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SUMMARY

Problem
Planning a t raining 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
perstrnal opinion. Determination of the content and nature of train ing should always be based upon
accu rate 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

individ ualized training environment , which includes computer-managed instruction (CMI) and
com puter-assisted (presented) instruction (CAl). Determination of formal and on-the-job training
requirements then could be based upon empirical data provided by job incumbents. The fin al results will be
the development and validation of a formal t raining 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 performan ce

requirements of instructors in the individualized training environm ent. 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 Individualized
Training lnstruaor , 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 train ing, 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 ‘rained at Lowry AFB, Colorado, will be assigned duty in
an individually paced learning center. The n~ajority of these new instructors who will work in a
nontrad itional environmen t 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 Instru ctional System (which will also include computer-managed instruction) n
the individually paced learning center.

Needless to say, this training must be job relevant—develop ed to meet the job require ments. Job
relevant t raining 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 determ ined training requirements.

- - . - - - -- . ..~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~
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FRONT-END ANALYSIS OF THE INSTRUCTOR ’S
JOB IN SELF-PACED INSTRUCTION

ii
I. BACKGROUND AND INTRODUCI1ON student paced learning environment. The docu-

No single source provided an adequate b~~ 
mentation or content of this analysis could not be

for located.
the determination of the job performance require- u.s. Army Infantry School (Fort Beaning,
ments of an individualized training instructor. GA) . The basic instructor course at Fort Beaning
Since numerous agencies provide nontraditional was visited since it was know n to be self-paced.
instruction, including individualized instruction, it The basic officer and NCO courses were oriented
was anticipated that an adequate listing of instruc- to training the platform instru ctor. A training
tor job performance requirements would be avail- analysis of the platform instructor (by contract)
able. However, in spite of several site visits, many resulted in the development of three instructor
telephone inquiries, and an extensive review of the t raining tracks (Officer , Senior NCO , and Course
literature such a listing could not be located. h i  Manager). The course was modular and student
fact , there seemed to be a universal vaccuum, with paced. Several trainer appraisal kits involved plat-
all contacted agencies anxious for a list of job form instruction with peer validation critique and
performance requirements. expert critique (including representation from

course to which the instructor was assigned). A
technical report by INSGRO UP , Incorporated

II. PROCEDURES gives recommended approaches, training objec-
tives, strategies and evaluation procedures. This

Site Visits program, however , did train personnel for nontra-
One or more of the team members visited the ditional instruction al th ough it used an individual

following sites, making special inquiries reqarding paced, modular approach.
t raining and job requirements in the individualized USAFSAAS, Keesler AFB, MS. Two programs
learning environment, were visited at Keesler AFB, the Oil program in

Naval Training Center (NTC) San Diego, CA. the Basic Electron ics Course and a pie-service
The Basic Electricity and Electronics (BE&E) program provided by the Instructor Training
Course at San Diego was visited since this course Branch. The OJT program involved the immediate
was know n to be self-paced (with plans for corn- assignment of each new instructor (who had com-
puter management soon to be implemented). An pleted preservice training) to one of three instruc-
on-the-job (Oil) training program (following the tor learning centers (depending upon which
Navy Basic Instructor Course) was being con- segment of the Basic Electronics Course he would
ducted by the BE&E Course to prepare individu. teach). Under a senior instructor the new instruc-
alized training instructors (called Learning tor was provided job related training and also went
Supervisors in the Navy) for their specific respon- through the modular basic electronics mat erials as
sibiities and to insure their subject matter pro- a student. The job related training appeared to
ficiency . The instructor training function at NTC have been developed in response to needs per-
San Diego now offers a learning supervisor course ceived by the course supervisors. The deliberate
for instructors assigned to an individual-paced intent was to provide a job perform ance model ,
learning environment. Modules are being devel- assuming the new instructor would teach as he was
oped in text, programmed text , and prenarrated taught. Instructor Training Branch had developed
slide alternatives. Titles of the available modules an in -service course of 36 hours entitled The
are: Philosophy of an Individualized Learning Instructor’s Role in Self-Faced Instruction. Copies
System, Individual Differences, Laws/Ways of of the course, course documentation and front-end
Learning,  Hum an Values, Functions of the analysis for this program were provided. However ,
Learning Supervisor, Administrative Aids and no empirical dat a to support the analysis were
Diagnostic Devices, Media Selection, Interpe rsonal available.
Communication , Attitudes Toward Learning, Other sites were visited (Sheppard AFB, Texas,
Modes of Adjustment , Counseling Practices, Mountain Bell Telephone, Normandy Elementary
Learning Pr oblems , and Computer-Managed School) but , while the programs were of great
Instruction. It was reported that these modules interest , no trainin g of the learning center iristruc-
were based upon a training analysis which included tors was observed.
a survey of Navy instructors in working in 
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Other Resources ditional instruction. As a result of this review
process some t asks were added to the inventory,

Only two of the numerous peripherally related some tasks were reworded (for clarity), and a fewdocuments surveyed were found useful. The first were deleted.was a modification of a study by M. Odom and E.
Roberts (of New England Bell and Bell Canada) The second draft of the task inventory incor-
entitled “Profile of a Successful Administrator.” porated the recommendations of the first review.
The task roles portion of the modification pro- The revised draft was presented to approximately
vided a significant contribution to the initial task/ 25 Lowry instructors who were associated with
duty list for this study. The second helpful docu. self.paced technical training courses at Lowiy
ment was the USAF occupational survey report AFB. This second stage review by job practioners
for the technical training instructor. The OSR was asked two questions in association with the task
used to insure the new survey being developed was list. First , the instructor was asked if the task in-
structurally compatible with previous and future ventory, as presented, would com municate well
Air Force occupation al surveys, enough so that appropriate responses could be

made to the items. Then the instructor was asked
what tasks, performed in the learning center , did

IlL APPROACH not appear in the inventory. l’his interaction re-
sulted in the addition of a few tasks and rephrasing

