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PREFA"C

The North D.akota Occupational Model Plan should prcyvide every student

in the state whose career goal focuses on office employment the opportunity

to be vocationally prepared for some level of office work.

The achievement and attainment of success in pre-employment training

anu career exploration of each student is dependent on the innovation, know-

- ledge, skill, and methodology of the individual teacher. Lacking adequate

materials, howe\ier, even the most resource 1 teacher is handicapped.

As a result of the three-year Exemplary Program at the University of

North Dakota, funded by a grant from the North Dakota State Board for

Vocational Education, learning materials appropriate to an agriculturally

dominated

)

state have been developed. A major criterion was established,

Th411

--,

materials should be realistic, relevant, and meaningful for students

at every ability level. Additionally, the instruction packets should be

designed so that they would be used by teachers, no matter what type or

program, facilities, or equipment are available. Every teacher should

be able to implement the concept--beginners as well as "old pros," inno-

vative and creative, as well as the less resourceful.

After a year of deliberation, argument, frustration, and mistakes,

we finally agreed upon an old concept in a new dress. We decided to

develop a series of position simulation packets designed in such a manner

that students could work semi-independently. We called them OCCUPATIONAL

MODELS.

"An occupational model is a synthesis of activities performed by

An office worker in varying, sized offices in A single industry."
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CHAPTEA I

ORIENTATI 0 N
Do

'North Dakota Occupational Models have been developed from actual offices
and businesses in the state. THby 'seek to duplicate real jobs and Materialb-
of those companies, completewith pressure and decision-making activities.'
The instruction packets focus on the performance of production projects which
take place in the company. Thus the occupational model concept cansubstitute
or enrich the cooperative office experience. Rather than sending the student
out on the job, however, the job has been brought to the student.

Many Of the principles and procedures detailed in the North Dakota
Coordinator's Manual, Vocational Office Education for Tomorrow's World, are
applicable in the occupationd1 *model plan.

A variety of suggestions for orientation, career exploration, and imt .

plementation of the occupational model plan are presented in his book. Each
act-i'ty cited has been tried and found effective during the field-test ex-
perience. No one school has used them all, but every idea presented'has been
tried in some of the 18 pilot schools, and a number of examples have been used
in several programs. 4

The more closely the teacher intends the occupational model plan to sub-k
4

'stitute for on-the-job experience, the more he will wish to duplicate the co-
operative method. Therefore, frequent references to the ND Coordinator's
Manual are included;the citations referring to a particular PhaSe, Checklist,
and Form No.

OBJECTIVES OF OCCUPATIONAL MODEL INSTRUCTION FOR THE STUDENT

1. To integrate previously learned office skills and knowledge which
/6 will enable the student to become employable.

0
2. To acquaint the student with a range of career choices available

in North Dakota based offices and businesses.
,

3. To provide suffitient proficiency so that, once employed, the
student may retain and advance on the job.

4. To pirovide the studkt with a.variety of office pOsitilns so that
the student may explore and evaluate hiS career goals in the light
of the office cluster.

5. To close the gap between a student's perceptions of office work
as a career and the reality as exemplified by North Dakota offices.

10
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OBJECTIVES OF OCCUPATIONAL MODEL INSTRUCTION FOR THE TEACHER

1. can be used by all*business teachers in the state.

2. Are appropyiaee f omplementing, supplementing, or substituting
fpr cooperative wor xperience programs.

.-
. .

3. Are appropriate for complementing and supplementing the education
and training students,heve received in basic skill courses.

/sr

4. Are appropr/iate i.61- complementing and supplementing occupational

guidadce '(career exploration within the office cluster); so that
the teacher has meaningful materials with which to expose students
to a variety of companies. Teachers can instill an understanding
of the employment opportunities within the state, as well as

helping studentsgain an awareness of what they want to do, and
don't 'want to do.

MHO* OF'INPLEMENTATION

Office education classes using occupational models may be organized under .

the individualized instruction plan, the rotation plan, thebattery plan, the
supplementary plan with cooperative work experience,, and the full-scale
simulated office plan. The career exposure approaCh is integrated throughout
every plan.

Individualized Instruction. The student may work on his own, at his
own pace, in the simulated company and on the position of his choice.
Ad advanced proficient student progressing at his own rate, even with .

the addition of the contingency tasks,'might conceivably cover 8 - 10
models in one year (4 - S in one semester); while the slower student
could be allowe'd, to spend a longer period of time on each model and
complete' only a few, thus gai3ting a feeling of successful achievement.'

The flexibility of the occupational modejnstructional plan provides
the teacher the opportunity of helping each,student achieve according
to his own level of interest,and ability, and within his particular
career'goal limitations.

When thi1 plan is implemented, the teacher may find he becomes better
acquainted with each student.. Arid his range of abilities. This, in turn,
should aid the teacher when he ready to assignor help the student
select--the next mode].

Rotation Plan. The average working time for most models is approximately
20 hours--two weeks for a two-hour block program; 4-5 Weeks, Or a 45
50 minute, one-hour block program. Therefore, the teacher may wish to
keep all studentS on a regular rotating-schedule with a set completion
time. With this plan, students work on a certain model for a given
length of time and then shift to another model, just as they'would in
an office machines class.

-0
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Battery Plan. All students work on the same model at the same time.
Having a number of models ofone kind is important in order to imple-
ment this concept. The teacher would have to duplicate enough kits
for each student, since there must be enough kits for the,entire
group to operate as a class. This plan lends itself to a "practice

Set" type experitnce. During the field test, it was found that
students tend More to compete--wondering if they are "keeping up" as
fast as others--rather than gaining the office atmosphere concept
whereby office employees work on differint types of things at differnet
speeds.

Supplement to Cooperative Work Experience. Under this plan, a student

selects a model that is similar in both company and position tobis
community'work station. The model activity can be conducted either

priorto, or concurrent with, the job experience.

Simulated Office Plan. There are a variety of ways this plan can be

implemented. To understand the flexibility from the simplified to
the complex approach, refer to the section of this book, entitled
'Full-Scale Simulated Office," page 55.

Career Exposure Concept. This approach is integrated throughout every

:type of plan and with every phase.

If a student ha4 a'eareer goal of working in a parilcular type of

industry or business, but does not knowWhat his specific positional
aptitude is, he might select several occupational models within med.

type of company, such as banking, insurance, the medical field,

. agriculture, and so on, rotating on a variety of position categories.
a 4V

On the other hand, if thestudent knows he would like to be a.
/,

secretary or bookkeeper, but cannot decide what type of office he

prefers, he could choose secretarial or bookkeeping position models

in several different types of firms and fields.

TIME LENGTH FOR INDIVIDUAL. PROJECTS

Occupational model project time estimates (in SUpervisor's Kit for all

24 models) are based on the formula that if the actual office worker pekormed-

the activity in 45 minutes, the avera length of time spent by tilt student

would be equal to two (2) hours. Subsequent to the pilot test, some pr6ject

time estimates were revised. It was found that the first two or three projects

of any given model take the new employee a little longer tocomplete. Once he,

is familiar with the job, he will generally work through the given projects at

a faster rate.

Both teachers and students are accustomed to classroom projects that fit

neatly into a class period and/or designated time slot. Offices do not work

thiS .way. A project may last'half a class period or may take.three.or four

days to Accomplish. A number of model projebts are long. $.ince projects were

designed directly from NI) office workers' actual duties, in some cases there

was no way to limit project length and still maintain realism.
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The time 'estimates in the Supervisor's Kit for each project reflect the

average time for students to complete a project. While the Leacher occasionally

may establish office deadlines to simulate a rush job with selected students,

the teacher should not use the time estimate as a classroom deadline. Sug-

gestions for developing the office environment regarding time include:

1. "Leave the job in the office." Students do not use models as

homework.

2. Students clear their desks at the end of the wo'

izing that the next day they will continue wits

projects. A

real-

OCCUPATIONAL riejEL TERMINOLOGY

Th, followit,g terms are used throughout this book in referring, to the

occupational modelsinstructional plan.

1. Accept/Reject Form - This form appears in the Supervisor's Kit. It

is a checklist for the supervisor to keep a record of each employee's

work as he proceeds through model projects.

2. Briefing Sessions - Initial planning sessions. Students brain-storm,

plan, 'ntplement, arrange, devise, etc.

3. Company Manual - This manual appears in the EmplOyee's Kit only. The

supervisor may wish to review this with new employees.: It informs

the.worker of the company's history, purpose, operations, employee

policies, organizational structure, and pertinent personnel with whom

he wig. work. Job description and employee qualifications are alsb

included.

4. Contingency - Additional projects, provided to give more realism and

perhaps more difficult and in-depth activities to the models.- They-

are located in the Superrvisor's Kit, so the employee need never see

them unless and until the office supervisor leaves one in the employee's

in-basket.

5. De-briefings - Similar to office meetings. Small or lore group

sessions. Employees engage in evaluation of the office; their jobs;

human relations problems; plans, suggestions for change; etc.

6. Employee - (Student) Once "hired," students became employees ".

Teachers are encouraged to look upon their "former" students as

office mrkers; and to also encourage workers to consider one

another as "fellow employees."

7. Employee's Kit - This contains the Supply List, Performance Goals, a

Self-Evaluation form, the Company Manual, the Procedures Manual, and

,the Employee's, Manual (with project instructions).

8. FormatiVe Evaluation - May be objective or subjective; may be graded
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or ungraded; may be formal or informal. Basic differentiation between
formative and summative is that the formative is an in- process, measure
of checking where the student is, compared to where he should be. There

is still time to provide remedial instruction (for the entire class or

elected individuals). The term, as its name implies, still
time for further., formation of habits, skills, and knowledge.

9. Hired-Fired-Transferred - After a student has applied for work in a
particular company and it appears to the teacher this is a good choice,

he is "hiree (assigned) to that job. Because of lack of ability,

poor attitude, etc. he might,be "fired" .1.-emoved from the model); or

he could be "transferred" to ;mother company or position.

10. In-Service Training Similar to company on-the-job training sessions.

Synonymous- with "classroom instruction on OF units." Can be refresher

courses or new unit instruction.

11. Internal Office - Office' procedures such as central files and stpplies,

payroll system, etc. Functions with classroom positions; develops

interaction among workers, work flow, etc./

12. Job or Position - Synonymous with model. When a student's job or

position, for example, is "Bookke-per in the Nokato State Bank," it

means he is working on that particular model.

13. Office - Synonymous with classroom. Once students are hired, they

become employees ,and the classroom should function as an office.

14. Performance Goals Each model contains its own set of performance goals,

located in the front of the Employee's Kit. The teacher might wish to

allow students to look these over before they "apply for work." Both

employee and supervisor may use these goals, at the end of the model as

an evaluation-guide in-cons-idering-whether-the employee has accomplished

the goals of this wo'-k pos i t ion.

15. Procedures Manual - This manual appears,in the Employee's Kit only.

The supervisor will uc-t to have a ,general knowledge of its contents.

This manual contains all the information the employee should need to

understand his job. It simulates the company files, or details that

a fellow employee would share with a new member of the team during an

"orientation to the job' se:zsion. When in doubt, the employee should

always Procedures Mutual before asking questions of either

the office !wpervi,-;or or a fellow worker:

16. Project - Individual activities which the employee must perform in

his jik. These ri.)v he daily routine task';, duties that are integrated

with other duties', or isolated one-time-only re,Tonsibilities. Each

model contain trem 10-20 projects, depending on thc difficulty and

length of the proiect inc luded in that 'position; as well as the ability

level of the model.

1:1
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17. Self-Evaluation Form This form is located in the Employee's Kit,

directly behind the Performance Goals. The teacher may not always

wish the student to evaluate himself. If so, however, the employee

should look over the performance goals upon being hired, project his

own goals for this job, and subsequently evaluate himself at the end.

18. Subjective Evaluation Form This evaluation sheet is provided in the

Supervisor's Kit so that the supervisor may evaluate the employee's

performance in terms of attitude, cooperation, attendance, use of

supplies, etc.

19. Summative Evaluation - A summing up. This may be an end-If-unit test;

or an erid-of-Course measurement of the student's final grasp (or

growth) toward the established and expected objectives and standards.

20. Supervisor - (Teacher) The teacher must change roles,.even in his own

mind. Once the occupational model instruction begins, he is no longer

a teacher, but is now the Office Supervisor.

21. Supervisor's Kit - Each model containes two separate parts. One kit

for the teacher, and one for the student. The Supervisor's Kit contains

evaluation sheets--both objective and bjective--correct forms and

copies of correspondence, and other instructions that an office

supervisor would otherwise know. Supply lists, supply forms, and

contingencies are also included.

22. Transmittal Form - This form is used in nearly every model. (The

Telephone Clerk transmits information to the supervisor via the

telephone.) It is similar to the "routing slip" used in many offices;

however, in the occupational model instruction plan it simulates the

action of the employee in distributing completed work. It indicates

to whom (or to which department) work is sent once the employee com-

pletes the project. Each form should be correctly and completely

filled ont by the employee so tiiai the supervisor knows the employee

understands the correct distribution. In many cases, for instance,

a number of correspondence or form copies are prepared; but each copy

is transmitted to a different person or department within the company.

23. Working Papers - incoming mall forms, sales tickets, checks, bills,

invoices, etc. Various calculations and verifications may be per-

formd relating to these materials; or they may be filed following

posting and recording procedures, Working papers should he removed

from (AIL to tii7,V, and filed in labeled folders or envelopes

re.:ay for ut,e prior to model activity.

14 .
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PRE-REQUISITES

There are basically two pre-requisites for the student entering the

occupational model instruction plan:

1. At least a one-year course in typewriting.

2. Office practice units involving: office machines, filing, record-
,

keeping, production typewriting, etc.

Previous instruction in shorthand and bookkeeping is desirable, but not

necessary. Machine transcription can be substituted for shorthand dictation;-

or the teacher may allow the student to type rorresporidence and reports from

rough-draft or script copy.

Models provide a capstone experience. They are not basic instructional

texts; nor are students xpected to have bad all of the prior training needed

in order to cope with the model pcu;itions, It -is the teacher's responsibility

through either pre - training, or during interim periods as the need arises, to

introduce instruction. This could be done through the presentation of units

(see page 19) and can be conducted on an individual or group instruction basis.

Bookkeeping models, for example, contain the job activities themselves,

not instructional details. Teachers are encourac.,ed to stress the importance

of legible handwriting, heed Lc he'' posting, up-dated, procedures for

posting to journals"and lcdgLrs,

OFFICE EXPERIENCE

After working through wriou.= 9ccua,:ti.-al models, the student will have

gained experience in the foll,-wing office as they relate to specific

jobs:

1. Typewriting' correspondence, Forms, rough-draft, composing,

chat

2. Shorthand: office style dictation, typing mailable transcripts

3. Record-keepto),: s,'xIting to le,d,;ers, forms, accounts; bank deposits,

h,stt7 cahh, xt-ending invoices, balancing accounts,

4. Handwriting: clerical actiities are done in rough draft

dith pencil, or final posting with pen.

5. Machine Dictatio.

& Transcribin,A:

c' ,c dictation, machine operation; in some

(a,( gain experience in actual dictation.

6. Duplicating: preharntion or masters, stencils, thermofax; re-

produHng, ahl machine operation.

AP*
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7. Office Machines: adding machines, calculators, reproducing machines,

and copiers.

8. Filing: alphabetic, numeric, subject, geographic; tickler,

preparation of materials, retrieval, etc.

9. Telephone: office operation, procedures, techniques, keeping

of records pertinent to telephone

10. Mail Handling: correspondence, distribution, classification,

incoming, outgoing, packaging, etc.

11. Office Supervision: making own decisions, self-discipline, responsibility,

follow through, supervising people and activities.

tk

if;
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TEACHER'S PREPARATION

The teacher should:

1. DETERMINE PROVISION FOR office supplies, duplication of needed forms

and materials from kits; plus envelopes, carbon paper, copy paper,

ditto or stencil masters, duplicating paper, etc. (stildents,

school, class, department provide, etc.) Have theseready for use

BEFORE work begins.

2. BE AWARE OF EQUIPMENT NEEDS - Have readily available'for employee

use, or make prior arrangements for adapting., !copying

projects - use of copiers, duplicating equipment, or both)

3. PREPARE WORKING PAPERS - A majority of the models contain working .

papers.
(Examples: ..inComing checks from customers, invoices, receipts, bills,

sales tickets, mail, forms'and other records)

Betause maWof these forms are small, they aie r 'several to a

page.

In order to provide the employee with a realistic office experience,

these forms should be removed from the kits and cut into proper size.

They can be filed in labeled packets and made available as required.

The teacher may use this preparation as a learning experience (filing,

etc.) for students\priol to model activity. A class other than, he OE

might be allowed to\preplre materials.

4. DETERMINE CORRESPONDENCE-HANALINT-TROCEDURE - dictation live, by tape,

prepared transcription belts, or pared tough drafts. (Letters are

in Supervisor's Kit)

5. MAKE DECISIONS LEFT TO SUPERVISOR'S DISCRETION - and explain during

the orientation period with employees: i.e" as follows:

a. are carbon copies to be corrected?

b. hbw are supplies handled (inventoried, filed, distributed)?

c. how should projects be transmitted?
(in-out basket at supervisor's desk/in-out baskets at employee's

desks)

d. what constitutes "Mailability"? (Accept/Reject)

e. correction method (erasing, liquid correction, etc.) ,

6. DETERMINE - how many and which evaluation sheets will be used

a. Self-Evaluation. If used, the supervisor should determine the

follow-up procedure.

b. Subjective-Evaluation. If used, the supervisor should determine

follow-up procedure.

/Oa
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c. Employee Check-List (Accept/Reject Sheet). Supervisor uses for

checking completed projects.
d. Grading and/or evaluation method.

e. Explain to students and/or let them help decide.

7. CONTINGENCY USAGE Determine if and how these additional projects

will be used. Examples as follows:

I. extra - added at the end of the Model (for exceptional students)

*b. substitute for some other projects) (any student)
*c. insert as "rush" jobs (any student)

*Simulate "Office Pressure." ADD-in the middle of otter work, with a rush

deadline.
It is recommended that office-pressure deadlines be added only after employees
have experienced a degree of self-confidence on their job; end /or with students
who evidence the ability to cope with this increased responsibility.

