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SUMMARY

Problem

Planning a training program requires careful identification of all tasks which the graduate may
perform. Training can then be based upon empirical data as opposed to some arbitrary “gut feeling” or
personal opinion. Determination of the content and nature of training should always be based upon
accurate job and task descriptions. In fact, the first operation in the process of applying the systems
approach in instruction, as stated in an AFM, requires the gathering and analyzing of job performance
requirements.

Approach

This study was intended to identify the job performance requirements of instructors in an
individualized training environment, which includes computer-managed instruction (CMI) and
computer-assisted (presented) instruction (CAI). Determination of formal and on-the-job training
requirements then could be based upon empirical data provided by job incumbents. The final results will be
the development and validation of a formal training program for instructors who function in an
individualized training environment. The study also identified duties and tasks to be taught on the job.

Results

The present report describes one practical method for accurately identifying the job performance
requirements of instructors in the individualized training environment. The approach develops and presents
a meaningful frame of reference for describing what tasks are performed in this environment. This
identification of job performance requirements constitutes the first phase in the development of training
for personnel selected to fill these new roles in training. Other phases of the total project, to be described in
subsequent reports, cover procedures actually used to determine course content, objectives, the
development and validation of modules, and evaluation.

The development and administration of the Air Force Occupational Survey entitled /ndividualized
Training Instructor, 15 November 1975, herein reported, provides a current factual foundation for
developing training for learning center instructors. Two critical needs within the field of individualized
instruction are incorporated—one long range, the other immediate.

Long range need

Curriculum development within Air Force technical training, under the general guidance of Air Force
manuals, often results in nontraditional course designs. Instruction adapted to individual needs may not
result from the traditional lock-step approaches. Modular instruction developed by the curriculum designer
requires application and attention to the individual student in the learning center. The individualized
training instructor has a new role. Instructor training programs generally have not trained the individualized
training instructor for the specific tasks and responsibilities in this new role.

Immediate need

Nearly 10% of instructors currently being trained at Lowry AFB, Colorado, will be assigned duty in
an individually paced learning center. The rdajority of these new instructors who will work in a
nontraditional environment will be assigned to the four courses in the experimental Advanced Instructional
System. The Instructor Training Branch has been assigned the explicit requirement to provide training
support for the Advanced Instructional System (which will also include computer-managed instruction) in
the individually paced learning center.

Needless to say, this training must be job relevant—developed to meet the job requirements. Job
relevant training is initiated by clearly defining the extent and limits of the training requirements.
Knowledges, skills and attitudes essential to job success must be included but not trained beyond job entry
proficiency requirements.

No task list was found which dealt with the job of the instructor working in a self-paced environment.
While some instructor training for this new role was located, none of that training was based on job data or
empirically determined training requirements.
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FRONT-END ANALYSIS OF THE INSTRUCTOR’S
JOB IN SELF-PACED INSTRUCTION

1. BACKGROUND AND INTRODUCTION

No single source provided an adequate base for
the determination of the job performance require-
ments of an individualized training instructor.
Since numerous agencies provide nontraditional
instruction, including individualized instruction, it
was anticipated that an adequate listing of instruc-
tor job performance requirements would be avail-
able. However, in spite of several site visits, many
telephone inquiries, and an extensive review of the
literature such a listing could not be located. In
fact, there seemed to be a universal vaccuum, with
all contacted agencies anxious for a list of job
performance requirements.

II. PROCEDURES

Site Visits

One or more of the team members visited the
following sites, making special inquiries reqarding
training and job requirements in the individualized
learning environment.

Naval Training Center (NTC) San Diego, CA.
The Basic Electricity and Electronics (BE&E)
Course at San Diego was visited since this course
was known to be self-paced (with plans for com-
puter management soon to be implemented). An
on-the-job (OJT) training program (following the
Navy Basic Instructor Course) was being con-
ducted by the BE&E Course to prepare individu-
alized training instructors (called Learning
Supervisors in the Navy) for their specific respon-
sibilities and to insure their subject matter pro-
ficiency. The instructor training function at NTC
San Diego now offers a learning supervisor course
for instructors assigned to an individual-paced
learning environment. Modules are being devel-
oped in text, programmed text, and prenarrated
slide alternatives. Titles of the available modules
are: Philosophy of an Individualized Learning
System, Individual Differences, Laws/Ways of
Learning, Human Values, Functions of the
Learning Supervisor, Administrative Aids and
Diagnostic Devices, Media Selection, Interpersonal
Communication, Attitudes Toward Learning,
Modes of Adjustment, Counseling Practices,
Learning Problems, and Computer-Managed
Instruction. It was reported that these modules
were based upon a training analysis which included
a survey of Navy instructors in working in a

student paced learning environment. The docu-
mentation or content of this analysis could not be
located.

U.S. Ammy Infantry School (Fort Benning,
GA). The basic instructor course at Fort Benning
was visited since it was known to be self-paced.
The basic officer and NCO courses were oriented
to training the platform instructor. A training
analysis of the platform instructor (by contract)
resulted in the development of three instructor
training tracks (Officer, Senior NCO, and Course
Manager). The course was modular and student
paced. Several trainer appraisal kits involved plat-
form instruction with peer validation critique and
expert critique (including representation from
course to which the instructor was assigned). A
technical report by INSGROUP, Incorporated
gives recommended approaches, training objec-
tives, strategies and evaluation procedures. This
program, however, did train personnel for nontra-
ditional instruction although it used an individual
paced, modular approach.

USAFSAAS, Keesler AFB, MS. Two programs
were visited at Keesler AFB, the OJT program in
the Basic Electronics Course and a pre-service
program provided by the Instructor Training
Branch. The OJT program involved the immediate
assignment of each new instructor (who had com-
pleted preservice training) to one of three instruc-
tor learning centers (depending upon which
segment of the Basic Electronics Course he would
teach). Under a senior instructor the new instruc-
tor was provided job related training and also went
through the modular basic electronics materials as
a student. The job related training appeared to
have been developed in response to needs per-
ceived by the course supervisors. The deliberate
intent was to provide a job performance model,
assuming the new instructor would teach as he was
taught. Instructor Training Branch had developed
an in-service course of 36 hours entitled The
Instructor’s Role in Self-Paced Instruction. Copies
of the course, course documentation and front-end
analysis for this program were provided. However,
no empirical data to support the analysis were
available.

Other sites were visited (Sheppard AFB, Texas,
Mountain Bell Telephone, Normandy Elementary
School) but, while the programs were of great
interest, no training of the leaming center instruc-
tors was observed.
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Other Resources

Only two of the numerous peripherally related
documents surveyed were found useful. The first
was a modification of a study by M. Odom and E.
Roberts (of New England Bell and Bell Canada)
entitled “Profile of a Successful Administrator.”
The task roles portion of the modification pro-
vided a significant contribution to the initial task/
duty list for this study. The second helpful docu-
ment was the USAF occupational survey report
for the technical training instructor. The OSR was
used to insure the new survey being developed was
structurally compatible with previous and future
Air Force occupational surveys.

IIL APPROACH

No validated task list was available which
specified the instructor’s roles in self-paced
instruction. While some instructor training was
developed by other agencies (as reported in the
previous section) none was based upon job per-
formance data. Therefore, previous related work
was determined as inadequate for establishing
training requirements for the learning center
instructor. The initial need was to acquire some
empirical data relating to the learning center
instructor’s job. The occupational survey was
selected as the preferred method for gathering data
upon which to base the determination of training
requirements.

A general outline composed of appropriate
groupings was established, based largely upon an
earlier occupational survey of the traditional
technical instructor tasks and duties. The cate-
gories used in this outline were: out-of-class
administration, preparing for instruction, in-class
administration, testing, counseling, self-paced
instruction, computer-managed/assisted instrution,
curriculum development, supervisory, and rzlated
tasks. Specific tasks selected were suggested largely
by the Odom and Roberts task list. Many of the
selected tasks could be included in more than one
category; however, each task was listed only once.
When no additional tasks could be identified, the
initial task list was compiled.

