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o o 'Information 1s a critical element in malﬁngd\ cisions. For career reIated -
L o :' decnslons the information must encompass multiple perspectives, come
R - +*" from many sources, :and be . easlly accessible and retrievable. The Ap-
R BRI - palachia Educatlonal Laboratory, in developing ‘the Career Information.
i+ . ¢ - System (pIS) has built a comprettensive -organization and n%nagement :
o wooso system for career information resources. The CIS-allows students to ex- -
o e plare. themselves in relation to the world of work. By using the Worker Trait
..} .. ... .Group approach, based upon the Dictionary of Occupational Titles, Fourth

’ -/" +~ .-~ Edition, published by the U.S. Department of Labor, multiple inputs can be
_ /R used td explore work and leisure situations and relate these' to hlgh school _
S A course selection and to career choices." s
/ ' S The Career - Informatlon System goes beyond organnzmg' muIt|pIe. -

S e résources about occupations, by incorporating information on experiential
R Iearnmg, community resources, ‘education, training;.and placement which
. are critical for informed career -planning. As an open-ended’ . system with
. ~.unlimigs d growth potentlal ‘angd, Gohsiderable flexibility, it is a unique cur-
' . = ricu ' tool for career exploration. Although the Career Information
. R B - "Sysfem is a. manudl system, its components can be easily adapted to a
S computer mode of storage and retrieval. The use of the CIS is not limited;to - - -
o e secondary school students It can be used by any age group in aImost any
' - ‘ o ' settmg
- The Appalachla Educatlonal Laboratpry has orchestrated a unique work-
‘ : : '|ng relationship with-the National Institute of Education;, the U:S. Depart-
AL ment of ‘Labor, educational representat|ves from reglonal state, and local
: Ie,yels and the McKnight Publishing Company which is culminated hy the
publrcatlon of the Career Information System. The system is a component
of. the Career Decision- Making- Program developed by the Appalachia
/Educatronal Laboratory. The Career Information System can be a hub
o around which the other components of the Career Decision- Making Pro-
—— | gram and a school's broader educational program can revolve. The CiS is a
v | system: ‘which facilitates the. teaching of career exploratlon career
decision-making, ‘and career planning to secondary school students. The .
potential of-this system is unlimited. The Career Information System willbe - .
an |mportant add|t|on to the educational programs in our schools.. N

L4 .

ST -1 Corinne H. Rieder
’ ' C - Associate Director

. - L ‘ : Education and Work Group
L Lo o Natlonal Instltute of Education .
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< instructional services.

W .
\

- “tional information facilitates teachers’ utit
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There has bé&n an increasing emphasis placed upon the organization ot

- o b - . 5 . I K .
career information resources. Many- schools-have set. up career resource

~ centers or have identified a specifi¢® space ‘in which to place” available

resources.-Organizing the resources-into one location facilitatés their use.
Although  this. physical organization is important, “career information
‘resources must be organized so that ocgupat.lonal\information is linked to
the access variables, such as interests and a_bti;ude_s,v_used' to- help
_ students develop an understanding of s€lf, In adc‘;ﬂ.,tior'\,-'they need to: be

organized so that all resources relating 1o éach. occupation may be easily . o
identifled. This Career Information System (CIS) is.a‘n' organizational struc-- - ..

ture for ‘facilitating career explorati'on.,/ )

The CIS is based upon the Wor
of Occupational Titles, 4th Edition,
cess.variables dre both indexed tot ‘related Worker Trait Groups. Thus,

Jrait'Group strutture of the Dictionary :
areer information resources and-ac- -

the Worker Trait Groups provide a sygtem for.linking access variables and

" career information resources.

- The Cageer Information Systel'h als 'Ii‘n}gs"‘th-é at;_c_:éss yé’riablés_ and career
‘informatiohtesources to curriculum Qpportunities. This linkage facilitates:
identi '

students’ ication of courses they mi

S LUS ight take  for occupational ex-
ploration or skill development. In additiQn, th

to their future role as workers.

The, Career Information System is an open-_énded system. "It‘ provides a-

structuré with potential for moving from the: typical print/audiovisual oc-

- c'updt\ional information, which makes up most of the resources included in
- present systems,; to including experiential information, education and tréin--

\

ing programs available, and job opportunities. As components of students’
occupational exploration, opportunities for education,” training, and em-
ployment need to be associated with the Worker. Trait Groups or occupa-
tions being explored to provide the basic information needed for decision-

making. Other systems and materials are linked.to. the Career Information-
- .-System by indexing procedures. Thus, multiple systems are. reduced to a-
single system which eliminates many of the usage problems for,_s_tudents,b'

‘ teachers, and counselors. * - .

Ay

This Career Information System' Professional Manual provi'des"de'tailed |

information on setting up ‘the system and utilizing the related access
'materials. The'system can provide the common element unifying the career
expl'ora't'ion_c(pp’ortunitjes of students through guidance, counseling, and

I

David W. Winefordner o . Ilvan Charner

Director ~ R . - Research Associate - . .. _
~ \Division of.Career Guidahce '~ =~ a  Education‘and Work Group. .
. Appalachia Educational Laboratory _Natiopal I_nstitute_of Education

) b

linking of courses to occupa- -
‘ iization of resources as part of .
course experiences. This can help:students see the relevance of education
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- - INTRODUCTION

IR ~

Career exploration requires the integration of
. two processes: self-exploration and occupational -

. exploration. The. inforrRation necessary for self-

- -exploration resides.n the individual students and
their interactions with the world around them, Oc- . | - o AT
“cupational information;/on the other hand, is'not. -~ .~ I 7 - /

so readily obtained. AIthough there.is a wealth of . :
occupational information in varying forms (print, : - . R
audigvisual, experiential) and directed to varying : ' C
levels (dwareness, orientation, exploration, prepa- . = .- , , :
Ny ration, ‘placement), it is rqrely avallable for easy = - ST T o N
and meamngful use. o 0 o . B
" The Career Intormation System (CIS), a major / B T
component of the Career Decision- Makmg Pro- . Co
gram, developed by the Appalachia. Educational _ B T Y
Laboratory, provides a structure within which'in- ~ + .- IS ‘ //
“dividuals - can integrate the processes of self- ' v R
- exploration and occupational exploration. The S S
* system can incorporate all forms of occupat|onal ' ' ' /
information which -.can be reached through in-
. _d|V|duaIs interests and abilities. ‘
- Implementation of the CIS involves two major' _
- functions: (1).installation and maintenance, and (2) . .
_utilization. The Career Information System Profes- - -
/ sional Manual is designed. to guide teachers, ' .-
. -counselors, and:other proféssnonals in the perfor- -
mance of these functions. o
. The first section of the manual provndes an ‘over-
view of the Career Information System. The sec-.
ond section contains detailed instructions for in-
" stalling and maintaining the CIS ip a variety of set-
tings. The third section provides utlltzatron gundes- )
-for the CIS materials. _
Perhaps the most lmportant aspect of the CIS is .
~ that it is not ‘static, and can be used more than .
. 'once by.any individual. The systemis designed for. - -
- easy updating. The access routes to the 8ystem’s
_information provide for exploration at varying
. levels of interest and sophistication. Thus, it is:
- -responsive -to. changes in individuals and the. .-
world of work,.providing meaffingful information .~ -
‘to individuals throughout their career develop-f' '
ment T

-~




CAREER INFORMATION
SYSTEM OVERVIEW

~ One of the' most’ essential elements in any
career guidance program is information resources.
Without appropriate and adequate resources,
. - students may be limited in their exploration which,

" affects their career decision-making. Therefore,
/" the identification and organizatuon of career 1nfor-
* mation resources are. vj;al to’the success of any

Career guidance prograt

It is recognized ‘that . it: |s'|mposS|bIe to build a
“total” system containinginformation about all of
the.thousands of different occupations. If such in-
formation were ‘available, it would be |mpossnb|e_
for students to explore aII occupatlons Therefore,
the critical tasks in setting up, maintaining, and -

expanding career information. systems are (1) the
~ identification of information resources represen-' '
. tatjve of employment opportunities and prepara-
-. tion programs, and (2) establlshlng personalized

access strategies.

The Career.Information System (CIS), developed

"":by the Appalachla Educational Laboratory, ad-

_dresses three of the following four problem areas
" _encountered by most'career.information systems:
(1) identification of all available resources; (2)
organization and management of resources; (3) ‘
rgani-.

utilization. and -access of resources and.(4)

zation of the activities used to locate information.
. The CIS does not address thep'roblem of identify- .
* ing all available resources since this is unlque to .
each school setting or institution. '
The first step in initiating or evaluatlng a
~school’s career information system is to analyze -
- the extstlng resources. Typical resources are oc-

.. - N , o e
. A * @ - Do . . . o

*

cupational briefs from commercial publishers, = -
_two or three bound- occupatlonal information
publications, such as the Occupational Outlook
Handbook published by the U.S. Department of
‘Labor, and a few audiovisual materials. Although
- these resources may be considered limited in rela-

_ tion to what- is: needed, they do form a: baslc B
system can be

source from which a total’
developed In addition to printed and audiovisual
resources, a variety of other resources needs to
be incorporated into the system. These include
eduoatlon/tralning, ‘job \opportunltylplacement
and “‘experiential” information.

. - The second step is to organize the career qur-
matlon resources. The physical location. of

resources represents one dimension of organiza- )

tion. *‘Many. schools have established " career"

résource centers or have ‘identified. a specific

location for housing these resources. A second-

~dimension of ‘organization relatées to resource ) )

qutlllzatlon Resources need to be organized
_Y(indexed) so that. all resqurces relevant to each oc- -

cupation’ can be easily identified. In addition, the -

resources need to be.orgapized by'a group or
clustering structure. Thus structure must facilitate .-
locating materials on some other basis than oc- -
cupational . titles, namely,@the ‘access variables
commonly used in most career. guidance pro-
grams such as interests and aptltudes Thus, all
information resourges are identified to occupa- ‘
tions and further linked to the system’s grouplng
* structure through mdexung and filing procedures...
- The third step. is - identify appfoprlate
materlals and access vanables which cHn con-
tribute to an individual's understandlng of self and

- the world of work. This.understanding can helpan -

-individual identify related gro®ps and occupations
as.well as training and placement information.

"The fourth stepis-to develop a program and ac:
" tivities whichcincorporate - the access’ erables
~and . ‘materials. - These-. access’ variabfés and

: materlals provide- individualized career explora-- ‘

tion. experienges for students. . However’ these

" materials do not make up atotal. career gu;dance o

program. Other important dimensions,: such ag

-goals, values, and decision- mak:ng, need to'bein-

- cluded to provide the basic know Iedge and skKills -

_heeded for career exploratlon and decxslon-

maklng oo I 5
4 ' : r,,ﬁv'i; L

- Career lnformatuon System Model

“As the Career Inform’atlon System was bemg
deslgned the most crucial-
selection of (1) the grouplng Structure to be used
in organizing resolrces, and (2) the access

- variables which could be’ approprlately linked to

‘the groups. There are ‘several- tyges of clusterlng :

" . structures. Some of” the most common ways of

grouping. occupatlons are by products or services

Y provided, procésses or materials used, type of

. work: ‘performed, industry’ deslgnatlons and

. worker quallflcatlons Since meamngful career ex:

y 1

. e

‘decision - ‘was the -



+

: ploratlon should focus upon the lndrv-ldual it was .'
decided that the most approprlate clustering

system was the one based upon worker qualifica-

“tions. This clustering structure is one @f the oc-

cupational classification systems developed by
-the U.S. Department of Labor and included as part

~ of the Dictionary of Occupational Titles; Third Edi- "
" tion, 1965. This system, the Worker Trait Group Ar-- -
rangement, consists of homogeneous clusters of

‘occupations requiring similar .worker charact-
. eristics. Access variables such as interests: and
aptitudes can be appropriately linked to worker

'characterlstlcs since they provrde a personalf-

dimension to the world of. work Therefore the -
Worker Trait Groups were selected as the. .group--

ing structure of the Caréer Information  System. .
‘The Worker Trait Group structure of the Dictionary
. of Occupational Titles, Third Edition;.was used'to.
" develop and field test the CIS; The Worker Trait

Group structure of the Dnct:onary of Occupational

Titles, Fourth Ed|t|on was used to revrse and.
_publish the CIS. ' =
As abasis for addressingthe four problems and '
: the four steps discussed previously, the following
. conceptual model for the Career Informatron'

System was designed. -

CAREER INFORMATION SYSTEM MODEL
I v
. /v . . . - . L " X . ’ . . . : .o - B
- Career Guidance Materials Organization and Management System - Career Information Resources
- Courses/Units/ ) ‘ 0 donal Eldutlza‘tlon -MJo'l:
Modules Access Variables . Occupationa faining arket
- - : Informdtion Programs Informatlon
| A . . . e
-U.S. Office of s .| MEDIA T .
: - Education Clusters e - ’ -
* ]+ Schooi Subjecis . —0Occupational - .
. . o - Briefs - a
« inventoried Interests - . - L ’ i
°e —Bound Infor- -
« Expressed Interests _ *Single Variables ggt}:ongoc "+ » High Schaol
- ) ) . B - Courses * Census
Post Secondary . | -—indexes . . LT —1 | oot . 3 : '
; 4* Measured Aptitudes . E . Worker -~ Fite o o Data
:dmn B _ " Multivarlables - ) ' * Vocational . .
ui. « Estimated Aptitudes . —Keysort Cards | . \RSCT Index —Fllms, tiim- Education . Corel = -
e s ) o —Matrix. ’ . 8trips, video- Programs High
» Work Situations . _ P o tapes . Employment
SBS‘=c°h';d;W 1 o co e Complter NS : R - o Technical ' Occupations
! * Work Activitiés g EXPERIENCE .Educatlon B
DR L | , Lo A . Programs
: . . Occu ational Goals - i . o —Field Trlps "
Junior-High . P ‘DOT i v - * College’ -~
School- -,Speclal Abllllies o . - Qccupational | - © | —Ciassroom” Filelds of ’
<y . . Group T S \ . o ' . Study.
|+ Leisure Activitles. ) . Arrangement | S ) —Speakers . -Majors.
« Hobbies A "‘, "| —career Clubs
* Educational Aspirations Other —Simulation
_‘-Sys:ms —Work Experlence
N S - )
- Clusters —Shadowlngz
® a ot - . Observing : . L
- ; Workers - T
- y o —Consultants

In the rlght -hand column of the model under
the heading ‘‘Career -Information Resources,”
three ‘types of information are identified with il-
" lustrations of materials or information. Each of.

these resources may be related to a specrflc oc-

/ :cupation or to a Worker Trait Group..As these
 resources-are identified and included in the CIS;,
an emphasis should be placed upon local oppor-
tunities and information. State, regional, and- na-
tional information, also needs to be |ncluded
because of the high degree of mobility of . the
population. A priority should be placed upon in-
‘cluding information related  to the degree of op-
portunity. A ‘‘core” set of occupations has been
. \ldentmed and inciuded in selected guldes and 1n-

- dexes of the Career Information System ThlS set -

of occupations . includes ,the major | natlonal
' emp_l'oyment opportunties 4as well as those oc-

we

ot rodded by £

cupations found ‘in common career information:
. resources. . s

%. |
In the mlddle column of the model, under. the; o

heading **Organization and Management System,”

note that the Worker Trait Groups label is shown'
in a circle and in the center of the column. This cir-

cle symbolizes the Worker Trait Groups as the
“hub” of the system. All career information

‘resources that can be linked with an occupation
or a Worker Trait Group are placed into the CIS.

through f|l|ng and/or indexing procedures. In addi-
tion to Career information resources, _other

: .systems or.occupational clusters may be Imked to

the Worker Trait Groups through indexing pro-
cedures. Thus, the Worker Trait Groups form a
common grouping structure to which all resources
are linked and other systems can be tied.

In the left: hand column of the model under the

’
ce



)

,?-

school guidance programs .to help students

"-develop .an understanding of self and the world of

- work. A general problem with existing access
materials is that they are tied to different grouping

structures of the world of work, i.e., an interest in- B

ventory tied to one set of.occupational scalesand

an aptitude test reporting scores related to other
~- clusters. In the Career Information System, all ac-

cess variable elements are indexed to the related

Worker Trait Groups to eliminate this problem. For

-example, mathematics, as an element of the

- -school sub;ect variable, is linked to Worker Trait

"Groups utilizing mathematical
skills. The worker characteristicsx
- the Worker Trait Groups have
develop CIS access materials:

knpwledge and
sr(s) ‘

een used to

;. The box located to the left of the Worker Tra|t (
Group ““hub” in the middle column of the model

contains a listing of techniques that can be used
to link Worker. Trait Groups to one or more

“variables. Single elements of a variable can -be_

linked to'the Worker Trait Groups through an .in-
_.dexing procedure. An index has been developed
for each of these access variables included in the
Career Information System. Two of the three

-technigues listed to link: Worker Trait Groups to '
" multivariables are manual téchgiques. The Career
Information System was developed as a manual: .
: limited.
'“ ‘availability .of: computers Although the computer

'system was _not developed,"

.system to eliminate high, costs .and

the CIS manual

_system may be tasily adaptedto computerlzatron

o system structure. :
- The primary installation decrslon fhat needs to

“be made relates to the organization of the career
information resources>*ifthe grouping structure in -

wll Toxt Provided by ERIC

A
use

‘As part of the:career guidance materials, units

'and modules have been developed for each of the

. CIS' access ‘variables. The' module and -unit
materials ‘include sound flimstrlps to present

‘basic concepts related to each access variable:;
and activities to provide students with an oppor-, ..

- tunity to relate experiences to occupatronal ex-

__heading-“Career Guidance Materials,” is a listing
- of some of the common access variables used in *

ociated with -

ploration. In addltlon to the un|ts and modules, a.

semester: ‘cotirse . encompassrng 15 currlculum-

u.nlts has been deVeIoped for secondary schooI -

AIthough the initial
deveIoped for use at the secondary school level,

. dary'students. - , -

Pla‘nnmg the System lﬁstallatron .
"One. of the most |mportant aspects of |m-

pIementlng, the Career Information System is-
' { preplanning. The model may be used to evaluate
'and ,

;,present. .resources, guidan"cematerials

the school's system is being effectively used with

. guidance or curriculum activities or materials, the

decrsron may be made to keep that structure and

N . -

CIS mater|als were . .and near facilities where -audiovisual materials.

" can be show -and-grou e ac s con-
they mayalso be used wrth adults and post secon-_, ‘" ducted. n.and-group gurdanc t|V|tre o

Personnel decrslonsglso need to be made The
. responsibility of the Career Information System _
must -be assigned to one staff member. Effective

" tivity requirements.

‘_;shoUId also be considered
pdssrble space should be provided to place all
_career information resources’“lnto one location. -
Consider a spacnous location near student traffic.
-,patterns to provide easi'

- students. The Career Reésource Center approach
- should be . corsidered. /
materlals should be near the counselrng offices ;

" link the Worker Tra|t Group structure of the Career

Information System through an indexing pro-

. cedure. The section entitled ““Career Informati‘on_
System File Pian” of this manual contains. step-

“ by-step instructions on how to adapt the- CIS to
other frl:ng systems.. Adapting the Waorker Trait -

Group structure of the Career Information System

to an existing system permits the best of both _
systems to be utilized, thus mcreasrng the overaII '
-system’s" effectrveness o
" Another major decision relates to the amount of -
access variables and related career- gurdance
‘materials t& be used. If most of these materials - -

-and access variables are planned to be used with

any one group of students, then the Exploring
Career Decision-Making text, used as a semester

course meeting five periods. a week, should 'be

considered. This boek'is available from McKnlght,

Publishing Company. 1f :‘the time  available.
limited and planned activities-are more related to

Activities for Career Exploration (IACE) booklet
which is designed for a five- to nine-week session
should be considered.. Other CIS materials,

through a unrtlmodule design, may be used |n-' '
- dependently on a- short term basis.. The IACE
- Rooklet and, the other .CIS materials are also .-

available from M¢Knight Publrshrng Cpmpany

- exploratory experiences, then the Individualized - ‘

. ‘As part of the preplanriing, the user should

become familiar with all-of the CIS materjals.and -

"decide which materials best meet-the time and-ac- -

“Pilot "activities conducted -
with a few students should ‘be considered to- ac--

. quaint the teacher/counselor with the materrals

and process as weIl asto test the system $ opera-
tion.

T\he location of the Career Infoeratlon System ,

in . preplanning. If

access and use -for

If. possible, -.the ..CIS

installation operation, maintenance, and expan-

<

,sion’ of the system .are dependent .upon career_'_-,“-

resource information being considered as'a vital -
part of. the school's -career guidance and cur--
riculum programs. Without this -recognition and -

responslbllrty asslgnment the CIS cannot reach
|ts potential. .

“A planning commlttee comprised of members

- from the administration, faculty, and student body

may be formed to help develop the planning.of the

_Career Informatron System’s |nsta||at|on and"

11

.
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P . S

utilization. This committee could serve two pur- '

'poses — (1) provide inputon how the CIS can best
~meet the needs of curriculum and. gurdance and-
" (2) provide an avenue of ‘communication back to. -

the groups represented by. the committee

members. After the installation of the:" CIS the *-
committee might be terminated or kept as an ad- .
- visory committee for the operat|on and expanslon
. of the CIS : '

B

S
o

‘Rather than startlng ora farge scale and setting

' up the total. system, it is recommended to.install:
| the basic systgm first. The basic system'includes -
“unbound occupatlonal briefs stored in -vertical
~ files /and bound occupational ,
references such as the Occupation Outlook: Hand-

information’

..-book published by th¥ U.S. Department of Labor,

and the Encyclopedia of Careers, publlshed by

Ferguson. Publishing” Company, which havé -

- already been indexed to the Worker Trait Groups
The basic system can be used to pilot activities-

for. familiarizing' students and .staff with the‘

~ systems structure and operation.

—f

- panded to includ

Once this basic system is set up; it may be ex-

| NFORMATION TOmRS] Ny

the other resources such as
.books and audlovrsual materlals Then, it may: be. -.

a

Career Iniormatron System is limited.

The. section: entltled “Career
System .File ‘Plan” of this manual contams de-
talled |nstruct|ons on how to set up the system

- Usmg The System e
" One’ ofgthe

- career . information in. a- variety .of ways which

_facilitate: personalrzed career exploration.. Aware-

néss-and understandrng of’ personal qualities

. such. as aptrtudes vocatlonal interests, leisure

\ time. activities, hobbies, and preferences for a
variety ‘of things including-.school subjects are

expanded further to |nc|ude the experrentlal tnfor-
mation resources found ‘in the school and com- -
munity. Without these experiential resources, the_ -

The. initial work in setting up the basic system :

_,requrres personnel time -for codihgy setting tp
files, recording; and cataloging. This clerical func- |
- tion may be. performed by interested students, a .-

. business. e‘ducatron class or other student body.

' service groups. .

Informatron o

jor strengths of the Career Infor- "
~‘mation System is'its ut|||ty for provrdmg accessto

.. -critical elements in career exploration. These per- L

sonal characteristics, ‘when linked 4o the world of
“work through Worker Trait Groups provide "a.

means of career exploratron > .

. ?b

v B




~ The CIS has been designed for use with dif-
ferent groups and in a variety of settings. The sec-'

.- tion entitied “Career Information System- Utiliza-

~ tion Guides” of this manual contains detailed in-- }

structions on the use of the CIS ‘materials ‘in a

garoup gundance settmg Independent learning sta-.

. tions Within the facility housing the Career Infor-
ation System may be established for individual -
e. The CIS materials are set up so that students .- ~

rﬁay locate and use them with mifimal assistance:.

tlowever a staff membert heeds to schedule the
se of expenentlal resqurces.

' Surnmary )

As your school Iocal state, and federal agen-.
cies, and curnculum developmental groups

_develop new access materials, these should be in-
. ‘tegrated into the Career Information System File -

“Plan and Utilization Guides. The flexibility pro-
-vided by the notebook format of the Career Infor-
mation’ System Professional ‘Manual faculitates

‘the physical‘integration of new materials. The CIS
‘has been developed as an open-ended system to
_"allow the add|t|on of such new access matenals

..
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w}’ ;_;. | INTRODUCTION

The Career Informatlon System F|Ie Plan is a descrlptlon of the CIS :
. organlzation and management procedures. The 12 Career Areas and o .
v GG Worker Trait Groups (WTGY used to organlze and index careerin-- -~
B .»formatlon resources in the CIS are, based upon the Area - Group struc- =~ .~ -
‘ture of the Drctionary of Occupational Titles (DOT), Fourth Edition. ST
Procedures are given in this File Plan for installing, operatlng, and. - .-~
malr)talnmg the CIS. These procedures are described"and illustrated in
- _ detail. Installation of the CIS is divided into two segments. The first
o o stage is the development of the basic system:. The basic system is
N ] ~ designed for organizing unbound. materials containing information _
: about a single occupation, In‘addition, the basic system’ also contains: '~
S Worker Trait Group.indexes to two gommon: occupational references,"' ’
o the Occupational Outlook Handbook and the Encyclopedia of Careers.
| The second stage of the CIS development involves adding other
'career information resources such as books and audiovisual :
' materials, as well as expenenoe resources. The -expansion of the CIS. -
- is tailored to fit the resources available to a school. ' o
e In addjtion, this File Plan contains procedures for adaptrng exnstlng o
- filing systems to the Worker Trait. Group structure. These'procedures -. :
are designee to-permit other filing systems aiready in operation to - -
) continue, but be adapted to the CIS through indexing to the Worker N
Trait Groups o )
Most of the materials needed to install the:CIS are furmshed as part. ) S
of the CIS package‘published by McKnlght Publishing Company. Addi- - - S
: tional materials needed are listed in the procedures as well as in At-
< .. . tachment A of this mariual. Those materials which must be’ obt‘arned &
. o from another source are mdrcated by an: asterlsk




INSTALLING THE
BASIC SYSTEM

The Worker Trait Group (WTG) filing and index-

. ing system is’ designed toaccommodate a wide
_range of .career information resources. However,

- initial instaiiatlon of this system« focuses ‘on

developing a basic system which is designed to -

accommodate single- -job ~unbound materials: -

/yﬂ”se materials, such-as briefs and pamphlets,-
are assigned to one Worker Trait Group and filed -
accordingly. Other -types -of career information
Tesources ¢annot be physically filed or contain oc-
cupational descriptions for more: than one Worker

- Trait Group. These types of resources are used to
- expand the system once it has been established."

'~ The basic -system is composed of three

physical components and. uses four procedures

- for processmg smgie ]0b unbound materials.

_ Physncal Components
.» File Content Notebook ¢ Coding
- o Alphabetical Card File  * Recording -
-« WTG Vertical File -  Cataloging:
S -Filing

~ o

Preparmg the Physrcal Components :

Fiie Content Nptebook

The F|Ie Content Notebook is, a looseleaf

~ system,

Processmg Procedures .

‘notebook Itis. used asa Worker Trait: Group index

- to-all DOT Main Titles of materials stored in the:
“WTG Vertical File. The notebook has a divider for -
- each of the 12 Career Areas and 66 Worker Trait
‘Groups. As. materials are processed into the. -
the DOT Main Titles are -entered on -
. preprinted forms behind the appropriate WTG: -
divider. A tally mark is made to show how. many
pieces of-information are in the flie for aparticular. -

DOT Main Titlg,

“Materials provrded for setting up the File Con- B

v tent Notebook are

- .Three-nng notebook SR

. 12 d|V|3ers for Career Areas

‘86 drvnders for Worker Trait Groups

q .
. Prlntednotebookforms R

e Area —’ Worker Trait Grod,p List (Attachment B
. ofthrs manual) v , .

‘The File Content Notebook is deveIoped by us-
lrng the foIIowrng procedures

1 Prepare a notebook form for each of the 66
Worker Traltmeups obtaining the necessary
information from the Area — Worker Trait

"Group List (Attachment B of this manual). Fill -
- out the appropriate blanks on the top margin of -

the form as shown in the following illustration.-

/{ecﬁwﬂwa& ~ 0s5.0/ = )
+, DoT AFiEAr’TITLE " . 'AREA-WTG NUMBER
E ngomat/ecrng : R
WORKER:TRAIT GROUR TITLE, . L e
Ve’;:lical 'Alt:_:lnate Supplementary o e ~ ¢ L
e e : . ' ' . .
‘Pleces Code o Cede. - . - pot MA_'N TITLE E:ot Code
- —”"\\ . R i ,”\\ ‘ ' S
—"fo,\\ \‘/I ) \\ ’f’ " o - \~ . . ’,-‘ v \\ . . "/
L~ -~ -~ \\ . So ,/' N, ] .
VJ-'" . ‘ \~_‘\ ’_/’( rv \\\ . ),/ \\\v”, . \\\ P . ;,/
. . . ey . ‘_: Al . - /
) RN
- . N . !\’
o o » N o 05.01
When. a WTG m has Been completely filled :-.

with jobtitle entriesan additional form should be -

. prepared. The addrtionai forms shouid have apage. -

* " number. desrgnatlon ‘placed under the Area —_
" WTG number as in the following exampie

o . s ,"“_16'

AREA — WTG NUMBER

. -
. _.' - ,- ‘w-‘

2 insert ‘the prepared forms behind the ap-

propriate Area — WTG divrders
. - .

.‘.

£



. _A'Alphabetical Card File

~ The Alphabetical Card File is an |ndex for all oc-

- cupatianal titles processed into the system. It has -

~'two types of entry cards: DOT Main.Title cards and
Alternate Title cards.

oim

e *Card F|Ie (standard or rotary)

'. ‘Alphabetlc D|V|s10ns )

e Cards (3” ><5") ;_b | —— S -

Materlals used to develop the Alphabetlcal Card .
: ﬁle are: ) ‘ _ "

~ Main Title belongs. In- addition
- pertlnent information, as |||ustrated in the follow-

- preprlnted Mam T|t|e cards _
.7 o \
‘blank Alternate T|tle cards

Preprlnted cards are used for. the DOT Maln-'
‘T|t|es These are the primary entry cards used to -

designate the Worker Trait Grouq}]o WhICh a DOT
t ey shdw other

|ng sample

4.
. T ) B )
= " TAREAWTGH -
© " DOT MAIN TITLE .
DOY CODE: ' ALTERNATE FILE CODE: _ \
. . . . . . . 4
WTG FILE . " BoH: .. EOG: - ‘
.| SUPPLEMENTARY CODES: - -
R . ! ' . ;
' o B v
REFERENCES: e A

" EXPERIENCE Resounces

QOQ

K

AIternate Title cards are secondary entry cards.’
A Alternate Title is an informal name by which an
occupation is known in various sections of the

' 'country These. tittes are frequently used on oc-

cupational infotmation. Alternate Title cards are

" used as cross references to the DOT Main Titles.
_ Blank’ cards-are used for Alternate Title cards and

‘'should be filled out using a standard format as |n .
the followmg example.

It |s not necessary to place any other lnformatlon

QR b

on the AIternate Title card. Users of the system

are“to refer to the DOT Mam Title card for com-.‘ o

plete information.

The Alphabetical Card F||e is developed as

materlals are processed into the system. Further

" instructions for filling out both the Alternate and

DOT Main Title cards are listed under “Cataloging. .
Single-Job Unbound Materials,” page 13. Afterthe

- cards are completed they are filed in alphabetlcal .
_ order. A : »

N

T Aﬁl‘&mdifut&
B .,&,,Dor-/ﬂa_,unjﬁlb

"

- fp—wre
Numberv
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WTG Vértlcal Flle ‘

The WTG Vertical:F
job unbound. materla[s afterl,tnhey have been pro-

cessed by.coding, recording, and cataloging. This

file contains- 12 Career sArea dividers : and - 66

ile |s used fo store slngle- .

Worke ratLait Group - djviders. After .3 ‘piecé of

© material is processed it is filed behlnd the ap-
«  propriate Area — WTG divider. ;
' Materlals used to develop the WTG Vertrcal Flle
-1 A
. . . B t)'

?

»

. "Standard vertrcal flllng cabrnet (two or four v

drawers)

. *Flledrawerlabels _
| ‘-"78flle dlviders (3 cut metaI tabs)

Labels for dividers (Attachment B)

The WTG Vertncal Flle is prepared in the followmg'v

sequence o
5
1 Lab'e'l the fule dlvrders usrng the prepared
labels included in Attachment B. Cut the Iabéls

: and |nsert them in the tabs ofthe file dwuders

t. 1 y .

After lnsertmg the Iabels pIace the dwrders i
the drawers of the vertical file. A standard ver-
“tical file drawer accommodates approxlmately
400 bnefs or pamphlets
" drawer of the file is used for thése’ divider.

e .
. _,_-._\"ff:' A

. _‘-'- . (
. .0 .

Processnng Smgle :Jab. Unbound Matenals':’

. }.,,;-.

Coding Smgle Job Unbound‘Matenals e

P

.The primary pu rpose of’ the codlng procedure |s 5

v

‘..ﬁ

If more "than' one; i

" label the -drawers to show the ran,ge’of Cs regd _
" Areasand WorRerTrantGﬁOups‘in eachdravger . q? :ple

. ‘s"’
S0,

W o o,

to identify- the Worker Tralt Groub—towhlch the oc-*

" cupation descnbed in’ the- singlejob unbound""

- material belohgs. Codrng is Grueial tothe* ingtalla-
tion process.- Perse
- should be thoroughly
cedure. .

T (ﬂ )-\_ )

nel setting-up” the system'
amrl;aﬁwrth the codmg pro

The - Supplement ‘to: the chttonary of Occupa '

“tional Titles is used*m thls procedure

" There are two stépstinyoived in coding. The first
. stepis to identify the DOT ‘Main Title for the oc:

cdpatbon ‘described in ther material. This is par-

ticularly-#enportant. since all materials are to be.

proce$sed’ into the_ system by their DOT Main
~Titles. The second ste% is to identify, by number,
. the Aréa — WTG to vyhlch the DOT Main Title
“belongs. HoweVer ‘befgre following these two
" coding steps,-1ook: through Attachment -C of this
manual, “WorkerTralj Group.Index to Commercial
“Briefs.®This. attachmentnhas all the necessary in-
. -_’,‘-': 7 formation for codlng many of these briefs. If the ti-

EKC

o Provided by ERIC
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o tie of the brief is not Ilsted/m the |ndex use the

-

followrng codlng dlrections
. 1 Identlfy the DOT Main letIe by us|ng the Sup- |

- plefnent  to the Dictioggry of Occupational
"~ Titles. In the Alphabetjcal Index,.in the back of .

the Supplement, locate the'titl'e for the brief.

»
. . The foIIowing example |1Iustrates the. AIpha-
. betrcal Indéx.

Dot Mai

-

Tltle. ;/'; o

;

AIt'ernate Title -
. . E . /“ ’ - . .
+. . CHEMICAL RESEARCH ENGI

: 008.061-022 (prof & kin) 05.01.01
", CHEMICAL-STRENGTH T|

R 582.587-010 (textile) 06.03.02 -
" CHEMICAL-TEST. EER 008.061-026 (prof & kin) 05.01 04
- chemical weigher{DYE: WEIGHER 550.684.014) 06.04.17
© . CHEMIST 022:061:010 {prof & Kin) 02.01.01 -
hemist, Analytical (CHEMIST 022.061-010) 02.01.01
chemist, blological (BIOCHEMIST 041,061-026) 02.02.03
Chemist, Clinical (BIOCHEMIST 041.061:026) 02.02.03
Enzymes (BIOCHEMIST 041.061-026) 02.02.03
: (prof & kin) 02.02. 04

Undefrned Related Trtle -

~.» When the title appears- i'n"the"llstlng'in.all'
~cap|taI Ietters then proceed to step2 o

. When the title appears in begmmng capital Iet-

~ ters, it is an Undefined Related Title. The DOT

rq - Main Title will appear in parentheses. See the .

'-' precedlngexample o

When the title appears in aII small letters, it is
‘an Alternate Title. The DOT Main Title will ap-
pear rn parentheses See the preceding exam-

fdefined Related Title, mark parentheses

rotrnd it and write the correct DOT Main Title
dlrectty above or below it. Use a red or other col- _
+ @red marking pen to make the DOT Main Title -

. rdrstmctlve ' A

:§Vhen the title on the br|ef is an AIternate or '
a.

A ]

e On the matenals, write - the nine d|g|t code

found-in the Alphabetical Index for the titles. If

~ this code ha been printed on the material,
: verlfylt ° .f_

-

C2. Identlfy the number of the Area — WTG to
- Wwhich the -DQT Main Title - belongs. This
numberis, Iocated at the end of each entry line*
_in the’ Alphabetlcal Index as. shown in the

followmg example

Chemlst, Enzyme .

CHEMIST,; FOOD 022, 061 014 {prof & kin)

Chermnist, tnorganic (CHEMIST, 022.061-010) 02.01.01

Chemist, Organic (CHEMIST 022.061-010) 02.01.01

Chemist, Pharmaceutical (BIOCHEMIST 041.061-026

‘Chemist, Physical (CHEMIST 022.061-010) 02.01.01 -
- Chemist, Poliution Contro! (CHEMIST 022.061-010) 02.01.01

Chemist, Proteins (BIOCHEMIST 041.061-026) 02,0203 . -

.CHEMISTRY TECHNOLOGIST (078.261-010

Chemist, Steriods (BIOCHEMIST ‘

CHEMIST ‘
“ : Area — WTG Number

1



B "Tltle

" On.the brief, write the-four-digit Area — WTG'
number in the upper right:hand corner. The_f‘o_ll_ow- -

T~ N
-

bl

show all codlng lnformatlon s

‘Write the Area ~— -

WTG Number.

“ing. illustration is an example of a brlef marked to R

‘Mark parentheses
- around Alternate
~d

C L O R
. T ' \ /a
P .
B

ZOI

Recordmg Single- Job Unbound Materlals

, After codlng single-job unbound materlals DOT
Main Titles are recorded on the forms'in ‘the File
Content ‘Notebook. Alternate or Undefined Related
Titles are not recorded. These forms have five col-

-umns. However, only three columns are useéd at '
this time: the first. for recording tally’ marks for '

each piece of material filed, the fourth for the DOT
Main Title, and the fifth for the nine-digit DOT
code. The second and third columns are not used
in recording single-job unbound materials.:

- To record a DOT Main Title, open the File Con-

(AthYTlCAL CHEMIST)

. , Chpmudt 021 OGI-O!O

. - . :
1 ’ . / . v
. . /‘ S N .
. . PN PN LI R < - .~ N . - .
PR e Rt A R4 Do T NP T .
- 3 n L eTr ~ - - e ~’ A .
"N ~ ~,¢’ B T kN ‘\’ - “\,f w7 K . ‘s~ - PR -.,: .o .~/I’\‘r' v :
N . . - B . N . . . ., N . —"' * A " =
) . ‘ : \ _ . . . v \ \’ LT o
o e . . PR . . N : > I .
' . . .

I Ey o~

" Write DOT Main .
. Titlein color. - "

Write-DOT code.

) tent Notebook to the form desngnated by the Area ’

- WTG number on the material. Make an entry on’

'this form as described inihe following paragraphs

If there are no entries on_the form, enter the

' DOT Main Title in the fourth column and the nine-

digit code in the fifth column. In the first column,
make:one pencil tally mark. A pencul should be us-

‘ed so that.tally. marks can be. changed easily.

When additiona} materials are processed for this -
DOT Main :Title, a taIIy mark is made for each’
piece. Only one entry is made for any DOT Main Ti-

_tle. The following example shows the correct en-
' try for Civil Engmeer Area — WTG 05. 01

»

Mechancéal. _y S 050/
. 4 DOT, AREA TITLE T . : - AREA-WTG NUMBER .
o . |
. R . . .
. . o, 3 ’ T
E noomavreend - | o
. WORKER TRAIT GROUP TITLE ' o
| Vertical Alternate ‘Su'p lementa
ple 1L PCode DT MAIN TITLE . Dot Code
) C’wuf @mm 005.041-014
. ”” o ,’,'\ 8 N o . . ”’,'f\\\\ ,’/
== — R N e
L”— = | P . o ,,/ S P . N . “ 4
~d ~ - PR S \ . rd
. LT
et <7
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- If the form .contains-one or more 'occupationa{l

title entries, scan the fourth column for the DOT .-

Main Title being processed. If there is an entry for

.o

the first-column. Hf‘there is noentry for thgtltle, '--; _
the ioccupationat title should be. entered ‘The
~ following fillustratloh shows an example of mult’i

try card is filled out for each new DOT Main Title,

and for any new Alternate Titles appearing on the -

materials. To complete this procedure, these

... cards are placed in the Alphabetical Card File. The
' followmg paragraphs descnbe how to complete K

thls tltle yérake an additional pencn faIIy mark in. pIe entries and taIIy marks R
M e,chmoca@ { FE SR 05 o/
: ‘DOT AREA TITLE < 'a. v ' J " S AREA-WTG NUMBER
. L. ‘ a‘. . .. ‘{\u ‘ ;. : : |
~ ’ ) E T ""s:,:‘i‘.. I
. woﬁKin TRAIT G.F(OUP TITLE R AR
_ ver_tlcal 'Alternatﬂve’t _Sl-‘jpplérjnem.a K & S R
O F,’!Fell:eés' ; c:F;!?e | Eotie ry",v - AEASFE DOT‘_MA'NT!TLE' A S Dot C_od"e',-'. .
Lolua [ e ' -oo'.m,f-sol'lL
- ool ou-ow
1 | ~ oos ob- ow
R S
g - Lmalr”
- Cataloging Single-Job Unbound Materials Maln and Alternate Tltle entry cards. . ) )
' o . o © .. */DOT Main Tltle Cards. Write or type the DOT -
To catalog single-job unbound materials,-an en- Maln Title, the nine- dlglt DOT code, and the Area

. —WTG number on the appropriate lines of the

printed card.. Pi ce a pencil check mark (»~)in the

“WTG File blank/ o indicate that material about this

title is filed in'the Vertical File, as shown in the
followmg |Ilusfrat10n ' v 2

] » . - j - . ‘1 ] S W ,.
~ /eghl . . olol _ |
S 7 T . . AREAWTGH
, : , DOT MAIN TITLE R .
> "pot cooe: 181, 007 =038  AiTERNATEFILECODE: . —
WTG FILE ___ _l/. OOH: EOC: . -
L SUPPLEMENTARY CODES: _ -
- . : +
REFERENCES:- i
| EXPERIENCE RESOURCES: ; < | .
. ) , _
13-
L ]
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~#Alternate Title Cards. Fill dut a blank card to

Mam Tttle and its Area — WTG number as |n the

cross reference the Alternate Title ito the DOT o followmg examﬂle

. _ S e

o t
.'.' - . :l(‘z_.' ) l. i ?\ . . "
. 1} ..‘-‘ L . -3: ] ‘l Y. . ) ” . B
| )Ju, Pja?w L 010/
5 ‘-"i.- . ‘. e REERE FaN
: co BT EENE N :
v 4 ' .‘ . . LT . -
L ' . \" .

o R
- =

. Filing Entry Cards Place both the DOT Mam T|-_'
“tle card and tRe Alternate Title card in the Alpha-

- betlcal Card File. Only one entry card is needed -
g for-any-DOT Main Title or Alternate Title no matter-.

. how many pieces of material are processed.

As the basic system_.is being developed, scan’,

the “cards in the Alphabetical Card File tor the

titles bé&ing processedefore making any cards. if.

- ‘acard for either a DOT Main Title or Alternate Title
is already on the file, do not make a new one or
add any information.

After processing all 6f the available smgle job »

unbound materials into the basic system, addi-
tional resources may be added. Two major bound
_resources, the Occupational Outlook: Handbook
" (OOH) and the Encyclopedia of Careers' (EOC),

- have been indexed to the Worker Trait- Groups..

Reference to the titles in these resources are

:‘added to the basm system by using the Worker

-

o - oo
.. ._‘“ \ o '

" Trait Greup Index ‘to Occupatlonal Intormatlon -
and the Alphabetlcal CGard Ftle Use the followmg v
.processmg steps.". '

1 Check the Alphabetueal Card F|Ie for each Mam Lo

Tltle listed jn the index..If there is a card in the

Alptigbetical Card Fiie. for this title, place a. -

check mark {.~) in the appropriate blank as
shown in the followmg |IIustrat|on

2" If:there'is a Main Titie in the index that does not

have a card in the Alphabetical Card Filg, then o

. -make one; -using the preceding instructions.’
~ However, do not place a check mark in the

- WTG Vertical File blank as this mater|aI will not " ‘

be found in the Vertlcal File.

. 3. The index also contams Alternate t|tles Cards

‘'should be made for those, tities followmg in-
structlons for the Alternate Title cards. .

