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PHYSICAL

APPENDIX B.

CAPACITIES FORM

5. —— Carrying

PHYSICAL

Walking
Jumping
Running
Balancing ‘
Climbing
Crawling

. —— Standing

. —— Turning

. —— Stooping

o Crouchings|

. —— Kneeling '

. —— Sitting

. —— Reaching

. —— Lifting

. —— Throwing

Pushing
Pulling
Handling
Fingering
Feeling
Talking
Hearing
Seeing
Color
vision
Depth
perception

Working

31. —— Inside

. —— Outside
. —— Hot
. —— Cold

55. —— Sudden

temp. changes

). —— Humid

Dry

Wet

Dusty

Dirty

Odors

Noisy

- Adequate
lighting
Adequate

ventilation |
35. ——— Vibration
—— Mechanical

hazards
Moving
objects

WORKING CONDITIONS

!

{68. —— Cramped
[ quarters
—— High
places
0. —— Exposure
to burns
71. — Electrical
hazards
Explosives
- Radiant
energy
Toxic
conditions
Working
with others
Working
around others
|77. —— Working
alone.

[78. ——
|79.——
80—

Blank Space =
may work

hours per day

other disability requiring limited working hours).

May lift or carry up to

Physician

Full Capacity. ,/ = Partial Capacity. O = No capacity
days per week. (If TB, cardiac or
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WORKER CHARACTERISTICS FORM

Job Title Schedule No.

Indicate the amount of each characteristic required of the worker in
order to do the job satisfactorily by putting an X in the appropriate
column. Following are the definitions of each level:

O — The characteristic is not required for satisfactory performance
of the job.

C — A medium to very low degree of the characteristic is required
in some element or elements of the job.

B — An above-average degree of the characteristic is required, either
in numerous elements of the job or in the major or most skilled
element.

A — A very high degree of the characteristic is required in some
element of the job.

When in doubt between A and B, rate B; when in doubt between B
and C, rate B; when in doubt between C and O, rate C; if some character-
istic not on this list is required, write it in, rate it, and define it briefly
at the bottom of the form,

Characteristics required 6‘ |Hé(?';;t& Characteristics required

. Work rapidly for long sl . Arithmetic computation.
periods. | | . Intelligence.
. Strength of hands. 3 . Adaptability.
. Strength of arms. 1 . Ability to make decisions.
. Strength of back. i 30. Ability to plan.
Strength of legs. 1 i . Initiative.
. Dexterity of fingers. 32. Understanding mechanical
. Dexterity of hands & arms.| | | devices.
. Dexterity of foot & leg. 33. Attention to many itewns,
Eye-hand coordination. - Oral expression. i |
. Foot-hand-eye coordination. ‘ 35. Skill in written expression. e
. Coordination of both hands.{ | 36. Tact in dealing with people. Pl
Estimate size of objects. ‘ 37. Memory of names & persons oo
. Estimate quantity of objects.| | | | [38. Personal appearance. "ine
. Perceive form of objects. . 139. Concentration amidst dis-
. Estimate speed of moving ‘ traction.
objects. . Emotional stability.
. Keenness of vision. ‘ . Work under hazardous con-
7. Keenness of hearing. ditions.
. Sense of smell. . . Estimate quality of objects.
. Sense of taste. f | 3. Unpleasant physical condi-
. Touch discrimination. a tions.
. Muscular diserimination. i | . Color discrimination.,
. Memory for details (things).| | | . Ability to meet and deal
3. Memory for ideas (abstracts)| | | with public.
. Memory for oral directions.| | . Height.
. Memory for written direc-|{ | | - Weight.
tions. 1

p—t

© o1 U w o

o S Sy —
T W N = O

Definitions for additional characteristics :







Job Title

B e

PHYSICAL DEMANDS FORM

PHYSICAL ACTIVITIES

WORKING CONDITIONS

118,

Il

12,
13.

ek
(&)

o R e e

e B

Walking
Jumping
Running
Balancing
Climhing
—— Crawling
—— Standing
—— Turning
Stooping
Crouching

Kneeling

Sitting
—— Reaching
Lifting
Carrying

16.
1
18.
19.
20,

Throwing
Pushing
Pulling
Handling
Fingering
Feeling
Talking
Hearing
Seeing
Ciolor
vision
Depth
perception
Working

Occupational Code

51. —— Inside

52. —— OQOutside

53, —— Hot

54. —— Cold

55. —— Sudden
temp. changes

56. —— Humid

57. —— Dry

58. —— Wet

59. —— Dusty

60. —— Dirty

61. —— Odors

62. —— Noisy

63. —— Adequate
lighting

64. —— Adequate
ventilation

65. —— Vibration

|66. —— Mechanical

5 hazards

f67. —— Moving

' objects

68 e s Cramped

[ gquarters

69. —— High

[ places

|70. —— Exposure

to burns

|71. — Electrical

i hazards

:72 —— Explosives

|73. —— Radiant

i energy

574. —— Toxie
conditions

s e G Working
with others

|76. —— Working

! around others

77. —— Working
alone.

b

579.+

Details of Physical Activities :

ZmmERT T
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SOURCES OF W ORKERS

Experience : Nohe. Acceptable :

Training data: Minimum training time — (a) Inexperienced workers.
(b) Experienced workers.

