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PREFACE .

The North Dakota Occupational Model Plan should pggvide evé}y student
in the state whose career goal focuses on office employment the opportunity
to be vocationally prepared for some level of office work.

The achievemen; and attainment of succes; in pre-employment tr;ining

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

ledge, skill, and methodology of the indivigdual teacher. Lacking adequate

materials, however, even the most resource?gl teacher is handicapped.

As a }esult éf the three-ycar Exemplary Program at the University of
North Dakota, funded by a grant from the North Dakota State Board for
Vocational Education, learming materials appropriate to an agriculturally
dqminated state have been developed. A major criterion was established,
Thée materials should be renlistic,‘relevant, and meaningful for students
at every ability level. Addxtlonally, the instruction packets should be
designed so that they would be used by teachers, no matter wnat type of§>
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 finafly agreed upon an old concept in a new dress. We decided to
develop a series ;f position simulation packets designed in such a manner
that students could work semi-independently. We called them OCCUPATIONAL
MODELS. |

"An occupational modei is a synthesis of activities performed by
an office worker in varving sized effices in a single industry.’'

iii
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R " North Dakota Occupational Models have been developed from actual offices

and businesses in sthe state. Tiey Seek to duplicate real jobs and materials-

of those companies, completer with pressure and decision-making activities." -

The instruction packets focus on the performance of production projects which

take place in the company. Thus the cccupational: model concept can- substitute
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 Eh;“North Dakota
. Coordinator's Manual, Vocational Office Education for Tomorrow's World, are
applicable in the occupationdl model plan. ' : .

A variety of suggestions for orientatdon, career exploration, and ime
plementation of the occupational model plan are presented in this book. Each
actingty cited has been tried and found effective during the field-test ex- .
perience. No one school has uged 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. N v : A

\

“ ¢

The more closely the teachéer intends the occupational model plan to sub=
> "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 te a’particular Phase, Checklist,

- - "and Form No. .ot - :

OBJECTIVES OF OCCUPATIONAL MODEL INSTRUCTION FOR THE STUDENT '
y R
I. To integrate previously learned office skills and knowledge which
‘ 7“ will enable the student to become employable. |
. R
2. To acquaint the student with a range of career choices available
in North Dakota based offices and businesses, P

3. To provide suffitient proficicncy so that, once employed, the
student may retaig'and advance on the job.

4, To pkgvide the studént with a' variety of office pésitians so that
the student may explore and evaluate his career goals in the light
of thg office cluster,

.

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

v
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OBJECTIVES OF QCCUPATIONAi MODEL INSTRUCTION FOR THE TEACHER

»

1. Can be used by all‘business teachers in the state.

L)

2. Are appropriate f omplementlng, supplement1ng, or substituting
fpor cooperative worfgexperience programs.

* . -
R .
-8

3. Are appropriate for complementing and supplementing the education
and training students ;have received in basic skill courses.
/.- .
4. Are appropriate {pr complementing and supplementing occupational ~
guidardce {{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
he1p1ng students- gain an awareness of what they want to do, and <t
don't ‘want to do. . . -

(1]

. N
.

Office education ciasses using occupatJonal models may be organized under
the individualized instructior plan, the rotation plan, the’ battery plan, the

- supplementary plan with cooperative work experience, and 'the full-scale

simulated office plan. The career exposure approadth 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 chojce.
A2 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 - 5 in otie scmester); while the slower student
could be allowed. to spend a longer period of time on each model and
complete only a few, thus gaining a feellng of successful achievement.’

.

%

<%‘ The flex1b111ty of the OCLupatlonal model’ jnstructional plan provides

the teacher the opportun1ty of helping eaéﬁ student achieve according
to his own level of interest and ability, and w1th1n his particular
career 'goal limitations. . .
When th;:‘plan is implemented, the teacher may find he becomes better ’
. acquainted with cach student. add his raonge of abilities. This, in turn,
= should aid the teacher when he -is ready to aqq1gn——or help the student
select--the next model.

Rotation Plan. The average working time for most mode}s is approximately

20 hours--two weeks for a two-hour block program; 4-5 weeks, for a 45 -
50 minute, one-hour block program. Thercfore, 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.

A
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Battery Plan. All students work on the same model at the same time. '

Having a number of models of ‘one 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 experiénce. During the field test, it was found that

studeits tend more to compete--wondering if they are "keeping up" as

.fast as others--rather than gaining the of fice atmosphere concept -

whereby office employees work on different types of things at differnet )

speeds. . .

Supplement to Cooperative Work Experience. Under this plan, a student
“selects a model that 1s similar in both company and position toeshis
pommupity"work station. The model activity can be conducted either
prior’ to, or concurrent with,ithe job experience.

L]

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 plase. §§; - .
If a student has a’career Boal of working in a particular type of
industry or business, but does not know what his specific positional
aptitude is, he might select several occupational models within oné
] type of company, such as banking, insurance, the medical field,
* agriculturg; and so on, rotating on a variety of position categories.
a5 , 5
- On the other hand, if the'student 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. ’

1

TIME LENCTH 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 offige worker pe@formed~
the activity in 45 minutes, the average length of time spent by the student
would be equal to two (2) hours. Subsequent to the pilot test, some project
time estimates were revised. [t was found that the first two or three projects
of any given model take thc new employee a little longer to, complete. Once he.
is familiar with the job, he will gencrally work through the given projects at .,
a faster rate. ' T

Both teachers and students are accustomed to classroom projects that fit
neaE;y into a class pcriod and/or desjgnated time slot. Offices do ng& work
this way. A project may last ‘half a class period or may take. three -or four
days to accomplish. A number of model proj@bts'are long. Since projects were
designed directly from ND office workers' actual duties, in some cases there
was no way to limit project length and still maintain realism.

1:!‘

o
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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 ieacher 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’ real-
izing that the next day they will continue witl W.oce
projects. i , P

OCCUPATIONAL MGDEL TERMINOLOGY

\ A
T » following terms are used throughout this book in referring to the
occupational model instructional 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, 'itplement, arrange, devise, ctc.

3. Company Manual - This manual appears in the Employee's Kit only. The
«t stipervisor 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 wi.. work. Jub description and employee qualifications are also
included. K

-

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

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

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

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

in-basket. . .

(\
5. De-briefings - Similar to office meetings. Small or large group

sessions. Employeee engage in evaluation of the office; their jobs;
human relations problems; plans, suggestions for change; etc.

~

6. Employee - (Student) Once "hired," students become employces.
Teachers are encouraged to look upon their "former' students as
office vorkers; and to also encourage workers to consider onec
another as "fellow employces."

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

* Solf-Evaluation form, the Company Manual, the Procedures Manual, and
sLhe ﬁmployeo's;Manual (with project instructions).

kS
S

8. Formative Evaluation - May be objective or subjective; may be graded

* - t

H

“

-
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13.

14.

16,

.an evaluation guide in-considering whether -the employee has dccomplistied ™

or ungraded; may be formal or mformal. Basic dif ferentiation between
formit ive and summative is that the formative is an in-process measure
of checking where the student is, compared to where he should be. There
iv still time to provide remedial instruction (for the entice class or
‘wolected individuals). The term, as its name implies, still
» time for further, formation of habits, skills, and knowiedge.

Hired-Fired-Transferred - After a student has applied for work in a
particular company and it appcars to the teacher this is a good choice,
he is "hired" (assigned) to that job. Because of lack of ability,

poor attitude, etc. he might, be "fired"” Qrcmoved from the model); or
he could be "transferred" to another company or position.

In-Service Training - Similar to company on-the-job training sessions.
Synonymous- with "classroom instruction on OE units." Can be refresher
courses or new unit instruction.

Internal 0ffice - Office” procedures such as central files and sipplies,

payroll system, ctc. Functions with classroom positions; develops

interaction among workers, worx flow, etc.;

Job or Position - Svnonvmous with model. When a student's job or
position, for example, is "Bookkc¢per in the Nokato State Bank," it
means he is working on that particular model.®

Office - Synonymous with classroom. Once students are hired, they
become cmployees and the classroom should function as an office.:

Performance Goals - Each model contains its own set of performance goals,
Tocatod in the front of the Employee's Kit. The teacher might wish to
allow students to look these over be fore they "apply for work." Both -
employec and supervisor may usce these goals_at the end of the model as

the goals of this work position. .

Procedures Manual - This manual appears, in the Fmployee's Kit only.
The supervisor will wart to have a general knowledge of its contents.
This manual contains all the information the employee should need to
understand bis job. [t simulates the company files, or details that
a fellow emplovee would share with a new member of the team during an
"orientation Lo the job™ session. When in doubt, the employee should

“alvavs consult hie Procedures Mangal before asking questions of either

the office svpervisor or a fellow worker:

Project - Individual activities which the employee must pertorm in

his job. These may be dailv routine tashs, duties that are integrated
with other dutics, or isolated one-time-only responsibilities. FEach
model contains trem 10=20 projects, depending on the difficulty and
length of the projccts indluded in that position; as well as the ability
level of the model. -

- Co

-~
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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.

Subjective Evaluation Form - This evaluation sheet is provided in the

Supervisor's Kit so that the supervisor -may evaluate the cmployee's
performance in terms of attitude, cooperation, attendance, use of
supplies, etc.

Summative Evaluation - A summing up. This may be an end-@f-unit test;
or an end-of-course measurement of the student's final grasp (or ’
growth) toward the established and expected objectives and standards.

Supervisor - (Teacher) The teacher must change roles, .cven in his own
mind. Once the occupational model instruction begins, he is no longer
a teacher, but is now the Office Supervisor.

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

for the teacher, and one for the student. The Supervisor's Kit contains
ovaluation sheets--both objective and sybjective--correct forms and
copies of correspondence, and other instructions that an office
supervisor would otherwise know. Supply lists, supply forms, and
contingencies arc also included.

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

Telephone Clerk transmits information to the supcrvisor. 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 ind:icates
to whom (or to which department) work is sent once the employee com-
pletes the project. Each form should be correctly and completely
filled out by the émployée 6 tliut the supervisor kmows the employee™
understands the correct distribution. In many cases, for instance,

a number of correspondence or form copies are prepared; but ecach copy
is transmitted to a different person or department within the company.

