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Introduction

This volume contains two sections. Part I presents the rationale

and methods used In the statistical computer analysis of the language use

data suppl ied by jobholders In a post-interview survey. It discusses

calculation by hand and by computer, describes the circumstances in which

each Is most appropriate, and gives “how to do it” directions for each

approach. The section incl udes sample worksheets and computer punch cards,

and also a copy of the post-Interview survey questionnaire used In the

data collection. It should be noted that the post-Interview questionnaire

presented here Is an example of a follow-up s urvey rather than a general

model . A follow-up survey Is needed when examination of the initial

interview , observation or initial survey data shows that unanswered questions

remain or that certain sections need clari fi cation. Under those circun5tances

a follow-up survey is designed to answer the speci fic questions or to

clari fy the remaining “muddy ” points . It is clear then, that a follow-up

survey will not be needed in all cases ; nor is it possible to design a

standard follow-up survey form.

It is Important to note that the statistical methods described In

Part I are applicable to the analysis of data obtained by means of all the

data collection methods which are part of the overall analysis system:

interview, observation , and both initial and follow-up surveys .

• • Part II of the volume presents samples of the Instruments used

in the collection of data on language requirements of jobholders. Three

different kinds of Instruments are Included: the Structured Interview,

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~
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featuring both a Sequential and a Categorical routine, the Structured

Observation , and the In itial Survey. Together with the follow-up survey

(see Part I) they cover all the possible data collection circumetances

involved In assessing the language needs of military jobholders.

• • ~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~ -~~~~~~~~ I
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STATISTICAL ANALYSIS

The survey questionnaire of foreign language requirements was analyzed by
means of simple descriptive statistics which can be calculated easily by hand
or computer. The following report will explain how to conduct the analysis by
hand , how to comunlcate your needs to a computer prograniner, and how to pre-
pare the data for keypunching. A sample of the computer program used in this
report Is also Included. These procedures will follow lninedlately after a
description of the type of analysis that is rec~anended, the rationale for it,

and other uses that might be made of the data .

Descriptive Statistics

The primary requirement in this questionnaire is to determine the average

rating that is assigned to each coninunicatiie task and topic. These averages

are computed for each of the four criteria (mission criticality, foreign

language necessity, performance frequency, and language learning difficulty).

An overall average is then computed for each task and topic. Once these

averages are obtained, the tasks and topics can be rank-ordered. This rank

ordering demonstrates which tasks and topics are perceived to be most Important

by the persons responding to the questionnaire.

Rationale

These data are collected and the statistIcs computed to assist In decision

making , but it must be kept tn mind that they do not take the place of decision

making. There are several reasons for this. The level of analysis used In

thIs survey is sufficient to Illustrate the frequency and Importance of the
tasks based on the experience and perceptions of the respondents. By the same

