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ABSTRACT

Th1s study 1nvest1gates the reading skills of m1nor1ty bilingual
workg%s in the coqféxt of two major non- academ1c employment. fields--auto-

- mechanics and offjce work. . The research looks at the re]at1onsh1p
. N o . ) ‘ '
between the reading skills testedin competency based exams given in

. * ‘ )
high schools and those required for on-the-job performance. The subjects
were 80 minority-bj]ingua] ad;o mechanics and 92 persons employed as .. ¢

- office workers. This Féégarch was conducted in the Los Angeles metro

AN B . »
[ ,
[l

po{itan dfea. ‘ . o : 0\\\~ — | ~

~Summary of quest1ons posed in the study " %}
e X ¥

1. ‘The variance in on- the Job read1ng performande Qh1ch can be accounted
for by the read1ng sk1115 on competency tests was found to be 39% @
for auto mechanmics and 25% for office workers.

. .

2.  The basic skills measured in competency based exams were found to
bé'more-relevant to advanced jpbs in bgtp fields than to entry
positions.

A @

~ . o

» W

Duration 'of employment was found to have -no relatjonship to high
. R .

. , ] .
. school competency exams™ o job reading tasKks where auto mechanics

~ s

. oL . ’
were concerned.” A methanic may have satisfactory performance on

the jbb for many yedrs without 1eafning to read in the conventional

manner (as evaluated by high 'School competency exams)..

’




;4.V The read1ng materials for the advance pos1t1ons“were found to be

| d1fferent from those used by emp]oyees in entry level jobs .'In the

' auto mechanics f1e1d~advanced'emp10yment«requ1res read1ng for!

) management Those persons read economic reports,,hdsiness‘forms
and correspondence. Further, employees in?advanced.positions dften _
had to interpret model changes and_technica] repcrts involving

~ schematics and diagrams. On the other hand, entry level jobs_

seemed to redUire minimal reading ability, as traditionally taught
and tested in school. Entry level positions required the reading
of job orders, parts numbers, di] grades, pressure levels and cther

o

numerical and graphic materials.

;

In the business offices, great differences were a]so found in thﬂﬁr\q
reading materials of the- advanced pos1t1ons and those/ of entry

1eve1 Add1t1ona11y, persons in advanced level pos1t1ons were

found to read a large range of materials, e. g , The Wall Street Journal,

sprofessional magaz1nes corporation correspondence The entry

xlevel persons, however, generally read a J1m1tedvvariety of‘naterials

if they were in large shops (more than 13 employees) and a larger |
0,' var1ety of mater1als if the shop had 2 to 12 office workers. fhe

entry Tevel peop]e read material that needed to be typed (although

comprehens1on was nhot found to be a requ1rement in some’ typ1ng

pod]s), and document titles for fijing.;.Many entry 1eve11workers

aorted~forms‘according to a 1;mited set of'skills,,e.g., letters

and numberf. The study found that the reference books'moat frequently

c : v 3
= ' used'by entry level persons were dictionaries and telephone books.
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5% ' The skills measured by competency based examsdwere found to be geod
(predictors of'abi]ity to read job reading tasks:: General comprehen-
sion skills such as and1ng a main 1dea and following a sequence of

‘events appear to be transferable to read1ng at worg.

i /‘r- T
~ . L o v .
6. Persons who did not have the.ability to read work-related materials

3

used a variety of ways to circumvent the use of the materials. The

P

most common way was to ask fellow workers what to do. In the auto
mechanics fie]d noniEngTish readers.in some shops had manuals
writéen in Spap;sﬁ. As has been pointed out,.above, persons in .
eptry level positions generally were found to refer to‘the manuals
for gptaiping specific informafion given in numbers, e.g., parts' -
numbers, specificatidns, and récommended sequences for an operation.
The information was available in list form or in diagrams. 'hence,

. 2 ) o~ \ R
the non-English speaker could get the information sought by "reading"

an English manual in his own language.

Among the office workers tﬁere always seemed to be hierarchy of
sUpeEQ}sors. If a fellow, peer worker épuld not help the person
wfih the“question,dphe nex mosf’common strategy was to ask the .
supervisor. In all the cases obserGed, pn1y the. supervisors used
the reference manuals.: Among m1nor1ty-b1;:ngua1 office workers
ther were frequent instance of shar1ng the prob]em~so]v1ng among

the lewer workers and those with advanced pos1t1ons
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1. . INTRODUCTION

This study relates the readihg competencies required for high

school gradUatioqyto the reading demands of entry and advanced positons
- v

within clerical and automotive fields. Information was sought regarding

the match between competency éxams aﬁd ?equirements of the Qorkp]ace,
.the jéb coping strategies of non-readers, -and the special reading skills
.necessary.forfreading job-related materials. |
The first phase.of the study included both 1i;guistic analyses of
materials and task aha]yses of the jobs undér study: clerk typists,
senior typT;ts; beginnfhg"adto mechanics,'sdvéhced_auto me;hanici.

Subjects for this phasevwere those holding sucﬁ jobs and who are members

of minority/bi]ingua].éroups A stratified sample of large and small

y
l

work sites }n he Los Ange]es area was used The second phase consisted

of on site 1nterv1ews and the adm1n1strat1on of measures of both job- re]ated

criteria (supqrv1sor s ratings and job read1ng tasks) and high school ©

éompetené& exams. Subjects(are 80 minority wdrkers and their supervisors

in the area of auto mechanits and'92 persons‘emplbyed as office workers.
This report presents,tfirst; the téchaicaldsummaryloT the study on

literacy ski]]s‘of auto;mechanicsi the second 'section of the teportf

co ?%ins the summafy on the:]iteraCy skills research among office workers.

7 The final section synthesizes the findinégaand delineates areas for .

further research suggested-by;this study. S

2. COMPETENCY BASED READING SKILLS AND THE'READING DEMANDS OF -MINORITY-
BILINGUAL AUTO MECHANICS | o N
pur study of the relation between the réading 6bmpetencies for high

school graduation and the reading démands of auto méchaﬁics/ﬁp]]owed

tHis sequence of évgnts: | ‘




1 Determjning the job readiﬁg ﬁasgs‘of minority auto mechanics
at éntry and advanced levels. ~
2) Administering both a range of items measuring competency-based
reading skills and job reading tasks to minority high school
students enrolled .in aufo shop courses. Thﬁs testing was for
the purpose of determihing the.difficulty, discrimination, and i
\d T association of items and tasks. | .
3) V‘Administgr%ng selected ébmpetency-based test items and job
fééding tasks to minority-bilingual auto mechanics in low snd

. g
high paying positions.

¢

2.1 Determining’‘Job -Reading Tasks

Interview Schedule

Fifty auto mechanics, the majority of whom were bilinguals, were
interviewed ét their work site§ in order to obtain information regarding
the.reading demand%‘of\their jobs. The following format was used in
conducting the interview:

Number of employees ,

L bl ’

Company name

Experience of the mechanic years,

“
4

Full or part time worker.

1) - What have you read on your job? Today? Yesterday?‘This week? °
2) How often do you read it? Daily? Weekly? Monthly?
3) Show me what you havezread. |
4) - What informatioh were you looking for?
.‘ 5) What is your most crucial reading task?
Supervisors of the mechan{cs were also interviewed and asked these

questions:

¢ ~
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1)' wWhat do your auto mechanics have to read on.the job? What
type'of reading do they do?"

"2) 'How often do they need to read manuals, cata]ogs, service
notices, etc ? ]

3) Which of the things you mentioned do you think are more impor-
tant? Would you rank, in order of imoortance, those types of
reading that you have mentioned?

A number of all day observat1ons were sobsequently made in selected

shops to compare verify that what mechanics and their supervisors reported

was read was what mechanrc§ actually read on the job. Further, non-
obtrusive measures, such as smudge marks on particufar sectione of

p
repair manuals confirmed the frequency with which certain information

was sought. ‘
Work Sites
A1l interviews were conducted in the Los Angeles metropo]itan
. area. The work sites were diverse in terms of size and function. Some
* shops operated on the basis of spec1a11zatwon TQit is, the shop

\

itself offered repair of a spec1a11zed nature--brakes, carburetors, or a
47part1cu1ar make of car. Spec1a11zat1on was also found in some general
service shops where different mechanics were assigned duties to work on
different parts of the car, not making-geoera1 repairs. Other shops,
characterized as §eneral service departments, offered both a wide range
of repairs and -expected mechanics to be able to make any of these repairs.
| The reading demends were much higher in the general service shops

and in those shops where - the mechanic had a range of responsibilities’

instead of only a speciality to perform within the automotive field.




Time Spent in Reading

Consistent with previous studies, it was not uncommon to ffwﬁ
mechanics in speciality shops spending less than one hour a week in
on-the-job r‘eading.1 Mechanics in low paying positions where they were
hak{ng routine repairs in a narrow speciality reported Tittle or no time.
spent in reading on the job. AUsua]]y such mechanics only ‘had to read
fépair order fotms or selected pages of an automotive repair manﬂai,
parts lists, or a table of specifications fér the speciality. However,
mechanics in,genepg] shops and with a range of duties sometimes reported
as mgcﬁ as ten hoursla week reading job related material. If they were
in a superv1:1ng pos1t1on; for example, they were required to read shop
manua]s, schematics, co%p]ex d1agrams, dealers cata]ogs, price lists,
forms, 1etters, memos and service bulletins advising of necessary changes
in particular equipment. ‘

THe reading material commonly found in all garages was the auto
repair manual. TQe most widely used of these manuals were those published
by the Chilton Book Cbmpany and Mitchell's Manuals, Inc. These manuals
) pré&ided_information concerning the repair of many Lars and frucksﬁ
covgring models from various yearé. Service garages that specialized in

one make of car and truck--particularly those of foreign origin--had

manuals writfen especially for the vehicles for which they were responsible.

1Moe, Alden J. etal. The Literacy Requirements of an Automotive
Mechanic on the Job and in a Vocational Tra1n1ng_f;_gram Department of
Education Purdue University, 1980




Descrig&?on\of Automotive Manuals

Sticht has suggested a classification scheme for_catego?izing‘the
content of job matérié].l Content analysis of the most widely used

manuals showed that they-inc1uded information within each of thé following

v
R4

six categories:

1) Tables of Content and Indexes--content designating the location
of information within the publication.

2) Standards and Specifications--content setting forth tolerances
to which task procedures or the completed product must conform.

3) Identification and Physical Description--content symbolically
representing an object by an identifying code (stock number,
nomenclature) and itemizing its distinguishing attributes.

4) Procedural Directions--content presenting a step-by-step
description of how to carry out a specific job activity.
Essential elements are equipment, materials and how they are
to be used with presentation organized in a sequential fashion.

v

5) Procedural Checkpoints--content presenting a key word or
highly summarized version of what should be done rather than
how it should be done. The mechanic is assumed to know how to
carry out the steps once reminded by the check points.

6) Functional Description--content present1ng an operat1ng (cause
and effect, dependency re]at1onsh1ps) descriptive of some ’
phys1ca1 system or subsystem.’

Readability estimates of these materials according to the Dale-Chall
Formu]a,-the‘Fry Readability Graph, and the Forcast Rea?a?i]i?y Formula
showed ranges in difficulty from tenth through twelfth grade levels with
an average of eleventh grade. It should be clear however that the ‘
readability formulas were not very useful in assessiﬁg feading difficslty
of the most widely used sections of the manuals--tables of Specificétions,

indexes, and pnysical descriptions. Further, the_information sought by

.
¥
.

1Sticht, T.G. (Ed), Reading for Working: A Functioral Literary
Anthology. Humaq Resources Research Organization, Alexandria, Virginia,
1975. )
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mechan1cs demanded most1y 11teraT comprehens1on, some 1nterpretat1on

“(espec1ally of. charts and d1agrams) and 11tt]e eva]uat1on _Interpre-
tat1on of comp]ex schemat1cs and w1r1ng d1agrams Was requ1red of -only
Co [ : i . . . » ! ¥ . .
advanced auto mechanics. Due to the technical nature of the material,

mechanics who are fami]iar with the special vbcabularly and work»acfi-

vity were ab]e to ga1n 1nformat1on from the manua]s even if they could
. L K

not read at the assessed d1ff1cuTty ]evé4 We fou%g mechanics who could
not’ read Eng]1sh but who coa]d obtain the 1nformat1on they frequently .

wanted from- the maxer1als

',4,

Sty]e features of the automotive pub11cat1ons 1nc1uded ‘the use’ of

diagrams, charts, and illustrations which might be used with or without )

oy

accompanying written exblanation. A technical writing style predominated.

Sentence and baragrabh structures emphasized the following of directions.
and the 1q}erpretat1on of graphs and d1agrams The.use of pictonial'»
e]ements eliminated the need for most mod1f1ers Artic]es'and sdmetimes,
other function words were om1tted; hence the sty]e EOuld be considered
telegraphic: ’ | /
| S "éemove torsion bar installer and remover and staﬁl on
other end of torsion bar crossmember and repeat step. 2.
Remove tool".
Directions for assembly and disassembly began with action.verbs

indicating what must be done. The sentence elenents in automotive
" manuals consisted of subject, verb; onject predibaee object and indirect
object. The subJect being 1mp11c1t the object be1ng a spec1f1c part or

-

tool to wh1ch the act1on is directed, ‘ _ .
s J
Two combinations of person and mode were found: Second person
imperat{ve for instruction-and third person indicative for description.

Cautions were also written in the third person. aivina information about



. . « . )
@ ' v *
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-a'Eondipion which must exist prior to and during the perférméhce of a

task.
. - [}
[

Most data {n'teéhﬁiéﬁi manuals were presented as graphs, charts,
to]e:ance tables; parts and tool lists. Two commonly used charts were
‘fiow';Barts and tables. Flow charts are schematic‘representations
showing flow of a précess an&'sequencing of individua] or simu]aténeéus
activity. To]érance tables pbovide information concerning the continued
serviceabi]%ty of a part. AA{isting of the part was.given along with- ’

minimu¢ andymaximuﬁ specifications. The use of a parts 1list required

faminafﬁty with the parts name or visual concept of the part itself.
‘%?ﬁkﬁbét cases, the manuaTiprovided an exploded view of the part ;nd the
rpért's nawe. Usingg}his\viéw, limited English speakers could find the
‘parts nuéﬁer necessary for orde}ihg a replacement.

It is;important tb’hoté that auto mechanics read in order ﬁg_gg”
rather than to learn. Reading to do involves searching for and loééting
information to pérfprm a certain job. In contrast, reading to learn
requires learning from text and’remembéring what has beén read férvsome
future use. While an occasional mechanicAspoke of taking a/manual home
in order to‘learn, ﬁost of them stated thaé they merely looked up informa-
tion néeded to immediately berform a.task, either by looking for a
specificétion that app]ﬁed to the Qofk being done or for a direction to

' be’fol1owed. ’Most of the job reading tasks were repetitive; performed
:daily, weekly and monthly. In nearly all instancéé, the mechanic_knew
.what %nforéﬁtion hé needed and already had the knowledge required for
retrieving, the information.

The types of information most commonly sougﬁt byﬁal1 mechanics wére

3
specifications, parts data, and procedures for carrying out a task. One
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~ . [
could see, however, that the manual took on more 7mportadi§ as model

-

changes occurred. For example, newer regulations such as those -concerning
. . [y -’

emissions and exhaust systems seemed.to.increaseirquing for functional
' ) | ! had '

descriptions.

2.2 Job ReadingﬁTasks-.->

.From the data about the kinds of informatibn*mechanjcs get from
readiné and with copies of the brinted,material itself, job reading
tasks:were constructed. These tasks represented both the most fre;
quently mentioned reading tasks and the kin&s of information (content)
found Yin the materials; Although f;r more difficult questions could be
posed as tests of job reading abi]ity, we wahted tests that would be
suitable for the widest number of work situations and those of different
levels of experience. We also wanted items‘that were passage dependent.
Our iﬁtervieWs had shown that with respect to information such as proce-
dural directions and functional descriptions, many mechanics answered
the questions, not in acé¢ordance with the text, but from thgir own
expe}iedtia] background. d f : o )

The following seven items were based on thé job reading tasks:

-

(52




TASK No 1.
TASK No 1

Question: Accordmg to the -order what we1ght 0il- shou]d be ‘used in’
‘changi ng Pi1?

! .
D S e e e« @i mn o el et L e

R/ BUD HA!
Vawaif « Sports Car Service

Name ‘f’}‘ﬂ '\_ ' Date /d//&

- o . o
Car Maks M 6 Mileage "/&/ g4 Lic 2(9 2z \0
Type Service _,IL’M p_ G ’;/ o T m—— ==
,/_// 7 « -
|
Auomiori Customer j
MOTOR OIL Qts. SAE
LUBRICATION: UNDER THE HOOD ON THE LIFT
3 Dooe Hinges (O Hood Hinges, O Linkage Joints Steering Connections
O Locks-Belts o 75785, Foger Hood g Inaowhee! §
OBrake Fluid O Sonerator Water Pump. = Jointy oo
Distnibutor Pedal Shatt & O Shacldes. Bolts,
am Connection Serings
Wick under Roter ([ Steering Gear [J V. J. gphna
OIL FILTER: Type
é . . :
TRANSMISSION: i Change 0 Add —— Pt. or Lus. SAE 90 Tyee .

- AUTOTRANS: ([ Change [J Add____Pt. or Lbs. SAE__Type

OIFFERENTIAL: - O Change: O Add——_Pt. or Lbs. SAE—.Type

BATTERY: [ Good Condition (J Fair Condition . [J Needs New Battery

A\l

OTHER

e - o e~

: TOTAL
d N l TAX

¢asirc! —
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TASK No 2.
—£22 .0 <

Question: On wh;t‘ bage would you find information for
shatt for a 1971 Oldsmobile? .