The initial task list was reviewed by the
principal investigator and other Air Force Human
Resources Laboratory (AFHRL) personnel, by the
Lowry Instructor Training Branch, and by repre-
sentatives of McDonnell-Douglas working on a
large computer-managed instructional develop-
ment program at Lowry AFB. All were instructors
or curriculum developers experienced in nontra-

ditional instruction. As a result of this review
process some tasks were added to the inventory,
some tasks were reworded (for clarity), and a few
were deleted.

The second draft of the task inventory incor-
porated the recommendations of the first review.
The revised draft was presented to approximately
25 Lowry instructors who were associated with
self-paced technical training courses at Lowry
AFB. This second stage review by job practioners
asked two questions in association with the task
list. First, the instructor was asked if the task in-
ventory, as presented, would communicate well
enough so that appropriate responses could be
made to the items. Then the instructor was asked
what tasks, performed in the learning center, did
not appear in the inventory. This interaction re-
sulted in the addition of a few tasks and rephrasing
of others to improve the communicability of the
instrument.

A third version, incorporating the revisions
from the previous version, was presented to
another group of 12 instructors. The same review
process was repeated. Since virtually no changes
were then recommended, this version of the
inventory tentatively became final (Appendix A).

A coordination visit was made to the USAF
Occupational Measurement Center at Lackland
AFB, Texas. The purpose was to insure that data
collected through this occupational survey ques-
tionnaire would be compatible with available data
analysis capabilities. Two days were spent working
in the Occupational Survey Branch (OMY) in
order to expedite the process of refining the ques-
tionnaire in such manner as to make most useful
the analyses and printouts of the data resulting
from the questionnaire. OMY personnel supplied
guidance and actively assisted in further refine-
ment of the task inventory. A background infor-
mation section was developed jointly to allow for
efficient coding of the respondents. The back-
ground information included identifiers regarded
as pertinent to developing training requirements
and to the retrieval of data by predetermined
groupings. An example of selecting appropriate
identifiers was asking for the length of time served
as a learning center instructor. These identifiers
were designed to enable acquisition of computer
printouts based on instructors with 1 to 12
months on the job. Since training requirements
were to be based upon job entry tasks, this specific
identifier would be particularly important.
Further, since in-service training would logically
supply training for tasks not performed during the
first year, these tasks could also be readily
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identified. Minor revisions in the task list were per-
formed with the advice of OMY personnel. These
revisions were intended to increase clarity and
interpretability of the results and insure that task
statements were stated in a “language” acceptable
to the Occupational Measurement Center.

Since the coding was to utilize keypunched
cards, proper cues were also provided in the instru-
ment. Following editing and review of all inputs
(background information, duty/task list, keypunch
designators, instructions to respondents), 2,200
copies were printed at Lowry AFB. An opinion
survey was added to the inside front cover, while a
privacy act statement was added to the inside back
cover. This physical arrangement permitted the
removal of these portions, after the questionnaire
was administered and returned from the field, but
prior to forwarding the rest of the questionnaire to
the Occupational Measurement Center for pro-
cessing. A separate analysis of the opinion survey
was conducted at Lowry AFB.

IV. DESCRIPTION OF QUESTIONNAIRE

The occupational survey, when completed for
distribution, consisted of six parts. These six parts
were an opinion survey (21 items), general instruc-
tions, background information (2 pages), specific
instructions, job inventory (12 pages) and a
privacy act statement. The complete questionnaire
appears as Appendix A.

Opinion Survey

The first part of the questionnaire consisted of
a 21-item opinion survey. This was placed on the
inside of the front cover so that these items could
be easily removed and separately analyzed. The
opinion survey was intended to deal with job in-
cumbents’ attitudes toward various activities
which were assumed to have reasonably high affec-
tive loading. For example, such activities as “‘apply
motivation” and “intervene in learning” cannot be
adequately dealt with in a time-spent analysis.
Thus those activities identified during the develop-
ment of the task list as having potentially heavy
affective loading were placed in the opinion survey
developed by AFHRL/TT. No source list was avail-
able. Some specific activities were included in
more than one subgroup to enable overall rank
order comparisons. The opinion survey is of
further interest in that it provides a feel for job
incumbents’ criticality ratings for various job
activities.

Genenl Instructions

eneral instructions were developed by
AFHRL TT. Minimal qualifications for participa-

tion in the survey included being a qualified in-
structor, holding the present duty AFSC for at
least six weeks and spending at least four weeks on
the job. The statement of required qualifications
was misunderstood by some agencies and blank
forms were returned since they did not meet these
qualifications when interpreted in a rigid sense.

Background Information

The background information section asked for
information concerning the individual, the em-
ployer, gross job description, experience level,
level of class preparation, job training, types of
testing used in courses, and foreign student partici-
pation. In addition, job interest and skill utiliza-
tion were rated. These items were coordinated
with OMY to ensure appropriateness of content,
wording, and format. Lackland TC Form 459A
(February 1974) was used for presentation of
these items.

Specific Instructions

The standard occupational measurement inven-
tory instructions were adapted to this specific
inventory.

Job Inventory

The job inventory was composed of 191 tasks
distributed among nine categories (labeled as
duties). While items could logically be presented in
more than one category, each item was presented
only once. The nine categories with the number of
tasks associated with each are as follows:

1. Performing Administrative Duties—35 tasks
2. Preparing for instruction—15 tasks

3. Testing—16 tasks

4. Counseling—14 tasks

5. Conducting Self-Paced Instruction—19 tasks

6. Conducting Computer Managed or Assiste
(Presented) Instruction—23 tasks

7. Developing Curriculum—34 tasks
8. Supervisory—19 tasks

9. Teaching Group or Team A<iivities in an
Individualized Instructional Environment—16
tasks

These tasks were coordinated with GMY to insure
optimal wording and format. ATC Form 1069 was
used to present the job inventory. The respondents
were requested to indicate whether or not they
performed each task. Each task, if performed, was
then rated on a seven-point scale of relative timc
spent in performing that task.




Privacy Act Statement

A privacy act statement was prepared since
name and social security number were requested
of the participants in the survey. This information
was vital, however, because it enabled identifica-
tion of individuais, when necessary, to complete
some information omitted by oversight, and to
correct apparent errors through direct
coordination with the individual respondents.

V. ADMINISTRATION OF QUESTIONNAIRE

Agencies offering nontraditional instruction
were identified. Thirty-three different agencies (47
sites) were contacted who agreed to participate in
the conduct of the survey for the individualized
training instrucior. These agencies included the Air
Force, Army, Navy, Marines and both academic
and vocational/technical schools. A short lead time
(a little over three weeks) requirement led to the
adoption of the personal contact basis for distribu-
tion. AFHRL personnel personally contacted,
within each cooperating organization, an individ-
ual who agreed to become the contact person.
This contact person accepted the responsibility for
administering and collecting the questionnaire
data. The contact person also gave an estimate of
the appropriate number of questionnaires that
could be completed by his organization. Initially,
two to three hundred responses to the question-
naire had been anticipated. Estimates from the
personal contacts, however, exceeded 2,000. As a
result 2,200 copies were printed, and 2,065 were
distributed. A total of 1,119 usable, completed
questionnaires were obtained, reviewed and sent to
the Occupational Survey Branch for analysis.
Follow-up with cooperating organizations deter-
mined that many copies were retained by various
agencies for reference use since no other current
task list was available. Some of the instruments
failed to arrive at the destination (or arrived too
late to meet the short time frame). Other agencies
overestimated the number of respondents available
to them. Forty-three completed questionnaires
were unusable due to a variety of respondent
errors. The high response rate within the very
short time frame can in large part be attributed to
numerous telephone follow-up contacts with each
of the 47 sites involved in the survey. The adminis-
tration of the survey questionnaires occurred
between November 1975 and December 1975.

V1. ANALYSES AND CONCLUSIONS

Four separate areas were analyzed. These were
the opinion survey, the task performance data, the
occupational survey report, and time accounting in
completion of the project. Manhours expended are
given in Appendix B.

Opinion Survey

Four activity groups were ranked by 970 survey
participants as to criticality. Each activity group
was ranked independently; however, paired items
were used so that some general overall rankings
could be inferred. Table 1 indicates the items,
mean rank with the activity, rank frequency of
responses, and location of paired items.