token, it Is important to accurately gauge the representativeness of the res-

• ~~~~~~
• •

~~~~• • • 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~ -~~ -~~~~~~~~~~~~~ • .—~~~~~~~
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pondents in terms of their experience and their qualifications for judging the

range of topics included in their specialty .

Other factors that must be kept in mind when evaluating these data Include
the issue of past experience versus predictions of the future . A questionnaire

survey tends to reflect the past experience of the respondents. If changes In

doctrine, or other characteristics of the job are anticipated , then the survey

data have to be qualified appropriately.

In si.nnary, the point being made here is that the decision-maker has to

understand what functions these data do and do not serve. All too often there
• is a tendency to bestow a degree of certainty and confidence on quantitative

data that Is not warranted when other factors are considered. That is why It

Is important to remember that these data assist in decision-making; they do not

replace it. On the positive side decisions can, of course , be greatly improved

by knowledge of the actual frequencIes of events, and that is the rationale for

the use of quantitative methods in task and job analysis.

Elaboration

There are alternatives to the descriptive level of statistics used in this

analysis but, before considering them, it would be wel l to recall a stanza from

the famous cowboy song, “The Old Chlsoim Trail” . It goes something like this:

Got a ten-dollar horse
And a forty-dollar saddle,
And I’m goin’ to punch
Them Texas cattle.

• Statisticians sometimes present us with the same situation . They would saddle

us with methods that are more sophisticated than the level of decision-making

that is actually taking place . In order to analyze the data from the Language

Requirements Survey, simple descriptive statistics are sufficient. By tabu-

lating frequencies and computing averages, the task analyst can determine which

—~~ • • . - ~~~ —~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~ 
—— — — ~~~~ 
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tasks and topics are considered to be most important by the respondents and how

they are rank-ordered. These s nnarles will usually be adequate when combined

with the current doctrine and priorities in an occupational specialty to serve

as a basis for determining the tasks to be included in the Comnunicative Task

Statements.

However, It Is possible to conduct more sophisticated analyses with the

data that are collected with this Instrument. For example, If doctrine m di-

cates that “Performance Frequency” is considerably more important than

‘Language Learning Difficulty” in determining which tasks to include in

training, then that criterion could be given a weIghting to double or triple

its influence on the overall average score .
p ..

If the task analyst wants to explore questions about the relative impor-

tance of various criteria, or about characteristic patterns as indicated by

the responses obtained in the survey , then even more complex analyses could be

conducted. The analyst could determine whether there are statistica ’ly signi-
ficant differences among the four criteria for given tasks or topics. Multi -

variate factor or cluster analyses could be conducted to see whether there are

characteristic differences in certain groups of respondents wi th respect to

certain tasks and topics .

However, many of these procedures begin to fall into the category of the
• “forty-dollar saddle”. Analyses conducted with the simpler level of statistics

will be sufficient for the level of decision-making that is taking place. The

more sophisticated analyses would be utilized more in research than In task

analysis projects. The information might be interesting, but would not lead

• to the development of differentiated programs of Instruction due to the cost

Inefficiencies involved.

it  
_ _ _ _ _ _ _ _  _______ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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Hand Versus Computer Analysis

This is one situation where the decision to use a computer is based on

labor rather than complexity . The procedure for analyzing the data Is very

simple. The computer would be used when the size of the survey is large , or

when the analyst expects to use more complex levels of analysis. The procedure

• for computing frequencies and averages is presented below and is followed by a

• discussion of approaches to using the computer.

Hand Calculation

Following is the format for a worksheet (Exhibit 1) that can be used to

tally the results for each task and topic with respect to each criterion.
r These worksheets also illustrate how to compute the average and record the

range of scores in each case. These worksheets may be duplicated and passed

out to a number of personnel who can set up an assembly line . The first per-

son can tally the results of the first page on a series of worksheets and

then pass the questionnaire to a second person. This reduces the likel ihood

of error since each person sets up a limi ted field of concentration and

establishes a pattern of recording the responses. It also reduces boredom to

have a number of persons working at the same time. The blank worksheet

• (Exhibit 1) is followed by a hypothetical example (Exhibit 2) based on a

survey of twenty-three infantrymen with respect to the Russian language.

A convenient way to record the results is to use a copy of the survey

form (as we have done). The frequency (Column C totals), average, and range

can be inserted In place of the response. The overall average for each topic

and task can be easily obtained by adding the means for each criterion and

dividing by four. The overall average, also known as the mean of the means,

is then recorded in the right-hand margin. The rank-ordering of tasks and
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EXHIBIT 1

I .
• COMPUTATION WORKSHEET

TAS K OR TOPIC: _________________________________

CRITERION :____________________________

I.,
A) Response • B) Tally ç~ 

Total 0) Mult iplier E) Value
1. Very Critical 

_______  X 1 E

• 2. Critica l 
_______  — 

X 2 =

3. Important 
_________ 

— 
— 

X 3 
_________

4. Not So Critical 
________  X 4 

— _____

Column C Total 
—~~~~~~ Column E Total 

________

To obtain average : 
_____________ _____________ 

=

Col umn E TotaT ~ Tirin C TotaT Average

To obtain range : 
_______________ 

to 
________________• Lowest Response Highest Response

Chosen Chosen

~~~~_______________________________ 
__________________________________________ iii
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EXHIBIT 2

COMPUTATION WOR KSHEET

TASK OR TOP IC:_

CRITERION : fl ~~~~~~~~ 
/_

A) Response B) Tally C) Total 0) MultIplier E) Value

1. Very Critical $~tI4l = 
_______  

X 1 8
2. CritIcal ________ 

= 
— 

I” 
— 

X 2 = 
_______

3. Important I//I = 
— 

X 3 = 1

4. Not So Critical _________ 

= 
_________ 

X 4 = 
________

Column C Total 
- 
.23 Col umn E Total 

_______

• 

To obtain average : 
_____________ — 

23 = 
_______

Column E TotaT Column C Total Alverage •

To obtain range: 1 to 
________________

Lowest Response Highest Response
Chosen Chosen

• -~~~~~~~~~~~~ • • ‘ • .• • ~~~~~~~~~~~~~~ ~~~~~~~~~ ~~
.

• •
.
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topics can be determined, from the means recorded on the survey form.

It will be noticed that a statistic called the standard deviation Is

included In the data suninary sheets of this report but Is not Included in the

hand calculations. This statistic is interesting and is easily obtained from

a computer analysis of the data, but it is not essential and ft is time-

consuming to compute by hand. The standard deviation Indicates the amount of

divergence in the responses. It is similar to the range. The range indicates

the spread In the data; that is, the minimum and maximum scores. The standard

deviation Indicates how similar the responses were or were not. The smaller

the standard deviation , the greater the tendency for all of the responses to :.
equal the mean; the larger the standard deviation , the greater the tendency

• for the scores to be equally spread between the minimum and maximum. In the

• present situation the spread of scores is limited to four, so the standard

deviation is not as important as in other contexts.

Cornputer Calculation

If the number of respondents in the survey prohibits hand-processing of

the data, or if complex statistical analyses will be conducted, then it would

be appropriate to have the data prepared for entry into a computer for analysis.