SPECIFIC JOB SKILLS ACQUIRED
THROUGH TRAINING

TRAINING

In-plant (on job) training

Vocational training

Technical training

SRW Eng. General education

Activities and hobbies

14.

The

16.

18.

19.

20.
21,
22.

Apprenticeship: Formal ......... Tnformel iyt Length required .........
Relation to other jobs:

a) Promotions from and to, transiers, etc:

b) Supervision received: General ......... Eloserl o o By et S

¢) Supervision given: None ...... Number supervised ...... Titles Ll
following items must be covered on supplementary sheets.

PERFORMANCE REQUIREMENTS

Responsibility (consider material or product, safety of others, equip-
ment or process, cooperation with others, instruction of others, public
contracts, and the like).

Job knowledge (consider pre-employment and on-the-job knowledge of
equipment, materials, working procedures, techniques and processes).
Mental application (consider initiative, adaptability, independent judg-
ment and mental alertness).

Dexterity and accuracy (consider speed and degree of precision, dexter-
ity, accuracy, coordination. expertness, care, and deftness of mani-
pulation, operation, or processing of materials, tools, instruments, or
gages used).

COMMENTS

Equipment, materials, and supplies.
Definition of terms.
General comments,




i g 0

APPENDIX A.

JOB ANALYSIS SCHEDULE

Job Title : 2. Number:
Number employed M...... it : 4. Establishment No.:
Alternate titles: S ane:
Number of sheets .........
Industry :
I Branch':
7. Dictionary title and code: 10. - Department:
11. Work performed:

(CONTINUE ON SUPPLEMENTARY SHEETS)

AT TG Gl G SR T GG e s Reviewer | e oo tiis Sl e
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CONCLUSION

Never before in our history have the opportunities for
restoration of the disabled been so promising. We have
arrived at a place in which the opportunity for vast expansion
of our capabilities in dealing with the problems of disability
calls for a declaration of our intentions, some decisions and
action. We should recognize that we now are in a position
where we may, with confidence, undertake a major program

for transforming the disabled into active, working, productive

citizens.

The handicapped people of our country ask no more than
the opportunity to compete on an equal basic for the privilege
of living in a free society. Providing this opportunity will
demonstrate to the world the value and emphasis we place on

human worth and the dignity of man.

e e T ——— B




Knowledge Required:

The rehabilitation counselor should have to acquire:

1. Basic understanding and knowledge of human be-

havior as related to personal, social, and vocational adjust-

ment.

2. Basic knowledge of the relationships of such factors

to training and to occupational requirements.

3. Basic understanding of the possible effects of handi-

caps on personality in relation to emotional and vocational

adjustment.

4. Working knowledge of laws pertinent to rehabilita-

tion of disabled persons.

5. Considerable knowledge and understanding of prob-
lems and practices in the rehabilitation field or in a field of

work closely related to rehabilitation work.

8. Considerable knowledge of current social legislation,
of services and policies of social welfare programs, and of

current social and economic problems.

7. Working understanding of the policies of employers

in relation to individuals with physical and mental handicaps.

8. Knowledge of the organizational and occupational
structure of modern industry with considerable knowledge of

a number of occupations in terms of the skills, abilities, and

physical demands required.




2. Ability to evaluate aptitudes, skills, interests, and

educational background.

3. Ability to recognize manifestations of physical and
mental disabilities and their relationship to vocational adjust-
ment.,

4. Ability to analyze reports furnishing medical data
and to interpret the relationship of the disabilities to job

requirements.

5. Ability to analyze occupations and workers in terms
of job requirements, the skills required, and the physical de-
mands of the job.

6. Ability to gather occupational information and make
use of it.

7. Ability to evaluate training programs including the
ability to determine entrance requirements, the scope of the
training, the skills and techniques taught, and the relative

value of similar types of training for the same job.

8. Ability to interpret the potential capacities and abil-
ities of disabled persons and to secure the cooperation of

employers in employing disabled persons.

9. Ability to make discriminating use of available com-
munity services in meeting the needs and problems of disabled
persons and to maintain working and cooperative relationships

with such sources.




o

9. Secures information about the applicant’s educational
background and werk experience, special interests, social and
economic circumstances, personalily traits and attitudes;
provides for the administration end interpretation of psycho-
logical tests, evaluates and interprets information and assists

the individual in making a suitable rehabilitation plan.

3. Makes rchabilitation services available to the applic-
ant, such as medical and health services, pre-vocational and
vocational training; assists the applicant in meeting problems

of personal, social, and vocational adjustment.

4. Aids the individual in securing employment consistent
with his capacities and preparation, and assists him in meeting
the problems of adjustment; makes follow-up visits as neces-

gary for vocational adjustment of the individual.

5. Makes use of available community services and facil-

ities and maintains working relationships with cooperating

agencies.

6. QGathers information on occupational requirements

and keeps informed on employment possibilities.

7. Prepares and maintains necessary vocational rehabil-

itation records and makes reports as required.

Qualification Standards:

The rehabilitation counselor should possess competencies

such as:

1. Ability to establish and maintain a counseling rela-

tionship with individuals.




