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1. As part of its mission the Training Developments 
Institute has a long-term commitment to the training and 
development of service school and training center staff and 
faculty.

2. Within this mission, the Job and Task Analysis Course 
provides training in the basic skills and knowledges 
required to perform the analysis phase of Instructional 
Systems Development (ISD). This course should be imple­

mented in conjunction with TRADOC Pamphlet 351-4(T), 
Handbook for Job and Task Analysis.

3. The course and handbook will not solve all the problems 
encountered in analysis. They represent a beginning. 
Revisions and additions are expected during the next few 
years as we learn from your experiences and ongoing 
research. Should you have questions, assistance is 
available by calling the Occupational Research and Analysis 
Division (AV 680-3608) of the Training Developments 
Institute.
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OVERVIEW OF THE JOB AND TASK ANALYSIS COURSE 

This course provides an introduction to Job and task analysis which 
focuses on basic skills necessary to Army TRADOC analysta. 

The package is primarily designed for the novice or apprentice analyst. 
However, the package will also serve as a useful training tool and 
refresher for analysts with some degree of experience. The package 
will also provide a quick introduction for newly assigned managers in 
analysis and training design/development activities, and for personnel 
assigned as evaluators to acquaint them with the Job and Task Analysls process. 

The modules in this course can can be used as a training tool for: 

• Apprentice analysts (with CRI certification) 
• Apprentice analysts (without CRI certification) 
• Job analysts 

• Task analysts 

• Analysis team chiefs 

• Task analysts - test developers 
• Analyst - designers 

• Returning analysts requfrfng a refresher 
• Subject matter experts (consulting wfth an•lystJ) 
• Evaluators (from school's DEV) 
• Managers of Job and task ·analysts actfvftfes 
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The course is designed around five subject areas: 

BASIC SKILLS (TS-11, TS-1, V-111, TP-1, ECSS-1). Five modules 

concerned with basic analysis skills (identifying tasks, basic 

interviewing, etc). These modules overlap the CRI Course. 

JOB AN, LYSIS - PART I (JA-1, JA-12, V-11, JA-1). Four modules 

concerned with basic researching skills required to develop a 

task inventory. AG-1 (goal analysis) overlaps with the CRI course. 

JOB ANALYSIS - PART II (ST-1111, ST-111, ST-11, ST-12, ST-13, ST-14, 

ST-1). Seven modu1es concerned with the process of selecting tasks 

for training. 

TASK ANALYSIS (V-12, DF-1, IC-1, CG-11, CG-12, CG-1, TA-1, OP-1}. 

Eight modules concerned with techniques for analyzing tasks and 

recording task performance. One optional module is included on 

stimulus-response tables. 

MANAGEMENT OF ANALYSIS (MGT-11, MGT-12, MGT-1}. Three modules 

concerned with planning analysis efforts, selecting training sites, 

and explaining t~e job and task analysis process. 

See the module map on · cover page. 
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Below 1s • 11sttng of the course mo_4ules and their short titles. 

MODULE 

TS-11 

TS-1 

Y-111 

TP-1 

ECSS-1 

JA-11 

JA-12 

V-11 

JA•l 

ST-1111 

ST-111 

ST-11 

ST-12 

ST-13 

ST-14 

ST-1 

V-12 

DF-1 

IC-1 
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SHORT TITLE 

Identity Task Statements 

Write Task Statements 

Basic Interviewing 

Prepare a Target Population 
Description 

Edit Condition and Standard 
Statements 

Goal Analysis 

Review Resource Documents 

Conduct Information Gathering 
Interview 

Develop a Task Inventory 

CODAP 

8-Factor Model 

4-Factor Model 

Training Emphasis Model 

Difficulty-Importance-Frequency 
{DIF) Model 

Wartime/ Peacetime Model 

Select Task for Training 

Conduct Observation Interview 

Develop Flowcharts 

Identify Initiating Cues 



MODULE 
SHORT TITLE 

CG-11 
Plan a Consensus Group 

CG-12 
Describe Consensus Group Action 

CG-1 
Participate in a Consensus Group 

TA-1 
Record Task Analysis 

OP-1 
Develop Stimulus Response Tables 
(Optional) 

MGT-11 
Write Job and Task Analysis Plan 

MGT-12 
Recon111end Training Site 

MGT-1 
Talk about Job and Task Analysis 



RESOURCES FOR JOB AND TASK ANALYSIS ~OURSE 

TRADOC DOCUMENTS 

1 TRADOC Regulation 351-4 

1 TRADOC Circular 351-28 

1 TRADOC Pamphlet 350-30 

1 TRADOC Pamphlet 350-30 

1 TRADOC Pamphlet 351-4 

BOOKS 

Job and Task Analysis 

Soldier's Manuals, ColTlllander's 
Manuals and Job Book's Policy 
and Procedures 

Phase I - Analysis 

Executive SulTlllary 

Job and Task Analysis Handbook 

• Goal Analysis - Robert F. Mager (Fearon Publishers, Inc) 

EXTRACTS 

1 Module TP-11-Describe Target Population Entries (Criterion Referenced 
Instruction, Analysis Booklet. Robert F. Mager and Peter Pipe). 
• DIF Analysis (Job Analysis for Training - Pamphlet No 2 - Published 
by the Royal Army Education Corps). See Volume 8. 

• Synergy and Consensus Seeking Paper. See Volume 8 
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SAMPLE JOB ANALYSIS PLANS FROM TRADOC SCHOOLS* 

• United States Army Infantry School Officer Job/Task Analysis Plan. 
• Job and Task Analysis Plan (OV-1 Aircraft Publication) Fort Rucker, Al. 
• Management Plan - Job Analysis for Police Services Course. 
• 74O/74F/74Z Job and Task Analysis Plan. 

NOTE:' * Including these plans in this course does not imply their 
adequacy nor adherence to current TRADOC guidance. These plans are 
included only to serve as a vehicle for work already done (at the 
time of course development) and examples of plans prepared by subject 
schools. These plans are located in Volume 8. 
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BACKGROUND ON THE JOB AND TASK ANALYSIS COURSE 

1. Why was the TRADOC Job and Task Analysis Course developed? 

• The Job and Task Analysis course provides a common training 

tool for TRADOC analysts. The foundation of systems designed 

instruction is a thorough analysis base. To provide soldiers 

with training for their specialties in the field, each specialty 

must be defined in terms of the tasks soldiers perform. The 

results of this analysis should be the single analysis base from 

which all training products are designed and developed, The 

analysis cannot be accomplished without a trained cadre of 

analysts. The TRADOC Job and Task Analysis course is an 

introduction to the basic skills required by TRADOC analysts. 

2. What is the purpose of the Job anrl Task Analysis course? 

• To prepare the managers of analysis activities for the job of 

training their subordinates (analysts} and reinforcing new 

analysis skills on the job. 

• To prepare those assigned to job and task analysis activities 

in the TRADOC schools to conduct ,iob and task analysis efforts 

in accordance with TRAOO.C Reg 351-4 (Job and Task Analysis} 

and TRADOC Pam 351-4 (Job and Task Analysis Handbook}. 

• To provide TRADOC analysts with a set of baseline skills 

necessary to the conduct of job and task analysis. 
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• To provide managers of analysis with an on-the-job training 
tool to develop analysis skills in their subordinates. 

1 To inform managers of job and task analysis activit ies of the 
skills and procedures used by their analysts. 

3. Who should take the modules in the Job and Task Analysis Course? 
1 Managers of analysis activities should complete the course 

prior to or with the initial group of analysts. This will ensure 
t~at the manager has a sufficient understanding Jf the course and 
the analysis process to (1) train inexperienced analy~t~ ~nd 
(2) reinforce new on-the-job skills the analysts have acquired , 

• Anyone directly involved in the conduct of job and ta sk analysis. 
The package is designed for novice analysts. It is also used as 
a refresher for analysts who have experience working in other 
phases of training developments. 

4. How long does .it take to complete the modules in the Job and Task 
Analysis course? 

There is ao set timeframe for completing the modules. The amount 
of time required to complete the job training package is a function of: 

• How man,y modules the manager feels are necessary t'l prepare 
any given analyst. 

• How much coaching the manager =~~cts to provide to any given 
analyst (coaching may be provided either directly from the 
manager or appointed ~ubordinate, or some combination of the 
two). 
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• The level of performance the manager demands for the analyst 
to meet criteria in each module the analyst completes. For 
example, although some modules have specific feedback (TS-11

1 

Identify Task Statements and DF-1, Develop Flowcharts) criteria 
in other modules depend upon the analyst's project requirements. 
Criteria for modules such as TS-1, Write Task Statements, TP-1. 
Develop a Target Population Description, and JA-11, Goal Analysis 
are dependent upon the unique area to which each analyst is 
assigned. 

5. What are the recommended prerequisites to the Job and Task Analy~is 
course? 

NCO Analysts 

• Qualified in the MOS being analyzed. 
t Recent field experience. 

I • Above average communication. skills (oral and writing). 
Officer Analysts 

• Qualified in the specialty being analyzed. 
• Recent field experience. 

• Above average communication skills (or~l and writing). 
Civilian Analysts 

• Thorough knowledge of the MOS/speciality being analyzed. 
• Above average communication skills (oral and writing). 
• Training in current instructional technology. 
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General Requirements 

• Have taken the CRI course . 

• Are directly involved in job and task analysis. 
1 Have available resources for the officer and enlisted specialty 

they will be analyzing. 

For Managers 

• Have taken the CRI course. 

• Are currently managing a job and task analysis activity in a 
TRADOC school. 

6. What is needed to make the Job and Task Analysis course work? 
• A course manager (either a manager of analysis or an appointed 

subordinate) who has completed the modules and who has had 
training as a learning facilitator. 

• A set of modules for each student analyst. 

• A set of criterion TESTS for each student analyst. 

• A set of self-evaluation sheets for the course manager to 
provide feedback to the student. 

• Resource materials required by the analyst in normal 
day-to-day projects. 

7. What is the best way for managers of analysts to use the Job and 
Task Analysis course? 



The course should be used as a daily training tool. Workers can 

complete portions of the course and reinforce their skills as they 

perform their job. Course work should be performed under the guidance 

of the individual's supervisor, peers that have completed the course 

or a combination of supervisor/staff and faculty participant. It is 

not reco111T1ended that analysts be given the entire course in one entity 

in a workshop setting. Instead, the analysts should be given reasonable 

portions of pre course to complete. The course ~rk should reinforced 

through the actual analysis work assigned. 

There are several options to use the Job and Task Analysis course. 

Some suggested training tasks are displayed at Figure l - Modules 

suggested for completion by persons expected to perform various 

analysis functions (see next page). 



IMPLEMENTATION OF THE JOB AND TASK ANALYSIS COURSE 

This course is used as an on-the-job training tool for managers to 
cultivate and develop skills in their analysis personnel. The 
modules in this course should be used daily or as required by 
analysts as they perform their official duties. This course, together 
with TRADOC Reg 351-4 (Job and Task Analysis) and TRADOC Pam 351-4 
(Job and Task Analysis Handbook), comprises the training. 

Although the modules can be incorporated into a workshop, this package 
intends to provide analysts with reasonable amounts of knowiedge followed 
by periods of job reinforcement. This desired blend of job site train­
ing and practice cannot be accomplished through a two or three week workshop. 

Job and task analysis is a very technical and complex field. Analysts 
should not be trained based on attendance at a workshop removed from 
their job site. Three main elements develop, reinforce,and maintai.n 
analysis skills in any analyst. These are training, practice with 
reinforcement and experience. To cope with the decoy rates common 
to workshops, it is recommended that a grooming process be used to 
develop a strong analysis staff. A two or three week workshop will 
not provide the student-analyst with the opportunity to be tutored 
in analysis skills in a job realistic environment. Therefore.the modules 
in the course may be used as on-the-job tools by managers to develop 
analysis skills in their staff. 
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When implemented as an on-the-job course, the materials are most effective 

when the student analyst is given clusters of modules closely related to 

current work assignments. The course work required by the modules may be 

directly related to the analysts work assignment. The analyst may accom­

plish training while at the same time complete acutal work projects. 

The analyst's training through the modules should be managed by a course 

manager. The course manager can be the chief of analysis or an appointed 

subordinate. The course manager determines when the student analyst has 

reached competency in each assigned module. Even after modules are 

"signed-off" by a course manager, the student should have access to the 

manager fi1r future skill enhancement. 

An alternative to implementing the course as an on-the-job training 

tool is to offer the modules as a courre taken in a set time frame 

(2 to 3 weeks). The course map can be a guide if the modules are 

issued as a one-time course. 



CERTIFICATION OF COURSE GRADUATES 
All students who complete the entire course or phases of the course should receive cert;fication certificate. If poss;ble, each school should develop a system for certifying students who complete course work and for entering records of appropriate cert;ficat;on into the students personnel f;le. 

, For students who complete all 27 modules
1

certification should .be g;ven for the entire course. 
• For students who complete suggested clusters (or clusters 

des;gned by the school) certif;cation should indicate the 
clusters completed. If the student eventually completes the ent;re set of modules, the ind;vidual cluster certificates can be replaced by a single course certificate. 



COMPONENTS OF THE JOB I TASK ANALYSIS COURSE 

The self-pacing portion of the Job Training Package is made up of: 
• 27 modules. 

• Criterion Tests for each module. 

• Feedback sheets for each module. 

• A student handbook. 

• A management guide for course managers. 

• Resources used on the-job by the student analyst (TM, FM, 
mission statements, ASOP reports, etc). 

OBJECTIVES AND MODULE SYNOPSIS 

TS-11 - Identify Task Statements 

• Objective: Given a list of items describing work activities, 
identify any task statements and explain,in writing,your 
reasons for rejecting the other statements. You will be 

allowed one error. 

• Synopsis: Module describes task statements according to the 
criteria given in TRADOC Pam 350-30 (Phase I - Analysis). 
Student-analyst is given practice in identifying task statements 
according to ISD criteria. 

TS-1 - Wrfte Task Statements 

• Objective: For an officer or enlisted specialty for which you 
are competent or familiar, write task statements which are 
structurally correct (have an action verb and object) and use 
the f o 1.1 owing qua 11 f yi ng phrases : 
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Simple action verb and object-acted-upon fonnat , 

Multiple ways of doing an activity. 

Multiple purpose of a task . 

Restricted range of activities. 

• Synopsis: Module describes the use of qualifying phrases 1,~ task 

statements. Student analyst develops examples using the 

qualifying phrases discussed in module, 

V-111 - Basic Interviewing 

• Objective: Given :.:-qveral interviewing situations, describe 

the techniques you would use in those situations. Explain why 

you would use each technique. 

• Synopsis: This module provides basic knowledges important to 

interviewing. Student responds.in writing.to interview 

situations. 

TP-1 - Prepar'! a Target Population Description 

• Objective: Given the following list of requirements, gather 

sufficient data to prepare a target population description. 

1. Position requirement -

Grade or skill level of the target population 

Exfsti ng 

Proposed 

Specialty of target population 

Existing 

Proposed 
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Prerequisite training 

Required 

Existing 

Prerequisite skills and knowledges 

Reading grade level 

Applicable battery test scores 

2. Soldier attributes -

Civilian education level 

Existfng 

Proposed 

Required 

Percent with English as a second language -

Age 

Sex 

Avocational interests 

Competition orientation 

Perception of Anny training 

Self-discipline 

Emotional maturity 

Reading grade level 

3. Background infonnation -

Time in service 

Time in grade 

Time in position 
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Related Experience 

Additional skill identifier 

Current enlisted reenlistment rate 
Current officer extension rate 

Average turn around time for overseas tours 

• Synopsis: Module explains the required entries for a complete 
target population description. Student Prepares a target 
population description for the area he is analyzing. 

ECSS-1 - Edit condition and standard statements 

• Objective: Given a list of task statements with conditions 
and standards and the appropriate job aids, edit each 
statement. You will write conments explaining each 
statement that is not adequate. 

, Synopsis: Student is trained in the characteristics of good 
condition a~d standard statements. Student learns to critique 
statements of job standards and job conditions. 

JA-11 - Goal Analysis 

• Objective: Given a task which is goal oriented (i.e., not easily 
observable), analyze the task by means of a goal analysis. 
The task analysis will be complete when the course manager is 
satisfied that the goal has been totally analyzed. 

• Synopsis: Student is given a variety of resource documents to 
review for task statements. Student is required to extract task 
statements from the assorted texts. 
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JA-12 - Review resource documents 

• Objective: Given one or more resource documents (or portions 
thereof),identify all tasks. For each task write one or more 
tas~ statements. 

• Synopsis: Student is given a variety of resource docurnents to 
review for task statements. Student is required to. extract 
task statements from the assorted texts, 

V-11 - Conduct an information-gathering interview for Job Analysis 
t Objective: Given the followinq -

- An interview format designed to collect job analysis data 
- The rules for conducting an interview. 

One or more duty areas for which there is little or no 
documented information 

- One or more job supervisors or job holders. 
Conduct an information-gathering interview of the job 
supervisor(s)/holder(s) and write task statements which reflect 
the work activities described in the interviews. 

• Synopsis: Student is given basic rules to follow when interview­
ing. Student is also told how to use interview as a data collection 
technique during job analysis. Student practices interview rules 
in context of job analysis. 

JA-1 - Develop a task inventory 

, Objective : Use the results of your own goal analysis, document 
reviews, and interviews to develop a task inventory for an 
officer or enlisted specialty you work with. The inventory must 
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consist of at least 30 tasks clustered by duty position title 
(and skill level if appropriate), 

• Synopsis: Student is required to combine the results of 
modules AG-1, R-11, and V-4 to create a task inventory. 

ST-1111 - CODAP 

• Objective: Given data on CODAP,do the following: 
1. Talk about advantages and disadvantages of CODAP as a 

data source for selecting tasks for training (without references). 
2. Specify the appropriateness of CODAP to your subject area (without references). 

3. Use CODAP data to select 10 tasks for training from your 
own task inventory (of at least 25 tasks). 

• Synopsis: Student is given a brief introduction of CODAP 
reports. Use of CODAP as a data source for task selection is 
discussed. 

ST-111 - 8-Factor model for selecting tasks for training 
, Objective: Given data on 8 factors for selecting tasks for 

training,do the following: 

1. Talk about advantages and disadvantages of the 8-factor 
model {without references). 

2. Specify the appropriateness of the 8-factor model to your 
subject area {without references). 

3. Use the data to select 10 tasks for training from your own 
task inventory {of at least 25 tasks). 



• Synopsis: Module discusses 8 factors for task selection given 
in TRAOOC Pam 350-30 (Phase I). Student practices using 
8-factor data for task selection. 

ST-11 - 4-Factor model for selecting tasks for training 
• Objective: Given data on the 4-factor model for selecting tasks 

for training,do the following: 

1. Talk about advantages and disadvantages of the 4-factor model 
(without reference). 

2. Specify the appropriateness of the 4-factor model to your 
subject over (without reference). 

3. Use the data to select 10 tasks for training from your own 
task inventory (of at least 25 tasks). 

• Synopsis: Module discusses 4 factors for task selection (4 of 
the 8 given in module ST-111), Student practices using 4-factor 
data for task selection. 

ST-12 - Training emphasis model for selecting tasks for training 
• Objective: Given data on the training emphasis oodel for 

selecting tasks for training do the following: 

1. Talk about advantages and disadvantages of the training 
empha~is model (without references}. 

2. Specify the appropriateness of the training emphasis model 
to your subject area (without references). 

3. Use the data to select 10 tasks for training from yo~r own 
task inventory (of at least 25 tasks). 
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• Synopsis: Training emphasis model is explained as it relates 
to selecting tasks for training. Training emphasis model 
collects data from supervisors rather than workers. Student 
practices using training emphasis model for task selection. 

ST-13 - Difficulty-Importance-Frequency (DIF) model for selecting 
tasks for training 

1 Objective: Given data on the DIF model for selecting tasks for 

trainina, do the follnwin~: 
1. Talk about advanta·ges and disadvantages of the DIF model 

(without references). 

2. Specify the appropriateness of the DIF model to your subject 
area {without references). 

3. Use the data to select 10 tasks for training from your own 
task inventory (of at least 25 tasks), 

• Synopsis: The DIF -model is explained to the student. Student 
practices using the model to collect and sort data for task 
selection. 

ST-14 - Wartime/Peacetime model for sP.lecting tasks for Training 
• ObJective: Given data on the wartime/peacetime model for select­

ing tasks for training,do the following: 

1. Talk about advantages and disadvantages of the wartimP./peace­
time i·nodel (without references). 

2. Specify the appropriateness of the wartime/peacetime model 
to your subject and (without references). 



• Synopsis: The wartime/peacetime model is explained to the 
participant. The participant then practices application of the model. 
ST-1 - Select Task for Training 

• Objective: Given task selection data, a worksheet package and 
a list of at least 30 tasks from your own task inventory, select tasks 
for training using a task selection strategy approved by a course 
manager. 

• Synopsis: This module allows the participant to formulate a 
task selection strategy that is appropriate to his or her school's 
nP.eds. This strategy will use some combination of the five task 
selection models discu~sed in earlier modules. 
V-12 - Conduct Observation Interview 

• Objective: Given an example of a job incumbent performing a task, 
conduct an observation - interview and collect data to complete an 
analysis of that task. At a minimum, your analysis must include: 

- Task statement (action observed) 

- Standards of performance for the task 
- Conditions for· the task 

- Initiating cues 

Elements or steps in the task 

- Indication whPn thf ta~k i, compl~t~ 

• Synopsis: This module enables the parti ci pan t to ~om hin~ 
interviewing skills learned earlier with the skills of observation. 

\ 
I 

\ 
\ 
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DF-1 - Develop Flowcharts 

• Objective: Given a narrative sunrnary (from either a resource 
person or publication) of the performance content of a task, develop 
a flowchart which shows the fnftfatfng cues, actions and decisions in that task. 

• Synopsis: A flowchart is a diagram of a step-by-step procedure . 
Symbols are used to identify information and decision actions. This 
module provides the participant skills fn the design and use of such flowcharts. 

IC-1 - Identify Initiating Cues 

• Objective: Given one or more resource documents describing tasks, identify the initiating cues described for the tasks and any missing or incomplete initiating cues . 

• Synopsis: In this module the participant learns how to 
identify and discriminate initiating cues, those events fn the 
worker's environment that cause actions to take place. 
CG-12 - Plan a Consensus Group 

• Objective: Write a plan for a consensus grup which addresses the following areas: 

- Selection of consensus group members 
- Selection of the group chairperson 
- A Letter-of-Instruction (LOI) 

• Synopsis: The participant fs provided the opportunity to 
set up a consensus group. He or she learns that ft fs important to 
specify exactly what a consensus group is to accomplish and how they 

26 



are to accomplish it. The participant learns the difference between 
directed group activities and a group t~at is dominated by one or two members. 

CG-11 - Describe Consensus Group Actions 

• Objective: Given situations which may occur during the conduct 
of a consensus group, state,in writing,whether the actions described 
are appropriate to the proper conduct of a consensus group. 

t Synopsis: This module presents situations that may occur in 
a consensus group. The participant learns to discriminate between 
those situations that are appropriate and those that are not appropriate 
to a consensus group. 

CG-1 - Participate in a Consensus Group 

• Objective: Participate in a consensus group. 
t Synopsis: The participant is given the opportunity to 

, actually participate in a group with a consensus seeking task. 
This task is designed to simulate conditions similar to those the 
participant might find in an actual on-the-job experience. 
TA-1 - Record Task Analysis 

t Objective: Given a task selected for training, the job, MOS 
and duty area in which the task is performed, and TRADOC Form 550, 
Job and Task Analysis Worksheet, record the appropriate task analysis data on the form. 

• Synopsis: This module introduces the participant to TRADOC 
Form 550, Job and Task Analysis Worksheet. The participant is guided 
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through the process of r~cording job and task analysis data collected 
in earlier modules. 

OP-1 - Develop Stimulus Response Tables (Optional) 

t Objective: Given a narrative description of the behaviors that 
occur during performance of a task, construct a paradigm that represents 
those behaviors in the appropriate sequence. 

•. Synopsis: Stimulus response tables provide the analyist 
with a convenient means of listing the stimuli and responses that 
make up the perfonnance of a task. 

MGT-11 - Write a Job and Task Analysis Plan 

• Objective: For an MOS or officer specialty for which your 
school has proponency, develop a draft Job and Task Analysis Plan by 
using real world information to complete the following paragraphs: 

l. Rationale for the plan. 
2. Objective of the job analysis. 
3. Resource requirements. 

4. Data requirements and sources. 
5. A list of deliverable products from the analysis. 
6. A milestone schedule. 

The plan may be an abbreviated version, but it must include REAL 
world infonnation. 

The plan you develop during the module will serve as the criterion 
test item. 
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I Synopsis: This module is desigoed for those managers responsible 
for the drafting of a job and task analysis plan. The participant is 
guided through the pr~cess of developing an actual plan. 
MGT-12 - Reconrnend Training Site 

• Object ive: Given an MOS by skill level to be analyzed, the 
duty positions that comprised the MOS, the percent of soldiers occupying 
each duty position in the MOS, and performance data regarding when 
the task is first performed. 

(1) Describe the site selection process without references. 
(2) Describe the role of the analyst in the site selection 

process. 

(3) Make a site selection reconwnendation on 20 tasks which you 
have selected for traininy from previous modules on selecting tasks 
for training. 

1 Synopsis: This module is intended for those managers 
responsible for site selection. Participants are guided through the 
process of formulating a strategy for site selection. 
MGT-1 - Talk About Job and Task Analysis 

1 Objective: Given access to any sources ava11able, pre~are and 
present a talk to inform a group of your superiors ~ peers.or sub­
ordinates of the nature of Job and Task Analysis. The talk will: 

(1) Describe the reasons for conducting a Job and Task Analysis. 
(2) Describe the reason for having a Job and Task Analysis 

Plan, briefly (2 or 3 sentences) explain each major paragraph of the plan. 



(3) Describe (in outline form) how you would go about doing a 
job analysis and task analysis for the MOS or specialty you work 
with . 

NOTE: Be sure your description covers each required step in job and 
task analysis and that you are sure that all required end products 
are included. 

(4) The talk should last no longer than 15 minutes. 
• Synopsis: In this module the participant is required to 

prepare a short (15 minute) briefing on Job and Task Analysis. This 
module helps the manager internalize job and task analysis concepts. 
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OVERVIEW OF JOB/TASK A~ALYSIS 

Job and task analysis are but parts of a total training development 
system. The purpose of this system is to deliver training and training 
products (e.g., TEC and ACCP lessons, SMs, CMs, SQTs, etc.) which support 
the force-in-the field. Let us first look at how job and task analysis 
fits into that total training developments system (see figure below). 

ANALYSIS-BASE 

4 

J 
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As you can see, a co11111on analysis base forms the core of the training 

developments system. If part or all of that analysis base is missing, , 
there will not be training of sufficient QUALITY to support the operation 

and maintenance of weapons and support systems. 

ISO 

The Instructional Systems Development (ISO) model as described in 

TRAOOC Pam 350-30 consists of five phases. The following is a brief 

description of each of those phases. 



ANALYZE 

DESIGN 

DEVELOP 

Analysis is concerned with the collection of job infor­
mation that contributes to successful development 
of good training and traini ng products. Such infor­
mation includes: a task inventory listing all task~ 
performed in the MOS or officer speciality; a list of 
tasks selected for training; documentation of initiating 
cues, job conditions and job standards for each task 
to be trained; a ta rget population description ; docu­
mentation of the performance content of each task 
selected to be trained; recommended train i ng sites. 

The information collected in the Job and Task Analysis 
is fed into the design activity. Here instructional 
objectives are written from the job and task informa­
tion. Also, test items to measure each learning ob­
jective are written. Finally a sample of students are 
tested to make sure the assumptions about entry skills 

are correct and the sequence of instruction is determined. 

In this phase, the learning objectives are classified by learning 
category and media selection is made. Existing training 
products are reviewed and revised and new procucts de-
veloped where none existed. Finally,the training products 
are field tested and needed revisions are made. An 
additfona 1 product is a management pl an for conducting 
the instruction. 

6 
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IMPLEMENT 

EVALUATE 

The training products and management plan developed 
earl;er are now put into effect. Key personnel are 
trained ~s managers or ;nstrur.tors to conduct instruction 
and evaluate training and training products. Much of 
the information collected can be used to improve those 
products as well as influence any future job and task 
analysis efforts. 

The purpose of this phase is to collect and document 
information about learner performance in the course . 
Such information is used t o determine inadequate/frrelevant 
train;ng. 
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INTRODUCTION TO SELF-PACED CRITERION;REFERENCED INSTR~CTION 

The material you will work with in this course is self-paced and 
criterion-referenced. If you are familiar witt. thi .; type of instruc­
tional program you may want to skip this section. 

Self-Paced Criterion-Referenced Instruction is a way of organizing 
instructional material that allows you to work through a course at 
your own speed . Your competence will be judged against a known , fixed 
standard and not in relation to the performance of your fellow par­
ticipants. 

There are no grades in this course . You are judged only as competent 
. or not-yet competent. Therefore there are n"' 11 honor graduates",; nor 
are there any graduates who have not been certified as competent. 

The course materials have been designed to remove, as much as possible , 
your dependence on an instructor. The course manager(s) will assist you in 
mastery of the learning materials by directing you to relevant materials and 
by serving as subject matter experts when needed. 

Should you have any problems with the practice exercises or the 
Crit~r1on Tests, do the following: 

.. ......... ....... 

,, 
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'l. Read additional material. 
' 
~- Review materhl in the module. 

3. Check with a colleague in the course: 

4. Check with a course manager if you are st i ll having problems . 

The course is organized into "modules" or units of instruction. Thr. 

Course Map shows the arrangement of the modules and guides you through 

the course. The Cours£ Map also 1ndicat~s any prerequisites for a 

module. 

You may work on any module you desire provided that: 

1. You have completed all prerequisite modules as indicated by 

connecting arrows. 

2. You complete all the modules below the solid l i ne before work­

ing on modules above the line. 

HOW TO COMPLETE THIS COURSE 

By this time you are probably ready to select a module and begin the 

course. Re•mber~ This course is self-paced. Work at your own speed . 

The chart on the next page will help you get started and guide you 

through compl etion of the modules and mastery of the course materials. 



Step Procedure 
I 

,, 
1. Select any module from the bottom of the map. 

l2. Read the objective and the Criterion Test. 
I 

, 
I 
3. Read the module material and any listed resources you may 

re qui re. (Note: Additional Resources are not mandatory 
reading, but may be useful.) 

14. Take the Criterion Test when ~ are ready. 

5. Compare you r results with the Self-Evaluation Sheet for the 
module. 

6. If you are satisfied with your work, take it to a course 
manager for sign-off. 

7. 
I If a course manager signs-off on a module, select another 

module to work on. (Note: He may require you to do 
additional work before proceeding to another module.) 
Remember to have a course manager indicate your progress 
on the master progress sheet. 

8. Continue this procedure until all the modules in your track 
are completed. Since this is a self-paced course , "gradua•· 

I tion" is also self-paced. 



Introduction 

f 

Types 

L1 st of 
Document Sources 

JOB DATA SOURCES 

A job analyses effort begins when a need for training 

has been proven and documented . The first step in 

developing adequate training is to collect valid 

and reliable data about the job. You should be 

able to identify relevant job data sources. 

There are 2 basic types of job data sources. They 

are: 

• documents 

• people, which includes 

- experienced job incumbents 

- supervisors 

Most existing jobs have a sufficiently large 

number of documents describing the work per­

formances. Some of these documents are 

t Technical Manuals (TMs) 

• Field Manuals (FMs) 

• Army Regulations (ARs) 

• Soldier's Manuals (SMs) 

• Circulars and Pamphlets 

.11 



Comment 

t Programs of Instruction (POis) 

t Tables of Organization and Equipment (TOEs) 
t Army Training Evaluation Plans (ARTEPs) 

• Comprehensive Occupational Data 
Analysis Program (CODAP) Reports 

You may want to add to this list based on your own experiences. 

For som~ jobs, documents will not adequately 

describe all job performances. In these in-
stances you must go to the job incumbents and their 
~~pervisors for the information. 



HOW TO USE FLOWCHARTS 

If you are familiar with the concept of flowcharts, algorithms and 
logic trees, you may want to skip this section. 

Flowcharts are used in various modules throughout this course. They 
are designed to help you learn material in which there are a large 
number of decision points and a variety of possible outcomes. Gen­
erally these are procedures that may be used infrequently and need 
not be memorized. When you encounter your first flowchart you will 
see a series of rectangles and diamonds as shown below in the figure below. 

INFORMATION 
BLOCK 



Usually these symbols will be joined by lines with arrows indicating 
the direction you are to go. (Se~ the following example.) 

NO 

Ho 

) 



The rectangles provide infonnation and are typically referred to as 
11 foformation blocks. 11 

The diamonds contain questions which require you to make some decision; 

hence they are referred to as 11 decision blocks. 11 

Based on your response to a "decision block" (usually a ill or no 

answer), the flowchart will guide you through certain parts of a 

procedure. Often this results in entire (but unnecessary) parts 

of the procedure being bypassed. In short, a flowchart provides you 

with the fastest path through a procedure with many decision points. 

You only go through those steps necessary to arrive at the desired 

conclusion. The sample flowchart on the following pages will help 

you get started. 
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LirT RECEIVER AND 
LISTEN 

YES 

DIAL 1ST DIGIT OF 
THE NUMBER YOU 
WANT 

DIAL REST OF 
NUMBER 

YES 

sm~ETHING WRONG. 
HANG UP ANO TRY 
AGAIN FROM A 

~-~~ DIFFERENT PHONE 

NO 



YES 

YOUR PARTY WILL 
MSWER SOON IF 
THEY ARE IN 

WAIT 

YES 

THIS IS A BUSY 
TONE. HANG UP. 
TRY AGAIN IN 2 
MINUTES 

PARTY NOT IN 
HANG UP. CALL 
AGAIN LATER 

NO A CONTINUOUS SOU:W 
OR NO SOUND MEANS 
SOMETHING IS WRONG. 
HANG UP . TRY AGAIN 
FROM ANOTHER PHONE 



AN Al)tINISTRATIVE NOTE 

The Senior Course Manager will nonnally announce the hour~ that the 
course managers will be available. Breaks are also self-paced, 
students taking them at their own discretion. 

t 
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MODULE 

TS-11 

TS-1 

v-111 

TP-1 

BCSS-1 

INTRODUCTORY MODULES 
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Id•ntify Task Statements 
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Basic Interviewing 

Prepare a Target Population 
Description 

Edit Condition and Standard Statements 
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OVERVIEW FOR INTRODUCTORY MODULES 

The set of five modules which you are about to start pro­
vides you with instructions on developing the baseline skills 
you will need to work as a job/task analyst. The world of 
the analyst revolves around these basic skills. Given below 
are the titles of the modules and a brie~ synopsis of each. 

1. TS-11 - Identify Task Statements: The Army's current 
training philosophy is centered around descriptions of work 
activities called TASKS. Tasks have several properties or 
criteria. This module tells you what those properties are 
and then teaches you how to recognize a TASK statement when 
you see one. 

2. TS-1 - Write Task Statements: After you've learned to 
recognize a task statement when you see it, you will then 
learn how to write task statements when given the 
appropriate information. Be sure you complete the TS-11 
module before attempting TS-1. 

3. V-111 - Basic Interviewing: Interviewing is a com­
bination of art, skill, training, education, practice and 
experience. This implies that interviewers are developed, 
not born. While this module will not make you an 
accomplished interviewer, it provides you with the basic foun­
dational skills. This combined with self-discipline, con­
tinued self-education, practice and experience enables most 
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analysts to acquire polished interviewing skills. The most 
important aspects of interviewing, :.e., planning, contact, 
content and control, are addressed in this module. Together, 
they are the best techniques to study within the time 
available for this course. 

4. TP-1 - Prepare a Target Population Description: An 
important key to the process of system designed training is 
understanding exactly who you are going to train. The 
greatest looking training package in the world is of absolutely 
no value if it is not designed to fit the needs of the 
learner. This module discusses the basic characteristics of 
a target population. It also tells you where you can locate 
the necessary data. By reducing target population descrip­
tions to absolute FACT, we can eliminate training develop-
ment for soldiers that is not at th~ appropriate level. 
5. ECSS-1 - ~dit Condition and Standards Statements: Not 
only must the analyst decide what a task is, he must iden­
tify the conditions in which it is performed (when the 
environmental conditions change, does the performance of the 
task change?) and designate how well (how quickly, how ~' 
accurately, etc) the task must be performed. Be cautioned 
that the analyst does not "make-up" this data, but finds out 
from existing doctrine and field surveys exactly what they are. 



. ,' 

SIGN-OFF C COURSE MANAGER) 

ECSS-1 

EDIT CONDITION AND STANDARD STATEMENTS 

OBJECTIVE: 

Given a list of task statements with conditions and standards, and 
the appropriate job aids, edit each statement. You will be required 
to write conments explaining why some statements are inadequate. 

CRITERION TEST: 

Edit the following condition and standard statements. Write conwnents 
to explain any statement that is inadequate. 

TASK: Zero an Ml6 rifle. 

CONDITION: Given an M16Al rifle, 20 rounds of 5.56 anrnunition, 
magazine, sandbag support and a firing data card. 

STANDARD: Shots must fall within a three-centimeter diameter circle. 

RESOURCE: 

TRADOC Pamphlet 350-30 Phase I Read pages 24-25 and 

28-33. 



CAUTION; 
When working on condition and standard statements, the work must be 
exact. Each statement must record exactly the job conditions and job 
standards. Due to operational necessities,you may not be an experienced 
job holder or subject matter expert for every job you analyze. Under 
no circumstances should you attempt to "wing it. 11 If you are not sure 
of the exact job conditions or job standards, you must do research to 
find the necessary information. 

INTRODUCTION: 

Conditions, as used in this module, refer to those on-the-job conditions 
that significantly influence the performance of a task. Job conditions 
help provide the basis for determining realistic training for tasks. 
For example, accurate job conditions help determine test items and 
necessary training conditions. 
A number of factors influence job conditions: 

Tools 
Equipment 
Facilities 
Environment 
Personnel requirements 
References available 
Job aids 

EXAMPLE: A task might require a soldier to orient a map. A condition 
of this task might . be that it be accomplished without the 
use of a compass {item of equirment). If this were true then 
it would be wrong to include a compass in the condition 
statement for the task. 

' 
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An analyst must write condition statements which are accurate de­
scriptions of real world job conditions. This is critical if soldiers 
are to receive training which will prepare them for their jobs. Look 
at the example again. What if a compass were included as a part of 
the condition and as a result, soldiers were trained to perform the 
task using a compass when they would not be given a compass on the job? 
This could result in serious problems when it was time for soldiers 
to orient maps without a compass! 

EVALUATING TASK CONDITION STATEMENTS: 

When evaluating task condition statements, ask yourself the following questions: 

1. Are all tools and equipment necessary to perform the task listed? 
You need to identify these items by their nomenclature (for example, RT524 Radio instead of just radio). 

2. Are all references available to the soldier when performing the 
task, listed? Include references only when actually used on-the-job. 
Again, you need to be specific when identifying these items for example 
TM-19440-585-10 instead of just TM. Remember. we are talking about actual job conditions. not test conditions. 

3. Are all job aids {checklists. instruction sheets, etc) listed? The 
task may require the use of an aid {for example, a preflight checklist). 
4. Have all environmental conditions that influence task performance 
been identified? The task may be required to be performed under topic conditions. 

1 



5. Has the location where the task is performed been identified? 

For example, inside a sheltered van rather than outdoors. 

6. Has the amount of supervision available to the job incumbent been 

identifi ed? The individual may perform the task as part of a crew 

or squad. 

7. Have all special physical demands required for task performance 

been identified? Crowded or cramped conditions, or prolonged physical 

labor are two examples. 

8. Has any additianal personnel, required to assist in performance 

of the task, been identified? Some tasks may require an assistant. 

PRACTICE EXERCISE: 

Examine this condition statement and determine if it is an adequate 

statement. Here is the statement: 

TASK: Transmit a radio message. 

C~DITION: Given an operational radio and a written 

message. 

Here is what to do for edition task condition statements: 

1. Using the job aid in Figure l, edit the given condition statement. 

2. If you determine the statement is inadequate, state the reason 

for your decision. 

3. Rewrite the condition statement if required. 

4. Compare your work to the Feedback on page 8. 

• 
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FEEDBACK: 

On the surface this appears to be a good condition statement. We 
are going to give the soldier a radio and a written message, and he 
is going to transmit it. However, when we use our job aid we discover 
some serious flaws in the statement. 

What type of radio are we going to give him? He may have heen 
trained on one type of radio. We should identify that radio in the 
statement. 

What about frequencies and call signs? Should we give him a 
Cormiand Electronics Operatir,g Instruction or at least tell him what 
frequency and call sign to use? 

Who is he going to talk to? To transmit a message, he must establish 
communtcation with another station. It takes two to accomplish the 
mission. 

A more appropriate condition statement might be: CONDITION: Given 
an operational RT 524 radio, a transmitting frequency, appropriate 
call sign, a recei~ing station, and a written message. 
NOTE: Know as much as possible about the task before writing conditions. 
It is not enough to simply know the action of the task. 

.. 
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EDIT TASK STANDARD STATEMENTS: 

Introduction 

The standard for a task is a statement of how well the task must be 
performed. This method evaluates the abilit_y of a soldier to perform 
a given task. Standards also help the soldier and his/her supervisor 
to know when an acceptable end product is produced and when the correct 
procedure is followed. 

Co111T1ent 

An analyst must write standard statements which are accurate in terms 
of the job being analyzed. Then, knowing what the real job standard 
looks like, the analyst can apply the skills to either writing original 
standards or to rewriting bad standards. In either instance, task 
standards will be concerned with the procedure to be followed or the 
end product to be produced. Occasionally, a task standard will include 
both procedure and end product . 

Examples 

1. One of the tasks performed by a 13B is "Engage a stationary target 
with an M72A2 LAW~' ·; The standard for this task is to hit the target 
with one out of three rounds. Here, the end product (hitting the target) 
is the measure of adequate performance. Note that the product is tied 
to a rate. The target must be hit at least once in no more than three 
rounds. 

2. For the task, 110repare an M72A2 LAW for firing" the standard is 
a procedure. This procedure consists of four parts: (a) Conduct a 
prefire safety inspection, (b) ensure that the back-blast area is 
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clear, (c) £xtend the launcher, (d) Place the launcher on your shoulder 
and afm ft . 

3. If a task requires that a motor vehicle be driven from point A 
to point B, the existence of the vehicle at point B could provide a 
product standard. However, since the driver might have caused several 
accidents in the procedure, the product standard alone would not be 
sufficient. A correctly written standard for this task would be, 
"Follow a preselected route. Obey all traffic signs, rules, and 
regulations. Without damage to the vehicle or personal property or 
injury to personnel." 

EVALUATING TASK STANDARDS: 

When evaluating task standards, ask yourself the following 
questions: 

1. Does the task standard state the sequence of steps to be followed? 
When the task procedure to be followed is critical, it must be included 
as part of the standard. An example would be the following: 

TASK: Administer closed-chest heart massage. 
STANDARD: Perform the following steps 1 n sequence; place yourse 1 f 

at a casualty's side; place one hand over the other, palm 
down; center hands over the casualty's heart area; 
compress the heart once every second. 

2. Does the task standard state the maximum number of errors permitted, 
a set of tolerances, or the degree of accuracy required? Tasks which 
produce end-products often must have the maximum number of errors 



permitted, the tolerances, or the accuracy stated in the standard. An 
example would be: 

TASK: Determine an azimuth. 

STANDARD: Within+ 3 degrees of the actual azimuth. 

3. Does the standard state a time limit? This standard should only be 

included if there is an actual job requirement for a time limit. An 

example of this type of standard would be as follows: 

TASK: Put on a protective. mask. 

STANDARD: · ~ith1n 9 seconds of the chemical alarm. 

4. Does the standard state any safety precautions? This standard 

should be included only if there 1·; a real-warld rhk of injury to 

personnel or damage tu equipment. Here 1s one example of part of a 

standard: 

TASK: Prepare cannori a_nwnun1t1on for he11 copter resupply. 

STANDARD: Do not exceed the 11ft capability of the transporting 

helicopter. 

5. Does the standard state a production rate? This standard is 

included when a certain number of products must be accomplished in a 

given unit of time. An example of this type of standard would be as 

fol lows: 

TASK: Perform dragl1ne operations. 

STANDARD: Not less than 10 cubic yards of earth must be excavated 

and dumped in 7 minutes in the specified stock pile area. 
(Figure 2 is a Job Aid that helps you to edit task standards and write 
task standard statements.) 



Figure 2. Job Aid - Edit Task Standards and write Task Standard Statements.
1
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. PRACTICE EXERCISE: 

Examine this task and standard, and determine if the standard is 

correct. Remember, the standard should be a job standard not a test 

standard. 

Here is the task and standard: 

TASK: Start the engine of a disabled vehicle using booster cables. 

STANDARD: Start the engine of the disabled vehicle with the weak 

battery in accordance with the procedures outlined in 

the vehicle TM. 

Here is what to do: 

1. Using the Job Aid in Figure 2, edit the above task standard. 

2. If you determine the standard is not well written, state the reason 

for your decision. 

3. Rewrite the standard if required. 

4. Compare your work to the Feedback on the next page. 



FEEDBACK: 

1. Although the standard refers to a procedure, it does not ilfil 
the procedure or sequence of events to be followed. The procedure or sequence should be included since the hook-up of the booster cables 
is very critical. Following an incorrect procedure could cause the battery to explode. 

2. There is no need for a statement of maximum errors, tolerances or accuracy. 

3. There is no on-the-job requirement for a time standard. 
4. A safety standard should be included because of the danger of explosion, fire, acid. 

5. There is no need for a production rate standard. 
The standard, rewritten should look something like this: 
1. Ensure that both transmissions are in neutral. 
2. Set handbrakes in both vehicles. 

3. Attach booster. cables positive-to-positive and negative-to-negative. CAUTION: DO NOT cross the cables, for example positive-to-negative, because of danger of battery exploding; fire, or acid. 
4. Start slave vehicle. 