Highest ranking activity was staying current in
the technical specialty, followed by establishing a
positive learning environment and intervening at
the appropriate time in the learning process. The
three least critical activities in individualized in-
struction were conforming with the intent of the
privacy act, enforcing rules of dress and appear-
ance and attending job-related civilian schools at
personal expense. These results should be inter-
preted generally, however, since levels of signifi-
cance of rank order differences were not
computed.

This effort, while of interest, did not provide a
direct contribution in the development of training
requirements. It would be of interest to determine
how the training decisions relate to these opinions
of learning center instructors. Managers of learning
centers will find the opinion survey results of
interest and assistance.

Task Performance Data

The task performance data from the entire
usable sample is contained in Table 2.

The 191 tasks were rated by 1,119 job incum-
bents. The same data file has provided 25 different
analyses, which were used later in the various
phases of the overall curriculum development
project. It must be emphasized that different sub-
groups when analyzed show considerable dif-
ferences in results. These analyzed data provided
the empirical base for determining training
requirements.

Occupational Survey Report

The occupational survey report based upon the
questionnaire data is contained as Appendix C.
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This is a specialized summary of the results of the
functional structure of the entire survey sample.
The data were analyzed, reviewed, and approved
by the Occupational Measurement Center at
Lackland AFB.

The job structure was determined on the basis
of similarity in task performance by incumbents in
the field. The analysis helped identify tasks which
tend to be performed together and also helped

18

define the breadth (or narrowness) of these task
clusters.

Time Accounting

Analysis of the time accounting records indi-
cates that 581 man-hours were involved in the
development and distribution of the occupational
survey instrument. Breakdown of the total figure
isin Appendix B.
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APPENDIX A: JOB INVENTORY-INDIVIDUALIZED TRAINING INSTRUCTOR
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INDIVIDUALIZED TRAINING INSTRUCTOR
AFPT 90-000-230
5 NOVEMBER 1975

OCCUPATIONAL SURVEY BRANCH
USAF OCCUPATIONAL MEASUREMENT CENTER
LACKLAND AFB, TEXAS 78236

20




OPINION SURVEY

Please rank the following activities according to how critical
you think they are to the successful instructor in individualized
courses. Place "1" in front of the activity you consider most
critical in each group, "2" in front of the second most critical
etc., until you have ranked each activity in that group. Then

¥ go to the next group and rank activities, "1" for the most cri-
tical, etc., until you have ranked all activities within each
qroup.

~_Establish positive learning environment.
_____Apply motivation technigues appropriate to self-paced instruction.
_____Establish and maintain rapport with students.

__Evidence fairness, tact, and good judgement.

Exhibit professional attitude to assigned and non-assigned duties.

___Establish professional contacts outside of course environment.
_____Attend professional in-service training.
____Stay current in technical specialty.
_____Attend job-related civilian schools at government expense.

___Attend job-related civilian schools at my own expense.

____Encourage safe behavior beyond that spc fied by course documents.
_____Discriminate between normal and deviant behavior in the classroom.
_____Conform with intent of privacy act.

Enforce rules of dress and appearance.

____Intervene at the appropriate time in the learning process.

____Apply motivation techniques appropriate to self-paced instruction.

~_Stay current in technical specialty.
____Discriminate between normal and deviant classroom behavior.
____Establish and maintain rapport with students. f
____Enforce rules of dress and appearance.

Recognize ineffective study habits.

21
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REMERAL TNSTPUCTIONS AFPT 90-000-230

1. VYour help is needed in the develonment of a trainina pronram for
instructors in courses desianed around the concept of individualized
instruction. 'le request that vou respond to each item in this task
inventory as honestly as you can. The new training proaram will be
developed on the basis of vour responses, so-be as conscientious as
possihle. Your answers will also be used to develon career development
courses for uparade trainine in vour career field and for specfaltv
knowledne tests.

2. To aualify for this survev, vou myst meet the followinn conditions.
Yo MUST: :

a. Pe a qualified instructor.

b. Have held vour dutv AFSC for at least six weeks.

c. Have heen wvorkina in vour present job for at least four weeks.
3. This YSAF Inventory is in two sections:

a. A Backoround Information sectinn where vou nrovide information
about vourself, and :

b. A DUTY-TAS¥ LIST section where vou provide information alnut vour
current iob. S

4. In providina the informatic.. requested, it is equallv important to
follow the procedures nfven throunhout the booklet. PRINT ALL VMITF-IM
INFORMATION. DO NAT WRITF IN CLASSIFICD INFORMATIOMN. DO MNAT WRITE IN
BASE OR APQ MUMBRER,

INSTRIICTIONS_FOR RACKSROUND INFORMATION

Complete each 1tem in the BACKGRNMIND IMFORMATION section, panes i1
throunh 114 Now turn to nane 1§ and RFAIN,

22
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o DATE (Use Numbers ONLY)
BACKGROUND INFORMATION L l L

: .

“TERINT YOUR ANSWERS AND CHECK PROPER BOXES. ASK ABOUT DIRECTIONS IF NOT CLEAR. T . ey
N AWE [Lasi, Firar, Widdle Initiah AUYSVON TECEPONE | AGE CASY

1 PREFIX (Duty Fx0) BIHTHDAY l i
4 (11-29) e y =Ju
S SOCIAL SECU ACCOU UMBER (SSAN)

CAve you: [] military enlisted (32)
(7 military officer (33) - - ‘J
1 [} civilian (34) sl & (35-37) (38, 739) 0437
ianeck the box(es) which identify your employer:
%;] Air Force (44) [] TRADOC (49) [] Bell System (54)
{{] Army (45) [] Navy Education & Trng Commd (50)] United Air Lines (55)
§{} Marines (46) [] Marine Corps Education & [] Other (56)
Development Commd (51)

1 Navy (47) [] public schools (academic) (52)
i 7] ATC (48) [] public schools (voc/tech) (53)
i JO Yyou
i [1 instruct (57) [] supervise instructors (58) [] develop curriculum (59)
. T other )

numper of subordinates for whom you write official evaluations (1] (61, 62)

; iave you completed (as a student) the individualized/self-paced portions of the course
‘ you are now encaged in? [] yes [] no (63)

s your course (check only one box)

1

1§
g LJ

; (7 traditional group lock step (64)[] computer assisted (66)
7 seif-paced (non-computer) (65) [] computer managed (67) [] other (68)

{
1

i Time in present job: Er) (69<70) [ ] (71<72)
Years and Months

! Total time in career field (Add the times for all work in your career field)

' [ ] (Card 2:05-6)[ ] (7-8)
Years and Months

| .

¢ ‘pproximately how much time do you spend reviewing lesson plans or instructional/study
{ materials in preparing for class?

§ [ 7 under 2 hrs perweek(9]] 4 1/2-6 hrs per week (i1) [] 8 1/2-10 hrs per week (13)
j L1 2 1/2-4 hrs per week (10) [] 6 1/2-8 hrs per week (12) [] over 10 hrs per week (14)

FORM
tACKt AND TC 0L 459A (opR- Ocwss) 23 PREVIOUS EDITION IS OBSOLETE
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BACKGROUND INFORMATION (Continued)

Have you completed formal training designed to prepare you for individualized
instruction? [] yes (] no (15)

Was the training

[] resident, pre-service (16) [] resident, in-service (17) [] oJT (18)

Which of the following types of tests do you use?

[] threshold knowledge test (19) [] criterion test (25)

[] pre-assessment test (20) [] progress check (criterion progress check) (26)
[] aptitude test (21) {] criterion recheck (27)

[] student self-check (22) [] end-of-block test (28)

[] teaching step assessment test (23) [] attitude test (29)
[] lesson test (24) [] other (30)

To evaluate student performance, do you use:
[] rating standard (31) [] approved checklist used in the field (33)
[] progress checklist (32) L] other (34)

Do foreign students (residents of foreign countries) regularly attend your courses?