/MMH’

TN

- ool .
_ 4 “AREAWTGH.
) DOT MAIN TITLE ) o
" pot cooe: £31.067-038 _ ALTERNATE FILECODE: __ - o -
. WTG FILE / OOH: VA 'E__o'c:‘__L_ S T

'-§ SUPPLEMENT'ARYCODES:\

REFERENGCES:

EXPERIENCE RESOURCES .

QOR\

: Flllng Smgle Unbound Materlals
After codlng, recordlng, and cataloglng, single-’

" job unbound materials are placed in the Vertical

File behind the appropriate file dividers. Although

15

Q

.organized by

it is not essentlal to the operatlon of the system,
materials filed behind each divider may be
‘the nine-digit DOT - code,  in-
alphabetical order by the DOT Main Titles, or by
other means of grouping and organizing materials.

*Developed by 'the_ Appalachia Educational Laboratory and published by McKnight Publishing Company..

[
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- OPERATING THE SYSTEM

: RIS B
E‘t&ck-Outhheck-ln Procedures

<

- used outside the ClS'location, check-out/check-in

- students or others will be allowed to use materlals :

: /

.

The prolected se ‘of the materlals in the
system will determine the type of operatlng pro-
cedures established. When materials are not tobe

procedures may not b.e“necessary ‘However, if

‘outside tl IS area or. for a prolonged penod of -

-

_ tlme then a srgn out sheet should be used a d a’

return area-determined. This procedure may be
- necessary if the CIS. location has wery /limited

‘space for use of -materials, and students /need to-

-go to another area to use them. For example, the

"~ CIS may be located in a small foyer and tudents "
may want to check out materials te use ;n a study o
~ hall. o
The sign-out sheet should: bea s1mp|e form con- :
ta|n|ng spaces- for the student’s name, title of the’ o
and- dates- checked out and in. The

materlal \
foIIowrng is an e’xample of a s1gn out sheet

- .

This.type of form can be mainjained in a card
file, splral notebook or other binder.. When the
material is returned, the’ form should be properly

“'marked. This responsibility ‘can: be assngned to '
- student assnstants

A return’area should be establlshed and clearly
marked to reduce the possibility of materials be:
“ing'misplaced after they have been returned. This

- return area can be a wire basket or cardboard box,

conspicudusly placed on top”of the flle orona’
. deskortable.

Refllmg Procedures b

Materials should not be kept out of the system

for an extended lengtlr of -time. Refiling of
* materials should occur as soon as possible; This
activity many be performed by the users of the

-, materials or by assigned personnel.

A refiJing schedule should be eéestablished,
determining whether materials. are replaced im- .
medla_tely after use, at therend of a period, or at

‘o

1

theendofa day. Th|s schedule can be modlfled as

the usage pattern of the Clstchanges

B4

' Checklng for Mlshled or Eost Materlals _
Occqsmnally, materials in the filing and’ |ndex-

|ng system may b€ misfiled or lost. To insure that

, materials are filed in the correct drvrsrons of the
- WTG Vertical- File, a periodic check should. be

- ..t /7 1S sieN-ouT SHEET- - o a0 T
- } V .‘ N e b' e T v el o N : .. .

Loe * - i \vi a v S _
K 6‘.° - ‘e ‘d_ . '- ‘ o . e /‘_-"--.».\:,‘,. C‘ ~
, Naiie - .} . Materials . N Date . opoo T

. -- ‘ T Cout. . .'_’/In i
— —

« AR A l .

. ‘ ’ ) :{ ¢ - . ) v.

.‘: of. ) * .x '

made by scanning the Area.— WTG numbers writ- .

ten on the materials. This procedure might be con- -

ducted weekly or monthly, depending .on how fre-
quently the fileisused.- - .. . it
To determine whether any materials are miss-

“ing from.the system, each division of the WTG.-
" Vertical File.can be checked against the cor-

responding entries and tally marks in the File Con-

tent Notebook. A check for missing materials’
. should be done annually or semi-annually, again = =

3 j .

"~ .depending on the frequency with whlch the

materials are used

.15
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EXPANDING THEsvsmM R

. The career information resources , that are used R
. _ - . to expand the Career Information System are. "~I' S
] d|V|ded |nto two d|st|nct types ' : S o Coty .
o ‘ S e + audiovisual materials - .
Media Resources —— =t o bound materials - - = - :

omnibus materials -~ - - .. L ¢

%,

resource persons

field trips_ -

b 1.
Lo e e

- simulation experiences

=+ work expértences SRR S

<

.‘classroom experlences

Y

not be filed such as ks and audiovisual,

Medla resources |nctude matérlals whlch can- .

materials and. all types of omnibus materlals,

which can be physically placed into the.system.

These resources are_processed into the Fijle Con-.

- tent Notebook and the Alphabetical Tard File.
Standard references, such as the Occupational -
Outlook Handbook (OOH) and the Encyclopedia of
Careers (EOC), are part of the basic system and
. have already been processed. Other references.
" similar to the OOH may be entered into  the

system. These references should be processed in-

" to the Alphabetical Card File and the Worker Trait
- Group Index to Occupational Information. The oc-
_cupations included in the reference should be

. listed by Worker Trait Groups. The occupations’
© DOT Main, Title, nine-digit code, and the gage
number of the’reference or other source of iden-
tification to the specific location in the resource ..
should be recorded. Use the format of the Worker -

_Trait Group Index to Occupatlonal Information as

- a guide to.set up indexes to references snm;lar to

- the OOH.

Experience %sources |ncIude a var|ety -of ac-

~ tivities that are occupationally oriented. These are

‘ mtanglble but can be processed into the system -

by indexing and entering them in the Worker Trait
Group Index to Occupational Informatlon and the
Alphabetical Card File.

Any resource or activity.that is specmc toanoc-

cupation or related to a particuiar Career Area or
" Worker Trait Group can be used in expanding the
system. The expansion of the WTG filing and in-

dexing, system is ‘customized for each school.

This expansnon is directed by two criteria: (1) the
- kinds of career information resources which are

. available, and (2) the type of access desrred This . -

\‘l

V' vv‘”.-g - N . ‘./ -
" ’ ' .;'__' .. ‘

phase of deveI pment wnII

‘o Preparlng suppIementary phyS|caI

-

|nvoIve the samen.

-general phyS|caI mponents and’ processing prow

: -cedures as those used'to set up the basic system

However, some modification of these corn

ponents and- procedures is necessary, due to thev- }\ ‘

diverse nature of the resources being
porated. . . i
- The three procedures used to expand the basrc

InCOI'-

‘system are:

Jn .
omponents
| __,‘
. Processnng media resources :
. Processmg experlence re30urc'e"s
S
Preparmg Supplementary Ehysncal
. Components h

The supplementary physical components are{

prepared by adding a section to the Worker. Tralt .-

Gioup Index.to Occupational Information or File

Content Notebook and by acquiring the necessary

storage equipment, such as bookshelves,- audio- -
visual racks or cabinets, and filing boxes. ‘
The Supplementary.Sectnon -of the File.Content
Notebook is used to record the media resources
processed into the_system. The supplementary.
storage components are used to store materials. -

- such as books, films, filmstrips, and cassettes.

Additional sections are added to the Warker Trait

- Group Index o Occupational . Information for

categories such as Experience Resources ar for-
additional standard references such as Vi‘tal Infor— .
mation for Education and Work (VIEW). '

The foIIowing are instructions for ~preparing .

A c ' .;-.-..?‘.v

careerclubs - - SSeeT e
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physlcal compbnents for a|| types of med|a

‘resources. These Instructions are to
"to the extent needed to process
_sources .

s

‘the media resources to indicate thelr storage lo

/be used only
available re.

i

The Supplementary Sectlon of the File Content
Notebook has two divisions — AUDIOVISUAL (Av).
and BOUND? (Bd). These divisions:are used to
record both single-job and omnibus materlals

.
. . -
: -

Materlals needed for the Supplementary Sec- _

. thFl area

" _File Content Notebook Supplementary Sectlon e

Each division has printed forms for: recordlng_ '

tion. All occupations described in these materials

- follownng manner

are indexed to Career Areas — ‘Worker Trait=-

..Groups and entered on the approprlate notebook
. form o
. . r. X o : ( i

4'_}.?

7

Ty

X
)

. Supplemental flle forms g

. Frle Conteht Notebook

-

* 2‘ celored tab theboolg dlviders

.0_.- a

Prepare . the Supplementary Section in the

1 Fill in-a prlnted Supplementary Sectlon form :
- for the BOUND (Bd) division;’ placing. the.title
and abbrevratlon of the d|v1slon on the top lme

.

A . ) : ; 3
ol al ‘n

{ .Bowno( (Bcl) |

DIVISION TITLE l CODE

I

Supplementary
. Code

" Location” |

XY
b3

— O P
— < -
L S
~- ~=-

2 Foi}w\le AUDIOVISUAL(AV)lelSlon prepare on-
ly as many printed, Supplementary Section*

forms as there are different types of aUdlng‘

1= = [RpERpY
[ - - B Y-~ — . \
- — . ———= .
-~ LY P

.kept separate in storage The followrng Ilst of
‘ -:‘-‘:'suggested titles and abbreviations for different

R tgp s of audiovrsual’materlals may be used as:

visual materials to ' be processed. Beqause NOEE agulde oo
audlowsuals are packaged dlfferentLy,a h‘éy are e 3, -
_ AUDIOVISUALICassette S AVIC - |
o AUDIOVISUALIFilm * AN AVIF
. _’AUDIOVISUALIFIImstrtp* ; - AvlFs .
o _ ' ' .AUDIOVISUAL/FlImIoop "~ - AvalFl . _
o . ' AUD|OVISUAL/Record AvVIR o T -
L : ' AUDIOVISUALTapes i a AvIT [
' o AUDIOVISUALNideotape Recordlng AVIVTR
. . P | '
A Supplementary sechon form follows for
AUDIOVISUALICassette (AVIC)
/ ' /’rudwvml/ &aadz, AV/C) i '
j _ DIVISION TTLE/CODE . . i
Supb":eoﬂézmafv- : ;fler:e OF MATERIAL Locatlon .AREA~\/l;TG f\lUMBER(S)
1 o .
” \—"L'.T'_l\" 2. "_‘~':""\\_,»' ’~\"L“~\,—r’_" """" "".S_\_\_v,,:_‘ ------ or——"7 T~ ,;___.\__,

17



‘..:\_ l(.vt ‘... ‘ wol

C, abbreVIatlons for Avs and Bds. and the|rt|tles in
- = full. :

’_- 4._ Place the Supplementary Sectlon d|V|ders and'
'forms in the File Content’‘Notebook, beglnnlng,.

- after the last Worker Tralt Group.” "~ . -
. Storage Components Supplementary Shelves,
: Cabmets and F|ling Drawers: :

The materlals ‘used to- expand the system can-
._'not be physically filed or have'a range of occupa-
tions belonging to different Worker Tra|t Groups
"For these reasons; it is necessary to complement
the Vértical File with shelves, cabinets, and filing

: boxes. Shelves are used to store materials - which-

canndt be ‘filed” such as books. Cabinets or racks

are used for storing the more fragile audiovisual’ '
xes are-used to:.store some.

“materials.: Filing b
~ types-of omnibus/unbound materials’ that do not

’speclflcally relat toa Career Area or Worker Tra|t"

" Group. By

The chOIce of storage components is another

- way.in which the system is customized tofit-in-
"dividua!l needs or constraints. Some points to be
. considered in makmg this chorce are:

K what types of add|t|ona| materlals are to be pro-.-

-cessed"
° what storage equlpment lS already avanlable”

| ‘.. what space problemsexnst” B

S possrble the supplementary storage .com-
. ponents_should be placed in the same general

~areaasthe Vertlcal Flle

Processing Medi'a Resources

The four procedures used to ‘install .the basic.

system — coding, recording, cataloglng, and fil-
ing — are also used to process the media
resources. These procedures are modified for
each  type of media resources. The major dif-
ferences "are in (1) marking the materials, (2)

" the materials.

3. _‘On the Supplementary Sectlon d|v1ders list the

 plementary codes.

. bound materlals

"- v*Supplement to the Dtctlonary of Occupat'l‘onal

e Eile w N,o'teb'oolk

Smgle Job Bound Materlals =

. Books and other, bound references about a -
single job are processed into the WTG filing and;

.indexing system by coding, cataloglng, and recor- = -
“ding the DOT Main Title. The appropriate coding .. ': =
" information is marked on the |ns|de front cover. ,'

They are as’slgned a supplementary code and arg. .

“recorded in the “BOUND" division aof the File Con-
tent Notebook. The asslgned supple,meﬁtary code:

is marked on a small self-adhesive label and affix- T\
ed to the spine of the material. Slngle job bo A<
materials . are: stored on shelves by the|r '

The following are used in process’ . -

. — -.‘-.
. : S

. T|tles

’
BSSURN

» " Alphabetical Card File -
* *Bookshelves = . S AU
0-*Spine' labels (self~a"’dhesive) |

”

a. Codmg Smgle .Job Bound Materials. Before

codirig a book, the occupation it describes’~ .o

must be identified. Sometimes this is evident:

in the title of the book, e.g., So you Want To Be

~ An Accountant? After identifying the occupa-

“tional title, proceed with ‘coding. To' code .
single-job bound materials, follow these steps:

"« identify the DOT Main Title. .~ -~~~ '

"« Identify the nine-digit DOT code.

e ldentify the Area — WTG number to which the
DOT Main T|tle belongs.

"Write- thlS lnformatlon on the inside front cover

Iustrat|on

assighing supplementary" codes and 3) stormg/o'fthe bound mate\a\las shown inthe followrng il- - 7

DOT Code -Area — WTG Number

o | 'r~;"-"’/',")rACCOUNTfANT
DOT.Main Title ” _

Alte'rnate'l'itle

’
3

- 160.167-010

(Office Manager)

| 4
'11.06




. .'r ~

~ v [

b Recordlng Slngle Job Bound Materials. Slngle/" sion. lt there are no. entrles on. the form, the sup
job bound materials. are. recorded by assigning . plementary ¢ode is “Bd 1,” mdlcatlng that this is ,
them supplementary codes: and. -entering’ ‘the = ‘ethe first piece of “BQUND” material processed
.code, title, locatiem; and WTG number in the - Other supplementary -codes are . assngned in se-/

&3, -

...main and supplementary sectlons of the File . quence as'Bd, 2 Bd’3, Bd 4.
«Content Notebook e L T
' i N ; After assigning the supplementary code enter

To assugn the supplementary code, open the ' the: followllhg information.in the approprlate col-
File Content Notebook to the: “BOUND (Bd)” divi- .~ umns on the “BOUND (Bd)” form as |l'lustrated

.Y

P . T - ‘- N "
ST LA G DlVlSlON TlTLEICODg o S .
o SRR N N ¢ « IR .
ST A | ", < .
3 . e — 1" - . P
- Supplomentary | = © % - TITLEOFMATERIAL ~*° "~ -~ " | ([ocation- - | 'V -AREAWTG NUMBER®) ‘-
| | Bd | that dow Arcountont dloes |Shett | soe T
. ) . ) ) . o . __._’ .” ] T T N L B PR
. . " - - ) - ~ . PR ! in":, ' .
IR e : PR U N AN N e R I
.'/—‘—*'7 N Pt N 4 LTS -/ IR T v N g \\/’. . ’\'“ 1
. T N—— . N S . ) . - Ll . h AN T I
//" . " . oo .. 3 el . . . . . \\l . LA Bt B

Column 1 Sudplementary code — abbrewatlen Column 4; Area — WTG —'number of-the Area —","I'-" —

-~y --of the division title and an ldentn‘ymgr . T Worker Trait Group for the occupatlon
¢ number, eg Bd1, Bd 2, Bd 3 _ .. - - described. .
» Column 2 Title of Materlal — t|tle appearlng on _ The assrgned supplementary code is wrltten on
: s front cover. S - the inside front cover, and on a spine label affixed
¢ ' : to the material as shown in the followmg illustra-
Column 3: Location j— where the materlal tlon oL .
- stored, such as on a shelf : ‘ ;"'__F i
e .- . - Supplementary Code
- - Bd 1.
s ' . : . . T o _"‘, . ) A . ' ’\: - : . ,
ACCOUNTANT  160.167-010  11.06 - |- S Bd |
s -(Offic_:e Manager) AL g N T
. . o . . . . - “—
> R __
S
fos ' e 19
N\



" Complete the recording procedure by making .

an. entry for the ‘occupational title on.the-ap-

" propriate Area — WTG form in the File- Content
* . Notebook.. Use. the following illustration as a
_ guide. AL ‘ R

.. a. Entér the supple-

- w -+ . 7, mentary code In L e

- Column 3 {leaving
.. space for addi-
tional codes). = . .

.

.

b.Write theDOT .- . - . &
~ Maln Title in Col- . -
umn 4. - ’ SR

~ .

" 'DOT AREA TITLE .

. Lo
. o . . s ..
C . L . - .

T .

/ ‘.
- .o o . . :
. T

.AR_EA-WTG',NUMBEF%‘ o .

WbRKER‘TRAIT?OUPTITLE T PR SR

Vertical
Flle -
*Pieces

Alternate
File
-+ Code

v

p'lemenia'ry'

oCa

R dad
:*1% Ced

' / BOT MAIN TITLE ' " | opotcoser } ] T L

-~ +|160: 167-010|

* c. Cataloging "Single-Job. Bound- Materials. The

': .cataloging procedure for single-job bound
- materials is the,same as that for single-job un-
- bound materials 'described- on_pages 13-14.
~" Follow these instructions to fill out entry-cards

e

\\\v:’_ ‘( \\‘.\\L P : ‘..‘-
) : R . . - R .'n
O .+ -"-c.Record the DOT : -
.code In Column 5.

for DOT Main Titles -or :Alternate Titles.
 However, when filling out the DOT -Main Title
" card, enter the supplementary code in the prop- -

er blank, as shown in the following illustration. ..

e v

Ly -

1106 -

I Co- [
’_.‘l'.,.

AREA-WTG#

~ pOT MAIN TITLE

' Add'féupplehé-ritary Code

- WTGFILE

poTcope: 0. 167~ 010 ALTERNATE FILE CODE:
N R . . . ki

OOH:

v .

L N

™ suppLEMENTARY copes: _Bd |

EOC:

C o

RS || REFERENCES: :

. EXPERIENCE RESOURCES:

--.'(.')‘nl'yflbh?e,--'eniry'_c_a‘l'i_r.d';-_is. made and placed in-the - P |

T ,':.:_'.-.
. ,‘,‘ AR

o,
-

<« - -~

< L Alphabetical Card File for any DOT Main Title or

35 ., - . Aternate title, - -
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"‘d.-'»'_'Storing Slngle -Job Bpund Materials Slngle -job
. bound materials are stored on :bookshelves.

‘Materials are. shelved in order of thelr sup-

: plementary codes such as Bd 1 Bd 2! and Bd 3
Slngle -Job Audiovisual Materlals

- 'Audiovisual materials about a “single job are . .
: packaged in many forms, including cassettes; .
Lo films,
.. materials are processed

and. filmstrips.  .Singte-job audiovisual
‘coding, recording, and cataloging. the, occupa-

) - assigned a supplementary "code, beglnnlng with

N "_‘-‘-‘,Av and are recorded in the “AUDIOVISUAL” divi-
“". . sion of the' File Content Notebook. All coding in-

“formation is marked on a self- adheslve label and

- affixed to the material. A smaller labe! may be
R used to mark the audiovisual contalner wnth the.
R ~supplementary code.. ' -
..~ Each. of the d|fferent forms’ of audlowsual _
";.materlals is usually stored separately "These :

materiais can- be stored. in audnovnsual .cabinets;
racks, or on shelves by the supplementary codes:.

The following items are used to process single .

1ob audaovnsual matenals

. 'Supplement to the chtionary of Occupatlonal

Titles o : )

-' * *Self- adheslve Iabeis (2" {< 4")

into - the ' system .by

LR Iabel as shown in the folIowmg example

4

. 5ile Content Notebook :
| A

Iphabetical Card File'i- I

‘9 'Audlowsual cablnets or racks

‘. 'Splne labels (self adl‘fsive)

Al

e A

- tional title described in each. These materials are a. odmg Slngle JOb Aud visual Materlals 't

- may be necessary to preview the audjovisual
. material to ascertain the occupational title it

describes. After identifying the é\cupatlonal ti--
-tle, pr;oceed with _goding. Tq c¢ode single-job

-i_a‘ydlovnsual materlals follow these steps “

"---Identifythe Dor'Ma'in'T'/’ c

o Identify the nine-digit DOT code o e -

._" Identlfy the number of the\Area — _WTG to.

which the DOT Main Tltle belongs

Write the coding mformatlon ona self adhesive

- Tl

T S - >

©

" DOT Main Title —_
. Alternate Title — | |

3.

---Area — WTG Nui’nber

= Dngcode -

A
-

- _fb-.:"Recording Single -Job- Audlowsual Materlals -
' Single-job ‘audiovisual materials. are recordede such as “AUDIOVISUAL/Casseétte (AV/C).” If there
“are no entries on this ‘form, the supplementary.

by assngnlng supplementary codes, and mak-
- ing entries in the main-and supplementary sec-
tions of the File Content Notebook <

._audnovnsual materlals processed

AUDIOVISUAL/Gassette

“.. 0 1"+ AUDIOVISUALIFilm
"=+ - . 'AUDIOVISUALIFilmstrip
- . " AUDIOVISUAL/Filmloop
- AUDIOVISUAL/Record
AUDIOVISUAL/Tape -

._..tlo S.: S e

_ o AUDIOVISUALNideotape Recordlng e

cegl Lo

Turn to the appropriate supplementary form

code- is AV/CI, .indicating that.the “audiovisual
material is -in "cassette. form and 'is .the first

B ..~ cassette processed .into’ the system Other sup- -
S To asstgn this- suppiementary code open the .
o Flle ‘Content Notebook to the “AUDIOVISUAL'-
(Av)’:division. This division Has one or .more
‘printed forms, depending on the dlfferent types of

plementary codes are assigned. in sequence as

- AVIC2,"AVIC3, and AvIC4. Apply this sequence to

all “other - types of audiovisual materials. The
.followmg is a. llst of suggested code abbrevia- -

O




 After assigning the supplementary code, enter form - (or other “AUDIOVISUAL"
the following information.in the appropriate col- Iustrated

form) as il-
* umns of the “AUDIOVISUAL/Cassatte. Aoy o

Aa@maa&/ C’aueuz (AV/C.) )

DIVISION TITLE I CODE

Supp&ﬂ&gntarv S TITLE OF MATERIAL S Location AREAWTG NUMBER(S)"

_»,'_ | .AV./Cu | an/wuww;#m. 5M0pwm WNGbwet | 0902

o . - : ] . : P . ,._...----A\ -~ i P ~
t . N— . —

Column 1 ’Suppﬂamentary Cer - abbrevratlon%;\- Column 4 Areas- WTG - number of the Area — R,
_,of division title, type of packaging,and - - Worker Trait Group for. the occupation '

identifying number eg Av/Ci AvIC2 S descrlbed
__-AvIC3 P , , '

" Column 2. Title of Material - t|tle as it appearsﬁr'_’.'_”v REUY
on the materral SCRNY L

T Wrrte the assrgned supplementary code on the Lo
C'olumn-3 Locatlon — where “the - materlal - top .of the self-adhesive label. A smaller" self-
Ce L stored, such.- as AUDIOVISUAL (Av) : '-’adheswe‘label_may be made for this cbde and at-
T .cébrnet o ‘ o ~. - . tached to the material for storage purposes.

>
-.

e L . ] \

" supplementary Code ",

e

’ R D Complete the recordrng procedure by makmg .

TP ~. 'an entry for the occupational title on the appro-
S prrate Area — WTG form .in - the File Content
L Notebook ‘Use - the followmg iIIustratron ‘as ‘a




, -a. Enter the supple-
*5  mentary codein. . Ce A o
. Column3(leaving - . . & . o ~ b.Write the DOT®
space for addi- S o : © Main Tltle in Col
. .- tlonal codes) o T ' o : umnd

Aocawmdaiazq P 0902,

: DOT ARE TITLE . ‘_ - T AREA-WTG NUMBER

éﬂ.

R

WORKER TRAIT?OUP TITLE

Vertical |- Alternate pﬁlemen;aw 4 - ) . - : I . - — . . EE
File | - :Flle | _. /. ST o
| Pleces |-~ Code Code. . . oot MAIN mme .o | porcode

c. Record the DOT
N codein Column 5

s Cataloging Single -Job Audnovnsual Materials.i - 13-14. Followtheseinstructlonsto f||| ou entry' ‘

cards for DOT Main Titles'and Alternate itles, -

“"IThe cataloglng procedure for sungle -job. - - -However, when filling out the DOT Main Title N
audiovisual materials is jhe same as for single- - card, enter the supplementary code inthe prop-"
"~ job . uanuqd material,’ descrlbed arfpages : "er blank as shown in the followmg example

L.

h ' - .09.02

S TAREAWTGY |- . 9

DOTMAINTITLE __ ' :
DOT CODE: 337-. 271—010 ALTERNATE F|LECODE: -
WTG FILE " oM~ ..~  EOC:
SUPPLE_MENTARY CODES: 'A\!/Cl SRR 2 '

‘Add Supplementary ‘_‘Code

P,

| . REFERENCES
] EXPERlENCE RESOURCES

; Only one entry card is made and Placed in the

Atphabetical Card File for any DOT Main Title or -
_Alternate Title. ' _ 5




d. Storing Slngle Job Audlovisual
Single- -job -audiovisual materials can be, stored
“in cabmets or racks. Materlals are usually

stored accordlng ta-their packagmg For exam- -
ple, all cassettes can be keptin one cabinet, in

"-order of their supplementary codes AvICI
-AVICZ AvICS ' _ '

‘Omnibus Matenals

Omnibus materlals conta|n descrlptlons of

more than one occupatlon These materials come -

in, many ‘forms, such as briefs, books, and
: audiovisualg. Some omnibus materlals describe
several
. describe, in general terms; a. field of work or in-
+ dustry..Thus, omnibus materials present a special -
organizational problem: Some of them may be

directly tinked to one of the twelve Career Areas.
- Others may be so general in nature that.they en-

:compass severat Career Aréas at once.

‘Omnibus materials can-be processed into the
system However, it is strongly advised that all -
omnibus materials be reviewed to determine their

' usability and value. Only those omnibus materials

containing. adequate and specific information

about occupations or-a Career Area as a whole .

“should -be processed. ‘Omnibus materials with
" overly general or - limited

.. separate file or browsing area. Some generalized.-
omnibus mater|als such as briefs and pamphlets,
- ‘can'be used.i N bulletin board displays®The follow-
©ing procedures describe how to process omnibus
_ unbound bound, and audiovisual materials. "

“Omnibus - Unbound ‘Materials. Determine ‘the

Career Area code for the: material. If-it cannot be .
- determined. from the title, locate sdbme of the
- . described- occupatlons in the Alphabetlcal Index -
_ of the supplement to the Dictionary. of Occupa-
" tional Titles. Record the Career Area code on the
. material .and file the material behind the Career
- Area divider in.the Vertical File. Write’ the title of
 the: materlal on a sheet of notebook paper to be -
.-.kept ‘behind the Career Area divider in . th‘é"jﬂe
.~ Content Notebook. Be sure to wrlte“Vertlcal Fite”
" after -each title to.indicate, location.. Other. tHan

“this sheet,
_‘system is necessary o : by

Materials. - -

speclfic occupations 'while others -

_ information about
.-specific. ‘occupations “should be - placed in a -

no .additional pgrocesSIng into the =~

N _-.:_-

tion of the material on a sheet of notebook paper
to be kept behind the Career Area divider in the
File Content Notebook. : / ~
- Omnibus Audiovisual Matenals ‘identify- the -

Career Arta code for the material by following the -~ -

“preceding procedures. Write this code on a.small’: -
label and attach it to the material. Omnibus
audiovisuals should be stored in an- audiovisual
cabinet and kept in order by their Career Area
“codes. Write the title and locatlon of the material. -
. on g sheet of notebook paper to be kept behing -
the Career Area lelder
‘Notebook. _ .

‘Pno'cESSlNé-éXPERlENCE RESOURCES
Experlence résources such as work exper-
-ierices, career clubs, and resource people are pro- -

cessed into the system by indexing. Each occupa-
tional title representing the resource is coded to-

the appropriate Worker Trait Group References to. :

these, resources are. kept in the'. “Experlence

Resources’’ section of the Worker Trait Group In-

-dex to Occupational Information. Students will
locate these resources through the individual in-
charge of the school's career information

resources or the person who is responsrble for .

scheduling these-activities.
- The procedures for .processing - experlence‘ .
resourcesnnclude codmg,recordlng,and catalog- '

Codmg Expenence Resources

Before |n|t|at|ng the coding procedure for a par-
~ticular ‘type of experience resource, prepare a:
- worksheet listing all occupational tltles and their
sources. After making -this worksheet, proceed'-

- with. codrng,,followrng these steps

. Identlfy the DOT Ma|n Title. .
‘ . |dent|fy the nlne dlglt DOT code 3
. i,
. Identify the number of the Area — WTG to
whu:h the DOT Main Tatle belongs h '

'The following |llustrat|on shows a sample

Omni’bus Bound Mater:als e~Follow*the;_worksheet_whlchrcontams all the coded informa-

,precedlng procedures to. determlne the “Career
- Area code. Record the: _code on a sping label and
*_ attach it to the material . ©Omnibus bound materialg -
- should be~ placed on.a’ If'and kept-in order by .
' -_thelr Career Area Codesr

s

‘Write the title and_loca _

tion for community resource people: Since this is
a list of people resources, students. should not -
‘have direct access to it, but should go through the’
person responsnble for coordlnatmg contacts and
schedulmg , _

a.

.. v

in the File Content’ .
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. SAMPLE WORKSHEET_—_

T sl 'f}, R '__-" “‘Resource Persons Worksheet

S E A el _ BN
FA Occupatlonal Tltle P Dot Code ArealWTG Source
‘ - 143 062- 030. 01.02 - Earl White

' Photographel: Still
o £

USRS
s

“Fioral Designer . . ©.142.081-010
Lt

' Display Designer 1142.051-010

0102

" White’s Photos - - |
City 111-0101

" John Shdeed, -
~ CityFloral Co
City 100-1111

"Sara Boast’ o
Peeks Mercantile
" Gity 1101110

0102

Recording Experrence Resources K
.- Experience resources are. recorded in the “Ex

. periéence Resources” section of the Worker Trart"

" _Group Index to Occupational Information. The
_-“Experience Flesources” d|V|der and forms to be

— SAMPLE FORM-

| recorded and lnserted in the WOrke; Trait Group |

. Index to Occupatlonal Information -are not pro-
wvnde \The fajlowin ample form and:code sug-
.. gestioi can be us d as guidelines to help the

ge of areer resources desrgn the

. ol.02’
- AREA — WTG NUMBER

WORKER TRAIT GROUP TITLE

B R

‘ r:t-'
>v..‘

. DOT MAIN TITLE

EXPERIENCE

DOT CODE

-~ "CODE- .| -
|- :bw,{o&wf,beuq/nw | REWE FT ~ | l4-2 OSI-OIO
| Elotal Desigieer WE,RP 142.081-010
/wtommhm ;J’tde RP,C»&' | 143,062-030
G T cooesuccssrlous ke
] .+ " Work Experience WE
et - . .. ResourcePerson- .~ RP ., . -
- i;;; SR .. - GCareer Club = . GC. - ¢
e FieldTdp CFT

£

LN -

On the “Experlence Resources” d|V|der record

the code definitions that are selected to be used. N

- Catalogmg Expe"e"ce nesources o

Yo catalog experlence resources follow the

: procedures llsted on pages 13 14 to f|Il .out entry
Q ;

cards for DOT Maln T|tles or Alternate Tltles
‘However, modify these procedurés by entering
the-code in the. blank for. Experlence Resources. -
“Complete the procedure by placlng the card m the

) Alphabetlcal Card Frle



.- materials- are discarded  wit

- MAINTAINING THE SYSTEM

7

The effort needed tb malntaln the WTG fll)lng

~and indexing system ‘can be_ reduced if main-

. tenance procedures are established The follow-

-ing are suggestlons

“Weeding” Outdated Material? TR 'l y

' Time should be set aside perrodlcally durlng t

" "school year to check the system for: ‘outdated

"materials ‘and détermine what should be d|s-
-cardéd and replaced. -

.. For outdated materials, the standard rule is. to
" discard those materials whlch are five'years old or
;older ‘Some materials may be out-of-date sooner,
“or:may have’ relevance fora longer period than five
years. Therefore, ‘Use. dlscretlon in applylng this

rule. Major’ reference resources-(such as the DOT, ,'
" OOH, or EOC), books and audiovisual materials, or .
“ “one-of-a kind” materials should be Kkept until
replacements are obtained.” When .
- materials. over five yearsrold are retained,- mark .

suitable
their covers with the statement: “CAUTION —
~ MAY CONTAIN OUT-OF-DATE INFORMATION.”

System users should be informed that specific in-

formation contained in these.materials such. as .
-salaries and«job outlook should be vrewed--

~éritically,

" tion or copyright dates and marked or pulled from
. the syste . Materials should be checked.to deter-
“mine what is to- be. dlscar

ut replacem‘e'n’ts

" amend‘the tally entry for the octupational title in

-the File Content Notebook:and change the |nfor-‘

~mation on the Alphabetical Card File. -

This “weeding”’ may not be necessary for cer .
_.tain materials, such as commercrally published -
briefs, when a subscnptlon servrce has been ac-

quired. A commercial

_replaces brlefs perlod:caily to keep them. up to"

date

. should be clearly stamped “DISCARD meo

'_ ."Expenence Resources . L
When experlence resources such asa resource

' 'person, are no longer available, they should: be.
" -removed from the list-kept by the person-in charge"
- of career information resources. The occupational
t|tie should be removed from the resource form |n'4 ]

d and reordered. lf‘ B

ll\.

- “Any materlals which are: d|scarded may be -
displayed for studénts ‘to take. These materials,

i

the Worker Trait Gfoup Inde_xlto Occupational In-
formation if this was the only person related to the
occupatlon
betical Card File should be' changed. The ex- .
‘perience resources should be €valuated. Those ' -

“which are inappropriate or to which students do . .

- not -relate ‘well should be eliminated from the

system. As part'of this evaluation, students who .
. used the resources should be debrlefed

’ Acquiring Replacement Matenals

Replacement materials can be acquired
through commercial subscription- services or by.
checking with the publisherto see'if the mater!al
- has - beerr revised. Discarded materials may be.
replaced with . publicatlons from  other sources
which cover the'same occupational title. -

'Free materials for updating the: system-may be - "

obta,rned from such sources as government agen-
.cies -and - professuonal ‘organizations... The -

Educators (iuide to Free Guidance Materials

(Educator s.Progress Service ‘Randolph, Wiscon-

" sin) as well as many other blbhographles index -

free materials. Use caution to -select: free -
materials, as they may represent blased concepts ‘

: f or recruitment literature.
Outdated matenals can be identified. by publ|ca- :

"Listings. - of " current - career. - |nformat|on
resources, tncludlng free materials, are also con- .
tained in such publications- as the Personnel and
"Guidance - Journal - (American .Personnel -.and . -
" Guidance. Association, Washington, DC), the -
.- Careers Index (Chronicle Guidance Publications, "
Moravia,- New .York), and the - Vertlcal Flle Index
(H W. Wilson, Bronx, NewYork) : o

Processlng Replacement Matenals
Replacement mati/lals should be processed as

. soon as they are regeived, or at short. periodic in-

tervals, to _prevent them from accumulatmg into
. quantities requiring’'a _gréat 'deal .of processing
time. “To process single-job materials, copy the
..coding information. from the out:-of-date material.

. onto the replacement materlal ‘and file it. No
changes ‘in-

-the ' File" ‘Content Notebook or
Alphabetical Card File are necessary. unless the

outdated. material has been(_discarded pr|or to

receiving the new material. . .
Follow the procedures used .to’ expand the‘

system to process other types of replacement L

resources, such as omn;bus brlefs

In addition, the éntry in the Alpha- -



- __tion structure.

S ‘However, they do_not provide:for exploration of
i voccupational groups based upon theé person-

. designed- for

I Occupational informatlon filing systems such'
-~ as Bgnnett, SRA, Chronicle, and Careers, as well
as “homemade” ones, vary in structure. Materlals
in these systems. are. usuaIIy organlzedv

alphabetically;s. by broad areas of work, DOT.

codes, or'by some variation of the DOT cIass|f|ca-
_ In some instances, the Dewey
.. decimal . library classlflcatlon

systems have value for specific types of use.

worker dimension, as does the Worker Trait: Group

_structure of the Career Information System..
‘Established systems can be easily adapted to

- the Worker- Trait Group structure without d|srup-

-tmg their physical unity. The adaptation can pro- .
¢ © ..vide the _basic ut|||ty and purposes of both -

systems."

L To adapt'other systems to the Worker Tra|t
L Group structure, materials are coded,. recorded,

and.cataloged as described in preV|ous sections.

However, materials are filed by the existing filing" -

-system, rather than by Worker Trait Groups.

' The procedures for adapting.the Career: Infor-
~‘mation System to another system are divided into' -

two. segments. The first segment contains pro-

Cedures for developing a basic adapted system, -
_ processing single-job unbound .
:‘materials. ‘The second segment contains pro-

cedures for éxpanding this basic adapted.system

to encompass bound audlovrsual and omnibus .

mater|a|s

B '-"rtnstalling-the 'Basic Ada‘pted Systerl't

Adaptmg an exlstlng vertlcal filing system to-.

the Worker Trait Group structure is similar to'in-

stalllng the basic system. The major difference is .

~ Jjn-the use of an alternate file code t6 identify-the
“location of: single-job unbound’ materlals within
. the'structure of the existing system. All the filing

and indexing materiais of the Career Information
System are used. The materials are still codédand

is used. These

.cediwes  degtribed

v -Preparing Physical Components tor an Adapted
System , - '

The physical components o‘f the basic adapted'-

system consist of the File Content Notebook and

" "the Alphabetical Card File. Materials filed inan ex- .
- isting system can remain in their bresent storage L

component.

- Flle’ Content Notebook. The' File- Content

- Notebook is developed followmg the instructions
- oh page 9. The notebook is-used to-index-all DOT" -

Main Tities in the existing-system-to Career Areas

. — Worker Trait Groups. The second column ofthe -
notebookoform is used to record the alternate flIe o

~.code. o

Alphabetlcal Card File. To develop this compo-. -

_nent follow the |nstruct|ons on .page 10. Th

‘ Alphabetrcal Card,File provides an alphabetical in- .+
" dex’‘for all oceupational tities .in .the existing -~
. sy 'tem -The DOT Main Title entry cards containa -

" blank for f||||ng m the appropnate, aIternate f||e

P ocessing Ma erlal for an Adapted System

pr xcessed by
System;

followmg defmed procedures

B B Coding —_— |dent|fyrng the Area — WTG to

which an occupational title belongs and. mark
_ .|ng the mater|aIs W|th cod|ng |nformat|on

o‘v

. 2. 'Recording — making an entry for the occupa- )

. Materlals fily d wrthln an ‘existing . system are ‘
sing approxrmately the same pro- .-
“Installlng the ;Basic  ~
ages 9-14. Each section or d|Vtsion of -

- the existing file is processed separately, uslng'the '

ADAPTATIONPROCEDURES AT

' tional.title on the Area — WTG form in the F|Ie S

e Content Notebook

3. 'Cataloglng — filling out the DOT Main Title en- -

-« try cards andjor Alternate Title cards, as

necessary,  and pIacing them in the AIpha-“

betlcal Card File

indexed by. Worker Trait-Groups. ‘However,.they. .~ .

.+ . are also given.an alternate file code which iden- -
tifies the location of the occupatiorial resource in -
the -other filing system. This alternate file code
can be an abbreviation of the existing system’s =

. pame "combined with a file division- number, or

© - simply the number under which the material is

- filed. For example, the alternate file  code -for

o ‘materials, in division 001" of the Chronicle filing .
system could be ‘‘Chr. 001" or just “001.” Users of '

“'the established filing system, such as Chronicle,
" should already be informed of the flllng structure
_,and where to Iocaté materials, . .. 0y

4, -F|I|ng - returmng the materlals to ‘the sec-

' -tlons or d|v1s|ons of the exrstlng flllng system o

Materlats in the f:rst sectlon or d|V|slon of the o

fexrstmg system are processed through all four

procedures before proceedlng to the second sec-

tion or division. Process the materials accordrng '

to-the directions given for installing the basic
system and to the foliowing modifications. -

Coding. Coding single-job materials filed in an
~ existing system.involves no modification in the '
~ basic system S procedure The only varratlon is -~

27




the order in which materials are processed:
~ materials in the existing system are coded section
by séction.”

Recording. To record singléjob materials ftled
in an- exustlng system, make entries for the DOT

- Main. Titles in the File Content Notebook. Like the

™
.. ~ &~

coding procedure, this is done for one section or-

. division of the file at. a time. After following the
" basic system’s directions, enter the alternate file

code in-the second column of the notebook form,
as shown in the foIIowmg example

tq. ) .
/%ac}maaé o osol
o DOT AHEA TITLE . - - . ‘ - AREA-WTG NUMBER
E nguesreeng
\WORKER TRAIT GROUP TITLE
V. . .
[ vertical Alternate Supplementary - R
File . | File | :
~| Pieces: Code. |~ Code DOT MAIN TITLE DO"-.COdG:.“
. BN 3 [ ‘
] Oy | Awullwt 001.061.0/0|
. : ' - i) . N ' R ) . . ’
- f" n\: . g -’\L\!’s » "4" 4\3‘ ’ . ’,’ o '\\'\“. C ’,//
’__ff' \\‘ ’.// ~ LR - . \\\ . ,,’.' ) N s
.~ S N S pad NG \ -7
'~ \_;,,o’ v \ﬁ/
' ' Moo e

Cataloglng To catalog snngle-job unbound

' materlals filed in an existing system, fill out entry -
. cards for each new DOT Main Title and for any

,‘vnew Alternate Titles contamed in each file section’

or division. After following the basic systém’s .
direction, enter the alternate file code in the ap-
propriate blank on the DOT Main T|tle entry- card, -

as shown in the following example ' ‘

- _ < .
/WM . 05.0l | N
: AREAWTGH -
P IR R " DOT MAIN TITLE - (‘.h .

. * | Dot CcopE: 00‘ Obl-~0l0 ALTERNATEFILECODE ool

. WTGFILE . OOH;_ EOC:

’ . SUPPLEMENTARY CODES: - - _
‘.| REFERENCES: . ' .

- EXPERIENCE RESOURCES: ' ERRE
LN - o : S

F|I|ng After the materuals Wlthln each sectlon
or-division: of an existing file have been coded,
recorded, and cataloged, refile them into thelr
original 'section or division. If the ongmal system
uses. an . alphabetical’ ‘arrangement, materials
should be. alphabetlzed by theJr DOT Main Tltle

" '»'[Kc

wll Toxt Provided by ERIC

Expandmg the Adpated System

Most occupatlona‘hmformation flllng systems
have singte-job briefs or pamphlets filed in a ver-

- tical file. However, some systems include audio-

vnsual and omnlbus materlals and books If these'
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" coding, recording, Gataloging, a

resources are organized into some type of system,

they must be processed using the adapting pro-

‘cedures. Unorganized materials are processed ‘us- '

.ing the procedures desctibed in the section, “Ex-
" panding the System,” pages 16-25. Expandlng the
- adapted ‘system involves the same processing
procedures, '

used to - install’

_Necessary.’ ' S :
Preparlng Adapted Physlcal Components

The physical components of .the - expanded_.

basic adapted system are the same-as those for

~ theexpanded basic system. A supplementary sec- .

~“tion is developed for the File Content Notebook in

which to record bound and audiovisual materials

as instructed ‘on page 17. The entry cards of the

Alphabetical Card File contaln a space for the .

. supplementary code to- be recorded

Processmg Medla Resources Into An Adapted

System
)

Media resources organlzed by an. existing -
four procedures:
i For example, the book So You Want To.Be A
. Nurse _has the Dewey decimal
"610.7306/N. This altérnate file code.ds recorded in - =
the supplementary code columns on both forms S
j.as shown in the followrng examples ’

' system are processed by-usi
ing. Process
the following media resources into the expanded

adapted system accordlng to the directions given-..
“for expanding. the "basic system and these"

modlfrcatlons

i

e’ Single JobAudio- o

the File Content. 'Notebook, ' the -
* Alphabetical Card File,.and the alternate file code
the basic. adapted system.
However, some modifications to the process|ng .
“procedures and to.the File Content Notebook are '

. OmnrbusUnbound R T

panding the basic system to. _
~ resources, but do not: assign them a supplemen- - -
- ‘tary code.