5. Attempt starting disabled vehicle . 
6. Disconnect booster cables without crossing cables. 
This example shows that the content of the task must be known to 
evaluate the corresponding standard. Occasionally, ft may be 
necessary to consult with a subject-matter expert or experienced job holder to determine the correct standard for a task. 



ADDITIONAL PRACTICE 

Here are two 111>re standards. Use the job aid to edit each statement. 
If you are competent or knowledgeable in one or more of the tasks, 
rewrite any missing or inaccurate portions of the standard. You may 
find that one or more of your colleagues are knowledgeable in one or 
more of the tasks. Consult with them for help in editing or rewriting 
any unfamiliar standards. 

TASK: Set headspace on a .SO caliber HBM2 machine gun. 
STANDARD: Adjust the headspace within three minutes. 
REWRITE HERE: 

TASK: Perform clamshell operations using a 25-ton crane with 3/4 cubic 
yard clamshell attachment. · • 

STANDARDS: The dump truck must be loaded to its truck capacity (5 

cubic yards) in no R10re thin nine passes without damage to 
the equipment or injury to personnel. 

REWRITE HERE: 

CHECK WITH THE FEEDBACK ON THE NEXT PAGE 

.. 



FEEDBACK - ADDITIONAL PRACTICE: 

TASK: Set headspace on a .50 caliber HBM2 machine gun. 

l. The sequence is not needed as a part of the staadard. 

2. The most appropriate standard would be a tolerance. For this 

task, it should be stated as follows: 

The headspace will be set such that the GO end of the GO/NO-GO 

guage will enter the T-slot to the center ring of the gau9e an d 

the NO-GO end of the gauge will not enter. 

3. A time standard is inappropriate since there is not a real-world 

requirement. 

4. There is a requirement for a safety standard. Weapon must be 

cleared before setting the headspace. 

5. There is no requirement for a production rate. 

FEEDBACK: 

TASK: Perform clamshell operations using a 25-ton crane with 3/4 

cubic yard clamshell attachment. 

1. The procedure or sequence does not have to be stated as part of the 

standard. 

2. The most appropriate standard is one of accuracy. The statement 

as it is written, reflects the most appropriate standard for this task. 

3. A time standard is unneeded because there is no actual jo~ require­

ment that the task be performed in a set period of time. Remember, a 
time may be set later because of testing constra1 nts. 

If you feel ready go on to the Criterion Test. 



SIGN OFF 

C COURSE HANAGER ) 

TP-1 

PREPARE A TARGET POPULATION DESCRIPTION 

OBJECTIVE: 

Given the following list of requirements, gather sufficient data to prep~re a target population description. 
1. Position Requirements; 

Grade or ski 11 level of the target popu at ion 
Existing 

Proposed 

Specialty of target population 
Existing 

Proposed 

Prerequisite training 

Required 

Existing 

Prerequisite skills and knowledges 
Reading grade level 

Applicable battery test scores 
2. Soldier's Attributes: 

Civilian education level 
Existing 

Proposed 

Required 



P~rcent with English as a second.language 

Age 

Sex 

Avocational interests 

Competition orientation 

Perception of Army training 

Self-discipline 

Emotional maturity 

Reading grade level 

Background Information: 

Time in service 

Time in grade 

Time in position 

Related experience 

Additional skill identifiers 

Current enlisted reenlistment rate 

Current officer extension rate 

Average turnaround time for overseas tours 

CRITERION TEST: 

Prepare a target population description for the project your course 
manager has given you. The description must include data on the 
following elements: 



l. Position Requirements: 

Grade or skill level of the target population 
Existing 

Proposed 

Specialty of target population 
Existing 

Proposed 

Prerequisite training 

Required 

Existing 

Prerequisite skills and knowledges 
Reading grade level 

Applicable b~ttery test score~ 
2. Soldier's Attributes: 

Civilian education level 

Existing 

Proposed 

Required 

Percent with English as a second language 
Age 

Sex 

Avocational interests 

Competition orientation 

Perception of Army training 
Sel f-dfsci plfne 

Emotional maturity 

Reading grade level 



3. Backqround Information: 

T1 me in service 

Ti me in grade 

Time in position 

Relat~d experience 

Additional skill identifiers 

Current enlisted reenlistment rate 

Current officer extension rate 

Average t~rnaround time for overseas tours 

RESOURCES: 

CRI Workshop Module TP-11 

TRADOC Regulation 351-4, Job & Task Analysis 

TRADOC Pamphlet 351-4, Job & Task Analysis 

ALTERNATE CRITERION TEST : 

Read All 

Read paragraph Bb(t) 

Read Chapter 4-4c 

Alternate form - for use by individuals in a workshop program. Since 

a target population description cannot be compiled during a workshop, 

the alternate criterion test will be to prepare an outline of a target 

population description and to discuss the method and purpose of 

collecting that data with your course manager. 



INTRODUCTION: 

The targ~t population description is one of the most important elements 

produced by the analyst. The target popu1ation description provides 

the course designer with an accurate assessment of the "average" person 

for whom he will be designing training. The requirements outlined in 

this module will tell you what is to be collected and where the infor­

mation is available. In the past, many of the training programs developed 

by the Army did not work. Those designing and writing the training 

programs did their best, but something happened to defeat all the effort. 

That something was the assumption made about the soldier. Training was 

developed for a mythical "average" soldier and the characteristics of 

the actual population were largely ignored. 

Today we realize that the emphasis of training must be on every soldier 

achieving a prescribed level of mastery. Therefore, training must be 

developed which suits the characteristics of the intended soldiers. 

These vital characteristics are listed in a Target Population Description 

(TPD). The TPD tells us what the soldiers are really like; not how 

we would like them to be. 

Research has shown that these characteristics will gradually shift over 

a period of time. Hence, today's soldiers are somewhat different from 

last year's soldiers, and next year's soldiers will be slightly different 

from today's. The TPD must be updated periodically to reflect these 

gradual changes. It follows that training must keep pace not only with 

changes in technology, but also with changes in the soldier's character-

1st1 cs. 



The people designing training products must have a clear understanding 
of the type of soldier using the training products. Therefore, analysts 
must collect adequate target-population information. The target­
population information helps designers to "get to know" the potential 
students by pointing out factors which increase the chance that students 
will learn and become skilled in the job. Without a target population 
description, designers can only "guess" about the characteristics of 
students. The result may be training products which are written at 
too high a reading level, include items the students see as unimportant, 
or fail to reinforce students for good performance. 
Most analysts have attempted to compile a single target population 
description when in fact there is no such animal. Since each officer 
and enlisted specialty has different entry level prerequisites, the 
description of an artillery cannoneer trainee will be considerably 
different from that of a computer programmer trainee. Likewise, tne 
description of their E7 level supervisors are as different from the 
trainee as they are from each other. Consequently, when an analyst 
attempts to prepare a target population description he must be extremely 
cautious. You must keep in mind EXACTLY the population you are trying 
to describe. 

Four target population categories have been identified: 

CATEGORY 

# 1 

# 2 

DESCRIPTION 

Target population in the field; no anticipated changes in the specialty; data items are required to ensure existing training products are compatible with existing target population. 
New specialty being created, being built upon an existing specialty, data items are required to ensure training products currently in existence provide the prerequisite.skills and 

J.? 
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,, . 
knowledges for newly created tasks or to create a traininq package to provide these.skills and knowldges. Require­ments for newly created job/tasks must not exceed existing target population capabilities on which the new specialty is bui 1t. ~ 

# 3 

# 4 

New system/equipment being acquired through the acquisition process; baseline entry level on which the new training package will be premised must be identified. If entry level established by producer exceeds capabilities of available personnel for assignment to a new system, MOS, etc, a requirement may be generated to alert the TRADOC systems manager, human factors personnel, etc, to this problem which may require cteveloper/ user interface. 

New analysis effort to ascertain a detailed description of requirements that must be included in an education/trai~ing system,for example,officer job and task analysis. 

In this module, we describe sources of target population data and the target population characteristics which should be considered. We show you how to establish a data base on current soldiers . This data base will influence the design of current tra1ning products and enable you to make adjustments in future projects. 

As you build your target population description, keep in min~ exactly which category you arP. tr.vi ng to describe. 

ELEMENTS OF THE TARGET POPULATION DESCRIPTION : 

The following elements for a target population description are 
considered to be the most significant . The checklist given at the 
end of this module shows how each of these elements relates to the 

four categories of a tarqet copulation. 

1. Position requirements: 

Grade or skill level of the target population 

• Existing 

• Proposed 

Specialty of target population 

• Existing 

• Proposed 

-- -----



Prerequisite training 

• Required 

• Existing 

Prerequisite skills and knowledges 

• Reading grade level 

• Applicable battery test scores 

2. Soldier Attributes: 

Civilian education level 

• Existing 

, Proposed 

• Required 

Percent with English as a second language 

Age 

Sex 

Avocational interests 

Competition orientation 

Perception of Army training 

Self-di sci pl i ne 

Emotional maturity 

Reading grade level 



3. Background Infonnation: 

Ti me in service 

Ti me in grade 

Time in position 

Related experience 

Add;tional Skill Identifiers 

Current enlisted reenlistment rate 

Current officer extension rate 

Average turnaround time for overseas touri 
The following is a description of the elements above, a suggestion as 
to where you can find the information, and how it should be configured 
when you give it to the design~r. 

l. Position requirements. 

, Grade or ski 11 level of the target population. In most cases. 
you will be analyzing a speci fie grade or skill level for an officer 
or enlisted specialty. All you need do is record the grade or skill 
level for the area to be analyzed. In dddition, you may be required to 
consider the future needs of an existing specialty. In this case, 
indicate a proposed grade or s-kill level. You may also be required to 
indicate a grade or skill level for a target population in a proposed 
new specialty. The grade or skill level of the target population will 
be given to you. 



• Specialty of target population. Indicate the specialty of the 
target population - whether it is an existing specialty or a proposed 
new specialty. The specialty of the target population will be given 
to you. 

• Prerequisite training. If you are analyzing an officer or 
enlisted specialty which is well established you will list military 
training which is a requirement for the soldiers in your target 
population. This information can be collected from the proponent school 
or from surveys given to the soldiers. During your analysis you can 
also identify training which exists for your target population, but 
which is not a requirement. 

• Prerequisite skills and knowledges. The prerequisite skills 
and knowledges required of your target population are important data 
items for course designer and developers. There are two major items to 
be addressed here: 

Reading Grade Level. Initial entry trainees are now being administered 
a reading test to determine their reading grade level. The results of 
those tests are available through the post education office. For soldiers 
in the field, the test should be administered to anyone interviewed 
during the job analysis. 

Applicable Battery Test Scores. 

a. For existing MOS, AR 611-201 specifies battery test scores that 
each soldier should possess. A screening of both the trainees' and 
"field" soldiers' 201 files will give you this data. 

b. For developmental systems, the service school will be required 
to designate which tests/aptitude area scores are to be used and what 
the minimum acceptable score will be. 



2. Soldier attributes. 

a. Civilian education level. 

, For an existing specialty get the education level from 

field 201 files. Take a sample cf the files and compute an average 

P.ducation level. 

, For a proposed specialty you will have to indicate the 

recolTITlended education level. One approach would be to determine an 

average education le ·,el for similar existing specialties, then assume 

the education level would be the same for the proposed specialty. 

, Required education levels can be determined through research 

of 201 files and field surveys. You may find that the existing average 

education level is either too high or too low and that the actual 

requirement is much different. In your role as analyst you will have 

the opportunity to help determine the required education levels for 

specialties you analyze. 

b. Percent of soldiers with Enqlish as a second lanquaq!. 

There is no data source available at the present time that contains this 

information. The foll~wing are two methods of collecting this data. 

• If your school is the proponent for the MOS and the training 

is conducted there also, you can survey a limited number of classes 

and then project that figure to coNer the entire MOS. This method has 

drawbacks because you cannot account for past enlistment/draft patterns 

that may have caused a significant difference between today's trainee 

and the soldiers in the field. 



• Survey by mail. Send quest)onnaires to the cofflTlanders/ 
supervisors of these MOS holders and ask them to provide you with 
this data. 

c. Age 

First, decide exactly who you are trying to describe. Under normal 
circumstances you will probably be analyzing either a specific skill 
level within one MOS or gr,de level in an officer specialty. 

Where do you get information on age? You can get information on age from any 
one of the following sources: 

• 201 files (remember the privacy act). 

t Request the information on any surveys that are done for the 
analysis. 

, Ask the soldier (probably the poorest method since you do 
not have access to many of them). 

d. Sex 

Oh good~ An easy one. Well not quite as easy as you might think. 
When describing the number of males vs females in a working (active/ 
current) MOS you simply list the percentage of each in the population . 
That particular bit of information is available through MILPERCEN. 

For new MOS.a definition of the physical chara~teristics necessary to 
perform the job must be determined. Once those characteristics are 
determined, it is then possible to determine if women can meet those 
standards. 

If the new MOS is simply a re-configuration of other MOS then you 
can probably make an assumption that if the old MOS holders were 15 

percent women then the new one should be about the same, unless as 

JS 



pointed out above, the physical demands of the job are different. 
Statistics concerning the number of women in any MOS are available 
from a report produced by MILPERCEN. This report is the COPO 45. 
It is a monthly report that identifies personnel by pay grade, skill 
level, and MOS. The COPO 45 is classified CONFIDENTIAL and must 
be requested through your local Adjutant General Office. Part b, Section 4 of the COPO identifies female soldiers. 

e. Avocational interests, competition orientation, perception of Army Trainin9, sel'f··discipline, emotional maturit.v. 
These elements can be considered "soft" data that the designer might 
use as discriminators when determining the best media for teaching, 
best method for testing, etc. This data is obtained by asking the 
incumbents' supervisors these questions. You will have to interpret 
their responses and then collate that information into a narrative 
format. This list is incomplete and you may add additional items to fit your particular needs. 

f. Reading grade level. 

Under the heading of "Soldier's Attributes" you want to determine the 
reading grade level which exists among the soldiers. This reading 
grade level may be different from that required by the specialty you are analyzing. 

3. Background information. 
a. Time in service/grade. 

This is an easy one to collect. As in other cases, it is purely a 
function of skill level. When the designer knows he is working on 

• 



materials for E6 in the Anny with an averaqe of 11 years with 4 years in 

grade, he may draw certain conclusions as to what they have already 

done, seen, etc. This data is available through MILPERCEN. 

b. Time in position 

You need to collect data about the average amount of time soldiers 

spend in the position you are analyzing. This infonnation is important 

later in the training development process when deciding on a training 

site and training design. 

c. Related experience. 

This will not be difficult data to collect for the field soldiers. 

Simply go to the background infonnation summary section of the CODAP 

report for this data. When describing the initial entry soldier, 

you will be required to look at two items. First, do a records screen 

to detennine what percentage of personnel have any civilian related 

experience. Second, interview or have the target population compile 

a survey describing their job related experiences. Most service schools 

train their proponent MOS,so many personnel are usually present for 

training thus available for the analyst to gather information. 

CofflllOn sense is probably your best guide for determining what con­

stitutes related experience. 

d. Additional skill identifiers. 

Indicate any additional skill identifiers which may be necessary to 

the position you are analyzing. This information is available through 

MILPERCEN. 



e. Extension rate/reenlistment rate. 

When the training site selections board is considering the best location 
for training a particular task, knowing the reenlistment rate for 

fi~st and second term soldi ers will have a large impact on their 

decision. This is particularly true for the highly technical skills 

that are traditionally the responsibility of the skill level 2 and 3 
soldier. The same need applies to officer tasks. This data is 

available from MILPERCEN. 

f. Overseas turnaround time. 

This is another factor which will have a good deal of bearing on site 
selection. If the 11 average 11 soldier is going to spend a large part 

of his career at overseas assignment, unit training is where he 

probably should get much of his training. This information is available 
from MILPERCEN. 

These elements are summarized and related to target population category 
on the checklist on the next page. 

The material covered in this module is the basis for one of the most 

critical items or products of the Job Analysis Phase of system 

designed courses. The Target Population Description in this module 
is a combination of what many designers need to do their jobs. Un­

fortunately the 11 601 die Locks" principle - "Not too much and not too 

little, but just the right amount" does not apply to Target Population 
Descriptions. Before you start, see if your design personnel need any 
information to meet a particular requirement. Remember, they are the 
ones that need it; you only collect the data. 

3, 



TARGET POPULATION DATA ITEM CHECKLIST 

TARGET POPULATION DATA ITEM TARGET POPULATION CATEGORY 
# l # 2 # 3 # 4 

l. Which target population does the 
analysis effort involve? X X X X 

2. Position requirements 
• 

Grade or skill level of target 
population 

• . Existing X X X 

• Proposed X X 

Specialty of target population 

• Existing X X 

• Proposed X X 

Prerequisite training 

• Required X X X 

• Existing X X X 

Prerequisite skills and knowledges 

• Reading grade level X X X X 

• Applicable battery test scores X X X X 
(i.e. analytical abilities or 
mathematical abilities)• 

3. Soldier attributes 

Civilian education level 

• Existing• X X 

• Proposed X 

• Required X 

Percent with English as a second language*** X X X 



TARGET POPULATION DATA ITEM 

Age* 

Sex* 

Avocational interests* 

Competition orientation+ 

Perception of Army training+ 

Self-disdpline + 

Emotional maturity+ 

Reading grade level** 

4. Background information 

Time in service* 

Time in grade* 

Time in position* 

Related experience* 

Additional skill identifiers* 

Current enlisted reenlistment rate# 

Current officer extension rate* 

Average turnaround time for overseas tours# 

TARGET POPULATION CATEGORY 
#1 #2 #3 #4 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

*=Data available from field 201 file (SIDPERS reports) 
**=For initial entry trainees, available through the post education center *** • Reconwnend questioning field unit colffllanders 
#=Available through MILPERCEN 
+•Subjective evaluation (should be surveyed). 

• 

-·---------
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BASIC INTERVIEWING 

OBJECTIVE: 

Given several interviewing situations, describe the techniques you would 
use in those situations. Explain why you would use each technique. 

CRITERION: 

Given narrative descriptions of several interviewing situations, describe 
in your own words the interviewing techniques you would use in each 
situation. Explain why you would use each technique. You must be 
prepared to discuss and define your choices. 

SAMPLE CRITERION TEST: 

You have been selected by the chief of your analysis activity to conduct 
information-gathering interviews for an analysis of a job in which you 
have experience and training. Outline how you would go about planning 
the interviews. 

RESOURCES: 

Section 2 - Interviews Extract Read All 

.. 



INTRODUCTION: 

Interviews are more than mere conversations. They are planned 
dialogues about specific subject areas. Unlike conversations, 
interviews are conducted and controlled by an interviewer. In 
addition, each interview is conducted for a specific purpose. For 
job and task analysts, the purpose of interviewing is to gather data 
about some part of a job. 

The information-gathering interview requires the interviewer to be 
familiar with both the subject area and the individuals being inter­
viewed. It demands self-control so that the interview does not stray 
from the desired subject area. It does little good to spend most of an 
interview session discussing favorite fishing holes, recent sports 
events, or "war stories." This is not to say that information­
gathering interviews should be conducted without discussion of these 
"trivial 
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subjects. In fact, including a certain amount of "war 
stories", "fish stories", a·nd "sports" can help to establish and 
maintain rapport. The analyst interviewing to collect data must use 
only the minimum of "trivia talk" to facilitate an effective interview. 

What can an analyst expect to learn from an interview? To a large 
extent, this depends on the specific PURPOSE of the interview. Here 
is a brief look at some of the areas where job and task analysts can 
expect to collect data. 



• 

• 

Job Analysis Jnterviews: 

• Information about the duties soldiers perform. 

• Descriptions of job related tasks and work activities. 
• Descriptions of operator/maintenance activities performed on a 

new weapon or equipment system . 

• To document information about performance deficiencies, the 
difference between what a soldier has been trained to do and the actual 
requirements of the job. 

• Descriptions of job supervisors' impressions of the actual 
requirements of the job. 

• Information that describes the target population. 

Task Analysis Interviews: 

• Description of the steps necessary to perform· a task. 
• Documentation of the mental steps and decisions necessary to 

perform a task. 

• Information about the job conditions and standards for each 
critical task. 

• Oocumentation of initiating, sustaining and terminating cues 
for each critical task. 



ADVANTAGES OF INTERVIEWING: 

Interviews provide opportunities to clarify and explain questions for 
the soldier being interviewed. This opportunity does not exist with 
surveys. The need to interpret and explain questions depends on the 
complexity of the questions and the job area. Soldiers have few 
problems with questions that ask for recall of personal history or 
recent events. However, questions that ask the soldier to recall 
difficult operator or maintenance procedures make discriminations, 
generalizations, or evaluate data may need interpretation or rephrasing 
for the soldier. Interviews are especially useful when the reading 
skill of interviewees is low. In addition, the more varied the target 
population, the greater the need to interpret and explain 1interview 
questions. 

A second advantage of interviewing is that the answers to questions can 
be clarified. This is usually necessary when there are various ways to 
perform a particular work activity. The interviewer can encourage the 
interviewee to give additional information which clarifies a previous 
answer. This allows for greater flexibility in the types of questions 
asked and is a good technique for increasing the possible range of 
answers. 

A third advantage is that the interviewer provides greater control 
over the information gathering situatio,. You are right there in 
control! When mailing out surveys and questionnaires, you lose some 
control because someone else is administering the survey for you. 



A fourth advantage of interviews is that they provide an opportunity 
to determine if the data is valid and reliable. 

• Valid data is information which is real in terms of the job 
being analyzed. During an interview you can tell if the soldier is 
giving realistic infonnation. You cannot control this when a soldier 
is filling out a survey at some location miles from your control. 

• Reliable data is infonnation which will result over and over 
again from many different soldiers. In other words, if you interview 
many soldiers and they all say about the same thing you are getting 
reliable data. Because interviews allow you to clarify both questions 
and answers, you can constantly evaluate t~e reliability of the data 
you are collecting. 

Limitations of the Interview: 

There are some limitations to the interview which relate to the abilities 
of both the interviewer and the interviewee. The interviewer must 
be capable of planning, conducting and controlling the interview 
situation. Such skill comes through a good training program and 
experience. Interviewing may also be limited by the 6bility of the 
interviewee to con111unicate factual information. Untrained or unskilled 
workers usually cannot describe their job as well as skilled, experienced 
workers. 



PRACTICE EXERCISE: 

You may or may not have conducted interviews in your present job as 
an analyst. However, you may have to conduct information-gathering 
interviews in the future. List below some of the reasons you would 
choose to use interviewing over other data collection techniques, such 
as surveys or questionnaires. Try to relate these reasons to a "real 
world" problem in your current job as a Job or Task Analyst. 

Use this space for your list. 

Check the feedback on the next page. 
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FEEDBACK: 

Here are some reasons for choosing to interview; 

l . Interviews allow you to explain or restate any questions that may 

not be understood. Surveys or questionnaires do not provide this 

opportunity. 

2. Interviews allow you to clarify any answers you do not understand. 

With surveys or questionnaires, you often have to guess at what an 

answer may mean. 

3. Interviews provide control over the information gathering session. 

Because you can clear up 4uestions and answers, you can collect data 

you understand. You cannot do this when you mail out a survey or 

quest i on n a ire . 

4. f ntervi ews pro vi de an opportunity for you to check if the data is 

valid and reliable. 

How did you do? Do you see how the3e advantages relate to the officer 

or enlisted specialty you work with? If you have any questions, discuss 

them with your course manager before you continue through the module. 



PLANNING THE INFORMATION-GATHERING INTERVIEW: 

Planning for the interview ~egfns when the specific purp~se of the interview 
fs determined. While all interviews conducted by analysts are for the 
purpose of collecting data, ft is important to specify exactly what 
type of data fs needed. For example, data may be needed on tasks that 
are not described fn such resource documents as FM, TM, POI, ARTEP, and pamphlets. 

Once the purpose fs determined, the interview questions can be drafted. 
Different que~tfons need to be asked, based on the information desired. 
The questions must clearly communicate the intended meaning by using 
c9rrect job specific terminology at approprfat~ times. Here fs an 
example of the questions asked durfny a target population interview. 
Purpose of Interview: To collect relevant t arget population data which 
describes the characteristics of students entering the Field Wireman 
Course. 

Draft Questions: 

1. Describe any previous training/education you have received as a ffel d wf reman. 

2. Describe any work related experiences you have as a field wireman. 
3. Des,ribe your favorite hobby. 

4. Describe some of your leisure tima activities. 

• 

,; 



In planning the interview, once the desired information and questions 
have been identifiP.d, identify the people who have this data. Job 
supervisors are one valuable source of information. If they are to be 
interviewed, the questions will have to be rewritten slightly. Job 
supervisors can usually give a summary description of various areas 
and detailed job data. Most supervisors will leave the detailed descriptions 
of work activities to their best workers. Workers provide factual 
information about their individual job but only limited data about a total 
system. It is seldom desirable or possible to interview all workers. 
Supervisors indicate their key personnel or workers with sufficient job 
experience. In addition, most analysts will want to specify the 
minimum qualifications of the interviewees. This includes such items 
as minimum time-in-grade, tim~-in-service, time-in-job, education level, 
grade/rank, specific MOS, skill level, etc. 

After you have determined who has the information, these people must be 
located. A review of various TOE/TDA's will reveal where {geographically 
and organizationally) the job holders and supervisors are locat~d. 
Interview as many soldiers as possible from different geographic locations 
and organizational levels . Determining resource (time, money, people) 
requirements for interviewing are functions of training management and 
beyond the scope of this module. Generally, when interviewing is a 
part of the Job/Task Analysis, this requirement and .its supporting 
resources are identified early in the analysis and addressed in the Job 
and Task Analysis Plan. NOTE: The Job and Task Analysis Plan is addressed 
in considerable detail in another module. 
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Once the planning is completed, little remains except the actual 

interviews. Information-gathering interviews can be divided into three 

phases: 

• Contacting and establishinq rapport with the interviewee 
1 Conducting the inter~iew 

• Controlling the interview 

CONTACTING AND ESTABLISHING RAPPORT WITH THE INTERVIEWEE: 

Prior to meeting with your subject, ensure that the interview setting 

is comfortable and free from distrac ,ions such as outside noises, 

telephone calls, people walking through the area, inadequate lighting 

and extreme temperatures. Conducting interviews at the job site allows 

for observations but this should be done only when the job site con­

tributes to the information being collected. The problem with most 

job sites is that distractions cannot be controlled. Touring the 

job site prior to interviewing would determine its usefulness as a 

setting. 

Begin to establish rapport with the interviewee as soon as you 
make cont~ct. Your greeting should be friendly and pleasant for 

your subject. Most people are somewhat tense initially, especially 

if they do not know why they are being interviewed. Do not assume 

that the ~ubjects have been told by their supervisor why they were 

seletted. The following pointers ire useful in establishing rapport: 

• 



• 

( 

1. Indicate by sume definite sign where the person is to ~it. 
2. Explain the purpose of the interview briefly, but fully. Allow the 
interviewee time to ask question~ about the interview. 
3. Talk to the interviewee at his or her level. Avoid using an 
impressive vocabula~y. 

4. Use appropriate technical jargon. 

5. Sit facing the interviewee and maintain eye contact. 

6. Be courteous. 

7. Avoid doing other work while interviewing. 

8. Be honest in your answers to an interviewee's questions. 

Although these pointers will not ensure 100% success, they will contribute 
significantly to your efforts to esta~lish rapport. 



PRACTICE EXERCISE 

Assume that you are going to interview one of your colleaques. What things 

would you consider about the setting prior to actually starting the 

interview? List them below. 

Would your current setting (i.e., the place where you are now working 

on this module) be a good location for an interview? Why or why not? 

State your answer below. 

List so .. ie of the techniques you would use to establish rapport with an 

interviewee. Discuss your techniques with a co 11 eague. 

Check the feedback on the next page. 

s-o 
) 



FEEDBACK - INT~~VIEW SETTING AND RAPPORT 

1. Here are some things we would consider about an interview setting 

p~ior to the interview: 

• The setting should be comfortable. 

• The setting should be free from outside noises. 

• The setting should be near the j~b site {if appr~priate}. 

2. Only you can determine if your current work setting would be a good 
location for an interview. Generally, if tt ts free from noise and 

fairly comfortable you could use it for an inter~iew setting. 

3. Here are some techniques you could use to establish rapport: 

• Indicate by some definite sign where the person 1s to sit. 

• Explain the purpose of the interview briefly, but fully. Al low 

the interviewee time to ask quest1ons about the interview. 

• Talk to the interviewee at his or her level. Avoid u~ing an 

impre~sive vocabulary. 

• Use appropriate techn1cal jargon . 

• Sit facing the interviewee and maintain eye contact. 

• Be ~Ji.lrteous. 

• Avoid doing other work while interviewing. 

• Be honest in your answers to an interviewee's questions. 

Any cwestions? If not, go on. 



Ca.DUCTING T~E INTERVIEW: 

There 1s no clear and distinct separation between contacting the 
interviewee and conducting the interview. Ideally, rapport should 
be established at the beginning and mafntafned throughout the fntervfew. 
A smooth transition should occur between the lnftfal cont,ct and the 
actual collection of data. The conduct of an interview includes its content. Content ts C9ncerned wfth the actual collectfon of data and addresses 
approprtaie questioning and probing techniques. Use of these technfquet 
fs left to the judgeme·nt of the individual interviewer. Their use does 
not guarantee success, but merely increases the chances that the data collected wfll be useful. 

Techniques for Conduct: 

1. Ask only~ question at a time. 
2. Begin with an easy topic. 

1 Avoid dealing initially with complex topics. 
, Gradually work from simple to complex topics. 

3. Use appropriate reading skill level, 
, Avoid impressing the interviewee with your vocabulary, 
, Avoid talking down to the subject. 
• Avvid unfamitfar techn)cal Jargon, 

4. Avoid leading questions. 

• Avoid questions that hint at an expected outcome. 
• Avoid questions that place the subject in a "no win" situation. Example: "Are you stfl 1 beating your ~ife?" 

Leading questions usually begin with "Don't you agree that ...... , .... " 
or "Aren't you in favor of • • . . . . .. . . . . " Any question that begins with 



a loaded phrase or otherwise cause the subject to give a particular 

answer is a leading question. Such questions almost force the person 

to agree with the interviewer. These questions seldom revei,1 useful 

infonnation and usually d~stroy any existing rapport. 

5. Use comparative questions. 

• Helps to focus subject's attention on relevant topics. 

• Useful for discovering things the subject finds difficult or 

distasteful. 

Example: "Which do you perform better - A or 8? 11 

"Which procedure is easier to perform - A or 8? 11 

6. Use indirect open-ended questions. 

• Avoid questions that can be answereJ with only a "yes" or "na,". 

• Subtle questions are preferred over sharp, direct questions. 

, Open-ended questions leave the s~bject with a free choice of 

answers. 

Exampi~: irTell me about . . . . . . . . . . . . . . . . . . . . . . . 11 

"What would you do if ................ ?" 
Avoid hypothetical questions like, "If you were the Comnanding General · 

of a division, what would you do to improve or change this?" 

7. Explore the subject's reason for an answer. 

• Probe to bring out evidence and reasons. 

• Avoid taking answers at face value. 

8. Avoid reading facts or questions from a form. 

9. Ask encouraq1ng questions. 

• Helps direct subject's thoughts toward a specific area. 

• Indicates to the subject that mo!"e information 1s needed. 



Examples: "Tell me more about . . . . . . . . . . . . . . . . . . . . . . . " 

"I'd like to hear more about that." 

10. Use pause and silence, 

• Avoid talking every time the subject stops talking, 

• Give the subject time to respond to a question before speaking. 

11. Use active 1isten1ng skills. 

• Listening is more than just not talking, 

• Listening requires a conscious effort. 

• Never be afraid of silence. 

• Use restate~nt frequently, 

• Sumnarize periodically. 

Restatement techniGue of rewording or rephrasing what the interviewee has 

just said. 

Examples: "What I'm hearing you say is II . . . . . . . . . . . . . . . . . . . 
"You feel that you must .... , ....... " ......... , 11 

11 You are pretty sure that ..................... 11 



PRACTICAL EXERCISE - INTERVIEW, CONTENT 

YQu have established good rapport with your subj1ct. However, as you 

start to discuss an area you need data on, your subject begins to .evade 

questions. He appears somewhat irritated at the questions. This is an 

importan~ topic and you need th1 data. Describe the questioning 

techniques you would use to collect this d1t1. Use the space below to 

explain why ycu would use these techniques. 

Check feedback on the next page. 



FEEDBACK - INTERVIEW CONTENT 

Here are some questioning techniques you could use to collect data 

from a subject who is evading questions: 

• Use comparative questions - Ask "Which procedure do you perform -

A or 8? 11 

• Use indirect open-ended questions. Say "Tell me about the tasks 

}VOu perform in duty position A. 11 

• Ai k encouraging questions. Say "I'd like to hear more about 

the tasks you perform when you operate vehicle Y. 11 

Review the list to identify other techniqoos you could use. If there 

are any questions, ask your course manager. 



MAINTAIN CONTROL OF THE INTERVIEW: 

Most interviews will be useless if you c:annot direct the flow. You 

should strive to use only the minin:um amount of control necessary to 

keep the interview flowing smc:othly and on the appropriate topics. 

Avoid excessive controls as this tenos to pl1ce stress on the interviewee. 

The following points should be followed ana will help you conduct 

successful interviews: 

1. Avoid interrupting the subject. 

• Hurts rapport. 

• Cuts off a chain of thoughts. 

• May antagoniie the subject. 



2. UJe pause or silence. 

• This helps to avo1d a steady stream of conversation. 

• Gives both interviewer and interviewee time to think. 

3. Handle delicate issues carefu:ly and as opportunity occurs. 

• Avoid open discu~sion of personal affair~ that may cause distress, 

~mbarrissment or emotional reactions. 

• E1.press empathy rather than sympathy. 

4. Be flexible. 

• Adapt to situations quickly. 

• Avoid adhering rigidly to a predetermined format or p1an. 

5. Avoid t,ias. 

6. Avoid reproof or ridicule of the subject. 

• Destroys rapport. 

• Does not \'.:ontri bute to the collection of data. 

7. Work from gen ~ral topics to specific topics. 

8. Coping with silent and open hostility. 

1 Recognize w~?.n the subject is alienated. 

• Encourage the subject to open uµ and express ~is or her point .of 

view. 

• Try to sunwnarize the point~ of disagreement. 

1 Listen to opposing ideas with respect. 

1 Allow the subject to ventilate hi! ~r her feelings. 

• Avoid taking sides ind disagreement. 



PRACTICAL EXERCISE - CONTROL OF THE INTERVIEW 
You have been assigned by the chief of your analysis activity to 
interview several Subject Natter Experts. Earlier you overheard them 
discussing their feelings about hav'ing to come to your area to be 
interviewed. Several appeared very annoyed at heing away from their 
own shop. One NCO said he had planned to take off that afternoon. He 
said this interview stuff is a lot of bull a~d he will not cooperate. 
How would you handle this man's potential hostility during the interview? 
Stace yDur answer below. 

Check the FEEDBACK on the next page. 



FEEDBACK - CONTROL OF THE INTERVIEW 

Here are some ways you might control someone's hostility during an 
interview; 

• Let the subject talk and "blow off steam." 
- Do not interrupt. 

- Do not ricicule. 

- Use silence. 

• Listen to the soldier's ideas. 

• Do not take sides, but do try to focus the interview on the 
subject at hand. 

Clear up any questions that you may have with your course manager. 
Ask for the criterion test. 

---------

• 
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SIGN-OFF C COURSE MilN.IIGER) 

TS-11 

IDENTIFY TASK STATEMENTS 

OBJECTIVE: 

Given a list of items describing work activities, identify any task 
statements and explain in writing your reasons for rejecting the other 
statements . 

CRITERION TEST: 

Read through the list below. Identify the items which are tasks. Explain 
in a sentence or two what is wrong with the items you rejected. You 
are allowed one error. 

___ 1. Be familiar with tank systems. 
___ 2. Engage a moving target. 

---3. Install a claymore mine. 

4. Know mail sorting procedures, etc. --

RESOURCES: 

TRADOC Pamphlet 350-30, Phase I Analysis 
Additional Resources: 

TRADOC Pamphlet 351-4 

TRADOC Circular 351-28 

Read pages 12-24 

Read pages 12-15, 
paragraph 3 



A task ts a series of actions leading to a meaningful outcome. For example, 

we can say that baking a cake is a task. It takes a series of actions to 

bake a cake: measure butter. stir ingredients, grease pans, etc. Baking 

a cake results 1n a meaningful outcome - a cake~ So we can call baking a c: Ke 

a task because 1t fits our simple definition above. 

For job/task analysts a task ts a unit of work perfo,..d by a job incumbent. 

In the. eyes of a job/task analyst a task can be defined as follows: 

TASK 

The lowest level of behavior in a job that descr1bes 

the per-formance of a meant n gfu 1 fun ct ion. 

Army cooks bake cakes. Is thts action a task tn the eyes of a job/task analyst? 

We can say yes. Here's why - baking a cake ts the lowest level of behavior for 

a cook that describes the performance of a meaningful function. If we look at 

such actions as measure butter. stir ingredients, and grease pans by themselves 

we see they don't describe meaningful functions: Usually, a cook will not 

measure butter si~ly for the sake of measuring butter. However, a cook 

will measure butter as a step tn baking a cake. 

EXAMPLES OF TASKS 

Task Outcome 

Rotate Tires Properly placed tires 

Bake cake Cake 

Install field telephone Properly installed telephone 

Sort matl Mai 1 sorted to correct address 

Adjust carburetor Properly adjusted carburetor 
(.Y 

(good mix of air and fuel) 
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EXAMPLES OF TASKS 
Task 

Package classified materials for shipment 

Prepare keypunch l-1ork sheets 
Align headlights 

Flush transmissions or torque converters 

Adjust float control valves on refueling equipment 

Adjust ignition point gap 

Outcome 

Classified materh 1 properly packaged 

Work sheets prepared 

Headlights aligned 

Transmission or torque con­verter flushed 

Float control valves &djusted 

Points adjusted 

In order for something to be a task (or expressed as a task statement), it 
should have certain characteristics. (Hint! Keep in mind the definition 
above as you read through the characteristics.) 

1. Tasks are observable and measurable (either the performance can be 
observed or the results of the perfonnaflce cin be seen and measured). A 
task statement has an observable action verb. 
EXAMPLES: 

-Rotate tires (can be observed during performance). 
-Repair carburetor (repaired carburetor can be ••sured to determine 
proper repa 1 r). ; 

f!ACTICE EXERCISE 

Indicate which of the following are tasks which are observable and mea:urable . 



a. Construct an -e11ergency ftrtng chart. -
b. Detenni ne ft rt ng data for a chem1 cal shell. 

c. Troubleshoot suspension system. 

d. Apply first atd measures to a chemical casualty. 

e. Understand .battle tactics. --
f. Perform inventory control duties. 

g. Process issue and turn-in requests. 

FEEDBACK 

TASK a. Construct an emergency firing chart. This activity ts observable 

and meas urab 1 e. 

TASK b. Determine firing data for a chemical shell. The product (firing data) 

for this task ts observable. 

TASK c. Troubleshoot suspension system. Thts task can be observed during 

its perfor111nce. The results can be 1111asu~d. 

TASK d. Apply first aid measures to a chemical casualty. This task can 

be both observed and measured during the perfonnance. 

_ e. Understand battle tactics. It is impossible to observe or measure 

someone in the act of "understanding." 

_ f. Perform inventory control duties. This is probably a duty arta 

(the word "duties" 1s a big hint). It is difficult to observe and 

measure the performance of an entire duty - although we can observe 

and measuri, the tasks which make up• duty~ 

TASK g. Process issue and turn--in requests. This 1s a task. It meets all the 

requirements we know of so far - its performance 1s observable and 

111115 urab 1 e. 



2. A tas~ is a highly specific action. The task stateinent has an actton 

verb that can be observed, plus an objfct. Somet1mes,it is necessary to use 

an adjective or qu1lifier. 

Now you know ~hat: 

Tasks are observable and measurable. a. 

b. Tasks are hi ghly specific actions. 

EXAMPLE: Type a military letter (the statement "type a military letter" is 

more specific than the statement "type a 1 etter"). 

PRACTICE EXERCISE: 

Identify the tasks in the following list: 

--

-
--

a. 

b. 

c. 

d. 

Determine firing data for a high explosive shell. 

Know fo rei gn po.1 icy. 

Turn off buzzer. 

Cal cu late loads. 

___ e. Measure ground distances on a map . 

___ f . Adjust gauges. 

___ g. Replace torsion bar on an Ml09Al Howitzer. 

FEEDBACK: 

TASK a. Determine firing data for a high explosive shell. This is a task -

It is specific and written in the verb/object format . The quali­

fier "hi gh explosive shell" makes the statemt!nt more sper:ific 

than simply saying "determine firing dat~. 11 

_ _ _ b. !<now foreign policy. This is not a task . The Vt:?rb "know" can 

mean many things to people. It is not specific enough to be 

used in a task statement. 

___ c. Turn off buzzer. Tt;i is is not a task . It may be a step in per­

forming some task. 



d. Calculate loads. This is not a task. This statement is not ---

TASK e. 

specific enough to qiial ify as a task. The statement cou1 rl b~ 

improved by qualifying what type of loads are calculated; 

calculate loads for type 11 A11 boxcar. 

Measure ground distances on~ ~ap. This is a task. Not e how 
11

ground distances 11 is better than just 11 distances" and 11 0n a 

map
11 

makf:s the task statement more S!l~cific. 

---f. Adjust gauges. Th i s is not a task. The statement does not specify 
the type of gauge to be adjusted. 

TASK g. Replace torsion bar on an Ml09Al Howtizer. We would ca 11 this a 

task. It is specifil.:, observable, and measurable. 

3. A task has a definite beginning and end. Tasks are actions which are time 
rateable. 

Remember that: 

a. Tasks are observable and measurable. 

b, Tasks are ~ighly specific actions. 

c. Tasks have a definite beginni~g and end. 

EXAMPLE: Rebuild type "A" carb11retor (one can tell when someone begins to 
reb ufl d and when the reb ufl ding 1s comp 1 ete) . 

PRACTICE EXERCISE: 

Identify the items which are tasks meeting the "definite beginning 
and end

11 
characteristics in the following list: 

• C, C. 



., 

a. Service a FADAC generator. 

b. Dismantle an,enna RC-292 . 

c. Have : nuwledge of repair procedures. 

d. Operate field t~lephone TA-312/PT 

e. Assure unit morale. 

f. -- Understand nuclear weapons. 

__ g. Adjust steering linkage on a 1~ ton truck M56l. 

FEEDBACK: 

TASK a. Servic~ a FADAC generator. This is a task - it's a specific action 
with a beginning and end. 

TASK b. Dismant\e antenna RC-292. This is a task. 

___ c. Have knowl t:dge of repair procedures. There 1s no deffoi te beginning 

and end to someone's II know) edge" of something. 

TASK d. Operate field teleph~ne TA-312/PT. This is a task. It has a definite 
beginning and end. 

___ e. Assure unit morale. "Assure'" ~s such a broad term that we ca!'lnot 
say it has a definite beginning and end. 

f. Llnderstand nuclear weapons. It is impossible to tell when someone's 
1
' 1,mderstanding" begins and ends. 

TASK g. Adj ust st~ering linkage on al\ ton truck M561. This is a task. 

It is specif1 ~, and has an early identified beginning and end. 
4. A task 1s performed over a short period of time (usually secondj, minutes, 
or hours}. if some action that you feel is a task takes a day or more to 
complete, chances are you are looking at a duty area rather than a task. 

T'·--------· ---------



Remember these points: 

~- Tasks are observable an~ me1surable. 

b. ,asks are highly specific actions. 

c. Tasks have a definite beginning and end. 

d. Tasks are perfotmed over i short period of time. 

EXAMPLE:>: 

-Bake a ca~.e 

-Rotate ti res 

-Type a mi~1tary letter 

PRACTICE EXERCISE: 

Which of the fol lowing tasks meet the "short i)eriods of time" characteristic? 

a. Conduct traffic investigations. 

b. Change secondary fuel filter. 

c. Perfonn maintenance of wheeled vehicle engines. 

d. In~pect T-10 parachute. 

_ e. Repa1r tracked vehicles. 

f. Don an M17 series protective mask. 

_ _ g. Perfonn military duties. 

FEEDBACK: 
a. Conduct traffic investigations. This is probably a duty area ---

irwesti gat ions usually take more t ·: me than seconds, m, nutes, or 

hours. 

TASK b. Change secondary fuel filter. This is an activity which can be 

perfonned over a short period of time. 

,. si 

.. 
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c. Perform maintenance of "huled vehicle engines. This 1s too bro,~d 
an activity to be a task-it is a d1,1ty area . Such tasks as "clean soark 
plugs" and "perform a compression test" fit under this title and 
meet the time criteria too~ 

TASK c:t. Inspect T-10 parachute. This is a task. It's a specific action, 
has a beginning and end, and can be performed over a short period 
of time. 

e. Repair tracked veh1cle~. This is probably a duty. 
T~SK f. Don a~ Ml7 series orotPrtivP m~~k . This is a task . 
__ g. Perform military duties. This is a vague statement. At best, it 

i~ a duty area . 

5, A task is independent of other actions (a task is done for its own sake 
on the job being analyzed). This means a task for one person on cne job may 
be a job or perhaps an element of a task for another person on another jcb. 
Generally speakir-g,a task 14111 be independent of other actio"s within the 1 imits 
of the job being analyzed. 

Keep these points in mind: 

a. Tasks are observable and measurable. 

b. Tasks are highly specific actions. 

c. Tasks have a definite beginning and end. 

d. Tasks are performed over a short period of time. 

e. Tasks are independent of other actions. 



EXAMPLE: 

-Rotate tireJ. This action is done for its own sake, pe~haps as a 
maintenance prrcedure. 

NON-EXAMPLE: 

- Remove tires. "Remove tires" is a specific action (v'!rb/object), 
with a beginning and end, it is observable and measurable, and is performed 
over a short period of time. However, it is not independent. u,ually, a 
tire is removed as a step or element of scree other action (change a flat 
tire, or as a ~tep in rotatinq tires). 
PRACTICE EXERCISE: 

!r.dicate which c~ the following actions are tasks because they have the 
"independent of other actions" characteristic. As you read through the 
examples as~ yourself, 

11

\loul _d a worker do this action for its own sake and 
not as a part of some other action? 11 

--

---

a. Install communications wire lines. 
b. 

c. 

d. 

e. 

f. 

