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13 Jul~ 1 q 7 q

SU BJ ECT !oh ras ~ Ana l y ’ . is Handboo k

T O: Job T a s k  Handbook U s i r s

1. Ho of tin ~ jar missions of the Tr d inin q Developments Institute
is to a ss i st ser v ic e schools and tr a inin q ien ters in the pursuit of a
s’s t s a tic a pro n h to tra in i nq devel opilient s

2. wi th i n Un S C O p e  of this mission the Job and Task Analysis Hand-
honk prov ides the procedur a l qu dance heretofore lac kinq for the
a na l v is pha se of Instructional Systems Development (ISD). The guidanc e
wi t h  n thi ~ handbook will estabi ish a couluon framework for the conduct
ut Job and Task \na lysis and facilitat e the t r ansition from analy sis to
(lesiqn and ul t i m n a t t l y  to evaluation.

3. Th i s handbook is bein g publ ished as a TRADOC pamphlet rather than
* circu h ’r or regulation because it represents useful information rather
than guidance or polic y Further , we expect to revise this handbook
continuously over the next several years as we learn from your experi ences .

4. The answer to every possible question that. you mim ay have is NOT nec-
essarily found in this handbook - Many of these very cogent questions
have not yet been raised In these instances , the assistance and exper-
tise of the Training Developments Institute are only a phone call away .
This first handbook on Job and Task Anal ysis is a be ginning . Together
we , the t raining developers in the Army , can improve substantially the
training in the Army. But it must begin with good anal ysis.
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PRE U AC I.

i ’ i t  job a t  ‘ a k  ana1 _~sis is not a n  t a . y  ki l l  t o  acquir e nor t i n
i’  he l i r e J o v t r n i g tm . k p & n i k n i  e t r ~ t j udy i t n t  a re i sent Ia] ta t  to , - ,

di t r m f l u  i . iewr v ’r , t h i  i. two t u t o r s  do r i o t  j us t  happen when
a n m l v i  il ga ins a ‘rt t in r tni ~ ‘ qv ’ i l e  no r  r i n r e l  ‘ by a s s i gnment to a
posi b r  r c p i r ’ i ng  tn i r r i l y s t  . To t ’ . s i s t  in o b t a i n ing ihe bas ic  ~nd
1 ’ n ’ , r i r t t i  s i i l l~ r r t i i r t ’ i t o  ~il i i  t a job and t a s k  ana l y s is ,  the
~r i b ’ i r : r u  p I l ls Irr t i t ~~~t , IIQ T kA PO C (AUN: A T T G G - T D I - O R A ) de

- o pt ! a ot t  , t !~~t trial y’ jot r imm i ng pack i j e  fo r  an
~~~~ t ’  n r l i ’ i a i  ‘ i ; ’ t H u d i n  i r  1 ~HAl ) OC e r v ic e  school  a n a l y s t  is an
.
~~~~ iy~ s u l f u r  (~r,m le + E ‘), o f t  n i i r  ( G r o i n :  CPT)  t n t  c m v i i  t a n  jo t

c l a s i  t I t i t i t i n l  1 1 0 , l i l P (Grate ~— li  ) .  The in tended  recommended )
t ilt Y a  ~~r itt l t t n  s t - I  t o  t r a i n  t h e  ana lys is s t a t t  i s :

• S

i a :  I - issp l ’ ’ t he  s i l  i - p u n :  ‘ s l u m ’ available through the
Lii r i  t s r  ot  T r a i n i n g  Dt v eioprit nts (DTD) in each s e r v i c e

i hee l . I t n . e  an .o not obt a inab l e , c o n t a c t  TDI (AV
n 

~- f i r  m co min pi o e se t  . Thes e rnodul es t ri ava i  —

ab le  for , u t r r i n i , i e r i n i  a a set  (or )  ind iv id ua l  i zed
: :e ! i i los  for s t ri i t i c  job  ( 1 .~~~~. , personnel  ass i .p re d  in

~ i s  L i i  ~ s i ll w i t  H r ’ ’ ponsi b i l l  ty for t a s k
i n vt t . r ry  te~ o le;  “t nt nei l take  onl y those niodu l es
c t i r t t . t ly rel al i r s ~ t i. h is/ he r  job.  As the ind ividual
:r;resses i i :  p r o t i ~ iency and a quir es more m iss ions
t Hi n • ne mo tul I’S rel at i n j  t o  the sk 1 1 1 s!knowl edges
in quir ed woul  1 I i  t a k e n ) .

I — H a  is p~~’ :pft l  et ( TRADOC Pam 351 — 4 , Job and Task
Ar il •‘s i s Handbook ) .  Not a l l  anal ys ts  w i l l  wor k in
al l a r - , t s a l l r e s s o d in t h i s  pa:~p hl et . Being exposed
to  0 ’ her a r e a s  “ isv cause  confus ion . As the ana lys t s
; r f i c iern y progresses and requirements d i c t a t e  wo rk i ng
i ’  new a r t s  then l ie/ s he should take the sel f—pa c ing

e for his! Her new duty and read/use the i. ha pters
ri l a t  l u g  t i  t h i s  new du ty .

l e g s  I r I — \ r : t l  ~‘s t I nvo l ved in i n t e r v i e w i n g  shou ld  rev iew the
in ’ r rv  l ow i n g  tape  (TV ) a v a i l a b l e  as part of  the job and
t i - k a n a ly s i s  job t r a i n i n g  package.  I n t e r v i ew ing  is a

ccii ni quo wh nc r  sent cannot “ra t or and wh i oh requi re;
s~ ills di t t l i r j l  to acquire th rough the w r i t t e n  media.
A l t h o u g h  the se l f - p a c i n g  modules address the t ec h n i  ques

5’ i



used ill i n t e r v i e w i n g ,  it is d lw d y s much easier to watch
jr:-er ) !rt int t n’v i e w i n l  and “mimic hi s/her techniques.

M i St studies show that the art of int erviewing ca rt best
be obtained through a one-on-one teach ing technique.
This TV tape as sists in this riced by p rov id ing  a ser ies
of events the ana l yst ca n i relate to.

Chiefs of An ol yis . Indiv i n u al s assi lnr d d managers of an ana lysis
effort r :- u’:t understand the nnia na ger ceni t r t qu i rer:ents (TRADOC Reg 351-4 ,
Job and Ta sk  Anal is i s )  tn well as trio f uni dd r :ent al issues of conducting
an a n a l y s i s  and t ile r ari fications of each requirement. Therefore these
managers rust know the above regulat ion , this pamphlet , and partici pate
in the periodic s e r i i n  rs to be held by the Oc cup atio na l Research and
Analysis Divi sion , TDI .(AV 680-3608).

:,vat u ato rs . Personnel involved in vd lu ating the job and task anal ysis
process , and their produ cts , should be familiar with TRADOC Reg 351—4 ,
t Ot s pamphl et, and complete the self-pacing modules.

Feedbac~ i st el; . T o e  procedures described in this handbook have been
our ’ ipil ed fror ’i the present State of the art in job and task anal ysis.
This handbook has atti pted to answer the real proble m s encountered
during anal ysis. During your reading of this publication and later
du ring your actual ana l ys i s  a c t i v i t i e s , if you encounter problems ,
p lease  con tac t  us.  Feedback sheets are provided at the end of this
handbook. Jot down your ideas , comments , unresolved problems , and
sugges t ions , your input w i l l  help po l i sh  this handbook and the TRADOC
a n a l y s i s  system . The Occupationa l Research and Analysis Division , TDI
is available to prov ide technical advice should questions a r i se  wi th
this pa ::ph]et. If desired call and discuss your coninents/problems wi th
the following personnel :

LTC Brad Wa l ton , Div Chief , AV 680-3608
CPT Bob Beg la nd , Dep, AV 680- 3608
SSG Jerry Hale , P rojec t NCO , AV 680-3608

v ii
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ti lL k~N5~ ’4 J .  ‘015  P R O C E S S

I_ I . - s o ~~~~~ , 1’ i s  ‘ j~~~~~ :, 
. snou ld be ~t 1 l iz e d  sy the job and t s s~

l j 1 / 5  2~~ U I ‘ ‘: t : r t ’ r C e  in tm d~ y - t c - d ay ana lys  is ac t i  ~i t ies .
:t p’~~,id n~ -sris r , is ni n ’ u t lU n  II ~ er a n i zod  . 1 /  that was o r l y
le S t  iDed c O t o - o  m . - ‘  ,‘ n r I t e n - s .  Each chapter describes in

t i r . - . t  . - 
~ r l ~~- e  Ot t i ’  s t l j s i s  sno c es s ,  and rids a foI d~ ut

it t ’ i+ ’  i.no or to~ c ’ a i  t n t  out ‘inn r i e  ‘ aj o r  po in ts  and de l in—
nj tC5 Jn j 5 . : l : e i d l  ~~~~~~ t int . ‘ “ I s :  jOt begin L o r ’Otd esch

t ,• ’ r t o t ’ i ~ r o l  ~~~~ 00cr i t up, m d  yla n ise ov e r  t~ c tc5ic
a n us .  f - s  a s / , re d d ni cni ;er s:rdp r l , re~~~:r to tn ls a i t l inle  and USc
i t  is an o rqu n ize n ’ / ~ r t ’ us’ : i t~~. T m i s  n r r r l s s o k  descr ibes t re
5 :  ~~ i f r c  d~~tii Is u f jib a ru as~ ins l i t  and the se lect ion of tasks  Iso
t i  n i t  ;. Tk%Jrj L Req 351-4 deft ::~ ttie ’:ana ’;n-ent r ’C5 J 1  n’ei CfltS and

[3y ;ir’j~ idin g r ’ ~ulatori gu idan s’ w i t h  speci fic f lOw to
s~~; ; s r t , tn .’ job an :  t i . . analysis syst’:’ will become a v iab le  forc e in
tHe sy; t ems approac h to triir:l n q . Inct . ! :d w i th in  the ac pend ices are

s~ : Ject that de cribe processes that s ,sur si ru l taneous w ith nr
I i d l i t  i y a~ ter ana l y s i s ,  i .e . ,  S i te  Se lec t io r , Job Performance

‘.‘~~, r - ,, Job A ids ,  and Lea rning Hier a r -cl y .  These appendices are
incluli et to relate the . to the job and t i t.  anal ys is  e f fo r t .

1 — 2 .  r ni . d t i n n  if f l i ndboo k .  The organizat ion of this handbook
aids in UT l e rs t d r l d i nq  the ~ob and task anal ys is process. It describes
the steps necessary during the analysis phase. It wi l l  spec i f y the
job a n a l y s i s  process to include the compilation of the task inventory ,

it is developed , a n d  what sources are availabl e to the analyst to
collect data concerning the job. The procedure for selecting tasks
for training will be described , to include the criteria and the corn—
pos i t ion  of the tas K se lect ion board. The task analys is  process is
defined , including suggested data that should be collected and the
sources. Finally, recomenda ti ons w i ll be made on how tasks can be
relegated to d i f ferent training s i tes .

1-3. Scope . Job and task ana l ys i s  must always be perceived in the
context of the total systems approach. The data collected during
this front end anal ysis (FEA here being defined as job and task
analysis , is valuable in its applicatio n to the training development
process. The integrati on of several different job ano task
analysis events is portrayed in figure 1-1.

1- 1
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1-4 . G l o s - a r y . (See TRADOC Ci rcu lar  350-3).

1-5 . T ra in ln9 .

a. The Army lacks a pool of trained analysts for its job and task 
•a nal ysis efforts. On the contrary , each serv i ce school must repea tedly

develop its analysis personnel . Recognizing this periodic requirement ,
a set of instructional materials (Job and Task Analysis , Job Training
Package) have been developed. These sel f-paced materials are for the
novice analyst as an on-the—job train ing system . —

b. This pamphlet is an aid to the anal yst , but assumes that he has
completed his portion of the job training package. Even though job and
task anal ysis is all encompassing , the no vi ce shoul d not be expecte d
to perform , conduct , or understand the entire process after ‘going
through the materials and reading this handbook. ” Unde rstanding of
the process and competenc e in the variety of job and task analysis
skills will come with time and effort. This handbook aids that under-
standing, but still requires time and experience on the job as an analyst.
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C HA PTE R P

O V 1 Oi l LW 01 JOB AId) TASI ANAL Y Is

- - i ’ :, n t i n i n r j  r r i t s i onn . Il ~ An ’ ,- ‘ h i t  l e  an o i l e r  l i v ’  h u r l  m y
a ’  tra t n r t t I - perot t i l l li ’s - e l o f  r i - i l ln e s s  t n t  iiid in r t t i i i  l I S t  l a - va -I

0 1 n i - s t i n n e ’ , ’ . lii ’ ’ tasr te g y 01 n O o n  ii 1in q t he d i i  l e n- m t mn i d i n i n  s

‘ a l L r r r - , n t s w r  I ‘v l ip in i  ‘ r a i n i n g  h i t  w i l l ‘; iqrpnn? t h e r , is  cal  l i t
o t i s  1: r ’ ,ti h. ‘l in i ny t I l t  r t r i l l  in - - . s r ‘qsi r a ’ - ~~n it ‘; ( t ~1 —

i ei l v i’  e d  m u .  j lu ,t l ) , I r a  Ar m y t e n  t r i m s t o  ‘ ra t t h a t re eds.

Job t ’ t ’ ’ t~~ t ion ‘ - 0 m l  i -  I l i t  I - ,k i I ,I - A sys ’ em ma t i c  a p~ i’ tr Im I s

in I t ’ , - J r  ( it  iii 1 i , r :  nil’ n’i t m ; - i ’  I -  w i t  11 a S p a t I f it , lef in i t  ion o f
I ’ ’  r ’ n t r t n ’ ’ i t n e r r ~u l ’ :- i r n t s  I C  he jolt . In st ru C tonal ‘ y t i ’ r r r s  :i ’vt ’ l op _

- ‘ e n  i l  in ‘ n o t  in mc ‘ic 1 1 3  e r ,  t i p  er t v rrm a n r e in t he n i l  w o r l  1 . he
o y’  t ems ap u~ 

‘ t I  I ’  ‘.0 ‘ i i ’ des 90  o t  n mi st  ron I l int m i t  1 o l e ’ , l ii’ l i t  iii t inn uf
-‘ i t  is ir t o  ~r,t I n c  I , in t n t ,  01  job ra pt i r e n e - n i t  o . T he - v - C  e r ’  i~~r m’ t
t~ 1n’ In - P 9 0  0 1  t r 1 t i n m n t j  r U  hano i  on an e v a l i t t i o n  01 what is e s J r e r  t n - I

so l l i e n ’ in j ine n ;  npet ’ i a l t v  and  t n — , t t i n m l anal ys i s a’ to wha t  the
‘,o 1 di or so t r i l l 1 v l i t ’ , ott I i i  i t .  On e job pro t in I ‘ n i t  / o t spi t i f i n
C a s k  , has brent te l l  t a - I  th i n the l i t  I iii ng developer cm d i i  yn t r a l  iii ni

I t t  w ill U u J J r r r r  job pro fi ci i i i .  y o f  t a s k  performa nce , In form the so l di i - n ’
0 1  t h e  n ’ e r lu i I s k i l l s  a rid deve lop  l j r l r i - o p r i a t t ’  t e s t  i i iechanisms to

i t ’ ,t su re  jo b pm ’ t r f i c ir ’nii. y . Th is  process o f  job identi f ic a t i o n  of spec i f ic
t a s ks has d ev e l  o~ t ’iI 1 nto t he f ie ld  o f  job amid task  anal ys i s .

2— 3. A n t l y’ i’ l i e ,

i, Job art i l  task ana l ys i s  form the foundation of the systems approach
to t r a in ing deve lopment .  The ent i re process involves severa l activities
each mutuall y support ing the other (fi g 2 - 1 ) .

AP~A LYl[ • DES IG N ~- DEV E LOP ..- TRA IN ~ EVALUATE

Figu,~ 2 1  SYSTEMS APPROACH
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These activities are portrayed in a linea r (straight line ) fashion ,
yet each may well have severa l parts occurring at the same t ime w i th
other a c t i v i t i e s .  The ex is t ing individua l training system ha s severa l
product systems that are designed to support individual proficiency .
The interrelationship of each of these training products should evolve
naturally from a convmon ana ysis base (fi q 2-2).

NET INC LIT

ArMjy~ ~~~~~~~~~

Figure 2-2. 
f~ 2.2 ANALYSIS BASE

b. If this anal ysis base does not exist , is not used , or is usea i rreg-
ularly the n the integration of these separate training products is
dif f icu lt. Each system then conducts its own analysis and may well
come up wi th an entirely different data base and conclusions. A
commo n analysis base is a system prerequisite . Each of these progr ams
should look to a consolidated analysis base which wi l l  faci l i ta te the
accomp lishment of their mission. Without the assurance of job and
task anal ysis , the training designer can not be certain that he is
training or testing the appropriate sk i l ls .  A training organization
can develop training support packages and products which are systems
designed ,” performanc e oriented , criterion referenced , self-pa ced ,
mastery based but wh ich do not refl ect true performance required
on the job,

2-4. Job analysis purpose. The purpose of the job analysis is to
identify all tasks which are now being performed and/or should be
performed by soldiers of each specialty and ski l l  level so that the
training programs supporting these special t ies can be systematically
designed and prepa re the soldier for his job. Considering the
diver sity of MOS within the Army and the degrees of complexity of
special t ies , there is no one process appropriate for job or task
a n a l ys is for all of the TRADOC schools. The complete methodology for
j ob and task analysis may wel l  be distinctly di fferent for each
specia lty . Yet fol lowing fundamental principles should insure that
basic criteria are met and a re available for the refinement/evaluation
of the ana lysis effort.

2-2
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(3) SM/CM revi sions.

(4) Introduction of new equi pment in a specialty (off-the-shelf ,
new acquisit ions).

(5) TRADOC service school internal and/or external evaluation
feedback .

(6) Job/tank discrepency feedback from the field.

(7) Product Improvement Plan (PIP) implementation altering a
functional system .

(8) Training Developments Information System (TDIS) requirements/
conversion .

(9) Creation of a new officer or enlisted specialty .

e. Choosing which specialties require a job and task anal ysis is a L
management decision. Considering budget constraints , the Army can not
conduct a job ana l ysis for all specialties/grades/skill levels. Manage-
ment must decide which specialty will be anal yzed . However , before
deciding to conduct a job and task analysis , the management staff must
be aware of the factors and establish priorities as to which jobs will
be analyzed .

f. A need-, assessment conducted before anal ysis determines if
training is required and assesses skill deficiencies , both individual
and organizational , along with their developmental needs. It obtains
info rmation required for developing training courses or programs (fig
2-3).

____ 

PROFICIENCY ACTUAL
THR EAT • COCTRINE p ~~~~~ —4 —P LEVELS —$~~~~~~ 

p4—. PRORCIENCY
REQUIRED L EVELS

PER FORMANCE

EN~ R~~MENT
/J\

EQUIPN
~~

PER~)NNU. TRAINING ATTITUDE
DEFICIENCY

~~ws 2.3 NEEDS ASSESSMENT
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g. It is essential that the Ariity ’ s l iit mi ted trainin g develop ment
re - o u nc es be most e f f n .’e t iv e ly  u t i l i zed  in the resolut ion of rea l per-
f n t n ” 1n n r t ,c’ problems . The needs assessin nent approach to training develop-

unit is designed to insure th is.  The basic guide in needs assessment is
to Fj t ,,US ON PERFORMANCE.

h. Co n siderint i the mn l ission and nature of the A rmy , the minima l
standards of perfori ra nse are defined by Threa t , Doctr ine,  and C o l l e c t i v e
Missions and Individual Tasks . Whenever the actual performanc e level
doe- not meet or exceed this minima l prof ic iency , there is a real
~~~ ‘ oi rmnance problem (fig 2—3)

i. The beginning point of a needs ass essmen t i s  i n  the ident ifi—
cat ion of the probierni ( s ) .  There are a variety of syniptoms or indicators
that the analys t  can use in this problem ident i f icat ion process:

- Field commander ’ s com ments

- Unit performance eva luat ions  (ARTEP)

- Unit ’ s maintenance readiness

- Individual soldier ’ s comiimnents

- Isolation of a new threa t

- Introduction of a new piece of equipment

- Creation of a new specialty

Each of these elements may potentially in d i cate that there coul d be a
performance problem present. The role of the analyst is to collect ,
group , anal yze the syrnip tomus , to completely identify the problem and to
specif y the actual performance discrepancy .

j. Once this has been done , the analys t is then ready to address
the i ss ue o f causes of the problem and then i solate potent ial solut i ons
for it. Performa nce problems oftent imes can be t raced d ir ectly to a
sk ills/knowledge deficiency . Yet , many performance problems are a
f unct i on of e i ther the work env i ronment or the mot i vat i on of the sold i er.

k. Training is an appropriate solution when the performance dis-
crepancy is attributable to a skills/knowledge deficiency . But it has
no positive impact if the problem is environmenta l or ntot vational.
Ev idence, such as the facts described below , would tend to suggest a
sk i l ls /knowled ge def i c i ency:
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(I) Soldier c I n i n ui t pt’rforrnr task correctly even when he
n t ~~ - he is h~’j mli i  o bserv a nt ,

(
~ ) l h t ’ r ’ t ’ is no opportun i ty to practice the task whi le in

tra in trig i n ’  wh i l e  on the job.

(3) Task requires the applic ation of concepts , rules ,
no m p1 i’s ,

(4 )  The task mc new to the target populat ion.

(5 )  II i-~t inry it t  inadequate traini n g in the unit or the school.

It the 1’roblem car t he attributed t o  a skills and knowledge deficiency ,
then  t r a i n i n g  i s  an acceptable solution. But if not , then an al-
ternat ive so lutio n r u n t  Ire explored .

1 . the perfortmmance problem imnay he in dicat ed by symiiptonns that
‘, u h J t ’’,t arm environmental cause , e.g .:

(1) Requ I rod ‘ 01 151 r’t equ I pam ’ i’uit mus s i nq I rom a unra I ntenance
ann m t

(2) li ru mnibli n a i is widespread.

(3) W r n ’ k  hR II it ies inadequate.

(4 )  bar r ’ 1 t n ’ s t i n  I r a — n i  n—i rm a no a’ present -

(5) Work f low unclea n ’ .

(6)  Suppl y and demand difficult ies .

~7) Frequent superv i so ry chan ges.

These type of env iroruiniental syuipt t.irn n ind icate performance problem s
of a d i f ferent nature , requiring a non-tra in ing solut ion.

m. F ina l ly ,  the an a lys t  nay f ind that the performance prohleinn
In caused by m ot ivat i onal problems , character ized t v:

(1) Soldiers not gettin g feedback on the i r  performance.

(2) Punishment emp l oyed as a management techni que.
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(3) Soldiers unaware of the ir role in the unit ’s m i ssion.

( 4 )  Good perfo rmance being punished.

( 5 )  Reward sys I i i: I n n  t a - ,k acco umip i I m cii t i s m ini n i ma 1

(e )  ~~~~ are d i s t a s t e f u l

I t  t l i , ’’, a I v i e s  of ;v r ’ rp t n r im ’ -_ c ’ rm en ’ l e  dun t o the ana lys is , then the
t ’ ’ nj i t i o n a l  tn -a i n ing so l ut i o n  is indppn ’e.l a ’ m a t e .

n . The ben t a  f t ot a needs as so s moe ni t  is achieved through a
t o e  d ,rfj , i i t i t m nt of per fonr r sn i ut dj s C n ’ e l t d n n i  ies in ten ’ s n of r -r easub ’—

iS le , observable prob I er symptor : . O n i c t ’  spec I i ed , the a n a l  s’s t is
0J1c ’ to I S  u’~ on the appropr iate so lu t ion(s )  t on ’ t h e  perfor manc e
di- ,c rt ’I i nicy . The ana~ v’-t , u—~inig a ‘.v- t e’ma t j c pn ’ot l em:: so l s ’ m mi : l ; r m ncract i .
can accoi -pli’ -ii ¶ tti ~ needs ass es sm ntent by raising que stions like:

What is tIm e nea’ prob lenn t?

How do we know that it is a problenm?

Wha t symptoints a l e  there that ind icate the r, \ tent
of this problem? ‘1
Who is def ic ient?

When is the problem present?

What precisely is the defic iency ?

What impact does this proble tmn have on unit
per formmi ance?

Is t h i s  probl em attributable to a skills/knowledge
def i c i ency?

Is th i s an env ir on mnn en tal or mot i vat i o nal pro b le m ?

What is the maj or cause of this problem?

What are contr ibut ing causes to this problem?

o. The answers to these questions can isolate the essence of the
performance discrepa nc y and ana lys is can sucuqest accerttabl e solutions.
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problenus req uir J~ g trdini, 19 as a SOl~ tjon can then be pri-

o r i ti zed as ca nd ida te s for tra in in g development resource expen-

d iture Thus , rea l perfo
~~mance probje,iis wi ll dri ve the

tra in i n g Systejmu and insure that the traini ng developnment resources
app ropr iate So lut i on.

are being conlum itted to Perfornm~ nce problenis for which tra ining iS theP. There are four categ or ies of da ta to co l lec t  prior to a j ob and

tds k ani al y5 i~ Th Is da ta relates dir ectl y to the known and projected

thr ea ts t a - i ~19 the Army , and to the doc t r ine that addresses these

thr ea ts It a i~~ rela tes to the co l lec t i ve  minis5 Ions as s i gned to u n i t s

and to the cap ab il it i e s of the individuals in those units This top

down ana l ys is  Compa res the Performance requj r~~~~~5 and actua l competencies

of ind ividuals If there is a difference Ifl these two Performances

then 
~t can be sY st eni at ica l l  addressed . The four categor ies of data

are : I) data to define the performance discrepa~~y 2) data to identif y

the sol ut ion 3) da ta to SPecify ind iv id ual s requir~~g tra ining 4) data  
a .

to pr ovude the Plann in g detai ls for delivery of tra ining The tra ining 
L

develope r  mu s t be abl e to id en tif y the spec if ic levels of perforni ance

requir~~ for each s Pec ia lt y and ski ll le ve l If thIs level of sPeci ficity

is achieved he can determmi ine the present l e v e l 5  of Proficiency and 
-
‘

ident if y those areas where discr epancies ex is t .  Training may be an
on l y one .
obviou s Soluti on to many performance 

discrepancies , yet it is not the
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CHAPT E R 3

JOB A Id )  TA d~ ANALYSIS  PLAN

- I . m r~OS e O f  p la nt. t .

a. l’he Jot and Ta~~L A nal ~- i s  Plan (Jx ~TA P lan)  is a i a i a n I r J e m - - ’
‘ool wh ich i r ures e f f i c ie n t  u - c  of  resour ces w he ni c r - l u  I i n i rj  a job
a mid n j - I  anal 1~ is. T h i s  plan is the a- a -s p on si bil I t.y of th r-  Con i i r ma n r tn n t

-‘ Ut can I school a , r - l should be approv a l at  the hi g In- st  1 n - v e l  po ss ib la -  -

~l n~ p l a n  and i t s  prr ’ l a t - I t iomt  i n s t t n t -  t i t t  t i n-  i n t a n a g a ’ i i i n ’ r r t  S t  n ’uctu a’ - is
tm- a rt ’ o f i t -  goals , i t s  d a ta  r eq u m r rm -t enn t s , and  t hr requir ed i’eso m n no .
i’roirr t h e s e requ i r e t - C o t , -

~ i r€ ’ : i  fin data col le t i o n i  procedur -s can t o  —
~t a v elnn p t ’ t , re_ o,nr m u - oe ex~nr nd itu res t a - ej e c t e d , and spec ] t i c  p r o d u c t
del i v r - n a h l e -  i d e n t i f i e d . During the  anal y s i s , t he p lan w i l l  be a
r ’a ’ a - i y-n e f e r r - nce  as to where you are , whert -  you ’ re go ing,  and w h e r e
‘/t)u ye been.

P-

h. The Job and Task Ana lys i s  Plan is a work ing docu m ent from
t i te  f i r s t  luy a s p ec ia l t y  is ident i  f led a- requiring a job amid tas k
a- i l j: is , u n til t ine t r a i n i n g  prod u t S hav e been conmp l e te ly rev i sed
or 1- ~e i O i n a t1 . As i planning docu m nient , it will provide the stru t r n i n
n , r  r~~ t i l e d  organization , tas king . and resource allocation , using
‘ a plans and  forms id entifi ed in the Individual Trainin g Plan (ITP),
TRA[)OC Cir 351-3 . As a record it will be a commi ponent part of the
a m l i t  trail depicting the actual analysis progress. As an evalu atiom i a

i no t  ru n- nit , it w i l l  be the key  in eva lua t ing  the planning, ex ecu t ion ,
ant i re- il t of the ant i lysis effort s . 1-11th j us t i  f i ca t ions  on any
dcv i  nt ions froimi the on gi nal planning conr c ep t .  If at this t im e you
h a v e  not opened up the fo ldout for t h i s  ch a pter , please do so.

c .  The Job and Task Anal ys is  Plan is an e f f e c t i v e  nanage imient
tool , capable of providin g direction , insuring su f f i c ien t  i’e-~o u r c e
planning, and a constant feedback mechanism and of recording.

3—2. a n o ,pe .

a. The Job and Task Anal ysis Plan (J&TA Plan) w i l l  be part of
the overall mnian ageni ent plan for t he  training developnnment process and
will integratn ’ all of the  activiti es which occur early on in the
syste nimatic approach to the desi gn and/or revision of MOS training.
These activities include the job analysis , the sd ection of tasks for
t ra in ing , the tas l  ana lys i s , a rtd the initial site—selection rec omnn—
m n iend at ion. Because of the inter—dependence and independence of each
of these a c t i v i t i e s , the J&TA Plan should address each separately
yet integr ate nfl within the total plan .
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h. I he t~,lA p1 in pro vi nit’’, tint’ tt ,i . t’  t o n  the ana lysis of t - .a m t  and to,’
a 1 1  t i a  m ii i iiq dev i ’ I ra f amrr eu i  t. anti oval oa t j on produc to  u t ’  I at i rig ta _ n t hat
S tn’ a_ i a 1 . lb  us t h e  dat  a i -

‘ a va ii nb Ic for u tua I do vol  opiuieut~t I o f t  a _ a r t s
I n n i n g  t u , n i n r  r ig , t a _ ri’ the ta u ’ t ’Para t lo ru n a t  ~ao l’.li,’i ’ s Manu al’~ • to , -  t h e
- u  n ’ I ’ , i l ’, i t l a _ ) l i  r a t  SQT , anna _ i  int ’u t ,i e wi tim the nenouu ’a _ e r r t , n i r a n c m r t i ’ u i t  u n it  L’ ,s

a , ’ - :1mm i , u mu mu m , I reaS t o  be ,n n t dnn ’’~sed i n  this p1 a nn art’ :

1) Ot t ict ’n - /on m l isted s p e c i a l t y .

( 
~
‘ ) Job dt ’sa_ m m  pt ion.

1) l au - lt ’t populat ion .

(‘1 ) P1 an rat i m ) i m , n i t ’

(5) t rip Ii at ion of the ,j oh and t n , k aria lys In . 1

~t a)  Ri’’ , ra t i r r ’ r’ requ i n’ c ’ t int ’ u mt  coi ls tra m n t o .

( 7 )  Data ‘,a_ iur a_ :e’,

(8) Dcl iverabl- ~’s.

Lach or t f in ’sr ’ set - t l  ons provides s tru~. tu ne to the p 1 au and
i ins tin -Os that the n,ea _ r’s’.a n’ y a_it ’ t a  i lo have been coils i dered . Tim e t o l l  OWl I1~
a ’xa rr q a l Os of the comp onionut of a ,lnr b ~ Tan k Ana lys is  Min i  ,nn ~t’ provided
on I v a’~ a s uqa;t ’s t ion to i rid i a_ a te  the type o in t Onifla t ion that nnua y tat ’
included wi t h i n  car in ar on . For the purpose of i n d i c a t i n g  that type a _ i t
l i n t  onumid t IOn , O tt i c o n - sla u ’a_ - l a i ty  ode 11 is prov m ded as a not ion ia I i’x am nmpl e
and it t I to t a t ’ pa ’m -ce i ved as a l l  I nrc ] us i ye.

I)  O t t  i a _ c ’n ’/ t ’nil 1’,tt ’d s I a o a_ i a l  ty :

I n t a m i t  m y  ) , n l a t , n  in

NOTE: In  t i e  Army , w iic ’ui an ,nn,i i ,y— . u s is  conduct ed of a ‘~1 mt ’ a _ m a  1 ty it is
tt’nuuied an occupa t iona I ,ani,i 1 -

~ 
-
‘ is , i n idi r at  I mig I fn , i t the auia 1 vs m s u- cl at es ta _ a

f it ’ o pe n i i i  t y , . t ’ . , in t nni tn ’v n u n  t a _ u  1 spt ’ n i t  i a _ : a i run a _ It ’ or s l i t  Us leve l
i .e . L T , C l i ,  MAd . W i t h i n  th is  ‘, Ia t ’a _ m a l t y ,  there is t i n e  tradition a l
jr,na _ It ’ a n ’ r a j m n’’ ,- ’ I on of 01 — 0,’ — 0_ l —r ,)4 — (15 , inia _ l van - i  Ot is duty po s it ions by rade ,

O n . , platoon I i’~ a_ ioi~ , a _ . caiii p ,n iv r-oii u umand&’ r, Sl , ins tn - u n ton , rt ’a_ ru i t  i flr)
rat t I- , o n - , a ’ In . The ,tn,i 1 yn is wu 11 sol ate and dot u it ’ the open I al ty in
I r ’n r n r ’ , r a t  t Pt is  aj i ’ , in ic ’ pr0 i lnn ’’~o1 Oil and duty taos i ti on a _ li s ti ru n t i tall ’,. 1 bough
t fi t ’ n c ’ ,ii ’ n ’ “,t~~t us ’’ wi thin sp ec ial t i e ’ . , t h e  focus nit the  ,nna lys i ’, of fon t
tuerj iii’ , w i t h  t h e  ‘~ u c ’r n a lt v , e. ‘~~

. , infantry ,nt ata in , and their t’ x , n mim i lies
oat h ~t these duty t a o ’ . i t u lOis in the r on , text 0 t the Sh ea.: i a I t y
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(2) Job de sc ri ption.

;~nt in :  t a i i t n~ Ii n -u t o namtt s f i rs t  ass i gnurent ni ght indicate
ttte vdr ia - t v of as s i gn nm ent -~, ringing from r i f l e  p la toon
leader , no rt on platoon leddo r , support platoon leader ,
r’cconna i ssance platoon leader , conri p a n my executive officer ,
assi s t~a n i  t sta t f o t t  cen (Si , S2 , ~, 3 , S4 ) , tra i ni n j
-5 t f  i con at d t raining ceniten , etc . The initial assign—
sent pattern by -~oo t l no tp h ic r a - i~ion might show 19 p~-nC e rn t

i an  Europe , 09 tercent i n : urea , 69 p~’rr r - n i t  in (JJlPJ ,
02 pn nt - r:t in f~1a ’ ,Lr , 04 er c en m i in Hawai i , a n d  02 per-
cent in Pa n in: :  a - If tj t~~n -~ a n - - t y t i c a l  career assign-
sent pa t te rns , tares e should be identi f ied.

Note: The job de - un i ption should (jet ne all relevant job data.

(3) Target population.

ilote: Considering the enw - : l e  of an Infantry Captain , it becomes
obvi ous that the target population definition encompasses several
years and varied degrees of experience dependent upon whether the
individual is a recentl y pro roted captain going to Germany or a
captain with 11 years service, two company commands and S3 experience.
For that reason , the ta rget population statement should be sufficiently
precise to produce useful data .

officers attending the Infantry Officers ’ Advanced
Course.

Seventy percent of the students entering IOAC are
Infantry Captains. Thirty percent of the students
are infantry lieutenants. A sma l l  percentage of
the students will be representatives of other
branches.

The s tuden ts ’ average age will be between 26 and
30. Seventy percent of the officers are married.
Their average educational level is 16 years.
A pproximately 80 percent have a bachelors degree.

The source of commission by numbers is as follows :
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a. ROTC 57

b. OCS 11 %

c. USMA 29~

d. Othe r 03d

Al l s t u d e n t s  have  comple ted  IO BC or an e q u i v a l ent
branch qualifying course. The students have at
least  a 11 0 GT score or eq u i va len t .  On the Nelson
Deney Reading Comprehension Test, the fol lowing
levels were determ ined :

97.8 .  of all captains tested scored above the
14th grade level . (vocabulary )

97.8~ of all captains tested scored above the
12th grade leve l. ( comprehension)

93.3~ of all captains tested scored above the
14th g rade level . (total reading score )

The l i e u t e n a n t s  a t t e n d i n g  the course posses s
reading abi l i t ies comparable to those of the
capta ins.

The majority of advanced course students are RA
off icers wi th just over 4 years time in service
normally at platoon level. They w ill have served
i n job ass ig nments such as r i f l e  p latoon leade r,
mortar platoon leader , ant i tank platoon leader ,
su pport platoon leader , reconna issance platoon
leader , company execut ive officer , ass i stant
battal ion and assistant brigade staff (Sl , S2 ,
S3, S4). About 10 percent of the officers will
have commanded a company . Therefore , the students
enter tP e course w i t h  vast ly  d i f fe ren t  experiences .

Less than 10 percent have combat experience.

80 percent of the students are airborne quali-
fie ld.

50 percent of the students are ranger quail-
fi ed..

All students have a SECRET security clearance.

All students have a one (1) year obligation
upon course completion.
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The students know that the purpose of the course
is to train infantry officers to serve as cot-
::am: -Jc’ns and battalion and brigade staff officers .
They expect to receive instruction which will
enable the, to develop the skills, knowiedges ,
and attr ibutes required to s uccessf u lly perform
in these jobs.

The students will be very intolerable of any
instruction which does not cncompass current
doctrine and technology or is poorly presented.

(4)  Plan rationale.

Note: The plan rationale should indicate the basic premise for con-
ducting the analysis of the specialty . The notional example
provided herewith is extracted from the RETO study .

“There is no established commonality among the
sources of commissioning in regard to the
mil i ta ry ski l ls and knowledge which their
graduates should possess.

“The new l ieutenant should leave the Basic
Course with all the skills and knowledge to
perform s in his first assi gnment; this does
not happen today.

“Officer education and training during the
period between the Basic Course and the
Adva nce d Co urse i s ha phazard a t best. ”

(5) Imp lications of the Job and Task Analysis.

Mote: A com prehensive ana lys i s of a spec i a l ty  may affect not on ly
the t raining in that specialty , but also assignment progression ,
testing equipnment modifications , recruitment standa rds , even the
structure of the specialty . For that reason , it is important to
identif y potential areas affected by an analysis.
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An a n a l y s i s  of the i n f a n t r y  l i e u t e n a nt  po s i t ion
potential ly could suggest that the amount of
training conducted in 1O BC is insufficient for
the real world requirements. One imp l icat ion
from this could be an expansi on of the 1OBC
curriculum or pe rhaps the preparation of spe-
cific ex portable training materials for use
during the f i rst  s ix months after training .

(6) Resource requirements/constraints.

Note: The complexity of job and task analysis dictates that
adequate res ources be programed to insure the avai labi l i ty  of
peop le , time , faci l i t ies,  and money . In terms of ana lysis staff ,
sub j ec t  mat te r  expe r t s , j ob incumbents , e q u i p m e n t , there mus t  be
detai led planning of the resources required . Whether it be for an on - 

-

site v is i t , for a research effort into threat documents , for the task
ver i f icat ion efforts , for the task selecti on board , or f o r the r e p r o d u c t i o n
o f survey  q u e s t i o n n a i r es, it is essentia l that every possible resource
be projected to include all staff and support elements , f i e l d  un i t s ,
equipment , TDY expend itures , and tota l mandays of effort. The resource
sect ion wi l l  describe each of these different resource categories and
account for their expenditu re by area .

Prepare  Sp ec ia lty Task L i s t  for  STAFF TOY ETC
Infantry Captain

( 1 )  Identify duty positions 4 staff No
to be analyze d 60 mandays

(2) Collect job background 5 staff 15 trips
data , .. 150 mandays

( 3) Ident ify dut ies of each 2 st a ff No
duty pos i t i on 40 mandays

(4) Identify tasks related 3 staff No
to each duty 45 mandays

(5) Interview job incumbents... S staff 15 tr ips
100 mandays

(6) Refine task l ist 2 staff No
20 mandays

( 7 )  . ..
(8)
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(7 )  Data source- -,.

Nt r t e :  To fa ci l It~ tn ’ subsequent analysis efforts , to assu re an
mm - , t u t o t ia _ rural don ~t r ’ n r t  t h a t  lists sources of data and ummost inipor—

t t n i t l y  to os u a - n t a - m t  ,i ve ly  rev iew a l l  appropriate data sources , each
data  n a - go  n - e i s a _ - n a t  should h a ve a l is t  of poss ib le  data sources l i s ted
f ua a_ ’x ai ni nat io n .

DATA REQ UI RLM ~ N S  SOURCES

Job Da s c n i p t ion e Table of Organ iza t ion  and
( I nf CPT) Equipimnent

Table of Distributions and
Allowance

RETO Study Data

Arm y Regulations

Di rectorate of Combat
Devel op umment

Directorate of Evalua -
tions

TAADS Da ta - -

SME

Job Incu mbents /super-
visors

(8) De l iverab les .

Note: The deliverable products of the job and task analysis m ust
be specified in the m anagement plan if the tota l puzzle is to fit
together. The variety of products is ind icat ive of the a mm m ount of
work required during job and task analysis.
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A l is t  of del iverabl es for the infantry specialty
might include:

(A) Job background info rmation for infantry
off ic ers.

(1) Demographi c data including population
size/density .

(2 ) Equipment configurations.

(3) Supervision leve ls .

(4)  Job descriptions.

(5 )  .. .

( B )  Target population data .

(C) Ta sk inventories.

( I)  Comon task lists .

(2)  Shared task l is ts.

(3) Task l i s ts  by duty posit ions.

( 4 )  Infaa try unique task lists.

(5) Task list by grade.

(0) List of tasks selected for training.

( 1) Cri ter ia.

(2) SOP.

(3) Board results .

(E) Task anal ys i s documenta t i on.

( 1)  W orksheet prepared on all crit ical tasks.

(2) A ll background information from above
for empiri cal fi les .

(F) Lesso ns lea rned f i le.

(G) Aud it trail.

3-8
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d. F n t :mn t I n t - be qi nn m n : , r r -- pons ib le  n-nior - a n t d j e r -  defi ume the
u l d j n i o a _ ’ tn d i a n t  t n t n n n n t - ;  d - -

~n’ lo t n - - a-ntt . - t e ~~jf ca I Iy , the goals and
the  p e n i t n : a n r n a -  a_ -~ pec ta t io ns  should f e  eA p l i c i t l y  sta te- i . I~ the m ine d
n.Jfl be de l i  r e d  tnn r - u m t i nt - sol ut lo t S are aol: i o v a b le .  once tn n yo a ls  arid
Ooro - - t’t ers o a - a _ I a - i  ned ldia ’nt the n t ’ s o u n n  cc can be p r o j e c t - -i n m t a - rn ’ s o f:
- a l a n i e s , tno~ a- l , co m t t n - tct s , e q uip t :emn t , supplie s, f d c i l i t i e s , a-t c .

e. T n t ’ s tun i t i c  ct i t -pc n t ent c o~ Jut) ~n t t 1 y-~i s , se lec t i on  of ta ‘ s
t a _ a _ n training and t a— ,~ tn c tlys i s is de scr ibed rn dr- tail in t i n -in
n o : -  t i, -e cha p t i -i c . fire J .TA Plan s e a _ o l d  - - ‘ ‘ t in thu do is iomi . and
;:n l t,a n :a _ e on loSt, t i l t  f th e se  I n  ~i v i t i e s  n - i l l be a t tnt niuo ta-d. The a - a l e
amio - ’-r :unt ni , r s d u ring t Ie  i n s t r u c t i o n a l  - - / S l r : :  n-l opca _ -n : t - r o t c- - s

is ont o ut set t i n i~ -~~al - , e t t i n H  ~- nio r :t i eo , a: 1 - n u v i n ~ ~- la n s, r un t -
t u r i n n - J  n - ~ ress,  red nv a 1 u a t i n i ~ t a o  - a u c u c t - s  - ~nto ~~A L L t ni i -
t He  nI )O - 1 - ‘~t ~~Ot~ W i  r e c o n c  edo : of t i n -nana : -r - entt in t ; tut ~ and
~rttv d n t in’ complet e audi t  t ra i l  f u r  t i ne a n a l y s i s  e f t u a ’ t.

~~~~ ~‘i v t -r ot : - - - Op ec i f ic  de ta i l s  tor t~:’ pre parat ion of the
:~ TA l i nt an - c ani drr -o sed in TRADOC Reg 351-4 , Job and fask Anal ysis.
O e l i v e r a b l a _ - s  n t- u i a n - d f a r  each analysis of tort (in a d d i t i o n  to the - 

-

plan i t : e l f )  are : -

a. Coi ::plnted target populatio n de s cription.

b. Job den - n~ t no ;~h c  data.

c. Task inventory (initial).

d. Task inventory (final).

e. Task selected for training (critical tasks) to include criteria
for selection and rationale for each task selected.

f. Task Se lec t ion  Board SOP.

L 

g. Task analysis worksheet for each task selected f~ r training,
with ini t ial  site select ion recommendation (app B ) .
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KEY POI NTS

CHAPTER 3
JOB ~ TASV ANALYSIS PLAN

Pa rag ra ph

• 3-1

Managen nent tool
Specifies : what , how , when
Basis for: resource projection
Work ing  do c um e nt
Ready reference
Part of Individual Training Plan
Component of audit trail

3-2 Scope

Job anal ys is
Selection of tasks for training
Task anal y s i s
Initial site selection
Plan will provide the Empirical Base and the Guidelines

for the J&TA Process
Data requirements:

Off icer /enl is ted special ty
Job descr i p t i o n s
Target population
Plan rationale
Implications of the J&TA
Resource requirements/constraints
Data sources
Del i ve ra b les

Role of Ma nageme n t in IS O process
Se t goals
Set priorit ies
Approve p l an s
Monitor progress
Eval uate pro ducts

3-3 Deliverables

Target population descri ption
Job da t a
Task inventory (initial and final)
Tasks selected for training, criteria, rationale
Task se lection board
Ta s k a n a l y s i s  worksheet
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JOB ~, ,Y S I S

• ~-l . , r ; r n t - ~ ’ . Tnra _ - bas ic  oS -p t of r ’ a _~ -~~steinn s rp p a :-a c ’r to inis t ru- -
n t n : a m  den~- ln pi :ent is t a _ i t  t u n e  1 t 1 :  p n t t f i c i u n : n v  is nit - f i ned  inn uni ea- - u n - tb] r-

t t - u S . then, t f l ’ S t’ -~ l1~ con Lr a _ ’  i t t i - O r t  ar i d post—trainin g pr o t io i eu icv
J L O O S L , n a ’J iJ ) ~a_ t i r  5 1 l - L1 l  m c d n a - - S . Job on :aLy -a _ i s  li a r t m , aj nin i q is t f l a
process 01 t! A ann :muuing a Io t a t a_ a i t e m a t i t v  its a _ n v ~~n nn1 e a:t tasks in the
ci roa r  t a n i c e s  p~- n t u r  o ,f , O n tO a -  o Pt ,r in - t ion ’ r rt  -S r ri iati a _ nnt ~- n a _ i  ch will
a s s i s t  , ‘ m t o  J i g  1 d a 0 . a l a i ; r a _-n , t ~at a _ ’ f f i ci enat and n f l  nt i~~ job
t ’ , rn n i n t 1 . P-is d ata ~,~-t l n n , -s t ’ oS sold i~~r s  -sou l en-.- ir n tn i:--r- n n t , tha - t v t t e  n i t

-~ u rpr - emi t ted soldi er rn ’qui r a ’d for t t i t ’  pos i t i on , and the s p e c i f i c  tas-
teo t I ke ~ : t n r n ’ s p e c i a l t - ,.

4 - i .  Sona ; t u .

a .  A job a na l y s i s  j t t n t0. t a_ , t - -  d u t ia i u  t i n  jot e l ui -- e n :t~ ,tnd t heir
re lt tions n inps to the r~’ v .  ~o ,accoi - t- lish tn :i s. t ue ana lys t  should beg in
n • i  tn tIle niajoa- pot ~- m t t i a 1  t I i a - t t S  con fronting t i n- A • an \,nilim n lu t he
d o c t r i n e  and bui l d down . •-. i t t n i r: - v o n y  se a : ice ~n inoti 1 and so I tS o coo: a_a n a_t
t ’ t a ’ u e  is a t n rea t  - - : dnaa nen , who i5 res pons ib le  for the a_ ’ e ~ a I  I cupt - m - —
v i s  lo i n / coo rd i n a t ion  ot  a l l  t i ta - - at t i v i t i a n s  at that  school or conts : ,na0.i .

nndi t iona l ly,  tee Co umnb jn :ed --a - : - - , t n ’ n i t n ’r, t i nt ’ L og i s t i c s  C o m i t a _ ’u’ , a m i d
Au rn im n istra t ion Center are responsible fur the integ r a ti o n of threat data
u nto t r i o respec t i ve  schools, and t ra in i ing ean r ams . T i i n ~j n ih a sin g le
point a_ i t  contact  at n’,nn : M school . tha _ ’  sys ter -  has a t t n ’r :a _ t  a n t  t a _ i  insure
v a l i d i t ,  in tIle tn nuat dat ,n ami d ~nui Sis t en it :v in i t s  i n te g ra t io ma into tI:,~tra m n i n r n n s n st ot . The ,tn o t l y st sh ould reP- - - \ t a - n - i v n ’ ly upon this Threat

t a i n t tee scna _ io l ‘s tea-ea t a_urn: :. As i nt a_ ’ t~na t i  nq t h e  thre,n t am id t a O
collec tive (umiit) n n a i s s i o a r s . the omi a l v - t  is able to identity in dividua l
tasks ni n u t i a _ t i r e  ia _ i t i so la t ed or c on ns iden ’eJ  for t i - om it: : .  This s t a - a t t - - : - ~for tne a n a l y s i s  places the job into its rela t i n a _ - r e lati a _ i m isni p to
doct r i ne , tn ln i -O t , collective (unit) tas s— , individual tasks and their
intert ,i ne t~ith the t ra in ing deve lopi sr ’n :ts pa - r~a_ ess (fig . 4—1).
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b. The analyst  examines the job history , develo ps an understan ding
of its past and investigates its future . Coordination with Combat
developments would indicate any replacement equipment ! system s that are
forthcoming. The ef fect  of these innovations upon the j ob and its
related systems should be projected . The significance of this expla-
nation or orientation to job anal ysis is that the ana lyst beg in s a t the
top and works down to the task.

c. The job is defined and examined from severa l different per-
spectives. The analyst starts by reviewing threa t scenarios , examining
doctrine , and identif ying the essence of the job as part of the col-
lective mis sion. The analyst must look at these missions , and break out
the role of the individua l within each activity . Whet her the mission is
for a squad to conduct a night ambush , or fcr a task fo rce moveme n t to
contact , the analyst must define the individual tasks , sk i l ls , and
knowledges (for a detailed discussion of collective/individual analysis
nter face read Chapter  10). Once the “big picture is understood , the

analyst orients on the job , its major duties and tasks (for a graphic
portrayal of this relationship, refer to figures 4-2 and 4-3 , on the
foldo ut f o l low i ng this paae ).

d. This approach to the job analysis insures the collection of all
required data . The analyst will spend many days ‘earching, reading,
talk ing, and observing. In specific terms, the anaJyst examines various
documents relating to threat , doctrine, missions , etc . Visiting the job
site in several different geographic regions is essential including
ta lk ing w i th incumbents , supervisors , instruc tors and commanders. The
analyst should identif y equipment found on the job. Finally, the
ana lyst looks at the job in terms of the personnel. Does the job have
unique requirements for the soldiers? Must the soldiers have unique
qualifications for the job? The ways the anal yst exa mi nes the job are a
funct ion of the analys is  conducted and the amount of information col-
lec ted.