THE REHABILITATION COUNSELOR®

A major obstacle to extending rehabilitation opportunities
to more disabled people is an insufficient supply of trained
personnel to provide the necessary services. The professional
personnel include rehabilitation counselors, therapists (phy-
sical, occupational, speech, and hearing), social workers, psy-
chologists, specialists for the blind, and nurses and physicians
trained in rehabilitation. Among these there must be a con-

siderable increase in the number of rehabilitation counselors.

Although there has not been formulated any standard
professional description of the responsibilities of the rehabi-
litation counselor, an on-the-job audit, recently conducted
reveals the following to be a pattern of the examples of work

performed and the qualifications requisite to this work.

Examples of Work Performed:
The rehabilitation counselor:

1. Obtains, analyzes, and evaluates pertinent informa-
tion; arranges for medical diagnosis to determine kind and
extent of disability and rehabilitation possibilities: and deter-

mines eligibility on the basis of law and established policy.

(2} LEONARD M. MILLER, JAMES F. GGARRETT & NATHANIEL STEWART:
“Opportunity: Rehabilitation Counseling.” The Personnel and Guid-
ance Journal, (April 1955), pp. 444-447.




3. Community organisation in rehabilitation attempts to

broaden the base of its public support through the increase of

popular as well as professional understanding. Wide under-

standing provides the basis for action.




Community organization may be described as the process

of bringing about and maintaining an adjustment between

social welfare resources, within a community, or within a
special field of service. It is a recognized application of social
work, as are casework, group work, research, and administra-

tion.

Rehabilitation Aims in Community Organization

1. Community organization in rehabilitation attempts to
provides a factual; incontrovertible basis of sound planning.
Its first obligation is study and research. This is not a specul-
ative nor armchair activity, rather it requires getting out to
find the facts.

2. Ccmmunity organization in rehabilitation attempts to
integrate and modify existing programs, or to develop new
ones on the basis of organized knowledge. Through commun-
ity organization we may seek to determine what we need to
know, and what should be done to further the true integration
of the services comprising rehabilitation. Through organiza-
tion the community may answer the question, “Is it possible
to make more realistic the cumulative result of these services

in terms of increased employability of the handicapped?”

(1) KENNETH W. Hamirton: Counseling the Handicapped in the
Rehabilitation Process, (New York: The Ronald Fress Co., 1950),
Chap. 1.
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conditions listed in the physical demands form. The physical
capacities form is completed from data on the physical exem-
ination findings and whatever other clinical information is
available. In deciding whether or not an employed worker
requires a transfer as a result of illness or injury, physicians
may find it particularly helpful to refer to the physical

demands information on the worker’s job as furnished by the

job analyst.

C. — Matching Physical Capacities with Physical Demands:

The matching process is not a purely mechanical one.
Imagination and alertness to new possibilities are required of
placement officers. He might recommend some modifications

in the setting of the machine that would help the handicapped

worker to perform the job more successfully.




A. — Physical Demands Analysis;

When analyzing the physical demands of jobs, the analyst
should make certain that he records all of the physical activi-
ties required by the job rather than the physical activities
which may be engaged in by an individual worker. Likewise,
the analyst must guard against recording physical activities
which are of an emergency nature and are not required by the
job itself. The analyst should make certain that he covers the

full range of physical activities required by the job.

Insofar as possible the analyst should determine the fol-

lowing information by observation:

1. The relationship of the various physical activities to
each other.

o

2. The time that the worker is engaged in each physical

activity or subject to each working condition.

3. The number of times the worker is engaged in each
physical activity and subject to each working condition during
a given period of time.

4. The intensity factors such as the distance walked, the
weight lifted, the direction reached, etc.

B. — Physical Capacities Appraisal:

Information is obtained on the worker’s capacity for car-

rying on those physical activities and working under those
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1. It represents a positive approach by emphasizing the

gpecific capacities of workers rather than their handicap.

2. It provides an individual approach in that it deals

with all workers as individuals rather than as belonging to

various disability groups.

3. It provides a specific approach since it determines the

specific capacities of workers and the specific requirements of

jobs.

4. Tt is applicable to the placement of all workers —
male or female, young or old, able-bodied or handicapped,

emotionally stable or unstable.

5. It establishes a common terminology for the job

analyst, the physician, and the placement officer.

6. It permits keeping the diagnosis confidential when it

is so desired.

7. Tt is useful in industrial and safety engineering.

8. It is applicable in vocational rehabilitation work as an
aid in determining vocational training suitable for the indi-
vidual in light of his physical capacities and the physical
demands of the job.




PHYSICAL DEMANDS ANALYSIS AND

PHYSICAL CAPACITIES APPRAISAL

In order to bring about the successful placement of
workers in jobs, the placement officer must have basic infor-
mation about both the requirements of jobs and the qual-
ifications of applicants to meet these requirements. The
principal technique for obtaining information about the requi-
rements of jobs is job analysis. Information about the qual-
ifications of applicants is determined through the use of such
techniques as interviews, tests, and physical examinations. In
the placement of workers with physical limitations, particular
emphasis must be given to the physical requirements of jobs

and the physical capacities of workers.

