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'0 Q (TASK STATEMENT) PILE AJ.lD SECURE ALL MATERIAL ACCORDING TO FIIM•s · POLICIES 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

PERFORMANCE KNOWLEDGE SAFETY - HAZARD 

}.1 

, 
; 

File system common to the firm 
Firm's policies related to task 

as stated 

DECISIONS 

Decide if item is to be filed 
Decide where item is to be filed 
Decide if item has been filed 

correctly 
Decide if there is another item to 

be filed 
Decide if firm's need for file, for 

the operation, is finished 
Determine where to place file 
Decide if files are safe. 

···- --·-- ---------

Read firm's methods and/c·· policies 
of filing material 

File items according to firm's 
methods and/or policies 

Secure items to policies 

CUES 

Material (ledgers, journals, etc.) 
is not needed for processing by 
the machine at time 

Work/operations are finished 

-E-RRORS 

Lost business material 
Errors in information generated by 

operations 
Files sto.len, destroyed, tampered 

with 



,...... ... 
.., 

~Q Im 

n "ASK STATEMENT) FILE ALL ~to\ TERI AL ACCOR!iING TO FIR't' S POLICIES 

~ 

l 
I 

SCIENCE 

Behavioral Sc)ence (see index) 

MATH - NUMBER SYSTEMS 

For filing bv a numerical svstem, ordering, indexing, 
and/or coding mav he necessarv 

V''--~~~~~~~~~~~~~~~~~~~~~----~~~~~~~~~~~~~~~~~~~~~~--t 

PERFORMANCE MODES 

Reading. 

Speakinp. 

Listenin~ 

Viewin1~ 

COMMUNICATIONS 

EXAMPLES 

~Iaterial type to be filed 

Askin~ advice on f ilin~ problems 

Answers to advice on filin~ 

IteM to be filed 

69 

SKILLS/CONCEPTS 
Comprehension, detail inference, 

definition 

TerMinology/general vocabulary, 
appropriate diction, enunciation, 
clarity of expression, lo~ic, 

usage 

Auditory discrimination, concen­
tration, lo~ic, word definition 

Visual analysis, memory, describing, 
logic, detail and inference, color 
discrimination, recognization of 
~vmbols, codes 

~l.:'1 



Im 
~Q 
(') (TASK STATEMENT) 

REPORT A.W UNUSUAL-QUESTIO~JABLE AND/OR POTENTIALLY ILLEGAL-ITEMS OF INFOR.MATIO~ FOUNO I~J 
THI:: FILES TO AT -LEAST TWO PERSONS 

........... : 
f:::. 

\ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Firm's policies on how to handle 
unusual and/or se·nsitive 
information 

....-' 

' · 

DECISIONS 

Decide if material or information 
needs to be reported 

Decide which persons should be 
informed 

Decide if information has been 
corranunicated to the proper persons 

PERFORMAN-:E KNOWLEDGE 

Read firm's security policies (on 
handling and mishandling) for 
potentially sensitive information 
and materials 

Follow the firm's policies, report 
what may warrant reporting to 
at least two persons of authority 

~ 

CUES 

Hort! than one record/ledger on a 
given account 

Items whic~ reveal potential loss 
or cotTtPromise of the firm's 
sensitive/classified information 

SAFETY - HAZARD 

ERRORS 

Conviction for a felony-public 
relations problems 

Loss of employmen.t 

.-, .. 
_- ........ 



m 
I~ . 

REPORT ANY UNUSUAL-QUESTIO~ARLE AND/OR POTENTIALLY ILJ.F.C''.AL-ITF.MS OF TNFOR~TION FOUND IN 

THE FILES TO AT LEAST TWO PERSONS 
'{)QTASK, STATEMENT) 

SCIENCE 

Behavioral Science (see index) 

VJ 

PER FORMAN CE MODES 

Listening 

Viewing 
--~--

Speaking 

Reading 

Writing 

---·-
MATH - NUMBER SYSTEMS 

·•. 