Working Papers - Incoming mail:  forms, gsales tickets, checks, bills,
invoices, etc. Various calculations and verifications may be per-
formed relating to these materials; or they may be filed following
posting aund recording procedurcs. Working papers should be removed
from Rits, cut to size, and filed in tabeled folders or envelopes ©
ready for wse prior to model activity.
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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, ctec. i
Previous instruction in shorthand and bookkeeping is desirable, but not
necessary. Machine transcription can be sub it ituted for shorthand dictation; ”~
or the teacher may allow the student to type correspondence and reports from
rough-draft or script copy. Coa

Models provide a capstone expericence. They are not basic instructional
texts; nor are students expected to have had all of the prior training needed
in order to cope with the model pogitions. Tt is the teacher's responsibility
through either pre-training, or during interim periods as the need arises, to
introduce instruction. This could be donc through the presentation of units
(see page 19) and can be conducted on an individual or group instruction basis.

Bookkeeping models, fer examplce, contain the job activities themselves,
not instructional details. Teachers are encourased to stress the importance
of legible handwriting, th¢ need Le keen posting up-dated, proccdures for
posting to journals~and ledgers, eto. -

OFFICE EXPERIENCE
After working through veriour sccupatio-al models, the student will have -

gained experience in the follewing office si.1ls as they relate to specific
jobs: ' “

1. Typewriting- eorrispordence, forms, rough-draft, composing,

- nasers
2. Shorthand: office stvle cdictation, tvping mailable transcripts
3. Record—keepina:' ponting to leders, forms, accounts; bank deposits,

notty cash, oxrending invoices, balancing accounts,

e

4, Handwriting: v rerical activities are done in rough draft
fs Jith pencil, or final posting with pen.

5. Machine Dictatio. e 7 iea-ntvle dictation, machine operation: in some
& Transcribing: (ascs w1l gain experience in actual dictation.
6. Duplicating: prevaration o7 masters, stencils, thermofax; re-

procucing an ! machine operation.

>y

[ 4




8.

9.

10.

11.

Office Machines:
Filing:
Telephone:

Mail Handling:

<

Office Supervisdon:

~f-
LN

adding machines, calculators, reproducing machines,
and copiers. .

alphabetic, numeric, subject, geographic; tickler,
preparation of matarials, retrieval, etc.

office operation, procedures, techniques, keeping
of records pertinent to telephone follow-up.

correspondence, distribution, classification,
incoming, outgoing, packaging, etc. :

making own decisions, self-discipline, responsibility,
follow through, supervising people and activities.

1
|
1
|
1
;



At

-9

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. (sxtdents,
school, class, department provide, etc.) Have these.ready for use
BEFORE work begins. -

2. BE AWARE OF EQUIPMENT NEEDS -~ Have readily available” for employee
use, or make prior arrangements for adapting. . . fcopying
projects ~ use of copiers, duplicating equipment, or both)

3. PREPARE WORKING PAPERS - A majority of the models contain working
‘papers. = : . .

(Examﬁles:s»iqéoming checks from customers, invoices, receipts, bills,

-

) sales tickets, mail, forms” and other records)
Because many-“6f these forms are small,'thizﬁifgfggiﬁ¥ed'heveral to a
page. : . N

\

In order to provide the employée 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 leafﬁing experience (filing,
etc.) for students\prio: to model activity. A class other than .the OE
might be allowed to‘prepare materials. -

4. DETERMINE CORRESPONDENCE-HANDiINCK?ROCEDURE - dictation live, by tape,

3

prepared transcription belts, or pfeggfed-rough drafts. (Letters are
in Supervisor's Kit) LNy :

2 ., . 194
*y . N

€

S. MAKE DECISIONS LEFT TO SUPER&ISOR'S DISCRﬁrloy - and explain during |
the orientation period with employees: i.e., as follows: oo

a. are carbon copies to be corrected? ’ .
b. how 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. -

L
\“!

-

--




Ce

d.
e.

-10-

-

. Employee Check-List (Acccpt/Reject Sheet). Supervisor uses for

checking completed projects.
Grading and/or evaluation method.
Explain ta students and/or let them help decide.

- 7. CONTINGENCY USAGE - Determine if and how these additfonal projects
will be used. Examples asg follows: .

. 8.
*b.
*c

deadline.

extra — added at the end of the Model (for exceptional students)
substitute for some other project(s) (any student)
insert as "rush" jobs (any student) :

5

*Simulate "Office Pressure." ADD'in the middle of ;Eher work, with a rush

.

It is recommended that offxce—pressure deadlines be added only after employees
have experiencgd a degree of self-confidence on their job; and/or with students
who evidente 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 QFFICE SUPERVISOR.

Suggestions for assuming this role} -

¥
"

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

a.
b.

Ce

d‘

Avoid making correctlons for students on correctible COpY.

Avoid use of a red pen or pencil.

If letters and materials have correctible errors, list these
on the transmittal form and return to employee for correction.
If letters and materials are acceptable (maildble), sign them 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 erroxs 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."




EXAMPLE: Suggest future changes on the transmittal form.
Certain instances may be mailable; however, you
R 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 migﬁt accept this address style
but ask that hereafter the employee type out the word )
North. . :

See next page for example, ‘




THE UNITED HOSPITAL
' TRANSMITTAL FORM

‘December 9, 1971

T0. Mrs. Ruth Jacobsen

-

TITLE or DEPT. - In-Service Education Coordinator \

COMMENTS::

Letter to Portex Division

for signature F :5

) q{-‘q

.
>
.
:

TROM (Employee's Name)

TITLE or DEPT. In-Service Secretary
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P CHAPTER IT ~ ¢

"SUGGESTED, ACTIVITIES °’ ;

FOR

. IMPLEMENTATION AND ENRICHMENT ‘ ) -

’ ) ‘\

Full-scale model office.simulation, ihdividualizedsinstructioq, cooperative

%

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

~

program-thai, through the field—testvexpériment, seems to have almost-endles§‘~ .

-
7

flexibility.

2

From initial job applicaéions and interviews, through éupervising the

-

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

.. on to the final evaluation stage, many teachers are. already dlscoverlng tbe :

-

versatility North. Dakota Occupational Models can provide.
14

Presented on the following pages are mahy suggested activities. No one
teacher or program will want to impiement all of them. They are provided ‘for
your use because other ceacﬁers in.North Dakota found.them successful.

You, too, will no doubt ‘originate many ways to.implemént the occupatioﬁal
[ ¢ B
" model £1aq. Perhaps there will never be two semesters alike. Therée will surely

be no two programs ideniical‘}n operation. b

You need not 'be concerned éhat‘§our'students are not all vocationally com-
. J
petent when they begin the, program. They have the basic prerequisites. The

R TN

occupational model plan is a learning cxperience. Though stilluin 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 prograﬁ allows all the

2]

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

and then make them again next month if needed.

13 r 2
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BISMARCEK: SENIOR HEIGH SCHOOL
_ DIRECTCD WORK EXPERIENCE

WEEKLY REPORT

Supervisor's Comments
Name of Trainee.
. AN
Name of Employer -
{if hired for a specia‘l project)
signature
. ~Time Time Hours A ‘
Date __In - Out Worked Work Performed
Mon. |, : ‘
Tues. . ~ ¢ ®
. | Wed.
o Thurs. . - ) \
sato ’ ) ' '
Total hours worked ' o .
New Information I Learned: . ’ T, B
A A
— £
. * .,,

\

N

} 1 hereby sign this form knowing it is a true description of my work.

K

o . . ‘ Student's-Signature

% »
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NAME & DATL "JOB 3 ‘ . wp
|

: APPLICATION ELANIC
PERSONAL ' :

Name e e ; Telephone No._ .. .. _ . . ___ . . ___
(Print) last First Middie {Maiden) * . .

" Address - _— e e e imee . Social Security Number.__ ..
Type of work preferred . e+ e ' . / B
If accepted, when can you start? : ot .. Salary Desired . _ ' L
(0 Male [] Female °[0 Married - [J Single (] Other.. .. wse——_Height, __ --Ft In.
Date of birth A S — .7 Y S Lbs.

Yeor Month Day < ¢
Are you a citizen? If not, do you intend to remain permancntly in the United States —
How much time have you lost on account of illness in the last two ycars2._ . —w—-Explain ‘
Have you any physical impairments?____.____Describe  ____ . _ z
EDUCATION - -
Type of Dates Attended | Piploma Major
Syc‘l)lool Name & Address From To | ©F Degree Coulr:e
High
Business or - o
 Secretarial L . .
College o : ;
. What business machines can you operate?. . . .. et —
Typing speed... ._..________words per minute ' Stenography speed._.__...________words per minute
Are you presently enrolled in courses of study?. .. . ___If yes, explain
EMPLOYMENT ) . .

Describe below in detail all employment (full-time and part-fime), Begin with-your-most recent employment and work
_.__back consecutively-to- your-first-job sirceteaving high school or college. Attach extra sheet if necessary.

Length of Employment firm Nome Stiee! Address Gity & State
|From _.—Mo. . r.
T Mo. .. Ye. e, i
T ;:“; . ": Mos. Type of Business . Your Title Supervisor's Name, Title & Tel. No.
Letes! Easnings Wily. .
Reason for Leoving Baties - ——
Length of Emplayment “TriemNome T T Street Address '(ily & Stote ]
from - _Mo.____ ... ’
Te ——— Mo. __ _ i { A TR O B -\_
- - il " '
Total Yis. . Mos Type of Business Yout Title Supervisot's N?me, Title & Tel. No.
Lotest Earnings Wkly. )
Reoson for Leaving ‘LDW e e+ st e e —

| hereby affirm that the information given in this application is true and that | have not knowingly withheld any fact that
would, if known, tend to react unfavorably upon the consideration of my application for cmployment. | understond
that any misstatement or omission of a material fact may be cause for dismissal. -

-

i b . e . .
]

s D;te of Application Your Signature

ERIC

IToxt Provided by ERI




INTERVIEW APPRAISAL

. Negative Fair " Good Excellent - 7

[
1. Interest in the job..
2. Eye contact , e
3. Ability in oral expression

4. General appearance

5. Attitude . *
6. Courtesy, cooperation
7. Personality, poise

8. Self-confidence ’

VNIRRT N

LETTER OF APPLICATION

APPLICATION FORM

,
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Gazette . Page4
i ‘l‘lmrsdly. Feb. 15, 1873

“ROUGHRIDER" OFFICE—This Is (he scene at Lisbon
. High Scheol's office education classroom as local students
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 business practices.

.

PO /trstrﬁ—stﬁaems tzke

- -part in field testmg

P .

’

>

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 buitt
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 1n office fashion with
outbaskets and name cards on
cach desk. Correspondence is
signed, sealed, and ‘‘mailed”
when it meets office standards.

“T felt 1 learned more by on-
the-job training than by just

'Iearning things from a book jn

class,” commented Barbara,
Lukes in her, evaluation of the’
project. Cindy McGregor said,
“It helped me learn to follow

Y 14
2 \
= 4
] 3 ¥ %
. R S
Withir’ the next week,, 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 Sfcond Occupational Model.

c“ . 8

13

. gg?