The physical requirements of jobs are determined by
physical demands analysis which is one phase of job analysis.
The physical capacities of workers are determined by the
physical capacities appraisal in which medical information is
translated into the same terminology as the physical demands
information. The appraisals made by the physician and the
analyses made by the job analyst are then compared by the
placement officer in order to match the physical capacities
of workers with the physical requirements of jobs. The tech-
nique of physical demands analysis of jobs and physical

capacities appraisal of workers has several advantages:

=

ar ?
wh
1wl
il
"
W
)
S ]

ii
h
i



| ¢

£ T
N
i Shgr
B M

1

e

i S

necessary, to provide further medical, surgical, and psychia-

tric care if needed, or to supplement training if required.

It seems reasonable to conclude that job analysis is of
great value in most of the steps involved in the rehabilitation
process. In diagnosis, it is quite difficult to define the indivi-
dual’s capacity to meet the job requirements and demands,
unless these demands have been available beforehand through
job analysis... It can be noticed in the counseling process and
in offering guidance services that putting the right man in the
right place to help the handicapped in solving his vocational
problems and to acquire job satisfaction, will not be done
adequately unless the individual is furnished with adequate
data concerning the nature of the job and the skill involved
for successful performance... such data would not be avail-

able unless we make use of the job analysis schedule.




5. Training for a Job:

This is one means of preparing for suitable employment.
It may include mental and physical training, personal adjust-
ment, and vocational instruction. Training is provided either
to prepare the disabled person for a job or to make him more
advantageously employable through added skills and capaci-
ties. Regardless of the type of training involved, it must be
directed toward a definite job gcal.

6. Auxiliary Services:

Such as maintenance during rehabilitation, transportation,
training materials, occupational tools, equipment, and licenses
where necessary.

7. Placement:

It takes place to make best use of the individual’s ability
and take into consideration his physical condition and tempe-
rament, and also to safeguard against further injury. Finding
a job that gives the individual satisfaction is one of the most

important steps in his life.

8. Follow-up:

Meaning follow-up on the individual’s job performance

for a reasonable time to make whatever adjustments may be




g) The counselor needs professional training. He should
have a broad background of experience supplemented

by professional training.

The counselor must know when to refer the client to

a specialist. Even though a counselor is profession-
ally trained, he will frequently meet problems which
call for referral to a physician, a psychiatrist, an

attorney, ete.

The counselor can be more effective through pre-
ventive rather than remedial measures, It is a truism
in clinical practice that the earlier any maladjustment

is delected, the more readily it can be cured.

Counseling helps the disabled person to understand his

E assets and liabilities, the causes of his present problems, and

i the steps necessary to correct these difficulties. Tt plays an
b important role in his adjustment to his handicap and in the

. selection of a specific job goal by relating the client’s abilities

to job requirements and opportunities in the community.

4. Physical Restoration:

The physieal restoration of an individual may include any
type of medical or allied service which will aid in eliminating
or reducing his disability as a job handicap. Included are
medical, surgical, and psychiatric services, physical and work
therapy, hospitalization, medical care, medical supplies, and

artificial devices of all types.



self.

In short, guidance is helping the individual to help him-

In the development of a counseling program, the follow-

ing principles are of great help:

a)

b)

c)

d)

e)

f)

The individual functions as a total organism and his
efficiency on the job will depend upon his total ad-

justment to life.

The need for counseling arises when the individual
is confronted with problems of adjustment which he
cannot solve satisfactorily without help. No coun-
seling program desires to intrude upon the private

lives of individuals.

The function of counseling is to help individuals to
help themselves. When the client comes to the coun-
selor with a problem, the first step is to find out the
nature of the difficulty.

Effective counseling is dependent upon adequate
data.

The counselor should hold the confidence of the client.

Effective counseling requires a proper setting. When
the problem is acute and of a personal nature, it is
essential that there be privacy and freedom from
distraction.
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possibility of reducing the extent of disability but also is 2
vital factor in determining what future work the client may
do with safety for himself and others. The tests of aptitudes
and interests, together with the review of his education, work
experience, and home conditions, also are essential in deter-
mining the type of job he can do best. The disabled person
takes part in all study and planning, and his desires are given

full consideration.

3. Guidance and Counseling:

Counseling and guidance make up the continuous service

which ties all other parts of the rehabilitation process into
an organized plan. The guidance point of view may be defined
more specifically as the attitude that aims to help the indi-

vidual:
a) 7o understand himself.

b) To make the most of his capacities, interests, and

other qualities.

To adjust himself satisfactorily to the varied situa-

tion within his total environment.

To develop the ability to make his own decisions

wisely and to solve his problems independently.

To make his own unique contributions to society to

the fullest possible extent.




STEPS IN VOCATIONAL REHABILITATION

In outline, vocational rehabilitation has eight basic steps.
All may be needed for some individuals, various combinations
may be needed for successful adjustment of others It de-

pends, in each case, on the individual. The eight parts are:

1. Early Start:

Finding the disabled person promptly so that rehabilita-
tion may begin before he is unduly subjected to the disinteg-
rating effects of idleness and hopelessness. FEach vocational
rehabilitation worker maintains community contacts for the
location of disabled persons as early as possible after the
disability occurs.