Measure ground distances on a map. 

Trouble shoot tracked vehicle suspension system. 
Wipe uil dipstick. 

Pace speeding vehicles. 

Jack-up vehicle. 

___ g. Chop vegetables. 



FEEDBACK: 

"ASK a. install communications wire lines. Thh action is done for its 

own sake and can be called a task. It has the other characteristics 

also. 
TASK b. Measure ground distanc~s on a map. This is an independent unit 

of behavior. We would say it is a task. 

TASK c Troubleshoot tra ~ked vehicle suspension system. This is a single 
action drne for its own sake. 

d. Wipe oil dipstick. This is probably an element or step in the 

performance of some task. For example, check oil, change oil, 

or perform operators maintenance. 

TASK e. Pace speeding vehicles. This is a task , Each of the characteristics 

we have discussed can be applied. 

f. Jack-up vehicle. We would say this is an element of some task 

such as "rotate tires" or "change flat tire." Ask yourself why 

workers would jack-up a vehicle unless they were in the procesi 

of doing something which required this action. 

__ g. Chop vegetables. This is not independent of other actions. Generally, 

no worker would do this action for its own sake. 



SUMMARY 

Tasks (a"d task statemen_ts) have each of the fo 11 owing characteristics: 

TASKS 

- Task~ are observable and measurable. 

- Tasks are specific actions (verb and object and sometimes a 

qualifying phrase). 

- Tasks have a definite begfor,ing and end. 

- Tasks are performed in short periods of time. 

- Tasks are i'ndp,9endent actions. 

Although we discussed each of the chtracteristics individually, keep in 

m~nd that in most instances each uf the characteristics will apply to 

any task (or task statement). You will find that many times you will 

be unsure if something is a task. Applying the c~aracteristics will 

help, but you will also need to use something impossible to express on 

paper. 

Try the final practice exercise, then you should be ready for the 

Criterion Test. See a course manager if you have any question~. 
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PRACTICE EXERCISE: 

Indi cate which of the follow1ng actions are tasks bec3use they have al l o 

the nece ssary characteristics: 

1. Couple air-brake hoses on the XYZ boxcar. 

2. Solder various components . 

3. Be aware of safety hazards . 

4. Assemble the type "A" borescope for operation . 

5. Type opfrations letters. 

fi. Perform artificial respiration using mouth-to-moutn method. 

7. Set focus on camera . 

8. Operate winch on ABC cargo carrier . 

9. Enforce laws. 

10. Install synchro res olver drive assembl ~. 

I 

SEE NEXT PAGE FOR FEEDBACK 



FEEDBACK: 

TASK 1. Couple air brake hoses on the XYZ boxcar. 
2. Solder various components. 

3. Be aware of safety hazards. 
TASK 4. 

TASK 5. -
TASK 6. 

Assemble the type 11 A11 bores cope for operation. 
Type operations letters. 

Perform artifici • 1 respiration using mouth-to-mouth method. 
7. Set focus on camera. 

TASK 8. Op~rate winch on the ABC cargo carrier. 
9. Enforce 1 a"ls . • 

TASK 10. Install synchro resolver drive assembly 

If you have any questions, disc uss them with your course manaqer . 
If not, go on to the TEST . . 



SIGN-OFF 

GRSE MANAGER) 

TS-1 

WRITING TASK STATEMENTS 

OBJECTIVE: For an MOS or officer spec i alty for which you 

are competent or familiar, write task statements which are 

structurally correct (have an action verb and object) and 

use the following types of qualifying phrases: 

o Multiple ways of doing a task 

o Multiple purposes of a task 

o Res t ricted range of tasks 

CRITERION TEST: 

For an MOS or officer specialty for which you are competent 

or familiar, write task statements which are structurally 

correct (have an action verb and obj ect) and use the 

following qualifying phrases: 

o Multiple ways of doing an activity 

o Multiple purposes of a task 

o Restricted range of tasks 

There must be at least 4 task statements for each type of 

qualifying phrase in the action verb-objec t format. 



WRITING TASK STATEMENTS 
Tasks are the building blocks used to develop good training 
products. This module deals with the structure of tasks and 
the writing of good task statements. 
In an earlier module you learned that tasks (and task 
statements) generally have each of the following 
cha,r acter is tics: 

TASKS 

- Tasks are observable and measurable . 
- Tasks are specific actions (verb, object and some-

times a qualifying phrase). 
- Tasks have a definite Deginning and end. 
- Tasks are performed in a short period of time. 
- Tasks are independent actions. 

A task is a unit of physical or mental activity and repre­
sents a composite of methods, procedures, and techniques 
which commonly serve to accomplish one meaningful unit of 
work. Tasks involve soldier inter-action with such objects 
and concepts as equipment, material, other people, animals, 
information, ideas, data, and events. In most instances the 
performance of a task by a soldier has a reasonably definite 
beginning and end1 the whole activity requiring a mixture of 
decisions, perceptions, procedures, and/or physical actions 
serving a useful job purpose or a particular work 
assignment. 



For use in occupational surveys and to provide a basis for 
decisions o~ training content, statements of tasks should 
conform grammatically, represent a specific unit of pur­
poseful job activity, and use terminology that is current 
and meaningful to job holders. 

STRUCTURE OF A TASK STATEMENT 
Each statement of a task is composed of two basic elements: 

o A specific action verb descriptive of what is b~ing 
done. 

o An 9bject of the action verb, providing a brief 
identification of what is being acted upon. 

A third element is often ~dded for clarification: 
o Any qualifying phrases needed to distinguish the 

task from related or similar activities; limit and 
define the scope of the task1 communicate clearly 
what task it is. 

Thus, task statements are simple declarative statements. 
The following are examples of task statements, several of 
which hav~ qualifiers: 

Action Verb 

Compute 

Counsel 

Sort 

Replace 

Type 

+ Object Acted Upon + _O~al_i_f_i_e_r __ _ 
Firing Data 

Unit Personnel 

nnit Mail 

Brake Shoes 

Legal Affidavits 

On a Hand 
Held Calculator 

On Career 
Advancement 

On a Sedan 



Task statements to be used in task inventories should be 

brief and clear. They need t0 be brief to save reading time 

for soldiers or others who may be asked to respond on occu­

pational surveys. Clarity is needed so that the statement 

h~s essentially the same meaning for anyone having a reaso~­

able knowledge of the MOS or specialty, particularly for 

soldier s and supervisors who may be asked to use the 

s tatements in describing their job performance. 

For the use of the course designers in determining the content 

of training products, it is necessary that task statements 

be specific and reflect only one meaningful unit of work 

activity. Performance st~ndards (how well a task must be 

performed) should not be inc1uded in task statements. 

Though standards are useful in learning or testing objec­

tives, they are not a proper part of task statements. Task 

statements serve to communicate the work activity of a job. 

The table on the following page shows examples of cleac, 

complete, concise, and relevant task statements. 



PRACTICE EXERCISE 

Write several (4-5) tas~ statements from your own MOS or 

specialty which use only ACTION VERBS and OBJECT-ACTED-UPON. 

Show your examples to a colleague and ask him or her for 

feedback on the structure of these statements. Use this 

feedback to revise any of the task st~tements that are not 

structurally correct. Any disagreement should be discussed 

with a course manager or supervisor. 

Use this space for writing task statements. 

DO NOT MIX TASK AND DUTY STATEMENTS 

Omit statem~nts of larger activities (e.g., functions, 

cesponsibilities or duties) of which a task is a part. Such 

statements do not provide adequate detail for use in mak i ng 

d@ciFions about training content. Task statements which 

cover broad, general duty areas wil l mean different things 

to different soldiers. Each task statement should be inde­

pendent, such that the activity does not overlap or ~nc~m­

pass other activities. For example, the task statement 
' "Repair fuel systems" may mean "Repair fuel pumps" t o one 

soldier, "Repair fuel tanks" to another, and "Repai r 

carburetors" to yet anotne~ soldier. As apparent in the 

above example, the level or size of the activity represented 

b1 the statement can often be jud~ed in terms of i t s object, 

"Fu~l systems" versus "Fuel pumps", "Fuel tanks", and 

"carburetors". 

_________ , _________ .., ___________________ _ 



PRACTICE EXERCISE 

Here is a short practice exercise in which you are to iden­

ti f y the task statem~nts which are overly gene~al. 

a. Resolve fechnical problems. 

b. Administer emergency medical care for burns. 

c. Operate ~heeled vehicle with trailer. 

d. Drives a recovery vehicle full tracked light M578. 

e. Inspect wheeled vehicle exhaust system. 

f. Repair wheeled vehicles. 

g. Implement a command consultation program. 



• 

FEEDBACK: 

Here are our choices: 

a. Very general: which technical problems? 
c. Overly general, which wheeled vehicle? 
e. Which wheeled vehicle? 
g. Very general: most likely a duty. 

USING QUALIFYING PHRASES/MODIFIERS 
Several cond'tions may necessitate the use of qualifying 
phrases or moaifiers. These are governed by the general 
rule of doing what is necessary to be able to ruake specific 
decisions about training content. Thus, if significantly 
different training activities and learning could be implied 
hy a tasic statement, then qualifying phrases/modifiers would 
be needed to clarify the actual task intended. The objec­
tive is to avoid confusion with similar activities that may 
have different training needs. This may require that each 
distinction form the bass for a separate task statement. 

In general, t~ere are three different types of qualifying 
phrases/modifiers: 

1. When there are multiple ways of doing a task, there may 
be a need to state how each task is done. For example, the 
activity of digging a trench might be stated in the 
following ways, each involving differ ent training: 

--•·------------



o Dig a trench by hand. 

o Dig a trench using a backhoe. 

o Dig a trench ~sing a bulldozer. 

Stating the means or media used in performance can sometirnes 
be accomplished by modifying the action verb. Some examples 
are: 

o Visually inspect motor pool vehicles. 
o Road test moto-t pool vehicles. 

o Spot check motor pool vehicles. 

PRACTICE EXERCISE 

Write several (4-5) s i mple task statements (action verb+ 
object). Change each task by adding 2-3 qualifying phrases 
or modifiers, such that the task activity becomes more spe­
cific. Show your work to a collea~~e. Rewrite any state­
ments based on feedback you received. Resolve any differen­
ces with a course manager. 

Use this space for writing task statements. 



2. When th~re ace multiple purposes for a task, there may 
be a need to state why it is done. For example, the acti­
vity of checking the condition of on-site power generators 
might be stated int.he following ways, each involving quite 
different and separate performance on the job: 

o Check l0KW power generator engine for evidence of overheating. 

o Check l0KW power generator engine for adequacy of oil level. 

o :heck l0KW power generator engine for evidence of physical damage. 

o Check l0KW power generator engine for adequacy of exterior paint. 

Each of these tasks may be performed with different fre­
quency, be of differing job importance and concern for 
training. If a name is commonly used to identify a 

_ / prescribed pcocedure, that name may be used without stating 
the precise action or concern of the task. For example, 
"Perform cylinder leakage test", "Pressure test the air con­
ditioner system", and "Perform preventive maintenance 
inspection of common hand tools". If, however, a soldier 
does not perform the test procedure itself but does monitor 
the t~st results, a task should be stated for such moni­
toring action. For example, "Observe oscillo&cope for 
results of calibration check". 

I I 

------~----



PRACTICE EXERCISE 

Write several (4-5) task statements which use qualifying 

phrases or modifiers to clarify the purpose of the original 

task. Ask a colleague to review your work and provide feed­

back. Rewrite any statements based on the feedback. 

Discuss any differences with a course manager. 

Use this space for writing task statements. 

• 



3. When the range of what is to be acted upon is 
restricted,there may be a need to state the scope of the 
task. For example, "Counsel unit personnel on career 
advancement," places limits on the task, "Counsel unit 
personnel." If other counseling activities occur, they 
would be stated as separate tasks. This acts to provide the 
greater level of specificity needed to develop adequate 
training products. In effect it helps training developers 
know the boundaries of training content. 

Limiting the scope of the object acted upon can, in some 
instances, be accomplished by the addition of descriptive 
adjectives. In the following examples the underlined por­
tion helps clarify the object acted upon: 

o Proofread final staff reports ... 

o Review recently published TRADOC Circular ... 
o Administer hands-on component ... 

o Lecture large groups of basic training students ... 
If a qualifying phrase or modifier is needed for greater 
task specificity or to dinstinguish between similar activi­
ties, all other significant tasks with comparable modifiers 
should be listed. For example, in a listing of automotive 
mechanic tasks, "Repair transmissions" would not be spe­
cified enough. Therefore, if the statement was modified to 
read "Repair automatic transmission", then "Repair standard 
transmissions" and "Repair transmissions with overdrive", 
should be included in the inventory. 

;~ 



PRACTICE EXERCISE 

Write several (4-5) task statements which use qualifying 
phrases or modifiers to specify or restrict the possible 
range of task activities. Ask a colleague to review your work and provide feedback on any needed corrections. 

Rewrite those task statements which require revision. 
Discuss any differences with a course manager. 
Use this space for writing task statements. 

f 



Always avoid redundant qualifying phrases/modifiers such as 
"when appropriate", "as appropriate", "as required", and "in 
accordance with". These are often found in s •'tree 

materials, but serve no useful purpose in task inventories. 
, The table below shows the use of qualifying phrases. 

USE ~F QUALIFYING PHRASES 

WHEN THIS OCCURS DO THIS 

More than one way of doing State how each task is a task done 

More than one purpose for State why each task is a task done 

Restricted task range State the scoEe of each 
task 



QESCRIBING SUPERVISORY, MANAGERIAL AND LEADERSHIP TASKS One of the more challenging efforts is to state the tasks performed by r.upervisory and managerial personnel in an MOS or of ficer soecialty. It is insufficient to say they 
"Supervise subordinate personnel", "Control flow of work", J "Monitor safety programs", "Supervise training programs" or "Attend meetings." 

Several tasks need to be generated to describe what obser­vable activity is being done in accomplishing each general function. Thus, instead of saying, "Recruit new soldiers," it should be possible to identify such component tasks: 
o Process application for enlistment. 
o In erview recruits. 
o Counsel recruits on school selection. 
o Counsel recruits on pay and allowances. 

The idea is to describ~ the actual, observable activities that must be performed to accomplish each supervisory or 
managerial function. Supervisory and managerial tasks often use action verbs of a more mental rather than physical 
nature. Thus, such tasks will more likely reflect such 
appropriate and relevant actions as: 

Appraise 
Approve 
Assign 
Chair 
Check 
Compare 
Conduct 

Contact 
Counsel 
Decide 
Determine 
Draft 
Estimate 
Explain 

Forecast 
Inform 
Interpret 
Investigate 
Negotiate 
Plan 
Process 

Recommend 
Review 
Schedule 
Set 
Study 
Submit 
Verify 



l 

' 

These verbs reflect an emphasis upon information processing 
and communication functions, which are common features of 
many :obs dealing with the supervision or management of per­
sonnel. It should be obvious from a number of these actions 
that tasks need not be limited to observable work perfor­
mance, but often may identify job activities not readily 
discernible by a person other than the worker. Although 
these activities are not readily observable, there should 
always be .an observable end product or service. It is 
through these observable end products or services that you 
infer that the mental behavior has in fact occurred. 

PRACTICE EXERCISE 

Write several (4-5) task statements which describe super­
visory tasks you perform in your joh. If you are not 
a supervisor, use tasks that your supevisor performs. Show 

these task scatements to a colleague. Rewrite any task 
statements which need revisio~. 

Use this space for wtiting task statements. 
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SIGN-Off 

Course ~anager 

ECSS-1 

CRITERION TEST 

EDIT CONDil ION AND STANDARD STATEMENTS 

Using the job aids (figures 1 and 2) from the module, e>dit t he following 

condition and standa"'d statements. You will be required to write col7'!Tltnts 

explaining why some statements are inadequate. (NOTE: It may be necessary 

to consult with one or more colleagues who are k~owledgeable about the 
conditions and standards listed below): 

1. TASK: Plot geodetic control. 

CONDITIOOS: I:, a TOE equipped carto•_•raphic work area, given project 
instr"ctions. station description Cdrd (DA !=arm 1959)/ 
trig list. coq,ilation/grid base, OA Form 1941 (Grid and 
Declination Co!11)utatior.). invar scale, dividers, straight­
edge and 4H pencils. 

STANDARDS: The geodetic control on the compilation/grid base will be 
within .13 min (.005 inches) of it~ true horizontal position 
when referred to the projection. 

EDIT HERE: 



2. TASK: Locate an unknown point on iJ map or on th@ ground 

by resection. 

CONDITIONS: !n the field at an unknown location, given a 1:50,000 map of 

the area, a lensatic co111>ass, straig~tedge, coordinate 

scale, pencil and two ttrrain features vis1ble 1rom your 

location and ident1fidble on the maµ. 

STANDARDS: Within 7 minutes deten1:ne the 100,000 meter square 

identification 1Qtters and 6-digit coordinates of your 

location to within 100 mete~ of the actual grid 

coordinates. 

EDIT HERE: 

3 
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3. TASK: Encode and ~~code messages using a T1ttical Operations 
Code, KTC 600. 

CONDITIONS: Given a CEOI wi t h Tactical Operations ~~de, KTC 600; paper 
and pencil; and aither a message tJ be encoded or any 
number of 3-letter code groups to be decoded. 

STANOA~DS: Using the code set corresponding to the time frame in which 
the task is being perfonned (day of tt,e 111>nth of operation as 
specified in the CEOI),enc~de {or decode) the message 

EDIT HERE: 

wi tt,out error w1 thin 30 seconds per code group or word/ 
phrase. 



4. TASK: Zero an M16Al rifle. 

CONDITIONS: On a 25-me~er firing ~ange, given an M16Al rifle, 
magazine, 24 roll'lds of anmunitfon, battlesight zerc 
target, sandbag support, shot group analysis ,ard, 
and a firing data card. 

STANDARDS: Place the center of a shot group at the X 2.4 centimeter:; 
below the Canadian bull's-eye and have the gr~up t~uch 
or fall within a 3-centi111eter diameter circ1e cer.t~red 
on the X. 

EDIT HERE: 



I 

,\ 

5. TASK: Operate a winch on an M548 cargo carrier. 

COf1DITI~S: You will be given an M548 with winch and coq,lete 

basic issue items (BIi), TM 9-2350-247-10, a suitable 

anchc,r, a capable assistant , and a stated sit~ation 

to warrant the use of a winch. 

STANDARDS: O!)erate the winct1 to successfully perform the mission 

without injury to personn~l or vehicle. 

EDIT HERE: 



6. TASK : Refer the piece (138 r«>S). 

C~DITIONS: You will ~e given a weapon with sightin3 ec;uipment, 

appropriate night 1 ighting devices, ai,ning circle 

or other designated aiming point. 

STANDARDS: Without nnvi ng the tube ~ turn the head of the panoramic 

telescope until the vertical hairline of the reticle 

EDIT HERE: 

is exactly on the designated aiming point. Center the 

bubbles and reid the correct deflection to an accuracy 

of O mils wit.r.in 15 seconds. 

'( 



7. TASK: Deliver a bulk drug order/controlled drugs (91Q r«>~). 
CONDITIONS: Given filled bulk drugs and/or controlled drugs designated 

for a ward, clinic, or rjispensary and a means of 
transportation; under the supervision of Skill Level 3 
personnel or higher. 

STANDARDS: 

EDIT HERE: 

Will correctly post receipts to requesting units Controlled 
Substance Record {DA Forni 3949), receive a signature for 
all controlled medications delivered, and ensure that no nnre 
than a 15-day supply of a medication is on hand. 

8 



SIGN OFF 

C COURSE MANAGER ) 

TP-1 

CRITERION TEST 

PREPARE A TARGET POPULATION DESCRIPTION 

Prepare a target population description for the project your course 

manager has given you. The description must include data on the 

following elements: 

1. Position requirements. 

Grade or skill level of the target population 

F.xisting 

Proposed 

Specialty of target population 

Existing 

Proposed 

Prerequisite training 

Required 

Existing 

Prerequisite skills and knowledges 

Reading grade level 

Applicable battery test scores 

2. Soldier attributes. 

Civilian education level 

Existing 

Proposed 

Required q 



t 
I 

Percent with English as a second language 
Age 

Sex 

Avocational interests 

Competition ori entation 

Percept ion of Army training 

Self-discipline 

Emotional maturity 

Reading grade level 

3. Background information. 

Time in service 

Time in grade 

Time in position 

Related experience 

Additional skill identifier 

Current enlisted reenlistment rate 

Current officer extension rate 

Average turnaround time for overseas tours 

JO 

I 
I 

I 



SIGN OFF 

C COURSE MANAGER) 

V-111 

CRITERION TEST 

BASIC INTERVIEWING 

Given the following 3 interviewing situations, describe in your own words 

the interviewing techniques you would use in each si tuation. Explain why 

you would use each technique. 

SITUATION 1 

You have been asked to plan a series of interviews of subject matter experts. 

Descr :bc how you would go about planning those interviews. Consider your-
I 

self familiar with the job being analyzed although you are not a subject 

mat te r expe rt . 



t 

SITUATION 2 

During an interview with an NCO (skill level 4) you learned that he was in­
voluntarily reclassified into his current MOS and has not received any 
training. He is knowledgeablein the subject area but does not meet the 
minimum qualifications outlined in your interviewing plan. It is obvious 
that he is confused by some of your questions and is not familiar with 
the technical jargon of the job. Describe how you would handle this 
situation. f.xp1ain why you would use certain interviewing techniques. 



SITUATION 3 

You have been interviewing a~ lnf~ntry Captain ~or about 20 minutes. The 

purpose of t~e interview is to collect data on lead9rship and supervisory 

t~sks. During the interview the Captain has made frequent negative 

statements about several ethnic groups. In response to your last question 

the Captain began talking about how membP.rs of one ethnic group are so 

dumb they can't follow orders. You feel that you arc loosing control of 

the interview situation. What interview techniques would you use to regain 

and keep control of the interview? Des cribe your reasons for using each 

technique. 

,3 
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SI GN-•OFF 

(couRSE Mi,NAGER) 

TS-11 

CRITERION TEST 

IDENTIFY TASK STAl EMENTS 

Read through the list below. Each statement is followed by a job 
t itle . Identify the items Hhich are task statement~. Expl in in a 
sentence or two what is wrong with the items you rejected. You will 
be allowed one errur . Check your work with the feedback sheet: 

l. Be familiar wi th tank systems (turret mechanic) . 
2. Engage a moving target with an M60Al tank main gun (gunner). 
3. Ir1stc!ll an oil pressure gauge in a \ ton truck (vehicle 

mechanic). 

4. Stir ingredients (food service specialist) . 
5. Prepare traffic accident spot map (military policeman). 
6. Know mail sorting procedures (admi n specialist) . 
7. Form tape wrapped joints (generator repairman). 
8. Fire a claymore mine (infantryman). 

9. Plc targets from a fire plan (artillery operations specialist). 
10. Process DA Form 2765 (requisition for issue on turn-in) in 

priority sequence (stock control 5pecialist). 
11. Service a fKW generator oil syste.n (generator repairman). 
12. Repair wheeled vehicles (vehicle mechanic). 



TS-1 

SIGN-OFF 
=ou(se Manager 

CRITERION TEST 

WRIT3 TASK STATEMENTS 

For an MOS or officer specialty for which you are competent 

or familiar, write 4 task statements for each of che 

follow i ng: 

o Simple Action Verb and Object-Acted-Upon format. 

o Qualifying phrases to show: 

- Multiple ways of doing an activity. 

- Multiple purpose of a task. 

- Restricted range of tasks. 

There must be at least 4 task statements for each for mat. 
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FEEDBACK 

EDIT CONDITION AND STANDARD STATEMENTS 

NOTE TO COURSE MNAGERS: 

SIGM-OFF c eo.~~A;;) 

Participants should be encouraged to consult with one another to find 
individuals skilled or knowledgeable in the tasks included in the Criterion 
Test. The editing and rewriting of conditions and stt"•ndards depend 
heavily on a personal knowledge of the subject area or use of subject­

matter experts/experienced job holders. 

1. TASK: PLOT GEODETIC CONTROL (MOS 81C) 

The condition statement does not list specific references. (Note to 
course manager: Most course participants will not ba able to specify these 
references.) All tools, equipment and job aids have been listed. There is 
no requirement for env·ironmental conditions, amount of supervisi.on, physical 
demands, or additional personnel. 

2. TASK: LOCATE AN UNKNOWN POINT ON A MAP OR Qt,I THE GROUND BY RESECTION. 
The ~pecific references are not identified in the condition statement. 
The standard contains an inappropriate time standard which should be 

omitted. 

'L. 

, 
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3. TASK: ENCODE ANO DECODE MES~AGES USING A TACTICAL OPE~'TIONS CODE, KTC "00. 
Tht condition st~tement doos not include the specific refereF'r.e. 
The standard includes an inappropriate t1me standard which should be 

Ollitted. 

4. TASK: ZERO AN M16A1 RIFLE. 

The condition st~te111ent does not identify the amount of supervision 
required. 

The standard does not state the nunDer of rounds per shot group. 
5. TASK: OPERAlE A WINCH ON AN M548 CARGO CARRIER. 

The condition statement does not include the environmental r~nditions. 
The standard dJes not state the procedure to be fol lowed for use of 

the winch. The safety standard could be more complete to incl11de use of 
gloves when handling the cable and a caution on excetding the load of the 
winch. 

6. TASK: REFER THE PIECE (1'«>S138). 

The condition statement does not state the specific w~apon (field piece) 
or the specific references. The specific sights (MlOO series or Ml2 series) 
have been omitted and there is no mention of envi,~nmental conditions. 

The sta~dard is appropriate as stated. 
7. T~SK: DELIVER A SULK DRUG ORDER/CONTROLLED DRUGS (f«>S 91Q). 

Th~ condition statement does not include the specific references. 
The standard should state that the DA Form 3949 will be filled out 

coq,letely ~,d ~i,hout error. 



SIGN OFF 

C COURSE MANAGER) 

. l 

FEEDBACK 

PRl?ARE A TARGET POPULATION DESCRIPTION 

NOTE TO COURSE MANAGER: 

When reviewing a targ1t population description and when discussing the 

elements . ensure the analyst has a full understanding of the elements 

and what they entail and where information can be located. 

ELEMENT 

1. Position requirements 

Grade or skill level of target population 

Existing 

Proposed 

Specialty of target population 

~xi sting 

Proposed 

Prerequisite training 

Required 

Exi sti•ng 

Prerequisite skills and knowledges 

Reading grade level 

Applic1ble battery test scores 

SOURCE 

Given 

Given or analyst's opinion 

Given 

Given or analyst opinion 

Proponent school 

Proponent school 

Proponent school 

Proponent school 

.,, 



ELEMENT 

2. Soldier's attributes 

Civilian education level 

Existing 

Proposed 

Required 

Percent with English as i second 
language 

Age 

Sex 

Advocational interests 

Competition orientation 

Perception of Army training 

Self-discipline 

Emotional maturity 

Reading grade level 

3. Background information 

Time fo service 

Time in grade 

Time fo pos;tion 

Related experience 

Additional skill identifier 

Current enlisted reenlistment rate 

Current officer extension rate 

Average iurnaround time for overseas tours 

SOURCE 

201 file 

Proponent school 

Proponent school 

Survey 

201 file, surveys 

COPO 45 

201 file, survey 

Survey 

Survey 

Survey 

Survey 

Post Education Center 
Administer test 

201 file 

201 file 

201 file 

201 file 

MILPERCEN 

MILPE;lCEN 

MILPERCEN 

MILPERCEN 



SIGN OFF 

C COURSE MN~ 

NOTE TO COURSE MANAGER: 

FEEDBACK 

BASIC INTERVIEWING 

The participant should produce a written response for each situation. 
The participant must be prepared to defend his approach or selection 
of techniques. If the participant's responses appear inappropriate, 
you must sugge~t additional reading or practice. 
SITUATI<l4 1 

This situation concerns the contact with the interviewees . 

The participant must give a response that indicates the following: 
• Purpose of the interviews. 

• How the interview questions are to be determined. 
• How the subjects will be identified and selected. 
• How the location of thr subjects will be determined. 

SITUATION 2 

This situation concerns the conduct of the interview. The participar.t's 
response must include appropriate interviewing techniques which will 
help to collect data. It must also include the participant's 
rationa1e for selecting those techniques. 
SITUATION 3 

This situation concerns control of the interview. The participant's 
response must include techniques appropriate to the situation and his 
or her rationale for selecting those techniques. 

, 



SIGN-OFF 

( Course Manager) 
TS-11 

FEEDBACK 

IDENTIFY TASK STATEMENTS 

Compare you~ answers with our responses below: 

1. Be familiar with tank systems. We think this is too vague 
to be a task. 

TASK 2. Engage a moving target with an M60A1 tank main gun. This is a 
task. It is specific, results 1n a product (sighted and engaged 
target) , etc. 

TASK 3. -- tnstall an oil pressure gauge in a\ ton truck. This is a task. 
It has all the characteristics of a task. 

_ __ 4. Stir ingredients. This is probably an element in some task 
perfonned by cooks. 

TASK_ 5. Prepare traffic accident spot map. We would say this is a task. 

--

It fsspecific, observablta and measurable, has a definite beginning 
and end, can be performed in a short peri~ of time, and is in­
dependent of other actions. 

6. !<now mail sorting procedures. The verb "know" is n~t specific. 
How can we observe someone "knowing" something? 

7 I 



• TASK 7. Form tape wrapped joints. We would say this is a task. The 

outcome is a properly formed tape wrapped joint. 

TASK 8. Fire a claymore mine. We feel this is a task. 

TASK 9. Plot targets from fire plan. This is a specific, ob­

servable, measurable, short, independent action resulting 

in an output - plotted targets. 

TASK 10. Process DA Forms 2765 (requisition for issue or turn-in) in 

priority sequence. This is a task. The action should result 

in correctly sequenced documents. 

TASK 11. Service 5KW generator oil system. We would call this a task, 

it is a specific action. 

12. Repair wheeled vehicle. This is probably a duty area. Ir. 

order to repair wheeled vehicles, a soldier has to perform 

a number of tasks (repair carburetors, inspect exhaust 

systems, etc). 

I 

, 



TS-1 

FEEDBACK 

WRITE TASK STATEMENTS 

NOTE TO COURSE MANAGER: 

SIGN-OFF 
COURSE MANAGER 

The student should have four task statements for each format 
for a total of 16 statements. Each statement should be 
correct for the corresponding format. Incorrect statements 
should be identified and the participant encouraged to 
rewrite them. Sign-off only when all statements conform to 
the formats specified in the Criterion Test. In addition to 
format, check to be usre all task statements are realistic 
in terms of actual job description. 
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JOB ANALYSIS MODULES 

MODULES 
TITLE JA-11 

Goal Analysis . If JA-12 
Review Resource Documents 

• 
V-11 

Conduct Information 
Gathering Interview JA-1 
Develop a Task Inventory 



OVERVIEW OF JOB ANALYSIS 

The purpose of job analysis is to identify all tasks which are now 

being or should be performed by soldiers of each specialty and skill 

level so that the training programs supporting these specialties can 

be systematically designed and do in fact prepare the sol~ier f~r his 

job. Considering the diversity of MOS within the Army and the varying 

degrees of complexities of MOS or specialties, it i: obvious that there 

is no one appropriate process for job analysis. Instead.there are a 

nu~ber of methods of collecting informatio~ about the job. One of the 

requirements for information is to produce a list of everything the 

soldier is supposed to do. This list is called~ task inventory. 

The purpose of the next three modules is to teach you the skills you 

~ill need to develop a Task I~ventory. The task inventary is a 
../ 

comprehensiv~ list of every task a job holder performs. Althoug~ 

he may only perform a given task o~ce a year, and it may be the 

s·impl ist operation he 111 ever perform, the .iob analyc;t aust ensure 

that it is on the task inventory. As stated before, the task inventory 

is comprehensive. If the soldier does "it," "it" ~~es on the inventory. 

Now, there are three methods that will be covered as means of develop­

ing the inventory: goal analysis, reviewing resource documents, and 

interviewing job holders for information. 

Goal Analysis: Often the job analyst will discover job statements 

that really aren't tasks, but vague, non-descri~t. non-specific 

generalities. Actually. they are goals. The goa·1 a,alysis process 



will teach you how to identify goa)s and then reduce them to specific 
task statements. In the process, you will be required to read one 
short, slightly amusing, and highly informative book. 

JA-12 - Review Resource Documents: More often than not, the analyst 
will not have full-time access to job holders and subject matter 
experts; consequently, he will have to review the basic literature 
(FM, TM, ARTEPS, etc) that dictate the procedures of the job. From 
those documents, the analyst must be able to isolate the specific 
job actions and further refine them int ~ task statements. 

V-11 - Conduct Information Gathering Interview: One of tr.e best 
methods for obtaining information about a job is to interview the 
people that do the job and those that supervise the job holder. 
One cannot simply go out and just ~sk questions. There are certain 
principles and rules that must be followed to ensure that the proper 
"type" and "amount" of information is obtained. 

JA-1 - Develop a Task Inventory: This module allows the parti~ipant 
the opportunity to combine skills ~earned in earlier modules. 

The first three modules in this section of the course may be approached 
in any sequence. However, you must have completed all the modules 
below the line before attem~ting this particular track. Remember the 
objective of these modules is to give you the skills to prepare a task 
inventory, or a listing of all the tasks the job holder performs or is 
responsible for performing. 



CONDUCT AN INFORMATION-GATHERING INlERVIEW 
FOR JOB ANALYSIS 

SIGN-OFF 

C COURSE M.ANAGER ) 

--------------------------------OB,lECTIVE: 

GivP.n the ' (· c,ling: 

- One or more job supervisors or job holders. 
- One or mere duty areas for which there is little• or nu document 

information on the tasks to be performed. 

- The guidelines in Module V-111 for conducting an information 
gathering interview. 

Plan and conduct an information-gathering interview of the job 
supervisor(s)/holder(s) . . Write a series of task statementawhich 
reflect the work activities described in the interview(s). The task 
statements must conform to guidelines ~ontained in module TS-1. 

CRITERION TEST: 

Locate one or more colleagues and discuss with him/her coltlllon work 
experiences. Choose an area in which you both have skill and knowledge. 
Using the information available in this module and Modul! V-111, plan 
and conduct an information-gathering interview aoout the selected duty 
area. Record the interview for critique by a course manager. The 
interview must comply with the guidelines in modules V-111 and V-11. 
Following the interview, write a series of task statements which reflect 
the tasks pel'formed in the work activity. 

- ---·--------



INTRODUCTION: 

During tt~e anal~•sis of a job, you may find that one or more dut1es are 
not completely described in the resource documents. You've reviewed 
the documents and ext.racted a 1 is t of tasks . However. b:1 sed o~-your 
knowledge of the job and comments from colleagu~s or SME, you know the list 
is not complete. At this point you must be prepared to tap an additional 
source of information - job supervis~rs and job ho~ders. The method 
of collecting information fro~ job supervisors an( job holjers is the 
interview. ~~1le you may be thinking that an interview is little more 
than a series of questions, this is only part i1lly true. An inter-
viewer must be able to 1ccurately col lecc O!lly the desired job infor-
matio~. This module builds on the basic intefviewing skills module 
(V-111) and helps prepare y~u to use int@rviewtnc to collect JOB 
l'N FORMA TI ON . 

INTERVIEWING TO COLLECT JOB ANALYSIS INFORMATION 
The job analysis interview c1n be used to collect infonnation aoout 
the fo1lowing areas: 

• The tasks soldiers perform in a duty. 
• Description of tasks performed in the operation/maintenance of 

a new weapon or equipment system. 

• To document infonnation about performance deficiencies (the 
difference between what a 3old1er can do and wh~t the actual job 
requires h1m or her to do.) 

• Descriptions of job supervisor's impressions of the actual job requirements. 

1 Target population information. 

l, 

• 
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Recall from Module \'-11'1, Bas,c Interviewing, that the first step in 

conduct~ng a series of interviews 13 to PLAN. This begins with 

stating the purpose of the interview. While you may be thinking 

"Th~ purpose is to collect job d~ta," this is not specific en~~gh. 

A more speci fie purpose would !>e something 1i ke this: 

A. The XM-1 (main battle tank) 120mn main gun is a smooth bore 

that uses "caseless" ammo. Current tank crews are unfamil tar with 

the handling procedure for this new "case less" ammo. Some infonnat1cn 

is available from the manufacturer but is not complete. Since the 

only personnel fam1liar with handling procedures for caseless ammo 

are M551 Sheridon crew members, they must be interviewed. 

B. A new air defense mi~sile system scheduled for delivery in two 

years uses a guidance system radically different from current 

guidance mechanisms. A small group of Warrant Officer and NCO 

technicians have been reviewing the work of the contractor. So far, 

the contr~ctor has produced only a draft maintenance manual. This 

manual is not complete and has several errors in key maintenance 

procedures. You must interview the WO and NCO technicians and dny 

SME the contractor can provide to ~omplete development of a task 

i~ventory for the maintenance job. 

1 



PRAC(ICE EXF.~~ISE: 

[)escf ibe in your o~n words the purpose for con~"cting job analysis 
interviews in an area of your special Lt or ~05. 
State your answer 1n the space below . 

. Check the feedback on the next page. 

I 



FEEDBACK 

Your reasons for conducting job analysis interv';ews will depend 

on the current problems in your officer or enlisted specialty. Here 

are some general reasons for conducting a job analysis interview: 

• Need to add inforrnatio~ to incomplete descriptions cf dutie~ 

• Need for infonnation on a new system 

• Need to document information ab~ut performance deficiencies 

• Need to gather information from supervisors on job requirements. 

• Need to gather target population information. 

Any questions? If so check with a course manager. If not, continue on 

with the module. 

During the planning of a job analysis interview, you must draft a 

series of questions which will help collect the desired data. Your 

abll1ty to collect good job data will depend greatly on the type 

and wording of these questions. Lets review tl,e previous example 

in which the purpose of the interview is to collect information about 

the handling of 11 caseless 11 ammo. Here are some suggested questions 

that might help collect the desir2d data. 

, Describe the procedure you follow to transfer caseless arrmo 

into the M551 sheridan. 

• Describe any safety procedures that are followed prior to 

handling caseless a111TI0. 

, Describe any special handling procedures that are followed 

inside the turret. 



, Describe the procedure followed when a round of caseless a111110 
is damaged. 

Notice that all the questions are open-ended - that is, the person 
being interviewed is free to give a wide range of answers. Review 
Module V-111 for additional questioning techniques such as, comparative 
questions. probing and encouraging questions. 

PRACTICE EXERCISE: 

Imagine you are goin9 to interview several job holders about a duty 
area in your MOS or specialty. Make a list of at least six questions 
(at least 4 must be open-~nded) you would use to collect infonnat1on 
about the tasks performed in that duty. Show your work to a course 
manager. 

. I 



CONTACTING AND ESTABLISHING RAPPORT WITH THE JOB SvPERVISOR AND JOB HOLDER 
When conducting job analysis interviews you are intere~ted in collecting 
information that will help you complete the task inventory. Usually,it 
is helpful to interview several job supervisors in addition to job holders. 
Job supervisors can give information about the job that may not be 
available to job holders. This includes such things as ~he sequencing 
of tasks; infrequently performed but critical tasks; and clues as to 
which job holders may be most qualified t~ describe certain aspects of 
a job. Generally, you will want to interview the job supervisor prior 
to interviewin9 the job holders. Not only will this provide some 
valuable insights, but it helps to establish your sincerity and credlta­
bili,y. Remember, you are after data that will help you finish out your 
initial task inventory. 

WRITING TASK STATEMENTS FROM INTERVIEW DATA 

Once the interviews have been conducted and the data collected,you still 
must write a series of task statements. If you need a reference on 

writing task statements, review Modules ITS-1 and TS-1. 

You should now be ready to conduct your job analysts interview. If 
however, you feel you need additional work, consult with a course manager. 



PRACTICE EXERCISE: 

Answer the following statements with either agree or aisagree. 
1. Preparation for an interview is not needed. 

2. The purpose of a Job Analysis interview \ · 1 · • collect j'i>b information. 
3. Rapport with your subject is not needed in an information-gathering 
interview. 

4. The Job Analysis interview is used to collect information about h~w 
individual tasks are performed. 

5. Job supervisors are a valuable source of job analysis inforn1ation. 
6. The interviewer is responsible for controlling the interview situation . 
7. Open-ended questions allow the person being interviewed to give a wide 
variety of answers. 

Ch!ck your work with the feedback on the following page. 



FEEDBACK: 

1. 01 sagree. 

l. Agree. 

3. D1 sagree. 

4. Disagree. 

You should work to establish rapport in every interview. 

Job Analysis interviews are used to collect information 

about WHAT tasks are performed, not HOW they are performed. 

5. Agree. 

6. Agree. 

7. Agree. 



SIGN-OFF C COURSE MANAGER) 

JA-11 

GOAL ANALYSIS 

OBJECTIVE: 

Given a task which is goal oriented (not easily observable), analyze 

the task by means of goal analysis. The Task Analysis will be complete 

when the course manager is satisfied that the goal has been totally 

analyzed. 

SAMPLE CRITERION TEST: 

1. Pick a goal oriented tas~ or duty area statement from an area you 

are responsible for analyzing. For example: 

• A qoal of logistic support is to reduce the amount of supplies 

in the pipeline. 

• Be familiar with small arms storage procedures. 

• Establish a command consultation program. 

• Prevent crimes . 

• Increase the combat effectiveness of the division. 

• Lead a discussion group. 

2. Have your goal approved by a course manager before you begin . 

3. Perform a goal analysis on your goal. 

RESOURCE 

GOAL ANALYSIS - MAGER Read Chapters 1-11 



GOAL ANALYSIS 

NOTE: If you have not already read the resource, read it BE~ORE 
you start this module. 

Often when conducting an dnalysis we discover that the activities 
which make up jobs or duties are difficult to observe. For example, 
we may analyze a set of managerial or supervisory duty positions, or 
we may analyze a set of journeyman duty positions which mostly involve 
mental activities. A specific example of this type activity would be to 
supervise maintenance activities. At the end of our job analysis, 
we find a group of activities which are difficult to analyze because 
of their "fuzzy" or goal-oriented nature. Usually these activities 
involve actions like "supervision", "managing", "administering", 
"cnsl•ring", "spotchecking", and so on. In task analysis, we find 
it difficult to describe the steps in these actions whe, we try to 
analyze these types of activities. These activities, known far and wide, 

cast fear into the hearts of the bravest of analysts'. Just walk up 
to any of your fellow analysts and ask them to analyze a fuzzy for you. 
Then watch them beg, plead, and offer their life savings to take the . 
fuzzy away'. 

Actually, these activities can be effectively analyzed. A procedure 
called GOAL ANALYSIS is quite useful. Goal analysis helps you to 
define the behaviors, standards and conditions that describe the 
performance of the goal-oriented activity you are trying to analyze. 



Goal analys;s ;s a procedure developed by Bob Mager and described in his book 
GOAL ANALYSIS (Mager, 1972). / 
Before doing a goal analysis, see if you can ideoti fy a goal. 

Try th ·ls simple exercise. See if you ,:an identify which of the 

statements below are goal statements and which are task statements. 
Mark your choices 11 T11 for Task or "G" for goal: 

______ 1 Be able to ;nvestigate accidents. 

___ _ 2 Copy telephone messages. 

3 Have a work;ng knowledge of combat strategy. 
_ ___ _ _ 4 Inspect 8-ton torque convertor. 

5 Appreciate proper ;nspection procedures. 

____ __ 6 Set cannon for quadrant elevation. 

____ 7 Und~rstand rapid fire procedures. 

_____ 8 Slave 3taut a disabled vehicle. 

______ 9 Be aware of enemy strength. 

10 Exercise caution. ·-----

Cneck the Feedback on the next page. 
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FEEDBACK 

G 1 Be able to ;nvestigate acc;dents. 

T 2 Copy telephone messages. 
,. 

3 Have a working knowledge of combat strategy. \J 

T 4 Inspect S~ton torque convertor. 

G 5 Aporeciate proper inspection procedure~. 

T 6 Set cannon for quadrant elevation. 

G 7 Understand r~pid fira procedures. 

T 8 Slove start a disabled vehicle. 

G 9 Be aware of enemy strength. 

G 10 Exercise caution. 

How did you ~o? If you have any questions, see a course manager. 

From the exercise above, you can see that a goal is very different 

fror.1 a task. A 9011 1s vague and non-specific. It cannot be observed 

or measured. 

If you feel comfortable witt the concept of goal versus task, · cont1rue on 

with the lesson.- Clear up any questions you may have with a course 

manager. 



When conducting GOAL ANALYSIS, you must do the following: 
Step Q!!! - Write down the goal statefnent (the fuzzy goal oriented 
ac t ivit.v). 

Step two - List the performances you would want to see for yo~ to 
agree that the activity had been accomplished . Keep in m! nd that fuzzy 
activities can differ in "size. 11 They can be on the task level, ,foty 
level, or job level. 

Step three - Eliminate from the 11st any duplications or items that, on 
second thought, are of no interest. 

Step four - Expand each desired performance into a complete stetement 
describing the nature and extent of the performance you desire. 
Step five - Test the statement for adequacy by asking: "If these 
perfonnances were achieved, would I be willing to say the activity has 
been accompli shed?" 

Look at some example~ of goal analysis. Here are some goal statements: 
t Gun owners should be responsible and safety-conscious indivi1uals. 
t Be enth llsiastic about using camouflage technique~. 
t Be able to exist in a survival situation. 

Work through one of these eAamples and do a complete goal analysis. 



Step one - Write down the goal stat~!'llent. 

We will work with the goal, "Be enthusiastic about using camouflage 

techFli ques. 11 

Step two - List the performances you would want to see that show the 

activity has been accemplished. In our example, we must list all 

the perfonnances we would want to see that show us someone 1§ 

"enthusiastic about using camouflage techniques." 



Use the space below to list the performances you would want to s0e 
frcm someone enthusiastic about camouflage techniques. 

Looi-. at the feedback on the ne:«t page for our 1 ist. 



