 Sales and distribution manage-
- _ “ment occupations
164 Advertising management occu-
pations
165 Public relations management
A 166 Personnel administration
occupations
168 Inspectors and investigators

~ LI

18 Managers and officials, n.e.c.

180 Agricultural managers

%

184 Transportation and communica-
tions managers .
185 Wholesale and retail trade man-
agors ’ :
186 Finance and real estate man-
' agers
. 187 ° Service industry managers
p ‘
195 Occupations in social and
welfare work
CLERICAL AND SALES
205 1Interviewing clerks.
File clerks

206

~ Civil/Legal Rights; Community Resources;
“Counselor; Recreatien ' .

Administ:ator

Financial Manager

Administrator; Financial Manager; Problem
Analyst ' ' -

Y T , '
Consumer Economics; Financial Manager

Administrator; Public Relations; Sales

-

Administrator; Public Relations

4

Administrator; Advocate; Fund Raiser;
Public Relations

Counselor; Human Resources; Teacher

Civil/Legal Rights; Consumer Economics;
Problenm Analyst

Administrator.

i -

Administrator; Animal Care; Horticulturist

Administrator; Public Relations; Trans—

portation

Administrator; Sales

e
Administrator;

Financial Manager; Home
Planner )

Administrator; Group Leader; Recreation

Community Resources; Counselor

Library Assistant .

16



221

237

241
248
25
26

261
27

‘270
S

272

273
277

29

292

293
296

297,

298

Computing and account record-

_ ing occupations

Production clerks .

Information and reception
clerks

7 .
Investigators and adjusters

Transportation-service clerks

‘Sales occupations, services

Sales occupations, consumables

Sales occupations, textile

products

Sales occupations, commodi-

ties, n.e.c.

Sales occupations, home furni-
ture, furnishings, and appli-
ances '

-
Sales occupations, farm and
garden supplies

Sales occupations, transporta-
tion equipment

‘Sales océupation#, sporting and

hobby goods

Miscellaneous sales occupations

Route sales and delivery occu- '

pations

Solicitors

Shoppérl

Sales promotion occupatiéns

Merchandise displayer

.

Financial Manager

Ad&inistrator; Home "Planner

Community Resources

Consumer Economics; Financial Manager

— > §

Transportation

. Sales

Sales

Clbthing and Textiles; Consumer Econohics;
Sales : :

Sglel

Consumer Economicé; ﬂbpe Planner; Sales

Horticulturist; Sales,

Sales; Transportation

v

Artist; Recreatibn;'SaIes
Sales : 4 .
Sales; Transportation

L4 ”

Fund Raiser
Consumer Economics®
Sales; T;%chpr'

Artist; Sales ’ . .

.

17




SERVICE
Food service hostesses and Administrator; Cook
~ stewardesses Lo b

Chefs and cooks, hotel and . Cook
restaurant

. . . .’
Miscellaneous cooks o - Cook

Meat qytterc‘» " Cook

s
1

M1scellaneous food and bev- Cook
erage preparat1on occupations

) Hoélggses and stewardesses, Group Leader; Recreation

S

n.e.c. . Y

[N

i .

Guides : Museum Agéistant; ﬁecreation; Teacher
‘Practical nurses ) ) Health Care

Hospital and health service ‘ Health Care
attendants

Apparel and furn1sh1ngs service Cloth1ng ;Hd Text11es
occupations

Police officers and detectives, Civil/Legal Rights; Problem Analyst
publxc_sgrv1ce, s ~ '

°

Police officers and detectives,‘ Civil/Legal Rights;\Consumer Economics;
except public services Problem Analyst :

Building pest control occupa- Home Mairtenance
tions i

AGRICULTURE

Plant farﬁing,occuﬁationll . Horticulture
Animal farming occupa;iona_ Animal Caré
Iree farqing Horticulture

PROCESSING

Food m1x1ng occupations

b




524

526

57

58

61

620

660

68 -

. - BENCHWORK

700
704

712
(13'
723
731

735

?ood icing and deEoratiéfJ
occupations

Cooking and baking occupa—
tions, n.e.c.