. Omnibus Bound
matenals A

° OmnibusAudlovrsuaI
materlals B
2

. Single-Job Bound
materlals .

vrsual materlals
materlals

Coding. Follow the directions given for expan-

ding the. basic system to code these resources.

No modlflcatlon of the codlng procedure |s

' necessary.

- Recording. Follow the |nstruct|ons given- for ex-

Instead, use the alternate .file code
which is already asslgned to the materials, such
as Dewey decimal’ numbers. - (Dewey decimal

_numbers may be confused.with DOT codes, as -

they both start with three digits and a decimal

" ..pomt It is necessary to stress to the users of the ’
. system that DOT codes are recorded only |n the
. _‘column marked “DOT CODE.”) -

Record the alternate file-code in the File Con
tent,Notebook in the supplementary code column
on both the notebook form and the division form. -

classification -

S,

- Hiuwmametararny 10:02.-
‘ DOT AnEf« TITLE " - * AREAWTG NUMBER
/. A/wu;mg a/nd f/ww,m déwacu/
j' el MOHKER TRAIT, GHOL{PmTLE K
?
Ve;:llzell Att::ln to Supplomonlary - .. ) PR ' B
; Proces Code Code ) DOT MAIN TITLE ) Dot Codo |-
. ’ . A S
-t |bto. 730_6 A/u/uw s%)wwﬁo(fuﬁ/ 075.379-04 -
. E ,f/«*'-\l*"‘:_“"' n"\-'\\,._.'f“/. ~~~~~~~~~~~~~~ — \._~__,\—‘/’T",'f—\-" ~,.f\_—’\l~'_;‘. .
[ IS / _ .Bawrzd ( BJ) )
! - ) .+ DIVISION TITLEIOODE
.
. S“Dl_’&fggﬂ'aw _TITCE-OR MATERIAL Locatlon . AREAWTG NUMeeR(S) :
2 a0 ,& ).’m Wmu‘ éﬁea /l/wwe b‘é/wzf/ . /0.02 .
. ’;Ll""ﬁ—_‘\_‘_\_,—” i SN ST '—_ ‘—-"" . ~———— \\\‘~\~_,~ ,".’—'—h\:-"_.—-:'._ \-‘\‘ .
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record” ‘these . -



Cataloglng Follow the instructions glven for X
expandﬁing the basic system_to: catalog these .. - .
‘resources. However, when filling out the DOT -
Mam Title entry card, enter the alternate file code
' 'assngned to the resource in the supplementary
‘code blank, as shown in the following example.
This should not be confused with the alternate flIe'

- code blank. : o

,WTG FILE : b 8"01-4 EOC: . _

002"

T AREA-WTGH

- DOT MAIN TITLE .
DOT GCODE: 0'15 374 -0/0 ALTERNATE FILE CODE

SUPPLEMENTARY cooes ﬁ I_0_13_Q_b

. EXPERIENCE RESOURCES: ' N S

REFERENCES: L e

y

‘Filing (storing). After the coding, recording,and . =
catalogmg procedure$ have been followed, refile
the -materials into thelr orlglna! order |n the ex-
|st|ng system . o




~ MATERIALS AND. EQUIPMENT LIST

* The followrng materrals and equlpment will be
needed to install the Basic filing and indexing

system of. the-Career Information -Systém (CIS). .

' ‘,These are not mcluded in the CIS ‘package.

L4

.. Supplement to th’e Dictionary of Occupational -

. Titles, publlshed by the u.S. Department of
'Labor .

;z'

' o Vertrcal frle cabrnet Ietter srze, two or more.

: drawers ; N
S e 78 file drvrders, letter size, 3 cut metal tat/:s

. .Card fne rotary of standard 3"'x 5" card size,
mmrmum capacﬂy 2 500 cards SR

"1 ,500 blank sndex cards 3" X 5"

" 'Alphabetlc d|vrders

_!Car_ee_r.mforma_tron resources 3

NOTE Rotary flles are equlpped with blank cards

ATTACHMENT A . -

and aIphabetlc divrders when purchased. . o PR

g



ogw.. .- R

e "».?l e | ATTAiHMENT/P" |

CAREER AREA WORKER«TRAIT GROUP LIST

]

f you wish"td._ use -,t__hese as ‘.fi‘le tab i‘nserts,. Cut on SOLID-Ii_nes, Eold_op_DOTTED Iihes.

| ._  04.02 iSéCurity Sefvices ;




‘.05 MECHANICAL 06.01 Produchon Technologya '
> . Q
05 01 Engmeenng | 06.02 Production Work .,
0502 Managenal Work Mechamcal . 06.03 ProohotiOn Control -
05 03 Engmeenng Technology B '_,,' 06 04 Elemental Work Industrial -

05:04 Air and Water Vehicle Operation ,’07 BUSINESS DETAIL

e e e e e e e e e e T e e e e e e —

05 05 Craﬂ Technology R 07. 01 Admmlstrahve Detail

05.0 Q‘i,.alny :éofht:‘roll ..

- “EE o}—;;d“vlﬁéu—e B,;};JJ'";T;T} _—.(;7.—.0;.’Tn-f—o_;r;\-a_;r;n—_P:o;;;rTg—._S.;e-a-k.:n;jaj.:.'
206 niion ieamsaig “rdiarts
20 et Masnins Opiraton
‘;;;:.:;c;‘“;n;..‘;;“*"*‘ """
‘o;‘p‘;;;u‘;;.;;*ff"-*"-’——___\:
-



-._.—_.._....__._. —__......_._...._._.-_._.._____.. e e e e e ———— ——

- .03 02 General Saleg -11.02 Educatlonal and lerary Servnees

L4

. -————-———\—-—--———-—-,—,—_—,-—._—_—_— '————_‘—'—"‘—'——'—'————F————_

{f ‘-08 03 Vend"]g USR03 Social. Research

— s e e e e e e e i e e e T el — ......___._.._.__._.___._.._..____._._.._._.._

_ 09 02 Barbermg and Beauty Serwces 11 06 Fmance

I

11 01 Mathematics and Statistucs B ._. "- 12.02 PhysiCaI Feats " .~ L




.

L. ATTACHMENTC

.- [}

. WORKERTRATGROUP -~ = =

~

" INDKXTO ¢ .

-

a
Lo

4
fa
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.,
. Bret Tie - . Third Edition, " Fourth Edition i
DOT Title if dmerent - - - .DOT' Code — WTG#  DOT Code Area — WTG ¥ .
...... DRI S (911 884 WTG- 39) :-"_-'911 364010 0612 R
- ..... e e o eveeii.e.... (160.188 WTG 13) -~ 160.167-010 * 11.06.
_.ACGOUN\f\ANT COST...vven el ienie .. (160.188 WTG 13y - 160.167-018 - 11.06."
ACCOUNTING CLERK. v e L (219.488 WTG 26) 216482010~ 07.02
ACTOR ...t e v, {150.048 WTG 63) ©150.047-010 01.03
" (Actor-Actress) o T
"~ ACTOR ,.Lfiﬁ. AL ST RE T R A R (150 048 WTG 63) ~ - 1560.047-010: '01.03
'ACTUARY e e e AU (ozo 188 WTG ea) _ .020.167-010' 1101
, (Adminlstratlve Manager) ,..' - S ' Lo
MANAGER, OFFICE_ T e (169 168 WTG 10) '1169 167 034 . 07.01
(Advertising Account . Executlve) o . T
"ACCOUNT EXECUTIVE..... ... P RN P (164 i68 WTG 10) 164 167- 010 11.09,
(Advertising Copywnter) ‘ S
CoPY WRITER.......... ..; ...... ERETER e (132 088 WTG 112) 131.067-014 . 01.01.
.'(Advertlslng Space Salesman) ’ S ST
SALES REPRESENTATIVE, ADVERTISING. IEERRERTRE (258 358 WTG 97) 254.357-014 - 08.01
(Aeronautical Draftsman) " o e o o o
DRAFTER, AERONAUTICAL. R R R RRE (002 281 WTG 56) . 002.261-010. - 05.03
_(Aerospace Engineer ' o ‘ Co s o
AERONAUTICAL ENGINEER. R R (002 081 WTG 53) 002.061-014 .- 05.01
(Agricultural Commgdlty Grader) : . : '
. INSPECTOR, AGRICULTURAL COMMODITIES. cev e (168 287 WTG 76) ‘ 168.287-010 " 141.10
. ;AGRICULTURAL ENGINEER... i PR L. (013 081 WTG 53) 013.061-010 05.01 .
i AGRONOMIST e e Li.io.ii...... (040.081 WTG 87) 040.061-010 02.02
(Air Conditioning and Refngeratlon Mechanic) . ' - : e T
~ REFRIGERATION MECHANIC .......... PEEERRR (637.281. WTG 37) "637.261-026 05.05 :
(Air-Conditioning-Engineer) : - S S L .
MECHANICAL ENGINEER. v e oo, (007.081 WTG 53) 007.061-014 o 05.01
" (Aircraft Assembler) ' - L I
ASSEMBLER, AIRCRAFT STRUCTURES AND . o o . -
SURFACES . ..... LR _. ..... B R (806 381 WTG 37) . 806.38_1_-026 © 06.01.
: (Aircraft Mechanic) . . o teo o o _
AIRFRAME AND-POWER- PLANT MECHANIC e (621.2_81- WTG 37)' ’ 6.621'281-014 05.05
. (Alrcraft and Engine Mechanic) ’ B 3 S S N
"~ AIRFRAME- AND POWER PLANT MECHANIC ...... .. (621.281 WTG 37) - 621 .281-01'4 1 05.05
- (Air Hammeér Operator) _ L o 5 R
| CONSTRUCTION WORKER 2 ...... N (859.887_ WTG 52) ‘ 869.687-026 05.12
' (Airline Dispatcher) ‘ Co e T o o L
' DISPATCHER ...... R R RERTPTES i ... (912,168 WTG 17) 1912.167-010 05.03
(Airling Pilot). ' R o L :
"AIRPLANE PILOT COMMERCIAL ...... PR IREERE (196 283 WTG 77) 196.263-014 05.04
(Airline Steward/Stewardess’ . . . A _
AIRPLANE FLIGHT ATTENDANT ....... PO PR .(352 878 WTG 105) - 352.367-010 09.01 -
(Airline Ticket Agent) o PR - : -
. TICKET AGENT I e haaaaieeieeisaaiiesitaeie s (919.368 WTG 19) . . 238.367-026 - - 07.03



o g ol .
o 7. Brief Title Thlrd Edition " Fourth Edihon o
' DOT Title. it dlﬂerent ' DOT Code —_— WTG L DOT Code Area — WTG L
(Alrplane Mechamc) o ' R - S
AIRFRAME AND- POWER PLANT MECHANIC e (621 281 WTG 37) o 621.281-014 - - 0b.05 -
AIRPLANE PILOT COMM ERCIAL e el e (196 283 WTG 77) o .1'96.2'63-014 _ 05.04 : '
(Alrplane Stewardess) o o Lo 2/ W
AIRPLANE FLIGHT ATTENDANT. i e (352 878 WTG 105) e 352 .367;010_ - 08.01
(Airport Manager)’ J / - T
- -MANAGER, AIRPORT ........ I G (184 118 WTG 6)/_\‘ N 184.117-026 11_.05
(A|rport Superintendent) . S S :
.. "MANAGER, AIRPORT . ........... P (184.118 WTG 6)' 184.'1_17-026 : 11.05
“+ (Air-Traffic Controller)y . : _ - A T
' AIR TRAFFIC CONTROL SPECIALIST TOWER ..... P (193 168 WTG 17) 193.162-018 05._03-
(Anesthetlst) : . - o o o
-NURSE ANESTHETIST :........ P R e (075 378 WTG 92) o 075 371 010 "10.02
(Animal Hospital Attendant) s : ’ .n;' S
ANIMAL CARETAKER e T (356 874 WTG 107) 410, 674 010 03.02
(Animal Husbandmian) - D T : S
k ANIMAL SCIENTIST: . ....... .ot e (040 081 WTG 87) . 040.061-014 -0 02.02
-(Animal Husbandry Specialist) . - e . _ :
: ANIMAL SCIENTIST. .~ ...... e e (040. 081 WTG 87) R 040.061-014: C -02.02
ANIMAL KEEPER . . e SRR (356 874 WTG 107)’} o 412‘.674-0,1’0 1 03.03
(Announcer, Radio- and Televusmn) e ' .
ANNOUNCER : . ......... ... i SR N (159148 WTG 67) 159.147-010 So1os
. ANTHROPOLOGIST e e e e e e e (055.088 WTG 31) ' 055 067 010_ "~ 11.03 _
(Apartment Bmldmg Jamtor) , . ) s _ S
TOWJANITOR ..o ERERE (382.884,WTG 39) - 382.664-010 " : 05.12 .
. ARCHEOLOGIST .......... PR e ,.....:..(055.088 WTG 31) . 055.067-018. 11.03.- "~
'ARCHITECT e T ‘. . (001 081 WTG 53) . - 001 061 010-. : 05.01
~(Architect, Landscape) _ o L . T
LANDSCAPE ARCHITECT . .»l e nr e e e Dy (019 081 WTG 53) : . 001'.061-018_ « 05.01
* (Architect, Naval) - - ST o
ARCHITECT MARINE A P .; (001.081 WT-G 53)' 001.061-014 ©05.01° .
: . [ T . o
(Archltectural Draftsman) T ) NI _ S e
" " DRAFTER, ARCHITECTURAL. N e e (001.281 WTG . 56) 001.261-010 05.Q3 _
"ARCHIVIST ... .. e R R T PRSI . (101.?6_8_'WTG 10) - 101.167-010 ° 11.03 .
§ (Artlst Commercial Iil ustratmg) - _ S L e : E
R '?,k ILLUSTRATOR . -I ................ .. e . (141.081 WTG 4) 1411061-022 : 01.02
- (Art Teacher, Eleméntary) - ) . B = ) R ; ;
"TEACHER, ELEMENTARY SCHOOL ....... L (092 228 WTG 45) 092.227-010. _11.02
(Art Teacher, High Schooly , ' o ' . o .' ~
"o - TEACHER, SECONDARY SCHOO el e (091.228 _WTG 44) 091.227-010 J11.02
(Asbestos and Insulatihg Worker) - ' R ' L e
CONSTRUCTION WORKERI . .... e e e . (863.884 WTG'39) 869.664-014 -. 05:10 _
(Assemble, Electromc Industry) * | : - - o o :
ELECTRONICS ASSEMBLER ....... e e (726 781 WTG 38) 726.684-018 06.Q2
"(Assembiler, Electronics Manufacturmg) ' S P ‘
ELECTRONICS ASSEMBLER e [P (7.26.884‘ WTG 39) 726.384-010 06.02 -
(Assessor) |, S . _ - : o
APPRAISER e e R R Soo.... (188.168.-WTG 13) 188.167-010 - 11.06
ASTRONOMER. .. ... .. e .. (021.088 WTG 88) 1021.067-010 0201
(Athlete) - ' IR I , B
PROFESSIONAL ATH LETE. B @ .. (153.348 WTG68) ’ "153*341'01.0 12.01
(Athlete, Professional) v e . o s e
PROFESSIONAL ATHLETE ................ TR C. (153.348 WTG 68) 153.341-010 12.01
FRIC . 44 .



, . Brettiie © - - Thid, Edmon

DOT Title II dmerent

. -D.QT ¢ qe = WTG #I o

wa,

Fourth Editlon

DOT Code Area —_ _WTG #

3
g

- (Athletic Coach) L . o o .
~.* INSTRUCTOR, SPORTS ..... e e (099.228 WTG 47) 153.227-01_8_ - 12.01 R
_  AUCTIONEER ... . i ieeeereiieieils. (204.258 WG 97) . 294257010 . 08.02
, AUDIOLOGIST..._',“.-. s e et i eee o2 . (079.108 WTG 90) - 076.101-010 - 102.03
_AUDITOR......"_. e (160188 WTG 13) . 160.162-014 11,06
" (Auto-Body Designer) - T - CLo
" DRAFTER, AUTOMOTIVE DESIGN ....... S (017 281 WTG 56)_. . 017.281-022 05.03°.
. (Auto Drivlng Instructor) - o o : o IR '
INSTRUGTOR, DRIVING . ... ... L. (099.228 WTG 46) _ '099.223-010 09.03.
(Automatic Bowling Machlne Mechanuc) o o - - e -
. PINSETTER MECHANIC, AUTOMATIC ............... (829 281 WTG 37) 638.261-022 - 05.10
. (Automatic Washer Repairman) * = . o o . o
_ELECTRICAL-APPLIANCE SERVl@ER ...... i i (827.281 WTG 37) © " 827.261-010 - 05.05

(Automatic Vending Routeman) C D
COIN COLLECTOR .............. e e (292483 WTG 98)

(Automobile- Body Repairman)

* AUTOMOBILE-BODY REPAIRER ........0 .. .c..... (807.381 WTG 37).

' (Automoblle Parklng Attendant) :
PARKING-LOT ATTENDANT. e e (915 878 WTG 105)

(Automoblle Salesperson)

SALESPERSON, AUTOMOBILES T U (280.358 WTG 97)

-'(Automoblle Service Station Salesman) ‘
AUTOI@.&NLE SERVICE STATION ATTENDANT

* . (Automotive Brake Specialist)

BRAKE REPAIRER ... . ....: R (620 281 WTG 37) A
.(Automotlve-Body Repalrman) : S ; :
AUTOMOBILE- BODY REPAIRER B TR . (807 381 WTG 37)
(Automotlve Designer} * L :
DRAFTER, AUTOMOTIVE DESIGN e e (017 281 WTG 56)_, .
* (Automotive Mechanic) B : g ' . ! )
" AUTOMOBILE MECHANIC ..o 0 (620.281 WTG 37)
(Automotive Painter) . : L
_ PAINTER, TRANSPORTATION VEHICLE e (845 781 WTG 38)
. (Automotive Parts Counterman) o .
SALESPERSON PARTS ................. e (289.358 WTG 97)
'(Automotlve Service Advisor) " _ S
AUTOMOBILE-REPAIR SERVICE ESTIMATOR ceae e (620.281- WT‘G. 37 .
" (Auto Service Station Attendant) : B T
AUTOMOBILE SERVICE STATION ATTENDANT ....... (915 867 WTG 103)
'-BAKER....,’...-. R e (313781 WTG 38) |
BAKER........7% i eiieideo. ... (626,781 WTG 38)
(Ballroom Dance Teacher) = -~ = - S _
" INSTRUCTOR, DANCING ....... PO S (_191.028 WTG 1) -
{Bank Manager, Branch) - o S L
- MANAGER, FINANCIAL INSTITUTION ..... e e (186.118 WTG 6) ’
.(Bank Teller) _ .
TELLER .........:..... ..... -...'...(212368WTGZO)
BARBER ... ...l i . s (330371 WTG 101)
(Barber- Styllst) S S ,
BARBER ..... EEEEEEEE T PR e e .(330.371 WTG 101)
(Beauty Operator) . - : -
COSMETOLOGIST e / e (332 271 WTG 101)
_[Kc s s

. .(915.867 WTG 103)

292.483-010 -
807.381:010
915.473010

,:273.353-010

915.467-010

620281026

807.381-010
© 017.281-022
620.261-010

" 845.381-014

279.357-062

; .'"'62‘9‘.251__-61 g
gisasiotn
| 313.381:010 ©
| 526.381:010
- 151.027-014
186.117-038

211.362.022
330.371.010 -

. 330.371-010.

332.271-010

‘

. 05.05
69.04'_'.,
‘08.62_"
0510
0510
05.05
05.03
- 05.05

05.10

05,07

05.10

~05.10
.. 06.02
" 01.05
1105

Kl ‘07.02 -
09.02

09.02

- 09.02

08020



S ) )
. . .
e

S Brief Title ~ Third Edition .
’_ o DOT Title If differem_ DOT Code — WTG #
BEEKEEPER T P - b (419 181 WTG 72) - '
(Bilingual Secretary) SR s
‘ SECRETARY ....... PRI e e (201 :368:WTG 18)' A
BILLING MACHINE OPERATOR .......... e R (214 488 WTG 26) .
BIOCHEMIST ...\ .......... PO SUUTUT (041.081 WTG 87) -
BIOLOGIST .. .. ..... P '..7,..;f.....'....,(o41 081 WTG 87)-
~ (Biologist Assistant) o o R . e
' BIOLOGICAL AlD . - e (049.384 WTG 73)
BIOMEDICAL ENGINEER ..o ile i i bh s L
BIOMEDICAL EQUIPMENT TECHNICIAN s e, ' L ;
BIOPHYSICIST.. T R [ YE e e (041 081 WTG 87) _
_BLACKSMITH T e T i, .. (610.381 WTG 37)
o UBOILERMAKER b it e et e - (805. 281WTG 37)
" BOOKBINDER ... c0.cooovinvnnn.n g ..... . (977.884. WTG 39) . -
. (Book Editor) - - . . -
- EDITOR, BOOK. ........ SR S . ....(132068WTG111)
" BOOKKEEPERI.........0...0n.......t.e. .. 0L (210,388 WTG 26)
BOOKKEEPING MACHINE OPEFIATOR oo, L...... (215.388 WTG 26) |
BOOKKEEPING MACHINE OPERATOR II e “..: (215 388 WTG 26)
(Bookshop and Bookstore Sale_s Clerk) o . :
‘SALESPERSON,BOOKS .. ............... . \ N (289.358 WTG 97)
P . ‘ , 20 ¥
(Border Patrolman) : B o o
BORDER GUARD . ...\t ceueeiinannenns ... (375.868 WTG 79) .
. BOTANIST.......... RO RO IDTUU (041,081 WTG 87)
_ (Bowling Center Manager) h . !
:MANAGER, RECREATION ESTABLISHMENT ..... . (187 168 WTG 10)
(Bowling Machine Mechanic) : . '
PINSETTER MECHANIC, AUTOMATIC ........ L '._. .. (829 281 WTG 37)'
. (Boy Scout District Executive) e
~DISTRICT ADVISER.’..._....,.;-. R R R (187118 WTG 6)
(Brakeman) : « o " w .
. f_ BRAKER, PASSENGER TRAIN ..... ceieeana, e .(910 364 WTG 110)',- e
f BRICKLAYER .. ... .. ...... U ... (861.381 WTG : 37)
(Bricklayer Helper) ‘ o : o
CQNSTRUCTION WORKER 2. R e e (861 887 WTG 52)'1 :
(Bridal Consultant) . S »
© WEDDING CONSULTANT ... toviteeineva e s ‘.. (209.358 WTG 97)
(Building Contractor)’ ) ‘ o o . .
- "CONTRACTOR .............. e e Green (182.168 WTG 10)
(Building Custodian) C ' -
JANITOR ... .. ... ... (382884WTG39), :
(Building Inspector) : R , R :
INSPECTOR, BUILDING .'.' e e . (168 168 WTG 74)
: (Building Manager) ‘ . .
; SUPERINTENDENT, BUILDING .. G (187 168 WTG. 10) .
‘BULLDOZER OPERATOR 1....... e e (850.883 WTG 83)
' (Bus Boy)- : Lo
DINING -ROOM ATTENDANT cee et Ceaaaededa,.. (311,878 WTG 105)
BUS DRIVER ......... e O P e (913.463 WTG 110)
BUSINESS REPRESENTATIVE LABOR UNION eelecl .. (187118 WTG 6).
: . S 4 -
@ i s C A

o

Fourth Edition - -

- 413.161.010°

~ 201.362:030
 214.482.010

"041.061-026

041.061-030

' 049.384-010

019.061-610

"019.261-010

"041.061-034 .
1610.381:010
" . 805. 261 014
"_977 381 010

-~

. 187.117.042 -

2

132.qe7-o14«, ‘
210.382:014

210.382-026
210.382-026

277.357-034

375.363.010
041.061:038 - .

© 638.261:022
© 187.117:022

. 910.364-010 °
- 861.381-014

869.687-026

2993570718
. 182;.16:7’-010
| 38_2..664,-01_6?'
168.167-030 -

187.167-190 -
. 850.683-026

o
311 :677- 018

¥ 913463 010 ™
187.167.018 .

07.01

07.06

. 08.02

04.02 - |
02.02

11.11

11.12

05.12

. 0502
*.05.11

© 09.05., ,
.7 09,03 -

1105

! \ .

__DOT Code Area — WTG #,

..02:02
© 0202 -
© 4 02,04
. -02.02
02,04 7
02.02 -
'~ 05.05
.05.05 .
- .05.05

>

e
- 01.01

. 07.02
~07.06°
. 07.06 °

0510
BERTH 05:

0001
© 05.05

-05.12. -

© 08.02...

05:03



© - @retTitle . ~. " ThirdEdition . . - Fourth Edition
DOT Title i different. - DOT Code — WIG# . DOT Code Afea — WTG # - -

to (Busmess Teacher "High School) o e ' ST e
TEACHER, SECONDARY SCHOOL B R A (091 228 WTG 44) . ~'091.227-010 - ) 11.02

7 BUYER......... ST e (162158 WIGes). _162.157-018 * - 08.01

CABLNETMAKER..'.~..;..-....',. TR _.‘,.‘(660 280 WTG 80) . 660280010 0505
(Cafeteria Manager, industrial), - . . - PR
- MANAGER, INDUSTRIAL CAFETERIA ... ...c..ono (319138 WTG 85) - . 319137018 1M
; CALCULATING MACHINE OPERATOR. e (216.488 WTG 26). " 216.482:022 . .207.02
_{Camera Repairman) ' I — ‘ — S .
© CAMERA REPAIRER .......,...000 e e (714.281~WT~G 37) : 1714.281-014 - 05.05
(Camp Counselor) - e S e o SR PO T
COUNSELOR,CAMP .. ... T (159 228 WTG '46) - - 159.124:010° - : 09.01-°
C GARPENTER. . ..ot e cn oo e (860.381 WTG 37) . .860.381-022 05.05
(Carpenter, Construction) o S L S
~ CARPENTER:......... i . (860. 381 WTG 37) '. 860 381 022 0505 . -
(Cartographer) - . T R Sy
'DRAFTER, CAR‘EOGRAPHlC e (017 281 WTG 56) B 018 261-010 ~ 05.03
CARTOONIST .. ... eee s i yiiiiieie.iie..- (144081TWTG4) . 141061010 - [01.02.
CASHIER2 ............ i . . (211 468 WTG 21) | 211.462:010  07.03 -,
(Caterer), ' ) ' Lo R S
MANAGER, FOOD SERVlCE..~."..~ ........ R P (187168 WTG 10) N 187.167-106 ~ 1111 . ..
.“(Cattleman) : , T T .
LIVESTOCK RANCHER..'.. ..... (.-4.13.181_ WTG 7_2) ' * 410.161-018. . 03;01’/
CEKAENT MASON . ... i et o ie e, (844,884 WTG 39) - . _:-8‘?4'.364-‘010' 10505/ ,
) CERAMlC ENGlNEER e el _(006.081IWTG 53) - . " 006.061-014 . 0501 '
. (Certmed Laboratory Assistant) - o v \ - R
... MEDICAL-LABORATORY TECHNlCIAN ....... (078 381 WTG 75) . 078.381-014 . 02.04 .
Nile S . oo L ot .
"(Chamber of Commerce Manager) . . ) _ T SIS T
E£XECUTIVE VICE PRESIDENT, CHAMBER OF L A TR ST
"COMMERCE .......... e el (187118 WTG 6) , 7.117-030 11105
-CHAUFFER....‘-:-.,...'_.u...L_.-.-....‘..-..'.'.....-...'.'.' .'.'...,‘..(359873 WTG 103) ' 359.673.010 . . 40903 ..
' CHEF ......... (313.131 WTG 33) © . 313.131-014 « . 05.05
a CHEMlCAL ENGINEER . ... .... Ll ...:....(008.081 WTG 53) . © 008.061-018 - 0501
s .'...CHEMICAL LABORATORY TECHNIClAN....' ..... I (ooz 281 WTG 75) - ~+.022.261-010 ~ 02004 o
~._(Chemical Technician) - o o o T
""" LABORATORY TESTER..,_.__: e i (022384 WTG 78) 029.261-010 " -02.04
CHEMIST "............ ..... e e T - 7022.061-010 02,01
(Child Gare Worker)’ ' L L SR S
- ATTENDANT, CHILDREN’ SINSfITUTlON‘.., .......... (359.878 WTG93) - - 359.677-010 *10.03
' (ChlldDayCareWorker) : S ) S T e SRR
 NURSERY SGHOOL ATTENDANT...._...,. ..... P (359.878WTG93) . ~ 359.677-018 = 10.03
(Chipper and Grinder) ’ ' - Cc - o Lo .
GRINDER-CHIPPER . ........... e P (809.884WTG39) . . 809.684-026 - - 06.04
. CHIROPRACTOR...'.'..'...'....;....~‘.‘_.'...'...'.A._ ..... .. (079.108WTG90) ° . - 079.101:010 02.03
. (Christian Education Director) . L T
+ - DIRECTOR, RELlGlOUS EDUCATION ...... ST (129108WTG32) = 129.107-022' 11.02
.'"';.(CutyManager) e T S . ST
- +'." MANAGER, ClTY N (188118WTG6) ) 188 117114 11.05
_',(Clty Planner) . =« . o S - - “ ' o
" URBAN’ PLANNER A Ll P L (199168WT(36) o 199. 167 014 11.08
CIVILENGINEER .. ....ivuvennns L (005081WTG53) ~ 005.061- o1m-" 0501

.’\,\' B [
) RN -2
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Co DOT'TitIe if dlfferer'lt DOT Code — WTG # DOT Code Area — WTG #
: CLAIM ADJUSTER e R PR - ._'. Lo (241 168WTG 74) " 2_41.21,7-010 11. 12
. CLASSIFIED AD CLERK 2 ................................. : (209,388 WTG 24) 247.387-022°°  07.05
(Clergyman)’ , . e L R :
-l CLERGYMEMBER................... SO (120;108 WiG 32) ' '120.0071010 10.01 .
- (Clerk, Genéral Office) . s e - _ R
o ADMINISTRATIVE CLERK. e .'".", ............... : (21 9.388 WTG 26) _219.362-_0‘19‘ - ..07.01
- (CoalMiner)’ P
MINERI ........ (939281WTG37) 9‘39.2/81-010‘ 05.11 -
;-(College Teacher) . B
FACULTY.MEMBER, COLLEGE OR UNIVERSITY e | (090.28BWTG44) - 030 227“010 11.02
~ (Commercial and IndusItnaI Photographer) SRR PRVAE IR
PHOTOGRAPHER STILL T R R (143.062WTG3) ' 143; 062 030 oo 01 .02 -
(Commerclal Artist) S
. ILLUSTRATOR . .. e e e e e i ee e (141 .081 WTG 4) 141 061-022 01?02. o
‘ (Commercial Diver) -~~~ . ‘ '
- DIVER ............ PR e ."._ J P s (899 281 WTG 37) 899 261 010_ .... 05.05
- vCOMPARISON SHOPPER ..... I L ._', R (296.388 WTG 24)__,,_ 296 367-014 08 01
~ . COMPOSER™. ... ... e TR S (152088 WTG100) ‘- ..152.067-014 = .01:04,
' COMPOSITQR ................ e HCTFON ' (973.381 WTG 37)". "'_'-973 381 010' - .7 08.05
(ComputerServnce Technician).-- . ST
ELECTRONICS MECHANIC (828 281 WTG 37) 828;281-01_0 05.05
"CONDUCTOR, PASSENGER CAR B TS A (198 168WTG 10) 1.98."-167\—_0'T0.' P L A
(Conservatlon Officen) - _ . T Con
' FISH AND GAME WARDEN ...:............... REREE (379 168 WTG 74) L 37_9.1ﬁ_7:.010. 04.01..
. CONSTRUCTION EOUIPMENT MECHANIC . } PP . e .(620 281 WTG 37) ' - 620.2'61-_022- '_ .‘ 05.05-
... CONSTRUCTION INSPECTOR . . .’ Lowfi e (182, 287WTG;76)3 - .182.267-010 * *. 05.03
(Constructlonlronworker) B - ST B L
e STRUCTURAL-STEEL WORKER EEEEEEEER e (801 .781 WTG 3_8)- - - 801'.361-014_5 '.05.05
g (Constructlon Machinery Operator) I : : : o 4 A
OPERATING ENGINEER T P P P EEEE (859.883WTG 83) 859.683-010 * . .05.11 °
(Construction Supenntendent) ’ R N T e
' SUPERINTENDENT CONSTRUCTION .................. (182.168WTG 10)- : »"182.16_7_-026__‘ : 05.02
' (Consumer Safety-Officer) - § . D e R
" FOOD AND DRUG INSPECTOR .. [ ... &% i veenns (168.287 WTG 76) 168.267-042 11.10 -
(Cook, Domestic Service) . . o0 . - o R ’
COOK .... (305281WTG36)_ 305..281-010. 05.10 N
: (Cooperatlve Extension Semce Woarker) | - R ' . ,
' COUNTY- AGRICULTURAL AGENT ........................ (096 128 WTG 42) - 096.127-010 11.02 .
"COPY WRITER ........ ST col T .(132 0B3WTG 112). 131.067-014 - 01.01.
"COREMAKER .........oooveinn. e (518 §B1WTG37) 518.381-01‘4 - 06.01
(Correctlonal Offncer) ; S ?.‘- . A
CORRECTION OFFICER . R s e e e e (372;858 WTG 79) .372 667 018’ ©. 0402
’ CORRESPONDENCE‘CLEHK A e (204 2 WTG-15) . - 209.262-010 07.01 .
COSMETOLOGIST........ T B S, Seeniaas .o (332.2Z A G 101) ' 332 271 -010 09.02
(Cost Accountant) - B _ oo S N o
o ACCOUNTANT COST ...... S TREE R .- (160.188 WTG 13) C ‘ 160 167 018 - 11.06
(Counselor, High: School) L T ‘ - -
COUNSELOR .ot ottt e e i e i ! (04&108 WTG 32)( n ‘ 045.107-01Q 10.01.
(Counselor Vocational Rehabllltatlon) R e :
COUNSELOR.......................‘.........._... (O45108WTG32) .. 045.107-010 =~ 10.01
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Tt Providsd by ERIC

'_’.'w-(Counterman Cafeteria) Lo LT ' _ ' - R o E
COUNTER ATTENDANT CAFETERIA ........ R A B?B WTG 105) o 311.677- 014. E 09,05
COUNTY AGRICULTURAL AGENT ....>.......... ... (096.12BWTG42). 1096.127-010. " 11.02°
- COURT CLERK e IR e e ' ( . (24_9.368WTG 16) '243 362- 010 07.01
(Court Reporter) - .- _ . S o L
SHQRTHAND REPORTER. e R R (202.388 WTG 25) 202.36:_2-'910 ’ ‘07.05'
~ CREDITANALYST [.......l ol (191.268BWTG 74) 191.267.014 . 11.06
- (Credit Collector) = - =~ | R . | S -
" COLLECTOR....... g R P IR RRRRIEE L. (240 368WTG16) '  241.367:010 07.03.
- (Credit Manager) ~— — e e y i
-MANAGER, CREDIT AND COLLECTION e PP (168 168 WTG 10) /168.167-054 . 07.01
(Cnminologist) o K : S e e
SOCIOLOGIST ... .. S e S R (054 088WTG 31) ‘ .054.067-:‘014 11.03
.. -(Crop Scientist) _ A AP L S . -
- AGRONOMIST . .:.......... e e e e (040 081 WTG 87) - l040.061‘-0,1l0 ©oo 02,02 .
GURATOR .............. Gengereees e SR L (102, 118WTG6) o 102.01';'7.010-_ 1107
(Custodian) . - - S ‘ . ._ :
. JANITOR....'-....‘...'."'...b..f_.v.‘.L..j<. EEVEER (382884WTG39) , 382 664010\(\_1_ - 05.12°
CUSTOMS INSPECTOR. L. oot i i (168.168 WTG 74) 168. 267- 022" 1110
. (CustomsWorker) o 7 . . B e
CUSTOMS INSPECTOR. B R I e (168 168WTG 74)_ _ 168 fS? 022 11.10
_+(Cylinder-Press Man) S - _ c : '
C;YI'.‘_I_N_DER-PRESS O_PERATOR .............. Wil (651 782 WTG 82) R 651 362 010‘ -~ 05.05
(Dairy Farmer) S ¥ RNV S :
LIVESTOCK RANCHER R TR s (411 181 WTG 72) 410.161-018 - 03.01 .
\DAIRY PROCESSING EQUIPMENT OPERATOR R '. .+ (529.782WTG 82) ' 520382018 06.02 7
< DAIRY TECHNOLOGIST ... lisie e e e ... (040.081WTG 87) 040.061-022 -02.02
' DANCER ..., U PRC T Cea.. (151 048WTG66) 7151.047-010 01.05
e (Data -Processing Machine Operator) DR AP Lo RN
COMPUTER OPERATOR .............. R A (213.382 WTG 2'3) e 21_3.362-010 107.06 -
' ( ta-Rrocessing Machine Servuceman) A LR o : .
ELECTRONICS MECHANIC ...... .. .. A (828 281 WTG 37)- - 828?281-010 . 0505 .
" {Data Processing Manager) E ' ' ' o R
MANAGER ELECTRONIC DATA PROCESSING g (1_69.168 WTG 19)/., : -169.167-030 -~ - 11.01
DATATYPIST, .o .i. o it T e (213.588WTG 28) . -..—.203.582:022 07.06 %
'(DeanofWomen) I N e L *I
DEAN OF STUDENTS1 e (090.118 WTG) ‘090117018,  11.02 .
_(Dehvery Route Salesman). I IR O
_ -~ DRIVER, SALES ROUTE e e e ORI (292 358 WTG 97) 292.353:.010 - . 08.02°
' DENTAL ASSISTANT ) e - f : ._5'..4. R '. . (079 378 WTG 92) _ 079 371 -010 . 10.03
_ DENTAL HYGIENIST S ey . {078. 368WTG 92) -_ ' ’078 361- 010 - 710.02
: DENTAL LABORATORY TECHNICIAN Cee e e (712, 381 WTG 37) 712.381- 018 4 . 05.05
T UDENTIST .t PR e (072108WTG 90) .. 072.101-010 03,03
* (Departrient Manager, Retasl Trade) .. . - ‘
e MANAGER DEPARTM ENT ..ot e ' (299 138 WTG9) - S 299 137 010, _.‘1.1.‘11 )
_ DERMATOLOGIST .. 0ovvueeeieeannn. DU U (070 108 WTG90) - - - 070.101 018 " 02.03
(Designer, Fabric) . o - - ; S
CLOTH DESIGNER T e i (142.081 WTG4) ’ 142.061-014 01.02
- (Designer, Woman'’ sCIothmg) T S : S
CLOTHES DESIGNER e e e e e (142 081, WTG 4) o 142.061-018 ~01.02 - ,
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T DOT Title if different DOT Code — WTG # DOT Code Area — WTG #
DETECTIVE......... " (375268WTG74) 375 267 010'_ 0401
(Detective, Police) . -- o . ‘ '
. DETECTIVE..... . B Bl e - (375 268 WTG 74) . 3?5.267-0{10 04.01
_ DEVELOPEFI I TR e i (976 381 WTG37) -~ 976.681-010 0‘5.10' '
(Dle Maker 'MachlheShdp) [ ‘ oo ' ‘ ‘,
DIEMAKER, BENCH, STAMPING ceeee AT Ve (601 281 WTG 37) 601.281-010 - 05.05
(Dlesel- EngmeTechnucnan) L b s S
DIESEL-ENGINE TESTER e e ceeaen ... (625, 281 WTG 37) @.261-010 06.01
“DIESELMECHANIC. ... «....... Ceeidee o (625.281WTG3T) 625.281-010 05.05
~(Digtitlan) R E— _ _ — -
DIETITIAN CLINICAL 2 ‘ e L EE R IRIeE (077 168WTG ‘IO) 08717.127-014 . 05.05 -
DIRECTOR, PROGRAM . . [. . .. e . (184.168WTG 10)” ' 184.167-030 1105
" DIRECTOR, RELIGIOUS EEUCATION e s (1 29.108 WTG 32). 120.107:022 . . 11.02
. DISKJOCKEY ... ...... T, e e (150, 148 WTG67) 159147014 * 0103 |
DISPATCHER SR SUPR e R - (912 168 WTG 17) 912.167-010 = 05.03
(DisplayMan) R - P o = )
<"+ DISPLAYER, MERCHA DISE ..... S e EERPEEE (298 081 WTG 4) 598.081-010 . 01.02
" (DisplayWorker) - | R . T .
DISPLAYER, MERCHANDISE ..... EEERREEES P TP (298 081WTG 4) - 298.081-010 01.02
DIVER ... ... .. , e, e (899.281.WTG-37) . 899.261-010 05.05
(Diver, Commercnal) i L e f - / .
DIVER ................. T P NP (899.281, WTG 37) - 899.261-010 /- 05.05
_*(Doormany e R o _ R
DOORKEEF’EFI i eea it EETERE S .(324 878 WTG 106), o #324.677-014, 09.05
DRAFTER, AEFIONAUTICAL ....... B P o ~ 002.261-010 05.03
DRAFTER, ARCHITECTU AL . R '001.261-010  ~ 05.03
- (Draftsman, Mechanical). o SRR - o T . T
DRAFTER, MECHANICAL ...... s P (00?.281 WT,G 56) 007.281-010 - 05.03 - )
(Dramaticist) A T o e S
/I.AYWFIIGHT._. B TR R e (131 088WTG112) .1_31'.067-038 - 01.01
'(_D pery Seamstress) - - . - . ! : S o o
DRAPERY OPEF_IATOFI ........ e e s e (787.782.‘WT_G 82) . 787.682-018 06.02
DRESSMAKER . ... oo il e (785.361.WT§35){ ..+ 785361010 05.05
. (Driver, Heavy- -Truck) e, W : T L e :
“TRUCK DRIVER, HEA\)Y T (905.882 WTG 83) - '-,,_‘905«.663-014_' : 05.08
(Dnvmglnstructbr) } I R o
INSTFIUCTDFI %ING e e e PP ¥ (099 228 WTG 46) _099.223,-010 09.03
: " (Drugstore Clerk) /U T L o S e v
" SALES CLERK .. 7 cei ..; . '.-,,;.j; B T, (290 478 WTG 102) 290.4_77-014 . 09.04
(5rugstore Salesperson) - I-( o Ve e .
SALESPEFISON GENERAL MERC ANDISE e (289.4‘58WTG 97) - 279.357-054 08.02
(DrycleanerSpotter) P — _ o
T SPOTTER Ly itabde e e e e (@62 381WTG 37) - 362.381:010 . 06.02
- . .I ) . ) -l.._ >‘ . .l . ‘ - ) v. . ,.m !
. .ECONOMIST ..... [ .. .;;_ ...... (050 OBBWTG 31 050 067- 010 - 11.03
. EDITORIAL ASSISTANT . ......0....... Lepn i (132,288 WTG 114). 132 267014  11.08
- EDITOR, NEWSPAPER ... .. e ... (132018 WTG111)" 132 017014 11.08
(Electrical Appliance Serviceman) S ‘ PV I ‘
. ELECTRICAL APPLIANCE SEFIVICEFI. e 1(827.281 WTG 37) 827.261-010 .05.05
ELECTFIICAL ENGINEER I e (003.Q81 WTG 53) 003.061-010 - 05.01
EI{C@L 90 | . a4
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E (Elecfncal Repairman) Q " L R ’ f e T
 ELECTRICALREPAIRER . .. ... covui oo ilennisis (829281 V\ITGS?): . 829.281-018 0505 .
L ELECTRICALTECHNICIAN P (003183"INTGS7) . .. 003161010 . 05.01

T ELECTRICIAN. ... ..... i TR .‘;.__.._-. vers (824 281 WTG 37 . 824 261 010- 05.05

" (Electrician, Constructlon) B . ~ L .