Generally speaking , the best approach to using the computer when you are not H

already practiced In its use is to present your needs to a consultant at the

computer center. The consultant will want to know what your input (the survey

forms) looks like and what it Is that you want in the way of output. He will

then be able to advise you as to how to have the data keypunched for entry

into the computer. He will also know what analytical programs are available

at the computer center that will meet your needs, or he will be able to write

an original program.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~ .— ------- .~-- 
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To assist you In this process and to familiarize you with the type of

Information that will be helpful to the consultant , the remainder of this

section Includes an example wi th an explanation of the basic computer analysis

used in this project . r
FormattIng the Data

The first step in preparing the data for keypunching and entry Into the

computer is to organize it In a manner that is suitable for the computer and

statistical program that you will use. One of the most frequently used

statistica l packages that is used with survey data such as these Is the

Stat istical _Package for the Social Sciences (SPSS). It Is very flexible In

that after the data are in the computer they can be reorganized as necessary

to conduct different types of analyses. Some other programs require the data

to be keypunched in a rigidly prescribed format in order for the analysis to

run properly. The SPSS package was used In this project and the following

examples illustrate Its use.

The data for this project were formatted In a very straightforward ,

unambiguous manner. A number of variables were defined on the cover sheet of

the questionnaire in order to Include the demographic Information In the com-

puter file. These are described in Exhibit 3. The responses were keypunched

by beginning wi th the first task (Instructing) and recording the responses to

each of the four criteria as separate variables . The same procedure was

followed until we came to the end of the eleven tasks listed on Pages 2-5 of

the questionnaire (Exhibit 6). We skipped Page 6 In the computer analysis because

ot the variation in the topics that were volunteered. On Page 7 we used the same

method to record the responses to the tasks printed in the questionnaire , and

we again skipped the fill-In tasks.



lI — l i

The data on Page 8 had to be prepared for keypunching. The respondents

were asked to select and rank-order the five most important tasks and the five

most Important topics. The soldiers ’ responses had to be transferred to the

lists of tasks and topics. All tasks and topics that were omitted were given
a value of zero. That way, each task and topic is Included as a variable In

the analysis , and each of these variables receives a value of zero or its rank

order (highest = 5, lowest = 1) for each respondent. Exhibit 4 illustrates

the list of tasks wi th one respondent’s rank order decisions, and the same

list of tasks after it was coded for keypunchIng.

On the final page, each culture area was included as a variable, and the

ratings were recorded as In the earlier sections of the questionnaire. In all

cases only the printed culture areas were recorded. Fill-in responses were

not included in the computer analysis because of their lack of comparability .

The complete list of variables is included In Exhibit 3. This exhibit

includes the code words used for each variable, the number of columns required

to record each variabl e, and the number of cards needed to record at! the

variables. It can be noted that three cards (records) were needed to record

• all of the variables for each soldier who responded.

The Computer Program

There are three basic categories of input cards that are required to con-

duct a statistical analysis in a computer. The first Is the local control

cards that contain your password and activate the computer for your use. The

second group Is the program control cards. They either activate an analytical

program that is already on the computer, or they .ontain the program that is

to be used. The third group consists of the actual data cards.

We have included a copy of the program control cards (ExhIbit 5) that were

L ~~~~~~~~~~~~ -.~ .-~~--~---—-—-.. • - ~~~~~ 

-. 
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used in this project. They are the cards that activate the SPSS package and

tell it what you want to do. They also Include information about the number

of persons (cases ) in your data deck , the list of variables , and how the van-
ables are organized. The program control cards for SPSS would be almost

identical to these regardless øf which computer you use, but you should rely

on your computer consultant for any peculiarities of your system or special

characteristics of your data.

Stnnary

There Is no doubt that the computer offers many advantages in data analy-

sis. It provides you with a complete record of each person s responses and
allows you to subdivide the sample In any way you wish in order to compare one

group of respondents with another. It also allows you to quickly and

inexpensively conduct a variety of complex statistical programs . But there is

also the fact that some time and expense is Involved in preparing the data for

analysis and activating the system. The final decision to use the computer or

to conduct the analysis by hand will depend on the size of the survey and the

types of analyses to be conducted.

U
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EXHIBIT 3

LIST OF VARIABLES

According to your input format variab les are to be read as fo1l~~a:

V A R I A BLe FORMAT RECORD COLUMNS DESCRIPTION

CASEC D I P  3, 0 1 ~~
- 3 An identification number

SPFRC ~~~. P 1 .  0 I .. .... 4.._.$. Special Forces 7 or S
INST P 1. 0 1 5— 5 Instructor or not
LANG... F.1...0_ .~ 1... • 6......... 6. FQ~.ign Language
MOS P 1 . 0  1 7- 7 MOb
RAN~ . .~~~~. . P. .1 • Q~~.~ .---.---— 1 .... ..._8s....~~a, Rank
MOS~ XP P 3. 0 1 9- 11 Experience in MOS
SF6XP .L......P .3. 0.._~.. 1 .. 12... 14 Experience in Special Forces
NSTMC F 1. 0 1 ~5.- 15 Instructing: Mission Criticality (MC)

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~ Foreign Lang N.c.ssity (FL )
NSTP F P I • 0 1 1 7 17 : Performance Frequenc y (PT)