COMMUNICATIONS 

EXAMPLES SKILLS/CONCEPTS 

Instructions on sources of 
this task __ _ __.-

- ------· 
act]:£!1___t.o--r - 7\ucHtory -dfscrimina tion, discriminate 

facts from non-facts, recognize­- -Does iteM in question warrant report· 
ing 

Informing firm's mana~eMent of 
unuc;ual find 

Firm's policies related to this task 

Report on an unusual_item found 

91 

opinions, word definition 
Visual analvsis, memory, describinP,, 

logic, detail and inference, color 
discrimination, recognition of code~ 
c;ymhols, and emhlems 

Terminologv/general vocabulary, logic, 
appropriate diction, implying, 
enunciation, clarity of expression, 
usage 

Comprehension, detail/inference, 
definition, terminology 

Penmanship. spellin~, memo fonr.at, 
description, reports·1nfot"T'latio~~ 
clarity of expression, logic, US"!Jle 



Im 
~Q -- , 
(') (TASK STATEMENT) RE-FILE, CORRECTLY, MATERIAL FOUND TO HAVE BEEN MISFILED 

-.....\__ 

0--

"' 

.. - --

TOOLS. EQUIPMENT. MATERIALS. 
OBJECTS ACTED UPON 

File -system common to the firm 

1 

DECISIONS 

Decide if item has been misfiled 
Decide correct place for item in 

filing system 
Decide if item has been correctly 

re-filed 

PERFORMANCE KNOWLEDGE 
-~-

Read firm's methods and/or policies 
of filing material 

Locate misfiled item 
Locate correct place in file for the 

item 
Place misfiled item in correct 

position in file 

CUES 

Item that may be misfiled does not 
resemble other items near· its 
location (size, shape, color~ _ etc.) 

~h 

SAFETY - HAZARD 

ERRORS 

Lost business material 
Errors in information generated by 

operations 

1, 



'1 

I
m I 

~Q 
(') "ASK STATEMENT) RE•FILE, CORRECTLY, MA~RIAL FOUND TO HAVE ' BEE.~ MISFILED 

I 
I "/ /..-- - -

.Y 

-Q 
_j 

SCIENCE 

Behavioral Scieace (see index) 

PERFORMANCE MODES 

Reading 

Viewing 

- ~ 

MA~ - NUMBER SYSTEMS 

For filing by a numerical -system. ordering. indexing 
and/or coding may be necessary 

~ 

COMMUNICATIONS 

/ EXAMPLES 

Determining type of source documents 
sorted 

Hand sorting checks (banking) by 
color. shape. size as well 'as 
detail 

File all material according to 
policy 

. 
93 

I 

/ ' 

.. 
... 

SKILLS/CONCEPTS 

Comprehension. definition. detail 
and inference. terminology 

Visual analysis. memory. description~ 
logic. detail and inference. color 
discrimination. recognition of 

~ symbols, codes, and emblems 

''>-1 ---r 



m -c 
~~ !~Q n (TASK STATEMENT) RUN A TRIAL.BALANCE ON LEDGER(S) WHEN REQUIRED AND/OR ADVISABLE 

::, 

~ 
~ 

TOOLS, EQUIPMENT, MATERIAL:$, 
OBJECTS ACTED UPON 

Adding ~isting machine or 
calculator 

Firm's policies related to task 

DECISIONS 

Determine if trial b~lance is to 
be run 

Determine !f trial balance equals 
rontrol account 

Determine nature of error, if aay 
Detennine how to r.~rrect error 
Det~rmine if new trial balance is 

necessary 
Determine if comparison of trial 

balances are in agreement 
Determine if· error has been 

corrected 

PERFORMANCE KNOWLEDGE 

Read firm's policies related to task 
Acquire ledgers that are to have a 

trial balance made 
Add ledgers 
Compare ~he tot.al of the trial 

SAFETY--· HAZARD 

balance with the total of the v · 
control account . . 

If totals do not balance, r~the 
trial balance a second timei· com­
pare the two tapes and locate the~ 
error 

Correct the error 
Report the balancing, 

and/or advisable 

CUES 

. / 

if necessary 

I • 

Control account and trial balance . . 
are not in agree~ent 

~ 

---

.. / 

ERRORS 

Firm's books will be ·out of balance 
Error in trial balance may compound 

errors later in accountinv, ·cycle 

··- - ------ - - .. 



. 
i ~Q • " ' . ' Im r-'. C} fAS\<"STATEMENTI ~UN A TR1AJ; BAUNCE ON LEDGER(S) WHEN REQUIRED A~D/OJ?. ADVISABLE 

SCIENCE · - - -· 

Behavioral Science (see index) 

MATH - NUMBER SYSTEMS 

Fundamental Operations 
Addit'ion 
Subtr~ction 

_Division (location of .. 

> 

transpositions) 

Use ·of computirig..aevices and mechanical aids 
-~ ;· ,. 

.. 
....c.>...---~~~~~~~~~~~~~~~~~~~~~ ......... ~~~~~~~~~~~~~~~~~~~~~~~~ 
-S:? 