2. Rehabilitation Diagnosis:

Each individual's problems and needs are thoroughly

studied by means of medical examinations, personal interviews,

and tests of aptitudes and interests. The medical examina-
tions indicate the nature and extent of the applicant’s dis-
ability and help to measure his ability to meet the physical

demands of a job. A medical diagnosis not only indicates the
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There is no one so physically disabled that he cannot do some

kind of work, play in some fashion, and invest love in somecne.
As long as we are human we can enjoy these activities, no

matter how disabled our bodies may be.

il
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The term “rehabilitation” applies to a realization by the
disabled and handicapped person of a life most useful socially
and satisfying personaily. It is restoration of the handicapped
to the fullest physical, mental, social, economic, and vocational
usefulness of which they are capable. Rehabilitation is crea-
tive; it aims to define, develop, and utilize the assets of the
individual. Its purpose is to restore competitive ahbility, inde-
pendence, and self-determination. It seeks to utilize all the
available resources, both within the individual and within the

community, toward this end.

There is no mass-production answer to the rehabilitation
of our disabled citizens. Each disabled person presents a com-
plex preblem to the rehabilitation counselor. For rehabilitation
can be achieved only by laying out a plan which takes into
account not only the clinical problems but the social, economic,
and vocational influences which have produced the individual's

personality.

It is helpful in regulating our own emotional reactions and
attitudes toward the disabled, to bear in mind that the adult
patient who has suffered sudden disability has two kinds of
adjustment to make: first, he must adjust himself to the
realistic limitations and adaptations imposed by the disability;
secondly, he is suddenly called upon to meodify his body —
image, his conception of himself, his relations to people, and
his work, in accordance with the nature and extent of dis-
ablement. This psychological adjustment may have implica-
tions for the patient that are far more crippling %o his total

functioning as a person than the physical disability itself.

i
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side by side. The resulting layout can be sketched easily in

rough draft and relating lines drawn to connect units.

The process charts, which graphically depict the work
flow of plant, are no more difficult to prepare than are organ-

ization charts provided they are kept simple.




o T e

3. Plant Environmental Factors:

These include equipment, general hazards, physical requi-
rements and working conditions peculiar to the industry.
They also include conditions peculiar to the plant, such as the
size or layout of the plant, or any restrictions which affected

the study and the schedules.

4. Plant Placement Policies:

Here the analyst should give a picture of the industry
or plant methods which are of vital concern to occupational
technicians. He should include the types and methods of
training, sources and types of workers, employment of the

handicapped, upgrading, and industrial employment prospects.

D. — Organization and Process Charts:

These charts provide very useful information in a limited
space. When preparing charts, the analyst should concentrate
primarily on accuracy and clarity rather than on time — con-

suming attempts at artistic presentation.

The organization chart shows graphically the type of
organizational set-up and the relationship between its sub-
divisions. A simple way of developing such charts is to write
on separate slips of paper the single units which will comprise
chart, arrange these slips in descending order of authority,

and place the units which represent the same level of authority




B. — Compiling Material for the Report:

The material in the narrative report is not obtained as a

special project, rather it is accumulated during the job an-

alyses, making use of interviews, technical journals, and obser-

vation.

0. — Organization and Arrangement:

The broad arrangement should be based on a nucleus of
information without which no report would be complete. The
nucleus will provide the general headings under which the
report is written, but will not prescribe the sub-divisions dic-

tated by circumstances under those headings.

1. Heading:

Since the report is only a portion of the job analysis study,
the heading includes only the name of the company and the

number for identification.

2. Purpose of Plant:

This is a statement of the work or service of the pfant.
It would include the raw material it receives, the process by
which the material is converted, and the final product itself.

Process charts are of assistance in explaining the purpose.




THE NARRATIVE REPORT

The mere analysis of a group of jobs in a single study does
not complete the work of the analyst. To introduce the sche-
dules into the common fund of occupational knowledge and to
facilitate their use as basic sources of occupational informa}
tion, the circumstances under which the jobs existed at the
moment of study must be described in a report. This report
is the “narrative report” which serves to orient the reader of
schedule material before he buckles down to a study of the

schedules themselves.
A. — Characteristics of a Good Report:

1. The purpose of a technical report is to convey a set
of facts to the reader. The report is successful only to the
extent that it accomplishes that end.

2. The report must possess clarity and accuracy.

3. The writer should have a clear understanding of the
material he presents.

4. The material should be complete and selected care-
fully with its purpose in mind.
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5. Prior to observing the job, the analyst should obtain
an overall picture of the operations and determine each job’s

relationship to the entire process.

6. The analyst also should:

i
1

(a) Note and differentiate between what the worker

does and what the machine does.

(b) When possible, observe the tasks of the worker
from the time a unit of work has been begun until it has

been completed, i.e., a work cycle.

(c) Talk to the worker only with permission of the
foreman, and then as little as possible in order not to

disturb him.

(d) Take a minimum of notes while observing the job

and then expand them as soon as possible.

(e) Observe the job before obtaining from the hiring
officer the qualifications, information on job relationships,
and other information which cannot be obtained by obser-

vation.

(f) Check job data, especially technical terminology,

with the foreman or department head.

(g) Verify the completed analysis with the proper

official.




STEPS IN ANALYZING JOBS IN A PLANT®

The following summarizes the procedure for obtaining
good job analysis data and maintaining the desired good rela-

tionships while studying the job.