No validated task list was available which of others to improve the communicability of the
specified the instructor’s roles in self-paced instrument.
instruction. While some instru ctor training was A third version, incorporating the revisionsdeveloped by other agencies (as reported in the from the previous version, was presented toprevious section) none was based upon job per- another group of 12 instructors. The same reviewformance data. Therefore, previous related work
was determined as inadequate for establishing process was repeated. Since virtually no changes

were then recommended , this version of thet raining requirements for the learning center inventory tentatively became final (Appendix A).instructor. The initial need was to acquire some
empirical data relating to the learning center A coordination visit was made to the USAF
instructor’s job. The occupational survey was Occupational Measuremen t Center at Lacldand
selected as the preferred method for gathering data AFB, Texas. The purpose was to insure that data
upon which to base the determination of training collected through this occupational survey ques-
requirements. tionnaire would be compatible with available data

analysis capabilities. Two days were spent workingA general outline composed of appropriate in the Occupational Survey Branch (OMY) in
groupings was established, based largely upon an order to expedite the process of refining the ques-earlier occupational survey of the traditional tionnaire in such manner as to make most usefultechnical instructor tasks and duties. The cate- the analyses and printouts of the data resultinggories used in this outline were : out-of-class from the questionnaire. OMY personnel supplied
administration, preparing for instruction, in-class guidance and actively assisted in further refine-
adm inistration, testing, counseling, self-paced ment of the task inventory. A background infor-instruction, computer-managed/assisted instrution, mation section was developed jointly to allow forcurriculum development, supervisory, and related efficient coding of the respondents. The back-
tasks. Specific tasks selected were suggested largely ground information included identifiers regardedby the Odom and Roberts task list . Many of the as pertinent to developing training requirementsselected tasks could be included in more than one and to the retrieval of dat a by predetermined
category ; however, each task was listed only once. groupings. An example of selecting appropriateWhen no additional tasks could be identifie d, the identifiers was asking for the length of time servedinitial task list was compiled. as a learning center instructor. These identifiers

The initial task list was reviewed by the were designed to enable acquisition of compute r
principal investigator and other Air Force Human printouts based on instructors with 1 to 12
Resources Laboratory (AFHRL) personnel , by the months on the job. Since training requirements
Lowry Instructor Training Branch, and by repre - were to be based upon job entry tasks, this specific
sentatives of McDonnell-Douglas working on a ident i f ier  would be particularly important.
large computer-managed instructional develop- Further , since in-service training would logically
ment program at Lowry AFB. All were instructors supply training for tasks not perfonned during the
or curriculum developers experienced in nontra- first year , these tasks could also be readily
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identified. Minor revisions in the task list were per- tion in the survey included being a qualified in-
formed with the advice of OMY personnel. These st ructor , holding the present duty AFSC for at
revisions were intended to increase clarity and least six weeks and spending at least four weeks on
interpretability of the results and insure that task the job . The statement of required qualifications
statements were stated in a “language” acceptable was misunderstood by some agencies and blank
to the Occupational Measurement Center. forms were returned since they did not meet these

Since the coding was to utilize keypunched qualifications when interpreted in a rigid sense.
cards, prope r cues were also provided in the instru- Background Informationment. Following editing and review of all inputs
(background information, duty/task list, keypunch The background information section asked for
designators, instructions to respondents), 2,200 information concerning the individual , the em-
copies were printed at Lowry AFB. An opinion ployer , gross job description , experience level ,
survey was added to the inside front cover, while a level of class preparation , job t raining, types of
privacy act statement was added to the inside back testing used in courses , and foreign student partici-
cover. This physical arrangement permitted the pation. In addition , job interest and skill utiiza-
removal of these portions, after the questionnaire tion were rated. These items were coordinated
was administered and returned from the field , but with OMY to ensure appropriateness of con tent ,
prior to forwarding the rest of the questionnaire to wording, and format . Lackland IC Form 459A
the Occupational Measurement Center for pro- (February 1974) was used for presentation of
cessing. A separate analysis of the opinion survey these items.
was conducted at Lowry AFB.

Specific Instructions

The standard occupational mearurement inven-
W. DESCRIPTION OF QUESTIONNAiRE tory instructions were adapted to this specific

inventory.The occupational survey, when completed for
distribution, consisted of six parts. These six parts Job Inventorywere an opinion survey (21 items), general instruc-
tions, background information (2 pages), specific The job inventory was composed of 191 tasks
instructions, job inventory (12 pages) and a distributed among nine categories (labeled as
privacy act statement. The complete questionnaire duties). While items could logically be presented in
appears as Appendix ~ more than one category , each item was presented

only once. The nine categories with the number ofOpinion Survey tasks associated with each are as follows:
The first part of the quest ionnaire consisted of l~ Performing bidministrative Duties—35 tasksa 21-item opinion survey. This was placed on the

inside of the front cover so that these items could 2. Preparing for instruction—I 5 tasks
be easily removed and separately analyzed . The 

~ Testing—l6 tasks
opinion survey was intended to deal with job in-
cu m bents’ attitude s toward various activities 4. Counseing— 14 tasks
which were assumed to have reasonably high affec- 5. Conducting Self-Paced Instruction— 19 tasks
tive loading. For example , such activities as “apply
motivation” and “intervene in learning” cannot be 6. Conducting Computer Managed or Assistel
adequately dealt with in a time-spent analysis. (Presented) lnstruc tion—23 tasks
Thus those activit ies identified during the develop- 7. Developing Curriculum—34 tasks
ment of the task list as having potentially heavy
affective loading were placed in the opinion survey 8. Supervisory—l9 tasks
develope i by AFHRL/ TT. No source list was avail- 9. Teaching Group or Team \~ dvities in an
able. Some specific activities were included in Individual ized Instructional Environment — 16
more than one subgroup to enable overall rank tasks
order comparisons. The opinion survey is of These tasks were coordinated with OMY to insurefurther interest in that it provides a feel for job optimal wording and format. ATC Form 1069 wasincumbents’ criticality ratin~s for various job used to present the job inventory . The respondentsactivit ies. were requested to indicate whether or not they
General lastructions performed each task. Each task , if performed , was

then rated on a seven-point scale of relative time
The general instructions were developed by spent in performing that task.

AFHRL/TT. Minimal qualifications for participa-

7
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Privacy Act Statement VI. ANALYSES AND CONCLUSIONS

A privacy act statement was prepare d since Fou r separate areas were analyzed. These werename and social security number were requested the opinion survey , the task performance data , theof the participants in the survey. This information occupational survey report , and time accounting in
was vital , however, because it enabled identifica- completion of the project. Manhours expended aretion of individuals , when necessary, to complete given in Appendix B.some information omitted by oversight , and to
co r rec t  a ppare n t errors through dir ect Opinion Surveycoordination with the individual respondents.