IN STLL P . t • 0 1.. 1 8... .. 18 : Language Learning Ditf ~çp4 t
DE B R M C F 1 .  0 1 19— . 19 Debriefing : MC
~~~~~~~~~~~~~~~~~~~~~~~~~~~ $ ...... ....20.......20 : FL
DE$3HPF F 1 .  0 1 2%-i 21 : PTOEBRI..L . .. .~~P.. .L.~ O .-~~.. .. - 1 .. ...- . 2 2 ~......22 : LLB R I E F M ~ P 1. 0 1 23 — , 23 Briefing : MC
BRLEFPL----.R..- L ..-O . - - . • ..

8HIEPPf~ F 1. 0 1 25— 25
8NIEFU.. .. ~.r 1 . - C  . . . . . t ~~~ .2~~~ -. 26 : LL
CONVRMC . P 1 • 0 1 27- 2? Conve rsing : ~C
CONVRPL-..- P..- 1... O ...- - - - L . . . -  ~~~~~~~~~~ 

: it.
CCNVRPF F 1. 0 29- 29 : PT
CONVRLL 0 . 1 . 0 I • 30— -. 30 : LL
AO V ISM C F 1~ 0 * 3 )—  3$ Advising : MC
AOVI SFL _ .~~ -.L .. ...O... .  -. • I • . .32— -- .-3 2 : FL
A OV ISPF • F 1. 0 * 33— 3~ : PT
A DVISL L P 1 . 0  - - . .  . I- . - 3*.. 3* : LL
INV EW MC P 1 • 0 1 35— 35 Interviewing: MC
I NVEWFL , - F .1..0.- -

.
. % . . . ..-36. . ...36 : FL

I NVE W PF P 1. 0 1 37— .37 : PT
I NVE W LL P 1 .- 0 .,- . . •1 38. 38 : LL

• ENROGMC P 1 • 0 • 1 39 39 In*mu~ogating: MC 1 ..- -40.-...40 : FL
I NROGPF F 1. 0 1 41— *1 : PP
IP,ROGLL . F. ~~~~~~~~~ 1 . .42. - * 2  : LL
INPH T MC F 1. 0 1 43— 4~ Interpre ting: MC
J NPRTFL . - . .  P..1...0 . . ... .. .  - - . ~~~~~~~~~~~~~ : FL
INPRTPF F 1. 0 I 45— 45 : PP
I NPRTLL ..-. P. 1.—0-.... •.

~~ I 46—~~46 : LL
MO N E TM C F 1. 0 1 *7— 47 Monitoring: : MCMONITFL ._ . P. .t . .0 . . .. . -. • . .  i - . - .  ~~~~~~~~~~ : FL
M CNI TPF P t ., 0 1 49— 49 : PT
MO N ITLL P , %. ~~~ .... . .. % . .. 50~~..50 : LL
MEVN C P 1. 0 1 .51— 51 Reviewing :
~ EVPL.. .—.~~- 0...1....0.. . . . . . . . . . .  ~~~~~~~ : FL

• R~ VPF P 1 . 0 1 53— ~~ :PF
RCVL L . P . l . . 0 ... . . • . t ~~. .  64. 54 : LL• SCANMC F 1. 0 I 55- 55 Scanning : MC
SCANPL ~~~~~~~ - 1 - 56..- . 56 - : FL
SCANPP P 1 . 0 1 57— 57 :PT
SCANLL .. F.1...0 . .1 . . 58p ~g : LL
ITINC P I• 0 2 4. 4 Inetr.Topict : MC



11-14

EXHIBIT 3

LIST OF VARIABLES (Continued)

• ITIFL - F 1.. 0 2. - 6— . 5 Instructi onal Topic I: FL
ITIPF P 1. 0 2 6- 6 : PF
IT1LL P 1. 0 - 2 • 7— - 7 : LL
IT2M C F 1, 0 2 etcIT2FL • . .. P 1..0~~. 2~. 9 9
IT2PF F 1. 0 2 10- 10

-. F ~.i ....0.... .2 ... . - it. .. . ii (Note that this sequence is repeated
E T.Ji4 ç P 1.  0 2 $2— 12 18 times. It allowed for as many as

~~~~~ 
~ ~~~~

:— -
~~~~ 

18 instructional tasks to be included
I T3LL~~— • F .1. 0 . .

~~ 2 1 5— ... 15 in the questionnaire for each occupa—
IT 4MC F 1. 0 2 16— 16 tional specialty. The questio nnaire
I T*FL - F 1. 0. 2. l 7is .... 17 for a given occupational specialty• 
~~~~ - . ~~~

.. ~: . ~~~~
. .1.... ~ • ~~ would have to be consulted to see the

• R T5MC F 1. 0 2 20— 20 specific instructional tasks.) rIT5FL . . F 1. 0 2 .21.- 21
ITSPF F 1. 0 2 22— 22
ITSLL...-.-—. .. F.. 1.. 0 .. - - 2 . . - . 23. ..- . 23