~ ELECTRICIAN.......... L 2 (824 281 WTG 37) 5 824. 261010 0805
_(Electrician, Maintenance) L T ' RS

. ELECTRICAL REPAIRER .. ... ool S (829 281 WTG 37) e 829.281‘-_014- 08, 05 S
ELECTROCARDIOGRAPH TECHNICIAISI .......... (078 368WT(592) . 078.362:018 . 10 03

..._(Electtoenc halograph-Technician)-- - e e

ELECTROENCEPHALOGRAPH TECH NOLOGIST ....... (078 368 WTG 92). - . .078.362-022 . 10.0_3 o
ELECTROLOGIST ...... SUDU T S (339 371 wighon - 7 - 339.871-010° ;09.05
(ElectronicsSystemTester) L I A R

ELECTRONICS TESTER | P . ...... [ (729 381 WTG 3N . 726.281-014 " ° 06. 01 -
ELECTRONICSTECHNICIAN.'.............-.v.........,. (003181 WTG57) . 003:163-014.° 0501
(EIectronicTechnIcnan) : . e I : SR T .

ELECTRONICS TECHNICIAN....'..-‘~....'. .(003181 WTGS?)- . 003.161-0t4 - - 015..01 .
(Electroplater) : C - : s T

PLATER... S .'._ Ce e J ........ e e (500.380 WTG 80) - E 500:38Q-010 06.02 -
"ELECTROTYPER ... ........ o AU (974.381 WTG 37} 974.381-010 05.05
" ‘(Elementary SchoolTeacher) . S . S T . o :

. TEACHER, ELEMENTARY SCHOOL ....... e (092.228 WTG 45) , - 092.227-010 11.02
ELE’VATOR CONSTRUCTOR ...{..... S {825,381 WTGBT) 825.361-010 . 05.05
EMERGENCY MEDICAL TECHNICIAN S e : ,:079'374'010 ' 71002 .

- EMPLOYMENT INTERVIEWER . . . oo oeee o o (166.268WTG 12) 166.267-010 11.03 4
n (EmploymentServnce Intervnewer) . . T IR -
EMPLOYMENT INTERVIEWER ........................... (16_6.268WTG 12) 166.267-010 ~  11.03
"+ (Employment Supervnsor) - A
‘ MANAGER, EMPLOYMENT .......................... (166 168 WTG 10) 166. 167 030 11'.05
(Enghsh Teacher, High School) . i .

TEACHER, SECONDARY SCHOO e L (09,1 228 WJ'G 44); _091 227 010- 11 02 .
ENTOMOLOGIST ....... e e PR e (041 081 \N'I'G 87) 041 061-046 02 02‘ IR
_EXECUTIVE HOUSEKEEPER 7 ..... . (187168WTG10)_. - ‘/137 ApT- 046- R & 15 & IR
(ExecutlveSecretary) S o ' B T T

ADMINISTRATIVE SECRETARY‘. IR e R (169 168WTG 10) ' 16.9"16.7;"014-.- L+ 07017 -
(Extension Home Economist) = ' - ‘ ' Lo T

- COUNTY.HOME- DEMONSTRATFN’AGENT ....... (096;128WTG 42) 09611-21-010 ~.10020 .
EXTERMINATOR (389.884 WTG 39) 389.684-010 ~0510 .
FAGULTY MEMBER, C LLEGE OR UNIVERSITY e .... (090.228BWTG44) . 090.227-010 102
CFALLERT .ooiivveendonenn it F T U (940.884 WTG 39) . ©454384-010 0304 .y
FARM EQUIPMENT ME HANIC 1 B A ... (624.281WTG37) - 624.281.01Q : - 05.05 w
(Farm Equipment and Supplies Salesperson) . - ' ' B IR ‘

. SALES REPRESENTATIVE, FARM AND GARDEN ‘ S o . e _ o

EQUIPMENT AND SUPPLIES P oo (277.358 WTG 97). . $272.357-014 ... O 0_3-02
(Farmer, Cattlg) : . L T R T

LIVESTOCK RANCHER B weell R (413 181 WTG ﬂ) ' " 410.161-018 - 03.01 .

* (Farmer, Dairy)’ ' : B : T o

- LIVESTOCK RANCER SETERRRRRTS (411.181 wTG72)" 410.161-018 03.01
(Farmer, Fruit) ' ' : L -

FARMER TREE- FRUIT AND NUT CROPS e e (403 181 WTG 72) -~ 403.161-010 - - . 03.071-

. * ‘ ‘e ' s [y
[KC | L 51
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FARMEFT GENERAL ....... . @2 .181 WTG72) C. 421181010 03.01'_
(Farmer Poultry) . s S ; R o
. POULTRY FARMER....'.-.:;;,:;‘ ....... SRR SR (412181 WTG 72) ‘411161018~ 03.01
(Farmer Truck) o SRR N ' _
FARMER, VEGETABLE (40_3.181 WTG'72) : 402.161-010 03.01 .
(Farm Manager) . % : Lo e R
GENERAL MANAGEgFARM. e o I'...,':-'(409168‘WTG10) 180.167: 018 03.01 " -
..FASHION COORDINA OR ...iitey (185158WTG95) :7-185157 o1o : ._11 09 o '
(FashionDesugner) : s Lo ' ‘
CLOTHES DESIGNER ... .. -......_.....v.._.._'.,...I.‘.‘-""_“_(-TZQOBTWTGQ"‘”“ mom‘r& ““70'[702**—~
' (Fashion llustrator) | ' .
. FASHION-ARTIST . (141 081WTG 4). o 14,1.061_-,0.14 g p1.02
. (FBl Agent) : I o -l s e 3
SPECIALAGENT .../ A (3 5168WTG 74 . 168.267-034 . 0401
'(F |Special Agenty - b o R P :
VESTIGATOR ©............. ey ; (375 168WTG 74) | .168.267-062 110
FILECLERKIk ...... ST S e (236388WTG24)'_ . .206.382:010 . 07.07
C(FilmEditor) . o0 e A T S
EDITOR, FILM ... . " FORSURIIS Y SN *(96R.288 WTG 114) © 962.264-010 01.01
(Financial Aids Administrator) /- SR c L R
FINANCIAL-AIDS OFFICER .- - .‘-qogo.1_18wre__ 6) . 090.117-030 11.02-
FINGERPRINT CLASSIFIER -(375.338WT<§24)‘ . 375.387-01Q  .02.04 -\
(Fire- ExtmgunsherServuceman)' N S e ‘ ;"' Co
FIRE-EXTINGUISHER REPA ER:. . , (709 884 WTG 39) ~ +700.384-010 0540"
: . . . ey, -, . .. . .
FIREFIGHTER [ ... ... 77 '...(378 84 WTG 39) ~ 373.364-010 104.02 -
_ FIRE PROTECTION ENGtN ER....ovoe i (012188 WTGS9) .012.167-026 = 05.01°
(F|sherres Scnentrst) R ' ' 1 oL - [ L
'MANAGER, FISH HAT HERY P iiae. (041168 WTGES) 180.167:030 » - 03.01 . °
" (Flight Attehdant) A ' o R o
" AIRPLANE FLIGHT TTENDANT RS C.i..ii....(352.878 WTG105) 352.367-010 09.01°
-} FLIGHT ENGINEER /... SRV (621.281 WTG'37) . 621.261-018 05.03 .
(FloorCovermgInst IIer) S o o L Lo
FLOORLAYER /... oo S (864.781 WTG 38) 864.481:010 = : 05.10
- (Flqor Covering|l staller Resnllent) P e
FLOOR LAYER ...... U i el (BBATBIWTG 38) 864.481010 .. 0510 .
FLORAL DESI NER RN S T PUD 1(142.081 WTG 4) 142081010 01.02
Florist) S . - S
. FLORAL DéSlGNER e R 1(142.081WTG4) . } 1010 01.02 '+
- ' ‘_k168.Q8'7WTG76) - 1684?7?—042 © 1110
.. [022l081 WTG 87) 022, o§1 -014 -oz.o_z‘_-'
1(319.138 WTG 85) 319.1 97 010 09.05
(FoodStoreChecker) _ : - ‘ e a o o
CASHIER-CHECKER ..:...... ... e e e { (299.468 WTG 21) < 2114/52014 - 07.03. -
~FOOD TECHNOLOGIST j ' e 041 41.081- 010 = -02.02
(Forer.gn LanguageTeacher Hrgh School) v { IR - 5 R
. TEACHER, SECONDARY SCHOOL ................. i. (091 228WTG 44)_' . - 091.227010 .- - 11.02° °
; FOREIGN SERVICEOFFICER . ........cooiinnn.. '.:j. hea HBWTG6) . 188.1117-106° - 11.09
_(Forergn -Service Secretary) o - :
SECRETARY .:.....0. oo, / (201 368WTG 18y 2o1.ép2-oso 07.01
(Foreign Service Worker) o / R o B
.FOREIGN-SERVICE OF ICER e ceeolols T (188.118WTGE) - L 188.1{17-166 12,09
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DOT Title I dmerent
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Fourth: Edlilbh u

DOT Code Area — WTG #

FORESTER ....... o R SUDRR (040 081WTG 87) |
(Forest Technician) e B Coo

' FORESTER AlD ... ... R L SENUEA (44..1-.384 WTG .73) ’
(Free Lance Writer) o : oo .

- WF"TER PROSE, FICTION AND NONFlCT|ON I A (130 088 WTG 112)"‘,.‘ . ,
! : S

FRElGHT-TRAFF|C CONSULTANT o e e e (184.268 WTG 11)'- S
(Fruit Farmer) - i R . '

-~ FARMER, TREE FRUlT AND NUT CROPS. e e (404 181 WTG 72) '
(Fund Ralser) - SR AR .
D]HECTOR“FUN-D_HATSTNG e ._‘-'. g i e (161 118WTG6) .

(Funeraanre—ctor} L R T
DIRECTOR, FU RAL ..... “L;Q e e e - (187 168 WTG 10) .
“'FURFARMER... ............ e (419181WTG72)

: 7.(Furnance Installer and Repalrman) :
- FURNANCE INSTALLER ANB REPAIRER HOTAIR.... (869 281 WTG 37) e

.. FURNITURE: FINISHER P T . S (763 381 WTG37) o
", (Furniture Mover) A .
VAN DRIVER HELPER ..... T T ST ’(909 887WTG 52) o
FURNITURE UPHOLSTERER R o ((78Q 381WTG37) B
-(Gardener and Groundkeeper) S S, ?‘fﬁ R
GROUNDS KEEPER,; INDUSTFHAL COMMERC|AL e (407 884 WTG 39)’ o
(GarmentCutter) Coy S o SRR
CUTTER, MACHINE I . .. .. P .' ..... P (781 884 WTG 39)

" (Gas Appliance Service Worker) ~ -~~~ .. .- co
- GAS APPLlANCE SERVlCER TR & (637.281 WTG 37) ‘

' (General Merchandlse ‘Sales Clerk) T o
' (SALESPERSON GENERAL MERCHANDlSE i . (289 458WTG 97)

‘ _' ,GENETlCIST B B e (041 081 WTG 87)

" GEOGRAPHER............ T A -7 (029:088WTG88) .
GEOLOGlST S e e ... (024.081 WTG 87)
GEOPHYSICIST .....0....... S (024.081 WTG 87)
’(Girl Scout Executive Staff. Worker) I o o '

DlSTHlCTADVlSOR e ol . .. (187 118WTG6)

AGLAZ|EF! ...... ..... (865781WTG38)

(GreenhouseWor’ker o R
HORT|CULTURAL WORKER 1 ..... e AEEERERRRET. (406.887 WTG 52) -
~ (GroceryChecker) - * - - .. o T )

: CASHIER- CHECKER A T "._'_\_,.. PN B (299, 4’68WTG 21)
(Guard) - Y 2 R

¥ GUARD, SECURITY e e e e (372.88_8_WTG_79)
(Guidance Counselor) E o ' o e L
COUNSELQR B RN PR e -(045.108 WTG 32)
CGUNSMITH Lo O ... (632.281 WTG 37)
/ . y )
- (Harid Composition) ~ : - _ y o :
: COMPOSlTOR ....... e e e e _ (9_73.381 WTG 37)
HARBOR MASTER.............. e (... @75.168WTGE)
3 HEALTH PHYSICIST ............ P .. (079.021 WTG 86)
- : A T :
O \N

' 165.117-010 ‘

!

040/061 034

o

452.364-010 ’

131.067-046
g »184267010"'

403 161- 010'__ :

. 187.167- 030
410 161 014

869.2%1_-_010.

905.687-014 ' ‘
780.38_1-018_ .

406.684-014.;
781.684-014

o -'.657.261-018".

279.357.054~

- 041.061-054.

029.067-010

024.061-018
024.061 30'30

187.117-022

. '865.381:014 .
" 405.684-014

= 21 .462-01'4

372 667 034

045 07 010

. 632.281-010

v'e

© 973.381.010 - .
| 375.167.026

. 079.021 010

hE :\93.01

0301

01.01
11.05

0301

109

11.11
03.01

L0505,
763.3811010

.05.085 -

e
0512 .
05.05 -

o;i;o;"'r.
'06..0‘22-_._
,057,1oi_=' |
'0.5.62 |
0202 -

0201

. 02.01

02,01

11.05
05.10

03.04

- 07.03 .

 04.02 .

‘1001 .

0505 .-

05.05
04.01-
0501



. . . ¢ . - o N .
(Health Physics Technician). . S SR .
"RADIATION- MON TOR .. .. i e e -(199.187 WTG 76) o 199 167 010 . 05.03
(Health Services Librdfrian) - ' : S
LIBRARIAN SPECIAL LIBRARY. PR (100 168WTG 10)- . . ‘I'OO 167- 026 11.02
HEAT TREATER 2 Ll e ... (504 782 WTG82) o 504 682-018 - ,06.02 .
HELICOPTER PILOT ...t ieiee o) ‘_. - (196283WTG77)' e - 196.263-038 - 105.04
_ (High SchooITeacher) : T Lo
"+ _TEACHER, SECONDARY SCHOOL ¥ 1 I (091 228WTG 44) a o 091.227-_010 11.02
(Highway Engineer) T S —
. : TRANSPORTATION ENGINEER .......................... (005 081 WTG 53)'5’. s 005.061-(?38 © 05.01 .-
~_ (Histologist) S : ; R .
HlSTOPATHOLOGIST ..... e, (041, 181 WTG 75)'_. 041.061-054 - 02.02
(HnstologyTechmcian) g @ L S o
TISSUE TECHNOLOGIST e e e e (078 381 WTG 75_) o '.(_)78.'36_1_—030_ .. 02.04
HISTORIAN.-: DL S - (052. 088WTG 31) . ~ 052.067-022 . 11.03
(Home Appliance Servnceman) ' T U
- ELECTRICAL APPLIANCE SERVICER ................. (827 281 WTG 37) ' 827.261-010 ' 05.05‘. .
(Home Economics Teacher)- : Soae o ”
- TEACHER, SECONDARY SCHOOL ce e T (091 228 WTG 44) .°091.227-010° _ 11.02
- HOME CONOMIST ... iy ouiuen EREEERERTEREIRESYY (096 128WTG42) - 096.121-014 - 11.02
(HOm conomist, Extension) e i SR . PR
y COUNTRY HOME DEMONSTRATION AGENT . (096 128WTG 42) - 096.121-010 _ 10.02
(Homemaker’Home Health Aide) - R ' ‘ R
HOME ATTENDANT................. ................. (354 878WTG93)‘__‘ _ - 10.03
HORTICULTURIST P AP (040 081 WTG 87) - -02.02- -
(Hospltal Administrator) - i ' e
ADMINISTRATOR HOSPITAL .. einen... e (187 118WTG 6) 11.07-
(Hospital Admitting Officer) _ R T
ADMITTING OFFICER | . ... oo i iee e : (237.368~WTG 16) 205,137-010 . - 07.0_4_" '
(Hotel and-Motel Clerk) - N e S Lo S
HOTELCLERK.............. e et e e (242 368 WTG 19)‘ - 23_8._(}62_-010 -, 07.04
(Hotel/Motel Maid)” " L R T o A
) CLEANER, HOUSEKEEPING R N T (323 8%7 WTG 52) . : I_>323._687-Q14 . 05.12
. (Hotel'and Motel Manager) 3 C O o Lo
' MANAGER HOTEL OR MOTEL e e e e e (187 118WTG 6) . 1:_87._117-038 o1
(HoteIBeIIman) T L S T T L
BELLHOP i t ._..(324 878WTG105)' : .-324.692-010 . 09.05
HOUSE BUILDER e A ...... ST Ce (869 281 WTG 37y 869.281-014 - 05.05
(HousetoHouseSaIesperson) SR s e L
SALES REPRESENTATIVE; DOOR TO DOOR sh ...... (289 358 WTG 97) : 2_91_.3_57010 T 9,8.02
. (Hunting and Fishing Guide) - ' S
LI GUIDE. HUNTING AND FISHING..,..........7.._._._-. ..(45&868WTG104) B ‘ 3.53.161.-910 S 12,02
(Ichthyologist) L e, - .
ZOOLOGIST . ... cvviii i -041.081 WTG 87) . ' 041.061-090 02._(_)2 ’
ILLUMINATING ENGINEER e e e e - (003. 081 WTG 53) _ 003.061-046" 05.01
(Illustrator Fashion) . ~ - o N
" FASHION ARTIST ........................................ : (141.081 WTG 4) 141.061-014 . 0102 .
p‘_ o (lllustratoeredlcal) L - N e
: " ILLUSTRATOR, MEDICAL AND SCIENTIF]C P (141.081 WTG 4)' ) 141.061-026 R 01.02° .
(llustrator, Technical) . . . o ‘B o
. . TECHNICAL ILLUSTRATOR S .'-f, S . -:'-..;., (017f281 WTG 56) - 017.281-034 05.03 . o
EKC B 54 )
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'
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DO‘[ Code — WTG #

-~

- -

Fourth Edmon

.'-DO'I‘ Code Area — WTG»#

. DOT Title if different

~




"-".'.'_'(lnstrumem Reparrman) S _ S
JANSTRUMENT MECHANIC O (710 281 WTG 37)_ -
(insulating Worker) - IR o

.t

CONSTRUCTION WORKER 1 .. e . .. .. (863 884 WTG 39)
~—{Insurance Adjuster) . . T
CLAIM ADJUSTER ... .c..e.. U e A (241 168 WTG 74)-
" (Insurance Agent) - S : .
: \ SALES AGENT INSURANCE R e (250.258iWTG 97)
* (Insurance Agent, Lifey - N - o
SALES AGENT INSURANCE cee cree el s (250 258 WTG 97) ;
: (Insurance Agent, Property and Llabihty)'{ SE
_ - SALES AGENT INSURANCE e e e e (250.258 WJG 97)
" INTERIORDESIGNER ... ............ e (142.0.11 WTG 2)
" 27 (Interior DeS|gner, and’ DecOrator)' : : '
) INTERIOR.DESIGNER Ve e i e (142 051 WTG 2)' ’
" (Internal Revenue Agent) .~ . - e
_ REVENUE AGENT ..... S S e (188 168 WTG 10)
- INTERPRETER T N 2L (137.268 WTG 67).
Y VN o S g s e L (382,884 WTG 39)
JEWELER . ... .v. . oo ST R A (7oo 281 WTG 37)

- (Jewelry and Flatware Desugner) : - R - .
l INDUSTRIAL DESIGNER. Claeeeny e e (142.081 WTG' 4)‘

wll Toxt Provided by ERIC

| ._..‘.7'10;28:1“-026;

. 860.664-014 -
_24’1_,',-__2.1.‘7,:_-:.'()_'1_6 . S
" a50.957.010

' 250.257-010

250.257-010
142.051-014

4 142.051:014

- 160.167-050
. 137.267-010 -

Lo

| 362.664-010
.~ 700.281-010 .

142.061-026

105.05 -

0510

© 08.01
08.01 -

08013' '

01 02

01.02 f

11,06

11.08

05.12

01.06

"01.02

1112

&

_ Brlef Title . Thlrd Edltlon Fourth Edltlon L
, DOT Title it different D%T Code -— WTG # - poT. Code Area — WTG #
,/ (Industnal and Labor Relatlons Dlrector) _ _ - RS o
" "DIRECTOR, INDUSTRIAL, RELATIONS (165118WTG6) + 166.117-010 1105
-~ INDUSTRIAL DESIGNER' . ........... ..., ....... (142,081 WTG 4): 142.061-026 - 01.02°
"_'INDUSTRIAL ENGINEER. . ... .. .... IR (012188WTG 59) - 012.167-030 05.01
INDUSTRIAL ENGINEERING TECHNICIAN L - (012.28BWTG 59) « 012.267-010 ~05.03 ...
- INDUSTRIAL | HYGIENIST N S (07918_8WTG.I59). "7 079.161-010 11.10 -
. (Industrial MachmeryMechanrc) P o ' B P Lo
MAcwE REPAIRER, MAINTENANCE ...... e (626.281 WTGaST).f . _ 626281010 * -* - 05.05
(Induistrial Machmery Repairman) e - . R R
_ MACHINE.REPAIRER, MAINTENANCE_'__.'.'-.',.-; KRR (626 281 WTG 37) 626.281:010 . ' 05.05 |
INDUSTFIIAL-TRUCK OPERATOR R o (922. 883 WTG 83) . 921.683-050 .- 06.04
. INFORMATION " CLERK ... .. .......... e e . (237.368 WTG 16) - ' 237 367-022 ‘ 07.04 .
“(Inhalation Therapist). .~ LT I
RESPIRATORY THERAPIST R o N (079 368 WTG 92) 079 361 010~ o %-10.02
(Instructor, Industrlal) : L K L
- TEACHER, INDUSTRIAL ARTS..:... RO AR (091 228 WTG 44) : 91 221.010 - 11.02
C INSTRUCTOR PHYSICAL EDUCATION . .+. ... N o . (153.228 WTG 47)_' ' - .099.224-010 - 11.02
- "INSTRUCTOR VOCATIONALTHAINING St (097 228 WTG 42) .. 097.227:014 - 11.02
.(Instrumental Musnc Teacher) : _' ‘ ' . _ o
'TEACHER; MUSIC .......... \.'. Ced Lt (1524 028 WTG 1) 152.021-010° 01.04
_ INSTRUMENTATION TEGHNICIAN ..... AU e ... (003, 281 WTG 57) = - " 1003. 261 010~ 105.01 -
. INSTRUMENT MAKER... ... ool e e (eoo 280° WTG 80)]-- I eoo 280 o1o 0505 .
~ (Instrument Maker II) . e S . . o
* INSTRUMERNT MAKER. RN P (eoo 280 WTG 80) - eoo 280- o1o 05.05
" (Instrument Repairers) = S : S
INSTRUMENT MECHANIC e e (710.281 WTG 37) ' -710.281-Q26' 05.05



Fourth Edition

DOT Code Area — WTG #

; Brief Title - _ Third Edition
DOT Title If diﬂerent DOT Code - WTG #
JOB ANALYST Felie e PRI Lt . .‘.‘(166 088 WTG. 31)
" (Joint Financing Dlrector) S SR .
- DIRECTOR, FUND RA|S|NG e e D (161'118 WTG 6)
¢ UJUDGE e . _....'._....;':.'....‘..:..'...(‘I11108WTG78)
~ KEYPUNCH OPERATOR,. SRR SO (213582 WTG 23)
(Kindergarten Teacher) R
_ TEACHER,; KINDERGARTEN ... len vl (092 228 WTG 45)
(Labor Arb|trator) - . T T *
CONCILIATOR . L R O P PICICO (169 118 WTG 6)
“LABORATORY TESTER...... .0co.. i iiaiiins (029 281 WTG 75) .
" LANDSCAPE ARCHITECT ........ ieitiisioo. . (019.081 WTG 53)
. LANDSCAPE'GARDENER:............. i (AOTABTWTG 72)
(Landscape Mamtenance Supermtendent)— e S S
GREENSKEEPERI............. ol (407037 WG 33)
* {(Lathe Operator, Automatic) o
| THE:OPERATOR, PRODUCT|ON" ...... SEAPUE S (604 £45 WTG ~4)
_'LA = T O e S Do (842,721 WTG 38)
»LAWYER,.'..'.'....'....'.'...‘....*..;,; ..... e (110108WTG78)

_ (Layout: Artist/Man)

GRAPHIC DES|G|‘}1ER (141 081 WTG 4)

*(Layouf Man) - T
» LAYOUT WORKER PR ERTEREE e R (600 381 WTG 37)
' LEATHER WORKER.. e 4 ene e nieed i .'-'..(789884 WTG 39) -
LEGAL' S_ECRETARY. . .;. O (201 368 WTG- 18)
" (Letter'Carrier) SRR E '
"MAIL CARRIER.. .. e R (233 388 WTG 24)
(Lex1cographer) . ) S Lo
EDITOR, D|CT|ONARY. e e e 2 (132,088 WTG 112)
LIBRARIAN .. .o e s i s (100 168 WTG 1oy
’ (lerarlan C ||dren s) _ A S :
CH|LDRE 'S LIBRAR|AN LA f,.".":.'- J-". e (100 168 WTG 10)
(Librarian, H|ghSchoo|) L A
LIBRARIAN ... . 0.0 s e s (100 168 WTG 10)
(Librarian, Musuc) . . e L
MUSIC LIBRARIAN ............. S »(100.388W,TG 24) ,
(Lnbrarlan SpeC|a|) . o CL e T
L|BRARIAN SPECIAL L|BRARY. o L . ;_ ....... (100 168WTG 10)
LIBRARIAN, SPECIAL COLLECT|ONS DU . (100468 WTG 10)
 LIBRARY ASSISTANT ...ttt e i . (249.368WTG 16) -
(Library MednaSpecuahst) o ) e o e
“. MEDIA SPECIALIST, SCHOOL LIBRARY ..... L A
. (L|brary Techriical Assistant) T s e
. LIBRARY ASSISTANT . ._‘. N TREEE e ;. (249 368WTG 16)
© . (Licensed Practical Nurse) =+~ . - 7 .
- NURSE LICENSED PRACT|CAL ............ R (079 378WTG 92) '

58

. 166.267-018

165.117.010
“111.107:010 -

| 203582030

092.227:014

v -

169.207- iim-

029 261- 010
001 061018
408.161-010

- 406.137-010

. 604.685-026
<« .842.361.010

1 10.1'07-01 0

glﬂ 061 018

~ 600.281 018
- 783.684-026
£.201.362:010

X 230.367:010 '

Rr) 067 018
100127 014

100.167-018
. .100.127-014
~ “i00:367-022 ©”
: .__'1_00;1672026'

1007267-014
s 240.367:046 .

-’_'100.16'7i030" S

249, 367 046 -

1'079 374 014

11.09
11.04

11.02° -

11,03

07.06

11.04

.02.04
05.01% |
'03.01

03.04

0604
- 05.10

11.04
4

06.02

01,02

05.05

07.01

07.05 . -

"_"'.1'1‘..68' _
Com02,

11,02

1102

11.02

11.02 .

-11.02

11.02

11.02
11,02

1002

. “l‘-“

. 53



‘Brief Title - Third Edition

DOT Title If dIfferent |

'FourtIi

Edition

Q..:felnsuran eAgent) . o ' : AR
SALES AGENT, INSURANCE B P (250,258WTG 97)
(Lite Underwriter) B : Lo o o
- SALES AGENT INSURANCE P ... (250.258 WTG 97).
(Lmeman) . KR . o L - _ ®
LINE ERECTOR D B (821.381 WTG 37) ,
‘LINOTYPE QPERATOR ..... IV Ciiieeae..... (650.582WTG23) -
LITERARY AGENT ... 0. oo il (191.118 WTG 7)
(therary Wnter) : ; . . .
WRITER, PROSE FICTION AND NONFICTION 2 (130 088WTG 112).
LITHOGRAPHIC PLATE MAKER . I (972.381 WTG 37)
LOAN OFFICER ..... P P SN (186.288 WTG 13)
(Local Bus DrIVer) . -
BUS DRIVER e e (913 463 WTG110)
, "LOCKSMITH ... ... .. L . _ . (709 281WTG 37)
7 LOCOMOTIVE ENGINEER ..ol ... (910383 WTG 77)
(Logger) - T DU
LOGGER ‘ALL- ROUND T e '(940.884WTG 39) -
- (Machinery Repairman:Maintenance) » L o
MACHINE REPAIRER, MAINTENANCE e eve..... (626.281 WTG 37)
(MachmeTender Productlon) ) : . ’
PRODUCTION-MACHINE: TENDER i -. (609.885WTG 84)
“(Machine-Tool Operator). o T .
. PRODUCTION- MACHINE TENDER ............. RN (609.885 WTG 84)
MACHINIST ..... PRI e e (600.280 WTG 80)
* (Machinist, All-Round) - N o
. "MACHINIST e ERRERRES R U (600 280WTG 80)
(Machlmstl) oL T
_' ) MACHINIST Sl T (600.280WTG 80). -
'MAIL CARRIER. r N 5. (233.388 WTG 24)
"MAILCLERK........... . (2B1.5BBWTG 29)
(Mamtenance Electrician) - B o ’
ELECTRICAL REPAIRER. . ...... e ...... e (829 281 WTG 37
-"(Male Secretary) R o L
- SECRETARY . ....... e e e S (201 368 WTG 18)
MARAGEMENT TRAINEE e N M (189 168WTG 10)

(Manager Bowlmg Center) .

MANAGER, RECREATION ESTABLISHMENT (187 168 WTG 10} .

MANAGER TRAFFIC ..... . el e e © (184.168 WTG 10)
MANICURIST. e e ;'. e e .. . .(331 878WTG105)
MANUFACTURERS' REPRESENTATIVE ........ e (289 158 WTG 95)
_ (Marine Engineer) - - : S e
ENGINEER ....... e e : (197130WTG33)
(Marlne Mechanicand Repalrman) o '
_ MACHINIST MARINE ENGINE- .. ..o ..o Loo... (623.281 V\_ITG 37)'
© (Marketirig Researcher) ~ ° L o
MARKET-RESEARCH ANALYST Lo ... (050.088 WTG 31)

(Marketlng Research Worker)

,EKC | 5%

' DOT Code — WTG #

MARKET RESEARCH ANALYST ... v erdii.i.or. (050.088WTG31) .

. 250.257-010
" 250.257.010

-821.361-018

650.582-010

191.117-034

' 131.067-046

+972.381-010
186.267-018

05.05

7.06.

- 11.12

DOT Code.Area — WTG #_ o

/. 0801

08.01.

~ .

0101
_'C“m.os'-
11.06
| 913.463.010.
- - 700.281-010

09.03
05.05

910.363-014 - . 105.08
454.684.018°  .03.04

' 626.281-010
- 609.685.018

{ 609:685:018 ¢

0505

06.04

06 04

600.280-022 ? 0505, .
600,280:022 . . 05.05
. 600.280-022 05.05
230.367-010. - 07.05
209.587-026 07.05
829.281-014  05.05
201.362:030°  07.01
-189.167-018 11.05
187.117.042 1111
£ 184.167-094 11.05
' 331674010 . 0905 . -
279.157010° ~ -08.02 ©
*. 197130010 0506
| 623.281.026° - 05.05
050.067-014 11.06
. 050.067-014 - 11.06
~



sdical’ lerarlan)

" NIBRARIAN, SPECIAL LIBFIARY..'.,..' ..... e (100 16_8 WTG 10),
', (me ical Office A33|stant) e y _
TARY ... ... T RS t...... (201.362 WTG 18)
(Medlcal Record Admunustratcr) - ST c
MEDICAL RECORD TECHNICIAN . ...... JE (1 00.'388 WTG 24)
(Medical Record Librarian) o . oK
MEDICAL RECORD TECHNI IAN ......... e .s ... (100.388 WTG 24) .
MEDICAL TECHNOLOGIST ...\ © 1. ... L7 (0782B1WTG TS

'MEMORIAL DESIGNER .- . . . .. i eeiiaiii.iecio... (148.081 WTG 4)

' (MeTchandlse Displayer) - o . S
DISPLAYER, MERCHANDISE ...... R S (298.081 WTG 4)
(Messenger) - . S
DELIVERER, OU;[SIDE et e T (230 878 WTG 106)
(Messenger and Officer Helper) E ‘ )
DELIVERER, OUTSIDE .«............ LU ... 4230.878 WTG 106).
(Metal Patternmaker) - L '
PATTERNMAKER, METAL SRR USSP (600.280 WTG 80)
(Meteorologlcal Techmcnan) g S
"WEATHEROBSERVER ... .....ooveizineeeneeene. .. (025.288 WTG 60)
METEOROLOGIST T e ©.......(025.088 WTG 88)
' METERREADER ........ SR e (239.588 WTG 29)
MICROBIOLOGIST.L,....3&.'. U eiiiiei. ... (041,081 WTG B)
MILLINER ..ot RS «. (784. 281 WTG 37)
' MILLING-MACHINE OPERATOR PBODUCTION .. (605 885 WTG 84) .
_(Millman, Woodworking) - " . . ‘ S .
" MAGHINIST, WOOD. .0 L0u%use e (669. 380 WTG: 80)
MILLWRIGHT T P P (638.281 WTG 37)

58

BriefTitle - . - Third Editon . Fourth Edition =
DOT Tltle it diﬂerent R : DOT Code‘ — WTG # DOT Code Area — WTG #
MATERIAL HANBLER . .' i RS - (929.887 WTG 52) . 929. 687- 030 05 12
(Matenal Handling Coordlnator) R o ‘ .
MATERIAL COORDINATOR ..... TR l.?'. e (221 168 WTG 17) 221.1,67-0714‘ o 05.09 :
(Material Handling Engineer) e SR L
MATERIAL COORDINATOR ... ......... et (221 168 WTG 17) -, \ 221.167-014 05.09
MATHEMATICAL TECHNICIAN ..... Do BUDUUUUS ... (020.188 WIG 88) 020.016:010 = 11.01
MATHEMATICIAN R \\ e ieeeeow.....(020.088 WTG 88) ~020.067-014 .~ 0201 =
MEAT CUTTER ........ AR e ......(316.884 WTG 39) ‘316.684-018" 0510, .
(Meat Cutter, Retall) e . L R o
MEAT CUTTER e ..... ‘.' ..... e e ~(316.884 WTG 39) 316 684 018 ) 05.10.
(Meat Inspector) " sl o o S
VETERINARY MEAT INSPECTOR N ceen AN (168 284 WTG 76) - 073 264- 010' ' 02.03
" (Meat and Poultry Food Inspector). ~ "~ - o -_ , C

' VETERINARY MEAT IN_SFCT-OR R TR N (1 68.284 WTG 76) _ 07_3_.'-264-010 . 02.03
MECHANICAL ENGINEER........ I PPN (007 081 WTG 53) ’007_.061-01_:4 ' . 05.01
MECHANICAL ENGINEERING TECHNICIAN e (007 181 WTG 57) . 007.161-026 05.01
 (Mechanic, Truck & Bus) Co o : S -

_ AUTOMOBILE MECHANIC .. ..... R .I‘. . (620 281 WTG 37) o ~ 620.261-010 . 05.05
MEDICAL ASSISTANT .. ... .. PR S (070, 368 WTG o) ., 079.367-010° 10,03
(Medical Illustrator)  ° ' R . . L e
B ILLUSTRATOR MEDICAL AND SCIENTIFIC e (141 .081 WTG 4) ©141.061-026 01.02 -
(Ntedical Laboratory ‘Assistant) : _ e S

- MEDICAL LABORATORY TECHNICIAN ..... . (078 381 WTG 75)' 078.381-014 02.04

100167026 ~ ":11.02

" 201.362:030 0701V

079.367-014 . . 07 05 . -

079.367-014  07.05 .
078.361-014  *: 02.04 .
" 142.061-030-" | 01.02

208.081-010 - 01.02
230.667-010 | . or07
"‘230.667-01(.)..  07.07
l60‘0..v28.0.050 0505 :

025.267-014 °  02.04 .

1025.062:010 02.01
209.667:010° . 05.09 .
041.061-058 02.02
784.261-010° - 01.06

605685030 06.04

. 669.380-014 05.05
- 638.281:018 050

55



© PBretTitle - Third'Edition ~ -~ - Fourth Edition
_DOT Title if different - DOT Code — WIG # . DOT Code Area — WTG #

MINER .. .'"'.' T I .. (939281 WTG o '939.281:010 0541
<___j'MIN|NG ENGINEER.......’-. A s T (010.081 WTG53) -~ 010.061-014” ' 05.01
- CLERGY MEMBER R RS F (120 108 WTG 32) - 120.007-010 ~-10.01
- (Mobile Home Installer) - S . e e
INSTALLER i e e R (806 884 WTG 39)‘ LR 865.684,—026 ' Q6.02
- (Mobile Home Repalrer) Lo L S
: REPAIRER MANUFACTURE? BUILDINGS ...... (899 884 WTG 39) T 869.384.—010 o 05.10
MODEL .. .t s il N ST . (297.868 WTG 71) - 297.667:014  "'01.08. .
. MOLDER B RS e (518.381 WTG 37) ~ 518.361-010°° . 06.01
- (Motion Picture Producer) . o e o o ER
PRODUCER.......oivc0euvvnns U e e C(8TAGEWTG10) . . . 1B7.167:174 01.01 .
- MOTION PICTURE PROJECTIONIST ..... P (960’382 WTG 108). - 960.362-010° 05.10 .- .
- MOTORCYCLE REPAIRER SR RRRRREEE et (620 281 WTG 37) | 620.281-054 . 0505 |
(Moving Picture Projectionist).. .’ S R R
‘ MOTION- PICTURE PROJECTIONIST. e (960 382 WTG 108y . s 960.362-010 : "05.'1_0
) MUFFLER INSTALLER ....... e e .'_. (807 884WTG 39) s _J . 807.664-010 " --. _05.10.‘.
‘.MUSICIAN INSTRUMENTAL ...... e e e e (1 52. O48WTG 64) - 152.041-010 ©01.04
_ MUSIC LIBRARIAN R R A, (100. 388WTG 24) _ 100.367-022. 11.02°
. (Music Teacher, School) ‘ PV o o e L oo
TEACHER MUSIC CT e e e EEERE Leee.. (152,028 WTG 1. . , 152.021-010°  :01.04
_ MUSIC THERAPIST ey . Ceeee e (079.128WTG91) : 076.127-014 -210.02 .
MYCOLOGIST...... e P ... (041.081WTGS87) . *  "041.061-062 . 0202
'y . /-///‘-_\‘
‘ ' ’ T . ’/ Col "’~.L\_‘ ) . . .
(Naval Archltect) : . /;’.J/ _ S - .
. ARGHITECT, MARINE ._.’;’;.//.’.' .............. .. (001, 081 \)V'[G 53 ' . " 001.061-014. .0.5.01
. (Newspaper Editor) : o . ' - o o
" EDITOR, NEWSPAPER ......... e e, (132018WTG 1)) .0 132017014 11.08 .
(Newspaper Reporter) v 1 S ' o S : v
REPORTER ............ e e e (132.268 WTG113) ,  ~ -4;,:__,_131.262-018" - 11.08
" (News Photographeny - ' ' ' - ST A - :
_ PHOTOJOURNALIST . ............. e PRI - (143.062 WTG 3) B _143\.,062-'034 -, 0102
NUCLEAR ENGINEER ...... e iahega e P " (015.081WTG 53) . ' 015.061-014 - -05.01
. NURSEAIDE................ e S, .l.e...... (355.878WTG93) 7. | 3855.674-014 .,10.03
NURSE'ANESTHETIST ............ S P ST . (075.378WTG92) - . 075.371-010 . 10.02 -
NURSE, LICENSED PRACTICAL e e (079.378 WTG 92): .. '079.374-014 10.02
(Nurse, Man) - . : co L T
NURSE GENERAL DUTY e P RERE G (0_75.378WTG 92) : ’075‘._37'4-010 N 10.02 .
(Nurse, Psychiatric) : St e I T _
-~ NURSE, GENERAL DUTY ......... e Qs ceria.i. (075.378WTG92) . © - 075.374-010 10.02
(Nurse, PublcheaIth) ‘ T S , S ‘
NURSE STAFF, COMMUNITY HEALTH e ...5.. B S '(O75._128WTG 40) - _ [075._124-(_)14 S 10.02
(Nurseryman) o o R o A
. MANAGER, NURSERY........ TR e (406 168WTG 10) . 180.167-042. 03.01
(Nursery School Teacher) I y S :
" NURSERY. SCHOOL ATTENDANT Ce e EERTPPERERE (359.8.78WTG 93) L 359.677-018 - 10.03
NURSE SGHOOL........ O (075.128 WTG 40): - 075.124010  10.02

wll Toxt Provided by ERIC
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(Occupatlonalllndustrlal Heixlth Nurse) R .
NURSE;STAFF, OCCUPATIONALHEALTH R y o c
CNURSING .......0. .o, S P L.l .. (075.378WTG92) - .. 075,374-022 1002
" OCCUPATIONAL THERAPIST ... ....." S '.. (079.128WTG91) 076.121-010- - 10.02°
(Occupational Therapy Assistant)- - . ( T S
OCCUPATIONAL THERAPY AIDE .:.......0. .l (079.368WTG 92) 355.377-010 - 10.03
~ (Office Boy) pa L e : L
- OFFICE HELPER ..". .. ._..........{...;.‘...,..._;....(230878WTG106) 1239.567-010 -~ 07.07
(Office Machine Serviceman), A - P
OFFICE MAGHINE SERVICER ..:............ ... [ (B33.281WTG37) 633.281.018 - 105.05
. -(OfflceManager) R o L , e I R L
- MANAGER, OFFICE R S I DU ('169.168WTG,10)»_ 169.167-034 "~ 07.01
'(Offset Pressgan) - S o
. i . OFFSET PRESS OPERATOR1 ........................ . (651. 782WTG 82) ~651.482:010 05.05 -
*" " (Oil &Gas Driller) ' o o - '
~ ~ROTARY DF_RILLER ST ‘(930.782W?_FG 82) 930.382-026 - 05.11
OPERATING ENGINEER ................ 0o (859.883WTG 83) ©..859.683-010 05.11
(Operating.Room Technician). ~ . T o
- SURGICAL-TECHNICIAN . ....... S DL (079.378WTG 92) 079 374. 022 10.03
. .,OPERATIONS RESEARGH ANALYST Coeensieloc (020.08BWTGBS) '020.067-018 11.01
OPHTHALMOLOGIST vy i S e (070 108WTGQO) . 70101 058-. - 0203
. (Optical Technician) ‘ e - ' N
PRECISION-LENS GRINDER St S (675.380WTG 80) 716.382- 018‘ . 06.02
. OPTICIAN .. ....... e e (713.381 WTG 37) ° __713.280‘-008 - 0505
" OPTOMETRIST......... TS oo .. (079.108WTG90) 079.101-018  02.03
ORDERLY .......... e N (355.878 WTG 93) 355.674-018 10.03
ORTHODONTIST ... ..ot t iyt et + (072.108 WTG 90) - 072.101-022 02.03
ORTHOPTIST ............l.. T B N e (079.378WTG92) . 079.371.014 1002
OSTEOPATHIC PHYSICIAN .. ............ oo, o7, 108WTGQO) . ., 071.101-:010 ~ ~ 02.03
PACKAGING ENGINEER ......7......... k... f\(019187WTG58) 019.187.010 | 05.03
PAINTER . ...........0... e DUTUUIN N UL (840.781 WTG 38) 840.381-010  05.10
PAINTER.: ...... ........ e cee 0 1144.081WTG 4) (144061010 ., 0102
PAINTER SIGN ........... e N S A .. (970.381 WTG37) - 970.381-026 01.06 °
PAINTER, SPRAY 2 ... ..o ot i i (741’.887:\%TG 52) 741.687-018 06.04 °
PALEONTOLOGIST ... ... .o i 024.061-042 0202
~ 'PAPERHANGER........... T S . (841.781 WTG 38) ©841.381-010  '05.05
" (Parking Attendant) - ) ' o
,+ ~ PARKING.LOT ATTENDANT.............. _....'..._...(915.878 WTG105) 915.473010 =" 09.04
© PARKING-LOT ATTENDANT ... % ... .o, P (915.878 WTG 105) 915.473-010 ©  .09.04
PARK NATURALIST .................... e (099.228 WTG 44) 049.127-010 - 11.07
-+ PARK RANGEF ™. .. .. PP T Vi (169.168 WTG 74) 169:167-042" ... 04.02
'PARK.S SUPERINTENDENT .......... e e 0 (188168 WTG 10) 188.167-062 04.01,
* PATHOLOGIST ...\ ... P S S (070.081 WTG 87) - 070.061-010° = -02.02
PATTERNMAKER, METAL ... . one oo e [600.280 WTG 80) 600.280-060 - 0505 -
' PATTERNMAKER, wooo ..... e Do (661281 WTG 7)< 661,281022 - .05.05
(PBX Operator) : o : e R .
TELEPHONE OPERATOR ....0......... ... . (235.662 WTG 30) -235.662:022 : . 07.04
| E jf T Y 1 T
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| -PEDIATRICIAN...'...,.»...:;:__.;.",.2"....:-/."Z'.':,_...'.'...... .‘(070.108"W_§‘G'90)‘ -‘;';i a 070.101-0_66 0203
~(Personnel Supervison) . L . - SR
~ MANAGER, PERSONNEL .. ...\ ius.e.... (166118 WTGE) 166117018 11.05
~ (Pest Control Operator) B ; S - 1 P ST ‘ .
| EXTERMINATOR ... é A T ?‘*\ AR @3884 WTG39) = . 389.684-010 05.10
- 'PETROLEUM ENGINEER ...... e . ?“5§j§ ’ el (010 081 WTG 53) - 010.061:018. 05.01
(Pharmaceutical Sales Representative) . - ST : o L
SALES REPRESENTATIVE, CHEMICALS AND FE T S
- DRUGS ....... L e i PR (266‘258 WTG 97) ~© 262.357-010. . - 08.01 -
N PHARMAGIST .. iyt v s ve v s v e e e g 5022 o (074 181 WTG75) . .  074.161:010. " 02.04
" PHARMACOLOGIST .. ... R S .. 041.081 WTG87) 041.061-074 0202
©- PHOTOENGRAVER 1......o.ooooes PR (971 381 WTG 37) © 971.381.022 01.06 -
' PHOTOGRAMMETRIST.'....' ..... i lve. LUl (018.281 WTG 56)- 7 018.261:026 . 05.03
(Photographer .Commercial) . e~ t o Lo e '
" PHOTOGRAPHER, STILL .. ... un e lS (143 062 WTG 3) . 143.062:030 - 01.02
(Photographe'r’ News) TR TaE e s S e
_ PHOTOJOURNALIST..;...L'.-;....-..'....‘.._,-".‘..l.‘...:_._;' (143 062 WTG 3) -143.062-034 01.02 -
* {Photographic Equnpment Repalr Techmcnan)* ' S S RS
: CAMERA REPAIRER ... s [ i aan e (714 281 WTG 37)' © 7 714.281-014 0505
' _(Photollthographer) ' : : ‘ e 3 L
. "PHOTOGRAPHER, LITHOGRAPHIC G ,...,..(972 382 WTG 108)» . .972.382014  01.06
(Phys1cal Educatlon Instructor) L . o . o
INSTRUGOR, PHYSICAL EDUCATION ...... U (153 228 WTG 47). S 099.224010 - 11.02
(Physmal Education Teacher) R R S
~-INSTRUCTOR, PHYSICAL EDUCATION T [- 3 228_\;Q/TG 47y 7 099.224.010 11.02
' ‘PHYSICALTHERAPEST Sl Ll (079 378 WTG gé) .7 076.121.014 "10.02
(Physician) 7 o S ' Cal B
'GENERAL PRACTIFIONER . ... .... T . (070.108 WTG o . 070.101-022°  .'02.03
(Physician, Osteopathic) e - o o E
QSTEOPATHIC PHYSIC)AN. R S S (071.108_WT_G 90) - . 071.101-010° - 02.03
(Physician’s Assistant) 3 , - SR S I S
- MEDICAL ASSISTANT oot . .i.. (079.368WTG92) ‘ 079.367-010 1003
PHYSICIST /...t R e © (023.081WTG87) 023.061-014 . 02.01.
(Physiologist, ‘Animal) ' L , - o -G R .
' PHYSIOLOGIST ... ..... UPUUUI ceeeeaioolo.. (041.081WTGSET) 041.061-078 02.02 .
PIANO TUNER ...\ .0 i fivnnn. P (730381 WTG 37) © 730.361-010 - 05.05
(Pilot, Commercial Airplanie) TR ‘ L L
AIRPLANE PILOT, COMMERCIAL.'. R . ... (196:283WTG77) . 196.263-014 0504
‘(Pilot, Helicopter) L ‘ - L ' o ' -
'HELICOPTERPILOT .......... teeiiirii..o.lio (196.283WTGT77) 0 196.263-038 05.04
(Pipefitter and Steamfitter) . _ . - o, . ' o . :
~ PIPEFITTER....... S T T (862.281WTG37)  862.261-010 05.05
PLANT PATHOLOGIST ............ il (041.081WTGST) ' 041.061-086 0202
PLASTERER ............. PR | (842.781WTG38) . . . 842.361-.018  05.05
- (Platemaker, Lithographic) o o o ; S o L
" LITHOGRAPHIC PLATE MAKER ....... 00055 e (972.381 WTG 37) 7 972.381-010 -, 01.06
PLAYWRIGHT ..o ie e e T (131.088WTG112) . . ° 131.067-038 . 0101 .
© PLUMBER......... e P ine... (862.3B1TWTG37) .- 862.381-030 05;65'
PODIATRIST ... ...... S S (079.108WTG90) . 079.101:022 0203
POLICE AIDE . .eunvn e l ol lv.. (24958BWTG29) - - . 243.362-014 07.04
POLICE OFFICERI e eee i o (375.26BWTGT4) 375.263:014 . ' 04.01° -
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(Policewoman) - o T o e - | ER
POLICE OFFICE Rl S SR ' (375,268 WTG 74) : 375.263-014‘. 0401
- POLITICAL SCIENTIST ....... e (051 088 WTG 31) 1051.067-010 " " - 11.03
(Postal Clerk) ' T ' ' '