HOW TO ASSUME THE SUPERVISOR'S-ROLE

The teacher must "change roles" even in his own mind:

The teacher is no longer a teacher - but is now the OFFICE SUPERVISOR.

Suggestions for assuming this role: -

1. Transmit remarks to employees in person or on the transmittal form.,

a. Avoid making corrections for students on correctible copy.

b. Avoid use of a red pen or pencil.

c. If letters and materials have correctible errors, list these
on the transmittal form and return to employee for correction.

d. If letters and materials are acceptable (mailJble), sign them.
(signer may wish to develop a different handwriting for each
officer or dictator in the company)

2. Use the Employee Evaluation Sheet, marking the Accept/Reject columns

and Remarks column.

3. Indicate on items which have first been rejected that they are
corrected and have been accepted.

4. See that employees follow through; i.e., correct errors quickly,

prepare materials for mailing, place in out-going mail basket.

5. THINK OF YOURSELF AS THE EMPLOYER. Would you ask employees to use

extra supplies and add to the production time in order to have a

letter redone when a careful correction would, in fact, make it

"mailable."
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-11-

EXAMPLE: Suggest future changes on the transmittal form.
Certain instances may be mailable; however, you
want students to use a form or style which is

different and preferable to you.

Such as: Mr. and Mrs. John Jordon
1643 N. Cherry Avenue
Grand Forks, ND 58210

On Transmittal Form you might accept this addressstyle
but ask that hereafter the employee type out the word

North.

See next page for example.
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DATE

TO.

-12-

THE UNITED HOSPITAL

TRANSMITTAL FORM

December 9, 1971

Mrs. Ruth Jacobsen

TITLE or DEPT.

COMMENTS:

n-Service Education Coordinator

Letter to Portex Division

for signature

:FROM
(Employee's Name)

TITLE or DEPT.
In-Service Secretary

20



www.manaraa.com

I

CHAPTER TI

SUGGESTED ACTIVITIES'
FOR

IMPLEMENTATION AND ENRICHMENT
17:

, Full-scale model office simulation, individualized'instructiori, cooperative

work experience complement, career exploration--all. have found expression in a

-

program that, through the field-test/experiment, seems to have almost endless'

flexibility.

From initial job applications and interviews, through 'supervising the

student on the job, publicizing the vocational program in the school and community,

on to the final evaluation stage, many teachers are already discovering the

versatility North.Dakota Occupaiional Models'can provide.

/

-
. .

..

Presented on the following pages are many suggested activities. No one

teacher or program will want to implement all of them. They are provideefor

your:use because other teachers in. North Dakota found. them successful.

You, too, will no doubt originate many ways to implement the occupational

model plan. Perhaps there will never be two semesters alike. There will surely

be no two programs identical in operation.

You need not be concerned that your students are not all vocationally com-

petent when they begin the:program. They have the basic prerequisites. The

occupittional model plan is a learning experience. Though still in the classroom,

students are on the job; yet you have full control. Despite all of your pre-

.

planning and orientation activities, it may be necessary throughout the program

to adjust pre-conceived plans. The occupational model program allows all the

flexibility you wish to initiate.- Make whatever adjustmelits seem necessary- -

and then make them again next month if needed.

-13-

r --

a.

21
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m
p
a
n
y
'
s
 
f
i
l
e

?
r
i
d
 
u
r
o
c
e
d
u
r
a
l
 
i
n
f
o
r
m
a
t
i
o
n
;

p
l
u
s
 
d
e
t
a
i
l
,
:
 
o
f
 
h
o
w
 
t
o
 
f
i
l
l
 
o
u
t

f
p
r
m
s
,
'

c
o
r
r
e
s
p
o
n
d
e
n
c
e
 
s
t
y
l
e
s
;
 
a
d
d
r
e
s
s
 
l
i
s
t
;
 
e
t
c
.

.

E
x
p
l
a
i
n
 
t
h
a
t
'
 
i
n
d
i
v
i
d
u
a
l
 
p
r
o
j
e
c
t
s
 
i
n

t
h
e

E
m
p
l
o
y
e
e
'
s
 
M
a
n
u
a
l
 
a
r
e
 
a
c
t
i
v
i
t
i
e
s
 
t
h
a
t
 
t
h
e

o
f
f
i
c
e
 
w
o
r
k
e
r
 
w
o
u
l
d
 
p
e
r
f
o
r
m
.

P
t
o
j
e
c
t
 
i
n
-

-
s
t
r
u
c
t
i
o
n
s
 
s
i
m
u
l
a
t
e
 
a
n
 
e
m
p
l
o
y
e
r
'
s
.
 
d
a
i
l
y

w
o
r
k

r
e
q
u
e
s
t
s
.
-
,

D
u
r
i
n
g
 
t
h
e
 
p
i
l
o
t
 
t
e
s
t
;
 
t
h
o
s
e

s
t
u
d
e
n
t
s
 
w
h
o
 
g
a
i
n
e
d
 
t
h
e

*
\
m
o
s
t
 
f
r
o
m

o
d
d
-
m
o
d
e
l
s
-
w
e
r
e

t
h
o
s
e
 
w
h
o
 
h
a
d
,
 
b
e
e
n
 
a
d
e
q
u
a
t
e
l
y

p
r
e
p
a
r
e
d
.

(
p
r
i
o
r
 
t
o
 
b
e
g
i
n
-
.

n
i
n
g
 
o
c
c
-
m
o
d
e
l
 
w
d
t
k
)
'

D
e
s
c
r
i
b
e
 
t
h
e
 
p
u
r
p
o
s
e
-
o
f
 
I
n
-
S
e
r
v
i
c
e
T
r
a
i
n
i
n
g
,

(
i
f
 
u
s
e
d
)
,
 
a
s
 
a
 
m
e
t
h
o
d
 
o
f
 
"
l
e
a
r
n
i
n
g
 
,
a
n
d
/
o
r

r
e
v
i
e
w
i
n
g
 
b
a
s
i
c
 
s
k
i
l
l
S
/
k
n
d
W
l
e
d
g
e
"
 
n
e
e
d
e
d

'
b
e
f
o
r
e

w
o
r
k
i
n
g
t
h
r
o
u
g
h
-
s
o
m
e
 
m
o
d
e
l
s
.

(
A
d
v
a
n
c
e
d
 
o
r

C
h
a
l
l
e
n
g
i
n
g
 
M
o
d
e
l
s
r
-
l
a
b
e
l
e
d
 
a
n
d
 
d
e
s
c
r
i
b
e
d
 
i
n

A
p
p
.
 
-
-
 
r
e
q
u
i
r
e
`
 
a
b
o
v
e
 
-
a
v
e
r
a
g
e
 
p
r
6
f
i
'
C
i
e
n
c
y
.
a
n
d

i
n
 
s
o
m
e
 
.
c
a
s
e
s
,
 
a
,
p
r
e
-
r
e
q
u
i
s
i
t
e
 
i
n

b
o
o
k
k
e
e
p
i
n
g

'
o
r
 
r
e
c
o
r
d
-
k
e
e
p
i
n
g
)
.

'

B
r
i
e
f
i
n
g
s
-
-
s
t
u
d
e
n
t
 
c
a
n
 
p
r
o
v
i
d
e
 
i
n
p
u
t
.

D
e
s
c
r
i
b
e

(
a
n
i
i
d
e
t
e
r
m
i
n
e
-
T
-
w
i
t
h
 
s
t
u
d
e
n
t
 
i
n
p
u
t
 
i
f

D
u
r
i
n
g
 
t
h
e
 
p
i
 
o
e
t
e
s
t
,
 
t
h
o
s
e
'
'
,

s
t
u
d
e
n
t
s
 
w
h
o
 
w
e
r
e
 
t
a
u
g
h
t
 
h
o
w

t
o
 
u
s
e
 
t
h
e
 
P
r
o
c
e
d
u
r
 
s

M
a
n
u
a
l

f
o
u
n
d
 
i
t
 
m
o
s
t
 
e
f
f
e
c
 
i
v
e
.

S
t
u
d
e
n
t
s
 
m
u
s
t
 
u
n
d
e
r
s
t
a
n
d
 
t
h
a
t

t
h
e
 
p
c
d
-
m
o
d
e
l
 
k
i
t
s

s
i
r
e
 
N
O
T

t
e
x
t
-
b
o
o
k
s
,
 
n
o
r
 
p
r
a
c
i
t
i
c
e

s
e
t
s
.

0

D
e
t
a
i
l
e
d
 
'
 
=
h
o
w
 
-
t
o
"
 
t
e
a
c
h
i
n
g

i
n
s
t
r
u
c
t
i
o
n
s
 
a
r
e
 
n
o
t
 
i
n
c
l
u
d
e
d

i
n
 
p
r
o
j
e
c
t
s
.

T
h
e
 
w
o
r
k
e
r
-

m
u
s
t
 
c
o
n
d
u
l
t
-
t
h
e
 
P
r
o
c
e
d
u
r
e
s

M
a
n
u
a
l
,
 
a
 
r
e
f
e
r
e
n
c
e
 
b
o
o
k
,
 
t
h
e

O
f
f
i
c
e
 
S
u
p
e
r
v
i
s
o
r
,
,
a
 
c
o
-
w
o
r
k
e
r
;

o
r
 
m
a
k
e
 
h
i
s
 
o
w
n

d
e
c
i
s
i
o
n
s
.

S
e
e
 
p
p
.
 
3
6
-
4
6
 
f
o
r
 
u
s
e
 
o
f
 
f
o
r
m
s

l
a
n
d
 
e
x
a
m
p
l
e
s
.

.1
g %

a-
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.
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.

Wed.
-
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-
O
F
F
I
C
E
 
E
D
U
C
A
T
I
O
N
 
U
N
I
T
S

S
U
B
J
E
C
T

P
U
R
P
O
S
E

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

B
r
u
s
h
-
u
p
,

R
e
v
i
e
w

I
n
t
r
o
d
u
c
t
i
o
n
 
o
f

N
e
w
 
U
n
i
t
s

f

P
r
e
p
a
r
e
,
 
f
o
r
 
w
o
r
k

d
i
k

o
n
 
0
c
c
-
 
M
o
d
e
l
s

rs
.

D
e
v
e
l
o
p
 
s
k
i
l
l
 
a
n
d

k
n
o
w
l
e
d
g
e
 
t
o
w
a
r
d
 
a
n

O
F
F
I
C
E
 
C
A
R
E
E
R
.

*
 
D
r
i
l
l
 
a
n
d
 
b
r
u
s
h
-
u
p
 
a
c
t
i
v
i
t
i
e
s
 
r
e
l
a
t
e
d

t
o
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
t
o
p
i
c
s
:

t
y
p
i
n
g

s
h
o
r
t
h
a
n
d

m
a
c
h
i
n
e
 
.
t
r
a
n
s
c
r
i
p
t
i
o
n

g
o
o
d
 
h
a
n
d
w
r
i
t
i
n
g

s
p
e
l
l
i
n
g
,
 
g
r
a
m
m
a
r

a
d
d
i
n
g
/
c
a
l
c
u
l
a
t
i
n
g
 
m
a
c
h
i
n
e
s

d
u
p
l
i
c
a
t
i
n
g
 
p
r
o
c
e
d
u
r
e
s

r
e
c
o
r
d
 
-
 
k
e
e
p
i
n
g
 
p
r
o
c
e
d
u
r
e
s

S
o
m
e
 
o
f
 
t
h
e
 
a
b
o
v
e
-
n
a
m
e
d
 
m
i
g
h
t
 
b
e
 
n
e
w

t
o
 
a
l
l
 
o
r
 
s
o
m
e
 
s
t
u
d
e
n
t
s
.
 
*
O
t
h
e
r
 
t
o
p
i
c
s

m
i
g
h
t
 
i
n
c
l
u
d
e
:

m
a
i
l
 
h
a
n
d
l
i
n
g

c
o
r
r
e
s
p
o
n
d
e
n
c
e

o
f
f
i
c
e
 
s
t
a
n
d
a
r
d
s
 
(
m
a
i
l
a
b
i
l
i
t
y
;
 
e
t
c
.
)

f
i
l
i
n
g

f
o
r
m
s
 
t
y
p
i
n
g

a
t
t
i
t
u
d
e
s
,
 
b
u
s
i
n
e
s
s
 
e
t
h
i
c
s

t
e
l
e
p
h
o
n
e
 
t
e
c
h
n
i
q
u
e
s

f
o
l
l
o
w
i
n
g
 
i
n
s
t
r
u
c
t
i
o
n
s

a
p
p
l
y
i
n
g
 
f
o
r
 
a
 
j
o
b

S
e
e
 
P
r
e
-
T
e
s
t
i
n
g
 
S
c
o
r
e
s
w
o
r
k
'

,

c
a
n
 
b
e
 
i
n
d
i
v
i
d
u
a
l
i
z
e
d
,
 
o
r

t
o
t
a
l
 
c
l
a
s
s
 
i
n
v
o
l
v
e
m
e
n
t
,

d
e
p
e
n
d
i
n
g
 
o
n
 
t
h
e
 
n
e
e
d
s
.

T
o
p
i
c
s
 
f
o
r
 
i
n
t
r
o
d
u
c
t
i
o
n
 
c
a
n

b
e
 
c
o
r
r
e
l
a
t
e
d
 
w
i
t
h
 
s
t
u
d
e
n
t

c
h
o
i
c
e
 
o
f
 
o
c
c
-
m
o
d
e
l
s
 
a
n
d

b
a
s
e
d
 
o
n
 
t
h
e
 
s
k
i
l
l
s
 
a
n
d

k
n
o
w
l
e
d
g
e
s
 
w
h
i
c
h
 
w
i
l
l
 
b
e

u
t
i
l
i
z
e
d
.

(
S
e
e
 
A
p
p
e
n
d
i
x

f
o
r
 
m
o
d
e
l
 
d
e
s
c
r
i
p
t
i
o
n
s
)

*
 
S
u
c
h
 
u
n
i
t
s
 
c
a
n
 
b
e
 
t
a
u
g
h
t
 
i
n
d
i
v
i
d
u
a
l
l
y
 
o
r
 
i
n
 
g
r
o
u
p
s
 
a
t
 
a
n
y
t
i
m
e
 
d
u
r
i
n
g
 
t
h
e
 
s
e
m
e
s
t
e
r
 
o
r
 
y
e
a
r
.

I
n
-
S
e
r
v
i
c
e
 
T
r
a
i
n
i
n
g

a
t
 
d
e
s
i
g
n
a
t
e
d
 
t
i
m
e
s
 
m
i
g
h
t
 
b
e
 
s
c
h
e
d
u
l
e
d

d
u
r
i
n
g
 
i
n
t
e
r
i
m
 
p
e
r
i
o
d
s
 
(
b
e
t
w
e
e
n
 
m
o
d
e
l
s
)
;
 
o
r
 
s
e
t
 
u
p
 
a
s
 
a
 
r
e
s
u
l
t

o
f
 
c
l
a
s
s
 
d
e
-

b
r
i
e
f
i
n
g
s
.

I
n
d
i
v
i
d
u
a
l
 
w
o
r
k
e
r
s
 
m
a
y
 
h
a
v
e
 
s
p
e
c
i
a
l
 
n
e
e
d
s
;
 
a
n
d
 
t
h
e
s
e
 
t
o
o
,
 
m
i
g
h
t
i
n
d
i
c
a
t
e
 
t
a
k
i
n
g
 
a
 
b
r
e
a
k
 
f
r
o
m
 
t
h
e
 
j
o
b
,

f
o
r
 
i
n
-
s
e
r
v
i
c
e
 
t
r
a
i
n
i
n
g
 
i
n
 
o
r
d
e
r
 
t
o
 
b
e
c
o
m
e
 
m
o
r
e

f
a
m
i
l
i
a
r
 
w
i
t
h
 
n
e
c
e
s
s
a
r
y
 
s
k
i
l
l
s
 
a
n
d
 
k
n
o
w
l
e
d
g
e
.
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C
L
A
S
S
R
O
O
M
 
B
E
C
O
M
E
S
 
"
A
N
 
O
F
F
I
C
E
"

S
U
B
J
E
C
T

P
U
R
P
O
S
E

,
S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

S
t
u
d
e
n
t
 
I
N
P
U
T

I
n
t
e
g
r
a
t
e
 
O
E

U
n
i
t
s

D
e
v
e
l
o
p
 
s
t
u
d
e
n
t

e
n
t
h
u
s
i
a
s
m
,

i
n
t
e
r
e
s
t
,
 
a
n
d

u
n
d
e
 
r
t
 
t
a
n
d
i
n
g

"
O
f
f
i
c
e

E
n
v
i
r
o
n
m
e
n
t
,
"

"
S
u
p
p
l
i
e
s
"

"
F
i
l
e
s
"

"
R
e
c
o
r
d
-
 
k
e
e
p
i
n
g
"

"
F
o
r
m
s
 
C
o
n
t
r
o
l
"

"
M
a
i
l
 
H
a
n
d
l
i
n
g
"
 
-

"
T
i
m
e
-
 
C
a
r
d
s
"

"
P
a
y
r
o
l
l
"

"
E
t
h
i
c
s
"

*
 
S
e
e
 
p
p
.
 