[Jyes []no (35)

Your answers to the next two questions will be used for research only; they will not be
used together with your name nor in any way to connect you with the answers. (Check ONE
box in each column)

I find my job: (36) My job utilizes my talents and training: (37)
[] Extremely dull [] Not at all

[] very dull [] very little

[] Fairly dull [] Fairly well

[] So-so [] Quite well

[] Fairly interesting [] Very well

[] very interesting [] Excellently

[] Extremely interesting [] Perfectly

LACKLAND TC :Eo:';. 459A oPR oCMSS) 24 PREVIOUS EDITION IS OBSOLETE




RFAD THIS PAGF REFAPE ANINA FURTHFR

Have you completed the Backaround Information Section? Make sure
before you continue with this procedure.

PRNOCEDURE A. CHECKING TASKS OF PRESENT J0B

1. As you read each task in the Duty-Task 1ist, pages 1 throunh 12,
place a check beside each task that you perform in your present job.
Read every task in the inventory, even if the headina seems to not
apply to you. Put your checkmark in the column headed "Check-If Done
Now". Some task statements will include actions separated by a

diagonal Tine (/). For these statements, cross out the action that does
not apply.

2. If you instruct in a course that is only partially individualized,
then respond to this survey as if vou were instructina in a wholly
individualized course. In other words, consider only the individualized
portion of the course when you complete this survey.

3. Various examples, usually ATC forms, are used throuahout this survey
only to insure that task statements communicate. You should respond to
each task statement, even where such examples do not apoly.

4. If a task that you perform is not listed anywhere in the entire list,
write it on the blank page at the end of the booklet, but do not add
tasks that are classified.

5. Do not confuse work vou do yourself with work you supervise.

6. Remember, at this time you are to complete only the column headed
“Check-If Done Now" for pages 1 through 12. Do NOT complete the
right-hand column, "Time Spent", at this time.

7. Yhen vou complete paae 12, follow the arrow for your next instruc-
tions. flow turn to paqe 1 and beain your ratinas.

PROCEDURE B. PRATINA TIME SPENT ON TASKS ON PRESENT JO8

1. Have you checked each task that vou perform in your present job?
Make sure, before you continue with this procedure.

2. Now you are to rate the relative amount of time you spend performing
each task in your present job. Relative time spent means the total time
you spend doing the task compared with the time vou spend on each of the
other tasks of your present job.

3. Use a ratinq of "1" if you spend "very much below averane" amount of
time on a task. Use a rating of "2" for "below average" time: and so
on, up to a rating of "7" if you spend "very much above averaqe" amount
of time on the task. :

4. Remember, you are to rate only tasks that vou have already checked
in the first column of panges 1 throuah 12.

25




Y

5. Place your rating, accordina to the 7-point scale, in the riaht-hand
column, headed "Time Spent Current Joh. "

e

6. ‘hen you have completed all vour ratinqs in the riaht-hand column of
paqges 1 throuah 12, you will have completed this USAF Job Inventory, and
! you may turn it ine

7. MNow, turn to paae 1 and BEGIN vour ratings for the rinht-hand colurmn.

;
i
£




v AFSC
Jl?uav!ln 'EA!JP'?'Y’ INDIV. INSTR. PAGE 1 ofr 12 CAGES
. Check tasks you perform now ( V) Check| TIME SPENT
2 Add any tasks you do now which are not'liuted. e
3 In the **Time Spent’’ column, rate checked ( \/) tasks on time s ent in your present job i :::'::::o:.
v P
it LOW AvEmAGE
= gt [ON[Z‘ ABOUY AvEimasGE
L e
A. PERFORMING ADMINISTRATIVE DUTIES i
1. Account for students_"(eg, take a_tut‘e;aa‘nce) 5 IRl s
2. Administer course criﬁ_;]ue i 6
3. Assess (without testing) qualifications of new students 7 1
| by checking reading comp, AQE and IQ scores, etc , .
4. Assess {(without testing) qualifications of new students 8 i
by personal interview === = = S e s e e {
S. Assign students to carrels, labs, etc 9 f H
== I SRR e e e
6. Attend staff meetings 10 i
NN TR
7. Assign work details to students 11 | {
ek . o S T -
8. Complete manhour accounting records (eg, ATC form 602) 12 ; J
! 3
9. Conduct student orientation 13 i i
|
—— e 2ent LS - L e : !
10. Contact maint personnel for other than authorized minor 14 ,
maint on trainers/training equip excluding computers haesancbi T
x k k x k x k k k % '
3 o
11. Coordinate student welfare, discipline, or other actions 15 T
___with squadrons or other agencies Ths o e
12. Design or maintain status boards or charts 16 i
S sy = = 5
13. Distribute/account for training materials/equipment 17 ; !
1—4—.-- Establish classroom rules e o ._ P —_]
15. identify problem readers and make referrals 19 J«r ek
S _--1—6—..- Insure adequate ligh‘t.,"l;éat, and other health/safgy O _'ﬁy_ iy
SECUNSE 7 S N il e . X3 ,,+_-._ NG
17. Maintain audio-visual materials/hardware records 21 (
O ——— - 51 i o v -
18. Maintain/control examination files 22 !
__~1_9“ Maintain/control examinations to include keys and answer 23 _——f Sl
. sheets s s A_‘; - —
20. Maintain discipline 24
TR J BT EEEE R R it 3 g B 5
|
PRI LSTEY S (e ot SN ot e 2 i oo e RN AR -y — -
i
Foam
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AFSC

JOB INVENTORY

(ODUTY - TASK | I8T) IV, INETR. =%t 2 il - R
. Check tasks you parlorm now ( V) Check | TIME SPENT
Current Job
2 Add any tasks you do now which are not linted
\/ 1 vERY mucx B2
3 In the " Time Spent’’ column, rate checked ( ) tasks on time srent in your present job LOw AvEmast
{ F stiow avensed
[ISI AR 1§
It LOW avEnasl
s A o DONE® Asour avesase
e T
A. PERFORMING ADMINISTRATIVE DUTIES (CONTINUED) g o
21. Maintain files of course control documents 25 i
22. Maintain files of course training materials 26
23. Maintain files of materials development and procurement 27
documents B e PO Goea.
24, Maintain files of resource development and procurement 28
- documents % . ) b v —
25. Maintain files of student records and reports 29
26. Maintain files of training evaluation records 30
27. Maintain stock files of resident training materials 31
28. Perform authorized minor maint on trainers/training 32 |
_equip, excluding computers (A-V equip, testers, etc) f - o
29. Prepare instructional system developmcent project reports 33
30. Prepare planned graduation activities a1 T
X k k kK k k k k k *
31. Prepare student status reports 35
32. Prepare training activity repor’ s TR
33. Reassign mal-assigned student. 37 ) -
e : R
34. Record results when students request assistance 38 :
35. Use official publications such as technical orders, 39
__regulations, and manuals At S £
NOTE: If any task you perform under this duty is not listed,

1
;




AFSC
§ o N forv. s, [ ree 3 o 12 oo
! Check tasks you perform now ( V) Check | TIME SPENT
] Current Jo
2 Add any tasks you do now which are not li.ted ——
1 VERY mMuCw 88
J  In the " Time Spent'' column, rate checked ( V] tasks on time sjent in your present job. LOw AvEmaer
v’ 2. 8CL0w Avenacd
. 3 SLIGMY ¥ 8E
1P LOW AvEmAGE
\ B ey
# ABOVE 4. f®alt
B. PREPARING FOR INSTRUCTION e e
ABOVE avEmaLt
1. Arrange for remote training assign'm-e;l‘t;-f’o—; students (eg, 40 B
field trips and tours)
g 2. Arrange training area (classroom, learning center, lab, 41
' ‘___em)_nLth_immg.unnianane_s
Attend instructor training courses off-duty 42
4. Attend instructor training courses on-duty 43 ' SRR
5. Attend job-related courses off-duty s t_w" ST
6. Attend job -related courses on-duE—y— i e 45 E a g s
[
- (P —— -
7. Insure that critique forms, or other similar documents, 46
are available to students i AL il
8. Insure that instructional/study materials are available 47 1 |
for students - ) e = Syt |
9. Insure that instructions for operating classroom equip- 48 !
ment are available to students il o
10. Obtain instructional/study materials such as study guides, 49 '
training equipment and training aids | S A .
k ok ok ok k Kk k k X X , !
- —— —_ — e e ——
11. Perform operational checks on audio-visual courseware 50 R ’
SHREE _f{eg, pulses on cassettes) R o, i ,
12. Perform operational checks on trainers/training equipment 51 {
= other than computers RN e o = O A, ] i
13. Prepare personalized lesson plans 52 j
e R — - ———. . o S —— i + S — e 5 S . — s o O A Ry s Gl Tiiars S e s e ———————— — - - —ﬁ
14, Review lesson plans and instructional/study materials 23 | |
_______ in preparation for class Sl ol il o0 41
15. Study instructor or job-related materials 54 '
2
S—— o B S b IOE [ = - — ‘f ]
NOTE: 1If any task you perform under this duty is not listed T i
write it on the blank page at the end of thg__booklg_t_ S | T R |