. POST OFFICE CLEFIK S R e (232.3(_58 W.TG 20) _ 243.-_367-014 07.03 |
POSTOFFIGE CLERK....... . e (232.368 WTG 20) '243.367-014 " . . 07.03
(Poultryman) o C o o o o

POUL_TFIY FARMER ............... ST - e (412.181 WTG 72) 411.161-018 -03.01._
. (Power Shovel-Crane Operator) - , : R
POWER SHOVEL OPERATOR ........... e e . (850. 883 WTG 83) . 850.683-030 '05:11
(Power Truck Operator) L - B o
+. .. INDUSTRIAL TRUCK OPERATOFI L . e (922 883 WTG 83) N 921.683-050.' 06.04 "
i (Presser,Shirty =~ - ST : - T ™ :
R SHIRT PFIESSEFI R R R e (363 885WTG 84) 363.685-026 ‘ 06.04
_(Presser Women' sGarments) I . - o L
.PRESSER, FORM ... ... B PR o (363 885WTG 84) 363.685-018 06.04

" (Press Photographer) - : L - : y . )

v PHOTOJOUFINALIST el e (143 062WTG 3)” 143.062-034 01.02

(Priest)y . - W o . _— _ -

CLERGY MEMBER ...... AT A (120 108 WTG 32) ,120.0Q7-_010 . 10.01
(Principal, School) R ' : . - B
JPRINCIPAL L0 i T, PR ‘(_091,,118WTG 6) 099.117-018 11.02
(Prrvate Switchboard Operator) - . ' R
TELEPHONE OPERATOR ... ..... e e . (235.862WTG 30) 235.662-022 . 07.04
PROBATION OFFICER ........ ... . U LWL, (195.108WTG 32) 195.167-034 10.01
(Product Demonstrator) o - ’ o . o
DEMONSTRATOR ........... el e - (297.458 WTG 97) 297.354-010 -08.02
PRODUCTION MACHINE TENDER ................ ... (609.885WTG84) ' £ 609.685-018" - 06.04
'PROFESSIONALATHLETE. ... e, ..., (153348 WTG 68) | 153.341.010 : 1201
(Prog‘ram Director, Radlo and TV) ‘ _ Lo ‘ | . S o
DIRECTOR, PROGRAM e T P /_‘\184(167-(‘30 S 11.05 -
(Programmer) . e T - : : '

- PROGRAMMER, BUSINESS ............ e 020.162-014 : 11.01
PROOFREADER .. ....0.. . ... e P 209.387-030 07.05

“(Proofreader 1) . S L C v ‘

PROOFREADER .............. ... 0 oo e + 209.387-030 07.05
.+ (Property and Liability Insurance Agent) : : R o
SALES AGENT, INSURANCE IEEERRERR P e (250 258 WTG 97)- ' 250.257-010 08.01
© PROSTHETIST ...%0%....i.ve.. . S P .i..%. (078.36BWTG92) ’ 078.261-022 05.05
(Prosthetist-Orthotist) -~ ~ _ ‘ - o . , , :
[PROSTHETIST . Cee e P e ..+ (078.368WTG92) . . 078.261-022 _ . 0505 °
.PSYCHIATFIIC AD......... ET TR e ii..ry.. (355.878WTG 93) 355.377-014 10.03
. (Psychiatric Social Worker) &' .~ N SRS AR ,
- SOCIAL WOFIKEFI PSYCHIATRIC e Ca e ... (195.108WTG 32)7 '195.107-034 - . 10.01
PSYCHIATRIST .. ..., e (070.108 WTG 90) 070.107-014 " 02.03
.PSYCHOLOGIST CLINICAL. e SO . .. (045,108 WTG 32) . 045.107-022%- . 10.01 .
. -PSYCHOLOGIST, SCHOOC ...... e L . (045. 108WTG 32). - 045.107- 034 10.01 -
'(Public Health Nurse) = T, ' e
- NURSE, STAFF COMMUNITY HEA].TH e (075 128 WTG 40) . 075 124 014 : _'1-0_02; .
(Publlc Health Sanitarium) .- = = - -
(079.118 WTG6) _07-9.1‘17-'018 11.10-

59
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(Public lerarlan) . o , o - . o
LIBRARIAN . ... .. e ‘. R S P I100.168WTG 10) |
(Public Relations Officer, College) . ' : S
" PUBLIC RELATIONS REPRESENTATIVE e eeni.on. (165.068 WTG 94)
_ (Public Relations Secretary) o ' - N N
' SECRETARY.............;.,,..._..........._:....'. (210.368WTG18)
{Public Relations Specnahst)
) PUBLIC RELATIONS REPRESENTATIVE Jeeas P (1 65.068 WTG 94)
: (Public Relations Worker) S ¥
- PUBLIC-RELATIONS REPRESENTATIVE ..... PRI (1 65.068 WTG 94)
- PUNGCH-PRESS OPERATOR .. 0.......o. .. e ... (615.782WTG82).
‘ PURCHASING AGENT...... S U e Lo (162158 WTG %)
' K . . : .
 QUALITY-CONTROL ENGINEER ...l leecine e o (012.188WTG 59)
(Rabbi) . L
CLERGY MEMBER. ......., R PP - (120 108 WTG 32) -
RADIATION MONITOR ... PP e (199.187 WTG76) -
(Radio and Television Announcer) T N -
ANNOUNCER . .... T RIR (159._148WTG67)_ S
(Rad|o and Television' Serwceman) o, _ - ‘ a
TELEVISION AND-RADIO REPAIRER .......... e e . (720.281WTG37) -
‘(Radio and Television Servuceman) S '. o
TELEVISION-AND- RADIO REPAIRER e e (720.281 WTG 37) - , .
(Radlo and TV Timé Salesperson) - : - o *.‘7
SALES-REPRESENTATIVE, RADIO AND ' _ . i
TELEVISIONTIME ..o A (253.358 WTG 97)
(Radio Engineer) ' - . . S
ENGINEER-IN-CHARGE, TRANSMITTER e e (003.187 WTG 58)
(Radio-TV Service Technician) . ; & -
TELEVISION-AND-RADIO REPAIRER ..... ... TN (720 281 WTG 37)
.RADIOGRAPHER.._..,..................:'......_ ..... (199.381 WTG75)
\RADIOLOGIC TECHNOLOGIST ......... e .....{078.368 WTG 92)
.RADIOLOGIST e P i +......(070.108 WTG ‘90)
(Raulroad Brake Operator) : _ : ‘ o
BRAKE OPERATORI-... .. e e S .(617.3BQ WTG 110)
- (Rallroad Conductor) ' ' t = _
CONDUCTOR, PAS\JENGER CAR e e (198.168 WTG 10)
(Railroad Dining-Car Waiter) IR o
WAITERIWAITRESS DINING CAR T (311 878 WTG 105)
. '(Rangeland Specuallst) LT '
‘ RANGE MANAGER SRS N N TR (040 081 WTG 87)
. (Reat ‘Estate Agent) ' o o -
SALES AGENT, REA - STATE. R TR (250 358 WTG 97) °
~ (Real Estate Appralse L ST L
" APPRAISER, REAL ESTATE .7, oot (191.287 ~W_T_G 76)
RECEPTIONIST ............. el Teou L (237.368 WTG 16) ¢
RECREATIONAL THERAPIST ... [i. . vt fesied... (079.128 WTG 99)
RECREATION FACILITY ATTENDANT Ll ... (3841368 WTG 19)
; EKC ) ' 63

.- 108.127-014
: 165.‘06"{-_01 0

' 201.362.030
‘16,5.661‘7101'0 .
165.067-010

,615.482-022
162,157-038

012.167-054

~.120.007-010
© 199.167-010

'A

1159.147:010

720.281-018

-

720,281 018
259.357-018
© 003:167-034

" 720281018 . -

199.361-010
078.362-026

070.101-090.
| 61,7.360-@10
198.16'(“-"01.0"-‘
: {3_1-1.':4'7'7-"9.22
o0, 06,1"-.0.-56 -'
250, 357- 018

"'191.267’010"
237.367-038
076.124-014

' 341.367-010

" 1102
' 11.09

07.01

11.09

C11.09
- 06.02
1105

05.01

10.01

~05.03
- 01.03™
05.10.

0510

08.01

05.01

05.10
05.03

10.02

02.03

0904

02.02

[y

AR

0602

0802

i 11_05“."]_ B
107.04 . A
10.02

07.04
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(Salesman, Automobile) ' - o . S
SALESPERSON, AUTOMOBlLES ............ ........ (28B0.358WTG 97)

(Salesman, General) - : . . S s
SALES REPRESENTATIVE GENERAL

'MERCHANDISE ...\ e feli.iil.. (289.35BWTGO7)
o (Salesman Grocery Products) : : Y Lo
: SALES REPRESENTI\TIVE FOOD PRODUCTS R (262.358‘WTG 97),‘,
(Salesman, Manufacturers’) = - ‘ -
MANUFACTURERS’ REPRESENTATIVE ..... e ‘. . (289 158 WTG 95)
(Salesman Manufabturers and Wholesale) ' o
' MANUFACTURERS REPRESENTATIVE. o e (‘289.158 WTG 95)

Ly '
. 273.353-010.

279.357-014
260.357-014
279:157-010

" 279.157-010

08.02

0802

RECREATION LEADER . . ... o ., ) “ ........... (195.228 WTG 46) 195.227-014 : _11.07
. (Recreation Leader) . o . L R S
DIRECTOR RECREATION CENTER I : ... (195.168 WTG 10) v . 195.167-026 11.11
REFRIGERATION MECHANIC ... .... S (637.281 WTG 37) 637.261-026 - 05.05
REGISTRAR COLLEGE OR UNIVERSITY i .: ............ (090.1'68 WTG '6)' 090.167';030 ' 11.05
(Rehabllltatlon Counselor) R 3 - . _ ‘
" COUNSELOR ......... R R R .. (045108 WTG 32) o ‘ 045.107-010 10.01
(Religious Education Dlrector) : T o T . ]
_ DIRECTOR, RELIGIOUS EDUCATION el e e ce e (129 108 WTG 32) _ Yo -_129.107-02_2' o -11.02
,AREPCﬁTER e SO T .(132 268 WTG i 113) /131:267.018° - 11.08
(Restaurant Host/Hostess) : S ' ST .
HOST/HOSTESS RESTAURANT B PN (310 868 WTG 104)_ 310.137-010 09:01
g (Restaurant Manager) - : . coo T
: MANAGER FOOD SERVlCE. e e . (187 168 WTG 10) 187.167-106 . - 11N
) q_ (Retall Butcher) ‘ S E E ,
~ MEAT CUTTER ... : e i N (316 884 WTG 39) -316.684-018 . 05.10
(Reta|I Clothlng Salespeople) : -;a S o i
SALESPERSON GENERAL MERCHANDISE .......... (289-458 WTG 97)"' i ::279.357-054 08.02 - .
(Retail Salespeople) N o ' ' ' W s o
SALESPERSON GENERAL MERCHANDISE .......... (289 458" WTG 97)“ 279.357-054 08.02 ° -
 RIGGER............ S IR e (921 "80 WTG 80) - 921.260-010- . 05.11
“(Roman  Catholic Prlest) o S b .
CLERGY MEMBER...‘..'..l'._....v..'....“.v....‘..;7._-.... (120.108WTG 32) ©1120.007-010 - 10.01
ROOFER N . e ..., Y... (866381 WTG 37) . '866:381-010 -'0‘5.10
' (Room Clerk) ‘ : i S . - , s o
HOTEL'CLERK ...\, ........... [T e (242.368 WTG 19) 1 238.362:010 . 07.04
(RouteSalesman) E R : BT o o L
. DRIVER, SALES ROUTE e e e . (292.358 WTG 97) a 292.353-010 ) 08.02
- (Routeworker) o : N o
DRIVER SALES ROUTE T e .. (292.358 WTG 97) 292.353-010_ ‘ - .08.02
s
* .. “SAFETY ENGINEER........... N (012.081 WTG 53) 012.061:014  '05.01
.~ SALES AGENT, REAL ESTATE ........ e i ( (250 358 WTG 97) ' 259‘.357-018 08.02
SALESCLERK ........... BRI T T L (290.478 WTG 102) 290.477-014- - "+ 09.04
(Sales Demonstrator)’ S _ o . : ST
DEMONSTRATOR ey P (297.458_ WTG97) 297.354-010- -'08.02
.(Sales Manager) - \_ o o o . Cl o \', :
MANAGER, SALES ....... e e e s digme . (163118 WTG 6) "+ 163.167-018 11.05.“.

08.02

~ 0802~ -

: 03;921 e

:'_ . 61_ N
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; (Salesman Radio & TV Broadcast Tlme) |
SALES REPRESENTATIVE RADIO AND
_ TELEVISIONTIME’............._._...‘.....‘.....,.. (253358WTG97)
" (Salesman, Real Estate) ‘ F
‘ SALES AGENT, REAL ESTATE. i PRI . (250 358 WTG 97)
(Salesman Wholesale Trade) ' . _
SALES REPRESENTATIVE, GENERAL - : :
MERCHANDISE .....ouunerenennens, i ( 289.358 WTG 97)
(Sales Marketing Manager) ' - RS e
MANAGER SALES e e e "(163.118 WTG 6)
_ _(SaIesperson Advertlsmg Space) S ‘
' SALES REPRESENTATIVE ADVERTISING ceeaena o (258:358WTG 97)
(Salesperson, Drugstore) - - S T
SALESF’ERSON GENERAL MERCHANDISE S (_289.4_?8 WTG 97)
~ (Salesperson, Hardware) ¢ ' S
SALESF’ERSON GENERAL HARDWARE .............. (276.358 WTG 97)

(Salesperson House-to- House)
< _SALES REPRESENTATIVE, DOOR TO- DOOR

-“(Salesperson Securities) ' L.
SALES AGENT,SECURITIES ......... ...t

'(SaIes Promotion Manager, Retall) : . L
MANAGER, ADVERTISING i ST

. (005.081 WTG 53)

& .

-__(Scene Desrgner) ‘ : c : :
SETDESIGNER .......... S A .

(School Counselor)

(269:358 WTG97)
(251258 WTGOT)
(164118WTGG)

- (079.118WTGE). . -~

(142.081 WTG 4)

DOT Code Area — WTG #

" 250.357.0187 .

. 250.357-018 .~

279.357-014

" 163.167-018" "

| .254.357.014

279.357-054

279.357-050

291.357-010

251.157-010

-

' 164117010
..079.117:018 .
. 005061030

- ‘142.061-050‘ :

TTCOUNSELOR .5 e it ee oo v (045'.108WTG32-) 04'5.107-010
" (Schoot Janitor) oo ‘ ) R
c UJANITOR .ot T (382884WTG39) ~ 382664010__‘-
~ (SchoolNurse) .~ . : - . '
' NURSE SCHOOL........... . ivvuas EERREEY PR (075.128WTG 40) ' 075 1241610
(School Psychologist) : o : -
‘ PSYCHOLOGIST, SCHOOL ...iv. v, (045 108 WTG 32) : 045.107-03_4'
(S&hool Superintendent) o L TR
.SUPERINTENDENT, SCHOOLS T A cans (091 118 WTG 6) _ "-099.117-022
(Science Teacher, High School)__—~ — S : .
TEACHER SECONDARY SCHOOL el e (091.228 WTG 44) 091.227-010:
(Scienceerter) . v . : o : L N
. WRITER, TECHNICAL PUBLICATIONS .......... PR (139.28B8WTG 61) - . 131.,25_7-_026
" (Seafarer, Able) SR A - o
- ABLE SEAMAN... ... cie i e e PR Sedean (911 884 WTG 39) 911'.364-0\(_)
~.(Secondary School Teacher) . Sl o
- TEACHER, SECONDARY SCHOOL e e e . (QQ1._228_WTG 44) _ . 091.227-010
SECRETARY ........ e SR, e (201.368WTG'.18)" , ~201.362:030
(Secretary, Bilingual) } - S E
. SECRETARY e T S (201 368 WTG 18) et _ 201.362-030
(Secretary, ggal) - o o '
LEGAL S CRETARY N R ER R R e (201 368WTG 18)' : 201_.362-01_0
" {(Secretary, Male). . R o . R _
SECRETARY .. 1% .\ vy s i s it il -(201.368 WTG 18) ) . 201.362:030
(ﬁ.ecretary, Public' Relat:onS) RS ' SOl
- SECRETARY ............ PR i (201 368 WTG 18) : ._”201.362'-030.
EKC o 8 5

“o701.

1 07.01

08.01

002

. 0802

11.05

08.01.

'_os.dzf‘ '

- '08.-02"4
08.02

- 1108
| a n oé‘{
A
0501,

‘0.1.0,2,_' ;
1001

.“_-.-05.12_ _-

- 10:02 -

1001

C 1107

11.02

11.08

 05.12

1102

107.01 -,
~07.01

~ 07.01



v

o Brler Ttle” ~ ~~ - ThirdEdition . _  Fourth Editlon. )
. DOTTitlel dmerem . DOTCode — WTG# . DOTCode Area—-WT
(Secretary,TechnlcaI) R . : , Lo
SECRETARY ........ i il o, (201,368 WTG18) 210.362-0?;9_‘;/

(Securities Sales Agent) SR S S . e
‘SALES AGENT SECURlTIES LI (251.258 WTG 97) - 251.157-010

- (Securities Salesman) RN o o . o . S e
' SALES AGENT, SECURITIES e (251‘258WTGQ7) “... 251157010 = " 11.06 -
(Sefvice Representative) - . L R S
CHARGE-ACCOUNT CLERK ...... .. e P (249 368 WTG 16). . 205.367-014  ,: 07.04
(Service RepresentatlveforPubllc Utllltles) : . : B L
. CUSTOMER-SERVICE REPRESENTATIVE ..... ST (249 368 WTG16) . 239.367-01Q - . 07.04 - ...
(Service Station Worker) . ' - T - -
AUTOMOBILE- SERVICE-STATION ATTENDANT.».'L-V....(915 867WTG103) - '915.467-010 . 05.10
(SetupPerson) o e - o : " A
JOBSETTER.............. PR e, (600.380WTGBO)‘ ~600.380-014 . 06.01
' SEWING MACHINE OPERATOR e peee T '787.682-046 - 06.02
 SHEETMETALWORKER .......... e . (B04.281WTG37) . 804.281-:010  * "05.05 .~
~(Ship Designer) - A S R R
) . ARCHITECT, MARINE..’L_....’ ...... L coeio.iool (001.0BTWTGS3) - 001.061:014 05.01 -
* SHIPPING AND RECEIVING CLERK .~ ... .. o v . (222.387WTG22) = . - ' 222.387-050 05.09
(ShlppingCIerkII) S N o
SHIPPING AND RECEIVING CLERK il ... (222587 WTG27) -« 222.387-050 . . 05.09 '
(ShoeRepalrman) SRR T o I
SHOE REPAIRER .. ... .. e e . (365381 WTG37) . 35361014 . 0505 -
(Shopper Companson) L we e ' T o e - '
R COMPARISON SHOPPER.. . . . . S SO (296388WTG24) .-, - 296.367.014 . 08.01
" ‘?\ SHORTHAND REPORTER. ... . .. Sl (202 388WTG25) : 202.362-010 .- 07.05
£ (Sign Painter) e L o ; R .
7 PAINTER, SIGN . SORTERRER (970.38_1WTG37) .. 0 970.381:026 = 01:06
aSIGN WRITER, HAND ..... e P Lo © (970.081 WTG 4) 970.281-022 01.06
(SomaISerwceAld) S o e e , -
CASE AIDE:.. ... .. oivwin v iie il DL, (195,208 WTG 32) .. 195.367-010 - 10.01
(SocraIWorker) S S CoT . \
CASEWORKER . .......:...0...... cel...au.0n, (19510BWTG32) . 195.107-010 1001 ..
SOCIALWORKER MEDICAL .....i......0.0... . (195.108WTG32) ' 195107030 - .0 1001 .,
' SOCIALWORKER.PSYCHIATRIC - K . (195108WT632) 195107034, : . 10.01
" SOCIAL WORKER, L (195108 WTG32) - 195 107038 1001
‘SOCIOLOGIST -, . :+... (054088WTG31) .' 054067014‘ . 1103
SOIL CONSERVATIO ‘IST e _ . (040.081WTG87)” - ...  040.061-054" 02.02
“SOIL SCIENTIST.. . . .. S (040l081'_WTGB7)" SR 040.061 088 - - 0202 -
(SpecialAgent,FB) o | e ] |
.SPECIALAGENT....'...-...-..‘-..._'.,....,5..... ........ (375168WTG74) Ty 375167042 04.01°
" “[Specail Librarian) o L ' _ o ) L
* LIBRARIAN, SPECIALCOLLECTIONS i L. .. (100168 WTG 10) 7 100.267-014 S11.02 -
'SPEECH PATHOLOGIST . ... .. U e et (079.108WTGQO) > 076.107-010  ~~ 0203 .. .~ ~
“(Sports Instructor) o, : L _ T
INSTRUCTOR, SPORTS. ... ...». ... . P .(153 228WTG 47) . 153227-018 . 1201 - .
(SprayPamter) N S . e o
PAINTER, SPRAY'2 ............. S T (741 887WTG 52) . 741687-018 -~ 06.04 .
(StatenghwayPatroIman) e - .-, o o e
‘STATE HIGHWAY POLICE OFFICER. ... .. ... (375 268WTG74)' . 375.263.018 . . 04.01
STATIONARY ENGINEER.. T P PR (950782WT682) ©°. 950382026 - 05.06" -
-~ . £y ‘ . ~66 ’ . 63 e
- . .




- Brief. Title, © .. _ThirdEdition- - -. .Fourth Edition \.i Lo
DOT Title if diﬂerent - ** DOT Code — WTG #-. ~ DOT Code Area — WTG #. "
STATISTICAL CLERK | ...... e PRI -(219.38813'1'1'(.5‘26). . 218382062 0702
_ (Statistician). L o . S T R ,
STATISTICiAN APPLIE SPRTEIRE B - {020.188WTG88) . - "020.167:026 .'-11 o1 N
STENOGRAPHER ”‘g\@ ..... Loe.iio (0238BWTG25) °202.362:014  07.05
CSTOCKCLERK . .......... bl  22). 222387058  05.09 .
STONEMASON' .o ... venS it i s on . (BBLTBIVTG o 861381038 0505
(Structural -Iron Worker) R o o ' T o L
STRUCTURAL:STEEL WORKER , (801 78 WTG 38) ;  801.361-014. . 0505 -,
__<STRUCTURALSTEELWORKER2.'...‘-.- e (801 781 wrcsa)m . ©801.361:014 “ 05.05° -
{Supermarket: Manager) ' "§.- o B ' o o
MANAGER; RETAILSTORE ........ (185168WTG10) e e185167046 S
-.(Surveyor) STt . - ¢
- SURVEYOR, LAND ... ....... DR i (018188WTG60) B 018161018 1.-05.03 |
" (Swimming Pool. Se‘vrceTechnucran) , R S R T
SWIMMING POOL SERVICER ........... VT (891 884WTG 39) : . _'891.684-018 «+ -05.10 g
(Systems Analyst) - + oy : T T S - S
SYSTEMS ANALYST, ELECTRONICDATA o L S
PROCESSING ......:: RSP IS N L (012168WTG55) 1} 012.16?-066 1101
(Systems Engineer) - R IR wole
ENGINEERING ANALYST ... RPN (ozo.oaawrcaa) . % 020.067-010 & -, 11.01
TABULATING MACHINE OPERATOR..',;..-;..;_L..‘:’ ...... (213782WTG82) © ., 213682010 . -07.06 «
CUSTOM TAILOR.. .. e B (785, 261 WTG 35). . - .785261:014 . 0505
TAPE LIBRARIAN.. . .....0....... PRI o (223 387WTG 22) s T, 206.387-020 07.05 .
. (Taxicab Driver) . - ST SR PR
TAXIDRIVER ... i il ieeenseeen . :_.a (913, 463WTG110) Y .913.463018 - . 09.03
_ TAXIDERM_IST e e e '=r,99 281 WTG37) - "'_:;.399.-261-‘010 ~.01.06
TAXIDRIVER ...... e S P (913, 46’3WTG110) '+1.913.463.018 - 09.03
" (Teacher,Art) - - o T
. . TEACHER, SECONDARY SCHOOL ....... (149 OZSWTG‘I) 091.227-010 111.02
(Teacher Art- Elementary) e L X S SR L
' TEACHER, ELEMENTARY SCHd‘t‘SL SCRTITE CERE (692228WTG45) 092227010 - 11.02-. @
(Teachera Art-High School) - e LS ' A oo RN
TEACHER;SECONDARY SCHOOL ........ e (091.228WTG-44) 7.0 .091.227.010 , | 11.02.
(Teacher, Business Education) ‘ LA ' R
TEACHER, SECONDARYSCHOOL....f-.-'.;..__ ...... .. (091.228WTG44) ~ ~ ~ 091.227-010 i 11.02" ,
(Teacher Elementary) : T e o S s .
‘TEACHER; ELEMENA% SCHOOL e .. (092.228WTG45) 1092.227°010 - . 11.02 o
TEACHER ELEMENTARY CHOOL .' e E e (092228WTG45) o 092.227-010. -~ 11.02.:
(Teacher Engllsh) Y T oL S o
TEACHEF!;SECONDARY SCHOOL P (091 228WTG44 . 091227010 1102
(Teacher Exceptxonal Children) ‘ oot ' S '. v
. TEACHER, HANDICAPRED STUDENTS ;... (094 228WTG96) o 094227018 . - 10.01
-&(TKeacher Foreign Langua;\e LT . S YR o
5T TEACHEF?;SECONDARYSCHOOL....*..'_.-..45-'..'.;,.-'.... (091 228WTG44) . 091287010 11.02
ul(‘l’eacher HighBchool) - - - Y ST T
-~ . TEACHER; SECONDARY SCHOOL R T (091..228WTG44) S 091.227010  °,11.02 . ‘
(Teacher Home Economics) - . S : o e
- TEACHER SECONDARY SCHOOL..--'.r.,.,_.‘.',._.'_'._,.'.-' ....... (091 228WTG44) . 091.227.010 . . 11.02

-'fr&c LTy 67, e
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Brief Title .- Third Edition - . Fourth Edition. © - -
DOT Title if different - DOT Code — WTG # . @ DOT Code Area — WTG #

TEACHER, INDUSTRIAL ARTS. U

" TEACHER, MUSIC
(Teacher of Exceptional Chlldren)

'TEACHER, HANDICAPPED STUDENTS. . -

(Teache?f of. Handrcapped Children)

* TEACHER; HANDICAPPED . . .. .. L
- -(Teacher of the Deaf and Hard of Heanng) L

- TEACHER, DEAF

' (Teacher Physrcal Educatlon)

[

INSTRUCTOR, PHYSICAL EDUCATION . iy

TEACHER SECONDARY SCHOOL :

(Teacher Sc1ence) .
‘ TEACHER SECONDARY SCHOOL

. (Teacher, Social Studies) .

TEACHER, SECONDARY SCHOOL

.............

(094.228 WTG 44) .

(091 228WTG 44)

(152,028 WTG1) |

- (094.228WTG45) -

(094.228 WTG 45)

)

. (153228 WTG 47)
- (091‘-228 qu‘.:44)‘

(091 228 WTG 44)

(091 228 WTG 44)

(Teachet, Special Education) - ‘ " ‘e
TEACHER HANDICAPPED STUDENTS Sl (094 228 WTG 45)
 TECHNICAL ILLUSTRATOR . ... el TET L (017 281 WTG 56).
(Technrcal Wnter) ‘
‘WRITER, TECHNICAL PUBLICATIONS ................ (139 288 WTG 61)
(Telephone Installer) ~* . T R
‘STATION INSTALLER Rt (822 381 WTG37)
(Telephone installer) ’ . o
_ STATION INSTALLER AND REPAIRER ...... e e e (822‘.'3_81 WTG 37)
JTEW_EPHONE OPERATOR T U S - (235.862 WTG 30)
(Telephone Operator). - S s
CENTRAL OFFICE OPERATOR e e (235.862 WTG 30)
“(Telephone Operator, Central Office) C N
CENTRAL-OFFICE OPERATOR A, B (235.862 WTG 30) -
(Teletypewrrter Operator) : : : : ' R
TELEGRAPHIC TYPEWRITER OPERATOR ............ (203.588 WTG.;28)
' (Teiewsronand Radio Service Technician) ' IR
TELEVISION AND- RADIO REPAIRER . ...t (720.281 WTG 37)
(Televnsron Director) . - ' .
' DIRECTOR TELEVISION ............... TR RRr
U TELLER . ..o s e~ (212 368 WTG 20)

- "(Theater Manager) -

) TICKETBAGENT

MANAGER, TH EATER '

TILE SETTER

TIRE BUILDER

' V(Tire‘Retreader) o

~ TIRE BUILDER

TITLE EXAMINER. .. ... i fee et
‘TOOLANDDIEMAKEFI..,...II-...‘ .....
/(Toolmaker and Diemaker).

: TIMESTUDYENGINEER....-...._'..,,'.,....' -
' (TireRebuilder) -~ . . o

‘ _(’./50'.8'8'4'WTG 39) .

(187._168WTG10) '
'(919 368 WTG19)

(861 781 WTG 38)
(012,188 WTG59)

(750.884 WTG 39)

(199.288 WTG 14)

. (601 280 WT_G 80)

./‘_“.-“—ﬂ‘ “TOOL-AND-DIE-MAKER. ... ... .. oo '.,..‘. .. (601 260WTGS0
y . (Tool Design Technician) - ) ' ’
o TOOL DESIGNER .................................. (007.0_81 WTG 53)
-TOOL GHINDER 2 ....................................... (6}03.885.WTG 84)
o o 68 |
v

1

091.221-010
152.021-010
N

- ‘094.227-6'18-
> 094.227.018 -
094. 224!016_ -

: 099 224 010
' 091 227 010."

..'091 227 010 '
: '_"091 227 010 |

| 094.227-018
. 017.281-034.. . .

131267026
. 822.261.022"

- 822261022
235.662.022

. 235.462010

235.462010 +

203.582-050

. .720.281-018

- 159.067-014
21 362 018

| 87167-154
| 238.367-026

861.381:054 -

'012167 070

\

,,,,750 684022

—

750.684-022

© 119.287-010
601.280-046

601.280-046

“007.061-026

603.664-010

11 02
0. 04;

'10.,01_
10.01 .

10,01

11.02

11.02

1001 -
05.03

05.05

07.04

07.04

07(o_6

- 05.10.

01.03

1 07.03°

BN

1102 -

1102

1108

.07.04

ERERT
07.03.

05.05..

05.01

05.05

05.12

0512

0701
05:05

05.05 -

. 0501

05.%2

65



Brief Titte:. . ~ . . ThirdEdition = .° _ Fourth Edition

- _DOT Title if different”. . . DOT Code — WTG # DOT Code Area — WTG #
'--f-‘TOpL MAKER . . .\t e st ieeode e 00 {601.280WTGBO) . - 601.260-042 - 05.05
' TOW-TRUCK OPERATOR e UL (919.8B3WTGB3) . 919,663-026. . 05.08
w . (Tracer) . - - o S P Lo '
 -DRAFTER, ASSISTANT . ...\ i. ... e ceeeonn (0172B1WTGSS) 017.281.018  05.03
{Traffic Manager) Sl o o Lo
-MANAGER, TRAFFIC ...:.. ;,.-./. ..... (f8’4168wm10) . 184.167:094 11.05
',(Trammg Director), - ' S S e
MANAGER, EDUCATION AND TRAINING ...... [P, - (166.118WTG 6) - 166.167-026 . 11.02
" TRANSLATOR ... .... ST PO T .'...(137.288WT'G-114) t 137.267018  11.08
‘ (Translator Foreign’ Language) mels T A
TRANSLATOR .(137 288WTG114) . . 137.267-018 -~ 11.08
'- TRAVELAGEN_T,_. P L . . 252.157-010. 08.02.
(Travel Counselor) T C AP S
TRAVELAGENT .. i b e o s . 252157010 - 08.02 .
. A{TreeExpert)yl ... e o : . o T ST ' v
- —TREE SURGEON s -.' T T e ... (409.181 WTG 72) ’ . 408.181-010 - 03.01
(Truck and BusMechanic) ' N o e S s _ R
. AUTOMOBILE MECHANIC ... . s SN (620281WTG37) 620.261-010 ".08.05 -
: (Truck Farmer) B S 3 e
FARMER, VEGETABLE R I . (403 181 WTG 72) . 402161:010 . 0301
(Truck Operator Industrial) . S : _ - N L IR
INDUSTRIAL-TRUCK OPERATOR S s (922 883 WTG 83) . - 921.683-050 . ~ 06.04
, (Typewriter Serviceman) - S - o SR
- . OFFICE MACHINE SERVICER . .’ ........... e AN (633 281 WTG 37) o . 3’&33._281-018 .. 058.05. ..
TYPIST. BRI R R ok (208, 588 WTG 28). . 203582066 " 07.06
- (Umon Busnness Agent) Coe . - ;
3 BUSINESS REPRESENTATIVE LABOR UNION ced e "(1872118 WTG 6) : ‘ 187.117-022 - f 11.05
(Upholsteter) 5 - e . - ‘
FURNITURE UPHOLSTERER ..... e g (780 381 WTG 37) - 780.381-018 05.05 -
'URBAN PLANNER....._..' ....... (199168WTGG) o 199.167-014 .  11.03
USHER....... T T e (344 878 WTG 106). 344677014 . 09.05
(Vegefable Farmer) , R U A S : L
FARMER, VEGETABLE ...0...... PR Ci ... (4031BIWTG72) . -402.164:010 . - 0301
(VegetabIe Producer) = - R T : : :
" FARMER, VEGETABLE e e S (403 18-1 WTG 72y """ ©402.161-010 03.07
. {Vending Machlné Mechanic) LT _ ‘ o .
- COIN MACHINE SERVICE REPAIRER. B IR C. (639 381 WTG 37) ‘e -639.281-014 ©05.10
* (Vending. Machine Operator) ° ' S ST S :
’ SUPERVISOR ROUTE SALES DELIVERY DRIVERS - (292;138 WTG 9) : g 292.137-014 08.02
(Vendmg Machine Repairman)- B _‘. Sl B e _ R _
= COIN MACT‘IINE REPAIRER ...... e SR (639.381 WTG37) .- 639.281-014 - 05.10
(Vend:ng Machine Routemian) co T o B Lo
. * . COINCOLLECTOR ........ Sl T (292.483 WTG 98) 292.483-01‘0 Co 05@8
- VERITYPE OPERATOR ..... o e ~y (203, 582WTG 23) ' 203.382-026° . - 07.08
VETERINARIAN .. .... i . e (073108WTG90) _ . 073.101-010 o2 o§\
VOCATIONAL REHABI ITATION COUNSELOR. ceeana . ' Q_45.107-042 L 10.01 A

R e o e
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: Brief Title: = * ot Thll’d Edltlon S s Fourth Edltlon S
DOT Tltle it different . N DOT Code — WTG #  DOT ‘Code Area — WTG #
'(WanterandWantress) : T : _ R v ) N
-, WAITER/WAITRESS, FORMAL ...... e e .(311 878 WTG 105) B 31 1_.477-_02_6 _09'.O4 K
WAITER/WAITRESS, FORMAL ' el e (311 878 WTG 105) Lo 311.477-026 09.04-
(WautersAssnstant) L LT
-DINING - ROOM ATTENDANT (311 878 WTG 105) . +311.677-018 .+ 09.05
(Warehouseman) , R e " : B T
- LABORER, STORES.......... " NGRS - _ : (922 887 WTG 52) . ' §22.687-058 - - 05.09
WASTEWATER-TREATMENT PLANT. OPERATOR. e (955.782 WTG 82) .. 955:362:010 = 05.06 -
(Watchmaker) R A s o e " o S
WATCH REPAIRER ......., .-\.:':1. e e S (715.281 WTG 37) . .- 715.281-010- ;. ' 06.01 . - »
(Watch Repairman) - o R . o b b L
WATCH REPAIRER .. .... e it i (715 281 WTG37) o ‘715 281 010 7. 06.01. .
(Waterwell Driller) - IEPE R VI PR ol
- WELL-DRILL OPERATOR ........ EIP e (859 782 WTG 82) o 859 362 010 f 0511
WEDDING CONSULTANT .. ..o vl e (299.358WTG 97)° | = 209357018, 08102
(Wildiife Manager) ST o S
RANGE MANAGER .......... e e PR (040 081 WTGB?) _ o 040.061-,046_ . 02.02
~(Window'Glganer) o e e AR L
. CLEANERWINDOW ....... e (389.887WTGS2) . 389687014 .05.12
(Wood Scientist) Y B ‘ 3 o
_ WOOD TECHNOLOGIST.. Lol Cee e e (040 081 WTG 87)7 o : 040 061 062 . 02.02
~ (Writer, Literary) - ‘ : AR e
WRITER, PROSE, FICTION, AND NONFICTION ...... . .(130 088 WTG 112) T »131 0(?7 046 o 01.01 -
"(Writer, Technlcal) ; : Sl
WRITER TECHNICAL PUBLICATIONS .............. . (139.288WTG_61)_ o 131 267 026 . 11.08
ZOOLOGIST ... ovo oo ST i (oa1.081WTGSEY) 041061080 . - 202
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1

. The utll'lzatton g‘urdes contained in this section
: -qof the Career Iptormation- ‘System Professional

‘. 'Manual provide specific instructions .on how to
utilize . selected materials of the: pareer Informa-

- tion' System (CIS). Prior.to using, these utilization

' i'guudes the teacherlcounselor §Hould readthe

- overview. and become famrhar wrth the CIS

materials:

o
H

- Overview :

The CIS materials consist-of guides-and film-

‘strlps used for student orientation to concepts
-designed to develop an understandlr)g of self and
the world of work; checklists and otlier materials

used for self-assessment; and .charts and indexes
to’ provide a. lmkage to career. mformatron re- .

sources. .-
Most of the CIS materrats are reUsabIe Only the
- checklists and a student booklet are consumable.

 OVERVIEW AND RATIONALE

charts, indexes, fllmstrl,ps and tapes. The follow- - -
. ing list of nonconsumable materials do not in- "

- .Career -Decision-Making*  text used as a °
semester course. The JACE may be used as a -
. five-to-nine week course. More details on the
‘use of the IACE are located in the Individualized
Activities for Career Exploratlon Ut1||zat|on
Gurde ,

‘ The nonconsumable materlals mclude gu1des

. clude those related to the filing and. indexing of.

'occupatlonal

information. These are fully de-

.scribed in the Career Informatlon System Flle _

The following is a I|st|ng(and brlef descrlptron of

S the CIS materials..

The consumable matenals are

e Work ACtIthIeS Checklist Th|s checkllst uses'
- the ten types of Work Activities as a means for .