{J . T

.

aligning a p'rope'i]er' .

>
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REARAXIES . .. vt . Page  LOCKING DIFFERENTIALS (Cont) i T Page
Reor Axle Gear Tooth Potterns w72 1968-73 General Molors Limited Sip ~ - Th T

7-3
1965-73 Chrysler Corp. 7 174" Ring Geor .....uuvvcersenrsrecec?"?
1969-73 Chrysler Corp. 8 1/4" Ring Geor SSS—— 23 k|
1965 Chrysler Corp. 8 1/4 Ring (11T S 23 1.
1965-73 Chrysler Corp. 8 3/4% Ring Geor....cciveuenvnenenna7-15
1967-68 Chrysler Corp. 9 174" Ring Geor............ secensene 7-19
* 1967-72 Chrysler Corp. 9 3/4¢ Ring Geor .....uvvcveerinenen 7219
1961.73 Ford Motor Co. Seporate Housing.......ccouu... a?-22
l965-7§&ord Motor Ce. Integrol Housing (Stondord)...7-27
1967.73F ord Motor Co. Integrol Housing {WER Type).7-31
1957-65 Lincoln & Continental. 7-34
1964-71 Buick Seporote Housing. 7-36
1965.73 Codillac (Except Eldoroda) 7-39
1961-69 Corvoir. T
1966 Oldsmobile Toronod’Finol‘ Drive.......eereecernanen.7-48
1967-73 General Motors Front Wheel Drive.......oceeeeeeee?-54
1963.65 Genera! Motors Integral Housing.......... Y 2%, 1+
1966 General Motors Integrol Housingu.......... eS— 2.1
1967-73 Generol Motors Integrol g IVETT, T DOy 2 |
1964.71 Spicer . ‘ : 7-85
1972.73 Spicer v ; 7-87
Joep Steering Knuckles Zedtens 7N

1965-73 Americon Molors......:

. _ ‘e . ‘.

pape 3

. et .o
LOCKING DIFFERENTIALS e e
1964.73 American Motors Twin ‘Grip Differential...........7-93
1961-69 Ford Moror Co. EQUU-LOCK ...cuureeerrorensessnaenens 7-94
1962.73 Ford Motor Co. Traction-Lok....... PRy A - .
‘96“67 Gcnernl Matard limitad QLo
Q
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IToxt Provided by ERI

v et t

742

- A

(Cane Broke Type) e.7-101
1968-73 Generol Molors Limited Slip
(Clutch Pock Type) 7-103
1965-71 Spicer Power-lock Differenﬁol.........................7-106
, 197273 Spicer Jrac-lock Differentiol. 7-107

H .
." .,a".

PROPELLER SHAFT AUGNMENT.. =~

1967 Rambler..... : eronsid
1968-73 Americon Molors.... aepenaasionness 7-110
1965-66 Chrysler Corp. rueasiuedtatoinn, ; iop 7- 1.
1967-68 Chrysler Corp. geseemees 7-112
1969-73 Chrysler Corp. TN e I 71 ]l/
1965-69 Ford & Mercury . . J-117
1961-65 Lincoln & Coatinental 7-117
1970-71 Ford Moior Co. 7-118
1972-73 Ford Motor Co. 7-119
1965.68 Buick...... 50?121

. S— A b X

7-124
..7-125
7-126
7-127

7-109

1970-72 Buick B, oas it

1973 Buick... oresmmgasacsssenest Senens ,
1965:66 Chevrolet... .5 " SOOI S
1966.68 Oldsmobile ; essasneiessass
1969-72 Oldsmobile savones 22.7-129
1973 Oldsmobile ....... : : . ' 7130
1961-66 Studeboker Saees trecesegee? =132

- R .
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~_TASK No 3.

guestion: What is the tolerance or range allowabTe for Toe-In in the
whee] alignment of a Vega?

© N N oL | ,
7
o~ oy ‘
e ¢ e ——pn o — . .
¢ 1973 WHEc!. ALIGNMENT SPECIFICATIONS | N
- Ri F = Front / . . K TR
. .:' _R;azt'r - l;h Caster ~ Camber .. ;lpeh-lr:) v '.,:L - ..: R
Man = Mon Steering : (Degrees) {Degrces) - (‘nc e ) beoes . &
Pwr — Power Steering . — ,
GENERAL MOTORS (Cont.) e v ‘ :
te Corlo 521120 L 1212 _ 1/8101/4 |
nie « : D e e . s - . R+1/2%1/2 ; T
' 228 - : | “1/810 1/4
Camoro (Exc. Z-28) . . 0172 @ .. ‘ 'l.t-l-.':.!;fi'/l:,ﬂ |
B b . ' N
il s 1T O L Hik1/2 1/810 1/4
e i ES R34V |
‘Nova SN T »:.-{-vz*m@" +1/4%1/2 1/810 1/4 . .
Vego ol Zaxize | +1/4+1/2 3/16 10 5/16 A
‘Corvette . - et m 1+1/2 @ F +3/421/2° F 1/4+1/16 :
vene R Pv::‘-!' 1/2*’?/2@ Re—7/8+1/4 “Rr 1/16+1/32
y




TASK No ‘4. B | o«
The following picture show the parts of Rear Bum'p‘ér' of Toyota Corolla.
. Read. the parts 1ist carefully, and answer the questions. . ‘

-
<

‘.
a4 .
’

Ql.
: What is the name of the
... . COROLLA TE31, 37, 38 & 51 part shown in figure 87
REAR BUMPER" ' ’ :
o EXC WAGON -
A&! Bumper Assy ¥ ]
. JO/H Inct R8I 13
Rofinish Face Bar 8 -
Stone Deflector 4
Q2.

What is the part number

- ufqr -ty ? :
W*Jj\s part

. #
part # R
1Fece Bar Chvome 52151.19335 1.3 82.73 N :
Panted To 5-78 52151-13325 1.3 6237
Fm 578 52151-19326 1.3 77.87
2Extension, Sde | -
TEM, 7. 8 R 52106-19035 4 22.00 ~
- L 52107.19065 4 232.04
TE St R 52106-19255 4 2180
: L $2107-19085 4 21.80
JGuard, Center 52405-19055 J 1415
4Pad, Guard $2055-19015 21.64
S Ren!, Impact : 52023-12010 72.46
S Filor, Bar o N
Theu 10-75 52505-12010 J 4001
From 11-75 exc $52505-12020 - 3 43.26
TEJ Spl  52501-12020 3 39.69¢ - -
7 Absorber, Impact
Exc R 526%50.12010 ¢ 54939
: L 52660-12010 # 4946
TE S1 - Liltback R 52650-12020 ¢ 49.46
L 52660-12020 é 4946
#incl in Bumper O/H o
8 Plate, Absorber Mig 52625-12010 422
9 Support, Mig
Exc R 52015-12020 933
- L 52016.12020 9.35
TE 51 - Liftback R 52015-12030 - 999
L 52016-12030 1,10
0 Doflector, Stone
Exc $8401-12011 .3 3019
TE S1 .- Liback £9201-12010 5 5.2
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skNo 5. : o
—_— ,/"".H

Read the fd]]bﬁ?ng paragraphs; and answer the questions.

" .1979 Ford and Mercury station wdgons may develop a condition
where the fuel gauge always registers full; even when empty.
This problem js caused by the left rear seat belt anchor

, -/~ grounding- the fuel gauge wire. To reQ?ir, proceed as follows:
’f;*y Remove lower cushion ﬁromyrear seat. Inspect seat belt anchor
PR for trapped fuel gauge wire. Loosen seat belt anchor bolt and

free trapped wire. Tighten seat belt anchor bolt to 32 ft.. lbs.

Fix damaged wire and }ébe it to the floor pan away from the seat 
- belt anchor. Replace~rear seat cushion. Check gauge operation.
s « If gauge fails to register accurately, make further test of -
P . fuel gauge. ,

uestion: wﬁat would you do if the fuel gauge still registers inaccurately
P after checking the gauge wire? .

1) Remove lower cushion from rear seat.
2) Tighten seat belt anchor bolt to more than 32 ft. 1bs.

'3)  Make furthqk test of fuel gauge.

-




TASK No 6. '

Question:

1) ThrottTe body .

2) Dist. vac. -adv. sol.

3)  Air pump div. valve

y,

" Sensor

e (§)

Tronsdu'cer ’
(O
€GR Valve
, \
il
O

Div. Valve

* {Fuel Rail
Al Press. .Q% ‘
Regulator  \Q
‘ N Dist.

== "tA'r Pump™ "~

Power

Trons, Modulator grgke
« & .
Vent

.\ ‘_
AN W

Booster

e

\ N 54
o
"% Dist. TVS

)

Car Vac. Harness

Canister

—~

Purge |..

yes

]
H | 3

Fig.23 425% FuelInjection; Colif. (Brougham, DeVille)

14

Find distributor’TVS valve and the line marked D. Trace
this vaccuum line to the next unit. What is the next uni't?

&
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TASK' Nd 7_. = , '

- .
Read the following paragﬁhphs, and answer the questipn;

- . ", l

Some 1979 Chrysler Newport, New
Yorker and Dodge St. Regis models

may experience low:oil pressure in-
dications, Chrysler Corp. points out
that this may not be caused by a mal-
function in the engine oiling system.

/’ Low 0il'pressure conditions must
first be verified by performing stan-
dard oil pressure test procedures. If
0oil pressure reading is found to meet .
actual normal specifications, then problem
may lie in the oil pressure sending un1t

Should this type of -situation be encountered,
replace the oil pressure sending unit with
a revised replacement unit (No. 2427237)

Question: Accord1ng to the article, what malfunction may cause
_ a Dodge St. Regis, '79 to show low oil pressure?

1. Malfunction in the eng1ne,o111ng system.
2. Malfuntion in the oil pressure sending unit.
3. Malfunction in the test instrument of oil pkéssd?e

J

15



16

!

. Task 1 represénEs)the kind ‘of reading most commonlyﬁperformea by
v :

beginners and lot paid meéhanics._ It is a job work order.indicqting

§

what must be done. As a content type category, it is classified as

procedural check point.

Task 2 is repreéentative of tables, content-and indexes designating

the location of information within a publication. It measures whether

-

or not the mechanic can find information in tables.

. Task 3 represents a’task that calls for reading standards and

specifications-the ability to obtain the tolerance .which must be met.

Task 4 measures the mechanic's ability to engage in the frequent

P

task of using a parts list: It is classified aé\én instance of identi-
: ldenti
fication and physical description.

Task 5 is a measure of the ability to read procedural directions.

\

It calls for éccurate reading of specific steps to be carried out.

Task 6 is a measure of ability to read a simple diagram; a description

of a functional unit.

Task 7 is best classified as a functional description task. It

indicates an operating cause_and efﬁgctArelationship.

N

- 2.3 Céﬁbétency Tests and Job Reading Tasks

Competency Tests

Two types of tests are being used to measure minimal competency in

reading; (1) tests that measure school skillg traditionally taught in
Eeading comprehension-e.g., finding the main idea of a passage and
drawing inferences from text. The reading material to which school
skills are:f;\be applied is expository and literary, similar to the

passages found in classroom textbooks. (2) tests that measure "real
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life skills" designed fo indicate whether one can read the tasks thought
to be essentia] for adult participation in sdgiety.l Examples are
measuring the ability to read safety warnings, forms and applications
and common referéncg sources.

As part of our strétegy for determining the relation between compe-
tency based tests and jop reading tasks, we administered the previously’
mentioned job reading tasks to 49 students in three high schools. Pf
fhese students 18 were bilingual minority and 38 were enrolled in auto
shop courses. These samegstudents had just taken a comprehensive compe-
tency based reading ﬁest that included both traditional school skills
‘and life skills. fhére was, for example, the traditional £ests of
(a) finding the main idea and 5upportin§ details in content such as
articles, newspapers énd books o; a general nature, (b) finding informa-
tion by'consulting,cbmmon reference tools maps, graphs, tables and
directions, and (c) finding information by consulting a dictionary and
book's table of content and index. )

Tests of life skills {nc1uded tests of (a) comprehending warnings

stipulated in content such as medicinal and household produtt safety ¥

warnings, (b) comprehending what }s required in order to fill out appli-
cation forms, (c) combrehending rgq;irement; set forth in governmental
pub]icationstriver's handbooks, voter registration and rental agreements,
and (d) comprehending procedures specified in operatiﬁg manuals for
machines and app]iénces, assembly instructions for household articles

and_cookbooks.

These tests were scored on a pass-non pass bases.

1Air‘asian, P.W. et al. Minimal Competency Testing. Educational
Teggs?logy Publications, Englewood Cl1iffs, New Jersey, 1979.
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+2.4 Performance op Competency Based and Job Reading Tasks .’

he job

»

Results of pertormance on both the competency tests and
reading tasks are indicated in Table 1, showing the number of s\ccessful
and unSucceszul students on both types of tests. Successful performance
on the job reading tasks was indicated by correctly reéponding to each

of the seven items. ﬁ'
!

Table 2.1

Performance of Students on Job Reading Tasks and Competency Tests

. Students Passing ‘ Students Failing

Job Reading Tasks Job Reading Tasks
Students Passing
Competency Exam 22 5
N = 27
Students Failing .
Competency Exam 1 10

N=11

—_———

Students who failed the competency exam had difficulty in reading
job related material in some categories of content. Thoge who could not
pass the compentency test were unlikely to be able (a) to interpret a
simple diagram (45% could daq. thisttask), (b) to determine cause and
effect from a functional describtion (6n1y 9% could do this task). How-
ever, most students who failed the competency tests were able to reaq
the following job tasks: | ‘

1) identify a part using (a) a parts description (89% could do
this), (b) a parts number (82% could do this)

2) obtain a specification using a table (100% could do this).




19

3) Follow directions fn reading stép by step procedures (92%)

4) Interpret a work order (64%)

Those who passed the competency test could perform nearly all of
the job reading tasks. They.could for instance read even the most
difficuft items-inté}preting a diagram'and determining cause and effect
from a functional diaéram (84% and 81% successful responses respectively).

These data suggest that many of ;he competency based skills are
associated with the job reading tasks of auto mechénics~e.g., the use of
an index, the deriving of specifications from a tablp, the interpretation

of a parts list,™N

d,}he followingdof step by step procedures.

Students who areXable to deplwe main ideas from articles, guides

and,general\7ﬁterest books are able to perform well on the more
difficult job reading tasks-e.qg.W{d rmining cause and effeét relation-
ships.

Thus far our findings indicated that successful achievement on
competency exams was associéted with ability to reggd job tasks. However,
we did not know whether mechanics who could read job tasks could also
perform well on competency tests. School instruction in traditional
. skills, for egample, miéht_beté%r prepare students for reading on the
job (}ransfer) than job experience in learninq to read specific materials.
prepares one to read other types of materials. Whether those mechanics
who ]earped to read on the job for their special needs would also be
able to réad the real life and traditional school material remained to
be-seen. For the next phase of the study, to the-end, five tests were
selected to be administered £o minority mechanics at their work sites.

Three of these tests were job reading tasks--interpreting a diagram,

reading a work order, and finding a cause and effect relationship from a
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functional descriptipn.‘ Two of the tests were cbmpeténcy tests--gne
measuring the real life skill of understand1ng written safety warn1ngs
and the other a trad1t1ona1 skill of determ1n1ng.a main 1dea from a
passage. - - . - X '
SAMPLE . ! -

- Qur samp]e,of sites from wh1ch m1nor1ty bilingual mechanics were to
be chosen was of two k1nds.; large shpps employing one hundred or more_.

auto mechanics and small shops with five or fewer mechanics. The small:

"§Hops were randomly chosen from locations found in the yellow pages of

the telephone-directory listing ahtomobile repair and service in the
east Los Angeles area--an area known tb have-gredominantly minority

bilingual'mechanics The large shops were se]ected because of the .

zfnumber of mechanics employed--the maintenance shops of the county of

3
Lps’Anglee53 the Yellow Cab Co., Rapid Transit District, Santa Monica

and Los Angeles City School D{strict;, the U.S. Post Office, Sears
Roebuck Co., Hertz kenta]\Service,'and‘Midas Repair Shops. Theée shops
représented a féﬁée in public and private agencies.

The mechanics in both large and small sﬁops were ;inority-bilfngual
persons. Forty-s{x of these persons were working in lower'paying jobs
and thirty=four in h1gher pay1ng JObS (5 lower paying job was one below
the -medium. pay $17, 000 annua]ly, a h1gher paying job was one pay1ng
above the med1um). 0f those in small shops, 88% were in the lower

income category,. while only 5% of those in» large shop were in this

éategory.
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PROCEDURES
Employers were advised of the nature of the study_and-were‘reqyested
to a]]owﬁrbeir mind?ity-bilingual mechanics to be interviewed. The
mechanics were interrupted at their work and asked if they would be
willing to read and respond to reading tasks for the purpose of deter-
mining the relevancy of these tasks to their own work. |
- \ The tests were comp]eté& durinq‘a singlﬁﬁﬂisit. Data regarding
years experience as an automob11e mechanic and approximate income were °
also co]]ected '
2.5 Results A : ) | : (
The correlat1on betweeb scores earned on the competency based tests
and the JOb reading tasks was .62. Approx1mate]y 38% of the variance on
the job reading tasks can be accounted for by competency based test. ~As

indicated in Table 2, perfoymance on the competency test (3 items) but

not on the job reading tasks-(3 items) was better in large shops.