5
9
-
6
7
-
-
F
O
R
M
S
 
e
x
a
m
p
l
e
s

B
r
i
e
f
i
n
g
 
S
e
s
s
i
o
n
s

R
e
a
r
r
a
n
g
e
 
d
e
s
k
s
 
a
n
d
 
e
q
u
i
p
m
e
n
t

P
r
e
p
a
r
e
 
c
o
m
p
a
n
y
 
s
u
p
p
l
i
e
s

C
e
n
t
r
a
l
 
S
u
p
p
l
y
 
C
l
o
s
e
t
 
a
n
d
 
C
o
n
t
r
o
l

S
y
s
t
e
m

D
e
s
i
g
n
 
a
n
d
 
d
u
p
l
i
c
a
t
e
 
n
e
e
d
e
d

f
o
r
m
s
*

S
o
t
 
u
p
 
f
i
l
e
s
-
-
i
n
d
i
v
i
d
u
a
l
 
a
n
d
/
o
r

C
e
n
t
r
a
l
 
F
i
l
e
s

P
r
e
p
a
r
e
 
w
o
r
k
i
n
g
 
p
a
p
e
r
s
,
 
l
a
b
e
l
 
a
n
d
 
f
i
l
e

I
n
-
O
u
t
 
b
a
s
k
e
t
s

N
a
m
e
-
p
l
a
t
e
s
 
f
o
r
 
d
e
s
k
s

O
u
t
g
o
i
n
g
 
M
a
i
l
 
B
o
x

T
i
m
e
 
c
a
r
d
s
,
 
(
t
i
m
e
 
c
l
o
c
k
7
-
r
e
a
l
 
o
r

s
i
m
u
l
a
t
e
d
)

P
a
y
r
o
l
l
 
s
y
s
t
e
m
*

S
t
u
d
e
n
t
s
'
 
p
r
o
v
i
d
e
 
I
N
P
U
T
,

t
e
a
c
h
e
r
 
'
a
k
e
s
 
b
a
c
k
 
s
 
a
t
.

C
o
o
p
e
r
a
t
e
 
w
i
t
h
 
f
e
l
l
o

t
e
a
c
h
e
r
s
.

C
u
t
,
 
s
t
a
c
k
,
 
c
o
u
n
t

i
n
v
e
n
t
o
r
y

C
o
m
p
a
n
y
 
s
u
p
p
l
i
e
s

Y
o
u
r
"
o
w
n
 
s
u
p
p
l

f
o
r
m
s
*

(
d
e
v
e
l
o
p
e
d
 
w
i
 
h
i
n
 
y
o
u
r

p
a
r
t
i
c
u
l
a
r
o
d
f
i
c
e
;

i
.
e
.
,

S
u
p
p
l
y
 
R
e
q
u
i
s
i
t
i
o
n
,

I
n
v
e
n
t
o
r
y
 
S
h
e
e
t
s
,
 
T
i
m
e
-
C
a
r
d
s
,

P
a
y
r
o
l
l
,
 
e
t
c
.
)

C
o
v
e
r
 
b
o
x
e
s
 
w
i
t
h
 
c
o
n
t
a
c
t

p
a
p
e
r

M
a
d
e
 
b
y
 
s
t
u
d
e
n
t
s

C
o
v
e
r
e
d
'
-
 
-
m
a
i
l
 
o
n
c
e
 
d
e
p
o
s
i
t
e
d

s
h
o
u
l
d
b
e
 
a
c
c
e
s
s
i
b
l
e
 
t
o

t
S
d
p
e
r
v
i
s
o
r
 
o
r
 
o
f
f
i
c
e
 
m
a
n
a
g
e
r

o
n
l
y
'

S
i
m
u
l
a
t
e
s
 
a
t
t
e
n
d
a
n
c
e
,

p
u
 
c
t
u
a
l
i
t
y

S
i
 
u
l
a
t
e
s
 
g
r
a
d
i
n
g
 
o
r

v
a
l
u
a
t
i
o
n

O
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C
L
A
S
S
R
O
O
M
 
B
E
C
O
M
E
S
 
"
A
N
 
O
F
F
I
C
E
"
 
(
c
o
n
t
i
n
u
e
d
)

S
U
B
J
E
C
T

P
U
R
P
O
S
E

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

E
s
t
a
b
l
i
s
h
 
O
f
f
i
c
e

R
u
l
e
s
 
a
n
d

P
r
o
c
e
d
u
r
e
s

D
U
A
L
 
P
U
R
P
O
S
E
:

E
s
t
a
b
l
i
s
h
 
o
f
f
i
c
e
 
r
u
l
e
s
 
a
n
d

(
1
)

S
t
u
d
e
n
t
s
 
g
a
i
n

p
r
o
c
e
d
u
r
e
s

b
e
t
t
e
r
 
u
n
d
e
r
s
t
a
n
d
-

i
n
g
 
o
f
 
"
a
c
t
u
a
l

o
f
f
i
c
e
"

(
2
)

T
e
a
c
h
e
r
 
g
a
i
n
s

c
l
e
r
i
c
a
l
 
a
n
d

c
l
a
s
s
r
o
o
m

"
a
d
m
i
n
i
s
t
r
a
t
i
v
e
"

h
e
l
p

*
 
E
s
t
a
b
l
i
s
h
 
"
O
f
f
i
c
e
 
P
o
s
i
t
i
o
n
s
"
-
 
-

c
o
u
l
d
 
b
e
 
a
n
y
 
n
u
m
b
e
r
 
f
r
o
m
 
1
-
3

s
t
u
d
e
n
t
 
p
o
s
i
t
i
o
n
s
.

T
h
e
s
e
 
c
a
n
 
b
e

r
o
t
a
t
i
n
g
.
o
r
 
a
p
p
l
i
e
d
-
f
o
r
 
p
o
s
i
t
i
o
n
s
.

S
E
E
 
p
p
.
 
6
8
-
7
2
 
f
o
r
 
e
x
a
m
p
l
e

o
f
 
a
n
 
O
f
f
i
c
e
 
M
a
n
u
a
l
 
f
o
r

i
n
t
e
r
n
a
l
-
 
o
f
f
i
c
e
 
o
p
e
r
a
t
i
o
n
s
.

*
*
 
S
u
g
g
e
s
t
e
d
 
t
i
t
l
e
s
 
f
o
r

c
l
a
s
s
r
o
o
m
 
p
o
s
i
t
i
o
n
s
:

(
1
)
 
a
d
m
i
n
i
s
t
r
a
t
i
v
e

a
s
s
i
s
t
a
n
t
 
o
r
 
o
f
f
i
c
e

m
a
n
a
g
e
r
,
 
(
2
)
 
r
e
c
e
p
t
i
o
n
i
s
t
-

c
l
e
r
k
,
 
(
3
)
 
s
i
m
u
l
a
t
o
r
 
(
o
u
t
-

s
i
d
e
 
w
o
r
l
d
,
 
a
s
 
i
n

T
e
l
e
p
h
o
n
e
 
C
l
e
r
k
 
o
c
c
-
m
o
d
e
l
)
,

(
4
)
 
t
i
m
e
 
a
n
d
 
p
a
y
r
o
l
l
 
c
l
e
r
k
.

N
)
*
S
E
E

p
p
.
 
5
5
-
6
7
 
f
o
r
 
c
o
m
p
l
e
t
e
e
x
p
l
a
n
a
t
i
o
n
 
o
f
 
O
f
f
i
c
e
 
S
i
m
u
l
a
t
i
o
n
 
i
m
p
l
e
m
e
n
t
a
t
i
o
n
,
 
a
n
d
 
p
o
s
s
i
b
l
e
 
f
o
r
m
s
 
w
h
i
c
h
 
c
o
u
l
d
 
b
e
 
d
e
v
e
l
o
p
e
d
.

*
*
S
E
E
 
p
p
.
 
7
3
-
7
8
 
f
o
r
 
j
o
b
 
d
e
s
c
r
i
p
t
i
o
n
s
 
o
f
 
i
n
t
e
r
n
a
l
 
o
f
f
i
c
e

(
f
u
l
l
-
s
c
a
l
e
 
s
i
m
u
l
a
t
i
o
n
)
.
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J
O
B
 
A
P
P
L
I
C
A
T
I
O
N

S
U
B
J
E
C
T

P
U
R
P
O
S
E

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

T
e
a
c
h
e
r
'
s

P
r
e
-
P
l
a
n
n
i
n
g

S
t
u
d
e
n
t
'
s

A
c
t
i
v
i
t
i
e
s

S
t
u
d
e
n
t
 
I
n
t
e
r
v
i
e
w

F
o
l
l
o
w
-
u
p

C
l
a
s
s
 
F
o
l
l
o
w
-
u
p

J
o
b
 
I
n
t
e
r
v
i
e
w
s

A
p
p
l
y
 
f
o
r
 
t
h
e

j
o
b
(
s
)
 
o
f
 
t
h
e
i
r

c
h
o
i
c
e
.

S
i
m
u
l
a
t
e
 
a
c
t
u
a
l

i
n
t
e
r
v
i
e
w

H
i
r
e
d
 
/
N
o
t
 
H
i
r
e
d

U
n
d
e
r
s
t
a
n
d
 
w
h
y
 
o
r

w
h
y
 
n
o
t
 
e
m
p
l
o
y
e
e
s

a
r
e
 
h
i
r
e
d
.

M
a
k
e
,
 
a
r
r
a
n
g
e
m
e
n
t
 
f
o
r
 
i
n
t
e
r
v
i
e
w
e
r
(
s
)

D
e
s
i
g
n
a
t
e
 
a
 
s
t
u
d
e
n
t
 
r
e
c
e
p
t
i
o
n
i
s
t
,
 
o
r

f
o
r
m
e
r
 
O
E
 
s
t
u
d
e
n
t
 
(
g
r
a
d
u
a
t
e
)

W
r
i
t
e
 
l
e
t
t
e
r
 
o
f
 
a
p
p
l
i
c
a
t
i
o
n
,
 
r
e
s
u
m
e
,

f
i
l
l
 
o
u
t
 
a
p
p
l
i
c
a
t
i
o
n
 
b
l
a
n
k

I
n
t
e
r
v
i
e
w
(
s
)
:

s
i
n
c
e
 
m
a
n
y
 
j
o
b
s
 
a
r
e

i
n
v
o
l
v
e
d
 
(
o
c
c
-
m
o
d
e
l
s
/
 
s
t
u
d
e
n
t
s
)
,

s
e
v
e
r
a
l
 
c
o
u
l
d
 
b
e
 
c
o
n
d
u
c
t
e
d
'
a
t
 
o
n
c
e
,

p
r
o
v
i
d
i
n
g
 
f
a
c
i
l
i
t
i
e
s
 
a
r
e
 
a
v
a
i
l
a
b
l
e

E
v
a
l
u
a
t
e
 
j
o
b
 
a
p
p
l
i
c
a
n
t
s

*
*
 
A
p
p
l
i
c
a
n
t
s
 
"
n
o
t
 
h
i
r
e
d
"
 
a
r
e
 
c
o
u
n
s
e
l
e
d
.
 
t
o

a
p
p
l
y
 
f
o
r
 
o
t
h
e
r
 
p
o
s
i
t
i
o
n
s
.

C
l
a
s
s
 
d
i
s
c
u
s
s
i
o
n
-
-
u
s
i
n
g
 
p
a
n
e
l
'
s
 
i
n
t
e
r
v
i
e
w

c
o
m
m
e
n
t
 
f
o
r
m
s
.

*
 
P
H
A
S
E
 
V
I
I
,
 
C
H
E
C
K
L
I
S
T
 
1
8
,
 
F
o
r
m
 
B

I
n
t
e
r
v
i
e
w
e
r
(
s
)
 
c
o
u
l
d
 
b
e
:

p
r
i
n
c
i
p
a
l
,
 
C
o
u
n
s
e
l
o
r
,
 
b
u
s
i
n
e
s
s

p
e
o
p
l
e
,
 
a
d
v
i
s
o
r
y
 
c
o
m
m
i
t
t
e
e

m
e
m
b
e
r
,
 
s
c
h
o
o
l
 
b
o
a
r
d
 
m
e
m
b
e
r
.
,

I
n
t
e
r
v
i
e
w
e
r
(
s
)
 
c
o
u
l
d
 
b
e
 
m
a
n
a
g
e
r

o
r
 
o
f
f
i
c
e
 
w
o
r
k
e
r
 
i
n
 
a

b
u
s
i
n
e
s
s
(
s
)
 
s
i
m
i
l
a
r
 
t
o
 
t
h
e

a
c
t
u
a
l
 
j
o
b
.

P
r
e
s
e
n
t
 
m
a
t
e
r
i
a
l
s
 
t
o
 
i
n
t
e
r
-

K
)

v
i
e
w
e
r
(
s
)
.

*
 
P
H
A
S
E
 
V
I
I
,
 
C
H
E
C
K
L
I
S
T
 
1
8
,

F
o
r
m
 
C
,
 
C
-
1

*
 
P
H
A
S
E
 
V
I
I
,
 
C
H
E
C
K
L
I
S
T
 
1
8
,

F
o
r
m
 
D
,
 
D
-
1

S
E
E
 
p
p
.
 
2
4
,
 
2
5
-
-
F
O
R
M
S
-

I
f
 
a
 
p
a
n
e
l
 
(
o
f
 
i
n
t
e
r
v
i
e
w
e
r
s
)

d
i
d
 
t
h
e
 
i
n
t
e
r
v
i
e
w
i
n
g
,
 
t
h
e
y

j
o
i
n
t
l
y
 
d
i
s
c
u
s
s
 
a
n
d
 
s
e
l
e
c
t

a
p
p
l
i
c
a
n
t
s
.

B
a
s
e
d
 
o
n
 
a
p
p
l
i
c
a
n
t
'
s

q
u
a
l
i
f
i
c
a
t
i
o
n
s
,
 
a
p
t
i
t
u
d
e
s
,
 
e
t
c
.
,

t
h
e
y
 
m
i
g
h
t
 
b
e
 
a
d
v
i
s
e
d
 
t
o
 
l
o
o
k

f
o
r
 
w
o
r
k
 
e
l
s
e
w
h
e
r
e
.
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J
O
B
 
A
P
P
L
I
C
A
T
I
O
N
 
(
c
o
n
t
i
n
u
e
d
)

S
U
B
J
E
C
T

P
U
R
P
O
S
E
-

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

H
i
r
e
d

A
l
l
 
h
a
v
e
 
a
 
j
o
b
.

L
i
s
t
 
o
f
 
C
o
m
p
a
n
y
 
E
m
p
l
o
y
e
e
s
 
1
:
l
o
s
t
e
d
.

J
o
b
O
r
i
e
n
t
a
t
i
o
n

F
i
r
s
t
 
d
a
y
 
o
n
 
t
h
e

j
o
b
.

F
i
l
l
 
o
u
t
 
W
-
4
 
f
o
r
m
s
,
 
T
i
m
e
 
C
a
r
d
s
,

r
e
c
e
i
v
e
 
C
o
m
p
a
n
y
 
M
a
n
u
a
l
.
*
*
*

T
h
i
s
 
i
s
 
t
h
e
 
f
i
n
a
l
 
s
t
e
p
,
 
u
s
e
d

o
n
l
y
 
a
f
t
e
r
 
e
v
e
r
y
 
s
t
u
d
e
n
t
 
h
a
s

b
e
e
n
 
p
l
a
c
e
d
.

*
V
o
c
a
t
i
o
n
a
l
 
O
f
f
i
c
e
 
E
d
u
c
a
t
i
o
n
 
f
o
r
 
T
o
m
o
r
r
o
w
'
s
 
W
o
r
l
d
,
 
N
o
r
t
h
 
D
a
k
o
t
a
 
C
o
o
r
d
i
n
a
t
o
r
'
s
 
M
a
n
u
a
l
,
 
B
i
s
m
a
r
c
k
,
 
N
D
 
1
9
7
1
.

*
*
A
 
p
r
o
g
r
a
m
.
 
w
i
t
h
 
1
0
 
-
 
1
5
 
s
t
u
d
e
n
t
s
,
 
f
o
r
 
i
n
s
t
a
n
c
e
,
 
w
i
l
l
 
h
a
v
e
 
a
 
n
u
m
b
e
r
 
o
f
 
a
v
a
i
l
a
b
l
e
 
j
o
b
s
 
f
r
o
m
 
w
h
i
c
h
 
t
o
 
c
o
n
s
i
d
e
r

(
2
4

1
p
o
s
i
t
i
o
n
s
 
i
n
 
1
9
 
d
i
f
f
e
r
e
n
t
 
c
o
m
p
a
n
i
e
s
)
.

*
*
*
E
m
p
l
o
y
e
e
s
 
o
n
 
t
h
e
 
j
o
b
 
l
e
a
v
e
 
t
h
e
i
r
 
w
o
r
k
 
a
t
 
t
h
e
 
o
f
f
i
c
e
.

T
h
e
r
e
f
o
r
e
,
 
i
t
 
i
s
 
s
t
r
o
n
g
l
y
 
r
e
c
o
m
m
e
n
d
e
d
 
t
h
a
t
 
a
l
l
 
o
c
c
-
m
o
d
e
l
.

7
.
3

m
a
t
e
r
i
a
l
s
 
a
l
w
a
y
s
 
r
e
m
a
i
n
 
a
t
 
s
c
h
o
o
l
l
,

1
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0

NAME & RATE 24 , jOtt 3 WI' 13

APPLICATION MANIC

0 PERSONAL
Name . _ _ Telephone No....
(Print) Lou Fitst Middle (Maiden}

Address Social Security Number__

Type of work preferred . 1

If accepted, when can you start2 Salary Desired

0 Male 0 Female '0 Married 0 Single 0 Other..... _________Height..._______Ft._.___ln.
Dote of birth

Year

Are you a citizen?

How much time have you lost on account of illness in the last two years2

Have you any physical impairments?___ __Describe ___ , _

EDUCATION

Weight
Month Day

If not, do you intend to remain permanently in the United States?

Lbs.

Explain

Type of
&Iwo! Name & Address . .

Dates Attended
From To

Diploma
or Degree Major

Course

High

Business or
Secretarial

_

College

What business machines can you operate?....
Typing speed... _._ ._ words per minute

Are you presently enrolled in courses of study?. _

EMPLOYMENT

Stenography words per minute

_ __If yes, explain

Describe below in detail all employment (full-time and p_artztitneLB_egin_with-your-most-recent employment and work
back consecutively-la your-first-job siriceletiVirigThighsitioolOr college. Attach extra sheet if necessary.

length of Employment Firm Nome

from Mo Yr.

To Mo Yr.
Type of Business

Total Yrs Mos.

lotostionings Wkly.

lemon for Leaving
Duties

length of Employment

from __Mo. Yr.

To _____Me. Yr.

