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INTRODUCTION

The Position Analysis Questionneire (PAQ) i a job analysis gues-
tionnaire that includes job elemencs that are cssentially worker-orien-
ted ‘n nature, sg contrested with jobeoriented (McCormick, 19549), A=
such, moat of the elements tend to charvacterize human behaviors (or work
act{vities that have reasousbly 8trong implications in terms of human
behaviors) rather than activities that sre expressed in technological or
strictly job terms. 1In addition, the PAQO includes job elemeuts that
characterize the contextual and situstional aspects of jobs to which the
worker presumably needa to adapt; some of these variables may “ave im-
plications in terms of job demands, snd of 'personal’ variables that are
degirable on the part of the worker (such as personality characteristics,
interests, personal values, etc.).

In the development of the PAQ it has been the intent to incorporste
job elements that senerally embrace the spectrum of human beheviors in
work that parallel the conventional S=0-R (stimulug-organisgm-ragponsge)
parsdigm, but with different labels., The general organization of the
PAQ, given belcw, reflects this, along with & special sectisn desling
with communicatioo 8ctivities and the situationsl and contextusl aspects
of jobs, The organization is shown for tie two forms (A and B) which
are discugsed later,

PAQ: Torm A PAQ: Form B

Information Input

Mediation Processes

Work Qutput

Interpersonal Activities

. Work Situation and Job Context
Miscellsueous Aspects

Information Input

Mentsl Processes

Work Qutput

. Relationships With Other Workers
,  Job Context

. Other Job Characterigtics

T W BN
NS W N

All together there are 189 job elements in Form A and 194 in Form
B. Some of the elements are of & checklist nature, wheress most provide
for the uge ol rating scales. Various rating eceles (such as 'time,"
"{mportance,' etc,) are uged for different elements or groups >f elements,
the rating scale used in esch case being the one that logically seems to
he most appropriate. In the case of certain elements special rating scales
are provided.

The PAQ was developed with the hope that it could be used witlh a
minimum of training on the part of the individual who uses it in snalyz-
ing & job, 1In general, the experience with it has {ndicated taat it cen
be readily ussd by job anslysts, supervisors, employment and personnel
officers, and even by some incumbents.
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DEVELOPMENT OF THE POSITION ANALYSIS QUESTIONNAIRE (PAQ)

The most current form of the PAQ (Form B) is the result of an evolu-
tionary process.

Check List of Worker Activities

The early predecessor of the present PAQ was & Check List of Worker
Activities developed by McCormick and Palmer (Palmer, 1958, Appendix A).
It consisted of 178 elements organized into sections corresponding some-
what with those of the PAQ. Various rating scales and special coides
were to be use! with individual elements or groups of elements. It was
used as the basis for the enelysis of 250 jobs in the steel industry. A
principal components analysis of the resulting data was carried out,
this analysis resulting in the identification of 14 initial factors
(Palmer and McCormick, 1961). These 1L factors, in turn, were subject-
ed to a higher order principal components analysis, resulting in four
more general factors.

Worker Activity Profile

The successor to the Check List of Worker Activities was called
the Worker Activity Profile (WAP). It underwent a sequence of stages
during which various individuals made significant input (especially
Drs. George G. Gordon, David L. Peters, and Joseph W. Cunningham). The
development of the Worker Activity Profile is reported by Gordon (June
1962) and will simply be summarized here. This development consisted
of two phases, namely the development of a classificetion system of
worker-oriented varisbles, and the construction of elements (items) to
measure these variables.

Development of classification system. In the development of a class-
ification system of worker-oriented variables it was decided initially to
establish various msjor categories of behavioral areas that might have
relevance to human work, and then to concentrate attention on these,
one at a time. The inltial categories were: environmental effects;
physical activities (including sensory); mental activities; activities
involving special talents and sbilities; communicetion activities;
supervisory activities; and "personal requirements."

Within each of these areas there was then developed a list of more
specific variables (activities, behaviors, etc.) thet might ultimately
be developed into items of the Worker Activity Profile. Although some
of these variables were not actually "behavioral” in nature (such as
those characterizing physical aspects of the environment) the varia-
bles so listed generally were those that, if incorporated in a job,
would have some implications in terms of the human characteristics
that an incumbent should possess. Various potential source meterials
vere reviewed in the process of developing these varisbles; the sources
included: the Check List of Worker Activities; the USES Training and
Reference Mermual for Job Analysis (194k4); the USES Work Performed
Manual (1954); the USES Worker Trait Requirements for 4OOO jobs (un-
datedy the J-Coefficient (Primoff, 1953, 1955); Jaspen (1949); Mosel,




Fine, and Boling (1960); Norrie (1957); and Palmer (1958). All together
138 guch elements were listed.

Flement development. These variablea were then considered for use
as the basis for developing individual elements for the Worker Activity
I'rof{le. Iu this process, the main objective was that of converting the
concept implied by the variable into one or more statements thet would be
descriptive of human behavior in a job, or of some job sftuation or con-
text,

Some of ‘he resulting elements of the Worker Activity Profile were
of a check 1list nature (to be used to indicate the presence or absence
of the clement 'n a job); in the case of other elements, scales were pro-
vided, these being either general scales or scales constructed for the
iudividusl elemcul. Iu this connection, the results of a studv by Peters
and McCormick (1962) pointed out the desirability, in the case uf scales,
of actually scaling examples of varying "levels" of a given continuum, in
order to {dentify exsuples to use as benchmarks of different points along
the scale, However, since this procedure would have to be carried out
separately for many elements of the total questionnaire, it was not fol-
lowed in the development of elements becauge of the tremendoud effort
that would have been involved.

In the development of elements, the original structure of categories
was modified. The Worker Activity Profile as finally developed consisted
of 163 elements in the following 9 categories:

Discrimination activities

Mertal activities

Body and limb activities

Supervisory activities

Comaunications and interpergsonal relations
Rhythm of work activit'es

General characterigstics of the job activities
Fhysical environment

Psychological and eocial aspecta of rhe job,

-

.
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Use of the Worker Activity Profile, A ceries of studies Involving
the Worker Activity Profile included factor analyses (McCorwick, Cunning-
ham and Gordon, 1967), and experimental application in the context
of job evaluation (Champagne and McCormick, 1964) and in the context of
synthetic validity (McCormick, Cunningham, and Thoranton, 1967)

Posttion Analyeis Questionnaire: Form A

Experience with the Worker Activity Profile reflected certain defic-
lencies with that particular instrument. As an infitial phage of the pre-~
sent research program, therefore, the next 'generation' of the same type
of job analysis instrument was developed., This underwent a geries of ed-
itione, with the inputs into thes« editions consisting 6f further reviews
of relevant sources, analysis cf data from the Worker Activity Profile,
and hours of diecussions. 1Tn addition, one intermediate version was used
in & very modegt reliability study. Arrangements were made with certain




organizations to have two independent analysts analyze each of 30 jobs. -
These data were analyzed element by element in order to obtain some in-
dicacion of the reliability with which pairs of independent analysts con-
curred in the use of individual clements of that intermediate form of the
PAQ. The sample of jobs was of course small, and some of the clements
occurred so infrequently {u the sample in question that item reliability
analyses in the case of such elements were not particularly meaningful.
However, the item rcliability deata that was based on sufficient usage,
data on {tem {utercorrclatiouns, and comments by analysts,afded in the
further development of the PAQ. (The individuals primarily involved in
thiis phase were James J. Waibel, Thomas A. Jeswald, and David B. Kyner.)
The resulting veraion of the PAQ, Form A, was used as the basic job anal-
ysis instrument in a research program relating to the study of job diwen-
sions (McCormick, 1969).

Reliability of the PAQ: Forw A, Duriug the collection of da*z with
the PAQ in connection with the study of job dimensions, the opportunity
arose to have two or more individuals analyzc certain jobs independently.
All together thc independent analyses made it posgible to idenuify 62
"pairs" of job analyses that could be used for reliability analysis. The
"pairs" of analysts consisted of varfous combinations of job analysts,
supervisors, and incumbents. The resulting data were analyzed in two ways.
In the first place a reliability analysis was made of the pair3 of responses
to individual job elements across 6C of these 'pairs''(the disparity be-
tweer 60 and 62 need not be explained, but was of minor concern). In
this analysis it should be pointed out that no two analysts analyzed all
of the jobs., Therefore, in computing & coefficient of reliability for any
given job elament the 'data' consisted of pairs of job ratiugs for the
item, with the 'pairs" of analysts for the various jobs cumpriazing dif-
ferent pairs of raters, although in some cascs the same two analysts did
analyze two or several jobs in common.

The reljability coefficients of the individual elements ranged from
.00 to 1.00 with a mean of about .80, Table 1 shows a distribution of
these coefficients, Table 3 in Appendix A gives the coefficieats for the
individual elements. It should be pointed out that, in the case of some
elements, the frequency with which they were used in the sample of jobs
was so small that the reliability coefficients must be viewed with ex-
treme caution,

The second reliability analysis consisted of a study of the responses,
across all job elements of the PAQ, of peirs of individuals who analyzed
the same job, Thus, for a given job & correlation was computed for the
responses of the two analysts across all elements. In turn, these co-
efficients were averaged (using Fisher's z-transformation) for various
groups of analysts (i.e. two job analyets, one analyst and & gupervisor,
one analyst and an incumbent, and one supervisor and one incumbent, as
well a8 for the cntire group.). The results of these analyses are given
in Table 2, I{t can be seen that the average coefficient across all types
of raters was a respectable ,79,




Table 1
Frequency Distribution of Coefficients ot
Reliability »f 179 Job Elcments of the PAQ as uged hy Two Analysts

(N = 60 pairg of analysts)

Relisbility
Coefficient Frequeucy Proportion
.96-1.00 24 13.4
.91- .95 16 3,0
.86- .90 20 1.2
.81~ .85 12 6.7
.76~ .80 14 7.8
71- .75 11 5.1
.66- .70 21 11.7
.61- .65 12 6.7
.56- .60 9 5.0
.51- ,55 12 6.7
.46- .50 1 .6
Jal- 45 6 3.4
.36~ .40 2 1.1
.31- .35 2 1.1
.26- .30 1 .6
.21- .25 5 2.8
.16+ ,20 & 2.2 .
.11- .15 2 1.1 .
.06~ .10 2 1.1 %
.00~ .05 3 1.7
Table 2

Averages of Coefficients of Reliahtlity for

Judividual Jobs Analyzed with PAQ by Pairs of Analysta

Pairs of Individusle Number Average Reliability ¥ -
Analyziag Same Job of Pairs Ceefficient
Two job analysts 44 A 2
Oae job analyst-one supervisor 4 .83 '
One job anslyst-nrne incurbent 4 .84
One supervisor- oune incumbent 2 .89
i All paire combined Bl .39




Position Analysis Questionnaire: TForm B

With some wmoderate changes, Form B of the PAQ Is substantially the
same in its basic nature, content, and format as Form A, and is therec-
fore essentially a refinement of Form A. The development of Form B was
based primarily on the experience obtained with Form A, Many of the mod-
ifications stemmed from suggestions and comments of job analysts, super-
visors and job incumbents who used Form A experimentally in the actual
analysis of over 80N jobs in the field. A detailed list of their com-
meats . referring to either specific job elements, rating scales, instruc-
tions, format, or the PAQ in general, was compiled and carefully reviewed.
In addition, the reliability analysis of a few individual elements (Table
3, Appendix A) pointed up certain job elements which were of questionable

value, in the form in thich they were written, becauvse of their low inter-
analyst reliability,

With this assortment of intormation from the field, reliability
analyses, and experience in reviewing PAQ's for errors as they came in,
the three following general improvements were undertaken:

1. The simplification of the language as used in Form A. This was
accomplished in part by having 20 students in a freshman psychol-
ogy coursc read over Form A and identify words or phrases that
they did not understand, or that they felt were irnappropriate
for general usage. Consequently some of the psychological jargen
in Form A was replaced by more common terminology in Form B.

2. The refining of the form to elicit more re¢liable responses. To-
ward this end the follewing changes were incorpcrated in Form B:
the ingtructions and a number of job eiements were subdbstantially
rewritten and simplified; all rating scales were expanded or
shortened to a five point scale or to a dichotcmous format; ad-
ditional examples were added to job elements where it was thought
they would reduce confusion; and the form was so designed that
some response was to be entered for each job element (in partic-
ular this meant that a dash should be entered in the case of an
element that did '"not apply", thus climinating any question about
whether the user had considered the job element in making the
ratings).

3. The mor2 inclugsive gampling of job-relevant human behavior. Sev-
eral additional items were incorporated into Form B which were
thought to be relevant to work behavior. Further, several icems
were deleted because of infrequent usage or because of their
relatively unimportant nature,.

While very little information is known to date about the use of
Form B in the field, it seems reasonable to assume that it will lend itself
to more reliable, complete, and convenient usage because of ths comprchen-
sive information which was generally available {n its developing stages.



JOB SAMPLE DATA BASE

The possible ultimat~ use of the PAQ for such purposes as the develop-
ment of job attribute requirements or job evaluation would require the es-
tablishment of appropriate sets of norms for use in relating data on any
given job to jobs in general. For any given type of data to be generated
(such as job dimension scores, attribute scores, job evaluation points,
ctc.) it would then be posgssible to reiate values {or any given job to those
of other jobs. For this purpose, it is expected that such normns would
be based on an arbitrary mean of 100 and a standard deviation of 20,

In connection with the possible pool of jobs to use as the base in
the development of such norms, data are now avdilable for a total of 882
jobs. These are clasyified by occupational categories of the Dictionary
of Occuration Titles (U. S. Employment Service, 1965) as follows:

Qccupational Category Number of Jobs
1 Professional, technical, and managerial occupations 259
2. Clerical and sales occupations 196
3. Service occupations 40
4 Farming, fishery, forestry and reclated occupations 8
5. Processing occupations 54
6. Machine trades occupations 148
7. Bench work oocupations 38
8. Structural work occupations 59
9. Miscellaneous occupaticns 77
0. Unclassified jobs 2

Total 882
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APPENDIX A

Table 2

Coefficients of Reliability of Individual Job Elements of

the PAQ as used by Two Analysts

[ PAQ  Reliability PAQ  Rcliability PAQ  Reliability
E Element Coefficientb Element CoefficientP Element Coeffjcientd
Number® /N=6(Q pairs) Numberdé (N=60 p:{rs) Number® (N=60 pairs)

1 .78 39 .84 80 .32

2 .69 40 .68 81 .00

3 .23 41 .47 82 .69

4 .70 42 .72 83 .93

S .74 44 .10 84 .95

6 .61 45 .90 85 .63

| 7 .59 46 .68 87 .60

f 8 .53 47 .81 88 .26

, 9 .75 49 .83 89 4

‘ 10 .89 50 .20 90 .77

11 .34 S1 .70 91 .66

F 12 .86 52 .92 92 74

> 13 .68 53 .58 93 .79

| 14 .95 54 .38 9% .54

| 15 .42 55 .62 95 .54

: 16 .78 56 .59 96 L€5

: 17 .53 57 .23 97 .54

»‘ 18 .87 58 .94 98 .42

| 19 .95 59 .92 100 .93

21 .52 61 .8R 101 .61

22 .82 52 .66 102 .84

23 A 63 .87 103 .63

24 .92 64 .80 104 .90

25 .71 65 .91 105 .24

26 .90 fo .60 106 .66

27 .85 67 .67 107 .67

28 .80 68 .73 108 .85

29 .92 69 .78 109 1.00

30 .83 71 1.00 110 1.00

31 .68 72 .86 111 .83

a2 .10 73 1.00 113 74

33 .66 74 1.00 114 .71

34 .64 75 464 115 .59

35 .03 76 .34 116 .65

36 &6 77 .91 117 12

37 B8 78 .76 i18 .76

38 . 5% 79 .17 119 .63




APPENDIX A (continued)