Table 2.2
Performance on Job Reading Tasks and Reading
S Competency Test by Size of Shop
Mean Score of Mean Score of
Job Reading Tests ‘Reading Competency Tests

Small Shop. (N = 40) 1.80 - 1.18
: (sD.=-1.70) - (SD = 1.25)

Large Shop (N = 40) 2.08 1.98
: : (sD = 1.05) (sb = 1.17)

~

NS ' p .01
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_.Near1y 50% of the mechamics in small shops read the functional
tasks correctly but only 22% were able to read the traditional task of.
finding a main ideé iq a passagé. In the large shops 70% read the
functional\task correctly and 60* found the main idea in é passage.
A]thougﬁ there was no significant difference between workers in large
and éma]] shops on the overall reading of Job reading tasks thbée in. |
1ar§e\shops were slightly better at interpretihg work order;:Eyd deter-
mining cause and effect from functional descriptions. _

Table 3 indicates' that yearsbexperieﬁce as a mechani wcorre1atés
| ihops averaged

with ability to read competency tests. Mechanics in smal

12 years experience; those in large shops 13 years.

‘ T
Table 2.3
Mean Scores on Job Reading Tasks and Reading
Competency Tests by Experience
Job Readinﬁk?hsks Reading Competency Tests

Less Experienced ‘ : | ©1.70 > 1.48
Mechanics (SD = 1.14) (sD = 1.26)

(N = 50)
More Experienced . 2.40 : 1.67 !
Mechanics '

(N = 30) (SD = .85) - (SD = 1.32)

hY

p .01 NS

Income was associated with both the abi]ify to read job reading
tasks and competency tests (Table 4). The average income for mechanics
in small shops was $12,000 per year; in large shops $17,000. .

Oviy 15 percent of 1ow,fncome mechénjcs answered all parts of the

competency test correctly, whereas 53% of high income did so. High
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income @éghanics were equally successful on the functional--life skill--

and the ‘traditional--finding the main idea--components of the competency

"test (71% correct in each component); lower income mechantcs were better -

-in the functional componeht (39%) than the traditional conponent (20%).
| ‘ Table 2.4

Mean Scores on Job Reading Tasks and Read1ng
Competency Tests by Income

Job Reading Tasks Reading Competency Tests
Low Income 1.48 | .98 .
(N = 46) (SD = 1.07) (SD = 1.22)
g\
* ) o~
High Income _ ' 2.56 2.56
(N = 34) (sb = .79 _ ~ (SD = .90)
p .001 p .001
-

2.6 Conclusions
Competency based examinations were found to be related to the job
reading tasks of automobile mechanics;from Los Angeles area shops.

" Approximately 38% of the varianee in on the job reading performance
could be accounted for by the reading skills required for high schbo]v
graduetion; _However, the basic skills measured by competenty exams were
more re1evant to higher paying jobs than to 1ojypaying ones. The data
suggested mechanics could hold Tow paying jobs without the reading
competencies demanded by high school graduation. ’

f Years'exnerience was found associated with ebi11tycto read job

Ffaeks but not with ability to pass reading competency tesfs. A job

conld nrovide onnartunitv ta learn the 1imited readinn clkille acenriatad



24
¢ .
with\it; However, on the jggzreading,did not 'seem to contribute to
general r?ading ability nor to the ability to read other job related
materials.
High paid mechanics read both job tasks and competency tests better
_ than lower paid mechanics. Lower paid mechanics did not gead either the
functional nor the traditional dimensions of cgmﬁetency tests very we]li
Indeed, there appeared to be evidence that lower b;id positions do not-
require such competencies. The=relation of rgading %o income was confounded
by employment tests. Higher paid mechanics were employed more frequently
in public and quasi-public agencies such as the maintenance shops of the
county, the Rapid Transit District and the school systems. Lower paid
employees were employed by brivate companies such as the Ye}]ow Cab
Company and by small independént garages. Mechanics with limited Eng]ish
to-obtain jobs in the higher paying shops because they cannot péss the
written examinations. This is so even if thé passing of a writtgn gxam
is no warrant that one is a good mechanic. Public agencies such as the.
U.S. Post Office had found a need to establish performance exams because
SO many pobr mechanics were hired on the bases of'the written exam.
.Simi1ar1y, we found highly rated mechanics who were deniedvpromotion
because they could not pasé required written exams.
The mate™Mals read by highly paid mechanics differed from that
‘read by lower paid mechaniFs in both number and k{nd. The lower paid
mechanics uéua]]y read only repair order forms, tables of specificathhs)
and parts lists. Higher paid mechanics read a Variety of forms, service
-bulletins, &iagrams, letters, many parts of the service manuals, and
"~

catalogs. Further, higher paid mechanics were more freguently required

to read content characterized as functional descripfive.< Although
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competency based exams included most of the prerequistes for reading in
high paying jobs, there were some omissions: the reading of diagrams,
the‘interpretation of instrument scales, the reading of decimal fractions
and mixed fractions. | |

The technical vocabulary and relevant concepts essential for employ-
ment in higher paid positions might be better acquired in automotive
training programs or in apprentice opportunities than thro%gh instruction
in reading. Individual experience wifh auto mechanics and familiarity
with specialized inﬁormation contribute to both the reading of job
related material and performaﬁce as a mechaniﬁ. It shou]d.be clear that
the present study related the skills measured in competency exams to job
reading tasks, not to performance as mechanics. We found many non-reading
mechanics who were viewed as excellent employees andAwho_acquired their
skill and knowledge through apprenticeships with master me;hanics or
through training in a foreign country.

This study found many mechanics with 1imited English coping with
their job tasks by circumventing reading. They might ask fellow workers-
who are more fluent in both languages to translate when it is neceséary'
to communicate with a supervisor or client. They also may rely on
pictures in identifying parts and nomenclature. Frequently, they read
diagrams, tab]es;'charts and drawings by bringing their own language and
experience to bear in gaining the information desired. A few auto parts
companies such as Champion issued catalogs in Spanish and there was one
publisher,of "a general repair manua];vLeniel-Clewson, who had a manué]
written in several languages. Mgny of the employers and embloyees_we

interviewed wanted more materials written in Spanish.

B
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Any conclusion drawn regarding reading and the automotive trade
»
must take into account the range of job opportun1t1es--ggpera1 appren-

tices and journeymen who maintain. and repair vehicles, locating engine

trouble and making adjustment and replacements; speciality mechanics who

mey specialize in diagnosis and tune up,‘e]ectrical"repair, transmission,
front e éndQQteering, and the Tike; suEerviéor who are usua]]y e*pert
mechanics responsible for selecting and routing repair work superv1sinq{
and instructing other mechanics, and 1nspect1ng f1n1shed repa1rs

Altho vocational leaders recommend that specialization be under-
taken on{X aﬁ;ervsuecessful experience as a joueneyman mgchanic; we
found a trend in the opposite direction. Many beginnihg mechanics were
\already in a specialization. They oecupied'specialist positions knowiﬁg
only the duties of the specia]itj?« The reading qemands of such specialities
were minimal. - | L |

Concurrent with the trend o specialjzatioh and reduced reading
redu%rements was\the increased comp]exity of cars. New systems, such as
aytomotfve e]ectronics~applied to the igﬁition and braking systems and
computerized engine controls were beyond the diagnostic ability of the
average mecﬁahic.‘ Hence;there appears to be a need fo} more highly
trained and literate mechanics. However, it remain; to be seenlwhethef
the industry will demand increased reading skills or whether other ways
will be foynd for dealing with the complex systems. Diagnostic machines,
videodiscs showing diagnostic and repaif procedures, and substitution
rather than repair of units may minimize tﬁe need for reading.

A final conclusion is that there are many minority-bi]fngua] persons

with very limited reading skills who work as auto mechanics; hahever,

minority members in higher paying positions within the field have the
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i

reading competencies measured by competency examinations. This correla-
tion between reading competency and income is not necessarily a causal
relationship since the larger employees commonly use a screening test as

part of their hiring procedure.

3. COMPETENCY BASED LITERACY SKILLS AND THE LITERACY DEMANDS OF MINORITY-

BILINGUAL CLERK-TYPISTS . \ p

The study of the relationship between the literacy competencies for

high school graduation and literacy demands of c]erk;typists followed

this sequence. i | , *

1) Determining the on-the-job litercy tasks of .minority and
non-minority clerk-typists in a variety of offices.

2) Development of a literacy test which included both minimum
competency-based skills and job specific literacy skills.

3) Administering the competency-based and job-task literacy test
to 80 clerk-typists. -

4) Analysis of test results. Comparison of literacy kills compe~
tencies across offices. ,

3.1 Selection of Literacy Skills Needed by Clerk-Typists

The‘search for Fhe literacy skills to investigate followed a three
step process: 15 interviews, 2) osservatohs, and 3) material analysis.

Twenty workers and ten supervisors were interviewed to determine
the type ofvreading and the reading ski11§ required in a vériety of
offices. ’

The interviews were guided by questionnaires (Charts 3.1, 3.2) in order:
to have reliability across research team members and in order to elicit

the information we sought. A form was also used for.documentihg the

responses (Chart 3.2).
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CHART 3.1 EMPLOYEE INTERVIEW QUESTIONNAIRE

1. WHAT HAVE YOU READ-ON YOUR J0B TODAY? (If the answer is
“Nothing" ask, "What did you read yesterday?”- (or last week,
or last month). If an answer is given, continue to the next
question.

2. Can you show me what you read?

3. . Ask, "What Information were you looking for?"

4. (0r) “"what questions were you looking for?"

5. May we (I) have a copy of the page(s) you read? LI

Thank you very much for your help.

CHART 3.2 EMPLOYER - SUPERVISOR QUESTIONNAIRE

1. What do your employees have to read on their job? What types
of reading to they do?

4 2. How often do they need to read these types of references,
files, manuals, etc.?

3. Which of the things you have mentioned do you think are more
important? Would you rank, in order of importance, those
types of readings that you have mentioned?

Thank you very much for your assistance.

0,;

X1CMV/N *

ERIC

Aruitoxt provided by Eic:
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7 »

CHART 3.3 FORM FOR DOCUMENTING RESPONSES

COMPANY

No. of workers in the office

Experience of the Typist (1) Full-time or Part-time

. Auto mechanic ,-(2)
R year(s) mon.

1. what have you read on your job? (today/yesterday/this week)
) : Daily Weekly Monthly
g 1. i .
@ 2.

3.

4.

2. What information were you seeking?

Comments Analysis of Task
1.
2.
3.
4.
3.  What are the most crucial tasks?
’ ¢
I a

- XICMV/N

O

ERIC

Aruitoxt provided by Eic:
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The following are sample documents collected during the interview
phase (Charts 4, 5, 6). - ~ o y
i

CHART 4

important: The policy (or Form 03378) must ba attached for esch policy hatad.
Any sitarahions or corractions of entries on Form 22 must ba nimaled .
by the applicant. - .
i nere Agent: Indicate Whaere the Policy is to be Sent by Chacking the Appropriste Box

10008 veen Oistrict OMice T accoum

'...,",..,.. Prini or Slomp Humber snd MNeme Agency :n:“ Oate

loat - - , | Paoe

the

(or bonoath

. Form 7).

Quractly By M. Q. 10 INe persan named beiow

f,f':"‘:'.'ﬂ” § (Pried ar Trpe ine Sl Name and Address ol ’
YA UGN person 1n the Addvrese Ladei Delow)

Nome. .. .. .. .. Lo R
Address S ... Coes . e e P j
Numoer Street §
A _J
Chv State ’ " 2o Code
Benehciary sad Astigament Section . ' Metropo"tan
Application For Designation of Beneficiary LleinsuanceComoany \

For Industrial Monthly Policies Numbered Lower Than 550,000,000 M, MO, MS,
and for all Industrial Weekly Policies.

0isinct Number snd Name Agency ! |f 18psed, Give O.L.P!'
"| 1n lgrca, sntar Policy Number Sumix
Dt
. |
—
| heredy revoke any pre dasig ' ol beneficiary and ingent b « il any, under

L L4
Ihe above-numbered policy. and any previous election appiicabla 10 tha daain benalit made under
the provisions of the Optional Modas of Settlement. il any. !

| heraby designata as revocsbie beneficiary, .

Name (Penty Vs Address . \ Aaishonsnlo Osate of Birn
1

fo receive any daatn Denafit under such policy. SUbjacCt. howaver, to Ihe rights of the assignee of

record (if tha POlicy 13 assignable and has been 3ssigned). It s agresd tnat i the date of issue of

the policy 18 prior 1o Januery 1, 1937, such designation shail be subject 1o benaficiary .:dar form

(Form 123.2 Ind.—a copy Of which ridar 13 printed below) and which will he attached 10 =nd mads
part of the poliCy. -
*Uniess otherwise indicated, Il twg of more Deneficiaries dre named any, payment 1o them shalt
be made In eQual Shares Or 10 the Survivors 1n eqQual shares or 3l 10 ln.: last survivor.

A
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CHART 5
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OTHER NAT MONTHLY tNCOME

i , B )
e v v v caun SOunes. (¥
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¥l Fconomic
Outiook 1980

‘:ﬁi} Bank of America Global Report
x

CHART 6

October 1979

ccelerating worldwide inflation and decreasing economic growth
A Mark the worid economy as we enter the 1980s. :

Inflation is being sustained by a worid liqmt caused by excessive
money supply growth in nearly every nation during the past few years.
Since the breakdown of the Bretton Woods System, the world has ex-
perienced double-digit growth rates in the giobal money supply each year.
The lack of control over official international liquidity creation and the
concomitant weakening of the balance-of-payments constraint have con-
tributed importantly “to this lessening of monetary discipline. It is
therefore not surprising that giobal inflation has averaged 12 percent
annually since 1974, and the outlook forthe 1980s is not encouraging.

)
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Ten office personnel were selected for 8 hour observations. This

activity was included to verify the self reporting done during the

interviews. A discrepancy was found with use of reference mapuals. The

only persons using the business manuals were the supervisors, where the

interview appeared to have the manuals used by éhtry level workers as

well. The only reference books used by the lower level workers were

dictionaires and telephone books. The following is a summary of the of

Titeracy activities as identified by interview observations and document

review.
1.
2.

Entry level jobs require less reading.

Non-English speakers can hold entry Tevel jobs with a lower
grade level reading or no reading at all, i.e., stenopools
where only "copy" work is done.

Strategies for coping when one. does not read-~-ask for verbal
directions.

High level jobs require reading such as:

° Formal letters

® Company documents
° Computer printouts

Most frequently read materals are:.

° Formal letters--proofreading
° Memos
° Computer printouts

Work manuals

- o Mail--addresses, names
° Forms
° Telephone directories

° Schedules



KK}

6. Clerk typists, other than stenographer-pool employees, must be
able to read on a secondary level.

7. There {s often a distinct difference between what supervisors

perceive as reading responsibilities and what actually is read
(usually their perception is more complex than what exists).

3.2 Test Development for Literacy Skills Among Clerk-Typists

The observations and in;erv{ews carried out duriﬁg the intial
\

stages of the project found the positidn\c1érk-typist to be highly
d1ver$if1ed from job-to-job and'within each job. Amid this diversity,
some basic reaéing skills common to every job contacted were identifiéd.
The basic\reading skills isolated were the following: Compreheﬁsion
(this iﬁcfuded interpretation, main ideas, factual inférmation, and
comprehension of schedules and forms), alphabetizing, vocabulary, grammar,
and punctuation. These basic skills Became éomponénts of the test
designed for office workefs in conjunction with the proje?t. ‘Below is a ‘
brief chronological outline of the test development and data collection
activities. Following the timeline, is a presentation of each section
of the literacy test designed (Appendix A), thevrationaie for the sections,

and the subsequent revisions of each section with explanations for the

revisions.

Reading Test Development--A Crono]ogiéa] Odt1ine

1. First draft of the test was developed. It was reviewed/ revised by
the research team. Contacts.were made with 8 high school students
who volunteered to participate in the pilot of the test.

2. High school students were given the test; the test was scored. The
research team met to review the test results; again, revisions were
agreed on, and contacts were made with 40 vocational education:
students who volunteered to participate in the first data collecting
phase of the project. .
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3. The testing of the 40 vocational edqution students continued and
was completed; th® tests were scored. The research team met to
review the test reulsts, revisions were agreed of and contacts were
initiated with 80 employees in the position of clerk-typist who
volunteered to participate in the data collection phase of the
test. s K .

4, Data_co]]ectiﬁn with the 80 Slgﬁﬁatypists began.

5. - Data collection with the80 t]erk-typists was completed; the-tﬁﬁts
were scored. The research team met to review the test results.
¢The writing of the research project repor; was.planned.

-

The‘Development of Each'Section in_the Literacy Test

Section 1. Comprehension

ﬁéading materials used commonly on the job were gathered during the
.observations and_interviéws. The reading materials were analyzed for
level of difficuTty._,An averaéé-levql of 11711.5 grédé was determined
~as most common to each positioﬁ.l' An understanding of thé'reading
material was found to.be genera]]y necessary-fof the employees‘tq functionf
effectively in their positions.. w{th these findings in mind, ;ection I
was written.
r The polysyliabic voﬁabulqﬁy used, in the test of Section I was
verifiéd against the-pup]icaﬁion "The Literacy Requirements of a.Secretary
on thé Job and in a Vocational Tréin{né Program."2 This publication
lists the most commonly used wofds in the'c]erica] vocabulary. The

lTetter format of the section was chosen because it was found to be a

writing and reading format familiar to allfclerk-typists we contacted.

1. The Fry Readability Formula was used to obtain the reading of the
materials; at this time we found no formulas designed to test
- technical writing. Edward B. Frv, Frv Readabilitv Scale (Jamestown
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The reading level was kébt at,11?0-11.5.1n agreement with the‘average
reading level obtained with the analysis of reading materfa]s common to
"the c]erk-typist;usurveyed.3 The questions asked of the~read1ﬁg text
were constructed to deal with several kinds of comprehension skills,

i.e.; interpretive, main idea, factui], inferentia], critital thought.
Throughout the field testing of the test the next. of the reading péssage

. reﬁained the same. The questions asked ;;<faining to the reading remained

unaltered.
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TEST SAMPLE

Section I. Comprehension
In this section you will be testez on your reading comprehension . (your

Understanding of Passage A). P]e se Eead Passage A silently then answer

-~

the questions fo]]owing by circling the answer which most fully satisfies

+

the question.