Total Yrs Mos

latest Earnings Wkly.

Reason for (toying

Street Address City & State

Your Title Supervisor's Name, Title & Tel. No.

Firm Name IStreet Address Icity & State

...

ype of Business Your Title Supervisor's Name, Title & Tel. No.T

Duties

Si hereby affirm that the informat'on given in this application is true and that I hove not knowingly withheld any fact that
would, if known, tend to react unfavorably upon the consideration of my application for employment. I understand
that any misstatement or omission of a material fact may be cause for dismissal.

am

Date of Application Your Signature
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-25-

INTERVIEW APPRAISAL

. Negative Fair Good Excellent

1. Interest in the jo0b..

2. Eye contact ,

3. Ability in oral expression

4. Gener41 appearance

5. Attitude .

6. Courtesy, cooperation

7. Personality, poise

8. Self-confidence

,.

COMMENTS:

LETTER OF APPLICATION

RESUME

APPLICATION FORM

A
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P
U
B
L
I
C
 
R
E
L
A
T
I
O
N
S

S
U
3
J
C
.
C
T

P
U
R
P
O
S
E

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

'
C
O
M
M
E
N
T
S

.

T
e
a
c
h
e
r

P
r
e
-
p
l
a
n
n
i
n
g

P
u
b
l
i
c

S
t
u
d
e
n
t
 
I
N
P
U
T

I
n
t
e
g
r
a
t
e
 
w
i
t
h
 
O
E

U
n
i
t
s

jO
e

G
a
i
n
 
a
p
p
r
o
v
a
l
 
a
n
d

P
r
e
p
a
r
e
l
b
r
i
e
f
 
s
u
m
m
a
r
y
 
o
f
 
0
c
c
 
-
M
o
d
e
l

s
u
p
p
o
r
t
 
o
f
 
y
o
u
r

i
n
s
t
r
u
t
i
o
n
a
l
 
p
l
a
n
,
 
p
u
r
p
o
s
e
s
,
 
e
t
c
.

a
d
m
i
n
i
s
t
r
a
t
i
o
n

I
n
f
o
r
m

I
n
f
o
r
m
a
l
 
(
t
e
a
c
h
e
r
)

F
o
r
m
a
l
 
(
w
/
s
t
u
d
e
n
t
s
)

I
n
v
o
l
v
e
 
s
t
u
d
e
n
t
s
-
-

,
B
r
i
e
f
i
n
g
 
S
e
s
s
i
o
n
s
.
.
.

i
t
'
s
 
"
t
h
e
i
r
 
o
f
f
i
c
:
?
"

N
e
w
s
 
R
e
 
e
a
s
e
s
 
(
r
a
d
i
o
,
 
T
V
,
 
s
c
h
o
o
l
 
p
a
p
e
r

a
n
d
/
o
r
 
l
o
c
a
l
 
p
a
p
e
r
)

S
t
u
d
e
n
t
 
w
r
i
t
t
e
n
 
l
e
t
t
e
r
s
 
o
f
 
i
n
v
i
t
a
t
i
o
n

O
p
e
n
 
H
o
 
s
e

S
p
e
c
i
a
l
 
M
e
e
t
i
n
g
s

D
e
v
e
l
o
p
l
b
r
o
c
h
u
r
e

f
r
o
m
 
O
c
c
-
M
o
d
e
l
 
w
o
r
k
,
 
p
e
r
h
a
p
s

'
d
a
y
s
 
w
e
e
k
l
y
 
d
u
r
i
n
g
 
w
h
i
c
h
 
l
e
t
t
e
r

a
n
d
 
c
o
m
p
o
s
i
n
g
,
 
s
p
e
e
c
h
,
 
p
r
o
g
r
a
m

,
 
e
t
c
.
,
 
i
s

t
a
u
g
h
t
-
-
a
n
d
 
c
a
r
r
i
e
d

h
e
 
P
-
R
 
a
c
t
i
v
i
t
y
.

B
u
s
i
n
e
s
s
 
C
o
m
m
u
n
i
c
a
-

"
T
i
m
e
-
O
f

t
i
o
n
s
,
 
s
p
e
e
c
h
,

t
w
o
 
(
2
)

'
t
e
l
e
p
h
o
n
e
 
t
e
c
h
n
i
q
u
e
,

w
r
i
t
i
n
g

p
r
e
p
a
r
a
t
i
o
n
 
o
f
 
s
p
e
c
i
a
l
 
p
l
a
n
n
i
n

p
r
o
g
r
a
m
s
,
 
t
y
p
i
n
g
 
p
r
o
-

o
u
t
 
i
n

g
r
a
m
s
,
 
c
l
e
r
i
c
a
l
 
a
n
d

p
o
i
s
e
-
d
e
v
e
l
o
p
i
n
g

a
c
t
i
v
i
t
i
e
s
.

A
l
s
o

r
e
s
p
o
n
s
i
b
i
l
i
t
y
,
 
d
e
t
a
i
l
e
d

"
f
o
l
l
o
w
-
 
t
h
r
o
u
g
h
 
"
 
-
-

g
e
t
t
i
n
g
 
p
e
r
m
i
s
s
i
o
n
,

p
r
o
c
u
r
i
n
g
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
e
t
c
.

S
E
E
 
p
p
.
 
2
8
 
-
3
0
 
-
 
-
N
e
w
s
 
R
e
l
e
a
s
e

E
x
a
m
p
l
e
s
.

P
e
r
s
o
n
n
e
l
 
t
o
 
i
.
e
m
e
m
b
e
r
:

a
d
m
i
n
i
s
t
r
a
t
i
o
n
,
 
g
u
i
d
a
n
c
e

d
e
p
a
r
t
m
e
n
t
,
 
f
e
l
l
o
w
 
t
e
a
c
h
e
r
s
;

o
t
h
e
r
 
s
c
h
o
o
l
 
s
t
a
f
f
,
 
p
a
r
e
n
t
s
,

P
T
A
,
 
s
t
u
d
e
n
t
s
 
(
n
o
t
 
y
e
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"ROUGHRIDER" OFFICEThis Is the scene at Lisboa
High School's office education classroom as local it4ents
take part in the field-testing of North Dakota Occupational
Models, which have been developed by the University at
Grand Forks. A real office atmosphere is simulated to lend
realism and aid the students in learning ttusiness practices.

ents t. e

part in field testing
Lisbon High School office

education students are par-
ticipating in the field-testing of
North Dakota Occupational
Models, which have been
developed by the University of
North Dakota.

Under the supervision of Mrs.
Doris Stroh, instructor and
coordinator of vocational office
education, the class has recently
completed work on a model built
around the daily work of a typist
in a county welfare office.

Copies of actual forms and
reports were typed as students
become "employees" of
Roughrider County Welfare and
Social Services Center,

To lend ,realism to the
simulation, the furniture is
arranged in office fashion with
outbaskets and name cards on
each desk. Correspondence is
signed, sealed, and "mailed"
when it meets office standards.

"I felt I learned more by on-
, the-job training than by just

'learning things from a book in
class," commented Barbara,
Lukes in her. evaluation of the
project, Cindy McGregor said,
"It helped me learn to follow
ixtructions."

.Withitr the next vieek, these
same students will become
employees of Northland
Chemical Company and perform
the duties of a secretary for that
firm as they test the materials of
the spcond Occupational Model.

4

1
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NEWS RELEASE (example) Add details, names, dates, and all pertinent information
about your own program.

4 CAREER CLUSTER CONCEPT--OCCUPATIONAL MODELS
IN OFFICE' PRACTICE

North. Dakota Occupational Models are self-contained instructional packets

developed from actual offices in the state. They provide a realistic educational

. experience for students unable to participate in a'cooperative office education
.

Z
. program. Models may also be used, however, to broaden and enrich the cooperative

,
r

work experience. For instance, if a student's on-the-lob assignment is a book-

keeping station, he may desire to work through,abookkeepieg model in the clas

room either concurrently with, or prior to, the actual job situation.

The career cluster concept is a built-in feature of the model plan. If

Student is working toward a career goal'as a secretary; he may select stenog aphic-

secretarial models from a variety of fields...such as- banking; insurann-;-ffdai-ine,
, )

edecation, oNgriculture. On the other hand, a student may be uncertain a oqt

his specific positional aptitudes and intersts under the broad umbrella of ffice

occupations, and desire to explore. Should he have already found a particular

type bf business appealing, )such as the insurance field, he might'select

depth program by taking all 'model positions--clerical, bookkeepIng, 'stenOgraphic,

and secretarial -- within that company.

The 24 gibdels, plus a teacher's handbook, were distributed to North Dakota .

vocational office .education coordinatbrs in August 1973. Every model contains

a student's kit, a teacher's kit, hnd a Company and procedures manual.

These unique North Dakota-based curriculum packets are the result 9f-
,

materials.gatherod from businesses throughout the state. Following initial

interviews with 69 companies, 171 office employees participated in thcF data-

gathering process. They submitted detailed daily log sheets for a one-month
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period, together with actual forms and work prOCidurres_tiformation.

-----------------

Models are vocationally flexible. They prepare. students for w6rk-in,small,.

medium, or large offices. Thy are also instructionally flexible, allowing im-

,

:Pigmentation in smali,inedium, or large schools. From the variety of model

difficulty levels provided, this instructional plan is suitable for high-, average-,

or low-ability students. The mo el design allows the student wo work indepen4ently,

e.

and at his own pace. ,

6

t The North Dakota Occupational Model Plan seeks to duplicate many of the

demands, vessures, and-Problem-solving activities confronting an actual worker. .

Here the student becomes an employee and learns to apply his previously learned

basic skills and knowledge tp the job. Now he rotates, not from machine, to

machine, but from an actual office position to,'another,tutilizing"real" office

projects. He may also discover if his perception and expectations of the office

environment and the world of work has been realistic, evaluating himself in

terms of adjustment to the role of an office employee.

E;

.

0
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OPEN HOUSE (or Tea) SERVES EDUCATIONAL NEED

INTEGRATED LEARNINGS

1. Human relations . .

2.. Decisionrmaking, planqng;organizing
3. CommunicatiOns'- oral, written,.

4. ,Typing, duplicating, assembling, distrAuti g ';'4.P.

5. Attitude and Character development - respons'bilfty, cooperation,

etc.'

r
OBJECTIVES,,

'1.. Learners will demonstrate cooperative effort
.
toward a specific al

,a successful Open House.
.,

p
.

J..
2. Learners will demonstrate effective planning; organization, and

decision-making abilities in the carrying out of the committee
assignments,' and in:inaividual responsibilities. , - ..., .

3. Learners will demonstrate poise in social situations, including'

hospitality, serving refreshments;pelpingotisitors feel welcome,

. public speaking antoddctions, announcements, and presentation) .-

PROCEDURE

4'

1. Present-the idea".of an Open House to students after gaining,

admi:niqtrative apprOval. 'StUdenes should select the committee

needed, select a general chairman, committee chairman, and hark

Volunteers for committee3memberships The teacher is an horinrary

member (only) of all committees.

2. Committeet andlor full,group:
a. discuss. guests to invite.'`' ---

b. discuss appropiiate dress and' behavior-rortheoccasion.-,

c. discuss committee meetings -- arrange meeting-times and reports.

,. .
0 .

. . .

3. The teacher should continually stress that it is their Open House
,

and express confidence in their ability to handle it. The teacher's

function is that of advisor.
0

4

014MITTEES AND RESPONSIBILITIES

1. ,Program: Personnel select.program; determine presentations and whO

should give the short speeches. Determine topics, a Master of

,Ceremonies, etc., as required.-

2. Hospitality:. Person:10 are 4 signed to greet guests, make informal

f
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a

introductions, keep t'ac guest ook,_hand out programs, see that
there'are enough seats and places to hang coats.

3. Food: ,Personnel plan refreshments, order supplies, prepare and
serve Rood.

4. Program preparation: Personnel design, prepare, type, complete
as well as check with other committees for accuracy of information.

5. Set-up: Committee members obtain needed facilities, equipment,
and "props," (following regular school procedures, such as
requisitions, forms; go through correct channels to gain
permission, etc.)

6. Clean -up: Committee members return facilities and equipment to
regular arrangement for see that janitor does), return props,
small items, clean up, etc..

7. Evaluation: Personnel report results of workshop, open house,
or tea in written form to all persennerfollowing event.

8. Public Relations: Personnel contact news media, professional and
civic organizations, administration, teachers and students, parents,
and other guests; prepare letters of invitation, news releases, and
school announcements and skits.

DEfl- -RED OUTCOMES

1. Development of poise, cooperative attitudes, personal responsibility,
and high standards of quality.

2. Learning the details of organizing and carrying out a sccial/
professional-function; decision - making and follow-thiougil abilities.

3. Development of stud ' self-confidenee; and theii ability to work
as a team.

4. Effective public relations to stimulate community and school interest
in the grogram.

5. Commun ?ty awareness of opportunity offered Vocational Office Education
stude ts; as wi11 as potential employer contacts for students.

:.(
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E
x
e
c
u
t
i
v
e
"
 
s
k
i
l
l
s
.

C
A
R
E
E
R
 
E
X
P
L
O
R
A
T
I
O
N
:

I
f
 
s
t
u
d
e
n
t
s

f
i
n
d
 
t
h
e
y
 
a
r
e
 
b
o
r
e
d
,
 
i
n
d
i
c
a
t
e

t
h
a
t
 
t
h
e
y
 
p
r
o
b
a
b
l
y
 
s
h
o
u
l
d
 
n
o
t

a
p
p
l
y
 
f
o
r
,
 
n
o
r
 
a
c
c
e
p
t
,
 
s
u
c
h
 
a
n

o
f
f
i
c
e
 
p
o
s
i
t
i
o
n
 
i
n
 
t
h
e
 
f
u
t
u
r
e
.

C
O
N
T
I
N
G
E
N
C
I
E
S
 
a
r
e
 
e
f
f
e
c
t
i
v
e
 
f
o
r

a
n
y
 
l
e
v
e
l
 
s
t
u
d
e
n
t
 
w
h
e
n
 
u
s
e
d
 
a
s

"
o
f
f
i
c
e
 
p
r
e
s
s
u
r
e
"
 
d
e
m
a
n
d
s
.

S
t
u
d
e
n
t
s
 
n
e
e
d
 
n
o
t
 
b
e
 
"
s
p
o
o
n
-
f
e
d
,
"

c
a
n
 
b
e
-
r
e
s
o
u
r
c
e
f
u
l
 
a
n
d
 
c
r
e
a
t
i
v
e

w
h
e
n
 
t
h
e
 
s
i
t
u
a
t
i
o
n
 
d
e
m
a
n
d
s
.
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R
O
B
L
E
M
S
,
 
Q
U
E
S
T
I
O
N
S
 
A
N
D
 
S
U
G
G
E
S
T
E
D
 
S
O
L
U
T
I
O
N
S
 
(
c
o
n
t
i
n
u
e
d
)
.

P
R
O
B
L
E
M
 
O
R
 
Q
U
E
S
T
I
O
N

S
U
G
G
E
S
T
E
D
 
S
O
L
U
T
I
O
(
S
)

C
O
M
M
E
N
T
S

"
M
a
n
y
 
o
f
 
m
y
 
s
t
u
d
e
n
t
s
 
h
a
d
 
h
a
d
 
n
o

p
r
e
v
i
o
u
s
 
b
o
o
k
k
e
e
p
i
n
g
 
t
r
a
i
n
i
n
g
.
.
.

s
e
v
e
r
a
l
 
p
r
o
b
l
e
m
s
.
"

"
I
 
s
t
r
e
s
s
e
d
 
g
o
o
d
 
h
a
n
d
w
r
i
t
i
n
&
 
a
n
d
 
t
h
e

i
m
p
o
r
t
a
n
c
e
 
o
f
 
p
o
s
t
i
n
g
 
e
v
e
r
y
 
d
a
y
.
.
.

A
n
o
t
h
e
r
 
i
n
n
o
v
a
t
i
o
n
 
w
a
s
 
t
o
 
u
s
e
 
t
h
e
 
5

s
t
u
d
e
n
t
s
 
w
i
t
h
 
b
o
o
k
k
e
e
p
i
n
g
 
b
a
c
k
g
r
o
u
n
d

a
s
 
O
f
f
i
c
e
 
M
a
n
a
g
e
r
s
 
(
t
u
t
o
r
s
)
 
f
o
r
 
t
h
e

o
t
h
e
r
s
.
"

"
S
t
u
d
e
n
t
s
 
w
e
r
e
 
u
n
f
a
m
i
l
i
a
r
 
w
i
t
h
 
c
h
e
c
k
-

A
f
t
e
r
 
a
 
f
e
w
 
d
a
y
s
'
 
w
o
r
k
 
o
n
 
t
h
i
s
 
m
o
d
e
l
,

w
r
i
t
i
n
g
,
 
a
n
d
 
o
t
h
e
r
 
b
a
n
k
i
n
g
 
p
r
o
c
e
d
u
r
e
s
.
"
.
'

w
e
 
s
t
o
p
p
e
d
 
o
u
r
 
o
f
f
i
c
e
 
w
o
r
k
 
f
o
r
 
I
n
-

,
/

S
e
r
v
i
c
e
 
T
r
a
i
n
i
n
g
-
-
a
 
s
h
o
r
t
 
u
n
i
t
 
o
n

b
a
n
k
i
n
g
 
p
r
o
c
e
d
u
r
e
s
.