Table 3 (continued)

PAQ Reliability PAQ Reliability PAQ Reliability
Element Coefficientb Element Coefficientb Element Coefficientd
Numberd (N=60 pairs) Numbevd (N=60 pairs) Number® (N=60 p-irs)

120 .89 144 .61 167 .76

121 1.00 145 .61 168 1.00

122 1.00 146 .64 169 1.00

123 .52 147 .94 170 1.00

124 .70 148 .79 171 .93

125 1.00 149 .24 172 .85

126 .90 150 «59 173 1.00

128 1.00 151 .86 174 .25

129 .69 152 .17 175 .81

130 .67 153 .02 176 .63

131 1.00 154 .80 177 74

132 1.00 155 .80 178 76

133 .90 156 .89 179 .70

134 .95 157 1.00 180 .70

135 .97 158 .95 181 .78

136 .03 159 .89 182 .54

137 .56 160 1.00 183 .54

138 1.00 161 .89 184 .69

139 1.00 162 1.00 186 T4

140 .14 163 1.00 187 .87

141 .36 164 .86 188 .58

142 .20 165 1.00 189 .84

143 .69 166 1.00

aPAQ elements of an open-ended nature (i.e. elements 20, 43, 48, 60,
70, 86, 99, 112, 127, and 185 ) as well as element 147 were eliminated
from this analysis.

bCoefficients rounded to two places,

Uh
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APPENDIX B

POSITION ANALYSIS QUESTIONNATRES:

FORM A AND FORM B




POSITION ANALYSIS QUESTIONNAIRE (PAQ)V

Occupational Research Center
Pepartment uf Paychology
Purdue Univeraity

INSTRUCTIONS FOR USE BY ANALYSTS

General

This Poeition Analysis Quesationnaire (PAQ) is to be used in characterizing various aspects
of positions. It conafsts of & listing of elements, each of which s escriptive of, or iufers
or implies, some human behavior or activity, or some aspect of the work situation that
impinges upon the worker.

Before attempting to use the PAQ, the analyst should read carefully each item in the
Queationnaire. In doing so, the analvst will become familiar with both the atructure of the
various items and the organization of the items into sections of the Questionnaire. In addi-
tion, he should be familiar with the job to be analyzed and with the various aspects of the
wok situation. If there {s a need to develop such a familiarity, this typicaily should be
accomplished through interview and observation techniques.

In the case of some elements, it may be necessary, during an interview with the incumbent
or his supervisor, to ask questions that are specifically relevant to the slement-in question,
in order to elicit information for use in responding to the eiement.

Organization of the PAQ

The Position Analysis Questionnaire is organized by major divisions. Theae diviaions are
listed below, along with a ''question' that can be kept in mind in considering the eler.ents
within each division.

1. Information Input (What arc the sources of information used by the jncumbent,
and what sensory and perceptual skills are involved?)

2. Mediation Processes (What mental, reasoning, decieion-meking, information
processing, and other mediation procesges are involved?)

3. Work Qutput (What are the overt physical a.’ivities that the incumbent carries
out as the congequence of the intervening mediation processes ?)

4. Interpersonal Activities (What are the interpersonal activities and relationships
of the poaition?)

5. Work Situation and Job Context (In what physical and social situation does the
incumbent work? And what are some of the sociological and psychaological con-
comitants of the work?)

8. Miscellanecus Aspects

In analyzing a position it may be helptul to keep the above frame of reference in mind, as
2 means of providing "structure" to the analyaia.

PAQ (Form A, 9-67)
Copyright 1969 by Purdue Research Foundation
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Specilic Instructions

Determine if an item applics o the position:

A few ftems, thosc jdentified by a box preceding the item are considered “universal" and

apply to all jobs. For these itcms. the information requested should always be provided
when analyzing any job. If the item is not identified by a box, the analyst is to determine
whether che ftem does, or does not, apply to the job, When an item does not apply to the
job analyzed, enter a dash (—) and proceed to the next item. o

.o

When an item applies to a job, provide the information requested)

An item may apply to a job eithcr because it is "universal," or because the analyst has
decided that it applies. 1n either situation, the analyst is to provide the information re-
quested by entering the appropriate response in the space provided. For a given item,
one of four general "types" of information may be required. These different types of
information can be recognized by the code letter in the blank space or box preceding the
item. The types of information, and their "identification" in the PAQ, are given below:

How to ldentify

Information to be Recorded

Importance of item Lo the job. When the letter "' appears in the space

I orft |
1
2
3
4
5
T or

preceding the item (and when the item applies to the job) rate the item

in terms of its Importance to the job, using the scale below. Importance
should be considered to refer to the relative extent to which the item in
question applics to the job being analyzed, considering such factors as
the relative amount of time involved, the possible degradation in overall
job performance that might result if the incumbent would be deficient in
fulfilling this aspecet of his job, etc.

Code Importance (I)

Does not apply

Very minor (is an incidental, minor aspect of the job)
Low (is of below average importance (o the job)

Moderate (is a2 moderately important aspect of the job)
High (is an aspect of substantial importance to the job)
Extreme (is a very important aspect of the job--one of the
most important)

An abbreviated version of the Importance scale appears in the upper
right-hand corner of every page containing an item that uses this scale.

Time) Where "T'" or "U" identify items. the code to be used appears

in the upper corner of the page. These reter to the Time for
which the behavior or situation is applicable, or the extent of
Use Usc of the specified information sources on the job. Each of

these seales applies to items on the page in guestion.

Special Code. When an "S' identifies an item. there is a special code

1 HE D

for use with that particular item: this special code appears immediately
below the item. This code does not apply to any other item.

Check items.  Where an X" jdentifies an item. simply check the

space if the item applics to the job.
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POSITION ANALYSIS QUESTIONNAIRE

Occupational Research Center
Department of Psychology

Purdue University
Job Title Date
Organisation : Analyst
Department/Unit Name of

Employee (optional)
- -
1. INFOQRMATION INPUT ' Code
. — Doss not apply
Rate the following items in terms of the extent to which 2 Oocasionsl
thay are used by the worker as sources of information : ModsTate
in performing his job. Considerable
8 Very subotantial
1.1.1 Visual Sources of Job Informstios

1 U Written materials {publications, reports, memos, articlss, job instructions,
18) computer print-outs, signs, etc.)
2 |U___ Pictorial materials (non-verbal sources of information appearing od paper, film,
19 etc., e.g., drawings, blueprints, diagrams, charts, maps, tracings, #o.)
S U Quantitative materials (graphs, accounts, apecifications, tabular presentations
(20 of data, etc., except measuring devices)
4 U Measuring devices (rules, miorometers, calipers, scales, eto., whioh are
{21) sources of quantitative or qualitative information)
g U Work-aid devices (work aids, e.g., templates, patterns, etc., uséd as sources
(23) of information when obaerved during use)
6 U Mechanical devices (tools, equipment, machinery, etc., which are sources of
(28) information when observed during use or operation)
T U Masteriala in process {parts, materials, objects, etc., which are sources of
(24) information when being modified, worked on, or otherwiss processed) .
8 U Materials not {n process (parts, materials, objects, sto., which are sources
(28; of information when being handled, inspected, packaged, etc. , but not "in procses'')
# jU Visusl displays (dials, gauges, signal lights, rsdar scopss, etc.)
(36)
10 |U Naturs! environment (landscapes, fields, geclogical samples, vegetation, oloud
(27 formatione, and other ''natural aspects" of the indoor and outdoor eavironmest

which are chservad or inspected to provide job-relevant information)

Prepared under provisions of Office of Naval Rescarch Contract Nonr 1100(28),
Purdue Research Foundation Contract No. 4497-53-3642
PAQ (Form A, 8-67)

Copyright 1969 by Purdue Research Poundation




me- Code  Extent of Use (U)
-—-  Does not apply
1 Nominal/very infrequent
1.1 SOURCES OF INFORMATION (cont.) 2 Occasional
1.1.1 Visual Sources (cont.) 3 Moderate
4 Considerable
5 Very substantiai
11 1y Man-made environment (structures, interiors of buildings, dams, highwsys,
(28) and other "man-made" or altered aspects of the Indoor and outdoor environ-
ment which are observed or inspe<ted to provide job-relevant information)
12 (U Behavior (observing the actions of people or animals, e.g., in teaching,
(29) supervision, sports officiating, etc., where this behavior is a source of job-
relevant information)
13 U . Events or circumstances (those in which the worker is an immedi.te observer
(30) or participant, e.g., flow of traffic, movement of materials, etc.)
14 @ Art or decorative objects or arrangements (paintings, sculpture, jewelry,
(31) window displays, etc.)

1.1.2 Non-visual Sources of Job Information

15 U Verbal sources (verbal instructions, orders, requests, conversations, inicr-
(32) views, discussions, formal meetings, ctc.)

16 U Sounds (random or specific sounds, signals, noiscs, erc., e.g., engine sounds,
(33) sonar, whistles, musical instruments, €tc.)

17 |U Tactual (pressure, pain, temaperature, moisture, etc.) -
(34)

18 |U Odor

(35)

19 {U Taste

(36)

20 U Other non-visual sources (specify)

(37

1.2 DISCRIMINATION AND PERCEPTUAL ACTIVITIES

1.2.1 Discrimination Activities

21 @: Near visual discrimination (indicate by code the degree of precision required to

(38} discriminate objects, events, or dctailed features within arm’'s reach)
LCode Degree of Precision
1 Gross (very little precision in near visual discrimination is re-
guired of the worker, €.g., crating products, farming, etc.)
2 Intermed:ate (moderate precision in near visual discriminaticn is

required of the worker, ¢.g., reading dials and gauges, sorting
mail, etc.)
3 Substantial (extensive precision in near visual discrimination ig
required of the worker, e.g., using microscope, repairing watches, etec.)




-8~
mnﬂ
'l.l PERCE TIVITI  § Very minor
(oont. ) £ Low
1.2.1 Disorimination Activities (oons. ) : ;;’;""
Rate the following items in terms of how important & Extreme
they are to yompletion of the job.

13 |} Farx visual discrimination (discriminating objects, eventa, or detalled featurss
(s beyond arm's reach, o.g., opersting a vehicle, landscaping, sports officiating,
otc, )

23 |] Depth disorimination (fudging depth or relative distance of oljeots)
(&0

2¢ 11 Color dlzorimination (differentinting or identifying by color objeots, materials,
(41 or details thereof) :

28 {] Sound pattern disorimination (differentiating patterns or sequences of sounds,
(4 o.£., thoss involved in Morse code, heart beats, engine malfunctions, eto.)

26 |} Sound discrimination {discriminating sounds in terms of their intensity, pitoh,
(4 apd/or tone quality, or changes therein) ‘
3" |1 Body movement discrimination (disoriminating changes in velocity of body,

{44 primarily by use of the aemi-circular canals, a# in flying atroraft, sto.)

28 |] Postursl discrimination (discriminating changes in body position and/or arienta-

4 ton to upright, as [n body balancing under umusual circumstancss, etc.)
1.2.2 Estimation Activitiea ‘

In this section are various operations involving estimation or judging
sotivities. 1In each camo considur activities in which the worker may usd any .
or all sensory cues available to m, e.§.. visual, auditory, tactual, eto.

M|z Estimating speeq of moving parts (estimating the speed of the moving parts

(4 assooiated with stationary objects, e.g. . the revolutions per minate of a motor,
®0.) ,

30 |3 Eatimating speed of moving objects (estimating the speed of moving objeots

(4 relative to a fixed point or other moving objecis, e.g., the speed of vehicles.. etc.)

a1 Estimating speed of ;coesses (e8timadng the speed of on~going processss within

(% a aystem, 9.g., chemical reaction, assembly line operations, eic.)

2 1 Judging qual..y (estimating the value of objects or the quality of worinanship,

“ e.g.; antique dealer, appraiser, otc.)

81 Estimating quantity (estimating the quantity of objecta including weight, number,
¥ volume, etc.)

34 i Estimating size (estimating the dimensions of objeots tncluding length, M.
(61 thicknese, eto,)

38 {1 Inspecting (Inapecting one's own work or the work of others fur quality, ¢.§.,
(62 identitying defects, classifying by grade, eto.)

" b,

ed




36
(53)

37
(54*

-4
2. MEDIATION PROCESSES
2.1 DECISION MAKING AND REASONING

E Decision making (indicate by code the level of decision making (typically)

involved in the job. considering: the number and complexity of the factors
that are taken into account; the variety of alternatives available; the
consequences and importance of the decisions; the background experience,
education, and training required; the precedents available for guidance;
and other relevant considerations. The examples given for the following
codes are only suggestive )

ke Code Level of Decision

1 Low ("decisions" in selecting parts in routine assembly, shelving
items in a warehouse, pasting labels on cartons, tending automatic
machines, etc.)

2 Below average ("'decisions' in operating a wood planer, dispatching
a taxi, lubricating an automobile, etc.)

3 Average (""decisions'" in setting-up machine tools for operation,
diagnosing mechanical disorders of aircraft, ordering office supplies
several months in advance, etc.)

4 Above average ("'decisions" in determining production quotas, making
personnel decisions such as promoting and hiring, etc.)

5 High ("'decisions" in approving corporation annual budget, recommend-
ing surgery, selecting the location for a new plant, etc.)

E: Reasoning in problem solving (indicate by code the level of reasoning that is
required of the worker in applying his knowledge, experience, and judgmeceat to
problems)

Code Level of Reasoning in Problem Solving

1 Use of common sensc to carry out simple, or relatively uninvolved
instructions, e.g., janitor, deliveryman, etc.

2 Use of some training and/or experience to select from a limited

number of solutions the correct information required by the job,
e.g., salesclerk, librarian, ectc.

3 Use of relevant principles to solve practical problems and to deal
with a variety of concrete variables in situations where only limited
standardization exists, e.g., bookkeeper, draftsman, etc.

4 Use of logic or scientific thinking to define problems, collect infor-

mation, establish facts, and draw valid conclusions, e.g., surveyor,

trouble-shooter, etc.

Use of principles of logical or scientific thinking to solve a wide

range of intellectual and practical problems, e.g., research chemist,

nuclear engineer, ctc.

(51}
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) 3 ] SS8ING TTVITIE
£ & INFORMATION PHOCESSING ACTIVITIES L very minor
In thig ssction are vavious human operations involving ; i‘:: o
the "progesaing’ of informatiss or dain.  Rats the . ) ghm
following tiems in terms of bow lpparisot the activity 5 Extreme
is 1o the completion of ihe job.

i

I

Iw
L

(-

éMbuizing/izziegraung {oombining crgenized information or dats from two ox
qore sourcen, o.g., aireraft piloi, lawyer, accountant, eto.)