PERFORMANCE MODES , 

Speaking 

Reading. 
Writing 

Lisrenl.ng 

Viewing 

-

\ 

. 
COMMUNICATIONS 

EXAMPLES 

' Getting assistance with task 

Firm's policies on trial balances 
Finding err::>rs 

Assistance w:f.th task 

Looking for error 

95 
>' 

SKILLS/CONCEPTS 
. ~ 

. Terminology/general vocabulary, 
~ppropriate diction, enunciation, 
clarity of expression, logic, 
usage 

Compr2hension, detail inference, 
Penmanship, logic, clarity of 

·expression 
Auditory discrimination, discriminate· 

facts from non•facts, concentration 
logic 

Visual analysis, memory, logic, 
detail and inference 

~ 

--- - - -- - -- - - - -· ·--------·----- - ---------------------------------



\) 

EfilC 

/ 

.· 

Duty H Operating Various Related Of°face Machines 

1 Operate a '' 10 key" adding-listing machine and/or calcul.'ator 
2 Operate a ''full key'' adding-listing machine 
3 Operate an alphabetic (and/or numerical) sorter 
4 Operate a telephone 

\ 

I c O 
97 
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~Q (TASK STATEMENT) OPERATE A "10 KEY 99 ADDING-LISTING MACHINE AND/OR CALCULATOR 

-
CJ -

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

10 key adding-listing machine and/or 
calculator · 

Manuals for given machines 

DECISIONS 

Decide if machine•s operations are 
und~rstood 

PERFORMANCE KNOWLEDGE 

Read manuals for ~achines 
Follow directions given in manuals 
Practice with the machine(s) 

CUES 

New machines are o~tk not"under• 
stood completely as to what . 
operations may be p rformed on/by 
it 

"" \b' 

-· 

SAFETY -- HAZARD 

ERRORS 

Loss of time and revenue 
Damage to machine 
Errors in firm•s books 

'i01 



~Q . Im 

n .TASK STATEMENT) OPERATE A cc 10 KEY" ADDING-LISTING MACHINE AND/OR CALCULATOR 

--0. 

' ...... 

..,,. 
SCIENCE 

Behavioral Science (see'index) \ 
MATH - NUMBER SYSTEMS 

\ 

Ability to read numbers correctly 

Use of computing devices and mechanical aids 
\ 

\ 

\ 

}Jt--~~~~-----------------------------------------------------------------~--1 
COMMUNICATIONS 

, . ' -~ 

PERFORMANCE MODES EXAMPLES 

Touching Running 10•key · adding machine 

Viewing Material to be added 

Reading The manual of a new calculator 

99 

SKILLS/CONCEPTS 

Visual analysis, memory, logic, 
recognition of symbols, codes, 
and emblems 

Comprehension, detail inference, 
description of mechanism, 
definition, terminology 

... 

-~ 
TT·<~ 



,.- --- ---- -- ~--------.- -
gm 

I ~Q(TASK STATEMENT) OPERATE A "FULL KEY'. ADDING-LISTING MACHINE 1- i~~ 

,. 

..__ 
Q 

\......., 

' 

, 

~ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Full key adding-listing machine 
Man\ial~s) for a given machine(s) 

-

' 

DECISIONS 

Decide rf machine(s) operations are -
understood 

. 

PERFORMANCE KNOWLEDGE · SAFETY - HAZARD 

Read manuals for machines ""' Follow directions in manuals 
Practice with the machine(s) 

. 

-

I 

' 

CUES ERRORS 

New machines operations are not Loss of time and revenue 
understood completely as to what Damage to machine 
operations l'\aY he performed on/by Errors in firm's hooks 
it 

. 

______ _____________________ _.;. ________________ _.__ 



~Q . Im 

{) (TASK STATEMENT) OPERATE A ••FULL KEY', ADDING-LISTING MACHINE 

-0 

~ 

......______,_ 

SCIENCE 

Behavioral Science (see index) 

MATH - NUMBER SYSTEMS ,, 

Ability to read numbers correctly 
• Use of computing devices and mechanical aids 

.... ~~~~~~~~~~~~~~~~~~~~~~~--~~-~----~--~~----~--'~~----~--~~----~------~--~~----~--~------~~--------~~--~~-
COMMUN l~A TIONS 

PERFORMANCE MODES EXAMPLES 

Touching Run a full key adding machine 

Viewing Material to be added 

Reading The manual of a n~w cal~ulator 

-- __..,.::-,.. 