4-3. New analysis vs revision .

a. If the  a n a l y s t  conducts a iob analysis for a specialty not
previously analyzed , then the a r st would take one app roach. If the
specialty has been previously analyzed a revision analysis would then be
conducted with a different approach taken .

b. The anal ys t  s h o u l d  not  assume t h a t  an ana l ysis has been con-
ducted , simply because there are training development products in the
fi ’ld. The “proof is tn the pudding, ” and existing analysis data should
be examined for authenticity and comprehensiveness. This review of
ex is t ing analysis data is accomplished by examininr what exists and when
and how it was col lected. If the exist ing anal y s i s  data ba se is
acc ep ta b le , then the analyst only collects data m issing and spot-
c hecks o ther data in su r ing  change s have not been made .

4-2
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functional analysis , task analysis , and behav ioral task analysis) the
analyst should closely monitor these a n a l yses , thereby projecting any
mod i fications to the specialty, training progra nmi , or entrance require-
ments (for a detail ed discussion of the analysis activities relating to
the interface of new equipm ent procurement off the shel f equipment
acquisition , and skill performance aids (SPA) with the training develop-
ment process see Chapter 11). A procedure that assists in this data
anal ysis is described in Appendix 0. This methodology insures the
school analyst comprehensively exami nes front-end analysis data and
recommend s any potential changes to the piece of equipment , to a pro-
posed training program , to the minimal competency level s , or to the
specialty structure . This early analysis input is essential if the Army
is to optimi ze developmental systems in terms of the soldiers , units ,
and future requirements .

~h-S. ~~~~~~~~~~~~~~~~~~~~~ Re gardl ess of the job analys is conduc ted
(new vs revi s o~~, the data requirements are basica lly the same . In
terms of actual anal ysis activities , job analysis has three primary
ev ents :

a. the task inventory preparat ion for the specialty .

b . the collection of job related information.

c . the collection of target population related information.

Each of these distinct events will be discussed in subsequent para-
gra phs.

4-6. Idsk nvent~~y , p ~~~ jpn.

a. Purpose. A task inventory i s prepared for each s pec ialty to
define the job in the specific term s of its tasks. Onc e this is done ,
the training system has a basis to develop training programs and materials.
According ly, the preparation of the task i nventory is the start of the
entire ana l ysis effort. Accurate , precise task statements are the
foundation of the Army ’s training sys tem . If the job analysis reveals
that information contained in AR 61l-?Ol (Enlisted Career Management
Fields and Military Occupational Specialties) regarding the job is
incorrec t or incomplete, separate action must be taken to correct that
directive. Changes to AR 611-201 are submitted in accordance with
proposed conta i ned in AR 611— 1 . Similar action is required if the job
anal ys i s rev ea ls  a new MOS is necessar y .
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b . a n t ,  e ’nl IJE’ ( ’ . The . t na l y s t  c o n a - ; t r u c t :  t i m e ta ’.k i mn v t ’ n t t n a a - y  f a n a a l r  a
v ariety na t  d i  t t t n - e ’ n m t sources . As a m a ’ v i o u ’. ly  identified se ve r - a l  a 1a—

a n t a ,ls ho- - mi n t be taken. The u n its t h a t  t n a m i t a i n  t i a a -  S i n e’ s idl ty , mn - e ’
C t t i a t l a ’ a l , t b m , - i p ’  im l i ss io n l i ,  c ’s , t i m i i mi e ’ t t , a~ m at their’ i e ’ l a t i o a n ’ .hip to the up on ial ty

t a t  ne a t ( 1l i ,e a t  e r  10)  A l l  sa t  t i m e ’  e q u i  pi m n ent found at thee jol a s i t e  i s
d i ’,~ u- oat a l a i n t  , t m i y  a a a - t n a n m m t a n c c ’  i - e ’ a i a n i a a - ! t a r - l r t -  det im w _’d. The ,an 5t l v - - t  s- is i t - -
W i  tim t a ,  ea aa ’m ’a I ion- , O t t i s  a a -  wi t i m i r a the G3 oft ce to in l enti f~y I la na- -c
i r i d iv i a l u a l  t a - k- , j - , ,m l , i t - - t  as s u p p n a r t  int l and i rm t a’ajf ’ d l to b a t t a l i o n  leve l
001 1 .p a m t i C ]  (‘lit V - This a ppro ac h t i i i ’ ’ , t a m  i n I e’t i ,a t e the i ~~a t  i v i dua l ta- k-
m a i t e t  t h is ’ L a _ a l l a n  li ve t~~- ,k an a l y s i s  pr ’ s a c e ’ .s .  The s u p p o r t i n g  indiv idual
I t - k s  c-a n i a e ’  in te nt i tied by e xp l t a m - m n E J  col le’ a_ t iv e ’ ta sk s . Prev iou s C0[)AP
a c ’ p a a m ’ t ’ . and - ‘ sting training pi’( m m oa it- , should be studi ed . [m all s t ime

~i m n a ly’ . t nmi ’~~’ rv s ’ s  , ni t ’:. lions , and nail a m ’ , i Ow- . the sold i a ’ aS ,r rmd their
- - in -en s m con- . ( t s a r t is ’ t e i  I t a _ i  a _ I e - a_ r n a t  ann of t h e  t , a - L i riven I t a m y  prepa-

a 
i - , a t l e a n  see c h r a p te r  5)

c .  Lisk S t a l t r H a ’ n i t  of a tj i ’O ’ .S nature ,tre t i e n i v e d  t ,- om the e var ious
- S a u n a  a ’ s .  As t b a e i m - s t a t e s r e a n t s  ,cre ret im t e d they beco mmme the t,a - ,k invent o r y
by u’; i mg sever a l V e ’n’ i fic a t ion m imethod’ . the t , r s k  i nventory  a nd ta s k
s t a t  e’r: ae mm t g r a d u a l lv  beg i m t to , iS Sum ma e sonic t a n a l a n i  za ti on and inca iii rig.
This ~rr’o~ (‘Cs ta k~’~ seva - m - t l  w ee kS and a m i r io t  [a l hurried .

- b — i .  ,in a t a ra ’ I , t ! a ’n t I n m t a a n i a t , r t i o a m . T t me second type 01 ana l ys i s  i r a a - luded
wi thi n jota a mi ,tly ’. is  Is time jot’ icu cri pt ion.  Here t ime anal yst at t em m i p t ’
I r a  s : a m a t t n n a ’ al l time ’ re lavent  inforn i ia t io ma re la t ing  to the job. This
d u l l y ’ . is w oo l  at include I n t s ii’ a ir,n t ion l i ke :

a. Di t t a - n a - n i t  duty positions - Pescri pt ion of the different duty
po’.i t i a a a i s  w i t hin t h i n s p e c i a l t y .  L i s t  each duty  pos i t ion and provide a

- i aa ,r r t  na r ra t i ve  s t a t i n g  the rs ’s ponsibi l i  t ies , oaf t ime job incumbent. The
d o t s -  p o s i t  I n nS and partial job descri ption :. nay be found in AR 61 1—201
tea r  en l i ‘. t es t a a ’ r - . na ni f l e ]  and in AR 1 00—11 )1 for co mni rnmi ss inned and warrant
o t t  a ,  ~‘ m - - . Those iao s i t  ions not aic - scri tre at m amu ’ t be defined and del Inca teat
t o  c mi- , si rs ’ a Int l  low—on re ’aal e’ n’ the c ~ipah iii t.y of  understa ng the duty
[ ‘ S i m m - I  a n a l  y :c’ at

b. Ia n e o n ’  i a m n a t j i - e - , - .i ofl  — Prov ides a d e s c r i p t i o n  of the sold ier ’ s
c,c neon a mi n i pn’o t ‘5 s a ’ n n  ia I 0 C’V el opalaenl t both i na t erm nms of ass i gnrnents a nO
r,i Inn ing.  Deec ni he the p0 i nit ‘ . in the career ’  deve lopmi m ent when addi t ion al

S a C - a Lii t i e : .  m n m ight he’ ,aw~rded o n- when add i t i ona l  respo nsibi l  it IU’ ’~ mmmight
a c ’  n a am I a ’r r’ a ’ t I

i’ r’ e- , e ’ mm t I ‘ i lii i ng y s t e mam — Iii ad d i I ion to the career ’  l a r ean l a e s s i o n
nt e ’.crip t ion , i de n t i  t y t hat - t a - ,n I ni nag systeram that sup por ’ t ’~ the career
Pr’oa ia e’:’, i a a m m . In t en t i ty the mir e -thi rd of i nstru l ion (se ’ l  I paced , a - o n - m e - .—
pom ide nice cour- .e • e t c  . a curs e 1 em igt ia , scope , 1 o : a t  ion , and prerequl -
site . . It I:; al so i na ip o rtant to iel ent it s whi s-h P01 co r rec t l y s u p p o r t - -
the a rf.’, a ’ n a t t r a i n i n g ,  its I a a a r t n a r ’ n m , i m m n e ’ obj et t iv e: ;  , ar id t u e  1 n t l u d e d
skills ansi knca w l t’ a lt i e’.
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d. Demographic profiles Personnel and equipment.

(1) Personnel profi1es. MIL PERCEN produces a monthly report called
COPO 45 that identifies personnel by pay grade, sk i ll level , and MOS.
The report is classified CONFIDENTIAL and must be requested through your
local Adjutant General Office . The report is extremely lar ge and only
certain portions w i l l  apply to the job analyst. When you request the
report you require on ly:

Part 1 ( Ident i f icat ion by Command)
Part 2 (Sunminiary )
Part 5 (CO NUS vs overseas by PMOS )
Par t  6 (Operating vs authorized by PMOS , pay grade)
Par t  6, Section 4 (same as Part 6 above , however , i t ident i fies

female sold iers only).
Part 10 (Armywide projected strengths)

(2) Equipment profiles. DARCOM produces a quarterly report called
Continuing Ba lance System Summary Report (Worldwi de Asset Posi t i on
Report ). The report number is K600 BBY1234 Q . It contains approximately
9 ,000 items by Federal Stock Number and is c lassif i ed CONFIDENTIAL . The

— standard distribution is to selected MACOM and all Material Readiness
Comands (Commod ity Commands). The report ident i f i es the equ i pment by
type and vo lume by M4COM , and identifies equipment down to unit level by
unit i dentification code (UIC) on a selected basis. Due to the volume
of the report and the potential n umber of users in TRADOC service
schools , you must contact the commodity command which has proponency for
the equ i pment and request data for specific FSN only. Do not ask for
the entire report.

(3) Miscellaneous data . Varied information pertaining to human
factors data , components or system safety problems , etc., can be ac-
quired through the Government Industry Data Exchange Program (GIDEP).
To acqu ire access to this program , i n s t a l l a t i ons should  contact the
D i rector , GIDEP Operations Center , Co rona , CA 91720 (AV 933-4672).

e. Job env i ronment.

( 1)  Physical conditions: Noise level , stress, crowd ing , travel
requ irements , phys ica l location of duty performance.

(2) Behav ioral factors : threats , i ncent ives , rewards , times,
pressures , and deadlines.

(3) Ava i lab i l i ty  of help on the job - assistance in doing the job.

(4) Supervision conditions — how available or accessible is the
first line supervisor , how closely is performance mon itored?

4-8
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(5) What are the likely phys i cal set tin gs , equipment, and mater i a l s
that wi ll be required in training?

(6)  What var iables are there that af fect  perform imance : local pol ic ies ,
training, etc.

(7) Equipa m ment: What equipment is found on the job?

(8) Identify appropriate persons for information regarding func-
tional differences between peacetime and wartime. If applicable , st udy
possible differences between com bat and noncombat conditions for the job
being analyzed.

(9) One inaportant category of related information t h a t  job  ana ly s i s
must always contain is the s ign i f i cance  of the equipment and the impact
of ma l func tions. Backup measures in case of ma lfunction should be
ascertain eJ .

(10) Aspects of the job — Most difficult; critical; priority .

What is the most difficult pa rt of the job?

What is the most try ing part of the job?

What aspect of job performance can make the difference between
success and failure?

What mistake do the sold iers most frequentl y make ?

W ha t aspec t of the job i s the har dest one to lear n ?

How important is it for the soldier to know how to operate the
equipm iment he ‘ia intains?

In what aspect of performance is there the greatest need for training ?

(11) ‘leeds for simulation - List  sonme of the job aspects or equip-
ment that require simulation for trainin g purposes.

(12) Is there any time limit on training relating to conditions?
I d e n t i f y any constra ints of the training conditions , such as time con-
straints (e.g., training must be completed in x weeks) or logistical
constraints (e .g. ,  training rust be carried out in the f ie ld) .

4-8. I~~g~~~p~pu lat ion i n f o r m a t ion

a. T~- third area analys is included wi thin job analys i s  is the
t a r g e t  popu la t i~ n descript ion for the job. There are two major groups

4-9
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of personnel w i th  which the analyst works (i .e., the initial entry
soldier , and the experienced soldier who has been in the Army some
time). The Army ’s major training role concerns the development of
civilians into soldiers while teaching them a job. The field soldiers a
have progressed beyond the stage of the initial entry soldier , their
education and interest are considerably different and must be identifi ed
also . These two categories of personnel are the targets for the training
development products and the end product of the TD system . They must be
adequatel y identified to insure the training products produced are
compat ib le w i th  the personnel in the field or to establish the parameters
for the baseline (skills and knowled ges ) entry point for any officer or
en l is ted  special ty training requirement. To meet this requirement four
categor ies have been identif ied and must be addressed at the beginning
of each anal ysis:

(1) Category 1 . Target population (TP) in the field; no anticipated
changes in the specialty ; required data i tems insure existing training
products are compat ib le  wi th ex is t ing  TP.

( 2 )  Category 2. New specialty being created , built upon an ex— 1.
isting specialty ; required data items insure training products currentl y
provide the prerequisi te sk i l l s  and know ledges for newly created tasks
or create a t ra in ing package to provide this building block principle.
Requirements for newly created job/task(s) must not exceed existing TP
capabilities on which new specialty is built.

(3) Category 3. New system(s)/equipment being acquired through the
acquisition process; identif y base-line entry level to create new
araining package . If entry level established by producer exceeds cap— -r
ebi l ities of available personnel for assignment to a new systeni/MOS ,
Htc., a requirement may be generated to alert the TRADOC systems manager ,
Huma n Factors personnel , etc., to this problem , which may require de-
veloper/user interface.

(4) Category 4. New analysis effort ascertains a detailed descri ption
of requirements included in an education/training system (e.g., off i ce r
job and task analysis).

b. Each category requires diflerent data depending on the specifi c
nature of the job and the required target population. An example is
provided herewith (fig 4-5) to indicate this variance in data col-
lection requirements.

4- 10
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N a - -w Spec ia l ty  New New
Field From Ex i ’t i ng System An a lysis
Cat # 1 Cat # 2 Cat ~ 3 Cat ‘ 4

( 1 )  Whi ch )  cat  e ’ J m nry does the
a m r a l y s i - ~ ef for t  i nvo l ve?  X X X X

( ? )  Grade or skill level of
Tp
o Existing X X X
o Proposed X X

(3) Specialty of TP
o Existing X X
o Proposed X X

(-I ) Educat ion Level
o Exis t ing X x
o Proposed X
o Required x

(5) Prerequisite Trainin g
o Existing X X X
o Proposed X X
o Required X X X

(6 )  Prerequi s i te Educat ion
o RGL Level X X X X

Speci alty)o Analytical Abilities X X X X
dependent )o Math Level X X X X

~7) ng lish as second
- 

- language X X X

(8) Perfo rmance Data
o Physiological limitation X X X X
o J/T done in isolation X X X X
o J/T part of collective X X X X

task
o Supervisor available X X X X
o Supervisor accessible X X X X
o Perfornm ance monitored X X X X

(9 )  Current en l i s t ed  r e e n l i s t —  X
- r a n t  rate

(10) Current o fficer extension X
rate

(11) Average turnaround time X X
for overseas tour-

Figure - i - b .  Targ et pnap i n lat i o n data it e mn m chet i l is t

_ _ _  _ _  
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4 - 9 . Job ana1~ sis ,pruce ss.

a. Purpose. The purpose of job analysis is to define the scope and
subject matter content of the analysis e ffort. For ease of reference ,
initiall y use the term “gross tasks ” instead of the more cunabersomne
knowledge , skills, job functions , and t,n -,k- , ” w h i c h  are difficul t to

i d e n t i f y  at the on-set  of  any anal y - i s .  A l l  these t erms refer t m
v a rious foran ms of behavior’ and have that commo n denominator , even though
they have somewhat different connotation s !mineanin gs . For the purpose of
the discussion that follows call the nn a “gross tasks. Skills and knowled ges
da t j will be identified later a’~ the anal ysis an ’t nce’.’, a i o g i a a , ’ e S .

b. The re l at i onsh i p between jobs and gross t a- k s . Jobs or duties
consist of groups of gross tasks which are deri a.e d from functions , and
incl ude knowledges , skills , and tasks. Simple jobs may i n clude no more
than tour or five gross ta sks , while comple s jobs may include ma n y m nnon -e
identifiable gross t is k - ,. For the purpose of develop ing a training
system , it is not es-.en t i al to define which jobs in an organization
include which gross t a - ks. Job definitions are not as stable as task
definition - . In other’ wor’n f - , , the definition of the gross ta- k r  does not
change a- rap idly as the definition of the jobs they s o r p r i s e .  Or-
g a n i z a t i o n s  f r e q u e n t ly redefi ne jobs by r’egroup ing the functions that
are included in the job and that d e f i n e  the job.  But the gross tasks  do
not  change nearly as frequently. Therefore , even when a g iven gross
task is shifted to a different job , the behavioral ana lys is  of the gross
ta s k  and the t ra in ing mater ia ls  and t ech ni ques  that a re develo ped to
teach it , r-~a n:a in usefu l and v a l i d .

c. How job analysis is done .

(1) Identification of t h e gross tas ks that mi g~it be included , parts
a - and components of the job.

(a )  Col lec t ex i s t i ng  mater ’ ia ls .  Col lec t all ava i lab le  wr i t t en
matter regarding the job , s u c h  as job descri pt i omas , specifications of
duties , manuals , surve ys, or other studies. Obtain si n milar information
that may be availabl e concerning the j obs of the supervisor ’ s immedi a te
subordinates. Obtain task invent ories from Logistic Support Anal ysis
output records for al l  systems not p ’evious l y considered in surveys.

- ‘ (b) Conduct interviews . Next interview several men itm - ’a ’ s of the IP
and their supervisors for the purp ose of arriving at a listing of the
gr oss tasks . In the interv iews use the job descr ip t ions  as a guide if
they are ava i l ab le .

(c)  Forma t of job desc r ip t i on . Each of the gross tasks should he
stated or descr ibed in approximately two l ines . The important thing is
to nma ke it inc lus ive , not de t a i led . The de ta i l  w i l l  be supp l i e d  i n  the
next step. This step insures that no important major functio m n is left
ou t.
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1

(2) st ri me -  1 tine ’ job. 1k’ ta  mi a rio avl nu wo uld tat ’ t tnt tat ’s t i r i t e  n - - : , en t ’
ns ’ ;.m n din m aj t O , - job s i t s ’ at o tms olc’s c e-am ~ e arid tuta 4na ’ . In t ao ’ s’ in ’ -n -

n a ’~ - , i - k  w i l t fa i n a na s mi ia ton gross ti - • s an tt ~~ t a  t ion s am ’s - v  m a a u S l v l i - t a d
000 sa r u mi [a5’ e I imi mi nat a a i  on c l i a m i a j a - ti , . rm ia i  whet l ie n c m iv jn’o ’~- tasks - ,m V 5

cat doa t i ~1 t O a ’ mt , ’a r j t  a i r  - - I t S i c a  I) c hia m :~ s -s aa ’~’ I on ’e’~ a~,t , alw, r -. - - a n-at m - i
H . ii9 a l  1L,l t i t aa r s th o s e  c d i an m t je S  a J a n tn,I~~a .

(3) ~ \aa r m n t t  a a t mna n is la N d i na t mn o m t l a a m i .

10 )  i a : c ’ m i t i t v  i n i t t a n , n t i r n r  n ’ t ’a J a r J l n hJ  d i a t a ’ ra - a i v s -s  in n the spc -v L i l t i e ’s ’
I La m iL t ions bet wea r) peaLet l ine arid •~c n t  I t t ’ . If  a l a i r l  i ca l l e , S t  udy ross iL I a
di I t e n a n i c e ’ s  L s ’ t w a ’ e rm cormaba I amid ma m ma a t J r i a ,i t cond it a t a n :  f u r  the job tat ’~ n i l
a n a lyzed.

(L a ) One of the i t ’ ; a a a m tar a t ~,1 t s ’a J a a n j a S  o nol~~t o d  i m i t a m a ra t ion that
mm nu s t  , i lwa y s  be an luded ama a job o na cl y s i s is t i e  pLo - ~t mrd cb ,it ’ c t i v e ’  ~ t
t Ime or~J a a m n : r t  n o r m — — t h e  l a n t a ’r o m’ i a n i i : i t i o m na l  a l i t  Ct o u c h  t I me ’ s n a t j e c t
unit is ,j : a r n t .

(c) An v ath en c a t e q v a a ’ ,- 01 rela ted ira to n’a - m t  ion is dat ,a at -ou t  r’ela te a t
,la it ’ s nfl thin t i a  SOOt ’ (mn ’qa n a i .ia t ion . T Im , a t -- s , n n r s det m ’ r : - m m n i am ~ w h ic t r  job s
O n e inmos t clos el y re l a t e d ,  a mid then a O t n i n i n ) q  S O S t ’ ini t o nr: ,at i on al t l t OL i t  Su e t )
j obs. k~- l a t c ’ d  jobs could he su ~~a r’.- i s o a ’ s e t  de p ,in ’ t : n - m m t s  o t  a t m n a t i p -  th at
i n i t s ra rc t  w i t h  the i n r d i v i d i n r l  ‘ s s uperv i’ -, aa r ’  ma s ours ’ n’ e’ a~n n lc r  Oa lS l S .  Rel ated
jobs iii a 1 so be superv n soar’ 1a f g roups tame ’ 

- N supa r\- 1 s o n  -: a s p
aive rla ps i f l  i t s  t iOn, t m in i S, or’ WhoSe’ work the T PM saa i a s’n ’a.mSo r it  t a O  I ’  a n n ’
depends upon.

(-1 ) Se lec t i ng  tt i e inmost e v ; r a o r - a - i n t e  l~-v~~l O t  d e t a i l .

(a Ira mmmd king t o n  S t - . pe aa I j udqist ’na t , t he aria 1 s -s t  r - us t look a) hea (I ta
the  sut m - ,’ ’ i , e : r t  S l a ps of the j ob  and t a - K  a I n i m l y S  is ~aa ocess . Aamcls.e in
mimore d e t a i l  t I ne ’ unoss to -~ s ident i n  ied i i i  this s t e p .  A v o i d  ins mo m qna as-
task Sta )  er a l i ~~ t sm I ~i r t ’ h a  a a , a ,r ~t Nan acc o rd  te a r m  t e n : ’ n a t a t  I amni  -

(b ) Rat ionale I a t a’ aniar lis is. To u mi de r ’ ’ tarid what spec it I ci Ii I
I S triOS t a :a la ,’ aa ; a a ’ m a t s ’ for - ‘~ O~ i t  , j ar : I m mm c t n omas  in this s t o l a , a cm ms de n’ I
pan n ’ i anm - ,e O f  a l a V i a l  f lt l  t a le p m o m  ass of job arid task a m a  i s — i s .  In pri mm c i p it ’.
it  w ui d lao t~ u i t a ’ ta r- n b 1 e I a t co nm nbi ne these. G i vein only a St  0 t a r e - r a t 0
ci t o - - k, m a l arn i e can Sa i l wh e tt ia ’n ’ it is a task on- an elei :enm t . l n e ~ ,are
m e l  i t  lye te ’n’nn r ’ -, l i k e ’ t n i r ~tn and l ai w , c ar - t i - arid c o l d , al t ar ’  and l ii’ . h -ma c Pm
pairs of terms have v-a an ira q onl y in re lot i on a to each a t  her. So , a n :

i - r k can be broken n la a wm i into elements , and any t i emne mm i~ c r n n  he [-n -~ken
d aawm n furthe r’ into sub-e lenatents . The decis ica - - r ’eqa rdinm ti at what leo a’ l of
ge neral  a tv t a  Ot’~~mmi in d e f i n i n g  t a s k s , at what lev c ’l al t  ps-ni5 n i l it
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t o  dn-jw the line : a m ’ t w a e ml tasks and e lemn ient s , and up tt t what leve l  Ut
~l etail ta n ana l- ,ze the eli’ emit s into their sub— elenmn en ts , requires theO l apli c atio n on cr iteria and can si d eration s external to the tasks theana-se ive - ,. I i v i dinq the s la fO a t  m e a t  ion of tasks into two steps avoidsexp er - ndim i - unneep’,— ,aa -~ t u n e  and e f f o r t  on r a ~il ls not important or necessaryfai r’ Inc t i - a n n -m n - ~ syst m ’r- , y, n m tin y down a task may take minutes , b u tana l yzing it m t  e l e ’ r - en mt -. aS- take hours ~or days ) .  Therefore , wr i te-~t uw n pos sible lists of tasks at a fairl y gross level of detail , and thendsK t h~ subj e ’ c t - -- - a t t e r  exp er ts , and other cons u l tants  to rev iew thatl i s t .  They s a y  S u - J l i , t  e l in m nina t i ng a nunmnber ’ of itermns and adding others .In t a c t , dec id ing  w h i c h  ta s k s  ar’e incl uded in the l is t  usually involvesany - o u t i n g s , 5 0r  d ismuos ion , and nnmany cycles of listmak ing and list-rev i s ion . In j ob analysi s the tianie- consun iming and difficu lt processshou ld be not the wr i t ing  of the tasks , but deciding w hich task s areinclu ded .

C c)  Allowi ng the job incur- bent to evaluate the intended content. Injudg in- : whether’ a g iven task st a te m m ient is suf f ic ient ly specif i c , thei nd iv n d u a l  ‘ r ust , by reading the statement , obtain a clear unders tandingo f  what the an a l ys i s  had a n mind . For exa mple , “monitoring performance ”is too v a l u e ,  On the other hand , ‘ rev ie w ing  maintenance logs ” or “observ-inj  work c rew’ - ” is nde - ~u~ tp for the purpose of gross task state mmn ents.
(d) [nab l in- :  ‘PIE t a t  evaluate the correctness of the gross tasks. Thepr’ ubiem is c o m m i nunicatina l the intended meaning to the SME . Di fferent SMEw i l l  somet iioes interpre t the same gross task state n e nt in d ifferentways. For e~ or’r i t 1 e , a supervi sory gross ta sk sta temen t such U S “use asimu lated case to teach job performance evaluation and review techniques ”could rnnean either of two thing s:

1. That th~ trainee m m m ust learn to cr eate simulated case ma terialfor this purpose , or

2. That he ’she must learn to use s imulated case ma teria l alreadydeveloped by others and provided to him . The anal yst nm ust al ways rev i eweach gross task statem ent tho ughtfully to find such hidden ambig uities.

(e) Communicating the intended content for task analysis. Grosstask statements imm ust be adequa te f r ’om’ u the standpoint of providi ng a goodbasi s for the task analysi s. At that t in - i c the analyst takes eachstate m ent and sub-d ivides it into component task s  and elements . Wi thouthaving to resolve doubts or ambig uities as its contents . For exam p le ,“maintain good relat ion s w i t h  others ” co u ld mm nean diff erent thi ngs todifferent analysts , and a ny one else working with it would come up withdifferent li sts of tasks and e ien nment s .
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~~~ i i a l i n t i expen id m t u n a -  r a t  , m m mt , ’ce’ ,sa ny et t on t , ho ovea~n l 1
p ur l a t se of job a n n ly s i s  s - a - - i t s  ra king jud -re nts and decisions r ’ e q a n P i r r - :
t o e ’ m n c I u i~~m n or’ e~ ~- m , i a r n r  of a j i a r ~~~ tnsLs i~fr a e i n v e s t  i n ;  i - nine O u t  st a n t  i 3 l
e t ’ a t a -t o a t nsk a n a ly s i s .  ~he lev e l m a f  P a - t a i l  s h t r u l d  I i  ‘°a - I n m i f l i r I U ’
b a t  is consis t -n : with the a O n l s m t l e ’r a t j m - n i ’  discu ssed above. Ira’ idea is
not t - ~ i n r - .- e - t t i n - r e  m d  i f ’ - - ‘ in l - e m ’ t o n r ’ - n nq t a - t a i l e d  ana1 yse ’~ of t u n : c t t um :s
‘hat wi~~h’ t-~ a~ j u n n j n i t t a - P - a n  - IrO n ;c-J a t  t ea ’  n o v r a n - , by ‘ t i c -  s o r - o r v i s o r  or
t h e  ~- t’l i

- - 

( D )  lop i i  cat ions.

( a )  The Pa - t i n i t ion i t  t 1 mn ’ r J ra i- , s tasks com m ipr i s ing t a -  j ob is vc’r i
m r ; p a - i t om ) t t o n ’ t h e  ti-a m i ni : sys ta ’n r s d e v a - l o ~a r - e m t t € a t  f a r t .  I t  an inipos’tant

pm
~

t s s  to  ‘ is o v a - nlo o ~~-d and o m i t t e d , the I thai t noa i n i ny  SySt en ’ w i l l  not
taOnm fl tn iat  m a i m  p a t mO nit of the job. I t  t o r t  ct n r  m a t a e a m t  is innportant , the
trainees tn - n ir a ed la y too t sy s t u t rr w i l l  not pa rt unim i to the ful l  cor ;pc’tenicc .
If toe omiss ion is cain i ni m. la t in  d u r i rn g a subse q uernt deve iop m nie rt ste p of
t h e  p ro c e s s . m mc l  t a - i t a i n i  of t ha -  t a i S k  at t oo t  point  oay i n v o l v e  such back—

• t n~~~a Hmn - ~, p a t c ’ n i n q .  n a n m a ’r ; n n t i z j a i ’ r , an d l i - f t  ic iency.

(h) Incorrec t ta-J i denti mi ca t ion. It gross ta sks t h a t  a re  not
r5 - ,i or i’ ~‘ a a n ’t~a mim.  t nt - - of the job airt’  included , the loss inc urred is
t as ar ir a l d: First, t ale cost ot deva -’1 opi n ma ~ the t r a i n i ng  sys tem ; is coa - res punidmn;l y
y n e a t e r  and t o5 - t i r r r e  rn - g u i  red t o  co m nnplete it longer. Secondl y,  the
tra inees ev en t u5r l l - /  t r a n nm -d w i t h  the - y s t e r r  w i l l  waste  t o e  lean’ning
non-e s s e n t i a l  r - } a t a ’ n i d  . If p n - n t - -  i ved they are learning unimportant
i- i ,arL r ia l  , n:- aa ra l e  and respect for the t nd in i ’ i t i  dS a whole t : d ~~ su f fe r .

( c )  For ’ a l l  t a na ’ se reasons, precise ident i f i ca t ion  of the gross
tasks required t o ’  e f f a - :  t a ve job p e r t m n r r - r n c e  is important.  The re-
s e m is i b i l it  to r a n - 5 - c i s e  and adeq uate ga ’oss tasks l i s t s  rests w i th  the
an a l — ,st, w ith the supervi sor ari d with the incumn ibent(s).

-1-10 . m n n n i c l u s i o n .  The job anal yst  constructs an inventory of al l
t a s k s  w i t h i n  the specia lt s- , and develops an understanding of the scope
amid deta i ls  of the job , inc luding the target populat ion.  Each of these

r u t  a l l y suppor t ing a c t i v i t i e s  w i l l  both n ’e’ult  in a g iven set of data ,
i.e., ta- k i nvea i t m i a ’ v , job data,  target populat ion data and a greater
under s tand ina t l  of the ent i re spec ia l ty . Bui ld ing upon th is  knowledge
base , the anal y st is then ready to a s s i s t  in an advisory role in the

a task se lec t ion  process,  and t t  subsequentl y conduct a task analysis of
the t a s k s  selected f inn t ra in ing.
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Ot ; a t pe o f  ,Job Ana l is is
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Fri tt e r ’-

I-
‘ ia -i a nal ys is  vs revision anal y-;is

A lm -n ay e x a i r i n e  e x i s t i n g  ana lys is  d a t a
t~a m’i ana lys is  requires much more effort

A r m i l y i for i mew sy st ea m n

Task hierarchies (enli st rat ami d offi err)
Several  dev e1 op men~ rl s y s t e t r i s
Data requi r emmi en t - ~ v a r y

Sequence of operat ions

Ta - J inventory
Jot , i m : f r r r , ’ r t ion
ta rge t  populat ion infort i nat ion

4- 6 Ta-i l inventory pr epa rat ion

Job de f ini t i on  in t e n - i - - of ta sks
Procedures fair nmodi lying an 110 0 descr i  pt ion
Anal ys i s  of threa t
Analysis of doctrine
Anal ysis of units and missions
Anal ysis of equ ipment
Anal ys is  of c o l l e c t i v e  tasks
Review of pre vious CODAP surveys
A nalysis of existin g l niii m ilnq

Obse rva tion , interv iew soldiers and superiors
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Physica l  condit ion: ,
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Da ta items
Ti nne in service
Time in grade
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E’pe r ience
Educ a t ion level
Reading grade leve l
Test scores
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- 
- Age

Se c
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‘
~~ Compet i t i ve  nature

Perception of Arn r iy t ra in ing
Sel f d isc ip l ine
Emotional maturi ty
Reen l i s t -m ea n t ra tn-

a Addi t ional  sk if l  ident i f ie rs

4 Ca t e gor ies
F i e l d  - categor y 1
New spec ia l t y  - ca f eg oa’y 2
New system - category 3
New analys is  - category 4

4-9 Job anal ys is  process

Purpose
Gross task identifica tion
How acconnp l i- ;hed

4— 10 Cormc l us ion r
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- CHAP TE R 5

TA N K I t - iV L~ T 0l-~Y 0EV [LOPMENT

5- 1. i a - n r e rr . The job and ta sk  anal y s i s  process r e s t -  squ a rel y aim ; the
deve lo l nu reni t of the ta s k inventory . This phase of the job and ta ’,k
anal, -- ,is ca n m mm a ke or break the t r a i n i n g  da - ve lop m mieni ts  p rocess.  Fa i lure
t~ produce this accurate  t05 m i nvn nitor y cam : resul t in voids in tn - d ining

- a 
or r n i  nming f i r e  wrong tas k- i  amid a t t n - n  t the job / mu ss ion accomp l I shi n ent.

5-? - Inven L~ n’v r velo l tr n vn n t In develop ing a prel iniuindry in iven fim ny of
a s k - - , ‘ a -  an en ly s t  i r n w s  t a s k s  I r am r ln  severa l d a t i  sources for a spec ia l ty

( e . g  -y Regu la t i ons ,  CODAP , Previous and Related Tac k Lists , TOE , b- ’T~ L ,
LSA ) . A- the a nal j --;t accummau la tes  t a s k s , more tasks m ay be gem ierated.

— The goal is a commiprehens j ye task list.

5-3  - n - r : j t k n  r i b i m m v n ’ m : t o n y . ih~ length of an inventory depends upon the
a m  a ic er ~ n -m: l l5ta ai S~~a c I a l  ty be ing  a n a lyz e d . As the list progresses ,
r educ t i on  of the task l i s t  is accon ipi ished through i’ m fim iem ni ent , combinin g
statements , d is t i ngu ish ing  el en mments t n n m r n n  t a s k s , etc .  The level  of
spec i ficit y Iran each task st a ten mi ent is deter m ined by good jud gnnent , and
understand ing their i nt e r r e l a t i o n s h i p  and exper ience on the job.

5-- ’ . In~ ento~~~p~~parat ion. When the anal yst conmpletes his l i s t  based
upon research e f for ts / in te rv iews , it is refi ned to insure coini pleteness
and accuracy. This is acco mmu p lished by subject experts presently assi gned
to the m nmalyzed jobs and by their super iors to insure al l  required ta-J r -
are iden t i f i ed . To f a c i l i t a t e  this process , the fo l lowing guidelines
are provided to prepare the pre l i n r i inary inventory for review .

a.  Duty statemanents . Before assembling task state m nnents into the
p r e l i m i n a r y  inventory , select  tenta t ive  duty categories to group task
sta te imn era t .  Ac t i on  words ending in “ing ” (qerunds) desi gnate duties .
Supervisory duties are placed first in the inventory and include such
activities 15 supervising. o a’ r J r nizin g, p lann ing ,  directing, iim ip lementing ,
t r a i n i n g , inspect ing,  and eva lua t ing .  Mr t a m i t or in g , con t ro l l i ng ,  coordin-
ating, and coma iniunicating duties are st ntrr r ti mn mes used in officer job in—
ventor i es.

Work ma ’rf o rmmm ance duties follow the  superv isory dut ies and include such
activities as performing, m niaintai n ing , troubleshooting, repairing,
removing and replacing, adjusting , and installing. An objec t is frequent ly
used w i th  these ac t ion  words , e .g . ,  ma in ta in ing  fornans . Funct ional  or
organizational charts suggest other duty headings in the source docu m naents.

‘1 An incumbent in a particular work area performs related t~ s l - , grouped
- 

- 

t t a a p ’ t l r a r in the job inventory . I rma’ ex am m m p le  , mnt ai ntena nice jobs are
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sometimes divided into : quality control , maintenance analysis , repair
shops , and other work sect ions . Duty statements describe known or
hypothes i zed job types within a work section or which cut across several
work areas. If 6 or less task statements are found for a particular
duty category , tasks under related duties may be combined. Examples of

a such duty combinations are organizing and planning, directing and impl ementing,
inspecting and evaluating. Thus , two or more action words desi gnate a
single duty category .

b . Task statements . In constructing, reviewing, and editing the
task statements consider the purposes served by obtaining the information
and the individual whose job is being surveyed .

(1) Purposes served by task information. Write each task statement
consisting of the derived information. In genera l the statement should
serve one or more of the following purposes :

(a) The task statement differentiates between officer groups such
as s ta f f a nd nons ta ff of fice rs o r qu a l i f i e d a nd ent ry level  of f icers ,
and between skill-level grou ps such as dir ec tors and supervisors , super—
visors and journeymen , and journeymen and apprentices.

(b) The task statement differentiates among different job types .
Fo r example , the i tems “Interpret visual photographs ” and “ Inter pret
radarscope photos ” would differentiate between the visual and radar job
types in CMF 96. “Interpret photographs ,” howeve r , would not d i ffe rent i a te ,
since members of both job types could say they perform the task.

(c) If the task statement e licits the proper responses , it could be
used as a guide in SQl construct ion .

(2)  The individual responding to the task statements . In con-
sider ing the individual who res ponds to the job inventory , each t a sk
statement should conform wi th the fo l lowing ground rules :

(a )  Cl ear task statements are easi ly  understood by the incumbent.

(b ) Use terminology consistent  w ith current usage in the career
f i r  Id

(c)  Brief task statements save reading time of the incumbent.

(d) The task statement avoids ambi guty so that it means the same
for all incumbents in the career f ie ld .

5—2
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(e )  lI- ,e a t a tmr e ’ v i , m t  ion:  ca nt  j Omi l y S m  ar m e they m i v  not i i -  u n m ie m ’ s t t m n n I
t am r o um lh ou t  t im e ’  Ii’ -: , . It as ajmm~ tI le a r  t i m  a i nn S In I ’l 1 out t h e  t e a m ! ;  and
h a l  l a w  i t  ta t ime ’  a hi a n ’ r s - na t ion in pam ’i’ am t imn ’- - t - - win c rc’ it I i n ’ - - t  a p p i a n ’ - l i t
t i m e ’  i r m v e ’ , i  I cnn’ , . In I a t e a — t a~~k- t I m e - ,n tat mni ’v l i t  ion may s tand  al o ar , ’ . I r m a ’

~‘ \ a mnm p l e , SI ill le e  m a - r a n t  a Ai - l - , ( mi ’A

( t  ) A v o i d  v a gu e ’ nm aim mibi pnmmn ts w e n t - - , S U m  it  a -  ‘ chec k ,” “a s s i s t  ,“ 
- -

c o m m r d i n a t  c ’ ,~ “ re m n n : n i m r t e ’ n u d ,“ ‘ - l e t  c - n - - m i n e ’ ,” “ d S ; , n m a , -  . 
- ‘

(g )  Short words ni - i’ pr - i’f y a e - l  t a  l ou -i wo rds  m u ’  a ’ s a m ’ s  ions , e . g . ,
‘ ‘Wri  t o  p r o m i t na  t m o n  and c m m a i t n m a l  r,’ l mnm n ’ t - ° NIH ~~ ommi p l kIm m i e n  e S s m m )  r a t t a n  I -
i nv o l v n ’d in the l m n ’m m m r - s s  o f  tr aa i n t a im i i tng proelui - t i n ) r a  and c u m n t r - m m l  l a rm em nm t t m m e ’ - . ’’

(h )  ti me wor ker ’ s q u r l  I f i u , r t i o m r - , , sum h a- - intell  i l e m m a  ~‘ , apt i  t i le ’ ,
k ri iaw l i ’dmj i ’ , e d uca t i m e n i  , skill , t ra m m i m n im t amid n’\ l a e a i a ’ m a c r -  d a n -  m o at  t a - - b s a nd -

a m -  not i min i ud m ’d in tine d u t y —  t a r k  s e m t m mmi o t the inve ’ n t , m rv , m l  m a i r t a t  ion
regardin g c e r t a i n  g m i n l i t  i o , r t i m a n m - - , such a - , t r ain i ng, ed u a t i r n i , and work

a a ’ \ p e r u e ’nii -e , im n nwr ’ve i’ , mnnay be o t a t t i m i e d  by i n u m lud in m i a; a p n a l a n ’ i a t e  i t n ’ n r n i n
the back ground ir at t a n -r ; r , rt j on see tio ni of t i re i m i v e n t n m a ’ y .

i ) R~~t ei v i ng  i n s t r u c t i m e n  is n m m m t a I m m t n  or ta- k un] n’ -; actual
usefu l  work is pe m - t m n ni mied during t t t c ’  training. Th u’ , cl assm -o oni i n s t r u m  —

t a mam , 1 r l a m a r t iry or Sh im p inst m m mc t I ora , and 1 am me ~~ h i n a -i  a aea )n m recei vi ’’—
,irc ’ :01 t a s k - ; . O n — the— ,uob t n - m i  ni l ni) , lm rm w t ’v i’r , t i n y  in c lu d e  t ime p erm n m r m ii an m e’
o t ~ t a: ~Ls under a smi m m c ’m ’ y a ’eai’ . h o - - c ’  t a - - ks  an- c ’ l i s t e d  in the j u i v n ’ n m t o n v
the’ san mme as any other ta s k- - G i v i n g  inst  nine t ion , whim Ii is a superv i corn
d u t y .  Is i nc lude ’ a I under ‘ T r a i n ing. ”

( j )  Tine ta~,k statenment should heg ira w i t h  a p r e s e n t  t e n s e  action
word wi  t in t he s u t m j a ’ c t  ‘ ‘ I ’ ’  umi t len ’ - - h a m a d , e . q  . ,  p l e a - a t e ,’’ W a i t e  ,‘‘ ‘ ‘C lea n~ ’’
NOT I) l mc ’m ’ a t n ’-; ,‘‘ ‘‘ d i i  t ,’ s ,‘ ‘ ‘C lean s . ’’

( k )  Ideall y t a ’~k m ; ta t i ’ : r ae ’nt s iii’ , m a n , nnmi ~c’d al ph a b e t i c a l l y unda ’n ’ ea c in
duty . T h is  order sh o r t  ram- ;  th i’ incun n nbent ‘ s reading t ime and a s s i s t s  h u m
in re m all int l ne n rl i sted ta- -k s. I or c ’ s a t r r p l e  , t i m e -’ incumbent eas i l y  scans
1 hnr nruq h t a - k ’ - beg inning w i t h  t h e ’ wo n’d Ins pee t ”  I n s u r i  r ig t h a t  a l l  the
inspect i r nnn - , are in the inva ’ n r t e m n ’ v  . The al pin,a t mi ’ t i ca l  arr ange m niem a t al so
Imel ps the I n v e n n t o m ’ y  cm mnstru c to m ’ ci m m m i m i n t  a ’ miup i ico t i’ tasks

5-5 .  R e v i e w  o f  lure’ 1 i n n i rim m’y ~i nmv e ’n tory .

a. Sc hut ’ tl u l i ng of int e rvi ew s .

1) A f t e r  o o n m - ; t r u c t i n g  t ime p n i ’l ian iinor y i n v r ’ n m t o r y  i n te rv iew s  ,ire’
conduc t n - I w ith n-s i a n - n t  -‘ in the’ career area to re f ine  the invento ry  pm’ ior
to  f i eld r e v i e w .  I n t e r v i ew s  ann’ held ,it var ious s t a ges due t a m the comma—
p1 exi ty o f  t lie c a ree r  a re a and the com iven I ence w i t h  which I mat  e rv i  ews e n nn
be arranged .
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( )  For si nmmp le -’ and s t a b l e  caree r l~~t - l r ’r~ s a t  Ia as n ; a a a k  , C n n i — r ’ m m t e r .
and I lec t r ic i a n , there is usua l ly  cia abundance ’  o f  publ ished - m a u r c e s  a

ann ’ , i s l e an t  i n  their d i ’srni  p t ions of t h e  job. I tar suc h , r a , ’er ladders .
a m a  e s s e n t i a l l y co i mm i alete inventory can be unm a de f r n a a : a  t I m e -  puhl ic a t ions
alone; and in te rv iew s  are hel ml when the pre l m u  m l r r v fornnm is r m ammm p l eted

(3)  For newl y es tab l i shed s p e c i a l t i e s , or ton- t hose- w i t h  new t - - pe ’
of equi pamm ent or procedure ’ s , few de ta i l ed  p u b l i c a t i m a n i -  may be ’ a v , n i l a b t e -
In these cases schedule interviews at a very ear ly  s t a ge ’  in p re l im ina ry
t u r n ; ,  c ons t ruc t i on .  If a m n ~F ua ’ & ’ 5 e n 1 t i t  i v , - i n i ; t , a l l a t i c a n is c l o s e ’  at hand ,
the job ana lys t  arr anges a v i s i t  t m an  obsen - v a t  j i m a !  or int ,-rv I n - w -  at a ma
s i t e .  It all using pos ts  are d is tan t , gat h i m -n i n i tia l  info ru nrat ion by
telephone , l e t t e r - , or spec ia l  ques t i mm nna i r m -  fornnns . Ear - h c a se n - n v
present uml i que problems . In all such n ’a nl y I nit m ’rv 1ew ~ and a o ur t m~ 1’howeven ’ , the job ana l yst  es tab l i sh  a basic du t y  o u t l i n e  for the i nventor m
learns about or ob ta ins  ot h er publ i - b r e d  source ~ ; and gain- ; ,e prel i men inan - -,
knowledge o h problem um areas to i nves t i gate in the job survey . Hold
fu r t he r  in te rv iews  a f ter  the prel inn nary tor m am f in - - t een d eve lo~a e~l.

b. Se lec t i on  of technical  a d v i - e a ’ - / r a M [  . Alt h oug h individuals var y ,
s m - i l l  level  4 pen-sonnel and 03/04 o f f l e e rs  are usuall y the tm-- f te’ cl nnmica l
a d v i s e r s .  They typ i ca l l y  have about 12 ye a a - s ‘ exper ience in the f ie ld .
have been assigned to a numnmbo r of pos ts , and performmm both - o p e n - v i - m an - v
and worker I rsks .

(1)  Personnel at sk i l l  level  5 and fi el dgrade o f f i c e r -  nmay be ab le
to provide m ’ rm mr e i n fo n i man t ion  by v i r tue  of their  longer exper ience.
However , since these men fill re la t i ve l y hi gh—level  mum anage m nnent p o s i t i o m m s ,
Sor r e -  of  the lower— l evel tas Is and proce ’al m n n ’e- mnnay have changed s ince -  t i m S-
were d i rect l y involved w i th  t hemmi . In addi t ion , in some f ie lds , the
skill level 5 personnel superv ise  MOS s p e c i a l t i e s , in which the ’s- ha m- a -
had no lower - leve l  work exper ience.

( 2 )  Personnel at the sk i l l  level  2 arra y provide t i e  be’- t i mm [m’ ni na t ion
about tasks  w i th in  their pa r t i cu la r  shop or o f f i c e , e’ mpe t hil ly  i t  t i me - j r
s k i l l level 4 supervisor supervise ’ ;-  a nu r ra i ’ n ’r o h shops or o f f i c e ’ s - Their
knowled ge of the ent i re  career ladder and of  supervisory t i - - k s  inn pa r-
t i cu l a r , is usually nnore l im n u i ted.

(3)  Personnel at the 5k i l l  level 1 are f am nai l ia r  w i t h  mi n im a very
l imi ted number of tasks .  Time l owest — l e’vr ’t sol dln ’r wi l l  p r ov i a le ’  t I m e most
complete inforn m atienn about estra work dn ’t , ails suc h as w indow wash ing a m i d
l awn mowing, and about tasks oft i c i a l l y assi gned to ote nen ca reer area- - .
I-h i g her— 1 evel p e ’ r — ,t a n n n el so n met im nnes omi t t h m c’ se t i - - ks th ink m ng the ext  rn
tasks may enter time offici al special l y ale - am r i p t i n m n u s  A - - stated b e l m a r m .
inven f amr v coverage is usu allm l i m i t n a l  to central a c t i v i f i e s  in t I m, ’
career area , unless a signi t i - ant aunm o unt of wturk t i mmie is spent on other
tasks .
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( - )  ~hem:ever po s si b l e , in terv iew representa t iv es  of d i f ferent
major commands. .NItni i n a comnimniand in terv iew personnel working wi th dif-
f e re n t  types of equipment or procedures , or assigned to di f ferent duty
sect ions , dependim n mj upon the complexi ty of the f ie ld .  In i t ia l  interv iew-
are usua l ly  conducted w i t h  three to s ix  senior  tICU , each from a d i f ferent
coummet and . These n- rem ) shou ld be sel ected as s ub jec t—mat te r  exper ts  by
t a r e i r  s a r r s d n i t i  headquarters.  Addit ional in terv iews are often conducted
.‘~i th pc- n’ a n n n n n c t l  ass i yned to local  posts.  Depending upon the organizat ion
of the unit and to e  completeness of the preliminary invento ry , severa l
types ut in terv ie w s m nmay be arranged . (The in terv iews are scheduled to
in te r fere as l i t t l e  as poss ib le  w i t h  the regular dut ies of the uni t ) .  If
the unit cons is ts  of d is t inct  work sect ions , hold an initial in terv iew wi th
tI t~ overa ll superv isor  to va l idate  the basic duty outl ine of the inventory .
Fo l l ow ing  th is  review , ei ther  a group in terv iew or a ser ies of individual
in te rv iews  are scheduled w i t h  s uper v i sors of spec i a l t i es i n the se pa rate
wc t m~ sec t ions  to rev iew spec i f i c  tasks.