Ry L WO ... S O o P U [ D B s BNy e _*:,A PRI Y i |
L"—-—-—-—-————_—_-___ —— e e - = o~ S— ——— - .' - -— } :
— et S N R

Rsscifmnns:
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AFSC
JOB INVENTORY TS T SR T ea—
! Check tasks you perform now ( \/) Check | TIME SPENT
2 Add any tasks you do now which are not listed ol
3} In the " Time Spent’’ column, raote checked ( « tasks on time :pent in y. ur p1rsent job. § j::' :::::n:.
y ] 2 L LOW Av(eacte
S PLIGET v DI
1 w oAvERa
e o g T DONF.[* ::o»-' A.u-.:u
sow [ Lo et
C. TESTING e ¢
LN R ¢ A.(ll,l‘
[T 1. Administer intelligence/aptitude/attitude types of tests 55 Y (RS
2. Administer performance types of tests during or at the 56
end of courses L
3. Administer pre-tests which measure students job knowledge 57 {
prior to instruction 8 1
4. Administer written tests during or at the end of courses 58 !
- !
s e o ¥y Ak » i 2 3 AN we N
5. Conduct critique of test results with students 59 T 4
Py I B et P o RSP Pedd ok
6. Develop scattergrams (or other test analysis devices) 60 |
7. Evaluate performa-r;:é.:ch'ezic_i-r;;t?l;ét_i‘b'ns for clarity, 61 e
technical accuracy, etc, and suggest/make revisions ferat. -
8. Evaluate students by means of intelligence/aptitude/ 62 1 i
b _ _..attitude types of tests By, oF i
9. Evaluate students by means of performance types of tests 63 :
Lo during or at the end of courses g i e N
10. Evaluate students by means of pre-tests which measure job 64 T
L knowledge prior to jostruction ¢ o Sl £
*x k k k kK k k k k X
11. Evaluate students b).':é'ans of written tests during or at 65 7
L________:_hg_gr_ld_of courses . . o3 R S
12. Evaluate written tests and suggest/make revisions 66
SRS ST AR | 2 d
13. Interpret scattergrams (or other test analysis devices) 67 T
14. Post (record) test scores e 68 i i L
15. Record tesults when stwt;dents ;e—a‘éh—lr;termediate check- 69 ——TT“ -4
L . — __points (eg, progress checks and teaching step assessments) |} .
16. Score tests 70
o e . i ———— ———— ——— . S G — SR, SE G — - ———————cil s . -t e —— e ————————
NOTE: If any task you perform under this duty is not listed |+
\_u‘m‘ on_the blank page at the end of the booklet. B, A
|
|
: = s TEve I e i e e o
LR e | TS
|
MR 5 o
{

i




|
AFSC {
N BVENTOR INDIV. INSTR. |wask 5 or 12 rsces] B
)‘ :
1 Check tasks you perform now | V) Check | TIME SPENT | ;
Current Job |3
2 Add any tasks yru do now which are not linted — ]

-

VERY MuCw oE | 4
3 In the ' Time Spent’ column, rate checked ( \/) tasks on time wpent 1u your present job. N Low avERASE

SELOW Av(nas
LN IST AN 1)

14 LOW avinaGE
DONI |8 asour Avimact
8 SLiGmTLy

i
:
|
i
:
NOW | j
:
:

S

ABOVE AveRacH
D. COUNSELING : ::::(:-‘-:n.(
b gl e e e L e — N
1. Counsel students concerning attitude == {
2. Counsel students concerning career development 72 "t—'_
3. Counsel students concerning disciplinary problems 03: 73 |' R :
) l
4. Counsel students concerning elimination 5 {
5. Counsel students concerning learning difficulty i v s SSMECEE SaT
— . et SRRSO - e ——— * S 4
6. Counsel students concerning military affairs 7 !
: 7. Counsel students concerning personal problems W e e !
|
: Sl el e B S e N o S T A s et MRS IO |
: 8. Counsel students concerning test failure 9
Sidw O [ D B ML 2 W R I NN =5 o
9. Counsel students concerning training progress 10 1
10. Counsel students concerning values o 11 g o 158
s e et
i X k Xk Kk k Xk k Kk k % ! |
11. Direct students to agex—x‘ciesms-:ch as lc-gal office, 12 e Dty
chaplain, inspector general, and commander } 2l b o
f 12. Follow~-up after counseling students 13
“13. Make recommendations for actions such as elimination, 14 t - o 4’
A | _discharge, proficiency advancement, ctc - DY e M. S, BERAR ot
l 14. Prepare student counseling reports/records 15
'NOTE: If any task you per'fwdr'lix_;ﬁder this duty is not listed,- _#—7“7-*_‘ ‘—1

write it on the blank page at the cnd of the booklet.

| \ : Kozl . s -

\ |
MW e

: \ i
: NSRRI SR SRR

r_..__ e —— — e S—

FOHM
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JuL 70

JOB INVENTORY AL
(ouTy v!.'.‘n LisT) INDIV. INSTR, | "49¢ 6 or 12 races
. Check tasks you pertorm now | m Chock| TIME SPENT
2 Add any tasks you do now which are not listed. S -
v vEmy wucw o8-
3} Inthe '* Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. Low AvEmAet
{ ,l SELOW AvERas
B. OLIGNTYLY BE-
IF LOW AvEmaet
mNE‘ ABOVUY AvERasr
“YLY
Now . ::'..V! AvEmase
E. CONDUCTING SELF-PACED INSTRUCTION e
ABOVE AvERAst
1. Assign/shift students to tracks or modules based on 16
previous performance, pre-tests and records raview
2. Circulate among students to observe student progress 17
(not recorded)
3. Critique courseware (study guides, audio-visuals, and 18
programmed texts) for clarity, technical accuracy, etc
4. Demonstrate operation of equipment (such as projectors, 19
trainers and computers) to students
5. Determine which units, lessons, elements, etc, students 20
truction
6. Follow instructional flow charts to control student 21
7. Initiate peer instruction 22
8. Instruct students in proper use of responder units 23
9. Intervene in the learning process to informally determine 24
student progress
10. Monitor peer instruction 25
* k k k k k k k k *
11. Participate in documented experimental studies 26
12. Prescribe remedial action 27
13. Recommend students for duty as class leaders 28
14. Recommend students for instructor aides 29
15. Select/approve students for duty as class leaders 30 |
- 4
16. Select/approve students for instructor aides 31 :
17. Show audio-visuals such as films, slides, etc 32
18. Train instructor aides 33
19. Tutor individual students 34
NOTE: If any task you perform under this duty is not listed,
b write ir on the hlank page at the end of the hooklet
\ N——
ATC 9" 1069 32
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AFscC
)«?u'v!“vv?fg?x INDIV. INSTR. | pace 7 of 12 races
1. Check tasks you perform now ( V) Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed
1 YERY muCw ot
3 Iln the ' Time Spent'’ column, rate checked ( \/) tasks on time npent in your present job. LOW AvERASE
« 2. 0LL0w AvERagt
3 SLIGMTLY BE 11
IF LOW AvEmAGE I
DONE|4 Aoour avemace i
Now i ::'O".l';:lﬂlsl
F. CONDUCTING COMPUTER MANAGED OR ASSISTLD (PRESENTED) v i |
INSTRUCTION secve aveasct |
1. Assign remediation to students wﬁéﬂbzbﬁputer is down 35 L
2. Assign students to lessons when computer is down 36 -
3. Call up desired program 37
4. Check student test forms, worksheets and administrative 38
data forms for format prior to machine processing il
5. Complete records of computer use 39
6. Contact maintenance personnel when computer malfunctions 40
7. Determine when to override computer prescriptions 41
8. Input learning progress data (eg, test results and 42 I
_performance checks) to computer o b
9. Input resources availability data to computer 43 i
s G ICINTTIO 2 SR S
10. Input student administrative data to computer 44

— —— —1»-—-4,’——--._———-—74

Ak k kK k ko k ok ok % !