.

%

4

L

Biea

e 7o4

»

S * instructions.” i . ... . B
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* - NEWS RELEASE (example) Add details, names, dates, and all pertlnent information
) ‘ about your own program.

v - ., =5 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
e " .
> - P
. E$ + program. Models may also be used, however, to broaden and enrich the cooperativé
X N ? :

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

%

-

keeping station, he may desire to work through a bookkeeping model ‘in the class-

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

<

' The career cluster concept is a built-in feature of the model plan. 1If

. . 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, insurance; m‘Hi'iné,

. e e e

— —— -—— Ry P N et - ) A
ed ation, or ggriculture. On the other hand, a -student may be uncertain A out

occupations, ana desire to explore. Should he have already found a partic
type of business appealing, Fuch as the insurance‘field, he might" select a

deptH prdgram by taking all ‘model positions——clerical, bookkeeping,‘sten6graphic,g

.

- -

and secretarial--within. that company. ’ . C N

<

The 24 d®dels, plus a teacher's handbook, were distributed to North Dakota .

»

vocational office education coordinatovrs in August 1973, Every model contains

»

a student's kit, a teacher's kit, sand a company and procedures mariual. -
, pany y

These unicquc North Dakota-based curriculum packets are the result of -

' ] -
mdterials, gathered from businesses throughout the state. Following initial % .

. interviews with 69 companies, 171 officce employees participated in thcédata—
) ’ S
gathering process. They submitted detailed daily log sheets for a one-month . =:‘ﬂ7

ERIC e
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."J o - S o
. ‘ period, nogether with actual forms and work proceaores\igfgrmetion.
L - Models are vocationally flex1ble. They prepare studEn;;“for\Gofk«in_small

e

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

plementation in small ma&ium, or large schools. From the variety of model

R

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

or low-ability students. The model design allows the student wo work 1ndepen4ently,

. \ .
and at his own pace., v : .
v -
. ’

% The North Dakora Occupational Model Plan seeks to duplicate many of the

demands, p.essures, and problem—solv1ng activltles confronting an aQLual_worker.l

[l

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

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

- 4 A -

Co. machine, but from an actual office positioén ¢o- another, ‘utilizing ' 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 cf an office employee.
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" OPEN HOUSE (or Tea) SERVES EDUCATIONAL NEED

- g ; 2
o
.
’

"INTEGRATED LEARNINGS _ »

OBJECTIVES __ . - .

' ¥

o - fh .
PROCEBURE | S : . 8

COMMITTEES AND RESPONSIBILITIES

foa
v

.

1. Human relations . .
2., Decisionrmaking, planging, organizing
3. Communicatiopns - oral, written
4, [Typing, duplicating, assembling, distributi g -
5. Attitude and Character development - responsi

etc. .

. .o

L

- : ‘
‘1. « Learners will demonstrate cooperative gffortvt0wag§ a specific goale~

.'a guccessful Open House. L

2. Leamners will demonstrate effective planniné} organization, and

decisiom-making abilities in the carrying out of the committee
assignments,” and in’individual responsibilities. . -~
3. Learners will démonstraté poise in social situations, including
" hospitality, serwving refreshments;‘pelpfng~gisitors feel welcome,
2 public §peakiﬂg (introductions, annéuncements, and presgntatiané);

s [LTT T

N N

s F [

o
Fe.

g . N ¢ .

e - @ N 4 -

1. Pregent-ehe idéafﬁf an Open Housg to students after gaining
adminigtrasive approval. "Students should select the committees
needed, select a general chairman, committee chairman, and have.
volunteers for committee ' membership: The teacher is an homorary
member (only) of all committees, o '

-

»

Committees andfor full group: V.,

a. discuss guests to invite.” F=wtn.. [ i

b. discuss appropriate dress and behavifo?""fbr ‘the occasion., .

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

The teacher ghould continually stress that it i% their Open House

and express confidence in their ability to handle it. ‘the teachet's

futiction is that of advisor. ® ' -

~

[

-
El
’

1. Program: Personnel select.program; dotermine presentatibns and who
should give the short speeches. Determine topics, a Master of
~Cerem6qies, etc., as required.”

-
- L3

2, Hospitality:. Persopnel are a signed to greet glests, make informal

- .
.
T

[
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v

2 &

< #mtroductions, kecp *the guost*ﬁook,shand out programs, see that
o . Y
there arc enough seats and places to hang coats.

3.

6.

v

Food: |Personncl plan refreshments, order supplies, prepare and

serve food.

L . .y
Program preparation: Personnel design, prepare, type, complete

as well as check with other committees for accuracy of information.

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.) "

Clean~up: Committee‘membcra return facilities and equipment to
regular arrangement {or sce that janitor does), return props,
small items, elean up, ctc. *:

Evaluation: Personnel report resufts of workshop, open house,
or tea in written form to all personncl” following event. .
Public Relations: Personncl contact news media, professional and o y
civic orgapizations, administration, teachers and ‘students, parents,
and othey guests; prepare letters of invitation, news releases, and
school announcements and skits. -

-

DET"RED OUTCOMES

1.

\
Development of poise, cooperative attltudes, personal responsibility, ~
and high Qtandards of quality.
Learning the Jetalls of organlring and carrying out’ a scc¢ial/
professional-fugctlon= decision-makiag and follow-througi: abilities. :

Development of\f::jyﬁfé' self-confidenee; and theiz ability to work
as a team. v .

2
‘

Effect1v9 public relations to stlmulate community and school interest
in the gkogram. . . .

Communjty awareness of opportunity offered Vocational Office Education
stud07és; as well as potential employer contacts for students.




s

-Spupwap UOTIBNITS JYJ _Usym
SAI3Eo10 pu® [Nnjooanosal .8q ueo
. PP3-ucods, 8q jou pasau suUspnig

*spuewop ,,@anssaad 3dF33o,,
Se pasn uaym 3JUSPNIS [SAST Aue
103 9ATIO8332 da8 SITONIONIINOD

*aan3in3j ayj uy uor3iFsod 851330

ue yons *“3dsodoe aou ‘aoz Ltdde

Jou pynoys A1qeqoad Asy3 eyl

23BOTPUT ‘paioq aie A3yl pull
Sjuspnis 3JI IXOIIVYO14dXd ¥dAAVD

& *STTTAS ,,@AT3ND3XY aaning,,
o pue 3ufjeldIp uaeaT S3IULIPNIS -
*s309foad ay3
mumHano 03 s3juspnis ISaY3I MOTIV
*sisyjo ueyjl ady3idead axow pasu

few sjuepniys £3TTIqe-13mol swog ¥

*uxol
1o pafea3 swwdaq Aay3z uaym
saaded sonpoxdsaa 03 paaedaad ag

#8343 3o 118 103 poo8

£19n sem 3I°°-UMO i1Joy3 UO SUOISIOOP
saouw 2w ©3 pPBRY (Yo3nid s, ,a19Yydes]
943 3Inoylim) s3juspnis Aw Jeyj punojy I,

. "ESTTE?1 8aouw papracad

SUTITPESP B YITM 3I3)Sseq-uf 8, daLordwa
3yl uy swalf ,Yysni, 9ss9Yyjz jo suo
Surddoag *AT19913 siow S3FOUSIULFUOD
943 pIsn I TSpowm puodss syl Iy,

-sjse3 auyInoa ‘Jujioq sAey suor3ysod
307330 Auey -qof paed QQ0°‘Z ® 3°
aAT3edTpPuUr Se s3dafoad yons aspysuo)
*JuTd4{3 uvoraonpoad Ul poods pue TI1TYS
ww.vﬁﬂﬂa 203 uuwnoua J0 mmhu SIY3 9sn

W

N .wucmv9un pney
~3acys 1o, 4zpionar 2dzi Jo seizsssed
1o ‘syqeitesr jusindTnbo ayl aacty nok
3T §3IT8G UOFICTIOSTFIZ GHGAcF asn
*93830Tp 63 pofiad =0ﬁumumowka pue
uofjejustTio-dad syl ut mu:mvﬁum,zoaﬂ<
: .uauﬁUﬁmwnm

cwuuo ST Teavadde s ubma?uwo:w it !
103 I93seu e wawumamum *UOT3IVIOSTP
anof- je s3dafoad Burjeoryrdnp 3sp

. *99k0Tdws 3Ixau uou,mumvﬁow

ao sadoyaaus payaqeI uf uwwmcﬁmh

pue siaded JUTNION SASTAIAL JUSpnis

« DABY vuumaaeoU ST xuoa usypy - 09318
‘2713 ‘esn ¢3jaede 3no €37y Jo, Ino ajxel

&

L o
S|

" -o&oaoﬂ Omv H

Op JeyM, °‘paxspuom I
1933e Sy99Mm om] T3, @ATII® J0U PIpP--TIEW
3yl uy padefap sem 31} s, aostaxadng 4y,

. o "9ouaTaadxs
ad1330 Hmmu o3 awsoam JI3siTea1
wa3s jou pIp 9duUdTIadxs Toapow 3ISAIFF anQ,,

o

n'SPIBY (£ X 7)
002 maﬁazu 203 parre® 399foad auo--qol
2UTINOI 3UOT B UO paxoq Swodaq SIuUaPpN3s,,

. STETIajeuw
eury °avy 3, ,uU0p I,

UOTJIB3IDIP 3aedsaw o3

t
- , "dsded pue s193sem Auew os
Jo osn MmOiTE 3,ussop 358pnq--s3doeload
Bur3e011dn hrmh,oou 3Aey ST9pow awog

T P Q ST9p "

—

wiATTEOTISTIESL alow
pasT. 9q siaded BUINIOM UPD MOH.,

* SINIWHOD

rd

T

) (S)NOLINIOS QILSIDONS
S

R01LsdAnd 9o 1I3EC

P
"<
G

SNOILSIND *sSwIa190dd

* ‘

SNOILATOS QALSTIONS ANV

IC

Aruitoxt provided by Eic:

Q

*jiom [apou Surjaels -

E



)
~T
Laa

i

=

. ¢ SN THd--HSIWAL Wﬂ STYL

g ,
w398 20F30ead

e 3ursn ueyl asousraadxa , .