Anglyzipg information or data (for “he purpos= of identifying underlying prin-
cipiea or facte by breaking down information {nto component parts, e.g. .
witerpreting firancial reporis. diagnosing mechanical disorders or medical
symptoms, etc.)

Grouplng/filing (of information or date in some meaningful order or form,
e.g., alphaberizing, classllying items into similar groups, eto.)

Encoding/decoding (interpreting, converiing, recording, transmitting, or
using in conis ‘ashion a cnding syatem, auch &8 shorthand, Morse code,
foreigo language, mathematical symbols. compuier language, drafting
symbols, eic.)

Transcribing (transferriag data or information from one place or form to
another, for later use, ¢.g., reading meters, calculating financial stateryents,
taking dictation, etc.)

Other information processing activities (apecify)

2 3 USE_OF STORED INFORMATION

Short-term memory (icarning and storing pertinent information and selectively
recalling that information within a brief period of time, o.g., a ret of specific
inatructions, a list of orders given to a waltress, items to be obtained from a
stockroom. otc. )

Eduoation (indicate by code the level of education generally or typlcally required
by persons entering the occupatln)

Code Educetion (given level or equivalent)

Little or no formal education

Elementary school (through sixth grade)
Some high schoo!l (but not diploma)

High school diploma

Beuyond high school (but not degree)

Colliege degree

Advanced degrec (M.5., Ph.D., M.D., etc.)
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48 Job-relatad experisnce (indicate by code the amount of all previcua job-related

{ axperisnce generally required by persons entering the vocupation)
Code Job-related Exnerience

1 None

b4 Less than 1 year

3 1 -2 years

4 3 - 4 yoars

§ 8 years or more
o ]a l Training (indicate by code the amount of training generally reguired of persons
(“ﬂ when seleotad for the job in order for them to perform adequatsly in the job

situation. Consider all types of training, e.g., appreniice, ou-the-job,
Jectures, films, aic.)

Code Trainiag

Little or po traning i.e., a day or 80
2 -~ 5 days

1 - 4 weeks

2 - 11 months

i~ 2 years

3 - 4 years

§ years or more

D> DN

&8 PE Livenaingz/certificaticn required (check (X ) itam if applicable)

-] Using mathematics (indicate by raode the highest level of maikhemation vsed in
1 the position)
Code - Level of Mathametics
- Does not spply
1 Basic (addition, sultraction, multipiication, divieion, eto.)
2 Intermediate (osloulations and concepts {nvolviug fractions,
deocimals, and percentages)
3 Advanced (algebraic, geometric, and statistical comnepts, teckalgués,
and procedures, usually applied in standavd practical situations)
4 Very advanced (advancaod mathematical and statistical theory. concepta,

and techniques, e. g., calculus, topology, vectior englysis, factor
analysis, probability theory, eto.)




Code lmportance m

e ~ Does not apply
1 . Very mipor |
3 WORK OUTPUT 2 Low
3 Average
3.1 USE OF PHYEICAL DEVICES 4 High
5 Extreme

1n this section are included various classes of devices that people use or operate on their jobs.

Rate the following items iu ierms of how important the use of each type of device is to the
completion of the job.

3.1.1 Hand Tools

Manually-powered
30 I Precision tools (manually-powered instruments for fine precision work, e.g.,
{67) engraver's tools, etc.)
I § Gross tools (manually-powered hand tools, e.g., hammers, pliers, etc.)
(48)
52 |1 Long-handle tools (hoes, rakes, shovels, brooms, mops, etc.)
(69)
53 |1 Handling devices (tongs, ladles, etc., used for moving or handling objects
{70) and materials)

Powered
54 |1 Precision tools (powered instruments for fine precision work, e.g.,
{71) dentist's drills, glass-etching devices, etc.)
55 |1 Gross tools (powered tools and devices, e.g., hand-~held drills and saws,
(72) buffing wheels, ctc.)

3.1.2 Other Hand Devices
56 I Drawing and related devices (pens, pencils, drawing instruments, etc.,
(73) uscd in writing, sketching, and related activities)
57 |1 Applicators (brushes, rags, etc., for applying materials)
74)
58 |1 Measuring devices (calipers, rules, etc.)
{75)
79 {I____ Technical and related devices (cameras, stopwatches, slide rules, etc.)
(76)
60 |1 Other hand tools and devices (specify)
an
3.1.3 Stationary Devices

B | Machines/cquipment (used to process, fabricate, or otherwise modify parts,
(78) objects, materials, etc. ; use this category in addition to indicating the controls

used in connection with it)

3.1 4 Control Devices
(on any equipment operated or used)

.

21 Activation controls (hand or foot operated devices used to start, stop, or otherwise
(79) activate mechanisms)
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3.1 USBE OF PHYSICAL DEVICES (cunt.)

Code

Does not apply
Very mipor
Low

Average

High

-8-

3.1 4 Control Devices (on any equipment operated or
used) (cont.)

83 11

{8

64 {1
(18]

651
(lﬁr

66 {1
(20)
611
(21

68 |1
(22

69| :
(23

7011
(24

715*1

2

53 1
(26)
7311
@
il
(38)
76 Y
{2
16 |11
(30

711

{3

%11 ___

{32

U\&Cﬂl.’tl‘l

Extrsme

Detent -setting controls (hard or foot oparated devices with distinat positions
or detents, v.g., TV selector switch, clutch, etc.)

Variable setting controir (hand or foct nperated devices that can be set at
beginning of operation, or infrequently, at any porition along & sc-‘e, e.§.,
TV volume control, etfc.) ’

Keyboard devices (typewriters, calculators, piancs, eto.)

Froguent adjusiment conirols (used in muking frequen: adjustments of mechanisme)

Hand-operated contr:.'c [coutrols operated by hand for making frequent, but
not continuous, adjustments, e.g., heim of ghip, «tc.)

Foot-operated oontrole (controls oper:ted by foot fur making frequent, but
not continuous, adjustments, e.g., hrakes, etc.)

Continuous conirols (used gontinuously in operation or use)

Hand-operated conirols (controls operated by hand and used continuously for
adjusting to changing. or possibly changirg, situations, 2.g., tracking, use
of steering wheel, etc.)

Foot-operated controls (controls operated by {oot and used coatinsously for
adjusting to changing. or possibly changing, situations, e.g., saocelerator, #to.)

Other control devices (apecify)

" 3.1.5 Mobile and Transportation Equipment
Man-powered vehiclos (blcycles, rowboats, cunoes, eto.)

Powered land vehicies (automobiles, trucks, etc.)

Mowered tea vehicles (shipe, submarines, etic.)

Alr vehiclev {planes, balloons, eic.)

Man-powere.d mobite eyuipiment (hand luwn 1nowers, hand trucks, to.)

Powered mobilc equipment (warehouse trucks, fork lifts, street sweepers,

powered lawn mowers, roa’ graders, etc., for short-range movement of materials)

Operating equipment (cranes, hoisty, elevators, ete.)

Romoto-controlled equ.pment (conveyer sysiems, etc.)




3.2

79
(39)

80
(34)

81
(35)

82
(36)
83
(37§
8+
(38)
13}
(39)
86
(10)

57
(41)

84
(12)

89
(43)

90
(14)
31
(4%

-9.
Importance (I) Amount of Time (T)
Code Importance Code Time
—~ Does not apply| — Does not apply
1 Very minor 1  Infrequently/rai.
INTEGRATIVE MANUAL ACTIVITIES 2 Low 2 Under 1/3 of the "‘me
3 Average 2  Between 1/3 an' /3
4 High of the time
5 Extreme 4  Over 2/3 of the . e
S Almost continus! -
1 Handling objects/materials (either manually or with nominal use of aiding device,

¢.g., tongs; typically there is little requiremert for careful positioning or
arrangement of objccts)

1 Arranging/positioning (manually placing objects or materials in some orderly
arrangement or specific position, ¢.g., stocking shelves, efc.)

1 Feeding/off-bcaring (manually fceding, introducing or inserting materials into,
or remaving materials from, machines; this category is not to be used where
the worker controls the materials or parts during processing)

Material-controlling (manually controlling or guiding materials being processed,
e. g., in operating sewing machine, jig saw, ete.)

Assembling (manually putting parts ¢r components together to form more
complete items)

Manually moedifying (using hands dircetly to form or otherwise modify materials
or products, e.g., kneading deugh by hand, cte.)
or altering tools, ete.

Other integrative manual operations (specify)

3.3 GENERAL BODY ACTIVITIES

1 Mobility (frequent changes in body position as required by the work to be done,
e.g., kneeling, stooping, crawling, and crouching; such positions usually being
uncomfortable or awkward)

1 Agility (activities involving extensive, and typically highly-learned body

coordination activities, ¢.g., athictics, dancing, etc.)

Indicate by code the approximate proportion of working time during which the worker
is engaged in the following activities (nos. &9, 90, U1, 92)

42
(46)

T Balancing (maintaining a body pusition that is <ritical to some job activity,
e.g., repairing roofs, bullet dancing, ete.)

T Standing (activities involving continual standing with infrequent opportunity
to sit or walk, c¢.g., bank teller, ete)

T Climbing (¢ ., house paunter, tetephone hncenan, ete.)

T Wialking

i

Setting-up (adjusting machines or equipment for operation or use, e.g., replaci- .

OSSP U

P,
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3.3 GENERAL BODY ACTIVITIES (cont.
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Code Importance (1)

o

Low
Average

W

93 |8
(47)
t

Rate the following itemns in terms of how mportant the activity is to completion of the job.

51 41

(18§

High
Extreme

[ T

| 1 Very minot

Moving actions (indicate by code the maximum amount ol weight the worker is
rveguired to move manually)

= Cod¢ Amount of Weight
1 Lifting or carrying less than 10 lbs
2 Lifting up to 20 lbs. or carrying up to 10 1bs.
3 Lifting up to 50 lbs or carrving up to 25 lbs.
4 Lifting up to 160 lbs or carrying up to 50 ibs.
5 Lifting over 100 lbs. or carrying over 50 lbs.

3.4 MAMPULATION/COORDINATION ACTIVITLIES

Finger manipulation (making cavctul finger movements in various types of
activities ¢ ¢, tine assembly, use ol precision tools, repairing watches,
uee of writing and drawing mstrumoents, operating keyboard devices, etc. ;
usunlly the hand and srm are not involved to any great extent)

and-aom manipalation (the manual control or manipulation of objccts through
hand and/uv arm movements, which may or may not require continuous visual
control. e.g. . repatring automobiles, packaging products, ete.)

Hand-arm steadiness (maintaining a uniform, controlled hand-arm posture or
movemeni, e. g , using a welding torch. performing surgery, etc.)

Eye-hand-foot coordination (the courdination of hand and/or foot movements
where the movement must be coordinated with what the eyes see, e.g. . driving
a vehicle, operating a sewing machine. ete.)

Blind positioning (moveiment of body linihs from one position to another
without the use of vision, ¢ g., reaching for contrals without looking, playing
musical instruments. touch (yping. ote.)

Other body activily (specify)

LI




-Jj1- Code importance (1)
—=  Doea not apply
. . 1 Very minor
4. INTERPERSONAL ACTIVITIES : Lm? .
. . 3 Average
This section doals with different aspects of inter- 1 Birh
personal relationships havolved in various kinds of B
. G Extreme
work. including communications
1.1 COMMUNICATIONS
Rate the fellowing items in terms ol how 1mportant the activity is to the completion
of the job.
Oral (communicating by speaking)
100{1 Advising (dealing with individuals i unier to counsel, and/or guide thern
(54 with regard to problems that may be resolved by legal, scientific, clinical,
gpiritwal, and/or other professional principles)
1011 Negotiating (dealing with others in ovder to veach an ugreement or solution,
(5§ e.g.. labor bargulning, diplomatic relations, ete.)
10211 Persuading (deiling with others in order to intluence them toward some action
{56 or point ot view, ¢.g., svlling, political camyxigning, etc.)
103}1 Instructing (formal or informal training and/or teaching of others)
(57)
1041 Interviewing (conducting 1nterviews toward sane specific objective, e g,
(58) interviewing joi applicant, consus taking, cte)
105§1 Exchanging tnformation (prowding information for awd/or receiving information
(59 from other individual(s) such as dispitching taxis, ordering materials,
naking appolntments, clc.)
1061 Public speaking (makmg speeches or tormal presentations before relatively
{60) lurge audiences 4., political addresses, radio/TV broadcasting, delivering
a sermon. ete.)
Written (communicating by written/printed material)
107¢1 writing (e.g. . composing letters, writ.ng reports, wiriting coqpy for ads,
(61 writing articles, elz.)
Other communicutions
1081 Signaling (communicituig Ly some type of sigral. oo g., hand gignals, semaphore,
{62) whistles, horns, bells, lights, e
109]] Code communications (teletype, telegraph, cryptography, ete.)
(63)




13- Code Importange {I)
h —  Does not apply
1 Very minor
. Low
4.2 MISCELLANBOUS INTERPERSONAI, 3 Average
RELATIONSHIPS 4 Higb
5 Extreme
110]1 Entertaining (perforniing to amusce o1 entertain others, e.g., on stage, TV,
|64 nightclubs, cle.)
111} Serving/cvatering (attending to the needs of, or performing perso. il servicea
(65 for, others. c.g.. waiting on tables, hairdressing, et’
112{1 . Other interpersonal relativnships (specily)
(&
4.3 AMOUNT OF PERSONAL CONTACT
113 Job-related personal contact (indicate by code the extent of job-related countact
(6 with others, individually or in groups, roquired by the job, e.g., contact with

customers, patients, students, the public, superiors, subordinates, fellow
employees, etc. Consider only personal contact which is definitely part of the
jobh. For example, entertaining customers during or following regular working
hours is frequently considered to be part of the job.)

Code Extent of Personal Contact
1 Very infrequent (almost no contact with others s required)
2 Infrequent (limited contact with others is required)
3 Occasional (moderate contact with others |8 required)
4 Frequent (considerable contict with others is required)
5 Very Frequent {almost continual contact with others is required)

4.4 TYPES OF PERSONAL CONTACT

This section lists types of individuals with whom the worker may have personal
contact. Check (X)those types of individuals with whom the worker has personal countact,
if such contact is frequent and important to the job Do not check if contact 18 incidental.

114/ X Executives/officials (corporation vice-president, etc.)

(68

115] X Professional personnci (doclors, iawycers. scientists, professors, teachers, eic.)
(68

1161 X Middle management personnel

(170

IBR (P Supervisors (foremen, otfice managers, ote.)

(7N

1181 X Clerical personnel (secretaries, ety

{7
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119 X

(73

1201 X

(74

1211 X

(75

122]1X

(7

123X

(7

1241X

(78)1
125)X

(79*

1261 X

(80

127)X

(18

IZSJS
(19

-13-

4.4 TYPES OF PERSONAL CONTACT (count.)

Manual and service workers
Sales personnel
Buyers (purchasing agenis, not public customers)

Public customers (as in stores, restaurants, etc.)