Occupations process1ng stone,
clay and glass "j,

0ccupat1ons proce§%1ng tex-
txlel

)

MACHINE TRADES ' .

Metal work' occupations, n.e.c.

Motorized vehicle mechanics
and repairers

Cabinétmakera

‘Textile occupations

s -

Jewelry making

Engravers and etchers

Fabrication and repair of

medical and dental items

Fabrication and repair of
ophthalmic goods

Assembly'and repair of
éleiytical appliances

Fabrication and repair of-
teoys and games *

Fabrication and repair of

‘_jewelry, n.e.c.

74

<

76

Painting and decorating .

Fabrication and repair of

...wood products

2

14 by
. Cook
Cook : P 3

Artist.

Clothing and Tzxtiles .

L.

" 3
Artist . ? .

Tranqurtation .

°

Home Maintenance

Clothing and Textiles:

Artist

’ Artiﬂt [

Artist

Artist
L%

Home Maintenance
Home Maintenance
Artist

Artist, Home Flanner

Home Maintenance

19
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“F

Fabrication and repair of

stone, clay and gladss products
e

Fabrication and repair of
textile products

STRUCTURAL WORK - .

-

Assembly, installation and
rep"r of household app'iances

Painting, plastering 4nd re-
lated occupations °

Construction ‘occupations,
n.e.c, )

MISCELLANEOUS

.

Yassenger transportation occu-
pations, n’e.c.

Automobile Service Attendants
Motion picture projectionists

Occupations in motion picture
and television, n.e.c.

Art work occupations
*

Photoengraving oécupations
Litﬁographgrs
‘Dark room occupations

Bookbinders

Artist

. Clothing and Textile

s

> .

Home Maintenance * -

Home; Maintenance

.
.

Home Maintenance

X

Transportation”

Trahsportation‘
. A}
Library Assistant; Museum Assistant

Perforﬁing Arts

Artist
Artisé
Aréist >
Artist *

Library Assistant .

3
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HAVE SKILLS ASSESSMENT SURVEY | R \

‘' -

' (Research Edition)

- o

Name: .
‘I

Instructions: On the list below, rate»your homemaking,:community service, and
volunteer work skills using the following scale: : ¢

3 =1 can do this very well; I enjoy doing this; others praise me.
or compliment me on my ability to do this.

2 =1 can do thfs fairlxﬁwell; 1 can do this without any serious
problems most of the time, S

PN

1 =1 can do thngbut I do not do it well or I dislike doing this.

0 = I cannot do this;- 1 never have done this.

A
.

i N Plan and coordinate activities 3
\ 2. Develop long-range goals that foster organizational continuity
and growth. t _ -

3. Develop specific plahs to meet long-range goals.

4. Evaluate my own or others effectiveness in meeting goals and
objectives. i :

5. Identify the resources, including personnel, money, materials,
. and time, needed to accomplish an objective.

6. Establish priorities based on the importance of each objective

. to long-range goals.
.

7. Work creatively w1th1n the structure and setting of an organi-
zation,

8. Coordinate simultsnepus projects.

8 9, Determine the needwfor and develop alternative plans.
10. Organize a project 1nto its component parts and determine the
sequence in which these act1v1ties need to be per formed.

11. Establish work flow and work @oading procedures.
3 " .

" 12, 'Develop and work within an hgenda.
. . i b

]

.
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13.

14. -

15.
16.
17.

18.

19.

20.
21.
22.

23.
24,

25.

26,

27.
28,
29.
30.

31.

32.

33.

-tant.

i tional goals

.~

Delegate res»onsxbxlxty and establish accountabxlxty procedures ,
to determine if these responaxbxlxtxes have been met. oo -

Establish andlut maxntaxn procedures to monitor work qualxty and
quantxty

Sqlxcxt and make positive use of negative and pouiti&e-feedback.