SurTTs S2TISITEL1 2acwPyonum
e papraoad soydoo wzojy pue”’
19339 @zIs~-[Ind*°*sTeffajeu
JerIWe3 {Itm °039, ‘Burxapur
‘8urpoo snid “spotyjsm anoj
ay3 yoesa3 o3 ioyses sem 3],
***(qof Topom) uorzonpoad
ay3 Buranp saaded ay3 y3im
pajiom Apeaife pey sjuapnig

. -*spasu, jua1Ind
aFay3 o3 3Juaurlaad azom ST
uof3IdNIIsur aYyj--swatqoad
193uncoua £ay3j 133Je SIUapNIs
o3 Tnzdiay s} poy3zam STYL

*s13y3jo
+PTE 03 13pio uy, MatAal
saaynbax ¢aduspyjuod sdoraaap
**+anbfuydoal TRUOTIONIISUT “PO0H

s

14

3

. “BMOTAIOJUT

Bugjyonpuoo pue Tooyods 3yl o3l 3urwod
£q weal8oad gpo ano uy ajedyorlaed

03 'poaalie (sossaursnq Tapow 3yl
:03) sotuedwod IBTJWIS WOIj Tauuosiag,,

.~ Topom

IX3U 3Y3 YITM 3TTF STYI o3 Burppe £q
PaNUTIUOD pue--Wa3ISAS BUI[IJ [EBAjUa0 ®
dn 395 o3 peonpoiad safdod uoqaed ay3
TI® pPosn am UOT3IEIO1 TIapPOW 3UD 1333V,

K

*saanpadoad supqueq

uo uﬂn: Jaoys e--3ururel], IOTAIDS
~u] I03J Maom 9DTJJO AInNO paddols am
¢1opou STY3 uo jaom .S4ep mag e 1933V

w"S33Y30
ayal 103 nmuousuv sia8euey moammo se
punoadiyoeq Burdaaypjooq YIfm: sjuapnis
¢ 943 9sSn 03 SBM UOFIBAOUUT IaYyJoUY
»+-Xep A1oae Buj3isod jo souesioduy
ay3 pue Buy3ITIMpuUBy poOs passails I,,

N

-, "Saanpacoad Bupjueq aayjzo pue

W OTISTTEDI 210U 99 03 SMITAIIIUT
pue UOF3BOTTdde qol ino pajuea I,

%,
-

w 3TUN BUI{ij 3a0ys e Suryoea3 103
wm4m: 913 Foads msow 103 3umiO0O0T sea I,

, .
> o

-

‘Suritam
-}O8Yd Y3ITM IeITrbejun aiam s3jusapnis,,

W SwdTqoad Teasass

*+*3uruteay Jupdsayjooq snotaaad

ou pey pey sjuapnis Am Jo Auey,,

" SINAWHOD

(S)NOIINIOS AFLSIONMS

NOILSIND ¥0 KIT1dodd

- (psnuyrjuod) SNOILNTOS

QILSIOONS ANV SNOILSIND *SKATEOUd

[

Aruitoxt provided by Eic:

E\.




*s

__
!
i

*£3111q71SuU0dsaa

pue suofjelax uUBuny

013STIEa1 Uy 2aouw ured
S3juapnils “WSTlEaI-~UfedY

-35-

*£3111qTSuodsax wﬂcu pau8isse
3q pInod (ia8euew juapn3s)
Jue3STSSE 9ATIBAISTUTWPE

@yl angq “(*039 *spaodax

¢1oa3juod ¢aaljeilsiurupe)

.. dioM 2I0W SIATOAUT

31 -usiieaa ST ‘oo3l *‘syyg

-

w039 ‘aurTdyosTp

927330 ¢3Indino ‘jndur ‘spaepuris
?Tqe1TBU I03J aTqIsuodsaa aasam

49y} °*927330 youeiq 10 UOTSTAIP
yoea jo 3daeyd> uy aUO--SidTBURBW
90F330 (3juspnis) ianoj paudysse  og,,

u *39Yseq-ur atayjy

ur auyj ' v 303foad suo paddoap g

udyy ‘*saasplo3 peaTaqeT ur sidafoad
SurTI3 “s31y o9dojdus TTe 3day 1 snyj -

*A1uo Tenue}{ saanpsodolig pue Auedwo)
Y3 saajiom aAF3 o3 papyo8p I ©§,,

*£3TATIOR®
SATIBIISTUTWPE POATOAUI-IUSPNIS
pue 3urjeu-uCISIO9P Siow pajuea I,,

. °s3uspnis

pa310313s 103 s3oaload amos Burjjwmo
Jo %uﬂﬁmmwxmﬁw ay3 pojuem osTe pue

*+-3xpu Sutwod sem qol jeym 99s o3

mucwmnum Juem jou PIP°**OTISI[Ead 310w

_

s

2q o3 s3dafoxd japouw ay3l pajuem I,

SINTHHOD

(S)NOILNT0S FT9ISSOd

NOILS400 40 WI1490dd

(penutjuod) wZOHHDAOm.mAmHmem aNV SNOILS3Nd mmxmqmomm

r
Q
IC

Aruitoxt provided by Eic:

E




13

~.

*S3USWIADTYOR dATITSOd
azyseydwa o3 pasn aq Jy3tw
sISANOg ¢ (yoewoadde aafiedau)
SUOTIONPAP ueyl iayey

‘gg °d 33s

*Inzdray mn Lew Fuyuyea]l -

30IAI9G~-U] °SITNSax uo paseg

*papaau se pajeulysop
aq sswyjswos Kew Juyuyei}
90IAI9G-U] “"UOTIENTEAD U0 paseqy

*o% *d gas -qof o3 qof pue
¢3uapn,s 03 3JUSPNIS WOII IIIITP
pPInOM L1qeqolg “PpPIUTWIIIIP
-dnoa8 10 *pautuiaiap-adyoeal
‘ pPOaUTWId3IP-IUSIPNIS EBTIIITIAD

-

3
! *e-g¢ "d FIS
*UO0T3I2ADSTP InoL e PIAYSFTqeIs?d
ST BJI23T10 ‘3Juapnis
aYy3 103 uolIENIEAd TEI0I

*239 “*sapnitaige

‘sor1ddns jo asn iood “ssaujpael

‘usyo93uasqe 3IDI[IS1 PINOD SUOTIONPIP

1930 °suoy3aonpap [enbs pInod

pa30afa1 jIom 10 610113, ¢sBujuies
1enba pInoo sapein, :waIsAs [1oafed

*spoau TEnpJATpPUl pue ssaidoad
JUTWIIIOP 03 SUOTSSIS 13Yoea]/Iuapnis

*dnoa8 28avT 10 [TEWS ‘SUOLSSIS
otporaad Tewaojuyr :INdNI 3IUSPN3Sg

s

-pus 3e 379§ sojenyead $qof mwmu
uo @akordwe ue Fuywooaq o3 1o0tid

..mucmumn
pue ..mu:mvsum
¢s,19yoea3

—-spiepue3s 3uypeisd

s,TOo0YDS 399

$35Ua1d3JU0)
TenpIATpPuUl

v

s8uyr3yataq-aq

. *siec?®
30 3YSTT ur 3T°-

sTeo8 umMo sTY s39s ‘qof [opom so3enyead {sTeof umo

Jo sTe08 aouewiojiad spesa Juspnisg

2

*UOT3IDIOSTP
ano£ 38 ‘qof sTY3l uo Raom

sTY s39s aafoyduy

uoyIEnTeAZ
aanyjeumIng

uorjenTeay
aATIEWMIOg

uoyjenyeay
aATIeWIOL

399ys
uoTIeNTF aT-FTOS

T

199Yys uoraenyeali

anof 3o 3aed ® sawodaq STYI 3II Suranp 10 *309foad jo pus 3B Haey ISTINOBYD apn3ITITY aatT109fqng
*6¢ °d 33s *auop-91 9q 3Isnu
. ¢ Auedwod 10 *po30a1100 9q 3Isnu ‘Jurrrew
ano& pue nok sjudsaadal 3T 103 @1qe3dadoe ST TETIa3EU 3Y3
eyl Suymouy ‘3Ino I TYeEw pue 1ay3zaym a3eOFpuUT 03 ‘Tay/ 10 JOOV Suryoay> 399ys
‘syy3 ud1s 10X PINOM :BTIAITIAD ay3 9a3ysoddo yoayo “8Burjooad 1933y 309foad 1o L1tveq 103 T8/ 13300V
SINIHWHOD SITILIATIIOV QdisTIONS , dasoddnd 103rdns
‘ . NOTIVATVAL
: R,
kl

Aruitoxt provided by Eic:

E




-37-

%  °S9ssauieam s, Juapnis
auo Aue 3no jutod jou
og “°yoeoadde aafiysod asp

*yy *¢y +dd TAS

+(qof Teopowm yoea jo pud
ay3y 3e Joy) ‘wexdoiad ay3l
3o pua 3yl 3e pasn ST SIYL
*Zy ‘Ty °dd 33s

*3J196 pue wﬁaoum 03 se

TIoM4 Sse ‘jxom 03 uojjeyax utp’ spaau
STY ‘JTeSWIY puelsiapun 03 JuIpnls
ay3 sdToy--s20U3I3JUOD TENnpPIATPUL

Sa13TTEI2ua8 ‘uoI<SNOSIP-SSEeTD
*8urlex s, juspn3is Yira

soiedwod pue JUapn3is YoED UO I[EIS
Suriey opniy3I3V UB InO SITI3I Iaydeal

{®ouapijuod

-31°8) qof ® pur3y o3 4£31TIq® STY
pue ‘sseo Topou-o20 2Yl ‘IpnifI3e
03 uoljeTa21 Ul JTOSWUIY SI3el Juapnig

*(2a0qe) 3TedS
8urjex-apnirile
§,3uspnis ay3l

y3ira asn fanbjuyoea
.uostaeduo)

PTV Suiresuno)
--apn3Tije uMo
SaUTW1a3ap Juspniyg

399ys
s,19yoeal - ITedS
Suriey apnaTIIV

399ys
$,3u9pnls ~ 9TEIS
Sutiey apniTIIV

. * ,S3uaixed
pue ¢, sjuepnis
*3urises 103 [BTILEUW . . ‘s, 2aydoeal]
22anosax paisa83ns 103 (3s31-214 se Jues) —-spaepuels fuipead uoTiEnTRAd
‘ *41 *d 3IS 1s9]1-1804 ® paiajstujupe wexdoxd auQ s, Tooyds Jo9R aATjBULNG
%0T Wyl jJo @sn  °g i
4201 aof3dead ¢4
%01 SurTrs 9
- #01 ssauypiel g .
» . %01 aJUEpUaIIER Y
¥0T soF1ddns BI3IX®
-£131 ® ylaom 2q %202 £33uenb -7
ySyw 37 ‘pazIpaepuels 3y 0z L3yTend T
ang-° * *pajedyTdmo> aayiex --BJ393T12 3uiMmoT, 03
2q 3Jy3yw umopiyeaiq STYL ayy pesn weiload aup :so8ejuadaaqg
SINIHKOD SHILIAILIV QII1SIIONS asoaind 133rdns

(ponurluod) NOIIVATVAR

Aruitoxt provided by Eic:

E\.