~EEDBACK - STEP TWO 

Step Two - List the performances yoy would want to see from someone 
11 e11thusiastic about using camouflage technique~." 

He re is our 1 is t: 

Someone enthusiastic about using camouflage techniques would ... 

• camouflage without bein9 told. 

• reid all current publications on camouflage. 

• watch training films on the subject of camouflage. 

• read articles on camouflage used by foreign armies (allied and 

enemies). 

• vol until ri l y camouflage . 

• help others to camouflage. 

• practice movements under camouflage. 

• practice camouflage stationary positions. 

• assi~t others to improve their abilities to use camouflage. 

• practice spott.ing camouflage positions and soldiers. 

• etc. 

Write anything you feel that shows evidence of so~~one being enthusiastic 

about camouflage tech'liques. 

Your list fs prob,bly different from o~r list, just comb1ne the two lists 

for now. 

,., 



If you have any questions~ see a course manager. If not, continue 
on with this module. 

Step Three - Eliminate from the list any duplications or items that, 
on second t h,ught, are of no intere~t. 

Check over your master list (our list plus your list) and look for 
duplications anJ item~ of no interest if you are lookfng for someone 
who is enthusiastic about camouflage techniques. 

Write your new list below. 

look at the feedback on the n~xt page to see what we did. 
)Y 



FEEDBACK - STEP THREE 
Step Three - Elim.inate from the list any d!Jplications or items that, 
on second thought. are of no interest. 

Here is our list again with some of the items eliminated. 
Someon~ enthusiastic about using camouflage would 

e camouflage without being told. 

e practice combat movements while camouflaged. 
a prartice camouflage stationary positions. 

e assist others to improve their abilities to use camouflage. 
e pracdce spotting camouflaged positions and camouflaged soldiers. 
e etc. 

Here is an explanation of our eliminations: 

Items 1 and 5: Appear to be very close ~n meaning. Eliminate one of them. 
Items 2 and 4: Appear to be very cl~;e in meaning. Eliminate one of them. 
Item 2: On second thought, this should be eliminated. We cannot see 
th1s one as a job task. 

Item 3: We cannot make a job related task of someone watching movie~ 
on camouflasing. We are not interested in this item as a job hsk . . 
Items 6 and 9: Appear to be very close in meaning. Eli~inate one of them. 

We kept items, 1, 7, 8, 9, and 10. We may be able to expand these 
into complete statements which describe job tasks. 
You should combine our 11st wfth your 11st of goal statements. 
Any question:.? See a course manager. -• Jf not, cc,nti'nue on with:·the lesson. 



Step Four - Expand each desired performance into a complete statement 
describing the nature and ext~nt of the perfunnance you desire. 

Now you should take your statement and change them to job tasks in the 
action and object format. We have the following goal statements 
remai~ing from step three: 

• camouflage without being told 

• practice combat movements while camouflaged 

• practice camouflaging stationary ~ositions 

, assist others to improve their abilities to use camouflage 

• practice spotting camouflaged positions and camouflaged soldiers. 



Use your combined 11st of goal statements to make complete task statements. 

Check the next pa~e ior our feedback. 



FEEDBAC~ - STEP FOUR 

Step Four - Expand each desired performance into a complete statement 
describing the nature and e~tent of the performance you desi~e. 

Checking our list of goals we find the four task statements listed 
below. We eliminated the goal "assist others to improve their abilities 
to use camouflage." After review, ~his did not yield a job task 
statement. Here is our list: 

- camouflage self 

- camouflage a position (one-man or twg,-ma~) 
9lt - move while camouflage (escaping detection) 

- spot camouflaged positions. 

These statements are a good start on task description for the goal, 
"be er.thusiutic about using cai:".:>ufiage techniques." 

If yo1.1 have a11y questions see a course manager. If not, continue of'f ::with 
the lesson. 

Step Five - Test the statements for adequacy by asking ; 11 If these 
performances were achieved, would i be wi 111 ng to ~ i y the activity has 
been accomplished?" In other word~, i 7 someone stopped performing them 
would tl1e goal be accomplished? 

If you can answer YES, you are finished with the goal analysis~ 



Check your combined list to see if the goal ~as been accompli~hed . 

This simple procedur~ for goal analysis is used only when we have to 
analyze statements which are fuzzy. We may go through the entire goal 
analysis procedure and discover we really have no data on which to work. 
NOTE: 

Mager st~ted, "we would rather not do goa~ analyse~. It is preferable 
to bore in directly to the ;>erformance . . . We do goc.1 an ;- lyc;P.s only when 
they seP.m necessary - When the goals that are important ... are abstract 
or fuz1y. Never do them just because the procedure is there . " 
Page ,1 Analysis. Criterion-Referenced Instruction. 

If yo~ feel satisfied with our example, you are ready for the criterion 
test. You will select a goal-oriented task from your task- list, and 
Lhen analyze it into import ant performances. The course manager may 
3uggest that you work with a colleague. In such case, you will each 
need to select a goal and carry out the b ~o analyse~ togetner. 
You must ha~e you~ GOAL STATEMENT approved by a course manager before 
you start your criterion test. 



SIGN OFF 

C COURSE MANAGER; 

JA-12 

REVIEW RESOURCE DOCUMENTS 

OBJECTIVE: 

Given one or more resource documents. or portions vf a document, 

identify all tasks . For each task, write one or more task st~tements. 

CRITERION TEST: 

Given one or more resource documents, or portions of a resource document, 

identify by listing or underlining all tasks. For each task identified, 

write one or more task statements. 



INTRODUCTION: 

Resource documents are a major sou~ce of information about the kinds of 

work soldiers rlo on the job . Listed below are many of the resource 

documents available for existing jobs. An analyst may wish to add to 

this list based upon his/her experience. 

I Technical Manual$ (TM .) 

I Field Manuals (FM) 

• Army Regulations (AR) 

I Circ~lars an~ Pamphlets 

I Progr~ms of Instruction (POI ) 

I Soldier's Manuals (SM) 

I Commander's Manuals (CM) 

I AOSP (CODAP) Reports 

I Pre\ious Task Inventories/Lists 

I Thre~t Scer.arins 

I ARTEP 

I Research Reports 

I Field Surveys/Questionnaires 

I Product Improvement Plans .(PIP) 

I Field Feedback Reports 

I TOE /TOA 

I SOPs 

I Minutes of Conferences/Meetings 

I New £quipment Status Reports 

I QQPRI 

I Report on ARTEP Results 



A major part of any analyst's job is to review resource documents, 
to i dentify work activities, and to write task statements. 
SELECTING RESOURCE oor.UMENTS 

It would be quite easy to say, "Obtain every available resource document 
related to the specialty being analyzed," but following such guidance 
would be a waste of human energy and resources. For each specialty 
being analyzed, certain documents are essential while other documents are 
needed on a c,1se-by-case basis. As a minimum, obtain t hose TOE/TOA, AR, 
TM, FM, POI, :irculars and pamphlets directly related to the specialty being analyzed. 

The availability of other documents w-i ll be determined by the specialty 
being analyzed and whether it is equipment or non-equipment oriented. 
Equipment oriented specialties are jobs which ~ainly involve the 
operation end/or maintenanc·e ·of weapons and equip111Ent systems. The 
following resource documents will generally be available: 

t TM/FM - Contain descriptions of operation and/or maintenance 
procedures; maintenance allocation charts (MAC); tool and equipment 
lists; inspection/t roubles hoot fng/checkout procedures. 

• 



• PO~ - Contain descriptions of accepted operation and/or mainte­

nance procedures; i nspecti on/troubleshoot ing/ctieckout procedures. 

• TOE /TDS - Lists duty positions within the specialty; lists of 

authorized weapons and equipment. 

• Circulars/Pamphlets - Contain current guidance and policy; 

frequently has latest updated technology. 

• SM/CM - Contain critical tasks from previous analysis; references 

relat@d to the MOS; study materials; equipment and tools. 

Other documents which may be available for equipment-oriented specialties 

include: 

• Product improvement plans 

• Previous task inventories/lists 

t ARTEP 

• Research reports 

t AOSP (CODAP) reports 

• Field feedback reports 

NON-EQUIPMENT ORIENTED JOBS 

Certain specialties (e.g .• personnel. finance. race relations. drug 

counselor. etc.) are concerned with the delivery of an end-product or 



a customer service. The following types of documents contain de­
scriptions of procedures/processes to be followed: 

t TM 

• Ffll 

t POI 

• Ctrcul ars 

• Pamphlets 

t AR 

Also useful are SM/CM, AOSP reports, previous task inventories/lists, 
ARTEP5, and research reports. TOEs/TDAs will help determine the duty 
positions and any items of authorized equipment which may be operated and/ 
or maintained. If an analysis was performed earlier, obtain copies of any doc1.111entation that exists. 

WHAT TO DO: 

Select one equfpment and one non-equipment oriented specialty which 1s familiar to you. 

IOENTIFY WORK ACTIVITES 

For each specialty, list five to eight specific resource documents you 
would review to begin writing task statements for an inventory. Discuss 
your selections with a colleague. Decide if each document is appro­
priate for the specialty sel~cted for analysis. Are there additional documents? 



, 
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The resource documents used in analjsis often contain descriptions ~f 
work activites, rather than task statements. Work activites must 
first be identified before writing task statements. The example 
that follows was taken from FM 24-20, "Field Wire and Field Cable 
Techniques. 11 

The work activities have been underlined. Not fee that 
most of the material describes the equipment used in the work activity. 

19. General 

CHAPTER 4, FM 24-20 

SPLICING FIELD WIRE 

Splicing is the method used to join the conductors of field 11nes to 
maintain electrical continuity. A splice should have the same tensile 
strength, electrical conductivity, abrasion and weather protection, 
and insulation resistance as the unspliced portion of the wire. A 
poorly made splice introduces transmlssion loss, increases noise, and 
generally impairs the quality of the circuit. 
20. Wire Splicing Equipment 

Field wire splices can be made with either Tool Equipment TE-33 or 
Wire Splicing Kit MK-356 ( )/G. {Nomenclature followed by parentheses 
( } refers to all models of the items of equipment . 

l 
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Figure 13. Wire Splicing Kit MK-35S( )/G.

a. Tool Equipment TE-33. Tool Equipment TE-33 is used for making field 

wire splices. It consists of Pouch CS-34, Pliers TL-13-A, and Electricians 

Kmfe TL-29. Two types of insulating tapes can be used in making field wire 

splices: E.ectrical Insulating Tape TL-636/U (black polyethylene) used in

tropical and temperate zones; and Electrical insulation Tape TL-600-U (white 

polyethylene), used in the Arctic and during cold weather in temperate 

zones. Tape TL-83 (friction) may be used for added protection of the splice.



To improve the field splice mechanically and electrically, a small guage, 
soft•drawn copper wire (known as seizing wire) may be used. (Seizing 
wire may be obtained from the c~pper conductors in a piece of field wire.) 

b. Wire Splicing Kit MK-356 ( )/G. Wire Splicing Kit MK-356 ( )/G 1s 
designed to provide a means for rapidly splicing Wire WD•l/TT (standard s ► lice). 
The kit consists of Wire Splicing Tool TL-582 ( )/U, 4 magazi~es, a hag, and 
200 splicing connectors (sleeves). TL-582 ( )/U is 12 inches long and 
weighs approximately 3~ pounds. 

(1) Wire Splicing Tool TL-582 ( )/Uhas three basic parts: the head 
assembly, the cutter assembly, and the handle assembly. 

(a) The head assembly is composed of the magazine housing, the wire 
guide, the wire holder, and the crimping chamber. (indenter and anvil). 

(b) The cutter assembly, mounted on the left handle of the tool, has 
a wire guide, wire stop, and upper and lower hinged cutting blades. The 
cutting blades are kept closed by a coiled spring wnen not in use. Each 
blade has a groove for stripping insulation from Wire WD-1/TT. 

Fi,vr, JS. W irt 1pl~ng tool: Clltt,r ..,,..,iw •u 
,.,,.,1 .. ..,,..,,. 



(c) The handle assembly includes the handles and a ratchet. The ratchet 

(on older models) prevents the tool ~rom opening until the splice is complete . 

This feature ensure that the operator will not make a low-tensile strength 
splice. 

(d} A ratchet release mechanism has been added to the newer model. The 

mechanism allows the r.perator to open the tool with~ut completing the crim?1ng 
operation. 

(2) The magazine holds 10 cor,nectors or sleeves. It has a spring, fol lower , 
and a retaining slide for locking the connectors in place. 

(3) The bag provides a means of carryins the splicing too: and four 

magazines. 

(4) The splicing connector assembly is made up of three concentric 

sleeves: copper outer sleeve, plastic intermediate insulator, and a copper 

insert. The copper insert insures tensile strength and conductor connection; 

the plastic insulator provides a waterproof seal, with the aid of pressure 
maintained by the outer sleeve. The plastic insulator is belled at each end 

to form a funnel-like opening for the insertion of the bared wire. The 

spliced connector assembly provides a waterproof splice without the use of 
tape. 

21. STANDARD FIELD WIRE SPLICE 

Steps in .making splice: 

a. Load the magazine 

b. Place the sleeve in the crimping chamber 

c. Cut the conductors 

d. Strip the insulation from each conductor 

e. Insert tbe bored wires in the corresponding ends of tbe sJeeve. 
f. Crimp tbe sJeeve. 



rjU'n

Figurt It. Cutting eondu‘tor$ for a tplict. Figur* iO. otWppin« mmlotiom.

Figurt tl. Instrttng urirt conductor m lUcvt atccnMg. Figure tt. Crimping tltcvt.

Figurt ts. Completed tpliee.



Did you notice that most of the mater1al (paragraphs 19 and 20) describes 
how well a splice should be made and the equipment used to make splices. / 
Paragraph 21 is the only desrription of a work activity. 

PRACTICE EXERCISE 

Here is a chance for you to practice identifying work activity. Each 
example has been taken from an actual publication. Underline each work 
activity and compare your work with the feedback that follows. 

OPERATING STANDARD Number 3 

Recognize or detect chemical agent contamination and perfonn simple 
decontamination of your weapon, clothing, personal equipment, individual 
weapon and position, vehicle and crew served weapon. 

• Detection. You cannot depend on your physical senses to locate 
the contamination, but your unit will have a chemical aqent 
detector kit that can be used to detect the contamination. You will be 
issued a book of MQ Detector paper which you shou~ d Keep in the outside 
pocket of your mask carrier with your Ml3 Oecon Kit. MS paper will give 
you an idea whether the gas is blister g&s or nerve gas by thP. color change 
of the paper when contact is made. When these liquid gases are detected, 
the paper wi 11 turn from off-white to : 

1. RED: For bli ster gas 

2. DARK CREEN OR BLACK: For nerve gas (persistent) 

3. YELLOW: For nerve gas (nonpersistent) (this gas may be in liquid 



fom for a ~hort time). These colors are shown~" the inside cover of 
the MS book. 

If you must go through an area that may be cor.taminated. attach a piece of 
MS paper to your trouser leg or shirt slee1e (with tape, string or anything 
to hold it on); this will let you know that you may be contaminated so you 
can take inmediate action. 

• Decontamination. You will have two kits that you can use for 
deconning yourself, clothes and weapon; the M25S S~in Decontamination Kit 
and the M13 Individual Decontaminating and Reimpregnating Kit. The M25S 
kit, as you can see. looks a lot like the M13 kit, except that the M25S 
kit, has web strap and snap clip attached to the back so it can be 
attached to your mask carrier or pack harness. inside the cover is a 
metal cutter blade or spike. Contents of tne M25S kit are: 

1. 4 gauze pad~ 

2. 2 scraping sticks 

3. 2 large plastic cap~ules hold the decon solutions. They are 
labeled 1 and 2; numger 1 is the smaller capsule. 
The M25S kit will decon both nerve and blister gas son your skin. The 
gauze pads are to soak up liquid gas from your skin, and to swab the 
decon solutions on your skin. The 2 scraping sticks are for scraping off 
liquid that won't soak up into the gauze pads. The recommended way to 
carry the M25S kit is to slip the web strap of the kit over the 0-ring 
strap of the mask carrier, or clip it to the front of the shoulder ~arness. 

When you se, liquid contamination on your skin (or ir a buddy sees it and 
tells you) take the following steps IMMEDIATELY: 

.3, 



FIRST: STOP BREATHING AND PUT ON YOUR MASK 

SECOND: Open your M258 kit. Take the T-handle of the cover and push it 
through the web strap of the kit so that you don't lose it. 
THIRD: Take out one piece of gauze and soak up the liquid on your skin. 
If one piece isn't enough to soak up all the liquid, use another one. If 
the contamination won't soak up into the gauze because it is thir.k or 
"greasy," use one or both scraping sticks as shown below, to get tne con­
tamination off your skin. 8e careful where you throw the used gauze and 
scraping sticks - they are contaminated, and you don't want them lying 
arolffld where you can recontaminate yourself. 

FOURTH: Take out capsule 1 and punch a hole in the side near the top 
with the spike attached to the cover of the kit. 
Next, take a gauze pad and wet it with solution from capsule. 
Now, put the capsule back tnto the case with punctured end up, so you have 
both hands free to work, and swab or wipe the contaminated skin with the 
wet pad for one minute. 

FIFTH: Take out capsule 2. There is a glass vial inside the capsule that 
must be broken. Use the heel of your boot, and butt of your weapon, or a 
rock to break the via 1 • When _the via 1 breaks , shake the caJ;s ul e ha rd ·12 
times so that everything in the capsule is well mixed. 
Now, puncture the capsule with the spike on the kit cover and w~t another 
piece of gauze. Slip the capsule back into the kit case (punctured end up) 
so that you can work witn both hands, and swab the contaminated skin with 
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set soi _ution 2 gauze for 2-3 minutes. When you have finished, bury 

the used gauze and, if used, the scraping sticks. You have now 

complete~ the skin decon procedures. Now throw away the M258 Decon 

Kit. 

FEEDBACK: 

Compare the work activities we have identified ,ith those you underlined. 

If you find that you missed one or more work activities, discuss these 

with a colleague or course manager 

NOTE: The text describes three separate activities: detecting chemical 

agents with the MB paper; masking; and indiv1dual decontamination using 

the M258 decon kit. The Ml3 decon kit is mentioned, but no procedure is 

given for its us~. 

OPERATING STANDARD No. 3: FEEDBACK. 

Recognize or detect chemical agent contamination and perform ~imple 

decontaminatllln of your_ weapon, clothing, personal equipment~ individual 

weapon and position, vehicle and crew served weapon. 

• Detection. You cannot depend on your physical senses to 

locate the contamination, but your unit will have a chemi~al aqent 



detector kit that can be used to detect the contamination. You will be 

issued a book of MB Detector paper which you should keep in the outside 

pocket of your mask carrier with your Ml3 Decon Kit. MB paper will give 

you an idea whether the gas is blister gas or nerve gas by the color change 

of the paper when contact is made. Wnen these liquid gases are detected, 

the paper will turn from off-white to: 

l. RED: For blister gas 

2. DARK GREEN OR BLACK: For nerve gas (persistent) 

3. YELL<M: For nerve gas (nonpersistent) (this gas may be in liquid 

fonn for a short time). These colors are shown on the inside cover of the 

MS book. 

If you must go through an area that may be contaminated, attach a piece 

of MS paper to your trouser leg or shirt sleeve (with tape, string or 

anything to hold it on); this w111 let you know that you may be contaminated 

so you can take immediate action. 

• 



• Decontamination. You will have two kits that you can use for 
deco~ning yourself, clothes and weapon; the M258 Skin Decontamination 
Kit and the M13 Individual Decontaminating and Reimpregnating Kit. The 
M258 kit, as you can see, looks a lot like the M13 kit, except that the 
M258 kit. has web strap and a snap clip attached to th~ back so it can 
be attached to your mask carrier or pack harness. Inside the cover is 
a metal cutter blade or spike. Contents of the M258 kit are: 

1. 4 gauze pads. 

2. 2 scraping sticks. 

3. 2 large plastic capsules hold the decon solutions. They are 
labeled 1 and 2; number 1 is the smaller capsule. 

The M258 kit will decon both nerve and blister gases on your skin. The 
gauze pads are to soak 11p liqu;d gas from your skin, and to swab the decon 

- solutions on your skin. The 2 scraping sticks are for scraping off liquid 
' that won't soak up into the gauze pa~~- The reconmended way to carry the 

M258 kit is to slip the web strap of the kit over the D-ring strap of the 
mask carrier, or clip it to the front of the shoulder harness. 

When you see liquid contaminat~on on your skin (or if a buddy sees it 
and tells you} take the following steps IMMEDIATELY: 

FIRST: STOP BREATHING AND PUT ON YOUR MASK 

SECOND: Open your M258 kit. Take the T-handle of the cover and push it 
through the web strap of the kit so that you don't lose it . 

. 
THIRD: Take out one piece of gauze and soak up the liquid on your skin. 
Jf one piece isn't enough to soak up all the liquid, use another one. If 
the contamination won't soak up into the gauze because it is thick or "greasy", 
use one or both scraping sticks as shown belcw, to get the contamination off 
your skin. Be careful where you throw the used gauze and scraping sticks -



they are contaminated. and you don't want them lying around where you 
can recontaminate yourself. 

FOURTH: Take out ~apsule 1 and punch a hole in the side near the top 
with the spike attached to the cover of tne kit. 
Next. take a gauze pad and wet it with solution from capsule. 
Now, put the capsule back into the case with punctured end up, so you have 
both hands free to work, and swab or wipe the contaminated skin with the 
wet pad for one minute. 

FIFTH: Take out capsule 2. There is a glass vial inside the capsule that 
n,st be broken. Use the hee1 of your boot, and butt of your weapon, or a 
rock to break the vial. When the vial breaks, shake the capsule hard 12 
times so that everything in the capsule is well mixed. 

Now, puncture the capsule with the spike on the kit cover and wet another 
piece of gauze. Slip the capsule back into the kit case (puncutred end up) 
so that you can work with both hands, and swab the contaminated skin with 
the set solution 2 gauze for 2-3 minutes. When you have finished, bury the 
used gauze and if used, the scraping sticks. You have now co~pleted the skin 
decon procedures. Now throw away the M258 Decon Kit. 

,,, 



ADDITIONAL PRACTICE 

The following examples will provide additional practice in identifying 
work activities from various resource documents. Identify (underline or 
11st) each work activity and compare your work with the feedback provided. 
Should you have questions about identifying work activities, discuss 
them with a colleague or course manager. 



ADDITIONAL PRACTICE 1 

List the work activities.

ARMAMENT SUBSYSTEM. HELICOPTER. 20 MILLIMETER AUTOMATIC GUN: H35

MAINTENANCE ALLOCATION CHART

O)
taCUOBllVtlUtl

Anniment Sub*)'slem MSS ...............
Electrical Cable Assrmbliea, Special

Purpose .............................................
Drive Assembly, Gvm.................

(1)
lUlnunaiKsc fuaettona

Symbol* The aasignmeiit of each item'* 
maintenance operation to the 
losvest level of maintenanre it 
rocortiti In the appropriate colum n 
by the maintenance level aymlnl 
“C" for operator / crew, “O" for 
organltational “F" for direct 
support, “H" for general support, 
and "D" for depot maintenance.

I I I I I I I I I

(4)
ToaUaad
equipment

1-E. l-I

f
IT
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FEEDBACK FOR ADDITIONAL PRACTICE 1 

Here is a list of work activities from the An111ment Subsystem Maintenance 

Allocation Chart. (NOTE: The list was developed by matching the 

maintenance functions or action verbs with the functional group or object.) 

1. Inspect Armament Subsystem M35. 

2. Test Armament Subsystem M35. 

3. Service Armament Subsystem M35. 

4. Adjust Armament Subsystem M35. 

5. Align Armament Subsystem M35. 

6. Install Armament Subsystem ~35. 

7. Repair Armament Subsystem M35. 

8. Overhaul Armament Subsystem M35. 

9. Inspect special purpose electrical cables assemblies. 

10. Test special purpose electrical cables assemblies. 

11. Replace special purpose electrical cables assemblies. 

12. Repair special purpose electrical cables assemblies. 

13. Inspect gun drive assembly. 

14. Test gun drive assembly. 

15. Service gun drive assembly. 

16. Replace gun drive as~embly 

17. Repair gun drive assembly 

18. Overhaul gun drive assembly. 



ADDITIONAL PRACTICE~ 

Underline the work activities. 

1. General. The lower ball Joints carry the weight of t~e vehicle 
which keeps t~e ball firmly seated and the joint constantly loaded during 
operation. When the vehicl e is raised ir. such a manner as to re11e1e the 
ball joint of the vehicle weight, the ball joint will be noticeably loose. ---, . 
This looseness wi 11 probably be due to normal operating clearance. Late 
:nodel ball joints are of the l~be-for-life type and may bt easily 
distinguished from early model types which incorporated grease fi ttings and 
required regular lubrication intervals. These ball joints are interchange­
able and when replacement is detennined, the 1ube-for-1ife should be installed. 

2. Inspection. Inspect lower ball joint vertical ttavel as shown in figure 2-335. 

a. Check the measurement of ball joint with vehicle resting on 
wheels. 

b. Raise vehicle to remove all vehicle we-;ght from front suspension 
ball joints. Recheck the measurement of ball joints. 

c. If the measurement with the load released ts more than 1/8 i_nch 
{early model lube fitting type) greater than the measurement taken in step 
a, replace the lower ball jnint. 

3. Removel. 

NOTE 

Late model lube-for-life type ball joints should 
not show any signs of excessive vertical or literal 
free play or broken and cracked seal boot. 

a. Remove coil spring (para 2-145). 

b. RIIIIDve three bolt and locknuts securing lower ann to lower ball Joint (fig. 2-366). 
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c. Remove cotter pin and nut securing lower ball joint and seal to 
wheel spindle support. Remove ball joint (fig. 2-337). 

d. Remove three nuts and bolts securing upper ann to upper ball 

joint (fig. 2-338). 

e. Remove cotter pins and nut securing upper ball joint and seal to 
wheel spindle support. Remove ball joint (fig. 2-339). 
4. Installation. Install ball joints by reversing removal operations. 
Torque the following attaching parts to the values shown: 

Lower ann ball joint mounting nut (3/8-24) 35-40 lb-ft. 

FEEDBACK FOR ADDITIONAL PRACTICE 2 
1. General. The lower ball joints carry the weight of the vehicle which 
keeps the ball finnly seated and the joint constantly loaded during operation. 
When the vehicle is raised 111 such a manner as to relieve the ball joint of 
the vehicle weight, the ball joint will be noticeably loose. This looseness 
will probably be.due to nonnal operating clearance. Late model ball joints 
are of the lube-for-life type and may be easily distinguished from early 
model types which incorporated grease fittings and required regular lubrica­
tion intervals. Th~se ball joints are interchangeable and when replacement 
is detennined, the lube-for-life type should be installed. 
2. Inspection. Inspect lower ball joint vertical travel. 

a. Check the measurement of ball joint with vehicle resting travel. 
b. Raise vehicle to remove all vehicle weight from front suspension 

ball Joints. Recheck the measurement of ball joints. 
c. If the measurement with the load released is more than 1/8 inch 

(early model lube fitting type) greater than the measurement taken in 
' • step a, replace the lower ball Joint. 



NOTE

Late model lube-for-life type ball joints should 

not show any signs of excessive vertical or lateral 

free play or broken and cracked seal boot.

3. Removal,

a. Remove coil spring.

b. Remove three bpits and locknuts securing lower ann to lower ball 

joint.

c. Remove cotter pin and nut securing lower ball joint and 5ea]_to_ 

wheelspindl^upport^Remov^^nioin^

d* Remove three nuts and bolts securing upper arm to upper ball 

Joint(fi^2-3^.

e. Remove cotter pins and nut s^urili^-upper ball joint and seal to wheel 

^pindl^^su££ort^^^^

4. Installation. Install ball joints by reversing removal operations. Torque 

the following attaching parts to the values shown:

Lower arm ball joint mounting nut (3.8-24) 35-40 Ib-ft.

ADDITIONAL PRACTICE 3 

Underline the work activities.

POSTING CHANGES TO PUBLICATIONS 

General rules for posting:

a. Be accurate and neat in your posting. A publication that is incor­

rectly or illegibly posted is as worthless as one which has not been posted.

b. Use only a sharp black lead pencil. Posting can then be erased easily 

if future changes or corrections are necessary.

s'o
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c. Print or write the authority for changing a basic publication in 

the outside margin of the page (away from the binding edge) by the changed 

portion. This authority usually is a numbered change, for example, C 1, 

but may be another publication.

FEEDBACK FOR ADDITIONAL PRACTICE 3

NOTE: This work activity is non-equipment oriented.

POSTING CHANGES TO PUBLICATIONS 

General rules for posting:

a. Be accurate and neat in your posting. A publication that is incor­

rectly or illegibly posted is as worthless as one which has net been posted.

b. Use only a sharp black lead pencil. Posting can then be erased easily 

if future changes or corrections are necessary.

c. Print or write the authority for changing a basic publication in the 

outside margin of the page (away from the binding edge) by the changed

portion. This authority usually is a numbered change, for example, C 1, but 

may be another publication or message.

WRITING TASK STATEMENTS FROM IDENTIFIED WORK ACTIVITIES:

In most instances the work activities identified in resource documents will 

have to be rewritten in the task statement format (action verb, object-acted- 

upon, qualifying phrase). In many cases the resource oocument will describe, 

in detail,the steps necessary to perform a task. When this occurs, you must 

combine those steps and write a statement which represents the entire task. 

The following two examples are taken from work activities identified earlier 

in this module.

4 »



21. STANDARD FIELD WIRE SPLICE 
Steps in 1111king splice: 

a. Load the magazine 

EXAMPLE 1 (Refer to page _!t_ of this module for the complete example) 

b. Place the sleeve in the crimping chamber. 
c. Cut the conductors. 

d. Strip the insulation from each conductor 
e. Insert the bared wires 1n the c~rresponding ends of the sleeve. 
f. Cr1q, the sleeve. 

TASK: Splice field wire with the wire splicing kit MK-356. 
The steps have been cOlllbined and rewritten as a single task statement. 
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EXAMPLE 2 

(Work activities are underlined) 

OPER~TING STANDARD NUMBER 3 

Recognize or detect chemical agent contamination and perform simple 
decontamination of yo~r weapon, clothing, personal equipment, individual 
weapon and position, vehicle and crew serv~d weapon. 

• Detection. You cannot depend on your physical senses to locate 

the contamination, but your unit will have a chemical aaent 
detector kit that can be used to detect the contamination. You will be 
issued a book of Me detector paper which you should keep in the outside 
pocket of your mask carrier with your Ml3 Decon Kit. MB paper will give 
you an idea whether the gas is blister gas or nerve gas by the color change 
of the paper when contact is made. When these liquid gases are detected, 
the paper will turn from off-white to: 

1. RED: For blister gas 

2. DARK GREEN OR BLACK: For nerve gas (persistent) 
3. YELLOW: For nerve gas (nonpersistent) (this ga3 may be in liquid 

form for a short time . ) These colors are shown on the inside cover of 
the MB book. 

If you Rk.lst go through an area that may be contaminated, attach a piece of 
M8 paper to your trouser leg or shirt sleeve (with tape, string or anything 
to hold it on), this will let you know that you may be contaminated so you 
can take innediate action. 

• Decontamination. You will have two kits that you can use for deconn­
ing yourself, clothes and weapon; the M25B Skin Decontamination Kit and the 

( 



M13 Individual Decontaminating and Reimpregnating Kit. The M258 kit, as 
you can see, looks a lot like the H13 kit, iXcept that the M258 kit has 
web strap and a snap clip attached to the back so it can be attached to 
your mask carrier or pack harness. Inside the cover is a metal cutter 
bladt Jr spike. Contents of the M258 kit are: 

1. 4 gauze pads. 

2. 2 scraping sticks. 

3. 2 large plastic capsules hold the decon solutions. They are 
labeled 1 and 2; number 1 is the smaller capsule. 

The M258 kit will decon bot~ nerve and blister gases on your skin. 
The 9auze pad~ are to soak up liquid gas from your skin, and to swab 
the decon solut1ons on your skin. The scraping sticks are for scraping off 
liquid that won't soak up into the gauze paAs. The reconmendtd way to 
carry the M258 kit is to slip the web strap of the kit over the D-ring 
strap of the mask carrier, or clip it to the front of the shoulder harness. 

When you see liquid contaminat~on of your skin (or if a buddy sees it 
and tells you) take the following steps IMM£DIATELY: 
FIRST: STOP BREATHINu AND PUT ON YOUR MASK 

· SECOND: Open your M258 kit. Take the T-handle of the cover and push it 
through the web strap of the kit so that you don't lose it. 
THIRD: Take out one piece of gauze and soak up the lhi_uid on your skin. 
If one piece isn't enough to soak up all the liguid 1 use another one. 
If the contamination won't soak up into the gauze because il is thick or 
"greasy", use on~ or both scraping sticks as shown below, to get the con-
tamination off your skin. Be careful where you throw the used gauze and 
scraping sticks - they are contaminated, and you don't want them lying 
around where you can recontaminate yourself. 

., 
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FOURTH: Take out capsule 1 and punch a hole in the side near the top 

with the spike attached to the cover of the kit. 

Next, take_a gauze pad ~nd_wet ~t w~th solution from capsule. 

Now, put the capsule back into the case with punctured end up, so you 
have both hands free to work, and swab or wipe the contaminated skin 

with the wet pad for one minute. 

FIFTH: Tdke out capsule 2. There is a glass vial insirle the capsule that 
must be broken. Use the heel of your boot, the butt of your weapon, or a 
rock to break the vial. When the vial breaks, shake the capsule hard 12 
times so that everything in the capsule is well mixed. 

Now, puncture the capsule with the spike on the kit cover and wet another 
piece of gauze. Slip the capsule back into the kit case (punctur.ed_J.D_d 
up) so tha~ you can work with both hands, and swab the contaminated skin 
with the set solution 2 gauze for 2-3 minutes. When you have finished bury 
the used gauze and, if used; the scraping sticks. You have no~ completed the skin 
decon procedures. Now throw away the M258 Decor. ~it. 

EXAMPLE 2 - OPERATING STANDARD NO. 3 

The following task statements were written from the work activities: 
lask 1: Recognize/detect chemical agents ·with the MS paper. 

Task 2: Put on a prote~tive mask. 

Task 3: Decontaminate yourself, we~pon, clothing and personal equipment. 
Many of the underlined work activities are the steps involved with the above 

tasks. For example, 11 take out one piece of gauze and soQk up the liquid on 
your skin" and "take out capsule 2, 11 are steps in pf'-forming task No. 3 above. 
This type infonnation will be useful later in the analysis of individual tasks. 



WHAT TO DO: 

Review the work activities you identified in the earlier additional practice 

exercise. Rewrite each work activity into one.or more task stateraents. 

Compare your work with the feedback that follows. 



r
4 TASK STATEMENTS FOR ADDITIONAL PRACTICE 1

The following task statements were identified from the Maintenance Allocation 

Chart:

1. Inspect Armament Subsystem M35.

2. Test Armament Subsystem M35.

3. Service Armament Subsystem M35.

4. Adjust Armament Subsystem M35.

5. Align Armament Subsystem M35.

6. Install Armament Subsystem M35.

7. Repair Armament Subsystem M35.

8. Overhaul Armament Subsystem M35.

9. Inspect Special Purpose Electrical Cables Assentlies.

10. Test Special Purpose Electrical Cables Assemblies.

11. Replace Special Purpose Electrical Cables Assemblies.

12. Repair Special Purpose Elec+^rical Cables Assemblies.

13. Inspect Gun Drive Assembly.

14. Test Gun Drive Assembly.

15. Service Gun Drive Assembly.

16. Replace G'.m Drive Assembly.

17. Repair Gun Drive Assembly.

18. Overhaul Gun Drive Assembly.

c JT*?
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TASK STATEMENTS FOR ADDITIONAL PRACTICE 2

1. Inspect lower ball joint vertical travel.

2. Remove lower ball joints.

3. Install lower ball joints

TASK STATEMENT FOR ADDITIONAL PRACTICE 3 

- Post changes to publications.

If you have any questions about selecting resource documents, identifying 

work activities or writing task statements, discuss them with a colleague 

or course manager. If not, you are ready for the Criterion Test.



SIGN OFF 

C COURSE MAHAGER) 

JA-1 

UEVELOP A TASK INVENTORY 

OBJECTIVE: 

Use the resul ts of your own goal analysis, document reviews, and interviews 
to develop a task inventory for an officer or enlisted specialty you ~ork with. 

The inventory must consist of at least 30 tasks clustered by duty position 
title (and skill level if appropr iate). 

CRITERIOi·I TEST: 

Devel op a task .inventory of tasks for an MOS or specialty you work with. 

Use the results of your own yoal analysis, document reviews, and inter­
views to develop the task inventory. 

The inventory must consist of at least 30 tasks clustered by duty position 
title (and skill level if appropriate). 

---------·----------· _ .,, . - - -·· · •• - - ·---- -- -·· - - . ·- ·-- - . ..... ---



TI-1 

DEVELOP A TASK INVENTORY 

In the three modules you have taken pr ;or to this module.you l~arned 
thre~ techniques to use when you are in the process of building a task 
inventory for an MOS or specialty. These techniques are: 

• Goal Analysis 

• Review of Resource Documents 
• Interviews 

As d result of using one or allot these techniques.a list of all tasks 
a soldier might perfonn in a specialty or MOS can be deve1oped. This 
list (or task inventory) then becomes a basic document for use in the 
job analysis process . For examp 1e, the task inventory becomes the 
basic survey tool used in the Atmy Occupational Survey Program (AOSP) 
conduc1.ed by MILPERCEN. The task inventory is also used as a data 
collection tool for local surveys. All tasks selected for training are 
selected from the t ask inventory. The ta3k inventory becomes the basic 
instrument used to collect job data from job int umbents and supervisors. 
After information is collected on all the tasks in the inventory.decisions can be made on what tasks will be trained by the school. 

What does a task inventory look like? A task inventor.,- is a long list 
of all the tasks which might be performed by a soldier in t he MOS or 
sp-ecialty you are work ing with. Usuall.Y task inv~ntories are long -
they can consist of hundreds of t•sks. Some ~eople c•l l task inventories "cookbook lists" bPcause t hey include anything and everything a 



a soldier might be called upon to perform in a particular MOS or 
specialty. 

Look at the example below. It is part of a task inventory for the 

638 (Wheel Vehicle Mechanic). The entire inventory consists of 633 

tasks. 

SAMPLE TASK INVENTORY 

638 - Wheel Vehicle Mechanic 

Test Ignition Distributor 
Replace Beam Selector Switch 
Repair Horn Wire 
Adjust Alternator 
Test Starting Motor 
Replace Alternator Drive and Pulley 
Inspect Steering System 
Replace Radiator Lines and Fittings 
Replace Gasoline Choke Control Assembly 
TroubleshQQt 1/4 Ton Series Steering System for Malfunctions 
Inspect Engine Electrical Systems 
Review Equipment Inspection Worksheet (DA Form 2404) 
Replace Water Pump 
Test Regulator 
Replace Diesel Engine Fuel Shut-off Cable Assembly 
Troubleshoot 2 1/2 Ton Series Steering System for Malfunction 
Replace Propeller Shafts 
Troubleshoot 1/4 Ton Series Power Train for Malfunctions 
Replace Generator Pulley 
Replace Tachometer 
Replace Clutch Linkage 
Inspect Body/Cab/frame/Towing Attachments 
Inspect Engine Assembly 
Replace Engine Cover Gaskets 
Troubleshoot 2 1/2 Ton Series Spring and Shock Absorbers 



SAMPLE TASK I~VENTORY 

63B - Wheel Vehicle Mechanic 

Adjust Headlights 
Inspect Assigned Vehicle for Serviceability 
Troubleshoot 2 1/2 Ton Series Power Train for Malfunctions 
TroubleshoDt 5 Ton Series Brakes for Malfunctions 
Repldce Air W&rning Buzzer 
Replace Slave R2ceptacles 
Replace Power Train Universal Joints 
Replace 1/4 Ton Gasoline Intake Fuel Filter 
Repl~ce Shock Absorbers 
Service Engine Assembly 
Replace Push B~tton 
Troubleshoot 1 1/4 Ton Series Gasoline Fuel Systems 
Replace Diesel Final Filter 
Test Chassis Wiring Harness 
Replace Power Train 
Replace Low Pressure Dtesel Fuel Lines and Fittings 
Replace Ground Straps 
Replace Clutch Pedal Pad 
Conduct Vehicle Before/Duri.ng/After Operation Check 
Troubleshoot 1/4 Ton Series Body/Cab/Towing Atch 
Troubleshoot 5 ton Series Diesel Fuel Systems 
Replac~ Brake Drum 
Adjust Clutch Linkage 
Adjust Hand Parking Brake 
Bleed Brake System 
Adjust Fan Belts 
Test Batteries 
Replace Fan Belts 
Replace Radiator Hoses 
Replace Spark Plug~ 
Service Wheel Bearing 
Troubleshoot 1/4 Ton Series Gasoline Engine Malfunctions 
Test Head and Tail Lights 
Replace Head and Tail Lights 
Replace Wheel Bearing 
Replace Batteries • 
Service Spark Plugs 
Replace Engine Oil Filter Element 
Adjust Alternator Belt 
Replace Wheel Seals 
Adjust Brake Shoe 
Adjust Point Set 
Adjust Spark Plugs 
Adjust Wheel Bearing 

- ' -------- - -



SAMPLE TASK INVENTORY 

62C - Wheel Vehicle Mechanic 

Replace Generator 
Inspect Engine Cooling Systems 
Adjust Gasoline Engine Carburetor 
Inspect Brake Systems 
Replace Alternator 
Troubleshoot 2 1/2 Ton Series Diesel Engines 
Rerlace Radiator 
Replace Battery Cables 
Adjust Service Brake Shoes 
Replace Hand Parking Brake 
Service Engine Oil Filter Element 
Replace Master Cylinder 
Replace Instrument Gauges 
Troubleshoot 2 1/2 Ton Series Brakes for Malfunctions 
Troubleshoot 1/4 ton Series Brakes for Malfunctions 
Replace Alternator Belt 
Replace Directional Signal Relay Control Assembly 
Replace Wheel Cylinder 
Adjust Throttle Control Assembly 
Troubeshoot 1/4 Ton Series Gasoline Fuel Systems 
Etc. 

, 633 

Review these important _points about ti,e inventory: 

• All tasks are written in Action Verb and object format. 

• The inventory is made up of all tasks a 63B might perform - therefore 
it can be quite long. (The sample above comes from an inventory of 633 
tC'ltal tasks.) 

• The inventory will be used as an instrument to collect data from 
job incumbents and supervisors. 



, The tasks on the inventory should be categorized by duty 

position title. 

, The tasks should be listed in alphabetical order under each 
duty position title. 

, The tasks selected for training are dr~wn from this inventory. 
The above inventory is st;own as a simple listing of tasks. It is a 
first cut at a task inventory. Looking at this list there is no way 
to identify the skill level or duty position fer any of the tasks. This 
inventory would be incomplete until the tasks were clustered by duty 
pos"ition. After data is collected from the field, there may be a need 
to revise the inventory to reflect current job stat us. 

Where does a task inventory come from? It is the res,,lt of a research 
effort by the analyst. Strategies such as a goal analysis, document 
reviews, ard interviews are· used to dtaw up the task inventory. Building 
a task inventory may take the analyst days or weeks. Tht analyst should 
use all available strategies to er,sure that the inventory has the most 
complete li5ting of tasks possible. 

Any questions? If so - see a course manager. If not, go on to the 
criterion test. In the criterion test you will be asked to develop a 
task inventory. 

____________ ...., 
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SIGN-OFF 

(cotlRSE MANA~ER ) 

V-11 

CRITERION TEST 

Locate and discuss with one or more colleagues convnon work experiences. 

Choose an area in which you have skill and knowledge. Using the 

information availa~le in this mcdule and ModulP. V-111, plan and conduct 

an information-gathering i '.1t2rview about the selected duty area. Record 

the interview for critique by a course manager. The interview 1.1ust 

comply with the guidelines in modules V-lll and V-11. Following the 

interview, write a series of task statements which reflect the tasks 

performed in the work activity. 



JA-11 

CRITERION TEST 

GOAL ANAl.. YSIS 

SIGN-OFF 

C COURSE MANAGER ) 

1. Pick a goal oriented task or duty area statement from an area you 

are responsible for an ~lyzing. Some examples: 

.., ... 
3. 

• Reduce the amount of supplies in the pipeline. 

• Be familiar with small arms storage procedures. 

• Establish a ~onwnand consultation progra~ . 

• Prevent crimes. 

• Increase tile combat effectiveness of the division. 

• Lead a discussion group. 

Have your goal statement approved by a course manager before you begin . 

Perform an analysis of your goal. 

NOTE TO COURSE MANAGER 

Check the oarticipants' goal statement before the analysis begins. Ensure the 

goal is related to an officer or enlisted specialty for which the 

participant is proponent. Be sure it is a goal (not a performan~e) 

and important to the job analysis or task analysis effort for the 

appropriate officer or enlisted specialty. 

Pairs of participants may wor~ together, but no more than two people 

may work toget~er. Each persor ~s rt sponsible for producing a goal 

analys i s. 

3 
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Sign-Off 

~rse Manager) 

JA-1 2 

CRITERION TEST 

REYIEW RESOURCE DOC~MENTS 

Using the enclos . d extracts irom various resource documents, identify 
(underline or list~ each work activity. For each work activity 
identified, write one or more statements which reflect the tasks to 
be perfonned in the work activity. 



RESOURCE DOCUMENT 1 

FRONT SHOCK ABSOPBERS 

a. Re1110v1l. 

(1) Raise vehicle and position support under lower suspension ann. 

(2 ) Remve two bolts secur1~g lower shock bracket to suspensionarm. 

(3) Tum 110unting bra,ket 1/4 turr to remo~e from in ide of suspension 
arm. 

(4) Rerove locknut securing top of shock abso ber to crossme~ber. 

(5} L1 ft off top washer and mountir,g t. ushing. Remove shock ibsorber through opening in lower suspen~ion arm. 