( 5 )  The analyst must be f l ex ib le in select ing SME. It is not
possible to know at the onset which men wi ll give the best and most

- ì complete inforna nation , nor precisely how -any interviews will be required.
The number needed is determined as the i n te rv iews progress. The analyst
Stops interviewing when he and au tho r i t a t i ve  advi  sers be l ieve that the
prel iminary form is wel l  structured and essent ia l ly  complete. From
three to saven in terv iews are adequate for most prelimi nary inventories .
As a genera l rule , the nmore interviews, the bet ter.

a 
c .  Individual versus group in terv iews . Sa t i s fac to ry  information is

obtained from both individual and group interviews , but each method has
some advantages and disadvantages . The fo l lowing general observations
have been independently reported by a number of interv iewers .

(1) Individual interviews. A s e r i e s  of i n d i v i d u a l interviews takes
— more time but y ie lds more new task statements than would a group inter-

view with the same men. The interviewer is free to ask a large number of
specific questions relating to each individual’ s area of special knowledge
or experience, wit a iout requiring other group members to wait. Further- a

more, no ind iv idual  is overshadowed by other members of the group. One
d~ ~:r t a J a i n n t a g e  is that the indiv iduals occasional ly  give conf l ict ing infor-
mation which must somehow be reconciled . For examp le , they may use
different t e n a r - ino lo g y  to describe the same tasks.

(2) Group interviews . Group in terv iews are c lear ly  prefera b le when
limited time is available. A nothe r advan ta ge i s that consensus ca n be
reached on conflicting terminology or other points of disagreement among
group members. Also , information provided by one member often serves
as a stimul us to the other members for recallin g additional tasks. When

3
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ha , ’ inn  t e ’n ’v I ,‘wed personnel re’taa ’e- , e nm t di fferent i- m i n i - r inds , po sts • Ot  j a n l a
t~ i” _ ’ s , the  interviewer c , nnn m ac o re I ha t .  task s t o t r ’ t mmn ’ n t s  ire wn a m ln ’ t l to
di sc rim s inat e eftn ’ a t iva ’Iy a r a nn u am at t he i r  different jobs. Usual ly ,  l i t t l e ’  is
ia mmn, ’11 by mI c a - v i e w i n g  a supervisor cmm ad his sm n tm o rm h in at es in a t r t iup;  time
I m ’wt m i’ — I a ’V n l m ’ a - ,c )fl nel add l i t t l e  i nafor mat io n to t i n t I laa o V I a I r ’d fay the i a -
su perv i sor wb n e ’ni m e ’ is an ’,-sn ’ a i t  .

(3 ) mm r ;n b i na t r o a m  of individual amid tlrçnu p interviews . Whe n t a o —
ti cable,  time best rev iews are o Pt ained by condnic t i nq a ser ies 01 i n n —
di vi d u a l  in te rv iews foi l  owed by a group in te rv iew wi tin ei t imer the s o rt ie
- m u m  or equally ‘-oi l if ie’d a re - mm . The laraie st aan nou n t of i n i f o r i  ;,ut ion ( new
tasks and task statem mment re’. isions ) is obtaimo’mh from m n tine individual
in t e m -n a i ew s . i n ’  the - i m eup i an  I c r y  i ew mo n’ n e new tasks are obta i ned amid
the information provided ta n- i n d i v i d u a l s  mmmay be reviewed , recomn e i led ,
a mad com r, c temt .

d, Inn- h a u c t i o n s  to i a t t e ’ r v iew reviewers. At time b e ti n ni nq of each
i f l t e i a. n~ ’c tIm’ anal y st i n t t r o m t n i c e ’s himimse lf , ident i f ies his o rg a ni :nt ion a ,
a n t  m ’ m plo ins  t h e ’  purpose of  the rev iew.  The ins t ruc t ions  ~m nn’ g iven
I r a t m a ~t 1 ly ,  as inn the t o ]  lowi nip e ’ s a n n n i a l e .

m ov e a pro I imm m i nary fort;; of arm inventory for i~ l) which we’ would like
‘.00 t a  r , ’view . It is b a s i c a l l y  a dut s and task l is t , coverin q al l  sk i l l
lev els , c e - in- mu m Ps , and job t y p e s , and we want to utmake sure it is c o m m i p le t m ’.
The o t - je ’e t is to co l l ec t  u p — t n — d o t e  i nfor nm mat ion about tine Ii rids of wcnn’k 

a

i ’ m’ t Of ’rSCmI in t ine ’ field.

Ieee is the pre l in ;mina ry to  i’m ; .  As you ca m see , we have a l i - m t of t a s k s
- r m m leu n out under major dut y headings. b r  i -sam ple . ( interv iew er shows

a 0 san rr 1u I es briefly) . Thi s mt r~n f t  was nama d e st ri  c ti v t m ’ mmn puti l i shed SOum ’m’e
nj ten i al s . It immay be i mn en i r ; m p l ~

‘ te , and sonnte I tennms mamay ant ’ed n’ew onm t n np.
We w o uld l ike you to ret-mew this i nventor y tm  m ake sore i t i s as conn ip le t o
and c I c m u ro t e  as possible. Do you have any quest ion s before we St art? ”

At this po imi t the SM1 o f ten  ask for more deta i ls  about how the’ I nIor-
nat ion w i l l  be used , and som nne mnmay ask abou t the v a ]  idi t n  of the su m -v on
method . All questions ~m ’e answered freely .

e. Conducting the interview reviews . it n ’fon’c ’ reviewin mi t a s k s  begin
w i th  the duty out l ina c . The SME are shown a l is t  of t i n e  dut m ejdi nip s.
f~eview th e ’ i rn one by one for clar i ty and accuracy , and ask it any duties
performed in t ime f ield are onmi tted Iron the l is t .  If so , imld the mimics i nil
duties.

a ( ] ) i t i V ~ each individual a copy y uf the inventory , and rev iew iIldi-
v i dual tasks. The supcrvi sony duties , sorb as bn’ c ia ni ?~ nit and Planna i im p ,
Inspec t i nip , Eval uat i n o , and Training , are ‘n’:; tponed on t ii last  . Pep i nni mmmi
wi th  time first nonsuperv i sony duty in the i a mm- t ’ na t  l i i ’ ’. , the i nterv i ewer
rc~icbs  e ’ne i n task sta temmient aloud and asks leading qu e s t  i o m is  about par t icu—

,a r i temams , as in the fo il e uw i ng exa mmip i es :
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(a)  Wi l l everyone know wh at this means , or is it a local te r r - r ?

(b) Is thi s task covered by number 56 above?

(c)  This one sounds prett y vague to me. Could we sake it more
speci f ic?

(d) W ou l d th is f i t  better under Dut y C?

(e)  This task says “Maintain l og s . ” What k inds of logs does it
cover?  Maybe we should l is t  the s m separate ly .

(f) Are there any other tasks which should be under this duty but
which are not l is ted?

(2) These questions produce task statements which eventually
s a t i s fy the rules discuss -t above. The interv iewer does not seek
perfect l y po l i shed  task statement , but accurately records the main
ub7 t an ce of the new statements and revis ions in a form later edi ted.

(3)  The SME are reminded per iod ica l l y that a prime ob jec t ive  of the
inventory is to discr iminate among job types , ski l l  level s , and other
categor ies of workers. Stress that the inventory is not a test  and that
knowledge items should be omit ted.

(4 )  Cover all the tasks in a duty sect ion before going on to the
next duty. When the nonsupervisory duties are completed , rev iew the
supervisory t asks .  These are postponed until last  for two reasons:  ( a )
The ongoing nature of many supervisory activities makes it difficult to
w r i t e spec i f i c , time—ratable supervisory i tems . The review becomes
bogged down in these problems if supervisory duties are taken fi rst .  By
taking thenu last , the men have some practice with easier items . (b) The
nonsupervisory tasks are the central tasks of the career area and
th eref ore com p r i s e  the main body of the inventory . If the nonsuper-
visory duties or tasks are changed in any important way during the
review , it may be necessary to revise the supervisory sections accordingly.
For example , if new non-supervisory duties are added , then parallel
tasks should be added to cover the supervis ion of those dut ies .

(5)  Background information may also be added during the reviews .
Many of these i tems , such as nanue , grad e , MOS , SSN , post , and months 111
career f ield , are standard for all inventories. Items spec i f ic  to the
career area which may require review or which may be added include the
fo l lowing:

(a) Types of equipment.

(b) Tools and test equipment.

5-7
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(c) Assigned level of i-mai ntenance.

(d) Present umiaj or work area .

(e) Work areas in which you have had at least six months ’ experience.

(f) Training courses attended .

(g) Type of facil ity to which assigned .

(h) Bed capacity of hospital.

( i )  Number of personnel in your career ladder assigned to your
unit.

(j )  Does your unit use a manual or mechanized system.

(k) Averag e typing speed.

(1) The major job types in your career ladder.

5-6. Revision of preliminary invep .~~~~

a. Evaluation and classification of interview information .

( 1) Interview summa ry . When the interviews are completed , all
preliminary inventory instr uctions used in the reviews are assembled .
The proposed new statements , revisions , and comments of the SME are
copied from these sources into a single booklet called the Interview
Suuniruaary. In this booklet , original task statements from the preliminary
form are typed on the right-hand side of each double -page spread. The
SME revis ions and the interviewer ’ s notes are written on the facing
left-hand page. Information obtained in the interviews is coded to
indicate the ori g inal task statement , and the SEM providing the item .
All items referring to a particular task are grouped together. SItE
identification and background data are included in the first few pages
of the booklet , together with a general description of the interview
reviews .

(2) Initial classification of interview information . Interview
information is initially classified using code desi gnations. The
initial classification organizes the SME suggestions but does not in-
dicate the final disposition of the i tems . It aids in comparing the
information yield of different interviews and in reporting the types of
information obtained . The interview information helps in collating
larg e amounts  of i n t er v iew information. This step is sonmetimpes accouni~lish ed
by clerical personnel . The codes , shown below , are entered in the lett
marg in of the Interview Summary .

5-8
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‘. - New task statemnent
R — He ’v i s ion  of ‘w a rding ant  arm or ’i gir aol task sLm t em ’ - e n nt
0 — ~

1ele ti on o h an o r i g i n a l s’n t , ’n n-an ’
- 

n F — o n n n o t revi s i o mm , e.g ., Tin is task hou 1 d La e list c i  mi nmm le ’ a - 
- - ‘ - B - 

- ‘

C — I ~ a~ _~n n,r ~ ion givem i by t i e ’  tech n ical  aa l- ,- i s e r  ‘ or cune o ’ a k - ,- , eb aa ve
i te inr s . For examp le, a code if ER uneans C s p l rn i , r  t i on ; ~- n r a ‘-is i t r m r .

C - All ot he r  commli men ts

(3) In te - -i n -ation ;a ’ inm te u -view in~ on ;- :u t i omm . F ina l de cision to acce~-t
a 1 -n  reject the proposed changes are a n o d e  by somumeone highl y 1aun mi ii an wi thu

t h r e ’ - ‘ e l  iuu m m r n r r v  i ’ ; c a-nnt o ay. s m n nce n: o nm y m af the task  s t a t e n ; - e n t t - m  i n r t  n-rre lat e .
Idea l ly , t e n , sai n t’ a n a ly s t  “~r ke  t he - ie ’ ci s i m am ns t h n t  t oni~ tructed I F 1- la ne—
linmin a ry b a u m  an d m:onidu ~ t o t  ‘he nar e -rviews . bum-n e  Iten ’ m an~ y a’equire
co nsult a t  n onn W i ta r  ‘- b- S - -It s t problems rn - n- resolved by ret,’ a n -n ic i a n - n  pub—
1 i shed sou rces or by a tel epho u n c - call to tine f Ic 1 d . 5 ome re r un in; i n n  p
questio n s ean be asked  inn the f i e ld  rev iew . The job ana l yst codes his
tec ision ( , for  ~e cce nnt or ( - - )  for r - e j e c a  beside each iter - r in the
In te rv iew Sum iamnma ry . He edits the approved revisions and adds any special
t yping i ns t r u ctions. Wou ’king from the Intervie w ha jm m rr j n ’v , the typ is t
t b ;e a i in tegrates every I ten ;;  mark e d ( a’ ) into the prel i t u n i n n o n - y  inventor y .

(4) Format o~ rev ised job inventory . I he m ’evised job inventory
is typed in t In e sa m nme genera l forma t as the preliminary fornm , wi th  task
s t a r t -m e -ma ts  a lphat i~’t i ced  under app i ’op r- ia te  d a t - v  headings. Background
and quest ionnaire itenms are arranged in any to a - n-s a t convenient for the
‘ield reviewers.

Source documen i t used in the deve lopu m me n t of this chapter -

included USInFHRL , PRL— Tp - P 7-ll , “Proced ural Guide for’
Conduct ing Occupat i ona l  Surveys in the 

-

In - °
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K EY POINTS

CHAPTER 5

TAS K INVEt I T OPY DEVELOPM EN T

Ps

In- I  Gene ra l . inventory development very crucial to the
3&TA process.  Incomp lete invento r ies can equal
inadequate t ra in in g .

5-2 :n- ~-c ntorj Eae ve 1ojn a~ent - Development addresses the
en L i re  o f f i c e r / e m i l  i s t e d  specia l  ty .

5- 3 Le na~~~a f Inventory - Depends on of f i  cer or enl I sted
s p - c i a l t y

0 - 4  inve n ,~~~~ pf ra~Ion. Refineme nts necessary .
Personnel cu rrent~y ass igned  to subject posi t ion
best source of feedbac k .

a. Duty s ta tements .

o Desi gnated in a e i n g ~ words
o Superv isory duties placed fi rst on inventory
o Work performance duties fo l low
o Other duty heading, suggested by functiona l or

o rganizat ional dut ies

b. Task statements - Two major cons ideraticns to keep
Ira mind:

o The purpo ses to be se rved by the information
obtained

o The individual whose job is being surveyed

5-5 Review of Pre1i min a~y Inventorj~

a. Sche duling of inter views - Before fi el d review inventory
in terv iews w i th  experts in the career f ie ld should be
held to refine the list. Stable career fields (e.g.,
cook , carpem iter) coul d possibly be finalized without
imitervi ews , new special t ies , or those assoc ia ted  w i th
equipment or procedures~ should involve interv iews
at a very early stage in deve lopment.

5-10
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b. Selection of technical adviso r s/~ ML - - Ski l l  level 4
perso mm nel and 03/ 04 a dv i so rs / SME s  SL5 and most
f ie ld r j rade o f f i c e rs  are a usfl y too far ren ;cm~ e-t feno ’
the worker  to prov ide ta s data on techn ica l  f i e lds
SL2 pe rsonnel n a y  pint s ide t he best  tn t  no run a t io n i  a h oj t
tasks wi t- in ~t r j  r shop / U ffi Ce. SL1 personnel are
f o r - i l ia r  onu1 y - ~n i t hn a s mm ry l i n n i ted  nurser of L a n k ’ ;  and
have a t c -Ta - fmnm n n~ - ‘ o  p rov ide  more info rmnnati c rn desi rable
to ob ta in ;  f eedbac ; from - - r sn j nriel fro m all Commands
using the s u b j e c t  spec ia l  t i

c. I n d i v i - l u a l  vs group i n t e r v i e w s  —

o Individual in te rv iews take mutor e tinie but y i e l d
mo re tas k  s ta tements ,

o Group i rutervi em w s are pr efer -red if there is l i mu ai ted
t u ne  a v a i l a b l e .

o Group interviews should never include supervisors
and workers

o Sent approach is to conduct ind iv idua l  i n te r v i ews
fol lo wed by group in terv iews -,iith same personnel
from individu a l interviews

ci. Instructions to intervic -u-e r~Cv ies t - - r  - Individual
conducting interview must set the stage for the
review and ‘ wa lk  t he  t - bEs through the process .

e. Conducting the in ’-~ ,- i e w r e v i e w s  —

o Sequence the rev iew by rev iew ing  the duty out l ine
then the ta~ -

o Provide copy of i nven to r y  to t 1tc individual and
solicit (draw ) statements from the SME to insure
the list is complete (or)  to obtain deta i ls  to
create any (needed) addit ional tasks (or) equip-
ment used , etc.

5—6 Revision of Preli sm in ary Inventor y

o Proposed new statements , r e u i s io n s , and comnuents
of SMEs are assembled in a sing le booklet.

o Audit t ra i l  w i l l  re f lect  o ld data and updated
version with SME identification /back ground
information

o Final decisions made to alter inventory listing

5- 11
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a CHAPTER 6

SURVEYS

6- 1.  General .

a. Surveys can be cost effective m-tean ’-, of collecting da t; for the
anal ys is  e f for t  when properly desi gned , administered and anal yzed . Those
pre - ently available to the TRADOC systenan are :

( 1 )  Ari may Occupational Survey Prograni (AOSP) (AR 611-3 and C l ) .

Field SI ata n ;ored Surveys (AR 6113 Cl , and AR 600-46) .

b. This chapter w i l l  acquaint you wi th survey procedures and var ied
data that can assist in the job and task ana lys is  process . The spec i f i c
procedures and TRADOC policy are discussed in TRADOC supple mn ment 1 to AR
6 1 1 — 3  (to be pub l i shed) .

c.  A survey can be the fo l low-on phase of final inventory develop-
mn nent in either of the forunis m entioned at la , above. Depending on the
lead tinue ava i lab le for surveys , a ee hand .c ar r ied ee version using re-
spondants who possess the proper of f icer or enlisted specialty , nay be
substituted for a mailed version. In any case the inventory requirenuent
as addressed in the previous chapter , i s essent i al to col lec t val i d
information.

d. Data o b t a i n e d  frouna surveys provide inforniation needed to de-
termine:

( 1) Cr i t ical  task input (for any/all models).

(2) Task anal ysis (specific) data .

(3) Usage data (equipment , etc.).

(4) Training utilization/effectiveness.

(5) Additional occupational data .

(6)  1- b iscel laneous data .

6-2.  A OSP. * The AOSP enl isted questionnaires are d i recte d to the duty
MOS (DMOS~ incua nubent. This program is conducted by MILPERCEN

*Discuss ion of AOSP and CODAP has been extracte d from “The CODAP
- ; In fo r - a- n ation Guide ,” DA , MI LPERCEN , Jul y 1977.
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and collects varied personnel data determining qua l i ta t ive  personnel
requirements , force structure requirenments , doctrine , materiel , and
e f f e c t i v e  a s s i gnunnent and use of personnel . The AO SP prov ides f ind ings
and conc lus ions to support MOS development , job evaluation and deter-
mination of ‘iraining requirements. However , AOSP is limited at the
presen t time to providing primarily percent performing da ta (as de-
scribed later). A TRAINING EMPHASIS scale will assist the analysis
effort in collecting data froer supervis ors for training development
evaluation. It will collect data from supervisors about tasks required

a of personnel whom they supervise ( i . e . ,  which tasks require t ra in ing
and how much emp hasis should be given). This hel ps the training deve l—
oper to design t ra in ing  to overcome performance def ic iencies . More

t infor mation on this process is in Chapter 7, Selecting Task for Training.

a.  AOSP surveys are conducted on a scheduled basis wi th MOS se-
lected on a priority basis. The prio rity of the year ’s su rveys are
dete n i-uined by need subu-nissions for all TRADOC service schools and pre-
scribed by TRADOC (T DI)  in coordination wi th MILPERC [N . Questions
pertaining to either should be directed to the Training Developments
Inst i tu te  (A V 680-3608 ) and/or MIL PERC [N (AV 221-9560). Upon conmu pletion
of a su rvey the pro ponent school w i l l  rece i ve the AOSP Standa rd Packa ge
(i.e., 3 character MOS and [PMS s k ill level report , C ODAP reports by
group d i f ference , group summa ry and var iab le  summ iun iary). (Note : Thes e
are discussed in follow-on paragraphs). These reports are in no way
exhaustive of the CODAP systennt ’s capability. They represent a starting
point for- anal ytical efforts . In addition “c luster ” anal ys i s , data can
hel p divide an MOS. If two or more MOS are surveyed using the same
inventory , this sante procedure can apply to possible consolidations.

b . AOSP questionnaire design.

(1) The AOSP enlisted questionnaire is separated into six areas ,
;-4 hich allows respondents to address all aspects of their I-lOS and job
a ss ig nment on both a lon g-t erm -n and day-to-day basis. Respondents highlight
or elabora te upon work and tr aining areas requiring special attention or
euiup has is.

(2) The questionna ire forunat is :

(a )  BACKGROUND INFORMATION SECTION.

(b) TASK SECTION.

(c) EQU IPMENT SECTION .

(d) SPECIAL REQU IREMENTS SECTION.

6-2
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(e) JOIL SAT ISFAC I ION ~i F I ION .

t ) ‘1 RsONAL C ONIM E N 1’Ai;I S

c. AOS P quest i a a n u i i , l i n t ’  mlr ’ V , ! a a j a a S e i m t ( n o  u - - i

I ) 1 he T RA DUC s e n c I a e ’ ,u li , a u a I w I it m m  1 mm nua 4 a n a a l ca nm t ’n m , ‘ m .e ’ us
iKt m -~ survt -c m n a m s; , l e ’- , ~- t[L ‘t i - i t i N  w i t h  i n u i t  ial input  t m a  the quest i a r n a n i u u u
I im Is I ni l~ut sf m u ru 1 d e a a v t ’r a l l  s k i l l  l e e , ’ Is , a r .~ - : a r~1c’s , dim t~ posi t i care , dna1

Am t d i t i a m ni a l  - - k i l l  I mi t -n i t i t i e r s  (ASfl m m  the ‘-ti n , i n c l u d i n n n Ju t; m m d  t a- k
-,ta u - r a n t s , a Ii t,t ra t ‘‘ ;iS r ’ l t t  I a: - n ~- n~t an nul n pC’ r: al Nib - j~ a L a u- ego m a t  ,‘ m n t s .
The sen -

~- i r e  - a lu a u ]  t ru s t l an a Ii; dr a l l  c r i t  m e a l  t a - ~k- ’ in t i n e ’ i u n i t i a l  t a s k
suhn n I ss  n m a nn ,

( . ‘
~ 

1 ci a twe a in the m~m ; c ;-tio nnai re c;c i~’ is the di t I m a n taken be
t 1 I L PL SC L N s u m u e ’y [ i a e ’ - - t  i o u u u a , r m n - t ’ de - c e la u l u e r - , . [ic h ; e u v i u e  sc ho~a 1 c i li a ”- -

u a un nad m m c m  i t m ’ ; ;  u s  cv m c w e ’m [ La~ t i n t ’ que s t i u a m n n u . r  ~n e ’ t ie r u ’l u n i u c ,’ uunt  m l  t i n t - i  a n t ’
- m im i  i t  a t ’d and I a n m  I :t ’ aI i n n t~ ’ a c u m m n m i a l  e t c  s i t  cc  cc u l t r a ’ s t I t ’ nnmn a i u ’e .  A s s u a r n m u
us n ; r ,mj i’ tha t eac h -~ i t , ’t, t i am flnm ai m u ’ m a c  im imb’s J u t  r e -  and t u s k s  c r 1  a u n t  red be

m ’n r l i s t  r ’J a e m - sc r n uu1t ~ 1 i nm c m 1  ii - -~ m 11 1 c c c l  a~~ ~~~~~ anud dii Iv ~
)uas i t  m on

- - i a aW !i I nn A1 t - I l  - ‘S I . Add t I unt ua 1 ulu Iv rn ia l  ta sk i t e ’un~ mam a t ccc en em ! i i

ctu nt , tn - u  ne eta I n - a in i mi d i i~d\ be added I ~m t l i t ’ clim e s t i onna i re. At the c t ; ;,’
t m ~‘ , s c u m Ia I c ab nc ’m l u u n t ’I r m ’ u i t - , joI n and ca n i k t - n ’  s a t i s f a c t i o n  m d  ic~u t a tr ’,

ma d i nd v du~ I and jimb h~ r’k i n u m m m n a l i m n f m m n n - sr t I on it u’; ;’ m t - c ’ p1 ic ed In th e
-~m u ’ s t  on m na u m - t ’ , ‘ i t is  a c ; , n s t  iii ) 1mm p m - a ’ p a n i m u ~l j imb an md t t - k  an alc - ;- i s t ma n - n i

c ’ c u r - nr c mmmi i I u Lin us and C a a m m c  lii;, u alliS ~hou t the ol 1 cm . ted d a d e m ipa t u on ma 1 cia tu  -

( 3 )  In , ’ t i m n m a t  s t  c ia a am t i im ’ ml t ~ t i  c u i n t re n i t eYe 1 e is l int ’ m m ’; I era maid
u tao rd n a m a t  i m m  ‘t  t c c l  . Ora f t  c opi e— ~ at ea c h abe’s tm  ou nn u~r I re c i  u c u l a t e
w i  t l m i n m  t-I I LI’ l  R1’ n N , IkA 1aOC to Inc l i m i t - t he  a t ’ cm po n ie ’ ai t - r ’ rv  r a t ’ s e i n u m n i
USAFF ~C a nmd 1m t i m em - [IA on - 1)01) s t a t  , i - i t ’ n~ i t ’ m a c a c t  iv n t j t ’~ i mi t c u e ’s It ’d I
t I nt - a rt i~ iar S t m n c  cc u ’I NOs . 5 t af I a nq a tm I the ulu, i  f t  m I m i c ’s t I u u n m m m a i  a t ’

-‘ 5 ta m c ma lt ’s M1EPERC I N ;a n t f a  1 a m t a f t - ,si~~u ia l n -ev iew and ur n  t n , I m e ’ Su ’ rv i u e  to
Cfl - . u a t ’ the q;it ’ m ~t i~ a n m n m a i  t t ’ ‘ S eo uut e rut and 1r n a i m i a - n t ’  a u - c accurate and ,t dc ’-
- 1 m m  e ’ . r a f t  O P1 t ’~ a r t  t ime ’ - p i t ”  t u m a rin a ire d a m ’ ;,enit t u~ seam m a t N~ ~ m u m  t I e

ar t i m  a ]  ar I-Il lS on i t s  m MI t m a n the in I t ’cln n i i c u  1 n- ce i e ’l~- a mi d -e ra-a nd 1
c mm m n ; t a e ’ni t , 5 l n e ’ n ieve ’~ a- m~~ni t n e a u n t  ci m a n - im ’ - r a t ’ tal e ’ in t im e - l i t ’s t i~ ’ nm m m ,n  m a t ’
dun u net t i m , ’ m t ’s i cia and ~Oe m r d u n it  m a u l c i t  i t ’ . the proponent s en v l e e ’ st i m a n t u l
d u  t u o nm o f  I h e n ’  I S  cTunn m t ta t t ’,i t u ’, t i ne M ILI’E RC[ N m i t e - .t i  a m unu ma m n - i’ alm ’~ a Ia r~aea t m u

m e ”. I cci I ti e ’ m acmd m f u c a t  i 1u n i .

(S ) At ten c a n n n r l a  let i onm of t I lt ’ a - c -u I era and a - c m ar - d ma m a t ion cyc  11’ t I n t ’
gut’ - . L u  m.’ n a m n u  ire i s q I v e mm a i i  nm 1 ad m t t or f or unm a t and a 1 an i t  ‘, of it c n n ’ ,
t r u’ f c mu - e - t a t ’ u n m a ~ ‘ u j u n t e r l  and distrib u t ed te l A u nur e ce mn i; tn naua u ds ann ul a c t  m v m  t i t ’ s ta ma

I t’1 ci ac t ; -; u Cli S t  n . m  t m imn

n .3
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d. Juestionn aire adum uin istrat ion and data reduction?

(1) Occupationa l survey questionna ires are printed and distributed
by MILPERCEN. For MOS with populations of 1000 or less, a questionnaire
is printed for each incumbent. This accounts for approx iutua tely 75
percent of the enlisted MOS in the structure . The distribution size for
I-lOS with populations grea ter than 1000 depends on the range of pay
grades , num nuber of duty positions , num ber of Additional Skill Identi-
t iers, male versus feum iale mix , overseas versus CONUS requirements, and
the expected return rate .

(2) Questionnaires and answer booklets are distributed worldwide
and co nmip leted by qualified DMOS incu nubents under the supervision of
questionnaire administrators as prescribed in DA Pamph let 61 1-3. All
AOSP surveys are conducted by Duty rather than Priunlary MOS. Comp leted
answer booklets are returned to MILPERCEN and screened for conupleteness
an d validity . The overall return rate , based on the num imber of question-
nain ’es accepted into the data bank (as opposed to those distributed), is
approxi na mately 70 percent. Acceptable answer booklets are scanned by an
optical character reader and the data are transferred to magnetic
tapes. These tapes are processed by the Personnel Inforniation Systeunus
Directorate of MILPERCEN an d the data a re mer ged i nto the occu pat i onal
data base.

(3) Figure 6-2 depicts the flow of job data from coummp leted ques-
t ionnai .u - , through report production.

e. Arniiy Occupational Survey Progranma (AOSP) Reports .

(1) The AOSP is a coummputerized respository of job related questions
(the occupational survey questionnaire i teuu m s), and answers (the re-
sponses fronn each incumbent counapleting a quest ionnaire),  by 3-character
MOS. Collec ted data is merged into the data bank froumm sonme 350,000 en-
listed personnel representing approxin mm ately 450 I-lOS. Occupational
survey quest ionnaires are under developumment at MILPERCEN , or in the
field being adumm inistered .

(2) Inforunuation about duties and tasks is provided in CODAP for nmat.
Detailed descriptions and explanat ions of AOSP reports and their forumma t
are ava i lab le  upon request. Inforumu at ion about background , equipu nuent,
s p e c i a l  requireanments and job satisfaction is also produced . Reports are
autonnatically provided to service school Training Deve lopn nment and
Training Evaluation eleumuents.

f . CODAP analys is system .

( 1 )  Background .
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(a )  Co nim. e - i - tua l  ly COIIIai’ pu-ov ides 0cm. imp a t iona i  data e s s a - n n i  i d i  10

the ana l ys i s  of I mmm rc m , ; u- a s r t a  i t -  rrb a - i-i a teal n ; nitnna l enima-aa t prob i emams . The
Sy s t c n n n  la t a v i d e s un a nm a t i  it ull leve ls  w i t h  an inn n n n ized m m n e t l i ; d  i f

i rma m. ass  C r 1 1 ,  p m - e a - e n t i n i n , ind mi rud ly z i n ia i  large quana t i  i ies  of job d a t - n .

(b )  A ha ms ic unders t and i niq o f  i; co inuputa ti mis and n t - f I r - - f  1 oqy
em nployc ’ d inc CODAP is essen t i a l  tm i n m t r ’ r S n r - t i a i i d m n c t  ana lyz in g out ~- r - t
n - r - I a o n - t S .  1c m f a c i l i t a t e  t t n i s  u m t t l a ’ rsLm nd i m n q t in -  ttn ll o w in q c - t a l e  I n - m s
been pr epared . Th is  example c - m a l l  cov en - a m ] m m t - s t i a n m i m n m  ire of ~?O t , t S i

d ivided i r a t e  three duty areas , t na r th u- hyp ot l m t ’ t  i ca l Mflb a l u m ’,, ,ard n i - f
b r~~~I in-er. ” As s uunme t r u t  t i a - -a ~O I t - -~~.S cove r  a V e - a C t  ft i m mm i a i-; n a t - n t - f
lid cu r does 0mm the job and ru tv & ’ r  100 a m - t m .  a na l m a t the n n ’ ; - a i r - ’ s t i  u- .
T ime re— ;po am se--i i t t  t h u - s m . - SO I m i s  f n t a r ; ;  a samample et  10 jm n m. -_ ri -uhe nts a n
c m a - t - a -  w i l l  be used . keep ii m ar i rud t l i~ t this is a n ’ , I a o t l m e t i c a i l S i t t c m t m n n n r
and th at at  no I i  t-  wou ld a - p m e - - - - tionnmai r e n a C~n [ ’ S n - output n e - n r a - m t be
t h i s  s i n - m i m i c .  NI n u — , m l i v  a rm occ t m i u _ r t i o n a l  -~m mrvec  qut ’’: t i o r m n i a i a t -  w i l l  c u a , t n i n l
bet m-memu ’ni 300 a nad 800 t a - k s  w i t h  t Ime niu n n n tme r of  d a t  ies a l e t ’ r n ; ; i m a c d  t v  t i n t ’

i ;u’ fnod used t o  ca fe- nor ) ~e these t a sk (m. SOAP -ea - n;; i t - ; u ’ ; , m  r i c h ; ,  of La

- S t i es )

( 5 )  n ~,t rni; r le duty/ t mi -J l i s t .  The 20 ta m- k stat e a r ant- ; or t a s k  de—
~ m. cm p t iorms are I nm i nm i m e e t under dii t a  headi m i s  of ‘ Perfo il~ Sailer’.- 1 Sm.nt y
i n n m n ies , ’ ‘ ‘Perform W iet ajet - t n iu m ten a nce Dut ies ,’’ and  Pem - fornnm 1-la inte—
nman ce Adu iministrative i )m r ties ar e - l i s ted  below .

DUTY A ;~ SI PLO-I SUPERVISORY DUTIES
Task

-
~ Al 

- 

EVALUATE SUBORDINATES WORK PER) oSI-I;\NSE
AS It~

- -TRUCT I I  SSP N N1 L IN WIDGET MAINTENANCE
Ad Pt iN WO RK SCHEDULES
A- I 5555 [) ~NAT E MAIN II NAN LL SCHEDULE WITH SUPPORTED iS~IT
A5 DIRECT PE RSONN IL PERFOR M ING W IDGET MAINTENANC E

DUT Y B SF LI PPM W I D G E T  M A I N T E N A N C E D U T I E S
Task
131 

- - 

TEST WIDGETS
B2 TROUBLESHOOT WIDGETS
B3 REPAIR WIDGETS
84 INSPECT REPA IRED l-~ [DPI TS
135 OVERHAUL WIDGETS
135 TEST OPERATE WIDGETS
87 REVIEW / INTERPRET ~i-1
138 CLEAN TOOLS
139 CALIBRATE TE ST EQU IPMENT
1310 CLEAN WORK AR EA
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DUTY C PERFORM MAINTENANCE ADMI N ISTRATIVE DUTIES
Task

REQ UISITION REPAIR PARTS
C2 PREPARE MA INI ENANCE REQUE STS
C3 MAINTAIN TECHNICAL PUBLICATIONS
C4 REQ U ISITIO N MAINTENANCE PUBLICATION S
C5 PREPARE EXCHANGE TAGS

(3)  Descr ipt ion of sa m nnp le incuunnbents. Consider the following gr oup
of 10 job incunnabents (cases) for MOS 99X working in the indicated
authorized payyrades and duty positions.

DUTY AUTHORIZED DUTY
CASE MOSC PAYGRADE POSITION

1 99X3O 6 Widget Repair Supervisor
2 99XlO 4 Widget Repairer
3 99X2O 5 Senior Widget Repairer
4 99X l0 3 Widget Repairer
5 9J\SO 5 Senior Widget Repairer
6 ~ x lo 4 Widget Repairer
7 99X1O 3 Widget Repa i rer
8 9Y X 1P -3 Widget Repairer
9 99X3 P 6 Widget Repair Supervisor

10 9YX 1 O 3 Widget  Repairer

(4) Relative time spent scale and estiu uuated percent tiumme spent.
Research indicates that most workers cannot provide reliable infor-
nuation on the exact percentage of tinue they spend on any given task.
However , they can state with sounme confidence the mmm os t time consumma ing
tasks.  This resulted in a “ re la t ive  time spent ’ scale which a l l ows  a
job incunmbent to rate each task performed in tennis of time spent on
that tas k , regardless of other soldiers ’ t a s k s  or the incu innbent ’ s expec-
ta t ions.  Each incunmbent rates only the tasks perfor nmned , operationally
or in training or exercise for operational e-:apl oy umm enit , using the fol-
lowing scale:

= very much below average tinm ie spent
2 = below average ti m mue spent
3 = slightly be l ow average tiumme spen t
4 = average time spent
5 = sli ghtly above average tiu nie spent
6 = above average ti me spent
7 very much above average t imme spent
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l it ’  It ’ e- 1 di a - p Id - a- t int n t ~ l a t i c e  I u - c ’ s l a u~n ni  r a t  a n i r f a -  a l l  s cam by tim , 11) ‘ na ) mi \ in nm. ii St a r t -  f m  c l ire SO to - . i n c a ’ n m t r-~ -

~b ) S i rec ia l  job ali ’ , a c m p t i o n s .

( a )  Cm lDAF ’ can  pn a a ic ,c u’ e m . n n m s a l  n m L r t t ’ cl ~ln ’ s C r m I a t  i a - n m - , ~t tht ’ work l a m -r-
i _ a _ _ u _ I  by any Slm ed - l 1 m m  -I n - ui of m r u d u v i d u , t l s  in t , ’ n ’ nn ; — , c a t  h~ m k i m m a n m n d
ir m a - u - - alt ion , e a l m r u i r m n n e n t  . or s ia t e m _ a l req u in - e ’n; nn ’nts a l t the o ccu p a t imn al

F sun ~~~ quest  lonna m a c .  T ime CODA P 1un- r i~n r , nu a m , wha m a Ii p r a ictt m mcs t hie ’ ,e jell)
c it ’Scn ipt m ons, m s dm 1’ Special (JIiiiSI E ~ . ~c u t a descr ipt i c u m s ire la rr l a a m m c r ’ d
f o r  aut hori:t ’d qraett ’s cu n n e - ~p m. nn id j nmmi  te a 1PM - ,L ~~~~~ Ics-el s , O mi t  c- pos i t  l o an s

a in a part i cu I an - - 111  1 0Cc ’ 1 , cm n - ; rS,t mat • or I atm. 1 t  i ra n  , n- ale ,t n a t  t ann in 1 a i ri —

cn m rnbt ~nit s , m d iv i a i u m  is m a id i m i t  a i n i n i m i  a p~a rt i  airla r piece at equ ipmun en i t
mmmd i’. m d h r a l s  mm o i rmg tam - ec nu list t a n i nd iv idua ls  c a i t b i  c ’ n ’ c a i t h t m - m m t  s c i n a n t a l
tr a  l i i i m om

( b )  ‘roa iuc n rig JOB SPC report  ‘a is I he I inst step in ) e v a l u a t i n l a n  f ame
ram. n m k perfca n - n-ied by var ious -i r am ups - The Group Scrm n m r n mar n ’ v (GRI’SI IM ‘I , Group
Di f fe remmc e LGRP D I F)  , anmd V a n - i a h l e  ‘~;m n , n vn r n- -, (VARSUM ) report s m-,h j cOr ass is t
j u n the ’ eva 1 ua t ion , an- c c i e l a cm\ c ie a nl I upon the outpu t ~~t the ,mOb~ S’P pco a n a t n; -

( c )  Table a--i pm c u v mute ’s the imm div id ua l  amid co r on a l - i  Ic task 1cc -el
job ~ii’ 5 C r i l a t i m . m n u  t a r  a u t h m m .t m n - i z e d  c i r oa t e s Ed t b i n ’ o i m a l h u  -I c orr espond i a n - n
t o  E I Mt -  s k i l l  leve l  I for - I- lEts da~\ ( Ru t a ’ a - en icc  a , I m ’ r a i r r pbi C , Sect i amu I\ ) ,

Table S displ ,m y a - the Ju t ’ ,  level job mte sm.- rip t ian to n’ t h i s  s,annne m n - OI l-

. ~el cc ted L O D A P  pr oa i ro nn r de s c n- i  pt i on . e\p l~ ,iat i rums ,tnud e’s ,annr p i es .

( I )  Job S p e c i a l  m~J0BSPC’i.

(ml ) Descr ip t i o n m . This pr c~i r m a  c a 1 c u l r t e ’-~ ar id prints connup a lsi te i amb

~icscr i  ptio’i s for ‘‘ spec ia l ’ ’  group s ~aca ordinq t o  ba c ka mrc rmmm n a l  or cam nmpm t ‘ 1
var iab les .  Both at u t a  arid task job c le sc r i  pti ons art’ report  eat in I n n ai im t o
low sequent e of ei then “percent t a t um m e unm be n -a - per tt a I r m a ) ’ an- ‘‘ dv t ’r , a a i u

a ’ a ’ t r ’ n m t  t i ne spent hi a l l  r ne n -- l u er’ , .“ ~~~ d utr is a n ;m, a)oa - s u b d i v i s i o n  a l

P a job conupri si nq a mmunn ber m. n f I n - - is  a mi d  . ia cm ace . is a sm r n n um-n a n - y a -c l ot-I
A job descri ption pra u c- ides m i t ’ .  / t m - k  n unmmb er (and t i t l e ;  per- cent a tm ¶ nn n e rn - —
bers pert cm rnn m i ng ; averaa ie p en ce m i tine spr ’m t t ’V a l l  uu n e rrn t a e ’n-s carna l at i ye
rv t ’r a a j e ’ l a e ’ n ’ c t ’ nu t  t m i m e  s l a c a m  t by ~c l I mi mem imbe rs ; and , I a a n’ the I a s k  lo s e ]  rell m n r t  s

ne task sequi’rmce nuu ;;ha’r.

(h ) Explanation. Th e JOBSPC p n o a i n - ,ium m coamaput a t ions , w i t h  the esca p Ii m.tmn m
of the cuunnu 1 a t  I ye average per- m.- em nt  t j une spent by al l  m nn em mmbe u-s te d the
tam - k sequence number , are covered i nn Section V of this guide . These
two ite mm ms are self-explanatory .

Cu mnm ul ,m f i v e ’  ,lve nal hc lae ’ rce nm t t iumme spent by ,al 1 n a uemrn b t ’m ’ —. - l i n e
c uunmu t a t  i ye a vera tic an’ n - c- era t t lina c s ilent by al l mauem tabe r’s I s m.- aun upu teal
beg i nn inn - i  w i t h  t he fi r - s t du ty/ task in the job mien — c n i  pti on r eport and
simply aci at I mim i t ime va lue for average perc en t I m mmc spent by al l  n;ie ’ r’mbe ’ rs
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1 an tenms , as in the te l 11 m.nm-~ i rig ex am n m p I es :

5-6

c a nt t imt- gi c er a d u t y/ Ia  I to that of tS r -  prev ious  d u t y / t a s k . The sun-a  of
ne ,m s - n - t i , - l am n a  emi t t inure s i c - n ,  I by al l  mu ueuumbers w i l l  be appro xi na tel y

100 .01) , f I n e  a ll f f t ’u ’e ’nn ca’ be ing  du me t o  r-ounding and t n u m n n a  at io n .

2. Ta - k  Sc - ] um f lce nunmber . The t o  I. sequen ce nummiber is m erel y a
Co unt t  of the numnaber o t  t a -  k;, i nacluded in the JO BSPC report at a gi van
pc i n ’ in t i n e ,  if a du ty/ task  is not per t c n ru mned by at least  one unmeniber
o f  line J n m. m u p ,  i t  w i l l  not appear - in t i m e -  JOBSPC repor t .  To ascertain
~i m e t ! - r a ll d u t i e s / t a ; - k s  Were perf o ran ;c ’ i  by at l eas t  one mnmenmber , com m mpare
‘ha ’ m nu cnta er o f  d u t i e s / t a s k s  in a q i  yen m ’eport to t he sunmmm ia ry l ine of time
JOB S PC r, l ’ n n t  which proc-ides i ru fe ’-; -a r t ion on the nunmmber o f  cases (the
l a m  t o  1 sa unmpl e famr the M IlLS , O u t  i es a n u m t t m - k s  in the q u e s t i o n n a i r e ’ ) a n d
memb er- m au i- bt-mn t~ in; t h e  sammiple ‘ n e at  ing the s e l e c t i v e  c c i  te n ia  ) .  NOTE:
JOBSP C I n m t m u n ; - m . a t lo n  f o rn ’ na t in t -  basis It u r the Group Sumniary , Gr oup Di f-
t e n t -ni c e , and ~ m n i a b 1 e  L u m n ntnna ry Iit ’p or t- . ami d therefore m u s t  be generated
5, - t n ~~~~~ the a - c repor - ts

(c ) Examples.  JO BSPC nu l i t a r t s  son -ted fronu im i gh to low on pe rc enu t
- - - - i ns ~a ’ n ’ Iii ng ta ar t h e  ~~~ 99X sa nmpl e a re  provided for the 3—cha r ac t u -n

(fi g 6— 3 and 
6 _ 4 )  and au thor i zed  ~r a d e -  3—4 wh ich  eq uate to L I M o

s k i l l  leve l  1 ( f i g  6 — 5 and 5 - 6 ) .  For c l a r i f i c a t i o n  the 3—charac te r
r, - ; a m t  - - , i n t a c i l d  be c Ou n np au-e a i  w i t h  Table 2 ( r I  the task  leve l  ) and Table 3
(at t lne duty  level). The report based on authorized grades 3-4 mm nay be
c e tmm -n pare mt  w i th  Ta b les  6—-I arid 6-5 at the t a - - k and duty level  raspec-
t i c - e l y .

( 2) Group -~un r tn ; n i r y (GRPSU M).

(a) Description. This program calculates and prints three di l -
fer -ent types o f  re p o r t s :  (1 )  t I m e  percent of i-n err bena - perfor nming each
da t  v and/o r t a sk  in t I me job inventory ; (2 )  the average luerr - ent ti mni e
s i ne nu t on each duty arid/or ta sk  by a l l  mnmc m m mbe r~ in the i n v t a n t r n’,- ; and (3 )
a n-cpu ) r t  tha t re f l eats  both the percent of uuueu nibers per fo runmi ng a rid t h e
Itt Yc  ent t ime spent of all r rne n-- - hen -~ in the invent a n - c - . GRPSU M wi l l  print
dat -a t a a r  gr -oups whose composi tr ’ job descr i pt ions were comunputed by
JOBSPC . The suunummm an ized data is pr inted in duty t r a c t / c u r  task nunmber order’
and t h e  group descr i  pt ions are oidered according to the seq ue ruce of t h e
i n mput request cards.

(h) Explinurt i on. Time data conta ined in the GRPSUM output is
al most ide’mu t i c ~~ to that provided in t he  JOBSP C r u ’p ort s on which  it is
I- i  ed .  T h i s  a l l o w s  the r - n a mu , nqer  to nmake duty/task comparisons based on
percent r-r e nn ’ bers perfe a r- i n ni rig ann - f  t a r percent t u n ic  spent by all unmennmhers
across various groups wi t laout having to c o n s u l  t several ,iOP S PC reports
T h u is is useful  in comparing time du ty/ task  perforn m ma nce by s k i l l  leve l , by
d m j t ’ ,  p o s i t i o n  w i t h i n  a s k i l l  l eve l , by conmnmand or l o catm cm n . by pay
grade , by years ot ac t i ve  Feder -a l s e r v i c e . etc . The t nn , ix imn i um nuum mber
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of groups disp layed at one tiumme is 10. These 10 groups can all be based
on per -cent n nr er - nb e r s  perforuning, on percent time spent , or a combination
of both. These groups are presented in optional orde r and may be
altered to suit the user ’ s needs. Al l  d u ti es and tasks a ppea r i n the
GRPSU M report whether or not they are performed by any member of the
groups presented . The output is provided in duty/task order.

(c) LAO n -- [il es. The following examples of GRPSUM reports are pro-
vided fa r  the “Widget Repairer. ”

1 , Three  c h a r a c t e r  MOS , EPMS sk i l l  level  1 , EPMS sk i l l  level 2 , and
EPI-tS sk i ll level 3 by percent members performing ( f ig 6-7 and 6-8) and
by percent time spent ( f ig  6-9 and 6-10) .

2. Duty posit ions for the Widget Repairer , Sen i or W i dget Re pa i rer ,
and Widget Repair Supervisor by percent members performing (fig 6-11 and
6-12) and by percent time Spent (fig 6-13 and 6-14).

3. Three character MOS , EPMS skil l level 1 , EPMS ski l l  level 2 , and
EPMS sk i l l  level 3 by both percent membe rs perfo rm i ng and percent time
spent (fig 6-15 , and 6-16).

(3) Group difference (GRPDIF).

(a) Descr iption . This program calculates and reports the dif-
ference between two job descriptions in terms of percentage of members
performi n g each tas k and /or average percent t ime spent.  D i ffe rence
va lues are presented in descending or ascending order on either value
(from largest negative to largest positive difference or vice versa ) or
in task number order.

(b) Explanation . Once the manager/analyst has reviewed the GRPSUM
output , a program comp u tes the d i fferences i n task perfor mance between
two groups. GRPDIF is the CODAP program which performs this function .
The output immediately identif ies task performance differences and sorts
thes e differences to readily identi fy maximum deviations. The data may
be p resen ted i n the fo l low i ng conf igura t i ons :

1. Based on the differences in both percent members performing and
average percent tim e spent by a l l  members performi n g . Th~ s out put may
be presen ted i n task order , or sorted in either descending or asce ’mding
order based on either the difference in percent members performing or
the average percent time spent by a l l  members.

2. Based on the differences in percent members performing. This
Out put may be presented in task order or sorted in either descending or
ascending order .
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3. Based on the d i t  f e m - c n u c e s  in r v e n o - i e  pen-cent t imume spent by al l  
- hers .  This output mum ay be pre n--ented in task ordet- or sorted in e l l a ,-

descending or ascending order.

4. The p ro j ra ; ; also present- the i nfor mniati m an on only those t , - k s
whose di f fererrce e ‘weeds ml predeteri mmi ned -

- 
In c the numanager /analy st 1 ab-

so lu te  v o l ue t or e i t h e r  percen t r ;n er -n h ers pert ur’ r ’~ i fly or av e r -aqe perc€ n t
t i -- ne spent by al l  --n e r- ;b en; . Fnnn exa n- tp le , ~o nm ra y w ish  to look at only
those di fferences in pet-cent ; ;e; ,bers pet- I on ’r - iny which exceed 10 percent .
T h i s  report could be presented in task order , or sot - ted in either
descendin q or ascending on- det - ba - -ed on t i ne  d if ferences .

(c) Exau umples. The following tm-,- m ; exam ples of GRPDII d isp l i i :

D it f e n- en - ,c  of pet-cent mmi emnb ers performu ning between Ei l-l~- skill level 1
and EPI-lL skill level 2 , ranked in ta sk  order. ( f i t  6 — 1 7 ) .

- Difference c ut  percent ;‘ me nnbers perfori’ii ny between EPMS m l  ill level
2 and EPI-IS sk i l l  level 3 where the d i f t e t e n c a a  exceed s 20.00 i’er- m enl f
sorted in descend in i order based on difference. (fi g 6-18).

( 4 )  iam -iable Suramniary ( VA R SU M ) .