Passage A ; .

Dear Applicant:

We received your resquest regarding information concerning the job
opening we are attempting to fi1l. The position will necessitate that

you know how to perform the basic math functions. You muft be able to
type at least sixty words per minute. Your reading skills must be

twel fth grade level or higher. You must demonstrate your public relations
skills in person as well as on the telephone. These requirements are
basic necessities for performing well in this particular position.

We will train you to,use & calculator, adding machine, and any other
equipment necessary to your work in our office. ' Because we will be
taking time to train someone we would appreciate it if you. would
carefully consider whether or not you are qualified for the’ position.’

If you desire to make this kind of work a career, and if you are willing
to work fifty hours a week for the first month of training pleasé call
us. We will immediately set up an appointment for you. We will also
initiate the paper work necessary for your application to be processed.

If you have any further questions concerning the qualifivcations for

this position please do make contact with us by May 31.

1: What had the applicant requested?

Information about a secretarial "job

Information about a job opening

Information about a job opening they had filled )
Information about a job opening they were trying to fill.

oo

Questions 2 thru 6 refer to Passage A found on page 1.

2. What are the basic necessities for doing well on this job?

A. The requirements for the job are the basic necessities.

B Math skill, reading ability, and personality are the basic
necessities. - )

C. Personal relations skills, math, reading ability, and typing
are the basic necessities. :

D Reading skills, math, typing, and shorthand skills are the
basic necessities.

v
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3. It is necessary for the applicant to know how to operate office
- machines to be considered for the job?

A. Yes .
B. No ) *
C. Information not given in the passage

4. Is the applicant qualified?

A. Yes )
8. No . ]
C. Information not given in the passage

5. If the applicant is able to type 60 words per minute, can perform
the basic math functions, reads on the second grade level, and has
good personal relations skills is s/he qualified for the job?

A. Yes
B. No

Pl%jﬁe indicate below why you answered yes or no.

6. Which sentence best summarizes the main idea of Passage A?

A. The position has many qualifications.

B. The position will require a commitment to the work.

C. The position is available to a qualified person willing to
train and build a career around the work.

0. The position has many qualifications which will exclude many
applicants less committed to the work.

ERIC
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Section II. Alphabetical Order

Clerk-typists commonly wdrked with diiectories; catalogs, manuals,
and journé]s. These materials were generally orgenized a]phébeticé]]y.
Efficient and effective use of‘these materials required a thorough_
know]edge of alphabetical order.

THe words were taken’ from a‘1iteracy requirement book fqr secretaries.4
The a1phabetica1 order section was originally fodr groups of five words
to be a1phabetized independently by group. .After the‘pi1ot with eight
h1gh school students, it was determined that the test needed to be:
shortened without damaging 1ts effectiveness- in determ1n1ng a person's
ability w1th‘e1phabet1ca1 order. It was then reduced to two groups of
five words, chpsen specid]]y because they require a thorough alphabetical
* order knowledge--alphabetization from first letters to the.1ast Tetters.
No other changes were made in this section.

TEST SAMPLE

Section II. Alphabetical Order
Number the following sets of words in their correct alphabetical

ordeg, 1 corresponding to the word nearest the beginning of the

alphabet?
A. 8
particles ) separately
© partners separate
participant sending
participate sentences

< + partial sentence
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Section III. Punctuation and Grammar

The project team agreed to include this section after carefully
noting that a knowledge of grammar and punctuation are an integral part
of prooffeadfng, a skill often used in the cler-typist position. This
section was written after the first draft was presented’to«the research
team. So,.téchnically, it wa;\;\part of the first revision.

The punctuation section was designed to include all of‘%he major
punctuation forms. The‘original section was revised after the pilot
test wf@h the eight high school students. ,Thé revision dealt only with
the item assessing knohledge of apostrophe usage. This section remained
the same tprouéh the remainder of the testing done. |

The grammar section tests for knowledge of complete sentenceé and
sentence fragments. The initial version contained three items. This
section was exppndeq in the second revision to include five sentences--with
.two incomplete sentences and three complete.' The expansion was done to
more fully insure that the perSon being tested understood what. a complete
sentence was ‘and did not circle the correct sentence arbitrari]y.’ With
two answéks necessary for a perfect score in this section it was less

likely that a person might arbitrarily score perfectly. This section

remained in this form throughout the remainder of the testingf
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TEST SAMPLE
’
Section 111, Gremmar gnd Punctuation
1. In the following sentences, please fill in the proper punciuation. 4

A. Joan will get her degree but not until she passes the class,
B. We are going to see the doctor his office is downtown,

C. Today is youx-\dgy off said Mr. Garcia.

D. Fred Williams who works across town will see us today.
E. Each workers paycheck must- ba signed,

F. Please s;nd the following five bottles of correction fluid six
staplers twelve ballpoint -pens and g copying machine,

2. Circle the incomplete sentences or sentence fragments,

- Ae Dersk's Patn-m Shop will allow you two weeks,

B. In the following section of this report, Dr. Patrick's research
will be analyzed.

C. The idea that work skould be pursued as a calling,
)
D. It is very important that you work well with the people in the office,

E.' The correct dnawer, the first two on the second lire,

ERIC
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Section IV. Vocabulary o .

- A1l of the vocabulary words in this section were selected from
among the words listed as the most common word$ found in the technical

vocabulary of a secretary in the book by Alden J. Moe.5 Correct definition

words were formulated by consulting Webster's New-Collegiate Dictionary

and The Oxford English Dictionary. Even so, this section underwent a

more extensive revision that the other secgjbns did. The Eilgg/test

indicated difficulty with over 50% of the questions, 5 outAof 20. These

were revised to include clearer differences between choices. The field
testing with 40 vocational education students revealed additional difficulties.
The decision was made to eliminate the two items that were proving to be

the most difficult, leaving a total of eight items in this -sgction.

Additional revision went ihto making more marked differences betwe€en the
definition choicés offered. In the eventual use of the test, with

eighty employees, one item still presented ambiguity to the test participants, '
item number 4, seeking the definition of the word "qualifications." The

item was judged to have problems and in the scoring this item was discarded.




TEST SAMPLE

Section IV. Vocabulary
Circle ths most correct definition of each word listad,

1. Demonstrate 5. Designate
Ae lead | . Ae picture
=h.°" - B.) name
Co act ' C. plan
- D. evil v D. lead
'2. Necessitate i 6. Ob;_lect'ive
. A. negate . A an idea
@cmsc ' B. a method
C. revive C. a thing
D. leaa . - an ain
3. Initiate _ ‘ 7. Recommendation
() vegtn - (4 st of ‘advising
B. letter B. act of requiring
C. center C. answer
D. end D, act of showing
h. Qualifications s}somes
A. promises j @nsam Supply '
essentials B. a second reply
C. credits o ' ' C. do again

D. efforts D, reserve food

42

42
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Section V. Schedules and Forms--Reading'Compreheﬁsion

One of the regular reading formats common to all of the clerk~typists
coﬁtacted dealt with forms and schedules. The section was designed to |
test precision and comprehension in the reéding of schedules and fgrms.
This proved to be one of the more challening sections of the test.
Deviations jn the schedule were quesiioned as_he]] as éonsistencies.

The test participants had more difficulty dealing with the deviations -
from the regular pattern in the schedule. The second revision resultéd
in the inclusion of a clarifying note at the end of the schedule to
further assist the %est participants.

Form A (a Sample Form to be filled out by the subject) had key
words under}ined to emphasize their importance. The testing results
indicated a specific difficulty with questions 6 and 7. Several correct

approaches to answering the questions were used by the test participants.

A11 of the appropriate approaches were counted as correct.



" TEST SAMPLE

" Section V. Schedules and Forms=--Reading Comprehension
Review Schedule A below and circle t{w correct answers to the qnnatiorih

listed after the schedule on page 6.

Schedule A
#Regular Working Schedule for Bmployee Unit S
Wesk of June 26-29, 1985

Monday Tuesday Wednesday Thursday

Alpen _ Alpan 6=5 Alpan 6=5 . Alpan 6=5

Bond' WAy “yBond . Si  Bond Sel Bond  Sel
_ Chavez 6«5 Chivez 65 Chavez 65 Chivez 65

Fiaui Sl Fiaui Sk Fiaui S=l Fiaui Selt

Gutierrez Sel Gut;iemz_ S-l  Gutierrez S-i Gutierrez Se=h

Jones 6=5 Jones 6=5 Jones 6=5 4 Jones 6=5

Perez 6-5 pérez 6-5 Pérez 65 . Valdez 65

wong Seli  Wong Sl Wong 5=l wong Sl

#Regularly ten hours per day, L days per week, two
shifts running a day, SAM to SPM and SPM to LAM,
machinery maintenance daily LAM to 6AM, lunch and
dinner breaks are to be taken for one hour after four
full hours of work. Any deviation from regular schedule
is due to employek reqﬁest for time off,

Now that you have reviewed Schedule A thoroughly, answer the- questions

about Schedule A found on page b,

O
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TEST SAMPLE (continued)

These questions are about Schedule A on pPage 5. Please circle the correct
answer Lo each question.

1. Which days of the week does Perez not work this week?
A. Friday, Saturday, Sunday
B. Thursday, Friday, Saturday, Sunday
C. .Thursday, Saturday, Sunday
D. None of the above ‘

2. How many hours of work per day do these emplo;oos regularly have?
A. 8 '
B. Lo
C. 10
D. none of the above

3. what hours did Chavez work on Tuesday? 'f*:}”
Ae 5=l
B. 6~5 °
C. 5-2
D. none of the above

L. Did Valdez work this week?
Ae Yes
Be. No
Ce Information not given

Fill in Form A below by referring to Schedule A found on page 5. Act
‘as though your name is Perez as you £I1T out rorm A.

Form A - Bmployees: Please read this form carefully and print the
Information asked for within the blanks provided.

1. Last Name
2. Unit Nunber 3. Week of
L. Regular Hours Per Day, S.Rsgular Hours Per week
6. Days Regularly Worked :

7. Days Worked This Week
8. Total Hours Worked This Week <

X1CMV/N
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Sections VI and VII. Interpretation and Main Idea

The last two sections of the clerk-typist test were taken directly
from the minimum competency items included in the test for the auto
mechanics in this research project. These two sections were 1nF1uded
for two reasons. First, the th ki11s tested play an integral part in
testing reading qomprehensioq. Secondly, the sections were included to

T
provide a common ground for comparison of the responsesz from auto
mechanics and clerk-typists. ) y

The section on interpretation required the applicatioﬁ of the test
participants' comprehension of a main passage to two different circum-
stances. . -

The main idea passage‘required the~reading and comprehension of a
three paragraph passage and the selection of the‘best statemept of the
main idea of that passage.

These two sections weré not revised, but remained identical to
those in the auto mechanic's test. We refer you to the description of

that test for further detail concern?ng the development of these two

sections, Sections V and VI.
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TEST SAMPLE

Section VI. Interpretation .
Read the safety warning below and anawer the questiona that follow,

Bleeding
Until medical help arrives, place a thick pad of clean.
cloth or bandage directly over wound and press fimly

 to control blood flow. HoXd in place with strong

bandage, neckties, etc., taking oare not to make tie

50 tight as to prevent circulation. In case of injuries
to the groin, ampit or neck, where ties cannot be used,
control blood flow with finger or hand pressure. Raise
the bleeding part higher than the rest of the body, unless
bones are broken. If injury is extensive, treat for shock.

l. Someone has fallen on a broken bottle and the cut on
his leg is bleeding heavily. You cut a thick cloth over
the wound and tie it in place with a shirt sleeve, According
to the warning asbove, you are acting:
A. Correctly
B. Incorrectly

2. Your friend has cut his neck in a motorcycle accident.
You raise his neck with a cushion and press your hand
fimly over the wound. According to the warning above,
you are acting: '

Ae Correctly ‘

B. Incorrectly

47
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TEST SAMPLE (contfnued) -
Section VII, Main Idea
Directions: Resd the following paragraphs and answe queation about

the main idea,
Learning To Read

Teaching people ;.o read can be a difficult and compiex ‘process if the
basics of the skill are not approached properly. Instead of worrying
about what people dan't know, you should concentrate on vhat they have
already learned through everyday experiences.

Impginewyourself in the place of those who do not read and make s st

of all the words they. encounter every day. Begih in the bathroom,

' washing up for breakfast. There are words on the toothpaste tube

and even the bar of soap.  Then move into the kitchen and look around.
People notice brand names and pmduct nagmes like 'cnroal ® %eggs,"” and .
*milk.” Continuing thmughont. the day, you will diaco\fr other wordsea

. 3top sigrs, names of streets, and names of cars,

We are- conatnntly surrounded by a great basic vocgbulary. It's usier
to help people read these €amiliar words and then move on to new vords
and experiences. )

Which one of the following is the best statement of the main idea of the
article you just read?’

.Ae People notice brand and product names ;ﬁd. encounter words on toothpaste
.tubes and bars of soap. J .

E. When associated with everyday experiqnces, reading becomes an
' easily Wequired skill, .

C. If taught correctly, people can leam to read quite quickly,
D. Learning to read is far more difficult than learning to talk,

X1CMV/N
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» 3.3 Site and Sample Selection

Observations and 1nterviews

Site selection for the interviews and site observations was done by
r;ferring to the phone directories (yellow pages) and through previgus
contacts with quple in business. Interv1ews and observations were
~carriga§LUt with clerk-typists in .1arge offices (13+ employees), and
sma]]_offices (2-12 emp]oyees). A1 offices in the $tudy were in the
Los Angeles Metropolitan area.
Pilot Test

The sample’selection for fhe pilot test was from the immediate
v1c1n1ty of UCLA Tontacts were made -with h1gh school students known to
a member of the research team Those students volunteered and then
! recruited some additjonal student;:for'the pilot test. .
Infoﬁmatiom was gathered from their performance on the test és we]]

as the1r remarks concern1ng overa]] clarity, perceived ifficulty, etc.

F1e1d Testing with Vocat1ona1 Education Students

Contacts wre made with numerous educational institutions where
people were trained as clerk-typists. Tﬁree of the institufions contacted
expressed an interest in our reéearch and a desire to partiéipate in the
adm1n1strat1on of the exam to any students who would volunteer. OQOne
1nst1tut1on was a commun1ty co]lege (CC), one an occupational training
center (0TC), and one a skills development center (SDC). The occupational
training center and the skills centgr had a higher percentage of minority
students enrolled than the city co]]ége;;a1thougq5minorities were present -

in all three institutions (a more detailed ethnic distribution will be,
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Testing students in three different kinds of educational facilities
. ? .
provided us with a broad basis of comparison in begard to age, ethnic
background, and educational background.:

7 - )
Data Collection with Employed Clerk-Typists

When the time arrived for initiating contacts with employers reéarding
the final data collecting phasé those employers who had‘*participated in
phase:one were contacted first. Two of these firms accepted the invitation
to participate in the segment of the study which. tested the 1literacy

skills of its workers, although different persons took part in-each

Phase.

- SITES OF OFFICE PERSONNEL STUDY--FINAL PHASE

Sa]fent characteri'stics of sites selected. Below are descriptions of
the offices chosen for .the testing, following the developmept of the -
tests for specific literacy skills. We have provided some detail of the

major characteristics of the participating offices (shops, agencies)'in

order to place the resulting data in the context of the office variations.

S

For each agency, the descriptions attémpt to establish the following

features:
- Major functions of the particular office.
- The size of the firm in number of elepyees.
- Thelratio of men to Qbmen.' |

_ _ 2
- The organization of the clerical staff.

- The ethnic/linguistic distribution of the employees.
- The spread. of ages of the staff members.

- The range of 'salaries.
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Commerical Transporation Company (CTC)* (COMTRANS)

CTC had its intermodal traffic department hohsed-in a small bui]ding
located on the rai]roéd yeard near downtown Los Angeles. This office
emp]oyed approximately 65 clerks in varying shifts, thnty-fou;'houré a
day. The majority §f the clerks were male. There was a diverse ethnic'
population with approximately 50% bf the population being members of
some minﬁrity group. The age range was diverse as well, froﬁ 19 to 58
years. | |

The office was responsible for the smoothAflow of CTC truck traffic
carrying large "containers" to be transferred by rail. Therefore, some

clerks had business to transact-in—the office and in'the general area

o

surrounding the office as well (cheéking in truéks and ¢ontainers).
Other clerks worked strictly in the office. They all were involved in
c]erica] skills (filing, letters, etc.), telephone calls, and typing;
but, there was some diver;ity from one position to the next, depending

on what facet of the intgrmoda] operation they were responsible for.

Public Communications Company (PCC)  (PUBCOM)

o

This office was located in the PCC centfa]\headqdarters in Santa Monica.
(West Side of the Los Angeles area). This particular office of PCC
dealt with somevlegal iransactiohs, public relétions, and incoming
complaints of customers. There were épproximate]y 12 clerk-typists
employed in tﬁis office with a high level of clerical expertise. . All Qf

the clerical positions were staffed by female employess at the time of

the data collection. The minority popu]ation'was approximately 30% of
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the total number of clerk-typists. The age ranges is from él to 35
years old

“ﬁThe basic clerical stills were common to all the clerical positions,
but there wes diwersity in the nature of the materials that each position
‘dealth with. For example,rsome of the clerk-typists worked primarily
with complaints and repairs, while someldeal strictly with secretarial

Pl

functions for an administrator, etc.