Four activity groups were ranked by 970 survey
participants as to criticality. Each activity group

V. ADMINISTRATION OF QUESTIONNAIRE was ranked independently ; however , paired items
were used so that some general overall rankings

Agencies offering nontradit ional instruction could be inferred. Table 1 indicates the items,
were identified. Thirty-three different agencies (47 mean rank with the activity , rank frequency of
sites) were contacted who agreed to participate in responses, and location of paired items.
the conduct of the survey for the individualized Highest ranking activity was staying current in
training instructor. These agencies included the Air the technical specialty, followed by establishing a
Force , Army , Navy , Marines and both academic posit ive learning environment and intervening at
and vocational/ technical schools. A short lead time the appro priate time in the learning process. The
(a little over three weeks) requirement led to the three least critical activities in individualized in-adoption of the personal contact basis for distribu- struction were conforming with the intent of the
tion. AFHRL personnel personally contacted, privacy act , enforcing rules of dress and appear- —

within each cooperating organization , an individ- ance and attending job-related civilian schools atual who agreed to become the contact person. personal expense. These results should be inter-
This contact person accepted the responsibility for preted generally, however , since levels of signifi-administering and collecting the questionnaire ca nce of rank orde r differences were not
data . The contact person also gave an estimate of computed.
the appropriate number of questionnaires that
could be completed by his organization. Initially , l’his effort , while of interest , did not provide a
two to three hundred responses to the question- direct contribution in the development of training
naire had been anticipated. Estimates from the requirements. It would be of interest to determine
personal contacts, however, exceeded 2,000. As a how the training decisions relate to these opinions
result 2,200 copies were printed, and 2,065 were of learning center instructors. Managers of learn ing
distributed. A total of 1,119 usable, completed centers will find the opinion survey results of
questionnaires were obtained, reviewed and sent to interest and assistance.
the Occupational Survey Branch for analysis.
Follow-up with cooperating organizat ions deter- Task Performance Data
mined that many copies were retained by various The task performance data from the entire
agencies for reference use since no other current usable sample is contained in Table 2.
task list was available. Some of the instruments
failed to arrive at the destination (or arrived too The 191 tasks were rated by 1,119 job incum-
late to meet the short time frame). Other agencies bents. The same data file has provided 25 different
overestimated the number of respondents available analyses , which were used later in the various
to them. Forty -three completed questionnaires phases of the overall curriculum development
were unusable due to a variety of respondent project. It must be emphasized that different sub-
errors. The high response rate within the very groups when analyzed show considerable dif-
short time frame can in large part be at tributed to ferences in results. These analyzed data provided
numerous telephone follow-up contacts with each t he empirical base for determ ining training
of the 47 sites involved in the survey . The adminis- requirements.
tratio n of the survey questionnaires occurre d
between November 1975 and December 1975. Occupational Survey Repor t

The occupational survey report based upon the
questionnaire data is contained as Appendix C.
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p This Is a specialized summary of the results of the define the breadth (or narrowness) of these task
- ,~ functional structure of the entire survey sample. clusters.

The data were analyzed, reviewed, and approved
by the Occupational Measurement Center at Time Accounting
Lackland AFB. Analysis of the time accounting records m di’

The job structure was determined on the basis cates that 581 man-hours were involved in the
of similarity in task performance by incumbents in development and distribution of the occupational
the field. The analysis helped identify tasks which survey instrument. Breakdown of the total figure
tend to be performed together and also helped is in Appendix B.

18 
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4.

APPENDIX A: JOB INV ENTORY-INDIVIDUALIZED TRAINING INSTRUCTOR

liL 
19 
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UNITED STATES AIR FORCE
JOB INVENTORY

INDIVIDUALIZED TRAINING INSTRUCTOR
AFPT 90-000-230

15 NOVEMBER 1975

OCCUPATION AL SU RVEY B RANCH
USAF OCCUPATIONAL MEASUREMENT CENTER

LACKLAND AFB , TEXA S 78236
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__________________________

O P I N I O N  SURVE Y

P1t~tse rank the following ac tiv iti t ’s according to how critical
you think they are to the successful instructor in individuali zed
course’~. Place ‘1” in front of the act ivity you consider most
Lr ’1t ~~ca l  in each group, “2” in front of the second most critical
etc., unti l you have ranked each activity in tha t group. i hen
go to the next group and rank activities , “1” for the most cri-
tical , etc., until you have ranked all activities within each
group.

Establish positive learning environment.

_____App l y motivation techniques appropriate to self-paced instruction .

__Estab lis h and maintain rapport with students.

Evidence fairness , tact , and good judgement.

Ex r ibit professional attitude to assigned and non-assigned duties .

_jstablish professional contacts outside of course environment.

Attend professional in-service training .

Stay current in technica l specialty .

____ Attend job-related civilian schools at government expense.

Attend job-related cTvilia n schools at my OWn expense.

Encourage safe behavior beyond tha t sp~ ‘pied by course documents.