(a) Description. T h i s  pr ogramm i coumiputes and reports frequency
d is t t - i butions wi th in specified intervals , ratios tota l frequency coun tu
and calculates - me an s and standard dev ia t ions  on selected backgt -ound and
com maputed var iab les for any group of ind iv idua ls  whose job desc t - ip t ion
has been generated by J OB SPC.

(b)  Exp lanat ion . The VARSU NI output displays the data collected in
the background , ~‘ -~ui pmmien t , and special requiremi ments sec t ions of occu-
pational survey questionnaires. L cm n mm put i ng umaeans and standard deviations
is optional and should only be done when the scaled intervals n-r a ke these
- - a - spa to tions i -neafl i ngfu l . Al though there is no restri ct i  on on the nummaber
of gn-oups handled by VARSUM , only 10 groups can be reported at a tin ;ne .

1. To interpret the VARSUM output , obtain a list of variable
interval definitions. For ex ,l ;;iale the VARSUM output displaying the 3-
character MO~ and EPN1S -- kill levels for NOS 99X by duty positions would
look l ike:

VARIABLE N~It-lili h V0 06 DUT? POSITION

INTERVAL 3C HMOS SL 1 SL2 SL3

1 6 6 0 0
2 2 0 2 0
3 2 0 0 2
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2. Intt -i - pre tati on C I  the in t t n ’ , o l s  depends on having the duty

pus i t  ion titles f or  i it e m - c o ls I thr ’ou mb n 3 whi ch  an e “ia idg t ’t Repa in I ’m
- n -cnn I arm I~ on a- t Re1ma i r a n , - and ‘~ i dget Repa ir- Supe i-v s u n  - 

‘ The 11 c t - n- of
a m i ab le ’ ti tiea - nieces san -~ f u m r  i n l t e n l u nc t ,a t ion is m n - t i  ided t i - c  m a - t n  I v

i th t he ~ 7,i-~ Sl it-I r-e inor ts

(c ) : samp 1c- ~ . I san - ; p i tn - - ‘ 5 5 1 ’ - ’ nt’ : O i t s  ton thn - e t ’ c l ; a m - a c l t -a ‘- ‘n t r i O
— L’ t— sk i l l  l~~c- t ’ lS f o r  t he v a r i a b le - - a ’ - c ’ s  ~\ 0 O 5 1  and ac t l n m ~m’i:ed pa~c -

— ;u , mie ’ ( . 5 1 0 )  are a n m avi ded ,mt iI 9U~ O5 6— 10 Of l a l  6 — 2 0 .

e~~
m, .  F ield 5:a m m aia - ane d s un ’ c e s ’ - , A t ield --i ’onsored su rct ’y iv 5,’ t m i l c a r ’eal

1~) nace t t h e ’ ~seu’
t s needs . De ia cm i ct i n n - i  on the mmcci , a s t m n c e y  can be mlvi i led

o n l m r e c l I ,  adunm i n i s te -a ’ e i t~ s na i l  or - 1a n ~~e m a c a m m O - ; . A J i s a d v a n t a a i e  s i ! n c e
‘ c m r m e ’ ’ ,n, a ’ ’ t m i i s  t - a : ’e ai e - e : - o a c m t  by t r ue  or ’ i - o i n a t i n g  a :enc - s / s c h o o i  , the- ,

O t t ’ m a n l y  as mjoo d as the ~t n ’a - t e a  of t h e ’ dm ua m m c i t  - Qua ] n t ,  ~ t inn t o  a f  io nm
I S  ,t ISO 0 f un t i  on o f  sca enS , sa’! lmI e si :u ’ , a d -- in st i-a t i c e  i n s tn ’uc I loris
ci n ina t im ’ n bias . et c. t iii  t t and useful nne ’,s can v a n ’v w i d e l y .  Gu i de -
1 a nen s ~m an q ues t  ionnn ,t 1 men mlC~ C 1O~ -emi t are proc naie ,t hel arc but onl y e\-
:er It ’rn~ e’ Jatem - ;n I ;cs an ind ic  dua l s abi l i t ,  to l a e n ; n - u ’ an a t t e c tic e
S u r v e y ,  A l l  i n t e m c c - - ; n sand su rve~ s (ou ts i d e  T R-iflO ; - ;~st t ’ e ’ ’;uh r I t u ’d in’

t m  - ca m’J,l n ice m-.r th m AR 600— Oh or m ‘mange 1. AR 6 1 1 — 3  to t -  r-eq uired i-I IL I ’ E kCE N
‘ c ’, mew and ap l n n ’c l c O l (for - a d e ta i l ed  d i s c u s s i o n  m a ’ que st ionn,n ire o i n ’ o t m a n .
sat - j.e ’ S t i  cani ni a n-a Const ruc t ion  Manu ol by An’nnny Res eat - c h i n s t i t u t e , 1
(DD C nu; ben AD A 03781 ~~~~~ . 

- -

ml ;tO a~n’/t phic i teima ~uid e1 ines

( I )  HaS m te ; r o a j r ,ip hic data I to ; - -  ~O l l t ’m ted s hc nu ld ha ’ , ,- p otent i_ i l
am , c t u l l f l e S S .  I t ’ O I m ’i ian i i cs are not c o l 1 e c t e ’~t s i n n n a 1 ~ to  - m o t her- s t , i t I s t i c a l
~ri fm tm u ’ c at t han , but rath er to he] p sor t  surve y u es u l ts  into di ¶ 

~ea’ent
ca t ta ;c n n - u a s  such as s k i l l  l ev e l , sex , on- n- ink. The ’ d a t a  needs of the

a no - ;e n  anal yst  hell ln ’ t e n - r - n m n e  wh ich  L ie ; - ;o - ; t ’a ph mc s t o  usa , F i nd a
ho lance between c o l l e c t  m o  onl y thc n s e ’ ~t e ; n n o - m n a p h  I cs nmee ~lcmn it the so eni
( n i ck loos inq de; ia u q m ’aap hic i nf ~an -; a t i O n  te a evaluate the dat.i accord i un - : to
SO ec a rne S needs) a n d  CO 1 l ~ c ti mim i a ll the dc;’ e’mi r -ap hi a c ,ar m ,ahles that ca nine
to p n i m md ,  In se lec t i nm i  den e a a i n ’a ph ic v a r i a b l e s , ~s k ~- oumnc e ’ lt  , “D o I e \ u a m - t
d i n  n e n ’em i t responses t m - cn n; v,i r - m ou ”  k i nds  of aeopl c le . mi - .  s o ldie rs i t 

-
d i  t a n ’,’n i t pay m o des )  ~ , ~~“Do ‘major di f n a n ’ a n n c e s  r a t t a n-  iOc tm ul~i the n- c s , an ioums
pea -o le  e - c m .  , ae oi al a of d m 1  f e r - e nt  h e i g h t s )  , -‘ .m niel ‘ I t  theu-e are di i
1 et - e nc en - , can thi e ,a, be addr essed by ti-a m ir i a m

(2)  There should be a clan na tm nn ’ a ph ic  c l no i - ,-e to n- e c e n ’ ~ respon dent. Each
per-~ma n i s  catem ioni zed sm ’ n em’dncre in each deummographic q u es t i o n .  Thus ,
sca l o n -  denm uo cm n ’ aph ics , such as inc Om nn e , sh a u Lmld have no cuto ff at the bo t t o n m r
or at the top. Nen sc a lo n c le oc m n ’o ’h ics should include the e n t i t e  known
field, an uti li n e “other ’ as  t h e n  1 nn -- t c a t a a m o t y .
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( 3 )  Loch de’n t rOm i rd ph i a quest  ion s hncnul d t~ m cc c i osed—enided res ; c a a n -~e - - -

Pu~e m v n - n , an can t i n —c a nn - m e ’ of c o t t a u n r a n - l e s  for— the n’enn l a manide ~nts and let t t m , - m
t n t  Ht ,- lv e s  i ritc u a -: a m n up in a ccc n n n - t,mnn ce wi th ; your p lans ,  If .cj  w i S h
to i n s~ ove n unknow na ca t  ami D u i  es of resp t tnn t e r t s  leave an o p-t n — ,-m n
d,’r ’ocia a : h u i C a ic Je ’S~ io n . M c S t m t t a neo r ’ a l r h i c  c o t e t t u i n ies , hne a wc ’c - c~r . on e- i d t’ m n -

f ia -  - Cod ira q open —ende d d e r - -o lm - o ç m h ic I T e r - o  I nvol yes m n nn ie cessan , ti ne ,
c onfss loan and possi bl,’ e r ro r s .

(41  D is i c l e Il n e ~t t ’ n - nt - a r r aph i c  ra nmqe to  best util inc He an o n -- t a t -a of
cho ices , on t In , - answer sheet if n- a nne is to be used. In i t ia l ly ,  e s t i m a t e

ae p m - upc n t man n o ’ pem ’s onn - s f n - t 11 ira q ira to each cat  ,‘an m m r - y and t a - , to t in-ou t
t h t  — even l y  im i t o  th e  n -5, - u - of a c - o l l a b l e  c a t e ’ m m a nes ( e . g . ,  ‘ iv e  c a t e —
gori es on a 5—p o in n t s c a l e)  - If ira d~ utbt , use denmoqu-aphi cs nmade 5y
other sumvey  w n i  ten ’s .  Ha-c l m m: ran a sum ’s tO once , you shoul d k nrm nm - , how
r na n r’ , persou ms Hi 1 into e n - tc h  lo r omin’a 1 a h i a C a t eDma n ’ s , (and group acco t -d inq

‘his m nfo r- ni ;a t i on  (e . - , pen-haps there rena miot ta mn m a n u m nb n  F—S or F— 9
to juts t I f - n- - separatin g t i n e n n ; frommi F— 7, or nn e n t enouqh a,.a rr ant of f i ce rs  to
jus t  l i v  a cite qon -v s e p a r a t e  tr am - Lieutenants , etc. ) .

ttCnAF : I YOU m u s t  St ’ pn - ltOtt ’ a spec ific category , do riot m d  ode it w i t h
a no t h e r  c a t egory s in ; ; i a i y b e ca use t ine group is unden-repu -esented (e.g.,
E — -i  l i v ing  in m ann —post hous inn , n-e ’ -;ons with docto ra l dequ-ees , e t c .  ) -

(5 )  two n - t i  f fe ’na ’ nr de ni ocm n -a ph Ic s coma occasional ly be co n-nb m e d  i n u t cu
o m en quest ion i f  th ’ - . d n a  i n u t m n - i  ii v escl us lye and spac e is sb m o a - t  - This
is poor p r a c t i c e , howevem - , unless coo are quite sure  of the da ta a n a l y s i s
capabil i t ies of yo uu ’ process i m m q  s v s t e r t  and c om m I now you co ma isolate
respom ises. Occas hmam u a lly . two d icho to m nnou s  ( i .e . ,  having tw o possible
m:ho i c e s  only)  ~te~ om :n ’aph ics can he comni hined to  p- m n-d de all th e ’ req u in— ed
r a n t mi aT it  ion. For- exaun np l e , I ¶ you ‘need to  knm ow “ sos and “ supervisor y
s ta tus ” ou cou ld  so c-a a quest io nn ( t ho s a l l  c10 Iraq n - i n n  tSar den~o q ra nt t a IC
to be added to t i n t -  s n m n v e - .- )  I ra the to ll owin n i  m ariner :

‘,~n- i c ~j na al Que st  ions

Sex: 2. Supea-s--i sor’s - status :

‘- ‘o l e  1. I am not a su penv i  sti r’
2 .  Fai m mal e 2 . I ann a superv isor

Coum ibined Q c a e s t i o n :

1 . Sex and Supe n-viso ry status :

1. t ’ o l e — —non—s u pe rv is on’ v  posi ti c m al

2. Male—-s uperv isory position
3. r e n - a a le__ non _ superv isor y  posi ti m n- ni
4 . Female——superv isory  pos i t ion
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b. Need guidel ines.

( 1)  The infor rmiation must not already be ava ilable from other
sou rces .  Field sponsored survey s are a fa ir ly expensive way to
collect information. They should not be used to co l lec t  information
which is already available as statistics , as reports , previous survey
results , or in other for mmms . Think careful ly about where information
mig ht a l a -a~~~ be located before col lect ing it through your own survey.
Many t o  u r n -  of  s t a t i s t i ca l  infonaimation may be compiled so m ewhere. The
key to demographics is ut i l i ty to the study. Information on paygrade ,
sex . e t c . ,  mm may be ava i l ab le  for the population . The manager/analyst
compares the sample with the popul ation to determi ne the reliability
or representativeness of the data collected.

(2) Each question should have an identifiable purpose. Each
question must have a purpose. Whi le it is acceptabl e to include a
que s t io n bec a use t he re s u lts migh t be u s e f u l to “X Directorate ,”
it is not j us t i f i ab le  to ask a question because “it would be nice to
know how a group feels about so unmething .’ Avo id  “gee wh iz ” questions
which serve no useful purpose other than sat is f ying someone ’ s curiosity .

c. Quest ion guidel ines (general) .

( 1) Try to limit each question to a single purpose. Avoid use
of multiple subjects , unultiple adjectives , etc., in a question . Be
especially critical of the words “ and ,” ‘or ’ and slashes which indicate
multiples. For exau miple , satisfaction with “the way women and minority
members are t reated in this organizat ion ” gives a response about both
women and minority members . Since there is no way to know whether
‘tre atment” refers to ~~~~ women , 

~~~~ 
m’n inority mmaenibers , or both groups ,

the usefulness of the data is limi ted. Trying to mim easure “sat is fact ion
with the physical condition or location of our workplace ” poses a
similar problem. Some multipl es , however , are acceptable because they
may be closely associated in nmeaning to the respondent , or make an
acceptable composite value for the analyst/manager. For example ,
response to the places to eat and drink on post” do not necessarily
l imit the qual i ty  of information feedback. However , “the level of
racial and ethnic discrimination ” may be an unacceptable combination .

(2) The question should be a valid measure of what you intend
to measure . “Valid” in thi s case , means measuring your intend-ed target.
If the writer asks about one thing and some persons respond with some—
thing else in m ind , the res u lts w i ll look OK , but they will not be
valid. For example , asking “wha t is the size of you r househol d”
usually married or older persons respond according to the number of
children in their household. But young trainees or young unniarr ’ied
soldiers may respond with the number of persons in their parents ’
household size as a measure of “ number of -Ii ;c.m.,~a~e t ” ’ &not valid.
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( 3 )  Th e quest ion -;hra u 10 be qe mrc n-a l enough to 01)111 y I ra amos I c nn - n m - n u t
and futui- e n- n - espon tt ’ m i t ’ n - .  Avo i d  a ’ ,k inq q u e s t i r m r a s  whi c h only m t ’ n - t n - t i n  l ea
a se lec t  portion of the ‘ ‘ a t in - c ’ ei rO mip , ot whi el m u ’e t e ’i’ to n- ira uncomm nmu io n
cxpeu ’ lance . Ru n n y pe u ’ - n - rnms w i l l  respo nmd t o  q t mr - s  t i minus they do runt  uni t ,-
s tand.  Io n ’  e’~n - aa m m m i a l e ’ , n - t s k i n m q  if ‘‘ t i me ’ foci 1 i t i e ’s n- i t  the ~f l n ’ j a m u t t n - t i - c in n
n eed (if imm i p roven im ent ’’ ni- I ti n - nt ‘ t he foot i Ira t i e  i l m n - t t e ’ m i n i t y  w i  rm t i s sa t  —

is fa cto i- y ’ ean m be n - a nm sw e ,— ed by a l l  n ’r ’ s p r a n m d e r u l  ‘ , t a int - I 5-I pen n- ; r lma S sa umm l m l eat
could qi cm’ mmme , t ru ina q l  m e l  n- i misWer s.  If  there is a p o s s i b i l i t y  f l i n t  f lat ’
q u e s t i o n n a i r e  w i l l  be mi- ~ed m a i n - t i n  n - i t n-a l a t e - i ’  t i me , si me’c i n- t l int ’ mi a j m m t - ti e tmms
wh ich an-c mn m e oia innm i fu l  t n - n  t he f i t s t  popu 1 , -n ti on a bein g smmn - c ’r’y,’I nay mart
be app l i en -able I t t  1 a t e t -  groups. For ex n- a m mi pl e , - ‘ Do you n- tq ree w i t h  the
way the 1974 c mnmm ’ - , r n - n v m t i o nm pa ’ni t m n n - n n nn was ha n dled I ra youn - u n i t ?  is t i m - m i —
i nyl ess iii a 1 n-i 79 surve y . 1 t the sun-vey is em ma ly qi yen on c e - , 01’

repcn - t ted only w i t  h i ru  the ’ son ic s l u t -c i,a l  m e d  q ro im~a , then specia l  i:ed
goes t ions n a in - ay be u s e d  - I xamm ip l r ’ : e lmue s ti maui  5 n t ’  1 t ’va rat (anal y to 0,- ill
st a nq e n - a m m ts , ot to u nt i l a m ’ poo l personnae 1 , etc .

(4 )  Ph a m se ea cit m i tre’s t or m Inn a rmeu tm - al man - nu n rae i - m \ a cm i  d vo l  inc
j udgemnen ts . Ave i d phi-as ir a q which mmm i m ii i  t l e n - n e t  t o n -S ponde na ts tea n-a s l a nm mrl
the way t im e ’s think t ime q~iest ion m-i n ’iter wants theta : to u-es pond . I ran

-j 1’\ a n m np le , a- - I n - i r m q  whet  ht’ r ’ n- i i r t n - t ’ , m a t u  t n - e l  ieves in ‘‘lega l i n i m a m i  tha t horr iblo
drug , u m n a i ’ i j n ; t m i a n- (ii ’ i t  so] d ie t - s  n--are sn-a t isl  it ’d wit .h n - n - t i n t ’ qu ail wn-a v we
reorgana i ned the supply roou im ’ n - h im ses the ques t i nra - The Wr i  t e ’n’ ian -a s n-al i’t’ n- it lv
manac l e a v a t  cie j n c a l m i t ’ ; ; n e ’ m m  t n- i n tl does rio t mme ’ rs t ten n-I; ; P ml l ine n -u’ s  I 0 hack up t ha t
jud e j eumment .  an r-n u - t in ; mn ’s bin - us is vet-v s m t t a t l c n - . ro t — i’ \ a a i n i i t l , ’ ‘ n - h ow do you
feel about the ‘ pn-a y i n a v t n - a - - inn proble ’ ini?”

S ) Ave m h a t  doubler ma cna t i vt’s . Double rue d -u t i vt ’s umuos t often oicur
by using n-n n i e a i n - t t i v e i y  ph r n - asemt iluest ion with n- a s e n - a l a n ’  anasw ca ’ , fo r
example , ‘there is nun d isc t - i mu n not mon m m  my u n mi t ’  mmmi q ht he nmisweu ’ r - a l
w i t h  ‘‘I di sn - m~~rer ’ t m m o t  i n n - ‘Hf is nat a l t rue. ’ T ime n - n ’siaonr’; c va l i e l i t \
of quest . onus phn’ ar nn - ed t h i s  way - -c mrm m i o m u t i t  , ‘ai nc e tim e n -esp r a m m m i t - n m t  m n n n - a y
be t n- v in q  Ir a d i s , m n - j t - c m n -  n-about  the e x i s t c ’ n ur m ’ of d i s c r i m a n i na t  a n n a t a u n t  ‘ k in - k - ;
the ammswer sheet te a m m mdi en-i te tha t there is el i sc a’ i r mii r a n-a t ll am a ( i .e . , I

elI ‘ t ha t  th en -a is imo rh n - c r i nnm i ra m t i o n a )

( 6 )  Do riot d e l i - a  rota ly  n-a void ni e ’ i n - r t ive sui t a ,~ec l  in-u f t  e ’ n ’ . S i m t ’r ’vn-
are 01 1cm des i - a m e n - I  to  d e ten n mim ie  mm e a m n - m t iv e ly  p e’ rce ived s m n h i e c t  an—en - a s
so that um nanma q em’s i nn - t v rte ’ I with I h,’ n m i . but munn - n na q i ’ u - s n - nm - r n - often hesi I n - a rm t
to address nieq,ati ye ,im ’ n - us .  I man’  ex n - a m mn l a l  a , quest imarms w i t h  the (‘o um c e ’in-
of ‘ n - hurry up n - a mm O w a i t ,’’ “ M i c k - y  M r umm ’ ; e n- n - a c t i v i t i e s ,” or “ l n - t e’L o f unm a n - an—
inqfu l work 

‘
n- n- mmu oy seemmu en - i s it nr to avoid , but fa i l  ii a q to n- ia ln - l i ’e ss  the 1 SS Im c s

only prol n- - n u n - i s  the in,’ob 1 (t umi. A topic , however, umm ay i-ne of sri f t  i c i an t
I mumpo r tance that it is worthwhile to tn - v to rol 1 oc t  tha t a by n-a ppn ’on -a c hi riq
the h n a t o  rnn:,a t i (in ohi i l l ume ’l y . One approach cOmIl (I ftc ’ to “so f’ten n - n - mit -ga t i vi’
questions by en -Jn q t ’ mn p he mmi i  sinus. I m an exn - a mm r pl a : ‘ ‘Mi c key Mouse ’’ nmmiqht he
e i]  le n - I “busy won -k’’ or - “busy work” mimiq h t he e n - al  led ‘‘ won - k ,h i i s t  to keela
mmmc busy. ’’ (The ana l ,— ecm nl  t is f l a t ’ same s in a e ’c t ha euph emnm m smmn onl ~y soot has
the imnanaqen - . The i-e’cpondee al ready know s what rmeq a t i ye tin inqs nec t in’ )
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I t  a nm tr ma a i (  m r l t u t  s not let 1 t h , ia t t  iii at and has nit f i n i t e  i t  i ma nn I c r
- 

c~ tnt ing sti i i r i h t t o n w a n d  l o I n - a n n  m t i o n  m t a t a ut  a s t m e c u l  r e  uIl _ i t t  I i n c a  t hin
- ~~~

- e’vena a hiyh i y-c l a , r n - qe -d au- c a on- t en - n; : in o la am i v c a n  bin- mm ’ ,i’ tI in a quest i m n a m n t n - i i n t n - .( ~ec hew Quest ion ~~ m d c l  inc - I ) .

- - 
( a )  I n - a  u p - t o - d a t e - con c ei t s .  Ac - o ld u s m n m - :  t , ’n ;t s or dea n- wh ic l m

aii m n - i la t ca u se  t ine 1-es imondent to doubt the que ’-~ t m o n  wn i t t - -  - S kai nes 1 e O n - m e
-

- 

m n - ab out the ‘- u b j e ’c t - -Ic d am at n ’n ’ n m n n s ( n - m e n -  h n- i5 mut t t n-hr t e n - e l  uni it dc ’; I qia n-e t I an n — in 
I the Iu - c m :ra1a luics , t he  use 1m f t h in  t t ’ n ’ i ; r  n- C o l m a n , n - f~ to d t n - n i a~ f n - unmin o n i

rac e s , t i n e  u se  o n  “V a l o r - ” to  denote th e  o l  — v e t l u r m n . n - a n - m - ,n-’\ n n - n ; v ,  a r md SO m a rl .
- 

- - “ Sue In er ’ n ’ c m n ’ s a i n  ei naa te’ Sti tmrt- ;i ,mrve y I\an t a d Ia n - t O t s am n- t has- c’ mn unknow n and
- unm n e ’ce ’ s s o n ’y )  n e -qa t ivc  e n - f  l e n - c f  on sui ’vc~ renn - ;a l t n- m a c a n  i r os s i b l a , le t

s e v t n-r a l persons aam m t s id e  mat yat uer n-ur .ea o f  a n -i n i - - c ’ u n - r I  Jo t t t aiue’~tm0 n s
- n - m d  u nmake s un - u n - ia n,t ions . A pen — son w i t h  o h ie t h  sc~ n -wl DI [I c a n  en -n t n -  h t’ !Ton’ ’~

nm i issed by a P h . l m .

~
) ~e’ cor rect in te ’n ’ n r ; m m i c a l a a o  n -m n ’ n- ar ; m t no n amid ‘ - l e n - i I l am -i - -i c o ad I n c

- - r isk 01 n - t u r ni i nmn -u o f f  p a r — t i e b l a n-a n i t s  La, ‘‘ m i a ed len - s ’’ r O ’ i c i t n -  Ot ’ m i c - c - n ;- iq h a t s  in
- - pn’ o o t m - u ’ nd i n q .  L In - t.i c- o t - m ’e’e - t , t a n - r -n j n o ln - am :v  i on’ e \ n - a n - ; i a l e  , do not Lai 1 Ala

the ‘ ‘I ina,i nlt -e and ‘Te n - c i u m m t m n a l  ‘ s l a i v i s i m a m i - 
n - n - I i— ~ — em o nt ec t  a n n a  m i m i .

I, - t ’~ n - immn plii , do not Sn -t v the a, i Sn ’ t v er a, 1 mm yh mn n a m ’n- t l t’ 1 m m  oun - ana l t . ‘ ‘— m a t -  I 1
- e o n ’ r e c t l s -  . Ion- ex~ai’ rp 1ia , do not- i c - a r m  t error — such as n- m ni cir ~~l & ’ leve l  of

- - , the I’t - n ’sonaal in the [‘n ov05 t Moa n- hal I - O f t  m a e  . “ 
~i,e tch panic tua titin’r

; n - t ’ t i c u l n - r u - sly.  Ion’ ex n- i mmip le, ‘ ‘ tn - oo ius ot ours ’ eommn I m m m ’t~d It ’ n - ’ f h e i m ’ n- . n - n-

d. W erdi nnq qu I d c  l ines ( n - m e a n - t i  a n n a - n- maid i-e s i a n- n nn se choi cc ’ s ) -

( 1 )  keep the language simp le. Que st im u nan n- t - a u s t  be Pecan - I to  IS , ’
n e ,td inq  l e v e l  U t  the m - a n - l a a a n i n - Ie n - mi t s .  ~\ v a m d  usinq co minp l i a _ ’ated or less

- e a an n m ’s ana words. For exa;’r p h i - . a - -k in mi n-about -- t hit ’ m i l i e u  and n - I n n - ma n’  m n - f  f ine ’
c lub on the uonven~jen c e of iobs and oh n - I t a a p t  i om a n -- umma n - h it mac u t it

- undt - n - n , t a _nod by a subst a nt ia l  port ion of mmm ii itary or c i v i l  ior a per s t mn ael

keep the questions cone i se. Kee n- p e a c h  a i nmas t i  ama n- as n - Sn - i a-I as
~ - 

;~ pa’, si b Ic . Do not , however , sha man ten n-n quest i ma n or n- es Don no’ I t ’ t he t ’n- t e ’ m m
tha t if is unclean - . For exa imi ple , aj he we u i~k qi-oup I helt anq ten n- a n-al  1~
w a nt s to  r ;nee t our aj u- o up ’ s objc’etl yes succ es s ful ly ” mmm i q hf he c U t  to  N1’n-

a 
- work yroup n’eal lv wants I a t ; ne ct i t s  ob~ ac t i ves  . n- It cou ld not amen - ar m —

i m m a ; t m m l  i~ be - ,r i a a a ’ f t ’ n : c ’ct to My On-OU P wants it .s ob ,ie ct i c e ’’- - 
n - n-

:-~ 
- 

- 
(3)  li sa special i :ed ten - inn no I O n - t a ,  d r ahhn-ev l at  ions with c a u t  I n- a n n -

Ave ad terumus that amm ay faa unclean- to oca n ni e n m  ~,iua n mIe mm t n- . I f n-es paa ra dt ’ n I n- do
- 

- 
not know what you a n- i’ ask l a m : they  cannot provide vali d am a ’ ;we m - s .  I on-
example NI  ‘n-h s ufn - O— ’uO is n - tom ntl a much bet t e n  im af a and rA t n m i ke
insuf  I t t - u i - n i t  use of  I hut ’ Standard l e a n - i n n  53’’ are ah- ,e a l u t t - 1 v  c l a n - a n ’  to sommme

- persons , “qcmhbieyqoo k’ to  others.
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~~ 
m n-n- c a n -  m n - f  m l ’  u q u i t  . ‘1 - - t n - a l m n -m icra I c-O n m a i m  n - a i m m - , m r- , t o  t n - c ’ c 1 e,m n nu n - m v

I n n - i c e ’ n- _ mi t ’  - - comm u ni - n t o  c a rat-  i n - t ’ n - - a ’ ni n - m ad n - n d a t  t e n - n m ’ n i t  n:n e ’on i r a n - i  t m m j m n - f t a m n - n ’ . 5ue ha
s u  m u t t  m o r a n -  occur t a i n i v  c’n - t ” I  i v  n - amid mea n- I  t , r  faa n s n - a u n - t e n - l . I n - ar e \ o t nm i a h c ,  ‘ i t
on ~n - (  0 a n -  dcl t ’ t J ’ m r a a n - i  Ii) be n-in n - m i —  a n - I r m I ma , . _  - nun - my - - c - n a n  n - n -n m ’ n - ec l ts ‘ - h o n - - e - l

m e w e ’ — a nn a I co i rn - n -1 j ‘ tea C l an , ’ i - m ’rn -d a ra t u e I “ fa t ’ n - n- n - n i  1 se t  s h a mc n i  net tn - a
I- c c 0 m m  m m i q  n- nr a n-a I c o hn - a I m e ” t e n - n- er ic ) t i mer ’ ‘( ‘ n- a -mu , Ir a Un n -

‘ c m - - e n - , u- - t n -  n- m t  the
pin n , u  ,c ’ “ is i n - l e n - n i t  i t ~~c’el a -

‘ 
- ‘  r ,m t In t ’ t t h n - a nm n- m  n- let cu ’r ; n mnm e ’n-t t o  faa - n - c v i i i  c I a,a m -

t ? i ”  s a t  ee n - t t i n - n m  - an - c~~’n - i ’ - ; mc n i n - t s ,n- tn -u I I t  - i r a  o iL’ i n - i c c  it  a,- , a m n m ’\~t r n - n p 1 e - m e - -c ’
( I n -a n - I i m n n n - ’ I m n n n- m aci m ’n t’ , 

- -  m ’ m - ,md - (h e m t in  ‘ n , ’ - - emi t mm m d pon ~ t t e rm - - t n - )  , ‘ n-t en - n n ’ l n - ’th
n m n - n m j r m n-i ma d c m -nh ) , -- m a c a l  at L’ o t f a  m a n -n an an t n - t n - t i n -n- c t m c  e’ I , e t c .  ‘ n- u I - e n- a n -nu t ’

t i n - t n  en - u  tin I r a  q men - - s t  m c n - m a n m n - , l i n c  s ian - ac e  I d n - en - r ef  t inc ~I m - a t t  t o  m n - l e n - a n t i
,a ; i ’ i n - ; ua run- en - n - - m n - I- -, m m - I - e n - ana l  n ma : s  -

I’ ) ,\ n- n n O  m e - a t u nnala nmc \ n - unmet s t e i n - c a l l  n- i ce s mn - a a t a I  -
‘ . I I wa n’ a I ’ , n- n - n p lmn’ ~m n ’’- cla m

mar t n - mn - I d  , a n - n c  t I m  m n- - i n- a t i le ’ ‘ i c e ’s t mo n a . cu t  I St ’ n- r e e l - I \an - i’ le : l~o ric a 1
kac ’ ; n -  an c mn m m am m a l  n ’e : n - e ’,a t m a i m :  a im - -a l l n - a c t n  ,nm ad a n-v en - 

-- ( K e n - V I en-n- Rand ir a n - i

- 
- t m e  m n - I t ’ 1 m m m c ’ -

‘ ‘- -

c ’ . nn - nn’ - ’.’Jt’r a lan - n i a t ’ - I I  r n - i t ’ I mw ’ -  -

a, 1 ) ISa : ; ne n - ara n ra n - u e at  c ’ n - i c  P m c ian - i n n- a n u n -  I i-a c lan - tn -  tn - n- t in ,’ ne- - nun - lent - l Iit ’
m e ’’ - ia n- n - n i - It - t n t -ru t I- t n- n- ab l e  tn - a c inders tn - ar id  en - In n t is  ir is n - l  vea l i na e ’ mc b ) a l n n - i Ct’

era n- n -n a wIn t ’n m -- m n I I ar ’ m e n- m n - I n - i n n  cs ha s-a L’ec’rm n e - - , ’n- -

I -
’ c imo I c an -  mn u u: - t ha r ’ n e e I un-m II e n- c l u - - n c  c - I h a r t ’ m,i mn - au l I  u - c ’ mac a c -na t mis i n - man

,an - tn - a a,-,- !ne ’ l ime , t n - n- m ’ c’n- t l mO m - ,t ’m~ m r ae l a n - i n -’ i - r n  I ‘n’ n- i l  1 a ’f tint ’ ‘- n - , - 11a m nn-n - I c e ’na
sn - n - n l n -a n u ’ e - l , e n - nm ” e ’ n -; ,~~ bn- ’ e n -a r i a  nmn - i n u - : .  l a n-n ,‘ n - t ; ’ n i n - I m ’ , the’ t n - a 1  In - a w n  ran - n p am
nan - ’ t -- m e t  te n - t i 1 n- - n - n - I me n u s e  - “no ” n - a ttn - I 

- ma e ’ , nea t i an - a i t s  ; -- “ ‘c ’ 1 a la a;; n : n -ar aci “ Inn - an - n - t i c
t n - c  n - n m ” a n t e  ma - n - m a i n - I  

- c at~ I m t ’n-I u er m t I - 
- ‘

i~~
) i n - n e i l  r ’ c - i ’ m a n m Ie ’ ma I m i m e s t h~’ n - n c’s t n - t e n - f  t clan -a i n -~i ’ n - a i n- m f l t m  t hi’ n - nmm’ ,We’ n ’ , —

Al I [ ‘o n-s lb l~’ n - a m n - in -a r :  t n - a t i ne out ’s t i n - n -am ‘ lan - n - e m t n - I  tn - e n- e n - l u ,m: e  - - t en - I u t  l an-act  I c,u t n - I c ’
t n - I l n e n cn -- m se s n- n - r n -a r a n -  i n- n- n r md e nm t - - c-c m I 1 -c , e t nan - i b I ~ In - ’ , a m nn ~wc ’n one or n-na t e’ n- a t  t ha t ’
O I e , ’ - t  n o r m - n - .  T in is  n --t a , n - c - alt ec ,’ I ir , ’ir i n n - - t n - men -  t ie m n n n- - r ’t ; n p tt ’t ira n - n 1St ’ n c n ’ m n - n  m n - l en-
n - m t  t he n -I ee e ’;- I n c am nna n - l  m n - a  - 1 t’ ,~’ len-a c mi  “ n - a t  ht ’n’ ,“ ‘ 1 n - i n -’ rm n-t kum eec , n -n - n - na n- n-al ’ ira n a ’mn
a’ t —

- 
- o m ov 1 at m ’s n-i rho i n - m m ’ f tam m ’s ‘ m ’s  tn - mum ’ i In-ti t is ian - a t  a t  rn -- n - u s  - t i m e mien s I n - n - n t i s —

f n- ic t d r y  ~hem icr ’ -

-1 A ma- Im a nat it ’na I s hoe c i n - I  Ii ni-I c m i  I Cai ne n - a im - - rn -a r n- inn - ’ n e c ’  mcli in - m b m
a pprn n pn’ Ia U’ te ar  en - ac In c u t ”- t i n - n -n m .  Iwo m fe r ns win I cia n,cct ;’ ma o ta n-a 11 en -c l  us ms - c
i n n- n r a hi’ m - e ’ I c ’S n-a rm t en n - n - m n ,’ [‘t n -a m - e n -m a .  I lit’ a n - ’’ - i’a h nm a l t ’ m m I en- - a 11 a l t  imm’ r n- lia ’~C-l t’ m ’ tn - n- n- t i m
n- a n’ I m ’e I m e r un - a m ; - ¶ n- m n - t n - a t - i c’ riot n - I n -n - i n n - I  Sn - ) . I n- -n m ’ n- n- a mi ga i t ’ , 

n - n -I n- lain n - l en - i c r - n  nt ad w i t  Ia
‘
~~~~

‘ n - I cee~~t in - n - n i m m , m m u ’ c’ ,” “I i n n - a c e  t n - a k c n a t Ine ‘\ ‘ su n \— t ’\ ‘- c ’ c c ’ m or l t m m ; n e n - , and “1
n - i n - n - I n -I in t i nt ’ 0 , 1 :  r a m  a - - t m ’ , n t i  cnn n - nt ’ ‘ - qmcc ’”t I t mnar a n - a i n - c’’’ could ftc ’ onsw e’ ’ c’d i n
I hi’ ,a I f mn -a - rn -n I i  ye La, n- n -rae n - a n - n -a im - n- n-en c’\ t n’ c ’n r, ’ en - a -~m’ man m a n f u l  tn-a ca l  e n-n ea r i t ’’-

a n  - i a n - I ” n- t on - i  ‘ n -et mc n- n- a n - n - t n - 1  , - bea t hi a pp c t e a n-a n - n t i c  I n -c ’r’~n- ’nn s;

e n - - i t ’  
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fortunately, most persons respond with their present cond ition or
a t t i t ude .  Instructions must stress that answers be for the present
S l t a u c i t i O f l  ( i f  that is the desire of the writer) to minimize the
likelihood of two or mo re applicable responses .

(5) Limit the number of choices to the number of response blocks
on the scannable answer sheet. The scannable answer sheet usually
limits you to five or seven choices per question. Holding all the
response choices within these limits takes considerable ingenuity .
Offering at least five important choices pl us an “other ” cho i ce hel ps
to exhaust the whole fiel d of possibilities , yet only a 5-point scale
may be available. A “ s i x th  choice ” can sometimes be “Manufact ured ”
af ter  the question placing a parenthetical phrase like “ (L eave  b l a n k
if you have no op inion in this area),” or “(Leave blank if you do not
know )” , etc . Caution: Respondents who follow directions and

~~~~n~Ional l 
leave all responses blank cannot be differentiated

from those who stopped before that part of the questionnaire or from
those who skipped that particular quest ion.

(6)  Avo id  providing a grea t many cho i ces to on e ques ti on , even
if hand scoring permits an unlimi ted number of response choices . If
po s s i b l e , break up a large number of responses into several questions ,
so the choices are easy to overview . Such reduction in choices per
quest ion , howev er , is not mandatory if the questions will be hand-
scored . (The GA “quarterly survey ” has frequentl y used 15 or 20
mutually exclusive choices without difficulty ; SURVEY , the ava i lable
computer program , can h a n d l e  a maximum of 10 choices.)

(7) Avo id leaving “unuse d ” responses. Occas ionall y, if the
questionnaire writer provides only four choices to a question on a
scan answe r sheet having a 5-point scale , a respondent will mark #5 (the
last cho ice on the scan sheet) when he should have marked #4 (the last
cho i ce i n the 

~~~~~~~ 
This is minor , but to prevent such “mis-

marking ” provide five choices . You might use a “f i ller” such as ‘ n - other ,”
though there may not be an “othe r’ ca tego ry.

~~~. Sequencing guidelines .

(1) Go from general subject mat’~er to more specific subject
matter . General questions are less likely to affect more detailed
questions whereas the details cause reaction to the general questions .
There fore , use the more general questions ahead of the more specific
questions if the sequence seems correct . For exa mp le , if the attitude
toward details of living conditions such as “degree of privacy ,” “kind
of furn itu re ,” ‘n - freedom to decorate ” were asked before asking the
attitude about “the overall pleasantness and comfort of living quarters ,”
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d i s s a t i s f a c t i o n  wi th  ~py one of the detailed aspects could at Ic-ct the
response to overal l  comfort. n - n -On the other hand , you nil -~ht want an
attitudinal response after you had asked about ( i . e . ,  rem inded the
respondent o f )  a l l  the deta i ls .  For example, you might ,ici~ for a
pee-son ’s attitude abou t “the Ac m-ny as a caree r” after asking about many
different (:-;ore detailed ) career aspects.

(2 )  Separate s i im m i lar - loo k ing quest ions.  Phys ica l  separat ion of
similar quest ions helps  reduce res ponden t confus i on and i ncreases
different answering patterns. For exa m p le , “ the accuracy of info rn m~ t ion
provided by employees at the Civilian Personnel Office ” shoul d be placed
n -n -cl ay from m “the accuracy of civilian personnel informn aatior a provided in my
or-:cmm n i za t ion. ” Underlining m 1y ” can also hel p reduce respondent con-
fusion .

(3) Separate statem-ments if the f irst might ca use an emot ional
response to the next one(s). For example , ask ing for level of satis-
faction wi th “ the efficiency with which Finance handles nniy pay ” before
asking about sa t i s fac t ion  wi th  “ the amount of pay I receive in the f-m n- ”

could have an adverse effect on the second question. Try to first a-n - s
those questions which are most likely to be influenced by others. (The

-~iu ide 1ines about ‘ n - general” questions before “spe c i f i c ” quest i ons i s a lso
important in this context,).

(4) Group all demogra phics together. Sorting, by dem ographic ite ;mmc
and p rn- paring control cards for the computer , are fac i li tated when
demographics are all located together. The demographic section should
be at the beginning of the questionnaire . This permits respondents to
indicate things they feel comfortable revealing, befo re answer i ng
top ical questions. If respon dents answered the questions first and then
d iscovered they were to provide information about thean uselves , they mi ght
feel “tricked ” into having given answers and either leave out al l
demog raphic data or throw away the answer sheet.

(5)  Try to avoid contingency quest i ons re qu i r in g that  one or more
questions be skipped . An example of a contingency question is , “Answer
o~j~ if you live on Post , otherwise sk ip to quest i on 24 . ” If you decide
you must use contingency questions provide clear , conc ise instructions
to l imit the anmount of confus ion  and error .

(6) Start the questionnaire wi th ama interesting set of questions.
If you fail to catch respondent attent ion and interest at the beginning ,

-
~ they may throw away the entire questionn aire or leave it blank except

for a note about the techn ical comiapetence of questionna ire writers . The
first group of questions should be based on logical overall sequence ,
and should capture respondent interest.
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6-4 . Officer_~~b and task analysis  survey ~~pcedures .

a. MILPERCEN cond ucts Arnmiywide officer occupational surveys using
the Arn mny Occupat ional  Survey Progranmi (AOSP) commuputer prog ran ums. The task
sect ion of the questionnaire referred as “A ctivity Section ” in surveys
sent to the field) will be designed to verif y if a task is perfomn ’ied by
incun aibents in a particular duty position , and to deterum uine the relative
task importance or degree of involven unent of the officer with each task.
A sk ills and knowledge section , equip iiment section and personnel conma m :ment
section are also included . Deimmographic data will be collected to per umait
partition of data to support routine or unique informm uation requests.

b. Specialty training proponents will forward task inventories to
the appropriate integrating center in accordance wi th established
nm n il estones. Integrating centers review the lists and resolve problem u is .
TDI in turn rev iews the list for task structure and forumma t and forward
to M I LPERCEN . MILPERCEN ass is ts  throughou t the task inventory develop—
umaent process and works with the training proponent to finalize the
inventories into questionnaire forumia t. After final staffing by MILPERCE I-4
with the training proponent, GA sta ff pr opo nent , and others if required ,
an d a fi nal techn ic al rev i ew , cluestionna ires will be adum ninistered to an
appropriate population of job incu nmu bents in each specialty .

c. Classified tasks cannot be included in survey quest ionnaires .
‘roponents who require information on classified tasks fronma job in-
cu enbents should contact TDI to utmake arrangeuaments for alternate survey
procedures .

d. Before large scale operational surveying is initiated , two p i lot
survey programs will insure that survey maaethodo logy is correct and that
realist ic milestones are established . The first pilot will survey
commupany grade officers (Wl-03 ) in selected spec ialties. A second pilot
progran:m w i ll survey f i eld g rade off ice rs i n selec ted basi c and ad vanced
entry spec i a l t ies. Results of the pi lot su rveys w i ll be use d to iu maprove
nmethodology and adjust milestones as necessary .

e. A phased survey pro gramum will follow the pilot efforts . Initial
surveys will include only company grade questionnaires . Surveying for
all officer grades will follow the second pilot progra imi .

f. Su rvey data i s analyze d by I’-1ILPERCEN and TRADOC utilizing the
Counaprehensive Occupational Data Analysis Program (CODAP) systemam. Other
softwa re may be develope d spec ifi call y for officer survey anal ysis.
General infornimation on use of CODAP output is found in the “CODAP
Inf ornamat ion Gui ,te . ” Dur i ng the f i rst p ilot survey progranm a numnuber of
“ rating sc ales ” sn-- i 11 be tested . Based on this test the uniost successful
scale(s) will be sele c ted for use in the phased operat ional surveying
programmi . Analyze d survey data will assist trainin g developers ‘in se-
lec ting tasks for tra ining and in det erumm ining tie site where tra ining

w ill take place .
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(1) 3 OmAJtA CTE R IR) S REPOWT (2 )  3CM ~~s
- ‘ (4 ) (5 )  (6) (7)

( 3) DUTY .108 pEscaIp -InoN CASES lAiRS DUT I ES )~~R5
10 20 3 10

CU1IUL4TIV! SUM OF AVERAGE PERCLWT TIME SPENT BY ALL ~~J~~K R S .
AVE RAGE PERC EN T TIME SP E NT BY ALl. NENRE RS 
AVE KACE PERCENT TIME SPENT BY MEM B ERS PERF ORM I N G . . .  - -
PERC EN T 0? MEMBERS PERFORM I NG - - -

0-15K oerr’m/TA.S K TI ThE :

) 100.U0 7 0 .5 0  70.50 7 0 . 5 0rn-
8 P E R F O R M  WID GE T MA INTE NANCE DUT IE S 

(10) (11) ( 12) (13)

( 8)  1 C PERI’O RI-l MAINTENA N CE ADMINIST RATIVE DUT IES (9) 100 .00 13 . 4 0  13.40 B3 , 9 0
PERFORM SUPERV I SORY DUTIES 70.00 23.00 16.10 100.00

NOTES ~
(1) Title n-n-s.d to identif y the group whoas job performance tot-u. the ba sis for ths rspo rt.
(2 )  ,JOBSPC report identific ation cod. n-n-s.d to identit y El,. gro up in CRPS1J4, CRPDI? sod VAPSniM.
( 3 )  Indicate. t m-n-i. is a duty level .I OBSPC r. po rt .
( 4 )  Id ent i t i es the to t a l  nuab.r of )~ S incumbents in the dat , back.
(5) Indicates th, number of task, in the occupat ional survey questionnai r. for this MU S.
(6) Indicate s the n ,nobsr of duiit. in the occupati onal Survey qusutio nna ife for this ES.
(7) Identifie , the number of ItiS incumb ents meeting th, selectiv e criteri a on which the JOBSPC report

a, based.
(8) Id ent i f i es  d uty s r .ss ps r forae~l by at h air one inc hunt in th is group .(9) Se l f -e xp lana to ry. Duty or tack title , (description ~~

’.
(10) Sulf —exp ia ’ n -at ory . In this emauph . th, duties are prass n tad bsssd on sorting thea-n Vuiu .s from

high to low. See peg . for co.putstions.
(11) S.lf—exp la net ory. See page for co mp uta t ions.
(12) Sslf—ex p lsna tor y .- See pigs for computations.
(13) 5.11-e xplanatory. . S.. pace for  compunstioni. a

Fi9ure ~.3 3 cha rgct e r 1405 raport: d uty /job d.ucription 
— -

3 CHARACTE R P05 REPORT

(1) TASK J OB DESCR I PT I ON CASt S TASK S DU TIES MB RS
10 20 3 10

C UMULATIVE SUM OF AVERAGE PERCEN T TIME SPENT BY ALl. MEMBERS TASK
AVE RACE PERCEN T TI ME SPENT BY ALL MEMBERS  SEQ
AVERAG E PERCENT TIME SPENT BY MEMB ERS PW O kin-~~ N G .  - . -   No
PE R C E N T OF ?*MUt aS PEEPORMING . -

0-TAS K DUTY/TASK TITLE . . . . -

~B 1 TEST WIDGETS 90.00 1. 4’, 6. 70 6 . 7 0
B 2 TPOURT. ?SHOO T ‘.eIOGET$ 90 00 9.22 8.30 15.00
9 7 R EV IF W /INT ER P E R T TE C IOIICAL MANUALS 90.00 10.89 9.80 24.80
B 3 REPA IR WIDG EI S 80.00 16 .12 12.90 37.70
B t CLEAN TOOLS 80.00 13.00 10.40 4 8 , 1 0  3
B 10 Cl EAN WORN AREA 00.00 14.00 11.20 59.30
8 9 CALIBRAIF TEST EQUIP)~~NT 60.00 6.00 3.60 62.90
C 1 RFQUI SI1’ION REPAIR PARTS 60.00 7 ,67 4.60 67 .50

1 1 fSALm ;ATI sUBolwINAi - u;s WO RN ln- n-n- *Pi ’KPIAl’CE 50.00 6.00 3.00 70 . 5 0
A 3 l ’ IAu n -  wo tuc SC i n- ruL ’L6.S 50.00 6.40 3.20 73.70 10

( 3 )  A 5 DIRECT Pm’ R So Rmn-EL PER F oR M IN G WIDG ET MA I NTENANCE 50.00 10.00 5.00 78.70

C 3 MA I NTA I N TEC HNICAL Pun -fL ICA TIONS 50.00 7.60 3.80 82.50
A 2 INSTRUCT PERSONNE L iN WIDGE T MA INTENANCE 40.00 7.75 3.10 85.60
B 6 TEST OPERATE WIDGETS 40.00 10.50 4.20 89.80

A 4 COORD INAT E MAINTENA N CE S CREDUI. E WIN SUPPORTED UNI T 30.00 6.00 1.80 91.60 15
B 4 INSPECT REPAIRED WIDGETS 30.00 7 . 2 2  2 , 2 0  93 ,80
C 2 PREI’ARE MAINT ENANCE REQUESTS 30.00 8.00 2.40 96.20

C 4 RE Q UISITION MAINTENA NCE PUILLCA’TIONS 30.00 5 2 2  1.60 97.80

C 5 PELP&RE EXCHANGE TAGS 30.00 3 . 3 3  1.00 98.80
B S OV!RRAu.mL WIDGETS 10~ 00 12.00 1.20  100.00 20

~~TI5 : ~
(1) Indicate , this ii a leek level JOBSPC report.
(2) Indi cata s thu number of cask . eo.priaing the .IOBSPC report to t t , i s  po in t .  Ih us , the first 10ta s k. se coun t for 73. 721 of ths total lime epe n -’ t by this group . Ba. page for computations.