The public (not including customers or other spec iied categories)

Students/irainees

Clients/patients

Special interest groups (stockholders, lobbyists, fraternal organizations, stc.)

Other individuals (specify)

4.5 SUPERVISION AND COORDINATION

4.5.1 Supervision Given

Line management/supervision (use this category for those who are responsible,
in a line management reiationship, for the management or supervision of personnel
or of groups of personnel in an organization, and who have zuch rasponsibilities

a8 a major aspect of their position; indicate the level of the activity using the
code below)

Cods Level of Line Mansgem ent/Supervision
— Does not apply

1 Immeodiate supervision (supervises work group, giving "close" or "im-
mediate' supervision, typically making specific work assignments,
indicating methods of work, maintaining frequent supervising contacts
with subordinates, etc.)

2 General supervision (supervises work group, typically giving more
general supervision, usually indicating general work assignments,
allowing subordinates considerable latitude in methods, scheduling, etc.)

3 General direction (dirccts and integrates activities of aeveral work
groups, each of which has its own supervisor; is not a “first-line"
supervisor, himself, but accomplishes job objectives through directing
activities of supervigors)

4 Manages operntions (manages an cntire organization, or a verv major
phase of it)




il

-~}
4.5 BUPERVISION AND COORDINATION (oont.)
4. 5.1 Bupervision Given (cont.)
Cleck (X) the following ttems if they apply:

139 X Supervises fellow workers (straw boss, etc.; thia item would not apply If the
above item, 128, has been used)

130} X Bupervises assistants (supervision is incidental to the job, ¢.g., secretary,
lab technician, etc.)

131 X Supervises non-employees (students, patients, campers, oto.)

133]X ° Coordinates activities (coordinating, monitoring, or organizing the activities
of others to achiave certain objectives, but does not have line management
authority, e.g., social director, commlttee » chairman, etc. )

131 X Stalf functions (advising, consulting, or giving other types of assiatance to
line management personnel, e.g., legal adviser, administrative assistant, &to.)

8 Number of psrsonnel supervised (indicate by code the typical aumber of personnel
for whom the worker is responsibis in any type of relationship whother in a line

management relstionship, by supervising non-employees, coordinating activities,
otc.)
Oode  Muphar

-— Does not apply

1 Less than §

2 8~-10

3 11-20

4 21-50

] 5§1-100

8 More than 100

4.5.2 Bupervision Received
184 Supervision received (indicate by code the level of supervision typloally received)
@ Code Lavel of Supervision

1 Immediate supervision (receivea close supervision rels:ing to specific
work sotivities, including assignments, methods, eto.; nsualy receives
frequent surveillance over job activities)

2 Generai supervision (receives general eupervision rol 3 to work
activities)

3 General direction (receives only very general guidance velating to jo»
activities, primarily guidance with respect to general objectives; rather
broad latitude for determining how to achieve objectives, methods, work
scheduling, etc., e.g., first-line supervisors, lower management ind:-
viduals, most staff personnel, people whose work is quite indspendent of
others, etc.)

4 Nominsl direction (receives only very nominal direction or guidanoe in
job, if any, as in case of manager of organizations or major subdivision
thereof, and therafore gubject only to very broad policy guidelines, e.g.,
owner-manager, {ree-lance writer, some research soientists who are
given virtually free reign, etc.)




136
L)

137
28)}
138
(29)

139
(30),

140
(31)

141
(32)
142
(33)
143
(34)
144
(35)
145
(36)
146
(37)

147
(38)

- T TSR TSR | seegman s e T

B

=lo=

5. WORK SITUATION AND JOB CONTEXT
5.1 PHYSICAL WORKING CONDITIONS

This section lists various working conditions. Check (X) those conditicns to which
the worker is frequently exposed and are considered part of the work location én~-
vironment. Do not check if such exposure is incidental.

OQutdoor

X Out-of-door environment (susceptible to changing weatler conditions)
Ind.or (do not censider incuor temperature conditions related to weather, e.g.,
heat in summer)

X High temperature (boiler rooms, steel furnaces, etc.)

X Low temperature (refrigerated rooms, etc.)

X High humidity (hothouse, etc.)

Outdoor/Indcor

X Air pollution (dust, fumes, toxic conditions, etc.)

X Vibration (vibration of whole body, e.g.,driving a tractor or truck, or of
body limbs, e.g., operating a pneumatic drill, etc.)

X Improper illumination (inadequate lighting, excessive glare, etc.)

X Dirty environment (garage, coal mine, foundry, etc.)

X Awkward or confining work space

X Physical hazards

X Noise (disturbing/loud)

Noise intensity

s Noise intensity (indicate by code the dominant level during exposure to
unsatisfactory noise levels; rate this item only if Ite1n 146 above was rated)
Code Noise Intensity
— Does not apply
1 Moderate (noisy office, light traffic, etc.)
2 Leud (factory, heavy traffic, etc.)
J Very loud (boiler room, riveting, etc.)




8.2 AL AND OQICAL ASPECTS

This section fncludes various psychological and
sociological aspecia of jobs. Indicate by code the

of these aspects as a part of the job.
1f the item does not apply, leave it blank.

~16- m .
e~ Does -tg
1
3
s
4
)

1481 Civic obligations (assuming oertain civic obligations or respousibilities)
(

140{1 Prustrating situations (facing situations that are potentially frustrating
(

180{1 8trained personal contacts (dealing with individuals or groupe in 'unplessant"
(41 " or “strained" situations, e.g., certain aspoots of police work, oorhn\typu
of pegotiations, handling certain mental patients, ots.)

Personal seorifice (being willing to make certain personal ssorifices while
(uﬂ being of service to other psople or the objectives of an organisstion, o.;. R
military, ministry, soolal werk, etc.)

153(1 Bocial value conflicts (activities which may be in oonflict with generally-

( acoepted, soctal/vaiue norma of the public)
183 E:] Noa-job-~related social contact (indicate by code the upportunity to soctalise
( gossip, eto., with others while on the job, e.g., barber, taxt driver, ota.)

Code Opportunity for Non-job~related Social Contact
Very infrequent (almost no opportunity)

Infrequent (limited opportunity)

Occasionsl (moderate opportunity)

Frequent (coneiderable opportunity)

Very Frequent (almost continual opportunity)

o 20 P

6. MISCELLANEOUB ABPECTS
6.1 WORK SCHEDULE; METHOD OF PAY, AND APPAREL

This section includes categories relating to work schedules, method of pay, and appare]
worn during work. Check (X) those that apply to the position.

Condnuity of work (as relevant to total year; check one of theae two)

1 Regular work
(4
15 | Irregular work (depending on weather, season, production fluotuation, eto.)

e oo el i e ate b
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6.1 WORK SCHEDULE, METHOD OF PAY, AND APPAREL (cont.)
Regularity of working hours (check one of the {ollowing three)

1561 X Regular hours (same basic work schedule evary week)

T

1871 X Variable shift work (work shift varies {rom time to time)

(48)

1881 X Irregular houre (works veriable or {rregular hours, depending on reguirements
(496) of employer, cciavenierce of customers, etoc., e.g., insurance sgents, eto.)

Day-~night schedule (check one of the following three)

169 X Typical day hours

(59)

160X Typical night hours (including evening work)

(561)

161 | X Typioal day and night hours (depending on job demanda, scaedules, or olher
{52) job fnctors, e.g., some truck drivers, eto.)

Type of remuneration/income (check each one that applies)

162X _ Salary
(53)
1631 X Hourly
(I

164 | X Incentive pay (individual or group)
(59

1651 X Commisaicn
{56)
186 | X Tips
(67 ;":
167X Supplementary compensation (6. g., stocks, profit sharing, dividends, bonus, S
(68) donations, gifts, ctc.)

168X Self-employed N
(59) T

Apparel worn (check any whioch may apply during working hours) —

169 | X Business suit or dress (exy~cted to wear preaentable clothing, e.g., tis and 7
(60) jacket, street dress, otc., as customary in offices, stores, eto.) .

1701 X 8pecific uniform (nurse, doorman, bus driver, etc.)
(81)

1711 X Work clothing ("'blue collar' upparel worn in factories, conastruoticn work, eic.)
(62)




o o

Does not apply
Very miwnor

Low
Average
High
Extreme

6.1 WORK SCHEDULE, METHOD OF PAY, AND
APPAREL (cont.)

172| X Informal aitire (sports wear, ctc.)

(63

1731 X Apparel style specified (robe, costuine tuxedo, etc.)
(64

174} X Apparel style optional
{6

6.2 JOB DEMANDS

In this section are listcd various types of demands that the job situation may impose
upon the worker, usually requiring that he udapt to these in order to perform his work ;
satisfactorily. Ratc the following itemis in terms of how important they are on the jnb. §

1791 Specified work pure (on continuous assembly line, etc.)

(66
176]1 Time pressure of gituation (rush hours in a restaurant, urgent time deadlines,
(6 vush jobs, cic.)
1701 Repetitive activities (performance of the same physical or mental activities,
(68 repetitively, without interruption, for periods of time)
1%8]1 Precigion (need o be more than normally precise and accurate)
(69
170931 Attention to detail (need to give careful attention to various details of
(70‘ one's work, being gure that nothing is left undune)
180]1 Speed of discrimination (need to make discrimination more rapidly than normal)
(71)#
1 Vigilance: infrequent everts (need to continually search for very infrequently

181
(724 occurring but relevant everts jn the job situation, e.g., forest lookout,
vbserving instrument pancl L. dentity infrequent change from '"'normal," ete.)

182]1 Vigilance: continually chunging events (need to he continually aware of varjations

(73)“ in a contlnuaily or frequently changing situation, e.g., driving in traftic,
controlling aircraft traffic, vtc.)

18311 Working under distractions (telephune calls, interruptions, disturbances from

(74) others, ete.)

18411 Updating job knowledpe (need to beep abreast of new developmonts related to the

(75) position)




St ——

mi Code Time ()
- Doas not apply
1 Infrequently/raraly
2 Under 1/3 of the time
8.2 JOB DEMANDS (cont.) 3 Betwesn 1/3 and 2/8 of
the time
4 Over 2/3 of the time
b} Almost continuslly

188) X Special talent (cheok (X) this item to indicate if a job requires some particularly

G)! unique talent or skill that is not coverod by other items; typically this ftem
wouid applv to jobs in which the very unique skill or characteristic of the worker
is olearly dominant, as in certai1 entertainment activitios, the item may be
used however, in certain cther kinds of aituations, but only where thers is some
distinctly uniq e or special skill or talent involved) Specidl talent:

186§ T Travel (indicate by code the proportion of time the worker is required to spend
(19} away from his home because of his job)

6.3 RESPONSIBILITY

This section {nojudes types of responsibility which may be assootated with the

decisions and actions of the worker. Jundicate by code the degree of each type of
rosponaibility involved in the job

18718 Responsibility for the safety of others (indicate by code the degree to whicu
a the work requires diligence and effort to prevent (njury 1o others. Do oL
consfder hazards beyond the control of the {ndividual concerned with the obt.}

‘e Code Degree of Responsibility for the Sefety of Others
-— Doea not apply

1 Very limitod (employee has mindraum responsibility fox thn splaty
of others, e.g., use of emzll hand tools, operation of sainty
engineercd machines, oto.)

Limited (employee munt exercise reasorable care in crder to avoid
injury to others:, e.., oporating lathes, punch pressee, and other
industrial machines, vtc.)

Intermodiate (ciaployoe must exerciso coneiderable care in order to

avold injury to others, e.g., operating overliead orancs, driving
voehic'es, etc.)

Substential (eniployce must exorcise constent and sobsteatiel care in

order to prevent serivus injury to oihers, v.g., hendling dunygarous
chemicals, using explosives, etc.)
Very substantial (the sufety of uthers dopends almost entiraly on the

correct action of the employes, e.g., plloting an airarafy, performing
aurgery, etc.)

1
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6.3 RESPONSLIILITY (cont.)

188 Respoensibility for assets (indicate by code the degree to which the worker is
(79 directly responsibie for waste, damage, defects, or other loss of value to
ussets, such as materials, products, parts, equipment, cash, etc., that might
be caused by inattention or inadequate job performance)

Colde Degree of Responsibility for Assets
H Very limited (¢. g., a few dollars)
2 Limited (c.g., up to aboul one hundred dollars)
3 Intermediate (e.g., a few hundred dollars)
4 Substartial (e. ., one or two thousand dollars)
5 Very substantial (e.g., more than two thousand dollars)

189 E Job structure (indicate by code the amount of "structure' of the job,that is, the
(80; degrece to which the job activities are 'pre-~-determined” for the worker by the
intrinsic nature of the work, the procedures, or other job characteristics; the
mere highly-structured jobs permit less deivation from pre-determined patterns,
and little if any need for innovation, decision making, or adaptation to changing

situations)
Code Amount of Jub Structure
1 Very high structure (virtually no deviation from pre-determined job
routines, c.g., routine assembly work, cte.)
2 Considerable structure (unly moderate deviation from pre-determined

work routine is pussiple, e g., bookkeeper, stock handler, etc.)

Intermediate structure (consyderable varishility from a "routine" iy

possible; work activities vury considerably from day Lo day or cven

from hour to hour, but usually within some reasonable and expected
hounds, €.g., carpenter, automobile rmechanic, tnachinist, etc.)

4 Limited structure (relatively little routinization of activities; the job

. i8 characterized by considerable opportunity for innovation and necessity
of muking decisions, e. g., store manager, industiial engineer, etc.)

5 Very low suructure (virtualliy nu esiablished routine of activities, the
position involves a wide variety of problems which must be dealt with,
and the snlulions to these probleins allows for unlimited resourcefulness
and inftlutive, e.g., research chemist, corporation vice-president,
college professor, etc.)

(X

Optional: Please cntor in tho appropriate blank, the wage, salary, or other
remunoration paid for this job. (Fill in those that apply).

Wage and Salary Other Remuneration (monthly average)
Annual Selary % Commission $ _ o
Mounthly Salary ¢ Tips $

Weekly Salary % Bonus )

Hourly Wage ¢ Other §

Explain
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If the job title (pege 1) ia not self-explanatory, please enter a brief job desoription
listing four or five of the principle duties performed.




i

POSITION ANALYS!IS QUESTIONNAIRE (PAQ)

Occupational Reseurch Center
Depaytuent of Paychology
Purduo University

Ernest J. McCormick, P. R, Jeunneiret, Robert C. Mecham

G:nersl Zurpose ‘

Thie queaticnnaire is used for desoribing certain Jodb activities and certain aspscte 1"‘
of eituaticns in which Jcbs are performed. Ltefore begianing & job analysis using
this questionnaire; carefully read tho expienatory uaterial which follows, Once yu.

have tha instructiona clearly iu mind, re.d through the remginder of the questionn..e ‘
to femiliarize yoursalf with itu coatents. :

After you understand wiat is . c7ulrad, you should familiarize yourself with the job i
yor are going to anslyze (in the event this has not alrsady been dcne). In this :
connestion, it is suggested that you tal: to the worker end/or supervisor about |
vhat the worker does, and watch him perforz as wany aspects of the job as possible. j

In addition you may find it helpfu) to ask the worker and/or his supervisor questionn
similar to those found in the quectionnaire.