‘9% ‘cy °dd 33s

*{opou S9327dwod> Jusapnis B usays
FIIVNNOINIJO INIANLS dY3I I193ISTUTWPY

*sS9sseld pue
s3uapnls I3aYylo
10--SSEBTD TEBI03
Yyais 93eTd91I0D
pue ‘sjuspnis
TENPTATPUT YITA
ueTd [spou-220 3yl
JO SSaU3ATIODIID

aurzaslaqg

uoilenTeAl
uexdoxgd

SINTWHOD

-SZILIAILOV d3ILSIOONS

asoddnd

LJ3rdas

. " .
' '

(penuyrjuod) NOILVATVAZ

O

Aruitoxt provided by Eic:

E




-39~

EMPLOYEE FVALUATTON FORM

@ vuovie . _

.

COMPANY: NOKATO STATE BANK . / % /0 3) MODEL: SFCRETARY
/

INDIVIDUAL PROGRESS CHART

DATF, m&"l’ /-3

ACC - ACCEPT
REJ -~ REJECT

Letter w/Envelope ~ Jacobson

Letter w/Envelope - Thompson
Tran;mittal - Christenson

Letter w/Envelope - Longview . .
Letter w/Envelope - Green

Transﬁittai - Pike

Letter w/Envelope - Roseland

Letter w/Fnvelope -~ Lotus

Transmittal - Aker
i T W
Minutes -~ Board of Directors

Transmittal - Green

Stencil = Form Letter - Opening Checking
. Verount

Stencil - Form Letter - Certificate of

Deposit
Transmittal - Aker
Stencil - Form Lctter - Closing Checking
Mecount

Stencil - Form Letter -~ Past Due fLoettoer

Al T pooe FrnneTif >

DESCRIPTION ACC/REJ _ REMARKS

Transmittal - Aker é |1 ¥ e "M"
Letter w/Envelope - Applegate ydi

Letter w/Envelope - Tompkinson’~ y )

v/

A,

) 4

v/

A\ %8 ”

v/

v/

v/

Z

X_/ v

\‘/
/;L_./ilﬁf

VI

-

v
V./__

L) 0 o,

4’7




SUBJECTIVE EVALUATION

EMPLOYEE'S NAME

OCCUPATIONAL MODEL

POSITION HELD

No
Opinion Poor. Fair Average Good
1. Evidenced ability to follow instructions

2. Consc entiousness about work
Use of judgment and imagination (if ncvdodf

Appearance

Attendance

Initiative
? Courtesy to fellow cmployees

Courtesy to Supervisor

Response to written .and/or oral instruction

4

Overall 'attitude toward work

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

COMMENTS :




N\

- -40\ " " s

" N

; . ) ' R
) EMPLOYEE'S SELF EVALUATION \ ‘
.EMPLOYEE NAME " ‘ DATE l ,
OCCUPATIONAL MODEL N\ - o ' N
Look over this Self Evaluation sheet before boglnn1n work f this company.

. Set your goals. Fill this out at the completion’of khe Model Any comments ’
which you desire to be str1ct1y confldentlal will be cBnsidered Qs

MY PERSONAL GOALS FOR THIS MODEL \\ -
QUESTIONS OR PROBLEMS ARISING ON THIS MODEL ‘ .\\ .

. ) \ ‘
POSSIBLE SOLUTIONS 4 ‘ \\ .

RECOMMENDATIONS ' \

‘JALUATION: ) Yes  No . ‘ \

Did I accomplish my personal goals on this model? v " ’ K\\\

[

Did I show improvement | . - \\

in skill=?

in specd of performance?

P

in efficiency?
in knowledge?
in deeciston maliing?

Ags &n employee working for this companv, vas 71

loval?

nd - -

/ diligent? " .
‘ . s .

responsible!?

. As an-emplovee sharing office space, vquipment, supplies, was 1

. cooperative?
.

; - courteous? ) |




’

ATTITUDE RATING SCALE FOR.STUDENTS (questionn

aire for students after participating in class)

\ + .
-.’ections: Circle the numbered response that most closely reflects your own-attitude,’.

&

1. Did -you show initiative
and ambition while enrolled

in this class?
2

. .
.

?. Were you quality conscious?

3. Did you cooperate with/’
other students (when needed)?

"

4. Did you respond to

.. constructive criticism?

5. How was your attendance?

. 6, Were you a discipline

.problem?

7. Did you feel you could
succeed in an office ™
occupation before you took

© this class?’

AN

g\ Did yau feel you Yould s
succeed in an office
‘occupation after you took
tQ}s class?

"1 y SR

Sliding Scale

k)

req'd prodding,

-

did the req'd

fmmmmmmmmmatian§

found things to

‘!;shirked your work do~without '
responsibilities supervision
Jmmm o2 3 S 5
caréless : reasonable high'
worker¢ standards standards
1- 2 ---3 4 - 5
worked with worked reasonably went out of
others . well with others your way to
. . ' help,others B
1--- —————2 3 - 4 o
+ ‘H
responded accepted- sought i
negatively- constructive constructive
criticism criticism
e ---2 - 3mmmmmmmmommm—fmmmm oo 5
missed more about the same missed very
than average as average little =\
\
R R 2- ---3-- —fm 5 -
req'd frequent req'd some self-disciplined
discipline discipline 4
lommtmmm o 2 etk EE T mlymm e 5
"no might confident yod
succeed could succeed
ettt R R e L Lt 4—H~~7~ -------- 5
no might confid%ﬁbaxou
succeed could succeed .

H




. . n 3 . . : ‘ ‘:-‘.2_ . * » &
| ] 3 b 5
9. Did you have sufficient ‘ minimal | ‘some skilisj .« skilled enough
skills for an office skills might be - to he a
occupation before you ‘ sufficient = - satisfactory
took this class? -(at time . - ‘worker .
of enrolling) ) . -
o F e ——————5
¢ : ) .
10. (id you have suificient mininal { some ) satisfactory
’ skills for an office . , ° . . .
occupation after you ' - o ’ " . 2
took this class? . B Y -
lemee- 2 ———=3 4 5
] .
11. Did you have sufficient minimal some; might be ) much; definitely
knowledge to gain an office ’ sufficient . satisfactory
job before taking the class? ¢ v
- (time of enrolling) ’
1-—--: 2. K T 5
12.. Did yoﬁ have sufficient minimal - . some” ‘ ’ mdch )
knowledge to gain an office ,
job after taking the class? .
¢ . : ) . .
) 1 = 2 3--- 4 - 5
13. ﬁ;w much effort did you some reas~nable much’
put forth? (during the "
class) ‘ ‘




v

. ATTITUDE RATING SCALE FOR TEACHER (questionnaire for t_:eachei's of participating students)

1.

L ~.

4,
5’-
6.

Q.

8.

'bid he show inittative

and ambition?

K

Was he quality
congcious?

Did he cooperate with other
students (when needed)?

‘

Did he respond to
constructive criticism?

Attendance

Was he a discipline
.problem?

Did he feel he would

R | .2 3 4
Require: prodding, Did the
shirked his required .

! responsibilities. - work.

Careless’ workner. Reasonable
';.tanc’lards . B

Worked with Worked

others- reasonably
well with

. . " others.
Responded Accepted
negatively. constructive
> : criticism. -
. . . . e

Missed more days Missed about

succeed in an office
otcupation before he took

this course?

Did he feel he would
sgcceed in an office
occupation after he took

.this class?

‘ 9,

11.

Had sufficient skills for.an
office occupation before he |
took this ciass?

entrolling)

Had sufficient skiIis for an

office occupation after he

took the course?

Had sufficient knowledge to
gain an office job before

. than most students. as many as the
e average student.
Requiraed frequént Required some
disciplince. discipline.
Nc. . Might Bucceed.
No. \\ : Might succeed.:
\ \
Minimal. Some skills;
might be
(at tiré of sufficient.
Minimal, - Some.
\ B .\»‘ !
Minimal. . Some; might

be sufficient.

taking the class? (time of

enrollmcnt)

.
’

Self-

Much. N

5
Found thingg’
to, do without
gupervision.

High
gt'andards.

Went out of
hig way to
help others.

Sought .
constructive -
criticism,

\\ .
Missed very
little.

discipline.

He wés con=
fident that he. |
would succeed.’

He was con-
fident that. he.
would succeed.

Skilled enodgh
to be a
§atisfactory
"office worker.

-




.
3

I

2e

@ - ;criTunE RATING SCALE FOR TEACHERS (continged).

44—

a

1 B

&

12. #Had sufficient knowledge to Minimal. « .

g:in an office job after .
taking the class? L . "

* 13. .How much effort did he put . Some. ' - s

forth? (while in the
clasg)

-

v
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STUDENT OPTN'IONNI\IRE

«

.
N
;&

S CJ"_"/ -
&~
v
o

Do you think you learned * much little about less -~ much not
as much in this iclass as - more more the than less sure
you would have with regular ) same :
textbook materials? - - . . .
Voo 1 2 3 4 5 6
\ ' - .
When you needed help on\ Procedures a teacher classmate made other
some phase of the ‘anual reference own
Occupational Modeﬁ, wheré\ \ book ‘ . decision
did you usually find the . E
answer? - , ) . ’
/ : \ 1 \2 3 4 ) 5
- Now that y:.. lave " . eajeved T enjoyed no par- disliked disliked
particip *.cu in the ‘e 4t very . it ticular it .it very
Occupational Model plan Y much somewhat feclings somewhat much
of instrué¢tion, how do you | : - i
feel about it as a method ! . ‘ . -~
of learning? T~ . ‘
' - T — T Ty

| - \ P
l \

To what do you attribute your fep11ngs (as marked in No. 3)? Check more than one, if ) e
'applicable. - ]

1. more like a real office : . - ,
2. learned more about a specific career ) - . -
3. learned more about a type of business / , .
‘4. freedom to work at my own rate :
5. 1individual help from the teacher \ ) .
" 6, adequate explanation before the work began Lo - : e

7. inadequate explanation before the work began , - ' , .
_8. not enough help from the teacher |

9. had to take too much reqponq1b111ty (make own decisions, find answers, etc.)
10 did not seem to learn mreh about office work




., \\

\ ‘ : ‘ .

A |

5. If you Were to take this class again, which method of instruction would you prefer?

1. occubational model

regular textbook and classroom imstruction .
: : oo
3, both the occupational model-and regular textbook/classroom instruction

*

1

vﬁ
4. _ other :

- ° N P 4,
] 5/ not sure . . ) .