• IT6MC P 1. 0 2 24— 24
• IT6FL P. 1..0 .  . 2  . .-.25. .25

IT6PF F 1. 0  2 26— 26 
2 .. 27.. ... 27

IT7M C F 1. 0 2 28— 28
IT7FL  P . 1 . 0.. ~ . ... 2 - . 29.... .29
IT 7PF P 1 . 0  2 30— 30 

2 31. 31
FraNC F 1. 0 2 32— 32
IT8FL P i...O........ ~~~.....2... ...33....33
IT 8PF P 1. 0 2 34— 34

35.•.~~35
IT9M C  F 1. 0 2 36— 36 

.._ .2...... ..37......37.
IT9PF F 1 . 0  2 38— 38
•IT9LL F 1._0.... . . . . . . .. 2 .
ITLO Mç F 1’ ., 0  2 40— 40

ITL OPP F 1. 0 2 42— 42
~~~~~~~~~~~~~~~~~~~ 2 •.. .~

IT* MC P 1 . 0  - 2 44— 44
~~~~~~~~~~~~~~~~ .~~~. 2 ..._ .4S~~~..45.I T I L P F  . F 1. 0 2 46— 46
ITIILL .. F 1. 0 . . . - .  
IT12MC F I. 0 2 48— 48

• IT12FL ..—..---.P.. . 1....0-.....-. .-~ - - .  2 .- - . . 49u~~
... ..49

ITI2PF F 1. 0 2 50- 50
ITI2LL.- --- ~~~..$ ,  Ø .._... - 2 . - . .  5 1 ’ — .. . SI
IT I3MC P 1. 0   . 2 52— 52 

I T I 3 P P , P I. 0 2 54— 54
1TI3LL~ 

p 
~~~ 0 . - a . . - . - -  2 . -  55. 55

ITI 4NC F 1. 0 2 5 6 _ 56
ITI4FL.. F . 1 . . 0  57 57
IT I4PP F 1. 0 2 58— 58
ITI4LL. . P 1. 0 2 59. 59
IT I5MC F 1. 0 2 60— 60 

2 -- .- --. . 61— - SI
IT ISPF F 1. 0 2 62— 62
ITI5L L ..- . F..1. .- 0 2 -  63— .63

• ITI6NC P 1 . 0  .2  64— 64
ITL 6FL.. - .0  1 . 0 - . ..- - 2 65.... . 66
IT1SPF P’ I.0 2 6* *6
ITISLL. .~~~ 

p.. j ..~~~~~~ .2 . .  67.... 67
IT * 7MC P 1 . 0  2 68— 68

- . .—  ~~~~~~~~~~~~~~~~~~~~
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EXHIBIT 3

LIST OF VARIABLES (Continued )

IT I7FL-—-... F- -I. 0...—. 2.-..--.---6O~— -69
ITL7PF P I. 0 2 70- 70
ITI7LL -- . F..t. 0. — 2  .- -71- .- . .71
R T L B N C P 1. 0 . 2 72— 72
ITLaPL........ F..I....0 .... .~~.- ~~~~~~~~~~~~~~~LTL 8 PP P 1 . 0 2 74— 74

- . . .2 .~ I N STRO F ip 0 3 4— 4 Instruction Rank Order (R.0 .)
DEBR PRO .~ -.I’ . I. .0  ~~~~~~~~~~~~~~~ Debriefing R.O.
BR IEP~ O P I, 0 3 6— 6 Briefing R.O.

7. Convers Ing R.0.
A0V%~O F 1. 0 . 3 8— . a Advising R.O.
1NVEwRO ..~~..P - .1 .- . 0.. ... .. . _.-.3_-.......- 9..._.....9. Interviewing R.0
INNOGRO P 1. 0 3 10— 10 Interrogating ~~ 6.
INPRETRO P . t . .0 .. . .  . ..  3 .  . 11. . 1 1  Inte rp re t ing R O .
MONITNO P 1. 0 3 12— 12 Monitorin g LO.
REVVRO -- - - F 1.. 0 . .  ._.. .-3....~~. 13¾....... 13. Reviewing R.O.
SCANR O P 1. 0 3 14— 14 Scanning R.O.
ITA P 1. 0 .  3.. 1 5 — . .  15 Instruction al Task ‘IA” Rank Orde rITA U P 1 • 0 3 10- . 16 Instructional Task “B” Rank Order
~~~~~~~~~~~ P t .  0 ... .3 ...... .L7w.....I?
LTD . P 1. 0 3 ta- ta
1TE~~~_-...... F 1. 0..... 3 .-.

FTP F 1. 0 3 . 20— 20
iTG .. ._. F L.. 0 .-_...._.~ 3-_ .- .2 1~~....-2t
11*1 P 1 . 0 3 22— 22
ITI.— -- . . . F - L . . ..0~~~...-.- ... ..3 .......-.....23-._..23
ITJ P 1 . 0 3 24— 24