"
I
 
w
a
s
 
l
o
o
k
i
n
g
 
f
o
r
 
s
o
m
e
 
s
p
e
c
i
f
i
c
 
h
e
l
p
s
/

f
o
r
 
t
e
a
c
h
i
n
g
 
a
 
s
h
o
r
t
 
f
i
l
i
n
g
 
u
n
i
t
.
"

"
I
 
w
a
n
t
e
d
 
o
u
r
 
j
o
b
 
a
p
p
l
i
c
a
t
i
o
n
 
a
n
d

i
n
t
e
r
v
i
e
w
s
 
t
o
 
b
e
 
m
o
r
e
 
r
e
a
l
i
s
t
i
c
.
"

"
A
f
t
e
r
 
o
n
e
 
m
o
d
e
l
 
r
o
t
a
t
i
o
n
 
w
e
 
u
s
e
d
 
a
l
l

t
h
e
 
c
a
r
b
o
n
 
c
o
p
i
e
s
 
p
r
o
d
u
c
e
d
 
t
o
 
s
e
t
 
u
p

a
 
c
e
n
t
r
a
l
 
f
i
l
i
n
g
 
s
y
s
t
e
m
-
 
-
a
n
d
 
c
o
n
t
i
n
u
e
d

b
y
 
a
d
d
i
n
g
 
t
o
 
t
h
i
s
 
f
i
l
e
 
w
i
t
h
 
t
h
e
 
n
e
x
t

m
o
d
e
l
.
"

"
P
e
r
s
o
n
n
e
l
 
f
r
o
m
 
s
i
m
i
l
a
r
 
c
o
m
p
a
n
i
e
s
 
(
t
o
,

t
h
e
 
m
o
d
e
l
 
b
u
s
i
n
e
s
s
e
s
)
 
S
g
r
e
e
d
,
t
o

p
a
r
t
i
c
i
p
a
t
e
 
i
n
 
o
u
r
 
O
E
 
p
r
o
g
r
a
m
 
b
y

c
o
m
i
n
g
 
t
o
 
t
h
e
 
s
c
h
o
o
l
 
a
n
d
 
c
o
n
d
u
c
t
i
n
g

i
n
t
e
r
v
i
e
w
s
.
"

G
o
o
d
,
 
i
n
s
t
r
u
c
t
i
o
n
a
l
 
t
e
c
h
n
i
q
u
e
.
.
.

d
e
v
e
l
o
p
s
 
c
o
n
f
i
d
e
n
c
e
;
 
r
e
q
u
i
r
e
s

r
e
v
i
e
w
 
"
i
n
 
o
r
d
e
r
 
t
o
 
a
i
d
"

o
t
h
e
r
s
.

T
h
i
s
 
m
e
t
h
o
d
 
i
s
 
h
e
l
p
f
u
l
 
t
o

s
t
u
d
e
n
t
s
 
a
f
t
e
r
 
t
h
e
y
 
e
n
c
o
u
n
t
e
r

p
r
o
b
l
e
m
s
t
h
e
 
i
n
s
t
r
u
c
t
i
o
n

i
s
 
m
o
r
e
 
p
e
r
t
i
n
e
n
t
 
t
o
 
t
h
e
i
r

c
u
r
r
e
n
t
'
n
e
e
d
.
-

S
t
u
d
e
n
t
s
 
h
a
d
 
a
l
r
e
a
d
y
 
w
o
r
k
e
d

w
i
t
h
 
t
h
e
 
p
a
p
e
r
s
 
d
u
r
i
n
g
 
t
h
e

p
r
o
d
u
c
t
i
o
n
 
(
m
o
d
e
l
 
j
o
b
)
.
.
.

"
I
t
'
w
a
s
 
e
a
s
i
e
r
 
t
o
 
t
e
a
c
h
 
t
h
e

f
o
u
r
 
m
e
t
h
o
d
s
,
 
p
l
u
s
 
c
o
d
i
n
g
,

i
n
d
e
x
i
n
g
,
'
e
t
c
.
 
w
i
t
h
 
f
a
m
i
l
i
a
r

2

m
a
t
e
r
i
a
l
s
.
.
.
F
u
l
l
-
S
i
z
e
 
l
e
t
t
e
r

a
n
d
 
f
o
r
m
 
c
o
p
i
e
s
 
p
r
o
v
i
d
e
d
 
a

m
u
c
h
o
o
r
e
 
r
e
a
l
i
s
t
i
d
 
f
i
l
i
n
g

-
e
x
p
e
r
i
e
n
c
e
 
t
h
a
n
 
u
s
i
n
g
 
a

p
r
a
c
t
i
c
e
 
s
e
t
.
"

T
h
i
s
 
i
s
 
R
E
A
L
I
S
M
 
-
 
-
-
 
P
L
U
S
!

O

_ 
4
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R
O
B
L
E
M
S
,
 
Q
U
E
S
T
I
O
N
S
 
A
N
D
 
P
O
S
S
I
B
L
E
-
S
O
L
U
T
I
O
N
S
 
(
c
o
n
t
i
n
u
e
d
)

P
R
O
B
L
E
M
 
O
R
 
Q
U
E
S
T
I
O
N

P
O
S
S
I
B
L
E
 
S
O
L
U
T
I
O
N
(
S
)

C
O
M
M
E
N
T
S

"
I
 
w
a
n
t
e
d
 
t
h
e
 
m
o
d
e
l
 
p
r
o
j
e
c
t
s
 
t
o
 
b
e

m
o
r
e
 
r
e
a
l
i
s
t
i
c
.
.
.
d
i
d
 
n
o
t
 
w
a
n
t

d
e
n
t
s

t
o
 
s
e
e
 
w
h
a
t
 
j
o
b
 
w
a
s
 
c
o
m
i
n
g
 
p
e
k
t
.
.
.

a
n
d
 
a
l
s
o
 
w
a
n
t
e
d
 
t
h
e
 
f
l
e
x
t
g
i
l
i
t
y
 
o
f

o
m
i
t
t
i
n
g
 
s
o
m
e
 
p
r
o
j
e
c
t
s
 
f
o
r
 
s
e
l
e
c
t
e
d

s
t
u
d
e
n
t
s
.
"

"
I
 
w
a
n
t
e
d
 
m
o
r
e
 
d
e
c
i
s
i
o
n
 
-
 
m
a
k
i
n
g
 
a
n
d

s
t
u
d
e
n
t
-
i
n
v
o
l
v
e
d
 
a
d
m
i
n
i
s
t
r
a
t
i
v
e

a
c
t
i
v
i
t
y
.

"
S
o
 
I
 
d
e
c
i
d
e
d
 
t
o
 
g
i
v
e
 
w
o
r
k
e
r
s
 
t
h
e

C
o
m
p
a
n
y
 
a
n
d
 
P
r
o
c
e
d
u
r
e
s
 
M
a
n
u
a
l
 
o
n
l
y
.

_
T
h
u
s
 
I
 
k
e
p
t
 
a
l
l
 
e
m
p
l
o
y
e
e
 
k
i
t
s
,
f
i
l
i
n
g

p
r
o
j
e
c
t
s
 
i
n
 
l
a
b
e
l
e
d
 
f
o
l
d
4
r
s
.

T
h
e
n

I
 
d
r
o
p
p
e
d
 
o
n
e
 
p
r
o
j
e
c
t
 
a
t
 
a
 
t
i
m
e
 
i
n

t
h
e
i
r
 
i
n
-
b
a
s
k
e
t
.
"

"
S
o
 
I
 
a
s
s
i
g
n
e
d
 
f
o
u
r
 
(
s
t
u
d
e
n
t
)
 
o
f
f
i
c
e

m
a
n
a
g
e
r
s
-
-
o
n
e
 
i
n
 
c
h
a
r
g
e
 
o
f
 
e
a
c
h

d
i
v
i
s
i
o
n
 
o
r
 
b
r
a
n
c
h
 
o
f
f
i
c
e
.

T
h
e
y

w
e
r
e
 
r
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
m
a
i
l
a
b
l
e

s
t
a
n
d
a
r
d
s
,
 
i
n
p
u
t
,
 
o
u
t
p
u
t
,
 
o
f
f
i
c
e

d
i
s
c
i
p
l
i
n
e
,
 
e
t
c
.
"

T
h
i
s
,
 
t
o
o
,
 
i
s
 
r
e
a
l
i
s
m
.

I
t

i
n
v
o
l
v
e
s
 
m
o
r
e
 
w
o
r
k

(
a
d
m
i
n
i
s
t
r
a
t
i
v
e
,
 
c
o
n
t
r
o
l
,

,
r
e
c
o
r
d
s
,
 
e
t
c
.
)
,
 
b
u
t
 
t
h
e

a
d
m
i
n
i
s
t
r
a
t
i
v
e
 
a
s
s
i
s
t
a
n
t

(
s
t
u
d
e
n
t
 
m
a
n
a
g
e
r
)
 
c
o
u
l
d
 
b
e

a
s
s
i
g
n
e
d
 
t
h
i
s
 
r
e
s
p
o
n
s
i
b
i
l
i
t
y
.

A
g
a
i
n
-
-
r
e
a
l
i
s
m
.

S
t
u
d
e
n
t
s

g
a
i
n
 
m
o
r
e
 
i
n
 
r
e
a
l
i
s
t
i
c

h
u
m
a
n
 
r
e
l
a
t
i
o
n
s
 
a
n
d

r
e
s
p
o
n
s
i
b
i
l
i
t
y
. c
n
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V
A
L
U
A
T
I
O
N

S
U
B
J
E
C
T

P
U
R
P
O
S
E

S
U
G
G
E
S
T
E
D
 
A
C
T
I
V
I
T
I
E
S

C
O
M
M
E
N
T
S

A
C
C
E
P
T
/
R
E
J
E
C
T

s
h
e
e
t

S
u
b
j
e
c
t
i
v
e

E
v
a
l
u
a
t
i
o
n
 
s
h
e
e
t

S
e
l
f
-
E
v
l
l
u
a
t
i
o
n

s
h
e
e
t

F
o
r
m
a
t
i
v
e

E
v
a
l
u
a
t
i
o
n

F
o
r
m
a
t
i
v
e

E
v
a
l
u
a
t
i
o
n

S
u
m
m
a
t
i
v
e

E
v
a
l
u
a
t
i
o
n

D
a
i
l
y
 
o
r
 
p
r
o
j
e
c
t

c
h
e
c
k
i
n
g

A
t
t
i
t
u
d
e
 
c
h
e
c
k
l
i
s
t

E
m
p
l
o
y
e
e
 
s
e
t
s
 
h
i
s

o
w
n
 
g
o
a
l
s
;
 
e
v
a
l
u
a
t
e
s

c
e
l
f
 
i
n
 
l
i
g
h
t
 
o
f

6
0
a
l
s
.

D
e
-
b
r
i
e
f
i
n
g
s

I
n
d
i
v
i
d
u
a
l

C
o
n
f
e
r
e
n
c
e
s

M
e
e
t
 
s
c
h
o
o
l
'
s

g
r
a
d
i
n
g
 
s
t
a
n
d
a
r
d
s
-
-

t
e
a
c
h
e
r
'
s
,

s
t
u
d
e
n
t
s
'
,
 
a
n
d

p
a
r
e
n
t
s
'
.

A
f
t
e
r
 
p
r
o
o
f
i
n
g
,
 
c
h
e
c
k
 
o
p
p
o
s
i
t
e
 
t
h
e

A
c
c
/
 
o
r
 
/
R
e
j
,
 
t
o
 
i
n
d
i
c
a
t
e
 
w
h
e
t
h
e
r

t
h
e
 
m
a
t
e
r
i
a
l
 
i
s
 
a
c
c
e
p
t
a
b
l
e
 
f
o
r

m
a
i
l
i
n
g
,
 
m
u
s
t
 
b
e
 
c
o
r
r
e
c
t
e
d
,
 
o
r

m
u
s
t
 
b
e
 
r
e
-
d
o
n
e
.

M
a
r
k
 
a
t
 
e
n
d
 
o
f
 
p
r
o
j
e
c
t
,
 
o
r
 
d
u
r
i
n
g

w
o
r
k
 
o
n
 
t
h
i
s
 
j
o
b
'
,
 
a
t
 
y
o
u
r

d
i
s
c
r
e
t
i
o
n
.

S
t
u
d
e
n
t
 
r
e
a
d
s
 
p
e
r
f
o
r
m
a
n
c
e
 
g
o
a
l
s
 
o
f

m
o
d
e
l
 
j
o
b
,
 
s
e
t
s
 
h
i
s
 
o
w
n
 
g
o
a
l
s

1
:
0
1
.
o
r
 
t
o
 
b
e
c
o
m
i
n
g
 
a
n
 
e
m
p
l
o
y
e
e
 
o
n

t
h
e
 
j
o
b
;
 
e
v
a
l
u
a
t
e
s
 
s
e
l
f
 
a
t
 
e
n
d
.

S
t
u
d
e
n
t
 
I
N
P
U
T
:

i
n
f
o
r
m
a
l
 
p
e
r
i
o
d
i
c

s
e
s
s
i
o
n
s
,
 
s
m
a
l
l
 
o
r
 
l
a
r
g
e
 
g
r
o
u
p
.

S
t
u
d
e
n
t
/
T
e
a
c
h
e
r
 
s
e
s
s
i
o
n
s
 
t
o
 
d
e
t
e
r
m
i
n
e

p
r
o
g
r
e
s
s
 
a
n
d
 
i
n
d
i
v
i
d
u
a
l
 
n
e
e
d
s
.

F
a
y
r
o
l
l
 
s
y
s
t
e
m
:

"
G
r
a
d
e
s
 
c
o
u
l
d
 
e
q
u
a
l

e
a
r
n
i
n
g
s
;
 
"
e
r
r
o
r
s
:
'
 
o
r
 
w
o
r
k
 
r
e
j
e
c
t
e
d

c
o
u
l
d
 
e
q
u
a
l
 
d
e
d
u
c
t
i
o
n
s
.

O
t
h
e
r

d
e
d
u
c
t
i
o
n
s
 
c
o
u
l
d
 
r
e
f
l
e
c
t
 
a
b
s
e
n
t
e
e
i
s
m
,

t
a
r
d
i
n
e
s
s
,
,
 
p
o
o
r
 
u
s
e
 
o
f
 
s
u
p
p
l
i
e
s
,

a
t
t
i
t
u
d
e
s
,
,
 
e
t
c
.

C
r
i
t
e
r
i
a
:

W
o
u
l
d
 
Y
O
U
 
s
i
g
n
 
t
h
i
s
,

a
n
d
 
m
a
i
l
 
i
t
 
o
u
t
,
 
k
n
o
w
i
n
g
 
t
h
a
t

i
t
 
r
e
p
r
e
s
e
n
t
s
 
y
o
u
 
a
n
d
 
y
o
u
r

c
o
m
p
a
n
y
?

S
E
E
 
p
.
 
3
9
.

I
f
 
t
h
i
s
 
b
e
c
o
m
e
s
 
a
 
p
a
r
t
 
o
f
 
y
o
u
r

t
o
t
a
l
 
e
v
a
l
u
a
t
i
o
n
 
f
o
r
 
t
h
e

s
t
u
d
e
n
t
,
 
c
r
i
t
e
r
i
a
 
i
s

e
s
t
a
b
l
i
s
h
e
d
 
a
t
 
y
o
u
r
 
d
i
s
c
r
e
t
i
o
n
.

S
E
E
 
p
.
 
3
9
-
a
.
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410EMPLOYEE

COMPANY: NOKATO STATE BANK

3-2

3 -3

3-4

3-5

3-6

DESCRIPTION

-39-

EMPLOYEE EVALUATION FORM

INDIVIDUAL PROGRESS CHART

DATE

MODEL: SECRETARY

ACC - ACCEPT
REJ - REJECT
ACC/REJ REMARKS

Transmittal - Aker

Letter w/Envelope - Applegate

Letter w/Envelope Tompkinson

Letter w/Envelope - Jacobson

Letter w/Envelope - Thompson

Transmittal - Christenson

Letter w/Envelope - Longview

Letter w/Envelope - Green

Transmittal - Pike

Letter w/Envelope - Roseland

Letter w/Envelope - Lotus

Transmittal - Aker

4.10

Minutes - Board of Directors

Transmittal - Green

Stencil - Form Lotter Oponim. Chocising
. crount

Stencil Form Lotter

Transmittal - Aker

CertificnIc of
Dcposit

Stencil - Form Litter -.Closing Chcekiur,

Account

Stencil - Form Lotter - PA:-;t Duo Lcttor

/No-- hars,64".41,..*

//

I



www.manaraa.com

EMPLOYEE'S NAME

OCCUPATIONAL MODEL

POSITION HELD

39-a

SUBJECTIV,E EVALUATION

DATE

No

Opinion Poor. Fair Average Good
1. Evidenced ability to follow instructions

2. Consc entiousness about work

3. Use of judgment and imagination (if n,.eded)

4. Appearance

5. Attendance

6. Initiative

7.) Courtesy to fellow employees

S. Courte'sy to Supervisor

9. Response to written and/or oral instruction

10. OVerall'attitude toward work

For Office Supervisor: If you flooded an employee in the company on which this
worker was assigned, would you hire this applicant?

COMMENTS:
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EMPLOYEE NAME

4O

EMPLOYEE'S SELF EVALUATION

DATE

OCCUPATIONAL MODEL

Look over this SelfEvaluation sheet before beginnin work fo this company.
. Set your goals. Fill this out at the completion"of e Model. ,tiny comments '

which you desire to be strictly confidential will be c sidered\7.

MY PERSONAL COALS FOR THIS MODEL

QUESTIONS OR PROBLEMS ARISING ON THIS WHIEL

POSSIBLE SOLUTIONS

RECOMENDATIONS

41/6LUATION:

Did I accomplish my personal goals on this model?

Did I show improvement

in skills?

in speed of performance?

in efficiency?

in knowledge?

in decis:on

As An employee working for this company, vas I

loyal?

diligent?

responsible?

Yes No

As an .employee sharing office :;par, equipment, supplies, was I

cooperative?

courteous?

3.9
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-41 -.

ATTITUDE RATING SCALE FOR STUUNTS (questionnaire for students after participating in class)

1

Actions: Circle the nUmlpred response that most closely reflects your ownattitude.'

1. Did you show initiative
and ambition while enrolled
in this class? .

a

2

req'd prodding,
shirked your
responsibilities

Sliding Scale

- - -3

.

did the reqld
work

4 - r-5

found things to

dewithout'
supervision

1 2 3 4
.,'

5

2. Were you quality conscious? careless reasonable high'

wOrker,

1- 2

standards

3

standfrds

4 5

3. Did you cooperate withi' worked with worked reasonably went out of

other students (when needed)? others well with others your way to
s

. help.others

1- 3 4 .. 5

.4. Did you respond to responded accepted- sought

',constructive criticism? negatively- constructive
criticism

constructive
criticism

3 4 5

5. How was your attendance? missed more about the same missed very

than average as average little

1 2 3' 4 5

6'. Were you a discipline req'd frequent req'd some self-disciplined

problem? discipline discipline

1 2 3 4 5

.