Organization of the Questivnnaire 1

The questionnaire is divided into ths six major divisions listed belc/. In additioun

to the division titles, a "quastion™ is ircludsd which you ean keep in mind when
going through esch divisicn.

EIsIoe.

1. JInformetiop Imput (Whers and hov does the worker get the informstion that
usea in parforaing his job?) Peges l-k

JRUR————

2. Processes (Wnet reasoning, decision-making, plenning, and informatio:

precessing activitier are imvolved in perfuiming the job?) Pages 5-8

3. ¥ork Qutput (What physical activities does the worker perform and what tocls
or devices does he use?) Pages 8-13

4, Pglati-mships With Other Wozkerg (What relstionships with other pecple ere
Tequired in perforaing the Job?l] Pages 1k-17

5. Context (In what physical and Jocial contexts is the work performed?)
s 18-20

€. Other Job Churacteriuiics (What activities, conditions, or characteristics
other than those described above are relevant to the Job?) Pages 20-25

Prepared under provisions of Office or Naval Kesearch Contrset Nomy 1100 (28),
Purdus Research Foundation Contrsct No. bk97.

copyright 1969 by Purdus Revesrch Foundation
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The divialons listed on the preceding page are further divided into sections and sub-
sections. Bach section or subsection is made up of a up of related job elementa
(m the questionnaire these are referrsd to as "items"). Each job elemsut describes
work eactivity, work condition, or job ch&n.ctu'lltio. In most cases
txawlu are given to illustrate the "central idea" of the Job elemeat. However,
these exsmples are intendsd only to help illustrate the idea amd includs only a fgv
of the possible examples that could characierize Vg jcb clumant.

How To Use The Questionnaire

For each job element, provision is made for using a "rating scale." Beveral different
rating scales are used throughout the Questionnaire and sre located on those pages to

which they pertain.

In general they look like this:

Code

mrwmt—‘l

Rxtent of Usse

Does not apply

Foainal/very infrequent

Occasional Code Applicability (4)
Moderste oR — Boes not apply
Coasiderable 1 Does lpyly

Yery substantiel

At the beginning of each job element you will find an answer blank tbat begins with
& capital letter indicating the "scale” to be used for that clement. Ior axample,

ansver blank number one louks like this: 1 U __ . Ths "U" refers to the "Extent of
Use (U)" rating scale which s shown above. Other rating scales are marked vith the

letters which follow:

m > W - =B

Caution: Tor each statement use g:r.u the rsting scale i{dentified by the capital
letter in the answer blank. Each Bpecial (3)" rating scale applies only to the job

RATING BCALE -
Extent of Use (shown above) '

Anpunt of Time

Importance to the Job
Possibiliity of Occurrence
Applicebility (shown above)

8pecial Cods (When this code is used, it applies only to the
Jjob elemsnt of which it is a part.)

Note that some "Special (8)" rating scales do not have a
"—— Does not apply” answer because the statement applies to
some degree to gvery Jjob.

Al

eleament of which it is & part.

Other instructions will be given as you go through the questionnaire, Please resd
and follow them carefully.

BE SURE TO ENTER A RESPONSE TO EVERY JOB ELDMENT
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Occupational Research Center

Department of Psychology
Purdue Universicy

Job Title(s) Organization
Name of
Farson Completing
Questiommaire Title Date
Code Extemt of Use (V)
1 INFGRATION INFUT — Does no; oLy
1  Jominal/very iafrequent
1.1 Sources of Job JInformation 2 Occesiomal
Rate each of the following items in terms of the i Cou?d::!bh
extent to whkich it 1s used by the worker as & 5 v substantial
souroe of information in performing his job. oy

1.1.1 Visual Sources of Jod Information

T

T TT

Written materials (books, reports, office notes, articles, job imstructions,
signs, ete.)

Quantitative materials (materials which deal with quantities or amounts, such
a8 grephs, sccounts, specifications, tables of numbers, etc.)

Pictorial materials (pictures or picture-like materials used as sourges of
information, for example, 4drawings, dblugprints, diagrams, maps, traciigs,
photogrephic films, X-ray films, TV pictures, etc.)

Patteras/ralated devices (teaplates, stencils, patterna, etc., used as

of information vhen observed duriry use; do ot include here materials
described in item 3 above)

Visual displays (dials, gauges, signal lights, radar sccpes, speedcasters,
clocks, etz.)

Mesauring devices (rwlers, calipers, tire pressure gauges, acales, thickness
gauges, pipettas, thermometers, protractors, etc,, used %0 obtain visual
information abcut physzical msasuremsnts; do not include here devices descrided
in itexm 5 above)

Mechanical devices (tools, equipment, machinery, and cther mechanical devices
which are gources of information when observed during use or cperationm)

Materials in proceca (paris, msterials, objects, etc., which are goufes of
informaticn when being modified, worked on, or otherwise processed, such as
breed dough being mixed, workpiece bdeing turned in a lathe, fabric being
cut, shoe being resoled, etc, '

Propared under provisions of Office of Eaval Ressarch Contract Nomrr 1100 (28),
Purdus Research Foundation Contrect Bo. 4497.

PAQ (Form B, 5-69)
Cogoyright 1969 by Purdue Research Foundation.
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11

12

14

15

16

18

19

Q
Q
{29
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1.1.1 Visual Sources of Job Information (cont.)

o:-uml—'l

Extent of Use !UZ

Does not apply

Nominal/very infrequent

Cccasional
Moderate
Congiderable

Very substential

Materials not in process (parts, materials, objects, etc., not i{n the process
of being changed or modified, which are scurces of information when being
inspected, handled, packaged, distributei, or selected, etc., such as items

or materials in inventory, storege, or distribution channels, items belng
inspected, etc.)

Festures of nature (lendscapes, fields, geological samples, vegetation, cloud
formations, and other features of nature which are obaerved or inspected to
provide informetion)

Man-pade features of environment (structures, buildings, dsms, highways,
bridges, docks, railroads, and other "man-made” or altered aspects of the
indoor or outdoor envirorment which are observed or inspected to provide

job information)

Non-visual Sources of Job Information

Behavior (observing the actions cf people or animals, for example, in teach-

ing, supervising, sports officlating, etc., where this behavior is & source
of Job information)

Events or circumstances (those events the worker visuslly observes &nd in
which he may participate, such as flow of traffic, movement cf materials,
sirport control tower operations, etc.)

Art or decor (artistic or decorative objects or arrangementy used as sources
of Job information, for example, paintings, sculpture, jewelry, window dis-
plays, interior decurstion, etc.)

Verbal sources (verbal instructions, orders, requests, conversations, lnter-.
views, discussions, formal meetings, etc.; consider only verbal communication
which is relevant to job performance)

Non-verbal sounds (for example, nolses, engine sounds, sonar, whistles,
musical instruments, signals, horns, etc.)

Touch (pressure, pein, tempersture, moisture, etc.; for example, feeling
texture of surface, etc.)

Odor (odors which the worker needs to smell in order to perform his job; do
not include cdors simply hecauge *hey hanpen t~ exist in the work environment)

Taste (bitter, sour, sweet, or seity qualities which are sources of job
information, for example, wine taster, candy taster, etc,

9

12

13

14

15l

"t



1.2 Sensory end Perceptua) Procestes

20 I8 Near visusl differentiation (uoing the ¢ode telow, rate the amount of detall 20
a the worker must see to esdequately obtalnp gob infornation fraom objects,
L_. events, features, et.. within arm's reach

—Code Degreg of Detail

~~  Does not apply (worker i{s blind or works in total darkneas)
1 Very little detail (for ex.mple, thet required in roving *-vea,
dumping trash, opening desk dravers, etc.)
2 Limited detail (for example, that required in bagging &
taking tickets, grinding hamburger, etc.)
3 Mcderate detail (for example, that required in hemmering aail.,
reading typed latters, reading dials and gauges, etc.)
b Considerable detsi) (for example, readingfmall legal print,
setting lgnition points, etc.s
5 Extreme detall (for example, that required in diamomd cutting,
repairing watches, assembling small electrical transisturs, etc.)

Note on rating "Importance to This Job:"

Each of the items in the questionnaire which uses [Code Importance to This Job (1)

the "Importance to This Job (I)" scale is to be — Does not apply ‘

rated in terms of how important the activity 1 Very minor

described in the item is to0 the completion of the 2 Low l

Job, as compared with the other activities which 3 Average

are part of this job. Consider such factors as b High

amount of time spent, the possible influence on 5 Extreme |
overall job performance if the worker doea not -~
properly perform thls activity, etc.)

21 I Far visusl differentiation (seeing differences in the detmils of objects, 21

events, or festures beyond arm's reach, for example, operating a vehicle,
landscaping, sports officieting, cic.)

22 JI Depth perception (judging the distance from the obaerver to objects, or ihe oL
distences between objects ac they are positicned 4n space, as in operating
a crane, cperatiny a dentist's driil, handling «nd pusitioning objects, etc.)

23 |I___ Color perception (differentiating or identifying oojects, materiale, or 23
detalils thereof on the bacis of cclor)

2b I Sound pattern recognition (recognizing differcnt patterns, or sequences of 2u
sounds, for example, those involved in Morse code, heart beats, engines noct
functioning correctly, ete.)

25 [X Sound differentistion (recognizing differences or changes in sounds in terums 2%

of their loudness, pitch, and/or tone quality, for example, piano tuner, sound-
system repairman, etc.)

Body movement gensing (sensing or recognizing changes in the directicr or =0
speed et which the body is moving without being able tc sense them by aigrt
or heariny, for examp.e, ag in f.ylng alrcraft, working in a submarine, etc.)

PL_
27 f Body balance (sensing the pesition and bslance of the body when body balance 27

is critieci to jcd performence, #s when waiking on "I" beams, climbing high
poles, working un steep roofs, waihing on glippery floora, etc.)
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1.3 Eatimation Activities

I TO

d
3
g
lal

In this section are various operations involving estimation or judging activities.
In each case consider activities in which the worker may use any or all of the genses,
for example, sight, hearing, touch, etec.

28

29

30

31

33

35

T T T

T

‘.

Eatimating speed of moving parts (estimating the speed of the maving parts 23

asaociated with stationary objects, for example, the revclulions per zinute
of a motor, the speed at wrich a lathe turns, etc.)

Egtimgting speed of movilnz . bjects (estimating the speed of moving ob,ects 2y
or materials relative to e fixed point or to cthar moving objects, for

example, the speed of vehicles, materiasls on a conveyor belt, flow cf

1iquids in transparent pipes, etec.)

Estimating speed of processes (estimating the apeed of on-geing processen 20
or a series of eveants whil: they are taking place, for exapple, chenmlcal

react),ions, assembly operations, timing of focd preperation in & cafeteria,
etc.

Judging condition/quality {estimsting the condition quelity, sniier value 31

of objects, for example, antigue dealer, appralzer, Jeweler, used cur dealer,
coin dealer, etc.)

Inspecting {inspecting products, oblects, wateriuis, etc., either one's own 32
workmanship or that of others, in terms of #gfablished standards, for

example, identifying defecta, claspifyirg by grade, etc.; do nct imciude

here activities described in {tsm 31 above)

Estimating quantity (estimating the gusntisy of objacts without direct a3
measurement, including weight, numbzr, volume, stc., for cxmlt, " estimating

the board feet of lumber in a dlog, the waigit of a4 beem, the number of
bacteria in an area by looking thrcugh a micruscope, etc, )

Estimating size (estiswting the dimensione of vbjects without direct 3h
measure.ent, including iengih, thicikness, stc,, for exemple, estimsating

the heisht of a tree, judzing sfzes of boxes or furnilure in loeding e
truck, etc.)

Estizating tims (estimatizg ths time required for past or future events or 35
work activities, for cxample, Judging the saount of time to make & delivery,
estimating the time requiresd T cervice a worn machine part or pisce of

equipment, judging the length of time required to change & production line
procedurs, etc.)
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2 MENTAL PROCESSES

2.1 Degision Making, Reasoning, and Planning/Scheduling

Decision making {indicate, uaing the code below, the level of decision
naking typically invoived in ths job, consgidering: the number and complex-
ity of the facitors %that are taken into account; the variety of mlternatives
avallable; tie conaequences and importance of the decisions; the background
exparience, educazion, and tralning required; the precedenis available for
guidance; snd other relavant considerations. The examples given for the
foliowing codes are unly asuggestive.)

Code  lavel of Decision
X

Iow {"decisions" such as those in selecting parts in routine assembly,
shelving itens in 5 warehouse, pésiing lsbelas on cartons, tonding
sutomatic machines, etc.)

2 Below average (''decisions’ such as those in operating a wood planer,
dispatching a taxl, lubricating en sutomobile, etc.)

3 Average ("decisions" such as those in setting-up machine tools for
operation, diagnosing mechanical discrders of alrcraft, ordering
office supplies gseveral months in advance, etc.)

b Avove avprage {''decisions” such as those in determining production
quotas, making personnel decisions such ag promoting end hiring,

etc.)
: 5 HMgh ("decissons" such as those i3 spproving corporation annual
F budget, recommending major surge®y, sz2lecting the loomtion for a

pew plant, eotc.)

B__ ®asgoaing in problem solving (iadicate, using the code below, the level of

Teasoning that is required of ~he worker ip applying hia kncwledge, experience,
and Judgment to prcblems)

level of Ressoning in Problem 8olving

Low (use of common senae to garry out s‘mple, or re.stively uniovolved
insteuctions, for exampls, Janitor, dellvs¥ymau, hod eayrier, etc.)

2 Balow average {use of some training and/o* sxpexience ‘o selact from

a limited number of solutions the most appropriave aation or
procedure in performing the job, for exappie, sales clerh, postmen,
electrician apprentice, keypunca 2perstor, etc.)

3 Average (use of relevant principles to solvu prectical problems and

to deal with a variety of concrete veriables in situa“ions whare
only limited standardlzation exi{sts, for saxampie, drafisman,
carpeniter, fermer, etc.)

Above avsrage (use of logic or oclentific thinking to define problems,
collect inlorcation, establish facts, end draw wa.id conclusions,
for example, mechanical engineer, persornel director, manager o7 n
"chain" stcre, ete.)

5 High (use c* principlzs of 1ogicel cr scientific thinking to solve

& w.de range of ‘ntellectual and practical problems, for exampie,

reaesrch chxnist, niclesr engineer, corporste presidset, or

neasger of & large branch or plant, etc.)

37
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2.1 Decision NeXing, Reasoning, and Planning/Scheduling (coat.)

36 Amount of planning/scheduling {indicate, using the codq below, the amoust «f 34
plamning/scheduling the worker is required to ¢o which affects his owm
I sctivities and/or the activities of others)

fgount of Flauning

==  Does not apply (Las no opportunity to plan even his own ectivitiee
the lp«;inc activities of the worker are virtually predetarsine’
for him

1  Very limited (has limited opportunity to plan or schedule his own

: aotivities, for example, ticket seller at s theater, "typioal’
assembly line worker, etao.)

2 Liamfted (some planning is required but not s great deal, for _
example, the planning thzt would be done by a milkman, jesiter, - 'r !

3  dodsrate (a moderste mwount of planning of his cam or other autivit:«:
10 required, for example, & carpenter who must plan the best way
to build a structure, a taxi dispatcher, etoc.)