11. Instruct students in operation of comﬁuter ; 45 T
| e
12. Insure that students receive computer assigned alter- 46 e R &
native modules |
— ity A SRS S et J
1 13. Interpret computer printouts/displays 47 ,
e o= s 8 e
14. Match students to media equipment when computer is down 48
§ e i s g P S (IR SRR
15. Override/adjust computer prescriptions 49 ‘
" "16. Perform authorized minor maintenance of computer _ so | | |
—_—— terminals . . _ SRSBEPEORSS: (W UEBEEEES
17. Perform authorized troubleshooting of computer ol i
[ 18. Perform operational checks of computer terminals 52 | | |
[~ 19. Perform update procedures when computer is down 53 -‘} T
: _4,_,4_______4
20. Record test results when computer is down 54
—_— e ——— _1

* X kX k k& %k k k k %

e ek
{
|

e ——

FORM
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AFSC

JOB INVENTORY

i the *’ Time Speat'’ column rate checked ( V) tasks on time v 80! 4n yout jranent jab -

(DUTY TASK LI3T) INDIV, INSTR. | pace 8 or 12 races
] Check tusks you perform now | \/) Check | TIME SPENT
Cutrent Job
2 Add any tasks you do now which are not livted kil

VEAY MuCw 88
LOw A .80age
QELOW svimasl
LINT R 1

1 oW Avr iet
Jpeet-tes S SRSt e Y - o T et e e e e —e T T—— DO (e asour - aasce
now [* LU0
F. CONDUCTING COMPUTER MANAGED OR ASSISTED (PRESENTED) i
INSTRUCTION (CONTINUED) Vgilfadie
%‘— 21. Remedy student errors in terminal o'p'ér‘ation X 55 e
p—— -—— . SESE——
22. Request information from computer 56
23. Shut down and secure terminals 57
e e s gt ‘,L P el
NOTE: 1If any task you perform under this duty is not listed, i
write it on the blank page at the end of the booklet. el S GRS Wity
__________ = A pinare T ) i o onel

N ——— e — ———

ATC
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v
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AFSC
gl i i INDIV. INSTR. | eacc 9  or 12 racesy
! Check tasks you peiform now ( v Check| TIME SPENT
Current Job
2 Add any tasks you do now which are not lLi«ted
T vERY miln 8K
3  In the ** Time Spent’' column, rote checked | \/) tasks on 'ime spent in your present job LOw AvERAel
LOw AvEnad ]
s
Te? LOW AvEImEsE !
SLIGWY ¥
N R i
G. DEVELOPING CURRICULUM e sontss 1}
40T AvEma x‘
1. Conduct and record results of small/large group tryouts 58 BT
for programmed materials e ! ™
2. Conduct course reviews 59 ! ;
<
3. Conduct formal (documented) evaluation of courses of 60 i
instruction e
4. Construct job inventory questionnaires/checklists 61 !
R S al Y 3w
5. Construct rating standards or other devices used to eval- 62 '
uate student performance during progress checks i I
6. Correlate training control documents with field survey 63 ‘ “
data such as occupational survey reports (OSRs) L
7. Design or assist in designing/revising trainers/ 64 i !
simulators 7 &t TE ke T
8. Design, sketch, compOSe or advise on manuscript 65 ] |
illustrations i lonci 1y iovele: o E 4‘
9. Design slides or transparencies 66 ‘ g
£l e, (L TOT0N 5, SN © I
10. Determine media (materials/hardware) support requirements 67 ‘ ;
* k k k x kx kx k kx % (
11. Develop course charts SHRER . 68 5 -—?__M_—‘ i
12. Develop criterion performance evaluation tasks 69 | . | !
- : e R R 235 0 FYED Ve
13. Develop evaluation project plans 70 {
st i i it s i L™ Pt N T S s i R e - LR |
14. Develop guidelines ‘and checklists for resident course 71 ‘ 4{
e ERNROMR . mi il 2rd Loeoi il
15. Develop lists of items to be trained 72 —.1' —t
k- 16 Develop plams of ilescruceiom =~ T T TTTRNITY s Tt ‘
{
" " 17. Develop proficiency levels for training items 5 | |
M Develop/revise programmed text guldance packages 6 & S ﬂf s
{
. Develop standardized Tesson plans e s e e A B L
0. Devel‘c';p“trainin'g plans (detailed description of “proposed N ﬂ- 1
TR course to include resource requirements, purposes, etc) L
k k k Kk k X Kk K Kk X !
1




~

08 INVENTORY i
SEN WA IR INDIV. INSTR. | ®*°® 10  °" 12 *“*ces
A P e map——l
I Chech taaks you perlaorm now ( v’ Chock| TIME SPENY
Current Job
2 Add any taake yuu 40 now which e not iitted
) vERY MuCn B8
)} lnthe ‘' Time Spent’’ culumn, rate checked ( \/) tasks on time r.pent in your present job. LOW AvERaes
“ .ot oW .V(.A04
[ISILAS N T &
IF LOW AvEmAsE
DONE] 4. ABOVY AVRAAGE
Now .::'O.Vl :'('Aﬁl
G. DEVELOPING CURRICULUM (CONTINUED) e gy
ABOVE AVERAGE
21. Establish instructional sequence, methods, media (for 9
_courses or modules)
22. Establish/recommend course entry prerequisites 10
23. Evaluate tryout results during development of 11
instructional materials .
24. Insure currency of periodic inspections of audio- 12
visual equipment/materials . ,
25. Interview subject matter specialists 13
26. Make/suggest changes to course design 14
27. Observe task performances during development of training 15
materials
28. Perform photography for curriculum developers 16
29. Prepare course announcements for publication (eg, AFM 50-5 17
and Community College of the AF Handbook)
30. Prepare Instructional System Development (ISD) project 18
plans
kX k k k k k k k k %
31. Prepare/revise audio-visual scripts 19
32. Write learning objectives 20 g
33. Write/revise programmed instructional texts 21 -8
34. Write test questions/instructions 22

NOTE:

If any task you perform under this duty is not listed,

.—.-write it on the blank page at the end of the booklet,

FORM

ATC
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‘ AFSC
1 JOB INVENTORY INDIV. INSTR. | eace 11  or 12 +ace:
1. Check tasks you perform now ( \/) . Check | TIME SPENY
2 Add any tasks you do now which are not listed. Shans Lok
1 YERY mucCw st
3 In the " Time Spent’’ tolumn, rate checked | \/) tasks on time spent in your present job. LOW AvERASE
POy w AvimagH
i Bl e
1F LOW AvERAGE
‘ LONE. ABOUTY AviEImAGK
NOW o ::L“V.'Y‘A'-'.l‘(-fj
H. SUPERVISORY ( iy -
LR °RA A:(ll.l;
1. Arrange for documented experimentaf?iﬁdies 23 o m%
2. Assign personnel to duty positions Ty 24 w;
3. Certify personnel for instructor duty 25 1 _’
2 o BN
4. Complete instructor proficiency record (eg, AF form 623, 26 | |
b ATC form 336 and ATC form 10) T Sy 1.
* 5. Conduct formal on-the-job training (0JT) 27 f i
| ' |
6. Conduct orientations/tours for visitors i ey N, ‘
7. Conduct/schedule instructor in~service training sessions 29 L
8. Draft organization and functional charts ;A RS iR '
9. Draft replies to student critiques 31 -M—;' i l
10. Evaluate grading practices B e ] i R R R 1,
X X Kk K k k Kk Kk * ! :
11. Initiate recommendations for changes in AF specialty 33 G AT 1&
descriptions - s e 8 TSR
12. Orient instructors to role ) 34 f !
§E ST O
13. Perform instructor evaluation (ATC form 281) 35 i {4
S : - o et .
14. Recommend/approve budget 36 | { '
- e e SR o P R
15. Recommend instructors for recognition 37 , {