P .1. ~~~~~~~~~~~ — 2fr~~.... . 25
IYL P 1.0 3 26— 26 

3 . . 2 7.—. 27
u N  F 1~ 0 3 28- 28
ITO . .. .. . - F I. ~~~~~~~~~~~~~~~~~~~~ 29

• L I P . . P 1. 0 . - 3 30— 30
I T O. —----_..~~F .  t ... .0 ~~~~~~~ ~~~~~~~~~~~~~~~~h R  F 1. 0 3 3 2 —  32
I T S . . . . . . . ._ , . l .  0 .  3 33’~___ 33I T T  . F 1. 0 . . - . 3 . . .34— 34
81 ZC UST...~-.. F-I. -0 ~~~~~..-..., ~ --..-...* 0 ...—.*0 inssa Cust emaHISTORY F 1. 0 3 4 * -  41 History
LOKECON .. .. F 1. 0. ~~~~~~~~ . . ....42~~..-.. *2 Locai tcona.,
IP4DIGMP F 1 • 0 . 3 43-  43 In~iaenous I4dical Practice .
RELIG ...~~-. 0 ...1..0~ - -- -  .--.3..-......e*..-.44 Religion
A RT F 1 , 0  3 45— 45 Art
MUSIC.. ~~~~~~~~~~~~~~~ 3~~~.. 46s . . *6 Mus ic
PAM ILYST F 1. -0 3 4 7  47 Va iLy Structure
A TW O M EN —. 0.1....0 — — .3 —~~~ê8~~~~*8 Atti tude Toward W a n
ATC H 1 LD F 1. 0 3 49— 49 Attitude Toward thildr en
ATSI.oeg.....p .I..0 ~~~~~~~~~~~~~~~~~~~ Attitude Toward the Elderly
ATPORGN . ~‘ 1’ . 0 ..~ . St  SI Attitude Toward Foreigners
8Y~~ B RG....0-.. t •....O . 3 . ~~~52 52 B’wln _Sellj n Bar 4 ninAGPRACT 

- 
F 1~~~0 .~~~~ . . 3 . 53 53 Ag~ic~ltural~~~act!~~. 

$
ORUGALC .. .... -.. P... 1 ~~~~~~~~~~ .3 -~~ ---- 5* ’ ” — M Use of Drugs, Alcohol
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EXHIBIT 4

CODING OF RANK-ORDER DATA

A. Below Is a representation of an Infantryman ’s rank-ordering of

the nest important coninunicatlve tasks in Russian:

A. instructing
B. debr1efinç~C. briefing
0. conversIng
E. advIsing 1st A

F. Interviewing 2nd 8
G. Interrogating 3rd C—
H. interpreting 4th i,
I. monitorIng 5th ,~~
J reviewing
K. scanning
1. ________________

M. 
________________

B. To be prepared for keypunching, the tasks are rnrtered and values

assigned as follows :

1.6 A. instructing
2.~ j B. debriefing
3.3 C. briefing
~• 2 D. conversing
5. a E. advising 1st A~ S
6.~~~ F. intervIewing 2nd B-~ 47. ç,~ G. Interrogating 3rd ~~.8.~~ H. Interpreting 4th U 2
9.~~ I. monitoring 5th ~lO.~~ J. reviewing
ll.~~ K. scanning

— . .- ... .
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Data Collect ion Instruments

Part II of this volimie presents the instruments to be used to

collect data from jobholders about the foreign language requirements

of their job positions. -

The fi rst instrument is the Structured Interview; it comes in

two di fferent versi ons , the Sequential Routive and the Categorical Routine.

The -Interview consists of a structured seri es of questions about the

potential coninunicative activities that could be involved in job performance.

The interviewer is expected to adhere reasonably closely to the organization

and sequence of the interview as presented, but s/he should also remain

open to unsolicited details and anecdotes if the jobholder volunteers

them.

The Observation Instrument offers guidelines to the analyst who

w i shes to observe actual or simulated job performance. It points out
aspects of language performance to whi ch attention should be directed

during the observation period. The Observation Instrument can be success-

fully employed with both live and “canned” samples of job performance.
That is , the observer or jobholder may tape record language interactions

for subsequent analysis using the Observation Instrument.

It should be noted that successful data collection will be

expedited by the combined use of the Interview and Observation methods

during a site visit. -

The In i t ial Survey instrument -Is a “sel f-instructional” version
of the Structured Interview instrument. It Is designed to be used in
settings where a site visit is not possible , and can be acMiinistered by

mail if necessary. Use of the Initial Survey instrument alone is the

data collection approach of last resort . It cannot replace face to

face interaction between the jobholder and the analyst.
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4- 1 v.r y c r i t i c a l  1 — v e r y  n e c e s s a r y  l d a i I y  l v .r y  d i f f i c u l t
2 — c r i t i c a l  2 n e c .s s . t - y  2—v.e k l y 2 d t f t i c u l t
3— i m p o r t a n t  3 — h i l p i u l  3 — . o n t h l y  3~ about  av .ra g.
4 .not  so 4~~u n n e c e . s a r y  4 — l e p s  t han  4 ea .y

im p o r t a n t  m on t h l y  - 
-

A R U R . U V I A T F D
!.~~~! 