" helping students . identify the. ‘Worker Trait

Groups related to each work _activitygor to a’

tails on

student’s pattern of lnterests ‘More d
the Work

- the use of this checklist are located i i
ACtIVItIeS Checkllst Ut|||zat|on Gui

e Work Situattons Checkllst Th|s chec, lisfuses
the ten different kinds of Work Sijaations to
help students identify Worker Trait Groups
related to Work Situations they enjoy as well as

those to. which they féel they cannot adapt. o

These Work Situations relate to-temperaments
"and adaptive skills. More details on the use of

Plan of th|s manual

. Worker Tralt Group Gulde -— contalns descnp
tions of the 12 Career Areas and 66 Worker Trait
‘Groups. Each Worker Trait Group descrlptlon .

also contains the qualificatign profile and a -

listing of the occupations thar}

‘opportunitiés for employme nationally. The
rker Trait Group Guide is used with all ac-
ess variables to help students understand the
orker Trait Groups related to their interests,
ptitudes, etc. prior to’ exploratlon ,gt the oc-
upatronal level. :

Career Intormatlon System Guide — contains
“the basic information used with all of the CIS
. access materials. Students need this guide to
“ follow orientation sessions, complete  the:

o checklists and use other access materials.

hi 3

K School Subject “Worker Tralt Group Chart - |s'

this. checklist.are located in the »Work Situa- . -

tlons Checkllst Ut|||zat|on Gurde

' : . Aptltudes Checkllst Th|s checkllst is used to

~ help students estimate the|r aptitudes. The ap-
titudes are those used in:the General Aptitude
‘Test Battery. More details.on the use of this
checklist are Iocated in the Aptrtudes Checkllst

o q? Utllrzatlon Gunde

L

; lndmduallzed Actnvrtles for Career Exploratlon

(IACE) This is a consumable booklet that in- ~
_cludes all of the CIS access variables anng_‘
with selected “materials’ from the_ Exp'lormg.

“used to identify Worker Trait Groups related to

* school subjects and vice versa. More details on
the-use of th|s chart are |ocated in the School -
Subject —  Worker. Trait Group Chart and-

" School Sub]ect —_ Occupatlon Index. Utilizatlon '

2 Gulde ‘ ,

-
_(L

. School Subject Occupation Index — contains a
" listing, of occupations by Worker Trait Group .
related to -each school subject. It is used as a

- follow-up to Worker Trait Groups identified on .=
the School’ Subject — Worker- Trait Group:; .

.Chart. More details on the use of this index are’
located in the School Sub]ect — Worker Trait .

. Group Chart and School Subject — Occupatlon i
Index Ut|||zat|on Gurde _ .

e Worker Trait Group Keysort Deck — a deck of
- cards with one card representing each Worker

* Trait Group. The cards provide a manual means.

~ *Developed by Appa‘lachla Educational Laboratory and published by McKnight Publishing Co\mpany1

2

rovide the most -

.
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7 - for combining factors such as the  Work Ac--. —Work Situations. The adaptive skills workers.
c tivities and Work Situations or for identifying need to have in order to face varying work situa-
~ patterns related to each variable. More'd«:tails ; ’ tions are introduced and demonstrated in vari-
on the use of this deck .are:located in the . =~ ousoccupations. Thlsfllmstrlpls used with the .
Worker Trait Group Keysort . Deck Ut|||zat|on .- IACE booklet and the Work Sltuatlons Check- :

Gunde .« _ . : oo list. . : : o

* Career Information System Filmstrips and -_—-What are Aphtudes” Aptltude is deflned as the
Tapes.— these d4re used to orient students to - = facility with which a person can learn new

~ the CIS and to present concepts related to the - . knowledge and skills. The filmstrip depicts how

“checklists and other access materials. The " people can identify their aptitudes and use this |
cassette tapes accompanying the’ hlmstnps knowlédge in career decision-making. This film-

“have one side with audible beeps dnd the other - strip is used with the IACE booklet andt A
L. side with inaudible .beeps. Schools with ) tltuzes gheclnlnst he p

. automatic. cassette. tape’ filmstrip projectors S » AN
* . may use. the inaudible side. The following is a _ o ' -
listing and. brief descnptnon of the fnlmstrlps

and tapes v e Learmng About Your Aphtudes. Therllmstrlp s
: T S ' - introduces the areas of aptitudes-as defined by
el | e ' _ . the U.S. Department of Labor job analysts. How -
' -.—Jntr.oducﬁdn to the Career Information System. students can examltne their aptltudesh in these
This filmstrip' introduces the Career Informa. \ areas and relate them to.career ¢ zlciicls
tion System which links self information outlined. This filmstrip is used with the E-

(interests, values, goals, abilities) to occupa- booklet andthe Aptnudes Checkllst

' t|onaI|nformat|onthroughWorkerTraltGroups e AR _ , -
All students using CIS materials should see - L - . o, - T )
this filmstrip; however, it must be used with the ~ — Credentials and Competencies: Get Ready, Get -

Individualized Activities for Career Exploratlon -~ Set, Go! The filmstrip depicts the many ways in
gIACE) booklet | | | o which people use credentials, including getting

- ajob. Competencies are presented as job keep-
_ : , o _ ~ ing skills. How to_develop these skills is out-
';-i;;"_'(,smg' the Career Information System. This lined. This filmstrip is used ‘with the’ IACE
- - filmstrip gives specific directions for using the - .- _booklet. '
Career Information System. It follows a-couple”

~ of students as they investigate and explore oc- ‘ oo C - B L
cupations using the system’s interést/aptitude .. —Sounds of Work (Tape, Side I). Students are in-
checklists and the Worker Trait Group Guide.. troduced to the sounds workers are exposed to
All students using CIS matérials should see in fifteen different occupations. As they listen. .
“this filmstrip; however, it must be used wnth the - ‘to the tape, students are to associate the
IACEbookIet : , . ‘ sounds with _the occupations. This tape,. de- .

- signed to make students aware of noise as a
"factor which: could. affect JOb sat|sfact|on, |s

e "

—Career Goals AIthough people have the same " used wnththeIACE booklet. .
B basic survival needs, they have different goals. . » o '
InBividuals also differ in the way they meet their- ' ' ' ‘
needs and goals. Lifetime:work is introducedas . _what" Is My Occupahon'? (Tape, Slde 2) Th|s
a.means to meet goals.. This filmstrip is used  tape describes work tasks and the social and
wnththeIACE booklet. . N _physical surroundings for 15 different occupa-

tions. As students listen to the tape, they wnte

{_ ‘ ~ down the title of the occupation they think is
Exammmg Your Interests The f|Imstr|p deplcts being described. ‘It is designed to make
the different ways people can examine their in- - students aware of how these factors are in-
terests and relate them to occupational alter- " cluded. in the work setting. Th|s tape is -used
natives. This filmstrip is used with the |IACE wnththeIACE booklet
booklet. : o _ : _
RATIONALE - -~/

— Work Activities. The filmstrip outllnes the ten’ : o : _
types of Work Activities and illustrates’ them : An issue of considerable importapce in using

* with diversified occupations. This filmstripis the CIS materials is related to the “‘trait factor”

~ .used with the IACE booklet and the Work Ac-  oriéentation of the Worker Trait Groups: The worker
: twnties Checkllst characterlstlcs represent one- eIement -of the
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homo&e’,neity of the’ Wor‘ker'_,'l"rait Groups. The

assessment of personal characteristics, relating

them to worker characteristics and thus to Worker ' '

‘Trait Groups, provides a general “trait factor’’ ap-
proach which has been criticized by many educa-

tors as a ‘“matching process.” The ‘‘trait factor” -
| approach as typically used in.the past relates to

external assessment. That is, a dounsetlor or other
proféssional tests an individual's abilities or in-

terests, interprets thé results, and matches the

characterlstlcs to appropriate occupations.

| of internal: assessment. This is characterized by
'-,the foIIowmg four phases of tearnlng

1 Understandmg the concept

2. Personallzing the concept
3. .Assesslng self in relatlon tothe concept. -
e

4. Ap’pl'yingthe concept,.- '

A general |ntroduct|on by a teacher/counselor a'.

~ filmstrip presentatlon and written. concept
descriptions define and illustrate the concept to
help students develop an understanding of it (first

phase). The use of filmstrips to introduce con--

- cepts helps broaden students’ perspectlves of the

world of work and break down stereotyplng of oc-

cupations.

~ Once students understand the. concept they
need to personalize it, to make it meaningful to
them as individuals (second phase). They need to

o Thus
*stands the concepts,
plies them to the changlng self and env1ronment :

f*)\hroughout life.

reaI|ze that they aIready have a great deal of ex-

perience related-to work. This experience may be

used to personalize the concept. The. conceptpro-' o
“vides the link between ‘personal experience and, .
‘related groups of occupations. . .

" In.the third phase, students use checklists and;--

other materials to assess themselves in relation

_to the concept. These materials do not use a stan-
dardized measurement approach which has.the. . -
. emphasis on providing normative data forcompar- - °

- ing an individual with othérs. The CIS assessment’ .
“The aproach used with the CIS materials is one -

materials provide a means for sorting and clarify- s
ing the elements of-a concept. The emphasls here

is to identify what elements of the concept are
most meaningful to the students.

~ . In the fourth phase, students applythe concept. -
- Students relate their interests, aptitudes, adaptive
,skllls and other factors to.the characteristics’

which Have been identified as helpful to workers
in the Worker Trait Groups. Thus, students
what they have learned about the conce

career decisions.
The preceding four phases of Iearn|ng differen-

tiate the internal assessment approach from the~’
- _external assessment approach. Individuals must ™
understand themselves and the world of prk and """

be.responsible for their own'career decisions: The

ply.
t and
- themselves to explore occupatlons and make

individyal and the environment change over time.

~The c%lcepts related to work remain more stable.

is important that an individual ‘under-
internalizes-them, and ap-

G




INDIVIDUALIZED ACTIVITIES FOR CAREER EXPLORATION
UTILIZATION GUIDE

Th|s gu|de contalns |nstruct|ons and sugges
~ tions, for using:the Individualized Activities for
Career Exploration (IACE) booklet in the class-
" room. The activities are taken from the Exploring
Career Decision-Making text. They have been
- selected to form a short exploratory course. It is
essential to remember, however, that occupa-

_ tional exploration is only one aspect of career
development. The full Exploring Career Decision-

Making course goes into much greater depth in
-self-expioration, decTs:on -making, . and career

planning. It approaches career decision-making in:
the context of social and economic change. Con--

sideration of these elements in addition to ex-

gpment. It is recommended that you obtain a
“of the Te'acher's Edition of the Exploring

plora}tron skills is necessary for effective ‘career-

" To asS|st you in presentlng these actlvmes this
guide includes the purpose of the activities, the .

.equipment and materials you will need, and de-

tailed guudellnes for presentation of the act|V|t|es -

It also gives an estimate of the time required for

each activity, though this will vary from.class to.

. class. Times are given in terms-of 50-minute class -

periods. The headings ‘and instructions in this

‘guide parallel those provided- for students |n the _—
. IACEbooklet -

‘Your. role as a Ieader is .one of organlzihg the o
‘class. sessions, motivating the students, and

facilitating the learning process. Learning is the
responsibility of the learner. Students must be.-
allowed to assume this.responsibility and to apply
the process to their career exploratlon and
deC|s|on maklng '

OVERVIEW

The overVIew shows the suggested presentatlon of the act|V|t|es by class perlods

. ACTIVITIES

“'|dentification Goal Focus Chart

SUBJECT .. N N nme ]
Introduction. » Discussion - v ' | 12 class period
Goal ' e Career Goals

1 class period

“Summary Chart

‘ e Self-Information ¥ o
Career A * Occupational Information ‘ : 2-1/2 class
Information- - , ‘e Organizing Occupational Information periods
o * Using the:Career Information System -

- Expressed Interests: - o . ‘

L = Work Activities. S « S
Career » Work Situations ‘ ' -14-1/2 class
Exploration e School Subjects periods

D ¢ Aptitudes .
: _ . e Other Factors
Cas . Occupatlonal Exploratlon L
‘ _Sum:r_n"tjlgry e Discussion - 1 class period «|

INTRODUCTlON

Career exploratlon is the process of mtegra’tmg
“the informatién. obtained through occupational

-~ and self-exploration to form a sound basls for

making career decisions.

As students work through the IACE booklet use
the four. phases of learning defined in the “Ra

t_ionale"'on page 72 of tliis ma?ual to help you -

75

-the booklet.’

emphasize the internal assessment approach of
.For each .new concept, assist
students in (1) developing an understanding of the
concept (2) personalizing the concept, (3) assess-
ing self in relation to the concept and (4) applylng :
the concept.

Ask students to read the |ntroduct|on and then
discuss it. Pay particular attention to the four ob-
jectives for career plannlng :

73



GOAL IDENTIFICATION

'.Purpose '

- help.students understand the relation of goals to

“career, and to help them identify some. of their .
“own _goals. - The more clearly students see how .

“they -can get what they want through career ac-

tivities, the- more motivated they wrlthe to commlt,_"-"_ students, and then’ show. the filmstrip “Career -

“The filmstrip should help students.

_ them selves to career exploratlon
: ._Equlpmentand Materlals

Teachers wnll need

. Fllmstnp pro;ector and cassette tape player

_ Ll IACE booktg
. The purpose of the activitiesin thrs sectron is to"

Students will need

2

"Presentatlon : : S ,,J

ActnvntyA CareerGoals "
‘ (1I2class period)-

Go over the |ntroductory paragraph W|th the -

Goals.”

develop an understandlng of (a) goals-as anything B

a person wants to do'or to have, (b) career goals as’
goals met through work, not srmply'bccupatlonal L

choices, and-(c).the need to clarify their goals

-before they can. decide. through' what career ac-.
" tivities their goals are tobe met. - -
Discuss the filmstrip, using the foIIowmg ques--

. FSI_CA_SS“Career-GoaIs" . : t|onsandcommentsasagu1de AERUEE Y

)

1. What does the term “goal” meantoyou? . . :
CQMMENT: A goaI is anythlng you need or want >

[TECCE T [
mmlml HITIRG it
'I|III||III|I|I|IIIIII IIIJ|I|III‘II|||III Il [)

i
Way” llllﬂi m

2 What kinds ot goals are desc’rlbed inthe filmstrip? =
COMMENT: In the fllmstrlp goals are descrlbed in three pa|r|ngs
(1) Long-term — -'short term®
(2)Important—not -SO- |mportant o N
. (3) For self — forothers e : c s

3. Do you want the same thlngs members. of your famuly do? ﬁtat
your friends do? Why, or why not? . :

- COMMENT Everyone wants dtfferen‘i comblnatlons of th|ngs

4. Are your needs dttterent from the needs of others? = ’
. COMMENT:. Basic survival needs — fo_od shelter health Iove -
are essenttally the same forall people .
5 Why do people want dltterent thmgs"
COMMENT People are dsfferent

6. Do you want the same things now that you wanted ayear ago" :
COMMENT: Most people’s goalg change you nger peéple usuaIIy
change their goals frequently. '

7. Whydo people s goals change" ‘
v COMMENT: People change asa result of growth (maturatron) and Co
o experlence .

- 8. HaVe you ever been in contllct wnth others because your goals
" were different from theirs? What did you do about the conflict?
. COMMENT: Most people find themselves in conflict with others. . :
. As students give examples, try to brlng out the ways in wh|ch they
‘can resolve such confllcts :
I4
'.'9. Do you teel you have control over gettmg what you want" Why, or
- why not? . :
COMMENT: Ask for examples: whrch show posltlve -action and o
.control. T :

- . [

K




B L : |u-;l.,.z,.,,‘..lm,,.nl,trml;l.|:|' ' 10 ‘What have you done to meet your goals” : o
T %{Wﬂ' '/( S : COMMENT Responses here are reIated to the prevrous questron
T . i P 0 ]
- ‘& 11, In the frlmstrlp, work was deflned as the performance of acﬁvutles e
‘designed to effect some change, in some aspect of society. Isthis. - " -
definition useful to you" Why, or why not? How would you deflne*-
‘work? -.
'~ COMMENT: Students should feel free to accept or reject thls :
deflnltlon Ask students toexplannthelranswers \ .
12. Why do people work? -

COMMENT: People work to. meet goals either d|rectly (the work o
‘itself is satlsfylng) or indirectly (people work for the opportumtly' -
— timeor money —_ to satlsfy goals) oo

13. What are some examples of work you do" " :
" COMMENT: Examples of work students do might include school-
work, chores, hobbies, or parttlme jobs. A person does not
necessarlly get paid for work.

14. What do you hope to gain from the work youdo?
.- COMMENT: It is important that students be made to feel that the T
‘things they want from.work are not of Iess or more vaIue thenthe 7. "=
thlngs others want ) ,
\l:,,f;:,ﬂ;_ NS 15. Should there be any legal or moral I|m|ts on how people meet thelr .
O e . .. goals?
e Q% COMMENT: What should be the view of different groups within
society on such means as stealing or using force? Accept a vari- .
- ety of answers, encouragrng students to express their thoughts.
and feellngs

16. Doyoullke havmggoals"Why,orvAynot" ; .
. COMMENT: Encourage students to express . the|r thoughts and
feelings. Acceptawrde range of answers.

~ A . . A .~y

~ >

Go’ over the key terms and key points wuth the stead of complete sentences. Encourage them to
i students tobe sure they understand the concepts - . list what théy reaIIy want, not what they feel ought .
: _ - tobe theirgoals.
- Guide a discussion of the activity, using the
'foIIowmg questions and comments.

3

- -

.- ActivityB — Goal Focus Chart

(1/2c|ass period) ' 1. Do people. always achieve their.goals? If not, .
To introduce the Goal Focus . Chart ask - why? Should .they still 'set goals? Can you::. -
~ students how they think the goals of a 5-year old .achieve the goals you have llsted° What might =
. might differ fram those of a' °30-, 50-, or 70-year old. “help-or hinder.you in reaching your goals?.Do -~
w.. Consider such things as res’ponsrbnhty for pro--  you think you will achleve them? Why, or why o
" viding food and shelter (for self or others), child - not? S
raising, family or health needs, and the main con- . COMMENT: Students may have goals they feeI
cerns of people in each age range . : ' they can and cannot attain. They should be en-
Direct students to complete the Goal Focus -couraged to question the realjsm of their own
Chart in their IACE booklet. Suggest that they ., goals, but they should not attempt to deter
o represent their.ideas with words or.phrases in- - mmethe realism’ of otlners goaIs

RRIC . 77 . s
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2. 1f you ‘achieve your go'als,» are you a better :p'er- :
" son? Is a person who never does anything a

worthless person? Why or why not?

COMMENT: The intrinsic worth or value of é.

person is not contingent on his or her accomp-
lishments. - ‘ Co o o

3. Why is it so hard to think about your life as it- -

mightbein 15, 40, or 60 years? - .
. COMMENT: You do.mot know all of the factors

that. will influence your. future. Lack -of ex- :

_ perience and maturity alsp makes it difficult.

you might have-in 15, 40, or 60 years? Why; or
why not? R , P

COMMENT: Planning ways to accomplish your
goals might give -you more options, and

- therefore, make it more likely that you achieve

them. . »

5. Do you think your goals in several years will be

" the same as they are now? Why, or why not?

* COMMENT: Change in a person's need for
financial support should result. in"change'd_

g_oaTs;

6. If you had just one year to live and could do

‘anything you wanted, what would you do?

COMMENT: Every student should be given the

opportunity to answer this question. Allow
-some time for students to think.about the ques-
tion. You may wish to make this a written activi-
Lty : -

7. Are the things you would do, given “one year to >'

live,” related to your long-term life goals? How
do you fit your short-termi and long-term plans

' together? What.aspects fit? What aspects do ° '

not fit? S o
.. COMMENT: You may wish to have students

discuss this‘ig small groups, or simply think
. aboutit. The * ]

help students select goals that may be impor-

tant in both a short- and.long-range plan: Ask

them to explain why.some: goals may fit only’
one plan (such as having and rearing their own

~ children}. , C

CAREER INFORMATION |

Purpose KO | o

The purpose of the activities in this section is to
help students understand that career exploration

is an .ongoing process. 6f learning about them- '

- selves as they learn about the world of work.

.\)

. Is there any point in thihi(ing now about goalé :

. :C'areélr_In_formatiEOn.SyStem Guide

- ways they may/lookq at__t‘lj\e'mselve

ne year to live question should -

Equipment and Materials
" Teachers will need: .

.. Eilrh’sh'trip projecto'r and cassette fap? player

"'« FSICASS “Introduction ‘t’c’)_the' ~Care'ef_'lnfqrm:a-{ ’

tion System’ - - .

e FSICASS *‘Using ihé Career Information Syé-
-~ tem” - ) o ' o
o Career Information System Guide R

LA

e Access tp’_CIS"material‘s‘j-[‘ k -

Students will need: -

« IACEbooklet -

iss .the threé\
, -outlined in

their IACE bopkiet. Xgfl might
pasyy, by John Masefield, -
eally the person.




ActlvityD Occupatlonal Informatron ' ’ '_ActlvntyE Orgamzmg Occupatlonal Information

(1/2class perlod) : : . o _ (1/2 class period)- . : T
Through this activity, students should become DISCUSS the concept of c!asslflcat|on with the
- aware of thefol]owmg L : _ students. As an example, you might ask them 'to-.
D ' ‘ ‘name ‘way¢  of classifying people (name, age,
‘ (1 There are thousands of different occupatuons - grade, .weight, height, strength; religion, income,
o many%swhrch are obscure . o etc.). Then ask them how such classif|cat|on can

be useful L _ _ -
(2) The title of an occupatron does not always : T : ' Co

B represent what a workerdoes.

(.»!“(3) More” rnformatron than'a title is needed for
e catﬁesexploratron

- Direct ‘students to .complete the qunz The
" answers are as toltows a-3, b-1, c-1, d-3, e-2, f-1,

, g-2,h-2,i-2,j-3.

‘_ erte the. answers 0\1 the chalkboard or read

y them to the class. Dirett students to check their
“answers. Discuss the exercise with the students

. usmg the following comments asaguude

1. Students need to be aware that there” are
thousands of occupations of which They may
never have heard. These may be occupation§—]
which have few peoplegemptoyed in them or -
which are not found in ti¥e students’ geograph-
icalregion. C

o . ?
" 2. Occupational titles can be misleading. You -
cannot always know what a worker does from

- the title. You need a variety of .information
about an occupation as you consider it as an \
occupatronal alternative. Use the chalkboard'to
_record students suggestiong about the kinds of

.. occupational-information. they thrnk could. begy

useful / .




| 1.. Why ls the

. _be,orgamzed in

<, s e
N

' Show the filmstrip “Introduction to theﬂ'Career

Information System.” The filmstrip’ should help
- students become aware of tHe need to.(a) classify

information into different classmcatlon systems

to facilitate the information’s acéess and'(b) use a’-

classification system linking both self and oc-

.. cupational information in order to make satlsfylng‘
careerdecrslons . i d ,

H

N4

After showrng the fllmstrip,fuse the foIIowrng ‘
t .questlonsandcommentstogmdethedrscusslon

T . --‘;)rg ._
v

a need to classlty mtb‘rmation"
+ COMMENT;

-

dertobe found and used

r g

2. 'Why is there a need to use different cIass\hca

tion systems on the same type of information? -

ample, the problems a person unfamtllar

COMMENT: Discuss with the students, forkex-'_ :

a service using only the white pages of the

RS ’

Qy,type of information needs to

ith '
the- commumty would have flndmg a product:or -

Actlwty F -:’Usmg the Career Intormatlon System
-:q (1 cIass period) :

'Show the hlmstrlp “Using the Career Intorm
tlon System.” This filmstrip should help studentg
to develop an understanding of how to use the
- Careér Information System

specuflc occupatlon and it reIated-aIternatives

and (b) explore groups of occupations related to. -

“.theirinterestsrand abilities.

(a) investigate a’.

‘Show the students where the ClS materlals are

Iocated ‘and- brletly review the use of these.
materials with them. You ‘may ‘want to use the"

“Touring the Career Information System’’ section

~ of the Career Intormatlon System Gurde as a-

guide.
Discuss the CIS materlals wrth the students us-
|ng the foIIowmg questlons .

1 Why are occupations orga nized by groups?.
COMMENT ‘Occupations are generally organ-
ized by groups to show a relationship among-
‘occupations.
show -a relationship as’ to - the products

. deveIoped or the services provided. The Worker

-~ COMMENT: ‘Help

telephone directory:

'3. What classuhcatlon systems were descrlbed m o

the filmstrip? -

tudents revrew the alpha-
betical and Dewe¥ systems, as well-as the Dic-
tionary of Occupational Titles’ alphabetical and

. WorkerTrait Group Arrangernent_ systems.

'

4. What problems could a person ha
- cupational information filed alphabetically?

COMMENT: A ‘person must know the oocupa-' |
" tional title in order to find it in an alphabetlcalv ‘

. arrangement.

5. How are the organlzatron of the Career Informa- N
' tion System and the organization of the yellow

pages of the telephone directory alike?
COMMENT: The .organization of the Career In-

formation System helps a student find occupa- A
. tions even if the student does. not know the -

name of the occupation. \

6. All the occupatronal information in the Career
Information System is classified’ by. Workeqr-
Trait Groups. How can thiS. system help you .
relate the ocgupational information to you —- -

your interes{s, abilities
. COMMENT{ The Wgrkar
groups of o

d aptitudes?
rait Groups are
patlons that hhve simgar worker

qualifications such as interests, abilities, and
‘aptitudes. Students can use their own interests,

" abilities, and aptitudes to explore occupatlons -

-!and make satlsfylng career decisions, :

Q

using oc-

—Trait uroupsrarefhomogeneou&clusters—of-oc

Some grouping .arrangements -

cupations requiring similaF- workér character-

are also grouped by the general nature of th
~work performed. Occupations belonging to the

istics for satisfactory job performance. THey

. same. group provide students with’ reIated oc-

cupatlonal alternatives.

2.'qu can .you - use the Career Information

. System to find information about speclhc oc-
: cupations?
COMMENT: Students can use the ‘Alpha-.
"+ betical Card File, as well as the Dictionary of
Occupatlonal Tltles, Fourth Edltlon

3. ‘What source . of |ntormat|on t:ontalns a brret
"description of each occupation? -
COMMENT: The chtlonary ot Occupatlonal
. Titles, Fourth Edition. . -
4. What sources ot)rntormatlon are used to find
“the  occupations belonglng to each Worker
Trait Group?
COMMENT: The most common occupatlons in
~each group are I|sted in the Worker Trait Group
- Guide." :

5. Why is it imporfant to use more ‘than one

.. source of information about an occupatlon"

COMMENT: Different sources give different .

types of information. For example, the Occupa-
tional . Outlook Handbook, published by the
U.S. Department of Labor, includes forecast in-
formation on employment opportunities.

Students should understand that some types

. of information are written for recruitment or
other purposes which may provrde a biased
.pornt of view: ‘
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CAREER E)(PLORATION T e CASS “Sounds' of Work" (Stde 1)and “What Is
W _ _ s ‘_MyOccupatton’7”(S|de 2) '
' Purpose gel '_ AR - oo .

. 'School Sub ect Occu ati Index o] lO
The purpose oftheactlvltles in thtS sectton is to -~ . J p |on ( pti nal)

‘ '-_help students use -their’ mterests abilities and Studentswnl need
~_‘goals to |denttfy groups of occupatzons for.detail- , . ]
- ed exploration, and to make pians for pursunng . IACE bogklet ' S
thelrcareerexploratlon : N : R o

| Equlpmentand Materials - BRSPS ' queerlntormat:on System Gulde .
_.Teachers will need: I '_ B e -__WorkerTralt G'rOUp Gutde S o ‘ ' |
** Filmstrip pro;ectorandcassettetapeplayer o Worker TraltGroup Index to Occupattonal Intor-
. . o matlon T o
. FS/CASS“ExamlngYourInterests” S c S '_ . \
_ S ' »” File Content Notebook ' .
. FS/CASS“WorkActtvntles" ‘ & ; el R
- . Alphabetlcal Card Ftle SRR A
. FS/CASS“Work Sltuattons” ’. = : :

. ' , Supplement to. the chttonary of OcCupatlona.I
. 'FS/CASS “Credentlals and Competencnes Get + Titles, Fourth Edmo?t ,

- Ready, -Get Set, Go” ) . _. v
Presentatlon L

- Ask students to read and discuss the mtroduc-
tory paragraphs’ under the headlng"‘/c/)'greer Ex-

S

«'FSICASS “WhatAre Aptitudes?””
« FSICASS “Learning About Your Aptitudes” iz

pIoratlon" in thelr booklet R _
. Activity G — ExpressedInterests , - - - . . ™ .
(1- 1/20Iassper|ods) , R
Ask students to read and discuss the Qeflnltlon_ o ' .
of the4erm “interest’’ as- described in their .
“booklet. Then show' the filmstrip, “Exammlng ST S .

- Yourlnterests , _ o

‘FAPPINESS 1S BUILDING
THINGS ... FOR ME




.8

" The. filmstrip should “help ‘students to' (a) . | g.zﬁmd you use the results of an in- -

. develop an understanding of the way they can ex- . terest survey for occupational exploration?,
. .. ‘amine thelr interests, and relate them to occupa- - ‘ _ O o .
. tions and other career.activities and (b) realize that 'COMMENT: Some of the the students may
 interests often change as peoplemature. "~ - .~ . - have atready used some ! ese. methods.
" After the filmstrip presentation, use the follow- " Encourage tkem ‘to descri be ‘their ex-
. |ng questions and comments to gu1de the dISCUS- , perlences tothe class. : B

s|on B '
. 3 Why should“you examine your mterests when-_

1 The tollowmg questlons ri.nelp'.students . you plan your career? qu can you relate your |
N ,detmethelrmterests -»w - mtereststoyourgoals" o

o o B : B _ COMMENT: People . ténd to find the most .
© o a After the school day |s over, what do you satisfaction in work that relates cIoser to ¢ .
-‘tlnketodo" . L 4 o L thelrlnterestsand goals., ST
b. ‘Do your hobbles take you |ndoors or ouL 4- Are your mterests the same as five years 390"'
doors’? o ) Why should you consider your present in-
& ' ' o S ‘~6' o terests as you t'hmk about possnble occupa S
enjo read|n , what kinds of books ' ftions? o
or rlna}é%t;_lne]s dlo you regdf, o . : COMMENT: The activities that held your at-

e . R SN

tention five years ago’ are perhaps not the

It you were free to do whatever ypu ’Qanted - ones that absorb you today. As you consider ...~

occupat|ons I|ker -prove satisfying,:be sure.

’ r, what would you do? o
foronehou u y - your refe*emce lst urrent occupatlons and

e Whatwould beyour"rdeal weekend') S —A--ﬁcurrentmterests s b :
f. What is your favorite school subject’? Does ' _.5. In the tllmstrlp, Clitf may pursue h|s |nterest_: 2
it have to be the subject in‘which you obtain .~ b"‘,r'l"a':‘z'pc“i':g g';;esr:’a:;":::; in differert ways..
. 2 2 - ' - 4
the bestgrades Why, ar why not e . COMMENT: Cliff-may choose to make enter-. - -
y o . taining his full-time or part-timg occupation.
glo\:,v;ﬁé“rps%wes _d.o you ||ke to watch Televn Encourage students to pro;ect thqpc‘}sslble
' v T consequencesofeltheroptlon "
h. What lnte’rests did you express in answer- L
L _mgthesequestrons". ‘ o 6 What -are ' some - ot the mtere s.-of the -
s i g , students in the filmstrip? How couldthese i
a The students in the fllmstrlp took-an in- - " terests relate to an occupation? . :
. terest survey. What do the r‘esults of’ such . COMMENT: Some -of the |nterests mcluded
- surveys show’? _ . . ndmg a motorcycle, driving a car, -reading’
ST ' BRREETEVR L ‘books,. drafting, dancing, physical educatlon -
S ' s : bundlng, playlng games,_warking ;on. teIev1--
C2.0 Whatare some of the ways you can use to tmd . 'sions and in‘a machine shop, and- playmg pro-
.- what your mterests are in various areas ot " {essional ball. Ask the students to, reIate
Cewy work? - . L - thesemterests tooccupatlons
S What ktnds of books and materlals can . T: In the hlmstrlp, how dld protessnonal athletes
help you learn aboutthe world of work'? L J “and the counselormtluence Jim’ smte,ests" o
S . . “ . COMMENT: Jim .was “influenced the
‘. b. "How could mowes teIevnsuon shows or .. -glamour hat professlonal athletes represent _
\ fllmstrjps help’? : . . ... and the results. of the interest survey.' The -
' L R counselor indicates through ‘these" results

c. How could a flrsthand experlence help’? \‘ _ Jlm s-high |nterest |n machlne woﬁnd math.

. . e
d. What can you learn by observing others in. .~ 8 In the filmstrip, how d|d Terry $ sister and her

actual working condltlons’? oL o sister’s friend influence Terry’ smterests" o
- .. %7 COMMENT: Terry was. influenced by her.
e. How ‘could listening to others descnbe .. sister’'s beliefs and by||sten|ng to her, snstersl
; thelrexperlences he)lp’? o .- friendtell of herworkexperlence k
f ‘What factors wouId you have to keep m 9 ‘What occupatlons are women e termg today

mind? . L » that used tobe held mostly by T an?

# S | -
+ B . - - -




1_0

11.

" “that used To be
because their mterests have cha,nged" Why or-

12

__ COMMENT Dlscussmn shrould btrlng out.{'-'
cﬁ occupations as doctor, dentist, school - -
prin -lawyer, judge engmeer construc K

ipal,
tlon worker etc

13-

v .

What people or events have |nf|uenced your
interests? How?

- .many different people or events ds possible

What 6ccupat|ons are ‘'men entenng today !

that used to be heid mostly by women?: -* .
' COMMENT: Discussion shauld * bring ' out
such occupations - ds. 'nurse,

attendant etc

Are men and w
old by the opposite sex

why not?

-COMMENT: DISCUSS changes rn somety that»

rnfluence changes in mdnvnduals

How do your lnterests dlffer from those of the .

. studentsiin the filmstrip? .
COMMENT Let students dlscuss thelr |n-

terests i
o E
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14,
‘secretary,”
.elementary teacher, telephone operator fllght -

en entermg occu_patrons g

-~ parents, friends, vagations, etc. Ask the:

students how they were influenced.

A Al

.- COMMENT: Have the students ldentlfy as

.What occupatlons are reIated to your in-
terests? '

COMMENT: Ask the _students_to relate at

least two occupatlons to each* lnterest area.-.
To avoid repetition, you’ may want to, ¥st the' .
“student’s interest areas on the ‘chalkboard .
and the corresponding occupatlons as the
‘students |dent|fythem : . S

et

HéTp students follow the directions given in-Ae:
- tivity G of their booklet.'Be sure students .under- -

‘'stand ‘how to mark therr interest in Column: 1 of .-

.- the Worker Trait. Group Setectlon Chart Iocated at
" the back ofthelrbooktet T _

r K. ‘ ’ L
v . o - -
o~ ' : ‘ Y
l. c
. Y o
k] N . _.
oy ’
v, - "
[ -
' .
Q
> _ . .
.,\ 7 ol
~ -“ - ~
2 .
& ¥ L e
. - " SN
‘ . .
M P .-. .
ey LT .
T Y
SN
R S .
Lo e L e
B -



8 Actwuty H Work Actlvmes
(2 class perrods)

PEEEN It is recommended that you review the “Work Actwrtles Checklrst
oono o cUtilization Gunde” On page 89 of this manual before presentmg th|s ac-

WA tivity, .
v.' "’ﬂ' ) .

. -Ask students to |"ead the |ntroductory paragraph |n thelr lACE
booklet, then showthefllmstrlp“Work Activities.” -

. aware; of the influence that workers” ‘preferences for certaln types of
o actxvntres have-ofy worker’s job: pgrformance and satisfaction, and (c)
.. become aware of their own likes and dislikés and the way they can use -
~ .. their preferences to explore occu pat|ons :
- After. the filmstrip preséntation,:use the foIIowrng questtons to
. guidé-the discussion. The responses to the following questions are
-~ likely to-be subjective in nature since-they deal with the’ students’
- . preferences to the ten types of work activities. This is why therg are no -
‘teacher’s: cues-and suggestions tohowung each ‘question. it is |mpor-
tithat the studerits feel free to” express their oplnlons and feellngs
S a flha_ hey respectthose of others L L ‘

at§pérs_nal experlences in work "OF Ie|sure have you had wrth
ofthe en types ofactlvmes’? a .. .

J4hata ‘lVItIeSdOYOU prefer'? ‘
B _hydo you prefer cert?ln kinds of activities?-
ow.can. knowmg what you Ilke to do help you explore occupa

lgave students read the Work Actnvrty Descrlptlons in the Career In.-
formatnon System Guide. Prior to-writing'down their own experlences
ask’ stuﬁents to give you examples for each of trle actwrt? typés to be
sure they understand what theyeare todo. K

‘Go over the instructions’ for the Work Actlvrtres Checkllst Part A and

-preferences.” " - ~

irect students to complete Column 2 of the Worker Trart Group
" “Sefection Chart Iocated atthe backofthelr booklet. SR

"L OPTION: This is a good point at which' to, mtroduce the use of the

‘ ploratlon Full.instructions on how.to use thé.cards.with. different- sor-
tlng Ioglcs are |ocated in the Career Informatlon Syslem Gulde

' The:filmstrip should help students to (a) develop an understandlng ’
--of.the ten types.of activities related to the work‘people do, (b) become. -

ith-the 'students Be sure they understand how to rank o‘l'der the|r ‘

el

" Worker Trait Group.Keysort Deck for combining variables inkareerex- ... : .




Activity | — Work Situations . © "2
(2classperiods).

It is. recommended that you review the “Wo  Situations Checklist .

Utilization Guude” on page. 93 of th|s manual be ore presentlng th|s ac-_‘_ .

" tivity.

booklet then show the fllmstnp' “Work Situations.’
The filmstrip should help students to (a) develop an understandlng

- Ask- 'students to- read the |ntroductory paragraph in the|r lACE"'-_

' ‘--';,'of the ten types of situations which-put demands upon workers,.(b) " '

; "~ become -aware of the influence workers’ adaptation to these demands.f

~"has on the workers’ job performance and satisfaction, a
aware of the types of situations they prefer and want to avoid.

- After the filmstrip presentation, use. the. following: questlons to

guide the discussion. The responses to the following questions are

likely to-be subjective in nature since they deal with the students’

T preferences to the ten types of work situations. This.is-why there are.” "
-no teacher’s cues and- -suggestions following each questlon It is im- -

T portant that the students feel free to express their opinions, and feel-

ings, and that‘they respect those of others There areno nght or wrong
answers \ AT S LR I L e

- .,-,‘.'». L

- 'r.,,

1. What personal experiences, in.work. or lelsure have you had wrth
*. each ofthetypesofsltuatlons'7 )

B

- 2}'_What sutuatlons "do you prefer'7 Why'7

S é-f:What sltuatnons do you want to av0|d'7 Why'7 e s

o . ) . ) A

..

'4_.-.‘.How can knowmg what sﬂuahons you prefer help you explore oc- -

cupatrons" '

_ Have students read the Work Sltuatuon Descrlptnons in the Career :
‘Information - System Guide. Prior to .writing down. their own .ex- -
perlences ask students to’ glve you examples for each of the sltuatlon e

Go over. the tnstructlons for the Work Sltuatlon Checkllst Parts, e

and 2 with the students. Be sure they understand how to rank o;der'.

thelr preferences. .

‘Direct students to- complete Column 3. of the Worker Tralt Group .-

Selection Chart Iocated at the back of thelr booklet <
'.:*_‘. ; . T : . e T
SR o SR
TS LI T
v ‘ S R
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Actlvlty J— School Subjects
Co(1-2 class perlods)

Lo

it tS recommended that you revrew the “School o
Subject — Worker Trait Group Chart and School -
'Subject — Occupation Index-Utilization' Guide” -
-on page 103 of this manual before presenting thrs‘ '

activity. -
Ask students to read the |ntroductory paragraph
COMPETENCY.
- ‘ ¥
YOU ARE A
' GOOD FLYER/
‘o

f-\fter the frlmstrlp presentation, use the follow
ing questlons and c0mments to gurde the discus-
s|on . .

1. What kmds ~of credentlals can a persqn ac-'

_ quire? -
“"COMMENT: The fllmstnp gave the .Iollowrng

" examples:. birth certificate, passport, blue rib-

bon credrt card, drplomas theatertlckets etc.

2. How can credentlals be acqunred"
;. COMMENT:
C wmnrngacontest p‘ayln afee etc _

3. What credentlals may be requnred by Iavlr?"- '

COMMENT: When the "public- safety is ln---
'volved Ask studen{sto glve spec|f|c examples h

4. Why would an employer be |nterested it your'_

. -credentials? _
"COMMENT:. To determ_me the best person
‘ 'avarlablefortl;ejob ' :

: 5 will credentlals help you keep a jOb once you
"getit? Why, ar why not? ‘

- COMMENT:" ‘Credeéntials - slhow what a person

~should be able to do; competencies are what'a
" person can.do. Competencres not credentlals
help youkeep ajob. * ERE

e - . T o l,&‘ ‘

| -CR.EDEN_-TIAL‘.-_ -

. pnors

Taking a course, passing a test

theéir IACE booklet, then show the filmstrip
“Gredentials and. Competenc1és Get Ready, Get
Set, Go!”’ : :

"The filmstrip should help students develop an .

_understandlng of (a) competency as what a person

is able -to do,*(b) credential as what ‘a person-

should be: able to do, and (c) the ways competen-
cies and credentials can be acquired and can af-
feot obtamrng and reta|n|ng a;ob S : :

‘LICGENSE -

U1 e U b W
NI LM

. .6, Is school the only place where competencres

can be developed? Why, or why not? ..
COMMENT: Each person: has’ been acqurrlng
certain competencies since birth. Therefore,

competencies can be developed in many drf- .

ferent places

7. What skllls canyou refme in school" L
include communl-

- COMMENT: This ‘might -
~ cating with others, getting along with ‘others,

- solving problems and thinking- crmcally, as

" well as acqumng sk|lls specmc to subject mat-

. ter: | R
| “Assist students in using the Scho8i Subject-_-Af |
Worker Trait Group Chart. Show them an example: :

-.0f how they can use a school subject to find- - .
Worker Trait Groups to: explore (The chart and-its -

instructions are located in the Career:Information

' System Gurde )

o

5 Help students follow the drrect|ons gr\%h Ac
. tlvrty J of their. booklet After students have com-"
“spleted Cotumns 4 and. 5of the Wowker Trait. Group

Selection Chart and: Columns 1 and 2 of the -

Worker Trait Group ‘Exploration: Chart in thelr

booklet, you may wish to explain the use of the-

School Subject - 0ccupat|on Index

_/\

86 | i B
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: Actnvnty K— i Aptltudes
(3 class penods)

{eerrude NexTexiTYZ
| ForesT DRVE _ 2

-\ = &) It is recommended that you revrew the “Aptltudes Checklist Ut|I|za-
: : -tlon Guide” on page 98 of this manual before presenting this activity.