Federal Serv%cekAgency (FSA)  (FEDSERV)

‘The Federal Service Agency's office uasvlocated in West Los Angeles.
The offiee was open.to the pub]ic‘from 9 to 5 p.m. for>processing federal
_service claims in person. . They processed claims by mail as we]]
Recently, shortly before the time of the study this off1ce had seen a'
reduct1on in clerica staff when several e]er1ca1 personne] were promoted

to positions in another branch office located in the same%bhi]ding. At

the time of data co]]ect1on the pos1t1ons had not been filled, consequently

ﬁ.k .

the clerical personnel were doubly busy w1th their work and the work of
some absent personnel.

There were six elerical positions in the office; The ethnic background
of the clerical pehsgnnel then was approximately 30% minority. fhe age
range was 23 to 45 years.

From job to 30b the responsibiiities were fairly consistent, with
less diversity than some of the other offices where employees were .
.tested The main function of the c]erieal personne] in this office was
to accurately define the claims being made, to do the paper work and

ca]cu]at1ons of money claimed which would a]]ow payment to the 1nd1v1dua1
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reading incoming mail are some of the basic on-the-job tasks these
employees had to deal with. Telephone calls were very limited due to a

centralized answering and referral service.
THE STATE EMPLOYMENT DEPARTMENT (S.E.D.) = (STED)

The Staté Employment Department (S.E.D.) was a state agency which
offered ifs local community a number of employment re]éted servicés.
These services included employment and unemployment services such as:
employment counse]jng, employment referrals, arrangement of interviews,
employment élacement, referrals to training programs, and uneﬁp]oyment
insurance. A1l of these sources were considered important components to
the provision of adequate and complete e;bloyment services. The S.E.D.
also included a (WIN) prbgram which provides the same aforementioned
employment services but focuses exclusively on we]faré recipients.

| The S.E.D. was a fairly large office divided into 4 units which

included: - Administrative, Employment Services,‘Unemployment, and the
WIN program. The efficiéncy of the -unemployment unit in the office has
.priority, because if peop]é did not get their money they would not coﬁe'
back tollookvfor jobs. The c]erica]/secYetariai personnel in the S.E.D.
consisted of one Manéger Secretary, four full-time clerks, and a large
number of pért-time Office Assistants. The Manager Secretary was also
"the Attendénce Clerk, which meant she had a widervariety of job tasks.
The Manager Secretary was responsible for the Manager's mail, dictation

and typing, but also must take care of ‘all the paper work for hiring,

4
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exclusively and expected to look and keep up fi]es; take care of mail,
and- other job related tasks. Of the three t]erks, one of them was a
Control clerk, which means she attended to the mail pay; and another was
aé Overpayment Clerk who advised claimants when they have'been overpaid.
The fourth full-time Clerk worked exclusively with the employment services
unit and reponsible for any clerical/secretarial task within his/her

unit. The Part-time Office Assistants simply answered phone calls and
took care of light typing, especia]]y when the Manager Secretary had an “

overflow of work.

The Clerical/Secretarial Personnel: T
1. Sex:' 99% women, only 1 man

2. Age range: Apprix. 20-44

*3. Ethnicity: 90% Hispanic/Mexican, 10% Asian/White

q. Pay scale: $904 - $1060 a month

\

The Top Executive Positons:

x1.  Ethnicity: 9 Hispanic - all Mexican
5 White
1 Asién
(
PARENTS FOR COMMUNITY ADVOCACY (PACA)
PACA, as a community agency, was committed to promote, expose and
ass{st in equal educational ;pportunities for Chicano children. The

agency's commitment stemed from concerned citizens as well as the agency's




County and Federal funding which was allocated for the purpose aforemen-
tioned.. PACA was receiving Title VIII - Bilingual Education monies at
the time of the study. The PACA administration, Executive and Project
Directors had decided to use two strategies to help Chicano children in
education. .One of fhe étrategies focuses on working with the parents
and f?mily unit, which is considered the child's initial exposure to
1eérning. The second strategy used by PACA is working with teaéhers and
administrators, teaching them how to work and use parents as a resource
to enchance the children's learning. PACA was at the time, working on
two projects. One of the projects not only familiarizes parents with |
school problems, but also encourages them to participate in helping to
resolve and helping to alleviate the problems. The second projeét was
basically concentrating on bilingual parent communication.

The PACA office waé small and included only six on its staff: one
Executive'Director, one Project Director, three Counselors, and one
.Secretary; The Executive Director managed the entire office, dfrected
and worked on one of the projects, which includes writing'the project
proposal beforehand and writing up the report afterwards. The Project
Director did the same for the second project. The three Counselors
could be called Parent Trainers, because they conducted classes on a
variety of topics, e.g., the school structure, drugs, adolescence,
Title I, Title IV how to read testing scores, and how to dea]fwith‘
particular prob]em; at school, such as suspension. Parents were also

fami]iariied with the school personnel and legal aspects such as Court

55

mandates. Many times the Directors were also involved in similar interac-



The Peréohne]

1. Sex : 5 Women and 1 Man
2. Ethnicity: A1l Mexican N
3. Age: . Administrative and Secretary, 25-35 (all women);

Counselors, 40~50 (2 women and 1 man)

EAST LOS ANGELES UNION (ELAU)
COMMUNITY RESEARCH GROUP (CRG)

In 1972, East Los Angeles Union (ELAU) became one of the 49 non-profit
locally based Community Development C;rporations (CDCs) receiving federal
assistance to patticipate in this national experiment. It_was>ELAU's
task to develop and implement an economic revitalization strategy in
partnership with the 350,000 residents (80% Hispanic) of greater East
Los Angeles. Within the ELAU organization, CRG was originally conceived
as the economic research and planning division to assess the socio-economic
needs of the community, identify areas of’econoﬁic opportunity, and
obtain‘bub]ic'and private resources to implement ELAU economic development
projects. CRG possessed planning and research capability in the many
fafets of.socioeconomic development including transportation, housing,
human services, legislation, and all economic activity such as ;ommericil
and industrfa] development, labor trends, etc. CRG's success in p]annihg'
and research was based upon its ability to effectively include the partici;
pation ;f the public and private sectors in conjunction with cémmunity

residents.
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they in turn have hired an X number of skilled personnel to -work on

Communit projects, inc]uding:i Project Directors, Marketing Specialists,
Analysts, Researchers, etc. At the time, were four on the ;ecretarial

staff and one receptionist. The receptionist basically greeied people,
answered bhones, and did very light typing. Two of the secretaries were
-known as Mag Operators, who did most of the typind for the entire office.
They were responsible for typing for the Project Directors,_ for monitoring
supply distribution, for maintaining their own filing syétem and for-
relieving the receptionist if necessary. One of the last two secretaries
was the Executive Secretary to the two Vice-Presidénts. ‘She was responsible
for screening their calls, taking dictation, doing their filing, mai],
typing, ?}C-’ and acquainfing herself with all accounting procedures and
paperwork. The last and mgst important staff member is the EXecutive
Secretary to the President, who performed thé same tasks as the aforemen-
tioned Executive Secretary. The Executive Secretary to the President

was also the Supervisor of the clerical/ secretarial staff as well as

Administrative Assistant, which meant she contributed to the organization

and administration of the entine office..

The CRG's Secretarial Staff:

1. Sex A1l Women
2. Age: ' 25 is the average age
3. Ethnicity: A11 Mexican

A11 administrators were men; 2. Chicanos, 1 Pakistani; the President

was Chicano.
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IMMIGRATION ASSISTANCE, INC.

The Immigration Assistance, Inc. was a non-profit, vo]untéry agency
accredited by the Immigration and Naturalization Service (INS) to help
in the reunification of documentable families of Los Angeles by assfst1ng
them with the intricate and complex immigration procedures of this
country. DQCUMENTABLE applied to those persons or families living in
the United States in Violation of U.S. immig;étions laws, who were
prevented fromlexercising rights and privileges of U.S. citizens and
(legal).resident aliens because of INS delays in administrative processing
‘of their applications for normalization status. The Immigratibn anter
was federally funded administered by the City of Los Angeles, which
meant limiting these services only to low income residents of the City -
of Los Angeles. |

The Center was then staffed as follows: one Attorney, three Counselors,
one Executive Secretary, one Clerk Typist, and one Pub)ic Relations
Officer. The Counselors aided and counseled their clients throughout
the immigration process, using the Atiorney for reference when legal
advice was necessary. The Public Relations Officer's title was pretty
much self-explanatory, but he also wrote up proposals for grant monies.
The Clerk Typist was also the Receptionist, performing all tasks required
of her through that title. vShe also took care of the mail and was ’
responsible for typing immigfation form; passed on to her by the Counselors.

v

The Executive Seccgtary performed a variety of tasks including the

scheduling of all appointments, sending all notices to clients, taking



Judges. The Executive Secretary was the right-hand person for the
Attorney.

The Personnel:

1. Sex 5 Women, 2 Men. The 2 Men at top positions -
(Attorney and P.R. person)
2. Age Range: 25-760

3. Ethnicity: 1 Anglo, 6 Hispanic. (The Attorney was anglo.
THE COUNTY HOUSING AGENCY (COHOUS)

develop an adequate supply of decent and

F) The County Housing Agency of Los Ang les continued to seek and
Z%fordab]e housing for the

/
citizens of Los Angeles County. . This E;p]ic agency was providing essential

housing for thousands of low-income re;idents of Los Angeles County. At

/

/
the time over seven thousand such houséholds in the country were receiving
‘ . : /
assistance from the Housing Agency/through either the Section 8 or

- Section 23 subsidy programs or by/occupancy in one of their conventional

/

projects. Althought the Housipé Agency had aided proportionately many

more needy citizens, the demgﬁd_for low-cost h...:irg had also increased
' /
at a higher rate. The Hou;ﬁng Agency was attempting to achieve real

/
/

alleviaton of the communf%y's housing problem by inveStigating every
possible method, presgﬁ#ing existing houéing, and devleoping all housing-
programs avai]ab]e,// '

The HouSing;AQency inc]ﬂdgd’two builqings: One was completely
occupiéd by payf/éf the Héusing Assistance Payments Program (HAPP) the
secoﬁd bui]ﬂjgg housed the other part of the HAPP and five other departments,

/

which inclided: (1) Personnel (2) Housina Manaagement Business. (3) Development.
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and most importantly, the Executive office. The Executive Office included:
four Executives, three Analysts, two Consultants, and f1ye Clerical/Secre-
tarial personnel. The Executive Office was organized such that three of
the Clerical/Secretarial personnel worked almost exclusively with three |
of the Execut1yes--The Executive Director, the Deputy Executive Director,
and Public Information Officer. The other two secretaries worked with

the Analysts. The‘fourth'Execufive--Specia] Assistant to the Executive
Director--mainly worked by himself doing research and keeping himself
informed. When finished with a project, Consulants occasional{y passed

on typing tasks to the Cferica1/ éecretéria] personrel. It is important
to note“thét there was a mutual coéberation among the Clerical/ Secretarial
personnel. Whenever there was an overload of work falling upon any one

of the glerical/Secretaria1 personhe], everyone he]péd out.

| Tﬁere was a wide variety of tasks which could be associated Wifh

the Clerical/Secretarial personnel of the Housing Agency, but not all of
the tasks were necessarily performed by all members of the personnel.

Here some of the tasks observed were: typing, shorthand, filing, proof-
reading, light budgeting‘and bookkeeping, mail, answering phones, and
haking travel arrandgements. The C]erica]/Secretarial personnel also had
to be able to answer questions abdut general policy and procedures of A“
the Housing Agency. Editing and writing letters were tasks exclusively

performed by executive secretaries--and the Analysts.
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‘The Clerical/Secretarial Personnel:

éO Clerical/Secretarial personne]--aepeeximate]y 250 total workeks
50% Hispanic - mostly all Mexican Y
25% Black |
24% White
1% Asian
Ave rag’ 25
99. 5% Women -
Income range: $9,500 - $18,000 a year
Several, of the Executive Secretaries-and analysts were women; 3 out
of 5 Housing Project Manegers were‘Women. Maje;ity of Department

+

Executives were men.
- 1

THE GARCIA COMPREHENSIVE HEALTH CENTER (GARCIA)

The Garcia Comprehensive Health Center provided quality -health care ~
for families in the East Los Angeles commuqity with a trained bilingual
staff sensitiVe to their neees. The Center's goal was. to provide preventive
and ambulatory sick services. The Center was not a hospité] ob an
emergency care facility. The Comprehensive Health Center Council,
composed of community representatives, was in constant communication
with this Center's administration in order to inéure that health services
met the needs of the community. The Health Center Administration was
aware‘of the financial strain many people were-experiencing; but, they
were required to charge for medical services by a County Ordinance.
Arrangements could be made to have patients interviewed by a Patient’

Admitting Worker. who would pay for all or part-of health care. The
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Clinic (ARC), Environmental Sanitation, Public Health Education, Public
Health.InvestigatorftﬂC Maternal-Infant Care Project, Mental Hea]thn a
Public Health Nutrition, Public Health Nusr}ﬁg, Public Social Work,
Senior >C1't1'zen Clinic, Podiatry, Ca.rdiology Clinic, Registrar - Birth
Certificate, Buhie? Permit, etc., Volunteer Program and WIC - Women
Infant/Ch11dren Progrgm, ' - o .

The Medical ReCords staff included 12 entry position c1er1ca1
jwerkers who worked with an intricate detailed f111ng chart system which
serviced the entire Cemprehensiye Health Center. .Everyone on the clerical
staff-was required-to;knowVhow\tp'file, make a chart,‘attg;h medical

-

) COrrespohdence--lab sfips, X-rays; etc. The staff had tovilso know
about the terminal digit, color code and the vertical integtation of
charts. The Medical Récords Supervisor has divided the tasks in the

'ichart room into the following sections. (1) Th:Lble Section, (2) Te]ééuto- .
‘writer Section, (3) Clearing Desk Section, and (4) Clinic Clerk Sectjon.
The thregnbersons in the Trouble Section were basica]iy'respohsib]e for

the searching of misplaced charts. The " chartsvm]ght be m1sf11ed

| might be 1n a clinic or perhaps they migyt have been sent to. anfh &L

...“' S
; 'c@ or po$s1b1y they were non-ex1stent The worker 1n ‘this %ect1on-

. &
“Jocate the m1ss1ng f11e or make up a chart depend1ng on«the .case.

[

These staff workers were expected to be familiar w' o the ent1re Hea]th"

Because ‘the workegs 1n the Troub]e Sect1on must have contact w1th the
&
~entire tquer, it was important that they. had good rapportjw1th the _
\ o2 ' 1 x/

-Center's P rsonnel The ‘three workers in the Te]eautowr1 er Sec€1£n

worked mann]y'1n°1dedryiy1ng those charts requested for 1QMed1ate use
Z . »

through the Te]eautoh&lter machine. They also d1d char#~de]1very and

chart pick up.. The two~persons in the Clearing Desk Sg;ﬂgon%kept/@rack

9.8
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not sent back to the clinic, but rather sedt‘to another clinic or office).

The four persons in the Clinic Clerk Section took care'oflfiling ally

charts from previous c]ini; day,'tally how many charts troubled, charts

received, pulled and quesied, correspdndende received,'éharts trénsferred'

ih and out, from and to dbther clinics, etc. A1l staff was mutually

éooperative. ,
The Medical Record's Clerical Staff: S ; o
1. Sex: i 10 Women and 2 Men
2. Age range: -  18-56, majority in their early 20's
3.  Ethnicity: 10 Hispanic and 2 Asian -

1 .
The Supervisor, in addition to supervising the Chart Room, also

supervised Stenographic Services, which dealt with medical suﬁmaries,
preghhncy verificatioh work statements, insurance and disability statements.
'She/he had to a]so be aware of Centra] Records, the app01ntment desk and

the Audit Department, where charts were sometimes coded

X20MV /C SR Y
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3.3 ANALYSES OF DATA

. IR
Mean Scores on Literacy Test Battery. The protocols :from each

of the sites (agenciés) in the study were scored, preserving the

A

tabulation for each sub=test.in the@battery. Table 3.1 displays

tha’mean scores for each agency by aubtest. The sub-tests were
intended to investigate the degree of cémpetence in pafticular
Engliah language literacy skills by the office'worker taking the
test. Each agency was assigned a code name and a group number
for data agalyses reference. Théfa were 8 groups, ‘with an
unequal numbef of sub jects, for‘a combined total of 92 persons in

the study of literacy skills among office workers.

Differences between agencies. The analyses of differences in

the performanca on the literacy test performance by the workers
in the study ;ere.'obtained by an ANOVA. Table 3. ﬁt shows ‘the
spread of the»scoras. With each agency ;Qggtfgied by its group
number and code de31gnat10n, ve see that the employees of Public
Communlaatlons Company (PUB CcoM) scored tﬁl highest (94 17348),
while those working at the Garcia Comprehensive Health Center
(GARCIA) recelved the lowest mean scores, 58.41975. The ANOVA
yielded an Ff4.995 for{ differences ’betheen groups,i-7 D.F.;

reauiting in a significance value of p<.000l.
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‘Differences between the East Side and West Side. The ANOVA found

the high scoring group to be an‘agency in the /West Side, the area
of Los Angeles with a predominance of‘Angld monolinguals, while
the firm scoring the lowest was located in the East Side, (East
Los Angeles), where th population.was predominantly Hispanic. A

two—-tailed t-test was computed on the Literacy test data, Table

3.3, in order to determine -if the agencies in the East Side
scored consistently, significantly lower than those in West Side.
The t-test found no statistically. significant difference between

the mean scofes of the agencies located in the East Side when

compared th the scores of the firms in West Side. Even though

the mezZnh scores of"the business offices in the West Side had a

high¢dr range-- 77.70308 to 94.17348, than those of the East

-~

sidd--58.41975 to 85.64465, the t-test found the differences in

Ve

means not significant.

ang Sub‘f;;Z;TVIn the initial phase the study had

identified literacy skills important to all office workers, and

Differences

these were the skills that were being examined by the sub-tests.