1. The proper official should be contacted to get per-
mission to take the study and his assistance requested in
planning the program of study, the jobs on which to start, the
personnel to work with in each department, and the order to

be followed.

2. The official should notify the heads and the foremen
of the departments affected of the purpose of the study.

3. The names of all analysts engaged in the study should

be submitted and, when necessary, passes obtained for them.

4. The foreman should be consulted regarding the best
job stations in which to observe typical tasks and on which
there are workers who will not be disturbed by being observed.
The foreman should explain to the workers the purpose of the

observation.

@ Jbid,; pp. 53-58.




job analyzed and, conversely, point out the experience
and training that a worker who is seeking the job must

have.

Part 4: Performance Requirements.

To indicate the level of difficulty of the work tasks.

Part 5: Comments.

To provide the analyst with a medium whereby he
can present to the user of the schedule the background

of a job which the user is not able to obtain on first hand.

Part 6: Physical Demands.

To assist in the placement of all workers, especially

the handicapped.

Part 7: Characteristics Required of the Worker.

Including information concerning’ the ‘bhasi¢c abilities
and personal traits required of workers to perform their

jobs satisfactorily.
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THE JOB ANALYSIS SCHEDULE®

The job analysis schedule functions as a reference for the
analyst, involving an outline for the information to look for
during the analysis. The most popular schedule is that plan-
ned by the U.S. Employment Service, which happened to be
the outcome of many researches. The schedule has been

standardized, and includes the following major components:

Part 1: Identification Data.

To perform the function of identifying a job accur-

ately within the organization in which it occurs.

Part 2: Work Performed.

To present a clear, concise, factually accurate state-
ment regarding the tasks performed by a worker in

accomplishing the purpose of his job.

Part 3: Sources of Workers.

To indicate where workers can be recruited for the

¥} United States Employment Service: Training and Reference
Manual for Job Analysis, (Washington, D.C.: Government Printing
Office, 1944); pp. 10-44,
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3. Mental Application — this component is made up of
the initiative adaptability, judgment, and mental alertness
demanded by the job.

4. Dexterity and Accuracy — this is comprised of the
manual and manipulative ability necessary to perform work

to the degree of accuracy or precision required.

For a complete analysis, a description is necessary of
certain other factors which are important in the selection of

workers for the job. These are:

1. Physical Demands — are demands placed on the

worker by the physical characteristics of the job.

2. Working Conditions — consist of the environmental
conditions and hazards to which the worker is exposed in the
performance of his job, which may affect his mental or

physical well-being.

(2]

3. Training and Experience

required in order to per-

form the job successfully.

The aforegoing discussion can be summarized thus:

l ! W
il
" ]
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Why he does it relates to the purpose of the job itself
and justifies the “What” and “How”. The purpose of the

job may be determined by asking such questions as:

1. Why is the job done or what is its overall purpose?
2. What is the specific purpose of each task?

3. What is the relationship of each task to other tasks
and to the total job?

Skill involved consists of the performance requirements
which relates to the degree or level of difficulty of the work
tasks of the job, and supplements the “What”, “How’”, and
“Why".

The performance requirements are the factors on which
compensation for the job is based. They are fundamental to
most job evaluation systems. The requirements or compon-

ents of Skill Involved are:

1. Responsibility — it is of two kinds: One is super-
visory responsibility, such as directing work of others. The
second is non-superviscry responsibility, such as that for
equipment, materials or product, for the safety of one’s self

or others, or for cooperating with fellow workers or outsiders.

2. dJob Knowledge -— this involves the practical know-

ledge of equipment, materials, working procedures, techniques,

and processes which the worker must possess to handle a job

successfully.




The Job Analysis Formula:"

The job analysis formula assists the analyst in determin-
ing what to look for, how to recognize it, how to analyze the

information, and how to record it.

What the worker does.
How he does it.
Why he does it.

Skill involved.

What a worker does relates to something that is done to

advance the work.

1. Physical activities involved in changing the position,

shape, or condition of materials or products.

2. Mental activities relating to planning, computing,
judging, directing or otherwise governing the expenditures of

his efforts.

How he does it relates to the methods used by the worker

to accomplish his tasks. For example, what machines, tools,

materials, and other equipment are used? What procedures,

standards or routines are followed? What judgments or de-

cisions are necessary?

‘' U.8. Dept. of Labor: Job Analysis in Personnel Management,
(Washington, D.C., U.S. Dept. of Labor, 1953), pp. 9-14 and pp. 89-92.







CHAPTER 11

JOB ANALYSIS PROCEDURES
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knowledge of the materials of work might furnish all the

information required.

5. Published manuals, charts, ete.

For many jobs some of the duties and qualifications are
set down by executive order. In addition, the analyst is often
able to obtain from published scurces descriptions that may
function as partial job specifications. Information cbtained
by this means will be used chiefly to supplement that obtained

from other sources.

6. Actual Performance of the dJob:

In many cases neither observation of the worker per-
forming a given activity nor a description of that activity by
the worker gives a complete and accurate conception of the
work involved. A job analysis will be much more complete
and accurate if the analyst has an opportunity actually to try
his hand at the job. Skills and abilities not revealed through

other sources will become apparent.
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“Motion-and-time study” shows the movements which

are employed and the time required to perform each of them.