_____Discrim inate between norma l 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 proce3s.

Apply motivation techniques appropriate to self-paced instruction.

~~~~_Stay current in technical specialty .

Discriminate between norma l and deviant classroom behavior .

,_~_~Est ablish and maintain rapport with students.

Enfo rce rules of dress and appearance .

_ _ _ _ _
Recognize ineffective study habits.

21
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f~CNEPAL !~IcT~l’(~TTflH~ AFPT 9O—OOO—2~O

1. Your hem is need ed in the develon’ient of a tra fnlnn pror,rarl for
Instructors in courses rtesirinel arotin” the ccincent of in~1ividualiz&Instruct ion. ‘Ie r~quest that you respond to each item In this task
inventory as honestly as you can. The net” trainino pronrari will be
developed on the basis o~ your res ponses, so- be as conscientiou s as
possible. Your answers will also he used to develon career development
courses for uprtrade traininn tn your career field and for specialty
knowledne tests.

‘. To qu alify for this survey. you muct meet the ~ollow inrt conditions.

Y (’Y ’ MtJcT~

a. P~e a qual ified instructor.

b. flave held your duty AFSC 9or ~t least six weeks.

c. ‘lave !‘een wor~inr, In votir present lob for at least four weeks .

3. This ~St~F Inventory Is In two sections’

a. A Racknrounrt Information sectinn where you r~rovirIe 1n
formati~n

about yourself , and 
- -

b . A OUTY_TASV 1T~T section where you provide in formation a!4~ut vo’jrcurrent lob . - 
-

4 . Tn provid Inn the lnforr,atio,, requested , it is equally inmortant to
follow the procedures niven throunhout the booklet . °RPIT i’L1 I~’ !TF-T~’IM FOP~4ATTON. fl~ N~T 9RTTF IN CLAc~IFTr fl T~FOR~ATTOr~. DO M’~T ¶“PTT~ TM
ftASE OR AN” NtJ~tRE R .

TNSTR’tCTTONS FOR P V !~Rflt’MD T”IFflR ’-’~TT ON

Complete each i tem in the BACKC.POIIND P’FORMATTON section , panes Ii
thro,jqh iii. Mow turn to naqe i-I and P~~~T M .

22



_ _ _

4 D A T E (U.. N,mth.,. ONLY) ~~~~BACKGROUN D INPO~~ AT IOP4 1 1 1
-
~~~ R.i~~ ~OVR AM SWER. ANO CHECK P OPU SOUS. A~~ ASOUT OSRECTIOH S I, NOT CLEAR. ~~~ MO DAY ~~~~~~~ ~~~~~~~~~

~~~~~ f,~ at . W Id dI .  InSH.1) A1i’TOVOH ~r
-
~iin~~r A G U L A S r

P R E F I X  ~I) u t ,  F.) øI~~T H OA v

- 
(l I_29) v M5 (3O_di~SOCIA L SECUR ‘Tv ACCOU .j~~fl’~S~~~~AN,

e YOU mt i  ttary enlisted (32) r ~ç H~38
L~3~ L~~~[TJ

Lrreck the box (es) which identify your employer :

[] ~ir Force (44) [] TRADOC (49) [) Bel l System (54)

~~ .;rrny (45) [] Navy Education & 1m g Conind (5ofl Un i ted Air Lines (55)

1 , Ma r~~.ies 46; [] Marine Corps Education & [] Other (56)
Development Conind (51)

T ~a’~
y (47) LI public schools (academic) (52)

L ~TC (48) [] public schools (voc/tech) (53)

~ 3o y ou :

~ j  instruct (57) LI supervise instructors (58) [] develop curriculum (59)
J other (60)

~er ~f subord i nates for whom you write official evaluations 1D (61 , 62)

:.a-.-e yo~ comp leted (as a student) the individualized/self-paced portions of the course
~~oi~ are now engaged in? U yes [1 no (63)

I ~ your course (check only one box)

fl - i t ~or~al group lock step (64)[J computer assisted (66)
seif-paced (non-computer) (65) [] computer managed (67) [] other (68)

‘ime i~ present job: [ 3 (69—70) [ 3 (71-72)
Yea rs an d Mon ths

Yot ~~ time in career field (Add the times for all work in your career field)

- { 3 (Card 2:05-6)[ 3 (7-8)
Years and Months

~pproximately how much time do you spend reviewing lesson plans or instructional/stud y
4 -~ut~rials in preparing for class?

~ ureoer 2 hrs per week(9fl 4 1/2-6 hrs per week (11) 1] 8 1/2-10 hrs per week (13)

2] 2 1/2-4 hrs per week (10) [3 6 1/2-8 hrs per week (12) [] over 10 hrs per week (14)

L ( Y 1  A~~ fl ~ r ~~~ 459A InFR orMssI 23 PREVIOU,S ~ OITION IS O8SOL E1~ 
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BACKGROUND fl~F0RMATI0N (Continued )

Have you completed formal training designed to prepare you for Individualized
instruction? [3 yes (3 no (15)

Was the training —

[3 resident , pre-service (16) [] resident , in-servIce (17) [] OJT (18)

Which of the following types of tests do you use?

[] threshold knowl edge test (19) [3 criterion test (25)

{] pre-assessment test (20) [3 progress check (criterion progress check) (26)
[3 aptitude test (21 ) [3 criterion recheck (27)

[] student self-check (22) [3 end-of-block test (28)

[] teaching step assessment test (23) [3 attitude test (29)

{] lesson test (24) [3 other 
__________________  

(30)

• To evaluate student performance , do you use:

[ 3 rating standard (31) [3 approved checklist used in the field (33)

[3 progress checklist (32) (3 other _______________________________ (34)

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

[] yes [3 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 co l umn )

I find my job: (36 ) My job utilizes my talents and training: (37)

[3 Extremely dull [3 Not at al l

[] Very dull [3 Very little
[] Fairl y dull [3 Fairly well

[ 3 So-so [3 Quite well

[3 Fairly interesting [3 Very well

[3 Very interestin g [3 Excellently

[] Extremely interesting [] Perfect ly

LACKLAI4D IC 
~~~~~~~ 
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RFA’~ THIS p~r,r Prrv’v) E r~npiv., r!tp.mrr?

Have you completed the Backnround Information Section? £- iake sure
before you continue with this proced’irc’.

PROCEDURE A. CHECKIN ( TASKS OF PRESENT JOB

1. As you read each task In the Duty-Task list, paqes 1 throunh 12 ,
place a chec k beside each task that you perform in your present •iob.
Read every task in the inventory , even If the headino seems to not
apply to you . Put your checkmark in the column headed ~Check-If DoneNow” . Some task statements will include actions separated by a
diagona l line (I). For these statements , cross out the action that does
not apply.

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

3. VarIou s examples, usually ATC forms , are used throunhout this survey
only to Insure that task statements comunicate . You should respond to
each task statement , even where such examoles do not apolv .

4. If a task tha t you perform is not listed anywhere in the entire list ,
write it on the bl ank paile at the end of the booklet , but do not add
tasks that are classif ied .

5. Do not confuse work you do yoursel f with work you supervise.

6. Remember, at this time you are to complete only the column headed
HCheck,,If Done Now” for pages 1 throuqh 12. Do fl~t’ complete the
right-hand column , “Time Spent” , at this time .

7. When you complete pane 12 , follow the arrow for your next instruc-
tions. Now turn to paqe 1 and berrin your ratinis.

PROCEDURE 6. RATINr IDlE SPENT ON TASKS ON PRESENT JOB

‘1. E~ave you checked each task that you perform in your present job??lake sure , before you continue with this procedure.

2. Now you are to rate the relative ariount of tine you spend performing
each task In your present job. Relative time spent neans the total time
you spend dolnq the task compared with the time “ou spend on each of the
other tasks of your present job.

3. Use a ratini of “1” if you spend “very much below averaqe ” amount of
tIme on a task . Use a ratlnq of “2” for “below average ” time : and so
on , up to a ratlnq of “7” if you spend “very much above averane ” amount
of time on the task. -

4. Remember , you are to rate onjy tas k - s that “ou have already checked
In the first column of pages 1 thi~ounh 12.

25 -
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-

- 5. Place your ratinq , accorj lnr, to ~~ 7-point scale , in the riqht-hand
column , headed “Time Spent Current -~oL” -

6 . W hen you have completed al l your r tlnqs In the rlnht-han ’l co lu- rn of
- pages 1 throunh 12 , you w i l l  have comp leted thi . USAF Job Inventnrv , vvl
— 

- 
you may turn It in.

7. ~ow , turn to pane 1 and BEr1IN your ratings for the ri~ht-ha nd colur,n.