Ce Ask students to read the’ mtroductory paragraph .in the|r IACE ' -
" booklet, then show the filmstrip “What Are Aptitudes?” '

COUREER _ - - The filmstrip should help students develop an undé‘rstandmg of (a),
o I "'.‘ S - .aptltude as the ease or quickness with which a person can learn a cer-.
e S . tain type of knowledge or skill, and (b) the ways in which they can |den-_
 rRheEs T % " tifytheirown aptitudes. - -
K] W e is an attempt to assess the relative ease or difficulty one
31/ e O m|ght expect when Iearmng new-knowledge or skills. Aptitude is not a -
R [/W%? . measure of what a’person can.or cannot do. Students should o
I i%{,;m : _'recognlze that interest and motlvatron can heIp them overcome Iearn- o

_ingdifficulties.. R
~ After the filmstrip presentatlon use the followrng qu ons and
; :commentstoguudethednscussron T T\
1.'Exp|a|nthe mean“?sofachrevement abllrty,and aptltdde. .
COMMENT: Help the students define these three words. Achleve- T
ment is what you have done. Ability is what you can do. Aptitude is .
- what.you can learn.to do. These words describe the past, present
and future of tl'}e same personal charactenstrc

L2 What kinds of aptrtudes are needed for achievement in certain :

‘ " school subjects? What kinds of apt:tudes are elpful irschool ac-: -
tivities sucprasclubs, sports,etc.? - ST
COMMEN. ; Ask studentsto be speclflcm\belr responses

3. What evrdences«e}@ptltudes can you |dent|fy in your achievements o
(past)? ‘What . evrdences can. you . |dent|fy thr0ugh your abllltles. R

' ‘(present)? .+ -
COMMENT: Students may need help in art|cuIat|ng what they can.c
learn to do. Remind them that aptltudes are not confmed to. .-

academlc Iearnmg

4. How can you use the concept of aptrtudes when selectmg school-"
subjects?: Selecting recreational activities?: Do'you think thereisa . _

- . relationship between what you Irke to do and what you can do well? .
Explainyouranswer. = - S
COMMENT: Most people seem to: like to’ do what they can do we I '
Students are:often motivated to learn what they thlnk they can com-

pIete suocessfully L .

s, Could you. have aptltudes of whrch you may be unaware? How' "
might you learn about them? -What school SUbjea%g or. actwrtles

.- “mighthelp you'identify your aptrtudesun particular &rgas? . "
- COMMENT: A person .could have aptitudes relatdd to f|elds in-
“which they have-no eﬁxperlence For example, one might-have ap- - . =~

titudes,related to music, but be unaware of them because ong has =~
hadlrttle experlenceln musrc . oo

=




“Show the filmstrip “Learning About Your Aptitudes.” This filmstrip
" explains howstudents can estimate their own aptitudes, using the ap-.
titude types and.levels definéd by the U.S. Department of Labor., -

"~ The filmstrip should help students to (a) identify their own aptitudes
- . by examining their aqhievement}s}qnd present abilities and (b) become
awaré of the way they ¢an use their aptitudes to explore occupations.:

‘After_the filmstrip presentation, use the following questions. and
comments to guidethe discussion. .~ - . - = S

C e -

1. Explain the _ad\_l_.gg:ttages'of using the Dictionary .of Occupational
. Titles' aptitude categories to estimate your aptitudes instead of -
. .such expressions as “musical aptitude” or“drawing aptitude.”
- COMMENT: If you estimate your aptitudes in terms of the Dic-
. tionary of Occupational Titles’ strycture, you can relate your ap-
* “titudes to specific groups of occupations. : e :
2. Suppose you have a high level.in a certain aptitude. Does this mean .
. you will be successful in occupations involving that aptitude? Ex-
.. plainyouranswer. ¢ N P
7 7 COMMENT: ‘Aptitudes must be used to develop abilities if they are
to contribute to-job performance. There are many factors other than
" aptitudes (interests, motivation, opportunities,. values)'ﬁﬁ*f ‘\affe_c,t

job performance.
3. Suppose your estimate -of a certain ‘aptitude is lowey; an the

“significant aptitudé level needed for an occupation. What should -
you do? I E N .
~ COMMENT: Interest and motivation may help the individuatl over- -~
~ come difficulties in learning the required skills and knowledge. Fur-
-« ther,an aptitude estimate based on limited evidence may not be ac-
. .curate. Students s5hould never:bypassthe exploration of an occupa-
tion on thé basis of an aptitude estimate alone. ' SR

sl
g

~ .Ask'students to read the aptitude descriptions and-clues locatedin’.
. the Career Information System Guide and discuss their own ex-
. periences with each type of aptitude. . ST o
. .-+ 'Assist students in completing the Aptitude Self-Estimate Record
> located in their IACE booklet.. The aptitude estimates are indicators of
' the ease'with-which students candevelop abilities. However, they may-
- be misleading. If a student has had a great deal of experience in perfor- -
" . ming Certain tasks, the estimate might be too high. But if he orshe has -
-~ had little experience in an area, hisor herestimate ight betoolow. .. .
. Direct studénts to follow the aire_c‘tion's_ given in their booklet to
~..~...._ complete Column 3 of the Weérker Trait Group Exploration Chart. You
" ““may wish to demonstrate how students can run the top edge of the Ap- .
A titude Self-estimate Record along the Aptitudes Index Jocated in the
= Career Information System Guide."Remind students that the-informa- -
‘tion provided by the index is to be’used only in a general way, as .
specific occupational requirements may differ. These differences may
inélude either an additional aptitude for an occupation, or fewer ap- -
titudes foran occupationthan-fo‘rtheWorkerTrai't’Group.- o
- Ask students to read and,discuss the’'summary points located atthe -
" end of Activity X in their booklet. The levels of aptitudes required for. ...
_“occupations usually do not vary significantly from the levels.required
~ forthe Worker Trait Group. - - I

’




' This actwity deals with other factors which are‘

Actlvity L - Other Factors
(1 1/2 class penods)

"useful in exploring occupations. such as somal
and physical surroundlngs :

" aware that (a)- some occupatlons may have’ _" 4

- . (8) actor, (9) farmer, (10) podlatrrst (foot doctor -
" hair stylist), (12}

-

Lt

%Students will

Ask student,s " read the mti"ri’oduc‘tory

. paragraph in- the|r IACE booklet, then pIay the .

tape, What is My Occupatlon’)”
. The ‘cassetté should help. students become

similar- social ‘and. physical surroundings, (b)
others may have similar work tasks, and (c) the

1

What were some examples of soclal surround
ings that were given as clues? . . . :
COMMENT: Work alone; part of a team; self

-, employed; laws and regulatlons to be followed. .

partlcular combination of these and other fac- .

* tors is what makes occupations differ. .
listen - to .fifteen dlfferent
etches -on occupatidns. Each sketch con-

- tains clues °to .theidentity. of. the, occupatlon_-'i
W|thout reveal?ng any specmcs ‘These clues

are very general at first and get more reveallng
towa,rd he en® of the sketch. The  activity is

tive. ‘Remind students that the 'spirit

to follow the d|rect|ons g|ven in the
‘Play -the: tape After

- Students have heard the first series of clues, .

'Ilghted physlcal exertlon

What: physlcal surroundlngs were used as-

-clues?

COMMENT: Indoors; outdoors, dirty; _'well-

A

. In what ways are occupations Slmllal'" ’
.COMMENT: Occupations may have some simi-
s Iar tasks and phyS|caI and somal surroundlngs "

What makes occupatlons umque or one of a. '

‘kind?-

COMMENT ‘The partlcular combination of fac- |

" ‘tors such-as tasks, physical and social sur

roundlngs rnterests and abilities.

you to

. What c:aes in the occupatmn s dg;crrptron led B

- what other occupatrons could these clues. ap

gd as a game for students’ enjoyment .

..‘.\-’ %- .'

ply?

.COMMENT: Th|s part of the dlscussmn is

designed to help. students pmpomt the clués

‘that might have.led them to name ‘other, but

“similar, occupations. For example, students

" might-have named the following

stop the cassette at the-tone. Ask them to wnte"f-’-.-l
down the title of the occupation they think is = -

‘in"the ‘blank provided/in their booklet. Repeat -
the process for.all /fitffeén- sketches: Direct "
students to exchange booklets. Write “on the
" chalkboard the following answer key: (1) car-- -
. (3) secretary, - (4) bank

_ ‘- described by the clut7next to the number “1”

toonist, - (2) principal, .

- teller, (5) archaeolognst #6) cook, (7) fire fighter,

_or speC|aI|st) (11)iosmetolog|st (beautician or

ight attendant, -(13) motion

plcture projectionist, = (14) sewmg machme

operator (15) wild animal. trainer. T
Through a show of hands, find out how many

E students correctly gueSsed edch:-occupation.

- ‘Write each number of correct anMNers next to -

“the
- . boar
cof ¢

Efrrespondlng occupation- on the .chalk-

rect answers is declared the “winning"

- ogcupation.

‘Ask students to check the booklet in.front. of

. them with the answer key on the. chalkboa

Direct them to. tabulate the total number of cor-
.rect answers, The student with the highest °
. number of éorrect answers is declared an ‘oc- - -

cupational specrallst

- Discuss the game’s results.and the reasons

for student’s. discrepant answers. Use, the -
, foIIowmg questlons and comments asa d|scds-.
- sion. gulde cou L

The occupation with the lowest number_ ’

.(11ydog groomer, (12).waiter/waitress,

ccupations:
(1).syndicated colummst - (2) janjitor, (3) life-
guard, (4) fast food seryer, (5)h|s rian, (6).car-
penter, (7) physical laborer, ot )puppeteer
(9) construction laborer, (10) shoe saIesperson
(13) ra-

"}:dIO announcer (14) assembler /(15) dentist.’

. As one of the' physical factors affeCtmg ,66
satisfaction, students should become aware of

the kind and amount of nof‘se to WhICh workers

T are. a@posed in different occupations..-

‘Write on_the chalkboard the foIIowmg tltles

".of occupations. Ask stdents to readthe titles

-and think about the sounds associated with
- -each occupation. If students cannot name the
co occupatlon theyvmay name the settlng

A Commer '_ Iaclothes h. Truck dnver

i'presser - .. i Auctioneer

. Grocery clerk;. . -. j. “Gravel plant ™

. Carpenter ' operator

. Dentist .. k. Musician

. Printer : - L Airline pilat.
Jackhammer: operator .M. Typist .~ ..

. Playground director. . n. -Traffic Officer

" <o, Bookk per -

“Inform the students that the’ s
ated with the occupational tltles on the chalk

"board are arranged in a dlfferent order on the
-tape to which they are going to listen. Direct . .-
‘students- to- write the: occupatmnal tltles cor-;: : -

e respondlng to the Sounds in the order they hear Ui

identify.the occupation you named? To - T

nds‘associ-* \



=

them on the t&pe inthe blanks provnded intheir.

*booklet. For example, iIf a students thinks that
the first sound corresponds. to a musician’s

work settlng, the student is to wr|te “1. musi:

cian.’
Play the “Sounds of Work"*tape Allow the
students- enough time to write- down the|r
“answers between sounds.
Play the tapeagain and ask students to name

.-the occupation associated with' each sound. -
The correct answers are: (1) dentist, (2) book- -

-_keeper,
‘Operator, -

(3) grocery * clerk,:

-(4) gravel plant
(5) airline pl'lot

(6) jackhammer

operator, (7) auctioneer, (8) musician, (9) com-

mercial clothes presser, (10) traffic officer,
(11) carpenter, (12) typist, (13) printer, (14) truck
driver, (15) playground director.

L.ead a class dlscussggn on the tmportance
of sound in work settings. Students’ responses

will.vary, depending on individual preferences.

-Use the followmg questlons asa gulde

1 What noises would you like to work wrth'7 Why’?" )

2. _What noises wouId you not want to work with?

Why'7

3. Are your likes and dislikes the same as those of
ot"hers 'in the class? Why, or why not?

;.__.What ;are the hoises assoclated with your work
" setting — the school?’ Which noises do 353“
_ like?. Wthh do you d|sl|ke’l :

5. Would you accept or refuse a JoE) on the basls
~ of the sound |nvolved'7 Why, or why not?:-

. Ask students to complete Columns 4 through

.7 of the Worker Trait Group Exploration Chart ..
- in-their IACE booklet Help them locate the in- -

formatlon ‘they need in the Worker Trait Group
- Guude ' .

- : - : - N
4 : * o N

e

Actuvnty M Occupatlcmal Exploratlon '
- (3 cIass perlods)

Direct students to examine the information they

have compiled on the Worker Trait Group Explora-

tion Chart of their IACE booklet. From the informa-

- level. It is import
* which ‘involve the: factors they: valu¢ ‘most,

ot

2

tion- they have they should select the Worker Trait
. Groyps they wish to explore .at the occupational
@t they they*look at'the groups
not
. simply those groups ‘which involve the greatest

number of factors they prefer. Thus, students may o L

“decide to explore a group which involves only one-
“or two of the factors they prefer if those factors -
"are the ones that are most important to them.
Have students complete Column 8 of the chart.
After students have selected groups to explore
at the occupational level, be sure they have ac-
cess to the materials. of .the Career Information
System Help students complete the Occupation
Exploratlon Sheet located in.their booklet. Make
sureythey . understand each of the information
catggorles included on the sheet..You may wish to
have students work on this activity outside class.

1f s0, be sure they have access to the Career infor- L

matlon System

SUMMARY

~

Direct students to read .the: summary and to '

. discuss the instructions for completing the: Sum-

mary Chart in their IACE booklet.

Ask students to discuss what they have learned
about themselves:and about occupations. Each
student should be able to identify school courses
he or she can take to work towards his or her.
career goals. In addition, stu ents should be able

"to describe  other activifies they can pursue
_ (reading, extracurrlcular activities, hobbies, .part- -~ .

time or.: summer work) which will help them
prepare ‘for or explore further the occupations in
~which they. are interested..

Students should have a clearér understanding
of their’ goals .their interests, and their abilities,"
and be able to relate them to occupations. They '
should use this information in career exploratrbn .

Further, they should be familiar with the-four: °
phases of the learning process (understandmg a

~concept, personallzmg i1, assessing self in rela-

“tion to it, and applying the concept) as they relate
to .the concepts presented ‘in these activities.
~ Their ability to- use these’ conoe_pts and under-
- stand the process will help them in-the lifelong
process of career exploration. Though the ‘con-
cepts are relatively stable, students’ interests and

the nature of work opportu'nities will change, and g

the students need to continuously -assess

themselves in relation to the world of work.

ot
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' .Phase 1 — stu

Iy

INTRODUCTION

Everyone has preferences for certain type-s of

-.-'..actlwtles The same type of activity car be found. -

ety of settings, including leisure, nonpaid
work,

- be-a - critical ‘factor in. career. satisfaction,

1d job tasks. Since interests are known to

13

: WORK,ACTfVmEs CHECKLIST UTILIZATION GUIDE

v

A -
w. "

N

Phase 2 — students'personatlze the concept by

relating their own exper|ences to each. type of

- work actnvnty

Phase 3 — students assess themselves in relatlon
.to the:work activities by compteting a checklist -

N

_ whichihelps them define their preferences. They.

awareness of one’s preferénces can be extremely'

, helpful.in career exploration. * - .
Preferences are based on: experlences * Stu-

sdents have had many experiences in- school,
leisure, and nonpaid work.-However, their occupa- .

" tional exper|ence is usuaIIy I|m|ted The tasks

workers ‘do in their jobs involve many different
kinds - of - activities, but these activities can be '_
" classified into.ten basic types These types of ac-

tivities may be used to describe not only- the

. WO)'kers tasks; but all other. actlvmes as well,’
‘such a¢ leisure, hobbies,'and nonpald work: So, by:
defining their preferences for'types of activities. -

on the basis of their own experiences and feel-

ings; studen}s can identify groups of occupations - o

. .whose significant tasks fall into the|r preferred .

types of activities. -

.The ten'types of work activities are derlved from
the Interest Factors contalned in the Dictionary of
Occupatlonal Tltles (DOT), Volume Il, Third Edi-*
' tion, 1965. These:Interest Factors are one of the .
bases upon which the homogéne:

formed. . The Interest Factors of the DOT were

“the’ Interest Factors- means that the presencg:
one suggests theabsence of - the other.

. of
ob

analysts. identified the. predominant Interest Fac-
tors related” to satisfactory performance in oc-.
If one factor of.a biopolar pair was
_the other was-

Cupations.
identified as more |mportant
{automatlcally rejected. o

Although ~ occupations-.may’~ be

\

rganized as five bipolar pairs. The bipolarity of .

rated -as'

‘predominantly involving one factor to the exclu- -

*sion of its paired factor,
need not be bipolar. Thus, in the Career Informa-
- tion System developed by the Appalachla Educa-
tional Laboratory, the Interest Factoks are treated
independently, eliminating their bipo
dition, ‘they are called “Work Activities” rather

individual's interests . |

ity. In ad- -

than Interest Factors, since€ each factor is defined

e as a preference for a type of activity.

" To help you-eémphasize the internal assessment :

approach of the CIS access materials, use the four

phases of learning to present the Work Activities

Checkllst in the. foIIownng way

: the concept-through. a general introduction, a
f|Imstr|p, and def|n|t|on jof the work activities..

" not have this much time, some activities may be . ..
~assigned for.completion between sessions. This ~ - @
" time allotment assumes that students: Qave been o

_ orlented to the Career Information Syste ‘

ents develop an understanding of

o
By

Equipment'a‘_nd Materiafls .

sclarify and sort the work activities to.’identify
_those most meanlngful to them as |nd|V|duaIs S
Phase 4 — students apply the concept by |dent|fy-
ing Worker Trait Groups to explore on the basis of
their work - activity preferences Subsequent ex-
‘ploration of these groups allows them to refine
their preferences. Thus, their career exploration is
an interactive process of self and occupatlonal ex-

pIoratlon o B P

: PRESE‘NTA-"TION N

Your role as.leader is one of organnznng the ses- -
- sions,. motlvatlng the students, and. facilitating .
“the learning process. Learning is Jthe respons|b|-_

lity of the learner. Students must’be allowed and T

encouraged ‘to ‘assume this résponsibility and to
appIy the learning proce;s/torfhelr career eprora-' .

.. ;tion'and decision-makin
qus clusters of , ™" ‘ = :
occupations’ kriown as Worker-Trait Groups were -

Leaders W'itl,ne'ed: AR Z o

. Work Activities Checklist .

. Fulrns‘tnp pro;ector and cassette tape'player ;

J FSICASS “Work Act|V|t|es” i ' o
(gtudents w:ll need I
. Work Actlvmes Checkllst (1 per student) .
. Career Informat:on System Gmde (1 per student)'
® Worker Tralt Group Gu:de (10 per class) |

. Worker Trait Group Keysort Deck (optlonal)

. Tlme

“Presentation. of th&checkllst reduures approx-"
|mate'ly four 50:minute class sesslons 1f you do

. |f

an adortlonal mtroductory sessmn sh

be.__’

'89
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tion System’ sectlon of the Career lnformahon T . . S S % :
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-0 o e -.-fllmstrlp and dlscussmn DS A R
"Two . | e relating peisonal experiences to,"" | . recording personal
- c .. work actrvrtles _ |- . . experiences with
. _ T o e -4 .. work activities =
-Three . e rating and rank orderlng work I
; : D activity preferences e N R PO
“Four -~ . . | . s identifying Worker Tragiﬁroups; R « “Worker Trait Group
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SESSIONS(

Famrlrarrze yourself with the mformatlon in thrs' :
section before presentlng -theé . activities . to .
studef’ns "As you review this sectlon othink of: .
other ‘learning ‘objectives y. may wrsh to in-
tegrate. For example, one career guidance objec-
“tive might be to reduce.peeupational stereotyp-
ing. The filmstrip responds to this objective by .
presenting. men: and women in nontraditional oc- -

- cupational roles. You could add discussion ques- - ..
A _tians on steréotyping. In addition, you mightask
. students to .develop a bulletin board display. The "

.display could be organized around the ten work
“activity types, with pictures and articles showing
. people in nontrad:tlonal rqle$ under each actrvrty o
type 'J‘—. . .

o
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a ‘Session One

oy

Lo

, Discuss ﬁ_"i-'i ductory paragraph of the Work
Activities Cﬁé@kllst ith the studenits, then show
the filmstrip “Work Activities.” - :
* The: filmstrip should help students (a) develop
an unders{andmg of-the ten types of activities
_related to the work people do, (b) become®ware of
_.the influence that workers; preferences for certain
‘types-of activities have qn workers’ job perfor-
mance and satisfaction, and (c) become aware of

. _their own I|kes and d!SllkeS and the way they can

use thelr preferences .to explore Worker Traif
. Groups and occupations. :

- After the - filmstrip presentatlon
preceding studént objectives as well
following items to guide the discussion. -

use

L

’1 Just as there are many dufferences |n people"“

. there are many differences in jobs = sett|ngs
worker tasks, work activities, etc

2. Although there are vast' d|fferenoes in peopIe
and .in their jobs, there are -also many’
s|m|Iarrt|es ‘Pegple may have similar interests

and preferences Jobs may have similar set-

tlngs tasks, and work act|V|t| >

aduIthood than dur:ng adoIescence

4. There are ten: br‘oad types of wopk"act:wtnes

These activities apply to occupat|0ns ‘as, weII -

. as Ie|sure and nonpald WOrk

o

act|v1t|es

.

worker in several d|fferent types of actwntles

- _7\ The work actlwty types reIated to each Worker
- ,;frart Group -are. only, the :: significant oqesn

_~related. -to satlsfactory job -performance.-

Workers employed in occupatlons belonging'to -
orker Trait Groups may-be involved in
are not -
ed to job

the
. other activities, but these actrvntle
. considered to be S|gn|f|cantly re
' performance

>’

8: .AII occupatrons beiongfng to each Worker Trait

" Group do'not necessarily involve workers'in aII
~ of the- actnvrty types Irsted with ‘the group;

The prim ary f
understa\\dmg

C e

the ,' -
as the

Interests and preferences are based upon ex- \
. .periences. People s interests may change: with -
‘new- experiences ‘and are more: stable. in.

People have preferences for certa|n types of

.- Jobs are notvl“mlted to justone type of work ac-"
tivity. Some —dre -complex and - involve the'

Sesslon Three

-'given in Pa

Review .the directions given for completipng the--

-checklist with the students. Make surest%

understand that the checklist is not a test;

|t is.a-mgans to help them organize their prefer-

“ences for the different types of activities in order :
_to relate them to Worker Trait Grioups." .

.and rate their feelings about each type .o
tivity. Then, in Part 2, they use these: ratlngs to.
' rank order their ‘preferences. .Be sure students
understand that the activity numbers (1-10), not
"the rating Scale nu'thbers (+2 to. - 2) are used for
rank orderlng TR g

us of Sesslon One shouId be on.
e conceépt- (the first - Iearnrng
~ “phase). The filmstrip and’ -discussion should be v
o =ared to megtmg thls Iearn|ng obJectlve T

Sessnon Two

+ Ask students to read the Work Actrvnty Descr|p

tionsin the Career Information System Guide. You

may wish to direct students to discuss each

description one at atime or discuss¢hemall at the

end. The purpose of the discussion is to heIp" .
studenfts relate their personal experiences to the

ten types of work activities. Examples of- d|scus- "

" sion

persohalize. the (,oncept are: = " .

1. What k|nd of experlences have you had which

- are related to each of the: ten types of ac-

t|V|t|es’7

2 Wh|ch types of act|V|t|es dld you enJoy most’7

3. Why do you prefer certaln types of act|V|t|es’7 ‘

v i

_ If your class is large, you may \ W|sh to break it in- o
.- to small discussion groups. so that each student

has an opportunlty to participate. In this case, you

‘should have a copy of the discussion questions
- for each group or write them on the chalkboard.

estions that can be used to help students‘-' =

You can follow up on, the issue of stereotyplng"_

by having students examlne their own. experi- .

‘ences to see if they were stereotyped
:Option: Ask students to- write down . the|r ex-
‘periences related: to’ .each type of work act|V|ty

This could be doné outside of'class orin conjunc:. .

You: may wish to develop "a form on which

students can'record their experlences, listing the
. ten types’ of ‘work .activities with$pace- under

each. If you ‘use this option, discuss the com-

pIeted forms in class. Students’ dlscusslon of

their exper:ences .may assist ‘others-in recalling
“.the 'same’ or similar expériences. Also, “such

‘discussion heIps to illustrate the d|fferent krnds -

of exper|ences and’interests peaple have.

The primatry focus of Session Two shoutd'be on .-

~ ¢i6n with reading the Work Activity Descrlptrons o

personallzmg the concept (the second Iearnlng'.

phase) o

N [
nts to read and foIIow the dlrectlons
t 1| of .the Work Activities ‘Checklist.

Ask stu

dents
ather,

Part :1.of the checklist helps students
ork ac-

nalyze -



A\ -

After students have c'ompleted the che,ckllst

~ epcourage’ them to express why they like or

dislike partlcular ‘activities. Help- students deter?

" mine wwhether their preferences are’ based ‘on
* limited or atyplcaj experiences:

NOTE: |f time is available, you may ‘'wish to. start

- the act|v1t|es scheduled for Sessuon Four in’ th|s
. session. \

The primary focus of Sesslon Three\should be

on helping students assess themselves in rglation.
' to the concept (the thlrd learnung phase)

\§essron Four . - ° E

\,

AskK students to read the d|rectlons given in Part:

NI of the Work Activities Checklrst Review these %

directions carefully with the students. If passible, .

. demonstrate how stud&nts should complete each

T Step £ of the directions), encourage them to ex- -

© Guide available in “the career resource center or . |

‘the directions). When 'students

“become available before.going

“tion System’ ‘Guide and. the Wor.

-step.

In ‘this sess|on students |dent|ty the Worker
Trait Groups related to their activity preferences

(Steps’Aand B of the directions), and then they ex-

plore those Worker Trait Groups {Stgps C ‘and D of
ave |dent|f|ed
Worker Trait Gréups they want to explore further

plore at. the occupational level, using the CIS
materials on their own. Be sure students are
aware that the Worker ‘Trait Groups they |dent|fy

as related to their preferences may also be related -

to work activities theysdislike.

- NOTE:Hf the number of copies of the Worker Tralt
. “Group’ Gunde is limited, you should have students .

choice and wait for a Worker Trait§iroup Guide to,
to Steps C an
D. There should be copies of the Career Informa-

go through Steps A and B fo§ore ‘than. one..

Jer Trait .Group

_area where the ‘occupational mformatuon is kept.
Arrangements should be made so that students
~can continue to use tlgse materlals oufside of

J class

lt is lmportant that students understand that us-

their pTeferences for work activities is only
one part of career exploration. Discuss the other
factors descru bed in Worker Tra|t Gr-oups and sug-

o

gest that. they expl'ore them as well' If you are us-

. ingother access variables such as work situations
- and-aptitudes, you may wis

to keep student ex-
ploration at the Worker Trait Group level until you
introduce the use of the Variables, and then
have students explore at the occupational level.
Optjons: (1) You may want students to use the
Wo(\ker Trait Group Keysort Deck to identify Work
Trait -Groups related to their work -activity
preferences. Some students could use it during

Sessions Three or Four, or outside of class. (The ..

limited number of decks does’ not make it usually

- feasible for an entire class .to use*them in the
same.sesr/lon ) Full instructions on the use of the
ait Group Keysort Deck are located.in .

Workes. T
the. Career Information System Guide. ..

":(2)'59 encourage ,students to contrnue ‘their

career exploratron help them form groups in-
terested in the same Worker Trait Groups or oc-
-cupations.

begin-one. You might. set. up a special bulletin
‘board on which students. can list-their interests
.and ask those with similar concerns to sign up.

The primary focus of Session Four should’ beon -
applylng the concept (the fourth learnlnd phase) _

v

Conclusmn _ P

At this point, students should have a th ough' :
underst ding of .the work activities, “an they
Should EQ‘E“BF!@ to use their preferences in career

exploratron urther, they should be ‘famlllar ‘with

v the four phases of. the learning process.{under-
standing, -personalization, self- -assessme) t\and :

applrcatlon) as they u‘?e the concept of work ac-";
-tivities for career exploration. Their; -ability to use"
~the'concept and understand the pr’ocess will help
‘them: use work activitjes- gnd. other factors as
: guides in the lifelong’
_tion. Although-the conc
.the same, students’

t ot work activities stays. -
interests and the nature of

work opportunities will change\‘ Thereforg, the .

students” will need to -continuously assess
them elves |n relatlon to theﬁworld of work.

Some schools . have : career clubs 3
- already formed, or your ‘students’ may- wish to.

ss of career explora-




¢". . '\ ' ' ./,.

. Career explode_t ion actrvntles often focus on the .

~ tasks performedby workers. But most job failures.
. are related to difficulty. with adaptive skills, rather
than with the work tasks. Every job involves situa-
““tions to which the worker must adapt to asgure
satlsfactory performance. Thus, awareness. of .
: one’s ability and'willingness tqadapt to particular -
., - situations is critical to career satisfaction.
‘7 . There are two categories of situations which’
caII for adaptrve skills. The first consists of situa:
_ tions unique to a’ partlcular place of work This"
.. category- includes three types of. ‘adaptign: (1) in
: |nterpersonal relations. (2) to reguiatighs, and*.
(3)'to the physical: surroundrngs -of thejob. Wh|Ie
skillsin adapting to sifuations specifictoajobare
extremely important to job satisfaction, they, do
not. form'a useful. vehicle for careeaexplora on.

INTRODUCTION IR

.- Factors were dropped as no: Ionger meanrngful
-‘reducing the number to ten.’ ‘

- |¥ defined uslng personality data, their function is" .
to. type work settings, not individuals. 4n .the "

o “WORK SITUATIONS CHECKLIST UTILIZATION GUIDE |

N 1

deslénated as quallflcatlons for that occupatuon EE
Along’ with other factors, common temperament .

-ratings were used.as-a basis for forming the

homogeneous clusters ‘of ‘occupations wh|ch '
make up the Worker Trait Groups. . . ’ e

-When the Dictionary of Occupational Titles was - -
revised (Fourth Edition; 1978) two Temperament™ “ ;"

Although the Temperament Factors were |n|t|al o

Cajeer Information  System, the Temperament-' |

. Factors.have been adapted and defined-as “Work -
' Srtuatlons ” to aid-students in focusrng on the
.demands of ‘the ‘work settung, rather than: on. per :

onalltytypes : a
-The second category of situations deats. with To helpyou emph‘aslze the mternal assessment_ _
( ; a

demands that are comman to all ]ObS n a par-
ticular occupation and to occup

of work situations was one of the bases used to

form the Worker Trait Groups. The work situations .
to which workers musteadapt can be classified in- °

' T td'ten basic types. These types of work situations
4 - may.be used to describe not ofily- the demands:of
v o work settmgs, but aiso the ‘demands of leisure,
school, and nonpaid work settings. So, by defln-
‘7 bﬂg the|r preferences for types of situations on the
sis of théyy own experiences in other settrngs
students can identify groups-of occupatrons that -~
have significant work situations to whrch they are,

-willing and able to adjust.

‘The ten types of work sutuatrons are derived.-

. from the twelve Temperament Factors f9onta|ned

& . in"the Dittionary of Occupatmnal Titles, Volume *
~ ~ " |l, Third Edition, 1965. Temperdiments were de-
S ~f|ned as‘‘those personallty qualities Whl.ch remain

_fairly constant: and reyveal a personFs intrinsic’
‘nature.” (U.S. Department of Labor, Fact Sheet
No. 3 on Functional Occupational Classification

, '. formulated ‘into “temperaments.” -Occupational -
. anaIysts then examined several hundrgd-occupa-
tiohal. descriptions identify.- the situations -

\. o

“.. . .which aﬁ)eared to rgquire s1gn|f|cant worker ad-' -
- justment in<relation:{te the temperaments. When _*
that certain Kinds .of situa- -

- the anag.ysts agree
* tions called for. certarn temperame%
s|tuat|ons were. gro,uped‘“A stateg:e?)t
még the situations. was* used to. degt‘\gnate and
fine each Temperament Factor.
.- The .occupations in the’ DICIIOI}‘Q' ot Occupa
tional Titles (Third: Edltlon) wereZteted,. with - the -

.these’

ftory adjustment

in ‘par- -

ticular Worker Trait Groups. In_fact: ‘hoMogeneity ‘Checkllstlnthefollowung way

3.

) str|p,anddeflnttlonsofworksltuatlons _ Y

.

o . -work srtuatlon

Project, 1957). Information on these qualities was -

mmarlz-\
' ‘sions, mot

'Temperament‘Factors mostygmtant to satisfac- .
o peo‘t’flc occupatlon :

" .'. '? . ; - A R .

. 3 - »’.“'_ - A ' \95‘ . . _’-,l' .- ‘ . '.l. - ""\) “ ) . j

pproach of the CIS access materials, use the four | _
phases of learning to present the Work Sltuatlons L

v'

"Phase 1 — studehts develop an understandmg ofj e
‘the concept through a general introduction, a fllm

N t ’ ~

Phase 2 —_ students personallze the concept by"
refating their own.experuences with eachxtype of

Phase 3— students assess themselves in relatron R
. to the WOrk situations by codmpleting a checklist .
‘which allows them to define their preferences .
They clarify and sort the work situations to lden )
tlfy those most meanrngful to them as |nd|V|duaIs S
. D .
" Phase 4 — students apply the conce tby |dent|fy :
- ing Worker Trait Groups to explore on the basis of
~ their work situation- preferences Subsequent ex-

: ploratlon of these groups- aIIows them to- refine 3

their preferences. Thus, their career, gxploration is’
aninteractive Qrocess'of seIf and occupatronal ex: ’
pIoratlon ' : : .

- . T e

A PR

PRES'ENTATION
'YOUF roleﬁ?\s Ieader is. one oforganuzung the ses. .f-.. g

ing- the: students ‘and -facilitating -
rogess. Learnlng ISthe I'eSDOHSIb“ty;;

of the learner. Students must be- allpwed -and-en-

couraged to assume this responslbrtrty and- apply
“the Iearnrng proces s to the|r career exploratron
-and d'ecﬁmon making. £ o o o
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Equipment and Materlals
'Leaders w1|| need '

- . Worﬁ Situatlons Checklist

N X FSICASS “Work Situatlons"

T~

. a ., L ;System Gunde R Tt o
. WDrk Sltuatlons Checkllst (1 per student) ' ks _.'

. v_'- -Career Informatlon System Guude (1 per student) R v g R . - :
- 9"Worker Tra|t Group Gunde (10 per ctass) M '..-gOvervnew B L T
o ~ . The overview shows the sugg@sted presenta-

9'-Worker Trait Group Keysort Deck (optlonal) S tlon of the actlvrtles by class sessrons
_ SESSION-;— i ACTIVITIES- : _ S L OPTIONS \ .
) One Ly S lntroductuoé\ Lol P TR \\' T
1. g-'..,":ﬁ;:f " e L ] . . ~ T ) ‘, ' - . _. R
s _ . ﬂtmstrrp and. dlscuss(on Sov TR ‘.- roleplay
"Two - - i .. e relating personal experlences to. = | . discussing changes
o - B fvork sltuatrons - I in work settings,
: L o R BKS -recording personal
N o B K - .. experiences with
e - ! ‘ . . R PR | ~ work situations
Three . . |. ™ e« rating.and rank ordering-work - : - N
e , . situation preferences ’ . . R A
Four = -~ . 7 identifying Worker Trait_@roups ~ » Worker Trait 'Group 2
B N related, to preferredasltuatlons _ ' _‘_ o Keysort Deck 1
S . C . explormg preferred Weq'ker Tralt N ., group exptoratton EEPEU
) ~J- - -Groups in the Work ralt j=;;-,-' ool ;-j-_ ST SRR A 7_&-1 e
- % - .Group Guide. . HRGREY B MR
. a ‘o » 1 . '-';_- \ . _x_} ‘ ‘. ) T .
o sessrons L | N REE
Famlllarrze yourself with the mformatlon inthis .« F [N ] N
ction before. presenting ‘the -activities to & o o~ \ ¥ B N
students As.you review this sectidn, think of . 7 o SNV
.learnin zctlves you may wish tountegrate For - ™ "k -, St } p, O3 I A
- example, one career guidance objectrve might be i i AN . - L
" to incredse’ students’-awareness 6f and control - - " _{fz = ) 4N - .

Y

-Students wull need

. .Fllmstrlp prOjector and cassette tape player L

- scheduled to use the**
_tion System”’ sectldn of the Career Intormation

.Time o

»

S Pr'esentation of the checklist reduires'.appr_oi-, '

imately four -50-minute class sessions. If you'do. =~ ’

‘not have this :much time, spme activities may be - '

.assngned for completlon between sessions. This

time allotment assumes-that students have been -
oriented t6 the. Qareer Information System. If not,
an ‘additional introdggtory sessjon ‘should-be
ring thé Career Informa-.-

. over-change in work settings. The filmstrip seg-, '’

.ment: between Susie and the drugglst who Sired '
pher can be used as a basls
to/explore thé kinds .of change possrble wrthm a,
partlcutar work. setttng . _ iy

r a roleplay, actlvrty-—» ‘ ;.' i
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_'Session One .
Discuss the mtroductory paragraph of the Work

Situations Checklist with the students, then show

"the filmstrip “Work Situations.”

.. The filmstrip should help students. (a)develop
an understanding of the ten types of situations

‘which create demands upon workers, (b).become

“aware'of the influence that worker's ability and

: ‘willingness to adapt to these demands -has on
. their job performance ‘and - satisfaction,

(c) become aware of the types of situations they
" prefer, and the types they wish to avoid.

.- After .the filmstrip' presentation,

' followrng items. to guide the d|scusS|on

1. Al jobs |nvolve s|tuat|ons to whrch workers
must adapt in order to marntaln jOb perfor
mance _ _ _

: 2.--AII jobs involve srtuatlons specrflc to each
(interpersonal relations) regulations, physical

“surroundings) as well as situations common to. -

groups of occupations (work s|tuat|ons) to
which the worker must adapt :
‘\

3. There are ten broad types of work srtuatlons Sessron Two '

" These apply to occupations as, weII as to
leisure and nonpald work.. ,

4, People differ in the|r adaptrve skills, |n the|r‘
ability and willingness to cope wnth the var|ous_. :

types of s|tuat|ons

5. More than one type of work situations. may ap-
" ply to any job. Jobs which involve mdﬂ\dﬁuals’
preferred situations may also invoive
tions they wrsh to avord .

6. The types of work sltuatrons related to each
- -Worker Trait Group are only the significant
ones related to .job performance. -Workers
“employed in occupations belonging to the
‘Worker Trait Groups may be involved in other
work situatiohs, but adapting to these situa-

- tions is not considered to. be significantly
reIated tojo,b performance.' o

. All occupatrons belonging to each Worker Trait .
Group do not necessar||y involve workers in all -

of the work sltuatrons Ilsted with the group.

You may - wish to |ntroduce the concept of
- change within work settings. When a worker

enters a work setting,-he or she may find it satlsfy )

' |ng The worker may perform at once'in a satisfy-
_ - ing manner. Usually, however, some adaption is
~ required. tt may take one of three forms:

* The worker may change to adap_t to the setting.

* The setting may -.change to adapt to the worker. -

and .

‘ use the
precedlng student objectives -as. well as the-

itua-"

i The worker and the settrng may both change

The work sett|ng may not be satlsfyrng .The

-“worker may not perform in a satisfying manner’in -
. such’cases, the worker may leave the setting or
- the situation may be tolérated.

both the worker and the setting change.

~ Option: Use the filmstrip characters, Susie and

the druggist, as a basis for a roleplay activity. Ask

- . students to think of changes Susie and the drug-

gist could make to resolve their conflicts, then act

them out. Be suré that changes both-in Susie’s -

behavior and in the druggist’s are represented in -

the solutions. Try to draw out changes in Which

the characters do not give up values important to
them. Ask students to'discuss the changes in.

- terms of the. adaption’ requnred e.g. in interper-

sonal relations, reguIat|ons or physical surround o

.- ings.

The primary focus of Session One should be on _
understanding the -concept (the first learning .

“.phase). The filmstrip and discussion should be
) geared to meetlng this Iearnrng objectrve

u

- Ask students’ to read the Work Sltuatlon'-

_:Descriptions - in ‘the Career. Information System
" Guide. You may wish to direct students to discuss.

each description one at a time or discuss them all’
at the end. The purpose of the.discussion is to .
help students relate their personal experiences to .

“the ten types of work situations. Examples of -

discussion questlons that can' be ‘used to help

students personalize the concépt are:

1 What kind of experiences. have you had which

~are related to-each of the ten types of situa-
tions?

2. Whrch types'o*f srtuatrons do you prefer” Why” o

3. What sltuatlons do you want to avord” Why”

4, 'Grve examples ‘of how you respond to situa-

tions which are specrflc to a setting, such as
‘"home, school, or . in communrty act|V|t|es
Descrlbe your adap |ve skills.

If your cIass is large, you may WIsh’to break itin-

to small discussion groups so that each student =

has an opportunlty to participate. In this case, you
should have a copy of the discussion questlons
for each group:or write them on the chalkboard.
You can follow up on the issue of change by - .
having students examine theirown experrences to o

‘see how charige occurs. : _
. Options: (1) Students’ primary work settrng is’ the'

school. Discuss how this setting -has changed, us-
|ng the foIIowmg questrons as a gu|de

s | . ‘, .' ) . ‘ ,': -. 95 . -

in most cases, -



~C. What changes have occurred in |nterpersonal

'a‘.'What changes, if any, have occurred in.the
the -

physical ~environment? Who made’
changes" Who benef|ted from the changes”

"'sb-;_}__What changes have occurred in’ the regula

tiohs? Who made the changes’? Who benefrted
" from the changes"

relations? Who made - the. changes” Whor .

" benefited from the changes'?

S d. Did any of the changes ‘make’ the sett|ng less -
: -,'comfortable for you or others” How” L _,;V

e What changes would you llke to see happen ln

r.

- your work setting? How could you accompllsh
-~ them? If the changes were made; how would.
~:they. affect the others in your work setting? -~
" What changes could you ‘make personally to .
make the work: settlng better for othérs” _

’ % E '

©(2) Have students wrlte down the|r expernencesi,

%related to each type of situation. This could-be .

done outside of class or in conjunctron wrt’h
reading the Work Sltuatlon Descriptions. You may

wish to develop a form on.which students can

" record theif expenences, listing the-ten types of

work situations with space under each. |f you use -

_ this optlon drscuss the completed forms in olass

" =:-_personaI|Z|ng the concept (the second learn|ng :
: phase) : = ‘

' Students’” discussion of their’ experiences may

assist others in recalling. the same or similar ex-
periences. . ‘Also, such discussion helps to il
lustrate the drfferent kinds of experlences and in-

. terests: people have.:

The primary focus of. Sessron Two should beon

Sessron Three L , o _
Ask students to read and follow the d|rect|ons

| given in Part Il. of the Work. Srtuat:ons Checklist.
'Review the directions~ given for completing. the

checklist wrth the students. Make sure students
understand that the checkllst is not a test; rather,

- it-is a means to* help ‘them organrze their. prefer-

. ences for the types-of sltuatlons in order- 3relate
. them to Worker Trait Groups. .
Part 1" of the checklist helps. students analyze -

. and rate their feelings about each type of work .

situation. Then, in Part 2, they usethese ratings to"
rank order theur preferences Be ‘sure - students-
understand that the situation numbers {1-10), not

the rating scale. numbers (+ 2 to —2), are used for.

rank ordering.

- After students have completed the\ checkllst
encourage them to express why . they like or
dislike particular situations. Help students deter-
mine whether their. preferences ‘are based on
llmlted or atyplcal experlences :

Q

ERVECN .

‘ -Sessnon Four :

" ing their work situation prefe
part of career exploration. D|scuss the other fac-
tors involved in Worker Trait Groups and suggest_" ;
that they explore them ‘as. well. If you~are using .

Note: If time is available, you may- -wish. to start

the activities scheduled for Sesslon Four in this

session.

The primary focus of Session Three should be

‘on helping students assess themselves in relatlon_
to the concept (t he thlrd Iearnlng phase)

_ ‘Ask students to. read the d|rect|ons givenin Part
NI of the Work Situations Checklist. Review these
" directions carefully with the students. If possible,
‘demonstrate how students should. complete each"
' "; step SO
in this sesslon students |dent|fy the Worker
;ﬁ-Tralt Groups related to their situation preferences"
A (Stéps Aand B of the directions), and then they ex- e
* :plore those Worker Trait Groups (Steps Cand D of '
“the. directions). When students .have identified .
,_Worker Trait: Groups they want to explore further
. (Step E of the direcfions), encourage them to ex-
- plare at the occupational. level, using the CIS
~materials. on, their.own. Be sure students are -
" aware ., that'the Worker Tralt Groups they identify
- asrelated to their preferences m:

‘to work situations they.dislike.

also be related '

_Note: [f the number of copies of the Worker Trait - :

'Group Guide is limited, you shoul have students
go ‘through Steps A and B for ‘more than-one
- choice and wait for a Worker Frait Group Guide to

‘become available before golng on to Steps. € and
- D. . There should be cop|es ‘of the Career Informa- ..
. tion System Guide and the Worker Trait. Group

Guide available:in. the career resourc¢e center or

~area where thé occipational mformatlon is kept. o
Arrangements should be made so that students

can continue to. use: these materlals outslde of

class.
itis |mportant that student
nces is only one

other access variablés uch as work’ activities and

 aptitudes, you may W|sh to keep students- explora-'- ‘
- tion_ at-the Worker Trait. Group level, until you in-
troduce the use of all the variables, and then have

v students explore at the occupatlonal level.

~ Options: (1) You may want students to use the -

"Worker Trait Group Keysort Deck ’to identify

-Worker Trait Groups related to their-work situation. o
preferences Some students could use it during
 Sessions Three'or Four, or outside of class. (The -,

limited number of decks does not make it usually

',-feaslble for an entire class to use them in the .

same class.session. ) Full mstructrons@n the use

of the Worker Trait Group' Keysort Deck: are .- B

located in the Career Information System Guide.

»- (2) To encourage sfudents. to continue thelr,-'
~ career exploration, help- them form groups in--
‘terested in the same Worker Tra|t Groups -or-oc- - -,

nderstand _that us-"




o

cupations. Some ‘schools have career clubs

. already formed, or your students may wish to
. begin one. You might set- up a special bulletin
‘board on which students can list their interests

" - and ask those with similar toncerns.to sign up.