Interviews:

The success of the interview will be dependent upon the
degree of cooperation the analyst is able to obtain from the
worker. Once rapport is established, valuable information
will be obtained, since most workers take considerable pride

in their work and are very willing to discuss matters related
to it.

Interviews of superiors and associates frequently are not

particularly valuable as a primary source of information.
Thus, interviews with them should be used chiefly for checks

on information derived from other sources.

3. Questionnaire Responses:

The use of questionnaires with workers or with their
superiors involves the same difficulties as are found in the
interview. The adequacy of this method, furthermore, depends

upon the proper wording of the questions.

4. Materials of Work:

Knowledge of the tools, equipment, machines, printed

forms, ete., used on a job, is a useful secondary service of

information in job analysis. For some purposes, however,
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tion directly. When they are so rapid to permit accurate

personal observation and recording, the analyst can make use

of a system of shorthand symbols that he can jot down as
he observes the work in action. All movements employed in
industrial work were classified into seventeen basic types,

providing a symbol for each, as follows:

D Search

@ Find

—>»Select

() Grasp

_9 Position

\o/ Transport loaded

# Assemble

() Use

¥ Disassemble, take apart
( Inspect

3¢ Pre-position, prepare for next opera-
tion

{2 Release load

\_/ Transport empty

& Wait, unavoidable delay
o Wait, avoidable delay

?1. Rest for overcoming fatigue

% Plan




SOURCES OF INFORMATION

IN JOB ANALYSIS®

There are different sources to which the job analyst can
turn for information concerning the job. The more sources
the analyst draws upon to get a picture of the job, the more
valid and complete will be the information he obtains, since
information from one source can be checked against that
obtained from other sources. Commonly used sources are
observation of employees carrying out the work; interviews
with employees, their superiors and individuals whose work
brings them in contact with the job in question; responses to
questionnaires; the materials used in the work: published
manuals, charts, bulletins, etc,, describing the job; and actual

performance of the job by the analyst.

Observation of Workers:

The source of information probably most widely used is

simple observation of the worker as he is engaged in carrying

out the normal activities invelved in his job. When these

activities are slow enough the analyst can make his observa-

¥ HEpwiN E. GHIZELLI, and CLarencE W. BrowN: Personinel and
Industrial Psychology; (New York:W Me. Graw-Hill, 1948). pp. 30-37.




PRODUCTS OF JOB ANALYSIS

Recause job analysis is more or less a flexible process, the
products to be obtained from a job study must be determined
in advance so that the contents will be suitable for each
operating objective. For most operating purposes, the job
analysis data must be summarized so that it can be readily
applied. Exalmples of this are the following two products of

job analysis:

Job Description:

One presentation of the job ahalysis data is known as a

job description. The extent to which the job analysis items
will be included on a job description will be determined by
the use of the job. description. For job evaluation purposes,
for example, greater emphasis will be placed on the job factors

and less on hiring requirements.

2. Job Specifications:

 When -job information is needed for the selection of new
workers, considerable details will be included concerning the
hiring requirements of the job and less of the other details
usually included on a job description. This type of job analysis
product which specifies the requirements that a worker must

have for success on the job, is known as job specification.
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13.

14.

. Establishing a common understanding between workérs.

USES OF JOB ANALYSIS

Job analysis data are used for the following purposes:

’ .fob placement.

. Investigating accidents.

. Avoiding duplication of effort.

- Maintaining, operating, and adjusting machinery.

- Defining limits of authority, and adjusting grievances.

. Indicating cases of individual merit, and cases of per-

sonal failure.

Education and training.

Study of health and fatigue.

Vocational guidance.

Determining jobs for occupational therapy.

Job grading and evaluation, wage setting and standard-
ization.

Provision of hiring specifications,
Qualification of job responsibility.

Transfer and promotion policy, and establishing career
ladders.




VIl. Interest Requirements:

A. Interest in people.
B. Interest in mechanical things.

C. Interest in abstract ideas.

D. Interest in adventure, excitement, change.

VIII. Emotional Requirements:

A. Ability to function under pressures of speed, com-

plexity, danger, etc.

B. Stability and personal adjustment.
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V.

VI.

Sensory Requirements:

Acuity of each of the special senses.

Perceptual Requirements:

A. Speed of perception — for each sense as required.

B. Accuracy of discrimination — for each sensory

attribute as required.

Intellectual Requirements :

A. Verbal comprehension.

B. Numerical facility.

C. Deductive and inductive reasoning.
D. Mechanical comprehension,

E. Special visualization.

Academic Skill Requirements :

A. Accuracy in mechanics of expression.
B. Fluency in verbal expression.

C. Mechanical knowledge.

Social Requirements:

A. Pleasingness of manner and appearance.
B. Understanding of behavior of others,

C. Tact and deftress in dealing with others.

E. o
il

'k
Al




Jobs should be analyzed as they exist, each completed job ’?
analysis schedule describing one job as currently found in the
particular organization being studied. Therefore, each job i

analysis schedule must faithfully report the job exactly as it
exists at the time of the analysis, not as it should exist, nor l
as it has existed in the past, nor as it exists in similar plants. ?
While jobs are, to a certain extent, constantly changing the
analyst should not speculate on future plans given by emplo-
yers, nor on how the analyst believes the job might change in

the future. Such tactics would defeat the ultimate purpose

of the analysis — informing employment personnel and similar
groupg of the nature of jobs that presently exist in the

country.