(3) Identi t ies du ty areès (alphsb. t ic) sod tO~ Es (num eric) within a duty are, performed by st least

on. incumb ent of ERa Broup

~~~ ~~.‘‘1. 1 fo r addit ional - ite m idanti f ica t ie,,
Figure 5-4.  3 c h3r ;ct g r PIUS -sport: t ssk/jo b descr ipti on ’



AU TIIOBIZED PA?U.i&*DtS 3 AND H (,) ~Q3 — 4
( 2 )

0011 JOB DE SCRIPrIm N CASES TASKS DUT iE S P1185
10 20 3 6

C URI1JLAT i IE SliM OF AVEKAGR PER CE NT T lNI SPENT II ALL ME14)K&6
AVY6AC.i P ER C E NT TiM E SPENT BY ALl. MEMB ERS -
AVLIHA GE PERCENT TIME SPEN T BY MEMBERS PERFOR M ING. , ,
P ERCENT OP MEMI m O RS PE RF OR M ING 

tn -—TS R DUTY / TASK TITL E .

B i~L Rm ~n-R$ WIDGET MAINTENANCE DIrT IES 100.00 85 . 83 85 .8 3  6 5 . 8 3
C PERFOR M MA I NTENANCE ADI-IaI N ISTR IV B DUTIES 100.00 1 1.2 2  ~1. 3 3  91.1?
A PERPOMA &U ?E RVZSOR I DUTI E S 50.00 3,67 2,83 ~ D,QO

NOT ESn- *
(1) JOBSPC r .port identification cod, for thu group — aut bot - ix ad Bred. E~ sn4 ;4.
(2) Indiceta. that aix of EM ten cassa meet the aaiectLye ciL0~rS a.

Saa Rum ple 1 tot- addj;jonat ~t.* tdantificetSoti .

Fig ure ~~~~~ A utho r ize d pay gradg~; dmlty/4e* d,~cr1pQ1on

AU THORIZED 1’AYGRADE S 3 AND S Pc 3..4

TAS K JOB DESCRIPTION CASES TASKS DUTIES PIERS
10 20 3 6

C UMULATIV E 5)211 OF AVE RAGE PIRC ENT TIME SPENT BY ALL ME MB ERS TASK
AVERAGE PERCENT TIME SPENT BY ALL MEMBERS  SEQ
AVERAG E PERCENT TIME SPENT BY MER(BRRS PERFORMING  . NO
PER CENT OF MEMBERS PER FOR MING . -

0— TS R POUT/ TASK TITLE : :
B 1 TEST WIDGETS 100.00 8:sc 8.90
1 2 TRO )JRL ES uIO OT WIDGET S 100.00 10.50 10.50 19.00
B 3 RE PAIR WIDGETS 100.00 18 . 17  18.17 3 7 . 1 7
B S CLEAN TOOLS n-O0 .OO 15.33 15 .33 52.50
8 1Cm CE.P.AN WORE AREA 100.00 1 7 . R 7  17 . 5 7  70 . 1 7  5
I 7 RE V IP W /IH ’TFPJ R E T TECHNICAL MANUAL S 8 3 . 3 3  10.80 9.00 79 .17

1 REQUISITION RIPA IM PASTS 83.33 8.00 6.67 85.83
I 6 TEST OPERATE WIDGETS 30.00 9.33 6.67 90.50
1 n-~ cAu IRRAT! TEST EqUIPMENT 33.33 6.00 2.00 92.50
C PREPARE EXCHANGE ‘TAGS 1-6 .6 1 4.00 1 . 3 3  93 .83  10
A I EVALUATE S t R C R D I N A T E S  WO RK PERF O RMANC E 16.67 2.00 .33 94.27
A 2 INSTRUCT P E.1 SONIIE L IN WIDGET MA I NTENANCE 16 .67  5.00 .83  95 .00
A 3 PLAN WO RK SCHEDULES 16 . 6 ?  4 .00  .67 9 5 . 6 2
A 5 DIRECT PER SONNEL PER ,DRI-IING WIDGET MAINTENANCE 16.6~ 6.00 1.00 96 .67
C 2 PREP ARE MA INTENANCE REQUESTS 16.67 10.00 1.67 98.33 13
C 3 MA INTAIN TE CH NICAL PUBLICATIONS 16.67 10.00 1.67 100.00 (1)

b EE S:
(1) Indicate. tha t this group perfor m s only 16 of thu 20 task. in Rh . queet ioanairs.

See Pnasç lu I (or add Itional itam ident ificatio n .

FIg u re 6-6. Author ized pay grades : task /job den tr ipt ion
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- 
T TT’) itJlilAMy OF )~~l I-U S 6 EP ME ~%LIL L LEVEL - - 

2 G E S ~JItI 
-- - ______

( i i  PUTT CRUUP S I)*HAEY
(4) PERCSNT IIEMSEIS PtI&PORM1NC

(5)

3cH EP111 EPPIS EP IC
IV : DUTY 19)5 SL1 512 51.3

A P ERFOR M SUPERVI SORY DUT I F.S 70 50 100 100
B P R1PURIH l o p  I MA I NTENANCE DUTIES ~ (7 )  100 100 100 100 1 (8)
C PE RFO RM H A I V : I S A N C E  AI ’ I4 I N IS T R A T IV E DUTIES J 100 100 100 100 J

(1) T i t I x  us ed to - l o o t i P :  the group. whos, job psrfor.*nc. Rot-ma the bas S , for rhm . report.

21  .~~I J)4 report  Id e nt i f i c a t io n  c ods.

(3) 1d . n t i t i a s  t in - i a as . duty level CRPSII-I report .

(4) Ind Icate s t h a t  the pe, cenc on-embers perforain~ option has been used.

(5) Ide nt Ifie s the I n-n-un groups (3—cha ract e r MIS. EPMS skil l level 1. EPMI skill leviS 2 and
LPMS skill leve l . 3) to t n-n-hit - In- data Ia prsa anr sd in this c-sport,

(6) IdeotlfI., the duty area cod , . G8.PSUM repor ts  are always presented in cia order in wh i ch
the -n - a y~ ear iv t i e  an - n -set ion n ei ta .

(7) Tin-. ti tlea u*Cd to l~In-n ii(y e a c h  duty area.

(6) The pa t-cent members perfor mi n g each dut y area Sv san - h at-on-n-p .

1-i gure 6-1. Group Bn-n-s.mary — ep o r t:  3 cbars ct rr MOS , MOS/SL .

- ___________ 

pe rcent  p rf o r mlng (ta s k group)

IP 3C1K 2(05 EPMS SKI LL lEVEL S (2) OP SUMI

~ I f  TA M E n-~E ” l  SU OOtARY ( 5 )
(4) 7c m-Cl-hI -U !-IEEES PEKPOR ] SING

3C R 81311 s~FMS EPIIS
: v1  ( 7 )  ~~~~~~~~ ~~~~~~~~~~ ~ PIUS 81.1 51.2 81.3

A 1 E V A C U A T E  SUBORDINA T ES W ORK PE RF O RMANCE 50 17 100 100 “
~

A 2 ZN STRU C T PERS O N NEL IN WIDGET MAINTENANC E 40 17 50 100
A 3 P 1-.dll WOR E SCIIED1LES ~0 17 100 100
A 4 COORI)I6AT! MAINTINARCE SCHEDULE WITh SUP PORTED UNIT 30 0 50 100
A 5 DI RECT PERSONNEL PERFOR MI NG WIDGET MAIN TENANCE 50 11 100 100
8 1 TEST S~ 0CETS 90 100 100 50
B 2 T1.OUBLES600T WIDG ETS 90 100 100 50
1 3 REPAIR W ID GETS SO 100 100 0
B 4 INSPECT R EPAI R- E D NI DGET S 30 0 50 100
B S OVERHAUL WI D GETS 10 0 0 30
B 6 TES T OPERATE WIDGETS 40 50 30 0 (9)
B 7 REVIKW/I NT ERPRI T TECHNICAL MANUALS 90 83 100 100

B S CLEAN TOOLS 80 100 100 0
B 9 CALIBRATE TES T EQUI PMENT 60 33 100 102
8 10 CLEAR WORK AREA 80 100 100 0
C 1. UQUI S~ T ION RE PAIR PARTS 60 83 50 0
C 2 PRE P ARE MAINTE NANCE REQUEST S 30 17 50 30
C 3 MAINTAIN TECHNICAl . PUBLICATIONS 50 17 100 100
C 4 REQUISITION MAIRTENA I1 CE PIThLI CATIO IH B 30 0 30 100

.C 3 PRE PAR E EXCHANG E TAGS 30 33 50 0 
—

NOTES:
(1) T i t le  olin-I to id entif y th, gro n -n -p s whose ~ob performance forms cIte basis for chi. repor t .
(2) GRPS IIM report ids ntiftc g tton iodC .
(3) Id enti f ies this es a t,n -a k level GRY SU14 report.
(4) Indi cate s that in- n-n peccant member . pe rforun -ink option ha. blen used.
(5) Identifies the four 5roup. ~I— chars ctsr MIS ,, EPPIS .kill 1.v.1 1, ElMS sk ill l.va l 2 end

EPHN sk i l l  leve 2) for which data is presented in thi , report.
(6) Id.stifi.. lin-e duty a m ,  cods.
(7) I sn t ifi ee the task number within the duty.
(8) Ya er ribae the tsek 6.60$ perfo rme d .
(9) Idan tif i se the percent members p.rformin~ each task

FIgure 6-8 Group s uesnary report : 3 chs r lcter MOS , MOS/SL ,

percent time s pant perfo rming (duty group) 
—

~~~
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( 1)  n-III6IASI ( OF 3CR PIGS S Un-HI SKI LL LEVELS (2) ~~ S1ThO
(3)  DUTY (U- TOP SUMMAR Y
(4)  PERCE NT TIME SPENT

(5) 
-

3CM ElMS ElMS ~~MS
(6 )  D UlY MIS $1.1 31.2 61.3

A PERFO RM SUPERV ISORS DUTi ES 16. 1 2 . 8  2 5 . 0  4 7 . 0
B PERF ORM WIDGET MAINT ENANCE OUTIES (7)  2 0 . 3  8 5 . 8  61.0 34 .0  (5)
C PERFOR M MA I NTE N ANCE ADMINIST RATIVE DUTIES J 13 .4  11.3 14.0 19.0 .1
NOTES :

(ij Tit l ,  used to identif y the $tOURn-I w hose )ob performance for., the basis fo r t In-i s report.

(2) cm -PlU M rep ort iden tificetio n code .

(3) Idgin -ti f ien this aa a duty leve l CR2SUM repor t .

( A )  Indicate s hat perc e nt  tine sparn- r option use used.

( 5 )  4en - :t(f te S the four $roup s (3—thgr s c t e r  MIS , SF613 skill Level 1, EPMS skill lavsl 2 so d
EP 1-IS i ll  Co ol  3) for which data is pt -se ent s d in cbS , report .

(h) Identi t i e s  the duty ire. code. GEP S UM reports are alway s p re esn t ed in the ordu r to vht ch they
app .at in the quso tlonnai re.

(7) Ti-.e titles used to identif y each duty area.

(8) indicate , tin-e percent time spent in each duty area by each grou p .

Floure 6-9. Group suiirn-ary report : 3 ch s rsct er N0S, MOS/Si,
—— 

Dercen t time spent (d uty nroup)

(1) SUMMARY OF 3CR 68)5 & EPPIS SKIL L LE VEI.3 (1) ~~~~~
(3)  TASIt CIOUP SUMM ARY ______________________
(4) PERC ENT TI ME SPENT

F ________________ __________________________ 3GB ~~1e £P111 ElMS
(En -)  ( 7)  18)5 $1.1 ILl it)

A 1 ESALUATE SUBOSI)IIIATES WOR E PE).PO1)4HNCZ 3 .0  0 .3  6 .0  8 .0  -
A 2 INITBU CT PERSONNEL IN WID GET M&IMTS NAMCE 3.1 0.8 ‘2 .0  11.0
* 3 In-U-N WO RE SCHEDUL ES 3 , 2 0 .7  7 .0  7 .0
A 4 COORD I NATE MAINTENANCE SCHEDULE WITh SUPPORTED 1%!? 1.8 0.0 1.0 8 .0
A S DIRE CT PERSONNEL PER FOR MIN G WIDGET MAINTENANCE 5.0 1,0 9.0 13.0
8 1 TEST WIDGE TS 6. 7 8 . 3  6,0 2 .0
I 2 TROLILSSHCO T WIDGE tS 8 . 3  10.3 9 .0  1.0
8 3 REP A IR ~1LG ET5 12.9 18.2 10.0 0.0
I 4 INSPECT REPAIRED WIDGETS 2.2 0.0 2.0 9.0
B 5 OVERHAIJI- IUIY)GETS 1 .2  0.0 0 .0  6 . 0  (9)
B 6 TEST OPERA TE WIDGETS 4 . 2  4. 7 7 .0 0.0
8 7 Rii1IE 1J/INT5 RP RZT TE CHNICAL MANUALS 9. 8 9 .0  11.0 11. 0
1 8 CL En -LV TOOLS 10.4 15 .3  6 . 0  0.0
8 9 CALI)RA7E IEST EQ1L.PM!N’E 3.6 2 . 0  7 . 0  3 . 0
8 10 CL EAN WORE AREA 11.2 17.7 3 .0  0.0
C 1 RE QUISITION REPAIR PARTS 4 .6  6 . 7  3 .0  0 .0
C 2 PREPARE MAINTENANC E REQUESTS 2. 4 1. 7 4 .0  3 . 0
C 3 MAINTAIN TECHNICA1. PUBLICATIONS 3.8 1.7 5.0 9.0
C 4 REQUISITIO N MAINTENAN CE PVIL ICATIOWI 1.6 0.0 1.0 7 .0
C 3 PREPARE ERCHANCE TAGS 1.0 1.3 - 1.0 0.0

NOTES :
(1) Tit I. uasd to identity the groups Vilcea job psrfo ri.ais c. forma Eha baits for t in-ia repo rt.
(2) CR7 5014 report identit ication coda ,
(3) Identifies thu ae a duty level ~~7SIR( capo n .
( 4)  Indicate , tIn-a t percent t ime spent option was n-n-sad.
( 3 )  Id~nt iftes tIn-a four groups (3— character 6105 , ElMS ski ll level 1. ElMS •hill lsvel 2 .nd

EP HI akill level 3) fo r which data is pnasent ed in thia report .
(6) Idsn tifiea the duty area cods. GRPBUM raporta are always pre asnted in Eha order in which

Rh.’, appai r in Eha queettonnaine .
(7) Identi fisa the cask ut ber s-iclL,n -the duty.
(8) Deec nibes Ehe t .se being performed
(9) Ide ntif lea th, peccant ti m, spent on ..acb task by sac~ eroup.

6- 10. Gr oum Suimeary Repo rt: 3 charac ter
percent t ime s pen t (task group)

6- 25
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_________  - - - - - 
- - -

(i) S lJI4ttn-.kY OF DUTY POSITOMS POR n-CS 991 (2) OPSIStS
(3 ) DUTY CRIOU P SUMMARY
(4) PERCENT MEMAER S PRRFtn - R ) I H C

(3)

DIG DIn-C DPC
(6)  DUT Y 01 02 03

A PERFORM SI.’PERVI SORY DUTIES 50 100 100
8 PERFORM WIUn - .c .  MA I NTENANCE I)UTIE S (7 )  100 100 100 (8)
C PE RFOR M NAIN T LN ANC E ADMINISTRATIVE DUTIES I 100 100 100 J

N(n-TES:
(1) li t ie used rn-n - ident i fy the g ron - n- p e w hos e job per f o r ma n ce  f on --ew tm - , . basis (or this report.

(2) CRFSUM n - e m , r: identification rode .

(3m ~erU ties this on a duty leve l CRPSUM report.

(u) lndic ~ t~ s th at tb ~ - r~ r r t  camberi penf orm ioR o pt ion has been used.

— (3 )  L n -Srn- n - t i f i e s  t I - n  t in -t ie iron -n -pa (DPC 01 • Wid5et RepaIrma n — DPC 02 — Senior W i dget Repair me n —
IPC 03 • Widget Repai r  Supervisor) for whi rl -data is present e d in this report.

(6) Identifies the dn-n -t y a rea cods - GRISUM report s are always presented in ci. ordsr in wAtch
they appear ir In-s qu estio ona i re .

(7) l’ s t i t ! e n -  a rC to id en t i fy each duty area.

(8) The per cen t re~l,or. r e r f ~~r n - . ; , u  op t i o ’ n -  has bean n -n - s ad.

Figure i - i . Group s n-mn -n-Nary report : duty pog i t lo r , perCin t perf o rming (duty )

(1) S~~*~ RI OF DU TY PO SITION S FOR ~~S 995 (2) ~~~~~( 3 )  TASK GBn -J (JP Sin-on-AM Y
(4 )  P E R C I h T  MEMB E RS PE RFO RI-n -INC (3)

(8
(6) (7)  ~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~ 

03

A 3. i’~o1.~ -\TE SUBORDINATES WORE PER7ORI(ANCI 17 i0o~ 100
A 2 INSTRUCT P ERSO NW EL IN WIDGET )R4INTVIAIICZ 17 30 100
A 3 PLA N UORX SCHEDULES 17 100 100
A A C0CPPINA?E IIL I NTEN n-*n-NCE SCHEDULE WITH SIJPPORTY.t’ UNIT 0 30 100
A S DIKICT PERSONNEL PERFORMING WIDGET MAIN TENANCE 17 100 100
I 1 l S~ WtDGtTS 100 100 50
B 2 IcC I IL E SHO OT WIDGETS 100 100 50
I 3 REP A iR WIDGETS 100 100 0

I INSrECT REPAIRED WIDGETS 0 SO 100
8 5 OVE’H AUI. WID GEtS 0 0 90

Its: n- PERATE WIDGETS 50 50 0
8 7 P.UV :CU/IN TERPRET TECHN I CAl. MANUAI.8 83 100 100
a 8 CLEAN TOOLS 100 100 0
B 9 CAL IER.ATE TE$T EQ U IP ME NT 33 100 100
8 10 CLE AN WORE AREA 100 100 0
C I REQ U ISITION REPAIR PARTS 83 30 0
C 2 PREPARE MA I NTENANCE REOiIEST 17 Sin- 50
C 3 MAINtAI N TEC H NICAL PUSLECATTOW S 17 100 100
C 4 REQUISITION MAINTEIEANC I PUBLICATIONS 0 ~0 100
C S PREPA RE EXCHANGE TAGS 33 30 0

NOTES;
(1) Title ueed to identif y the grou p i whoa. job perform ance form. the b a si s for this r sp n - - r t .
(2) GRPSUM rep ort idsntifi ca tioo codC.
(3) ldent tfiee this as a ts aR level ORPIUM Esport.
(4) In dicates that the percent members performin g option baa bean used.
(5) Idant itiee Ehs chrss groups (DPC 01 — W idget Rapairma n — DPC 02 — Sanior W td g~ t Repa irman —CPC 03 • Wid get Repai r Supsrvteor) for which data ii presented in tin -Is report,
(6 )  Idant ifi as t n-ma dut y area Code .
(7) I d antif i as the tack n-umbsr within the duty.
(8) Describe, the task bein g per f orma n - -
(9) Idir tifis . the percent m,s bers perform ing each task.

Fi gure 6—12 . Group iunrary r.Dort : duty poii t l on , percent pe rfor n - ning ( t an - k~

—j . 
- - - -  ~~~~~~~~~~~~~~~~ -= - -~~~~~~~~~~~~~~



- -

(I) 5159U.&Y OP DUTY POSITIO N S FOR ICE 991 (2) 015184 1
(3) DUtY n-.Nn-In-UF RUSI-.A&’t
(4) P ERCENT T IME S5-EIfl

(9)
U -t

DIG DIG DIG
(6) DUTY 01 02 03

A PER?OM.M SUPRIVI SOMI DUTIES
(7) 85.8 61.0 34.0 (8)I PERFOR M WI~~~~ ~ n-4ft4~~~}n-n-34( g DUTIES ~ 2 .8 25.0 47.0 ‘

~

C PERFO RM 14J.JNTPJ(AJ4CE AI6UIIISmTIvE 0451155 11.2 14 .0 19.0 J
NOTES ;

(1) Title used to  ide nt i fy the gro up. whos, job perform_ant . for.a tin-, basi s for thia report.

(2) CRP SUH report identificati on code .

(3) Identi fia. this a, a duty leve l CRI SUM repo rt.

(4) IndIcat es that percent tim , ev ent option we, used.

(5) Id entifies tin-e tin -roe groups (DPC 01 • Widget lapairmao — DPC 02 • S.ntor Widget Repair me n —
DPC 03 — Widget Repair Supervisor) for which data is presented in ERie report.

(6) Idan ti fi es the duty area nod.. CR181154 report. era alsieye present ed in the orde r in n-.’hich
they sppear in th, question naire .

(7) The tit h e n-n - sen -i to identif y each duty area.

(8) Ind icetsa the percent time spent in each duty Sr.. by each group .

Fi gure 6-13. Group $n-mmiary report ; duty position , percent time Spent (duty)

(1) SUMMARY OF DUTY POSITIONS FOR SCM 99* (2) 01611548

(3) DUES GROUT S IJI-OSARY
(4) P*.PCENT I1SE SPENT

—S
DPC DPC Din-C

— 
- 01 02 03(6> (7)

A 3. EVALUATE S UBORDINATES WORE P!R?O RMAJ CI 0.3 6 .0  9. 0
A 2 INSTRUC T PER SONNEL IN WID GE T wA.zs-Tua ~ cI 0.8 2 . 0  11.0
A 3 PL AN t:Ogx SCH EDUL ES 0.7 7 .0 1.0
A 4 CCORD IKATE MA INTENANCE SCHEDUI.E WITH SUPPOETIII UNIT 0.0 1.0 8 .0
A 5 in -ItI CT PERSONNEL PER FO RM ING WIDGET MAX E MAS1CE 1.0 9.0 13.0

1 1 TEST WIDGETS 8 .3  6 . 0  2 . 0
8 2 I’ROUBL!SHOOT WI DGETS 10.9 9 . 0  1 .0
8 3 RE P R I R WIDGE T S 18.2 10 . 0  0.0
B 4 INSPECT REPAIR ED WID GETS 0 .0  2 . 0  9 . 0
I S OVERRAUL WIDGET S 0.0 0 .0  6 .0
I 6 lEST OPERATE WIDGETS 4 . 7  1.0  0.0
8 7 *E VIEV/INT!UR!T TEI~IN3 CAI. WNt.IA.L$ 9 .0  11.0 11.0 (~)
B 6 CLEAN 10014 19 . 3  6 . 0  0 .0
I 9 GA2.IUATE ’TEST EQUIPMENT 2 . 0  7 .0  3 . 0
I 10 CLEAN WORE AREA 17.,  3 . D  0.0
C 1 R EQUIS I TION REPAIR PARTS 6 . 7  3.0 0.0
C 2 PREPARE MAINTENANCE REQUE STS 1.7 4.0 3.0 I iC 3 MAIN TAIN TECHNICAL PUBLICATIONS 1.7 5.0 9.0

C 4 REQUISITION MAINTENANCE PUBLICAtIONS 0.0 1.0 7.0

C S PREPARE EXCh ANGE TAGS 1 .3  1.0  C .0

NOTES :
(1) Title uaa d to identify the group, whoa , Job perfo fm_enc e form_ a the baste for this rapor t .
(2)  GUSUM repo r t id e n t i f t c~ t i.on coda . - n-
(3) Ide ntifia , this as a duty leveL CR18054 report.
(4)  in dieCt es th at percent time spent option was ujad.
(5) Idan tifise the t in -rae gro n-cs (DPC 01 • IJid5st Repairmen — DIG 02 — 8.nior Wid get Rapairma r

DPC 03 • Widget Repair Suparnieoc) lot which data i. preasnted in t in-is report .
(6) Iden tifies the duty ares code. ORPSUM reports are always p res e nted in the order in which

they appear in the q n- n -eetionn ai re.
(7) ld.ntlft.e the cask nu*bsr within the duty .
(8) Descnibe e tin-. tssb being perfo rmed
(9) Ide ntifi es the percent time spent on e.ch tea k by seem - group .

Figure 6 - 14.  Group sun-rlry report ; duty pogition , percen t time sp ent (duty )
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(1) Stes~~gy or 3CM ~t3$ AMP CP16 SEIU. LEVELs (2) GPSLId
(3) DUTY ~~~(4) Pgg~~~T ~~~~~~ PEkpoVaMG & PUcEN’T TIJS SPENT

(5)

3CM E216 £P)~ !P)~ 3C11 ~~HS ~~~ £P1~
(6) DUTY W18 MU 11.2 gt,3 I~~S St.1 $1.2 81.3

I P 905)4 WIDGET 9’AIWTtHAM Ck UCTIES (7 )  (0) 100 100 100 1.00 ~Q•~ 85.8 11.0 34.0 (9
A PEUOR}1 SUPERVISORY DIllIES 

) 

70 ~~ 100 100 16.1 ~~~ 25 .0 47 .0’)

001155 [100 100 100 100 13.4 11.3 14.0 19.0)

N0T !S~
(1) Titl e ue.J to identify the group. whose job performeoc . for.. the basis for thi . report.

(2 )  C5P SLMI report id.ntificstjon cod..

(3) Ident if ies this is a duty level CRPMUN repor t .

(4) Iodic.t.o that 1.ercen r meabo a performing and percent Ii.. spent option we e ui.d.

(5) Ldenttiin. the thre, group. (DPc 01 • Widget  gapeirman — DPC 02 • Senior Widget Ispeirran
DPC 03 — Wid get Repair Sup.rvteot) for which date is pr.e.nt.d in chic r e p o r t .

(6) IdentifIe, the duty ares cods. GRPSU94 repc.rta axe et.s.y s pr esented in the O!4.T in which
they appear in the qu.srionuair..

(1) Th, title. used to identify each duty area.

(8) ld .nt if lee .e.bere performing in each duty area by e.ch group .

(9) Ident iUss percent tine spen t in e,ch duty area by each group. .4

Fl T ura 6- 15 . Groip sus~ grv report : 3 chiract ar .)O5/°percent p.rf’orialng and time Spent (duty~
’’

(1) 5%J9 44~ Y OP )CH 4 & EPK$ SEU.L LEVELS (2) CP SUMI O
(3) YA SE GROUP SU) IA&1
(4) PERCENT HDthEMS PFPSOR)41NC t PERCM((T T15~ SPENT (5)

__________  
(8) 

_____________‘i

~

EiPMS !PHS IPM5 3CH EPHI IP5~ U)~
(6) ( 7 )  ‘ ~~~~~~~~~~~~~~~~~~~ ‘ 110$ 81.1. 81.2 51.3 5101 11.1 81.2 81.3

A i EVALUATE SUMORDINATES WORM PEMFOR)4AIICE 17’ 100 100 3.0 0.3 6.0 1.0
A 2 UISIRUC? P ER SONN EL IN WIDGET MAINTENANCE I 40 17 30 100 3.1 0.8 2.0 11.0
A 3 PLAM WORM SCHEDULES I 30 17 100 100 3.2 0.7 7.0 7.0 I
A 4 cooaoigArt PALNTENANCE SCHEDULE WIT H SIYPPOITED UNIT 30 0 50 100 1.0 0.0 1.0 8.0

A DIRECT P SOSNEL pgarouaaa WIDGET IIAINTENAN CE I so 17 100 100 5,0 1.0 9.0 13.0

I 1 T!ST WI DCETS 90 100 100 50 6.7 8.3 6.0 2.0 1
$ 2 TROUBLESHOOT WIDGET S 90 100 100 30 8.3 10.5 9.0 1.0
I 3 REPAIR WIDGE TS I 80 100 100 0 12.9 18.2 10.0 0.0
$ 4 INSPECT RZPAYPID WIDGETS I 30 0 50 100 2.2 0.0 2.0 9.0 1
$ 3 OVEIUA LJL WIDCETS ) 10 0 0 30 1.2 0.0 0.0 6.01

1 6 TEST OPERATE WIDGETS ~~~~~ 40 50 50 0 4.2 4.7 7.0 0.0 (10)

a 7 REVIEV/INTERIRLT TECHNICAL MANUALS 90 83 100 100 9.8 9.0 11.0 11.0
I I CLEAN TOOLS 7 80 100 100 0 10.4 13.3 8.0 0 .0 1
I 9 CALIIIATZ’TEST £Q4JIP1~ 1IT I 60 33 100 100 3.6 2.0 7.0 S.D I
1 1.0 CLEAN WORM AUA I aD 100 100 0 11.2 17.7 3.0 0.0
C 3. REQUISITION REPAIR PARTS I 60 83 SO 0 4 .6 6, 7 3.0 0.0
C 2 PPIPARF MAI~ TtNANCE REQIESTS I 30 17 50 30 2.4 1.7 6 .0 3.0
C 3 )IAINTAIN TEC)OIICAI. PU%L ICATI0NS I 50 17 100 100 3.8 1.7 8.0 9.0
C 4 REQUISITION MAINTENAIICE PUIUCATIONS I 30 0 SO 100 1.6 0.0 1.0 7.0
C S PREPARE EXCHANGE TAGS L.30 33 50 0 1.0 1.3 1.0 o .oJ

NOTE5:
(1) Title use d to identif y the group s whose lob performance f o r. .  the baSte for thu report
(2) CR28104 report identification cods.
(3) Tdent if iaa thi, a. a task leve l GIPSUM report.
(6) Ind icate , that percent me.bere performIng 4 pec cent time spent option is, used.
(5) Idenri f isa c It. three group. (DPC ill • W idget Repairman — DPC 02 • Mania c W id g et Repairmen — DPC 03

Widget Rapei r Supervisor) for which data i. pr ..anted in thi, report .
(6) td.ntifi .. the du ty ares coda .
(7) Identifie, the task number within rha duty.
(8) De scribes the task being performed.
(9) Iden tifie , percent macb are p er formiog eac h tas k by s et h group .
(do) Idantifie. percen t CL.. spen t by each group for each task.

riqure 6.76, Group Summary report : 3 character MOS/SI:
perc ent pe rforming and time spent (gp s u mm a ry)
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O III 1*00 tIfli .
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A I I.S~~t , , , t I . . , Iwwt t  It 010.11 10I*ItlaIlI II 1,00 II 4 .  1 0 I I
A I P L A N  0.0) A , Hfl,LtII  II $0 II A . ? 1 . 0  0 3
• . . . l ( .  101 ‘ . A ( A I I A 0 * 0 11.51)110.5 AIlS *10100110. 10111 ( P  00 5) 0. 4 0 I A
A I II fl*S,(IIIA)I IPIP000IAC 0101.0) ISIIWTIIIOSCI I 10 00 l . A  ( 4  I S
• I III 0 :~~., I I  100 400 0 0. 1 0 0  .7  0
• I 1I~A I~ I’*.t ,I I IA_ i t S 100 100 I 10. 1 0 .0 - I I
I I LOS 100 0 III 0 0  5 .1
O A ( O S , , ,  . 1 1 1 ( A ) ,  01)0.011 0 10 10 0 .0 0 0 1.0
• % ((SI lO_ALl ( ( ( 5 1 . 1  0 0 0 0 0  0 .0 0 . 5
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Hours 6 - 3 1 .  Group dlffar,nc. rspOft ; SLI/SL2

DIPVOUWC! SI1VYLPI 70140 SL 1 004 ifl~ 43.~ G~D1?2

ii I )~ 3~~FI3 • 1 OKILI I 2
IL 3 POlISbOLS — 2 $713.1 lIVE. 3

711c111t 340N.044 pTW ,omawG DtY7I*~~IC1, Ii. 2 lawuI it. j 
61. 3 7001 UT NIOGUI P~~~~~ (!NL1 
II. 1 077t ’FNT 14!H0!U PUPO*14IPIC 6

p. 
~~~ TASK Till!

I 7~VA1W W 1(.L13 100.00 0.00 1O~L 0 0
II 6 CI 0.AN 3oPilj s 100.00 0.00 100.04)
$ 30 Ii 5.1.0 1.1(1(1. 0,714 100.00 0.00 101.01’
0 1 1301 K’ ltIo i ,(( 31)0.00 ~0.00 ~0. 00
0 2 1’KlMtIl O’tIIOOT W ID(IKTS 300 .(,Ø ~0 . 00 ~0,QI(
¶1 b ThI,) U)’PKAI l  ~ 13X T~$ ~0.D0 0.00 ~0 .00
I I K1.I~Lt 0 1 .  ti. Ill 3* 14 PAIlS ( ,00 0.00 ~0.00

LII ‘0.0.1 ?i’I HA NC.7 tA~ S .0.00 (1.00 ~0.1’(

TASKI P#’ l IT) ( WH7kK Thl ABSOLt”3 11 Dl SLO R2.NCE IN (O*. 401. 13
775) 0141 )~~)IIIRS flRV04)~1WG 1$ 7.161 114.0,4 20.00

A 4 COO RIP1NATI ?TA INT?NAIICI SCHIDULI WITh
S1TP P(1KIF.tI 111111 30.00 100.0 0 -S0.00

I 4 IWSPLC’T L!0&IUP c.ros ~0.0D 100.00 ‘~~0.(S0
C 4 I,IQLIISITIOW SKAIKTENAW C ! ILICA1lO#d $ !‘O.OO 100.00 -30.00
* 2 1NSTIIIC O ?P.13S0NW~1. IN WIDC .I0 31*IIJTFNANCF 30.00 100,0(~ -50.00

• (IV YNH AUt W l I ’ t ’ IT c  0 .00 30 .00 —30 .00
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VARIABLE IUMBER V008 SEX

INTERVAL* 3CHMOS SL1 SL2 SL3

1 10 6 2 2
2 C 0 0 C

*Inttrjal 1
Interval 2 • fenale

Fiqure 6-19. VARSUM report for 3 character MOS

VARIABLE N15~1BER - V019 - PA? GRADE AU THORIZEI)

INTERVAL** 3CHNOS SL1 SL2 SL3

I H
TOTAL COUNTEL 10 6 2 2

OT~~ F 0 0 0 0

~~~~ 4~ 5000 3.5000 5.0000 6.0000

STD DEVIATION 1.1000 .5000 .0000 .0000

**lntervals are self explanatcrv .

Fioure 6-20. VARSUM report for 3 character MOS
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T d b l e  6-1 . R e l a t i v e  time spent ra t ings for MOS 99X incumbents

N
CASE #

TAS K 1 2 1, 5 6 7 8 9 10

Al .3 1 2 0 0 0 0 5 0

6 0 0 0 2 0 0 2 5 0

0 4 0 3 1 0 0 3 0

A’~. 3 0 1 0 0 0 0 0 5 0

A S 7 3 5 0 0 0 0 6 0

B~ 0 4 4 2 2 3 2 2 2 2

1 6 4 1 5 2 4 4 0 3

0 7 6 4 4 4 7 6 0 4

86 4 0 2 0 0 0 0 0 5 0

6 0 0 0 0 0 0 0 0 0

86 0 3 0 0 7 3 0 4 0 0

37 5 4 7 0 4 4 2 4 6 3

Bb 0 3 5 4 1 4 4 4 0 6

39 2 4 2 0 5 0 1 0 3 0

BlO 0 2 1 7 2 3 4 6 0 6

Cl 0 6 0 2 3 1 0 4 0 1

C2 0 0 4 0 0 0 0 4 3 0

(;.
~ 4 5 2 0 3 0 0 0 5 0

i :. 5 0 1 0 0 0 0 0 .~ 0

(A 0 2 0 0 1 0 1 0 • 0 0

T flAL ~0 ‘O 50 20 50 25 25 40 50 25

CAS E
ftA’i TN CS

6-3 1
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Tihle h-2. I f l I J I V l d u d l  and co mpo. lt e t~~ k le vel j ob d e s c r l p t $ o n i .
— 

TA~.K L.iV1. L
MOS 99X .1.0, Ci ro . ript  iou

Ay4 ’,. 
—_________________ ~ (Pt  Ti~..’ Spoilt Tins~ ~i’°”

hl~~~bep i  By Pl1~i1bers By
tA SK 1 2 3 .. 5 0 7 14 9 00 Pe rf ,. t ,”t p, ~ I’ei hpnr,iri~ A l l  Mesobe

At  0.04) 2.0(1 ..O0 0.00 00.00 0100 0.00 0.00 l0.0() 0.00 S0.00 6.00 0 .00

Al 3~ .ii0 0.00 t) .O0 0.00 .05 1 0. 01 0.00 ~.00 10.00 0.00 ~.()•4),) I • 0 . 0 1 )

A l  14.0 ’)  0.04 ) 0 .00 0.0, 6.00 .~Q(3 0.00 0.00 6.’~’) 0.04) 50.00 .~~0 3.20

s .  6.00 0.00 2. 0.0,) 0.00 0.00 0.00 0.00 10.0.,’ 0. 16) Vl .4) 1) e. .0u 1. 80

AS t~~.4)0 6.00 10.00 0.00 8.00 0.00 0.00 0.0. 12.00 0.00 50.00 10.00 5.00 -

83 0.00 04 .eh) ‘4.0) 30.00 4.00 32.00 8.00 5.00 ‘..OO 8.00 90.00 7. •.-. 0.70

82 1.00 12 .).’ 14.0(3 5.03 10.00 8.0(3 06.4)0 10.00 0.00 12.00 90.00 9 .22  8.10

83  0.00 Io .00 02.00 20.00 14.00 16,00 28.00 15.00 0.1)0 16.00 ‘4 ( 1.0’,) lt. .11 12 .90

84 ‘4 .00 0. 5’ - .1k) 0.0.) 0.00 0.00 0.00 0.00 10.00 0.00 30.00 ‘.13 2 . 2 3  H85 12.0. ) 0.Ot) 3.1,1..) 0.00 (1.00 4).).) 0.00 0.Otl 0.00 0.00 10.00 l.’ .O() 1.20

86 0.00 6.00 0.00 (3.00 l.,.051 12.00 0.00 10.00 0.00 0.00 40.00 10.50 ‘1.21)

B ’  10. .1  03 .00 t ’ ..00 0.1))) 14.00 16.00 8.00 10.00 12 .00 12.00 9.1.011 00.1”) 9.140

8$ ,) • 1 )  6.00 11) .,ki 20 .03 2.00 16.00 16.00 10.00 0.00 2~~.00 80.00 1 3 . 03 10. 40

314 ..•05) $.,k) 4.00 0.11,) 10.,)0 0.00 4 .00 0.00 6.00 0.00 60 .4 )0 6.00 3.60

810 0.’)’ .0,1 2 . 0 5)  ~~.00 ..00 12.00 li.O0 I5.o0 0.00 2 1..00 80.00 l-..00 11.20

C l  11 .00 3 2 . 0(1 0.0.) 10.00 6.00 ‘..00 0.00 10.00 0.00 •. .00 60.04) 7 .67 4 .60

Cl 0.Q0 0 .0 1  ‘4 . ) )  0 .051 11.00 0. ‘3 0.00 10.00 i’.OO 0,00 30.04) 8.00 2 .  l, )

C) l•4) ,) 10. ’),) ..(M) 11.0 1 Ot .05) ,I• 4 ) )  0.00 (
~.0)) 10. 1)0 0.1)0 50.00 7. (~1 3 .140

1.’ ” . 14) . ‘)~1 1.0,) 2 • 4)~) (3~ .5) 0. 1k) .1 .05’ 0. 4)11 1~. ~~ ‘. • .1~) 0.00 30. 10 . ‘I I .

.1 ..)’,) ...),) t) •~ i.) l~. ~~ .‘ . I I 0. 10 .. ) .) 0 .1)11 0 . 011 3.~’,) 30.0 1) .1) 3 . .

T0t~~ . 100.00 ‘‘ .00 100.04) 3 3’) . 1)1’. )” 1 1,1 .00 00.00 1,10.4)0 1,10.00 1,’,). 00 —- .- 003.00

TibIe~ 6-3. Duty  L.v.l Job Description for 311)S 99X Incuzbents

Avg Z Avg Z
I of Time Spent Time Spent

Membere Nv Member s By
Perfo rm ing Pr r t o r m l n4  Al l  Member

PEREORIO sul ’rR VI SORY DUTIES 70.00 23 .00 16.00

PE*FORI WI00FT MA I NTENANCE DUTIES 100 .00 70.50 7..50

PERFORM MAINTENANCE AD M IN I STRATIVE DUTIES 100.00 13.40 13.40
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51 1 51 3_ )))) . 1  05) 3 ‘ 1) .’~ ’ ’ ‘ . 1, 1 1, ’ ‘ .1’) ’

~~ 14 _ ,h,) ‘.0)0 ,l~~)5) ‘~~~ 51 ,‘.061 3, 5) 1. .c’ ’ .~~, ‘ ,1 1. ’’

I ) )  i’.,6) lU.~~ ’ Il •) ip ’ ~~~~~ 5 . 6’ ii . 6 ’  .1 0 I  $ .11l ‘4 . 5~\

82 ~~ • ~h1 O~~ ’4P .5) I t - .,)’ I 1...,’ 12.3,1 1.’ ’ . ,1.” ,’ -

83 to .00 23 .,),) 1 ) _ l I  24 .6’ 1 ‘..k’ l . .,61 l ’ 1.’.~’,’ I 1.. 1’ 1- ’. I

No ,1.,1,1 4). 0’~) 0 .5 1 3~~ 6’ .1 .06 ’ 0.3,1 ‘ .6’ 1. 5’  . 1,)

85 ‘.0() 0.00 ~.0) 4).04) ‘.0,) ,).~k’ ) . - it ) 0.0,’ - .04)

80 6. Ot) 0.16) 12 .Ot) 1~. 1,’ 1,’. 4)0 IL (61 “4). 1,’ .4 _ ) P

87 ‘4 .04 )  0.04) lo.)),) ‘4.00 10 .05’ 11.00 1’’ . ) )  ‘ . 1 . ’

814 6.00 20.00 30 . 61 I c _ O S )  14).0~’ ‘..1~’ 11.6’.00 1 . 0 3  I~~. 
I)

89 14.01) 0.00 0101) - .06’ 1• 5 )  0.06’ ‘_ I i  ~~~~ 5’

810 ..61  I~~~_ ,5) 4 $ . 3 (~ 15 .051 10. 00 .‘,.0(3 ~~.‘P, 1_ 0 ) i )  
~
‘.c’’ 17 .’

l 12.00 10.00 ~..,X) 4 ) .1.5~ l,).0)i’ ‘s .()~ ,4 1 _ ( )

02 0.00 0.04) ‘.00 0.00 t,~_I1.’ ))•0(’) 10.0? 3 , ’.- ’,’ 1 .c’ ’

0) 10.00 0. 1) (3.00 0.00 0.00 1.).(6~ 1~’ .to ’ 1I ’.,6’ I.)’ ’

1.. 0.00 0.00 0.0.0 0.00 0.16’ 11 .1.6) .1 ,5) 0.05’__
~4�._,._ •.00 0.OQ 0.00 ‘..Ol) )1~~,51 ‘.01) 11.1) ‘t . ,\’ — . . )

~ ~ 100.04) 3 00.00 100.00 100.00 11)1.1.16’ 3, ’(3.,’,) —— —— 1,61.4))

rable 6-S Duty L~ yo1 .3,4 ) ’ ~‘C l t T l t 3 ’ t t O t l  t . ’ t  MOS ~9x
.Suth.,’r lz.d 4)rodeo I — — (EPNS SkIll Level 11

5. ot Time S1’eu,t Dint. 1.IP(u,1
Mar pto ~ re  By M.int ’ero By
Perto ,tutr~ Peutonott ~ All Mnt~t’eto
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KE Y POINTS

CHAPTER £

S U R V E Y S

Paragraph

6- 1 Gene ra l

a. Final (complete ) task inventory necessary to obtain
valid feedback for AOSP and fiel d surveys

b . Surveys useful for:

o Input for critical task anal ysis
o Speci fic input for task anal ysis
o Varied occupational data
o Equipment useage data
o Trainin g effect ivensss data
o Miscellaneous data

c. AOSP :

o Conducted by M ILPERCE N
o TRADO C HQ POC i s TDI
o Priorities for conduct of AOSP established by need

of sc hool in coord in at i on w i th TDI and MILPERCEN
o Requires considerable turnaround time from inception

to completion
o Substitutio ns can be made to schedule in coordination

with TDJ and MILPERCEN
o Resul ts co u ld indi ca te i n reco mmendat i on to MILPERCEN

for change in MOS (re : AR 61 1—1 )

d. Field surveys :

o Responsib ility of proponent school
o Inter-command surveys must be reviewed and approved

by MILPERCE N
o Res ults of survey are only as good as the questions !

a pp roach in a s urvey
o Impleme ntation can be by mail or interview (individua l ,

small and large groups ) dependirg upon the nature of
the survey
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6-2 AOSP .

a. Conducted by M ILPER CEN

b . ~,..o’~tionnair e design:

o 011c1’ (J ro und informati on sect ion
o T ask ‘ ec t io n
o Equipment section
o Special requirements section
o Job satisfaction section
o Personnel comment pages

c. Q u e st i o o r :~ re development

0 TRA DO C service school proponent res ponsible for task
inventory

o Sequencing shown in Figure 6-1

d . Questionnaire administration and data reduction

o Mailed surveys
o Administe red by AOSP project officer
o Process at Figure 6-2

e. AOSP reports

o Formerl y M ilitary Occupational Data Bank (MODB )
o Comprehens ive Occupational Data Analysis Program

( CODAP) used to co l lect  data for AOSP

f. CODAP ana lysis system

o Used to prov id e occu pat i ona l data fo r job re la ted
management problems

o Limited useage for training effectiveness feedback ,
relative time spent data on ly information available
(Tables 6-1 , 6-2 , 6-3)

g. Selected CODAP program description , explanations and
examp les

o Job special program (Tabl e 6-4 , 6-5)
o 3 cha rac ter MOS repor t

o Duty job description (Figure 6-3)
o Task job description (Figure 6-4)

o Aut horized pay grades
o Duty job descript ion (Fi gure 6-5)
o Task job descript ion (Figure 6—6)
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1~ o Group ‘~u:T)ary
o Sur~nary of 3 character MOS/SL ~ performing

(task gp) (Fig 6-7)
o Sur”mdr i  of 3 character MOS/SL % performing (duty gp)

(Fi g 6-8)
o Su inary of 3 character MOS/SL ‘

~ time spent (duty)
(Fig 6-9)

o Summary of 3 character MOS/SL % time spent (task)
(Fi g 6— 10)

0 Summary of duty po sition: ~ performing (duty)

~Fi g 6-11 )
o Summary of dut y position : ~ performing (task) 1 

-

(Fig 6-12)
o Summary of dut y position: ~ time spent (duty)

(Fig 6-13)
o Surnniary of duty position: % time spent (duty)

(Fig 6-14)
o Summary of 3 character MOS/SL : ~ member performing

and % time spent (duty) (Fig 6-15) F
o Summary of 3 character MOS/SL: % member performing

and % time spent (gp summary ) (Fig 6-16)

o Group difference
o Difference between SL1/SL2 (Fi g 6-17)
o Di ference between SL2/SL3 (Fig 6-18)

o Variable summary (Fig 6-1~ , 6-20)

5?
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a.  Done b-i “~ L PE° ’Y ,

b ,  a ‘ inve nt o r i e s will be sent to integrating centers.

c. C l os s i f i ed tas k - w i l l  not  be i n c l u d e d .

d. Pil ’j t P r o’ j ra r ’  (41 thru 03) will be conducted oefore
la r’j’- - c o l e opera t o r- -
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7 -- ) . 4 fac tor  - i d ~ I , Four of the eight f ’ c t o r o :  task delay tolerance ,
t usk le u r ru in o  ii’  f c u l t y ,  nonseque nce s of inadequat e perfor mance , and
‘~e rc - ’nt ~- i ’ for ’ in ig ‘i ’ .t j imm ore a c c u r a t e l y  define the ta’,ks that shou ld be
t r ’uined fig 7-3). The problem i s ,  combin ing  these c r i te r ia  to priori-
t i~~t ’ tnt tasks selected for trai n in u j . Fori it u lat ing spec ific values that
w oul d weigh each factor is - -t rh i trar~. Accordi ny l y, the 4-factor model ,
t t O i U( l1 re levant  to the ta s k se lect ion proc ess,  has not been com plete ly
accepted as the selection iethodo logy . For this methodology see appen-
dix A also.
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C, C’ ‘ -‘a, C “,‘C ‘.. ‘,—

tv c~(_5 .-.

Task T itle ~~~,
‘ 

~~

1. Apply  f i r s t  aid for 2d degre e burns 53 6 6 6

~ Reco;r4)ze t4)iC hazzard marker s n’S 4 7 7

3. Perform th~ dut ies of a sentry of
the guard. 24 3 5 2

~~. Perform before operation rialnt~ —
n~ur,ce on a 10KW generator. 07 2 6 4

- ‘ 5. Def use a “dead” 500 lb bomb 17 2 7 6

5. D i sasse mble /ass emble  t he .45 ca liber
, ,p  is tol 39 1 6 4

1. Troubleshoot an Integrated circu it
__4_j’o~rd ‘ 4’ 5 5 3

field telr~~ one TA 312/ 61 4 3 2

Figure 7-3. 4 factor model .
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1-5.  T r a i n iii ~j eiiiphasis scale. Recently research has been conducted
into a pt’oi :odur ’e that wou ld incorporate ‘,evi’r’.tl factors into a simple
oue-factor rating scale. This scale requires the supervisor to es ti iiua t
whethe r’ a task requiro’~ training , the supervisor when deter tr iini inq
whether a task requl ri’s training, actually nay combine various factors
such as ta- k delay tolerance, task learn ing difficulty , cOnSequ oiu . oo Of
inadequat ’ performance, t ’ t c . , and fornriulate a single answer thdt Cool”-
la t e’, well with rankin gs developed by using the 4-factor ‘uuethodo logy .
th i s sin g le ra t ing  scale has been well received and is relat ively easy
to use .  The supervi’~ot’ s det eriiiinati on is based upon his evaluation of
the task importance as to whether the task should be trained soiiiewhere
a’, part of the MOS (fi g 7-4). This training emphasis scale produces a
rank oi’di’r ’i rig u f  tin’ tasks based upon the priori ti zation derived front - U
the supervi som ’’s ratir iu ;s . This program will soon be availa ble from the
Arrity Occupationa l Survey Proqraiii and dues not require a large survey
sample. A prerequisite for this survey is a valid/current task inven-
tory currently stored in AOSP data bank. These inventories are the
h~ n -is i t  both CODAP and training emph asis surveys.