D E S C *I P T O U

1 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

C

2 _________ 1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

3 
_ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

4 _________ 1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

5 - 1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

6 __________ 1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

7 _________ 1 2 3 4  1 2 3 4  4 2 3 4  1 2 3 4

_________ 1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

9 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 3 4
10 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 3

I i  
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3

12 _________ 1 2 3 4  1 2 3 4  1 2 3 4  1 2 ) 4

~ r —
‘
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TOPIC PRiORIT Y flETERMINATIO~1

MoS /Jo5~ Fo r e i g n
M i ss i o n  Language P e r ( o r m a n c e  L e a r n i n g

__________________ 
C r i t i c a l i t y  N . c e s l itj  F r e q u e n c y  D i f f i c u l t y

1 — v e r y  c r i t i c a l  I v e r y  n e c e s s a r y  1 — d a i l y  1 — v e r y  dif f icult
2 c r i t i c a l  2 n e c e e s a r y  2 — w e e k l y  2— dif f icu l t
3 i mp o r t a n t  3 — h e l p f u l  3 — m o n t h l y  3 — a b o u t  a v e r a ge
4 — n o t  so 4 — u n n e c e s s a r y  4 .l e s s  t h a n  4 * ea sy

i sp o r t a nt  m o n t h l y

A B S R E V I A T E D
TOPIC D E SC R IPTOR

__________  
1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

2 __________  
1 2 3 4  1 2 3 4 1 2 ) 4  1 2 3 4  

N

3 __________ 1 2 3 4  1 2 3 4  1 2 3 6  1 2 3 4

4 
__________  

1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

______  
1 2 3 4  1 2 3 4  1 2 3 6  1 2 3 4

(1 
__________  

1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

1 
__________  

1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

a _________  
i 2 ) 4  1 2 3 4  1 2 3 4  1 2 3 4  

- ‘

9 _________  1 2 3 ’ .  1 2 3 4  1 2 3 4  1 2 3 4

10 __________  
1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

11 __________  
1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

12 __________  
1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4
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PRIORITY TASK DETERMINATION

MOS/JOa: Foreign
M i S s i o n  l.angCIg. Perforoance Learning

_________________ C r i t i c a l i t y  N e c e s s i t y  F r e qu e n c y  D i f f i c u l t y

1 v.ry critical levITy necessary l daily t•very difficult
2 c r i t i ca l  2anece.sary 2 — w e e k l y 2 d i f f i c u l t
3 i m p o r t a n t  3— he l p f u l 3 m o n t h l y  3eabout  a v e r a g e
4 not so 4 — u n n e c e s s a r y  4 less than 4 e a s y

i . por t a n t  - m o n t h l y

LU R E V I A T E D
TASK D E S C R I P T O R

1 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

2 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 . 2 3 4  1 2 3 4

3 _ _ _ _ _ _ _ _ _  1 2 3 4  3 2 3 4  1 2 3 4  1 2 3 4

4 
_ _ _ _ _ _ _ _ _  1 . 2 3 4  1 2 3 4  1 . 2 3 4  1 2 3 4

5 _ _ _ _ _ _ _ _ _  1 . 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

6 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

7 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

8 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

9 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

10 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 7 3 4  1 2 3 4

11 _________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

12 _ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 1 4

. ‘:: 1 - 1 - 4 ,  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ——



LANGUAGE FUNCTIONS
It .sS

L a n g u a g e  funct ions a r e  the purpose people us e language to acco m pl is h . For eac h of the lan-
guage functions l isted below , rate the frequency with which it is used in the job task and
it s critica li ty to succes sful performance of the j o b  task . For functions judged hi ghly cr 1-
t i ca l , please explain 

~~ 
i t  is critical to successful performance.

FR (QUENCY CRITICALITY If c r i t i c a l i t y  rating
Not at Not at is 1 , 2, or  3 , a n s w e r

Very all fre— H ighly all cr 1— t h i s sect ion:
L A N G U A G E  F U N C T I O N  frequent quent critical tical

WHY CRITICAL?
e x c h a n g e  g r e e t i n g s  1 2 3 4 5 1 2 3 4 5

r e q u e s t  information
or objects  1 2 3 4 5 1 2 3 4 5

e x p r e s s  opinion 1 2 3 4 5 1 2 3 4 5

g i v e  information 1 2 3 4 5 1 2 3 4 5

grant or deny
requests 1 2 3 4 5 1 2 3 4 5

ask questions 1 2 3 4 5 1 2 3 4 5

argue /persuade 1 2 3 4 5 1 2 3 4 5

state incomprehension 1 2 3 4 5 1 2 3 4 5

express agreement!
dIsagreement 1 2 3 4 5 1 2 3 4 5

ask for suggestion 1 2 3 4 5 1 2 3 4 5

praise someone ,
someth ing 1 2 3 4 5 1 2 3 4 5

thank 1 2 3 4 5  1 2 3 4 5

inquire about moral
judgment 1 2 3 4 5  1 2 3 4 5

apo logize 1 2 3 4 5 1 2 3 4 5

oo~~~~~~~
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ii 0
OO U O,,ThO1I