(C) Re~ve shock absorber mounting loclr..nut , washer, and bushing if shcck absorber is to be replaced. 

b. Installation. Install front shock absorbers by reversing removal operations. Torque th~ following attaching parts to the values shown : 

Shock absorber lower mounting nut (7/1€-20) 

Shock absorber upper mounting nut (7/16-20) 

Lowe r control arm to shock absorber bracket, 
110unting bolt (3/8-24) 

15-20 lb-ft. 

15-20 lb-ft. 

40-45 lb-ft. 



RESCURCE DOCUMENT 2 
I GNJTI 00 SYSTEM 
2-67 Description and Data 

~- Description . The igni t ion system consists of distributor, 
coil, ballast esistor, spark plugs, anG spark plug cables. The 
distributor, ignition coil, and ballast resistor are located in a 
single housing mounted on the right ~ide of the engine block . The 
distributor is driven by the oil pump from the ra~shaft . The primary 

or 10'1J-voltage c~rcuit, consists of the batteries, 1gnition switch, breaker 
points s primary capacitor, breaker point capacitor . ballast resistor, and 
the primary windings of the ignition coil. The secondary, or high voltage 
circuit, consists of the secondary wind1ngs of the coil, distributor rotor, 
distribu or cover, cap assembly, spar:: plugs and spark plug cable a~.sellblies. 
The ign1tiou system is witerpn,of and includes devices for suppressing radio 
interfere.ice. 

NOTE 

In later model vechicles, new model coils, breaker points, and res i stors are supplied. Wh~n replacing any of these items, the new replacement p~rts should be used. 

b. Oat& 

2-68. Organizational Ma i ntenan~e 

Periodic inspection and lubrication of the ignition system are the responsi­
bility of the U$1ng organization. See LO 9-2320-218-12 for detailed 
instructions. 

2-69. Distributor Replacement 

a. Removal. 

(1) Mark cover to identify sp3rk plug cabl~s for installation. Disconnect. (2) Disconnect primary cable connector at receptacle. 
(3} Remove clamp and re1110~e vent hoses. Remove distributor mounting screw, flat washer and lockwasher located at slotted hole in adapter. (4) L1 ft dhtv•ibutor out of adapter 



RESOURCE DOCUMEN T 3 

Tractor Canopy Installation, Removal and Stowage 

In tallation 

a. Put the right, left ,and center legs in tl,~ir sockets. Put the si des 

with holes t o the front of the truck . 

b. Put up the cro t sframe by attaching it to the legs. Turn the sides 

with holes forward. 

c. Install the outside bows. They have curtain rods for the s i de 

curtains. 

d. Install the center bows. Put the slightly curved part toward the 

front. All bows slip into the welded brackets on top of the windshield. 

e. Install the side curtain brackets. Hold the curtain rods to the 

brackets with wing nuts. 

f. Unroll the canaopy and hold it so the flaps 1re towarci the outside 

of the truck and the rear windows are at the bottom. 

g. Stand in the operator's compartment and thread the rope bead into 

th~ rope retainer on top of the windshield. 

h. Feed the rope bead into the rope reta iner while you r ass i$tan t p~ l l s 

the canopy across the front of the truck. Then fl ~p the canopy over the top 

bows. 

i. Install two angles at the back of tne operator's compartment and 

assistant operator ' s compartment. Hold with ten bolts. Attach the canoµy 

to the fasteners on the angles. 

j. Use flaps to fasten the canopy to the side bows and legs. 

k. Run the rope bead through the rope retainers at the ~.; des of the 

windshield. 

1. Use wing bolts to hold the lower front corner to the dash. 

7 



Resource Dotument 3 Cont. 

m. Secure the canopy to the power unit using the web straps. 

n. If you ~ant to put on the side ~urtains, remove the wing nut at 

the end of the curtain rod and move the rod to the back . 

o. fut the curtain rings on ~he rod. Put the rod b~ck and tighten 

the wing nuts. 

p. Hold down the side curtains with web straps and fasteners . 

q. If you want the curta i n open, pull it back and secure with the web 

straps. 

Removal: 

Remove the side c~rtains, canopy and frarae in the opposite way that you 

installed them. 



R[SOURCE DOCUMENT 4 

Requisitioning Procedure 

a. Resupply is the term used for furnishing you publications by requis it ion 

after initial distribution has been completed . It is important to 

kno~ how to order publications which you did not receive on initial d1st r ibut1 on, 

kn ow how to repla ce worn out on es , and know how to establi sh in i tial 

dist r ibut ion. Use JA Fo rm 17 for all re supply requi sitions . Read the 

in struc t ions on the referse of the form careful 1y before filling out 

your requi si t ion. You also will find helpful in structions printed in 

the cente r bull eti ns. The Publicati ons :enters can give you better and fa ster 

sPrvi ce if t he information on your requi si tion forms i s complete and accurate. 

b. Authorize~ publi~ations w~ ich were not received on initial distri but ion , 

ind required replacements of previou~ly iss ued publications, may be req ui sit ion ed 

from the Publications Centers at any time. Any organizltion with an establ i shed 

1ccount may submit requisitons. Rem~mber to order forms from your post pub l i­

:ations stockroom or oversea command publications cente•' · O~ly publications 

;tockrooms or oversea conwnand publications cP.nters ca~ requisition forms from 

:he Publications Centers. 

c. If you find you are submitting requisitions frequently, review you r 

nitial distribution requirements on t he DA F0rm 12-series as discussed in 

•aragraphs 16 through 20 - t hey may be too low. Talk with the officers and 

,oncommissioned officers of your unit who are t he primar~ users of publica­

.ions and forms. Ask them if they are receiving the publications and forms 

.hey ~eed, and if they are in the proper quantities. Al so, find out if they 

re r2ceiving publications and forms which th~y do not need . If changes to 

our subscription forms are needed, fill out the changed forms as instructed in 

aragra~h 18 and se~d them promptly to the appropriat~ Publications Center. 



Resource Document 4 cont . 

The soon2r this i s done . the sooner the unit wi l l start receiving its 

revi sed requirements autoruatically. 

DA fol"II 17 

a. Use. DA fdrm 17 (Requ1stion for Publ ications and Blank Form~) and 

DA F~rm 17~1 (continutatton sheet) may be used for two purposes -

(1) For resupply requisitions. 

(2) To requistion a publication which s~ould have been issued on 

automatic initial distribution, but was not received. 

b. Preparation. Follow the instructions on the reverse of the form . 

Figure 8 is a completed sample requts1ton. Aft!r you prepare DA Form 11, 

recheck it for the fo11ow1ng: 

(1) Page number and number of pages. Did you fill in the p~ge number 

and number of pages? 

(2) Account ~umber. Have you included your account number with proper 

center? Omission of your account number will delay the processing cf you r 

requisition. If you do not have an account number, leave this block blank. 

(3) Item 1, Type of requisi cion. If you indicated your requisition to 

be "special," did you provide a just ification in item 2? 

(4) Item 3, required date. Did you consider the roundtrip mail time 

between your location and the Publications Center and allow fo r pro~essing 

time at the Center, depending upon the number of items in the requisition? 

Did you use the correct Julian date? The Julian date consists of five digits , 

the first two representing the year and the last three t~e calendar day of 

that year numbered sequentially from 1 through 365 (36f in Leap Year) begin­

ning on 1 January. Examples: 10 Jan 68 - 68010; 2 Jul 66 - 68184. (Calendar 

day is indicated on U.S . Government calendars . ) 

(5) Item 4. Did you check the appropriate box? 

Jo 



Resource Document 4 cont. 

(6) item 5, To . Did you address your requisi t~ on to the appropriate 

Publications Center? The items st~cked by each center are li sted in appendix B. 

Publ ications, stockrooms and oversea conmand publications centers ordering 

forrris should requisition tht iTI from the Publications Cen ter upon which they 

are based for supply. Th~ cissigned areas of supply are shown in appendix C. 

Personnei Research Test Forms are stocked only at the Baltimore Publications 

Cent~r. Forms not available from either Publ "cations Center are iaentifi ed 

in the numberical lists in DA Pamphlet 310-2 as LAA (Local Reproduction 

Authoriled}, S&I {S tocked and Issued) by a speci fied agency, S&U (Stocked and 

Used). The S&U fonn~ are not issued to activities other t han those tited in 

the index. 

(7) Item 6, Ship to. Is you~ addrtss given exactly as .it appears on 

your DA Fonn 12? Did _you include your ZIP code? 

(8) Iten1 7, Requirements. Did ~'OU number the line items consecutively 

(col. a); indicate the correct publication numbers and list items by category 

and in numberical order within category (col. b); and enter the number of 

copies needed {col. d)? Column c is for use by publication~ sto~krooms ~nd 

oversea cormiand publications centers when ordering blank fo rms. The appro­

priate unit of 1ssue of forms (cut sheet, pad, sot, card, etc.) must be 

entered. 

(9) Item 8. Make sure the requisition is signed before it i~ sent to 

the Publ1caitons Center. Only an original copy is required by the center. 

II 



RESOURCE DOCUMENT 5 

Travel Payment Forms 

a. Forms Used. 

(1) DD Form 1351 (Travel Voucher) (fig. 1-1). 

(2i C\O Form 1351-2 (Travel Voucher or Sub,:oucl.er) (figs 1-2,1-3, an~ 1-4). 
(3) DD FoM 1351-2c (Travel Voucher or Subvoucher Continuation She ~t). 
(4) DD Form 1351-4 (Voucher or Claim for Dependent Travel and Dislocat ion 

or Trailer Allowance) For additional instructions on oreoaratinn , 
required st atements, appro~al s . substantiati on , Payments, and 
income tax withholding, se2 chapters 9, 11, and 12. 

(&) DD Form 1351-6 (Multiple Travel Payrnents List) 
\6) Standard Form 1164 (Claim for Reimbursement for Expendi t ures on 

Official Business) (fig. 7-1). 

b. Instructions for Preparat ion. 

(1) General . All vouchers w111 be prepared by use of typewriters or 
ball point pens with black, ~lue or blue-black i nk . Lead penc i ls will not 
be used. The original voucher wi ll not be a carbon impression. Th e voucher 
will be completed to show the name, grade, social securi ty account number 
and official Juty station of the payee . The surname , in CAPITAL letters, 
will be entered before t he firs t name anj middle initi al. When 
payment is made in ca~h, tl'le payee wi 11 be require a to sign in t he t lock 
for receipt of cash on the original voucher. If payment is to be made by 
check, the check number will be placed in the app1·opriate block on the 
voucher . The (.heck will be payable to the c1aiman1: ; it wnl not be payable 
to a bank or an assignee. If the member desires to have his check ~ailed 
to a financial institution for depo:;;t:, he wil l show the name and address 
of the institution and h1s depos;tor account numher, if an y, in the address 

JV 



Resource Document 5 Cont. 

block of DD Form 1351-2. Attach all or~ginal related forms and documents 

to the original voucher. Attach dup1icate to the duplicate voucher. For 

the delivery of checks, see Section IV, Chapter 4, AR 37-103. 

(2) Elapsed time and travel time. The voucher will be annotated to 

.:)now elapsed time, travel time and offic:ial duty time authorized in 

accordance with Chapter 6. Also , member will be asked to furnish sign 

out and sign in dates if they are different than the dates of departure 

or arrival. 

(3) Accounting classifi cation. The applicable accounting classi­

fication(s) obtained by converting the movement designator code shown in 

the orders will be ente,·ed on travel vouchers in the block for accounting 

classification{s). When orders show an accounting classification, the 

complete classification shown (or the corrected one if the cited one is 

iricorrect) will be entered on trave1 vouchers in the block for ac.counting 

classification(s). 

(4) Number of copies. The travel vouchers are carbon interleaved 

forms; however, extra copies may be required to comply with subparagraph 

c. When extra copies are needed they may be reproduced locally. 

(5) Subvoucher referencing. fhe voucher (and all subvouchers) 

will be stamped with the 0.0. Voucher No. as required by Chapter 6, 

AR 37-103. All subvouchers covered by a summary voucher will be numbered 

consecutively beginning with 11 111
• Each su1T111ary voucher will show the 

number of subvouchers attached. 

13 



(6) Signature of cluimant. A travel voucher must be signed by 
the claima ,t, who theH becomes :--esponsible for the claim as validity , 
for payments not received, and for factual, comp1 ete, and accurate 
statements and in formation included on the voucher. The voucher will 
not be signed by the claimant until it has been prepared to shmJ 
itinerary and reimbursable expenses, and all supporting document~ are 
attached. Local finance and accounting oft'; cers are not iluthori zed to 
se~tle claims signed under power of attorney (paragraph 1-64). 

I 



RESOURCE DOCUMENT 6 

5-57. Entry on DO form 1588 (Record of Travel Payments) 

a. Usually the OD Form 1588 will be w,intained by the finance and 

accounting officer who pays the member his regular pay and allowances . 

b. The travel clerk completing computation of the travel advance will 

pull the DD FoYffl 1588 of the traveler from thf files or initiate a new DD 

Form 1588 if none exists. When the DD Form 1588 1s forwarded to the D: s­

bursing Branch, a charge out card will be placed in the fil~ to preclude 

subsequent preparation of a duplicate DD Form 1588. Advance pay~nt entries 

may be made in colored ink or annotated by a co~ored marker. All detail~ 

of the advance except the D.O. Vocher Number will b~ entered on the DD Form 

1588. In addition to the other required data. the remarks section of DO 

Form 1588 will contain the appropriation symbol (e.g. 2172020) charged with 

the advance; in the case of specific station funds, the form will include 

the fiscal station number (2.g . S15-014). The expected date of completion 

of the travel will be included in the entry. Also, the permanent station 

will be shown if the traveler is assigned elsewhere. The DD Form 1588 will be 
attached to the voucher, and when the advance travel payment is made, the 

D.O. Voucher Number will be entered on the DD Form 1588. The "TYL RCRD 

POSTED BY" block on the travel voucher will be initialed by the person 

making the final entry to indicate th~t all necessary entr~es have been 

posted to the DD Form 1588. 

I 
N 



RESOURCf' DOCUME NT 7 

Sect i on II. MA INT ~NANCE ALLOCATION CHART 

' ma rks 

( l) (2) (3) 1 (4) l (5 
I I Group function al g_..oup Maintenance funct ions tools and I Re No. 

I I ·~ ,.... equi p."!len t ..., QJ 10 ,.... QJ :::. -0 u u t:l c:: s.. ,.... u s.. 10 ,.... 

I 
c· . ,.. .0 10 10 .... ~ or-
~ 

..., > ::, CJ .,.. .µ ,.... 10 s.. :::, 
VI L. ·r-: .,_ ,.... VI Q 

~ QJ .0 c::. a, Q) -0 ,.... 10 C: cu > a, .... I- V, c( ~ u -°' 0:: 0 °' 
' 

1. Armament Subsystem M35 0 0 0 0 0 F . 0 D I . 2. Electical Cab le ,.,ssem-
blie.s, Spe"ial Purpose 0 F . . . 0 F . 3. Drive Assembly, Gur. 0 0 0 . . 0 F D 4. Feed Chute Assemblies 0 . 0 . 0 0 . 5. Feeder A-; semb 1.v , De 1i nk -

I ing XM87 0 0 0 0 . 0 F D 

i i 
I 

i 
I 

I 
I 
I 
I 

i 
i 

I 
: 
! 
: 

I i 
i 

I 
I 

I 
I 



SIGN-OFF C COUR~[ MANAGER) 

JA-1 

CRITERION TEST 

DEVELOP A TASK INVENTORY 

Develop a task inventory of task for an otficer or enlisted specialty 

you work with. A" I tasks must be in the action verb ~bject format. 

Use the re~ults of your own goal analysis, doc~ment reviews, and 

interviews to develop that task inventory. 

The inventory rm.st consist of at least 30 tasks ch:stered by duty 

position title (and skill level if appropriate) . 

Se prepared to discuss and explain your inventory with a cour~e manager. 
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SIGN-OFF 
V-11 C COURSE MANAGER ) 

SELF-EVALUATION 

The following check list should be completed as soon after your interview as possible . 

It should be used as a self-feedback for improvl?ment of interviewing skills. 

1. Talking more than the subject. 
2. Being brief and concise. 
3. Using open-ended questions. 
4. Thinking before talking. 
5. Us~ of silence. 
6. Interrupting the subject. 
7. Establishing rapp>rt 

ACTIVE LISTENING SKILLS 

1. Sunmarizing frequently 

2. Clarifying confusing issues. 
3. Maintaining eye contact. 

4. Reflecting wl,at the subject says. 
CONDUCTING THE INTERVIEW 
1. Showing that I understand the subject 
2. Using appropriate terminolog,;. 
3. Allowing the subject to speak. 
4. Dealfng with emotiona 1 issues. 
5. Avoiding critizing the subject. 
6. Use of encouraging questions 

2 

OK NEEDS IMPROVEMENT 

" 



CONTROLLING THE INTERVIEW 

1. r.eeping on the subject. 

2. Dealing with subject's •angcr 
or hos ti 11 ty. 

3. Dealing with subject's 
resentment. 

4. Avoiding incidental remarks. 



V--11 

SELF-EVALUATION 

Note to Course Manager: The participant must present to you an audio 

recording of his/her interview and a list of task statements extracted 

from the interview data. The interview must use appropriate techniques 

for establishing and maintaining rapport; appropriate que3tioning 

techniques such as open-ended questions, comparative questions, probing, and 

encouraging questions; appropriate techniques for maintaining control of 

the interview s·ituation. There should be no "leading questions" in the 

interview. The task list from the interview must conform to guidelines 

in Module TS-1, Writing Task Statements. The Course Manager must be 

satisfied that the task list is comprehensive and describes the duty area. 

The self-evaluation check list on the next page should be completed by 
the pa rt i c i pant . 

I 



Sign-Off 

( Course Mln1ger ) 

JA -11 

GOAL ANALYSIS 

NOTE TO COURSE MANAGER 

After the participant finishes the goal analysis, check to ensure 

that the partici~ant has 

• Divided the goal into observable behaviors (either tasks or elements 

of task as appropriate}. 

• Understood the "size" of the Original goal (task or duty area). 

In addition, read thl following extract from R.F. Mager Criterion Referenced 
workshop (Self-Evaluation, GA-1 P1rform Goal Analysis): 

•P1rticipants must be willing to 1gre1 that the results of their 
analyses as written down are complete. This •ans they are willing to agree that if a student can perform according to the written st1t111Qnts, the goal is achieved to the\ r satisfaction. 
If they insist that part of their evaluation of goal achieve11ent 11ust re•1n subjective, then the analysis 1s not yet cOIIJ)lete. 
In such a case it would be wtse either to suggest further work on the analysis or to help the parttct~ant to see that subjecti~e evaluations (those based on unspectfted criteria) are not fair to 
the sutdent and should be either described or deleted. 

You NY find that a participant will report trying to analyze a go1l he or she thought flll)Ortant, only to find that the goal 
evaporated into thin air. Reinforce such reports, as thts is 
a sign th1t the person has learned so•thing important (na•ly, that no·t 111 goal st1teants have substance). 

You •Y want to a.ccQpt for this test the analysts done during work on the 1110dule. This ts acceptable so long as you are assured that the work was COlll)leted by the person sublllttttng tt. 
Should you decide to encourage students to work in pairs on this task, they should, of course, sub111t two analyse~. 11 



SIGN-OFF C COURSE NANAGER) 

JA-12 

FEEDBACK 

REVIEW RESOURCE DOClJIENTS 

The work activitie$ in each Resource Document have been either underlined 

or listed. A composite task list by Resource Document is included. 



RESOURCE DOCUMENT 1 

FRONT SHOCK ABSORBERS 

a. Re1110val. -
(1) Raise ve~icle ind position support unde r lower suspension ann. 
(2) Remove two bolts securing lower shock bracket to suspension1nn. 
(3) Tum mounting bracket 1/4 turn to remove from inside of suspension arm. 

(4) Remove locknut securing top of shock absorber to crossmember. 
(5) L~ft off top washer and mounting bushing.· R~move shock absorber through opening in lower suspension arm. 

(~) _Remove shock absorber mounti ng locknut, washer, and bushing if shock absorber is to be replaced. 

b. Installation. Install front shock absorbers by reversing re1110val operations. Torque the following 1ttaching parts to the values shown: 
Shock absorber lower mounting nut (7/16-20) 

Shock ~bsorber upper mounting nut (7/16-20) 

Lower control ann to shock absorber bracket, 1110unting bolt (3/8-24) 

15-20 lb-ft. 

t5-20 lb-ft. 

40-45 lb-ft. 



IGNITION SYSTEM 
2-67. Descrip~ion and Data 

1. Description. The ignition system consists of distributor, coil, ballast 
resistor, spark plugs, ind spark plug cables. The distributor, ignition coil, and ballast resi~tor are located in a single housing mounted on the r;ght 
side of the engine block. The distributor is driven by the oil pump from 
the camshaft. The primary, or low-voltage circuit, consists of the 
batteries, ignition switch 1 breaker points, primary capacitor, breaker 
point capacitor, ballast resistor, and the primary windings of the 
ignition coil. The secondary, or high voltage circuit, consists of the 
secondary windings of the coil, distributor rotor, distributor cover, 
cap assembly, spark plugs and spark plug cable assemblies. The 
ignition syst• 1s waterproof and includes devices for supressing radio 
interference. 

NOTE: 

In later 110del vech1cles, new model coils ~ breaker points, and resistors ire suppl ied. When replacing any of these items, the new repl1ce_,.t parts should be used. 
b. Dita 

2-68. Org1ntz1tion1l Mafnten1nce 

Periodic fnspectfon and lubrtcatton of the fgnitfon system are the responsf­
bfltty of the usfng organfz1tfon. See LO 9-2320-218-12 for detailed fnstructfons. 

2-69. Dfstrtbutor Replacement 

1. Re110val . . 
(1) t4ark cover to fdentffy spark plug cahles for installatic:m .. Disconnect. (2) Qisconnect primary cable connector at receptacle. (3) Remove clamp and remove vent hoses. ~emove distributor mounting screw, flat washer and lockwasher located at slotted hole in adapter. (4) L1 ft distributor out of adapter 



,, RESOURC[ DOCUMENT 3 

Tractor Canopy Installation, Removal and Stowage 

Installation 

1. Put the right, left and center legs in their sockets. Put the sides 

with holes to the fro~t of the truck. 

b. Put un the crossframe by attaching it to the legs. Turn the sides 

with holes forward . 

c. Install the outside bows. They have curtain rods for the side 

curtains. 

d. Install the center bows. Put the slight1y curved part toward the 

.rront. All bows slip into the welded brackets on top of the windshield. 

e. Install the side curtain brackets. Ho1d the curtain rods to the 

brackets with wing nuts. 

f. Unroll the canaopy and hold i • so the flaps are toward the outsi oe 

of the truck and the rear windows are at the bottom. 

g. Stand in the operator's compartment and thread the rope bead into 

the rope retainer on top of the windshield. 

h. [eed the rope bead into the rope retaine~ while your assistant pulls 

the canopy across the front of the truck. Then flip the canopy over the top 

bows. 

1. Install two angles at the back of the operator's compartment and 

assistant operator's compartmeot. Ho,d with ten bolts. Attach the canopy 

to the fasteners on the angles. 

j. Use f laps to fasten the canopy to the side bows and legs. 

k. Run the rope bead through the Mpe retai~ers at the sides of the 

windshield. 

1. Use wing bolts to hold the lower front corner to the dash. 
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•· Secure the canopy to the power unit using the web straps. 

n. If ycu want to put on the side curtains. remove the wing nut at 

the end of the curtain rod and move the rod ~o the back. 

o. Put the curtain rings on the rod. Put the ro:t back and t 1 ghten 

the w~ng nuts. 

p. Hold down the side curtains with web straps and fasteners. 

q. If you want the curtain open, pull it back and secure with the web 

straps. 

Rel!"oval: 
Re110ve the side curtains, canopy and frame in the opposite way that you 

installed them. 



.. . 
RESOURCE DOCUME~T 4 

Requisitioning Procedure: 

a. Resupp 'ly 1s the term used for furnishing you publications by requisit1on 

after initial distribution h~s been completed. I~ is important to 

know how to order publications which you did not ,~c!ivc on initial distribution, 

know how to replace worn out ones, and know how to establish initial 

distribution . Use DA Fonn 17 for all resupply requisitions. Read the 

instructions on the reverse of the form carefully before filling out 

your requisition. You will find helpful instructions printed in the center 

bulletins. The Publications Cente~s can give you better and faster service 

if the information on your requisition forms is complete and accurate. 
b. Authoriz~d publicatio~s which were not received on initial distribution, 

and required replacements of previously issued publications, may be requisitioned 
from the Publications Centers at any time. Any organization with an established 

account may submit requisitons. Remember to order forms from your post publi­

cations stockroom or oversea command publications center. Only pub11cat1ons 

stockrooms or oversea conmand publications centers can requisition forms from 

the Pub 11 cations Centers. 

c. If you find you are submitting requisitions frequently, review your 

initial distribution requirements on the DA Form 12-series as di,cussed fn 

paragraphs 16 through 20 - they may be too low. Talk with the officers and 

nonconrnissfoned officers of your unit who are th~ primary users of publica­
tions and forms. Ask them ff they are receiving the publications and forms 

they need, and fn the proper quanities. Also, find out if they are receiving 

publications and forms which they do not need. If changes to your subscrip-

tion for~..!_a_!'.:e needed, fill out the ~~l~ge forms _~~structed in paragraph 

ULtn.~ .. Irr9.IDP11.Y.. stnd . thein __ to_ the .tP..ru:9.Priate Pub11 cations .. Center. The sooner 

" 



Resource Document 4 cont. 

this is done, the sooner the unit will start receiving its revised 

requirements automatically . 

DA Form 17 

1. Use. DA Form 17 (Requistion for Publications and Blank Forms) and 

DA Form 17-1 (continutaiton sheet) may be used for two purposes -

(1) For resupply requisitions. 

(2) To requistion a publication which should have been issued on 

automatic initial d1~tribution, but was not recei ~ed. 

b. Preparation. Follow the instructions on the reverse of the form. 

Figure 8 is a completed sample requisiton. After you prepare DA Form 17, 

recheck it for the fo 11 ow1 ng: 

(1) Page number and number of pages. Did you fill in tha page number 

and number of pAges? 

(2) Account number. Have you includeQ your account number with proper 

center? Omission of your account number will delay the processing of your 

requ1sit1on. l_f 1ou do not have an account number, leave +his block blank. 

(3) Item 1, Type of requisition. If you indicated your requisition to 

be •special," did you provide a just1f1cation in item 2? 

(4) It• 3, required date. Did you consider the roundtrip mail time 

between your location and the Publications Center and allow for processing 

t1ae at the Center, depending upon the number of items in the requisition? 

Did you use the correct Julian date? The Julian date consists of five digits, 

the first two representing the year and the last three the calendar day of 

that year numbered sequentially from 1 through 36~ (366 in Leap Year) begin­

ning on l January. Examples: 10 Jan 68 - 68010; 2 Jul 68 - 68184. (Calendar 

day f~ ;ndfcated on ·u.s. Government calendars.) 

(5) Item 4. Did you check the appropriate box? 
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(6) Item 5, To. Did you address your requisition to the appropriate 

Publications tenter? The items stocked by each center are listed in appendix B. 

Publications stockrooms and oversea conrnand publications centers ordering 

fonns should requisition them from the Publications Center upon which they 

are based for supply. The assigned areas of supply are shown in appendix c. 
Personnel Research Test Forms are stocked only at the Baltimore Publications 

Center. Forms not available from either Publications Center are identified 

in the numb rical lists in DA Pamphlet 310-2 as LRA (Local Reproduction 

Authorized), S&I (Stocked and Issued) by a specified agency, S&U (Stocked and 

Used). The S&U forms are not issued to activ ;ties other than those cited in 
the index. 

(7)_ Item 6, Ship to. Is your address given exactly as it appears on 

your DA Fo"" 12? Did you include your ZIP code? 

(8) .Item 7, Requirements. Did you number the line items consecutively 

(col. a); indicate the correct publication numbers and lis t items by category 

and in numberical order within category (col. b); and enter the number of 

copies needed (col. d)? Column c is for use by publications stockrooms and 

oversea command publications centers when orderi~g blank forms. The appro­

priate unit of issue of forms (cut sheet, pad, set, card, etc.) must be 

entered. 

(9) Item 8. Make sure the requisition is signec:l befr,re it is sent to 

the Publicaitons Center. Only an original copy is required by the center. 



RESOURCE DOCUMENT 5 

Travel Payment Forms 

a. Forms Used. 

(1) DD Form 1351 (Travel Voucher) 

_(2) DD Form 1351-2 (Travel Voucher or Subvoucher) 

(3) DD Form 1351-2c (Travel Voucher or Subvoucher). (Continuation Sheet). 

(4) DD Form 1351-4 (Voucher or Claim for Dependent Travel and Dislocation 

or Trailer Allowance). For additional instructions on preparation, 

required statements, approvals, substantiation, payments, and incomf 

tax withholding, see chapters 9, 11, and 12. 

(5) DD Form 1351-6 (Multiple Travel Payments List), 

(6) Standard Form 1164 (Claim for Reimburseme~t frr Expenditures on 

Official Business) 

b. }nstructi ons for Preparation. 

(1) General. All vouchers will be prepared by use of ,ypewriters or 

ball point pens with black, blue or blue-black ink. Lead pencils will not 

be used. The original voucher will not be a carbon impression. The voucher 

will be completed to show the name, grade, social security account number 

and official duty station of the payee. The surname, in CAPITAL letters, 

will be entered before the first name and middle initial When 

payment is made in cash, the payee will be required to sign in the block 

for receipt of cash on the original voucher. If payment is to be made by 

~heck, the check number wil 1 be placed in the appropriate block on the 

voucher.. The check will be payable to the claima~t; it will not be payable 

to a bank or an assignee. If the member desires to have his check mailed 

to a financial institution for deposit, he will show the name and address 

of the institution and his depositor account numbe,, if any, in the address 
,4 

, 
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block of DD Form 1351-2. A~tach all orig1na~ related forms and documents 

to the original voucher. ,Attach duplicate to the duplicate voucher. 

For the delivery of checks, see Section IV, chapter 4, AR 37-103. 

(2) Elapsed time and travel time. The voucher will be annotated to 
' 

show elapsed time, travel time and official duty time authorized 1n accordance 

~1th chapter 6. Also, member will be asked to furni~h sign out and sign in 

d•tes if the~ are different than the dates of departure or arrival. 

. 
(3i Accounting classification . The applicable accounting classffication(s) 

obtained by converting the movement designator code shown in 

the·orders will be entered on travel vouchers in the block f~r accounting 

classificat1ons(s). When orders show an accounting c1assfficatfcn, the 

CQIIPlete classification shown (or the corrected one ff the cited one 1s 

incorrect) will be entered on travel vouchers in the block . for accounting 

classification(s) ~ 

(4) Number of copies. The travel vouchers are carbon interleaved forms; 

however, extra copfP.s may be required to comply with subparagraph c. 

When extra copies are needed they may be reproduced locally. 

(5) Subvoucher referencing. !h_e voucher (and all subvouchers) will 

pe stamped with the 0.0. y~ucher No . as required by chapter 6. AR 37-103. All 

subvouchers covered by a sulll'(lary voucher will oe numbered consecutively 

beginning with 11 1" . Each surmary voucher will show the number of sub­

vouchers attached. 

(6) Sign~ture of claimant . A travel voucher must be signed by the 

claimant, who then becomes respon.;ible for thl! claim's validity, for payment 

not received, and for factual, complete, and accurate information ~nd 



statements included on the voucher. The voucher will not be signed by 
the claimant until it has been prepared to show itinerary and reimbursable 
expenses, and all supporting documents are attached. Local finance and 
accounting officers are not authorized to settle claims signed under 
power of attorney (paragraph 1-64). 
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5-57. Entry on DD Form 1588 (Record of Travel Payments) 

a. Usually the DO Form 1588 wi11 be maintained by the finance and 

accounting officer who pays the member his regular pay and allowances. 

b. The travel clerk comp 'l eting computation of the travel advance will 

P.~11 the DD Form 1588 of the traveler from the files or initiate a new DD 

Form 1588 if none exists. When the DD Form 1588 is forwarded to the Dis­

bursing Branch, a charge out card will be placed in the file to preclude 

subsequent preparation of a duplicate OD Form 1588. Advance payment entries 

may be made in colored ink or annotated by a colored marker. All details 

of the advance except the 0.0. Vocher Number will be entered on the DD Form 
' 
1588. In addition to the other required data, the remarks section of DD 

Form 1588 wi l l contain the a~propriation symbol (e.~. 2172020) charged wit~. 

the advance; in the case of specific station funds, the form will include the 

f~sc11l s_tation number (e..:..9._, Sl5-0l_,L .. 1he exp~~t_e~.-~ilte vf completion of the. 

travel will be included in the entry. Also, the permanent station will be 

shown ff the traveler is assigned elsewhere. The DD Form 1588 will be 

attached to the ·-1oucher 1 and when the advance travel payment is made, the 

0,0. Voucher Number wi 11 be entered on the DD Form 1588. The "TYL RCRD 

eosTED BY" block on the travel voucher will be initialed by the person 

making the final entry to indicate that all necessary entries have been 

posted to the DD Form 1588. 

,7 



RESOURCE' DOCUMENT 7 

Section II. MAINTENANCE ALLOCATION CHART 

(1) (Z) (3) (4) ( !, ) 

Group Functional group Maintenance functions tools and Re No. ., equiplT'~nt .... ,.... 
marks 

.... GI .., ,- GI ::, ,:, 

~ 
u .... ~ ,.... u ~ .., ,.... .... II) 5 ,Q ,0 .., . .. .s= . ... .... > ::, .... .... a. .., ~ ::, 

"' "' ~ 
. .., .... ,.... II) 

~ C\I .Q 
C ~ GI ,:, ,.... .., C Q) > & - II) < cc V .... ex ex 0 

J 

1. Arn,ament Subsystem M35 0 0 0 0 0 . F . 0 D z. Electical Cable Assem-
bli&s, Speci~l Puroo~e 0 F . . . . . 0 F . 

3. Drive Assemh]v. r,,m 0 0 0 . . . . 0 F D 
4. Feed Cnute As·semb 11 es 0 . 0 . . . . 0 0 . 
5. Feeder Assembly, Oelink-

ing XM87 0 0 0 0 . . . 0 F D 
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COMPOSITE TASK LIST 

Resource Document 1 

Remove fr'ont shock absorber. 

Install front shock absorber. 

Resource Docunent 2 

Remove distributor. 

Resource Document 3 

Re,nove/Install Tractor Canopy, 

Resource Document 4 

Review initial distribution requirements on DA Form 12 series. 
Prepare DA Form 17 for publications not received on automatic initial 
distirbution. 

NOTE: This is one of the more difficult resource documents from which to 
extract wor~ activities and write task statements. If you had no problems 
here, you a~ well on your way to being competent in this module. 

Resource Document 5 

NOTE: The entire docunent deals with the preparation of various forms. 
Task statements should be written to identify each specific form, rather 
than, "Prepare travel payment forms." 



Prepare OD Form 1351, Travel Voucher. 

Prepare DO Form 1351-2, Travel Voucher or Subvoucher. 

Prepare DO Form 1351-2c, Travel Voucher or Subvoucher Continuation Sheet. 
Prepare DD Form 1351-4, Voucher or claim for Dependent Travel ind 
Dislocation or Ttailer Allowance. 

Prepare DD Form 1351-6, Multiple Travel Payment List. 

Prepare Standard Form 1164, Claim for Reimbursement o r Expenditures on 
Official Business. 

Resource Document 6 

Prepare/initiate a DD Form 1588, Record of Travel Payments. 

Resource Document 7 (Task List) 

Inspect armament subsystem M35. 

Inspect special purpose eler-trical cable assemblies. 
Inspect gun drive assembly. 

Inspect feed chute assemblies. 

Inspect XM 87 delinking feeder assembly. 

Service armament subsystem M35. 

Servi e gun drive assembly 

Service feed chute assemblies. 

Service XM87 delinking feeder· assembly. 

Adjust armament subsystem M35. 

Adjust XM87 delinking feeder assembly. 

Align arma111£:nt subsystem M35. 



Install amament subsystem M35. 

Replace ~pecial purp~se electrical cable assemblies. 
Replace gun drive assembly. 

Replace feed chute assemblies. 

Replace XM87 delinking feeder assembly. 
Repiar annament subsystem M35. 

Repair special purpose electrical cable I\Semblies. 
Repair 9111 drive assembly. 

Repair feed chute assemblies. 

Repair XM87 delinking feeder assembly. 
Overhaul al"llll•nt subsystt• M35. 

Overhaul 9111 drive assembly. 

Overhaul XM87 delinking feeder assembly. 
Test M35 Annament subsystem. 

Test special purpose electrical cablP.s ass~blies. 
Test g~n drive aesembly, 

Test XM87 delinking feeder assembly. 
Install M35 annament subsystem. 



SIGN-OFF 

C COURSE MANAGER) 

JA-1 

FEEOB~CK 

DEVELOP A TASK INVENTORY 

Check your inventory: 

, Are there at least 30 tasks? 

, Are the tasks clustered by duty posi ~ton title (and skill level 

i f appropriate)? 

Your tasks should all be written in the action verb and object for~at . 

Be prepared to discuss your inventory with a course man.ager. Be sure 

you can define the strategies you used to build the inventory. You 

should be able to explain the source of your task statements. 

NOTE TO COURSE MANAGER: Ask the student l,ow the inventory was developed. 

The student should be able to explain the origin of all tasks on the 

inventory. Do not sign the student off on this module until you are 

satisfied he/she has the ability tr develop a task inventory on the job. 
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V-12 

DF-1 

IC-1 

CG-11 

CG-12 

CG-1 

TA-1 

OP-1 

TASK ANALYSIS MOnULES 

TITLE 

Conduct Observation - Interview 
Develop Flowcharts 

Identify Chritiating Cues 

Plan a Consensus Group 

Describe Consensus Group Actions 
Participate in a Consensus Group 
Record Task Analysis 

Develop Stimulus - Response Tables (Optional) 

( ' 
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OVERVIEW OF TASK ANALYSIS -Task Analysis is the final step in the analysis phase of the ISO 
Model. After the job has been analyzed and the task inventory has been 
reviewed to eliminate duplications, inaccurate task statements, and 
unimportant tasks, a list of tasks selected for training is the result. 
It is then the job of the analyst to "analyze" the tas«s selected for 
training. The analysis of those tasks involves determining EXACTLY 
what steps the soldier must perform, what reference materials he uses, 
etc. There are several methodologies that the analyst may employ to 
accomplish the task analysis which are the subjects of this track. 

OF 1 - Develop Flowcharts: You may have seen and used flow­
charts in the past and never have realized it. A flowchart is a 
"diagram" of a step-by-step procedure. Different symbols are used to 
indicate what kind of act1on/dec1sio~ 1s E:mployed. In many instances 
the soldier reaches a decision of which course to pursue. If he gets 
a "yes" he does one thing, if he gets a "no" then he does something 
else . The flowchart depicts those actions/decisions. 

OP-1 - Develop Stimulus Response Tables (CJptio11a1J 

(Paradigm pronounced as PAIR-UH-DIME): Stimulus-Response Tables are 
simply a listing of a Stimulus (what makes something happen) and a 
Response (what is the resultant action). This is an excellent method 
for analyzing a task that is controlled by many outside influencing 
factors. 

3 
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V-12 - C~nduct an Observation/Interview: In many cases the 
analyst will not be a subject matter expert and will have to rely on 
the expert -' ·; ,:: Qf a job holder to show/tell him how the task is performed. 
Although it nioY sound simple, the business of observing and interviewing 
are highly technical skills that must be utilized extremely carefully 
in order to obtain all the valid data available. - --

CG 11 - Plan for Consensus G~oup Analysis and CG l - Participate 
in a Consensus Group: One of the best methods for obtaining information 
about a task, especially for one which may he little known or rarely 
performed is to use a group of experts or job holders that have done 
the task before. If conditions/standards/and or performance are ~ague 
or subject to wide implementation, a group of folks can be put together 
to arrive at a final "consensus" on how the task ought to be performed. 
These two modul~s will teach you how to select the group members, how 
to control the precedings and participate as a member of a group to 
achieve the best results. 

TA 1 - Record Task Analysis: The final module in the task 
analysis track is how to record all your task ar.alysis data on a 
standard form. Although job and task analysis is still a "manual" 
operation, computer assistance is on the way. By standardizing the 
format, the change over will be relatively simple. With 22 TRAOOC 
activities doing job and task analysis, it is possible that there would 
be 22 separate ways of recording the data. 

4 
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These modul ,es can be done before or after the job analysis track. 

The only prerequisite requirement is that you complete the introductory 

modules below the line. Once the analyst has a "valid" task in his 

hanas, he can start the task analysis. 



SIGN-OFF 

C COURSE MANAGER ) 

V-12 

CONDUCT OBSERVATION INTERVIEW 

OBJlCTIVE: 

Given an example of a job incumbent performing a task, conduct an 
observation/interview and collect dat& to do an analysis of that 
task. At a minimum,your analysis must include: 

• Task Statement {action observed) 

• StanC:ards of performance for the task 

• Conditions for the task 

• Initiating Cues 

• Elements or steps in the task 

• Indication when the task is complete 

CRITERION TEST: 

Ask a cours~ manager to provide you with a demonstration of a task 
being performed. Conduct an observation/interview and collect enough 
data so that an anal.:,sis of the task can be done. At a minimum, 
your analysis must include: 

• Task Statement {action observe1) 

• Standards of performance for the task 

• Condit1ons for the task 

• Initiating Cues 

, Eleir.ents or steps in the task 

, Indication when the task ts completed. 

The course manager must be in agreement with your anilysis. 
lo 



OBSERVATION/INTERVIEW 

INTRODUCTION 

Ono of the best ways to document how people perform tasks is tCi observe 

and interview them at work. Direct observation combined with an 

interview is a po~erful technique. It provides on-the-spot action and 

gives the analyst the chance to a$k questions of a job holder as 

he/she operate~ in the real world of work. The ijnalyst actually has 

the chance tG see the real thing happening and like Howard Cosell, 

he can "Tell it lika it is." 

The ?erfect task analysis is a record of exactly what the worker does 

and how he/she does it. This is the goal of tll analysts, but this 

is not an easy undertaking. All analysts are individuals each with 

a unique personality. There is great danger of recording data which 

is inaccurate. In fact, if several observers describe the same task 

performance, their reports may vary because of their personal biases, 

unique perceptions, emotional involvements, or poor memories. 

Analysts must screen these elements o~t of their observations and 

interviews, and provide objective reports when observing workers 

on the job. 

A skilled observer/interviewer must have practice, experience, and 

use a basic set of skills d~ring observations. 



Practice and experience are closely related: they both take time. 
This module provides a small degree of practice. More practice 
and experience will come on the job as more tasks are observed and 
more interviews are condu ted. The main goal of this module i ~ to 
provide a set of basic observation skills for analysts. Basic 
interview skills were covered in an earlier module. 
HERE IS HOW TO PREPARE FOR THE OBSERVATION PORITION 
If you are preparing to perform task analysis by the observation/ 
interview method, you must consider the following factors: 
1. Attention 

Any observer must learn to "pay attention." How is this done? Here 
are three req•Jirements: 

• Place yourself in a state of readiness to observe specific task 
related facts dnd to ignore other facts. 

EXAMPLE 

An analyst is observing a mechanic perform an installation task . About halfway through the performance of the task, the analyst begins to wonder about putting in a siJggestion to change the installation procedure. 

• Cultivate interest 1rl ·che job and task area to be observed. 
This helps the observer watch with an active, inquiring mind, and 
rivets the observer's attention. 

.. 
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EXAMPLE 

Analysts may read about the job, and examine the target populat;on and the role it plays in the 
field. Studying existing training material used by the target populat ion is also helpful. 

• Develop self-control so that observations can be made with 
minimal foterference from the observer . 

EXAMPLE 

It is allowable to ask questions about a task an~ 
the requirements for its performance, but questions such as "Do you lHe workiflg here?" or "What's 
that funny tool over there used for?" are inappro­priate. 

PRACTICE EXERCISE 

In two or three sentences, tell how you wo~ld train and prepare 
yourself to "pay attention" to ta~ks you observe. 01 scuss your 
convnen t~ with fe 11 ow pa rt i c 1 pan ts. Write your sentences • n the 
space below. 



2. Sensation 

Depending on the particular type of task being observed, some or 
111 of the five senses (touch, taste, smell, sight, and hearing) 
may be used during the observation. But the senses are limited and 
we may need to aid them with devices. For example, the senses are 
not reliable for making exact measurements ~f distance, speed, size, 
or intensity. Therefore, when preparing an observation, it rnay be 
necessary to gather or prepare some of th~ following types of devices: 

• Score cards 

• Ratin~ Scales 

• Check 11 s ts 

• Schedules 

• Mechanical Instruments: 

- Rulers 

Meters 

Stop Watches 

PRACTICE EXERCISE 

List three to four ways you cou11 aid your five senses during 
observat~ons of tasks in your area of proponency. Briefly explain 
your answers. Discuss them with a colleague. 

DEVICE 
EXPLANATION 

1. 

Jt> 

• 

I _____ ,--______ J 



2. 

3. 

4. 

DEVICE EXPLANATION 

3. Perception 

When looking at the same object or action, everyone does not "see" 

the same th1.ng. When preparing to see what really 1s happening during 

an observation, rememb~r: 

• Past experience can cause an observer to jump to~ conclusion. 

• Anticipating an event can cause a false observation. 

• StroHg personal interests can cause the observer to see only 

those things he w~nts to see. 

• Emotions, motivations, prejudices, mental sets, sense of values, 

physical condition in the observer can affect the quality of 

the observation. 

• A person tends to see what he knows. 



PRACTICE EXERCISE 

Get together with a colleague and observe some ob.ject or 

action. Record what you observe and compa,·e notes. 

Discuss the differences in what you each "saw." Bring in a course 

manager for conwnent if desired. 

These differe~ces are due to the attention, sensati~n, &nd perce?tian 

of the observer. 

the job at hand. 

Use these processes as starters to "tune-in" to 

You may d~velop your own ~repcration routine as 

you gain experience doing observation analyses . 

HOW TO OBSERVE 

What should an analyst look for when assigned to observe a task? 