7. Did zou feel you could
,

no. might confident you

succeed in an office
occupation before you took

succeed could succeed

this class ?'

1 2- 3 4 ,-.7- 5

,.,_

Did you feel you would , no might
succeed

confidedt,qou
could succeid,

\ succeed in an office
\occupation after you took

this class?
t

CO
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10.

Did you have sufficieht
skills for an office
occupation before you
took this class? -(at time
of enrolling)

4

.Did you have sufficient
skills for an orrice
occupation after you
took this class?,

11. Did you have sufficient

knowledge to gain an office
job before taking the class?
(time of enrolling)

12., Did you have sufficient
knowledge to gain an office
jobafter taking' the class?

111.4
13. now much effort ;lid you

put forth? (during the
class)

C

-42-

1

minimal
skills

,

7

2

.

some skills;
might be
sufficient-

'

1 2
.. 3

minimal 1 some

1

minimal

2 -3

some; might be
sufficient

1

minimal-

2 3

some

1

some

2 3

teas-mable

7.°

e

5

skilled enough
to be a

satisfactory
'worker

4 5

satisfactory '

-
.

..,

.

4 5

much; definitely
satisfactory

4 5

4

much

much'

t

51
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-43--

ATTITUDE RATING SCALE FOR TEACHER (qtonnaire for teachers of participating students)

1. 'Did he show initiative

and ambition?

2. Was he quality
conscious?

3. Did he cooperate with other
students (when needed)?

so,

4. Did he respond to
constructive criticism?

14.

5,. Attendance

6. Was he a discipline

_problem?
6

Did he feel he would
succeed in an office
occupation before he took

this course?

8. D'i'd he feel he would
succeed in an office.
occupation after he took

this class?

9. Had sufficient skills for an
office occupation before he

took this class? (at tire of

entoliing)

,10.; Had sufficient skills for an
office occupation after he

took the course?

11. Had sufficient knowledge to
gain an office job before
taking the class? (time of

enrollment)

r

1

Require,: prodding,

shirked his

responsibilities.

Carelese:, work.r.

Worked with
others.

Responded
negatively.

Missed more days
than most students.

Required frequent
discipline.

No.

No.

Minimal.

2 3

Dad the

required
work.

4 5

Found things-

to, do without

superyision.

Reasonable
.standards.

Worked
reasonably
well with
others.

Accepted
constructive
criticism.

4.

Missed about ,

as many as the
average student.

Required some
discipline.

Might lucceed.

Might succeed.,

Some skills;
might be
sufficient.

Some.

Solue; might

be sufficient.

High
standards.

Went out of
hip way to
help others.

Sought
constructive
criticism.

Missed very
little.

Self-
discipline.

He was cones
fideet that he,

,

would succeed.

He was con-
fident that, h

would suttee

He as conH
fide his

skills werel

adeguat

Skilled enough
to be a

gatisfactory,.
'office worker.

Much.

52
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Ills ATTITUDE RATING SCALE FOR TEACHERS (continued).

12. Had sufficient knowledge to Minimal. Some.

gain an office lob after.
taking,the class?,

13. .Hn much effort did he put' 5ome. -Fkasonable. Muchl

for h? (while in the .

clan )

C

a

so 4

A
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STUDENT OPTNIONNIRE

OPINIONNAIRE: Fo students after completing occupational. model instruction.

Di ions: Pleas- circle the numbered response that most nearly reflect; your own feelings.
Circl one response for each question.

1 2 3 4 5 6

\

. Do you think yo learned ' much little about less ,, much not
as much in this class as more more the than less sure
you would have w4h regular same
textbook materials?

I'
2 3 4 '5 6

ti.

When you needed help pri\ Procedures a teacher classmate made other
some phase of the, \ *anual reference own
Occupational Model, wher book - decision
did you usually find the ...

answer?

2 3 4 5

Now that y:- 'lave enjoyed enjoyed no par- disliked disliked
Particip-,1 in the it very it ticular it it very

. Occupational Model plan much somewhat feelings somewhat much
\ of instruction, how do you
.,.feel about it as a method
of learning?

410
To what do you attribute your feelings (as marked in No. 3)? Check more than one, if
.applicable:

1; more like a real office
2. learned more about a specific career
3. learned more about a type of business
A. freedom to work at my own rate
5. individual help Irani' the teacher
6. adequate explanation before the work began
7. inadequate explanation before the work began
8. not enough help from the teacher
9. had to take too much responsibility (make own decisions, find answers, etc.)

10. did not seem 6 learn m11(.h about office work

MMENTS:
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. If you *ere to take this class again, which method of instruction would you prefer?

1. occupational model

2. regular textbook and classroom instruction .

3. both the occupational model-and regular textbook/classroom instruction

4. other

5. not sure

No /that you have worked for a North Dakota compsny(ies), would. you like to apply for this/

these positions?

Yes No

. If' yes, which one (s)?

. Whyor.why not? (refers to item 7, above)

' Sine working for North Dakota companies, do you think yOu would lib...1 office work?

Yes No 4,

10. Why or why not? (refers to item,9, above)



www.manaraa.com

CHAPTER III

INDIVIDUAL DI'FFE'RENCES
L

The North Dakota Occupational Model plan allows for individual differences.

The brief descriptions summarized (in Appendix) contains an evaluation of each model

in terms of difficulty level. During the pilot test, in which approximately

thirty to fifty students participated on each model, the 18 teachers ranked

models based on the range of abilities of the 'students in their particular class.

Thus the ability-level of each-model as defined on the description sheet has

been established through action research, as well as through analy-ing other

plans throughout the United States.

A review of literature was also onducted as part of the exemplary program

activities. The next few pages summarize some of these findings, as related to

both the less-than-average ability student and the exceptional or gifted

student.

From the list of clerical duties shown on pp. 49, 50, you will note the type

of job activities which, according to research, low-ability persons have proved

they can successfully perform. It is hoped that the information presented on

the following,pages will help you select those models and those particular

project within selected models which will be most suitable for your students.

Although e ch model has been evaluated, as stated, you may wish to refine this

selection pr ess to meet the needs of your particular situation.

Research ha verified that there are jobs available in the business.world

for students with le -than-average,ability. Not only are these positions

available, but it is a ft that the major employment opportunities for students

in the lower one-third (in gencyral scholastic ability) will be in business.

-47-
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But only if they receive appropriate pre-employment training.
1

The low-ability and educationally disadvantaged student generally has the

following characteristics:
2'

1. He has an intelligence quotient of 90 and below.

2. He has an inadequate self-image.

3. He lacks successful experiences which condition him for faiiare and

demoralize him to the extent of creating a negative self-image and

low estimate of his own competencies.

4. He is unable to communicate adequately, either in writing or in Speaking.

5. He is one or more years behind his age group in school.

6. He is frequently tardy, absent, or truant.

7. He is apathetic indifferent toward school.

8. His education does not meet his need for occupational training,
and frequently seems unrelated to his world.

Further research has shown the general characteristics of office jobs for

which low-ability youth may be employed,3 including:

1. The job is comprised of simple tasks, relatively few in number, which

can be learned in over-the-shoulder training in a relatively brief

period of time.
2. No specific areas of knowledge are required; although ordinary ability

to read, write, and do simple arithmetic are assumed to be requisite.

. 3. No previous work experience is required.

4. Jobs require knowledge of OnIy'a few specific procedures.

5. Jobs-require ability to follow oral and written instructions.

'6. Jobs are'ordinarily repetitive, requiring, little originality or

resourcefulness.
7. Jobs ordinarily require, little or no planning, organizing, or

developing on the part oft the employees.

8. It has little need for independent action or judgment.

9. Accuracy and other standards of performance usually are important.

'10. Work is under immediate supervision.

11. Jobs may deal with people, things, or both.

Wells determined in her doctoral study that the most common type of clerical

job classifications filled by low-ability employees are mail or messenger clerk,

1Elvin S. Eyster, "Implications for Business Teacher Education," NABTE

Bulletin 84, National Business Education Association, 1966.

2Victor Van Hook, "Business Education for the Disadvantaged," NABTE

Bulletin 86, National Business Education Association, 1967, p. 8.

3 Elvin S. Eyster, "Preparing the Lower One-Third in General Scholastic

Ability for Business Employment," Journal of Business Education, February 1966.

57
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clerk-typist, file clerk, mechanical machine operators, receptionist, and general

office clerk.
4

Business employers were also asked to list the type of clerical duties they

consider opportunities for low-ability persons in the business world. They stated

they would'be willing to hire the low-ability for:5

Duplicating and related work

a. Stapling materials

b. Photocopying

c. Collating
d. Operating folding'machines

e. Operating stencil duplicatOrs

Stock work

a. Physically distributing stoc

b. Tagging stock

c. Counting merchandise

General office work

a. Keeping office neat

b. Running errands

c. Checking supplies

Clerical work

a. Typing form letters

b. Alphabetizing and sorting

c. Filing
d. Filling in printed forms

Office machines

a. Full, keyboard adding machine

b. Ten-4-.ey ,Idding machine

Secretarial and stenraabic work

a. Sending telegrnH

tPatri'cia Wells. "A Profile of Office Employment Opportunities for Low-

Ability PorS?nneljin Twenty Selected Metropolitan Areas throughout the United

States." Unpublished Ph.D. Dissurtation, University of North Dakota, 1971.

5
ibid.
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b. Making appointments

c. Proofreading

d. Receiving callers

Data Processing

a. Key punch

b. Verifier

Everyone is "disadvantaged" to a degree--1. ti at least several areas. Every-

one is also talented, perhaps even "gifted," In-Some area as well. All students,

at the opposite ends of the scale as well as the !average, must be challenged.

Sometimes the advanced student gives a teacher re concerm than the lower-ability

person.
6

Tonne. states, "These students should be eLpected to accomplish more in a

given period of time and also engage in projects of an increasing degree of

difficulty and with a wider range of problems.
117

Yet the teacher needs to be certain t at he does not merely initiate gimmicki

to keep the academically successful occup'ed, busy, and out of trouble. Such plans --

are immediately suspect, and the bright s udent will only too quickly understand

the motive if he. is assigned more work t an his peers.;

It is true that. the characteristic of the exceptional student include the

ability to complete work ahead of others, are more creative, original, etc. Yet

he should not be penalized nor punished simply because he can_do more work in less

time and often with better results.

Tonne further states that "activities should be so planned and structured

6Calfin W. Taylor, "Be Talent Developers as Well' -as Knowledge Dispensers,"

Today's Education, December 1968.

7Herbert A. Tonne and Louis C. Nanassy, "Business Education and the

Academically Talented," Principles of-Business Education, 4th ed., McGraw-

Hill Book Company (New York: 1970).
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so that each student can achieve goals close to his highest potential," and

that teachers should "prov;de these students with exercises that call for a

higher level of problem solving than that given to other students in the class."8/

With this in mind, the teacher using the occupational model plan can help

guide his students toward applying for those jobs which call for less clerical

activity and more decision and problem-solving ability. Not only may these

students apply for those positions labeled "challenging" (model descriptions,

AppEndix), but they can be encouraged to apply for an internal office position

involving increased responsibilities such as administrative assistant, office

managed or bookkeeper. Rather than defining their role too circumspectly,

the teacher should iAlow all the room possible for the expression of creativity,

resourcefulness, responsi,ility, and decision making.

81bid.1
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Personal characteristics must he considered, but in conjunction and

simultaneously with the analysis of the total work situation. Where there is

an office there is.a work group with people; and where there are people there

11
is stiCial interaction and human relations problems.

From investigations into employer opinions of why people do not succeed

on the job, it is apparent that human relationships are almost as important as

\

the basic skills so far as the requirements for good office workers are,con-
.

cerned.

Approximately two-thirds of the total incidents reported in the NOBELS
.

?
. ,

,1

'study involved the worker's perception of his role expectations within the

. \ .,

formal system. Part of the study defined in behavioral terms the characteristics,

attitudes ;' and traits of workers relative to the social context of office work.

The incidenCe of ineffective behaviors reported in situations involving social

interaction were almost twice as high as effective behaviors reported in the

same situations.

Such findings, reportslCalhoun, possess significant implications for the

improvement of this phase of the preparation of office workers in terms of more
,

accurate expectations of their-role within the work group.
12

Thus it is imperative' in the occupational model plan, as well as in any

vocational. office, education program, to involve students in social and work

group interaction as mrth Possible. Those programs which'initiate an internal

office situation lend thems,ives more readily to developing social interaction.

11 Fred S. Cook and Ed',,ard Cary Shapiro. "Factors Associated With Success-'

ful Adaptat4q to the Secretacial-Stenographic Role. Research Project Final

Report. Wayne'State University October 1968, 451 pages ERIC #ED 040297. ,

\12
C. C. Calhodn. and Bobby& J. Wilson. "New Office and Business Education

Learning Nitional ess Association Yearbook, No. 8.

Washington, D.C.: National Business Education Association 1970, pp. 40-59.
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The occupational model plan serves as a vehicle through which the student may

g )a n more accurate perceptions about the world of work and his role as an office i

worker.

Frequent briefing and de-briefing sessions are not only effective in

motivating student creativity and problem-solving abilities, but provide a base

for hashing out human relations problems when they occur. They also provide a

feeling of belonging, and develop-the spirit of, team-work, a most important

phase of social-role acceptance for the individual.

Ca
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CHAPTER"V

FULL-SCALE SIMULATION

MODEL OFFICE

I -

Girl Friday, Inc. is a public stenographic agency. The product it sells

is "office services." Their goal is to make a reasonable profit based on

quality and reputable service to companies, offices, and business people of

the local community.

Stenographers, typists, clerks, and bookkeepers take dictation, type

reports, perform clerical activities, and provide a variety of services to

their clients.

Internal operation of the compaiiy includes several positions besides the

employees who work directly and only with client activities. These personnel

are as follows:

Receptionist
Office Manager - Bookkeeper

Clients of the business are, in reality, the 24 occupational models. Each

individual project is filed behind that client's comPany, name. The simulator

(outside world) acts as-various perSonnel from these firms and brings work

orders (individual 'projects) to employees at Girl Friday, Inc. Customers will

not pay their bills--much less return again--unless all materials produced are

quality work.

Girl Friday, Inc. develops the distribution schedule for the simulator, so

that within the office operation there is no contact with Occupational Models,

as such. The client, of course, brings his Company Manual and Procedures Manual

to the employee with whom he works, so that she in turn has ready access to the

way his specific company operates.

A large-scale simulated office can easpy be developed by using additional

.intern 1 office personnel. Girl Friday, Inc. at Fargo South is designated as a

--T-fkk,
branch o 'ce, with billing and other accounting, procedures conducted elsewhere.

For the more ambitious or larger OE programsi-a Home Office could also be in-

cluded. (See pp. 73-78 for job description of Home Office.)

. ,,,,,

-55-
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STEPS IN SETTINfl UP FULL-SIMULATION

GIRL FRIDAY*

X 1. Selected first 8 occupational models--based on ability ev4
of student6 enrolled in the program.

\

X X 2. Established jobs and job.descAptions for internal office

operation of Girl Friday: (a)bffice manager (b)'reception s

(c) stenographers (d). clerk-typists:

X . X 3. Coded supply lists from all (24) models; card file established

(see page 65 for example)

X

X

X

X

X

X

X 4. Central supply files established -- following client -name (model

companies), and file folders prepared. ' .

X ,5. Girl Friday office forms pr epared (designed, typed, duplicated, '

filed)

6. Duplicated and filed client supplies needed (from supply lists

-----rin-models4-filed-peamble-4ede
established in 3, 4, above)

X 7.

X 8.

X 9.

X 10.

11.

X' ..12.

Defined Job descriptions for internal office.

Prepared. Girl Friday Office Manual ( wfote material, typed,

-duplicated, made available for later use). See pages 68-72.

Room arrangement
edecoration.

Included in both teacher and

student input were tie,needs anwishes of other students and

teachers who use the room, as well as the janitor. §tudnts

chose where they Nould-sit and witA whom;

Pre-testing:
office skills

Studentprep
and plotting

(One week) Rased on OE units; test covered basic,

,
typewriting, shorth4nd, machines, etc.

arced 'their own graphs,\recording.the class average

their scores. (See page 15.)

Pre-Simulation: (One week) A help-w ted ad appeared on the

bulletin board:
NANTED: emNoyoe with typing d transcription

skills for work in a secretaria services branch

office. Wrilv Box 243, Fargo lb um, .stating

qualifications." , 4

(a) Students .wrote 3 letters asking for p rmission to use names.

(b) Letter of aprilication, and resume:
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X X (c) Interviews conducted with students

X (0 Follow-up: Students were hired (twofor each of the
f4"st models chosen as Girl Friday clients).

X (e) New workers received the Company Manual and Proced. cs
Manual for their particular client, in order to be,ome

familiar with that company.

GIRL FRIDAY SECRETARIAL SERVICES "OPENS ITS DOORS.FOR BUSINESS"

X X 13. Receptionist and OffiCe manager of Girl Friday met with the

executive vice-president (teacher) for a briefing session. i

(They remained' on their jobs for one week, at which time th4
trained another worker' for the job. They, moved to positions

as stenographers or clertypists, workingfor clients.)

14. New employees reported to the Office Manageil who required-

them to fill out W-4 forms with,the receptionist.. After
receiving' their Girl Friday Office Manual (seevpage 68).they

reported to their assigned work seatiofts.

15. Executive vice-president prepared a'weekly work input sheet

for the Office Manager. This listed worker's names, together'

with clients and specific daily projects. '(Since there wer.,,

-two employees assigned to each client, it was the respoMsibility

of the office manager and the two employees involved as to dis-

tribution of work load.)