26

III— _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  ~~~— —~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - -~ -- 



- -~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ —— ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~ - •  ~~~~~~~

JOB INVENTORY 
~~~ iv . INSTR . 1 p*o ~~ c~~ 12 ~~~

Ch.ck tasks you p.r lorm now C Ch.ck TIM E SPENT
C un•n’ Jo b

2 Add ~~iy ask, you do now wh tc h ~~s nut ~,:,t,d . — _____________

I 0(50 ~~UC* St
In Ii. ‘ T t .  Sp.nI” co lu m n , rat. ch .ck. t ( V’ ) t askt i  on t im . Mint in your pr.s.nt j ob - 0* . I• 0 S I

yf o st ~~o— .. ..a
0 I t . t,, .’ el

11 ~o* ..,. ‘~~~- — 1)0141. ° ‘° - - l

NOW 
~~~~~~~~~

A. PERFORMING ADMINISTRATIVE DUTIES ~ ~:‘:~‘:~‘

1. Account for students (eg, take attendance) 5 1
—I l

2. Administer course critique 6

3. Assess (without testing) qualifications of new students 7
by ~~~~~~~~~~~~~~~~~~~~~~~~~ and IQ score~~ etc 

______ - - - -

4. Assess (without testing-) qualifications of new students 8
by personal in terv iew 

- -  — — -

-

5. Assign students to carrels, labs , etc 9

6. Attend s t a f f  meetings 10

7. Assign work details to students ~~~~~~~~ 11 
- ____

8. Complete manhour ~~~~unting recor ej~~AI~T~~~~~öI~ 12 
— -

9. Conduct student orientat ion 13 ~~~~~~~~~~

10. Contact maint personnel for other than authorized minor 14 -
mRfnt on trainers/traj~,jng e~uin excluding computers _ _~~~~~~~~~ -

-------
~~
-- -—---- -- - -

11. Coordinate student welfare, discipline , or other actions 15
______ with squadrons or other agencies~__ ______ - --1 - —

12. Design or maintain status boards or charts 16

13. Distribute/account for training materials/equipment 17

14. Establish cla ssroom r ules 18 
- I

15. Identify problem readers and make referrals 19

16. Insure adequate light , heat , and other health/safety 20
f~~-t n r~ - — —  — ______-- -—

17. Maintain audio—visua l materials/hardware records 21

18. Maintain/control examination files 22

19. Maj nta in /con t ro l e n ations to inci~ d~~~~~~~~and j~~wer 23
gh~~pt s - ______________________ - 4

20. Maintain discipline 24

—I

— 
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JOB INVENTORY A~~IC

tOU T V - T A l C  , l S T i  1 INDIV . INSTR . I’A G(  2 °‘ 12 •~~A 4 ~~~S

Ch .ck t as k i you p.rlnr m “ ow i tø”i CI,.CI TIME SP ENT
Curr.. , t J ib

2 Add ~~-t y tas k. yo u do now wh &c h ~~• not ~,‘t . d  — _____________

O CIt ..oce •i
I In IM. “ Tim. Sp•nt column , rat . ch.ck.d C t a.ks or, t im . •PSnI in your pfS S•nt  j ob ,.~~ * •0( 5*11

.~~.. .0ls *e~• SI
II’ ~o.

_________ __________________ —- -~~~~ _________ — .  r)0Nt. I 1510? 1.15*51

NOW

A. PER FORMING ADMINISTRATIVE DUTIES (CONTINUED ) ~
* S O~~I . t 0  .0

21. Maintain files of course control documents 25

22. Maintain files of course training materials 26 
— _________

23. Maintain files of materials development and procurement 27 
-

~~~~~~~~~

— documents 
_____  _____  ______  —

24. Maintain files of resource development and procurement 28
— documents -- —~~~~~~~~~ _________-- -- ______ _________ - -  —

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 author ized  minor maint on tra1ne~s/tra1n1ng 32
_____-

~~ 

equip, excluding computers (~.-V egu1p~~testers, etc) ______-- --

29. Prepare instructional system developmL’nt project reports 33

30. Prepare planned graduation activities 34

31. Prepare student status reports 35

32. Prepare training activity repor’ 36

33. Reassign mal—assigned student. 
— 37

34. Record results when students request assistance 38

35. Use official publications such as technical orders , 39
_____ 

_re&ulations , and manuals 
____ _____ - —— ______

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

ATC r L )HM 1069 
-
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INDIV . 
- 

INSTR . j P A G E  3 °‘ 12 ‘-~~~~
-.‘ ~~~

I Chick tasks  you p.rIorin now ~‘i Cb.~k TIME SPENT
Csnr.nt Job

2 Add .‘oy t ask s  you do now wh ich ~~. n~- t  i~ - sd
I o1 a . .~~c. SI

3 In th. “ Tim. Sp.nt ’ cot ,a,nn. ret i ch.ck..~ ( V~ I task s on Iiml ,- ‘lnt in yo ur prssin t jo b. ~o* .. r.o .r
$ 5(~~5* 0 .15*1 1

I ~~~~~~~ It
IF - ~o*

- ______________________________ —— — — DON,. 4 SSOL ’ * ~t Sb
~~°w ~

•

S £5 -~B. PREPARING FOR INSTRUCTION , 0 1 0

— 

1. Arrange for remote training ~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
~~~~~~~~~~ 