He observes task performance and records ~eJ elements of data 

about the task. He must observe and record the following data abo~t 

the task: 

1. Initiating Cues - The sig~als which tell the worker when to 

start the task. 

2. Conditions - What environment, tools, references, etc, impact 

on the performance of the task. 

3. ~ctions - Those steps or processes the worker uses w~en 

performing the task. 

4. Standards - How well the ta~k 1s do~@ (only if time is a 

built-in factor). 

.. 

.. 



/ 

How can an analyst screen what is observed so that the information 
recorded is actual l y a task analysis? He must organize the d~ta 
observed into a written version of the task. Even if the analyst 
were dble to film everything that occurs, he would still need to 
present a documented task a~alysis to the training developers for their 
design and development functions. The analyst should al~3ys ask himself 
the fol fowing: 

"What kind of tas !: am I observing?, 

"Does the task require di scriminations and perceptions?", 
"Is it essentially psychomotor (physical), or a problem 
solvi~g/decisio~ making (mental) taik? 

Many tasks require discriminations and perceptions on the part of the 

worker. The chart on the next paqe ooints out some ar~as to he 
observed. 



TASKS INVOLVING MOTOR ACTIONS 
If the analyst sees the worker do any 

of the follo~ing actions: 

• ACTIVATES SWITCHES 

• ADJUSTING CONTROLS 

• PERFORMING COORDINATED -

BODY MOVEMENTS 

1 PERFORMING FINE PSYCHOMOTOR 

COORDINATION ../ 

1 CONVERTS DATA FROM ONE FORM TO 

ANOTHER 

The analyst should 

record: 

• to what setting 

, where is swi tch 1 oca ted 

• in what direction 

•where is control located 

, what is name of movement 

• description of movement 

• description of coordination 

required. 

• are tables used 

•are conversions made in 

the workers head 



Remember: Observations without interviews are practically worthl ess. 

Only through the intervie~ can you determine the mental steps or 

decisions t hi worker perfonned during the task. However, care must 

be taken that the interview does not interfere with or alter the 

steps performed by the worker. Recall ftom the earlier module on 

basic inter~iewing that you must ·plan first , We cannot train you 

in every possible ~ituatio~, this comes with experience. Your 

ability to coordinate observation with interview will increase with 

time. For now it is best to start with short, relatiYely simple and 

famili~ ;· tasks unt11 you gain experience and confidence. You may wish 

to complete observutions with only a few questions. Afterwards, you 

may want to conc!uct a formal i,,terview with the subject. 