The next analyses was to indicate how the office personnel in the

‘participating firms performed on these specific skills. The

Scheffle Multiple Range Test was applied to the data-. Table

13.4,1 shows that the skills which surfaced as being under

significantly different levels of controi by the subjects were

Vocabulary and Form-filling. On closer look at Table 3.1 one-

notes that such a result appears to have been influenced by the
low scores of one agency (GARCIA of the East Side), where the

jaw IV : -
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'mdifferences on the two sub tesﬁ} were“some 50 poiuts‘between the
. v
4.

A(EIA scores and tmose of théwhigyest s%;rera(PU3f COM of the

S SN o ‘ ; ;i;:,"w."l‘?' ;
West Side) ,'«'i ;| WLy, s
Co Y ‘. 2. \
o , . - ¥ N .
o, .
s nd o ‘,&," s . .

. Sﬁbsequently, the Duncan Pr .computed;asnanother way

(\. ‘ ’3‘:-""- ; TR T P

of flookipg</ at sk111 1eve1
' gub-téats: Tabi"”’a 4.2

R,
statigtﬁcal proces%. The Duncan Proceduee resulted in agreement

LY

ffﬁvarfous Aagencies on the

B
.

AP‘; .
4 4 ﬁhow /thenjresults-\of this

l> oy \Q. N

iith theﬂ:Scheffle' MultiplggggangAi Test thﬂt;HVocabula_lA and
v - &) \ ‘ | . -

o 30

Fonm filliﬁg weré skills witﬂ dg,ferential levéls of competence

amonyg thee SuBJeptﬁ\i\ the ‘%
é

Proceduﬁgﬁf%und readi

Additionaiﬁy¢ the' Duncan

v's1gn1f1cant (0 050) 1evels‘of d’g;;;{ Qer;i
. . L o . l A

'Ethnic Distribution in dgmplerf The poiié} of the f1rms that

a t ‘ol

;»,particlpated in ‘the study was that of 1nviting 311 of their'
. . ’ % |

.G,employébs to take part @ In the West Side we found 8 persons
L‘Blaik and. As1an ethn1c1ty in our agple. Although the numbers in

/
.’ . !

u‘Literacx sklllsiacrossvseveral_ethn c.groups, Talle 3.5.

DlSCUSSlOH T A surprising fi'ding;;‘was the extremes . in

performante on the 11teracy skills fests - by the off1ce workers 1n\

“

‘the East side (Hispanlc) agencies.‘ Group 4 (GARCIA) performed

>

'cons1sten1y lowver }han any of the other f1rms “in -the study, yet

their neighboring ngr;oup 7 (ELAU) frequently vied lfor h1ghest
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»
.scores._with Group. 2 (PUB COM),,which had an Ahgloupopulationﬂ.

Addition:lly, Group 2 had a literacy entry examination’ among itsi

employment procedures, which means that the subjects fﬁbm that

—~—

office had passed previous literacy skills screening.

The skills wh1ch appeared to have differing levels of control-
among the subJects of the study were not those bridging school
minimum competency tests with those developed for the specific-

employment settﬂngé The sub -tests adapted from state- minimum"
| : : ‘ . l'l ) . ‘b E ‘f',.,'. ';‘" \ ‘ r‘
competency tests Were those measurlng ability to determine main

1dea and readlng interﬁ;etation For the office workers in this

the JOb readlng performance which could
{>

study, the Varlance 1n oné
h A

I 9

be accounted b? wf'readlng skdlls on competency tests ‘was
1dent1f1ed to be 23% b L, Ty
. { > : ’?" . ,): ¥ N : .1‘.,% b
o .

0f the liter3cy skllls assessed by this study, Punctuation

"/

P : :
seems’ to have; een problematic for most "of the participating

.LI(.‘.- - M .
office workersgf The punctuatlon sub—test scored lower than any

of the othen sub tests for 6 out of the 8 groups 1n this part of

&
., ~

the researchtv. N - ’ ’§”
ThefdataVOnmkhe performance by office workers on each of the
; , )

'skiljsﬁstudiedlwill'be dfscussed separately in future reports.



. 4.1 Summary of the research .
/

TR P we were. supr1sed to find such a wide range of work opportun1t1es

l

;-for auto mechan1cs and office clerical workersq For auto mechan1cs,

PR ! »

‘the greatest’number of jobs were found to be at the entry level. For

" office workers there séemed to be a need for additional employees at

‘both small and large firms.l

Literacy demands for auto mechanics in small shops were found to

be minimal for entrykpositions. In contrast; the'1arge pub]icfabenctes,
R
. such as the Post Office, and county government garages -this study found,

required reading~as part of an entry test when dpp1ying forha position.

v’

It was reported, also, that often” the person who does the best in read1ng

on-the app11cat1on exam1nat1on 1s not the best mechan1c . «_{“w

[N

For off1ce wbrkers‘the need for literacy skills was found to be

o

basic to the1r emp1oyment, a1though few of the 3small shops used formal
exam1nat1ons as part of the" employment process The off1ee§’that employ

a

1arge numbers of workers, espec1a11y those in the West s1de of Los Angeles
f - c

frequent]y opta1ned their emp16§ees from the S?a%e Emp]oyment D%partment ﬂ“ ¥
] : ﬁﬁs
offices, wh1ch in turn had g1ven the applicants 11teracy and office’ sk}]]s o®

&

-

exam1nat1ons. Nhen rhe app11cant was app1y1ng d1rect1y, the - 1arge pfffces
. )

also had screening exams. S Y e

-I 1 . - . . .
Other stud1es have recent]y also 1dent1f1ed the high demand for secre-~
taries and other business office workers. ‘Attention is called espec1a11y
to Gentry, L. Entry-Level Occupations and Major Employers in Southern
California. TN 2-82/11. SWRL Southwest Laboratory For Educational Research
and Development, Alamitos, Califdrnia; The New York Times, "Young Job-
Hunters' Best Bet Is in Office Work, Study Says," May. 1980, referring
to a study released by thé U.S. Labor Department, May 27, 1980; The
Santa Monica Even1ng .Outlook, "Shortage of secretaries. pushes sa1ar1es
higher," April 25, 1980, referrint to a study by Olsten Corp » New York.

Q : Ore . .. L




Instrumentation
]
The competency tests were developed after a review of competency
-tests used thtoughout the Untted Stdtes The review showed that schools
" were use1ng tow kinds of competency tests in reading--one was a genera]ized
wreadl_g‘comprehen51%p test, and the other was a funct1ona1 reaggng test.
Our Tnstruments included both,types of 1tems,_ Performance on the com-

peteﬁtey tests deve1oped for this study were cokre1qted positively with

<

student performance on 'the 1oca1 competenqy exams., .

For the deve1opment of the job readihg task tests, severa] stages

. were followed. Interv1ews were conducted 1n 1arge and small shops re-

M he garages and offices
_"';é§Sis€§hts conducted
"Tgtved) to capture the

B Qi3 ,( ¥
q, Jgpducted by emp]oyees of both’ ork f1gﬂds

i “Fde —o rﬁs1ve ‘me sures, suc ;§\ ot_n'.the
: A g%g?“ h§ 2 h ing ‘the /
smudge marks on theisﬁeéifzgat1oa§-and gprts Tists sect1ons of -the me- //

ek . S
. chgnics' manuals. Our observe{i co11ected job order form and other re-

] -
[

ports. .

The read1ng observed was ified regarding purpose, megiod,

frequency and criticality.

Linduistic content analysis reveated that the’principa1 reading
g T : o ;
material %n auto mechanics menuals and;most clerical offices was writ-

- t

ten at an eleventh or twelfth grade 1e§e1'(Forcest Formula and Fry-

Read bility Formgj,a?_.)z.v. . | |
. ‘t\

Forcast Formu]a, described in Methodo]qgjes for Determining Read1ng
Requirements of Military Occupational specialists, Human Resources

Organization, Monterey, GA&L 1972; Fry, E.B., Fry Readability Scale
,.Jamestown _Publishers, Prov1dence, Rhode Is]and 1978, - ,

\) | .-. B "‘:.»'-":‘ ; _‘A . ‘ V R B - 88
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¢

P

At this point . we w1sh to point out that machanics whose read1ng
scores would not exceed third grade level can obtain the information they
need from manuals written at 5h advanced level. In short, readability 1&

" not best determined by a 11ngu1st1c ana1ys1s, but by considering the .,
interest and experience of the reader. v T

Once, the data from interviews, observations and collected documents
were gathered frequency tabs were prepared. We 1dent1f1ed the. tasks that
were common to the range of situations. The prototyp1c job reading tests,

'deve]oped from the taSkvanalyses, were then submitted to a Jury of mechanics
~and off1ce superv1sors, including some who taught~h1gh schoo1 auto mechan1cs

%
and instructors of off1§¢ skills at 1oca1 co11eges and high schoo1s Jhe i

\ jury cert1f1ed that the tasks were typ1ca1 and representat1ve Content

5 i
L.

validity was estab11shed.

. ‘y i
To summarize this statemengﬁ';ﬁﬁnstrumentatioh, the job reading tests

were construcﬁedﬁafter applying 3‘ﬁﬂorfncibie‘of'trtangu1arity Interviews, -

observations and non- obtru51Ve meﬁghres,d1nc1ud1ng ‘records, conf1nmed the

! The Gategories of our tests“ for auto mechan1cs para11ed

read1ng demands.
‘the fcateqories used by St1cht 1n h1s study of @échamms 1n—tra1n1ng with the

Army. 2i§*f : iJ

a1

—

1 Sticht, T.G.(Ed.), Reading for work1ng7 A Funct1ona1 L1teracx‘Antho1ogx
Human Resources Research Organ1zat1on A]eXandr1a, Virginia, 1975. .

2 1n some: occasions,, mechan1cs especially those who ‘were owners of the part1i
cu1ar shop, gave exagerated reports regarding the 1mportance of reading.
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Reading to Do and Reading to lLearn \

A caution is in order when discu551ng read1nq and wgrk | Job-read1ng
tasks for auto mechanics, especially, and for office workers to a 1esser :
degree are not the same as Job -reading taks in training programs far
these vocations. The research team visited numerous. schools for mechanics
and office workers and found that the%;eadqng demands in the schools were
higher than the demands at the work site, for the entry pos1t1ons The
-schoo1s attempt to pngpare the student for a greater variety of tasks than
a mechanic on,an office worker is likely to f1nd on his/her first job, if

@@t is -an entry level. The reading content is necesarily brdader within

:V.the classroom. Further, in;the classroom the manual is a text book to.
be studied. On the job; few people study the manua]ﬂv Instead;,theyduse
Jthe manual to refresh~their'memony_fon;different 0peratidns and above all,

for 1ooking up nonmenclature, tolerance levels, parts types, or instruc-

tional models for a task at hand.

N\

3

The 1ega1 jssue of competency %est1ng current]y has focused on whether

de11qy Imp]rcat1ons
' |

or not students have been yiven 1n§truct1on relevant to the tests. A school
that fails a student without having offered appropr1ate lpstruct1on on the
v;dn}ent of that test is suspect. With respect td the tests we developed, |
~theseiappear to be matched with instruction. Regardind the 1ega[ questjon;
validity of competency tests, we believe that our data stipport the view that
such tests can be valid, if phoper]y constructed. Students who do well on
tests such as ours are well-prepared for the reading tasks of auto mechanjcs

A
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-and office work. This is not to say‘that successfu1 performance on the L
competency test assures good mechanics or office workers,

We found many different‘kinds of auto mechanics, tasks, and sthations.
It appears that-as far as the automotive field 1s:concerned, it would be
difficult*for schools to deve1op curricu]um that would meet.the specia]
requirements. for these diverse garages thce, our study supports the
policy that employers be encouraged to tra1n -on-site to meet the local neeésﬁwat-

‘ With the case of office workers, the basic 11teracy needs are more f1n1te, '

yet here too, there are many innovations in processing office work. Schoo]s |
can.incorporate the training in computer 11ter§Cy, for instance; for the
students who are 1nterested in work in the business world, even at the entry
1eve1s ot Eﬁer1ca1 off1ce workers Additionally, we recommend that firms
1nc1ude tra1n1ng programs for their existing employees on the new techno1ogy

We view w1th ‘concern the prac!ice »f agency and government screening
1of app1icants for posttions as auts mechanics, and'for'promotion_in the“\\\\\*‘i
the1r jobs; on the basis of read1ng ab11ity, as judged by conventiona1 means. {2;
We haue ev1dence that in many instances the pract1ce 75 dysfunctiona1. The
better;m1n0r1tyab111ngua1 mechan1cs are often‘non-competitire on that basis.
Our positiqghis that these indivioua1s should receive the promotion or the

r . .
emp1oymeqt they deserve based on their ability *as mechanics.

Bilingual persdns should be;aware that eitensive training and education,<
along w1th the ab111ty to read, is he1pfu1 and often a prerequ1s1te¢;o obta1n- )

ing the more scarce, higher post1tio‘g§1n the auto mechan1c 1ndustr

e,

the world of business offices.  However, in the auto repair 1ndust,
: c P . . b '

bilingual pe}sons who h{fe‘achired mechanical ability, often from W
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" by parents, relatives or friends, in situations involving modeling, can

find employment in entry level positions without extensive formal training,

.
or high reading scores from school.

€
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Al Sample of material read by auto mechanics,
for following sequence of operations.

v .
et . . . —

| AMNIDICAN PAOTCD

Lo—

e U"’()

=y

L7

Engine oiling system. 1969-72 & ml_y'1974 6-199, 232, 258 engines

ENGINE REPLACE
All Models

The engine and transmission is removed
as an assembly as follows:

1
2.
3

N o »i

Disconnect battery negative and posi-
tive cables.

Remove hood. Mark hinges for align-
ment at instailation.

Remove fender braces, if equipped.

. Remova air cleaner. .
. Drain cooling system, crankcase and

transmission. .
Remove radiator upper air baffle, it
equipped.

. Remove power steering pump and

position aside, do not disconnect

- hoses.

10.
11.

14,

. If equipped with A.C. discharge re-

frigerant system. Disconnect refriger-
ant lines from compressor ard the
receiver outlet at disconnect cou-
pling. Then, remove condenser and
recever assembly.

. On all mode!s, all electrical connec:

tions and lines and hoses from engine.
Disconnect accelerator and transmis-
ston linkage.
Disccnnect exhaust pipes from manl-
folds and the speedometer cable from
transmission.

} Supoort engine with suitabls lifting

eqiupment, then discannect engine
front support cushions and ground
strap from engine brackets,

. Remove rear crossmember,

Remove engine and transmission by
puthing forward and upward. Suppert
cropeiler shaft when disengaging
transmission output shaft from slip
joint.

CYLINDER HEAD

Tighten cylinder head bolts a little at
a time in three steps in the sequence
shown n the iflusirations. Final tighten-
g shicuid ba ta the werque specifications
fisted 1n the Engine Tiglitening table.

- e ——— - — o= - ewe =

_..Source:

Q

ERIC

Aruitoxt provided by Eic:

Engine ciling system.  VB-290, 304, 343, 360, 390, 401 éngines

THROOS WOSTIE STALED  °
TOPREVERT COJANT LEARASE
v

£ 76550

1@ @ aoo ®o @

Fig. 2 Cytinder head tizhtening

. 3 .
.

' v8-290, 304, 343, 360, 390, 401

The cylinder block has two locating
dowels on each bank to assist itn lining
up and holding the «ylinder head and
gasket ih positian during instailation.

IMPORTANT: The No. 7 bolt shown in
Fig. 2, second from front an the left
Jank, must have the threads sesied to
prevent coolant lcakage. Parmatex No, 2
or equivatent is recommended.

6.199, 6-232, 258 Engines

on V8290, 304. 343, 360. 190 & 401.

The Mo. 7 belt indicated (second from

frant on left bank only) must be sedled td
pravent cootunt isaksgo

Motor Auto Repair Manual. circa 1977. .

e e raven ——

WAPORTANT: The cylinoer head bolt
tncated at the (eft front. corner of the
head (No. 1l1l. Fig. 3) must have thre
threads  sealed ‘o prevent coolant leak-

1-23




g , A.2. Sample of materia] read by auto mechanics,
for seeking specifications.