( )
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\__ _1-./

~QQ j3; Q Qj ~!4 1 0

4 1 0  ‘1- I I
J 0 4 1

S V I I S O
411- 5 U S  ‘.~~~ _, 0 4 4
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I

~~~~~~~~~~~~~~~~ Not at Not at
Very all fre— Highly all cri—
frequent quent criti cal tical WHY CRITICAL?

give direct ions 1 2 3 4 5 1 2 3 4 S

give safety warnings 1 2 3 4 5 1 2 3 4 5

express intention to
do someth ing 1 2 3 4 5 1 2 3 4 5

express emo tional
s t a t e  1 2 3 4 5 1 2 3 4 5

introduce one person
to an o t h e r  1 2 3 4 5 1 2 3 4 5

correc t (factual
In formatIon) 1 2 3 4 5 1 2 3 4 5

54
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TOPIC PRIORITY DETERMINATION

Mos/JoB: Fo ra i$n
M i s si o n  tan $us$e Perfo rmance t .arntn ~

__________________ Cr i t  i ca l  i t y  N e c e e s i t y  F r eguen cy  D i f f i c u l t y

1— very criti cal 1— very neces .a ry  l d a i ly  1— v e r y  difficult
2 cytt teal 2 n.ce.aary 2—week ly 2 d i f f t c u l t
3—i mpor tant 3— he lpful 3 m onth ly 3— about avurag.
4—no t so 4 unne cassar y 4.1... than 4—easy

imp or tant mon t h l y

~~~~ D!SCRIPToR

_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

1 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4  41

NI
3 _________  1 2 3 4 1 2 3 4  1 2 3 4  1 2 3 4

4 
_________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

5 
_ _ _ _ _ _ _ _ _  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

a _________  i 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

_________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

a 
_________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

10 _________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4

11 _________  1 2 3 4  1 2 1 4  1 2  ~ 4 1 2 ) 4

12 _________  1 2 3 4  1 2 3 4  1 2 3 4  1 2 3 4
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Observation Instrument: Notes

•The St ructured Interview instrument specifi es both a set of

procedures and an order in which they shoul d be carri ed out. In contrast ,

the Structured Observation instrument speci fies aspects of job performance

to which attention shoul d be directed, but does not specify a sequence of

steps.

•In certain circumstances it is advisable to have the jobholder

tape record samples of his/her own job performance wi thout the presence of

the task analyst. Examples of these ci rcumstances might be situations

where: (a) the job holder engages In one acti vi ty for long periods , and

the analyst’ s time would be wasted If he/she observed all of it, or (b)

ones in which the jobholder engages In an acti vity only occasionally at

a time which does not coincide with the analyst’s scheduled observation

period. H
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In itial Survey Instrument: Notes

•The Initial Survey instrument is a version of the Structured Interview

instrument which has been modified- for independent use by the job holder when

a site visit by a task analyst Is not possible.

•Since the Initial Survey instrument is composed of two sections, Part A
and Part B, it Is important that the job holder is careful to: 

-

‘I) complete both parts

2) accurately follow the directions for moving between the parts

-1-
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LANGUAGE FUNCTIONS

Language functio n s are t he purpose people use language to a cc ompl i sh. For each of the lan-
guage functions l isted be low I rate the frequency with whic h it is used in the job task and
Its c rit ical i ty~ to su ccessful  performance of t he job t ask .  For functions judged highly cr1-
tica l , plea se ex plain !.~~ 

it is cr i t i ca l  to successful performance.

FREOU E NCY CR ITICALITY If criticality rating
Not at Not at ix 1 , 2 , or 3, answer

Very all fre— Highly a ll c r 1— this section:
LAN 6UA GE FUNCTIO N frequent quent crit ical tical

WH Y CRITICAL ?
exc hange greetings 1 2 3 4 5 1 2 3 4 S

reque st information -

or objects 1 2 3 4 5 1 2 3 4 5

express opinion 1 2 3 4 ‘S 1 2 3 4 S

g ive information 1 2 3 4 5 1 2 3 4 S

gran t or deny
req~es ts 1 2 3 4 5  1 2 3 4 5

ask qu.sOor.s 1 2 3 4 5 1 2 3 4 5 -

argv e/persua -ie 1 2 3 4 5  1 2 3 4 5

stat e lnco. preh ensl o n 1 2 3 4 5 1 2 3 4 s
expr ess ag re.sent/

disagreement 1 ~~~3 4 S  1 2 3 4 5

as k for s ugg e s t i~ n 1 2 3 4 ‘S 1 2 3 4 S

pr aise so.eon .
so .ething 1 2 3 4 5  1 2 3 4 5

thank 1 2 3 4 5 1 2 3 4 S

Inqui re about •or~)judgment 1 2 3 4 S 1 2 3 4 5

apol ogize 1 2 3 4 5  1 2 3 4 5
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Not at Not at
Very all fri . Nighl y all cr1 —
freq uent quint cr i t ical tl ca l WHY CRITICAL?

giv e directions 1 2 3 4 S 1 2 3 4 5

give s afety w ar ni ngs 1 2 3 4 5 1 2 3 4 s
•apr.s s inte nt ion to

do asmothl ng I 2 3 4 S 1 2 3 4 ~
express emot ional

state 1 2 3 4 S 1 2 3 4 5

Introd uce one person
to anot her 1 2 3 4 S 1 2 3 4 S

correc t (fac twa l
lpfsr.atlos) 1 2 3 4 S 1 2 3 4 5
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