On the fo)lowing pages are some helpful guides an!J h1nts for 

coordinating observatfons with interviews. 

~~~ ~~liall...~w:E:l,;,l;;;i.:::;:'.EU;;i,o------ -- • 



TASK PERFORMANCE: 

• Tell the soldier that you are now going to observe him per­
forming the task. Explain that you are going to stop him each time he 
perfonns a step or action so you can ask him certain questions that 
will help you to specifically report actual performance. 

• Tell hirn/o1er that a certain initiating cue has occurred. Ask 
him/her to do what he/she does first when performing the task. 

• Record a description of that first step or action. 
• Ask him/her the following questions (and record the answers): 

- Why did you do that? (What action causes you to do that?) 
- Are there any circumstances that would have lead you to perform 

that step differently? If so, what circumstances? 
- Are there any different circumstances that would have lead you to do the same thing (takP the same action)? 

What are those circumstancPs ? 
• What would _you hav:> done differently? 

- Did you have to compute, calculate or think about anything before you did that? 

~ Record each subsequent step and ask the same question~ about each one . 

1 When the soldier indi cates that he/s!le has performed the last 
step, ask him the following question and record his response : 

- How do you know for sure that you have completed th e task? 
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Some tasks involve mostly motor actions. The chart on page 8 shows 

you som~ things to look for in these types of tasks: 

All of the preceding items are actio~s any observer should be alert to 

during an observation. In addition, the analyst should be alert to the 

following items during an obsefvation: 

1 Special tools used 

1 Test equipment required 

• Supply items used 

• Personnel requirements 

• Forms used 

• Equipment condition required 

• Notes, cautions and warnings to remember. 

HINTS ON AVOIDING ERRORS IN TASK OBSERVATION 

As mentioned in the introduction, observat~on can be a powerful tool in 

task analysis. However, observation needs to be used properly. The following 

should help: 

• The statement of the job or task observed must be complete and 

consist only of infonnation about what w~s observed. Do not add informa­

tion, or give sketchy information. 

• The observer must establish knowledge of the job, understanding of 

the job and worker, and rapport with the worker. 



• The observer must observe more than once. A single Job observation will not suffice for a task analysis. The task must be observed more than o~ce as performed by different workers. 
The Job aid on the following page will help you make decisions about the location of the observation/interview. 



location or the OBSERVATIQN/INTFRVTFU .inR AID

If the Location Selected 
for the Observation/ 
Interview Is:

Identical to the actual 
performance location.

Similar to the actual 
performance location

Dissimilar to the 
actual performance 
location

And: Then:

location Identical 
j the actual perfor­

mance location is not 
available

location Identical to 
the actual performance 
location Is available

location Identical to 
the actual performance 
location Is available

location Identical to 
the actual performance 
location Is available 
but a similar location Is

Locations Identical and 
similar to the actual 
performance location are 
not available

• Record a description 
of the actual location

# Proceed with the 
observatlon/intervicw

• Record a description of 
the actual location

• Record a description of 
the similar location

• Proceed with the ob­

servation/interview

• Move to the identical 
location

t Record a description 
of the actual location

• Proceed with the 
pbservatlon/interview

• Move to the Identical 
location

• Record a description of 
the actual location

• Proceed with the ob­

servation/interview

• Move to the similar 
location

• Record a description of 
the actual location

• • Record a description of 
the similar location

• Proceed with the 
Observation/Interview

• Record the reasons 
for the problem

• Proceed to thV next task

c

I



OBSERVATI~/INTERV'IEW CHECKLIST 

( ) 1. INTRODUCTION 

• Tell the soldier who you are and who you represent. 
• Jnfonn the soldier that the purpose of your observation/ 

interview 1s to obtain information concerning how a 
task 1s perfonned so training can be developed to teach 
others how to do it, assure h,m that you are not there 
to evaluate his perform,nce. 

NOTE: AT NO POIMT SHOULD YOU CORRECT THE SOLDIER OR CRITICIZE HIS PERFORMANCE. 

• Tell the soldier the Task Title that will be the subject 
of the observation/interview. 

• Ask him 1 f he performs that task . 

• If the Soldier Then: Resnonds that: 

He performs the task. Proceed with the ob-
servation/interview. 

He 1s not sure tf he Explain the task to him performs the task. so that he can answer 
the question. 

He does !l.Q!_ perform the Stop the observation/ task. interview and proceed 
to your next subject. 

... 

i 



• 

c Obtain and record the following personal data ·,ro11 

the soldier: 

- Name 

- GratiP. 

- Unit 

- Time-in-Service 

- Experience perfonring the task (how long the soldier 

has been performing the task) · 

( ) 2. ENVIRONMENTAL CONDITIONS : 

• Ask the soldi@r if the location selected for the 

observation/i~terview is 1dentictl or very similar 

to the location where he normally perfonns the task. 



• Description of the environment sh9uld include such items 1s 
- Level of 111umfnatfon 
- Space available 

- Approximate temperature 

- PrP.sence or absence of precipitation 

( ) 3. COMPLETE PERFORMANCE : 

• Ask the soldier to perfo1,n the task as he would 1n the 
ff eld. Tel 1 him not to stop unless he has made an error 
which would take con~fderable tfme to correct . 

• Time tht performance and record the t1me (a·voi l being too obvious 1. 

• Record the performance 1n general ·outline fonn in the 
detail that time allows without asking the soldier 
to stop·. 

• If the soldier stops for any reason, have him start again 
(tfme the s1,bsequent performance). 

• 



. ...... 
_.. - -=- -- ~- .... ..,, 

( ) 4. PERFORMANCE CONDITIONS: 

• Ask the soldier (based on his experience) what is required 
to perfom the task. Ask him specifically about: 

tools or tool kits required to perform the task 
(obtain specific descriptions) 

equipment that is required to perform the task (obtain 
specific descriptions). 

references which are always avail a~le on-the-job site and 
are ragufred to perform the task. 

• Record any item cited by the soldier. 

( ) 5. SUPERVISION: 

• Ask the soldi ?. r how frequently his innediate supervisor is 
present when he performs the task_: 

- never present 

- sometimes present 

- always present 



• Record the soldier's answer. 

• If the soldier indicated that his supervisor 1s "sometimes 
present," ask him to estimate the percentage of times hfs 
sypervisor is present. Record that figure. 

( ) 6. INITIATING CUE(S). 

• Ask the p~rformer what happen s to let hi~ know that he 
should start performing the task . 

NOTE: This information is particularly difficult to obtain in 
some cases because perfonners are frequently not sure 
themselves. You may have to ask a series of questions. 
If' you are having problems. try these questions: 

1. Does anyone ever order you to perform this task? Who? 
2. Is this task always performed after another task? If so, 

what is preceding the task? 

3. If you were trying to teach another soldier to perform 
this task on the job, what would you tell that soldier 
to look .out for? 

4. Can you think of anything that happens to you on the 
job that always occurs right before you perform the task? 

( ) 7. TASK PERFORMANCE: 

• Trll the soldier that you are no~ going to observe him per­
forming the task. Explain to him that you are going to stop 
him each time he performs a step or action to ask him 



• Record each subsequent step and ask the same questions about 

each one. 

• When the soldier indicates that he has performed the last 

step, ask him_ the fol lowing quest ton and record hts response: 

', I. 

• How do you know for sure ~hat you have completed the task? 

See the chart on the next page for tasks requiring discriminations and 
perceptions. 

( ) 8. PERFORMANCE STANDARD 

• Ask the soldier the fellowing question: 

Based on your experience, what are the most important 

differences between someone who performs this t4sk well 

and another soldier who performs the task poorly? 

• Racord the soldier's response. 

( ) 10. TERMINATION 

• Thank the soldier for his cooperation and assure him that 

he has made a contribution to the Army training program. 

• Provide the soldier ~1th your name and AUT.OVON telephone 

nllllber and ask him to call you ff he thinks of anything 

about the task which he did not mention during the 

interview. 



TASKS REQUIRING DISCRIMINATIONS AND PERCEPTIONS 

The analyst should see if the 

worker responds to ~ny of the following: 

o Gross Indicators 

• Quantitative Values 

• Relati V! ~•otion 

• Osci 1 loscope Waveform Patterns 

• Phyiical Defects 

• Discriminate Odors 

• Presence/Absen~e of Sounds 

or Vibrations. 

• Pi tch or Other Characteristics 

of a Sound 

EXAMPLE: 

Light goes on/off meter 
readings. 

Meter must read a certain 
value. -
RPM must be 1500. 

Fuel tanks must be 801 full. 

Something must move in a 

sp~~ific direction. 

X Amplitude 

Y Frequency 

Z Shape_ 

Detect fr~yed wires. 

Detect bent parts. 

Detect rusted covers. 

Oil/Gas Leaks. 

Burnt food. 

Rattlefree acceleration 

Smooth hum of motor 

Hi gh frequency 

Low frequency 

,, 



certain questions that will help you to specifically 

report actual performance. 

• Tell him that one of the initiating cues identified above 
has occurred. Ask him to do what he does first when per­
forming the task. 

tt Record a description of that f1rst step or action. 

• Ask him the following questions (and record his answers): 

- Why did you do that? (What happened that told you to do that?} 

- Are there any .circumstances that would have lead you to 

Perform that step differently? If so, what circumstances? 

- Are there any different circumstances that would have 
lead you to do the same thing (take .the same action)? 
What are those circ1111Stances? 

What would you have ck,ne differently? 

Did you have to compute, calculate or think about anything 
before you did that? 

Mow do you know this step has been co!apleted? 



PRACTICE EXERCISE 

Now practice using the Job Aid in conducting an observation/ 
interview. Ask a colleague to perform a simple task (sharpen a 
pencil, clean his glasses, etc). Conduct an observation/interview 
to detail performance of the task. Record necessary information 
(In writing) on ~eparate sheets of paper when ;ndicated by the job 
aid. 

When you have completed this practice exercise and feel comfortable 
using the Job Aid, start the Criterion Test. 



SELF-EVALUATION 

The following check list should be completed as soon after your 
interview as possible. 

It should be used as a self-feedba ck for improvement of fntervie\, i:1 g ; killc; . 

GENERAL 

1 . Talking more t han the subject. 

2. Being brief and concise. 

3. Using open-ended questions. 

4. Thinking before talking. 

5. Use of silence. 

6. Interrupting the subject. 

7. Establishing rapport 

ACTIVE LISTENING SKILLS 

l. Sull'ITlarizing frequently 

2. Clarifying confusing issues. 

3. M~intaining eye contact. 

4. Reflecting what the subject says. 

CONDUCTING THE INTERVIEW 

. / 

l. Showing thdt I understand t~e subject 

2. Using appropriate terminology. 

3. Allowing the subject to speak. 

4. Delaying wi th emotional issue~. 

5. Avoidin g critizing the subject. 

6. Use of encouraging questions 

OK NEEDS IMPROVEM[NT 



CONTROLLING THE INTERVIEW 

l. Keeping on the subject. 

2. Dealing ~ith subjec~'s anger 
or hostility. 

3. Dealing with subject's 
resentment . 

4. Avoiding incidental remarks . 



REVIEW EXERCISE 

The following review is desi .gt,ed to help you prepare for the criterion 

test. 

Answer the following statements with either "agree" or "disagree." 
1. During an observation intervie~, the interviewer shou1d do about 
65 t0 75 percent of the talking. 

2. Interviews need not be ctnducteci during an observation. 

3. Some or all of the five ser.ses (hearing, seeing, smelling, tasting, 
feeling) may be used during an observation interview. 

4. Past experiences can prevent accurate perceptions of what yau see 
during an observation interview. 

5. Emotions, motivations, prejudices and ment~l states can all effect the 
quality of information co1 1ected in an observation interview. 

6. Very little planning is needed for the observation intervi ew. 

7. Rapport is not an essenti~l part of observation interviews. 

Check your work with the feedback on the following page. 



FEEDBACK 

1. Disagre~. Too much conversation will interfere with the subject's 
ability to perform the task. 

2. Disagree. Observations without interviews ~re almost always useless. 
3. Agree. 

4. Agree. 

5. Agree. 

6. Disagree. You should plan for every observation interview. 
7. Disagree. Rapport 1s very important to the c·o11ect1on of accurate 
information. 



SIGN-OFF 

C COURSE MANAGER) 

IC-1 

IDENTIFY INITIATING CUES 

OBJECTIVE: 

Given one or more resource documents descri bing tasks, identify the 
i~i~iating cues described for the tasks anJ any missing or incomplete 
initiating cues. 

CRIT~RION TEST: 

Using the attached extracts from resource documents describing tasks, 
list all initiating cues described and put a question mark for any 
obviously missing initiating cues. B~side any cue that is incomplete, 
put a check ( ✓). You will be allowed two errors. 



IDENTIFY INITIATING CUES 
A cue is a hint to perform an action. A line spoken by an actor is 
the 

11

cue
11 

for another actor to come on stage. A factory whistle at 
4 o'clock is a signal, or cue, for the workers to go home. 

"Initiate" means "to cause thP. beginning of." Therefore, "initiating 
cue" can be defined as fol lows: 

EXAMPLES: 

INITIATING CUE 

Things in one's surroundings which stimulate 
any of the senses (~mell, taste, touch, hearing, 
sight) and causes a person to begin performing a 
purposeful task. 

Initiating Cue 

Ori ppi ng faucet (Initiates) 

(Initiates) 

Work Activity 

Replace the washer 

Check wiring for overload 
Smell of burning insulation 



PRACTICE EXERCISE I 

Indicate ('\I) which of the following would stimulate one of your senses. 

_Mom's fresh baked apple pie. 

__ A br1ght flashing light. 

__ An open cesspool. 

__ Very strong coffee. 

CHECK FEEDBACK ON NEXT PAGE. 



FEEDBACK l 

Probably all of them would'. 

XMom's fresh baked apple pie. (smell) 

LA bright flashing light. (sight) 

LAn open cesspool. (smell) 

✓very strong coffee. (smell, taste) 

Any questions? If not, go on to PRACTICE EXERCISE 2. 



PRACTICE EXERCISE 2 

The following statements contain descriptions of initiating cues or tasks. 
Label each part as an initiating cue (IC} Jr a TASK. 

1. Oil pressure l ~ght comes on 
2. Telephone rings_ 
3. Change a flat tire_ 
4. Tea kettle "Whistles" 
5. Reset the ignition points 

CHECK FEEDBACK ON NEXT PAGE 



FEEDBACK 2 

1. Oil pressure light comes on IC 
2. Te 1 ephone rings IC 

3. Change a flat tire TASK 
4. Tea kettle "whistles" 1.£ 
5. Reset the ignition points TASK 

Any questions? If not,go on. 



·PRACTICE EXERCISE 3 

See if you can label the initiating cue (IC) and TASK in the following 
statements. (Remember, an initiating cue is a hint to start doing 
something.) 

1. Administer CPR if the patient's pul~e stops ---- ----2. When the telephone rings ____ , answer the phone ___ _ 
3. When the supervisor gives you a work order ____ , you will do 
the repairs indicated on the forms 

----
4. Clear the WP.3pon __ if the rifle misfires ___ _ 
5. If the coffee 1s too bitter ____ , make a fresh pot ___ _ 

CHECK FEEDBACK~ NEXT rAGE 



FEEDBACK 3 

1. Administer CPR TASK if the patient's pulse stops IC· 
2. When the telephone rings!£, answer the phone TASK. 
3. When the supervisor gives you a work order!£, you will 
do the repairs indicated on the forms TASK. -- • 

4. Clean the weapon TASK 1f the rifle misfires IC. 
5. If the coffee is too bitter!£, make a fresh pot TASK. 

Any problems? If so,see your course manager. If not, continue on with 
module. 

l jo 

------



Recognizing the initiating cue for a task is as important for a soldier 
as performing the task. The following example illustrates this point: 

PFC Jones goes to work at 0700 hours. He stops off 
at the Motor Pool and picks dp the General's sedan. 
On the way to Post Headquarters, the oil light comes 
on. PFC Jones stops the car, gets out, and changes 
the front tire. 

This may be a ridiculous exampla, but i t makes a point. PFC Jones can 
change a tire, but obviously does not kno~ when to change a tire. In 
other words, PFC Jones does not know the initiating cues for the tasK. 
"change a tire"; or the task, "chec~ the oil." 



PRACTICE EXERCISE 4 

For some tasks there may be more than one initiating cue. List all 
cues that yr,u can think of which would initiate the task "change a tfre. 11 

CHECK FEEDBACK ON NEXT PAGE 
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FEEDBACK 4 

Here are some cues that you may have listed: 
1. Car pulls to one side when driven. 
2. Sound of rubber flapping on pavement. 

3. Car vibrates when driven. 

4. S~ ght of a flat ti re. 

5. A popping sound and car becomes difficult to control , 

In many in;tances the same cue may (appear to) initiate several different 
tasks. If the temperature gauge in a vehicle reads 11 hot, 11 you might 
need to replace a broken water hose, replace the thermostat, repair or 
replace the radiator, repla~e the radiator cap, etc. An initiating tue 
which appears to start several different tasks really starts a tro~ble­
shooting procedure. For the initiating cue mentioned above, you would 
actually gi through a series of checks. If you saw that the water hose 
was broken, you would replace it. In other words, an initiating cue 
may start a troubleshooting check which would produce one or more other 
initiating cues to start repair or replacement tasks. 



INITIATING .cu~ 

"Automatic Transmission Slips When Pulling off fror:, a Dead Stop." 

TASK 

Check fluid level in transmission 

INITIATlN~ 

Fluid level is low 

TASK 

Add fluid 

PRACTICE F.XERCISE 5 

TASK 

Inspect for signs of leakage 

INITIATING CUE 

Leaks 

TASK 

Notify supervisor 

See if you can list ut least three tasks (_or '·r, hecks") that could be initiated by this cue: 

1. 

2. 

3. 

"Engine turns over, but will not start" 

CHECK FEEmACK ON NEXT PAGE 



FEEDBACK 5 

You may have listed some others, but we have these as some of the possible tasks: 

1. Check fuel gauge level. 
2. Test ignition co i1 . 

3. Test for spark at plug (wi res). 
4. Check carburetor. 
5. Check distributor/points/rotor cap. 
6. Check fu,1 pump. 

NOTE: Each of these tasks will yield further information (cues) about 
t l. e problem. However, tasks su.:h as "check starter" yield no cues since 
we know the engine is turning over. We are not deciding the order in 
which the tasks are performed. Precise ordering of tasks is beyond the scope of this ITk>dule. 

Let's examine o,1e of the~~ tasks - "Check distributor." The distributor 
cap mav be cracked or wet ; the Points mav be Pitted or poorly gapped; or 
the rotor may be broken. (Points may need to be cleaned, replaced, or 
reset.) What distributor initiatinQ cu_e,s would tell vou to do each of these tasks? 

INITIATING CUE 

1. Cracked distributor cap 
2. Points are dirty 
3. Pitted points 
4. Points do not open/close when cranking 

Replace distributor ca~ 
Clean points 

Replace points 

Reset points 



initiating cues may be identified through a revie"' of the publications 
which describe tasks. These publications inc'lude but are not 11m1te, to: 

, Technical Manuals (TM) 

• Field Manuals (FM) 

, Anny Regulations (AR} 

, Circulars and Pamphlets 

, Programs of Instruction (PnI) 
, Soldier's Manuals (SM) 

Most initiating cues found in the above publications will not he labeled 
as cues. Therefore, you should look for statements that .say WHEN ... , 
then do ... ; or IF ... , then do 

Many initiating cues are not stated in publications, thus you must obser~e 

-and/or interview experienced job holders. Dur~ng this process, the 
worker must perceive you as · an analyst, as opposed to someone eva1 uating 
his/her work perfonnc!nce. Interviewing will be covered in detail in a 
separate module. 

In Combat Armys jobs, many of the initiating cues which ocrur on the 
battlefield, for example live fire, chemical or biological agents, 
casu~lties, must bP. simulated in the t~aining environment. In these 
instances, it is necessary to docum:!nt both the battlefield cue (live 
fire), and the simulated cue (an artillery simulator). 

4C. 



PRACTICE EXERCISE 6

Ready to practice? Read the following and list the initiating cues that 

tell a soldier to put on a protective mask if a biological attack is suspected.

A biolot;ical attack moy be euepectwl if yuu
■ec—

SMhthmt ciplndc 
powerfully than HR round*.

Aircraft tprayinft ■ • mi*l or 
fo*.

Vn-lort ■ irmerta lhat are 
new in your uren, or larpe 
■warms of iniieeU.

Arrial bom,Sj bombs or
cuflUiiners ibuf contain 
bnmnirts pop rather than 
esplisle and cause only 
minor damaur.

Avriiittfl /icnemtorB ■ any 
kind Ilf ilevira thut is spray- 
ina a mist or fop

Guideit ni<ssi/rs and mcketa- 
bumlilets that seem to have 
little immediate efiect.

Miscrlfancuus ■ many peo­
ple sicli for no known 
reaaoc.

You have 9 seconds to put your mask on and clear it. You have another 

6 seconds to get the hood in place. Remember, the faster you get your 

mask on and cleared, the less gas or fewer germs you will breathe.

CHECK FEEDBACK ON NEXT PAGE



F EDBACK 6 

1. Sound of shells exploding less powerfully than HE rounds. 
2. Sight of aircraft spraying a mist or fog. 
3. Sight of insects new in your area. 
4. Sight of large swanns of insects. 
s. Sound or sight of bombs or containers that pop rather than explodt. 
6. Sight of bombs that cause only minor damage. 
7. Sight of any device that is spraying a mist or f~g. 
8. Sight of guided missiles and rockets that seem to have little 

i111111dfate effect. 
9. Many people sick for no known reason. 

ACTIVITY 7 

The following troubleshooting table contains tasks and initiating 
cues. On the next page is a worksheet 1 is ting the various tasks. For 
each task, write the initiating cue or cues found ·in the troubleshooting ·' 
table. Put a question mark in place of any initiating cues which are 
missing. 

TROUBLESHOOTING TABLE 
MALFUNCTI~ PROBABLE CAUSE CORRECTIVE ACTION 

Range scale light a. No power source a. Check power source on computer M13 or to computer Tighten or replace M13Al does not computer electrical illuminate connector receptacle. 
b. Lamp defective b. Replace lamp 
c. Range scale c. Tighten or replace 11 qht receptacle receptacle or replace loose or making conical spring poor contact 
d. Defective wiring d. Check computer wiring 
e. Contact dirty or e. Clean or slightly bend not making cont~ct contact 

t.f ~ ,, 



TASK 

FRACTICE EXERCISE 7 WORKSHEET 

JNITIATING CUE(S) 
1. Check power source 1. 

2. T1 ghten contputer electrtc1l l!. 
connector receptacle 

2. 

3. Replace C9mputer electrtcal 1. 
connector receptacle. 

4. Replace lamp 

5. Tighten range scale 
light receptacle 

2. 

1. 

2. 

1. 

2. 

a. Replace range scale 11ght 1. 
receptacle. 

2. 



7. Rlpl•ce confc1l spring 1. 

2. 

8. Check computer wfrfng 1. 

9. Cl11n contact l. 

2. 

10. Adjust contact 1. 

2. 

CHECK FEEDBACK ON NEXT PAGE. 



FEEDBACK 7 

Perhaps you noticed when trying to identify the init1ating cues in th i s 
troubleshooting table that the information was jumbled up and some 
pertinent data was missing. This table was taken frnm an actual rechnical 
Manual and is, therefore, representative uf publications you'll have to 
deal with as an analyst. If the initiating cues had been identified 
before the development of the manual, the table would be more valuable 
to soldiers who have to use the TM in pet forming their job. 
Here 1s what we found: 

TA.SK 

1. Check power source. 

2. Tighten computer electrical 
connector receptacle. 

3. Replace computer 
electrical connector 
receptacle. 

4. Replace lamp. 

5. Tighten range scale light 
receptacle. 

INITIATING CU£(S) 

Range scale light does not i lluminate. 

Range scale light does not illuminate. 
. / 

? (You may have said that the electrical receptacle is loose, but that was not actually stated in the table.) 

Range scale light does no t illuminate. 

? (Again, the cues that would tell you when the electrical connector r~ceptacle is bad are not spelled out.) 

Ra~ge scale light does not illuminate . 
lamp is defective. (Incomplete. It doesn•~ tell you how you know the lamp is defective.) 

Range scale light does not ill u111inate. 
light receptacle loose. 

51 



6. Replace range scale light 
receptacle. 

7. Replace conical spring. 

8. Check computer wiring 

9. Clean contact. 

10. Adjust con~act 

Range scale light does not illuminate. 

? 

Range scale light does not illuminate. 

Light receptacle is making poor contact. 
(Here again. this isn't a very clear cue.) 

Range scale light does not illuminate. 
(Notice that the chart never tells you 
what to do if the wiring is defective. 
You may have added a task "replace 
wiring" with the associated incomplete 
init1ating cue. "wiring 1s defective.") 

• 
Range scale light does not illuminate. 

Contact is dirty. 

Range scale light does not illuminate. 

Contact 1s not making contact. 

If you had little difficulty with the~e two activities. you may want to proceed to the criterion test. If you want more practice. go to PRACTICAL EXERCISE 8 

PRACTICE EXERCISE 8 

The worksheets on the following pages list tasks found in the following 
troubleshooting t~ble. On the worksheets. write lM 1n1tiating cue(s) 
for each task listed. If an initiating cue is missing from the table, put 
a question mark in place of the cue. Note that sarne cue may be used 
to init1ate more than one tas~. 



, 
TROUBLESHOOTING TABLE 

1MALFUNCTION PROBABLE CAUSE 
selector a. Defective sea 1 andle binds when causing seizure of hanging position shaft. f cam fol lower 

r. Incorrect position 
of cams 

c. Other malfunction 
not indicated 

MALFUNCTION PROBABLE CAUSE 
Re!iet indicator a. Lamp defective. 11 ght does not 
111 um1 nate. b. Defective interrupter 

switch. 

c. Interrupter switch 
bracket stuck in 
position. 

d. Reset indicator light 
assembly defective 

e. Superelevation hand-
crank remains in 
manual positio~. 

CORRECTh'DC ION 

a. kepl ace seal 

b. Reposition spacers 
and cams 

c. Refer computer to 
depot maintenance 

CORRECTIVE ACTION 

a. Replace lamp 

b. Replace sw1tch 

c. Free bracket or 
replace spring 

d. Replace reset 
indicator light 
assembly. 

e. Disassemble super­
elevation handcrank 
assembly, clean, and, 
if necessary, replace 
encased seal and 
handcrank compression ~ spring. , ·---------- ----------------------- - -- -- - · ---- l 



TASK 

1. Replace seal 

PRACTICE .EXERC!SE 3 WORKSHEE 

INITIATING CUE(S} · 

1. 

2. 

2. Reposition spacers and cams 1. 

2. 

3. Refer computer to depot 1. 
ma1 ntenance 

2. 

4. Replace reset indi cator lamp 1. 

2. 

5. Replace reset indicator 1. 
11 ght sw1 tch 

2. 

6. Free interrupter switch 1. 
bracket 

2. 

7. Pep lace interrupter switch 1. 
bracket sprf ng 

2. 



Repl ice reset 1 n :11 c1t~r 1, '.J"t 1. 1sse11bly 

2. 

D1sasset'lble superelev1t1on 1, 
handcrrflk asselllbly. 

2. 

10. Clean n1ndcrank asselllbly. 1. 

11. Replace encased seal 

12. Replace handcrank 
C0111Press1on sprfng 

CHECK FEEDBACK ON ~EXT PAGE 

2. 

3. 

1. 

2. 

3. 

4. 

1. 

2. 

3. 

4. 



FEEDBACK 8 

TASK 

1. Rep lace sea 1 

2. Reposition spacers and 
cams 

3. Refer computer to depot 
maf ntenance. 

4. Replace reset 
indicator lamp 

5. Replace reset indicator 
11 ght switch 

6. Free interrupter switch 
bracket. 

7. Replace interrupter switch 
bracket spr1 ng. 

INITIATING CUES 

Anrno selection handle binds when 
changing position of cam follower. 

Defective sea 1. (Actua 11 y, the cue 
should be more specific; such as "seal has hole~ in it") 

AIIIOO selector handle binds when changing position of cam follower. 

Incorrect position of cams . 

Ammo selector handle binds when changing position of cam follower. 

No oth2r malfunction can be isolated. 

Reset indicator light does not illuminate. 
Lamp defective. (Incomplete. How do you know when the lamp is defective?) 

Reset indicator light does not ;11uminate. 

Defective interrupter switch. (How do you know it's defective?) 

Reset indicator light does not illuminate. 
Interrupter switch bracket stuck in pos f tion. 

Reset indicator light does not illuminate. 
Interrupter switch bracket stuck fn posf tfon. 

Bracket cannot be freed (the trouble­
shooting chart didn't actually say this; you have to infer it). 



8. Replace reset indicator assembly. 

9. Disassemble superelevation handcrank assembly. 

10. Clean superelevation 
handcrank assembly. 

11. REplace encased seal. 

12. Replace handcrank 
compression spring. 

I C-1 

Reset indicator light does not illuminate. 
Reset indicator light assembly defective. (Again, this is not a well-stated cue.) 
Reset indicator light does not illuminate. 
Superel~vation handcrank remains in manual position. 

Reset indicator light does not Illuminate. 
Superelevation h~ndcrank remains in manual position. 

Superelevation handcrank assembly has been disassembled. 

Reset 1ndicator light does not illumtnate. 
Superelevation handcrank remains in manual position. 

Superelevation handcrank assembly has been disassembled and cleaned. 

?,.. (How do you know when it is "necessary" to replace the encased seal?) 

Reset indicator light does not illuminate. 
Superelevation handcrank remains in manual position. 

Superelevation handcrank 4ssembly has been disassembled and cleaned. 

? (How do you know when it is "necessary" to replace the spring?) 

-----------------------------------------------·---------------------------If you are still having difficulty, seek assistance from a colleague or a 
course manager. When you are ready, take the Criterion Test. 



SIGN-OFF 

( Course Man•~•• ) 

DF-1 

DEVELOP FLOWCHARTS 

OBJECTIVE: Given a narrative SUl!llllry (from either a reso~rce person or 
publication) of the performance content of a task, develop a flowchart 
whic~ shows the initiating cues, actions and decisions in that task. 

CRITERION T~ST: Given a narrative of the performance content of a 
task, develop a flowchart which shows the initiating cues, actions, 
decisions and termination of the task. 



INTRODUCTION 

One of the duties of an analyst is to convey to the designer/developer the 
way tasks are perfonned. Flowcharts provfde the analyst a way of systematically 
documenting the actions and decisfcns a soldier would follow when performing 
a task . This module is de~igned to help you acquire the skills necessary 
to develop flow charts. You have already used flowcharts in some modules in this course. 

ACTION 

Let us now look at the symbols used in flowcharting. 

The rectangle shows a step or element in the performance of the task. This is called an ACTION and can be either observed {overt) or invisible {mental/ covert). Actions are usually brief statements . An example of an action is shc,wn below. 

REM>VE 

CDVER.Pu\lE 

----------·------------



PRACTICE EXERCISE 

The diamond shows a DECISION the soldier must make before proceeding to the next step. DECISIONS are always written as a question (usually with a YES or NO answer). An example 
of a DECISION is shown below. 

See if you can mark each of the following as an ACTION (rectagle) 
or a DECISION (diamond). 

I ACTION I 
1. Depress the accelerator. 

2. Is the fuel gage on empty? 
3. Measure the oil level . 

4. Does the meter read 200 psi? 
5. Add 1 qt of 011. 

(,o 



FEEDBACK 

E:J 
,. V 

2. 

3. 

4. 

5. 

✓ 

RULES OF FLOWCHARTING 

Flowcharting is a systematic way of connecting a ser1es of actions and 

decisions. Look at the example on the next page. Pretend your pencil needs 

sharpening. Try following the flowchart. 



Sharpener

into
sharpener
hole

TASK: SHARPEN PENCIL

1

1 Turn dial 
to smaller 
hole

f
^ NO NO , Remove

pencil
i ^

^ S^arp?

XpiOP ]

Turn hand 
crank white 
lolding 
)enci 1

Remove
pencil

I J/
Remove Turn dial >pencil to larger 

hole



. 

Here are the RULES to follow when developing a flowchart. 
1) Use only ~ectangles for ACTIONS. 
2) Use only diamonds for DECISIONS . 
3) Only Q.!!!. line can EXIT a rectangle or ACTION. 
4) Only one YES line and one NO li ne can EXIT a diamond or DECISION . 
5) All ACTIONS must be written as statements. 
6) All DECISIONS must be written as questions. 
7) DECISIONS should be answered with a YES or NO. 
8) Lines should not cross one another. 

A description of some task elements follows. See if you can pick out 
the elements and put them into flow chart format. 

1. Collect all items needed to make a cup of expresso. Put 6-ounces 
of water into the lower pot. Snap the filter into the upper pot. 
DO YOUR FLOWCHART nERE 

CHECK FEEDBACK ON THE NEXT PAGE. 

-- -



FEEIIIACK 

COLLECT ALL 

NEEDED ITEMS 

, I/ 

PUT 6 OZ WATER 
IN LOWER POT 

-~ 
SNAP FILTER 

INTO ll»PER POT 



-
2. If a vehicle has a slave receptacle, connect DC voitmeter at the 
receptacle. If it does not have a slave receptacle, connect the DC 
voltmeter at the positive terminal of one battery and at the negative 
terminal of the other battery. 
DO YOUR FLOWCHART HERE 

CHECK FEEDBA'CK ON THE NEXT PAGE. 

- - -------------



FEEDBACK

How did you do/ If you have any questions, discuss them with another 

course participant or a course manager.



The two previous examples were obviously not complete tasks. To document . 
all of the performance content of a task using the flow charting method, 
the analysis must have the following: 

t A complete TASK STATEMENT. 
1 The IN ITIATING CUES. 

• All the steps necessary to accomplish successfully the 
task. 

• Indication of when the task is completed. 

PRACTICE EXERCISE 

Here 1s a set of analysis data for a task performed by a CHAPARRAL G1Jnner 
(~OS 16P). See if you can put the task data into flow chart format. If 

you are unsure where to put the initiating cue or how to show when the 
task is completed, do not worry. We wi 11 show .vou those things in thP. feetthftc·k ., section. 

• Task Statement: Given a CHAPARRAL weapon system~ a target (aircraft), 
squad leader's conrnand to "acquire target" and daylight condf ions, engage 
aircraft. Aircraft must be destroyed. 

• Once given the verbal command to "acquire target," the gunner must perform the following actions: 



1. Acquire the target. 

2. Track the target. 

3. Listen for the mfssfle tone (if no tone, tracking continues). 
4. Get ~nnissfon to fire from the squad leader (if no pennissfon, 

tracking continues). 

5. Check to see ff the hol~-fire lamp is out (if on, continue tracking.) 
6. Press trigger switches if m1~sil~ ~one can be heard, squad leader 

gfves perndssfon to fire, and hold-fire lamp goes out. 
7. After pressing trigger switches, check to see if mfssfle was la1.11ched. 

If mfssfle was laynched, check to see ff target was destroyed. 

NOTE: If mfssfle was not launched or if target was not destroyeg, 
select another mfssfle and begin again with acquire target action. 

• The task fs successfully coq,leted when the target 1s destroyed. The 
g1.11ner should then return to the primary target line (PTL). 



FEEC8ACK

Here is our flow chart.

DUTY POSITION: CHAPARRAL Gunner

TASK: Engage target (aircraft) uith a CHAPARRAL missile.

INITIATING: Gunner directed to target by verbal comnand of squad leader.



USE THE SPACE BELOW FOR FLOWCHART. 

Check feedback on next page. 

• 



Try doing a flowchart on a task of your own choice. 
Choose one from your own experience like getting ready for work or changing 
a ti re. 

Be sure to list the initiating cue and indicate when the task 1s complete. 
Have a colleague check your owrk. 

USE THE SPACE BELOW FOR YOUR FLOWCHART • 

If you have any questions see a course manager. If not, go on to the 
Criterion Test. 



OBJECTIVE: 

OP-1 

DEVELOP STIMULUS-RESPONSE TABLES 
(PARADIGM BEHAVIOR) 

SIGN-Off C COURSE MANAGER ) 

Given a narrative description of the behaviors that occur during perfor• 
mance of a task, construct a paradigm that represents those behaviors in 
the approoriate sequence. 

CRITERIOM TEST: 

Given a narrative description of the t~haviors that occur during pe r ­
fomance of a task, construct a paradigm that r·epresents those behaviors 
in th~ appropriate sequence. 

NOTE TO PARTICIPANT: Read this note if your supervisor has assigned you 
this module. 

Your need for thi s module depends upon the \•mrk structure at your school. 
The skill of developing stimulus-res~onse tables is not a pure ana!yst 
skill. In fact, the skill of developing stimulus-reponse tables rest 
SO?:'.\•:here between the AMALYSIS and ESIGN phases of the ISO model -
You should take this module if: 

t You work on a task force and at some time your job will change 
from c1 n analyst to course desi gner/\·iriter. 

, You will be involved in developing scorable units for SQT exams. 

1V 



PREVIEW 

/ The actual behavior involved in performing a task must be recorded in a 

format which the tra ining designer can understand and use in designing 

training that actually teaches soldiers how to perform the task. 

Early in the task analysis process, a decision must be made concerning 

the level of detail required in describing performance. In those cases 

where a very detailed level of description is needed, you will u~e a 

paradigm (par-a-dime) to d~scribe task performance behavior. To paradigm 

a task means to break the task down into stimulus-response terms (see 

green light -- push auto accelerator). The decision to paradigm will 

usually be made jointly by an analyst and a designer. 

As an analyst you may be expected to transform a narrative description 

of task performance irto paradigm form based on: 

• a review of literature 

• an observation/interview 

• final review of data by a consensus group 

In all three cases, behavior is paradigmed using the ta~ procedures. 

You should focus your attention on mastering the procedures as presented 

in this module. 

-- -------=---.. --·--



First, examine the terms you must understand to paradigm. 

A STIMULUS tells you "when" to do something. At the beginning of a 

task, the stimulus is the same as the initiating cue. The RESPONSE 

is what you do because of the stimulus. That response may be OVERT 

or COVERT. OVERT responses are those that can be seen. For instance, 

you can see someone write a letter, wash a window, or drive a car. 

On the other hand, you can not see someone thi'nk, decide which party 

to attend, or add 2 + 2. COVERT responses are those behaviors which 

cannot be observed. In other words, they are mental responses. 

STIMULUS RESPONSE --------------(When) (Do} 

"Turn on the light" is a response. What tells you wh~n you should turn 
on the 1i ght? You turn on the 1 i ght" when the room is dark. In S-R 
terms, that behavior would be describecfa"s follows: 

s --------------- R 
Room is dark Turn on 1 i ght 

"" 



.,, 

PRA:TICE EXERCISE 

The following statenents contain a STI"1JLUS and a RESPONSE. Label each part of the statenent as stflllllus (S) or response (R). 

1. When the ashtray is ful l , e111>ty the cigarette butts into ----the appropriate trash can --
2. Shut off the notor i~dfately_if the oil light comes on __ 
3. Stop work __ when the whistle blows __ 

4. Pull the trigger on the comand, "Fire." -- ---
5. When you see 3 + 3_, thir.k 6_. 

-------------------··---------------------------------------------------F[EOOACK --
1. When the ashtray is full S , e111>ty the cigarette butts into the appropriate trash can R . 

2. Shut off the motcr i nmediatelyJLi f the oi 1 1i gl1t cones on_L. 
3. Stop work R when t~e whistle blows S . - -
4. Pull the ·trigger R on the conand, "rire. 11 S - -
5. When you see 3 + J S , think 6 R . - -

• •••••••••••••••••G•••••••••••••••••••••••••••••••••••••••••••••••••••••• 

Ttle RESPm,sE h the perforner's action w"ereas the STl"1JLUS is part of the pcrforner's env~ronnent. 

PRACTICE EXERCI5E 

Libel each of the following as a stimulus (S) 01· response (R): 
1. Climbing a ladder ---
2. When the 1 ight is red_~ • 

3. The light turns green --
4. The screw is loose ----
5. Tighten the screw ____ _ 



FEEoo,,cK 

1. Clfmbfnq a ladder R 
2. When the light 1s red____L 
3. The light turns green--L_. 
4. The screw is loose s 
s. Tighten the !crew R 

---------------------------------------------------------------------------In paradigmh,g, the stimt•lus is always written first. Look at the exanples 
below. 

1. • )R Red light Step on brake ,. • )R 
C.. 

Dirty clothes Wash clothes 
3. • ) II 4 X 2 Multtply 4 X 2 
4. • )R Point on Sharpen penci 1 pencil breaks 



• 

ACTIVITY l 

Try your hand at paradigming the following exa1r4>les : 

1. When you get a copy of the test, write your name in the upper right corner . 

2. Give the course manager the completed critique sheet. 

3. After you have put the key in the ignition switch, turn the key. 

4. Since the walls in your new apartnent ~re dirty, you decide to paint the apartment. 

11 



ACTIVITY 1 FEEDBACK 

1. s ~-Test copy Write nane in upper right corner 
2. S )1 Co"'11eted critique sheet Give critique sheet to course manager 
3. S )1 key in i gni ti oa Turn key 

4. S >• Dirty walls Decide to paint apartnent 

------------------------------------------------------------------------At this point you have learned to discriminate between stifflllus and response and how to paradigm si"'11e behavior. Let us look a little farther. Once the perforner does something, the environment changes. When the environnent changes, the performer has a new stimulus. 

8 
4 X 2 )11 

rt,1 ti ply 4 X 2 

A 
Perfonner' s 
Response 

• • 4 X 2 • 8 

A 
Hew environment 

The • neans "producesil Qr "results in." Look at these exa111>les. 

a- )11 • • Pipes r.onnect Pipe AB A and B A and B 

• )11 • 
• • Car stopped Waft for Red l'ight at red light green light changed to green 

5 >11 • • Door .bell Open door Vfsftor rings 

7'1 



Complete these s--+• examples. 

1. s )• • s 
lelephone Pick up 
rings receiver . 

2. s >• • s 
Dark Turn on 
room . light 

• 
3. s )1 • s 

Dirty Spray cleaner 
w1ndow on window 

FEEDBACK. 

1. )1 . s • s 
Telephcne Pick up Receiver at ear 
rings receiver 

2. s )I • s 
Dark Turn on Lighted room 
room light 

3. s >• • s 
Dirty Spray clearner Wet window 
window on window 

,, 



ACTIVITY 2 

See if you can write the s--) ... 1 elements for these statements. 

1. Fill in all the information requested on the blank form. 1,---· -------.. -----· I 
2. Divide 6 by 2. 

I I 
3. Color the picture on this page. 

I 



ACTIVITY 2 FEEDBACK 

1. 8 
F?,," in 

• • Blank Co111>lctcd 
form information form 

2. 8 ➔ II • • 6 .. 2 Thin!< how many 6 ,. 2 • 3 
2' s in 6 

3. • eo'?o~ the 
• • Uncolored Colored 

piclure pictu,-e picture 

•➔11 CHAINS 

You have seen how •~ units can result in another stimulus (S). Very 
often that new stiroolus calls for another response. Therefore, you could . 
have a· series or a chain of ~ehaviors. CHAINS are usually sequential 
procedures which require no decision making Later you will see how we 
can mix a dec ~sion with a chain. 

Look at this exaq>le: 

·---)•11 • ·---->•11 • ·----... Locked Unlock Unlocked Open 
Door the door door door 

II • 
Look for 
light switch 

PRACTICE EXERCISE 

I 

Li ~-t----F1'•i: on 
switch light switch 

Tr,y these twJ siq,le CHAINS. 

• 

View of 
roo:n 

• We 11-11 gh ted 
room 

1. Write your nar.e i~ block 1, your address in block 2, and sign in 
block 16. 

I 
2. Add 3 + 2 + 4 + 1. 

I 
ti 

etc. ,etc 

I 



FEEDBACK 

1. s------,)R • s-------),R • a,-----. Block 1 Write Nani? in Write address Address wri tt(•n nane Block 1 in Block 2 in Block 2 

R 

Sign in 
Block 16 

• • Signature 

• 2. s---~>•R 
3+2+4+1 Add 3+2 5 

s )n 
Add 4 to 5 9 

• 8 ) .. 
Add 1 to 9 10 

--------------------------------------------------------------------------liESCRIBE DISCRIMINATIONS 

Sequential behaviors (chains) often have discriminations (decision• nking behaviors) that have to be made sol!P.where in the sequence. 
DISCRIMINATION can be defined as two or nr:>re sti!Yllli that cause different responses. Look at the example below. 

If you are military, fill out Form X. If you are civilian, fill out Form Y. 

8 )11 Military Personnel Fi;l out Form X 

.. )11 Ci vi 1 fan P·~rsonne 1 Fi 11 out Form Y 

Notice that there are two stimuli which have to be discriminated in order to make the correct re •;ponse. 

Describe these discriminations in s➔11 terms: 

1. If your yearly incoRE is less than $10,000, complete Blocks 5 6 and 7. If 1our incoRE is between $10,000 and $20,000, complete Block~ a g and 10. If your incoRE iJ over $20,000, complete Blocks 11, 12 and 13. 



• 

2. If the widget is red, write 1 in Block 5 of FDrm 13. If the widget 1s blue, wtfte 2 fn Block 5 of Form 13. And, if the widget is green, write a 3 in Block 5 of Form 13 . 



FE£1X5ACK 

1. • 
Coq>lctc o?oc~s 5, 6 and 7 

Less than $10,000 

• 
Coq>lete B~s 8, 9 and 10 

$10,000 - $20,000 

• 
Coq>lete e?o~s 11, 12 and 13 

Over .$20,000 

2. • 
Wri te 1 in et~k 5, Red Widget Form 13 

• 
Write 2 in e'?c,~k 5, Blue Widget Fo·rm 13 

8 
)11 Green Widget Write 3 in Block 5, Form 13 

------------------------------------------------------------------------ACTIVITY 3 

Describe this task in 1~11 terms. (HINT: Coirbine CHAIN and DISCRIMINA-TION). • 

You have an order for a well-done steak and a rare steak. Turn on the gri 11 . -When it is hot, put two tJb 1 espoons of grease in the center of the grill. Cook the well done steak 5 minutes on each side and the rare steak 2 minutes on each side. When each is done, put it on a platter and set it on the shelf for the waitress. 



, 

ACTIVITY #3 F[EOOACK: 

s • s 8 Order for 
➔R 

Turn on Grill is 
)R • 

Put grease Greased Steaks Gri 11 Hot on gri 11 Grill 

R s )n 8 )n • • Put stea~s Well ~one Cook 5 minutes 5 minutes Turn on gri 11 

Coo? 2R minutes ~n 
8 • I Rare 2 minutes Turn 

s-------•R • a-----........ Steak Cook 5 minutes Steaks cooked Turned 

s-----111111!) .. " Steak Cook 2 minutes Turned 

...._ __ _.R • 

Put on platter 
•-------) .... Steaks on Set on shelf Platter 

NOTE: Did you find the discrimination withir. the chain? 

GENERI.L.IZATIONS 

Io addition to chains and discriminations, there i~ one other type of behavior tnat you will have to be abl~ to paradigm. This third type of behavior is called a GENERALIZATION. A generalization is two or rror! sti111Jli which call for the same response. 

• 

• 



EXAMPLES 

rt>nday, Tuesday, Wednesday, Thursday, Fr;day, Saturday and Sunday are all called "days." 

s--------
tt>nday 
s-----~ Tuesday 
s------t 

Wednesday ""R s------.... --... Thursday It is a "day" s--------Friday s-------
Saturday 

s-------' Sunday 
All chipped, cracked, or broken bottles are to be replaced at no expense to the customer. 

s-------Chipped bottles s------+----~R Cracked bott1es Replace at no expense s to the custoner 
Broken bottles 

PRACTICE EXERCISE 

See if you can describe in S-R terms the following: 
Reject any w1dgets that have broken studs, any that are r~d or blue, any that have loose knobs, and any that have cracks in the case. 



-
fHOOAf-K 

s ----------. 
Widgets with broken studs 

s -----------Red Widgets 
s----------,..--•~R 

Blue Widgets REJECT s-------------W1dgets with loose knobs s----------Widgets with cracks in case 

ACTiVITY 4 

Describe the following in S-R terms. 

You ~r~ inspecting the Guidance r.ontrol Group of the MIM728 missile. It 
should be rejected if the done is cracked or broken. if the utrbilical 
ca~le is damaged, or if there are dents in excess of .05 inches. 



ACTIVITY 4 FEEDBACK 

·------.)11 • ·--------•11 
Guidance Control Inspect OK PA.5S 
Group of ·---------MJM72B Cracked dome 8 _______ _.. .. '-- ,11 

r 

Broken dome REJECT •---------Damaged Untilical Cable ·-------... Dents nnre than .05 in. 

Your p1radi911 may not look exactly the sarrie as ours. For instance, you 
•Y have cori>ined cracked and/or broken dome into one stirrulus. The 
statement only told you what to reject, but you should have shown on 
your p~radigm what to do if nothing was wrong. 



REVIEW 

A PARADIGM u-~scri bes behavior in S-R tenr:s. A STIMULUS in the environ­ment causes the performer to do something. What the perfonner does is called the RESPONSE. A paradigm can consist of---- -

A 
OiAIN 

<MIN 

S~ • SJR • Stat • S♦R • SJR 

S~R 
s,R 
S~R 
S~R 

OR 

DISCRIMINATION 

S-+R 
S➔R 
S➔R 
s~ 

OR 

GENERALIZATION 

OR 

A C0"3IHATION 

::rR 
A . 

DISCRIMINATION 
A 

GENERALIZ.~TION 

8-+R 
s ~ 

A 
GEf~fRALIZATION 

AND 
DISCRJ HINATION 



GN-OFF 

C COURSE MANAGER) 
¢6-11 

PLAN A CONSENSUS GROUP 

OBJECTIVE: Write a plan for a consensus gr~up which addresses the 
fol lowing areas: 

• Selection of consensus grou, members 
• Selection of the group chairperson 
• A letter-of-Instruction (LOI) 

CRITERION nsr: Select five or six tasks from your MOS or officer · 
specialty (or an area you are comp~tent in). Using those tasks. prepare 
a written PlJn for a consensus group. 

• Selection of c:>nsensus group members 
• Selection of the group chairperson 
• A Letter-of-Instruction (LOI) 

10 . 
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PREVIEW 

A consensus group is a group of personnel. selected for their experience 

and knowledge of an MOS or officer specialty brought together to record 

and organize analysis data. 

Analysis by consensus can be a valuable tool. Use of consensus groups 

is appropriate to all phases of front-end analysis. Consensus groups 

can be used to analyze data on iNdividual t asks during task analysis. This 

module discusses the steps in planning and formation of a cons~nsus arouo. 

group . There are t:,ree st eps in planning for a consensus group: 

l. Select member~ for the consensus group. 

2. Select a chairperson. 

3. Prepare a Letter-of-lnstruction (LOI) to govern the operation 

of the group. 

The method presented here is a comr.ion way of organizing a consensus 

group. You m~y have to modify this method to some degree, depending on the 

materica l covered and the 11 type 11 of personnel involved. 

TER.,INOLOG".' 

Current or recent task performer - a soldier who is: 

• now performing or has performed in the past six months 

the task being analyzed . 

• experienced in performing the task. 

• a master or competent performer. 

Current or recent supervisor of a task performer - a soldier who is~ 



,. 

• ~ow supervising or has supervised in the past six months 
soldiers who perfonned in task being analyzed. 

• either an immediate supervisor or no more than one level 
of supervision removed from soldiers w~o perform the task 
being analyzed. 

, qualified in or has extensive knowledge of the MOS being 
analyzed. 

Instructional Technologist - a person who is: 

• experienced in applying current technology in the solution 
of training problems. 

• thoroughly familiar with the Instructional Systems Design 
Model. 

• experienced in the performance of job and task analysis. 

Subject Matter Expert - a person who is: 

• experienced in performing the task or teaching perfonnance 
of the task being analyzed. 



SELECT HIG THE GROUP 

Use the following table in selecting members for your group. 

IF: 

The task is : 
currently 
performed 

The task is : 
new 

AND: 

It is similar 
to a t"ask­
already per­
fonned 

It is not 
similar to a 
task already 
performed 

AND: snr::cT THE FOLLOWING PERSONNEL; I 

• 1 Instructional Technologist 

• 2 Current or recent task 
performers 

l • l 
1 Current or recent super­

visor (first or second line) of task performers ! 
! 

• 2 Subject Matter Experts It does not . 
involve a new i 
piece of equip- 1 

. ·-·~~~ .. - . . -- . -··· .J · --···- · · ··· ···- ··•· .. - . ·---·-----It does involve • 1 Instructional technologist a new piece of 
equipment • 2 Current or recent task per­

formers 

. • 1 ·current or recent supervisor 
(first or second line) of 
task perf:irmers 

: t 2 Subject matter experts 
I 
\ t 1 Representative of develop-, mental 

It does not : • 1 Instructional tec~nologist involve a new : 
piece of equip- l • 2 Subject matter experts ment i 

··- ·•····- -· ' - ·-· ·--·-·· ... ➔ ---··--·--·--·- -- • -----It does involve 1 • 1 Instructional technologist a new piec! of 
equipment • 2 Subject matter experts 

• 1 Representative from develo~­menta 1 agency 

NOTE: The Skil 1 Performance Aids program ( formally ITDT) requires that the contr~ctor provide certain tra1n1ng relited input. At the same time that newly procured equipment systems are accepted by the Army. For 

i 
i 



purposes of brevity, this progr~m is not discussed. If you would like to have further infonnation concerning Skill Performance Aids, ask a cours~ ffianager. 

PRACTICE EXERCISE 

Which of the following personnel would you select for a consensus group for 
the task: 

1. "Perfonn route reconnaissance ?" 

___ a. Representative frorn a developmental agency. 

b. Recent task performer. ---

2. A new maintenan,e procedurt for the XM-1 main battle tank? 

a. Subject matter expert. 

b. Current supervisor of a task performer. 

-·---------------------------------------------------------------------------
FEEDBACK 

1. b 2. a 



After the members of the group have been selected, a chairperson must be 

selected from among them. 

Apply the following rule in sele~ting a chairperson. 

Always select the senior individual (military grade or 

civilian equivalent) who 

t has previous experie:1ce 1n performing as a member of 

a consensus group/jury of experts. 

• is !!.2! an instructional technologist or represen­

tative from a developmental agency. 

PRACTICE EXERCISE 

You have been tasked with selecting members of a Consensus Group and a 

group chairperson to provide task analysis data concerning the task -

'' Process a Prisoner of War at a brigade forward 

collecting point" 

Select four group members and one chairperson from among the fo1 lowing 

a lternat1ves. 

1. LTC Jones. current MP Battalion Commander 

2. SFC Smith, Division MP Company Platoon SGT 

3. Mr. Doe , GS-11. project officer on the PW 
task force , DCD. 

Member Chairperson 



4. t1AJ Tumer, instructional techr.ologist 

5. SP4 Schwartz, member of a division MP 
Comp3~y until his reassignment twelve 
months ago. 

6. SGT Lynch, squad leader in a division MP 
Company 

FEEDBACK 

Member Chair 

1. (too far removed from immediate level of supervision) --
2. X (second level supervisor) -- ----
3. X X (subject matter upert; senior member within above -- -- cr1teri a) 
4. --- --
5. (more than 6 months out of the job) 
6. X (first level superv1 sor) --



PREPARING A L~TTER OF INSTRUCTION (LOI) 

Before the consensus group meets,it is necessary to prepare an LOI concern­
ing the operation of the group. The LOI mus t contain ~ta minim1111 the 
fol lo~ing: 

1 . Names of group members. 

2. Name of the chairp~rson. 

3. Title of each task to be reviewed by the consensus group. 
4. Skill Level(s) or officer grade(s) at which each task fs performed. 
5. Job(s) or duty position(s) in which each task is perfonned. 
6. Suspense d~te. 

7. A list of resource publications available. 

8. Purpose of the group. ( More detailed infonnation will be presented 
in the next section.) 

The LOI should be addressed to the consensus group chafrpersor. and copies 
fumfshed to each group member. 

On the following page is an example of a typical LOI. 



PRACTICE EXERCISE 

Read the following LOI and id~ntify those areis that have been omitted. 
TO: Chairperson Consensus Group 
Letter of Instruction 

Subject: Operation of the Consensus Group. 
1. Group members: 

lLT Jones 

SFC Martin 

SSG Rock 

Mr. Putz (GS-11, Educ. Technologist) 
W02 Kawarski 

2. Chair: W02 Kawarski. 

3. Task Title: Calibrate the MX-1 Blood-Gas Analyzer 

4. Suspense Date: 1 Dec 1978. 

5. Resources/Publications Available: Operator Manual for CX-1 Blood-Gas 
Analyzer (civilian model); factory speciftcattons sheet for the MX-1. 

6. The consensus group ts to review the calibration procedure outlined 1n 
the civ111an manual for the CX-1 and determine tf the procejure ts 
appropriate for the MX-1 (military model). If the procedure ts different, 
the group ts to arrive at a consensus of how to change the CX-1 procedure 
so that tt can be used with the MX-1. 



FEEDBACK 

The LOI omitted the following: 

• Sk111 Level(s) or officer grade(s) at which the task is performed. 
• Job(s) or duty position(s) i~ which the task is performed. 



PURPOSE OF THE CONSENSUS GROUP 

As promised, we will now tell you the purposes for using a consensus 
group. Mos groups work best when they are giver. data and asked to reach 
some group decision, rather than being directed to create new information. 
For example, a gr"(')up might be given data about the performance tontent of 
a task and asked to reach a consensus about the order in which the steps 
are performed. Thi$ would be more appropriate than asking the group to 
analyze a task and document the performance content. The latter approach 
can be used, although in m~st instances it is not as efficient as other task analysis methods. 

Here are some more ways in which a consensus group can be used 

1. Present the group with a flowchart showing how a tas~ is performed. 
Ask the group to .review the flo~chart, making any necessary corrections 
based on a consensus. 

2. Present the group with tasks in which the various steps have been 
·documented. Ask the group to review the steps, deleting and adding the 
steps necessary for correct task performance. 

3. Present the group with interview and observation data (a vid~o tape 
of interviewer anct job performer woulJ be excellent) and ask them to reach 
a consensus on the steps necessary to perform the task . 

/ oO 



PRACTICE EXERCISE 

Here is a sample plan for a consensus group. Identify those areas which 

have been omitted. 

cmlSENSUS GROUP PLAN 

l. Selection of group mern~ers. The tasks being analyzed concern an 

Air Defense weapon system which is currently in the final stages of develop­

ment. Because these tasks ar! new, the fo 1 lowing group members a11-e 

neede<S: 

NOTE: There are maintenance tasks for a weapon system 
similar to a currently existing REDEYE Sy~tem. 

1 - Instructional Technologist. 

2 - :urrent REOEYE Operators. 

1 - Recent supervisor. 

1 - Representative of the developmental agency. 

2. Selection of Chairperson: Select the person with the most rank. 

3. LUI to the Chairperson. 

Group Members: 

Mr. Smith (GS-12 . Inst. Technologist) 

Dr. Brown (Tech Rep) 

SFC Brookes 

PFC Hanson 

PFC Richardson 

- -- ____ ..._ ___ _ 



Chairperson: Mr. Smith. 

T~SK TITLES: Perform pre-operation checks on the 8-2 missile launcher. 
Calculate firing data for the B-2 missile guiaance sy~,tem. 
Skill Levels: ·, and 2. 

Suspense date: 15 Jan 79. 

--•-------~-••••-••••••-v••••••••••••••••-••••-••••••••••••••••••••••••••••• 
FEEDBACK 

1. The chairperson should be the recent supervisor (~FC Brookes). 
2. The LOI does not state the job(s) or duty position(s) in which eac~ 
task is performed. 

3. The LOI does not state the purpose of the consensus group. 

If you have any questions about planning for a consensus group, discuss 
them with a colleague or course manager. If not, you are ready for the 
criterion test. 
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DESCRIBE CONSENSUS GROUP ACTIONS 

OBJECTIVE: 

Given situations which may oc t ur during the conduct of a consensus 
group, state, in writing,whether the actions described are appropriate 
to the proper -co~duct ofa- consensus group. 

CRITERION TEST: 

In the left column is a series of situations that might occur in the 
conduct of a consensus group. For each situation, determf ~e whether 
it fs appropriate to the cQr,duct of a task analysis by consensus group. 
If it is not uppropriate, write what the correct action should be. 

SITUATION 

l. A consensus group :ias been formed 

to ~nalyze the critical tasks of 

ski 11 level l of MOS XYZ. The 

group f s made up of two E-8' s, 

one 0~;3, and two civilian 

technologists. 

2. etc. 

------ - --

YOUR RESPONSE 

l. 

2. 



CONSENSUS GROUPS · 

INTRODUCTION 

Consensus is .a method in which a group of personnel are brought together 
to analyze the duties and tasks that make up an MOS. The consensus 
approach can be a valuable analysis tool when used properly . This 
module discusses when to use the ccnsensus method, ho~ to form a 

consensus group, how to use a consensus group, and the advantages and 
disadvantages of the consensus method. 

WHEN TO BEST USE THE CONSENSUS METHOD 

The consensus me t hod seems to work best when the group is given existi ng 
datij and asked to make decisions on job and task requiremP.nts. 

The consensus method is best used under the following conditions: 
1 When tasks for a new job must be analyzed. 

• When there is a difference in the way job holders do things. 
• When the set of skills to be learned by entry-level job holders 

is very large and must be prioritized for train i ng. 

• When there are critical behaviors whi h cannot be observed j1rectly 
(supervisory behaviors). 

• When observation is unsafe, impr~ctical, or would probably color 
the situation. 

• When a supplement to individual and observation interviews is , . 
desired. 

Jo'/ 

-------



hOW TO FORM A CONSENSUS GROUP 

Consensus group members should be personnel selected for their ex­

perience, expertise, and knowledge of the job. ld&ally, at least one 

member of the group should be trained in educ~tional technology and 

experienced in the area of job and task analysis. The group as a 

whole must provid~ a balanced view of the job and tasks under ana lysis. 

The group shoulJ be structured so that a realistic view of job require-

ments and task re uirements emerge. At all costs, avoid any consensus 

which consists solely of a un ique view of the task . This can occur 

if on ly supervisors or master performers ma~e up a group. 

All this sounds great, but who &re these people and where do we 

find them? Let us start with the job exrerts. 

What makes an individual a candidate to participate in a consensus 

grnup? Well, it isn't length of time in the Army or length of time 

working in a job and task analysis shop. Actually, a combination of 

factors make a person a job expert . The members of a consensus group 

should be people with direct job experience as current or recent job 

holders and people who have supervised the job being analyzed. Thi s 

means that for purposes of forming the group an E-2 or E-3 job incumbent 

may be as much of an e~pert as an E-7 who once held the job or who now 

supervises the job. The f-2 can describe how he/she does the job and the E7 

can describe the job through the eyes of the master performer as well as the eyes 

of a supervisor. All members must be initially appraised of the fact 

that all have eGual vote. Rank should not be used to persuade or coerce 

a decision. Group consensus can balance conflicting views and orrive at 

a mutua 1 deci s i 011 . 

----------



When forming a consensus group avoid selecting people who have job 
experience, but work in positions away from the job or tasks under 
analysis. Select people who are job incumbents or supP.rvisors of job 
incumbents. This may mean finding active units near your analysis shop. 
It may require some TOY trips to get to the consensus grLup or to 
bring the group to you. The need for such trips should be identified 
early in the job and task analysis planning stages, so that funds 
can be budgeted for the necessary trips. 

If you have any questiQns, discuss them with a course manager. If 
not, go on to the criterion test. 
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PARTICIPATE IN A CONSENSUS GROUP

OBJECTIVE: Participate in a consensus group.

CRITERION TEST:

You are to serve as a member of a consensus group consisting of four to six 

members. The group must reach a consensus on a task similar to the 

following:

SAMPLE:

TOP PROBLEMS INDIVIDUAL WORKSHEET

In 197i, a ix>II was taken among a random sample of fifty leading persons in the 
United S'.ates who were included in the International fearhook and Statesmen * Whoa 
\l7io. (These publications list leading scientists, statesmen, jurists, business eaecutiv«s,> 
publishers, and leaders in other fields.) Each leader was asked to choose the five most 
urgent pioblems f'^'ing the nation and then to rank them in order of importance.

Below is a list of the top thirteen problems facing the United States according to that 
poll. Your task is to rank these problems in the same order of importance as the sample of 
fifty leading persons did. Write the number 1 by the problem that you think was ranked 
as the most important; placo the number 2 by the second most important problem, and so 
on through the number 13. which is your estimate of what was considered to be the item 
ranked as the least important of the problems.

______  Low productivity standards
______  Pollution of air and water
______  Overpopulation
______  Unemployment
___ Drug addiction

■ Disease and poor health conditions
______ Labor-marugement Oisputes

Crime and lack of respect for law 
_____ Racial tensioiw 
_____ Government reform
______  Inadequate housing
______ Infiatioo
_____ Low educational staiMlards



TOP PROBLEMS GROUP WORKSHEET

This Is an exercise in group decision-making. Your group is to employ the method of 
£rotip corv.mfus in reaching its decision. This means that the estimate of the ranking for 
each of the thirteen prohlcms facing the United States must l>e agreed upon by each 
group memfser licforc it isceomes a part of the group decision. Not every ranking will 
meet with everyone’s (iPOmlrir approval. Try. as a group, to make each ranking one with 
which cl! group inemlicrs can at least pprtkt/ft/ agree. Some guides to use in reaching con­
sensus are:

1. Avoid orguing for yeur own individual judgments. Approach the task on the basis 
oflogiL.

2. Avoid changing your mind only to reach agreement and to avoid conflict. Sup­
port solutions with which you are able to agree somewhat.

3. Avoid "connict-rediicing" techniques such as majority vote, averaging, or trading 
in reaching your cLx:ision.

4. View diifeiences of opinion as a help rather than a hindrance in decision-iraking.

J

Low productivity standards 