- -
~~~~~~

field trips and tours ____________________________ ______

2. Arrange training area (classroom , learning center , lab , 41
etc) for the imediate training a~~tyLties —

3. Attend instructor training courses off—duty 42

4. Attend instructor t ra in ing courses on- 43 
- -

5. Attend job—related courses off—duty - 44

6. Attend job—related courses on—duty 
- 

45

7. Insure tha t critique forms, or other similar documents , 46
___ _ are_available to students 

________  _ __ __ _ _

I 
— - 

- 

-~~~
8. Insure that instructional/study materials are available 47

L_~~~~~~
_

~~ or students ______ ______ —

9. insure that instructions for operating classroom equip— 48
— ment are available to ~~~~ts

___ 
- - -  ____ - -  - -

10. Obtain instructional/study materials such as study guides , 49
training equipment and. training ai4~. _____ -

11. Perform operational checks on audio—visual courseware 50 -
(eg,~~~ises onç~~~~~~~~~_ _ - -~~

12. Perform operational checks on trainersflraining equipment 51
--_____ other than computers 

—

13. Prepare personalized lesson plans 52 I

.~4. Review lesson plans and instructional/study materials 53
_ _In preparation for class —_____ - - -

15. Study instructor or job—related materials ~~~~ I 
-

NOTE: If any task you pe rform under th i s  du ty  is not l isted ,

AIC ‘ “ 
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JOB INVENTORY A F C  I
‘A ’.  ~~~ 

IND I V.  I NSTR . P A G E  4 o~ 12

Chick t as k i you p.rf ~~rni now V”~ Chick TIME SPENT
Cur,.. , Job

2 Add 
~~

y tasks  you do now wh ich ~~e n~,t i,,.ttd —
I ol  S. o C~ SI

3 In hi “ Tim. 5p.nt’ c ulum. rat. chick. d V t qs ks on t ime joi nt in y - .r I” lint job. .0*
- v’ : ~~~~~~~~~~

11 ~o* .11*11
—— — [

~~NF. I £50 0 0 1 5’  ~~i

- p
N O A  •,,,, -

C. TESTING ~ a. . I . . q. . .,

1. Administer in t e ll i gen ce/ apt i tude/a tt it ude  types oftests ~ 53

2. Administer performance types of tests during or at the 56
end of courses 

______ _____ ______ ______

3. Administer pre—tests which measure students job knowledge 57
____— ____

4. Administer written tests during or at the end Tc’urses 58

5. Conduct critique of test results with students 59

6. Develop scattergrams (or other test analysis device~r 60
— — ~~~~~—- - —- -— - - - - - — - — — — - - - - - - -_____________________ —--- i —- -

7. Evaluate performance—check instructions for clarity, 61
-_________ technical accuracy,, ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ — - - --

8. Evaluate students by means of intelllgence/aptitude/ 62
_
~~tti~u~~~ty..~~j 9 f t ~ st~~~~ - _ _ _ _ _  - - - -

9. Evaluate students by means of performance types of tests 63 -
_ _ 4 ~~rj~tg or at the end of courses - -  - -~~~~~~~

-

—- --____ -—

10. Evaluate students by means of pre—test s which measure job 64
knowledge prior ~

Q_i~Stsu~tJ,Q1L _ -  _ . __ _~~__ _______ —--.- - - -

11. Evaluate students by means of written tests during or at 65
tiTe end of courses ______-- - -

12. Evaluate written tests and suggest/make revisions 66 -

13. Interpret scattergrams (or other  test analysis devices) 67 
- -

14. Post (record) test scores 68

15. Record results when students reach intermediate check— 69 1
- - p o4 n r m  g rogr~ss.~~he~ k& and teac.bin~~ atgp a~.sessments) - - -

16. Score tests 70 
—-_ — — - - - —- -— — -— — - — - -— - —-~~~~~~~~~~~~ -— 

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

write it on the blank ~~.&e 
at the end of the booklet. 

_____
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I Check task s  you p~~itc ’ fm flow I ~~ .ck TIME SPENT
Cu,,.nt J.b

2 Add ~~ty  t o o k . ynu do now which ~~. nut ~i - .t.d
t v ias .. ,.C.. 51

3 In t hs “ Tim. Spent” c i I im n , rat e o’l .c I..d V o.k, On t i m e  If Of t  141 your pr.us nt job. .O• . i •~~sI
$ •t~~O £ r ( 5 1 5 -

I SL i0 t ’~~ SI

II ~ 0. a . I C a* I
—

~~~ D()UI • * 5 0 ’ ?  £ . I S* l $

u - w  ‘

D. COUNSELING 
~~ ~:~-:~::j :

_ _ _ _ _  --- - --- - --- --_ _  - _-- -~~~~~~~~~~~~~ - -

1. Counsel students concerning attitude

— 

2. Counsel students ~ oncerning career development 72 
—

3. Counsel students concerning disciplinary problems 03~7Y T

— 

4. Counsel students concerning elimination 
— 5

S. Counsel students concerning learning d if f ic ul ty  ~~~~~ 6 
--

6. Counsel students concerning mi l i t a ry  a f f a i r s  7 
-

7. Counsel students concerning personal problems 8 -

8. Counsel students concerning test failure 9

T~ ~~~~~~~~~ 1~~~~~~~~~~~~ S ~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 10 
- -

10. Counsel students concerning values 11 - 
-

* *  * * * * * * * *
___________________________ - —- - - - - -

11. Direct students to agencies such as legal o f f i ce , 12
_______-- chaplain~ inspector &eneral, and comm~~~~~~~~~_~ ____

12. Follow—up after counseling students 13 -

13. Make recommendations for  actions such as elimination , 14 f 
-

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - - - -

14. Prepare student counseling reports/rei~ords 15

NOTE : If any task you perform under this duty is not listed ,
write it on the blank page at the i-nd of the booklet. 

_____ - ——

—_ _ _ _ _ _ _ _ _ _ _ _ _ _ _  ----__ __ —- --- - - -t - - - - - -.
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5 i$VENTOR t 1 1NDI v . IN STR . PA O ( 6 °‘ 12

Chick tasks you pirlorm now vl Chick TIME SPENT
Csirvas, lab

2 Add miy tasks yo u do now which wi not l&s t.d - —
vii. w uc. ii-

In It. “ Ti.. ~~int ” co lumn . r~~. ch.ck.d ( V ) t ask s on tat , spent In your praaent j ob. .aw LoISAII
I- st ~ sw h Iss .
._ .~ iSN, i,, Si-

iF’ s~ow 5015*.,

DONE 4 - ASiC? *015*11

• Ii.ISt~~L!
NOW £5001 *015* 51

• A SO0(  £ 0 0 5 5 5 1
E. CONDUCTING SELF—PACE!) INSTRUCTION 7 V150 CC0

£500 1  A O I SA S I

1. Assign/shift students to tracks or modules based on 16
previous performance, pre—testa and records review —

2. Circulate among students to observe student progress 17
(no t 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, ete, students 20
must complete during remedial instruction _________

6. Follow instructional flow charts to control student 21
movement through course ___________

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

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 (‘lass leaders 30

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 individua l students 34

NOTE: If any task you perform under this duty is not listed ,
wr i te  it  nn th e hLsnk page at the  end of the hnn klet ____

ATC ronw 1069 32Jul. ~o
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JOB INVENTORY 
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INDIV . INSTR . 1 ~~~~~~ 7 0~ 12

Ch.ck t ask ,  you pir lorm now V”i Ch.gk TIME SPENT
Cu,r.vi i Jo b

2 Add att y task , yo u do now which ~~. not Iii~t .d —
I ~ (S0 ~~uc s 5I

In t It. ‘ Tie. Sp.nt” cOlum n. rat i ch,ckid ( V ) tasks on t ime hu nt In your pr isi nt j ob - .00 0 0* 5*5 0

$ SILIO £ 0 I 5 & S ~
$ ILlS..,,. SI

I I  LOW * 0( 5* 5 *
___________________________ _____________________ —__________ —- 

DO N I~’ 
L50U~~ £ 0 1 5 4 50

uow
F. CONDUCTING COMPUTER MANAGED OR ASSISTED (PRESENTED )

INSTRUCTION ‘IC- .