, | o ) _ . -
Use techniques that will elicit new ideas. : . —
Help workers see the relevance of their- experxence to thexr long-
range career and/or personal goals. .

cvive prxorx;y to those needsggnd probiems which are most Aimpor-
- . .

L

Select problem areas relevant to organizational, needs. ' i
Develop practxcal plans to identify needs and the txme, coéts and
personnel requxrementu to meet these needs. .

Explain the relatxonshxp between a particular job aftd organiza-~

r
L]

Secure resources, both human. and phyuxcal (materxala and/or
money) . - °

%

Select ‘or recruit individuals for a variety of jobs,

Provide orientation for individuals new to the organization.

Understand individuals' neads and motives in work situations.

<

Abide by orgarizational standards.

Provide positive reinforcement to keep workers involved and
productive. ' .

-

Perform a variety of clerical tasks, such as typing and filing.

v t

Carry out oral or written instructions of some complexity.
¢ ¢ - "

Follow orders and accept supervision.

Learn and apply the roles of an organization.
Use office equipment, such as typewriters, photocopy machines, ‘ o0
and calculators. ) . . .

Develop and/or maintain current files.

o

- s _ 22 ] .




9

- “ . o

)

.<#"34% Keep records and .prepare reports. . -] : .

“+35. Obtain and verify routine=factual informatan

- N v . e S ¢

+ - 36, Establish effective communications ;hroughéutfan o?ﬁénjzatidn:

JQ ’
. . ‘, .
37. Articulate the philosophy of an organization. ; |
. ‘2. ¢
-38. Serve as the spokesperson for an organization.
—— ) — . . . @ A e
. 39. 1Interpret, to -the public and to people in need of assistance, an'
organization and its services. ‘jf -
40, Identify target audiences. . ‘ K \\\;\? o
‘.' : 41. Determxne the commun1cat1on technique(s) most appropr1ate for an .
audience. o : . .
42, "ldentify representatives 6F other organizations and/or of“tocal,
' state and Federa. jovernment to receive igﬁormation about an
organization. A '
v ' ' . v )
R 43, Establjish an interchange with the representatives of various - | 4
interest groups. y '
. . . . . _ F Y
44. Publicize and promote organizational materials. - .
— : ' \ '
' 45. Speak in pubiic to larﬁudiences. SR
. : . v
. 46. 1Identify potential allies and select’ techn1ques to enf1st thelr
support. Lo .
1] . . . -
47. Present arguments and evidence to support a position. £

.
48. Use communications skills to persuade others. :

— - "

2 49. Organize and conduct meetings. _ o

50. ‘lde tlfy those people in commun1ty agenc1es, organizations, and w
ser ices who can eliminate red tape.'

51, Keep others informed about. progress, in wr1t1ng or verbally

52. Plan and carry out a prqgram of publicity for a product or .

service, - . "N

53. Translate:information and facts to a leyel of understanding

appropriate to the background and experiences of an audience. i&




54.

55.°

4

. 57.

o

58.°

59.

60.

61,

62.

63.

67.
68.

69.

 Recognize and deal with medical emergencies.

Encourage the development of "common sense."

‘Determ1ne the urgency of a problem and handle it ‘appropriately.

Use approprlate techn1ques to golve 1nterpersonal problems.

Create communications or publxc relations programs that explaln
) the goals ofqnn organiz n. i
Choose approprlate audibvisual materllls. v

"N

56 ' Make an effect1ve oral presentatlon to a group.

Pesign posters,‘leaflets, brbchures,or other publications.

Establish rapport with 1nd1V1duals of diverse backgrounds.

Establish rapport w1th a_person seeking adv1ce o

Show compa551on for those with problems. oo
Serve as a "sounding board" for those with prgblems.

Provide moral support. ; .

Identify individual s problems and d1ff1cult1es by a variety
of methods.