I Considerable (a fairly larga amount of planning/scheduling s requ! i
for exssgple, a foreman whe must plan the activities of his subdb-
ordinates, a teacher who must prepare lectures or lassdn Hlans,

& material co-ordinator who must plan/sczedula the arrivel end
dietridution of materisls, etc.)

5 Extensive (substantiai amount of planning/scheduiing $3 reguired,
for example, a department store monager, an erscutive who must
plan the activities of different work o0ups, 28 archizeot,

scientist vho must make comprehensive and dstalled plans to per =«
experimsnts, etc.)

Code  IMDOrianse Yo ThAR 99 a.
2.2 MMM—L&" — Dovs not apply g
In this section are various human operations % m’ ainor i
involving the "processing” of information or 3 A !
data, Rate each of the following items in terms i mv;:."
of how the activity is to the completion t
of the Job, 5 Rxtrens »;
39 h banbl.ning information (mbinim, synthesizing, or integratisng ‘nformsiion 39

or date from two or more sources to establish new fucte, hypothesas, theoriesu,
or & wore complets body of related informstion, for exemple, &n o7nCRIst
using information from wvaricus sources %o predict future sconomic conditions,
s pilot flying aircraft, s judge trying a case, etc.)

L0 F Analysing inforsation or data (for the purpose cf identifying underlying Lo
principles or facts by bresking down information into component parts, for

exampie, interpreting financial reports, dlagnosing mechanical édisoxders

or medical symptoms, etc.)

bl Compiling (gathering, grouping, classifying, or in some other way erranging 41

{information or datz ib soxe meaningful order or form, for example, preparing
roporis of various kirds, filing correspondence on the basis of gontent,
sslent'ng particular data to be gathered, stc.)
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Code Importance to This Job (I)
—  Does not apply

Very minor

Low

Average

High

Extreme

2.2 Information Processing Activities (ccnt.)

W

‘i Coding/decoding {ccding information or converting ccded information back to
its original form, for exsmple, "reading” Morse Code, translating foreign
languages, or using other ccding systemns such as shorthand, mathematical

symbo.s, cumputer langumges, drafting symbols, replacement part numbers,
atc. )

‘; Transcribing (copying or puating date or information fur later use, for
example, copying meter rcadings iln 8 recora bookr, enterinyg transactions in
e ledger, etc.)

1L Other informotion processing activities (specify)

2.3 Use of Learned Inf.rmuticn

,E Short-term memcry (lesrning and retaining jeb relsted intcrnuticn and recall-
ing that information efter a brief period of time, for example, waltress,
short-order cuck, teiephone uperator, etc.)

.E__n Education (indicale, ..ing the code belcw, tle level o education generelly
or typically requirea by perucns whu are selected for this job; include
education in elemcntary, hkigh school, cuileges, elc.; do nct inciude
technical or vucaticnal school training - see item L&)

de Educaticn (given seve! (r equivalent)

2oes not opply (l1ittle or no forma) ecucatlion required)

Less than bigh school dipiome

High achool d*plone

Some college education (some ccllewe but not a L year college
d2gTEC

Cellege degrec (degree requiring i years or more to compleie,
tor example, B.A,, B.S., etc.)

5 Arvunced degree (M.S., Ph.D., M.D.,, L.L.D., ele.)

& whred

-~

ks Job-reluted experience (imiicate, using the code below, the smount of all

previcus Job-relited experience in other related c¢r Jower-level Jobs
generally required Ly perscrs selected for the b, do not include formal
e .cation as described in iten hf))

—-L0de Jobh-rejate! kaperience

— Loes not applv (no experience required)
Less than 1 month

Over ! oontn up Lo and inciuding 12 monthy
Over ) year up te and incliuding 5 years
Over 3 years up to and inciuding 9 yecaran
ver & yoars

£ W -

(el

L2

Ly

Ly
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2.2 lnformation Processiny Activities (cont.)

E Training (indicate, using the code below, the total amount of training yé&
generally requirad for persons who have had no prior Job trajining to learn
to perform adequately on this Job; consider all types of required job-related
training except for education described in item U6; include training at
berber schools, technical and vocatiousl schools, business schools, e5:.,
as wvell as apprentice, on-the-job-, off-the-jcb and orientation training, etc.)
Code Training
— Does not apgly or very limited (no more than one day's training
required
1 Ovor 1 day up to and lncluding 30 days
2 Over 30 days up to and including 6 moatha
3 Over ¢ monthe up to and including 1 year
4 Over 1 year up to and including 3 years
£ Over R years
#L__ Using cethematics (indicate, using the cude below, the highest level of 4

! mathemstics required by the job)

Code level of Mathematics

-  Does not apoly

1 Simple besic (counting, addition and subtraction of 2-digit numbers
or lesi)

2 DBasic (addition and subtraction of numbers of 3-digits or more,
multiplication, divielon, etc.)

3  Intermediaste (caiculations and concepts luvclving fractions, decimals,
percentages, etc.)

4 Advenced (algebralc, geomeiric, trigonometric, end statistical
concepin, techniques, snd procedures, usually applied ig stenderd
practical situations)

5  Very advenced (advenced mathematical and statistical toeory, concepts,
and techniques, for exsmple, calculus, topolcgy, vector analysie,
factor analypsis, probability theory, cte.)

t
i

Cude Importance to This Jab (1)
— Ixes nct apply
1 Yery minor
% WCRK ouTpUT 2 Low
3 Averuge
3.1 Use of Devices und Lquipaent 4 High
5 Extreme
3.1,1 Hand-held Tovis or Inotrumants -

Consider in thius category those devices whicn are used to move or ncd!fy work pleces,
materials, products, or objects. Dc not consider measuring devices lere,

Manual ly-powered

! Precision tovolu/instruments (that $8, tcoly or instrucents pcwered by the 3
user to periurm ver, accurate or preciar operations, for erample, the use

of engraver’' tcule, whlchmarer's Louls, ouryical inat.ruments, etc,)

I No. precinfon tool i/ instrw.ents (tuols or instruwents powered Ly the user t
perform cperations notl requlring great amcuoursey or preciaien, for exumple,
hemmers, wrenchen, trowess, rolveo, erloecers, entneis, patly rnlves, strelin.o >

Ol

¢
bl ]

hanu grense cuns, elo.; do ol dnciude Josy-handle toois rere)

ot e ot i bt b abbenensie ~




A BT YR R

Code Importance to This Job (I)

: — Does not apply
l 1l Very minor z
| _ 2 Jow
: 3.1.1 Hand-held Tools or Instruments (cont.) 3 Average

4  High

5 Extreme
52 [ Long-handle tools (hoes, rakes, shovels, picka, axes, brooms, mops, etc.) 92
é 53 1 Handling devices/tools (tongs, ladles, dippers, forceps, etc., used for 53
3

moving or handling objects and materials; do not include here protective
gear such us asbestos gloves, etc.)

Fowered (manually controlled or directed devices using an energy source such as
electricity, compressed air, fuel, hydraulic fluid, etc., in which the component
part which accomplishes the modification is hand-held, such as dentist drills,
welding equipment, etc., as well as devices small onough to be sntirely hand-held)

54 Precision tools/instruzents (hand-held powered tools or instruments used to 5k
porform operations requiring great accuracy or preclsion, such as dantist

drills, soldering irons, welding equipment, saws, etc. used for espgcially
sccurate or fine work)

55 L; Non-precision tools/instruments (hand-held, energy-powered tools or 59
instruments used to perform operations not requiring great accuracy or

; precision, for example, ordinery power saws, drillec, sanders, clippers, hedge

: trimmers, etc., and related devices sich as electrical soldering irons, spray
guns or noixles, welding equipment, etc.)

3,1.2 Other Hand-Reld Devices

56 |1 Drawing and related devices (instrusents or devices uaed in writing, sketch- 56
ing, illustreting, drafting, etc., tor cxmmple, pens, pencils, drawing
instruments, sartist’'s brusnes, drafting equipment, etc.j do pot includse

measuring instrunent.s here, see ‘tem 58)

51 I Applicators (brushes, rags, pa!ni rcliers, etc., which are hand-held and 5
used in applying soluticns, materials, otc.} do not consider devices
covered by items 5C-55 atove)

58 I Meaguring devices (rules, ressuring tapes, micrometers, calipers, protracturs, St
squares, thickness gauges, levels, volunc measuring devices, tire gauges, etc.)

| 59 |1 Technica' or< reloted devices (camerac, stopwatches, slide rules, etc.) Lo

! 60 |1 Othe. kL w16 and devices (cpecify) o

3.1.3 JStationary uvevicec

i 61 | Mschines/equipment (used to proceps, fabricate, or otherwise modify parts, 61
; objects, materimis, etc.; use Lils cateyory in addition to indicating the
' controls uced in tne subsccticn which follows)

ey




62

63

65

67

68

69

T0
71
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m_
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| code %n&g to This Jot (I)
— s not. apply
1 Very minor
c 2 Low
ontrol Devices (on any equipment 3 Averade
operated or used) " nigh.a
5 Extrese

Activation contrcls (hand or foot opesrated devices used to stert, stop, or
otherwise activate energy-using systems or mecheniems, for exsmple, light
switches, elsctric motor switches, ignition switches, etc.)

Pixed setting controls (hand or foot operated devices with distinct positions,
detents, or definite settings, for example, ™ selector switch, gear-shift,
etc.)

Variable setting controls (hapnd or foot operated devices that can be set at
the beginning of cperation, or infrequently, at aby position along a scale,
for example, TV volume control, rocm thermostat, rheostat, ete.)

Keyboard devices (typewriters, edding machines, calculators, pianos, key-
punch machines, etc.

Frequent adjustment controls (used in making frequent adjustments of mechanisms)

1

Hand-operatad controls (controls operated by hand or arm for makinz freguent,
but not continuous, adjustments, for example, hand controls on a crane or
bulldozer, helm cf ship, etc.)

Foot-operated controls (controls opereted by foot or leg for meking frequent,
but not continucus, adjustments, for example, automoblle brakes, etc.

Continuous controls {used continuously in operation or use)

| =S

Hand-operated controls (controls operated by hand and used continuous}y for
adjusting to changing, or possible changing, situations, for exmmple, use
of steering wheel, controls on a "tracking' device, etc.)

Foot-opersted controls {controls operated by foot and used continuously for
adju-ting to changing, or possibly changing, situations, for example,
accelerator, etc.)

Transportation end Mobile Equipment
Man-p.wered vehicles (bicycles, rowbcats, cances, etc.)

Powered highway/rail velicles (vehicles intended primarily for highway or

reilrosd trangportation, for exssp.e, automcbiles, trucks, buses, trains, etc.)

Powered mobile equipuent. (movable vehicles not primarily intended for highway
use, for example, warehouse trucks, fork 1lifts, self-propelled lawn mowers,
road graders, tractors, combines, etc.)

Powered wvater vehicles (ehipa, submarinea, motor bosts, etc.)

62
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70
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Code Importance to This Job (I)]
— Does not apply
1 Very minor
2 low
3.1.5 Transporation and Mobile Equipment {cont.) 3 Average
L  High
S  Extreme
™h Alr/space wvehicles (planes, helicopters, balloons, gliders, rocketships, etc.)
75 Man-moved mobile equipment {(hand-pushed lawn mowers with or without powered
blades, hand trucks, wheel barrows, floor pLolishers and buffers, etc.)
76 Operating equipment (crsnes, hoists, elevators, etc.)
T7 Remote-control led eguipment (conveyor systems, etc.)

3.2 Manual Activities

This section describes manual activities in which tools may or may not be used.

78 k Sctting up/adjusting (adjusting, calibrating, aligning and/or setting up of
machines or equipment, for example, setting up a lathe or drill press,
adjusting an engine carburetor, adjusting, calibrating, and aligning
electric circultry, etc.)

79 .t Manually modifying (using hends directly to form or otherwise modify materials
or products, for exeuple, kneading dough by hand, folding letters, masseging,

etc.)

80 I Materiasl-controlling (munually controlling or guiding materials beinr pro-
cessed, for example, in cperating sewing machine, Jig sews, etc.)

81 Assembling;disessembling (either manually or with the use of hand tools

putting parts or components together to form more complete items, or taking
spart or diasassembling items into their component parts)

82 E__ Arrenging/positioning (manually placing objects, meterials, persons, animais,
etc., in a specific position or arrangement, for example, arranging library
books, window displays, stocking shelves, positioning patients for certain
medical and dental procedures, etc.; do not include here arranging/positioning
which {5 a part of the cperations listed in Stems 78-81)

83 S Peeding/off-bearing (manuelly inserting, throwing, dumping or placing
materielr into ¢or rewmuving them frem mechines or procesaing equipment; this
category is not to be used in describing operations in wnich the worker

manually des or contrgls the naterieis or parts during processing, &s
in item Gog

Phycical haudling (physicaelly rundling objects, meterisls, animals, human
beings, etc,, either manually or with nominal use of alding devices, for
example, in certain warehousing activities, loading/unloading conveyor belts,
trucks, packaging, farming nctivities, hospitel procedures, etc.; typicelly
there 15 1ittie requirement for csreful posiiioning or arrangement of objecis;
include here relatively uninvolved handling operations not provided for in
item 75-83)

ly—v
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85 |z Highly skilled body coordination (activities involving extensive, and often
highly-learned coordination activities of the whole body, for example,
athletics, dancing, etc.)

86 |1 Balancing (maintaining body balence or equilibrium to prevent falling when
standing, walking, running, crouching, etc., on narrow, slippery, steeply
inclined or erratically moving surfaces, for example, walking on narrow
elevated beam, working on steep roof, etc.)

3.4 Level of Physical Exertion

87 S__ Level of physical exertion (indicate, using the code below, the general level
of body sctivity, considering the freguency and effort required to perform job
tasks involving pushing, pulling, carrying, lifting, =tc., during an average
work day)

Code Level of Physical. Exertlon

1 Very iight (occasionally walking or standing and/or occasionally
moving light objects, materials, ete., such ss secretary, draftsman,
watchmaker, telephone operator, cte.) '

2 Light (frequently walking or standing and/or frequently exerting
force cquivalent to lifting up to approximately 10 pounds and/or
occasionally exerting force equivalent to 1if'ting about 20 pounds,
for example, sales clerk, bank teller, etc.)

3 Moderate (frequently exerting forces equivalent %o lifting up to
approximately 29 pounds and/or occasionally exerting forces
equivalent to lifting up to opproximetely 50 pounds, for example
auto mechanic, coin vending machine serviceman, bus driver, etc.s

L Heavy (frequently exerting forces equivalent to 1ifting up to
approximately 50 pounds and/or occasionally exerting forces
equivalent to 1ifting up to approximately 100 pounds, for
example, genernl leborer, millwright, bulldozer operator, baggage
porter, ote.)

5 Very heavy (frequently sxerting ferces equivalent to lifting over
50 pounds and/or occscionally exerting forces ovex that required
to 1ift 109 pounds, for example, hod carrier, gquarry miner, etc.)