B T S ——— oo et ok e i i R A e R sals s 5 b o s i S it it - l
5 16. Review/approve curriculum materials during development 38 | ;
BSR4 T 1% 1o 1 R S VR SN SSRSCENPIPNEEIN W ANEA NOSREICINP

17. Review/approve/disapprove recommendations for student 39 i :
recycle/disenrollment/proficiency advancement 5 g D NN
18. Select, as instructors, recent course graduates 40 |
19. Select persons other than recent course graduates for D Ee Gl RS
instructor duty ) e L -
NOTE: 1If any task you perform under this duty is not listed,  ;
write it on the blank page at the ¢nd of the booklet. -
& i e
— —— D TN SESNSNSSUGRIWSETINEY. IR SPRSE RS
1
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v arsc ‘
o Aol crbgeds INDIV. INSTR. | »sse 12 or 12 csces
I. Check tasks you perfotm now (\/) Cb;cki TIME SPENT

Current Job

2 Add any tosks you do now which are not listed

3. Inthe " Time Spent’ column, rate checked (\/) tasks on time apent in your prasent job.

I. TEACHING GROUP OR TEAM ACTIVITIEs IN AN INDIVIDUALIZED
INSTRUCTIONAL ENVIRONMENT

IF
DONE
NOW

- ®

vERY mylu ot
LOW AvESAgE.
stLow avinaee
[INITANS N 1§
AOw Avinaes
ABOVYY svinagg
LI TANN ]
ADDVYE avimage
ADOVE BvEsace
VERY Myulwm
APOVE AvEaasgr

1. Conduct demonstration lesson called for by lesson plan in 42
an individualized instructional environment

2. Conduct demonstration lesson not called for by lesson plan 43
jn an individualized instructional environment

3 3. Conduct discussion called for by lesson plan in an 44
individualized instructional environment
4. Conduct discussion not called for by lesson plan in an 45 o
individualized instructional environment
5. Conduct gaming exercise (eg, role playing) called for by 46
lesson plan in an_individualized instructional environment
6. Conduct gaming exercise not called for by lesson plan In 47
____an individualized instructional environment .
7. Conduct lecture called for by lesson plan in an indivi- 48
dualized instructional environment
8. Conduct lecture not called for by lesson “plan in an 49
individualized instructional environment A
9. Conduct performance lesson called for by lesson plan im 50
an individualized instructional environment i
10. Conduct performance lesson not called for by lesson plan 51
in an individualized instructional environment
Xk ok k k k k k k %
11. Conduct remedial training for a group or groups of stu- 52
| ______dents_in an individualized instructional environment =5 |
12. Conduct remedial training for students on a onc-to-one 53
| ____basis in an individualized instructional environment
13. Conduct seminar/symposium called for by lesson plan in an 54 NiaT:
| dodjvidualized instructional environment o -
14. Conduct seminar/symposium not called for by lesson plan 55
_in_an individualized instructional environment o
15. Conduct team performance lesson called for by lesson plan 56
L in an individualized instructional environment

16. Conduct team performance lesson not called for by lesson 05:57
i plan in_an individualized instructional environment

NOTE: If any task you perform under this duty is not listed,

r a a > oklet.

“%) RETURN TO PAGE iv AND FOLLOW PROCEDURE B.

ATC O™ 1069 38
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JOB INVENTORY aFSC

(DUTY - Tasxk LIST) PAGE o¥ CAGES

. Check tasks you perform now { V) Chech| TIME SPENY
2 Add any tasks you do now which are not listed. Cuchant 26
3 In the ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. . :::':::::Q:.
' V R
L] IF LOW AvEmAgE
mNEA ABOUT AvimAst
HOW : ::;::':T'.‘c’ g
€. ABOVE AVERALL E
WHEN YOU HAVE COMPLETED ALL RATINGS IN ™TIME SPENT
CURRENT JOB" COLUMN, PAGES 1-12, YOU WILL HAVE E
INVENTORY, AND YOU MAY TURN B
THIS BOOKLET IN TO YOUR OCCUPATIOI"{AL SURVEY CONTROL { i
OFFICER. !
4
COMMENTS ot
USE THIS PAGE FOR ADDING INFORMATION - DO NOT ADD CLASSIFIED INFORMATION _'?
|
———
‘5 o ‘;
1 {( :
i 54 J
| i
: i
———— e — ,.4!
‘ il
% i
—
§ E
Sl ]
4
= mroer A8
i
i S T 4
-
ATC 'O 1069 39
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AR sa Rt L

!r R NDIV. INSTR. |
I  Chsck tasks you petform now ( V) Chock | TIME SPENT
2 Add any taske you do now which are not listed. e
. In the ** Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. v :::'-::::.:.
3 « 2. 8L oW lvl.AlJ
M S
i
Now ABOVE AvERaGe
6. ABQYE AVEIRALL
USE THIS PAGE FOR ADDING INFORMATION - DO NOT ADD CLASSIFIED INFORMATIO
|
R 1
! ®: 0 5 s ]
. ="
l
S T EESSS—
—19




PRIVACY ACT STATEMENT FOR USAF JOB INVENTORY, AFPT 90-000-230

1. AUTHORITY puthority for collecting the information in this Jcb inventory is contineﬂ

in Executive Order 9397, 22 Nov 1943; Section 301, Title 5, US Code; and AFM 35-2.

2 PRINCIPAL PURPOSE(S)  Name and Social Security Account Number are required to verify that
the individual completing the job inventory is the same individual listed in the UAR
file and to allow analysts to contact an individual to obtain further information about
the duties and tasks performed by career ladder incumbents.

3. ROUTINE USES Tnformation provided by individual respordents will not be disclosed and
will be treated confidentially. Individual identity will not be revealed. Job inform-
ation from groups of respondents, who will not be identified by name or Social Security
Account Number, will be used for the following purposes:

1. Evaluation of career field structure

2. Preparation of specialty training standards and training programs
3. Weighted Airman Promotion System test outlines

L, Personnel research

5. Other personnel management systems applications

4. WHETHER OISCLOSURE IS MANOCATORY OR VOLUNTARY AND EFFECT ON INOIVIOUAL OF NOT PROVIDING INFORMATION
Completion of the inventory by job incumbents is mandatory. Failure to provide inform-
ation would detract frem the Air Force's ability to evaluate career field structures;
prepare specialty standards and training programs; prepare Weighted Airman Promotion
System test outlines; perform personnel research; and perform other personnel manage-
ment systems applications.

"USRF ISR Ve ntory
15 Nov 1975 PRIVACY ACT STATEMENT

S
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J{ APPENDIX B: MAN-HOURS EXPENDED ;
s

, 263 man-hours developing initial task list

3 (This includes literature search but not site visits.)

87 man-hours in first trial validation

b 54 man-hours in first revision

§ 106 man-hours for final draft development

y 20 man-hours for collation

E: 51 man-hours for distribution to potential respondents.
by This level of effort appears minimal in the light that the procedure results in empirical data upon
5 which to determine training requirements.

42
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APPENDIX C: SURVEY SAMPLE RESULTS
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0CCUPATIONAL SURVEY REPORT

INDIVIDUALIZED INSTRUCTOR:

AFPT 90-000-230
25 JUNE 1976

OCCUPATIONAL SURVEY BRANCH
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| LACKLAND AFB TEXAS 78236 ’
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RESULTS

The structure diagram (Figure 1) illustrates that the Individualized _
Instructor sample is divided into 11 areas. Some overlap in task performance
exists between these groups but, in general, the differences were sufficient
to warrant separate job types. In some cases, the differences between groups
were not related to tasks performed per se but rather the amount of time
individuals spent performing tasks.

The following descriptions provide task performance and background
characteristics of each job grouping. A more detailed analysis of the job
groups 1s described in the Job Grp and the PRTVR printouts.