A Brief Outline of Categories of Job Analysis:”

Physical Requirements:

A. Strength — in general, and by specific muscle
e g
. groups.

Endurance — resistance to fatigue.

Speed.

D. Gross coordination — in general, and for critical
muscle groups.

. Fine coordination — for specific muscle groups.
F. Adaptability — fluency in learning new motor
patterns.

5 R.L. THORNDIKE: Personnel Selection. Test and Measurement
Technique, (New York: Wiley. 1949). pp. 17-18.
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concern the extent of qualifications possessed by the specific

worker who happens to be performing the job at the time of
the analysis.

Basically there are but three parts of the analysis of any
job: (1) The job must be completely and accurately identified ;
(2) the tasks of the Jjob must be completely and accurately
described; (4) the requirements the job makes upon the

worker for successful performance must be indicated.

The categories of information which must be chtained
and reported in order to meet the requirements for a complete
analysis of a job have been formalized into a measurement

device which may be designated as “The Job Analysis For-
mula”,

These categories are:

1. “WHAT THE WORKER DOES” :

[+

“HOW HE DOES IT”:
3. “HOW HE DOES IT":

4. “THE SKILL INVOLVED IN THE DOING.

The first three parts of the Job Analysis Formulg — the
“What”, “How”, and “Why” — bring out the nature and scope
of the tasks. The last part of the formula, the “Skill Involved”,
measures the degree of difficulty of the tasks and exactly

defines the nature of the required skills in order to
their difficulty.

indicate

e
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of personnel actions starts with the job description, and much ;
of the success of each depends on how carefully the job re-

quirements have been analyzed. :

Definition of Terms:"

1. Task: is created whenever human effort must be
exerted for a specific purpose. The effort may be physical,
or mental. The effort may be exerted to change a material

or merely to maintain the status quo of a material. The ma-

terial may be tangible or intangible.

9. Position: an aggregation of accumulated duties, tasks,

and responsibilities requiring the services of one individual.

The definition of position is on the basis of a single worker.

3. dJob: is a group of positions which are identical with
respect to their major or significant tasks. Therefore, a job
may be considered as a group of positions which are suffi-

ciently alike to justify their being covered by a single analysis.

Job Analysis is defined as the study of jobs to obtain
basic facts about fhem, giving emphasis to the parts of the
jobs that are significant for a particular purpose. It is also
concerned with the qualifications that are required of worker

for the successful performance of a given job; it does not

(1) Department of Labor: Training and Reference Manual Jor
Job Analysis, (Washington, D.C., Government Printing Office, 1944),
o T
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‘Introduction:

The knowledge of job and worker analysis is a funda-
mental prerequisite for an intelligent attack upon all personnel
problems in any organization, whether large or small, public
or private. The first logical step in any organized personnel
program is a survey of labor needs to know what jobs are
needed to each other. The best starting point for almost every
phase of personnel management is an accurate and reasonably
detailed description of the work to be done in each job in the
organization. In the absence of such data, proper selection
and placement are inconceivable except by accident. The
analysis of job requirements represents an objective attempt
Lo study the jobs that contzin a variety of actions for the
purpose of establishing the proper way of employing man-

power in the completion of the work.

The scope and method of analyzing jobs will invariably
depend upon the needs and conditions of the individual estab-
lishment and will be limited by the purpose which the analysis
18 to serve. Viewed broadly, job analysis may be directed
toward improvement in production efficiency, in which case a
minute dissection of the job through such techniques as time
and motion studies will receive the major emphasis. Or it may
be introduced for the purpose of perfecting the technique of
placement, in which case emphasis is placed on what skills,
aptitudes, and special qualities are required for success on the
job. Training, setting of wages, and planning of promotions
all require, first of all, a knowledge of just what the employee

does or is expected to do. .. Fach of these different phases
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CHAPTER 1.

NATURE, SCOPE AND USES
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APPENDIX
A. The Job Analysis Schedule ...

B. Physical Capacities Form
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PREFACE

Everyone of us has seen someone fall victim to a serious
disease or disabling injury. Sometimes we remember them as
shut-ins; others we hazily recall as being under medical care

for a long time. Some get around a bit, trying to work occa-
sionally at cdd jobs.

These and other victims of handicapping conditions make
up quite a number of disabled citizens who could be rehabi-
liated and returned to places of usefulness in our Society.
With proper services, hundreds could leave their wheel-chairs,
their beds in hospitals and homes, able to care for themselves

and with renewed interest in the world in which they live.

“Job Analysis” is a basic step in the rehabilitation process
for the placement of the handicapped. In this booklet, the
writer intended to furnish the rehabilitation counselors with
basic information about job analysis, in the possible simple
form. It is not the purpose of this booklet to serve as a text
in job analysis, rather it furnishes the reader with the high-

lights of job analysis as could be summarized out of the
American literature.

This booklet is addressed to counselors, social workers,

physicians, and all who are concerned with rehabilitation of
the handicapped.

Cairo, September 1955.

SAYED A. MORSI.
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