Recognlze the nonverbal cues and behaviors wh1ch indicate ten-
51ons or .problems:’

L .- ﬁA' ' A
Use questioning skills. ‘

- ;
Demonstrate listening skills.:

Ay,
NP

Use techniques which help people 5plk spontaneocusly.

S

.

Use techn1ques’that prevent or limit conflict between individuals.

Provid& advice and informal counselxng when approprlate. kS

Conduct negot1at1ons with an awareness of the necesslty of com-
promise. .

P

Think ’nd behave rationally when dealing with an emergency.

-

_Establish priorities in dealing with problems or emergenciee.

e - 3

. 24 .



77. Develop support systems to deal with emergencies. s f

78. Budget existing funds.
5

79. Understand and interpret a budget. i
. ) |
80.. Present the rationale and justification for a budget. |

. c i

81. " Establish procedures to monitor income and expenditures.

82. Determine the .cost-effectiveness of different possible actions.

83." Establish procedures (incentives, etc.) which encouragé fiscal

responsibility. “

84. MMWito¥ income and experises 80 as to exerciss fiscal cortrol
“and, when necetsary, adjust existing budgets.

85. ,Estab11sh and maintain f1nanc1a1 records and procedures whxch
will meet external audit or iccountabxlxty requirements. \

86. * Assess needs to determine what financial support is required. \

4

87. Survey and-choose among suppliers of products and services.:

‘<

88. Collect and record monies due.

89. Deal effectively with customers’.
. - M {; ;; . s .
90. - Describe the legal rights and responsibilities of ‘one or more
of the following: citizen, consumer, home owner, tenant, parent,
child,- volunteer worker or board member, employer, empl.yee.

91. . /Read with understanding and inﬁerpret one or more of the follow— ,
ing: Jeases, warranties, insurance policies, medical :onsent
‘and release forms, contracts-and legal agreeiments.,
92. Care for and malntaxn the equipment and mater1als used in a
home or organization. -
93. Observe proper safety precautions in using tools, equipment,
and machinery.

94. Use problem solving and decision-making skills.
95. Identify avenues tq change._ .

96, ‘Seléct data that document the need, for change.

97. Identify areas where change is needed.

-

<
e




‘e »” F -

»

98. Develop plans for @nvestigating a problem,

99. Compile a list of specidl needs or problems within a probiem. -

. Area. v . -~
. ) . . « . « !

-t

/
100. /Identify and compile information about ohe or more of ‘the follow-
' ing: .the groups affected by a problem; the sources of’power
which can faciiitate or block change; &nd existing resources,
programs and other factors which impact on a problem.

¢

-

101. " Describe probleg.areas.for the purpose of program develq}meqt.

b )

102. Dpefine and specify the basic issues.in a problem area.
¥

103. Explain the process of change.

104. Demonstrate understanding of the legislative process and how it
can be used to implement change. . -
»

105. 1Identify the relevant constituencies concerned with a pfbblem
(both pro and con) and describe their position.

106. Identify significant iné§0ic“als and groups (such as, community

‘ leaders, government officials, and legislators) who can help to '
implement change in a particular area.

107. Usé contacts constructively,

108. Usge a library and other reference resources.

109. Gather information by conducting interviews, confirming facts
and identifying trends.

110. identify e collect background data or information.

111. Obtain data.

112. Process data. . - : : - -
113. Analyze and summarize data. j

114. Make inferences from data.

-

115. Make conclusions and recommendations .from data.

N ’

116. Identify training needs.
- 117. Train others to do specifié jobs or tasks. '

Make a training'pfan.
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122,

123,

, 124,

125.
126.

' 122.

128,

129.

130.

131.

132,

~Encourage and support a learner.’

.
Conduct a training session.

Help those being trained see the relevance of this to their
long-range career goals or -personal development.

Establish a good working relationship with a learner.

Identify learner needs and difficulties.
;. .
Plan a lesson or series of lessons.

+

Pace instruction at a speed appropriate to the learner.