N

,§ v o e A 4 o edmemcmm et .- - L et v e i Sttt ariomn o - ¢ o tn S e
- ,\\\:? -
\\J . Ex Palld

we, Skvhawi—SUICK

“ . S :
ALTERNATOR & REGULATOR PECIFICATIONS _.- i !
* ‘ . Allerneter \ l-gv!g!.v
i 1 | -
. | Cold Output @ 14 Yelts ‘ k Fleld Relay \ Vajtege Reguieter
Year Reled |  Fioid : .
I « Hot l Cureent | | . [él, | "
Medel Output | 12 Vells 2000 s000 ) Meddl T\ Alr Pelnt Alr Point
‘\‘. Amps. . @G EOF R.P.M. R.P.M. ' | Gap Gep Clesing | Gep G. vl"'ll
IANN l Amps. ‘ Amps. | [ e tn. l Veltuge | In. - | e 125° ¢
- 1 ’ N - 1 .
—I;,T,—"T‘TTTFWH T a7, 2.3-2.6 | 23 1 38 71119818 0187 .030 ! 15732 T 067 ' _.014 | 13.6-14.4
—ioo7e) a7 . 2.3-3.8 | 25 [ —i1es1s L0181 _.030° - 1.5-3.2 | .067 1014 | 12.6-14:4
1100802 35 . 2.2-2.6 | - S0 |T11i9818 015! .030 : V.33 17067 | .014 i 13.6-14.4
\100691 a1 ) 2118 | 28 | 40 i 1119815 . .013 | .030 | 1.5-1.%. | .067 | .014 13.6-14.4 *
™ Tio0774 . 38 @ 226 | 12 | 50 |~T1ies1s | 015 | .030 ' 1.5-3.2 \ 067 | 014 1s.6-14.4
1970 i_1100761 37. | 3.3-3b 7T 29D ‘1119318 015 | .030 | 1.5-3.2 1067 | 014 | 12.6-14.4
tiooiss_j_ 37 2:3-2.4 L) 29.D 1119318 1 .015 | 030 | 1.5-1.2 { .007 ! 014 12.6-14.4
“Tiooew1 | 41 ! 2.2-2.6 9D 320 .t iites1s | .018 .030 {7.5-3.2 ) 007 | 014 : 12.6-14.4
, 1100774 35 . 1.201.6 (%) 4D |_1mes1s ;018 |"-030 | 1.5-3.2)! .087 I .014
T1ooe9z_} 85 137228 _|. 9D__| @ w5 T119n1s 013 |_.030  1.5-3.3]; 087 ; 014
N noouo e - 2.2-3,6 12D i oo | _1i9ns__ _.o1s ! 030 ! 1.5-3.4 | 067 014 ' 12.6-14.4
1971 ‘ 1100891 = 2.3-2.4 = i - L 1119518 . .018 | 030 1} s-:;_ .067 | .0t4
ATTgs0s 37 2.2-2.6 ! D 39D | 1119815 | .Gis | 030 |1 067 ;014 13.6-14.4
t 1160924, 33 4.0-4.5 : 9D T aen__Tineisa | = | = ; i i ; 13.5-14.5
1110 1100926 41 g, 40-45 ¢ 32111163 | — | — | = | 13.3=14.5
C uonvu_" 1 . 2.3 _F 94T 1 1117518 | .01S - _.030 1.5—19 087 | 014 | 13.6-14.4
v f 1009325 | — ! 3.2-18_ | 7D 1119318+ 013 . 030 1.531} 067 | 014 13,6144
l 1100933 83 2.8~3.2 T SI’\__I 1119319 . 015 ;030 . 1.5-3.2 087 _014 ! —
1160943 2 2236 i 335 I 7119815 013 1 030 . 1.5-32 i1 067 | 014 | 13.6-14.4
‘ 7a | vicaaev .37 | 212736 | 295 1114318 015 |_.030 ; 1.5-3.2 ol 014 ; 13.5-14.5
. . ‘ 1102443 | 42 '__1_.2—1.0 } 9D 31p | 7119815 | .05 | 030 ' 1.5-3.2 . .087 014 13.3-14.3
102448 . 55 . 23-28 | = 9D <D i, 1119318 . .315 ;030 ;1.5-33 ; 057 | 014 13.5-14.3
. Q1442 ;33 |._22-26 i % i | 1119818 | 015, .030 !1.573.2 067 _.014 ;| 13.5-14.5
r 1102450 51 5| f2-16 | T35 7T e i_1i1esis | 018 | 030 {T.5-3.2_1.087 ; .04 | 12.5°14:3
1163347 | 63 2.8-32 g\ 5D /11119819 "e1s | .030 | 1.5-3.2 {7067 | 014 | 13.5-14.5
1973 1100497 _|__ 37 | 4.0-4S il 13D 37 7 . lateqrai R T N ... 13.8~14.5
1100973 85 T a.0-a8 | 36D T4 Tntegral = —— = = = | 7as-1as
\ 1100926 a2 | A.0-45 | 157 A7 Integrel — — - | - — 13.5~14.5
11009461 - 38 | L 4.0-4.8 199 50 integral — - = |_= — 13.5-14.8
i Tiooea7 37| 4023 12D 32 Integrel = = = i - — 13.5-14.3
| 1100748 | &3 | _4.0-43 | 249 35 _Integrat - - | = — 13.5-14.8
~ Iyioio08 4 60y 1 4.0-48 85 Fo . ntegral | — = | = = 1 13.5-14.5
1974 | Tion497 . 37 ‘ ' ;_Intagral - — | = | = = | 13.5-14.8
, ! I I integral . — ! — - — — | 12.5-14.5 -
| I == | = =1 13.5-14.8
ol ategral 1 — | — i = — = 13.5-14.5
l D ntegral = | __— - — = 13.5-14.5
749 | 38| itegral _}_— |__—= — — b Ta.5-14.8
— 1 74 . imegral i — 1. —° = "= W) 13.5-14.5
1978 e meea | == |_— [ —|—=—|—=
1101021 _ i ' - — 1= —
{"otear _| - = === ! =
i — | —\L | = i3.e-1a3
- : — 1 = — = |13.6-142
, ‘ 1 — = T—= = | 13.67142
B E | - - = 3.4
1 ! . - — [ -—
® I S A !la.o-u.:
! lnl-qvnl - — =T - =
\‘ . Inuwcl - — — . = | —
\J Continued
M \. - .
‘ g 1-51

Source:’ Forie'(ry L'JC (ed.), Motor Auf i '
B » L.C. s o Repair Manual. Montebello, C
» Motor Manuals, Mike Kantor Publishers. (for- 1969-72 Amer-iéanabuﬂt

Q
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A.3 Samplé ofxmaférials;read by auto mechanics,

for parts

N /
1

~ .

i

information and sequence.

Bxze, Shylhawk=-0UiCK

CLIP . SPECIAL )

-—
i 2.7 diill does not enter inner hole, " 1975-76 Fuil Size
[ ord Siide witch body 8 reguired 1o 1. Disconnegt battery ground cable.
! allow dnit to onter inner hola. Tight- 2 F“r"mc'“ instrument cluster bezel and
: en screws and remova drill. 3 Rer:n'ove ser securing spaedom-
: atar’ head assembly and pull assem?
bly from housing.
HODRN SOUNDER & 4. Remove screws securing fuel gauge
N assembly and pull assembly from
STEERNIG WHEEL * housing. : e
; 1669-76 5. Reverse procedure to install.
CAUTION: On vehicles equipped with an
Air Cusnion Restrainie System. turn ignition
' camicn to “lLock,” disconnect baitery 1973.76 Apollo & Skylark
D grang eable and tape end, therehs S g 7 spusdomater & ttae sevambly.
-~ e e ; . 1973-76 Century & Regal 1, Disconnect battery ground cable.
',r. :':;O:er?:dss,’z b‘,‘:}a,frt‘f,;%vit,:‘; ,g_,r::f,:; 2. Disconnect heater ar A/C  control
; nheel. With tocl J-24623-2. remove the : ﬁaor:al from the instrument panel car-
. modulo to stiering wheel screws, lift .
. mcdule and disconnect norn wirs, Then, L 3 5:3'?,?:5'3?:':\,5;?3":3' r:g?gséttzecf\.e':
.ath tool J-24623-3, disconnect _module . ;c the instrument panal reinforce-
. wr2 connector from slip ring. ment
] ! INSTRUMENT CLUSTER 4, Disconnect Instrument panel pad from
‘ . 1. Remove horn capn or actuator bar. the carrier and discannect the shift
- 2. On 1975.76 mcdels. remove steering  CAUTION: On venicles cauipped with an quadrant indicator cable at the shift
o wheel nut ratainer, Air Cushion Restraint Systam, turn ignition bowl.” On automatic transmussion
' 3. On all modets. back off nut until  gupch .to “Lock,’” ~discomnect oattery equipped venhicies rsmove the two
d fiush with top of steering shatt, ground cable and tape end, theredy de- nuts securing the steertng column to
‘ 4. Use a swtaoie puller’ to remove  jcrivating system. instrume
) wheel, _ 5. Remove “td§ plate)\cover and discon-
sid R
. ‘
_:sl‘ SCREW ASM (&}
or & . STRAP -
2 T GROUND
<P SUPPORT « RELAY &
2 (MOIO MOUNTING
R .
\\\\\.;.-
for SEAL - AR QUCT AsM - AIR i B
! OUTLET\J QUTLET . AT
32 GUPPORT - HEATEA CONTROL » CLOCK AN oven - P
ant (scnzw ASM CLOCK OPENING
SCURCE-SEELITER | .
HOUSING AS°A - =
-1 - INSTRUNENT PANEL
ST ip o7 )
ecnew SNVT L0 BN 6
£S5, T 2 ‘\\¥:J g
cur . srefiaL mu.-ﬁ EL
; 2 <
WASHER & WIPER®
SMTEH COVER ASM -
u!cr!u & AIR CONDITIONING RAQIO OPENING
GONTROL
“CAEW ASM (4}
LOCATOR PIN
TRIM PLATE -« LT \\

LFlg. 8 lnstrument clustar trim panals. 2971.72 full size models . -

-

' s

1-59

Source: Forier, Motor Auto Repair Manual. circa 1977.
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B.1 Sample of material read by office workers N

A

Important: Remove and Review the Instruction Sheet Before Complating this Form.

Personal Life insurance Policies (except industrial Polizies).
Uss This Form For: Pcnoﬂd Annuity Contracts.
Heaith | F i

{For District & Branch Offioss Operati « Regionel Servics Center}
Send Ta ] Home Otfice — Aanralty Divion (For anuity G } {(Use E 02024) #Metropohtan

To Service Cantsr — Contrel Information (ForAll Other Policies or Contracts)
{Use Envelope 14089 5.C.) m"’“mo""""’
_{Foe Distr Q&mdﬁOﬂlthOW!ﬂmm.Rms-vlac-n }
" Send to jon {For P.L.I. Policies! (U Envo!opoomn . .
H.0. Annuity (For Anmltv Contracts) (Use Enveiope 0202
P.H.IL or PN & BPGonm)(LbEnvdmANm’
- .. . Policy No 1 ] |
2 ani ot Tol d Sutfix
The undersigned hereby sssigns and transfers to the Insured all the right, ﬂﬂoudlmmdﬂnunduwmmwmmm
b-unollcv,uamulgmmlnwoonwmwmmh . 5
Deted ot on 19
e . Signeture
- : Signature
O m— " ._t" L '"‘ "y : .
4 Ih.-bvrwolumvanwom“’ i of Benefictary and Conti Beneficiary under the sbow o policy end sny previous
moomoOmOmiondMof&ndomlnﬁ.qn&%“dxﬂmmﬁymmmmmwm
nunb-ndpolkwlnmomlolﬂwm Q
. , | hersby desi the f ing R ble Benaticl y,orlfndaaomﬂduvhnoﬂhdm,mc‘" ing R ie Conti
. ‘to of any due in the event of my death, in sccordance with pmvﬂomolmpollcv IfmmlavvorCon-

tlmtwumwnwm Payment will be made to my Estate.
//" Revossbie Beneficlary (In the sas® of 2 weman, state her awn siven Aame, middie Initial if any, and present last name.)
’ Name (Print) . [Aadres Relationship | Date of Sirth

(A

R de Ci i Y (In the cxse of 2 woman, state her own siven Asme, midaie Initial if aay, and present last Rame.)
B : a“
’ A
8 ,,,/

If spouss of insured has been designetsd in {A), and aif chiidren (pressevt and fusure — whather or not nemed in
{8)) born of merriege of (nsured end mid spouse. are t0 be included ss contingent benefliciaries, check box st

4 right.
© (Note 1: if box st right is ch d, eli pr and future chil mamoflmmmmmlmm
cluded as iee. M Litisr for record purposss, that mm-\dmo!umolmt
children be shown in (B).) :
{Note 2: Any child NOT born of marrisge of Insured snd mid spouse who is to be included as ingent beneficiary Must

Be Nermed in (8).)

! P:vm-mmmormmldmormmormﬁomlmammduuwmhmsnoqudmwmmmmlnmu
shares Or il to the iast turvivor,
it is understood end agreed that ail decisions upon questions of fact, mldv are made in pod fdﬂl by ﬂu Conmv in dlurmlnlng any un-
named Contingent wgmmmmm.nbmonmwmmmwom« written \ 4 mm v, will be
conclusive and will fully protect the Compeny in acting in reliance therson.
Al rights being vested in me, | direct that eny rider in tha policy which provides thet ail rights be vested in a person otmv than myssif be
canceied. | 8is0 direct that, if necessary, the policy be rewwritten to include a Baneficiary provision.
Note: For sn Annuity Contract, references herein to insured snd policy shell be intsrprated to meen Annuitsnt snd contract and only such’

‘a8 are consistent with the above listed snnuity contract snall spoly.

The name of the Intured O Marrisge 3 Remerrisgs [ Assumption of new neme [ Divorcs [J Corvection [J Other

has been changed due to -

The pressnt name is (Print). .
S (Eiret) (Middie 1nitial) " (Last)

2, Dated st . : on 10,

P - Sigr of insur :

D Of Baneficiary

Yo be by Fieid Repr or Clyrkc ’
5 N

' Oistrict Number and Na Agency

7 The endorsed policy To District Office ’

093 {1.74) Mpud ln USA.  lstobe returned (x) Directly by H.O. to the person named below _

Addrem Lﬂdﬁ Name (Print)

f ] " '

Print the Neme end Addres Address A

Number Street *

of person to whom policy
is t0 be mailed by H.O.

Remove This lns\tructlon Sheet Before Completing. This Form

Q

ERIC

Aruitoxt provided by Eic:



B. 2. Sample of material read by office workers. _ .

ERIC

Aruitoxt provided by Eic:

Correction of sge for:
Monthiy or Weexly Pramium Industriel Policlen

New York Intermediate Palicies }Sst%: :J‘Y h:rS,Nh:E,)Zr. MPi) . Mel Ol.l LifE

Account Book Ordinery Polic
"

Use Form G385 ylar
Send Form and Policy To

7 Maturities and Optional Settiements Division, Paid Up Section
All cases where age corrections would result in 8 policy becoming fully paid up or
maturing eariler than or within 1 ysar of current date. Furnish sll information requested
on reverse side of this form. .-

_J PLI Change Division—Account Change Unit N
Cases other than those described shove. Furnish age verification record information on
reverse side of this form. :

ot ege on Series Policias and All other POlicCias.

District Number and Nama (Print or Stamp) AgQency No. ] File Number :chnl Hook
age
“Paiicy Number {One Number Oniy) Sutfix Oete of Birth For 2:981—N oxt
Month Day Yaer | H. O. tasue
. Use .
Yaar

Nama of Inavred (Print) , ) B

Prasent -~ Number  Sirest (Print)
gence

The correct date of birth of the insured
the policy be carrected to agree wilh (hin
payabia under tha 33id policy sheil be such s
cofrect nge. !

Change of Name of insured

N
Uea this spece In connaction with @ carrection of age if 1he Nama of the Insured nas besn.changed.
)

.

The name on the POIICY I8 ... .l i e

Tha presant name in (Print)

Tha difference in name ln Qus ta . . .. ... [P

Aequest i1 haredy made that ihé Comoeny encer the change of name on its recards.

king the Appropriate Box in This Margin.

Dated at............v.. o i MR e . deyot . . . [N £ A

Signelure of: k v

Ownaer (il namad in policy) { .
otherwise “ . .

tnaured {(If now nga 14} years . I . .o e PP .

ar more: otherwise. perent , (Fuil Firat Nema) Middie inilial] (Lz2e° Neme) N

ar gyardlen).
Note—~Far correction of ege of 1n apolicant insyred uncer the Aaopilcani’s Wiaiver of Premium nati:
change “‘inaured’" to read “aopiicant” «n the ebove stalement and heve thin farm s:Qnad By tha replican:

It \ne policy is to Da sent to @ Oerjon othar then the insured. enter lhe neme Ind eddreas here. s

Indicate Where the Policy Is to Be Sent

by Cl

N

Full neme of tha D8redn-ta whom tha Balicy in 1o be sant (Print}

Addr " Strest (Print) City or Town ang State (Print) _ ZIp Coda
For H. O. Use .
Torecied an woPLcenon. Checxed by - Palicy returned 1o “Forme JH-M.J4,-A. 8
Pallcy andorsed. Released
0 District
. , .
Tuntsier 7 7 (oeta) [ {Initiate) (intiia

9(12.70) Printed in U.SA. *,
B

Receipt For a Policy Submitted For Corraction of Age

(Od1ach and hand to the BoIlcyholder)

AOCOIVED IPOM.. ... e e e . .. .2alicy number

to be lorwarded to "¢ Home or Head Office of the Lite [+ in with
a requant (or correchion Of nge: N

Slgnature

DF AQONE. . e oo ie e e e e e e et et @ e e ¢ b iereren s+ tes e

Data........

MNote—If the poliCy in not returnad wilhin four weeks. Oiease write. 1lating the aollcy numear. Agent's name.
District, and particulars. Lo the Metropolitan Lite Insurance Compeny. at 1 Madizan Avenua. New York, N, Y.
10010 {or ta the Pacific Cosnt Haed Office, et 60G Stackton Strest, San Francisco, Calll. 94120 if you reside in
Anzona, Calitfomie, Coloredo. Idaho. Moniene. Neveda. New: Mexica. Qregcn. Uten. wash:nglon, or Wyoming;

~
9-8 112.70) Pnnled in U.S.A.
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B.3. Sample of material read by office workers ) - 93

Federat Truth in Lendihg Disclosure Statement for BankAmericardb Vi;a@ Accounts
' EFFECTIVE JUNE 1, 1977

Thls?ﬂsclosure supersedes all prior disciosures you have received from Bank of Ameritd, it any. and
is effactive as of June 1,1977.

The foilowing disolosures regarding your BankAmericard Visa Account are given by Bank-of
Amaearica NT&SA ("Bank''} in compliance with the Federal Truth in Lendimg Act.