1. Assign remediation to students when computer is down 35

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 forma t prior to machine processing

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
_______— performance checks) to computer ____________________

9. Input resources availability data to computer 43

10. Input student administrative data t~~~~~~~~ter 44

* * * * * * * * * *
11. Instruct students in operation of conq;uter 45

12. Insure that st~~en~i receive computer i~~~~~~ lter— 46 
-

______ 
na tive modules -

13. Interpret computer printoutsfdisp [a~i 47

14. Match students to media equipment when computer is down 48 -

is. Override/adjust computer prescription8 49

16. Perform authorized minor maintenance of  computer 
- 

50 
- - —

- ~erinina1s _______ -_ _

~~

_ _

~~~~~~~~~

_ 4  — -

17. Perform authorized troubleshooting of computer 51 -

18. Perform operationai checks ’Uom p ~~~r tet~mjna1~ 52

19. Perf or~~ update proceduT~~s when c~~~~~cr is down 53 
- -

20. Record test results when computer is down 54 
- 

ATC ~ ~~~~~ 1069 33
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...

F. CONDUCTING COMPUTER MANAGED OR ASSISTED (PRESENTED) ~
INSTRU CTiON (CONTINU ED)

21. Remedy student errors in terminal operation 55

22. Request information from computer 56 - - - -—

23. Shut down and secure terminals 57

NOTE : If any task you perform under this duty ts not li st& ’d ,
write it on the blank pag~ at the end of the booklet.  

- .  -

-
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O U T Y T * S K ~~~~ S~~ j LNDIV.  INSTR . 1 P A c. c  9 o r  12

Check ta s k a yo u p.rtoro~ now Ch.ch TIME SPENT
Curran, Jab

2 Add ety tasks  you do now wh ich ~~• not li tod-
I oil.  .or C ii

3 In t It. ‘ ite. Sp.nt’ c .~tumn . rat . ct ~~cksd V taskut on ttw. e SI-on ’ in your pra* i iit tab , 00  £ . I 5 •• ’

___________________ ________ _______________ — 

t /
’

I ON d .lOt , ’~~~.l0 .I

I

G. DEVELOPING CURRICULUM 1

f .•~~., ‘ t . n . t

1. Conduct and~~~ re~ults ~T allT1arg~~j~~ up tryouii
for programmed materials 

- J --

2. Conduct course reviews 59

3. Conduct formal (documented) evaluation of courses of 60
instruction 

____ ________ _________ ____________

4. Construct job inventory questionnaires/checklists 61
_ _ _ _ _ _  _ _ _  _ _  _ _ _  -~~~~~~~~-- --- -~~~~~~~~ 

—

5. Construct rating standards or other devices used to eval— 62
uate stu dent ,performance dur ing  progress checks 

____

6. Correlate training control documents with field survey 63
data such as occupational survey reports (OSRs) —

7. Design or assist in designinjTrevising trainers [ 64
simulators 

- — _________ ___ -

8. Design, sketch , compose or advise on manuscript 65 -

_____ illustrations —- -— —_______

—-_
9. Design slides or transparencies 

-____ _____ 

66

10. Determine media (materials/hardware) support requirements 67
— - - — —

~~~
-- -

11. Develop course char ts  68

12. Develop c r i t e r ion  performance evaluat t~~~ s~~ 69

13. Develop evaluation project  plans 70 
- — -i --

- 

14. Develop guidelines and checklis ts  for resident course 
— -- 

71 
- - 

I

— ~~
_ revjews 

______ ______________ - - _ 

15. Develop lists of items to be trained 72

16. Develop ~Tans of iri~~ ri~ [o~~~  04t 73  
— —

17. Develop p ro f i c i ency  1ev~Is for  tr i ibjT~~is  
-

- 
18. Deve1opfri~ Ise ~~~~j~~iim~ d ~~ it ~~I~~~ c~~~~~~~ije~ 

-

~~~~~~ 

-

19. D 1~ Thn~ ~~~~~~~~~~~~~~~~~~~~~

20. Develop training plans (detailed description ot pr oposed 8
course to include resource_requireme nts , purposes , et c) 

- --
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(;h.o.S Iquls y’ ,.. ~w .oI~~r. snow C ~“ C~.ck TIM E SPENT
Cumsa, Mb

Add iy iak . y..’~ ‘to ,..,w wh Ich a• not .,-,.d
I VS~ O ~di& C0 SI

In hi “ TI.. 5p.nt” cul uma , ret. ch.ck.d C V’ ) t ask. on t t ~~~ i-pint In your pr000nt lob . ~~Sit w 0511*51
- I Stti u’ t. v •1-

IF tow *,s.*ss
DONE S ASSU’ *015*11

S_i ’ ISN,L.
N *5001 *0 ( 5* 5 1

5- A S O V I  hoc.. ; ,
C. DEVELOPING CURRICULUM (CONT INUED ) , .., M i t Ch

*1001 * O I S A G(

21. Establish instructional sequence , methods , media (for 9 
— ______—

courses or modules) 
—22. Establish /recommend course entry prerequ isites 10 -

23. Evaluate tryout results during development of 11 
—

instructional mater ials
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.; Obgerve 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 

_________

31. Prepare/revise audio—visual scripts - 19

32. Write learning obj~~~~f~~ s - 

20 
—- ______

33. Write/revise programme d instr uctiona l ’ texts 21 
— - —

34. Write test questions/instructions 
- 

22

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

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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j INDIV . INSTR . P A G E  1]. o~ 12 ~~~~~~~~~~

Chick tas ks you p.r lotm now C . Ch.ck TIME SPENT
Curr .ns Job

2 Add ~~t y task . you do now wh ich m. not l t t . t .d . —

I r I5~ titu C h SI
3 In hi “ TI.. Spent ” column, rat . ch.ck.d V ) tasks on t im. spint In your pr is int Cob. ~~~ A~~t~~A 5I

- Sh OW L~ i IA5d
S ltl5U ’ .’ II

- IF tO W *r lS *h1
EI ON E ’  *50,: ’

NOW ‘

H. SUPERVISORY 
e

• 50 ~4 ~~~~ -j

1. Arrange for documented experimental studies 23

2. Assign personnel to duty positions 24

3. Certify personnel for instructor duty 25

4. Complete instructor proficiency record (eg, AF form 623, 26
ATC form 336 and ATC form 10) 

______ _______

- 5. Conduct formal on—the—job training (OJT) 27

6. Conduct orientations/tours for visitors 28

7. Conduct/schedule instructor in—service training sessi~~~~~~~~~~

8. Draft organization and functional charts 30

9. Draft replies to student critiques 
- 

31 
-

~~ 
-

10. Evaluate grading practices 
-- 

r

11. Initiate recommendations for changes i.n AF specialty 33
descriptions _ _ _ ~~~~~_ _  - -  — , -—~~~____________ __ _ _ _ ; _ _ __ _  

12. Orient instructors to role - 34

1~~~~ i~
’
~~or1n insti~~ tor evaluation ~K f ~r~~~81) — 35   

- C

14. Recommend/approve budget - 36

iS. Recommend ins t ructors  f ur  recognia~~ 
-— —________ — -  

I

16. Review/approve curriculum materials during development 38
— — -_ ~~_ox r.e~,1~~~(nn _~~~ - - ______ -- -

17. Review/approve/disapprove recommendations for student 39
recyc1e/disenrol1men~~pr , ciency_advancement ____ -_____ -~~~ 18. Select, as instructors , recent course graduates 40

19. Select persons otheF i1i~ii TéE~nt cour-.e gra~iiiti~ tor 41 -

instructor_duty 
______ __________________

NOTE: If any task you perform under this duty is not listed ,
write it on the blank page at the end 

:~ 

the booklet. 

— 

- - - -~~ 
-

-

- -

~

-- - -
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Chick t asks  you p..1otm now ( Chick TIME SPENT
- Cwr..sit Job

2 Add .iy tusk s you do now which ~~s not Iist .d
I os’s —itt. SI

3 Ia ho “ TI.. Spint column , ret . chsck id I V ) tasks on tim i r t’S nt in your pr.ssnt ~.b. ~~~ n 0 I 5* 5 (
$- sI~~IW *01.15

• 5 5~ t 5— ~~~5 55
iF ti~ SsIs l S$

5 •t IS50~~0
N 

*5 5 0 5  l r I S n $ (

I. TEACHING GROUP OR TEAM ACTIVIT IES IN AN INDIVIDUALIZED ~
INSTRUCTIONAl. ENVIRONMENT *500’ . .r . .a I

1. Conduct demonstration lesson called for by lesson p lan in 42
an individ ualized instruction al environment _____

2. Cond uct demonstration lesson not called for by lesson p lan 43
in an individual ized ins t ruct ional  environmen t 

____ _______

3. Conduct discussion ca1iedT (~~ by lesson plan in an 44
individualized instructional environment 

_________ ______

4. Conduc t discussion not called for by lesson plan in an 45
individ ualized instructional environment 

- ________________

5. Conduct gaming exercise (eg, role p lay ingj call ed for by 46
lesson plan m a n  individuali zed instructional environment 

________

6. Conduct gaming exercise not called for by lesson plan in 47
______ 

an individuali zed 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
i~~iyi4i~a~ iz ed_ instructiona l environment ______—