.Set and monitor instructional objectives.

-

. Select'inst;uctionai material and techniques appr?priate to

learner background and experience.
-« . ’ ¢
Administer or direct a.youth program.
b . : . -
Use audiovisual materials in conjunction with lectures.
Keep records of individual and group progress.
. ‘

Manage effectively in high press+re situations.

Meet accountability demands of oéhers.
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» HAVE SKILLS ASSESSMENT SURVEY KEY
. _ 4

-

Occupational groups most frequently mentioned as requiring each skill:
1. ‘Managers; administrators
2  Managers; administrators

3. ManagersS=administrators

4. Managers; administrators

5. Managers; administrators

.6, _Managera;'adminiifrators

7. .Hanagers;'adminislrators

| 8. Managers; administrators

9. Managers; administrators
10. Managers; administrators

11. Managers, jndustrialféngineers; administrators - . “:>

.12. Managers; administrators

o

13. Managerﬁ; administrators

14. Managers; administrators . e o
. . e ! s
. . - ,;""I:J .

15. Managers; adminiatratof‘f7,

16. Managers; administrators {.

~
> 4 ' Ly L &

17. Managers; personnel workerq;fadminiatritors
18. Managers; personnel workers; jadministrators '
: - " i:; .
19. Managers; personnel workers; administrators.
. N .'

20. Managers; personnel workers; administrators

21. Managers; personnel workers; administrators
/ . . -~

. -
» é

+22. Personnel workers; managers G
. _ ,
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23,

24,

25.

26.

27.

28,

29,
30.
31.
32,
33.

34.

35.

36.

37.
38.
39,

40.

41.

42,
43,

44,

45.

46,

Personnel workers; managers :

Personnel workers; managers

Managers; personnel workers , .

Managers; personnel workers

Public relations

¢ .
Public relations
workers :

Public relations

Public relations

Public relations
workers

Public relations

Public relations

<

. .

Managers; personnel workers
Secfetaries; clerical occupagions; file clgrks
Secretaries; clerical.oécupations ) . h ]
Vélerical pccupations; seprétaries ‘ .
Secretaries; clericalvqccupafions
Secretar}es; cle;ical occupations ,
Secretaries; clerical‘occupatioﬁs; file clerks -
Secretafiésg clerical occﬁpations; managers ’
Secretaries; clerical occupations ' . .
Mdnagers; public relations workers; personnel workers ‘f'
,Managérs; public'reiations wdgkers; personnel worke;é .
Public felations workers; ménagers . . <t =

¢ o - . 2. ) o . , i
Public reiations'workers; managers N o

. L I
workers; advertising workers; managers

workers; advertising workers; managers; personnel

T S
o

workers; managers
S ' 5

workers; managers

o

v, ’ o
workers; advertising workers; managers; personnel

T
.
B 3
S

workers; managers

q
workers; managers

28v.
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f47?/ ﬁaﬁagers; lawyers o . “ \9("
48. Managers; bublic‘fela;iong waorkers .

49. Manage;é; administratoré T _ ) . E ; ‘ )
.50. Managers; public relatioms wérkers ' o

51. Managers; adminést;ators - _ .
52. Public relations workers;.advertising workers; managers )
55.‘_Pub1ic relatioﬁs'wquers; managers; personnel workers )

54.ﬂ Public relations workers; managers; personnel workers

55." Public relations workers;_ﬁersonnel workers; hdverﬁising workers

. . :

56. iublic relations workers; managers

57. Public ?elations wérkers; adve?fising worke;s; managérs

58. Personnel workers; managers

N

59. Personnel workegs; managers -

60. Personnel workers; psychglogists; managers -

,61.‘ Personnel‘woikers; psychologiéts{ m&nager# “: "', | S . .s\
62, Man;éers; ésychdldgists; personnel workers ‘
. 63. Personnel workéfs; managetg; psycﬁologists} soéiai 76?:::5 .