----
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' 

SKILLS/CONCEPTS 

Visual analysis, memory, logic, 
recognition of symbols, codes, 
and emblems 

Comprehension, detail/inference, 
description of mechanism, 
definition, terminology 

~ ....... , ___ 

:----" ."" 
...... . "" 
~ i04 



,--~-· --------·--- -·~-· ' -----------·-~--~---- -- --

~Q (TASK STATEMENT) OPERATE A.'l ALPHABETIC (AND/OR NUMERICAL) SORTER 

~ 
0 

VJ 

TOOLS, EQUIPMENT, MATERIALS. 
OBJECTS ACTED UPON 

Alphabetic (and/or numerical) sorter 
Materiais to be sorted alphabeti­

cally and/or numerically 

DECISIONS 

Decide behind which tab a given item 
is to be sorted 

PERFORMA""CE KNOWLEDGE 

Place sorter on appropriate work 
surf ace such as a table 

From _the Jnaterial to be sorted take 
item by item and place each 
~ithin ·appropriate tabs on the 
sorter 

CUES 

Materials are not in the order 
necessary for pr~cessing 
at the bookkeeping machine 

/ 

~ , ... t:'.' 
I • •. "l 

SAFETY - HAZARD 

ERRORS 

Loss of revenue-loss of time 
Error in firm•s books 



I•• 

, . ~Q . 1 Im 
1 

· n [TASK STATEMENTL OPERA.TE AN ALPHABETIC (AND/OR NUMERICAL) SORTER 

-..... 
0 
c-. 

.t--- -

SCIENCE 

Behavioral Science (see index) 

·-

<> 

' 

--

,. 

PERFORMANCE MODES 

Reading 
/ 

. 

• . 

\ 

" 

. 

t\t' 

COMMUNiGATIONS-

EXAMPLES 

Items to be sorted alphabetically 
and/or numerically -. -

. 

l 
' I 
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MATH - NUMBER SYSTEMS -1 . . 
/ 

. 

-

' 

SK IL LS/CONCEPTS 

Comprehension, detail inference, 
definition, terminology 

-

. 

'"I ... 
I• "O 



~~ ITAS~- STATEMENT) 
r- . 

OPERATE /I. TELEPHONE 

--...... 
0-

-._j 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Telephone 
Telephone book 
Various educational materials 

available from the phone company 
and/or the firm 

DECISIONS 

DecLde if telephone is to be mare 
effectively a11d efficiently used 

PERFOR~ANCE .KNOWLED~E 

· Read educational material available 
from firm and/or telephone company 

Apply understandings gained 
Ask questions of experienced persons 

CUES 

Communications are known to be not 
as productive as th~y rni~ht he 

'· 

if:? 

SAFETY - HAZARD 

\ 

ERRORS 

Loss of revenue-loss of time 
Errors in firm's hooks 
LeJ?al problems 
Public relations problems 



y 

~Q I
m . 

n . TASK STATEMENT) OPERATE A TELEPHONE 

-CJ 

~ ' 

"" 

\\ 

-
\ 

------

' 
SCIENCE 

Behavioral Science (see index) 

'• 

. 

~ 

PERFORMANCE MODES 

Reading 

Speaking / -

' . / ,. 
/ 

' 

MATH - NUMBER SYSTEMS 

Ability to recognize and dial phone numberc: 

'. 

t 

--- --- - --

-
, 

-. 

-
' 

COMMUNICATIONS 

EXAMPLES SK ILLS/CONCEPTS 

~ater1al related and necessary to Comprehension, detail/inference, 
operating a tel~phone more description of mechanism, ' 
effectively and efficienctly definition, ternjinolo~y •' 

' / ' ' 
To person .on telephone -- Terminology/gener~l vocabulary, 

appropriate aiction, implyinp,, 
enunciation, clarity of expression 

I ui;a~e 

ltJB_ 

105 ·,,~ 



~ 

\l 
EfilC 

.i &flb!fo '''I 

INDEX 

Attributes of maximum functioning capacity 

Conscious awareness of tbe need for a balance (both mental and physical) 
between tension and relaxation. Relates to: 

1. comfort 
·2. caution 
3. I safety 
4. physical, emotional, and intellectual health 

Conscious awareness of physical expressions basic to peak physi 
performance: 

1. body rhythm 
2. breathing coordin-ated with body movement 
3. body balance and posture 
4. movement from tension to relaxation and vice versa 

Conscious awareness of qualities basic to optimal mental performance: 

1. attention 
2. observation 
3. concentration 
4. mental alertness 
s. mental quietude 
6. mental clarity 
7. organization 
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