C,,’ ’.k (,- ) and rdte ‘.‘~ ch task for wh iC h you recommend T , ’O~~, ‘ - - ‘.‘ - ‘ ‘ - A ’  ‘Slj rnal training (eIther school or OJT) I.
I 

- — -
~~ 

_________  5’ , - i ’ , 1 ,,
- -

— — — -——— -—-— - h’~~s “an ~~~~~~ r i

I ~

‘- 
- -

- - - (“) 1 , ’ 3 4  6 7

1 , 
~~ t ,‘, t r ,iin m n , 1  , , - i u i - - , r  a t  s t a f f  level

I~~~ ’;’,~~~ ~~~~~~ 1,1 l o u i s   , 
— 

~~~~~~~~~~ pet - - n-r i , ’ )  to d t t y  ; i , i s it iun . /~ 
-

~~~

.1 . ~~- l - ; i i  ‘.po n , Ir ’. i - i ’ n ewl y assi gne d person s’.’) ~~

- -

~

5. U, ’ i , ’ r ’ i r , ,’  y ”~~’.Ir,’ -’i’.’,h ~~~~~~~~~~~~~~~~~~~~~~ ~~~~

‘ - - - -
e~1u I p ~ ‘ ‘ ‘  t • ,‘r a pp l ies I ,~~

6. Dc tt’,’~ ine w i r k  priorities  , 
-
-

7, Det,’) i ;  or~a mli. ’ ,,I ,,n ,tl S i n ’ 
— -

8. Develop ‘Ir I -‘ ‘ r r ’ .- t ’  work methods or procedures ‘ 5 
- - - - - -

9, Dra ft ) u I ’ t ’ t  or ii n a nc l al req u ir e m e n t s  
-

1~ Draft wo rk order requests 
- - -

Figure 7-4. TrainIng emphasi s model

7-4 

~~~~~ — - — - - -~~~~- -— -



,, Oii~ I y  “it ’ll’ , )  v i ’ ‘ to~ I , i t  ln,i I , o t , i  I ,o - - i s Pi ’o’j r - u t -  -~i.UUA l’ ,

J i t i u m ,i l lj , t n t ’ - \ r ,  y (Jccu io i t i im i , i  - , A l V t ’ , - r -  - , u 0,1 - , p m ’udut c’d 1 l’- l l i~
- 1 ’~1t ’ i ’ ) b u ’ ; ’ tuo~~’, d t j t ’ntt u u i  u i n . u i m  iii, ’ p r ’ - 1 .‘ u t iuni O L i l t i l , , ’ i’S ) ibl ‘

‘~ til t’ C - - c t t o u t ’ l , ’ , I . e  Ucc a - i t  iuui’.i I J , i tj  4i ’.i I ~s I S  ‘ r ’Oql ” .~~I ( ,.j 4 )AI ’ ) .  t h i s
- -‘ ‘RI LI’.I t~ , m ’ t ’~’ ,i m ’ t ’d ‘ V  ~~H’ ‘ , i I i ~ 0, 1, - b ’ 0) Li ’ ,~ ‘ is ‘used upon H i ’ i i i)  i t ?

S l i t ’  t ,i- , t  , a id Hi t’ u ’i’l d lvi’ ‘ I ,i ’ ~pe b t  ‘,c,l)i’ , ~Ii is
,t~~t , t I r m d l L , l t i ’ ’ , Shu t ’ ‘ , i  - S t n ’ ,it r ’e t lo i i ’e a im n s ) , ’ i i n . L ’,- t ’  in uO t of Line to r i
lot ’ in ’ ’! ’ ’ - O l  at  t i i , i  i , ‘ i ’ i ’’ u I i ’r’ , l i u i  I’ . ,t i i i I t ’  t , s h — , not ‘‘ I - t i  i s o  U on the
job , h u l l  at Ui’.’ bo t t , i i mn 0’ h Oe i’,i i lh  ii~~ in t ‘l ’ ’’, ’~ O f ui ’i’ Le l l t )ieI ’ t o l ’ l l l i I ’ ) ,
,,‘t a re I , , ’ , ’ h i t  ta ks and ,v o . l d  )‘ i ’ p u l l  i , ’le d i n a w a r t  iii’ u’ r v t h I n —

a l l  j o t ’; i ’ ~~u ui  t n t ’  ‘ ‘.11 1’ tas~ to be j i l t  ur ’ i ’ u ’ d even thouyh
t in - v u re wi thin the S ,l ’ e 1’ fl’ (0. y - , ‘‘ OS 1’ 3G Fuel and Li ec tr i cul - - y’, toil ’,

r;t j I , l u  r ’ ’ , i i ) .  7tjt hto~ di U m i S  MIlS, as du’’ ,’. ‘‘ u b e d in AR tl l — 2 01 , requires the
in U i~ Ot ’ f l 1  Ut pel ’t ll’ il i t) i i’S  in do tt u ‘ype syst em ’ in e u  , ‘ t m i m t ’ / I ; a r r i s o n
,uc m ’ . m t i e’ -, , the m n ’ . unbent :u’ .i -~ cant  i- n t  i - a t e  in on’.’ ari a on the job and

illit ,‘ i t t l ’ , u t ’  in iu ,~ ‘, u t — s j e u  liii ty, I t ’ . ,  c lean carbu n’ete i’ , replace -~~

- I i ’” ,it ii m ’ i ’ , etc.). li t ’ t n~’ - R ’ l ’u ’asOnS , ; ei ’ ei it  p e r f o r m I n g  as a t r m t ’ .’r ia
t o o  t a ’ ,~ or ’  b c  t LIIri r an t be employed wi t i m  ‘ut ion in that it does not
acc uis imiudat ’ .’  I , i IlIt ) ,lt ,i- ,~ S , imti i ’  , uu ldn’ t ’ ’ , ’, it l i i’f ’  i ’i ’lev an t factors.

7 - 7 .  d l i  MODEL

a. An other  s t r a t e jy i’ .o’ se lec t i  rig tasks f t o r ’ tra in thy is a schetrie
pl ’opi -~ed by t h t ’  Bri t i s,i~ cdl led the DI F (Difficulty , Importance, Fre—
- ) u t ’ buu  y )  “uim ’ .uls’s i s. This e t h o d o l u jy  is a simple approach to a complex
prob l em , in that it inteqrat t ’’ sever” .il different i ri teria during the
t ,u’ ,~ se lt ’u. t h u h  p r  t ’sS s e j a r ’tu t e ly .  The supervisor and i ncumben t are
asked three d i st i r ui - t jut” , ti on is concern ing each task . They are asked to
de~~t ’l ’l I i l i , ’ t h t ’ d i f f i c u l t y  of the task in terms of learning and perfornii—
intj, then as ked  to coi uium ent on the importance of the  task, and f i n a l l y  on
the t r ’t ” -j u u ’ ne ‘,‘ of the ta ‘~k

b. I n  dete m ii inin g the “ diffi cu l ty ” of the task , these res ponses
i ’nctim j ” .uss both task lea rning difficulty and probability of deficient
perforimiance. For the decision on “i mportance ” th e res pondents consc i ous
or unconscious responses nay well include factors such as: the con-
,.~t iuL’ .nico~:, of inadequa te perfo rniiance, the task delay tolerance, percent t
perforniing , and tiiiie spent performing. When determining the “frequency ,”
cons ideration would include both the frequency da ta and the time between
job entry and task performance.

c. This app roach to task selec t i on , i mpl i es that by ask i ng the
supervisor and the incumben t three simple questions , that  the i r answer
w il l facilitate the task selection process. This approach has merit
because of its simplicity yet degree of precision it rudy achieve. The
survey would be conducted by the serv ice school (field surveys ) and
requires a relatively small sample (40 incumbents and 40 supervisors). A
graphic portrayal of this sequence is described in figure 7-5.

Army School of Instructional Technolo gy , ROYa] A ,immy Idu tatlon Corpt ,
Pamphlet No, 2. “Job An alys ,~ for tra in ing , ” Army Code No, 706 10
(Pam 2). 
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Mi’thitAtt ._ ._____ J’ s,m~~~~—s. ‘.)‘. .itT,, ’Al ,’~

I . V

I
I

ERAii~

it,) ~~~~~.____... . + ~~~~~~

Fi gure ~~~~~~ Oi l  ni~ del

5 n , i in - Tra tree i ’nil ’,t ho able to ,ft’,’iaci’; t ra t~’ ol’ , mf ic  u n i V  l h h  pen~for’nij
-
‘ ,r t ‘, pi’t’,f requ r ret to r i  t he job .

It - l r ’,i i nor must  tie t r ” .i m c d  to ,~ im j t ~h st andard o t  r,’ t , ’ , mt  ion .Ai’c amp 1 n s he’.t I’ p r ,‘in forc enuen i t t ra in int j

No U’.i “ill,) - ro 01 ,11 t r - ,i ~fl i ii) II, ,) ri’qu i ro,f , S kill s nun hi ’ di (-
~lj i  ‘ -

~~~ on) i ~~, Job .

d. A f t e r ’  go i ng thro ugh th i s branch i ng process i t can be seen tha tat one end tm f the scale ar-c dit ’f i cu lt , innportant and frequenti~ pen’-f,u n’wod tasks whi it ’ at the other end is the easy , un I niportan t an d iii -frequent ly perfornr ied tasks . I ach of th e s e ins tanices has a di f f c ’n’entr a t i o n a l e  for whether- to t r a in  the t a sks .  The So p h is t i ca t i on  ands on is i t i v it y  of this techni que i’,iIi be i n c r e as e d  by incorpor atin g degreesof importance , diffic ulty , and frequency , and by using more detai ledleve l s of training, figure 7-h.
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VER Y TRAIN

FR EQIJ~~T MODERATE OVER TRAIN
INFREQU ENT OVERTRAIN

IMPORTAN T
VER Y TRAIN/ ~~~~~~~NO 

~~~~FREQUENT E INFREQUENT NO TRAINING
MODERATE TRAIN

VERY TRAIN
FREQUENT MODERATE OVER TRAIN

YES E INFREQUENT OVER TRAIN
T&.~K ~ FFI~~1T ~~~~~~~~ATE~~~~~ IMPORTANT~~~~~~~~ 

MODERATE NO TRAINING
VER Y NO TRAINING

INFR EQUENT TRAIN

VERY NO TRAINING
MODERATE NO TRAININGN ~~~~FREQUENT 

INFREQUENT TRAINIMPORTANT
VER Y NO TRAININGNO 

~~ 
FREQ(J[NT_E MODERATE NO TRAINING

INFREQUENT NO TRAINING

Figure 76 . DIF MODEL

Examp les of a type format s tj le  u s e f u l  i n col lec ti ng data fo r the DIF
model are sh own in figure 7-7 . Forma t should be created by each pro ponent
school to meet spec i f ic  needs if this model is used to co l lec t  training
data . It should be noted that any data col lec t i o n in str ument should be
chosen for the needs of the school . DIF may or may not meet that need .
Con siderat ion should be g iven to develop combinat ions of co l lect ion
instruments to insure all “needs ” are met .
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in . 01 ’  7 7 .  PIF Data Form at

No tes: 1 To tal number of ini’ .! umbent s and - .up e r v i ’ors must be
desi gnated by p rn mp orm t’i m t S t  tonal -

2 I f  poss ib le  determ ine what was d i f f i m u l t :  ‘i
Learning? Perfo rmance?
This  s c a l e  ‘m us t  be deterrn i ned by propo r ’ont school -
A notional ca tegor y  could be:
a. Very Frequent - Nearly every p r o j e i t ,
b. Moderate Frequency - + 1 ~ per week.
c. infrequent - 1 per ii~ n t h .

7—8. ~ar ti mnei peacet h in t ’ m odel. Thi last  model to be d is cussed  resolves
~to” u’ o f the inadequ a c i es of the other iiuode l s in t m ’ i ’ : ’ ms o f  i sol a ting t im ’
t a s k  pe rf o  r’n’ed in v i i m’ ib , i t , This ‘model simp l y p r’oposes that a t ra i n i ng
‘ a r i a  or must know what t a s k s  are j’ei ’to r ’nt ’d in n~ mnha t , si n it ’ ‘ma ny ot
these t~u ks u’, i l l  nev ,’r ’ be ; t ’i’fo,’m ’mc ’d i ri l ue ’ .mce t l in ie .  An exa iii ple of this
:eanet t- ,’ ,tu ’ t i r i u d i s t i n c tio n  is fo und r u t I n e Special Forces n’ed ic
~p’ .c ia l  S - In c0n~hat , t ime n i ’ .’dm c is d~ t lmo , ’i :ed to ,‘i’t ~m n” sul’ )e ry, even
,1” l u t a t i i l ; , . While in t u n e )  lin e, th is  ‘ me dic is mo~ autho i’ i :ed to pt’i’ füt ’n ’
Such t as k s .  t h i s  t ’~~u m ’ m j l i ’ can be to n t r ’a stt ’d wi th  the S i ’ n mma l  s p e c i a l t i e s ,
W ’ t ’ l ’ t ’  t h e  pea ot i~ -, ’ ,tnd wd l .t i 1 ’ t~ t a s k s  a l t ’  vi ’n ’

~ s i n  lar . This iml ’o upin g
~ f ~, ub ’ tinie and ~e,ic t ’ t  i i , ’ t a sks  would be i r ’ep,u b’ed by a ‘.jn ’oL J p o f s e n i o r ’

o f t  cers and t~LP f ami 1i ,u i’ w ith the spec ia l t y , comba t , and the potent Ia]
t ’ m r t ’ ,u t of the t att i re. t t n is qru m u p would ~t k ,t ’ the task inventory for the
s p e c i a l  t~ a n d  ij n ’O up a l l  t a s k s  i nto one of three ca tego r i es :  pet ’ ? to ri ii ’l
in war t i m e onl ,- , e ,u ’ .t’t rni e / w a r t ’ i ’ - - t ’ , pea ’ .e t  i r e  onl y. Oiii- t ’ th is  is
acc o m p l ished , t o n  tra In ini q manager ta n  be provided a per-’pei t I ye on the
ta -5 k list not available by un-v m l  the p r e v i o u s l y  descr ibed nnode ls. -‘

7-d , Procedure.

a. Selec t ir iq t i - k s  f i r  t r a i n i ng  is probably t h e  5(1St i nmpo r ’ t arbt
‘a  hi,ageiiien t dec is i ,m r ear ly I a the des I yni i t  tra i nil i u j . The t a s k s  se 1 , ‘~ t nO
for r~~iri iniq provide the spei la l t v  base, driv e  the i’od un t in’ n Of tr a in—
lnij , the preparati on of  e s t e ns i o n  t h ’ i i r’n i ng  l ’ , it, ’ b ’iaIs , w r iti n iq of Soldi er ’ s
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I
Man uals, SQl , and are the basis of the specialization wi thin each
specialty . If all tasks canno t be trained , then the tasks that are
trained roust be the right ones in terms of job proficiency , transfer-
ability , and combat criti cality .

b. Each of these model s requires a different amount of analysis
effort and tinne . If an approved task inventory was used by AOSP in the
sur vey i ng of the MOS , then the CODAP da ta is readily available. If this
data does not exist, or if the task inventory was not screened and
coordinated with the school by the analyst from MILPERCEN , then the rank
ordering of tasks by CODAP should be viewed as being a minimum of one
yea r away from the date of request.

c. The training emphasis scale utilizes the inventory and computer
capabi lities of AOSP. If the MILPERCEN approved task inventory is in a
CODAP forma t , then training emphasi s data can be col lected , com p i l e d ,
and analyzed within 80 to 90 days after the request. If not in this
format, then rank ordering capabilities are probably one year away .

d. The DIF analysis can be conducted in-house and can be responsive
to the system. The questionnaire , d i s t r i bu t i on , and data management are
w it hin the capabilities of the TRADOC service schools (NOTE : Visits!
surveys to FORSCOM , IJSAREUR , and Ei ghth A rmy must be programmed to avoid
disruption in the visited units and to obtain area clea rance). Note
that this document 4s not advocating the use of the DIE methodology over
CODAP , or tra i ning emphasis , rather , i t i s essent ial that the tra ining
m:mana ger must recognize the real world , nonnegot i a b le t im e constra i nts of
analys is, and plan accordingly.

e. The re are varying approaches that can be taken in selecting the
tasks to be trained. Each of the methods described has certain ad-
vanta ges and limi tations: ease of use , acceptab ility by field, com-
pr ehens i veness , timeliness, etc. (Table 7-1) . Together , these models
provide the Task Selection Board a variety of empirical data to facili-
ta te the task selection process.

f. Select ing tasks will not be easy . Even with the right infor-
r ation it is still a complex process. The Task Selection Board can make
an informed decision on a task-by—task basis. The best task selection
process for any given specialty mus t be decided by the specific service
school staff. What is an appropriate procedure for selecting tasks in a
ma i ntenanc e ca reer f i eld , may not be acceptable to the infantry , armor ,
or mi l it iry police. The following stra tegy is suggested for consider-
ation , real izing the unique application required wi thin the combat ,
combat support, an d comba t service support areas.
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g. Unm ce this l i s t  of tasks has been compi led us i ng these three
imu odels, then it is conimpared against the list of tasks perfo rmmr ed in
wartime , and peacetin ie/wartinne . Th i s compar i so n wi ll hi ghl i ght whethe r
the emphasis of the task selection process is towards training the
soldier for his wartime tasks , or for something else. This additional
comparison insures that the tasks selected for training h a v e  a d i r e c t
correlatic u with the tasks performed in wartime . A flowchart depiction
m t tnmis process is describe d in f i g  7—8.

h. There are no hard and fast rules that indicate the “best ”
t a - k se lec t i on  methodology for se lec t ing  or reject ing a task ,  The
methodology descr ibed above is one approach but certainly not the only
approach. Each school imiust determine i ts best methodology for a
given specia l ty , acknowledg ing that the methodologi es may dif fer
bet ween specialties. Schools should antici pate changes to the
“c r i t i cal ta - k li st ” even a f te r  publ icat ion , because the Direct nr”~
~~~t Evaluation and the MACOM will identi fy equally innmportant tasks
t h a t  “ m’ u’,t ” be trained, and a t - n not included on the l is t .  This
refi rne imient to the  task-  selected for t r a i n i n )  should be antici pated
and i ’ mnm , our ,i it’d , thereby s t r iv i ng to continually improve training .

7- 10
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Figure 7-~ TASK SELECTION PROCEDURE

7- 10. Task se lect ion board .

a.  T he Tas k Selec ti on Boar d i s the management tool ava i lab le  to the
school coii,inandant to serv e a qual i ty  contr ol funct ion in task se lect ion.
Through it, t i e  instructional system is built upon a rational e analysis
of w h a t  should be trained by specialty and skill level. The participants
should he familiar wi th the specialty , and the career field. Addition-
all y, they should be familiar wi th the instru ctiona l systems development
app ,’oa&h and knowledgeable of the analysis process.

b. If the size of the board is too large or small it will be
useless. It is recommended that the board be composed of 5-8 members.
The com posi tion of the board is equally important to achieve interaction
and free disc ussion. If one menmiber dominates the board either by
pos i_t ion or personality , then the value of the board’ s contribution has
been decrease d. For this reason, the president of the board should not
be in a command/supervisory relationship with any of the board members .
Th~ time schedu le (set aside) for the board is c r i t i ca l .  It should not
be “squeezed” in between meetings or “partitioned” over many days, wh i ch
would result in a lack of continuity. A block of days desi gnated on the
milestone schedule permits a concerted and devoted period of time for
this critical process.

7—11

________ -, ~~~~~~~~~~~~~ ~~~~~~~~ ~~~~~~~ ,.



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

c. ~~ ‘~~~‘ n i t ’  of ‘ ‘ e I,ir t i c i p a n t  is Im , - , ‘ ‘ ‘ ‘ c t I l l s  :~ d,~t . ‘,c’ lec—
~ j i ’ m c r i ’ ,- r i a  , i : 1 m a k e  in ’ - rm ’med r i m  - , m ” m ” l ’ r m - t , i t i o n s  a ’ -, “ i i’ - ‘ he r  a t usk

I he ‘el en - n-I ‘ I ’ t i ’ m i ng - e part ic i pant  - , I ’ m , ul 1 tmO r ’ mmi i I 1 y
~~ ‘ 5 , ’5 b I ” , , t p ; r ,, h , P-n T ’ u r t i c i p a n ’  s i-c ul l not produc n-

to r’ l t i n q  ‘ i Js in ‘ r’ - of t j 4 ~~m - i ’ ’’ t - , ’ i ’ m - i a , i .e . ,  task l e i m ’n ing
co r ’sequ t ’ r - . es 01 m a  1t’ , 1’ i~~t e  fl&’r 4 i,” ,i rl ce , tas k tel ,i , t i , l , - r m nce ,

c . ~~ ‘ i s  da ~a m u s t  be - ‘ - - vi l int to the ‘cdl ’ I by ~IO lea 1 psi ’; branc ’-
a l l  -

~~ i ng “ ,~~ 
‘ i c I c’: t ‘ im - ’ e ‘ - - r the to , t ‘-I t o  r”- ” l w  the dat a r m - I  ‘hen to

‘ ,
~~~ 1’ rec ’~ ‘ ‘ ‘m”e n la ’ io ns ,  .‘. ‘ ‘ t m ’ ,’ ‘ i i ’ ‘ ‘ i ’ , -  ‘in g of I~ i’’ hoa. d , the rIT n  should ‘

p r- )- ,- i I o  - ‘ U  - m o - i - a n t  j - f t n n t ’  ,, im , I se t  ‘he  pa l’ ,i I” ( ’ t e r - s  I m m r  t ’ ” c o n d u c t  o f
- S t ’  c t , i re  an ii roe ‘ i on  i ri ess “ -  ia l compor t~n

n 5 ‘ m l
’ the ta -

se l€ ’~ ’ ion  m e s s .  ““e m ’ ’’ II ’ ir  ,~~ I1 ‘ ‘ I  use a Ta’,~ ‘U’l ec ’ion Bo~ r I is
in t icat i .e of b€’ I ‘ e r r - - i s i In om ‘III 1as~ select io r : model s , T I - c  in —
‘U)!” ‘ -  , r’i;’ rr ir ” n ’ ” I  exp er ’~ op ht’ I-n an - I , p rov i d e - I  m’i i’~~ ’ a n a ’ys i s  data
an- I  pa r t  I c r  pa~~i “g wi ‘ ‘ o t ’ - ,’r o:a ’ m Ijer’s ‘h rough a “- s e n s - i s  pr ocess  i ns ure
‘‘ma ’ t ’ e  ‘ 1 5 -  u e l~’ - ‘U’I for tr t I r i n g  are t he  ‘ ,Is r”quire’ i f i r  job’
pro ’ c ien -  ,- -

1 , “ “ m o proposed t a s k  se lec ’ io n  mo d t - l  is a c t u a l ly  a c o m b i n a t i o n  of
se. ”r ,il ~ i f + er . r t’ a :  ~‘ r -  hes .  T ’ m e  f o u r  models “a v e  been s e l e c t o l  I’e-
c a u s e  a ’ t~ -e i r  coop ) i” - ” - 1 a l ’ n a t u r e , 1 ) The Cfl f l AP repu’ - t p ro t m .ices a
ran~ nr’ i e r m r - l  of  t a s k s  b a s~ -i on ~“e ~

-“r- e pt io n  of job incumbents as t o
‘ “e ‘Umne - ,~ner . n pe ’- 1 ’r”- in g a t a s k . [ The t r a i n i ng  emphas i s  s c a l e  a s k s

su perv i sor  ‘Ui i ’ t - l g e  w h e t h e r  a t a s k  requ i m ’ r ’s t ra in ing , a s l i g ht l y
- ‘ -.Ii f ’ren ’ perspec t~ i ~e - 3) T t m e DI F -m r m i l ysi s a s the  s u r m ’ ’ t - v i  sor and

job i nc um n lnen ’ i’ the ti s ’ i s  d~~ f ic u l t , important , and f t ’~’ q -m en t l y per-
forre’d . T h e s e  ‘“ree I’m - c ’ I , r es  m’a ’ h co l l ec t  d i f fe n’~’nt d o ra , m mm a n i pu l a t e
it it - di fferen w a y s , an- I ran’  mi r m ie r  all t,i~~L s acco r’ding t s  t t e s p e c i f i c
model - By  co m” h in in g  t h e s e  d i s t i n c t  rank o r - d e t ’ i ngs , the training managers
(on t~ e Task Sele tion Boar— I ) c a n  more e f f i c i e n t l y and e f f e c t i v e l y se lec t
t’-e ts~ s for training. I’ a tas k rank s hi g h on these t h r e e  d i f f e r e n t

al es (i t - h eating a l’(’;mmi rement for training) then perhaps it should
be ‘“ m i n ed . If a tas k does not acc nunt for much time within a specialty,j ra”~ed low on training emp hasis , and categorized by DIF as requiring no
training, then this -ay he a good candidate for rejection .
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P CHAPTER 8

TAS K ANALY S IS

8-1. Gen era l , Task anal ysis is the process in the trainin g develop-
ments Cycle in which the anal yst  obta in- . ar id classif it ” , irifori m iatio n /
data about the accomp lishment of tasks/work uni t ’, w i th i n a job/duty.
A’ d i s c u s s e d  in Chapter 2, an established common onal ys is ~~~~~ supports
the many training developments products in the Army . Such a tas k anal ysis
can tme t imne consunning arid every effort expended iniust be produ ct ive. In
t 1 mn 1m ,ist a problem existed tha t TD product deve loper ’~ (e.g., SM , CM , SQT ,
A CCP , TEC) have initiated their own anal ysis effort ’, for varied reasons.
L’ tmn i ’ , j

~1erab le tinne has been lost in the TB process. When new equip mmn ent is
involv ed , a separate analysis was performed under contr ac t for LSA, To
av o i d  this , a task anal ysis worksheet (foldout at end of chapter and
ap k m n ’ mmd i  x B)  p rescr i  bi r ig a coninon form/format evolved t o  provide a coi ninmonl
docu imm ent identifying pertinent data items usable by all TB developers in
produci n g their product. In some cases , the LSA data (B sheets) can be
used as the priniary data source for completion of the worksheet. Should
t h e s e  agencies require data i t enis not addres sed in the noted worksheet ,
then their reco mmi mendat ions (if valid , justified , arid requ i red) should be
identified when the anal ysis effort begins (NOT after the anal ysis is

— co~ pi eted )

~T - 2 .  Scope.

a. A t,m ’,k analysis is conducted on all of t h e tasks selected for
traini n g. The precision in a ta’,k statemen t to a great degree affects
the quality of the t~ ’-,k analysis data. Under standing t h e  inte m n ’el at inn -
shi p of a task to a dut y and to its job is eS’ent i~ l This interrelation-
ship is portr aye d in fi gure 8-1. Job ~nd task analysis is oriented towards
the spec i alt y , From there , the anal y st works down to the t ac k amid , as
appropriate , the el t ’ m mmni i t  level - The example dccc n- i bed in fi gore I~-1describe ’, the MOS “63E3 Whe el Vehicle Mechanic. ” This MOS is composed
of t lmr l ’e different job’ at ‘ kill level 1. Further analysis of one of
t In’ duties within a job results in the identification of tasks . A t,m ’,k
can be loose~y defined as the lowest level of behavior in a ,j o t -  under
consideration tha t describes the performance of a meaning ful function .
A task may have the following characteristics:

(1) A t a s k  is a statement at  a hi ghly specific ac tion.

(2) A t ,m ’,k has a m l e f i n iite beginning and end .

( 3 ) A t m  -
‘ k is t i e r ’  for miie’ d in a rd at i vel y I m or t  period of’ t u ric -

( 4) A t , m ’ J  I’, mim m ’ a ’ .u rab le.

(5) I n the n ’ yes  of th e ,ioh hal der • a task is pen’formiie’I for it ’. own sake -

8 1
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b. Given only a statement of a task , it is difficult to deterniine a
task from an element. These are relative terms like high and low , warm
an d cold , nea r and far. Such pairs of terms have meaning only in
relation to each other. So , any task can be broken down into elements
an d any element can be broken down further into sub ’elenients and into
sk ills and knowledges . The decision regarding what level of generality/
3pecificity to ~~gin in defining a task , at what level to draw the line
between dut ies , tasks , and elenients , and up to what level of detail to
analyze the elements into their subelennents requires the application of
cr1 teria and considerations externa l to the tasks thennse lves. Writing
dow n a task may take minutes but analy zing i t i nto elemen ts may take
hours or days. First write down possi ble lists of tasks at a fairly
g ross level of deta i l, and then ask a subject matter expert to review
that list. They may suggest eliniinatin g a number of i tem s and adding
others. Dec iding which tasks are included in the lis t usually involves
many nmieetinqs and much discussion .

c. In judging whether a given task statennent is sufficiently
specific, the job holder after reading the statement, must obt a i n a
clea r understanding of what the analyst had in mmm d . For examni ple ,
“check ing the equipment” is too vague . On the other hand , “reviewing
ma i ntenance lo gs” or “check i ng imioto r” i s ade quate fo r the pur pose of
gross task statements.

8-3. Data requirements. The analyst conducts a task analysis of onl y
those tasks selected for training. The actua l da ta collected is a com-
bination of all of the task specific infor m ation required and any
additional data identified by the follow-on TD developers . For each
cr i t i cal task , the des igner determines the how, the where , and the how
well each task is perfo rmed . Task analysis closel y exam nm ines each task
and docunients all of the var iabl es affecting perfor nimance. Although a
thorough examm iination of the important factors affecting task perfornniance
is a time consuming process, once obtained this infor nia t ion can be used
by many  agencies. A properl y prepared task analysis will ‘~ave countlesshours by avoiding duplication of effort anmnong des i gners, writers ,a,id
producers . Even mmnore i mmmportant , th i s commun ion a n a l y s i s  base prov ides
continuit y among the various training products. The goal is to insure
that  the soldier is trained and tested under conditions that accurately
reflect job performance and resul t in job/ mi mi ssi on proficiency .

8-4. Task ana lysis documen tat ion.

a. The analyst conducting the analy sis will spend days/weeks
collect ing the infon nm ation required . The anal yst ‘t ,i t b m r ’n” , all the
information specified below , but never t’,mbricat es I m m t ,o ’ mu ,mt i o n pure ly i o r ’
the comnnp let ion of the fornn. Al though nmnany r ’ s 

~~~
‘ i i  enced an~m J y s  t’ , m ay have

“professional judgment” it is better to leave Sec tio mm s at the task
analysis worksheet inconnp lete until evidenc e docunn ients the da ta .
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Howeve r , ideas/jud gment should be recorded (MFR , working notes in
notebook , etc.) to avoid these ideas/thoughts from being los t , especiall y
if a possibility may exist for exce~sive personnel turbulence. The
mini nmum essential information , that must be documented to prov ide for
this information exchange at a task level of speci ficity , is described
below . Worksheet forma t is provided in appendix B , and will be corn-
pleted f0r each task se lec ted for training. Because of personnel
turbulence , constant assi gnments and reassi gnments of Army per sonnel a
documented institutional memory must be prepared to record the anal ysis
process. Each anal ysis should produce a li st of data requirements (see
app. C). This table assists subsequent analysis ef orts and supports the
audit trail.

b. To understand where each of the followinq i tems are inserted into the 
-

‘
form , pull out the foldout worksheet at the end of this chapter and
follow it with each i tem ’ s description. Note this form is partitioned
according to the different data requirements and so numbered . This
worksheet is desi gned to be used as a “stubby pencil worksheet” to
record specific data . If a school chooses to not use this suggested
form , the school must at least confor nni to the forma t as defined by the
paragraph notation , and specified sequence. If you have , as yet , not
unfolded the worksheet , do so now .

c. Th is worksheet is to be annotated by the analysts/designers (where
applicable) and filled in as the informat ion is compiled . Each section
will now be described in detail - As you read each block ’ s description .
look at the exa mi mp l e next to it , and ’ then glance at the worksheet that
you have folded out at the end of this chapter. This process will make
you familiar wi th the format of the worksheet. Yet the only way to
reall y “get conforta b le ” w ith the worksheet will be to use it.
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TASK DAT A ~

~~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~ ‘~~t ( d - ~~~ //,// ~~
i , be a nm od i t i c~ n r c  of  he as 

~

‘ 

~

‘ ‘

~ 
—z oo ~ 

—

5’  i t  ~5’ii’ fl 
c - .~ ~~~~~~~~~ ~~~~ ~~~~~~~~~ z~ -s~ ~~~~~~~ I
.~~~~‘ “~ - ~ ‘~i2L,~” ~~~ .1~ ,4~/7_ .‘~~ ~~~~f~~ L~’i - -lB. Su nber - n’jnber assrgned th c ’

Sj,t ,--i on TRADOC Cir u)ar 351-28 -

in . ,~C J I  ~c5’~(l policy. - ‘ 
~ / t ~~~/~ ~~~~~~

.~%‘i’t.~” - -1C , - u r ~-~1t iO f l  - A ur ie f  de’,~ r i p t i on  ,

of ‘ ‘ cond it nons und er which the
task is ; - r f u r ’r’ on -tn e— job . Ti’iis 

‘
~taterne nt ma y in c lu - j e such items as G . . .~~~~, ~~~~~ ~~~~~~~~~~~~~~~~~~~ 

~~~
to o l s , t:~~u1pr’,’r ’, ,  facilities , en- 

:~
- “ -

~ ,;: ~~~~~~~ ~~~~~~~~~~~~~~~~~~ ____________vironment , operat ional d i cta tes , etc . 
,

][i, Standard - A brief statement of , ~~~~~~~~~~~ -v.. - ~~~~ 
______ - —how well the soldier must perform 

- 
- - 

~~~~ -~ Jo~’/ L
t~ e task on-the-job. It may include 

L~~ ~~~~~~~~ .~~ • ..-
such things as procedures to be
fol l owed , time l i m i t , errors pe r-
mitted , production rate , tolerances.

lE. Job Title - The n ame of the duty ij. MOS Candidate? Indicate (yes) or
pos itio n in wI ich the task is per- (no) If the task is to be used , or shouldforme d . be considered , in the Military Qual—

ification Standard (MOS). See ReviewlF . Supervisory Job? Ind i cate (yes) of Education and Training for Officersor (no) if the t a sk  i s  par t  of a (RETO), 30 Jun  ‘8 , and TRADOC Cir 350-2 ,
supervisory function , 

for more information .

1G . Supervision Required to Perform 1K. Comon Task? Indicate (yes) orTh is Task? Indicate (yes) or (no) (no ) if the task is common across severalif the soldier requires direct MOS or special t ies . See TRADOC Circularsupervis ion in order to per fo rm the 351-1 for more information. Includetask.  the proponent school .
lH. ARTEP Der ivat ive? Indicate (yes) lL. Shared Task? Within the RETOor (no) i f  the  ta sk was derived from effort and TRADOC Circular 350—2 ,an ARTEP co l lect ive task. Comment (as shared tasks are used . Refer to theserequired) on any associated task that documents for useage factor.may be relevant to th~ ARTEP task from
w h i c h  th e ta sk was d e r i v e d .

11 . SrI Candidate? In d i c a t e  ( yes) or
(no) if the task is to be used or should
be considered , in an SQl.

______ _________



2. TASK USA~ ”J 

______________

2. f .i~~k Usage — Ind icate i f  the t a s k  i s
performed by soldiers mn A ctn v e Component .
Reserve Component and/or during mobi li -  ‘

zat ion . Any co mm ents / jus t i f i ca t ions  ‘. ~~~~ ?‘ ~~~~ ‘

s hou ld be annotated , as requ i red . ‘ ... .. - —

J 3 .  TYPE MALYSIS 1

3. Type Anal ys is — ~ndic a te If the current
analys is  is a new ( f i rst- t ime ) or rev is ion
‘~f a previous ana l ys is .  G i v e  a brelf s ta te
ment of rat i onale as It pertains to a
revision of a previous anal ys i s  (e .g . .  

- 

[ “ ‘ ~ ‘~~~~~~~ ‘

change In t arget populat ion , new equi pmen t
useage).

F ADMIN DATA]

4A . Date Init iated - Date the current
a n a l ysis project was started .

48. Comp letion Date - Date the anal ys is
project is completed.

4C. Anal yst ’ s Na me - Indicate the person
w i th primary responsibility for the
analysis; his or her rank; speclalty/ I 

~~~~~~~~~~ —-

MOS ; f i l e  s~inbol and ALIlOV~~ phone number. I ‘ ‘ “ ~~~~~~~
‘
~~ - - -

If a succession of POCs are Invo lved I C ‘,.‘. —

each should be listed in this block and ! I ‘.‘-.—
~~~~~

— ‘~-u’~or In block 15. 
_____________

40. Intersc h oo l Coordination Comments -

Names and phone numbers of persons
contacted at othe r service sc hools In
order to comp lete the anal ysis of the
task.
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B. HALARD POTENTIAL

- ‘A T r a inin g - S t a t e  ii per t -c” i” - ’ of !lI C
ta sk u ’ ier t r a 1 - ~ ’ ’i ; conditions presents a
S a ! or i  to ccc -~~ “ ‘  - ‘ .mii,l/or cqu l~~lien t.
Spec l f ,  hazard f , r  ,j e - - i  J ncr S kno wled ge.

SB. Job P ert , ‘
- - - to 1~ If there is ‘ 

~~ ~~~~~~~~~~~~~~~~~~ ~~‘ 
— “ U’

a “-az arl p o t en t i al to per sonnel or eu- ’ i p— ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
U ment ,.hen t h i s  ta ‘ is performed under 

—

j ,t uj l  Job con d it ion s . A - m a i n . be ‘.pe~ if i c.
T~~i~ i s  ue r , e ssent ia l  to t h e  ~lcs’ jner s.

-I SAFETY CERTIF ICATION REQU I REM E NTS

9. Sa fe t y C e r t i l i : t t ,’’ - Requi rements 
___________________ _________________

State If soldiers performing this t a - - u  a r e  ~ s.. .’ c...- -... — . 
—____________________

req uired to hold a spec f l  c e r t i f i c a t i o n .  ~~~ ~~~~~~ .~~L ‘ , ‘  - ~~~~

Inc lude the agenc y Iss uing the cert i fica t Io n~~~
’

T R A I N I N G  M A T E R I ~~~
’j

10. (‘u r rc ’iI T ra irl n,l Ma ter ia ls  Ident i f ied
and  Those A ft ,’- ted by Job/Tas k Rev ision
(to In ,lud e title , ~.- a , numb er , type
d ev Ices or a l l - ,. et ,..). — list all ~ ~~~~~~~~~ ~~~~ . . - — .

— - — - - - --— 

training material -1 ,- -I lied dur ing the - ‘.- ‘~ - -“ ‘ ‘ - ‘ ., ,- . ,  -. . ‘.~~ - ~ ._. . ~~,

a na l ys i s and l nd i , a t e  T”o’ -e whi ,s must ~~~~~~~~~~~~ .,~ 
-.,. ~ — .

be e dified due ‘ ,‘ t O t ’  , tna l,’, I S .  ThIs
15  fl ,’~ eS .a” y f ,i’ i , ,j i f i  t t l  - r i / u p d a t e
ac t i ons  to ensure “ iii ’ ,, 1 It  of f r i  Ic - i n q - — - - ——-—--—--— - - — — - —-— - —

ju l l a n . ~ ’ - i f l s t r u C t i o f l .

L - _ _ _  — .
~~~~~~~~~ - 
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II .  I n s t r u , t n o n . i l  S i t e  Rec c~iiuenda tion - S p ace
is prov  1,11’ - ‘ t Ot’ anal , -~t to make a sn te
r ’ -  - (m it t - I l-j o t  i n  i- -c - i  on ‘ , i ~ ol school poi Icy - ~~~~~~~~~~~~~~~~~~~ 
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~~~_
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~~~~~~~~!~ 
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the t ( e g -  - ~~~~ ‘,tud ,. SO J T )  I be used .

2. EQ IIIPMEN’ .1510 WITH /TO PERFORM TASK 
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I i - ’ i ll e-~uipment and/or hardware needed 
,, ,,,~ ~~~~
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-

jo~ Th i s readil y identifies equipment .2 t.~~~- s -v,-,~ 
- , , ‘  ~~7’~~/~~~~ 

‘ “ ‘

nee d s I - r des igners , ou r - n  developers , .~• ~ ,,
m l  SQT Ic ~~’1o pers .

I ‘A B - i - “ - t h e  l i t r~ level - List  those - - - ‘ ‘ - -
y r ( r c ’qu i s ite ‘ k i l l s  and 1 1 , 1 w 1  E ’ i i l ’~ the . t. , .- .- ..

-,oT .lter mu st Save to learn to porforni the ~~~~“

t~~s -  ‘-. ‘
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NOTE : It is expect ed that tb .’ sk il ls and knowledges required for the performance
of ~~~~ be anal yzt ’i so is to  nde n t lf ~ subord inate (clear-cut enabling) relat ion-
s lin k’ - , , meaning t rio -c relat i on sh i p s that require the learning of one s k i l l  • or
b I t  of ki~- w me d (je  - e l , ’ - ,’ l e a r n i n g  another ( e . g . .  before a t yp is t  can produce a
t~~p , ’wr itt ,’i~ document ‘‘ - ‘ y r i o t  be a b l e  to r,-ad handwritten m aterial s ). A simple

“f~ l .npproa ‘ I t r  m o m s  process Is depicted below (fi g ) :

TASK

HLL
. 11 

KNOWLEDGE : K
l

[i - IL L : ~
3

I ‘I ’,l - I. ’

I I

s ’ I L L :  ~ 1 ~t I i L :  S
5 

~ ~1 i NO W I F’( ’,E : ‘ ,‘ ,K

Ski l ls  ,In in .t knowlt ’,l- i , - - , requ ire-i for th~ ps’i’forimsai\ce of one job or task are often
required f ir  the per f i’I’I,iiiii’ ,if others as well . In testing for prof iciency, a
ta- ,k encompa ssing mony ‘ k i l l s  and knowled ges can provide more return for the

t’ sm i n g  dollar than t h o ’ ,,’ of fewer numbers. Those s kill s and knowled ges derived

from the pry ii ’ ’ . - . above can/ should be examine d for comonal it- - A key here is tha t
the d e ri -, ’l s k i lls are not l u’t similar (requirinQ separate testing) but are
truly identified (requirIng onl y a sing le testing) , An easy means to cross—
reference th,y ’,i~ derived for commona l it- .- is depicted below (Table ) .

- — SK IL l K NOWLEDGE
T A i l , Sl 5’ 53 S4 1:1 K2 K3 K4

11 x x

- T2 X X X

13 x X X

14 ‘1 I I

1- , X I X X I X

‘ 1 6  x I

s-lu



4 T AS •  S E L C C T I ’ ~i DATA

-A

‘ 4  ‘ 1 l i t  tio n ~~t j  - in,l i ’ at e the t , ’ ,l ~ , , ,  • ‘ ..__ m_ .~~—s e l e c t i o n  model use d . A n n otut ~- t Ic data C , , , , , - ~~
‘ .‘ I

co llt’ .t ei - U r,i~~’i t i T - -r is,’d i n the mod el - ‘
~ :. .:.:.:. .:

I’ a - •‘ rt vpe - - ,le .a- used for an ,  ~~‘.‘~~~“ ..~ W . ~ wP” t ‘~~.

‘ 0 iOi’ d , .111(101 ., ’ ’ t 5, ’  r,’nge - that . - a l e - 
~~ 

‘ ‘ .—‘. .

a m i t t  I I i  1 just i f  i - a t ion - l r - onr’ ‘‘11 ’, 1 ‘~ ‘ ‘ --- ‘5
be requ ired ~ portray t ’ - c 1 . 1 1  ‘-t o re — , ‘ “ . ‘ _ _ .  

~~~~~~~~~~~ ‘ ‘ . ....
100 • IS or dii an addit i on a l - ‘ c i T  C~ ~t U
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15 M i ell ane ous s a n e  ‘ s A j i  ~ ~~~~~~~~~~~~~~~~~~~ ~I ‘~

iii , iota or’ ,,oimiie ilts t O o t  ‘10,1’ N- . r i n q 
~~~~~~~ • ~~~ ,,,~, p  ‘~ “A’ •P. ~~~~ ..

. ~~on th e ana i is ’s, b~,t ‘ 0 ‘ - i L t - t ’o ’ rO is ., ~~~~~~~~~ ~. ~~, ,Un~~’. ” . ~ *~ O’ ts . ..U — ‘
no - pt’ 1 f I : - - - t .ir ~fl In or S ic ” - ; p,,. , b,.. “j- 
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6 “c ’ “nO mnie ’ Ele ments / Step s - Re c or l  a l l
e ie n ien ts  or - - t , - 1i . nec essary to perform th~
tas k . Th es e - ho ld be lIs t ,-d in a oq i~~c l  -, 

~~~~ ~~~~~~~~~~
sequence i’,i- , , -  I on ,~ I ia m lob pen ,i rln a c e .
A t ’ t h any d t a q l ’ a - . or ‘ i o w  - h ar t - , needed

com p l e t e  I - ’ - t , . t an,l f ys i s
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1 7 .  CUES

~~~~~~~~~ ii øi~ /T~/
17 . Cues — L ist  all cue c that cause the
soldier to start p e r f o r m i ng the task.
Include ones tha t cause the soldier to

- I c o n t i n u e  (sustain) or stop performing
the  t a s k . ~~~~~~~~~~~~~

:~ 
,~4v//~~~ cA&4

~~~~

Fs. CONDITIONS1

. c M.’....

18. Cond itions - List the specific cond ition s -

(tools, test eçiipment , forms , references ,
etc.) necessary to perform a step or element
of the task. ~

19. STA NDARDI 

I

I ~~~~~~ ~
1

19. Standards - List any standard that ~relates to the performance of a particular 
~~~eleme nt or step of the task.

,4~/
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~t-5 , Ta- - h a i m , I ) s ’ , i’ 
~~~~~~

“ ‘

a. Gt’rit ’ r-aI 1.i ’d (or qro”,’..) t ,m ’~k ‘,t at , m ms ’i m t ‘, n’~’ated in  the job aii a ly ’ i s
,i! ’ i ’ ‘i ’ ,ikt’ti ,l~iwil t , specifi c task ’. in task an a ly ’.is (a’. appi ’m i p ’ i , i t e ) .  hi s
p roc e’’~ i t  brt ’ a k i ’ m I j  ,)I iWTI t i m i ’ job an na ) v’. i s  ta ’.k’ in to t’u r- ther  t a s k  ‘, t a t t m m m , ’ nm t ’ .
is  min t  uiued u r n t i l  the d1’s i n ~1’J l ’vel of de t a i l  and ‘,~it ’c i t i c i t  ‘, ha~, (m t ’i’ !m
ri’,ic hi ’,) , The c r  i t  en’ i a t hat are mm ~~ li i IIi ’ S d ~‘ what  ~: m i m i - - t  ito t 1 ’’, a su f t  I ’ . n i’Ii
I i ’V i i  ci t di’ I a ii and s pec n f Ii i t v  w i l l  be d n us ‘i’d l a t e r  - T in ’  p a n ’ ,’ d il l  i t c h

c i -  t m c cr i t  i’i’ Ia I ‘ma t Wc’i ’i’ ~lppl i t’d in ~li~ I d lii) wha t c ii i ’ . t I to t i’d d~l t ’ c ) k i d t k ’
i t ’ s , ’ 1 l i t  d i ’ ta i l t o n’ t hi’ I as 1- . dev c ’i i1i t ’d 111 ev iOU’ . I y -

b. The t ,i l low inh i  ‘ p s’; task jç )ii ’ i ) v l ~~ 1 i ’ t  a s  an t’sa lm m p ( - ‘ o f  the way n o
wh m h ~in i i’ e an  he ‘i’ ’ km ’n down . 111mm s I d~’ r t hi’ t a ’ . k ot  •t

) ~ immm nil ,.’ ant Ulic , i mm ‘i n 00’,
s - n c  t t i l l . I h i s -ire ’ s t,i -

‘ ~- c O u  Id ti5 ’ t ’ rc i k t ’ n m down i im I ~i Si C ~‘i’a 1 inert ’ ref i ne d
t ‘I - , 

~- - ,

(1) c , m i md ~~, t t ’ m m m i ’r~~t ’ n i c  y l if i ’ ‘ ‘ i v  nn~ s t e p s

(~~) ~
1i’ t i ’i’ b: m I ne p u l  ‘c’

( 3 )  [)e ‘mu n it ’ st at t ’ 0 I CO nsC I

(.1 ) (3 eten -nnint ’ painful  a r e a ’

(5 )  Obs e rve ta r hi t ’ t ’ ih~~

(6)  13h’.i ’rvm ’ br ea th In g h a b i t s

Que s t ion pa t ic ’ tn t (if 1 1,11151: iOU ’ . ) en movement of Ii nnihs
ni ‘,i’ n m - .a t ions

(8) Pt’ , i’rv i’ ta r  di’ fornm i t  it’ ’.

(“1 ) Cov e r  the wiiun m ,1

(10)  O the rs

Each of li i ’ ’ .i’ refi flint t a ‘ .
~~ s a nm he broken dow n I n t o  the i r  c’on m npon m ’tn t s

- g . , ( ‘ ) I~ ’ I ero m I tie p u l

(ii ) ana iy : m ’  puls e

(1) iden ti I s -  w e a k  ra p id  pu lse  ( S H O C K )

(~‘) -

(3 )
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If the pulse is weak , this can be a signal that the individual is in shock;
if this is the case then the next element would be to determine the type
of shock and then to “ treat the shock ’ There can be many different
types of shock:

1. Ol egemic (blood loss)

2. Neuro getlii c (pain)

3. Cardiores pirat ory (breathing)

4. Anaphy lactic (stings)

5. Systic (infection)

6. Metabolic (bod y disturbance )

7. Combination of

The skills and knowled ge necessary to perform the task (treat for shock)
relates to several areas and affects the ability to perform the task
satisfactoril y. If the type of shock is identifi ed to be anaphylactic
(caused by the sting of a bee) the procedures for treatment are different
than for shock induced by blood loss. Yet the skill and knowledge require-
ments fo r the  task  a re bas i c a l l y the same. This example of the process of
breaking down a gross task  i s sugges ti ve of the l eve l  of deta i l th at shou ld
be achieved in a detailed task anal ysis , so as to provide the basis for
training requirements.

c. The terminology of tasks, and el ements. Previousl y, it was explained
tha t tasks and elements are relative terms. They have meaning only with
respect to each other , l i ke such ter m s as hot and cold , l a rge  a nd sm a l l , or
low , lower , lowest. Any task can be broken down into elements. Conversel y,
a set of sequ ence d t a sks  can somet im es be re def in ed to become a l a r g e r  t a sk .
In the sect i on tha t fo l l o w s , we shall consider how far the process of sub-
division should be carried , and what criteria should be applied in deciding
how far to carry it.

d . Criteria and considerations to apply in deciding how much to subdivide.

(1) Cons iderations. During the job anal ysis , the decisions regard-
i ng  the l evel of deta i l to wh i ch the p rocess of break in g down an d su bd i v i d i ng
t a sks  in to element s requ ir es the a pp l icat ion of cr i ter ia and con s idera ti ons
external to the tasks and elements themselves . The decisions cannot be made
by merely exam i ni ng the tasks and elements. Durin g job analys i s , the con-
siderations in deciding on the appropriate level of detail were presented and
d iscussed . Now we shall discuss the criteria and consideration s in deciding
the appropriate level of detail to conduct a task analysis. The principal
criteria to apply are :

8-15
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F 
( a )  Is thi’ ‘,u bdi vi s i mm d r  brett kdown of the task ‘,o cleta il ed tha t

t im’ resu l t I rig I ~i’ .k is iii’ , 1g m i f i c a n t / v a g u e / t  t ’ iv  ia l  . A t ask  may ‘ pi ’m . i fy an
elm ’ m ’ m i ’t m t tha t is t o o  t n t - p  for t h i ’ n m i ’ n i t - i ’ n ’ ’ . of tt~’ t a n ’ i j i ’ t p. ipul a t ior l  , and
that  s ht,iu I ci i c  cons i - ii ’ n h  as a kniowni )irerm ’qu is it i ’  - As suc h I t. would be
con n s i d i ’ri ’,~ t a a  I n n  v i a l  . Dec Id i rig if an c’l ennnent  1 s I i i  v i a l  is a h atter
of ,J U- i l ) I ; i i ’i it t hat  t ak e’. into account  the edui a t  ion ia l  l e v e l  and prior ‘,~~ iii
Or esml i ’ n ie n i c  e ~if  the m i m c ’m t it ’ i ’ ’. of t h e  t drljm’t p o p u l a t i o n  ( see  chap te r  4 ) .

(b)  Are a l l  s i gn i f i c a n t t asks  inc luded ?

( c )  Is the t a s k  state innent so abstra c t or general as to be unp r e—
d i c t a h i e  or a m b i gu o u s ’? I t  it i s ,  further subdivision into more spe cific
it t ’ f f l -’ inlay iii ’ required .