6. Now that you have worked for a North Dakota company(ié}), would. you like to apply for this/
. these positions? :

Yes No

3 If yes-, ‘which one(s)?

8. Why or why not? (refers to item 7, above)

9..8‘111/ce working for North Dakota companies, do you think you would lirc office work?

- Yes . No ¥ .

5

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

.




P
INDIVIDUAL DIFFERENCES

. e -
. ' CHAPTER TII P

o - ~

The North Dakota Occupational Model plan allows for individual differences.

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

in terms of difficulty level. During the pilot-test, in which approximately
thirty to fifty siudents participated on each model, the 18 teachers ranied )
models Bésea on the range of abilities of the'sfldents in their particular class.
Thus the abilit;-level of each-model as defined on the description sheet ﬁ;;

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

plans throughout the United States. ' -
‘/“"cﬂ R

—

A review of literature was also.EPnducted 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 exc‘e;ptional or gifted
“;>. ’ student. \ -
From the list of c;eéical duties shownlon"ﬁp. 49, 50, y;u will note the type
o of j$b activities which, according to research, low-ability persons have proved.
they éan successfully pg;form. It is hoped.fhat the information presented on
the following-pages will help you select those models and those particular
| projécg within selected models which will be most suitable for youf ;tudents.
'Although éach model has been evaluated, as stated, you may wish to refine this
gelection process to ﬁeet the needs of your particular situation.

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

for students with 1éh§than-average,ability. Not only are these positions
available, but it is a Eégg\:hat the major employment opportunities for students

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

o
! ~
- . .

47~
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. . But only if they receive appropriate prc-employme\ant training.l
The low-ability and educationally disadvantaged student generally has the

follbwing characteristics:Z.

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 fer faildre and
demoralize him to the extent of creating a negative self-image and
low estimate of his own competencies.

He is unable to communicate adequately, either in writing or in speaking.
He is one or more years behind his age group in school. :
He is frequently tardy, absent, or truant.

He is apathetic o indifferent toward school.

His education does not meet his need for occupational training,

and frequently seems unrelated to his world.

¥

o~

Further research has shown the general characteristicsxof office jobs for

which low-ability youth may be employ_ed,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 previcus work experience is required.
- 4. Jobs require knowledge of only a few specific procedures.
5, Jobs- require ability to follow oral and written instructions.
6. Jobs are ordinarily repgtitive, requiring little originality or

resourcefulness.
‘ 7. Jobs ordinarily require. little or no planning, organizing, or
A developing on the part ofs 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 cgﬁmon type of clerical

job classifications filled by low-ability employees are mail or messenger‘%lerk,

. ‘ \
IElvin s. Fyvster, "Implications for Business Teacher Education," NABTE
Bulletin 84, National Business Education Association, 1966.

_ZVictor Van Hook, "Business Educatidn for the Disadvantaged," NABTE
Bulletin 86, National Business Education Association, 1967, p. 8.

3Elvin S. LCyster, "Preparing the Lower One-Third in General Scholastic
Ability for Business Employment," Journal of Business Fducation, February 1966.

<~
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clerk-typist, file clerk, mechanical machine operators, receptionist, and generai
. office clerk.4

Business employers were also asked to list the type of clerical duties they
{ 4

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

they would be willing to hire the low-ability for:

&

Duplicating and related work

a. Stapling materials

b. Photocopying

c. Collating

d. Operating folding machines

e. Operating stencil duplicators

Stock work

g !
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 méchines

4

Qe

Full, heyboard adding machine
b.

Ten-%oy «adding machine

Secretarial and steuographic work

a. Sending telegrams

\\
, \\ v . I3 . .
“patricia Wells. "A Profile of Office Employment Opportunities for Low-
Ability Porsgnneléin Twenty Selected Métropolitan Areas throughout the United
States." Unpublished Ph.D.

Disscrtation, University of North Dakota, 1971. |
5Ibid. -

=R
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b. Making appointments
c. Proofreading
d. Receiving callers

*

Data Processing

a. Key punch
b: Verifier

Everyone 1s "disadvantaged" to a degree——iA at least several areas. Every-
one is also talented, perhaps -even "gifted, "o 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 more concern. than the lower—ability
person.6 ' » /

Tonne states, "These students should be eApected to acéomplish more in a

given period of time and also engage in proj?cts of an increasing degree of
difficulty and with a wxder range of problemé. 7 .

t
Yet the teacher needs to be certain that he does not merely 1nitiate gimmicks

to keep the academically successful occupZed, busy, and out of trouble. Such plans-_ueu

are immediately suspect, and the bright student will only tdo quickly understand

the motive if he is assigned more work than his peers..

It is true that the characteristics of the exceptional student include the
ability to complete work ahead of other, 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
i

6calfin W. Taylor, "Be Talent Developers as Well>as Knowledge Dispensers,"
Today's Education, December 1968.

"Herbert 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 studené.cad achieve goals close to his highest potential," an&

that teachers should "provide these students with exercises that call for a' ‘ o

higher level of problem solving than that given to other students in‘;he class."sf:
With this #n mind, the teacher using the occupétio;ay model pla& can help i E

guide his students toward applying for those jobs which call for less clerical o]

activity and more decision and problem-solving ability. Not only may these

students apply foF those positions labeled "chéllenging" (model descriptions,

Apgﬁdiﬂ, but they can be epcdurage&~£o apply for an internal ;ffice position

involving increased responsibilities such as administrative assist;nt, office

manager; or bookkeepur. Rather ghan d;finingﬂtheir role tob circumépectly,

the teacher shguld z1low all the room possible for the expression of creativity,'

resourcefulness, responsi.ility, and decision making.

Binid.
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3

Personal characteristics must be considered, but in conjunction and

simultaneously with the analysis of the total work situatlon. Where there is

an office there is a work group with poople, and where there are people there
e - '
is sqgial intefactiqh and human relations problems.11
.- )

From Investigat;ons into employer opinionq of why people do not succeed

- on the job, it is apparent that human relat1onsh1ps are almost as important as

\
the basic skills so fa; as the requirements for good office workers are con-

Cemed o‘ . !
\

Approx%mately two—%hirds of the total incidents reported in the NOBFLS

« . {
‘study iﬁvolved the workér's perception of his role expectations within the -

\

formal sywﬁim. Part of the study defined in behavioral terms the characterlstics,

.
i L .

attltudee, and traits of horkers relative to the social context of offlce work.

B . : The inc1dence of ineffective bchaviors reported in 91tuatlons ‘involving social

interaction were almost twice as hxgh as effective behaviors reported in the,

gsame situations.. s ;

-

Such findings, reports=Calhoun, possesSs sxgnlficant implications for the |

- Y

improvement of thls phase oﬁ the preparatlon of offlce workers in terms of more

‘e \z &
accurate exptctat1ons of thelr role w1th1n the work group. ‘

¥
v

Thus it LS imperative in the, occupatlonal model plan, as we]l as in any .

vocational. office education program, to involve students in soc1a1 and work

' . ! . 71 . .0 . - !
group interaction as mich s possible.  Those programs which initiate an internal ©

*

ofiice situation lend themselves more readily to developing social interaction.

‘s
thfLu 3., Cook and Edward Gary Shapiro. "Factors Associated With Succéss—ﬁ

ful AddptathQ}to the Secrcotarial-Steaographic Role.'" Research Project Final
Rebﬁﬁ%' Wayne State Univerhity\ Octobér 1968 451 pages ERIC #ED 040297. . .

\
i
o L2 . Cn]hOun. and Bobbye J. Wilson. ''New, Office and Business Edueation

. Learing System.' Nitional Business Fducation Associatioa Yearbook, No. 8.

Washington, D.C.: Natjonal Buslnoss Fducat ion Association 1970, pp. 40-59.

L

)
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The occupational model plan serves as a vehicle through which the student may
ga‘ln more accurate porceptiops about the world of work and his ruvle as an office 1
worker. -‘

Freq;xent briefing and de-briefing sessions are not only effective in
mtivating student creativity and problem-solving abilities, but provide a base
for hashing out human relations problems when they occur. They also pr:)vide a
feeling of belonging, and develop-the spirit of team-work, a most impbrtant

.

phase of social-role acceptance for the individual. i

»
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CHAPTER 'V i
FULL-SCALE SIMULATTION
] -
MODEL OFFICE ’ :

Girl Friday, Inc. is a public stenographic agency. The préduct it sells
jg "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.

4n§€€ﬁ;§;§§ﬁérs, typists, clerks, and

‘bookkeepers take dictation, type

reports, perform clerical activities, and provide a variety of services to

their clients.

'Interngl operation of the company includes several positioris besides the
employees who work directly and only with client activities. These personnel

are as follows:

Receptionist )
Office Manager - Bookkeeper

o

Clients of the business are, in reality, the 24 occupational models. Each’
individual project is filed behind that cltent'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 mat%rials produced are

quality work.

Girl Friday, Inc. develops the distribution schedule for the simulator, so
that within the offite 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 easjly be developed by using additional

.internal office personnel. Girl Friday,

Inc. at Fargo South is designated as a

branch off\ce, with billing and other accounting, procedures conducted elsewhere.
For the more ambitious or larger OE programs; a Home Office could also be in-

cluded. (See pp. 73-78 for job descript

Ariies

~55-

ion of Home Office.)
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5 .
STEPS IN SETTINE UP FULL-$ IMULATION
\

5 GIRL FRIDAY*

Students Teacher

N s : v
\\ [ \

L X 1. Selected f¢rst 8 occupational models--based on ability Ievél
of i}udents enrolled in the progranm. { \
- N o &
X X 2. Established jobs and jobudescgggtions for internal office .
operation of Girl Friday: (a)®office manager (b)" receptionist
(c) stenographers (d), clerk-typists’ Yy 7
X . X 3. Coded supply lists from all (24) models; card file established
(see page 65 for example) ‘
X : X 4. Central Qupply files established--following client -name (model - -
. companies), .and file folders prepared. . ‘ . -
- . \\ _\ v
- X X ,5. .6irl Friday office forms prepared (designed, typed, duplicated, "
filed) Coe ’ '
X T 6. Duplicated and filed ciient supplies needed (from supply lists '

-——in -models: - Filed -accord ingwee—eode established in 3, 4, above) \
: \ . ,

-

X X 7. Defined job descriptions kor internal office:

X X '8, Prepared Girl Friday Officé’Ménual (wlote material, typed,
' -duplicated, made available for later use). See pages 68-72.
X ‘ X 9. Room arrangement and,decoration. Included in both teacher and
student input were the needs and wishes of other students and -
teachers who use the room, as well as the janitor. Students
. chose where they would-sit ‘and wit} whoms : :
. A
* ‘ ’ “ .
X X 10. Pre-testing: (Ohe week) Based on OF units; test covered basi@m
office skills, typewriting, shorth?nd, machines, etc.
S ' \ . : «
X - 11, Studentgkpreparod'théir own graphs;\recording~the class average
and plotting thelr scores. (See pagﬁ 15.) .
X' H2. Pre-Simulation: . (One Véek) A help-wanted ad appeared on the
bulletin board: ‘
"WANTED: omMoyee with typing and transcription
, skills for work in a sccretarial services branch
— office. Write Box 243, Fargo Forum, .stating
qualifications.” L .\\ T

L4

L]

(a) Students wrote 3 letters asking for permission to use names.
(b) Letter of application, and reésumet i
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l Students Teacher

X

X

“pen

x -

‘ '
v 8

5.

|
|
|
!