64.' Perqonneliworkers; manégers; pSyZholbgists; social workers ;

65. Personn§1 wérkgrs; psychdlogista; managers 7‘ "L

~66."Persohne1 wogkérs; maﬁagers; psychologists ' k "

67. Managers; personnel wdrkérs; psychologists

68. Personnel workers; pafchpiogistp; social workers ’ .
69. Hanﬂgerl; psychologists; admihistratorﬁ;.personnei workers

7pf Psychoiogisgs; managers; personnel worgers‘

71. Managers; c

-,

psychologists; personnel workers.




72.

73.

77

- 86,

Managers, personnel workera, psychologlsts

.Adm1n1strators ‘managers, personnel workers

74, Medlcal technolog1sts (p.0.T. 078), admihxstratbrt; physicians;;meAical
wofkers (D.O. T 079)- . -, « :
75..‘Hed1ca1 workers (D.0.T. 079); manageré} police_bfficers; administrdrors
76. Managers; administrators; polige officers | |
.- M;nagers; poiice officer;; administrators . | 4

78. Ménagers; budget énaiyéts; accountants aﬁd:aﬁaitoré ‘

_79: Ménagers;"budget }na}ystsi aécoﬁntants and auditqrs
-80l'ﬁMahagers; accbhntants,aﬁd auditors; budget analysts

81. kcc0untantr and aguditors; ﬁanagers; bu&get analysts

82. Managers; budget’analysré; accountants and auditors

83. Managersiﬁaccountants‘and‘auditqjs; budget analysts

84.‘ Acqo;ntants and,auditprs; budget analyéts; managers ¥ )
-85.- Accountants andﬂauditors; managers; budget anal;stq; bookkeepers

ITBudget analysts;‘mgnaggrs; accountants. and audirors ':
87. .Purchasiné agents | |
88. Accountants and aud1tors, cashlers and tellers; comput1ng and accounting
. workerg (D.0.§. 219) budget analysts

89. Sales clerks; qdvert1s1ng workers; sales occupatibgs (D.0.T. 250-279)
90. 'Lawyers;.paralegal a dés; personnel administrators .

91. Laﬁyers;‘ parllegéi g -

92. Haiﬁtenance rupervisors

93, Maintenance-supervisorg_ﬁ

94. Managers; administrators

95, Hanagers;‘administrators I | .




LY

96. Managers; administrators .

= 97. Managers; administrators
: '98.  Managers; administratérs ';‘ \
99, .Hanagets;,gdministtat;ts -
100 Managers; social scientists i
101. Managers; social s?ientists; administrators
102. M;nageth | '
. 103. .Managersilsogial scientists : N Lo

104, Managets,l'
105. Managers ' - o
106. Managers; legal occupations (D.0.T. 110-119)
107, ﬁdnaggts; administrators | |
* 108, Librarians; social scientists
109. .Social scientists
110. Social scientists o _ R oo
111, Social Ecientists; lifé scientists.
112. Social scientisté ‘ o - ‘
llq. Social scientists; managets‘
114, Social scientists; maﬁ&gets‘
1?5. Social scientists; managgtsy _ . -
116. Petsoﬁnel workers;bteachets
 ’117. Retsonnéi'VOtkets; maﬁaggts; teachers
llﬁ. Personnel yorkers} managers; teachers
119. Petn#gnel ;Ofketl; teachers

120. . Personnel workers; managers
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121: Personngl

122. Persdnnelt
123. Pefsonnel
124. Personrel

125. Personnel

126. ‘Personnel-

'127. ﬁersonnei

128. Personnel

Persénnél
130. Managers;
131. - Managers;
5 .

132. Ménagers;

workers; managers;

workers; teachers
workers; teachers
workers; teachers

workers; teachers

workers; teachers -

workers; teachers

teachers

workers; social workers; teachers

workers; teachers

N ! v\‘
personnel workers;

administ;;ZEF&\

.

administrators; personnel workers

personnel workers