A. Group/Team Instructor (Ggp 069, N=24, 2%)
1. Employer: Primarily AF but not assigned to ATC.

2. Supervision: Twelve percent of the group members indicated
they supervised an average of 1.7 subordinates.

3. Type course: Other (group or team).
4. Job Interest (average) = 6.2.
5. Utilization of Talents and Training (average) = 5.0.

The members of this group spent 45 percent of the job time per-
forming administrative duties and teaching group or team activities. The
most time-consuming tasks included conducting performance lessons and
discussions, tutoring individual students, and maintaining files of student
records or reports. Three other considerations seem noteworthy: (1) Signi-
ficantly less job time was devoted to team or group instruction by members
of the other groups and hence this group's uniqueness; (2) incumbents in this
group indicated the highest level of job interest when compared to all other -
groups. This may be due in part to the fact that certain elements of this
job are similar to the group lock step method of instruction; (3) perceived
utilization of talents and training was also highest for this group. This
finding further reinforces the explanation in (2) above, i.e., the majority
of all instructors in this survey received training in the group lock step
method of instruction, but not in self-paced instruction. Of all groups
identified, Grp 069 was probably the most similar to the traditional
instructional method so that incumbents in this group were better prepared
for their roles as instructors.

B. Classroom Instructor I (Grp 118, N=16, 1%)
1. Employer: Primarily AF ATC.

& Superviéion: None.
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3. Type course: Self-paced (non-computer).
4, Job interest (average) = 5.1.
5. Utilization of Talents and Training (average) = 3.9.

The incumbents in this group spent 46 percent of their job time
preparing for and conducting self-paced instruction. An additional 38 percent
of their job time was devoted to performing administrative duties and testing.
The most time-consuming tasks performed by the group members included cir-
culating among students to observe student progress, intervening in the
learning process to determine progress or to record results, tutoring students,
and maintaining discipline. The job performed by incumbents in this group is
very narrow in breadth as 19 tasks comprise 50 percent of their job time. Only
one individual directly supervised other personnel.

C. Computer Managed Instructor (Grp 204, N=82, 7%)~
1. Employer: 50% AF, 50% Navy.

2. Supervision: Thirty-one percent of the incumbents indicated
supervising an average of 14 subordinates.

3. Type course: Computer ménaged.
4. Job interest (average) = 5.1
5. Utilization of Talents and Training (average) =

Thirty-seven percent of the members' job time in this group was

devoted to performing administrative duties and conducting computer managed
or assisted (presented) instruction. An additional 42 percent of their job
time was spent testing, counseling, and performing other self-paced instructor
duties. The most time-consuming tasks included circulating among students to
observe progress, tutoring, maintaining discipline, interpreting computer
printouts and displays, and counseling students. Although the members of

this group broke out separately as a group, their job was not significantly
gifferen: than that performed by personnel performing non-computer managed

nstruction.

0. CUrriculum Developer/lnstructor I (Grp 255, N=91, 8%)
1. Employer- AF ATC.

2. Supervision: Thirty-three percent indicated supervising an
average of 6.9 subordinates.

3. Type course: Self-paced (non computer).
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4. Job interest (average) = 4.9,
5. Utilization of Talents and Training (average) = 4.4.

Members of this group spent 21 percent of their job time performing
administrative duties and an additional 19 percent developing curriculum.
Twenty-six percent of their job time was devoted to preparing for and con-
ducting self-paced instruction. The most important tasks for these incumbents
was observing students in the classroom, maintaining discipline, insuring that
instructional/study materials are available for students, reviewing lessons
and other study materials, and critiquing courseware. This particular job
type was considerably broader in scope than most of the other jobs discussed
here as 50 tasks accounted for 50 percent of their job time.

E. Instructor/Counselor (Grp 245, N=413, 37%)
1. Employer: AF ATC.

2. Supervision: Ten percent directly supervised an average
of 7.3 subordinates each.

3. Course: Self-paced (non-computer).

4., Job satisfaction (average = 5.2.

5. Utilization of Talents and Training (average) = 4.4.
: The largest of all job types discussed, members of this group spent
42 percent of their job time performing administrative duties and counseling.
An additional 31 percent was spent preparing for and conducting self-paced
instruction. The most time-consuming tasks included circulating among students
to observe student progress, tutoring and counseling students, maintaining
discipline, and insuring the availability of instructional or study materials.

In general, this group would most likely characterize the "typical® job of the
self-paced instructor.

F. Classroom Instructor II (Grp 156, N=62, 6%)
1. Employer: AF ATC.
2. Supervision: None.

3. Course: §ixty-three percent self-paced (non-computer),
33 percent computer managed.

4. Job interest (average) = 5.2.
5. Utilization of Talents and Training (average) = 4.0.
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Forty-seven percent of the members' job time in this group was
devoted to performing administrative duties and preparing for instruction.
An additional 33 percent was spent conducting self-paced instruction and
testing. Important tasks performed by these incumbents were circulating
among students to observe progress, arranging classrooms and insuring study
materials are available, maintaining discipline and taking attendance.
Members of this group perform a job that is similar to that performed by
the members in Grp 118 (Instructor 1). The major difference between the
two groups was not due to the types of tasks performed but rather the amount
of time members spent performing tasks. Members from Grp 118 spent considerably
more time in the classroom while members from Grp 156 spent more time preparing
for instruction. A1l background variables between the groups were similar.

G. Curriculum Developer/Instructor II (Grp 120, N=31, 3%)
1. Employer: Primarily AF; 50% assigned to ATC.

2. Supervisfon: Twenty-two percent supervised an average of
2.7 subordinates.

3. Course: Self-paced (non-computer).
4. Job interest (average) = 5.5. )
5. Utilization of Talents and Training (average) = 4.4,

Incumbents in this group spend 38 percent of their job time
performing administrative duties and developing curriculum. An additional
43 percent was spent preparing for and conducting self-paced instruction
and testing. Important tasks were using official publications, studying
instructor or job related materials, circulating among students, and
evaluating tests and students. The members of this group have a job that
is similar to that performed by the incumbents in Grp 255. However, fewer
members in this group perform instructor tasks in a self-paced environment.
There were also several curriculum tasks performed by 30 percent fewer
members in Grp 120 compared to Grp 255 including developing or writing
programmed instructional texts, determirfy media support requirements, and
conducting group tryouts for programmed materials. In addition, this job
was not as broad as that performed by the members in Grp 255.

H. Counselor/Instructor (Grp 109, N=€2, 6%)
1. Employer: AF ATC (55%), Navy (32)%.

2. Supervision: Eleven percent indicated they supervise an
average of 4.3 subordinates each.

3. Type course: Self-paced (66%), computer assisted (34%).
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4. Job interest (average) = 4.9.
5. Utilization of Talents and Training (average) = 3.8.

Members in this group spent 48 percent of their job time performing
administrative functions and counseling. An additional 38 percent of this job
time was spent preparing for and conducting both non-computer and computer
assisted instruction. The most time-consuming tasks performed included cir-
culating among students to observe student progress, counseling students
concerning training progress, learning difficulty, and test failure, and
maintaining discipline. This job type is similar to Grp 245 except that
members in that job spend less time performing counseling duties and more
time in the classroom and testing. Members of this job type also perform
fewer tasks than incumbents in Grp 245.

I. Supervisor (Grp 152, N=43, 4%)
1. Employer: AF ATC.

2. Supervision: Seventy-nine percent indicate they supervise an
average of 12 subordinates each.

3. Type course: Primarily self-paced- (non-computer).

4, Job interest (average) = 5.9.
5. Utilization of Talents and Training (average) = 4.7.

Incumbents in this group spent 71 percent of their total job time
counseling, supervising, and performing administrative duties. Less than
ten percent of their job time was devoted to conducting self-paced instruction.
The most time-consuming tasks were maintaining discipline and counseling
students concerning training progress, test failure, learning difficulty and
attitude. Members of this group reported more direct supervisory functions
than members of the other job types although the job was considerably narrower
than several of the other job types.

J. Student Counselor (Grp 211, N=12, 1%)
1. Employer: Navy (33%), AF (59%), Army (8%).

2. Supervision: Fifty-eight percent indicated supervising an
average of 7.7 subordinates.

3. Type course: Self-paced (non-computer) and computer assisted/
managed. s
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