(d) Unpredictable/ambi guous tasks . If an elennent is not specific
enoacjh , it nay also be ainibi guous . A sinnm ila r po int was dis cus sed during
the job ar nal ysis . There , the enn n p ha sis Wd5 on com m unic at ing clearl y wha t
task wa. being referred to , so that  differ ent t , i ’ ,k an aly sts anal yzing the
sannne ta ’,k would conne up w i t h  s in nn il ar cl e im n en ts.

8-6. f a ’ .k Ana l j- .is Te chni i.i~ues. The tec hni ques descr ibed in the follow-
ing paragraphs are su ~j q e st i  ye of  the v a r i e d  a p p r o a c h e ’ . tha t should be
used during your tas~. analy s is efforts. Each ana lysis could well utilize
a c l i  f fere nt  set  o f  l ia ta  ‘.uu r I  i’’ and proced ures. fhe consider ations tha t
may t ’ t  I I  t the proc t’dures sd ected include : type of special ty, exper I ch ic I’

of the anal yst , status of prev ious a n a ly s e ’ ,, v a r i a t i o n s  in task  performance
in w a r t  i m ; m e , i’ ll  - A n appropriate on ’id erat iOn t o  i nc lude  is t he s ex of
the s o l d i e r’ , . For ‘,onnue ‘,pt’m ia l t ii ’s , it nn ua tt er ’. little whethe r  the incu em —
bent is a ‘m a n  o r  a w o m a n .  B u t  i n  lig ht of the incri’a sed number of wonmien

i t  t he  Am ity and s pec  i t  i i  a l l  p in prey i o m i ’ . 1 y all male positions , sex could
we l l  he an e s s e n t i a l  c o n i s i c i e ra t i on  in the sel ecti on of anal ytic ; procedure.
if female so l d i e r- . o c c u p y  a subs tan t ia l  riunnber of pos i t ions  in a s p e c i a l t y ,
t he n the anal ysis should dci omrniodat e this consideration both in t e rmmm ’ .  of
t he m m  u i’it i t ’imt s and supe rv i sor ’~ who are in iterviewed , in terse ;  of  any phy-
~,iol o g ic al /~ih s-si i il m ’ ,m ni ’ .idi ’r a ti on s, and by hav ing  fe innale so ld ie rs  p a r t i c i p a t e
actively in the  ana l  y ’ . is i’v m ’ n so far a’ . beini g arm anal ys t  - The re’ ,u l ts of
this appro ach cool ~l iii’ de ’ .i gn cons ide r a t i on n  o f  t o o l s  and sa f t ’ t  y c o n is i  de n’at ions
for wo m en (e.g., weig ht re striction , ph ys io log ical r e strictions , p r o c e d u r e s
r e q u  I r i  to perfornni a t a s k ) .  The anal y s t  i mmus t  sd ect the I echo i gum’s be s t
,ult i’ hi for the a n a l y ’ i s  about to be conducted . Each techn i que has its p lace ,
its uni que rei~u i r ent ’ it -

‘ and feedback.  Fi gure O- ’ provide’ ; a inn atri x that
m a y  be usefu l  in i de n t i f y ing those task a nal ysis t e ch n ii ques to hi’ used .
Consid e r i n g  the var ied  p u r p o s es for whi ch task analy tic data can be col —
1cc t e d , the anal yst should insure tha t the appropriate t e  h n i que s have  been
utilized and tha t all requ i red information is collected . The detailed
d i- . cm i ’ .s j ,ir m tha t follows , is an attempt to organize the advantages and
disadvantages of i ’,ich techn i que , so as to facilitate the sel in lion of the
hm” ,t techni que(s ) to use.
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Fi gure 8-2 A n a l y s i s  T m ’ i h im i ques

a .  Ana l y-; t l e a r n i n g  to p e r f o r m  the t a s k . If  is useful for the task
anal y’, t 11 1 er form the task hinns el f before he c m i mimlu c ts the atni lys i s  of  a
ta’,k - This techni c~m ii ’ ha’ . a d v a n t a g e ’ , and p itfalls. Thr advantages are ,
by doing ‘he t ,u ,~ the analyst  g a i m m -  an i n t i m a t e  knowled ge of the task
m d  i t - . d e t a i l e d  component - . . He intakes contac t  w i t h  task 1:o nTi ponents not
v i s i b l e  when :nen ’el y oL’;,ei ’ving sonnneone perform ing the task. ‘

~‘he usual
i nvi si bl, ’ ta ’ ,k ccic”po rmen it- ; are the decisions , the reasoning processes ,
m d  thou ght ‘r et ’ -se s used by the s k i l l e d  and exper ienced wor ker per-
form ing the Ia k . mm  certain kinds of tasks , the decisions and reason-
ing proc t ’ - ; ’ .es , ,~h ic h  ,t r e  invisible to the observer , are the most - i mniportant
pai ’t s 01 ~ht ’ t ,i~ k .

( 1 )  A l i van t a I J m ’ -~. Performs the task it se l f  to gather addi t ional
i n t , i r r ’ i a t i on .

(2) Pi fal ls. This nniethod applies onl y to tasks easily learned and
- - c  Ill n ” - - ’  hi by the analyst regardless of how w e l l  lie per forms theum . Whe n

- t hen  i n d i v i d u a l s  are i n v o l v e d , as in superv is ion , or when dam age to
equ ipi inent or opera t ions  is a poss ib i l i t y , this m ethod cannot be used .

( 3 )  A p p l i c a b l e  situations. Here is a partial list of task types
where it is both useful am nd practic a l for the task analyst to learn , at
a basic level of competence. to perform the t,i ’ , k :  s imple rou t ine  t a s k s ,
troubleshooting type tasks , tasks that can be learned in omi t ’ hour or
less , operations of sim ple equi pn ient .

(4) Situations i n  which riot appl i cable. The next list m m c l odes
t asks where it is not prai tical or sat t ’ for the task anal yst t o  lc’arn
‘Jme task before doing the t , m - ,k anal ysis: operate c c n mm m p le\  vehicles or
equ ipnnen it , operate expensiv e equip m ent , so phisticated troubleshooting.
Whenever it is practical , safe , and feasible , the tas k analyst should
learn the task he is anal yzin i g at a rudiment ary leve l and how to pel’ fornni
it. Doing so - will greatly innprove the qua lity of this task  anal ys is  and
will bring him i n t o  contact with the invisib le components of the t a - k s
that may escape his a t t e n t i o n .
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b . lm b ’ t’rv in g 1 1 1 1 1 1 - ~n’ ! t O m ’ n ’ m n j  the task

(1) A d s a i i t a  j i ” , .

(a ) T ‘ i t ,  m met f i i m ,f ~~t ~b - - t ’ r v  I nj s k i l l  i’d , commmpetent , and experienced
per- ar ms per t m l m i i m i n~ t h e  t a ’ . k  i s  e ttr t ’ niim ’ l y va l uabl e. The basic advantage
o’ th e - ‘i, ’t lma ,l is t h a t  the t m - , k  analyst is observing behavior. Being
Ira n ned I i  obsi ’i se beh avi h r . hi’ w i l l  see and not ice co nniponents of the
p t ’ l I , ’ r:’ , m ncr t h,m t it her’ , not  t ’ i ’ Pm , i  v i  ora l l y tra I ned , would miss . Even t Im e
O bsi ’r’. ed p e rf o r m e r  “may n o t  be ,m b le t o  de’.cri be exactl y what he does , or
how he dot s i t  , Convent ion a l  job descr i  p t i’, ns , performance spec i fi —

C a t i o n s , or manuals  usuall y omi t nma ny c m ’ i t i c a l  conmponents of  the task
su p po sm’ d l - be ing  d es c r i  it’d , becau se the w r i t e r s  are not t rained or
m ’~~pi ’rienced in the observation and specification of behavior. Obsir-
sat ion of a perfor mnnance usually reveals perfo n-inance components visible
O n l y  to  the t ra in i’d  i’v e of the beh avior analyst.

(b) The second i mn nport ant advant age observ ing the performn nance
p r o m p t s  tim e a n a lys t  to ask the performer about the i nv i s ib le components
o f  the per for m ance.  The analyst observing a performance must ask s u c h
q ill ’ - tions as , “How did you decide to do this and not that?” ; “Why did
‘,O ci dii i t th is way a n d  not that way? ’ ; “Why did you do this now and not
I ,t ti ’r (on- be fore)?” ; “What were you thinking about when you paused at
that point?” ; “What reasoning process do you go through in dec id i n g  to
do X ? ’ ; “ W h a t  c aused  you to niake this error?” ; “What were you loo king at
when you looked at t h a t  table (or di sp la y, or dial , or chart , or diagr amn m)? ”

~uest ions of this type usuall y bring the invis ib 1 e comniponents of the
performance out into the open , and mniake the performe r aware of a ct iomm ’~
never before realized .

(c) A third si gnificant advantage ot observing perfo mmnnance. The
ta ’,k analyst is exposed to several different individuals , all skilled ,
co”~pu ’ti ’n m t , a n d  experienced . He sees several alternative ways of per-
forni i ng the  t a - k  . This permm i ts hini to identify the cri tical and essential
el e ’ l e n m  t s of the per formance , an d the el e inmen t S t hat are sty l i s t i c
indivi ,iu,i l , and possibly nonessen tial. By obs erving several different
p e r t i r ~nann c e s , t h e  ta-k anal yst can develop a level  of  o b j e c t i v i t y  and
pm ’r- . p e c t i v e  g r e a t e r  t h a n  t ha t  of  an e spe r t  who is hims elf a conmpetent
a n d  esp i’rienced performer. The task analyst need not 1;lways e lin minate
the ~t vl i s t ic , individualistic comm iponents of a pe rfor mam mce . lie inlay
d iscover  one performer does so mn nething better or more e f f i c i e n t l y  because
of a uni b]ue step.  In  su c h a case , the task analy ’~t has the opportunit y
O f  u p i r , m , i i  ng the generally accepted m ethod of perforuming the task , by
including an improvement or techn ique previousl y restrict ed to that one
per f irmer .

(i” ) Pitf a lls of the method of o b s e r v a t i o n .
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(a ) f tare  are two dangerous p i t fa l ls of the method of observation
of experienced performers . The task anal yst may fail to note or identif y
significant invisible components of the perfo rmance and will confine
himself to a simplistic description of the easil y visible components .

(b )  A second p i t f a l l  of the method of observation is that every
task or perform ance cc ntains compone nts that occur more rarely than
others . The rarest commmponents may not appea r at al l during the limi ted
period of t ime that the task ana lys t  spends observing. For example ,
when the opera tor of a piece o c equi pnmient is being observed , there may
not be any occasion on which he is observed in a maintenance procedure .
The task  ana lys t  stay never see the steps taken during an ec1 uipment ‘ial—
function . When a maintenance engineer is observed troubleshooting a
p i ece of nni achinery , the task analyst ma y never get to see what the
eng ineer does after finding a rare , but important , type of ma l function.
In g e n e r a l , the rare and exceptional situations should be included in
the task analysis , but nay not be readi l y observable by the method of
obse rv a t i o n . T h i s  becomes a pitfall only i f  the task anal 1t . does not
recognize this lin i itation and does not make provisions for supp l ementing
the method . He has several ways of c o l l e c t i n g  this information. One is L
by interviewing the perfo mm mmer and ask ing hint to think of rare or ex-
ceptional situations that are important but were not observed during the
observation period . m i ,Iving identified rare tasks in this manner , the
performer could either demonstrate what he does in these situations or
describe it verbally, as best he can. A second way of correcting this
limitation is to use the other m ethods of task anal ysis to comp l ement
the method of observation. Generally, no one method of task anal y sis by - h

itself is adequate. Several methods m imust be used .

(3) Importance of observation. Observation is basic to task
a nal ysis and should be used whenever feasib le. The use of the method
always requires effort , planning, and time , but that inves tment is
usuall y justified . There is always a grea t qualitative difference be-
tween a task anal ysis that included the method of observation and task
anal yses that did not. The qualit y of the task anal ysis based on
observa t i on , is refl ected in the quality of the training systenm pro-
duced -

c. In t e r v i e w i n g  i n d i v i d u a l s  on the job.

(1) When applicable. Interviewing is an important part of ob-
serva ti on , and should always be carr ied out in conjunction with obser-
vation . Interviewing is applicable whenever there are s k illed performers
available. The only time incumbents are not interviewed in connection
w i t h  task ana lys is  is when there are , as yet , no traine d or experienced
performers .
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(2) Importance of the method of interviewing. In several areas
(maintenance , troubleshooting areas , etc.) interviewing is the most
important method for discovering the covert task perfo rmance components
such  as decision processes , the reasoning processes and the jud gments
that the job holder makes . These are the behavior components that
provide the under pinnings for the observed actions .

(3)  Techniques of in te rv iew ing .

(a) Selecting the individuals to be interviewed generall y it is
w i s e  to in terv iew several supervisors of the job incumbents and several
incumbents. The more experienced they are , the better.

(b) Briefing the interviewee The interviewee must understa ri~ thepurpose of the interview . He must be told that he is not being eva l—
uatëd ; that the purpose is to conduct a job and task analysis that -mill
lead to a t ra in ing system for others ; that the analyst is try ing to
obtain an understanding of the job and its component tasks; that he is
trying to collect realistic examples and cases .

(c) Describe the job and task analysis process being used . The
i n te rv iewee w i l l  be more he lp f- a l if he understands what the anal yst is
t r y ing to accompl ish .

(d) Probes are often product ive the analyst will often elicit
useful information when he asks questions during the interview such as:
What  are  the  most common malfunct ions you encounter? How often does
th is  occur? Is that the most commo n terminology in use on the job?

(4) Pitfalls of interviewi ng . The interviewee may not know exactly
w h a t  he does or how he does it . He may have distorted perceptions of
what is important or how he does his job. The job holder may not know
how he decides what to do or what reasoning and dec ision processes he
employs . One important resource the interviewer uses to avoid these
p i t f a l l s  is to cross check the information with different ind ividuals.

d. Examination of existing docume nts.

(1) Types of ex is t ing  document s . When a task analysis of an
ex is t ing  job is undertaken , it is of ten pocs ib le  to f ind descr ip t ions of
the job that have previously been developed . Such descrip 4ions may be
contained in the following kinds of documents :

(a) The job descript ion that was given to the individual or the
performer on the job at the time he s tar ted work ing at the unit (desk
SOP , c o n t i n u i t y  folder , etc.).

(bI A job descr ip t ion in the Personnel Office.

8-20

~~~~~~~~~IL~~IiU~~~~~~~ 
‘~~~~! 1

’ ~~~~~~~~~ - -



~nI!

$I
(c ’ A ,m - . ‘ t i ,m l y s i c  . r ou c- spati on al d m h d l f , i S  tha t aI lS  s O f l e j i t”l 0’

a -
~r- ’ -, i O i ,  O c t  ion.

‘d~ ri i n ? i n r j  ‘omnua ls , P01 , - -r gui des t ha t  ac re  used on a p r e v i o u s
OC , m  l i t ?  s t r a i n  E b b p l t’  c i  the same job or s i m i l a r  jobs , - - -yen in other

or ic e s  -

~e) -a i - n ’ eq ui :- ‘ - ‘ c ’ is  invo l- y o-l the ta ,~ ana l yst “idj - i t s ’  ave r  tha t

~bi’rc’ a r ’  t e c ’ m n m c a l  i i ic id ~~~, ins~~ruct i o ’ i s , or ~juid~ boo~ s on the opera t iers
a r i  - ‘ ;a in ’ ’ ” - ince o r  1 1 1 equ ip~- i’ r ’

V)  men ins i t ’~t ional  p -~ocedure s a r ’ -  in - s o lved , as mm do s u ment a t io n
0 1 ‘nai - ’ ” r- i - a c t i  . i t i e s  ~nd t n l l i n ~ uu t ‘~o i” - , , ~ ‘e ta - anal yst may
disco- y e ’ t a t  there ire regu l i t i ons , ‘ ;unu- i l ~~, rules , or guidebooks t i ut
lc’scr ibe ‘ - ,‘i i t shou ld ir done.

( 2 )  Pu rposes - i t  e A i -  i n i ng  e x i s t i n g  i ibsu ~~er, i S .

( a )  Hi s tin g  docul ’ e’ I h t S can provide ~‘1e ta - -~ analyst with instruct ions
anO aroceduri’s that will hel p him per fi r m th e ta ,~~- in qu ’ stion . Ex-
is in~ — locu m ents  may also pr ri ide h im w i t h  c r i t er i d  for e v a l u a t i n g  h i s
‘w n lev el of s o - ’ p e ’e ncy , so that he will se less li k e l y to t h i n k  t ha t  h e
has identified and ma ,,tere i all ‘it t h e  si -q n if ic a nt performance com-
ponent -s of the ta k when in realit y he has not. When the method of
observation is used , ~upp leniental ex am ination o~ existing document’ can
so - - i ’ t imnes hel p ident i fy  the i nv i s ib le  components h -i f  the  per fo rmance
being observed . Documents will often ;ia~~ ’ references to decisions that
m ust be made , reasoning processes that are to be useO , and ~rrors that
must be avo ided . Ntost equipment has ma intenance pro edur es and manuals
mm roduced for i t. Examinat ion of document e can a lso  hel p in the iden-
t i f i ca t i on  of the rare but important performance components that do not
appear during the observation period .

(b) A second purpose of exam ining existing documents is to obtain
an o v e r v i e w  of the job qu ick ly .  Ex is t ing  documents may be l im i ted  or
inaccurate but provide th~ a n a l y s t  a qu ick overv iew of the job and i t s
component dut ies and tasks.

(c) A third purpose of ex ann ining existing documents is that they
may contain va l il  and use f ul statements and descr ipt ions of the tasks in
question . Depend ing  upon the qua lity of the ex is t ing  documents and the
care that was invested in their preparation such statements and de-
scr ipt ions may easily be converted into task statements.

(3) Pitfalls of us ing existing documents . The main pitfall of
existing documents is that they are usu ally too general and undetailed ,
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amp Ic • , r , c , if  - 1 1 ic ‘ h  r n p1 m v~ o f  - ‘ -  - ‘ i ’ r ’ ’ r - r  ~i 5-  I i ’  i’  q a mn - , .- i ’~t -

-“ , i n  l a l ’ I ~‘ 1 ‘ , c i : ” , ’rl ’ S U5 ~,i . 015 , - I pro i c c  t i  ,, i t ’ ; ,i 1 - ~ ,mint I ~~‘, is  n r c

“ i ’ m l , V ’ - , ’ , ire  U s ; m i l  1 , pn - ’ ’ l s c” ,i t h i r  ii t h or pc l m - - ‘ s i ’ S .  ~~
, I ir~1 mti q 1, - ,

t’ ’ l’, i ’ )  f , u’ - ,’n ‘ ‘ ‘ i i ’ ,, ’ al- ,~ i . - - he vm ’’ ~ i ’ - ‘ s o  ‘ ; pj m ’ I I 0 S a m - ; -  I ‘ m c
1 n s f - ’ ~m ’ i 1 r ’’ . , , m -  - ‘ n e v e r  a - t ’ ~~c ,m ci 1 e 1 i s Ic, - I ‘ , - I S or as ?  s

- Co n , s m  - a n ann w m ‘ sub ,) i I m’ ,i I ‘ i ’ . , ‘ i ’ r

1) . ;‘ i’ - - O l  - ub jt’s ‘ - a ’ i cr r ’k , - ’ ’r ’S - Sub n e i t i ‘ - i  i’~ pt ’ r t ’  m i t ’
m m d i  - m l  i i  ‘ - ,‘,~l t ’- t~ .it ’lc in t h e  ans i h i  I c  ‘ ; s - r -  l a m  m m m c ,  e - - i ’ m ’ ,m i ’ , t l .s~ i
‘ -a 

~‘ ,~ 
0, t - ,i ‘ - ‘ e -er Is ho- i l  - i n ’ ri ’c a m a S an cm - ‘ i i  ‘ y b y  t ci -

i n n  za lo i n , a m m O  ~e a c c ’ ; ’ n ‘~~~, m ’ , ,m n (‘ ‘ ‘ i ’ m ’ i s  Ibm ’ t , i . ,pi,il vs ’ - “uhje
or  c ~pei - ’  s haul ,i I 

~5 ’  rr ’ - ‘ m l  l i n ac ’ m cal cx ‘or m c’s - I f i t ’  ;‘ i ’ O r
h r ’

~ 
an ’ ‘ ii i ’ ‘ ,i -

‘ • ~,n n . ae i c Ii ‘ m e I n n  m r  1n1 I J  I s , I 
~ pm ’ 1 it ’d mi, i be n - ’’,i di

a . ,i m l  m t ’ It ’ I - ’ ‘I’ , - ‘as’ ,m ni a1~~’,t I, ’ r i - c ; , Ji ’ nit ,m n c ’ l  - t- or t n e t  m l ’  i , s  0 5 5

( S ’)  Pu r pa - i ’s u ’ consul t isa ,~ n th m ’s  p i’ r  5

(.i ) ~ ie ma in ; iun ’phi ,r ’s 01 h o n s u l t i n ;  w i t ’  subject m at len’ e spe m ’ t - an - i ’
‘ o obt a in their ie s ci ’m ;‘t ion o f  c , ’v, I c e  io ic  ,omd h’ I,i’,k’, - o ’ ’ c p m ’ m  Si m g  the

job sh , u l - .i be c.m m - n’ i ed out . This descriptio n is ~s ’ c n p a r e ~f isi th m c - , p n ’es m n n u sls -
o x i i ”  ‘ c i  ,i • ,mna 1 ys c i a  md oH’ erva I ions ot h ,w the t m - - k- , a re ac ua 1 1 ,
‘t’ rt , ’ i - d . ~l m, ’ t’-tperts are qui’’~t ioned  re na r d ing  ~m nv discrepancie s

~~~~~~~~~~~~~~ t h e i r  des b - n ’ m p t i on of  t he  task  and the a c t u a l  ‘t ’ m ’ fa r nmn a nce , and
o t t o - p t ,  a re “c o de I , ’ ri’~ om ’ ci le any d i ff eren 1e s di scovered .

(b) To correct inaccur a ci es in time f isk anal v ’~t ’ s ta -~~ s t a t e m ” m t s .
he c’’~m y  have - ,ide e chn ica l t ’rm-or’ , c m ’ n ’om - s ot ennp hav i s , or erro,’- - of
am i s 5 I on -

( 3 )  P i t  f a l l s  01 c o n s u l t i n g  w i t h  e s p t ’ m ’ t ’ ; , Tim e experts may be n’\ l’ i’ i’t
in cer-ta in aspi ’s ts ot the task without ‘el mc , ;  e x p e r t  in the best w,m v~ t

~ do ‘ t m c t a- ~k
_ Th t ’ r e m o re  ev , m l ua te  t he  k i nd of  ex pe rtis e the ‘spei - t h~- inm ~s

to t h e  tas k , and t h e  kinds of bi a’~ he is likel y to nin ani test , and u’.e
subjec t 1,1 1 ~~~~~~ expe r-ts with ample practical e \p ernence in p e ”to mm n i in i or
S a perv sin g the a no 1 v:ed I ,m sk

( 4 )  How ~o use s , i t ’ i i ’ c t  m att e r experts. Subject ma tter espt ’rt’.
‘;hou I h i never be asked to w r i t e  th i il ls i)r i m ’ odm j , , e - n  te ,-ia l s - no nnma t ter
h , ’w sh on ’t 01- easy it nov be fon I be r im , SN1 I s hh n u l d be interviewed by the
an al yst . Long discussion c -c c c tin gs are oft  cnn productive. When ti n e
I n formation being provided by an ‘SN I ha i ,  i important p o t e n t i a l  co n m s i ’ h l mi i ’ n lh  ci
the i nfo rrnna t ion shoul hi he c r o s s c t m e c k e d  and double c h e c k e d  w i t h  a t  h em - SME
or other sour ces .
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~5) o n n i  i c t s o ’ o ;n in io mi . ~, , n t 1 i c t - , of op ini - ~inm cO t ? - .- i ’ i ’ n c e’: -i 5 d m 1 ’

!iC “u l e n’ i tht ’r  t c t n  t nie e~~c t ’ ;  ‘.1 in. L x p  -c ’ s ii,r” , i l ly  i is~~’ ;m ’ m ’ ~ i b i c  i l l
- ,Y , ’,’e ii~~,i~ r - e m m i - ! i ’ is p s ) s - s m b l e . h i ’  t m  - I  ar~i l c ,~,t 

~~~~ c o n—
r- ’ m c t r ’-J ,~~1 t l c  5 - ic r ,  - l j ’ ~a c J r i ’ m ” i e m ’ t s  s t s , u l ’ -i fin ) 1 ~a l i t ’  f o l l o w i n g  proc ed - i r t ’ s .

a ) ~~~
‘ , to i’n’ l. ’r s Ii m m ,) ‘ he na ’ ire o f  ‘ I i -  d is - m ;r i ’o - ’ cer ’

- h ) Th~ ‘ 1 n ’ m m m c  ‘ I n c .meg rc i ’ In afni ch t h e  d i s a q r e i ’ c - c m ’ m i l  is
1 C -

c t  i i r ”,te p “,‘ a r e a s  o~ d i s a j m s - c ’ -- ’ - ‘1 icy f o cu s l r i - 1  the d i s c u s s i o n
Ic The i;ier - m ’ i ona l  a s m - i ’ ts ( t a s k s , Id  m o n s , w i c i t  to f-i , w~~~~) c c l  the

and - i s  , re rm ’ ~~r m  s q t o  ‘n c’v io u s i y c t - t i m  n” d ohserv ,m t I

(U ) .~r e n s u b  s ‘Jes • ,- - - I n j  is  not  poss i h i  e and c os ol  a t  ion of the
a ; 1pr ’ - m m ’ ,~ e s s t ’ n m t i a l  a s k  a t u r d  m o r n  a u t h o n ’ it , m t i ’ ,e e~~~cr’ t

r ’ ,’’,o I ve  i t  ~y I ‘at . The j co a l n ’s t  iu r m- 1i ’r of i i sa l ; r m ’ nc cc € ’ rm t dc ’ ionig e x ;’e r H
i s  loss  o~ fl c’ m e .  h ’ is consnno n t c ’ m ’ s c i ’ h d i s a q m - e c c t n t s  to del ,mv p roj e c t s
~r mut t -s w h en per u t Ied  b~’ i n e x p e r i e n c e d  tas k anal - .- - ts -

+ . l r - T h ”- .’ i ow supe rv i s o r s  of jo t  i n c umu ’ c t ci n h 
- -

(1) Pu rpose o~ con s u l t i n g  w i t h  ,~uperv i so r-~ . T im e - .uper v c sor - c o t  s
‘he objecti ‘-es of ‘ c i- job. The ‘a sks are t I n e  c’ie’ ,,ns t’m c r c c t h t  m i n i n g  he
obji” ti yes - ‘ ;e per -.- m sor nnmay r’ iia the ‘ a sk f r au ” d eec I personal
exu~’ r i enc e , it  he once p e r f u sed t hr  t a x ? m i m m m s e l  I • or ~~ c i ‘ t c c - ’ - ~ ‘ c r —
ience  o~ havi nj supervised o h ,  r- nhn c i n 1 jl , .x ith  the  o nmsequ e nt  i’enet i
o f  i m - .- i n g  - e e l i t - I - -ne well , :nica r i y, and in - l i ‘‘ n’ m ’~’n ,t W d v u , ,

( 2 )  “ t ’ t h - n  i s  for consul ing with supervi ~~r- , - A supervi -u i r will
o • en have a -~re o t  deal of k nowled ’je rt ’ - jar li rig t he I i- - k ~ hut h+ ’ unable

lis t tic em in ,mn open—e nded q c m e - t i o n  t r o r m i  an anal y st~ He will need
:iroc’ ipt in g. ‘.o,m r the beg i n n i n g  of the ta- - k analysis -ro se- - s . the super—
isor (or several supervi air ’, )  should i n d i c a te  to t i c  task an a ls ’,t who

‘he best ta ’~ r n m , ’r .m -u r r , are , so the  t 0 ’ , ? - ‘n alyst may observe t h e se
p (’rforrcer at a o r k  and i n t ’ m ’ v iew them . ‘l o ving obtained a list of t o -  ~s
fro r” t r i  ob serv ’ ‘ion sessions (or l m ’om o t h e r  s o u r c e s i0çh as d o c u m e n t s
the anal yst can present t ’ ,it list of ~a’-ks t i c  t h i n ’  supervi sor for comment.
A t 

~‘ - i t  point , the supervi 5or will normall y be able to hel p the tas k
a nal yst in severa l ways : by adding tasks tha t were not observed or
re corded , by pointing a u i t  the invisible tasks that we re o b s e r v ed , by
s u g g es t ing t h a t  e r t m i n  tasks be o m i t t e d . The supervisor may even
suggest  t h a t the performer observed by the analyst was doing the job
incorrectl y or in the best possible way . When this happens, the t a’ k
nal ysis process creates a previously missing communication channel
between the supervisor and his subo rdinates , concerning the perfornnance
of the job.  This can be very val u,i i’Ie independently of the task analysis.
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( 3 )  P i t t , i l l s  o f  c o n s u l t i n g  w i t h  ‘ r u e  su;’ m ’rvi ~~or. ‘ i’ c m ; ’ m ’r . 1  ,or
‘u ,i t- d .  , mn unr’ ’.m l i st i c  ‘ n u cep t  o f  the l , i - ~~~5 ‘‘ ‘m i’ an -c su m t - ,;im’ ’ . 01

n r m i s l , ,H ’m, i h’as t h a t  ,upc  r v i s o r  - So” ’ - t i u ’ c o - , have .

( a )  They “ca y m m  the p a s t , m m , m - .- e 1’ - I j ’ ct ’ i t f ~~’ ~olu mm d iTh t an ’s i nc
- Th is w ,m~ u c ,my ‘c o v e ‘i-en im ’ c p r , m c ’ c m l  r i n e f ’ i c m t ’ r .  -

‘‘i ,’ subo r ’ - l i n a t , ’ ,, u n i v  h a v e d i s cov  i m ~n 1  or ,-~- -r ~~.’- I out a pr,i~~ ‘~~,tI ~~~ r ’

- fi ,m m n j ‘ ce taH hut fa i l ed  ‘o t e ll ‘‘- , ‘ su ?it ’rV m ~or  . 
•
~~m~ super - n s a ’  - -

a l l  I,hi s ic ue  , h i v e  bel i t- v ed I he ‘ s s ~. so s to  r u t  ‘ ‘1 ’-~- way I’ m- i cj—
i na l1 ~ sat a s t ed , vd ,ile i n  r e a l i t y  i n  wa s  no ’ i ct ’ing dim ,,’ l i ’ t ’ tt id t j t

,ul 1 , and pe m -haps co u ld nm o t cm ’ s hou ld r ha~ e m e n diir i o bia ’ ~~,i . _ a m r s

t h I s  has ‘append the sup m ’m ’s isor , ~i p- c mc he i n q C , i ’ u f n n u l + ’ d  to, ‘ ‘

an al ,- ’ ,t w i t h  t h e  .x,l ,’ his s u b o r d i n a t e s  a r ’  doing I b ~ ,’ ‘ ,m’ , ? “ ,m ,. sa, ‘‘ d l  it
ic  l I c e w i a n i p  .x,i~ (when t h e  subord n n,m ’ i w o ,— is reall y I~ ce f’m ’ ’ m’ m ’

The r&’’~u 1 t i n g  c o n f l i c t  o f  ‘. i m ’ w -  ‘u,i v t,i k t ’ ,m long ti m e ‘ m n ’ s , ’ l  m O ,

(b) T ’ ut ’ su p” r - s- isor say not ‘ f l u x  t h e  J u l  arid ta -~~ s ,er •- -w e ll , ~nd
“ m y  -1e ~~m n e  the ‘ a ,

~ s c m i  the basis of his ideal i~ m’d concep t io n , or o n t h e
b a s i s  of  t h e c u ’ ’ t ’ l j c , m l c o n s i d e r a t i o m m - , as to ‘c,m~ i t  : , h m ’ iu  1 ct d o ne.

( c  ) T hu t’ s u p e r v i sor ‘cay he ve n ’-v compe l ent at  I t ie job b e i n g  anal y z m - J  -
-~ - a resul ‘ he “a ,’ s pec i fy ps’ m ’ t o  m ’ c ’ cu nce ~f t he  to k s i n  a ,x,m s- th a t i s
lc ey ,ind ‘ c avera ge ~;uL,u ,hinate . He “cay do the task t o u t e r , or ‘in a ‘c a r e
s o l c m , i s t i c , m t n’ l w a y  than his subord ina tes  could learn  in a reasonable
l i c e . I m i  ot t ’co r  W O l c t , , the s u m p e r v i ’ ,o r ’ u c a y  def ine t i n ’  ta k in to r c ’ - - ~- t h a t
o nly he c,m n use.  For the average  - ,m i h m ’ rd ino t , - , the ta - - k  ‘ m y  require
si  up ier  tern’s n m  mor e eas ily learned el n e s t s  that  can be niau -tered in a
reas noble time and with an ainmount of training tha t is econo m icall y

‘ a - i h l e .

(d) The way to avo id  al l three of these commo n p i t  t i l l s  is to not
rel y on in terviews with t t e sui a m - v i so r  to the - i clusion of other t ,,i ’ ,ks
anal ysis t O o t , . The supe rv i so r ’ s o p i n i o n s  nmust be checked against the
i’ m - oil N~ of other t a s k  anal y s  i s  m n m e t h o d s  , and reconciliation minus t be
achieved with the greatest wei cih m t g i v e n  t o  the observa t ion  and in te rv iew
o f~ ac tua l  job in, um’ u b en t

8 -7 .  Seq,u e n c e for ta - ‘ I. a n a l ysis methods .

a .  Why sequence matters . There are t w o  reasons why sequence
ma t ters. One reason relates to  e f f i c i e n c y .  I t  is more e f f i c i en t  to use
‘5e  sequence proposed below than other possibl e sequences , because the
ta  k a na l y ’~ . can obtain an under standing of the task more rapidly,
w ith less exp enditure of time and “ffort. The second cons idera t ion
relates to bias. The tas k ana ’k’c t must pr o t e c t  himsel f a g a i n s t  ot i ta in ing
a b ias ed v i e w  of  the job. He nay bhta i n a biased view if he does not
f o i l  ,x a , o r t , m i n  lo gi cal s eq u e n c e .

to — . 4

______ - ~~~~~~~~ —________ - ________ ______ — - -

r



U ~~~~~~~~~~~~~~~~ 

— 

~~~~~~

--

4,
b . Sequence to be fo l lowe u.

(1) Revi ’x of lite rature . The ana l yst before conducting his actual
t~~~k a n a l ysis would begin by conducting a review of literature relating
t o  the actual job , the duties and the tasks contained within the job . By
g e t t i n g  a feel for  the  t ask ’ s , the  ana l yst thinks about the tasks and how
t h ey  i n t e r r e l a t e . T h i s  rev iew of l i t e ra tu re  is not considered the basis
o f  info n’ i at io n , but rather t he starting point for a more detailed data
collection effort. . The rev iew of  literature is only that—a beg i n n i n g
point.

( 2 )  Learning h 0w to do it . As appropriate , the task anal yst may
w i s h  to per form ~he ta sk  that  he is  c - m g to analyze . This f i rst  hans
k n o w l e d g e  of proi - e dc ’ res  , s k i l l s , and k n c x , - l edges  requi red in the perfo rn ’ance
of a ‘ask can a id later anal ysis effor t s .

(3 )  Obse r ” a t i o n  and in terv iew of incumbents . Observat ion of the
job incunmbent - at  work , in conjunct ion w i th  in te rv iews  is an important
me t l c o c l i i l o g v . A f t e r  r e v i e w i n g  the literature and learning how to do it ,
t he  ta ’s i ana lyst  throug h obse rva t i ons  and i n t e r v i e w s  ob ta ins  a concrete
and ‘.‘i vid d o m r c e p t  o f  what  the job entails , and not an ima g ined or erroneous
picture. Even i f  on subsequen t  anal ysis , it is identified that incumbents
w o r n  p e r f o r m i n g  the task incorrectl y, the anal yst still has a concrete
and  mo era t iona l  fran ine of reference to judge his concept of the task .

(-I ) After the field observat ion sessions , the task anal yst shou l d
speak w ith  the supervisor of the performers who were observed and
interviewed . The analyst now has a basis for such a meeting. H e asks
the superv iso r  if he agrees w i th  the  wa y the  job is performed and to
c r i t i que  thc task analyst’ s ana tm ysis of the  task  a l r e a d y  a c h i e v e d , as
far as he has gone .

(5) Next the analyst consults with the subject matter exper ts at
the service school to obtain their perspective on accomplishing tasks
and to verify this data against that derived

from the field.

(6 )  Audit trail, it the end of the task analysis a complete audit
trail is as s embled , put in order , and made a permanent part of the
doc u r :e n ta t i rm n .
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I

J O B  A N D  T A S K  A NA L Y 1
Task Do n ,: 2 Task Usage

/,, ActiveA Title — -

t~. ~~~~~~~~~~~~~~~~~~~~ -—~~~~~ - - -

B. Number R

C- Condit ion ~~~~~~~~~ 

-‘ - - 

C:’” ’-nm s

- - ~~~~~~~~~~
‘ — — - - - - C, Mo b il i :

D S~cnHc r d: ~~~~, - — - ~~~~~~ ,, ,,__ _ _~

- - ‘ , -- --.~~~~~~~~~~ _ _ _ - - -  5, Sur vey Dat a

E. Job T c t ~~  - — ~~~ A.

F. Superv isory Job’ (Y es)  (No)

G. Superv is ion Required to Perfo rm ti’i is Task? i’i’ es) ~No~Commen ts __________________________________________________________

B. Field Ir
H. A RTEP De n ivativ e~ (Yes) ~No)

Comments - _____  -

I. SQT Candidate? (Yes )  No) C’ M sce li c
Commen ts , , ,  

_____________ _~~ - - -

J. MQS Candida’e? (Yes) ‘No)
Comments , _ ,_ ,__________ 

I’- 
—---

Cor’r~con Task? Yes~ - No) Proponco - ‘ - - - -  6 Rein -  emi ces

_____ 
L. Share d Task’ ~es) No) Pro , ,c - re n ’ — - A Used in

7. Job A id Reco ”- ’c - ‘ude d? ( Yes No
Comments  , , ,,, ~~~~~_ _, _,,,, _____

8. Hazard Potential-

A. Trainin g:   — - _~~~~ ~~~~~~~~~~~~~ - - B. Rcc: , ’ i r e

B. Job Performance ’ _,~~~~~ - — -__—-- -, 

9. Saf e t y  C e r t m f i co tm o n  Requmr e n ie nns - —

10. Current Tro
type dcv c c c

11. Instructional Site Recommendation s

A. Ana lys t ’s Recommendation: Job Inst i t ut ion Unknown

B. Site Selection Board: Job - j Ins t i tut i o n Unknown
C. Fm n cm t Pi”rnmmpnrlnt mn n ’ Inl~ In c t , t , t , ~~n IFr,,m - ‘- ‘1

—5’-, — - -“—-5,
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I

A L Y S I S  W O R K S H E E T
i~ 3’- -‘

Ta Usage 3. T ype A n - ; ~y~~ New Re vision

A. Ac n ve Co mn pon enm n If  R e v i s i o n , ‘w n y ? _ - ._ ________

L ~~~. Res er ve Compon ’-n ’
4. Adm m n  D

Reserve
A.  D,a €- ln~ ci ted — 

Co”-’~ -n ’ s
B. Comp letion Dote _ __- .-— — ——  ____________— ______ ——

-— C. A no y~ m s Name -

C. Mob~I~z in Ran k ______ - S pecm ~ lty —

Office Fi le S ymbol , ,,,,, ___ _ ____________—_______

Cornn’ ’ :’ rm ns Telep hone Number ,, ___________ ______ —~~~~~~~

D. Inter schoo l Coordinate Comments

h Su~ - ‘ - y  D::c: F eld Feedback:  - -

A .  ~C5 P . D te Inv e n to r y  Submit ted to MODD , _ ,. _ _  _ _~~~~~~_-~~~~~~ .‘-— — ——— ——-—‘————

MODD Coord ina t ion  Co-”ments ____________________________ —

Uct e Re:c c ’ ’  Rece ived  ______ - - -

B. Fm eH I’ - ’ H3use , Coo rd i na t con  Comments , - - - - - - - - -

C- M c s c e l l a neou s Feedback and Sources. Comm re rn ’s ,, - - _

Refe rences -

A .  Used in Ana l ys i s - -  _______ ~~~~~~~~~~~~~~~~~~~ - -- - —-—— - - -— — —- - - - -—- - - -

B. Required to Accomp l ish Task ________________________ 
,, ,____________ —-_________________________

Cm,n”nnt Trainin g Materials Identif ied and Those Af fected by Job Task Revisi on (to include t i t l e , med ia , number ,
type dev ice s or aids , etc. ). 

- - —-~~~~~~~~~~~~ - -‘~~~~~~~~~~

-

-—— — p -- ~~ -‘

_  - ~1W~~~~



______ -‘ 
~~~~~~~~~~~~ 

_____________ -

12 , Equi pment Used wi th  to Perform Task:  
—

14. Task Se lec t ion  Data (Fi l l  in onl y those used):

A. 8 4 Factor Data : B. Tra ining Emp has is  Data :

(1) Percent Perfo rming

(2) Tcme between Training and Task
Performance __________ _________ C. DIF Dat a :

(3) Frequency of Performanc e _______

(4) Time Spent Performing Task ________ 
_,.. ,

~~~~~~~~~~~~~

(5) Conseque nces of Inadequate Perform ance
D. Peacetime Wartime Data:

(6) Probabil i ty of Inadequate Performance

(7) Task Delay Tolerance _______________ 
E. Othe r:

• (8) Task Difficu l ty

15. Miscellaneous Dot e/Comments :
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13 EnabLin g Skil ls and Know led yes Required (Functional or Spe ’ifi c ) for Task (Atta ch additional sheet , if required).

A. B oseL n e E n t r y  Level-

B. SkH Hierarch y:

,2 1

8- 3 0

¼ -
_ _ __ _ __ _ __ _ __ _  

_ _ _ _ _ _
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16. Pertomn ~~nce El ement S’ t’p~ (Diag rams , de sired 17 - Cues 8. Cond ‘ cons
require d , should be at tached , as a p p l cabk ) .

~ 
- E .

“~



_ _ _ _

L _ _ _ _ _ _ _ _ _  
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19 , S i c c r c d a r d ’ ~ 20. Sk i l l s  Knowled ges:

‘
~~~~~~~~~~~~ - 
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PREFACE TO A PPL N D I CES

The ~ c,-~~t i - : - -
~ a~c p n ’ ,c . icFi  to ti’,)j n l l nl ( - dev e lops ’s i ’ i t  requires that many

~i c t i v i t i e~ occur in both a s imul taneous and/or sequential fashion.
The f ron t en d a na l y s i s act i v i t ies certa in l y form the bas i s  for  a l l
subsequent training development activiti es. This handbook has
described the major elements of job and task analysis. There are
seve ral related activities (Site Selecti on , Job Perfornia nice Measures ,
Learning Hierarchies and Job Performanc e Aids) that because they occur
simultaneous to analysis have been associated with it. These activities
may no t be the d i rect res pons i b i l i t y of ana l ysts , but  because they are
important and not adequately add ressed elsewhcre , a b ri ef syno p s i s of
the key po i nt  of each i s prov id ed to i n te g ra te  these a c t i v i t ies in to
the total systems process.
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8/ 4  FA C T O R  ‘- ‘T D E L S

- P - s  i .e. ‘ he e~ si t ,tfli~ 
1 r 0 S i t ’  - c o o ls wi’ c l , ’ t ’ ’  

~ i’1 ‘ i’Q~li 01
,1!151~ - ; S S S  e1 r e leva nt  t 1 c t t ’~, ~ia in:i :ht n st  1 0 :00  ‘ nE ~ip~~ + i

‘ n i i ’’ i mim J 5 a t a s k .  -.1 :pn ‘ ,- s~~’- , t i a ’, l v  - ,i’ l r c t i n r u  ‘ul” kc u r  ‘ ra i n i n c i ,
c a s t  he a ~~si ” ~ w sele~

-
~ i i ) i 5 c , , ‘SOi l  no, - some - - c su m i c ’ ’  -

s a k e  t he s e )e i : t ion  c le& ) S ( c i rS ’ , . ~~~ wi ’ t c i J n~~t c~1Oiis e t o  i’a l n  a ‘ iS ’ ‘ c i t
-.‘cas r s o t en t ira l to the ni sc i  en , was nu t d i i  i cul t ‘c’ 1~~- ii ’n . th~i t ma s
p e rt i - , ‘ - :ed by oni l v a sina i I per cent acst’ o’ job  1n or - i ’ n t , md w~i -~ ‘a re 1
pet t i c  ‘ i - i’~I at  a l l .  cewevet’ , you co u ld not ~ni c ’ - t h e ’ ,- i O C t O  i t  ~i)u un cit
tO v i m lec t - -m ’o nini~t u l  cr 1 t , - i - i a  

• or i ih ta i n  i’ I ’ sso nses t i-or lob inci j s :tientS
and othe rs as t o  what ln - c ’ce each ta- k - o t  vo le ’ se lec ted c” i t r ’ t ’ i a .  The
descr ipti on s of each ‘ cc t i c ,  m l  osmipl es save been ex t r ,m c - ti-d t , ’o i i l l ~A~~)(’
‘0 c c  ThO—~ O . j~ imp()t’t~ n t  t i m  n o t ’  that se~ i’t-a l of the  ei iht f ac tor ’

hav e d i re c t  ap p lic a t t o n  dur ine the ( lesi O n h o e  of (m ’ .Ei ni iiq dc v e l o s — - -i ’ r: t
an- l ay be collec ted t o t ’  that.  p um ’(’i- ’~o as o i (u i -~E’ il t i c  a fa t i - i  used in a
ask seltmt i o n plan .

a. The cni tt ’m’i on . ‘‘ ‘t ’ ci ’ ntaqe of job in : :lci ’is t s who m e t ’ i u n c - i  the task ’ ’
ndi C a t , ’s t h ~ task s t h a t  are most of ten performed on t h e  o h

One task for a weather technician is ‘ answe r
telephone inquiries about the weather .” It you
found that Yb percent of all weather technicians
per f ormed this t a sk , the impl icat ions for t ra i r ’ inq
would be difte rent than if you found that only
10 percent performed it.

b , In the ahovi ’ example , I f only 10 percent of i oh i no umbeni t s pe i’t orini a
task , there is a strong mt’eh ~ b iii ty that 10 pet- cent  of your t rain  in
resources would be wasted if you trained all weather technicians to
per t  or ’s . the task. To obtain data for ilo tet ’ i- c n ni nq the percen ta~ e of job
1 nc ui l imi ts  performing each task , simply ask on the questi onnai re, “Do
you perform this task?” n ca lcu la te  the m et ’ ce nta e performing l’n ’ oic :
mns -~we m’S to other related i~ui ’ s- ~t ions . If, fo r  e x a m p le , in col lect ing
“frequency of task performance ” da ta  one of the possible responses is
“never ” or- “do not perforini ,” you will have the basic data for deter-

i n )  mu nil the Percent performi nq.

A- 3 . Percent of time spent perforcni in~ .

a. I’m i ii’t ’ ( i’ :it of time sp~ rtt pet’forni~ nq ~ task is a cr1 terior,i ,
suggesting th at . training be provided to ,t’,sist job incumbents in ett ici ently
perfortaf nq the i r i n s  t t ime cons umi no t a c k s .

A- l
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EXAMPLE

In the Protective Equipment/Pressure Suit Specialty ,
6.67 percent of average time of all members is spent
per foriiiing the task of “maintain ri gi d survival kits. ”
Only 0.16 percent of average time is spent on the
task of irin stall microphones in oxygen masks. ” I f  more
effec tive training could increase productivity 50 percent —

in the first task , 3.33 percent of the tota l time of all
members might be saved. This would be a signi ficant
sav in gs. However , if productivity were increased 50
percent for the second task , only 0.08 percent of the
total t ime would be saved . This represents a much
srial ler savings opportunity .

b. To obtain data for determining the percentaae of time spent performina
the tasks in a specialty , in puts are required from a large number of job
incumbents. Usually they are not asked to state the percentage of their
time spent on each task because such a question would be very dif ficult
to answe r. Instead , they are usually asked to rate each task as to the
amount of time spent performing it as compared to their other tasks.

EXAMPLE

You are to rate the relative amount of time you spend
perfortir ing each task in you r present job. Relat ive
time spent means the tota l time you spend doing the
task com pared with the time you spend on each of the
other tasks in your present job.

Use a rating of “1” if you spend a “very much bel ow
avera ge ” amount of time on a task.

Use a rating of “2 ” for “below average time .”

Use a rating of “3” for “slightly below average ti me. ”

Use a rating of “4”  for “about average time .”

Use a rating of “5” for “slightly above average time .”

Use a rating of “6” for “above average time .”

Use a rating of “7”  for “very much above average time .”

A-?
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Oms r ’ ’’~, o S s v e  Uc c u s a t s o n a i  Da ta ~na J — , s i s  Pro g ra c -  CL i D u i P) can comput e

c~ O n ’ nt  o u t  t° e a l n r ’a qC u i r i n n t  of tu ne sp i n by an chors at t te
sc ec ’ ia l  t /  who oer~~ m ’c ’ i  the t a s k , sin d the i-Ieraqe percent of time
s ner t  5, al l  - :e c c ber s ‘ the su ec i a l t i .

4 -4  - r r ’  equences of  ina deq uate 0er fo rmance.

a .  ‘he ct r’ j ten on o f  ra ns e <i ie r c ces o f  ~nadequat-: ’ oe rfo rmance ooint ’,
to toe need fo r  s e l e c t i n n  t a s k s  ~or tra~ ninq that are essen t ia l  to job
,.er’ ur” :ance. ~~~~~ ie-~de-i , even t ~ t~e-~ ~~ se ldo c ’ -  psr ’formed. The con-
se nue nces of r - c- i e uua te oer~ortiance on cer ta in tasks  could result  in
injury so :ie r’sc rr:ol , l o s s  o f l i fe , or damage to equ i t c r - en t . In a deq u a t e
- c ~r”a n ’ ra nce could have a ser ious impact  on the mission , the operat ion ,
the urc, ’iuct , t0 e equ l-aisi ent , or the operato r ,

EXA M PLES

(U ‘-tore and --- ore electronic equipment is being
transistorized and is therefore less subject to
‘salfunction . This fact should reduce the amount
of :‘ :aintenance training that an opera to r  requires. , 

-

However , there may be a number of malfunctions
tha t , although occurring very infrequently, would
be extremely critical if in :iiediate corrective

H action were not taken by toe operator . Severe
damage ~o the equi pm e nt , ma terials , or products
ni ght result .  Under such circumstances , the
criticality of the infrequently used tasks is
so g r e a t  tha t  i t  must  be considered in choosing
tasks for training.

(2) The probable consequences of inadequate performance
of such combat tasks as i

~i d e n t i f y enemy aircraft”
could be loss of life and equipmen t .

(3) The probable consequence of inadequate performance
of the task of ‘ w r i te  tr i p report ’ is neg l i g i b l e .
If this task were selected for training, i t  would
be on the basis of factors other than probabl e
consequences of inadequate perforniance.

b. To obtain data on this criterion , individuals familiar with the job are
asked to rate probable consequences of inadequate performance of each
task according to all or a subset of such categories as those listed
below .

(1) Extremely low if performed inadequa tely, consequences are
negligible.

A-3
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(2) Low .

(3) Somewhat be low average .

(4 )  Average.

(5) Somewhat above average .

(6)  Hi gh.

( 7 )  Ex t r eme ly  h i g h  i n a d e q u a t e  performance may result in mission
failure , injury , death , or damage to important equipment.

A- S . Task dela ,y tolerance ,

a. The delay tolerance ot a task is a mea sure of how niuch delay can
be tolera ted between the time the need for’ t rc ~k performance becomes ev iden t
and the time the actual performance begins. There are some tasks normally
encountei ’ed by job incumbents in which no delay can ever be tolerated
between the time the need for task performance becomes evident and the ‘

~
‘ -

ti,nre the actual performance must beg in. The job incumbent who encounters
the task must be ca pable of doing it , then and t here , without needing to
read task procedures , or find someone to advise him or’ take over completely.
For other tasks , a delay of a few minutes or perhaps half an hour might be
quite acceptable , or even mandato ry , while the job incu inibent gets advice ,
checks techn ical orders , regulations , etc . ,4nd for some tasks , there
might be titnie to assetnible a group of experts to confer before proceeding.
The delay tolerance of a task is ct measure of how much delay can be
tolerated between the time the need for task performance becomes evident
and the time the actual performance beg ins. The following are examples
c~ low dela y t o l e rance  tasks  requi r ing icic i s e d i a t e  p€’ rto rtni d ru i’ :

F XA M PLES

1. Use a r t i fi c i a l  resp iration to restore the bre atn ing of S

an accide nt v ict im.

2. Pull ripcord of emergency parachu te if main parac hute
fails.

3. Warn suspect of his legal rights before questioning.

4. Film historic occasion for of fic ial records.

5. Extinguis h fire in aircraft engine du ring startup on
fli g h t line.

A- 4



b. Tasks det , ni’c ined to have a low delay to leran ii e ‘.h o u l d be g i ven
r’t ’ l a t i v e l ’ h igh p r i o r i t y  for se lec t i on  for t ra in ing.  [samples of t a s k ;

ci having a hi gher dela y tolerance. thm ’r’eb ~ permitting performance delay,
wo u ld  i n c l u d e :

EXAMPLES

1. Review books for unit library.