~~~~~

9. Conduct performance lesson called for by lesson plan in 50
__________

an individualized instruction al_ environment 
_________

10. Conduct performance lesson not called for by lesson plan 51
in an ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ _____ ——

11. Conduct remedial training for a group or groups of stu— 52
_ _ _ ts 1 j~An~ivid uaUzed_instruct ional envIronment __________ ____

12. Conduct remedial training f ents on a one—to-one 53

— — — basis in an individ ualized_ instructional _envir onment 
_____

13. Conduct seminar/symposium cal1e~
[’T&r by lesson plan in an 54

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - —~~ -

14. Conduct seminar/symposium not called for by lesson plan 55
— ____ I~~,an individualized ins t ruc t iona l  environment ——

15. Conduct team perf ormance lesson ~ifled for by lesson plan 56
in an individualized instructi onal environment 

_________

16. Conduct team performance lesson n~FcaIled for by lesson 05: 57
• ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - ________

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

wri te it on the blank ~aae at the end of the booklet. 
_________

RETURN TO PAGE iv AND FOLLOW PROCEDURE B.

ATC ~05M 
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- 
PRIVACY ACT STAT~ 4ENT FOR USAF JC f3 lr~VENTORY , APP? 90—000—230

*UThORIYV Authority for collecting the information in this jc#b inventory is contined
in Executive Order 9397, 22 Nov 19~3; Section 301, Title 5, US Code; ~nd AFM 35—2.

2 PRINCIPAL ~~~~~ 
- 

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 ant4 to allow analysts to contact an individual to obtain further information about
the duties and tasks performed by career ladder incumbents.

3. ROUT INE 
~~~~~ Information provided by individual respor.dents 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. E~aluat ion of career field structure
2. Preparation of specialty training standards and training programs
3. Weighted Airman Promotion System test outlines
4 . Personnel research
50 Other personnel management systems applications

4. WHE THER OI$C~ OiUfl IS MAIVOAVOIV 0* VOU*TAMV AND IPFCCT ON INOIVIDUAl. OP NOT PROVIDING INFORMATION

Completion of the inventory by job incumbents is mandatory. Failure to provide inform—
ation would detract from the Air ~~rce~g 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.

F9RM NUM~ IR._*NO DAYSuSAF Jo~ Inventory
15 Nov 1975 PRIVACY ACT STAXTMRNT

41 1:
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APPENDIX B: MANHOURS EXPENDED

-
‘ 

263 man-hours developing initial task list
- 

(This includes literature search but not site visits.)
87 man-hours in first trial validation
54 man-hours in first revision
106 man-hours for final draft development
20 man-hours for collation

- 
51 man-hours for distribution to potential respondents.
This level of effort appears minimal in the light that the procedure results in empirical data upon

which to determine training requirements.

1’•

E
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. 
RESULTS

The structure diagram (Figure 1) illustrates that the Individualized
Instructor sample is divided into Il 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 Is described In the Job Grp and the PRTVR printouts.

A. Group/Team Instructor (Ggp 069, N24, 2%)

1. Employer: Primarily AF but not assigned to ATC.

2. Supervision: Twelve percent of the group members indicated
they supervised an average of li 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, IS)
1. Employer: Primarily AF ATC. 

- 

-

2. Superv1slor~: 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 managed.

4. Job interest (average) = 5.1.

5. UtilIzation of Talents and Training (average) = 4 .1.

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
different than tha t performed by personnel performing non-computer managed
instruction. -

0. Curriculum Developer/Instructor I (Grp 255, ~~~ 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, Na413, 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 counsel ing.
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
discipl ine, and insuring the availability of instructional or study materials.
In general , thi s group would most likely characterize the “ typica l” job of the
self-paced Instructor .

F. Classroom Instructor II (Grp 156, ~~~~~~~~ 6%)

1. Employer: AF ATC .

2. Supervision : None.

3. Course: Sixty-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.

I
. - 
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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 sel f-paced Instruction and

testing. Important tasks performed by these incumbents were circulating
among students to observe progress, arranging classrooms and insuring study
materials are availabl e, 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 I). 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. All 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. Supervision: 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
programed instructional texts, determir~~media support requirements, and
conducting group tryouts for programed materials. In addition, this job
was not as broad as that performed by the members In Grp 255.

4. Counselor/Instructor (Grp 109, N=f2, 6%)

1. Employer
1: AF ATC (55%) , Navy (32)5.

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
administrati ve functions and counsel ing. 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 tha t
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) z 4 •7•

Incumbents in this group spent 71 percent of their total job time
counseling , supervising , and performing admini strative 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 l 2 , 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 coinputer- ass isted/
managed. -
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