!
{
|
|
|
FfRL FQIDAY SECRETARIAL SERVICES "OPENS ITS DOORS, FOR BUSINESS"
| .
1 X
l
‘1
i
!

X

- -/
e/

(c) Interviews conducted with students

(d). Follow-up: Students were hired (two’ for each of the
f*+st models chosen as Girl Friday clients).

(e) New workers receivéd the Company Manual and Procedr cs
Manual for tHeir particular client, in order to bec.ome
familiar with that company.

/

-

13. Receptionist and office manager of Girl Friday met with the

executive vice-president (teacher) for a briefing session. | ,
(They remained on their jops for one week, at which time théﬁ
trained another worker for the job. They moved to positions
as stenographers or clerﬁﬁtypists, working ‘for clients.)

. \

14, New employees reported to the Office Manager, who required-
them to fill ouf W-4 forms withsthe receptionist.. After. |
receiving’ their Girl Friday Office Manual (seé\page 68) "they - -
reported to their dssigned work statiofms. ' ‘ "

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 wer2

-two employees assigned to each client, it was the responsibility
of the office manager and the two employees involved as to dis~
tributiof of work load.) ‘ .

EI . -~
. s

., 5(/
P

|
1 | 1 | »

& . handling and distribution.

| . Work Order (see p. 64)

.

Incoming mail (daily projects were ‘submitted through the mail,
ag’appeared. on the:1list in 15 above).
mail received.. Mail was then -submitted to office manager for
Handling included preparing a . g

Receptionist posted

Stenos and clerk-typists procureq/g;eded supplies through the
recegtionist from clients' supply folders. Completed work as
degscribed; prepared client invoices based on chargeg in.Girl -
Friday Office Manual; and prepared materials for proper dis-

tribution--(also listed.in Office”Manual). | \

a8, i’
'l . * . .
X < _ L&. Office manager\checked completed work, ready for mail.
o X é 19. Receptionist prepared outgoing mail--recorded poktage expense. . .
. “; ) ; ~. \\
| X 20. Enzcutive vicerpresident received mail (for checking against, ' N
‘ supervisor's.key, and follow-up). . .9 . X 3
4 ) . . . - i R

21, Payroll propéfed weekly (see Office Manual). = Office manager
evdluated employees on Friday before leaving her position.
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. Students Teacher
N A 22, .

-

. X

A .

EVALUATION: Based on:
(1 dualit§ and quantity.of work produced

.
* .

As steﬁégraphers and clerk-typists gained confidence and
proficiency with the operation of their secretarial services

company, new clients were added. = (additional model input,
. based on abilit -leyel of OE student workers, and difficulty-.
+ level of model$ available) . .
P ' .

. i
* .

L
. [

o)

office manager and executive vice-pres
ion activities

. (2)
* N of "employees
(3) attitudes and effectiveness in social-interact
. (These,included: .aeccepting instructions, criticism; giving
supervisidn; working together as a team to complete client
work orders on time; abilityto work under pressure; use of
supplies and equipment; etc.P .
‘ -4 \‘" ’
. ; ) J
GIRL FRIDPAY, INC. is located at-Fargo South High School. ‘Executive vice-president
is Mrs. Cathie Ferguson. . / , | .
b
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Employment Title
Earnings Rate

i

Social Security No.—

"~ Withholding Exemptions

- Name.

e

—_— 19

e e e

For . AE

VOLLARS CENTY T

Bav.BrorForwarp
AmOUNT DrpostTen
*ToratL "

srrisCuren

Toscorm s s

= ALANCE

T

<

aIn, FRIDAY, INC.
SICRUTARTAL 'SERVICAS®
FARGO, - D "58102

Pay TO THY
ORDER O

DoLtars

!

CITIZENS NATIONAL BANK
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INCOMING MAIL REGISTER

- DATE RECEIVED SPECIFICn{TEM _ FROM DISPOSITION
i
i
-|| \
|




DATE

64 -

WORK ORDER

BILL TO.

ADDRESS

_PICK UP

WE MAIL

'CALL WHEN READY

DELIVER TO

INSTRUCTIONS

STENO'S TIME

T 8% x 11

double spaced

w/tab or numerical date

letter, single-space

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 O

Plus One Carbon




STEELE PUBLIC SCHOOLS
SECRETARY

SUPPLIES NAME ____SUPPLY # - REORDER PRICE

Transmittal Forms ) 30-01 .05
Letterheads 30-02 .05
Lunch tickets - 30-04 T ’ .05
annual - 30-04-1 .05
monthly 30-04-2 : .05
weekly . . 30-04~ 3 .05
.Lunch receipts o 30-03 - | .05
Payroll sheets - 30-05 ) .05
- Title I1I 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:




GIRL FRIDAY

SECRETARIAL SERVICES

Fargo South Fargo, ND 58102

INVOICE

Invoice No.

SOLD TO: DATE:
TERMS cash chargé
DATE QUANTITY DESCRIPTION CHARGES TOTAL
TAX
TOTAL
4
’ -~

customer




POSTAGE EXPENSE

T0 WHOM SENT

WEIGHT

COST

&
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‘APPENDTX

MODEL DESCRIPTIONS »

Seéretarial -~ General Office Positions

' Kidder County Agent . Secretary
Steele Public School Secretary to Superintendent
Northlanc Chemical Company . Secretary !
United Hospital In-Service Secretary
Crabtree Insurance Agency ' Stenographer
Western Potato Service . Personnel Secretary
Pioneer Mutual Life Insurance ‘General Stenographer
Minot Builders Supply Secretary
Fargo Schools . ., Secretary ° ] N
Nokato State Banke . - ) - Secretary

i

Clerk-Typist Positions , .
. . State Farm Insurance Company Clerk-Typist Co
Hugo's Piggly Wiggly — - — - - R .Clerk-Typist - -
Roughrider County Welfare : - Typist
¥ Minot Builders Supply . Clerk-Typist
Northern School Supply . Accounting Clerk . '
, Crabtree Insurance Agency Irsurance Rating Clerk .
. ' . “Northwestern Bell -Telephone Company - .Telephone Clerk
Roughrider County Welfare . Lllglbillty'CIerk
- Bookkeeping Positions -
- Crabtree;Insurance Agency . Bookkeeper
. Barta Building Supply . Bookkeeper
Farmers Union 0il Company Bookkeeper
Minot Builders Supply Bookkeeper
" Nokato State Bank Teller-Bookkeeper
_Steele Farmers Elevator . ] Rookkeeper-0ffice Manager

2

[ . -

See following pages for job descriptions, hqulrmﬂnt utilized on the job,
and recommended qualifications.

I
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Secretarial - General dffice Positions

équipment: typewriter, duplicator, adding/calculating machine, transcribin

KIDDER COUNTY AGENT SECRETARY (basic)
THe secretary is responsible for a variety of duties -that the Kidder
County Agent assigns. The employee files, types reports, letters,
listings- and numbers. Material-is transmitted in longhand.or corrected
copy. B ‘ : ) :

Equipment: typewriter, duplicatory adding machine
Qualifications: typewriting

-l

_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 agpunt of typing is included in the preparation of reports,’
ordering Supplies and commodities, and preparing transcripts and letters.

¢
. &
_Equipment: typewriter,.duplicator, adding machine
Qualifications: typewriting
NORTHLAND CHEMICAL COMPANY SECRETARY C (basic)

The employee is responsible for typiné letters on stencils; completigg'

forms for insurance and consignment purposes; and preparing materials for

proper distribution. ]
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 revisious, 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 nceded in preparing attractive designs on bulletin board memos. iy

.*Contains working papers. These should be cut, labeled (project no.), and
filed in project envelopes prior to model activity. . .
—t .
Equipment: typewriter, duplicator . d i .
Qualifications: typewriting

CRABTREE INSURANCE AGENCY ~ STENOGRAVHER (intermediate)

e stenographer works closely with the agent (owner), as well as with the
other two empluyees (Insurance Rating Clerk and Bookkeeper). Activities

include: -typing coriespondence, memos, an reports fr ough draft;
taking dictation or transcribing from machine; preparation ™gyd typing of

# ' L \ .’ 91
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budgets, formsa and reports; handling incoming and out—going;hail.

. ~ Equipment: typewriter, duplicator, ad.ding/calculating mac)\ine, transcribing
machine .
Qualifications. typewriting, shorthand or machine transFription skills

. B . . /“
: PIONEER MUTUAL LIF:/INSURANCE COMPANY  STENOGRAPHER (intermediate)
/

»

Secretarial-pool assignments typify this position. Responsibilities
include: filing, right-margin justification (news article); duplicat ng;
dictation and transcribing, typing.
Equipment: typewriter, duplicator, adding machine, transcribing machine
Qualifications: typewriting, shorthand or machine transcription skills

, '

-4
. . ) L . -
WESTERN POTATO SERVICE ‘PERSQNNEL SECRETARY ©  (intermediate)
, . 'y . - ’
Activities Mrclude: completing personnel recotds; preparing forms;
composing and typing correspondence, and maintaining company personnel’
records and files.

. Equipment: typewriter, duplicator, adding machine, transcribing machine /
*Qualifications: typewrit:Sgi!shorthand or machine transcription skills ' ~

, »
. - FARGO SCHOOLS SECRETARY - (intermediate)

" The. employee takes dictation, transcribes; types correspondence forms and
R reports; record—keeping related to 17 school audio—visual accounts, .
W including equipment and inVentory charts. . f:

Equipment: typﬁ%riter, duplicator,.adding machine, transcribing machine ,
Qualifications: typewriting, shorthand or machine transcription skills

LY

MINOT BUILDERS SUPPLY SECRETARY (intermediate)

) The secrakary. takes dictation and transcribes materials; prepares reports ‘/
“ - (including determining percentages and making revision decisions);
duplicates materials; verifies and posts to accounts; and types a variety
o of forms and items.