~~~. Ref i ll fire estin guisher after use.

3 . A d v i s e  major  command of un i t  manning prob lem.

4. Fit microphones i n n aircr ew o x y g en  masks .

c. A hig h dela y tolerance does not exclude a task front training, but
i n di ca t e s  t h a t  ot he r fa c tors  w i l l  be cc l on ’i’ o~ a ha’ai s for accept ance or
rejection . To obtain da ta on this c ri terion , ind i viduals who an’ familiar
w i t h  the job are asked to rate the annou nt of de l ay  tha t can be t o l e r a t e d
be fore tas k per forv ance b er ins , a c c o r d  ing to all or a subset of such
categories as t t io~ e listed L’i’low ,

(1) Ext r’escsi ’ l y low - per ferr :i,i ns ce can hi’ put off i ndef i  n i t e l v
al mi st niever urgent.

(d) Low.

( 3 )  ho icci ’wh at be l ow average.

( 4 )  Average .

(5)  Somewhat above average .

(6) Hi gh.

( 7 )  Extrem el y h i g h t,n ’.k pe r f e t - c i ance  must b eg in insta n tl y.

A - 6.  Frt ’if uencs of per fo r m ance .

a. 4h jl e the probable consequence’s of i n a d e q u a t e  ‘t’rfor inianci ’ of a
particular task are ‘ se r i ous  and t h e  t a ’ k  delay t o l e r a n c e  is low, the t,nsk
mi ght still rate low for t , ainin priorit y if it l s  ra re ly  i on formed.

EXAMPLE

b r  a medic a l  corpsman , the task of ‘de l i  ~ ‘ n’ b~~bv - is  so
r i  r” ly performed tha t i t  pre t iab l v wo o 4 not he t ra ined
in s p i t e  of  the  ‘~er ious consequ e nces of inadequa t n ’ perfor-
mance  and t he  re l a t i v e l y  lo~ ta k delay t o l e r a n c e .

A-5

__________ ~~~~‘ - - - ‘
~~~~‘~~~~ ‘~~~~~ 

- - - ‘—- - - -



b. On the other hand , if a task is performed frequently ,  the pay-ofr  ‘

in t e rms  of return on training dol lars expended is l ikel y to be great
par t icu lar ly  if t here is a known “best way ” to perfo rm the task. A prac-
t ical way to co l lec t  frequency of performance data on tasks is to rate
their frequency of performance on a scale such as the foll on~i n g :

(I) Never perform .

(2) less tha n once per month.

(3) At least monthl y, but less tha n tw ice per week.

(4) Twice per week or more.

A-7 . Task learning difficulty .

a. The learning difficulty of a task refers to the time , effort ,
and assistance required to achieve performance proficiency . Some tasks -:
encountered in each specialty are so easy or so familiar that they can

— be readi ,y “picked up ” on the job without forma l training. At the other
extreme , so-se tasks are so compl i cated that a job incumbent can pet ’for ’c
therit adequately only after lengthy , forma l trainin g . Other tasks lie
somewhere between these extremes and require different levels of t ra in-
ing. Tasks easy enough to be “picked up ” on the job without  t ra in ing
mi ght be:

E\AMPLE. S

(1.) Sweep floors.

(2 . )  Col lect food trays front patients in hospital wards .

(3.) Di-tribute unclassified correspondence in an office.

Tasks requi r  in c lengthy , forma l training might be:

F XA ” lPL E S

(1 .) Diagnose ma lfunction in an airborne radar weap ons
sys fec -c .

(2.) Defuse une xploded enemy bonibs.

(3.) Identif y par asiLe~ i n  c l in ica l  spec i isc rns .

b . To obtain data on the factor- of task learning diffic ult y , job
incumbents or others night be asked to rate tasks they perfortci as to the
training time required to achieve proficiency , or as to the difficulty
of ‘ p i c king up ” the task on the job wi thout forma l training. The
t o l l o w i n g  r’at in u sca le  might be used :

A-6



( 1 )  E~ tr- r ci l y la . - ix t r t el y easy to pick up without syst oc - -

,it ic t r a i n i ng .

(2) Low.

- 
- 

( 3 )  ‘ - o - c e w t i a t  be l ow a v e r a g e

(~F) Average.

(5) suc ccewi ia t above c s - e r a  o r .

- ‘ (6 )  High .

~ ) Ex t i ’ e c -e l y  hi eh — extremely di t I icul t to learn w i t  h u t
‘ ;yste~ot ic  training.

1-8. n ’ohaHl i t,~ of de~~ç j e ~,t o r n c a n i e .

a .  The cr - i ten on of probabi l i ty  oh de f ic ie nt  per ton ’c - r nc e insures
th a t t ra in ing is given in those e s s e n t i a l  job s k i l l s  in i v i c i c  h job
I ncuinrben ts  t requently per ’ ton ’ c poorly. In any job , some t a s k s  at ’e ‘ c o n e

difficult to  accompl ish (or easier to bungle ) than others. FR y tab-
ul ating the jud~;-sen ts ot knowle d se a hle personnel regardin g the proba-
h ili ty of det ic ient per t o r ’c --a n c e , a list of these poor~v per to i c e d  task ’ —
ca n be p roduced . Trainin g ot t hc’~ e tasks, regardless of’ th e ir H-
t i ca l i t y,  must be given serious co ns idera t ion .

L \ A M F’ L E S

1 . If equi pc sent downt ime is often caused Ly f a u l t s
soldering , this skill may requi t e additional
emphasis in a l is t  of tasks se le i ’ t e t  tor train ing
of repairme n .

2. If widespread theft of ite m s guarded by m ilita r y
police is a pro ble m . t he tas k ’ - of “guard packa ge s ,
materials , and property ” and “prepa re physical
secuni ty plans ” ‘lay require addi tiona l em cph as is.

b . To obtain data on the cr’ rt et ’ion of p robab il it~ of deficient
perfo rmance , supervi sors of job i ncu c che nt s cc i ght be asked to r’ate each
task as to how often , accord ing to the sca le  below , subordinates in  the
DOS perform the task in an unaccep tab le  manner’:

A- ]
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__________

( 1)  Rarely if even- .

( 2 )  Less often than other tasks.

(3) About as i t  t e n  is other ta ,~~ - .

4) More often than other tasks.

5) er- v ot ten .

A-9. 1rcmi’ ~ d i .icy o ’ ~ien ’f on ’ c once or t l i e  hetcseeni ~ob entry and task
pen ’f o n ’-c ani,

a.  The c r i t e r i o n  of the time inte r ’val hHween completion of t ra in-
ing and per ton ’ - a n co  ~~t the task  on the job has son e significance in
se lec t i ng  t s k - , fur t rain inq.  F e e , the  l i t e r - c n ine factor -s are :

( 1 )  ‘hether or not there is a hi gh on’o babi 1 i ty  ~t the
graduate encounter ing the ta- s on the job fa i r ly  soon
a f ter  c uc c i c le t i ng  t ra in ing.  ‘F air ly soon ” - l eans , in
th is c o n t e x t ,  that tasks encountered wi th in the f i rs t
sear after- tr a ining would , ever’ything else bein g equal ,
be weighed more heav i ly  for se lec t i on  than those not
encountered until one to two ear s  la ter .

(2 )  The t c -od ic ted or measured amount of decay of t he ski 11
that wi ll take pla c e  d u i ’ine the ti c - C in te r-val

‘AM P LE

The ab i 11 t v  t i c  send and ,‘ecci ye Morse Code is a
n’el s t  i ve l y d i f f i c u l t  s k i l l  t u  acq u i re . It’ I ‘c
s k i l l  is not used , a co ns id t ’ ’ a h ] e  a” - o u nt of dec as
is  cert i in t o  occur . I t  hi’ sk i ll is  onl y r ’ar ’e l~
needed by p ers cnn e 1 , i t  ‘ - a v  or w i s e  t o  e~ c 1 ude the
to k in the t i i i  nil n- s  given to all tea i noes.  Howev er ,
if t he  sk i l l  is l i k e l y  t o  he used i : a - m e d i a t e l \  at t e r
graduation by roost graduates , it pr ’ot ’abls should he
in~ luded in the t r - a i n i n s  for ’ all t r a i n e e - .

b. To ohS t in data on t I l ls c i ’ i te r ’i ,In’t ~oh I O U ’ t i n t s  and o the r - ’~ ‘ci iht
~~ a~ K el o r ’ a t e  the t i c c e  between job entry and task ner f t ’ r ’ ’ c a nye n a
scale such as t he t’e 11 owi rig :

( 1 ) Tas k not vet ‘er’fon ’lcled

( 2 )  Task t i r s t  pc”for ’m’ ied ‘core L a i n 4 \eors it te ”  ass loo m - - cot

LI. 
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(3~ 
“ash I ir” ,t ci~r loi ci  - , ‘tweeri 2 and ‘I ~t’ors after

co t .

( I )  T a s k  i r’ t per c l ~ i’d bet aiim 1 and d years a fter
ass i - in i  ent.

(5)  T a sk  t i n - s t  ‘ r ’ n to i ’ - - e d  bet c- ,ee” 6 on ’ hs and 1 ,e rr .i~ ter
, iS s i ’ sn l - ” e n l t .

(6) Task first perfor - ed between 3 m onths and 6 - cont i ’ s a
a ss i g n m en t .

(~~
) Ta er i e ci 4w - inc t les t  3 c ’ s on t n s  ~i t asH-se, rot .

1- 10. ‘ ‘Os e sire . ~~~~~~~~ sit the co c ic p r ’ o hen’ i vene s s and coi mp l ex i  t c  of
the iac t er s , it is not e u U \  to just ~o hine a ll factors and p ick  the
“ O s t  I R o r t a n t  t asks .  n h o t  the c o c ’ h c n , c t i u n  of al l  e ight  va lues is
not r ’ cc oc ’ c i  ‘ended . or th is reason t m  tour  factor model e - -erged , as
b e i n g  t he f o u r  most i m portant tos tars . t’t ill the combinat ion of dif-
t e r e n t  ‘ a c t o r s  is d I t t l i u l t .  One strate ,v invo lves the com ntiand des-
ignat ing the ost important iactor ~ s ) .  t h e n  an c ’bi trar ’ \ value is
spec i t i e d  as a cut  point. If a task is abo ve t h a t  cut point , it is
se lecte i  to e  t ra in ing ,  be low i t—- re j ec tc d . Then the fa tot’s can be
c omb ined , w i th respect ive cut scores indicat ing the mnnost inciportant
ta s ks .

F \At - I P LE

lo t -  com ’ctiat tasks , the fdctor of Consequences of Inadequate
Ins e nay be i Rio r ’t ant. Thus any task ox er 6.0

(s e r ’ io us 1 would be selected . Perhaps the conimanuer might
also feel that a large percentage of per f o r ’ m iers indicates
a t,isk should he trained . T h u s  on ly tasks w i t n  over -  50t
of the incumbents per-formin g would be selected . Combining
these two cut scores would m ean that all tasks perfornied
by 50 of t h e  sol di er s and scoring 6.0 or- higher’ on Con
sequences of Inadequate Perfor-tnance would be selected for
tr ’aining. In this way , the connoander can influence what
are the important factor’s for- selecting tasks. (Note that
the establishment of the cut point is arbitr’ary and as the
number- of s ig n i f icant  factors increases , the model becomes
nmor’e d i f f i cu l t  to manage ).

A - l l .  Conclus ion.  The eight factor ’ model is the most compr ’ehensive
t .ask se lec t ion  model. Yet i ts compr ’ehensiveness is its shortfall.
Combining the factor’s is difficu lt and awkward . It is important to note
that the data collected as part of this m odel clay be very valuable to
the designer of training products or lessons that this data should be
iiiade available and even provided to the designers.

A- 9
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A - 12 .  Exam p le of 8 factor task Ct n model

a. The following exan nn pl e has been developed to demonstrate how
the 8 factor’ niiode l could be utilized in the task selection for
t ra in ing process. The sample 5 tasks are tasks that could be
derived front a s)5B10 military policema n task inventory . Recognize
tha t the total inventory of tasks for 95B10 could be 500 different
tasks and the task selection board would have to select the subset
of these tasks that w i l l  be forma lly trained. The five tasks listed
were just “pulled” out of the inventory to provide a ma nageab le
example (fi g A- l). 

_______________________

Fi gure  A- 1 .  8 Factor model

b. Using the f ab r icat ed data that has been placed in each bl ock ,
it is obvious that using the 8 factor model without some coninand
guithnce is impossible. Someone must specify which of the 8 factors
are most important. Ass u m i~~ tha t the co~.nandant of the MP school
has stated that the factors tha t he feels are most important are :
percent performing, consequences of inadequate performanc a, and task
delay tolerance, and that task learning difficulty and inmiediacy are
less i niportant , then the task selection board can use this data.
Establishing cut scores is arbitrary , for these factors the following
cut scores were stated :

Percent Performing - 40%
Consequences of Inadequate Perfo rmance - 5
Task Delay Tolerance - 3
Task Learning Difficulty - 4
Insuiie diacy - 5

c. Using the 3 prima ry factor s specified by the Co.~unandant, and
the respective cut scores established (note that Task Del ay Toler ance
is an inverted scale, with low being most i mportant) the followin g
tasks met each criteria: Tasks #1 , 4, 5 (fig A— ?).

A- b
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A pP: N:~i / B

J O B  A N D  T A S K  A N A L

1 Task Data 2 T aS hi

A Ti t Ie  A.

________ 
6.

B Numb er : -  — - -  - -   -

- 

C. Condition  Car 

-

4 
_ _  

_ _  ~~~~~~~~~~~~~~~ C.

D Sta n dard :  ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - _ _  — Cor

_ - -_ - -_ - - - - - _ _~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ - - - —  5. Surv

E. Job T - t ~e ____ - - ______ ____ - - A

g

~~~ 

F. Su perv i so ry  Job? (Yes)  ( N o c

G. Superv ision Required to Per form this ‘Task? Yes)  (No)
Commen ts __________________________________________________________

H. ARTEP Derivative ’ ( Yes )  ( i~1o)
Comments — -  — —  _,~~~ ~~‘_-- — - — -- --__—_ ------- -_ —  - -

SOT Cand ida te?  (Yes )  t4o ) C
C o m m e n t s  ___________________— -“ ----

~~ 

___________ _ _  -_  — 

J . MQS Cand i date? (Yes )  ( No )
-

~~ Comments _ _ _ _ _ _ _ _

~~~

- -——-—----- ___________ 
-

~~ K Common Task? (Yes) (No) Proponen t - _~~~_ .  - - - - - - — -—‘--—— 6. Rc f e

______L L. Shared Task? 1Yes ) No) Prononen t ________ -

7. Job Aid Recommended? (Yes ) c No) 
—

Comments -~~~~~ —~~~

8. Hazard Po ten r ’ol : -

A.  Training: - —  
__________ - - - -— - -— - - - — -—-—•~~~~~—  ---— — - _______- B. I

B. Job Performance : -~~~~~~   - - - -

9. Safety Cer t i f i ca t ion  Requirements:
10 Curr

- -  -~~~~~~~~~ —— —— -—  -- - -— - -—— -- - -- — - - -~~~~~~~~~~ - - - type

nstruc t p on n t e Recommen at ion -

A. Anal y st ’s Recommendation: Job Institution Unknown

B. Site Selection Board: Job Insti tution Unknown

•~~ ‘ ~~~~~~~~~ - ‘-~~~~~~~~~~~~~~~~ - - -“ -‘ --— ‘ -- 
—

~~
- ‘ -

~
-

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

- ‘
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(_~~~
fl
~A L Y S I S  W O R K S H E E T

~~Tas k Usage 3. Type An a l t ’5 s: New Revis ion

A .  A C t i v L ’ Component If R e v i s i o n , W~ y~ ,, ~ ______-

~~~~~ 

—

B. R e s e r v e  Lomponen t
4. Ad min Dj ta

Reserve
A.  Date I n ’  one d _____________— -

Comments — — B. Comp let ion Dam s ______________- C. An :  y xm s Name _____________ - -  
___________

C M u O  z won Rc ’ r~ 
____________ — Spe cia lty

Office F d e  Symbol
Corr’ in ’ ’s n ms — 

Te iep ~rone Number ________ _~~~~~ _ .  ~~~~~~~~~~~~~~~~~~~ -

D. I nte r s c h oo l  Coord inate Comments

- Su rN ,? y f l a to  F - e ( c f  Feedboc .

A.  A C S P Dome Inve n io ’y  S u b m i t t e d  to MODD __ - - ~~~~~~~~~~~~~~~~~~~ -

MODD Coo- d  na l i on Com’~- e n r s  
________________ _____________ - — — ——— —  

Dsre R-~~ ’ Rec e i ’ i ed  - - - - -

B. F e - d  lr’, ’rl ouse Coord j na ’ ion Com r r’~ nts  - - - - 

C. ‘~ i s s e  a ne c us Fee dback  ~nd Sources  Com men ’ s - - - - --

- ‘ co r es :

A lJs0 d ‘r 4 r ’ n i - ~s j s  
- - ~~~~~~~~ - —

B. Required to Accomplish Task -- - __-__——------— -

Current Tra ining Mater ia ls Ide ntif ied and Tho se Af fected b y Job Tas k Revisio n (to include t i t le , me d iu , num ber ,
typ e devi ces or ai ds , e tc.).

I

-~~~



C. F~~ot Rec om mendat i on : Jo b In c r tu t ,o n (F o rrn - - - - - 

~~~ I)

12. Equipment Used w i th  to Perform Task: 
— 

13.

p

14. Tas k Select ion Data (Fill in onl y those used):

A. 8 4 Factor Data : B. Training Emphasis Data :

(1) Percent Perfor ming

(2) Time between Training ond Task
Performance _________________________ C. DIF Data:

(3) Frequency of Performance _________

(4) Time Spent Per forming Task ___________—

(5) Consequences of Inadequate Performance -D. Peacetime Wart ime Data:

(6) Probabil i ty of Inadequate Performance

(7) Task Delay T o l e r a n c e  _________________ 
E. Other:

*
(8) Task Di (fir.uIty

15. Miscellaneous Data/Comments:

TR ADOC ~~~~~~ 550 P R E VIOU S E DI TION M A Y B E US E D U N T I L E X H A U S T E D

_______
‘-S - ~~~~~~~~~~~~~ - _ _ _  _ _ _ _ _ _
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~-- -

S k i l l s  and Kno wled ges Required ( Functional or Speci f ic )  for Task (Atta ch oddit ional s heet , i f required ).

line Entry Level ’

Hierarc h y: 

— - — — 5  - - .-S,~~~~~~~~
•_ __

~~~~. 

~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~ 

- .

~~~~~~~~

-‘-
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--‘

~~~~~~~
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16. Performance Elements ‘Steps: (Diag rams , if desired 17. Cues - 18. Condi t ions:
require d , should be att ached , as app l i c a b lc ) .

I

4

I’

4
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~~~~~~ ~~~~~~~ — — 
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19. Standards ’  20. Sk~h ls Know led ges :
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A P P E N D I X  C

DATA SOURCE LIST

Data Requirement Where _ Obtained

1. Job analysis

Task inventory preparat ion

Job data

Duty positions AR 611-201 and CODAP
survey

Target Population Data

% soldiers in MOS by skill level survey of units Aug 79
with Eng l i sh as second l an gua ge

2.  Task anal y s i s

Equipment on job
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APPENDIX F

INIT IAL TRAININ G SITE RL:OMM [NDATION

F-I . Pur~pose. The Army has the option of training soldiers before they
are sent to the unit , while in the unit , or choosing to not train on a
qiven set of tasks. Most MOS have severa l different duty positions
within each skil l leve l and require different skills , knowl edges . and
abi l it i , as . Due to the size of the Army and the nature of the system , it
is presentl y not possible to predict while in training which of these

A. specific duty positions the soldier will occupy after training. The
service school must identify where every task selected for training in
an MOS will be trained. This training development decision requires
extensive ma nagement input. It is an evolutionary process that beg ins
with a suggestion from the analyst , progresses to a Site Selection Board
that reconinends a training site , and ends with the desi gner refining and
selecting the actual training site . The process to be proposed in this
pamphlet is desi gned to be simp le , yet provide a reasonable estimate of
where to tra in a given set of tasks . It is not direct ive in nature ,
rather it is sugges ted as a quality contro l measure for this management
decision .

[-2. Background.

a. The procedure in determining where a task is trained , does not
begin with the task, but with the officer or enlisted specialty . The
systems approach to training is derived from its orientation towards the
job. If in the decision of where to train a task , the orientation is
down to the task , then the value of that decision is hi ghly suspect.

b. The analyst develops an opinion about the specialty and how it
should be trained . Al though this opinion may not be empirically derived
it should be made a matter of record . This initial recommendation is
derived from a gut feeling about the job tha t normally develops durin g
anal ysis. It should be provided to the Site-Selection Board (as noted
on the task anal ysi s worksheet) for each task that the anal yst des i res
to make a site recommendation on. This handbook defines the role of the
job anal yst and/or task analyst in terms of the data to be collected .
The ana l yst Is the collector of this information , ra ther than the user .
For thi s reason , the first formal recommendation of where a task shoul d
be trained is made by a Site-Selection Board (note: this board is sugges ted
but not a requ i remen t of the site selection process). S

c. This Board formulates recommendations describing where the task
“selected for trai ni ng” will be tra i ned . No selec tion board will ever
have a 100 percent correct “selec tion record .” The goal Is to ~e ~
accura te as possib le cons id eri ng the present state or adopt ion y e

Si te-Selection Board .

-
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I o in t he ~“~~~ ‘‘ , in ea h du I v t o i t  ion • I f a ‘ pOt. i i ‘Jut . po’ i t  101
0141) t 5 t 0? ’ a ~ut”~ tant i aT ercentaq,’ ot  the ‘t ’ ? onni’ I w i t h  iii an MO’ ,

1100 tha t LIII t~ p0. it  iOfl i’. (lent i t  I ,‘~I to be t r a  i ned in the i n s t i l L  t ion .
or ,‘sa~- p  Ic , fo r  MO~ ‘1t .1~ , Mi 1 i t  ,irv }‘ol i~ e , at ~k 11 I pvt ’I 1 , t irre a i t ’
(5 \ c i a  d i f f e r e n t  do lv  pos i t  i on’-. , i .t •iu’ .t a f e w  ~i i i t a r y  p0] it . i

~1, ’s k I erk , i’ad 10 di ‘-. pat t. Ii c I erk 1 1 nqerpr m t  I erk • Ifljt. hi 0Ct.)UiiitO1
I n y c ’ . t ~i tur , pr i ‘.one r-ot  -•w ar ‘rot e’-o. 1 n~ .p~’c 1 au s t  , ~ t c . I ho ma wr i t~of t he~~’ duty po’ I t iori’ . at. ount to i  .1 r ela t iv e ’~~’ sl iO l 1 percent of the
t o t a l ‘

~~~
‘ 

~ st  ien~ t Ii . In t hi s t ’\a p le , the dt ’~ Is ion i s a sv ~‘e& a u c  t hi’
po- • i  L io n of i i ta r s  pcI i~~t’ at.  t . oun t s  t a r  a pp ro\1na t t ’ lv  ~~1 percent of the
ML~~ 1oi  .~~ m l]  I t ’ vo l  1 . Not ~iI 1 MO.  i t - ’ t h a t  obv ious . (‘ .ee append i ~ I Ici
another t’s~t rip Ie , “It S ~~~ .

b . What is a s t.il’s t ant i a I pert. t’n tat ic at person ne ’ 1 wi th in an ‘- tO ’ - in a
d t ~ po s i t i o n  t h a t would • u ’ t i t v  i ’ r •t i t u t i ona l t ra in in t . i :’ T h i s  answer

bt ’ de t e t ~ iined o~. the t r a in in~ iI n l J , ’rs with in each se’’ v i c e  s . ho o l
It wo uld be ill adv sed to es t ~ib i sh a I l~A[)Ot w ide  cut level  ( Y e t  a s  1 L
;t i  mdc l 101’ f o r  rOt (‘rent i’ pu~’po’~es , 40 ‘cit.i ’nt Ut an M0~ it a dut~ ‘c’ , it ion
ou T J he di’t i nod is sub” tant I a 1

t~ t ’ t. aust ’ ~t dii t V  l~05 i t  I OIl I S do i ~nj ted fo r  inst  i t  ut i on.~ I t r a i n  —

ins, not a ll o t its task’. selected fo r  t r a i n  have to be t r i  I ned in
he in’ , t i tut ion. miT  ar T y ,  a l l  t a s k s  which are part of a duty po sit ion

do’. I iri a t ‘t.I I or un it t ra I n in q , ‘t ay  not be t ra I ned in the ii nit . he
d e~ 1 s ion of whe ‘c tasks are to be t ra i ned i s t he’ set.- ond phase of s i t e

cl ot. t ion ~e . . , 1 1 ‘ti ted avai l ab i I t  t ,  ~ t s iiiiU hi toi ’ s , c o s t s  • or a t her
i dent i iod ‘ inaqeimi eii t i’esource i i t t i  t a t  tons . I hose I at. t o i ’ s O ust  tiC
idcn t i lied and explained ear ’ v on in the conviandant • s t ra m l  nq st rat e t l v /
phi 1 oso ph~ f a r  use by ana l ~‘s  t s and the sit e seT ect  ion board .

t.I . Once’ a duty po sit ion has been des i qna ted fo r  either inst I tot i on
or un i t tr airin ~ , then each ta s k  i s  reviewed by the ‘.ite— Selec ti on
l~o~ird . The Roard shou d ut i i i  .‘e the t o l l  OW i0i) fac tors in dec i di ~q
whether the task is t o  be retained in i t s  present site: percent per—

ormi nq, pertorined wi thin the I i rs  t it months a ftei’ tra in i nq, and not
constr ained by s i te .

• 

:“ 
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e. For j n s t i t j t j o na l  t ra in ing,  i f  a task is performed by a large
percentag e of the duty position , and within the first six nmonths , it
wo uld be retained for t ra in ing  w i th in  the ins t i tu t ion , provided there
are no const ra in ts .  If there are constraint  or if it is not perfornied
wi th in  ~he f i r s t  t’ onths , then that ta s k  would be moved to unit t raining.
Foi - t ho ,e  duty pos it ions  ~es i ~nated for unit t raininq , the same guidel ines
ap p ly ,  o nl y reyer ~ed. I’ a task is performed by a small percentage of

r ~he ‘~aec ia l ty  but not w i th in  the f i rs t  h months after training, then it
is retained for training in the unit , provided there are no constra ints.
f the e are c nstra ints , or ii it is performed wi thin the f i rs t  6
ont O ., af ter  training, then on a tas k- b~y -task basis a decis ion w i l l  have

t i be - ad o  w e i S l h i n q  the constraints of t raining in either environim ient ,
A the inclusion it ~ task in inst i tut ional training (everyone trained ),

and tra’niny in the unit , acknowledging that the task is perfor m ed soon
after assignmen t.

f . There w i l l  be COOTOOfl tasks between duty posi t ions.  If a task is
part of a duty pos it ion scheduled for institutiona l training , and placed
there then all other duty posit ions w ith  that task can ass i q~i it to -

‘institut iona l training automatical ly. This process has a weakness in
its s impl ic i ty . Certainly, more factors could be incorpora ted such as ,
comp lexity of task , transferabil i ty of knowledge , safety , etc . The goal
of si te select ion at the end of job and task ana lysis is to have a
simple procedure that can be foflowed and provide reasonable site
recommendations to the designer and c”ncurrent ly to the resource m anager
(A si pl ified portrayal of the process is shown in figure E-l). As the
comp le xi ty o f the p rocess increases , its functionality nmay deteriora te.

g’. The Army has a problem in projecting or identifying the specific
job that a person will occupy upon completion of training . If the job
can be identified , then the imprecision of the present site selection
process can be improved . Until that day , the training mana ger has a
challenging mission in allocating training resources to the appropriate
training site . The Site Selection Board must make its best recomnien-
dation as to where specific tasks should be trained. This estim iia te 

S

becomes the projection , in training dollars , that ‘is fed into the
resource management cycle.

h . Because of the similarity of the Task Selection for Trainin i
Board and the Si te Selection Board , the guidelines suggested in Chapter
7 regard ing: composi t ion , size , and chairmanshi p should app t y. The
boards do have dissimilar products but should not be composed of the
same members.

4
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1 . At the cormipletion of the task analys i s , as the final data is ac-
quired , the designer m m makes the final decis ion on the training site for
each task . Whenever a site selection board is held (school/agency
dependent), it lust be understood that the fi nal dec i sion can not be made
until after the task anal ysis process is complete .

[ — 4 . Mobi l izat ion.  A consideration introduced , afte r the task has been
tentat ive ly  desi gnated to a training site , is the potential for war.
:J uring peaceti :’te the Army tra ins soldiers on the cr i t ical  tasks both in
the inst i tut ion and ’oi’ the unit. However during a mobilization the Arniy
aj not have this extended training opportunity and it may have to

conduct al l  of its training in basic and MT under a compressed time
schedule . The training managers mimust address the potent ial implications
of a mobilization and how it would affect the traini aj base in terms of
t a sks to be trained , amount of additional time required , and other
resou ice implicat ions.

‘“5 ’ 
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APPENDIX F

SITE SELECTION EXAMPLE

F-i. Genera l. The process of selecting tasks for training (critica l
tasks) and recommending a site selection for each task is complex. The
following example shows how the process might be adapted to the MOS
(638) wheel vehicle mechanic. This MOS has been selected as an example
to show the entire process of selecting tasks for training and recom-
mending where each task is trained . This example is placed in the
context of the whole job analysis , task analysis process. The job to be
analyzed is MOS 63B (Skill Level 1). -‘

F-2. 63810 MOS (wheel vehicle mechanic) . This job has three different
duty positions: Tire Repairer , Mechanic , and Wrecker Operator . Con- F
tam ed within this job there are approximately 18 different duties ,
ranging from: perform power train component maintenance , perform
gasol i ne/diesel engine electrical system maintenance , perform brake
ma intenance , perform tire repairer duties , and perform wrecker operator!
recovery operaticrl duties. -

F-3. Procedure. S

a. The task inventory of these different duty positions is composed
of approximate ly 633 tasks. The Task Selection Board (hypothetically)
selected 167 of these tasks for trairing , usin g the procedures described
in chapter 7. The tas k analysis effort was then directed to these 167
ta3ks . The task analysis was conducted ‘in accordance with the pro-
cedures described in chapter 8.

b. The site se lection recomendation was made by a Site Selection
Board using the procedures described in Appendix E. Considering the
total MOS and all skill levels , approximately 70 percent of the total
authorized force was found in the first skill level of this MOS. For
that skill level , approximately 50 percent of the soldiers were tire
repa i rers , 43 percent were wheel vehicle mechanics , and 7 percent were
wrecker operators . Usin g the hypothesized cutoff ~core of 40 percent todesignate whether a duty position is trained institutionally or in the
unit , the tire repairer and mechanic duty posit ions were both initially
designated to be trained at the institution , and the wrecker operator
duty position trai ned in the unit.

c. A detailed analysis of each duty position showed tha t of the 167
critical tasks , the position of tire repairer had 85 cri tical tasks , the
position of wheel vehicle mechan ic had 82 critical tasks , and the
wrecker operator position had 67 critical tasks,, (fig F- i).

F- 1
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~o help i~nd er~,tand this anal ysi s o 1 how tasks would be given an initial
t r 5 i m n l n l  ~ite , luok tt figure F~-1 and follow each step.

U. un-~ide r -i n y fi r st the institutiona l trainin g , the position of
‘i . ’  r e L - m m r e r  had -

~~~ i- i t ic~tl t a 5 k s .  On a task—b y—task basis , each task
.‘~as eca~ mn ed in ted s of the percent of soldiers perfori ling i t  and

toe task ~~ per formed within the fir st I- months after t ra in ing.
Si .~t, - k ~ had a relati vel y hi gh percent performance and were performed
wi th :n t’e i’ ,t  h - -i on t hs after trainin g . Of these 60 tasks , 7 t s ~ s
Lou l d no’ be t rained institutional l y because of resou mLe cons~ra ints.0 toe 25 ta- k s not perfor ed ~Jth in the f i r s t  6 months after training,

n ] ,  2 ~o~ ld n be trained in the unit. f’ cordiny ly, for the duty
po~.ition of tire repairer: d5 asks were origina fly identified as
L r it cml , 55 tasks -.‘.e -e finally reco~ llended for insti tutional training ,
and 30 1 r j f l~ t tral n in g .

e. ~oe a’ialy sis f o r  the wrecker operator duty pos i t i on  is bui l t
: n  Si  t o  CLO1 - - e n da t i o n s  ~ade for the ~ther duty positions; ti i-c

re~ a i re r , e J 5 ni c .  If a task is pert ul ed by Hore than one dut-
pos i t ion , th erm the de cision on where to train it has to be made on~

y
cr e . F~ r he .-o’e~ ke r ’ operator , because of its low percent 5iqe of

I ~oo ricl , ~he d I t y  posi t ion was desi rated for t r a in i n ;  in the un i t .
‘~~t o toe  eI c r i t i ~ a l tasks , 15 -~ere a lready ide nt i t  led for traini ng in
Y e  i n ’ i L t i o n . Thus only 5? tasks would have t o  be rev iewed.  Of

r0  
~~~, Ye Site Selection fuard ident i fied le that were :iertor ’ ed

.~. i t n i n  f- ne first t -- onth s after tr a ining and ~.hic h had no con straints
‘or t r m i n i n ~ in the i ns tit u t i on . The m - e i (a in inl  ?1~ tasks all could be
Y-oined in the unit. Al co rd ingly , for the wrecker operator dut y p0-
Siti n : C ’ t~ - ,ks were identified as critical , 31 tasks we re reco i~ -~ended
t o t ’ t r .- j n j n ~ at he ins tit a tiun , and 3t were recomm ended to - unit

Si ‘1 I n

J ij ~~1Ofl - .

~t .  Thi cugh this I ter i * i ye pm’o~ ess , on a task-by-task basis each
-c~ ~‘~~~ s ar m in i tial m’e~ u — :r eedatiun as to where it should be t ra ine?

‘ oe fir st site decision is - ade on a duty posi t ion basis , thereb y des-
1 ~ndt i rg  t h~ pm ’i’- ’u ry tm ’ a ining site for each duty po s i t i o n  as either
i’~~ti tL. ’ ional or unit tr aining.

b. Al th o u - ’h a duty position has been designated for tm ’a in inq at
t i ther the i ns tituti o n em ’ in the unit , not a ll tasks are trained within
‘ ‘c i n stitu t i o r or wi thin the unit. Tasks within each duty pos it~ nn

~e shared between in’ -titution and unit dep endi nu upon the initial
requ i -

‘
- rot  for ‘e rfo r~ an~ e , the ar oun t  ot constraints ~recl udi n i

t r ’ m i n i n ; ,  m d  the percenta ge of personnel per to r in i l the task.

F-?
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c. This exa im ip le delineate , the task selection and site selectionprocess showing how a set of tasks would be designated for training,
~m tn j n a duty p osi tion into either institut ional training or unittraining . The Site t~e]ection Board g ives this initial recor’iriendation tothe designers . They elaborate on it and then make a final decision onwhere each task should be trained .

INST ITUTION UNIT

TIRE 55 TA SJ~S] 5

MOS 638101 
_ _ _ _ _  

—.{~O rAsIcs ]
633 TASKS r~~i I ~~~~~~~~~~~~~~

TASK T~~;~TORV 
~

— j  
~

ITK)NS / ~~~~~ L~i~mR’~~ TASIc S } 
_ _ _ _ _

j 67 ~~~~~~~~~~~~~~~~~~~~~ ~~~~~
TAS~

( 3 DUTY P OSJTI ONS. IS&ECTION i MOS 63810 i

8OAR D I INST ITUTIONAj.. ITIRE REPAIRER 
~~ I TRAINING IWH(fl. YDIIaE MEDMNIC 43% [ 79 TASI ~S IWR ECK ER OPERATOR 7% —1

SITE SELECTION
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AP P[~,J I / ~

JOB hR l?•~ O,t M LASU S

- . . - . e Job e r to  ~nce ‘ et ~ 5re ( J iM )  provides an as seso r en t
o~ t re  soH or s - r ; i ’  t * n i ’  in a spec ific ~~~ Prepared at the task
1 ~‘ . ‘ - 1  , i t  ? -e :  0 fl ’ t O e  be ,  t app -u , r a ti or of how the soldier is S

~ t i - a  un ~~ t ob .‘~n i ft perY ~r - - ing t he task

Sc -~~e.  Tr ~e - o b  er f ur once Thosure is the s ing le  reference that
t i  r ’ i i n l n  sys te  can use as t he ind ica to  of cc p e t e r c e .

t~~ 5~~ ~f toe  i ;  r - t  e of J i ’ , cons iderab le  e -  phos is  is placed on
‘ ‘i  i e l u ; re r t  and v a l i d a t i o n .  T r e  i t  f u r c s  the basis  for the
t r i m n i f l  ( leve l o  Or t ! U ( e c S , is e g u iv a l e n t  w i t h  the Soldier s Manual
ta - . st 5it ’ * - ‘ - t  and cou ld  eas i ly  be ide nt i f i ed  as an S-S T test i tec .

~-3. ~r l Lj r o  t ie r . T n e  r e p . r O t i o n  of the Job r- e r fo i~~ance Measure is
the res pons ib i ity  of severa l  i nd iv idua ls .  Thou g h the JPM is prepared
during t e  d f l d ij S l S  e f f o r t ,  it is SO T the respons ib i l i t y  of the ana lys t .

othe r , toe an. ly~ t ~i l l provide input to the actual writer of the JPM .
~~is indiv idial wou ld so a eTher of the dev e~ opmental tear c , or perhaps
an ‘ .d]ui t lO fl s e r ialist , cr  e- ;en a co -b ined effort of all  three (anal -
jsis , deve loprent , evalu a ion). Through the in tegrated efforts 0

ç

ana J~~ is , develop -e nt , nd evaluatio n personnel JP~-~ can a sist in the
a c e s  ent - e v a l u a t i  n pr o c 5

Ic n s i d e r a t i u n s .  The a n a i y st , because of his involvement in the
da’a collection e f f o r t  (Job “.nol~ sis and Ta s k ~nalys is )  is able to
nc c - t whether a task is testable. The profe ssional recommendation of

the evalua t ion specialist further qualifies the JPM in terms of cost ,
t I  e , equi p ent , pr a ctica l it i , reliability , and validit y of the test.

a. Is the task test ob le on the job? Because of constraints , i.e.,
co le, eg ui :: ent , facili ties , ranges , etc., a task may not be able to

:e  tested on the job.

b. If toe task is not tc~ table , what simulation of the task is
poss ible.

c. Considerin g the variance I” d~ o -ee o f fidelity that JPM may
have , what a prod a t i n to rea l ~~-l d ‘~ pability can be predicted from
the J u t ad ir - otered on t f p  

~cb , or th i school environment?

G-l
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G-5 . ~~~p i e  J P M : 
- 
protective mask.

a. Job performance measures , which are measures of task performance ,
becom mi e the official Army techniq ue for saying what ddequate tack per-
formance is. The task statement contain s the behavier, conditions , and
standards of perfor mmm ance. The JPM converts these statements of behavior ,
conditions , and standards into a procedure for measuring a soldier ’ s
perfo rmance. Simple tasks like putting on the protective mask can be
readily seen (figure G-l). 

t 
S

TASK: Put on the protective mask after detecting the presence
of gas in the area or hearin g the warning ‘ GAS shouted
by another. Within nine seconds.

Jo b Per formanc e Measure

Pu t on the Pro tec ti ve Ma sk

Condition: When detecting gas in the area or heari ng the warning “GAS. ”

Standard : Within 9 seconds

Initiating Cue: ‘ GAS. ”

G- 2
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01. ~ IIIGiQ - 
REMARKS

Stop breathing (can not observe this
unless in gas chamber)
Stows or secures weapons or equipment
promptly
Removes helmet
Opens carrier and removes mask promptl y

Grasps facep iece with both hands
Slides thumbs under l ower he id
harness straps
Seats chin fi rmly in pocket of
facepiece
Pulls harness over head

Closes ha~d over outlet valve to
clear mask
Blows hard to clear mask

Places palms over air inlets to
block air suppl y
Inhales to collapse mask 

___________ ________

Time________

Coniiients
______________ ________________________

Figure G- l .  Job performance measure.

b . While the correct form of a task statement communicates what
i s to be done , the correct procedure is not spelled out. Normally,
a procedural task is detailed so that each step is documented accord-
ing to the process or act ion , the order , the discriminations and
necessary decisions . The JPM is take n from the task detail .  In the
JPM for putting on the protective mask , the JPM adminis t ra tor  can not ,
wi th  the equipment provided , tell whether the soldier stopped breath-
in g--that can onl y be observe d i n a spec i al room . That it em i s no t
adminis tered except when in a gas -present area. An artificial
initiating cue must be substitu ted. Here , the test administrator might
yell “GAS” loudly or provide some other clear cue. The administrator
must memorize the procedure , and fill out the JPM Chec kl is t  form after
the perfo rmance is complete , and note the reasons for any bad perf or-
mance after the performance is complete. There is not enough time in
the 9 second limit for test adm inistrators to move their eyes from the
soldier.

r
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Pbs i ~it u i d e l i  up s

a. In des i~m n i iom the 3PM , locat e cri t i cal ‘et - t o i l k InOes and
dec i s ion b 1 OL k ‘ per le ime,1 00 m e t  t lv by e \pt- ~i enc ed perso nne l a iid
inco t-rect ly by noin c i s t i r s .  These should he clearl y observable by
the adr im i n i St ra te r  e ither by seel nq the so ld  i1’t ’  act ua l i v  do so irme t h i no
or by watch  i no an i ndi c i  tor oi’ s igna 1 which occurs when the procedure
is ci ea r l  ~ . o r t O t  or ( l ea  nly i ncc) rrec t . Son~ tasks are more corn—
p1 i cat ed too 0 so t he v lv pond on a correc t or t ion or output from im an —
other sold ier Or ‘ i r ’ my i so n . I f ci qurine r - a 1 1 s to r’ a three hag charge
ano the loade r i i r s e r - t ~, on ly  two , the -;r . oi - inq w i l l  be incorrect. Some —
times a tape CCi ordi rig or video t a r  01 the task perfo rmance mdkes the
scorinLi more re l iab le .  It is or i t  i~ al t hat the procedure and order
of r - t o r inanor ’  he standard for r u  5 11 ’M od i- in ist rato rs .  Fur ’ her , ex-
pert s nius t a i  ee whe them the t a s k  has been per fo mined correct ly.

b. If there is no known way to deve lop a standa rd procedure for
measurin g the per fo rm m iance , i t  must he tu rther  analy :ed for observables
or redefined so that ob 5 i e c t i v e l v  ver i fiable indicators can he rel iably
j udged or rated. When there is no general consensus as to how a per-
forn iance should be conducted or i-a ted , (lev e l  op on arb’i t rary procedure
which can he c lear ly  rated . A s a lu te  is a rb i t ra ry , hut , in the U.S.
Army , there is one c le a r l y  accepted proced ur’e. The Br i t ish and Germans
do it dif ferently hut they serve the same t radi t ion . Some tasks may
be done correctly by more than one sequence. When this situation
occurs , it must be clearly indicated on the 3PM So that everyone w i l l
get full cred i t .

G-7. Conclusions. The 3PM provides the means to assess job perfor-
mance throu gh measuring performa nce on each task. It is a critical
element i n the tra i n i n g develo pmen t cycl e an d cer ta i nl y the su bject
of much debate. Recognizing i ts signif icance and releva nce , the
prepa ration of JPM’ s is a v i ta l training development step and a
crucia l event that occurs duri ng the front end analysis efforts.

G- 4
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APPENDIX H

LEARNING HIERARCHIES

I-i -i . Purpose. The creation of a learning hiera rchy i nvol ves the move-
ment from the analysis phase of training development to the design
phase. It is here that the course designer , us ing the task analysis
data on each task worksheet provided by analysis , la ys out the sk i l l s
that will be taught and begins to deal with their relationships. A
learning hierarchy , or shorthand pyramid of objectives is a qt~ick and
efficient way of showing a working draft of the skills , knowle dges ,
and their relationships to one another , necessary for performing the
terminal objective. Through si’ch a hierarchy, the des i gner crea tes
a v i sual  represen ta t ion of th~ tel ationship between a terminul objec-
tive and its subordinate obje.tives (fig H-l).

H-2. Example learning hiera rchy. In this hiera rchy , the des i gner has
taken one specif ic task from the task list provided by the ana lyst
(navigate from point A to point B) and has wri tten a task statement
(task/condition/standard ) for that portion of the course. From the
terminal objective, he has derived the major subordinate skills (orien t
map and compass/hike with pack), and then further broken down those
subordinate skills into lowe r leve l prerequisite skills and knowledges .
Fur ther , he has shown , by drawing prerequisite lines , the relat ionships
between all subordinate skills and knowl edqes and the terminal objective .
Thus , for purposes of course design , he can now determ i ne which spec i f ic
sk ills must be learned before the student can master higher level skills.
With the completed learning hierarchy there is a graphic rep resenta t ion
of the essential content of this particular portion of the course.
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APPENDIX I

SELECTING TASKS FOR JOB PERFORMANCE AIDS

1-1 . Definition . A job aid provides information that guides or facil-
ita tes on-the—job performance . It is used in the actual work situation .

1-2. Examnpj!.~ Checkl i sts , f lowchar ts , worksheets , decision tables ,
system-fault tables , etc., are all forms of job aids.

4 1-3. Character ist ic s. A j ob aid reduces or eliminates the need for - -
recall by provid ing: a) when a task is performe d , b ) what is to be
done , c) how it is to be done .

1-4 . Data required to make the decision.

Tas k dela y tol erance
Ra te of performance
Frequenc y of performance
Consequences of error
Number of steps in task L
Physical constraints (to using job aids)
Comp lexity (number of decisions, discriminations)
Task done i n varie ty of situations
Parts of the task are comon or facilita te other tasks
Type of stimulus (visual , auditory )

1-5. Rules.

a. Tasks which cannot be job aided because there is little time to
use a job aid , are those having :

low task delay tolerance
high rate of performance

b. Tasks which should be job aided , are those hav ing:

low fre quency
many steps
many dec ision points
high consequences of error

c. Practice must be provided in using the job aid. Other reasons
for a combination of job aids and training are when the task:

1—1
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must be applied in a variety of situationshas parts that are coolnon sk i l l s  or facili tate oth er taskshas stimuli that are difficult to discrimina te (e.g., detective ,vi bration , etc.)
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APP E NDI X J

MAIL BACK QUESTIONNAIRE FOR TRA DOC PAM 351-4 JOB & TASK ANALYSIS

You are asked and encoura ged to comment upon this handbook and its
app lication to the job and task analysis process. Since the
inetnodoloq_y for job and task anal ysis progresses faster than traini ng
developments products are capabl e of responding, it is essential that
TRA DOC receive comments on areas wi thin the realm of job and task
anal ysis so that future job and task analysis training and guidance
can be refi ned to meet the user ’s needs . Your assistance in this

r refinement effort is essential to the TRADOC training developments
process. Please provide us your candid feedback , name , AUTOVON
number . etc. so as to assist us in understanding your comme nts. If
you pre fer discussing this info rmation on the telephone instead of
writing, cal 1 AV 680-3608 and discuss your comments w i th  pe rsonnel

4 of the Occupational Researc h and Anal ys is  Di v is ion of the Training
Developments Inst i tu te,  Fort Monroe , VA .

- - 
AUTOVON : 

_______

POSITION : 
________ 

SCHOOL :
OFFICE SYMBOL :

1. Is this document usefu l to you? (YES) (NO)
2.  As you use this document are there areas that you feel require
EXPANDIN G? (YES) (NO) REDOING? (YES) (NO )
COMMENTS : 

______ ___________ ____

3. Have you completed the J&TA traini course or portions thereof)?
(Y E S ) ( NO )
COMMEN TS: 

_____ ____

4. Did this training material privide the sk i l l s  and knowledges you
needed to do your job? (YES)  (NO) If NO what was missing?
COMMENTS: 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~
5. Did this pamphlet prov ide enoug h information to assist you in
doing your job? (YES) (NO )
COMMENTS:

6. Are there any are as/sub j ects in t his handbook that caused you
any problems ? (YES)  (NO)
7. What woul d you do to improve th is handbook if you were to
republish it (i.e., forma t , content , etc.)?
COMMENT S:

8. Have you any suggections on ref ining the J&TA process? Procedures ?
(YE S ) NO)
COMMEN T S : 

- - -
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TR.A DOC Pam 35l-4~T)

The proponent for this pamphlet is the Offi ce of the
Deputy Chief of Staff for Training. Users are invited
to send commen ts and suggested improvements on DA Form

I 2028 (Reco mmended Changes to Publ i cat ions)  through channels
to Cdr , TRADOC , ATT N : ATTN G -TD 1-O RA , Fort Monroe , Virg inia

_ _  
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