The primary focus of Session Four s‘?ould be on

i applymg the concept (the fourth learn ng phase)

e

»

Conclusnon

At this pomt students should have a thorough

B _Aunderstandlng of the work “situations as they
* . relate to groups of occupations,-and of the situa-

tions relevant to specific settings: regulations, in-

r

cess
assessment, and application) as they use the con-
- cept of work situations for career. exploratlon
Their ability to" use the concept and ‘understand
. the process will help them use work.situations:
‘and other factors as.guides i in the lifelong'process

ls re ' .They' should be.able to use their prete're'nces in
they - sHould be -

career exploration. Further,
famiiar with the four phases ‘of the learning. pro-
(understanding,. personalization, - self-

of - career exploratlon Although’ the concept of
work situations'stays the same, students’ in-
terests and-the nature of work opportunities will

change. Therefore the students need' to contin-
' uously assess themselves in relation to the worId'

P
terpersonal reIatlons and physrcal surroundmgs '"ofwork S R
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INTRODUCTION f'

~ do (abilities and japtitudes) and what is |mportant
:‘ to one_ (values). Occupatlons which involve one’s

interests ab|I|t|es and values are those most like- -

“ly ‘to prowde career satisfaction.

Interests: and
*values are not suffrcuent for identi )}ﬂ

: k form the ]0b tasks:

. Since specific job. tasks are- rarely Iearned in -

schooI students néed to be able to project the|r

" capacity for learning those tasks. The concept of
/__aptltudes provrdes a framework for this prolec ‘
- tion.” L f :

Aptlfude is the ease ‘or qurckness with whrch a

' person c¢an learn new tasks. There are many dif-

~ ferent kinds of aptltude some of wh|ch relate to
- knowledge, some to skills, and some to percep-

tion. Everyone has some level of each type of ap- -

_tltude thus'it is not-accurate to say “I have no ap-
titude for it.” The activities in the Aptrtudes

. Checklist are degigned to help students assess ’
r-difficulty with which they can
tasks assocrated with ‘par-

“the relative -ease
-expect to/learn [the.
~ ticular occupations. Students. should recognize,

however, that interest. .and motivation can- help .

them to overcome learning difficulties. Further; it

should be cIeariy understood that aptltude.'

. estimates based on I|m|ted evidence may not be
.* @ccurate. An aptrtude estimate alone should not
~determine whether students. explore an occupa-
tion. Aptitude- |nformat|on is extremely heIpful in
-.confirming occupational interests.
. . The Aptltudes Checklist is intended to assust
students estimate the.-amount of aptitude. they
have in each of .the eleven aptltude categories

; 'aptltudes fall-into three basic types: knowledge
" [ physical skills, and perceptuon

The aptltudes associated wrth deveIoplngf‘f"f

: bunderstandl ¢ knowledge are ‘Ggneral, Verbal,

areMotor Coordination, Finger
nyal Dexterity, and Eye-Hand-Foot

‘ _Coordrnatlon "Aptitudes. associated with percep-

" tion are Spatial, Forn‘sgerceptlon Clerical Percep-
--_t|on -and Color Discriination

The aptitude: requrrements of approxrmately 500
occupations had been. estabhshed in. standardiz-.-
ing the General Aptitude Test Battery’ '(GATB), -

. which tests for.nine.of the eIeven aptitudes. Qc-
- cupational analysts researched the GATB norms

. to determine the aptitude: requrrements of other *
_ they 'compared the.
dutres of the 'OCCUD?tIOﬂS which’ had a]ready been

" occupations. - Essentially,

A

[KC S e

et Provided by ERC

ng. satisfac- -
. tory occupat onal-alternatives: it is necessary that .
- the mrdrvrddal be ab!e to perform or Iearn to per-'

' : . five apt|tude IeveIs

ined by the U.S. Department of Labor.. These.

Aptitudes associated wrth-

~ Checkllst in the foIIowrng way:

|
APTITUDES @HECKLIST UTILIZATION GUIDE

evaluated to the dutles of. Other occupations ‘Ap-
: ' titudes were.one of the bases used to form the

Career exploratlon isa process of def|n|ng what .
one likes to do (interests), what one can learn to -

homogeneous ' clusters of occupatlons wh|ch

".comprise the Worker Trait Groups.

In any occupation, onIy some aptltudes are

srgnrfrcant for job performance.. The’ amount of
"these significant aptltudes requrred for average
. ‘satisfactory  jab performance is expressed in
*levels. These levels reflect the pr0port|on of the

working popuIat|on whiich possesses the aptitude
.at that level. The follownng statements deflne the

o
\

Level 1. The top ten percent of
very h|gh degree of aptltude

o LeveI 2, The h|ghest th|rd of the popuIatlon ex-

cluding the hlghest ten percent:'a h|gh degree of-
‘aptitude.

_ Level 3. The mlddle third of the popuIatlon and

average degree -of aptltude !

_Level 4. The lowest t-hrrd of the popuIatlon ex-
cluding the lowest ten percent: a beIow average or -
low. degree of aptltude o o .

tpe popuIationE a

Level5 The’ Iowest ten’ percent of the population:

-a very low degree of aptltude

It would not be approprlate for. students. to

"assess’ themselves .in relation to the working
population. Since aptitude levels.are affectéd by -

experience with the associated tasks, students B

can\expect their apt|tude levels to rise as they
gain experlence prior-to entering the job-market.

~ So, in assessing their aptitude levels, students

should compare themseres with others their own

age. Further, sincé people tend to like to do things -

they do well, students should be encouraged to
use aptrtudes not only.tojudge whether they can
learn to do job tasks, but also as a means of |dent|-
-fying alternatives to explore. .

The Appalachia Educationatl Laboratory has
_developed cluks or benchmarks to assist students
in est|mat|ng their own aptitudes. The results of
using this procedure have been found to correlate

tage of giving the.student:a greater awareness-and |
control over the assessment process. :
To help you emphasize the internal assessment

- approach of the CIS access materials, use the four

phases of Iearnlng to present the Work Sltuatlons

/‘ .

./t

" Phase 1 — students develop an understandmg of
-the concept ‘through a general introduction, a frlm-

strlp, and defunrtuons of the aptrtudes _

* . .

/

-

i

‘with GATB scores. The procedure has the advan-. -/

)

5




]

o

-

b
\s

Phase 2 — students personalize the concept;f"’

through, a second filmstrip.

t|tude s , '

4

Phase 3 — students assess themselves in relatnon '

~ to the aptltudes by estlmatlng the|r own aptltude'

Jlevels. o

1

ing Worker Trait: Groups for which they meet or ex-

. ceed the aptitude requnrements -Subsequent ex-
ploration of occupations in these groups.allows -
_them to refine their. estimates. Thus, their career

L. 'Worke\r Tralt Group Gunde (10 per. class) e

“exploration is an interactive process of self and
occupatlonal exploratlon '

-

PRESENTATION IR

Vi

Your role as Ieader is one of organizing the Ses-
sions, motivating ‘the studepts, and facilitating

the\learnlng process. Learning is ‘the responsibi-

lity of the learner. -Students must be allowed and
- encouraged to assume this responsibility and ap-

_ply.the learning process. to their career. explora:
+ tion and decnslon -making.

" Equipment and Materials

" Leaders will need:

' ,"q' FS/CASS “Learnlng About Your Ap

' AT Students wlll need
Phase 4~ students apply the concept by |dent|fy- :

Tlme \( -

. Overvrew

[

'?'.Aptrtudes Checkhst coTL ‘.:"_ b '1 -
and _discussion’ o - -

reIat|ng their own experlences to each type of ap - . Fllmstrlp prOjector and cassette tape player

I
. (‘ :

I \
|

' - FSICASS “What Are Aptltudes’)”' - : "

1

ltudes'," L

. Aptltudes Checkllst (1 per student) y _‘ . ‘

'-, 'Career Informatlon System Gurde (1 per studeht)

A

Presentatlon of the' checkiist requnres approx-

., imately four 50-minute class: éesslons If youdo -
..not have this much time, some’ activities may be .,
“assigned for completion between sessions. This =
~ time allotment assumes that students have been = - .
_oriented to the Career Information System. If not, .-

an “additional introductory session shoulN beé

- . scheduled to present the “Touring the ‘Career In-
formation System” section’ of the Career Informa
: tron System Gurde :

. . ﬂ

~

“The, overvnew ‘shows "the suggested presenta-f’v
tion of the actlvmes by class sessions.

S T

. A : - : .
SESSION ACTIVITIES ‘ - OPTJONS ‘
One. . .. e |ntroduct|on : , . . ,
o ‘ .o filmstrip and dlscusslon oL S o s
Two . aptltude descrlptlons ' /
. f|lmstr|p and d|scuss|on '
. relatlng personal experlences -
, to aptitudes o S
Three NV -’estlmatlng aptltude IeveIs _ . GATB
"Four. . - C \‘: « identifying Worker Trait Groups =~ - ) '
D a . forwhich students meetor . . o 3
S . exceed the requnrements : | e et
| / . explorlng  Workr Trait Gﬁ)ups . -+, group ‘exploration
__in the Worker Trait Group Guide' - S I

SESSIONS

Famlllarrze yourself with the lnformatlon in this .

section’ before pesentlng the activities to'
" students. As’ you. review this section, think of -
Iearmng ob;ectlves you may \ﬁ/lsh to lntegrate



T Al

At » : [
.

)

3 How can you use the concept of aptltudes

" when selecting ‘school subjects? Selecting

‘recreational activities? Do you think there is a

relationship between what you ‘like to-do and
~ what you can do well? Explain your answer.

N

COMMENT: Most. people seem to like to do |

-what they can do ‘well., Students are’ often
 motivated. to learn what they th|nk they can
complete successfully :

]

4. Could you have aptltudes ot which you may be .
_unaware? How might you learn about them?

. What school subjects or dctivities might help
you ideritify your aptitudes in particular areas?

- COMMENT: fndividuals could have aptitudes- .
" related to fields in which they have no ex- .

perience. For example, one might have ap

" titudes: related to music, but be unawa e of -

_them because one has had I|ttle e'xperlen e in<
music. - . ,

‘o

The prlmary focus’ %)f Sesslon One shouId be oh '

v »understandmg the concept" (the first learning

" Sessnon One

Discuss the mtroductory paragraph of the: Ap

‘titudes Checklist with the students, then show the -

filmstrip “What are Aptitudes?” .
The filmstrip should help students devel]op an

'unde'rstandlng of (a}aptltude as the qulckness or: -
. learn “to do .
*~something, and (b) the ways |n Wthh they can ..

ease 'with which a person can,:

*.identify their own aptitudes.’
After the filmstrip. presentatlon use the
preceding student objectives” and..the following

L ‘questions and comments to gulde the discussion:

1. Explain theTmeanmgs of achlevement ablhty, :

-and aptitude.

- COMMENT: Help the students deflne these
" three words. Achievement- is what you have .
.- done. Ability is. what you can do. Aptitude is

_what you can‘learn to do. These yvords describe -
the past, present, and future of the same per-

B -sonaI characterlstrc . :
. €

2. What klnds of aptltudes are needed to achleve _

‘in- certain school sub;ects" What kinds of ap-

titudes are helptul in schOol actlwtles such as -

clubs, sports, etc.?

o J COMMENT: Ask students to be specmc in

their responses. What evidences“of aptitudes
‘can you'identify in your achievements (past)?”

- What evidences can you-identify through youyr '
" abilities (present)? Students may need help in

. articulating what they can.learn to do. Remind *
“~-them that aptitudes are not conflned to-
.academlc Iearnlng :

)

phase). The f|1mstr|p and discussion’ should be

geared to meetlng thrs Iearnrng ob]ectlve
Sessnon Two

. Ask students to read thﬁ brlef aptrtude descrlp
tions in.the Aptitudes Checklist. You may wish to-

dlrect stufjents to discuss each description one at e

a time or discuss them all at the end. The purpose

.-of the discussion is to. .help students relate their '

personal experlences to the eleven types . of ap-

i tltudés ‘Examples of discussion ‘questions that
~can be used to help studénts personallze the con- L

ceptare SR \

1 What are seme experlences you have had. in

v

‘ wh|ch you used each -of the” eleven aptrtudes'7 '

K

' 2. Wh|ch expenences dld you enjoy mos.t?

3 Why d|d you enjoy them'7 :

S

, Try to brlng out the ideas’ that we tend to enjoy -
doing thrngs we do well, and that we often work to

do well the things we enjoy. If your class is’large,

you may wish to break.it into small discussion-
groups so that,each student has an opbortunlty to .
participate. In this cas€, you should have a copy of - -
the diScussion questions for each group or wrnte A

them on the chalkboatd. .

Aftér students have -discussed’
. pelences, show thé fllmstrlp ‘“Learning About
Your ‘Aptitudes.” The - filmstrip should help.
'students (a) identify their own ‘aptitudes by ex-

amlnlng ‘their achievementsand present. abilities
- and £b) become . aware of the way. they ‘can use '

their aptitudés to ‘explbre occupatlons :

After the filmstrip presentation, use the follow- -

the|r ex- -

|ng questlons and comments to gurde the discus- . -

'ston S . R T




Sessron Three Lot

ot
VN
\\‘
Wy

Explaln the adv
- categories defined by the U.S. Departme
Labor to estimate your aptltudes instead.s
such -expressions - as “musrcal aptrtude”* P
1 “drawing aptitude.”
COMMENT::
| terms’ of the categories defined by the US
Department. of Labor, you can relate your ap-
Aitudes to specrflc groups of occupatlons

P

. Suppose you have a hlgh Ievel ina cert“arn ap-

~in occupatlons mvolvmg that aptrtude" Explafh.
your answer. . 5. '
"COMMENT Aptltudes mus
develop abllltues if they aret %ﬂtnbute tojob
performance There are marny" factors: other. .
than aptltudes (mterests mot.lv tion, oppor
tunities; values) that affect ;o p rmance.

 lower than :the - significant aptitude level

~do?
.COMM ENT

Inter;est and motavatlon may help
%e

phase)

- Ask students to read and foIIow the d|rect|ons

:"fgwen in-Part Il of the Aptitudes Checklist. Review
. the_aptitude level definitions and the diréctions

given for completing the Aptltude Self-Estimate.

" Record -with the stydents. ‘Make sure students

understand that the actlvrty is not a test; rather it

elate them to Worker Trait

B Groups. Remind’ students to use the highest leve!"

possuble suggested by the. clues. The aptrtude'
“éstimates -are indicajors of the ease with which

tages of using the aptlt‘_‘d"‘-‘

The prlmary focus oj Sessuon TFwo should be on- .
personalrzrng the concept (the second Iearnmg'_

JCInT
ey o
theteleven aptitudes — all except Eye-Hand-Fdot = .

If you estlmate your aptrtudes in

~-titude. Does this mean you will.be successful -

"st requrres two and one half houts to take' |
Yust be admlnlsteréd by an ingividQal cer- "
by the Employment Service. It tests ninelof

Coordination and Color Discrimination.' Students
- will need.to take the GATB in time-to have their
scores back by the fourth session. Do .not give
‘students their GATB scores until they. have com-
pleted their Aptitude Self-Estimate Record. Then

“'they should write the GATB levels below their

estlmated levels on the Aptitude Seif-Estimate
Record: Ask students.to compare their tested and

' estimated levels. Where these levels differ, ask

. Suppose your estlmate of a certaln aptrtude |s\

the individual oMercome difficulties in learnrng_ '
the requared skllls and knowledge . peno

" "is a means to: hedp them .assess ‘their. own ap-g_'
-titudes in ordet tor

students can-develop abilities. However,.they may ,

-, be risleading. |f:a Students has had ‘a great deal
- of experience in performrng certaln tasks, the.

“esttmatgma |ght betoo high. But if he or she has
X

" - had littl
‘might be too low. : _
s After”students hgve recorded therr estlmated

perienge in‘an area, his or her estimate

-aptltudes -encourage them to. express why they

Q

rated. themselves at particular levels.

. ‘Help, "
gtudents determine whether. their estimates are. -

-

n llmrted or atypical” experlence ' PoEL

. Optfon: You-may wish to'have your students take -

the students to review the +test. reaction record

be used to {hey completed \after taking the GATB to see if

anythlng in-the test situation might have affected
their  performance. Then,. ask the students to
review the clues related to &ach level of aptitudes.
" incthe “Aptitudes” sectidn of Career Informahon
System. Guide to'be sure their estimate was pro-
perly. made If they feel-the teéx/tdtd not adequately,
measure their aptitude; they ‘should circle their

needed J{or an- occupatlon What should you @;estlmated level. Students should use their tested
' AN

and-circled estimated levéls fo é@mplete theaac- '
tivities of Session Four. / N
The primary. focus of/Se siofy 2l'hree should be
. on helping students asses§'themselves in relation -
to the concept (the third Iearnrng phase)

1N

Session Four

"Ask- students to read and follow the directions
givenin Part |11 of the Aptitudes Checklist. Review .
these. directions ‘carefully with the students. If

~possible, demonstrate*how students should com-- e "

-~ plete each step " ‘ )
In this session, students |dent|fy the Worker

Trait Groups for whlch'thelr aptitudes meet or ex-. " :

.ceed the requirements (Steps A and B of the direc- -

tions), and then_they explore those Worker Tralt'._' )
.Groups (Step,C of the directions). When students *

-have identified Worker Trait Groups they want to

. explore further, encourage-them to explore at the . |

~eccupational level, using the Careerlnformatlon ‘

materials ‘on their own. There should be copies of | '

the Caréer Information _System Guide “and the
- Worker Trait Group Guide available in the career
resource center or area where the occupational in-
formation is kept. Arrangements should be made
's0 that students can. continue. usnng ’these
.materials outside of class. .

If you are using other.access varrables suoh as
work activities and work situations, you may wish

"to keep -student- exploration at'the Worker Trait

GroupJevel until you introduce the use of all the
variables, and then have students explore at the .
“'occupationial level.” “ -

“the General Aptitude Test Battery (GATB) whichis » » Option: To encourage students to contlnue thelr"

ava4|ab|e through yourState Employment Segglce
' ( R '

career eproratloQ heIp them form groups |n-”. .' ’

01 f“’

\ -"1'



_-terested in the same Worker Trait Groups or.oc-  tion. Further, they should be familiar with the four -

' cupations.. Some "schools ‘have career clubs - phases of the learning process (understanding,
already formed, or your students may wish to  personalization, self-assessment, and application)

- begin one. You. might set up a special bulletin . .as they usé the concept of aptitudes for career ex- -

board.on which students cdn list their interests ° ploration. Their ahility tq use.the concept and

- and ask those with similar concerns to sign up. - understand the process will fielp -them use ap-

The primary focus of Session Four should be on  tjtudes and other factors as giides.inithe.lifelony

+ .applying the concept (the. fourth learning phase.)*  process of career exploration, Although 'the cop-

_ S A : " - _cept of. aptitudes stays the same, $tudents’ in-

» - Lo . . terests and\the nature of work opporjubities will
At this point, students should have a thorough = chafnge. Therefore, the students heed to. con-
understanding of the-aptitudes, and they should  tinuously assess themselves in relation to the.
be ablé.to use their estimates -in careér explora- - world of work. . A e

(ST -
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" jects. The School Subject —
' Chart and the School Subject — Otcupatron In-4

o

INTRODUCTION

S ( o A R )
J Course selection 'is’ onel of }he first oppor~
‘career deci-

: :tunltleS students have fop: mal?

sions. However, many students fall to see the -

relevance.of their: educatron« and’ w\y they take
~ certain subjects in schodl. Career exploration and
~ prefaration need to be' related -to high school
- course selection. Students” interests and abilitigs -
‘in’ certain subjects can be related. ‘to{the

" knowledge and skills required of workers in cers -

tain- occupations. This link; tying students’ if-
terests to potential career {fields, is a critical elg-
ment in'the exploratton and decision. maklng pro-
(cess. .
The Appalachra EdUCalronaI Laboratdry (AEL)
‘has defined a linkage between school subjects -
. and occupations based on the knowledge -and
- skills common to eachr Thus, students can ex--
. plore occupatrons on- the basis of their interests
. and abilities in school subjects. Further they can

“use “their occupatignal- preferences to. identify

-, school - subjects which offer 'the. requisite

' knowledge and skills. This two:way process .

* allows students to refine their’ understanding of-
. occupations and school subjects. Thus, ‘the

~ ‘linkage provides entry to a continuing process of
“deeper understanding of the students” own .ip- -

ferests and abilities in relations to 'school and
work. The continuing aspect- of the process is

- gritical, for just as students grow and change, the . -

world of work and its opportunities change. As a
result; students must be abie to. respond effectrve-
* lytoanaltered self and world. :
There are currently. many lists.of occupatlons.
_related -to school subjects -or fields of study,
developed by commercial publishers, unions, prg-

. féssional associatjons, and educators. I-fowever '

these lists do not provide a. comprehensive deplO‘
‘tion of the relation of occupations to school sub

" dex have been designed' to bridge the gap bet-
ween occupational mformatron and hrgﬁ school"
course opportunities. ’

‘AEL used the Dictionary of Occupatlonal TltleS '
(DOzT) publrshed by the U.S, Department of Labor, -

to systematically identify occupations related to
.the various school subjects. The DOT is’based on
‘nation-wide pattern of job analysis and provides

"'"g,wa-"'c:omplete list- of the occuptlons in the United: -

‘Gtates. Each occupatlon is defined in4errns of itS.

o work tasks, tools, and technrcal knowledge whlch

v .
. ‘_‘

" 'upon which the chart and

Worker Trait Group - |

SCHOOL SUBJECT WO§KER TRAIT GROUP CHART

, ND .
- soHoOL SUBJECT-OCCUPATION INDEX
- 7 UNLZATON GUDE . * S

7makes the anage between occupatlbns and sub

. "jects possible. l\pproxrmately 2,800 of the 12, 000

" occupations listed. in the DOT were ‘selected tcs
- form a base for the chart &nd index. The 1971.Cur
rent Population Survey of theU.S. Bureau of Cén- .

" 'sus and. the Industry-Occupation Matrix of the

_ Bureau of Labor Statistics provided data that
helped -identify - occupatlons with high -employ-.
~ment rates. These occupairons ‘were - selected -
along’ With others found in - commercrally pub-

"Wt

-

‘lished information. The important' emerging oci .
cupatlons‘appearmg in the Fourth Edition of he - .

ons’
index. are based
employment opportunrtres

DOT ‘were. also: selected. Thus, the occ

()include major

" .(2)lead to commonly used 6ccuptional informa-

‘tion, and (3) are representatrve of the total world of
work .
‘The school subject trtles and descmptrons

selected for use‘in the chart:and index are derived

-

from the standard taxonomy developed by the Na: -

" #onal Center For Educatlonal Statrstrcs U 8. Of
|ceolEducat|on' S, .,._ i

- «This'guide has two main sectlons The‘h[s

ro: .
vides procedures for using the materials \Nlt the: -

students. The second suggests ways, to |nvolvev

" téachers and counselors:in. usm%the materials. .

1PPLY and DEMAND sl 5

S|

G Q-
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. tion and decrslon maktng

. SECTIONONE .
(Uslng the Materlals W|th Students)

- PRESENTATlON

To help you emphaslze the internal assessment_
approach of the CIS access materials, use the four

. phases of learning to‘present the School Subject

Yo Worker Trait Group Chart and the Schopl Sub-
. ject .— Occupation Index: (1) understandlng the

o \concept (2) personalizing the concept (3) assess-

.~ ing self in relation to the concept and (4) applymg_
the concept.. ~ © + '
Your roie as leader is onepf organrzmg theé ses--
sions, motivating the students, and facilitating
" the learning process. Learning is-the responsibi-

.‘j_,A_llty of therd@arner. Students must be allowed.and ‘

encouraged to assume this responsibility and ap--
. 'ply the learning process to their career explora- ‘

,‘ .

Equlpment and Materlals
Leaders will need .

. Aptltudes Checkllst '—\/ e

LA Fllmstrrp pro;ector and cassette tape player :

e FSICASS “Credentlats and Competencres Get:
Ready, Get, Set Go'” S ,

L N

Schpol Subject — Worker Tra|t Group Chart
(wall snze) v i

School Subject — Occupatlon Index

' Students wnII need

Career Informatlon System Gulde (1 per student)

Worker Trait Group Gu:de (10 per cIass)

i School Subject - Occupatlon Indew (10 per
' cIass) : . _
. formatlon;System

" Access to the Career
» T|me

Presentatron of the chart and |ndex requrres ap
proximately four ‘class sessions. If you’do not .

“have this" much time, some -activities may be:

-assigned for completion between sessions. In.ad-

*-dition; the index contains complete directions to * . - .
' ,'students for independent use of the materials.
- This time allotment assumes that students have' .

" been oriented to the Career Information System. If ..~

not, an additional introductory session should be
scheduled to present the " Touring the Career In-

. formation System'’ section of the Careerlnforma L
tronSystem Gulde SRR St

Overwew R P .. :

R

" The’ overvrew shows the suggested presenta
: tnonoftheactnvrtlesbyclasssessrons

.o

asessrou‘j ’. o A’CTI,VITIES_ el R
One ' ‘{ e int'roductionh Y
s e o . fllmstrlpand drscussron - R .
-'rdentnfylng competencres - R E
- Two ' ,-'/ assessrng competenc:esand c.redentlals S
. A e
o o e /« identifying preferred subjects.” .. '
S| Three . T RN S | /‘ -.uslngthechartandlndex e N
/| Four Lo e / -;explorlng WorkerTrartGroupsand
N o T Bl occupatrons oo . - )
Optional Sessions N _ 'i,"course sélection and program plannrng o B
| ’ / e 7,us|ngthe WorkerTrantGroup Keysort Deck
SESSlQNS = 'you understand ns purpose and functlons Then -

LR

\ Before presentrng the actrvntres, read /the in--
‘structions to the student and the teacher m, the"

-School Subgect —_ Occupatlon Index to be- sure,
o . . ‘

.
e iy

‘section. Relate th school subject: titles. used in
“the chart and the index to the titles used in your.

. familiarize ypurseg with -the information in this - | ‘

. *schdol, so you can help your students make the -
._"-trapsltron S , P




i,fj'Sesston One T -

= Ask. students to brlefly discuss (1) how school‘-.
and work are related, and (2) how their |nterests-

s |ng questuons and comments t.o gmde the dISCUS

P

.. 'S|on co . . S

. .11-

. quire?

. '_ COMMENT The fl|m5tflp gave;:»the f-ollownng' - and credentials, ask them to explain how. such’
: examples bnrth cert|f|cate, passport, blue rib-._ ;

‘bon credrt card d|plomas theatertlckets etc

. 2. How can, credentlals be acquured‘f’

’.j_)abmtxes and of school and work asa Iead intothe -
S fllmstrlp - o .
_Show- the hlmstrrp "Credentuals and Competen L
cies: Get Ready, Get Set, Go!'" to introduce the . = -~
.. _conceptof credentials and competencies asa link
" “from school to work. The. filmstrip. should help
- - students: develop an. understandlng ‘of (@) com-
.. - petencyas what a persdn is'able to do; (b) creden- . -
.. .tialas fepresentmg what a person- should be able
: . 'todo, and (c)the ways competencies.and’creden-" . :
" tials can be acquured and Qan affect obtalmng and -
retalnlng ajob.. . - -
- After the fllmst'rlp presentatron use fhe foIIow- _

o 7..What skills can you refine in school” '-

o 1 What kmds of credentlals ca ma person ac-

TLQn

COMMENT: Taking a course, passmg a test

. ___wmmng a contest payrpg a fee" etc.

N :f What credentrals may ‘he requlred by |aw'? o
- COMMENT: When theé public: safety ‘is in- -
o volved Ask students to guve specufrc examples

) credenhals"

A Why would an employer be mterested in your_' -

- :COMMENT:. To determune .the best person'..

l.'avallable for the job.,

‘get it? Why, or why not? .

FCOMMENT Credentials show. what a person*

1o, :W|II credentlals help you keep a l°b once you-

person can do §;ompetenC|es not cred.entlals "
help you keep a job. =

6. Is school the only place: where competencres '
* can be developed? Why, or why not? .
COMMENT: Each person has been acqumng

* certain competenCIes since: birth: Therefore/
.competencies can be deveIoped in many d’lf

: ferent pIace,s

,/

include - communu-"
others getting along. with others,

"~ COMMENT: This might-
cating wi

well as acqumng skllls spec:flc to subject mat-__ -
ter ' : _ _
’ - - . . o /
Close the discussion- with: the idea that
.students_can use their own mterests and abllltleS»"
in school subjects ‘for career exploration. .
Have students discuss‘the kinds of competen:

. cies and credentials their age group usually has.
You'may wish to list:them on the chalkboard. After
students have identified: typlcal competencies

_credentials’ and competencies - are .usually
‘aghieved -(through. school =courses, o
~petience, volunteer work, hobbies, etc.). Then-ask..
students to identify and; I|st five to ten of their per- '

. sonal competéncies. (This step may be- guven as- -’
- - an ‘assignment between sessions. If 50,°be sure‘ '
- ~:.students bring the list to the next sesslon)

The primary focus of Session‘One ‘should:-be on

3 understandlng ‘and personallzmg the concept (the, ) 2
lﬁrstyand sécond Iearnung phases) S

PR TR

':Sessnon Two T e

Use the . followmg example as ‘a” gmde to

-'deyelop and duplicate forms’ o which students
“are torecord their. credent|
- Yol may wish to ask stud

its to draw their own-"

‘. forms. In this case draw a sample form on the_"

-",,z’,=,z.,,z_'7" |PE

7f¢£ﬁum¢s£2

a&“h“””fi l 'm;yih':};ithrei}t;tirf
M&dﬁom".

-"f..}_fi?.'ishould be abie to do; competencnes are wtrat a chalkboard -
;ﬁAﬂ?gi‘fﬂf”*frfT;'"ﬁ’.' EXAMPLE .
T e PR e SOURCES L
. | COMPETENCIES- . * - . RELATED CREDENTIALS
T e School Expenence el o
L Ma#r caw,

. solving problems and’ thinking cr|t|caIIy, as

work ex-

s and competencies. -
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Ask students fo list their competenciés in'the =
" left. column using the competencies. they iden:

tified in" ‘Session” One.

students to list any credentials related to the com-

petencies. After students, have completed their

" forms, ask them to list in order of preference the

- competencies which hold the most interest and.
wvalue. for.them., Direct students to’ ‘distuss and
- share their forms. with others. Focus the discus- .

~ sion-on the relation of competencies to interest
. and achievement in school subjects. '

Next, ask student$ to identify" andrllst their-

preferred school subjects. These may be subjects
students like,.in whiokh’they perform well, or sub-

jects they want to explore. Direct students to rank -

the subjects according to the strength of their
preference. In doing so; they should considerhow

‘much they like each subject, how well they:per-

form in it, and how important it is for them to ex-

plore it. (Students wrtl need this list in Sessmn '

Three.)
-Option: Students may share . thelr competency

-and school subject preferences lists with friends,
.‘parents, or classmates who can help them con-

frrm their-interests and abilities or add.new ones
"to the lists. This step should be completed be-
tween Sessions Two and Three.

- The primary focus of Session Two-should be On' .
helplng students assess-their bwn.competencies - -
~as’'they'relate’to school subjects (the’ third Iearn

.
l-°

lngphase)"v' o _ o
Sessron«Three :

‘Worker Trait.Group Chart, ithen direct them.to the
reduced chart contained in the Career Information
System Guide. Review the list of subjects. Th

courses offered in your school may not have the -
.same'titles as those on the chart, so students may .-

“need help in recognrzrng their subjects on.the
chart.. You may wish to. Use. a hrghlrghter to in-

dlcate -whichsubjects listed are offered in your ln addltron drrect studentstpcheck the related

“school subjects in Part Il of the School Subject — _
’ Occupatron Index and to corripare these courses - -
‘with .the cornpetencres they have listed: At the

school Review with the students the Ichart .in-
- tstructrons if- the Career -Information . System

Guide and demonstrate how to find Worker Trart _

Groups retated to school subjects.

Ask . students’ to 'identify- the Worker Tralt =
Groups related to the school subject they- ranked . .
“iias first in Session Two. They should write down .

,-,f-the chart's subject title and number, then list the -

titles and numbers of all the Worker Trait Groups
" which have been coded “*A” in the subject’s row.

- Show students how to usethe chart to find sub

jects related to Worker Trait Groups If. the

students have used other CIS access- materlals

such as the, Work Activities Checklist, the: Work

Sltuatlons Checklist, or the Aptitudes Checklist,

they may wish to select a Worker Trait Group they -

_have alreadyfdentrhed forfurther exploration.

‘In the middle -column, ..
students are to indicate where and.how they ob-
tained the competency. In the right column, -ask.

Sessnon Four

iy | applyrng the concept (the fourth learnrng phase)

occupatrons related toa few selected school sub-

..Jjects. - :
Once students are famrllar wrth the use: of-the
‘chart and the index, direct them to. identify and ex-

Revrew the mstructnons grven on the use of the

-*8chool- Subject — Occupation JIndex with the

students'in the Career Information System Guide.:

+ (These instructions also appear in the front of the. =~
" index.) Demonstrate the use of the index-to the (-
- students by identifying Worker Trait Groups. and -

plore Workpr Trait Groups ' and. gccupations®

related to‘fheir. preferred school subjects’ in-
dependently Students should use the ‘Worker

. Trait Group: Guide and the materials filed in- the -
. Career Information System to.explore the Worker
Trait - Gr0ups they. identify. Encourage. them to
continue this mcluvrduallzed explorafion outside of -

class:(The. students exploration wrllpe -continued

. in Sessron Fouras.aguided experience.)

The prrmary ‘focus of Session Three should be

..on applymg the concept (the fourth learning
"phase)

Help students contlnue the mdrvrduallzed ex-

ploratlon they started.in Session Three As they -
- read-the descriptions of the, Worker Trait Groups
and occupations related to the|r preferred s€hool _
subjects, they should be aware of the information. -
.. concerning competencies and credentials.«When -
‘they .center their exploratron on .a -Worker Trait ‘
Group and then on an occuption in that Worker "'
. vTralt Group, they should list the related competen
- cies and credentjals. The following’ questr(fns can.

help students identify the related. competencres

. and credentials:
Show students the wall size’ School Subject —

,é‘_What tasks must I be able to perform’7 (com

peten€és)

'« What evrdence do I need to’ show employers

that | should be~ able to perform these tasks’?
(credentlaIS) ' o .

end of the session, students should have their
competency -list completed- and the related
courses checked. Emphasize that-they are not be-"

. ing asked to make an occupational choice but that '

they are learning the-process ofrelating school

e subjects and preparation to career exploration.

J

e

. The primary focus 6f Session Four shouldbeon . .

@,

Optlonal Sessmns

'.\_> .

Addltronal sessmns may be added to t|e theuse y - ‘
‘of the chart and index to schedule planning forthe "

'followrng year s courses or “for te‘ntatlve four- -year:
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program pIannlng In addition, the use of the |t |s |mportant to, emphaslze to teachers that
Worker Trait Group Keysort Deck may be introduc- - ‘their involvement is part of a. much broader se-
‘ed. The deck'has a *Preparation’” section which quence of career development activities: They
reIatestheWorkerTraltGroupsto high schooland need" ito - ‘be -oriented to''the school's -career i
post. high school prodyams. Detailed instructions . gurdance program including a specaflc orienta-
on the use of the Worker Trait Group Keysort Deck tion to the  Career - Information System (CIS).
are located in the Career Informatlon System' Understanding "the.- experiences provrded to

- Guide. S , R _ -+ students for developing -career exploration. and -
' ) R ' o decision- maklng skills will put classroom con-
Conclusron " - . - tributions " into context. - The. section entrtled
At th|s pount students shou]d have-a thorough . "*Touring the Career. Informatkon System™ in the -

understanding of school subjects as they relate to.  Career Information. System Guide may be

-~ Worker Trait Groups and occupations within: modified for the teachers’ orientation, .
. jhose groups. They shoujd have acquired the com-. .. The School Subject — Worker Trait Group Chart ‘
‘petency to: - _ ~ and the School-Subject — ' Otcupation Index have:
: ' C a specific relation to the .teacher's. career
« understand the reIat|on of school subjects to, . - guidance role and fudiction. With careful planning,
Worker Trait Groups and their associated oc- . teacher’s interest can be developed into actlve
| cupations through credentlals and competen- participation. :
; 7 . cies. . . , The following are examples of “technrques for
' L . ' S involving teachers in the utilization of-the chart
«- describe the strength of the relation of school. and index. Each of thege techniques. addresses -
subjects to Worker Trait Groups or occupa- “two ‘goals: to help teachers make therr own in- - . ~
tions. - : , , . structional ‘area- more meaningful - to. students
’ . o ' through its relation to the knowledge @nd skills re-
¢ use their preferred school’ subjects to |dent|fy quired-in the world of work; and to help teachers
-+ Worker Trait Groups or occupatrons to explore ‘see their area of specralrzatron as part-of-a much
. larger integrated system relating to the career
. |dent|fy the competencies and credentrals development needs of youth
. associated with a Worker Trait Group or oc- \
) cupatron .

: . 1 A brref CIS or|entat|on sessron shouid be pro-
They should be able to use these competencres in . vided to faculty prior to or-as: part of their in-
selecting current courses and in continuing their = . - troduction to the_chart and index. This orienta-
careegr.exploration. ~ tion should theﬁ"be |ncIuded_ in the in- servrce
' Additional student skills can be developed .  Programs for new teachers.
through the optional sessions. It is recommended g

, that students include tentative. high school =~ 2. Work "with department charrpersons Sirice.
S ‘courselprogram planning as well as post high - they.are gesponsible for coordinating depart- -
school planning as part of their career eproratron « mental development and in-service programs,

. expenences o R - theycan assistin providing a unified approach
: : : " t0 the integration of career development con:
' S ' . cepts into the curriculum. This approach can
: SECTION TWO ' ... - . also help alleviate duplication of expernenqes '
. . for students taking several courses wrthm a-
(Involvrng School Staff) ST spec\ralrzed area. . .
) The concept of career development as an on- ” 3. Schedulé a few minutes on the agenda of a
going process |ntegrat|ng all phases of work (oc- - faculty meeting to- generate interest in the
- cupational, educational, civic and community, and chart and index. Discuss the'direct and indirect
. home and family) requires that it be integrated " relation of the teachers’ subjects to a range of
throughout the " school. To integrate . career occupations. Then show them the chart and in-
development experiences throughout the cur- * dex. This approach focuses attention.on.the
« riculum requrresacommrtment of time and effort. need for such materrals before they are in- .
. A major task in achieving this integration is involv- “troduced. ' :
" ing the professional. staff of the school. The dif- ) . , - ~
- ficulty: of Integration is increased by working with 4. Offer individual assistance - to teachers in-
, a staft‘whose major concerns lie in specialized terested in using the: CIS materials. Career ex-
’t SR areas-of instruction. In order to justify.a career ploration can be integrated with course skill -
o~ development orientation, staff should be shown  development activities. For example, students’ .
its ’:ﬁhnts{ in increasing students' ability .and ~ learning to write a research report could use
‘motivation to master course work _ ' the CIS materials as research tools. Teachers

»oop
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“could: use - the chart and index to advise
»Students lnterested in a subject area. )
Ask one or two i terested teachecs to. help you
- demonstrate toptheir students how the chart
d index can be used to integrate career con-

ts and acfivities with subject content This,
concentrated - effort can develop “into a suc-
eessful example ‘which could later. bé
_repllcated in other classrooms ' :

6 Use the mdex to |dent|fy field tr|p sites’ and

’ _At
B
\
. .
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»
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* wuthm the. classroom

‘resource. speéakers ; for classroom  teachers; -
- Help the teachers plan the field trips, schedule’

- the uyse of ‘resource , persons,, and |dent|fy~g, -

" career development.’ goals which- complement
-course goals for each planned actnvnty Pre and ..

y lmnze thé expenence
- The: precedlng techmques may also be used to .
introduce and mplerPent other_ CIS. - matenats

// B o ‘5 i
( / . . -
/

b

- post_discussions’ should. be planned to max- R



_WORKER TRAN "'GROUP KEYSQRT DECK UTILIZATION GUIDE

, The ‘Worker’ Trait Group Keysort Deck may be, ‘
- used to identify Worker Trait Groups related to the

.students’ interests, abilities, and other personal
_characteristics. Students sort the cards on the

basis of these characteristics, using the foIIowmg

‘'sorting factors: Work ACtIVItIeS Work. Sltuatlons s

Qg

. Somng Factors

g
" Squared cogner

'KEYSORT CARD ILLUSTRATION

* Work Activities'
¢, Work Situations -
e Physical Demands

General Educational Deueiopmentl(GED) Prepara[-

tion, and Physical Demands. The title, the number, -~
and a brief description of the Worker Trait’ Group . =

-are printed on each-card as well as a listing of oc-
cupational subgroup examples o

‘Holes and notched :
holes around the
border for the

sorting factors:

The sortmg f ctors are prlnted around the.
Lo edges ‘of the cards™Jhe card’s edges also have a

- ferent

series’of numbered holes which represent the dif-
rts of the factors. Each of these factors
has a specific relationship with the Worker. Tralt

“‘Notches show the

01 01

- WORKER TRAIT,
GROUP NUMBER|

fies nlhsohe

har y ol nhnn Nol (b olathe

LITERARY ARTS

P P 1] R TN PIIN oy ||| ntlonescae allo ||||v ol

« GED )
\ : ¢ Preparation - .
v/.i.........."—._'...... :u....q-l (
o0 ) (] § 6567 0,319 )2 ABCDE ol
v ° . WORK ACTIVITIES ¢ - DECK .
T . . . 3 ) . ® B . ‘ “ . e : ' -
| — W . J e Lo . —e Worker Trait Group titl
Area -WTG number -;-»01_01 R . L . %~r’ ‘ p title
: © WORKER TRAIT| 1TEDAL / ~=el| ‘ N
cwmcumtl . LITERARY ARTS HN .
‘ : . ) -qg ||¢_- ||llnul-|_x -Ih-th Mk estbello () wlles nbliey s nolla ||||( nlye = :ﬁ
- ' e’ yHa ol ol Hal (il ultalhy gynello wllindus yTadio yllo oo - ’
wlianl | ) el ¢ Ml tue wollo wlleiho ylle whan Tol diibie wllalli-ctiha alol & °
. [ 24 g/ willa wlloalie ylla shon Bolahhs olloth. cpnotin sllaeytuollo nllonk m
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> Examples of . . \—@ptional holes forIndividual schools' use -
‘ : occupational. ‘ S . . .
Y : o, T subgroups '

: Groups This relatuonshlp is shown by a notch or
punch in the appropnate numbered hole. The«,
following example shows how one factor — the
. types of Work Activities —Arelates to the Worker o
Trait Group “therary Arts.” e

1
o
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facior’s-soeciflo relationship to WTG
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s
To identify the Worker Trait Groups reIated to a

particular part of a factor, a special needle is used.
to sort the deck o-_ ards. For example to sort the'

'& o L

-deck for Work Actlvuty No 8, Creatrve Thlnkmg,"»
* the sorting/needle would be mse?'fed in the hole

No. 8 of the Work Activities section.

~ Example - - <o .
v / -~ v
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“The cards having the hole of Work A‘ctivity.N’JS

- pu nched will fall from the deck. These cards repre-

 sent the Worker. Trait Groups involving Creative
Thinking.. The deck may be sorted ‘to ‘idenfify

- Worker Trait Groups related to each factor-part or

may be sorted to combine several.parts.

" The basic sorting techniques and the ditferent

'matlon Those optlonal hoIes prov:de you with the'1
flexibility of linking*other access varrables and in: -

. kinds of sorting logic are described in detail in the -

“Worker Trait Group Keysort Deck Instructions”
section of the Career Information System Guide.

. You should review these instructions and become '

familiar with the use of the cards prior to student,
orientation.

It is suggested that students be instructed on
the use of the cards in small groups. Each student
will'need a Career Information System Guide and
"a Worker Trait Group Keysort Deck. Once
students know how to hold the cards and use the.
needle, help them follow the specific mstructlons '
for one of the sortin
through the instructio
‘working with a new’ sor

each time students are

g factor, or students ,

ctors. You may wish to go -

may foIIow them on their own, requesting help as '

‘needed. -
-~ You should: note the' opt|onal holes on the bot-

" tom of the card:You may wish to relate the Worker

Trart Groyps to other clusterlng systems or |nfor-v
S .

-
—-
™

-

formatron to the decK»

uJorK _,
Ach\n Les .