Code fmount of Time (F'D'
3.5 Body Positlions/Postures —  Doez not apply (or is
very incidental)

Indicate by code the approximate properticn of 1 Under 1/10 of the time

worX time the worker ls engaged in the 2 Under 1/3 of the time

folloving activities {Nos. 58-52) 3 Between 1/3 and 2/3 of
L the t/;ime)
. + Over 2/3 of the time
88 | sitting {5 Almost continuelly

3.3 Activitiee of The Entire Body

-12-

Code Importance to This Job iI!

Does not apply
Very minor
Low

Average

High

Extreme

Uu#rUJN!JI
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89

91

3.5
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Code Amount of Time (T)
—  Does not apply (or is very
incidental)
Under 1/10 of the time
Under 1/3 of the time
Between 1/3 and 2/3 of
the time)
Over 2/3 of the time
Almost continually

Body Positions/Postures

wr e W

Standing (do not include walking)
Walking/running
Climbing (for example, house painter, telephone lineman, etc.,

Kneeling/stooping (kneeling, stoocping, crawling, crouching, and other
related body positions which may be uncomfortable or awkward)

Code Importance to This Job (I) |
——  Does not apply
1 Very minor

. 2 low

3.6 Manipulation/Coordination Activities g Average
High

Rate the following items in tervf.of h?w important 5  Extreme

the activitiy iz to campletion of the Job.

83

0
[l

I

Finger manipulation (making careful finger movements in various types of
activities, for examie, fine assembly, use of precision tools, repairing
watches, use of writing and drawing instruments, operating keyboard devices,
etc.; usually the hand and am are not involved to any great extent)

Hand-arm manipulation (the manual eontrol or menipulation of objects through
hand end/or arm movements, which may or may not require continuous visual
control, for example, repairing asutomobiles, packaging products, eie,)

Hand-arm steadiness (mainteining a uniform, controiled hand-srm posture or
movement, for exasple, using a welding torch, performing surgery, etc.)

Eye-hand/foot coordination (the coordination of hand and/or foct movements
where the movement must be coordinated with what is seen, for example,
driving a vehicle, operating a sewing machine, etc.)

Limb movement without visual control (movement of body limba from ono
positicn to another without the use of vislon, for exampie, reaching for
controls without looking, playing a musicel instrument, touch typing, etc.)

Hand-eer coordination (the cooruination of hand movements with sounds or
instructions that sre heard, for example, tuning redio receivers, tuning

musi?al inatruments by ~ar, piloting mircraft by control tower instructions,
etc.

89
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Code ~ Importance to This Job ().
—_— Does not apply
4 RELATIONSHIPS WITH OTHER WORKERS 1 Very minor
This section deals with different aspects of § kszrage
interaction betwean people involved in various i High
kindes of work. 5 Extreme

<1k~

4.1 Communications

Rate the following in terms ot how lmportant the activity ia to the completion of the

Job.

100

101

102

103

10k

165

106

107

108

109

Some
L,1.1

I
=

rrr

Jobs may involve several or all of the items in thie section.

Oral (communiceting by speaking)
Advising (desling with individuals in order to counsel, and/or guide them
with regerd to problems that may be resolved by legal, financlal, scientific,
technical, clinical, spiritusl, and/or other professional principles)

Negotiating (dealing with others in order to reach an agreement or sclution,
for example, lsbor bargaining, diplomstic relations, etc.)

Persusding (dealing with others in order to influence them toward some action

or polnt of view, for example, selling, political campaigning, ete.)

Instructing (the teaching of knowledge or skills, either in an informal or
formal manner, to others, for exsmple, a public school tescher, a journeyman
teaching an spprentice, ctc.)

Interviawing (conducting interviews directed toward some specific objective,
for example, interviewing job spplicants, census teking, ete.)

Routine informaticn exchenge (the giving and/or recelving of informstion of
a routine or simple nature, tor example, ticket agert, taxi-cab dispatcher,
receptionist, etc.)

Non-routine information exchange (the giving and/or receiving of informstion
of & non-routine or conpliex nature, tor cxample, professional committee
meetings, engineers discussing product design, etc.)

Public speaxing (making speeches or formal presentetions before velatively
large audiences, for example, political addresses, radio/TV broadcasting,
delivering a sermon, etc.)

Written {coammunicating by written/printed material)

Writing (for example, writing or dictating letters, reports, etc., writing
copy for ads, writing newspapr. articles, etc.; do nct ineclude transcribing
activities described in item 42)

Other Comrunicatiocns

Signeling (communicating by some type of signal, for example, hand signals,
semaphore, whistles, horrc, bells, lights, ete.)

Code communications {telegreph, crypctography, shcrthand, etc.)

el e

99
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Code Importance to This Job (;) k
=—  Does not apply z
1 Very minor H
k.2 Miscellangous Interpersonal Relstionships g :::rlga :
L High
S Extreme

TV, nightelubs, etc.)

Serving/catering (sttanding to the needs of, or performing personal service: 1

110 Bntertaining (performing to amuse or entertain othera, for examples, on ctag3, 1lo
10 |1
for, others, for examwple, waiting on tebles, hairdressing, etc.)

4.3 Amount of Job-required Fersonsl Contact

112 |8 Job-required personal con*act (i.alcate, using the code below, the extent o’ 112
' Job-required contact with others, individually or in groups, for exsmpie,
contact wi.h customers, patients, students, the public, superiors, sub-
ordinates, fellow employees, prospective employees, official visitors, etc.:
consider only personal rontect which i{s definitely part of the Job)

L—Code acter' of Re-ufred Personal Contact

Ve y inf-.quent (almost no coutact with others is required)
safre: ent $limited contact with others is required)

Occe .ional (:soccrate contact with others is required)

Friquent (considerable contact with others is required)

Very frequent (elmost continuui contact with others is required)

Ve N

b4 Types of Job-required Personal Contact

This section lists types cf individuals with wham the worker must have personal contna :
in order to perform hig Job. Indicate by code the importance of contsct with each of
the types of individuals listed below. Consider personsi contact nct only with per-
sonnel within the organization or company, but alsoc with personnel from other organ-
izations, if contact with them Ir pari ol the job,

13 g Exacutives/officials (corporstion vice-prosidents, government adminietraic. ., 11.
plant superintendents, ete.)

1k i1 Middle management,/cieff personnel A

115 |1 Supervisors (those personnel who have immediate responsibility for a work 1l
group, for exsmple, rorcmen, office mabagere, etc.)

116 1 Professiorial personnel (doctours, lawyers, aclentists, engineers, professor 11
teachers, consuitants, etc.)

17 O Semi-professional perscrnnel (Lechniclans, draftsmen, designers, photogran! s, il
surveyors, and other persomiel who are engaged in activities requiring fej v
extensive education or prectical experience but which typically involve e
more restricted arem of cperaticn than that of professionsl personnel)

118 |1 Clerical personnel (perronnel engaged in office work, such as clerxs boo: o2
keepers, receptionistc, etc.)

119 I Manual and service workers (personnel in skilled, semi-skilled, unskilled 1
agriculturel, fir.ing. frresiry, service, and related types of occupa*'on:

| etc.)




e T S TR T

~-1€-

[T .t o s b———

Code Imgp}m;nca to Thig Job giz
4.4 Types of Job-required Personsl Contact (cont.)] — Does not spply
1l Very minor
2 low
3 Aversge .
L High
120 L Sales personnel 5  Extreme 120
——t
121 [ Buyers (purchasing agents, not public customers) bEAL
122 E Public customners (as in stores, restaurants, etc.) 122
123 I The public (not including customers cr persons in other specified categories; 123
include the "public" as contacted by, for example, park attendants, pclice
officers, etc.)
124 Students/trainces/apprentices 124
125 Clients/patients/counselees 125
i26 |I Special interest groups (stockholders, lobbyists, fraternal organizations, 126
property cwners, etc.)
127 .7 Other individuals (include here types of persons not described in items 113- 127
126 above, but, whenever possible, use one of the above categories)
(Specify)

4.5 Supervision and Coordination

4.5,1 Supervision/Direction Given

128 8 Supervision ¢f non-supervisory personnet (ind:cate, using the code belcw, the 128
number of persons directly supervised who ere poctually involved in the pro-

A duction of gocds and services and do not usupervise others; this item would
apply, for example, to mosi "first linc" supervisors, most foremen and
section heads, service monepgers in gareges, heed butchers in meat depart-
ments cf grocery slores, head pharmacists, plumbers with assistants, etc.)

Code  Number of Morn-supervisory Personnel Supervised

Does nct aﬁply

3 1 or 2 werrers
2 3 to 5 worrers
3 6 to O workers
L Yy to 12 workers
5 13 or @ore wWOTrKers
i29 ‘B Directior of supervisory personnel (indicete, using the nmode below, the 129

nunber of supervicory peroonnel -- those who have responsibility for the
‘ supervision or direction of clhers — who report directly to the person
| holding this position: this item wouid apply tc many middle and upper

nansgers, but would elso apply tc manarers of many small businesses or

other activities whe delepate cupervisury authority tc others, etc.)

Code Number c¢i Supervisury Perscnnel Directed

Does not uppiy (dies not direct supervisors)
i or 2 superviscory personnel

3 to Y supervisury personned

6 10 £ supervisory perscnnel

Y to 17 supervisery personne’

15 or mure superviscery persoanel

‘J.-t-‘wr\)l-—‘l
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Total number of perscnnel for whom responsible (indicate, using the code 130
below, the total number of personnel for whom the person holding this job

is either directly cr indirectly responsible, for example, the president of

a corporation would be responsible for all corporation employees, the branch
=anager would be responsible for personnel in his branch, a foreman for

personnel he supervises, a plumber for his assistant, etc.; use this item
in addition to 128 and/or 129)

Code Total nunber of personnel for whom responsible

Does not apply (not responsible for othar personnel)

1 10 or fewer workers
2 11 to 50 workers
3 51 to 250 workers
Y 251 to 750 workers
5 751 or more workers
4,5.2 Other Organizational Activities Code Importance to This Job (1)
— Does not apply
1 Very minor
This subsection includes activitles of = 2 Low
coordinating, staff, or supervisory 3 Average
nature. 1 High
5 Extreme
131 I Supervises non-employees (students, patients, campers, etc.) 131
132 ‘; Coordinates activities (coordinates, monitors, or organizes the activities of 132
others to achieve certain objectives, but does not have line management
authority, for example, social director, committee chairman, ete.)
133 1 Staff functions (advises, consults, or gives other types of assistance to 133
line management personnel, for example, legal adviser, administrative
| agsistant, etc.)
L.5.3 Supervision Received
134

5 _
t

Supervision received (indicate, using the code below, the level of super- 134
vision the worker typically recelives)

Code Level of Supervision Received

1 Tmmediate supervision (receives close supervision relating to specific
work activities, including assignments, methods, ete.; usuelly
receives frequent surveillance over job activities)

2 General supervision (receives general supervision releting to work

_ activities)

3 General dircction (receives only very general guidance relating to Job
activities, primarily puidance with respect to general objectives;
has rather broad latitude for determining methods, work scheduling,
how to achieve objectives, etc., for example, first-line supervisors,
lower management individuals, most staff personnel, people whose
work is quite independent of others, etc.g

L Nominal direction (receives only nominal directicn or guidance in job,
as in the case of a maenager of an organlization or a major subdivigion
thereof, and is therefore subject only to very broad policy guide-
lines, for cxample, come research scientists who are giving virtually
free reisn, many plant superintendents, atc.)

5 Ro supervision (this category is applicable to those personnel whe
function independently, for example, owner-managers of stores,
independent physiciens, independent consultants, etc.)
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Code Amount of Time ﬁT!
5 JOB ENVIRONMENT AND WORK SITUATION —  Does not apply \or is very
incidental)
5.1 Physical Working 1 Under 1/10 of the time
Forking Conditions 2 Under 1/3 of the time
This section lists various working conditions. 3 Between 1/3 and 2/3 of the
Rate the aversge amount of time the worker is ) Ove:iz7% of the time
exposed to each condition d i
work period. on during a typlesl 5  Almost continually
5.1.1 Outdoor EZnvirorment
135 ‘T Out-of-door enviromment (susceptible to changing weather conditions) 135

5.1.2 Indoor temperatures (do not consider indoor temperature conditions that are
simply a function of the weather, for example, heat in summer; consider

only those conditions which are associated with this job regardless of the
natural climate in which it might be performed.) :

136 |1 High temperature (conditions in which the worker might experience severe 136
discomfort or heat stress, such as in boiler rooms, around furnaces, etc.;

typically this would occur in a dry atmosphere at about 90° F, and in a
humid atmosphere at about 80° F. or 85° F.)

: 137 T Low temperature (conditions in which the worker is exposed to low temperatures 137
which are definitely uncomforteble even though clothing appropriate for the
conditions may be worn, such as in refrigerated rooms, etc.)

' 5.1.3 Other Physical Working Conditions

138 [T Air contamination (dust, fumes, smoke, toxic conditions, disagreeable odors, 138
etc.; consider here air contamination or pollution which is an irritating or
undesirable aspect of the job)

139 [T Vibration (vibration of whole body or body limbs, for example, driving a 139
tractor or truck, operating an air hammer, etc.)

W0 [T Improper illumination (inadequate lighting, excessive glare, etc.) 140

4 T Dirty environment (an enviromment in which the worker and/or his clothing bS]

easily becomes dirty, greasy, etc., for example, environments often associ-
ated with garsges, foundries, coal mines, highway construction, furnace
cleaning, etc.)

k2 1 Avkward or confining work space (conditions in which the body is cramped or 142
uncomfortable)

143 E Noise intensity (indicatc, uscing the code below, the typicel noise level the 1i3
worker is exposed to)

t“——Cod.e Noise Intensity

Very quiet (intensive care ward in hospital, greenhouse, photo lab, etc.)

Quiet (many private cffices, libreries, etc.)

Moderate (business office where typewriters are used, light automobile
traffic, department stcre, etc??
Loud (many faciories, heavy traffic, machine shops, carpenter shops, etc.)

Very loud (close to jet engines, large earth-moving equipment, riveting,
ete.)

Ve whH




5.2 Physical Hezurds

- C e am e o ——————

Poasloilitx of Occurrence !P)
No possibility

Very linited

Limited

g!
A
6

Fairly high
High

\nrwrovl

|
Moderete }
|

The four items which follow describe accident:z or 1jlnesses which may result from
exposure to hazards. Ratce the possibility of the occurrence of each of the types of
accldents/illnesses to the lypicul vorker on this job. 1n making the ratings considexr
the safety/accident record of employces on this job, and/cr the possibility of accidents

due to such factors as:

traveling at high speeds, being in high places, working with

machinery, sharp tools, not or very colc materiala, exposure to falling objects,
dangerous chemicals, explosives, toxic lumes, radiation, ete,

1k P

]

245 1P

146 [P

17 P

First-aid caces (wminoy injuries or ilinessec which typically result in a day 1hk
or less of "lost" time and ere usually remedied with first-eid procedures)

Temporary disabdilily (vesporsry injuries or illnesses which prevent the wo:lker 145
from performing his job fron one tull dey up to extended periods of time but
which do not resnli in permanent dicabllity ¢r lmpairment)

Permanent partial izpairment (injurles or illnesses resulting in the ampu- 1hé
tation or permanent loss of use of any body nember or part thereof, or
permanent impnirment of cartain body functions)

Permanent total disability/dealli (injuries or illnesses which totally disnbie 1h7
the worker and permanently prevent his further gainful employment, for
example, loan of life, sjuht, limbs, hands, rndimtion sickness, etc.)