6. Incoming mail (daily projects were'submitted through the mail,

aeappeared on the,,list in 15 above). Receptionist posted

mail received.. Mail was then submitted to office manager for

handling and distribution. Handling included preparing a r

Work Order (see p. 64)

el

X

X

X

X

__17. Stenos and clerk-typists procure needed supplies through the

r5cLit:ionist from clients' supply folders. Completed work as

deperibed; prepared client invoices based'on charge$ in:Girl

Friday Office Manual; and prepared materials for, proper dis-

tribution--(also listed.in Office-Manual).

l8. Office manageechecked completed work, ready for mail.

)

19. Receptionist prep red outgoing mail--recordedvpoStage expense. ,

20. E:...scutive vieetpresi ent received mail (for checking against,

supervisor'skey, and follow-up). 1

21. ayroll prepared weekly (see Office Manual).' Office manager

evaluated employees on Friday before leaving her position;

r V
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22.. As stenographers and clerk-typists gained confidence and

.

proficiency with the operation of their secretarial services

company, new clients were added. (additional model input,

based on ability-level of OE student workers, and difficulty-.

level of model§ available)

-58-

as

EVALUATION: Based on:
1.

(1) quality and quantity of work produced

(2) office manager and executive vice-president's weekly evaltiation

oFemployees
(3) attitudes and effectiveness in social-interaction activities

(These.included: .accepting instructions, criticism; giving

supervisidn; working together as a team to complete client

work orders on time; ability to work undpr pressUre; use of

supplies and equipment; etc.p

4%.

J

GIRL FRIDAY, INC. is located at-Fargo South High School. Executive vice:president

is Mrs. Cathie Ferguson.

:.
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INCOMING MAIL REGISTER
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WORK ORDER

NAME NO.

BILL TO

ADDRESS

PICK UP WHEN WE MAIL HOW WHEN

DELIVER TO WHEN ----- 'CALL WHEN READY

INSTRUCTIONS

STENO'S TIME

84 x 11 double spaced

w/tab or numerical date

letter, single-space

legal double-space

single-space

dbl-sp, w/tab date

carton copies

envelopes, lines

cards, labels, etc., lines

blue legal binders

folders

other

TOTAL

TAX

FINAL TO

Plus One Carbon

fr
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SUPPLIES NAME

STEELE PUBLIC SCHOOLS
SECRETARY

SUPPLY #

030

REORDER PRICE

Transmittal Forms 30-01 .05

Letterheads 30-02 .05

Lunch tickets ,

annual
30-04
30-04-1

.05

.05

monthly 30-04-2 .05

weekly , 30-04-3 .05

,Lunch receipts 30-03 .05

Payroll sheets , 30-05 .05

Title III Application Forms 30-06 .05

Commodity Request Forms -, 30-07 .05

Commodity Receipt Form, 30-08 .05

Transcript Record Form 30-09 .05

Purchase Order Forms 30-10 .05

SUPPLIES REQUISITION
Steele Public School

Date

Supplies Needed:

:1
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GIRL FRIDAY

SECRETARIAL SERVICES

Fargo South Fargo, ND 58102

INVOICE

Invoice No.

SOLD TO: DATE:

TERMS cash charge

DATE QUANTITY DESCRIPTION CHARGES

customer

TAX

TOTAL

TOTAL

74
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Date

-67-

POSTAGE EXPENSE

DATE TO WHOM SENT WEIGHT COST
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c
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b
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p
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p
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p
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d
e
r
!

-
 
C
h
e
c
k

t
o
 
s
e
e
 
t
h
a
t
 
a
i
d
 
e
l
e
c
t
r
i
c
a
l
 
e
q
u
i
p
m
e
n
t

-
 
W
h
e
n
 
a
 
W
o
r
k
O
r
d
e
r
 
i
s
 
c
o
m
p
l
e
t
e
d
,
 
p
u
t
 
i
t
 
o
n
 
y
o
u
r

i
s
.
t
u
r
n
e
d
 
o
f

b
e
f
o
r
e
 
1
c
a
v
i
n
g
.

o
f
f
i
c
e
 
m
a
n
a
g
e
r
'
s
 
d
e
s
k
.

D
o
 
n
o
t
 
i
n
t
e
r
r
u
p
t
 
o
t
h
e
r

-
 
N
o
t
i
f
y

o
f
f
i
c
e
 
m
F
r
a
g
e
r
 
i
f
 
y
o
u
 
h
a
v
e
 
a
n
y

p
e
o
p
l
e
'
s
 
a
c
t
i
v
i
t
i
e
s
 
b
y
 
v
i
s
i
t
i
n
g
.

C
o
m
m
e
n
t
 
o
n
l
y

d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
f
a
u
l
t
y
 
u
l
a
c
h
i
n
a
s
.

i
f
 
i
t
 
i
s
 
n
e
c
e
s
s
a
r
y
 
t
o
 
e
x
p
l
a
i
n
 
s
o
m
e
 
a
s
p
e
c
t

o
f

-
 
C
o
v
e
r

m
a
c
h
i
n
e
s
 
n
o
 
l
o
n
g
e
r
 
i
n
 
u
s
e
.

t
h
e
 
j
o
b
 
t
o
 
b
e
 
d
o
n
e
:

R
e
m
e
m
b
e
r
:

W
h
e
n
 
y
o

a
r
e

-
 
S
u
p
p
l
i
e
s
 
a
n
d

p
r
i
n
t
e
d
 
f
o
r
m
s
 
a
r
e
 
c
o
s
t
l
y
.

-
E
x
e
r
c
i
s
e
 
c
a
r
e
 
i
n
 
t
h
e
i
r
 
u
s
e
.
.
 
R
e
t
u
r
n

a
l
l

v
i
s
i
t
i
n
g
 
w
i
t
h
 
a
n
o
t
h
e
r
 
p
e
r
s
o
n
,
 
t
w
i
c
e
 
a
s

M
u
c
h

n
o
t
 
b
e
i
n
g
 
d
o
n
e
!

i
s

u
n
u
s
e
d
 
s
u
p
p
l
i
e
s
 
t
o
 
t
h
e
 
p
r
o
p
e
r
 
p
l
a
c
e
.

G
r
i
e
v
a
n
c
e
s
,
 
R
e
c
o
m
m
e
n
d
a
t
i
o
n
s
,
 
e
t
c
.

"
D
o
 
n
o
t
 
c
a
r
r
y
 
a
 
g
r
u
d
g
e
.
"
 
:
I
f
 
y
o
u

f
e
e
l
'
y
o
u
 
h
a
v
e

b
e
e
n
 
-
t
r
e
a
t
e
d
 
u
n
j
u
s
t
l
y
,
 
d
i
s
c
u
s
s

t
h
e
 
m
a
t
t
e
r
 
w
i
t
h

,

.
y
o
u
r
 
o
f
f
i
c
e
 
m
a
n
a
g
e
r
-
-
n
o
t

w
i
t
h
 
y
o
u
r
 
f
e
l
l
o
w

w
o
r
k
e
r
s
.

D
u
r
i
n
g
 
t
h
e
 
d
a
y
,
 
m
a
k
e
 
i
t
 
a

p
o
l
i
c
y
 
t
o
 
w
r
i
t
e
 
d
o
w
n

q
u
e
s
t
i
o
n
s
,
 
p
r
o
b
l
e
m
s
,
 
o
r
 
s
u
g
g
e
s
t
i
o
n
s
 
a
s

t
h
e
y
 
a
r
i
s
e
,

w
h
i
c
h
 
m
a
y
 
c
o
n
c
e
r
n
 
t
e
c
h
n
i
c
a
l

a
s
p
e
C
t
s
 
o
f
 
y
n
U
r

j
o
b
 
o
r
 
e
q
u
i
p
m
e
n
t
-
-
q
u
e
s
t
i
o
n
s

o
f
 
p
o
l
i
c
y
 
o
r
 
m
o
r
a
l
e

p
r
o
b
l
e
m
s
.

W
o
r
k
 
P
r
o
c
e
d
u
r
e
s

-
 
C
h
e
c
k

i
n
s
t
r
u
c
t
i
o
n
s
 
c
a
r
e
f
u
l
l
y
 
o
n
 
t
h
e
 
W
o
r
k
O
r
d
e
r
s

b
e
f
o
r
e
 
b
e
 
i
n
n
i
n

t
o
 
t
 
e
.

R
e
t
y
p
i
n
g
 
b
e
c
a
u
s
e
'

n
s
 
h
a
v
e
 
n
o
t
 
b
e
e
n

f
o
l
l
o
w
e
d
 
i
s
 
m
u
c
h

m
o
r
e
 
t
i
m
e
-
c
o
n
s
u
 
n
g
.
a
n
d

t
e
m
p
e
r
-
t
r
i
g
g
e
r
i
n
g
 
t
h
a
n

a
s
k
i
n
g
 
q
u
e
s
t
i
o
n
s
 
b
e
f
o
r
e
h
a
n
d
.

i
k
i
r
-
 
C
h
e
c
k
 
t
h
e
 
d
e
l
i
v
e
r
y
 
o
r
m
a
i
l
i
n
g
 
d
a
t
e
 
a
n
 
a
l
l
 
W
o
r
k

J
D

0

A
T
T
E
N
D
A
N
C
E

N
o
 
p
a
y
 
w
i
l
l
 
b
e
 
r
e
c
e
i
v
e
d
 
f
o
r

a
b
S
e
n
c
e
s
.

S
i
c
k
 
l
e
a
v
e
-
-
1
 
d
a
y

f
o
r
 
e
v
e
r
y
 
3
0
 
w
o
r
k
 
d
a
y
s
 
(
o
r
 
a
p
p
r
o
x
i
m
a
t
e
l
y
 
s
i
x
w
e
e
k
s
)
;

r
e
m
e
m
e
r
,
 
t
h
o
u
g
h
;
 
t
h
a
t
 
e
v
e
r
y
.
h
o
u
r
 
y
o
u
 
a
r
e
 
o
u
t
,
 
y
o
u
r

1

d
i
v
i
s
 
o
n
 
s
u
f
f
e
r
s
.

,
_
-
-
-
-
-
-
-
-

t

A
l
t
h
o
u
g
h
 
a
n
 
e
m
p
l
o
y
e
e
'
s

p
e
i
-
S
o
n
a
l
 
l
i
f
e
 
i
s
 
h
i
s
 
o
w
n
_
t
o
-
-
7
-

d
o
 
w
i
t
h
 
a
s
 
h
e
w
i
s
h
e
s
,
r
e
m
e
i
n
b
e
r
 
t
o
o
,
 
t
h
a
t

y
o
u
r

.

h
o
u
r
s
 
a
w
a
y
 
f
r
o
m
 
t
h
e
 
o
f
f
i
c
e
a
r
e
 
n
.

e
 
1
-
d
i
s
c
i
p
l
i
n
e
d
,

y
o
u
r
 
e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
n
 
t

w
i
l
l
 
b
e
 
i
m
p
a
i
r
e
d
-
-
a
n
d

'
a
g
a
i
n
y
O
u
r
 
d
i
v

s
u
f
f
e
r
s
.
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-
 
G
I
R
L
F
R
I
D
A
Y

S
E
C
R
E
T
A
R
I
A
L
 
S
E
R
V
I
C
E
S

C
-
H
A
R
G
E
S
-

R
a
t
e
s
 
a
r
e
 
b
a
s
e
d
 
o
n
 
s
t
a
n
d
a
r
d

a
l
l
 
x
 
l
l
'
a
n
d
 
l
e
g
a
l
-

s
i
z
e
 
s
h
e
e
t
s
;
 
d
i
v
i
d
e

p
r
o
p
o
r
t
i
o
n
a
t
e
l
y
,
 
a
c
c
o
r
d
i
n
g

t
o
 
h
a
l
f
 
o
r
 
o
f
f
-
s
i
z
e
d

m
a
t
e
r
i
a
l
s
.

S
t
r
a
i
g
h
t
-
t
y
p
i
n
g

8
1
/
2
 
x
 
1
1

d
o
u
b
l
e
-
s
p
a
c
e
d

w
/
t
a
b
 
o
r
'
n
u
m
e
r
i
c
a
l

d
a
t
a

l
e
t
t
e
r
,
 
s
i
n
g
l
e
-
s
p

l
e
g
a
l
-
s
i
z
e

d
o
u
b
l
e
-
s
p

'

s
i
n
g
l
e
-
s
p

d
-
s
p
,
 
w
/
t
a
b
 
d
a
t
a

D
i
c
t
a
t
i
o
n
/
T
r
a
n
s
c
r
i
p
t
i
o
n
,
 
t
i
m
e
 
r
a
t
e

H
o
u
r

H
a
l
f
-
h
o
u
r

Q
u
a
r
t
e
r
-
h
o
u
r

1
.
2
5

1
.
5
0

1
.
5
0

1
.
5
0

2
.
0
0

2
.
0
0

6
.
0
0

3
.
0
0

1
.
5
0

E
x
a
c
t
 
t
i
m
e
 
s
h
o
u
l
d
 
b
e

p
l
a
c
e
d
 
o
n
 
t
h
e
 
W
o
r
k
,
 
O
r
d
e
r
,
S
h
e
e
t

(
r
o
u
n
d
e
d
'
o
f
f
 
t
o
 
n
e
a
r
e
s
t

q
u
a
r
t
e
r
-
h
o
u
r
)

-
-

*
 
I
f
 
s
t
e
n
o
s
 
w
o
r
k
 
t
o
o

s
l
o
w
l
y
,
 
w
e
 
w
i
l
l
 
l
o
s
e
 
o
u
r

c
l
i
e
n
t
s
 
t
o
 
o
t
h
e
r
 
S
e
c
r
e
t
a
r
i
a
l

S
e
r
v
i
c
e
s
;
 
t
h
e
r
e
f
o
r
e

d
o
 
n
o
t

d
a
w
d
l
e
,
 
c
a
u
s
i
n
g
 
a
n

e
x
c
e
s
s
i
v
e
 
c
h
a
r
g
e
 
t
o

b
e
 
r
e
n
d
e
r
e
d
.

%
;
,

-

*
 
T
h
e
 
c
l
i
e
n
t
 
s
h
o
u
l
a
,
b
e
t
o
l
d
 
t
h
a
t
 
a
d
d
i
t
i
o
n
a
l
 
c
h
a
r
g
e
s

w
i
l
l
 
b
e
 
m
a
d
e
 
i
f
 
t
h
e
 
d
o
p
y

f
r
o
m
 
w
h
i
c
h
 
w
e
 
a
r
e
 
t
y
p
i
n
g

i
s
 
h
a
r
d
 
t
o
 
r
e
a
d
 
o
r
 
m
u
s
t

b
e
 
e
d
i
t
e
d
.

'4
3

,

'
O
t
h
e
r
,
 
C
h
a
r
g
e
s

c
a
r
b
o
n
 
c
o
p
i
e
s
,
 
e
a
c
h

e
n
v
e
l
o
p
e
s
 
a
d
d
r
e
s
s
e
d
 
(
e
a
c
h

l
i
n
e
)

c
a
r
d
s
,
 
l
a
b
e
l
s
,
 
e
t
c
.

(
e
a
c
h
 
l
i
n
e
)

b
l
u
e
 
l
e
g
a
l
 
b
i
n
d
e
r
s

f
o
l
d
e
r
s

.
0
5

.
0
5

.
0
5

.
1
0

.
5
0

*
 
W
h
e
n
 
t
h
e
r
e
 
i
s
 
n
o
 
q
u
e
s
t
i
o
n

c
o
n
c
e
r
n
i
n
g
 
b
i
l
l
i
n
g
,

.
.
.
.
.
.
.
.
.
A
i
s
 
t

s
t
e
n
o
s
 
a
n
d
 
t
y
p
i
s
t
s

m
a
r
*
g
e
t
 
i
n
v
o
i
c
e
s

f
r
o
M
 
t
h
e

b
o
o
k
k
e
e
p
i
 
s
 
d
e
s
k
 
a
n
d
 
m
a
k
e
 
t
h
e
m
 
o
u
t

*
 
T
h
e
 
c
u
s
t
o
m
e
r
 
w
i
l
l
 
g
e
t
 
C
o
p
y

'
1
 
w
i
t
h

t
i
n
v
o
i
c
e
)

w
o
r
k

C
o
p
y
 
2
 
o
f
 
i
n
v
o
i
c
e
 
w
i
t
h
r
w
o
r
k

o
r
d
e
r
 
(
C
t
i
p
y
 
1
)
 
g
o
e
s

t
o
 
H
e
a
d
 
O
f
f
i
c
e

C
o
p
y
 
3
 
o
f
'
i
n
V
o
r
d
-
V
,
i
t
h

w
o
r
k
 
O
r
d
e
r
 
(
C
o
p
y
 
2
)
-
 
g
o
e
s

t
o
 
.
m
a
n
a
g
e
r
 
o
r
 
h
i
s
'
a
s
s
i
s
t
a
n
t
 
f
o
r
 
f
i
l
i
n
g

H
e
a
d
 
o
f
f
i
c
e
 
h
a
n
d
l
e
s
 
a
l
l

b
i
l
l
i
n
g
.
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O
v
e
r
s
e
e
s
 
W
o
r
k
 
(
H
e
l
p
s
 
o
t
h
 
r
s

.

F
o
r
w
a
r
d
s
 
W
o
r
k
 
O
r
d
e
r
s

-

K
e
e
p
s
 
E
m
p
l
o
y
e
r
 
E
a
r
A
i
d
g
s
.
R
e
c
o
r
d
a
n
d

P
a
y
r
o
l
l
 
R
e
g
i
s
t
e
r

-
-

V

P
r
e
p
a
r
e
s
 
P
a
y
r
o
l
l
 
.
a
n
d
-
'
l
i
m
e
/
C
a
r
d
s

R
e
c
o
n
c
i
l
e
s
 
B
a
n
k
 
A
c
C
o
u
n
t
(
o
r
 
r
e
c
e
i
p
t
)

9
I
F
F
I
L
E
 
M
A
N
A
G
E
R

G
r
e
e
t
s
 
V
i
s
i
t
o
r
s
,
 
s
h
o
w
s
 
t
h
e
s
k
 
a
r
o
u
n
d

.2
4

C
h
e
c
k
s
 
o
r
 
C
o
m
p
l
e
t
e
s
(

-
I

/
.
C
h
e
c
k
s
 
W
o
r
k
 
q
l
.
'
_
p
s

t
_

R
e
c
o
r
d
s
 
I
n
d
i
v
i
d
u
a
l
 
E
m
p
l
o
y
e
e
 
P
r
o
g
r
e
s
s
.