Equipment: typcwriter, dupllcator, adding/calculating machine, transcribing

p machine

et . Qualifications: typewriting, shorthand or machine transcription sk111s
4 ‘ (bookeeeping and office machines helpful) - ,
f . . - ' i
NOKATO STATE BANK- ' SECRETARY ' I\ (advanced) |
b . !
.. . /»Tlua position covers a wide variety of general secretarial skills appLied S /:
to a medium size commercial bank, including: typing letters, financial® .. ‘

strtements, board minutes, and forms and reports. "

'S
¢
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°

Equipment: ptypewriter, duplicator, adding gachine,‘tfﬁnscrfﬁing machine
Qualifications: typewriting, shorthand or machine t anscription skills,

Y **(bookkeeping aqd'oﬂfice'machines helpful) - .
! . R (
Clefk-Tyﬁist Positions \ : ©r ’ ad ) e
| STATE FARM INSURANCE COMPANY ° CLERK~TYPIST . " (basic) .

The employee types vgniqhq,insurandeqforms (épplications, policies, efc;)
_and correspondence, from handwritten :iotes and forms as well as from
corrected copy. -Fi}ing/operations are.also among the clerk-typist's

d?ties. . | .
- R e . . - ' ) 0

_ Equipment: typewriter ‘ ; ) '

Qualifications: typewriting/ N / . o

HUGO'S PIGGLY'WIEGLY™ *’. CLERK ‘ ! . (basic) - |

o The clerk ‘works with basic grocery store operations, including: ‘the /

' preparation of.reports; handling currency; typing aily cash register - T

receipts and payroll® reports; processing utility p ymghts ;. and preparing
-advertising copy: * _ / - .,

- ‘. i ' E-
Equipment s typewriter,, adding machine fo 2 ) L . b
Qualifications: typewriting - / ) '
- - . . " Y .,

LS - / -
hE v o : i - . ‘ v
h"“RUﬁCHRIﬂERﬁCOU&TY‘Vﬁﬁﬂﬁ“ﬁ?—*—-”TYPlﬁ (intermediate)
. . L . - - oW ':_
The employee is'responsibleitp-any office personnel in the office.
. Activities include: preparing transcripts from rough draft reports; . —
_’ P . s . ;® ", L3 . !
\ typing from transcribing machineg bel;s; and complet1ng_detai¥pd 1nfquggjon 4
on numerous ¢ypes of forms. oy . e .
\ . . . ., ‘.
’ Equipment: ® typewriter, adding mach?ne,\;rhnscribing machine?’ . e '
‘Qualificatidns:"typewriting,/mﬂ%hihe~tianscrip%ion skills “
. A - / 3, 3
/ e %, I
*a’ ~ - : - ' / . 2 .
MINOT BUILDERS SUPPLY (LERK-TYPIST . ' (intermediate) .

. L3 . b

~ ™M employee typds letters, memos, forms, and reports from rough draft; . .
verifies invoices and reportsy files and performs various clerical duties.

s N . . .

c—— ) P i, 1 . .
fquipmantz typewriter, duplicator, adding/calculating machine, transcribing . ,

: . machine S ‘ |
Qualifications: typewriting /

!
it
¢

i

'4 1 * - I ‘

L - g ot . o .
NORIHERN SEHOOLSUPPLY® - ACCOUNTING CLURK © (intermediate) = !
. . . . - ~ f

‘ . \

The clerk performs the same basic tasks every day and the work procedure.

is fairly routine once the umployce is familiar‘with the daily operatidns.
These include: w:?:fving. recording, and processing of incoming checks o

- - )




., dnd-~ homeowner insutance app11cants.

'and inv01ces* preparing
clerk also occasiénally
respOnAence. »

-

*Contalns working papers: These must be
and f11ed in labeled da11y envelopes prio

utgoing checks,
ypes purchase or

/0

t

t
. ¢,

°

'Equipment: typewriter, addlng/calculatln
Qualificatlons. typewritlng, recordﬁkeep

§
'

: CRAB@REE INSURANCE AGENCY - IUSURANCE §

3

The employee, is responsible for ratlng iy
Acts
that expire, renewing policies; ordering

and ma1nta1n1ng flles. -
Er, calculator

Equ1pment' typewr1t

-

1ﬁt1es inclu

and da11y bank dep051t. The

dors‘ acknowiedgments, and cor-
o 1

IR .

jremoved from’kit,/cut to size,

r to model adt1v1ty.

g machine ;
ing fundamennals

~
; .

9!

|
i
{

ATING CLERK (

Z?éanced)
!
surance poliéies for az omobile -
}e. re-rating policies
policies; co pleting/invoices,
/ >

LA
" * '

|
Qual#ficafions; typqwrxtlng, ability to

. - ~
— 3

P @

~ . L. A
o NORTHWESTERN BELL TELﬁPHONE COMPANY *

-

I
|
I

“The relephone clerk 1s\respone1ble for:|
.1, custemer cq Tadt -

¢ .. takmg necpssary acgion to handle
2.“

-

:accountq) '

3.

*An "outsido—world" simulator (cust*merf

must be removed from kit, cut to'size, and. filed i

1
4
l

prior to model aCtiVIt}‘

’.
Equipment.

) ~
. rQua'lifgl‘cations :

oy
]

mMMgnmhme
typcerLing; ablllty to

¥
.

\

RAUQHRIDLR cOUMuY hfl'

\

i

. | /
i

*
T

"
-

"o, The)employce works wit

government- ddmlnl‘*dlﬂ
,ability to: unl’rs#
for mongy;
verify, tranwfnﬁn and aes

i welfare program.
omble data from
must bzﬁ

UPCh . prlo

*Contains wor%in papuxs
filed in ldbcidd envel

- and‘/ymewcomputﬂtlonal fb111ty.

i
TE LFPHONE CLa- /
.

often talks with customers

clerical duflcs - maintains records: and files
.pegform custome( dontact and co%lection work

record- keeping»- keeps customEr accounts v
so that customer‘contact is~ accurate and

*typewriter, telephones (at 1east two onnect1ng phones

»ITGIBTL}TY CLERK/ >

nN federal-state plan man
scllfood .stamps; (onduct banking and. correspondenc

removed ffom kit, cut to 512e, and
to model dct1v1ty

follow dﬂtai}ed W
/

74tten 1nstruetion5°/

{ (challenging)

* i /‘
i )
fover telephone,
“
necessary . to

(for 25 customer

\

requests. ,’

{
!
p—dated at

efficient.
/

- I

1.  Working papers'
labeled envelopes

phonest

i
{
ake -decisions under pressure,

is essent a

/
‘/

m

and rejain poised, courteous, and patient.

(very challénging)

1 '

I

initial food btanp appyicabtons under the

Resp ns;bilities require the

al instructions; Account

e /activities;
eport forms.

g

nnmcrous government r
f

»

*




Equipment: typewriter, addlng/calculating maching”’ -
Quallflcations. typewriting; ablllty to understand‘complicated written
. instructions, and prove one type of report data against
data from other sources. .

©

Bookkeepiné Positions

+

4

> CRABTREE INSURANCE AGENCY ‘ BOOKKEEPER =~ ° (intermedlate)
® - Jl )
The employee is responsible for: posting to journals cash ledgers,
accounts receivable ledget, and the cash book; as well as routine®
corre5pondence and filing. Daily posting to accounts. ‘is, essential
as’ well as legible handwriting, and accu%&éy in computatlonal work,

1

Equipment“ typewriter, addlng/calculating\mach1ne ) 3{
Quallficatlons. typewrltlng, bookkeeping | | - :

. - |

I '
BARTA BUILDING SUPPLY ' . DOOXKEEPER - "¢ (intermedl?te)

L

v

i A

The bookkeeper coordinates bocks, records, bxlllng, buying and sellin

» practices of a small retai/l lumter company. Activities incélude:’ mont 1y .
billing procedures banklng duties; ond typing letters and addre551ng
envelopes, plus a varlety of daily activities. /

.‘ J/

Equipment: typewr;ter,/addlng machine .

Qualificationst typewriting, record-keeping, or bookkeeping
;

/

FARMERS UNION/"OIL COMPANY -, | DOOKKERPER. - (intermedi[ate)

. *

, s, .

.

\

The employee is respopsible for. bi-weekly pﬂyZbll' the daily bank eposit,

bank keconcx&%at1on'* dll" rocap sheets; and co posing correspondenc
Equ1pmen: typewrlter, add1ng/calcu1at1ng machine

Qualiflcatlons. Lypewrltlng, bookkeeping /
! " / L

i ' s / ' .

MINOTE.BUL;,DERS SUPPLY- . ' f “BOOKKEZEPER " (advanced)

. ! i
Bookkeep1ng, typing, and cffice machlnes ﬁct1v1t1es typlfy the reqponsxbllities
,of the bookkeepe’“ln this brvandy office. Posting to” journals and customer
statenents, alu'dLﬂLﬂU invento~ys uIU proCceds ing billihg procedures are -
among the dutipes. . - :

~

A +

Equipment: typowritor ﬁﬂdwno/cdltulating mdchlne, dupllcator
Qualifications} typewriiing, bLookkeeping °
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L4 * .
NOK&FO STATE BANKY . «.. TELLER-BOOKKEEPER <" < ‘:ﬁ;(a'ﬁvanced)

he -

4 v The emplovee performs many detpiled checking .and balancing adtivit¥es, .- -
.. ' .requiring both patience and concentration. A S8l ! .

i o R R . . . 1 ~ I’

—— ’ . L s . . . . f' . .

" «- *Contains working papers. These.must becrempved from kit, cut tg gize, - .. '3

- and ‘filed in labeled envelopes prior to model activity. Materials :

provided simulaxe'walk-in customers to the bank teller's window. | ¥

¢
- -

ﬁquipment: typewriter, poéting or billiné machine (typewriter can
' substitute), adding/calculating machine .
Qualifications: typewriting, bookkeeping, (office machines helpful) - -

-

,L.
P
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-
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. ¢ -
. b ca A L % /A -

% - TEELE FARMERS ELEVATOR ROOKKEEPER-OFFICE MANAGER - -,‘I'(a‘avahéed)
el i S

e & =

~ e ‘-‘_ . HN
P * The employee:is wesponsible for buying and sellipg of grain ¢with .grain

~*.  .prices as a governing concepty ; performing banking dpt}gsi recording daily

_+ sales;. writing checks; -preparing insurance reports; reporting taxes; and
composing correspondence. - :

_ Equipment: typewriter, adding/calculating machine ) : =
~ ——- Qualifications: typewriting; bookkeeping; ability to make decisiors ‘ 3
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