Code Importance to This Job (I}
- Doen not apply
5.3 Personal and Sociul Arpects 1 Very minor
b Inv

This section includes varjovs personal and soclel 3  Average ;

aspects of jobs. Indicate bv cede the importancs 4 High

of these aspects ag o pari ol ihe job. 5 Extreme

148 |1 Civic obligeiiona (becruse of the Jjob the worker agsumes, or 1s‘expected to 18
assume, certain civic obligatlions or responoibilitics)

149 Iz Frustrating situaticns (job situstions in wiich attempts %o deal with problens 149
or to achieve Jol objecuives are nbstructed or hindered, and may thus
contribute to frustrabien ou the part of the worker)

150 (I Strained porsonel contacts (deuling with individuals or groups in "unpleassat' 150
or "stralned" 3ituntions, for example, certaln agpects of police work
certain types of nepotiations, handling certain mental patients, etc.}

151 |1 Personal sacrifice (baing willing to make certain personal sacrifices while 151
being of service to other peopie or the objectives of an organization, for
example, policemen, ministry, soclel work, etc,; do not conalder physical
hazerds here)
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Code Importance to This Job (I)
~— Dozs not apply
1 Very minor
. 2 low
. Pe 2t .
5.3 rgonal and Scciel Aspects (cont.) 3 Averege
Y High
5 Extreme
(I Interpersonal conflict situations (Jjob situations in which there are virtu-

ally inevitable differences in objectives, opinions, or viewpoints between
the worker and other persons or groups of persons, and which may "set the
stage" for conflict, for example, persons involved in labor negotiations,
supervisors who must enforce an unpopular policy, etc.)

S Non-job-required social contact (indicate, using the code below, the
opportunity to engage in informal, non-job-required conversation, soclal
interaction, etc. with others while on the job, fur example, barber, taxi
driver, receptioni-t, journeyman and sapprentice, etc.; do not include here
the personal contacts reguired by the job as described in item 112)

ode Opportunity for Non-job Required Social Contact

For each item mark a dash (—~) if the item does not apply, & one (1) if the item applies.

Note:

15k

1 Very infrequent (elmost ro opportunity)

2 Infrequent Elimttcd opportunity)

3 Occasional (moderate opportunity)

I Frequent (considerable opportunity)

5 Very infrequent (almont continusl cpportunity)

6 OTHER JOB CHARACTERISTICS

Code Applicability ‘Az

— Does not apply
6.1 Apparel Worn 1 Does apply

One or more items in this section mny be applicable.

.& Business suit or dress (expected to wear presentable clothing such as tie

and jacket, strect dress, ete., as customary in offices, stores, etc.)

A Specifin unituru, apparel (nurse, doorman, bus driver, etc.)

A Work clothing ("hlue collar" apparel worn in factories, construction work,
ote.)

A Protective clothing or gear (clothing or equipment worn as a regular part of

the job to protect the worker, for example, safety helmets, goggles, noise
suppressors, safely shoes, insulated gloves or clothing, protective masks,
ctc.; this item does not apply if only worn occasionally or rarely)

la Informal attire (sports wear, etc.)

16C

b Apparel style optional

6.2 Licensing

l.ﬁ Licensing/certification required

152

123

155
156

157

160



j ' W?ZEE Applicability (A)
6.3 Work Schedule { — Does not apply
1 Does apply

(TN

In each of the three groups o fiems (in boxes) below: cuics m one (1) for the item
in each boxed group that most neerly applies, enter a dash (—) for all other items

in the boxed group.

6.3.1 Continuity of work (as relewvant to total year)

161 |A Regular work 161

162 Irregular work (depending on wewther, season, production changes, etc.) 160

6.3.2 Regwlarily of working hours

163 A Regular hours (same basic work schedule every week) ‘ 163
164 A Variable shift work (work shif't veries from time to tinme) 164
165 A Irreguler hours (works variable or irregular hours, depending on requirements 165

of employer, convenience of customers, =2tc., f'or example, insursnce sgents,
ete.)

€.3.3 Dey-night schedule

166 Typicel day hours . 166
3157 Typical night hours {including cvening work) 167
168 Typical day and night hours (works scme days and some nights, depending on 168

work shifts, job demands, schedules, or other job factors, for example, scme
policemen, some truck driversc, some stcel workers, etc.)

Code Importance to This Job (I}
—  Does not apply
6'“ lr.o_b. w 1 Very minor
[a]
This section lists varioue types of derands thai ; i::ra o
the job situation may impose upon the worker, iy High e
usually requiring that he adspt to these in order 5 Rxtrem
to perform his work satisfactorily. Rate the 2 Teme
following items in terms of how Lmportant they are
on the job,
169 [T Specified work psce (on continuous assembly line, etc.) 169

170 I Repetitive activities (performance of the same physical or mental activities
repeatedly, withoui interruption, for perioda of time) 170

71 i1 Cycled work activities (performmnce of a sequence or schedule of work activ- 171
itica whioh typilecally cccurs on a weekly, daily, or hourly basis and which
typically allcwe the worker some freedom of action so long as he meets a

schedule, for example, a postman or milikman making rounds on his route, a

security guard patrolliing his beat, etc.; do not include here activities

more neerly described as repetitive activities in item 170 above)




172
173
7l
‘ 175
176
177

178

179

180

Code Importance to This Job (I)
— Does not apply
1l Very minor
2 low
6.4 Job Demands (cont.) 3 Average
L High
5 Extyreme

F

-

T

02,

Following set procedures (nzed to follow apecific set procedures or routines
in order to obtain matisfactory outcomes for example, followling check-out
list to inspect equipment or vehicles, following procedures for changing &
tire, performing specified leboratory tests, etec.

Time pressure of situation (rush hours in a restaurant, urgent time dead-
lines, rush jobs, etc.)

Precision (noed to be more than normelly precise and accurate)

Attention to deteil (neecd to give careful sttention to varicus details of
one's work, being sure that nothing iz left undone)

Recognition (need to identify, recognize, or "perceive' certain objects,
events, proccsses, behavior, ste., or aspects, featureg, or properties
thereof; this item {7 primarily concerned with "recognition" of that which
is "sensed" by vision, hearing, touch, etc.)

Vigilance: infrequent events (need to continually search for very infreguently
occurring but relevant events in the Jjob situation, for example, forest loo-
out watching for forest fires, worker obeerving Instrunent paenel to identify
infrequent change from "normal" etc.)

Vigilance: continually changing ovents (need to be continually aware of
variations in e continually or frequently changing situation, for exemple,
driving in truaffic, controlling aircraft tralffic, continually watching
frequently chang'ng dials und gauges, ete,)

Working under ci
“rom others, ctc.

Updating job knowledge (nced to keep job knowledge current, being informed
of new developments related tc the job)

Code Applicability (A)
— Does not apply
1 Doee apply

Special talesnt (using the code gbove indicate if & job requires some partic-
ularly unique talent or skill that is not cowred by other items; typicali§
this ftem weuld apply %o Jobs in whick the very unique skill or characteristic
of the worker iz clcarly dominant, as in certain entertsinment activities;

the item may be used however, In certein other kinds of situations, but only

where there is some distinctly unique or special skill or talent invclved)
Special talent:

L7

180
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Code Amount of Time s'n 1

—  Does not apply (or is very
incidental)

Under 1/10 of the time

Under 1/3 of the time

Between 1/3 and 2/3 of the
time)

Over 2/3 of the time

Almost continually

6.4 Job Demands (cont.)

wmE W

182 P; Travel (indicate by code the proportion of time the worker is required to
spend away from his home because of his job)

6.5 Responsibility

This section includes types of responsibiliity which may be associated with the
decinions and actions of the worker. Indicate by code the degree of each type of
responsibility involved in the Job.

183 EL___ Responsibility for the safety of others (indicate,using the code below, the
degree to which the work requires dillgence and effort to prevent injury to

othars; do not includce hazards beyond the control of the individual con-
cernad with the job)

ode Degree of Respcnsibility for the Safety of Others

— Does not apply

1 Very limited (worker has minimum responsibility for the safety
of o*4ors, for example, he may only use small hand tcols, non-
hazardous nechines, etc.)

2 Limited (worker :nust exercise reasonable care in order to avoid
injury to otherrn, for examplec, operating lathes, punch precses,
and other industrial machines, etc.)

3 -Intermediate (werker must be especially careful in order to avoid
injury to others, for exmuple, operating overhead cranes,
driving vehicles, etec.)

L Substantial (worker must exercise constant and substantial care
in order to prevent serious ingury Lo others, for example,
handling dangerous chemlicals, using explosives, etc.)

5 Very aubstantial (the safety of others depends almost entirely
on the correct sction of the employee, for example, piloting
an aircraft, performing major surgery, ete.)

184 B ___ Responsibility for materisl assets (indicate, using the code below the degree
to which the worker is directly responsible fo: waste, demage, defects,
or other loss of value tc material acsets or property, such as materials,

products, parts, equipment, cash, livestock, ete., that aight be caused
by inattention or insdequote job performance)

Code Degree of Reaponsaibliity for Materia) Assets

1 Very limited (for example, a few dollars)

2 Limited (for example, up to about one hundred dollars)

3  Intermediate (for example, a few hundred collars)

h Substantial (for example, one cor two thousand dollars)

5 Very substantinl (for example, morm than two thoussnd dollars)

182

184
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6.5 Pesponsibility {(cont.}

S Geperal responsidbility (1m::izatu, usitg the code below, Sl degree of
"genarzl" responaidility arsociated with this job {p tarms of the externt
é to which the worker is "rec; nsibdle” for any of a number cf estivities
suci: ap*  sncounting, enelyzing, Soaposing, Adsveloping, dusigning, swalun’ .
ing, forecesting, initiuting, planning, grogremming, proposing, scbedulio,,
sponsoring, staffing, writing, ete.; do pot consider hore rxespocaibllity
fo» the safsty of cthers or reaponsidbility for ssesete sag devoribed in iten.
18} and 184).

| ——-C:1e Dagree of General Responsibility
Very limited

Linited

Intarmediats

Substantial

Very substantial

VW M-

.6 Job Strunture

6
3 L______ Job structure (indicate, wsing he ccda balow, the amouat of “etvuctoy "
of the job, that is, the degree Lo »alch the Job activiiing are "pra-
determined” for cvba worker by the aaturs of tiig \ork, the presedwes,
l or othar Jjob chnardcteriatics; thv more Mghly-percetured Juds patadt
iess devietion frun pry-deterninsd patterns, ard 2.tt.e 1f aav noed
‘ for inncvatlicn, cecisinh maring, or adaptetion io .baaving situati-nm!
L

~——Coda Amownt cf Job Structure

; 1 Very high structure (virtusliy ro deviaticn froa 9 pre-

' detmrnined Job "routing: ' for axaalis, routine Lsrembly
work, etc.)

2 Considerable structure (only voderate feviatficn frox pre-
determined work "routine” 1s poisitle, for exmampls,

: bookesper, stock handler, eta.}

! Interncdiate structure (considersble change froz &
“scutine” ip pcssible; work motivities chamge con-
riderably from day to day or eveu from huur t¢ heur,
but usually within some ressconable and expected
bounds, 1or example, carpenter, sutomobile mechanic,
machinist, ete,)

4 Linmited atructure (relatively little routine work; the
Job 1s characterized by considerable cpportunity for
improving methods, devices, etc. and the neceasity
for malilng decisics, for exsmple, store mansger,
incustriel enginaeer, etc.)

5  Very low structure (virtually no established “zoutine" of
sctivities; the position involvas a wids weriety of
problems which aust bve dealt with, the solutions to
these problexs allows for unlimited resourcefulness
end initiative, for example, ressarch chemlst, corposa-
tion vice-president,; college professors, ttc.$

LAY
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Criticslity of Position

187 I8 Criticality of position (indicate, using the code %alow, the degrec to whican  1b7
inadequate job performance by the worker in this position is critical in
4‘ terma of poxsible detrimental effects cn the organizaticnal operations,
assets, reputation, etc. or on the public or other pcople; consider the
duration of such consequences, whether immadiate or long term, their
seriousuess, and the extent to which they have resiricted or widespread
effacts)
Degree of Criticelity of Position
1 Very low
2 Low
3 Moderate
L Hirl
5 V.ury kigh
6.8 Pay/I'core
"“he followi".g items are used to cencribe the Syplez’ neilci or woy in which the worker
receives vay/income and tho amount he receives.
Me:hod of Receiving Pay/Income Anowrs of Pay/Tr.come {Opt.ional)
On this side of the p.ge, enter s dash (—) | Ou tiis sice of the page, write in the
if the item does no*, apply, & one (1) if 1t |opproximate amcunt of pay/iucame for each i
dogs "PPLY. corresponding Ltca which srplied on the i
| loft side of thn age. Pry/income nesd 3
Codn  App.icability (a] only ba »cported for ore time period in |
—  Does not apply sach cose. (Uf chis optionsl informaticn
1 Does apply on umount of pus/inceme is forwarded to
Purdue Un.L.crsiw foxr 'cezoarch purpones,
it will bo helid 14 stlctost confidence.
I N - 15 L TaBs™ 2 g “Weskly selavy, or & _ 188«
b) Sulary ~very 2 weeks, or —
2 g Montnly selary, or o c
Yearly aalury N d
83 W~ " THourly wage T T T T WHeT(Gh) Wawo por hour . § 189
-—q—-——----—--——-——_--—.-p —————— s G e wWw e - o W S AE e e e A G WS
190 | Incantive pay (individual or 150 sng Weekly average, or 100 a
group) t) Monthly avarage L
19 A Comnigsion 101 ga Wealkly averege, or 16). &
b) Moa.hly averaye, or B )
z Yerrly average o
W "TrIps """ T Tig2™ i “Weskly svarsge, or § _ 192 a
M.nthly average, or ]
(c) Yearly tverage e
193 W~ “Supplementary compensa.lon ~ [193 (a) Yearly averege  § _____ 193 a
(for example, stocks, profit
sharing, dividends, bonuses,
donations, glfts, otc.)
--4_-—--’ ------------- - ou s wme W S W o e e S s IR el G G WS v @S e aw e W
19k A Self-exployed 194 (a) Yoerly aversage $ ok




{bupplemantary lnformation)

Hote: If this Position Analysis Questiomnaire Ss sent to Purdue niversity for

yesaarch purpoas, will yuvu please furmish the following informstioa:

1. A brisf description of the principel duties performed by the worker. Thias

deecription is used in claspifying the Job accordimg to the coding systam
found in the Digtionmary cf Ocqupatiosal Titles (3,0,7.) of the U.B. Kxploymemt

anyiae,

Iz the £.0.T, ovde ia already known for tbis Jjob, enter lhere:

2. Semiority of worker:

a. How long hza the worker be:u cu the present Job? yrs. mo.

b. JFow long has the worker been with the organization! y¥s. o,

3. Any edditional inforamation you wish to includes regarding the use of the PAQ,
this Job, or axny ccamonts:

it
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