FINANCE CHARGE: .

The FINANCE CHARGE on your account, for each billing cycle, will Rethe total of:
(1) Cash Advance Fee~-2% of the total Cash Advance transactions debited .during the billing
cycle; plus - ) : ]
(2) Transfer and Check Service Fee—1% ($1.minimum) of the totai Transfer and Check Service
transactions debited during the billing cycle; plus )
(3) Periodic Charges—If the *Previous Balance"” on your monthly statement exceeds the tofal of
ail ""Payments’ and "“Credits" posted to your account by the "‘Due Date,” periodic charges will be
" imposed, calculated in accordance with the following tabie by multiplying the periodic rate(s) by the
corresponding portion(s) of the Average Adjusted Daily Balance. The “Average Adjusted Daily
Balance' is the average of the daily balances in your account during the billing cycle, adjusted to ex:
clude the effect of any extensions of credit, finance charge, late charge, insurance premium and all
other debits posted to your account during the bliling cycle. No penodic charge will be imposed
uniess the “Previous Balance’ on your monthly statement exceeds the total of aii *'Payments’ and
"Credits” posted to your account by the Payment “Due Date" shown on your monthly statement far -

v
N

the previous billing cycle. .
Periodic Rate Corresponding Portion of Average . ) Nominsl ANNUAL .
» (Monthly) . Adjusted Daily Bal PERCENTAGE RATE
1.5% . of that portion up to and including $1,500 . 18%
1% of that portion over $1,500 ' 12%

The payment “Due Date” will be shown on each monthly statement. This date will be the flrst
banking day which is at least 25 days after the billing date. '

Minimum Monthly Payment Schedule:

It Your New Bsisnce is ", YourMini Pnymo?\t Wil Be
Under $10 ) Amount of New Balance
$10to$250 ° $10
QOver $250 4% of New Balance
5 o ~
Late Charge: N T .

A monthly late charge of 5% ($1.00 minimum— $5.00 maximum) will be Imposed if your minimum
payment is past due 15 days or more. Your minimum paymant wili be past due if it-is not received at

~the Bank Card Center with which you have your account on dr before the "Due Date" shown on the
billing statement. .

Insurance Charge: ,

Creditor Life and Disability Insurance is available insuring the balance of*your account up to $5000.
The cost of this insurance is at the rate ot 24¢ per $100 of New Balance amount (tess premium im-
posed during the billing cycle.) Specific insurance coverage details are explained in the insurance
applicaticn. No insurance is provided unless you separately apply for it and a policy is issued to you.

Security Rights and Other Rights of Bank: .-

At its option.’ the Bank may deciare all or any pqrtion of the outstanding gpalance on your
BankAmericard Visa account to be immediately due and payabte without prior notice if you fail to
perform any of the terms of your BankAmericard Visa Agreement or make payments as otherwise I
agreed. or fail to pay, when due, any other indebtedness owed to Bank or to any othar person. In the

avent of suit, a reasonable attorney's fee is payable. -

Regardiess of any other agreement existing between the Bank and you or any third party, your
BankAmenicard Visa balance i1S not secured by any contractual lien. However. the balance may be
sacured by a banker's lien. arlsing under California Civll Code, Section 3054. upon any property
while itisinthe Bank's possession., :

NOTICE: Soo reverss side for Important intormation regerding your rights to disputs billing errors.

- N

1 4

TPL9986-77

| have received the Truth in Lending Disclosure Statement (which includes a
disclosure about my Rights to Dispute Billing Errors) which was attached to this
stub prior to signing aBankAmericard Visa Cash Advance draft.

pao! . . P

__ i Signature
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N\ :

Dear Customer:

As a Pacific Telephone customer with single-line service, you now have the option to purchase
some or all of the telephone equipment in your home or business.

The decision is yours: You may purchase your existing equipment gr-continue to pay for itona

_monthly basis. You may aiso buy additional telephone equipment.

If you decide to buy, you have a variety of payment options frag which to choose. All you
need dois notify Pacific Telephone via the enclosed reply forms, Ifyou decide to continue your
present arrangement, NC action is necessary

Enclosed in this envelope is aist of telephone equipment billed to your number, a purchase
price list,"reph+ty-mail” forms and 7 Retail Instaliment Contract should you choose an instaliment
payment option..

To assist you in making your decision, we have included a list o;; questions and answers in this
brochure. There is no need to contact the Tetephone Business Office or the Bell PhoneCenter. If
you have any additionat questions, piease call ys on 1 800-972-2000 between the hours of
8:30 a.m. and 5:00 p.m. Monday through Saturday.

I3

Pacific Telephone ) {
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- Samples of protocols from interview and observation
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090 TALY [3[252,{[ Hﬂﬂf ’Mélifwﬁ W

i of woriers in the offic° /L v
Lxperience -of the sygiif - (l)ciffz::::53> or Paft-time ‘ \
- ©(2) //4415ar(41# gon.

I. Wiat have you read on your job ?(today/yesterday/;his week) ‘ )
J Dail Jeekl wenithils '

-~ ToN " &) fabgifohnse guude DRI TSR Sty
C’f¥/é' Gb)2h£457xc;lsen74nﬁxx
(Frrpa A maridin Coan)

4’2ﬁbf77'/%}LU &; . ) ' A

]

4 )_._% (,H/LTaN o A

. héﬂm&u?fﬂd“Ld&U

SN

2. What information were you seeking ?

Comments . Analysis of

Task
/nscAﬁvucaf ;ﬁa¢c7ﬂ547%h\5 f
AT pucis ant appprsfoils % fex

(R 2 /tlnww M'/c/fny/ P st

/¢,w forg ftwoxz‘/a 2 WP‘*’&

3
an“ ybu/? /Vm» ”14MWUW4 1}'ﬂ£uﬁ(hvvo rn
4}« M _
vJ' what is the most crucial task ? )

4%?&%,;&, o L’%’?‘w:fﬂfhf Lo crtiunt &Ku(dé/ 'u[{ &,m

LY o Py ATy 4 n,/f'\/»ul)‘a')q_/
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(Gue’y Troeer
prﬂrience of the typ‘st (l) or Part time
) @.&buz......u) \wn »ﬂ\m\, :
h@s) —mon.

__ ?:P ’ - a

- )

t. have you read on your Job "(today/yesterday/this week)

I. Wz

" Daily  ieekly Menthly

1. Cuclr\— Cud o~ .V

2. CULH' thL &FIMM - './
5. Qo ’m‘mg (b Xl‘f bk

ﬂ’ Lt~ 2 JK’ b0
4, ‘ -
‘2. YMmat ini‘orma.tior; were youAsgek.i‘ng ? L
| 1 C) ‘{Lc Comments - N ‘ \})H w\o& %{;:}:I{.ysig of
- ' N_,Clglb\txlc\uli ‘J‘/ ‘ '
2 Y Ceifcmadw/ , )i:
| ~ 2 Rebud ctuuo(,. ,
.- H:Xy L d‘NA ' -
C&M fnum\);’w | / me?ﬂffj%b
S N v ol
oo S -
3. What is the most ;:-uclal tas*t ?

. C fuckuvj,. Lcwu&c wc\'?” A Jw&,ﬁ- chac naary ]’r\cu&u.x.



98
C-1.3

)kl WWM\bWMWM&%
5 ’//Of/ﬂ"/@é’-a’/f Z»ﬂ«camd/% o=t

=D

/

/&_M "N skt ,wb ﬁw ; epeired

e L

ERIC

Aruitoxt provided by Eic:



. = ¢ 99-
i (4"-‘ . \
C“] .4 *
AN 1 _
’ | - '
. : . e w
- corranY PISSICO' Vid . \: T
I of Morze;s in the. of’Jce 542 . ‘ o ' '
uxperlenceaof the_:zpiﬁi: (l)',Full time or(Part time)
. W‘{wl o o N ‘ , .
. (2) year(s) &_gon.

I. Waat have you rei cn your jobd 72( today/yesterday/this week)
' Daily  Weekly Nonthly

1. Sepv e NAnURLS v |

2. 1exT Beok IﬂTmmmﬁ -

3. : A\‘\\
. - | . - ‘\éii

2. What information were you seeking ? ™ ) '
Comments‘ ' l ‘ \) ti:gzgiz§£§‘2£::f

1. T use Mhvacs e e Loeeenr L
THEgS S Tosas LRenxs KANBIIBSTN :

Cool< FoR FPRTS AND //j'?ﬁl'/)é m - :
&Fg,z/zr DANRS, For OrereMEF KEPADRS .' /
D DxFreen™ Moxscg CARS, PR

3. 7&xi Beox L3 USED /TR LERENTN SL
frOCECERS, AnD chsccm /%ﬁﬂa? Hnm ébfs

4,

-
wd

1

J. What is the most crucial task ?

RO(«d”L /’\,81,&/ o Hr\ /p’f()_),j" .,01 ,7 Vo ()
/’/’) WLy /«( {J('-v’ » o A./ ) (},ttu.// v e . ',,[
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corast Mk [Avween 7€ { wghge)

n of workers in the office - H 'YMJ-;L

txperience of the typist (1) Full ¢ime or Part time
. , o

(2) 7 year(z) < mﬁt‘\.

. I. Wzt have you-read cn your job ?(tode;&/yesterday/this week)
o . : . ~ Daily Weekly Ncnthly .
1. Nethiy - , \ . )
2 He  Aotonr't e Am tnd—p Iy . '
-&e _ i on (oo ' :
3. ‘:{. ‘L»—a )541,9( ] #\ M ’tLl- Y | . .
' R A rnie b
- lh . . . "
| G
2, tYhat'information were ;ﬁ seeking ? ; p "/("""""7"&"‘
- . . .—_-_’—_—__—_
Comments gy J"' i
1.
, . h b Algpams Atadlip
2. ;
n_g._J g -
. ' ﬂ- :. .'.
3. . . . a ' oAy~ 1‘77 Lon ey
4, ,
3: What is the most crucial task ?
, W Conra adl ) Lo -

S —— g .
LTI —— - . . b e o —————— - - sme w88 - gm— ce—
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. AUTO MECHANIC QUESTIONNAIRE - READING SKILLS REQUIRED
o " POR THE JOB

A}

Garage, Rahe ‘& Sons, 7th St. and Montana Ave,, Santa Monica

~ o i, k )
Number of Mechanies: Two prasently, looking for 2 more, which is the
usual number there. Hard to get—gqualified pecple. Can .tell if they* 11
work out in 1/2 hour by the way they handle the tools. o

- Experience and Description of Interviewee: Owner of the garage since
May of 1979 owned for months), worked there 3 years prior to
purchasing. . Garage there since 1946. Age: 44; Ethnicity: white,
Holds a degree in eng neering (didn't like desk Job, mechanics pays ,
"well if you "don*t mind getting your hands dirty,-" between $30-40 thou-
sands per year if you're\good. Owns a home in Pacific Palisades (al}
<paid.for), has a wife and ercedes, Has worked with cars for 32
i Years, since he was 12. Works full-time. - .

1. What Have You Read On The Job Today? "You name it, technical manuals,
orders, price-lists, bills," Usually refers to manuals 10-15 times
each day, ~better safe than sorry because it*s important to have all
" the tune up specifications accurate or it'll hurt the car and, eventually,
business.” He reads the following “manuals, which lined the shelves of
the office by yearly volumes, which looked well used, all, written in

Englishs - . SRR . .
: "1.) Mitchell Manuals, National Service Data, 1 Year,
Domestic Cars Tune uo, Mechanical Transmisszon Service
i ) Repalr - some skills required to read this manual:
.o 1.) read explanations and comprehend to apply
‘ 2.) charts & diagrams to decipher

3.) conversions (from Metric) and computation _

i ' 2) Chilton Motor Age, Professional Automdtive‘Serfice .
; Manua . _ ~

) , 3) Féreign Car’manuals used also, though I did not gee

He reéds at least 4 hours per week at home for homework to keep up
:With such things as new smog devices. : :

He attends classes:
1) 2 nights each month, sponsored by IGO (Independent
Garage Owners' Asso.) ’ '

2) Will have 6 hours of glass in :594 on tune ups. \J///h

2. What Information Are You Tyvically Lookine For? Tune’ up specifications:
-~ .timing, dwel points (7), gape poimts (7 s

Must be a technician now to be a mechanic,
Being a mechanic ig getting harder and
anymore,* ’

3. How Do Boys Qut Of High School Do On' Th{ Job In Regard To Reading?

"Won't hire boys right out of high school, the ones that want to
be. mechanics can't read, none of t?gﬁ." . ,
./ C. Desrochers 1/17/80-

and must be able to read.
der now, *"not a dummy job

P4

/ ~
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J of workers in the office - / Z
" Lxperience of the typist (1) ;mg or Part time . &
' o~ (2) ‘hﬂm) / Jon; .

I. What have you read on your job ?(today/yesterday/this week)
Daily Weekly Ncuthly

v

1. ¢"71L“3;':L»L/‘,' | §

2. By  (fock kiepemy ) v T Yy

3 (7o CHCL»\C’( Rack Cé @14}('»‘ TC(‘J.Q-)‘/ | v tyme L'Ef"* ,
p(C - |

. o ] ! , ) 3
Yoo sl puonee (Tfoptin nionege,)
’ )

2. What information were you seeking 2

Comments . ) Ahalysis of#
Task .
! 1
1. '.:(""k'— lasin ‘
Coprait  fulames A
2. ‘

ot sing (T e

[N

’ v ' N ' “ N
(f.n-{._/ﬂ Ll reL UL e f\g‘,,.?‘;- J

— N

L,

3. Jnat’is the most crucial task ?
B¥ocing L e 5

- - H
gty . Ty .
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I3 Task
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I. What have you read on your jod "(today}fresterday/th week)

. . : Daily > deekly icnthly.

L. et s’rmX J&uw& v
2. _Bam.&f @Ms | ' v.v/

3. S‘PMfg‘m+~m+;mm¢mﬁ{) vV

Comments Analysis of

! Task
u}&o&;?& P ’(y‘[eotcg'c mahet |

2. What information weré you seeking ? .

2. [_v@_;:( i IQ.L C\—’opua'/o«t.»a/a LLM_L ({»Q&Mu
<aﬂ-—m~T mehoT accot / CMQJ%L}Q'V\)

3 T8 asboe poaoal poetilins afnit
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b, ' ' | ‘
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3. What is the most crucial task ?
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Clerk-Typlst Observallor Dates 2/29/90
Office; Sureau of Ceneus ContactiMike Flannigan

#Jobs -Clox'k-T:/pist. (private secrstary to head of staff) Ass't Diractor 1980 Census

Fulltime: Yes Minority: No Ages 2L 9ilipguals No

Training Experiences Secretarial School, H.S. also

Time on Jobs with Fad. Gov®t “or over 2 years, transfer to Cansus this sear
—— N : .

Activities and Ratings (activities rated always, regularly, sometimes,
and neMer): -

_ Reading L,
me‘zmmnmmm lettars-regularly

kaxxmrpnragadaripx mermos-regularly
imxkahimoegaiarty ' proof reading-regularly
sRxiousamiaregakariy dictlonary-regularly
. mall-sometimes
envelopes-regularly
forms-sometines

manual of forrs-sometimes
telephone call messzges-regulasrly

Writing .
memos-rezularly

fyrms-copversations with ccngress-sometimes
rewriting letters-regularly

Typing
etiers-always

“answering/Maskhng Calls
>ometimes Lo regRlar

N
Make Appointments/Canceilatiors
ocmetimes

Taling to-Collegues/Visitors
.somecines

Most Crucial Task E_ost Crucial Reading Task
typing 2acing letters and mem>s typed
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-

ark-Typaat Observation Dater  2/.9/80

Cffices Soclal Security Contactilarry Boldnd (Frauncis Nakamura in hia ubassnce)

. Jobs Clerk Typist (process Soc, 5ec. claims) Time on Jcbi2 years

Fulltime: yes Minoritys Yo Agei 50* s Mlingualilo
- 2

Trainé Experiences on job, “raining ongoing, updated regularly, can rejuest
C.ag%en 30 jeslres

Activities and Ratings (activities rated always, regularly, somotines, rarely,
and navemr'j),

Reading

computer pringouts-regularly
lettars-regularly
timetable~regularly

claims manual-regularly

soc, sec. claims sheet (list)-regularly
computar teminal-regularly

rlle folders=regilarly

incoming mail, forms-regularly

Writing ’ L
etterseregularly

claims-always

.'[‘xging )
etters-regularly

forms -regularly

Ansmring(ﬂaklng;:alls
occasionaaly - <

Making ip olintrents
Yorxmx Never

Zaixing to Collecues and/or 7isitor:
Ammxraaeux sometlne s

‘ QQ . .
Most Cruclal Task Moat C.u:ial Reading Toskgs)
greceasing clains crecking for errors in spplic.tiors
- forms accurately filled out ty peopls

¥

N
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' TTerk-Typlat Thaarvullcon Date1l.”23/80

Or2L¢s1 Student Heaith cannr {(UCLA) Contact{s)ilinda Priceicle:x)
Mary Bullock (super)

¢

Jobs Clerk-Typlat {appt. lesk) : - Y

Fil’tiney Yas ?me-ﬂ'zn Yas g8 21 Pllinsualr No
Tralnirg Bxp-riencet Hartor Cecupationpl Truning Ccﬁ\ur in typing, Business,Educ.,
matl, =Znglisn o
: ’ S
Time ,n Jobr ) months } o )
™

Activitiss and Ratings(activities rated always, -egularly, somet | m.a, rarely,
. and rever): .

Readlng * "

“aproinument Ppgister-aluays

Feferra. (@rms-ulvways

orm -eiva/s

cards.-always

hures-sometimes .
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