7
.

E
v
a
l
u
a
t
e
s
 
W
o
r
k
 
o
f
 
D
i
v
i
s
i
o
n
 
E
m
p
l
o
y
e
e
s
,

S
e
n
d
s
 
O
u
t
 
L
e
t
t
e
r
s
 
o
f
 
I
n
t
r
o
d
u
c
t
i
o
n
 
t
o

C
u
s
t
o
m
e
r
s

4

S
t
i
p
p
l
y
 
R
o
o
m
 
a
n
d
 
R
e
q
u
i
s
i
t
i
o
n

A
s
s
i
s
t
s
 
o
f
f
i
c
e
 
m
a
n
a
g
e
*
,

.
T
a
k
e
s
.
C
a
r
b
 
o
f
 
P
e
t
t
y
.
 
C
a
s
h .

,

F
4
c
O
r
d
s
 
I
h
e
o
b
i
n
i
 
M
a
i
l
 
_
i
n
 
R
e
g
i
s
t
e
r

e
R
e
c
o
r
d
s
 
P
o
s
t
a
g
e
 
i
n
P
o
s
t
a
g
e
 
A
l
l
o
c
a
t
i
o
n-

,

T
y
p
e
s
 
l
e
t
t
e
r
s
 
f
o
r

o
f
f
i
c
e
 
m
a
r
i
a
g
e
r ,r

R
E
C
E
P
T
I
O
N
I
S
T

4
*

H
a
n
d
l
d
s
 
O
f
f
i
c
e
 
F
i
l
e
s

d

W
o
r
k
 
f
o
r
 
C
o
m
p
a
n
i
e
s

F
i
l
l
s
 
o
u
t
 
I
n
v
o
i
c
e
d

W
o
r
k
 
S
l
i
p
s

(
S
e
e
 
M
9
n
u
a
l
)

f

t

S
T
E
N
O
S
 
A
N
D
i
Y
P
I
S
T
S

.

.,
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J
O
B
 
D
E
S
C
R
I
P
T
I
O
N
S
 
-
 
I
N
T
E
R
N
A
L

O
F
F
I
C
E
 
P
O
S
I
T
I
O
N
S
'

_

(
S
u
g
g
e
s
t
e
d
 
f
o
r
 
l
a
r
g
e
-
s
c
a
l
e
 
s
i
m
u
l
a
t
i
o
n
;
 
i
n
t
/
U
d
I
n
g
 
H
o
m
e
 
O
f
f
i
c
e

A
c
c
o
u
n
t
i
n
g
 
D
e
p
a
r
t
M
e
n
t
)
-

.
P
O
S
I
T
I
O
N

P
U
R
P
O
S
E

A
C
T
I
V
I
T
I
E
S
.
,
 
D
U
T
I
E
S

C
O
M
M
E
N
T
S

.
.

O
f
f
i
c
e
 
M
a
n
a
g
e
r

'
S
u
p
e
'
r
v
i
s
e
e
 
t
h
e

o
f
f
i
c
e
;
 
s
e
c
o
n
d

o
n
l
y
 
t
o
 
t
h
e

.
t
e
a
c
h
e
r
;
 
(
w
h
o

b
e
c
o
m
e
s
 
t
h
e

e
m
p
l
o
y
e
r
 
o
r

v
i
c
e
-
p
r
e
s
i
d
e
n
t

o
f
 
t
h
e
 
c
o
m
p
a
n
y
)

C
h
a
i
r
s
 
t
h
e
 
b
r
i
e
f
i
n
g
 
a
n
d
 
d
e
-
b
r
i
e
f
i
n
g

s
e
s
s
i
o
n
s

-
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
a
l
l
 
o
f
f
i
c
e
 
-
 
e
m
p
l
o
y
e
e
s

R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
i
n
p
u
t
 
t
o
 
e
m
p
l
o
y
e
e
s

.
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
o
u
t
p
u
t
,
f
r
o
m
 
e
m
p
l
o
y
e
e
s

F
o
l
l
o
w
s
 
i
n
s
t
r
u
c
t
i
o
n
s
 
g
i
v
e
n
 
b
y
 
t
h
e

e
m
p
l
o
y
e
r
,
 
a
n
d
 
c
a
r
r
i
e
s
 
o
u
t
 
t
h
e
s
e

r
e
s
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MODEL DESCRIPTIONS:4

Secretarial - General Office Positions

Kidder County Agent
Steele Public School ,

Northland Chemical Company
United Hospital
Crabtree Insurance Agency
Western Potato Service
Pioneer Mutual Life Insurance
Minot Builders Supply
Fargo Schools
Nokato State Ban1

Clerk-Typist Positions

Secretary

Secretary to Superintendent
Secretary

In-Service Secretary
Stenographer

Personnel Secretary
General Stenographer

Secretary
Secretary
Secretary

. State Farm Insurance Comp-any

Hugo's Piggly
Roughrider County Welfare
Minot Builders Supply
Northern School Supply
Crabtree Insurance Agency
-NOrthwestern BellTelephone Company
Roughrider County Welfare

Bookkeeping Positions

CrabtreefInsurance Agency
Barta Building Supply
Farmers Union Oil Company

Minot Builders Supply
Nokato State Bank.
Steele Farmers Elevator

Clerk-Typist
.Clerk- Typist

- Typist

Clerk-Typist
Accounting Clerk

Insurance Rating Clerk
Telephone Clerk

Eligibility -Clerk

Bookkeeper
Bookkeeper
Bookkeeper
Bookkeeper

Teller-Bookkeeper
1ookkeeper- Office Manager

See following pages for job clescriptloils, equipment utilized on the job,

and recommended qualifications.
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Secretarial - General Office Positions

KIDDER COUNTY AGENT SECRETARY (basic)

The secretary is responsible for a variety of dutiesthat the Kidder

County Agent assigns. The employee files, types reports, letters,

listings. and numbers. Material'is transmitted'in longhand.or corrected
0

copy.

Equipment: typewriter, duplicator; adding machine

Qualifications: typewriting s

-STEELE PUBLIC SCHOOL SECRETARY TO SUPERINTENDENT (basic)'

This position requires completing a variety of duties that a secretary

may have to do for a superintendent in a small high school. A con-

siderable ai.unt of typing. is included in the preparation of reports,'

ordering 'Supplies and commodities, and preOaringtranscripts and letters.

Equipment: typeiriter,,duplicator, adding machine

Qualifications: typewriting

NORTHLAND CHEMICAL COMPANY SECRETARY (basic)

The employee is responsible for typing letters on stencils; completiDg

forms for insurance and consignment purposes; and preparing materials for

proper distribution.

Equipment: typewriter, duplicator, adding/calculating machine, transcribing

machine

Qualifications: typewriting, shorthand or machine transcription skills

UNITED HOSPITAL IN-SERVICE SECRETARY (intermediate)

Typing is a major activity in this position. Letters, minutes of meetings,

policy revisions, memos, bulletins, and purchase requisitions and orders,

are indicative of the,secretary's duties. Posting from notices, filing

and retrieving, are also daily responsibilities., Some degree of imagination

is needed in preparing attractive designs on bulletin board memos.

*Contains working papers. These should be cut, labeled (project no.), and

filed in project envelopes prior to model activity.

Equipment: typewriter, duplicator

Qualifications: typewriting

CRABTREE INSURANCE AGENCY STENOGRAHER (intermediate)

The stenographer works closely with the agent (owner), as well as with the

other two employees (Insurance Rating Cler and Bookkeeper). Activities

include: typing cortespondence, memos, an, reports fr ough draft;

taking dictation or transcribing from machine; preparation d typing of

-
' 91
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budgets, forma and reports; handling incoming and out-going/Mail.

Equipment: typewriter, duplicator, adding/Calculating machine, transcribing

machine
Qualifications: typewriting, shorthand or machine transcription skills .

PIONEER MUTUAL LIFE INSURANCE COMPANY STENOGRAPHER (intermediate>

Secretarial-pool assignments typify thit position. Responsibilities

include: filing, right-margin justification (news article); duplicating;

dictation and transcribing; typing.

Equipment: tyPewriter, duplicator, adding machine, transcribing machine

Qualifications: typewriting, shorthand or machine transcription skills

WESTERN POTATO SERVICE ETASOINNELSECRETARY (intermediate)
6

Activities rhclude: completing personnel records; preparing forms;

composing and typing correspondence; and maintaining company personnel'
records and files.

Equipment: typewriter, d licator, adding maching, transcribing machine

Qualifications: typewritin shorthand or machine transcription skills

FARGO SCHOOLS SECRETARY (intermediate)

The employee takes dictation, transcribes; types correspondence, forms and
reports; record-keeping related to 17 school audio- visual accounts,

including equipment and inventory charts.

Equipment: typ6riter, duplicator, add ing machine, transcribing machine

Qualifications: typewriting, shorthand or machine transcription skills

MINOT BUILDERS SUPPLY SECRETARY (intermediate)

Thesecr.ztary-tAkes dictation and transcribes materials; prepares reports
(including detetmining percentages and making revision decisions);
duplicates materials; verifies and posts to accounts; and types a variety

of forms and items.

Equipment: typewriter, duplicator, adding/calculating machine, transcribing

machine
Qualifications: typewriting, short hand or machine stranscription skills

4> (bookeeeping and office machines helpful)

NOKATO STATE BANK. SECRETARY (advanced).

This position covers a wide-variety of general secretarial skills applied

to a medium size commercial bank, including: typing letters, financial' .

statements, board minutes, and forms and reports.

7
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Equipment: otypewriter, duplicator, adding, machine,ranscribing machine

Qualifications: typewriting, shorthand or mackine nscription

''(bookkeeping and'otfice'machines helpfutY

I Clerk-Typist Positions

STATE FARM INSURANCE COMPANY CLERK-TYPIST (basic)

The employee types var4ous insuranCe.jorms (applications, policies, etc.)

correspondence, from handwritten motes and forms as well as from

corrected copy. -Filing/operations are.also among the clerk-typist's

0

Equipment:. typewriter
Qualifications:, typewriting,

HUGO'S PIGGLY',WIGGY' CLERK (basic)

The clerk'works" with basic grocery store operations, including: 'the

'
preparation of. report's.; handling currency; typing daily cashTregigter

receipts and payroll' reports; processing .Utility paymghts;, and preparing

-advertising copy;

Equipment: typewriteradding machine
Qualifcations:' typewriting

-,,, .
,..-,

-111FGHRIDER,COUtITY' ) T=YPIST (intermedrate)

The employee is responsible te-any office personnel in the office.

1
Activieies include: preparing .transcripts from rough draft reports; .

typing from transcribing machine belts; and completing detailed infarmacion

on numerous types of farms. _

Equipment: 'typewriter, adding machple, transcribing machine'

-Qualifications: 'typewriting,,michihe-tianscription skills
.k

MINOT /MI6& SUPPLY

5; employee typds tette
verifies invoices and re

- _

411

typewriter,
machine

Qualifications: typewriting

CLERK-TYPIST ,(intermediate)

rs, memos, forms, and reports from rough draft;,

port;- files and performs various clerical 'duties.

duplicator, adding/calculating mciite, Cianscribing.

NORITERN SCUOOLSUPPLY' ACCOUNTING CLERK, (intermediate)

The clerk performs the same basic tasks every day and the work procedure,

is fairlyroutin%once tht! 'employee is familiar'with the daily operatIns.

These inclndet e.ifeing, recdrding, and processing of ,incoming checks' .

.

. -
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and invoices; preparing putgoing checks, and daily bank deposit. The

clerk also occasianallYtypes purchase order% Acknowledgments, and cor-

,iesponaence. . , 14 , ,
- 1 -. '

e
. *- 4 ° i

. , 1

*Cmtains
.

working papers: These must be removed fromjkitdcut to size,. 1

And filed in labeled daily, envelopes prior to-model acitivity. .
. .

; . I

y!

'Equipment: typewriter, adding/calculat4 machine
,

Qualifications: typewriting, record-keeping fundamentals,
. ,

: I

/
I

,

f /

CRABTREE INSIIRANCE AGENCY IqSURANCE 1ATING CLERIC

\:\/d's

(a Ivanced)

The employee,is responsible for rating istiTance poli,ies fer ap °mobile

Andshomeowner insurance applicants. A.OilfTties.inClude: Te-:rA.ting policies

that expire, renewing policies; ordering]policiles; co

and maintaining files.
. . .

,

c

Equipment: typewriter, calculator

Qualifications: typowritinw ability tolfollow detaqed w

andsyme-computational ability. I

, \.
1

.

/
I

a ' 9 f . /

NORTHWESTERN BELL TELEPHONE COMPANY.* ;TELEPHONE' CLE1RK/ '.(challenging)

; / *

. ,

. r I

The 'telephone clerk,is\Xresponsible,ford , L
i .

.

.l: customer ex/4A -' often talks with customersiever telephone,

. c.: .. .
taking necesi3ary\ acpion to handle requests. ,t,

2.' clerical Ciuries,7 maintains records- and filesInecessary.to .--,

,perfOrm cuNontentact and colilection-work (for 25 customer

accounts) .: ,
, ,

/ 4

3. record-keepftik -,keeps'customerlaCcounts pp -dated at all times

so that customer 'contact is'accitrate and,efficient. l'

, .

pleting/inVoices; ,

/
ii

,

I 'y itten instructions;/

*An "outa'ide-world" simulator (cust.?mer)' is es4ent

must be removed from %it, cut twsize, and .filed i

prior, to model activity.

kuipmentf7'typewriter,,tdlepbones (at least two

adding mak'hine
typewriting; ability to make-decisions under pressu

rei)ain poised, courteous, and patient.

al. Working papers
labeled! envelopes

,
1

onnecting hones),

/
, *
\ .*I. .

. / , !

4
:,

WORMER COUNTY,WlaWF ELIGIBILITY CLERK/, A.

.

1

) I f

initial rood Stamp applilicatons under the

welfare .program. Re'qp9nsibilities requi

federal.- state plan manfital,instructions;

5,

r

Tile employee works writ]

governmentr-admini-.tgre

lability to: ulidorap
for money; seltsfood.st taps; conduot banking and/correspondence/activities;

verify, transfe6 oosemble dat' from numerous government report forms.

.removed ri-om kit, cut to size, and

to model afctivity.

(very chall nging)

e the
ccount

c
*Contains worlzing papves: must b

filed in labelkerv:el,oro:.,.priol

9111111))'

94

'1
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Equipment: typewriter, adding/calculating machine':
Qualifications: typewriting; ability to understand. complicated written

instructions, and prove one tyJpe of-report data against
data from other sources.

Bookkeeping Positions

4

' CRABTREE INSURANCE AGENCY BOOKKEEPER (intermediate)

Ttle employee is .responsiblp for: posting to journals, cash ledgers,
accounts receivable ledger, and the rash book; as well as routine*
correspondence and filing. Daily posting to accounts.isessential,
as'well,as legible handwriting, And accur4ty in computation41 work.

1
, .

Equipment: typeWriter, adding/calculating\ machine .

;Qualifications: typewriting, bookkeeping I ,

mi
i

"' 4°
. sBARTA BUILDING'SOPPLY BOOKKEEPER (intermediate) .

. ,

i ! .

The bookkeepercoordinetes books, records, billing, buying and sellin4.
practices of a small retail luml-er company. ietivities indlude:-monehly .

billing procedures; banking duties; and typing letters and address14.
envelopes, plus a Variety/ of daily activities.

4

Equipment: typewriter, adding machine
Qualifications:, typewriting, record - keeping, or bookkeeping '.

/
.

/

' FARMERS UNION; OIL COMP N
--

:_ Y \,,,,

.

BOOKKEEPER. (intermedtate).
\

The employee is repo sil)le (1r: bi2Weeklyipay oil; the daily bank eposie;
bank Ireconctitatimq- ally recap sheets; and co posing correspondenc . ,

I
/,

/ 4 \
Equipment: typewriter, adding/calculating machine

/

1

1Qualifications: typewriting, bookkeeping
.

I

.-. 4 !1 /

I /

MINOTLBUI1DERS SUPPLY- :
1

,:BOOKKEEPER (advanced)
...

I

.
:

Bookkeeping, typing, acrd office machines activities typify the responSibilities
of the bookkeepei'in this brdn() ()ffice. Vost.ing to-journals and customer

. .

statements;' maintainlag in,,eato-y: oAd pro-ceasing tfillihg procedures are
' among the dutips

Equipment: typewrif.r oddIng/calentaIng machine, duplicator
Qualifications typewriting, bookkeeping

I
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NOK.4T.O_STATE BANK.
.

-7--

TELLER-BOOKKEEPR. 44-

The employee performs many det,piled checking ana balancing a'tini ices 1
.: ' ' ; ,

,requiring both patience and concentration.
P,,,

..!. . .

-

I
, V

' 3

-- *Contains working s. These. must be.;,remAved from kit, cut, tb size,-

andliled in labeled envelopes prior to model activity. .Materia's

provided simulate walk -in customers to the bank teller's window.

Equipment: typewriter, posting or billing machine (typewriter an

subgtitute), adding/calculating machine

Qualifications: typewriting, bookkeepingA
office machines hel ful)

0 0
%

%.

..,10 '..";'.4A
a

STEELE FARMERS ELEVATOR BOOKKEEPER-OFFICE MANAGER - ' (advanced)
m.

4 - .
. ., . --.

. .

The employee' is ..responsible for buying an4selkieg of grain (nth .grain
4

.prines as a governing concepts) ; performing banking dutl.es; recording daily

' sales;. writing checks; 'preparing insurance reports; reporting taxes; and

composing correspondence.
_

'

Eq6ipment: typewriter, adding /calculating machine

Qualifications: typewriting; bookkeeping; ability to make decisions

-O

1