Pollution of air and water 
Overpopulation 
Unemployment

— Drug addiction

_ Disease and poor health conditions
— Lalx>r-managemcnl disputes
— Crime and lack of.respect for law 
_ Racial tensions

— Government reform
— Inadequate housing
— Inflation

— Low educational standaixk



The group consensus-seekinq tasks used in this module have been reproduced 
·1rorn A Har.dbook of Structured Experiences for Human Relations Train.i!!.[, 

Volumes I-VI, J. William Pfeiffer and John E. Jones, Editors, LaJolla, 

Cal_if; University Associates, Inc., 1977. 

As a group member you are not to engage in any "horse trading," majority 
rule voting," or "averaging. 11 The: session should last no longer than 

'"so minutes. 

OPTIONAL RESOURCES: 

Synergy and Consensus 
Seeking Paper Read Al 1 



INTRODUCTION 

At the start of this course.the Senior Course Manager randomly assigned 
participants to groups of four to six members. As a group eyou have been 
asked to schedule a time when everyone is available to complete the 
group consensus-seeking task. 

Performing as a member of a consensus group is a skill which can not be 
acquired in isolation. Unlike other modules in this ~ourse, the 
consensus group relies on the interaction of group members. You must 
experience this relationship in a controlled environment where group 
performance can be evaluated and feedback provided to indivi duals. 

We will not tell you how to react to situations which occur in a group 
setting. Certain assumptions were made about your target population such 
as previous group experience for example, participation in briefings, 
study groups, task forces, juries of experts, etc. 

The group exercise builds on these experiences and helps you to compare 
group decision-making to individual decision-making while acquiring 
effective consensus-3eeking behaviors. 

If you must have additional information about the underlying dynamics 
of group consensus-seeking, ask a course manager to suggest additional 
resource material. An optional resource is listed at the beginning 
of this module. 

,,o 



INDIVIDUAL INSTRUCTIONS FOR THE CONSENSUS-SEEKING TASK 

Please read the following prior to meeting with your group. 

NORC: OCCUPATIONAL-PRESTIGE-RANKING TASK 

Goalss 

I. To compare the results of indivi d al decision-making with 

the results of group decision-making. 

II. To teach effective consensus-seeking behaviors in task groups. 

Group Sizes 

AlJout five participants. 

Time Required1 

Approximately 30 minutes. 



Materials: 

I. Pencils. 

II. A copy of the NORC: Occupational-Prestige Ranking Worksheet for 
each participant. 

III. A copy of the NORC: Occupational-Prestige-Ranking Worksheet 
tor each group. 

Physical Setting: 

Process: 

P1rticipants should be seated around a square or round table 
during the group task phase. 

I. Fill out the NORC: Occupational-Prestige-Ranking Worksheet, 
located on page 8, prior to· the group meeting. 

II. Then groups are fonned. One copy of the Occupational­
~restigP.-Ranking Worksheet is given to each group and a 
member is designated to record group consensus OR this sheet. 
Individuals are instructed~ to change any answers. Three 
ground rules apply fn this phase: 

1. No averaging. 

2. No "majority-rule" voting 
3. No "horse-trading. 11 

III. After about thirty minutes of group work, the course manager 
wi 11 explain the 11 correct 11 ;•anking. This ranking 1s based 
on a poll of 50 leading persons and can serve as a 
cor11parfson to the g,·oup' s work. 



,,,. 

• 

• 

IV. When the group session is c011~leted, obtain a copy of 
the Self-Evaluation and answer the questions 1n the 
Gr-oup Process 0bHrvat1on Guide which apply to your 
group. Turn this in to a course manager for sign-off . 

V. If you havt any questions, see a course manager before 
you begin. 



NORC: OCCUPATIONAL-PRESTIGE-RANKiNG WORKSHEET

Instructions: Rank (he following occupations according to the prestige attached to them 
in the United States. Place the nutnl>er 1 in front of the ■'ccupation you believe most 
people would think most prestigious. Rank-order the remaining occupations 
through 15. the least prestigious.

u
Author of novels 
Newspaper columnist 
Policeman

_ Banker
_ U.S. Supreme Court justice
_ Lawyer
__ Undertaker
__ State governor
__ Sociologist

_ Scientist

_ Public school teachei
_ Dentist

_ P-ychologist
_ College professor
_ Physician

Instructions: After each individual has ranked his/her list, t.he group

reaches a consensus on the rank order of each occupation.

Remember the ground rules:

• No horse trading.

• No “majority-rule" voting.

• No averaging.



SELF-EVALUATI~ OF THE C~SENSUS GROU~ 

One means of acquiring and sharpening consensus ~roup skills is to 
record your own observations an~ analyze what happened in your group. 
Learning to observe and recognize the things that inf1~ence a group's 
ability to perform a consansus-seeking task will in~rease your aw~rene~s 
of your own behaviors and contributions to a group. 

C~ ·,ENT VS. PROCESS 

When you observe and listen to what is being talked about ·;n a group, 
you are focusing on the content. When you observe how the group is 
handling conwnunicat.ions (who talks t1e 1:10st, the least, who talks to 
wMom, who leads, etc),you are focusing on the ~roup process. 

Each observation is i~portant but for different ~easons. When you 
return to your job and use a consens~s group, you will be extremely 
interested in the c~ntent since this will rrovide important information 
on the pe1'formance content of tasks. 

Right now,you are learning about how groups work and how you can become 
a competent consensu; group member. For these reasons.you must now be 
concerned more with group process. 



~e arc goin~ to pr~vide you with• Group Process Obser~at ion u~1de or 
in short, a way of finding out how your group handled conmunications. 
These are five areas in which yov may provide your respon~es. You n~ed 
not answer every question in each section. If a question d~es not apply, 
leave it blank. Keep your ~nswers short and to the point (or.e or two 
short sentence~ will do). Do your evaluation separately from other 
group members. Avoid sharing answers or corr.ir~nts. 

l· 
Once you have finished your evaluation form, ha,ld ,t to the co:.irse 

,nanager who is eva1uati:lg your group. He will review your form and provide 
appropriate feedback. 



GROUP PRuCESS OBSERVATION GUIDl 

Direction~ for use: Answer only those questicns which apply to your group. 

I PARTI CI PATI ON 

II 

A. Who talked the mo~t? 

8. Did everyone have opportunities to participate? 

C. Were some memb~rs excluded? 

ti. Was an effort made to draw members out of the discussions? 

E. Did a few peop~e dominate? 

F. Did the non-talkers appear to b~ listening? 

G. Were there efforts to draw members into the discussions? 

LEADERSHIP 

A. Was a lead~r assigned? 

B. 01 d a leader emerge? 

C. Was leadership shared? 

D. Who att.empted to structure the group? 

E. Who dominated the group? 

I I I ROLES 

A. Who ir.~tiated 1de·as for solutions? 

B. Were ideas ar.d solutions supported and by whom? 

C. Did anyone block other members ideas or sol~tions? 

D. Who helped :,ush for decis'ions:' 

E. Who gave sup~ort and encouragement through words or gestures? 



IV CECISION MAKING 

A. Did the group get a lot of ideas suggested before beginning 
to decide or did it begin deciding on on1y a single idea7 

B. Did everyone agree to the detisions 111c1de? 
C. Who helped influence decisions of others? 

V COMMUNICATION 

A. Did people feel free to talk? 

B. Wa~ there any interrupting or cutting people off? 
C. Did people listen to others? 

D. Was there clarification of points made? 
E. Was there any attempt to hold t~gether various ideas? 
F. Did people openly confront one another and give honest feedback? 
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RECORD JOB AND TASK ANALYSIS DATA 

OBJECTIVE: 

Given a task selected for training and all relevant data collected 
in the job and tasK anaiysis, fill o~t a TRADOC Form 550, Job and 
Task Analysis Worksheet for the task. 
CRITERION TEST: 

Using a task for which your school is proponent and for which job and 
task analysis data has been collected, fill out a TRAOOC Fo:"111 550, 
Job and Task Analylis Worksheet for the task. All applicable blocks 
of the form must be completed. 



INTRODUCTI ~ 

You have now successfu1ly completed instruction in several skills 
required of a job and task ana lyst and are ready to bring it all 
together. On the following pages you will find a filled out TRADOC 
Form 550, Job and Task Analysis Worksheet. Thi s form provides a 
co~venient place to document all of the data collected in a typical 
anllysis effort for one task. The worksheet is attached to the 
end of this module. 

On the following pages is a filled out sample Job dnd Task A~alysis 
* Worksheet. After each section is a brief explanation of the entry. 

If you need additional information consult with a colleague or 
course manager. 

When completing these forms, you should keep in mind that the job you 
are analyzing {in which many tasks exist) is part of a specialty/CMF. 
To insure you file the tasks properly under the job(s)/specialty(ies) 
which include this task annotate/record the CMF/specialty number along 
with the job title in block lE. 

*In some instanc!s the data on this form were created by TOJ- 0~A staff for training purpoc;e s. The proponent schr)O , 1 • ., ot rp ·, pow; i h 1 e for errors thdt may have occurrPd in this traini ng materia l . 
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JOB AND TASK AN 
1. T .. ~ 0ete : • • 

• . T,,le: ~ ~~,1 .Jise.. n1.;A:'tt~~~~ oF Guider./ JJli?Sde_ 
~m Tritiwpet: ;n 7t0 <Redf!lfe l . 

I. Nu•kr: ------------------
C. c..,4;,;.,. , -S:.·m""1.o/td jht>f Cttttdl lr'rnfs 

--------·-------------0. , ....... ,4 , _J.AW___I}tl_ g- t,,..:>o- H-~'""-f...__-__ 3_.c/ _____ _ 

E. ·Je1, Titl• : SfmE~ icCt:f. J11QS. ;1.~'{13,L. 
F. Sup•r,iH,y Jolt' 

v' 
(YH) , .... , 

G. Sup.ni1 ion R•~uimf to r .,1.,.., thi1 TnU (Yea) or.; 
c-•11 

H. ARTEP 0•ri,.t i••? (Y .. ) 
V' 

(He) c-....... 
I. SOT Cundi4oi.? (Yn) 

V' 
(He) 

c-•• 
• J. MOS Cond,"-te? 

v 
(YH) (Ne) c-.. ,. 

V' usA-mmcs .... 11.. ,_..,, Te1P ,~ .. , IH•) ... ..,.., .. , 
, Sher•d Tos~' (Y,.,) 1.roi Propon .. , 

lA. Enter the name of the task. 

1B. Enter the task number. 

lC. Enter a description of the job conditions. Attach additional sheets if necessary. 

1D. Enter a description of the job standards. Attach additional sheets if necessary . 

lE. Enter the name of the duty position in which the task is performed. 

lF. Is this duty position a supervisor job? Dt>es a soldier in this duty position supervise subordinates? 
lG. Does the soldier require supervision to perform this task? 
lH. Was this task derived from an ARTE~? Note the ARTEP. 

p,I 



11. Is this task a candidate for inclusion in a future SQT? 
lJ. Is th1s task a candidate for inclusion in a future MOS? 
lK. Is this a c0111110n task? Note the proponent school. 
ll. Is this a shared task? Note the proponent school. 

-----



2. Tu• U111• : 

y,., ,.,,; .. c-, ..... , 
: .1 • . 111 ... , •• , .... ,.., ... , 

::J MG 

:.) ··-·· 
:J C. Wiliaetl••• 

c--•• ----

2. Indicate if the task is performed by A. Active Component; 
B. Reserve Component (NG or Reserve); or C. If it is 
part of mobilization. Add any co11111ents where necessary. 



I l . T,P1 Anolr>•• · . N,,. 1:f R•• i•••• 

1 
11 ~ .. i , i• •· wi.,~ //J_rt:;;_-'1Nlt>'§d~ rEu/s/dn 

4. AJ., rn 0011 · 

4 . 01t1 ln i1iot1d /2 /'~~___zt ______ _ 
B. c..,.1.,;.,, o.,, __________ _ 
C. Anal,11'1 Nom, __/2(. C If(/~ f 

• "•·~ -M!P i'_::;c__..:...._;;_..r.....laui __ o1-, •. --~--·2--.z~a~r-­°'''• f,lr S,n:~ol M;5Jc • Tl> - Q Tel,,J,.,n, "'•"'b" _______ _ 
o. ,., .. ,.~ .. , c .. ,,; • .,, ,.,,,..,,.,. ______ _ 

3. Indicate if this is a new or revised analysis. Indicate the rationale if it is a revised analysis. 

4. Administrative Data should includ~ the date the analysis project was started; d,tt,completed; analyst's name; rank or grade; specialty ff military; office file symbo 1 ; telephone number; and indicate if it was necessary to coordinate with another service school. 



S. '-'"' '>ete / f iel4 t'uAeck: 

A. AOS,. 0.11 l11•Hl• J \v~itte4 ,. 11000 -------~-------­aooo C-4ioeli911 (..,.....,11 -----------------

L'91o 11,,.,1 lhroi,o4 _________ _ 
• • fieW/ 1 .. Hewae. CN14l.111i ... c-11111 "ir+/«, ;f'(,/ /1,rq, Zl,; A ctr ~e✓ ~t4t 24'.: -----------------

• ---- - ------------------
SA. list date task list was submitted to r,oco for use in an AOSP survey. Add any necessary comment~ . 
SB. List date most recent field or in-house survey was completed. Add any necossary eo11111ents. 
SC . List any conrnents or feedback received abvut either AOSP or in-house surveys. 

6. ll1f .. e11CH : 

-::::::::::::::::::::::::::.::::::.---------

6A. List all ref~r~nces used in the an~lysi~ project. 
68. Annotate those references require~ to perform the task . 



7. J,1, .A ,4 J; , ,o·"""d•~' tYt> I (No) V-
Co:nmtnn ___ _ 

8 . S,tr Self't tton 8oer4: 

( . Fi,. ul R~co"'l'nit'ndi;,t i1111 : 

:- 1 Jel, 

:::J Jel, 

7 Jel, 

:11"',.,,,, .. ,... CJ u ........ 
11' ,, .. ,.,.,. j.,_ : J u"•ne•11 
-~ , • .,;,. ,1 ... ,,. .... -=--:-===:===: 

7. Indicate if a job aid is recommended for this task. 
8A. Annotate any potential hazards that may occur in training the task. 

8B . Annotate any hazards that are known to exist on-the-job and that may interfere with performance of the task. 
9. List any safety certificates necessary before a job incumbent can perform the task. Include certifying authority. 

llA. Recommendation of the analyst. 

11B. Reco1T111endation of the site selection board . 
llC. Final site at which task is to be trained . 

..,. 



·-. -----·----

12. List all equipment the soldier must have to perform the task. 

I ) t., T ~ (A h 44,t ..,.11hHt, ii r•qu, ,.4). IJ . f•obl,•g S~,11, o•d K•••'•~;u R,q. ir•d \f••ctio•ol • Sp•co •• 11 ttec 1 ' 

A. luoli•• Eotr1 L .. ol : 

-rz-o .. ---,,-
S•~l•I~• ;,,i_. , ,.,,: 
IJfr-.,. 1J. ,: i 1iu:I• 

I. Skill H11rerch1: "i•-ft,t, f rai-,i~ 
.S..t ,,_,,, (11.fJ-,,.) . 

I 
I 

t 
I 

1,..l), I ~Oi. I t.O, I U>'< I 
i,o&1 hi ,3J.nt p.,{-.. r,.,.,..., Tre11C.k 1,l.oc,f f\...fv,.,,. Tr-...w ... 

t'i3A -1\ t,. 1 Cud~ ,....J "f (lA j" Cl-ltd( ... J ~ff!-•" 
~''"'. 1l4flft''f ~o,.J .... u .,..., TnLit1~V l'r«eJ11••s 
lN'lt'''" ""it'- <;wirs 4,,,1iH 6K"TS 

I 
I 

·t 

13 . list all enabiing skills and knowledges required to 
perfonn the task. Include a. skill hierarchy of the task. 



,-
1 

l• . Tuli S.ltc ti•• 0.t• (f.11 •• .. 1, tloeH 01eol): 

(I) , ..... , ........ ;., 13 "'lo 
a, T i1t11 ~•••••" T ,.,,.i,.t ~"4 !e'• ,, 

... rt-.... 3· fl. {!!M~ 

Ill f, • .,.,,, •• Porf•-•ce ~­

<•I '!i•• s,.., P,, •• ,.,;., T •-" __.,5..__ 
(~ . , ..... ~ ....... , 100,.q .. , ..... , ......... 

SrriQuf. {S-) 
(6) , .. ~~ilitr of loodoqll(llo .. .,, •• ,. .. 

J.ow ('7) 
(n Tuli Dolor Tolorooco J..DW {7) 
!1> Tesi. 0.11;,.1t, ~t;-1 Etts¥ 1.IJ_ 

C. Dlf De1e: 

f. °"'"' 

TltADOC ;:~ S50 ,aotOuSIDITIOII IIAY II IIHD UNTIL UNAUITID 

14. En ter the data accoordin3 to the model(s) used. 

15. A~notate any data for which a space is not available. 

I; V 

,, 



l t P • . ,, ,:,,' " ' " E1t·iooll Srtp• · (Oios••"'' · ,I ........ I 
rt<;mtd, shoald ~• on•c~od , •• ap,l1<o~ lr) , 

{. iy/1 s7 s4Ut1 _'PowE-A.(&tffl'S) 

,2· Jr,1pe1,l 1/ar°!?f'I<. 

5 c-/!,; c /c c: 11<:!<yef,I" J Alt); 5£' 

{ J,-15/-;;(,l /4.hiufl2 ITAi 6 ll1Tf . 

.f ;J,,fvqt1 !fi1i'l1, ckJ( 
/,vcedurf . 

::-. :dt.'(kly /11«/I 
"7 I • ,,. /, /'I 
!· it' t'/1 T-r ~/iU. I' 

r. l.1 i)a/12. i;:a II I • 
" , /' -(" 1)/ ,/ 

' ' f~'1-..;,; I( l}'l / f()( a fl? Cf,..R (,I~ 

,"~ r, 1 :•i f (/ l' ,.'i 
, , -..,,~ ~:.( / \ t'. . 

,':/ /'ttlb? .1/Jvht t}/P 
/1 1'.' f 

'/- j/; :.>it }{ I :-~ill! ( r ·hcti/tM 

i6. L;st all steps or elements requ;red to perform the 
task on the job. 



17. c ... , 

{~ 1LU£.t toy 

V!II A--i' y\ -le. WZ.,t,,((.( 

r 
J. A-~ )itPctJ. by 
5 v.,(NR.u i ~ar-:_ . 

I 

17. List all initiatir1g cues for the task . 

;,:~:+..; skp 
(01Ad i't/O'l-\s 

18. List all job c.;onditions for the task. 

19. Standards: 

TAW 
, rn <:r- t 9 ?tr y2t • 3 r 
C ~f leR. '-fl ro--e.. <t-5 

19. List all job standards for the task. 



10. s,11 11 1 Kn; •. :~..:
1

~ ~ · 

1- l e--c:/4 1it/jtt.~~::....'. 
-, I ~' ,, • 2-..1nw,,r:_-~-.- u,J .. · -.. · . /'\,,,.:..,....._ , u_ , , (..,- J 

' 'J. 1 1 - e -/ e< I- c·":-, ., ;·u :..,"5 ~1 · / • · ' . 

I . • 1- /(,1c-w s1~"': 1 ... ,. 

Ofh<irhcn 
(. ;Q ~~/• / / ;:);::ff/,: :.,~(.15, _, I C'.l , < I • f I 

(?'1,.r.1:f.,·t ,//c,i :,}NC: 

k 1i117 - . 

20. List all skills and knowledges as they relate to the steps or elements of the task. 



If you have any questions about how to fill out a Job and Task 
Analysis Worksheet, refer to the appropriate chapter of TRADOC 
Pamphlet 351-4, Job and Task Analysis Handbook, or consult with 
a colleague or course manager. 

If you have no questions, go to the criterion test. 
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MODULE 

V-12 

CF-1 

CG-11 

CG-12 

CG-1 

TA-1 

OP-1 

TASK ANALYSIS MODULES 

2 

TITLE 

Conduct Observ4t;on - Interview 
Develop Flowch~rts 

Identify Chr1tiating Cues 

Plan a Consensus Group 

Describe Consensus Group Actions 

Participate in a Consensus Group 
Record Task Analys i s 

Develop Stimulus - Respons! Tables ( Optional) 



SIGN-OFF 

( course Manager) 

1-12 

C~ITERION TEST 

CONDUCT OBSERVATION INTERVIEW 

Ask a course manager to provide you with a demonstrati on Jf a task 

being ~erformed (either on video tape or in person ) Use the observation 

interview method to perform a task analysis. As a min i mum your analysis 

must inc1ude: 

• Task statement (action observed). 

• Standards of performance .. 

• Condition of task performance. 

• Initiating cues. 

• E1ements or steps in the task. 

• Indication when the task i s completed. 

The interview portion must be conducted according to guidelines in tne 

Basic Interviewing Module V-111. 

The course manager must be in agreement with your analysis. 



IC-1 

CRITERION TEST 

IDENTIFY INITIATING CUES 

~IGN-OFF 

C COUkSE MANAGER) 

From the fellowing extracts, taken from resou rce documents. 
identify the initiatinQ cues for each listed task and label any obviously 
missing initiating c11es with a question mark. Place a chec~ {✓) beside any 
incomplete initiating cue. You may not make over two errors. 

EXTRACT #1 

TROUBLESHOOTING THE SHELTER ELECTRICAL EQUIPMENT 
Troublesn~oting the electrical equipment may be ac~omplished 
by referring to figure 4-6.., and performing continuity or 
voltage checks as required. When making voltage measurements , 
a readin~ of 22 to 26 vdc is considered normal. Readings lower 
than 22 vdc indicat e weak batteries in the vehirle. Before 
replacing or recharg ing the batteries, make sure tha t all 
connections ar~ clean and not corroded. 

TASK: Perform continuity or voltage checks on the shelter electrical 
equipment. 

INITIATING Cl£S: 

*NOT INCLUDED IN THIS EXTRACT 



TASK: Replace batteries 

INITIATING CUES: 

TASK: Recharge batteries 

INITIATING CUES: 

EXTRACT #2 

MAINTENANCE OF THE POWER CABLE 

Re ft. , to figure 4-7 for repair of the power cable. 

e~-------_:--' -< 

I. Connector 1-. (;able 

Fit11Tt 4· 7. Muinttnanct uf 11,e P<Jwtr cabt,. 

TASK: Rea~ir the power cable 

INITIATING CUES: 

3. Lug, terminal 

MIIH4 



EXTRACT #3 

TROUBLESHOOTING THE IR TRANSMITTER 
ThP.re are two indications of malfunctions in the IR transmitter. 

a. The OPERATING RANGE meter fails to read within the hand. If 
t: is occurs, replace the power supply/roodulator (para 2-12)*. If this 
fails to correct the malfunction, repldce the powe,, supply/roodulator battl!ry cable. 

b. The LAMP fil>D indicator fails to read ON while the OPERATING RANGE 
meter reads wit~in the band. If this indication occurs, replace the 
target source {para 2-12)*. If the in~ication persists after replacing 
the target source, then rep 1 ce the power sup;,ly/1nodulator. If thic; fails 
to correct the malfunction, replace the target so~rce cable. 

TASK: Replace the power supJ,ly/modulator 
INITIATING CUES: 

TASK: Replace the power supply/modulator battery cable 
INITIATING CUES: 

TASK: Replace target source 
IN!TIATING CUES: 

TASK: Replace the power supp1y/modulator 
INITIATING CUES: 

*NOT INCLUDED WITH THIS EXTRACT 

, 



TASK: Replace the target sou~ce cable 

INITIATING CUES: 



EXTRAtT 2 

TASK: Repair power cable. 

INITIATING CUE: None shown. 

EXTRACT 3 

TASK: Replace the power sur ;>ly/modulator. 

INITIATING CUE(S) : Operating range meter fails to read within the band. 

The lamp MOD indicator fails to read ON while the 

Operating Range meter reads within the band. After 
replacing the target source. 

TASK: Replace the power su~ply/modulator battery cable. 

INITIATING CUE(S): Replacement of the po~er supply modulator fails to 

correct malfunctions (i.e., Operating Range meter fails 
to ead within the band). 

TASK: Replace target so~rce. 

INii'IATING CUE!S): The lamp MOD indicator fails to read ON while the 

Operating R~nge meter reads within the band. 

; 

TASK: RP.place the target source c~ble. 

INirIATING CUE(S): Replac·?ment of the target source and the power supply/ 

modulator· does_ ~ot correct the malfunction (i.e . , lamp 

MOD indicttor fails to read ON while the Operating 
11ange meter reads within the band). 

'( 

, 

l 

, 

, 



SIGN-OFF 
( Course Manager ) 

DF-1 

CRITERION TEST 

DEVELOP FLOW CHARTS 

Use ti,e task Malysis data givtn below to develop a flow chart. The 
flow chart must show the following: 

1 Initiating Cue 

, Actions 

1 Decision Points 

• Tas~ Con.,letion 

(NOT~ : Yo~ ~Y develop a flow chart. using tasi analyji$ data frorn your 
propoMnt area. Get a course manager to approve your task.) 

TASK ANALYSIS DATA (SAMPLE)* 
TASK: Prepare incendiary hand grenades for remote ignition. 
CONDITIC..S: Given two (2) incendiary hand grenades and firing trains (electr;c 

or non-electric). 
STANDARD: 

ClES: 

ACTia.S: 

Within X> minutes. 

May be verbal comnand or phone call from the field. 
1. Obtain materials (two grenades, firing trains, tools). 
2. Check to see if grenades are modified grenades. 
3. If the grenadps are modified grenades, do this: 

a. Remove the fuse. 



b. Puncture vent holes. 

c. Rough the surfart of the final fire mixture. 

d.. Fi 11 the cavity with power 

e. If electric ignition is to be used: 

, Insert the electric squib 

, Tape the !)renades in place. 

f. If electric ignition is not to be used: 

• Insert non-@lectric asseooly 

• Tape the gr,e.nades in place. 

g. Task is finished whP.n soldier clears the area. 

4. If the grenades are not mod1f1ed grenades, do ti~is: 

a. If electric icnition is to bf) used: 

1 Raise safety 1 ever 

1 Insert electric cap 

1 Tape grenad~s in place. 

b. If el~ctric ignition is not to be used: 

, Tape grenades to ordnance . 

. , Attach pul 1 wire to safety pin. 

c. Task 1s finished when soldier clears the area. 

"'NOTE: The task 1nal1sis infonnaticn has been edited for purposes 
of presentation ·1n this nodul@. 



SIGN-Off 

C COURSE MANAGER ) 

OP-1 

CRITERION TEST 

DEVELOP STIMULUS RESPONSE TABLES 

Given a narrative desc~iption of the behaviors that occur during per­

fJrmance of a task, construct a paradigm that represents those 

behavior~ in the appropriate sequence. 

PERFORMANCE DESCRIPTION 
. 

l. Inspect the brake a~sembly. First, remove the brake drum dnd look 
at the various parts. If tr.ere are broken springs, replar.e them. If 
the brake linings are worn, cracked, or soaked with brake fluid, replace 
them. If the brake drum is scored, send it to the machine shop for 
turning. If everythirg is OK, notify your supervisor. 

2. Before yuu take the Criterion Test, you may want one more practice 
activity. If so, paradigm the following: 

When pressure cannot be maintained in the body assembly of the mechanical 
azimuth indicator rn a M551, place the periscope on the work bench. 
Then purge and charge the body assembly. Check the valve assembly for 
leaks. If there are leaks, repair the valve assembly. Check the rr.achine 
thread plug for leaks. Replace the machine thread plug and gasket if 
there are leaks. If not, replace the optical instrument wi ndow. 

10 



INSPECT MISSILE RACKS 

3. An inspfctor determines if tne missile racks on a TOW weapor.s system 
vehic1e are in a condition of r adiness to perform their mission satis­
factorily for 90 days with normal maintenance support. If all parts of 
the missile racks are complete and operational, the inspector writes 
11 GREEN 11 on the provid ::d Form 2404 . The inspector writes 11 AMBER 11 on the 
Fo ·,'lll 2404 if one or more latch or tie-down strap assemblies are damag~d, 
missing, or inoperative; if one or more cushion pads are damaged or 
missing; if a top rack assembly pin on either rack is damaged or missing; 
if one top rack assembly cannot be installed or removed; or if the top 
rack assembly is missing. The inspector writes 11 RED 11 on ;::orm 2404 if one 
latch assembly is missing, broken or inoperative or if the racks are 
damaged to the extent that les~ than three missiles can be stowed. 



• ' 

SIGN-OFF 

(course Manager) 

CG-11 

CRITERION TEST 

PLAN A CONSENSUS GROUP 

Write a plan for a consensus group. 

Select five or six tasks from your MOS or officer specialty (or an 
area you are competent 1n ). 

Using those tasks, prepare a written plan for a consensus group. The 

plan must address the following areas: 

• Selection of Ct>nsens~s Group Members 

• Selection of the Group Chairperson 

• A Letter-of-Instruction 



SIGN-OFF 

C COURSE MANAGE~) 

CG-12 

CRITERION TEST 

-------------------·------------DIRECTIONS: 

In the left column is a series of s ituations that might occur when conducting a task analysis by a consensus group. For each situation, decide whe~her 
it is appropriate to the conduct of a task analysis by consensus group. 
If it is not appropriate, write what the correct action should e. SITUATION 

1. A consensus group has been formed to analyze the critical tasks of Ski 11 Level 1 of MOS XYZ. The group is made up of two E-8, one 0-3, and two civilian technologists. 

2. You are asked to participate in a consensus group which is being formed to "create new data on task performance. 11 

3. A new MOS is scheduled for approval . When developing job descriptions, experts from an existing and similar MOS are formed into a consensus group. 

4. Your boss asks you to get a project officer for the formation of a consensus group. He tel lj you to se 1 ect II group from the academi c departments. 11 

5. The chair~erson of a consensus group turns to a member and says "Hey Jones, you have a good idea of what thes~ tasks are all about­what's your o~inion? 

YOUR RFSPONSF 



6. The chairperson of the consen­sus group says, 11 I want two of yo1., 
guys to conduct a group interview. 
When you get some data, come back and we 11 all vote on it." 

7. A consensu5 group i s formed 
to analyze data on supervisory tasks. 

I 8. You must sele<: '. tasks for 
training from a ~:dll level 
consisting o~ 193 tasks. Your 
boss asks your opinion on using 
a consensus group to select the tasks . 

9. A request for TOY funds to support the formation of a 
con!· ens us group is refosed 
because it is "to expensive"! 
Besides, those grnu~s in the 
field don't understand training. 

~O. You observe a consensus group 
in action. You note th~t the 
chairperson does not p~rticipate 
ve~y much, but only makes sunwnary 
statements and periodically pr€­
sents a new topic for analysis. 



SIGN-OFF 

(coURSE MANAGER ) 

CG-1 

CRITERION HST 

PARTICIPATE IN A CONSENSUS GROUP 

The cri terion test for this module is the consensus group activity 

contained in the module. Go to t.,e FEEDBACK sheet for further guidance. 

Chtck with a course manager if you have any question~. 



I 

SIGN-OFF 
TA-1 C COURSE MANAGER) 

CRITERION TEST 

RECORD JOB AND TASK ANALYSIS DATA 

Choose a task for which your school is proponent and for which job 

and task analysis data has been collected. This should be a task 

for which~ completed the jub and task analysis. Fill out a 

TRADOC form 550, Job and Task Analysis Worksheet for the t~sk. All 

applicable blocks of the form must be completed. Be prepared to justify 

any omission of data. 
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s;gn-Off -----
Course ~~anager 

V-12 

FEEDBACK 

CONDUCT OBSERVATION INTERVIEW 

NOTE TO PARTICIPANT: Be sure that your analysis includes the items 

1;sted on the Criterion Test. The course manager must agree with your 

analysis. 

NOTE TO COURSE MANAGER: Be $Ure that the participants' analysis 

includ~s at least the following: 

• Task statement (actions observed). 

• Standards of performance. 

• Condition of task performance. 

• Initiating cues. 

• Elements or steps in the task. 

• Indication when the task is completed. 

The interview portion must comply with the guidelines in the 

Basic Interviewing Module V-111. 



SIGN-OFF 

~rse Manager) 

IC-1 

FEEDBACK 

IDENTIFY INITIATING CUES 

The following initiating cues were ide~tified: 

EXTRACT 1 

TASK: Perform continuity or voltage checks on the shelter electrical 
equipment. 

INITIATING CUE(S): None indicated. 

TASK : Replace batterie~. 

Ih!TIATING CUE(S): Readings below 22 vdc. 

TASK: Recharge batteries. 

INITIATING CUE(S): Readings below 22 vdc. 



SIGN-OFF 

( Course Manager ) 

DF-1 

FEEDBACK 

DEVELOP FLOW CHARTS 

- - --·----- --- --- -- - ---
NOTE TO COURSE MANAGER: 

1. The participant may have developed a flow ch&rt on a task from his or 

her area of proponency. If so, ask the participant to explain the 

flow chart in detail. Be sure that no actions or decisions wre 01111 tted. 

As a 111n1na1, the flow chart 11111st include: 

• Initi1ting Cue 

, Actions 

, Decision Points 

• Task Coq,letion 

2. The participant may have elected to flow chart the task analysis 

data given on the Criterion Test Sheet. If so, the flow chart below 

~, presented as a guide. There h rw need for the participant's flow ~hart 

to 111tch exactly. The participant 111y have elected to show the steps 

and decisions differently than we did. However, it is important that 

ill actions and dech1ons appear in the flow chart. In addition, an 

in1tfat1ng cue and indication of when the task is coq,lete r.ust be on the 

flow chart. 



TASK: Prepare incendiary hand grenades for rewtc Initiition.
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OP-1 

FEE~ACK 

DEVELOP STIMULUS-RESPONSE TABLES 
(TO PARADIGM BEHAVIOR) 

SIGN-

COURSE MANAGER 

Check your work agairrst the attached diagram. Although your response 

need not match up word-for-word, it should be very close to our 

solution. 

If you have any problems check with a course manager. 



OP-1 

DEVELOP STIMULUS-RESPONSE TABLES 
' Ei..r-EVALUATION 

PERFORMANCE DESCRIPTION NO. 1 

1. ·----... ~" Brake Remove Assenmly Brake 
Drum 

s------.)R Brake Look at Drum Brake parts Off 

·-·--------------~ .. Broken Springs Replace springs ·--------... 
Worn brake linings 

s---------,.------,R Cracked brake linings Rep ace brake linf ngs ·---------Bra~e lining soaked with brake fluid 
·---------------.)fl Brake drum scored Send to machine shop 8 

~R Everything OK Notify supervisor 
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SIGN-OFF 

( Course Manager) 

CG-11 

FEE03ACK 

PLAN A CONSENSUS GROUP 

Your plan should address 111 the following areas: 

1. Who the group members will be {i.e., current or recent task performers, 

current or recent supervisors, instructional technologist, subject matter 

experts). 

2. Which of the group members will be the chairperson. 

3. An LOI which includes all the areas listed in the module. 

NOTE TO COURSE MANAGER: Should a participant present a plan which contains 

less than that listed above, you must suggest that they continue to work 

on the plan and correct any deficiencies. 



SAMPLE LOI 

TO: Chairperson Consensus Group 

Letter of Instruction 

SUBJECT: Operation of the Consensus Group 

l. Group membP.rs: 

lL T Futi: 
SFC Gomez 
SFC Reed 
SFC York 
Mr. Booker (instructio~al technologist GS-11) 

2. Chair: CPT Rocke 

3. Tasks to be reviewed: 

Prepare a Schedule X 
Implement a conrnand consultation program Conduct an intake interview 

4. MOS 91G. Skill Level 4. 

5. ~uty Position: NCOIC, Community Mental Health Clinic 
6. Suspense Date l ,June 1979. 

7. Resource publications: 91G SM/CM, POI, various civilian texts on interviewing, field feedback reports and regulations governing the schedule X. 

8. The group is to review the procedures outlined in the current SM/CM and the POI. Deterll"ine if those procedures are in fact correct and if not, r~commend necessary changes. Review the standards and condi tions outlined in the 91G SM and determine if they arc appropriate. If not, recommend any changes. 



SIGN-Off C COURSE ~'-NA_GE_R_) 

FEEDBACK 

Your answers should look approximately like those below. If there is a 

rliscrepancy between your answer and our answer, and you cannot resolve 

it, talk to one of your colleagues . If that does not sort t hings out, 

discuss it with the course manager. 

SITUATION 

1. A consensus group ha s been 
formed to analyze the critical 
tasks of Skill Level 1 of MOS XYZ. 
The group is made up of two E-8, 
one 0-3, and two civilian tech­
nologists. 

2. You are asked to participate 
in a consensus group which is 
being formed to "create new da 
on ta sk performance. 11 

3. A new MOS is scheduled for 
approval. When devel apirg job 
descriptions, experts from an 
existi ng and similar MOS are 
formed into a consensus group. 

4. Your boss asks you to get a 
project officer for the formation 
of a consensus group. He tells 
you to select "group from the 
academic departments. 11 

5. The chairperson of a consensus 
group turns to a member and says, 
"Hey Jones, you have a good idea 
of what these tasks are all about -
what's your opinion? 

YOUR RESPONSE 

1. There is no one from Skill 
Level l in the group. The group 
would be enhanced by adding one 
or more Skill Level l soldiers. 

2. Consens~s groups work best 
when ~iven er isting data to 
work witt.. 

3. This is OK. One productive 
way to use a consensus group is 
to analyze new jobs. 

4. The group may be biased if 
made up solely of "guys from 
academic departments." The group 
would be enhanced if balanced by 
members from the field and other 
directorates in the school. 

5. There is a r i sk of one person 
(Jones) dominating the group u The 
chairperson should strive for equal 
participation from all group members. 



6 The cha it-person of the consen­
sus group says, "I want two of you 
guys to conduct a group interview. 
When you ~et some data, come back 
and we'll all vote on it." 

7. A consensus group is formed 
to analyze data un supervisory 
tasks 

8. You must select tasks for 
training from a skill level con­
sisting of 193 tasks. Your boss 
asks yrur opinion on using a 
consensu~ group to select the 
tasks. 

9. A request for TDY funds to 
support the formation of a 
consensus group is refused 
because it is "to expensive"! 
Besides, those groups in the 
field don't understand training. 

10. You observe a consensus group 
in actfon. You note that the 
chairperson does not part icipate 
very much, but only makes summary 
statements and periodically pre­
sents a new topic for analysis. 

6. When conducting a proper group 
interview, job experts should plan 
carefully and assemble a group. 
Data should not be voted on , rather 
objective recording of data is 
desired. 

7. This is OK . This i s an example 
of how a consensus group can be 
used productively . 

8. This i s OK. A consensus group 
is a good way to pr ioritize tasks 
for training. 

9. Information from the field is 
probably needed to determine what 
job holders actually do. The ex­
pense of the TDY should b ~alanced 
against the consequences of produc ­
ing faculty analysis data. 

10. This is OK. The chairperson 
should keep t he group working 
smoothly. 

If you have any questions, check with a course manager. 



SIGN-OFF 

( Course Manager) 

CG-1 

FEEDBACK 

PARTICIPATE IN A CONSENSUS GROUP 

----------- ------------------ --FEEDBACK FOR SELF-EVALUATION 

NOTE TO COURSE MANAGER: You must obtain a copy of the Process Observation 
Guide from each group member. Prior to review of their observations, complete 
your own copy of the Process Observation Gui de from either your direct 
observation of the group session or from a viGeo tape for the session. 

Compare your observations to those of each group member. If you note any 
si~ificant differences, mention these in your evaluation feedback to 
individual group members. If necessary, review the video tape with the 
group member, pointing out how the Process Observation Guide should have 
been completed. 

Before signing off the module for the group, answer the foiiow i ng qut~ t ,on~ ; 

1) Did the group reach a consensus? If not, why? Should the group be 
required to meet again because of not reaching a consensus? 
2) Have you provided feedback to each group member individually? If not, 
you must do this before signing off on the modu1e. 



The group wi 11 be interested in the "right answer. 11 The key 
below presents a "book" solution. Remfod the group that this was 
an e· ~rcise in Process. The fact that the group reached consensus 
is the important point. It is not important if the group's list 
differs from the "book" solution. 

OCCUPATIONAL PRESTIGE KEY:* 
1. US Supreme Court Justic 9. Banker 
2. Phys ican 

10. Sociologist 
3. Scientist 

11. Publ ich School Teacher 4. State Governor 12. Author of Novels 
5. College Professor 13. Undertaker 
6. Lawyer 

14. Newspaper columnist 
7. Denti 5t 

15. Policer:ian 
8. Psychologist 

•e.,-i un Nalional Opinion Retrarch Centtr (NORC) ptt14ip IC.'Vfft from R . W. It .. ,: P . M . !l:~'4rl, 
and P. If . Row, "()l:cup,ilional Pre1Uge in lhe Uniied Stales: lfll5.198.1," h1 R. llndt1 and S. M. Lip•;f!t, tdilors, CIQt. Shdu, •rad ro-,, Mt'OIICI adili:ln (New York: 11w Fr• "-, 1968), pa(H llS--34. 



SIGN-OFF 

COURSE MANAGER) 

TA-1 

FEEDBACK 

RECORD JOB AND TASK ANALYSIS DATA 

- ----- ------~---·-- - --- ---
NOTE TO COURSE MANAGER: Check to ensure that appropriate data has 

been entered in each block of the fon]. The participa~t must be 

prepared to justify any omissions . 

i 
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MODULES 

ST-1111 

ST-111 

ST-11 

ST-12 

ST-13 

ST-14 

ST-1 

CRITICAL TASK 

SELECTION MODULES 

TIT~ 

COCAP 

8-Factor Model 

4-Factor Model 

Tra ining Emphasis Model 

Difficulty - Importance 
Frequency (DIF) Model 

Wartime/Peacetime Model 

Select Task for Training 



SELECT TASK FOR TRAINING 

INTRODUCTION 

The process of Selecting Tasks for Training is one of the liOSt important 

1ctivit1es an analyst takes part in. This process can only begin 

after e task inventory for an MOS or specialty has been developed. 

The process o~ selecting tasks for training must take plate because . 

any given f«)S or specialty will be made up of several hundred tasks 

and the Anny cannot consider training 111 the tasks for 111 MOS or 

specialties. To try to train 111 tasks would cost too much and would 

be too ~1rd to manage. Thet•efore, the task inventory must be cut down 

to those tasks wh1ch are most important for preparing a soldier for the job. 

-
Here's how the process of selecting tasks for training might look. Let 

Fig~re 1 be 111 the tasks on I task inventory. We know we cannot train 

all of t&ese tasks so we have to select tftsks for training. Figure 2 

shows the tasks selected for training. Note that the t~sk3 to be trained 

are I group of tasks chosen from the task inver.tory. 

A 

) 

Al 1 tasks on 
the inventory 

All tasks on 
the i nventor~r 

--+---+-- T~sks selected 
for training 

~gl ~g2 _ 
Although there is I clear cut need and a requt~•t to stlect 

tasks for trainfng, there 1s no stngle ciear cut process to follow when 

selecting tasks for training. Instead, selecting tasks for training results 

from decisions made after information has been collected on 111 tasks on 

_I 



the task inventory . Usually, the analyst (Oordinates the data collec~ion 
activities for the service school. After t~e task data has been collected 
the analyst reviews and analyzes it . The analyst may be asked to 
make I cut at selecting tasks for training. At sonie point, tl'ie analyst 
will pass all the task data forward to the task sele~tfon board. The task 
selection b~ard makes the fin&l selection of tasks for training. This set of 
modules presents a number of strategie:; that have been used to sele'tf- tasks 
for tr~ ' ning. These strategies l'llay be used sepdrately ~ ui.:t are 111u!;h stronger 
when used in Lomb1nation with one another. 

MODULE 

ST-111 

ST-112 

ST-113 

ST-114 

ST-115 

ST-116 

ST-1 

JI T...E 

8-Factor Model for Selecting Tasks for Training 

4-Factor Model for Selecting Tasks for Training 

Training Emphasis Maciel for Selecting Tasks for Trainir.g 

CODAP Model for Selecting Tasks for Training 

DIF Model for Selecting Tasks for Traini,g 
Wartime/Peacetime Model 

SelPct Task~ for Tra~ning 

As mentioned above, use of a cumbination of thde st rate~i~s is enrouraged. 
There 1s no "best '' solution for 311 Army specialists. TRADOC Pamphlet 351-4, 
Job and Task Analysis Handbook, suggest~ the use of a task selection process 
which combines four separate strategies: 

4 



o Training Emph~sh Model 

o CODAP Mode 1 

o DIF l4odel 

o Wartime/peacetime model 

This combination of strategies fs explained in module ST-1 (Select Tasks 
for Train1"q}. After you have m&stered the modules on strategies for 
collecting data on tasks, you will develop your own plan for selecting tasks 
for training. You will use your plan to practice sel2cting tasks for training 
(Module ST-1} . 

SUMMARY 

The Army cannot afford to train soldiers for every task which they may have t~ 
perform. More importantly, the Army cannot afford to field soldiers who are 
not trained in the essential tasks they must master to be prepared for their 
job. Therefore, the tasks selected for training must be the most critical 
tasks a soldier 111.1st master to become an expert on his/her job. The basis for 
this ~cfsion must be the best and most complete data available to the 
analysts and training development managers. 

Remember, when selecting tasks for training, they are made based on infomation 
collected by analysts and the best judgment of the training managers. 



SIGN-OFi-

C COURSE MANAGER ) 
ST-1.111 

CODAP 

OBJECTIVE: 

Given data on CODAP do the following: 

1. Talk about advantages and disadvantages of CODAP as a data source for selecting tasks for training !without references). 
2. Specify the appropriateness of CODAP to your subject area {without references). 

3. Us1- CODAP data to select 10 tasks for training from your own task inventory (of at least 25 tasks). 

CRITERION TEST: 

1. Talk about the advantages and disadvantage~ of CODAP for selecting tasks for training. 

2. Use CODAP data for selecting 10 tasks for training from your own task inventory (of at least 25 tasks). 

RESOURCES: 

TRAOOC Pam 351-4 Job and Task Analysis Handbook 
Read page 7-5 



One data source used during the process of selecting tasks for 

training is provided by the Military Personnel Center (MILPERC~N). 

MILPERCEN manages the Army Occupat fonal Survey Program (AOSP) 

which publishes reports of rank orderings of tasks in Anny specialties. 

These reports are based on larg~ samples of soldiers surveyed in 

an MOS. These reports are published in a format established by the 

Comprehen sive Occupational Data Analysis Program (CODAP). You 

may know them as COOAP reports . 

CODAP reports are based entirely upon percent of soldiers performing 

a task . The reports are prepared to show a rank order of tasks based 

only on the facto r of percent performing. A sample segment of a COOAP 

report is shown on the next pa ge ut Figure l. 

You can see that the task "check dh abled vehicle/equipment before 

recovery operation" had the highest percent performing (77.10%). 

Therefore, it is ranked first on the list. The task performed by the 

lowest percent of soldiers appears at the bottom of the ranking 

("adjust M578 tracks" - 45. 23%). 

Data on percent performing can be helpful dijring the process of 

selecting tasks for training. In fact, you will see that percent 

performing is one of the task selection factors included in both the 

8-factor and 4-factor nx>dels for selecting tasks for training (ST-111 

and ST-11). Data on percent performing can also be used in combination 

with .other models for selecting tasks for training (ST-12 - Training 

Emphasis Model, ST-13 - Difficulty, Importance, F~equency Model, and 

7 



ST-14 - The Wartime/Peacetime Model). When you decide to use percent 

performing as a factor for selecting tasks for training, remember to 

use it as one of many factors for selecting tasks for training. 

Percent performing should never be used as the only basis for decisions 

made in selecting tasks for training. 

The figure for percent of members performing which appears on CODAP 

survey reports relates to the soldiers' estimation of the time spent 

performing each of their tasks. Therefore, the survey results indicate 

the most time consuming tasks on the job in terms of actual performante 

by the soldier. 
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One disadvantage of basing task selection decisions entirely upon percent 
perfurming data is that true combat tasks would probably fall to the 
bottom of the ranking. If the survey is conducted in a peacetime environment 
combat tasks would not be performed on the job'. If tasks were selected 
fJr training based only on percent performing data there is a real danger 
of not training soldiers in tasks r~quired for combat. Therefore. caution 
must be used when CODAP reports are being reviewed durinq the process of 
selecting tasks for training. 

Another point to remember is that soldiers will respond to the AOSP survey 
according to whatever- job or set of tasks they currently perform. The 
soldier may be performing tasks which are concentrated in one area of an 
MOS and which do not apply to the entire MOS. 

For these reasons,it is recommended that CODAP data be used in combination 
with data generated by other task selection models. In addition to percent 
performing data, there are other important factors which may affect the 
task selection process which are treated in the othe.r task selection models. 
Let's try a practice exercise. 

PRACTICE EXERCISE 

1. Review the sample CODAP report on the next page. 

2. Basing your decisions entirely on the percent performing factor select 
]! tasks for training. 

3. Check your selections with the feedback. 
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FEEDBACK 

How did your sele: tions match up with ours? {See the CODAP report 
on the nexi page for our selection). You were directed to select 12 
t asks b~sed only on the factor indicating percent performing. Because the 
tasks are rank ordered all you had to do was select the first 12 tasks 
on the list. You can see that selecting tasks for tra~ning using percent 
per~orming as the only criteria is not a satsifactory method. There are 
probably tasks on Hst ir. the exercise you would lik~ to 11 trade 11 for some 
of the top 12 tasks in tn~ r!~king. In order to select the 12 11 best 11 tasks 
you must consider other factors in ~~rlition tn nP.rr.P.nt oerforminQ 
data. (Modules ST-111, ST-12, ST-13, Sf-14, ST-15.) 
Here is a SUll'lllclry of CODAP: 

ADVANTAGES 

Rank orders tasks on 
% performing 
Conducted by AOSP 
Large Sample - surveys MOS Additional data ava11a~le 

CODAP 

DI SADV ANT AGES 

Prioritizes tasks on one factor (% performing) 
Time Consuming 

/l,, 

MAJOR ATTRIBUTES 

Surveys MOS (whole Army) Simple rank orderi ng 
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SIGN-OFF 

C COURSE MP.MAGER ) 

ST-111 

a-FACTOR MOD£L FOR SELECTING TASKS FOR TRAINING 

OBJECTIVE: 

Given data on a factor~ for selecting tasks for training do the 
following: 

1. Talk about advantages and disadvantages of the a-factor 
model {without references). 

2. Specify the appropriateness of the a-factor model to your 
subject area (without references). 

3. Use the data to select 10 tasks for training from your 
own task inventory (of at least 25 tasks). 

CRITERION TEST: 

1. Talk about the advantages and di~advantages of the a-factor 
model for selecting tasks for training. 

2. Use the data given on the a-factor model for selecting lQ 
tasks for training from you,· own task inventory (of at least 25 tasks). 

RESOURCES: 

TRADOC Pam 350-30 {Phase I Analyze)" 
TRADOC Pam 351-4 

;,ages 117-130 

page 7-2 

pages A-1 thru A-11 



One task selection model which c1n be used as a basis for collecting 
data for task selection decisions is the 8-factor model discussed 
in TRADOC Pam 350-30 (Phase I. Analyze). This model involves collecting 
information from job holders on the following 8 criteria for task 
selection: 

• Percent performing. What percent of soldiers in this MOS 
or specialty will perform this task? (data available from CODAP) 

• Per(ent of time spent performing. W~at percentage of the 
soldier's time is spent performing this task? 

• Time bet~een training and task ~erformance. How much time 
elapses between the time this task is trained and the time it is first 
performed (3 days. 5 weeks. 6 months)? 

• Frequency Qf task performance. How often must this task be 
performed (each day. once a month}? 

• Consequences of inadequ&te performance. How important is it 
that the soldiers perform this task correctly? :Jhat will happen if 
t~is task is perfonned incorrectly? 

• Probability of deficient performance. If training is not 
received.how likely is it that the soldier will not perfonn this task 
correctly? 

• Task delay tolerance. How long after the soldier is given the 
initiating cue must he begin performance of the task. 



• Task learning difficulty. How much time. effort. and assis­

tance is required for the soldier to learn to perform this task? 

Information on the 8 factors is collected by surveying job holders. 

Information can be collected directly by the analyst or from surveys 

given by the Army Occupational Survey Program (AOSP) of MlLPERCEN. 
Once information has been collected fo, each of the 8 factors for every 

task on the task inventor.v. there will be a large data base to use for 
selecting tasks for training. 

How is information on the 8 factors collected? Look at the table 

below: 

TABLE 1: DATA COURCES FOR 8 FACTOR MODEL 

Task Selection Factor Source 

1. Percent performing 

2. Percent of time spent 
performing 

3. Time between trai ning and 
task performance 

4. Frequency of task performance 

5. Consequences of inadequate 
performance 

6. Probability of deficient 
performance 

7. Task delay tolerance 

8. Task learning difficulty 

Percent of soldiers sur­
veyed who 1ndicate they 
perform task (CODAP) 

Average of responses from 
1 (low) - 7 (high) indi­
cated by soldiers surveyed 
who perform the task 

Let's look at how data collected on the 8 factors might look. Table 2 

shows make-believe data for a small set of tasks. 

I <,. 



1 

2 

3 

4 

TABI.E 2: TASK SELECTION DATA (8 FACTOR MODEL) 

Em lo unal"IIIQd d1f1n11 t1chnl \II 20.0 2.0 6.2 1.0 2.0 5.3 2.0 2.0 
Search PW CI 6.0 1.0 5. 7 2.0 1.0 2.0 1.4 0.3 

lo riot control• nt, 30.0 1.0 3.4 4.0 1.0 2.5 1. 6 l.2 

.4 1.0 4.0 

1. . o 1 . 

You can see by the table that there is quite a bft of data to sort 
through. This is a strong point of this model - it f s veri com2re-
hensive because ft provides data on 8 separate task selection factors. 
Try to go through this data and select tasks for training . Which of 
the tasks would you seler.t for trafnfng? 

Write your answers here: 

Check t he next page for our choices. 



• o! JI. • ~- .................. D 

1 

2 

l 

, 4 

5 

Our choices: --------

We don't have any choices'. It is very difficult to sort through 8 
factors worth of data ~1 thout some hint or guidance as to what counts 
most'. 

Let's try an exercise w~ere you have some guidance. 
PRACTICE EXERCISE: 

8· FACTOR MODEL 

unarmed defenH techni ue 20.0 2.0 6.2 1.0 2.0 
Search PW CI 6.0 1.0 5.7 2.0 1.0 

30 .0 1.0 3.4 4.0 1.0 
Protect a crl• 1cene 90.0 5.0 6.4 LO 4.0 
Warn 1111 ect1 of their ri 00.0 ,.o 6.7 1.0 ,.o 

5. 3 2.0 

2.0 1.4 

2. 5 1.6 

3.5 3.0 

1.5 1. I\ 

Select 3 tasks for training considering the following factors as 
most important: 

PERC~NT PERFORMING 
TASK DELAY TOLERANCE 
TASK LEARNING DIFFICULTY 

Write your selections here: 

Check the feedback on the next page. 

0.3 

1. 2 

l.5 

6.0 



FEEDBACK 

Here are the 3 tasks we selected for training - 3. 4, 5. 

How did you~ choices match up with ours? As you can see it's not 

easy to sort through all the data generated by the 8 factor model'. 

This points to some disadvantages of this model: 

DISADVANTAGES OF 8 FACTOR TASK SELECTION MQDEL 

Data Analysis - Difficult 

Weighting of Factors - Awkward 

Process ii time consuming 

Data collection - Difficult 

Let's sulilllarize the strengths and weaknesses of the 8 factor model 

for selecting tas~s for training: 

ADVANTAGES 

Very 
Comprehensive 

DISADVANTAGES 

Data Collection - Difficult 
Data Analysis - Difficult 
Weighting of Factors - Awkward 
Time consumi~g 

MAJOR ATTRIBUTES 

extensive data 
collection 

Now you can go on to the Criterion Test. If you have any questions, 

check with a course manager. 

' , 



-

SIGN-OFF C COURSE MANAGER: 

ST-11 

4-FACTOR MODEL FOR SELECTING TASKS FOR TRAINING 

OBJECTIVE: 

Given data on the 4-factor model for selectfr.g tasks ~or training 
do the following: 

1. Talk about advantages and disadvantages of the 4-factor model 
('without reference). 

2. Specify the appropriateness of the 4-factor model to your 
subject area (without reference). 

3. Use the data to select 10 tasks for training from your 
own task inventory (of at least 25 tasks). 

CRITERION TEST: 

1. Talk about the advantages and disad~antages of the 4-factor 
model for selecting tasks for training. 
2. Use the data given on the 4-factor modPl for selecting 
10 tasks for t r~1ning from your own task inve~tory (of at least 
25 tasks). 

RESOURCES: 

TRADOC PAM 35C-30 (Phase I Analyze) 
pages 117-130 

TRADOC PAM 351-4 Job and Task Analysis Handbook page 7-3 



The 4-factor model for task selection is made up of four of the 
factors used in the 8-factor model for selectin~ tasks for training 
(module ST-111). This model involves collecting information from 
job holders on the following four criteria for task selection: 

• Percent performing. What percent of soldiers in this MOS or 
specialty will perform the task? 

• • Task delay toleranca. How long aft!r the soldier is given the 
initiating cue must he begin performance of the task? 

• Task learning difficulty. How much time effort, and and assistance 
is required for the soldier to learn to perform this task? 

• Consequences of inadequate performance. How important is it 
that the soldier perform this task correctly? What will happen if 
this task is performed incorrectly? 

Infonnation on the 4-factor is collected from job holders. Information 
can be collected direct1y by the analyst or from surveys administered 
by the Army Occupational Survey Program (AOSP) of MILPERCEN. Once 
information has he<!n collected for each of the 4-factors for every 
task on the ta~k inventory,there will be a large data base to use for 
selecting tasks for training. 

How is information on the 4-factor collected? Look at the tables 
on the next page. 



Table I: Data Sources for 4-Factor Model 

Task 5election Factor Source 

- Percent Performing Percent of soldiers surv~yed who 
indicate they perform the task 

- Task Delay Tolerance Average of responses from l(low) 
- Ta~k Learning Difficulty - 7(high) indicated by soldiers 
- Consequences of Inadequate surveyed who perform the task 

Performance 

Let 1 s look at how data collected on the 4-factors might look. 
QJ 

0'l u .,... C 
.c 

E"§i .c I 
0'l " .,... .. 0 .,.. 
.c 3 ~.c 
II 0 L 11 

" - QJ" .. I ~ .. 
3 .... 

QJ ~ 0 -- ~,.. 
II ~ ,a II .... :::, ,.... - - o--:::, QJ 
QJ u "0 u .,.. ,a 

0'l C ~ C · c ft! ~ - ' ,,- L .,.. 
c a, C ~ - 0 
cf 0 C7\ 

Table 2: Make-believe data for a small set I- C V, 
L .,... QJ 

of tasks. QJ ~ C u 
~ . :u L C .-- ,a QJ 
~ QJ QJ :::, 
C Q ...J O" - a, QJ u ~ ~ V, 

Task Title s... V, V, C # a, n:, n:, 0 
~ I- I- u 

1. Prepare a map overlay 26 2 5 2 

2. Decontaminate Self & Individual Equipment 87 2 7 6 

3. Engage hostile aircraft w/individual weapon 33 1 6 7 

4. Perform PM services on AN/VRC 46 radio 61 3 5 2 

5. Repair the exhaust system of an M151Al 29 2 7 5 



You can seP, that this model provides a fairly comprehensive set of 
, data for each task. However, just as in the 8-factor model each 

factor must bi weighed or prioritized before the analyst can b~gin to sort through the ttsks. 

How can the factors be weighed? tlith much difficulty!! Weighing the 
factors is an awkward procedure at best. Any weights applied are 
really just weights picked from someone's head! General guidance 
such as ranking ~he 4-factors is all quesswork. As in the 8-factor 
model it is time consL1T1ing for an analyst to sort though the datu generated by this model. 

Let's try an exercise were you have some guidance on how to use the 4-factor model. 



PRACTIC~ EXERCISE: 

Select four tasks for training usfrg the 4-factor model with the factors 
prioritized ~s follows: 

cu .s: Hi 

Lo 

gh u 0"l Task LJarning Difficulty C .,.. 

l-
.s: Consequences of Inadequate Performance .s: II 

0"l ..... Task Delay Tol erance .,.. o.s: .. w .s: ~ 0"l :s Percent Perfon11i ng II I,. .,.. 0 ..... cu .s: ,... .. 0- II II 

A ..... ~ cu .. ,... ~ :s b II 1G 0 
~ :::, ,... ,... 

Z"~ :::, 
cu u u ~- .,.. 

0"l C 1G ~ 
C 1G C ~ .,.. I,. - .,.. 
E cu 0 ,... ~ 
0 ~ 0 0"l 
~ C s.. cu ' .,.. GJ ~ u C 
0- 1G C I,. ,... cu 1G 
~ cu :::, cu 
C C Z" ..J --· GJ I u ,¥ en ,¥ 
I,,. en C VI # Task Title GJ 1G 0 ftS 
"J.. ~ u ~ 

1. Apply first aid for 2d degree burns 83 6 6 6 

2. Recognize NBC hazzard markP.rs 96 4 7 7 

3. Perform the duties of a santry of 
the guard. 24 3 5 2 

4. Perform before operatior. maintc-
nance on a l0KW generator. 07 2 6 4 

5. Defuse a "dead" 500 lb bomb 17 2 7 6 
6. Disassemble/assemble the .45 calib~r 

pistol 39 1 6 4 
7. Troubleshoot an integrated circuit 

board 44 5 5 3 

3. Install field teleohone TA 312/ 61 4 3 2 



FEEOOACK: 

Here are the four tasks we selected for training: 

1 , ? , 5, and 7. 

How did your choices match-up with ours? As you can see it I s not 
easy to sort through all the data generated by the 4-factor model! 
However, the 4-factor model is more manageable than the 8-factor 
model and ft does supply a fairly comprehensive data base. 

Let's summarfz& the strengths and weaknesses of the 4-factor model 
for selecting 11asks for training: 

Advantages 

Fairly 
Comprehensive 

Disadvantages 

Data Collection - Difficult Data Analysis - Difficult Weighing of Factors - Awkward Time Consuming 

Major Attributes 

More manag~able 
than 8-factor model 

Now you can go on to the criterion test. If you have any questions 
check with a course manager. 

-, .) 

liili:,I------- -



OBJECTIVE: 

SIGN-OFF 

C COURSE MANAGER ) 

ST-1 2 

TRAINING EMPHASIS MODEL FOR SELECTINb 

TASKS FOR TRAINING 

Given data on the training emphasis model for selecting tasks for training do 
the f o 11 owing: 

1. Talk about advantages and disadvantages of the training emphasis model (without references). 

2. Specify the appropriateness of the training emphasis model to your subject ar~a (without references). 

3. Use the data to select 10 tasks for training from your own task inventory (of ~t least 25 tasks). 

CRITERION TEST: 

1. Talk about the advantages and disadvantages of the training emphasis model for selecting tasks for trairlin'J. 
2. Use the data given on the training emphasis model for selecting 10 tasks for training from your own task inventory (of at least 25 tasks). 

RESOURCES: 

TRAOOC PAM 351-4 Read page 7-4 



INTRODUCTIOO 

The Training Emphasis Scale is a one-factor rating scale for selectfng tasks 
for training. Use of this scale results in a rank-ordering of tasks selected 
for training. Results obtained using the Training Emphasis Sc~le match up 
well with rankings devel~ped by using the 4-factor or 8-factor rating scales. 

Using the Training Emphasis Scale involves collecting infonnation from 
su~ervisors of job incumbents. lnfonnation is not collected from the job 
holders. The supervisors are asked to respond to the following single 
f~ctor for tas~ selection: 

TASKS RECOMMENDED FOR FORMAL TRAINING (SCHOOL OR OJT) 
Supervisors are asked to review the task inventory and indicate which 
tasks they would recormiend for formal trainin~. Rank ordering of the 
tasks is done after all the supervisors' responses have been collected 
an~ scored (either manually or by a computer). Look at the sample training 
emphasis scale on the next page. 



SAMPLE TRAINING EMPHASIS SCALE

Ct.erk iy/) jnd r jtc each task for which you recommentf 
(orinjl lioin.ng (either tchuol or OJT)

1. Act as ti-aininy advisor at staff level

2. Assign personnel to details

3. Assign personnel to duty positions

4. Assign sponsors for nf*v;ly assigned personnel

5 requirements for space, personn.-ri, equrpIJiGTaToT

6. Determine v/ork priorities

7. Develop ornini7ation.il cliarts

6. Develop or improve work methods or procedures

9. Draft budget or financial rcquirenients

10. Draft work order requests

CHECK

y

TRAINING
EMPH.SSIS

© V*ry much bslow 
© BWow averaa*
© Slightiv below evarege 
©Awe. eg#
© Slightly above average 
© Abt a avviaga 
© Very much above average

Supervisors are asked to review the task inventory and check each task they would 

recommend for formal training. For each task they check they also give a Training 

Emphasis Rating. In the sample the ratings go f.om 1 (extremely little training 

emphasis) to 7 (extremely heavy training emphasis). The rpting 4 indicates 

'average" training emphasis. Any tasks not checked are given a rating of zero 

(0) on the form.

t



After all ratings have been collected.the ratings for each task are averaged 
together {this includes the zero ratin9s). This results in an average rating 
fa 111 ng somewhere from O to 7 for each task. 
Let's look at an example so you can see how a rating for a single task might 
fall out. We will use a set of 10 make-believe ratings for Task 7 on our 
sample (l>f!velo~ organizational charts): 

TASK: DEVELOP ORGANIZATIONAL CHARTS 

SUPERVISOR 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 

TOTAL 10 

10 129 • 2. 9 Training Emphasis Rating 

RATING 

3 
2 
3 
4 
0 
6 
0 
s 
4 
2 

29 

From our data you can see that the task "develop organizational charts" received 
a Training Emphasis Rating of 2.9 out of a p~ssible 7. Based on the scale 
given on the sample fonn this 2,9 is a low rating. It is close to 3.0 which 
indicates "11ttle" training emphasis. 

After all data has been collected and averaged a rank ordering of tasks would 
result. The rank ordering of tasks would help managers make decisions on 
s~lecting tasks for training. 



Go back to our sample of ten tasks. The fora, has been completed „)th 

make-believe averages of Training Emphasis Ratings:

Check (V) and rate each task for which /ou recommend 
formal training (cither school or OJTi

TRAINING EMPHASIS

! > i!
hi jti
« S 2 1 5 I
i 1.rllfii r
> ce (A < M < >
O®®

1. Act as training advisor at staff level
4.8 :

2. Assign personnel to details ---------------------—
3.3

3. Assign personnel to duty positions 1.4
4. Assign sponsors for newly assigned personnel 1.1

^siSppfies ^0'' space, personnel, equipment, or 2.5

6. Determine work priorities b.6

7. Develop organizational charts ------- 43---------

8. Develop or improve work methods or procedures 5.4

9. Draft budget or financial requirements 6.3

10. Draft work order requests 1.7



PR6CTICr: EXfRCJS~ 

1. How would you rank order the tent-asks on the 11st according to training 
emphasis? Write your answers below: 

TRAINING TASK# RATING EMPHASIS 

HIGH 1 
2 
3 
4 
5 
6 
7 

u, 8 
9 LOW 10 

2. If you had to select four tasks for training based only on the training 
emphasis ratings wh ich f~ur would you select? Write your answers below: 

TASKS SELECTED FOR TRAINING 
1. --------~--2. ___________ _ 

3. __________ _ 

4. __________ _ 
Check your work ~1th the feedback on the next page. 



FEEOOACK 

1. 1he tasks would be rank ordered from the highest r&ting to the lowest. 

TRAINING TASK II RATHiG 
EMPHASIS 

HIGH l 9 6.3 
2 6 5.6 
3 8 5.4 
4 l 4.8 
5 7 4.5 

! 
6 2 3.3 
7 5 2.5 
8 3 1.4 
9 10 l. 7 

LOW 10 4 1.1 

2. The four tasks selected for training based only on the Train1nQ Emphasis 
Ratings would have to be the four tasks with the highest ratings: 

TASKS SELECTED FOR TRAINING 

1. 9 -~---------
2. 6 -----------
3. 8 -----------
4. l -----------

How did you do? If you have any questions,check with a course manager. 



The Training Emphasis Scale has many advantages. As already nv:>ntioned,the 

Training Emphasis Scale has these advantages:

• It is a 1-factor rating scale.

• It has high match-up with the 4 factor 
model.

• It is administered to supervisors. 

additional ADVANTAGES:

• It is well received by the fielo.

• Only a small sample (40) is required.

The major disadvantage is that data is not collected ^rom job incumbents.

Here is a summary of the advantages and iisadvantages of the Tr'ining Emphasis

Scale model for selecting tacks for training: TRAINING EMPHASIS SCALE I
ADVANTAGES ^ DISADVANTAGES MMk ATTRTR|:tp

1

j # 1 factor rating scale combines 
! several factors

- high correlation w/4 factor mdal 
, well received by the field 
. administered to supervisors 
.> small sample (40) acceptable

Data Not Collected fron Incuaibcnts Single factor
ease of administration i
simple rank ordering

Now it's time for the criterion test. See a course manager if you have any 

questions.

^3>



SIGN-OFF 

C COURSE MAIMGER ) 
_w 

ST-13 

DIF MODEL FOR SELECTING TASKS FOR TRAINING 

08,JECTIVE: 

Given data on the DIF model for ·selecting tast-:s for training do the 

follo ing: 

1. Talk about advantages and disadvantages of the DIF model 

(without references). 

2. Specify the approoriateness of the DIF model to your 3ubject 

area (without referenr.P.s). 

3. Use the data to select 10 tasks for training from your own 

task inventory (of at least 25 tasks). 

CRITERION TEST: 

1. Talk about the advantages an~ disadvantages of the DIF model 

for selecting tasks for trai~ing. 

2. Use the data given on the DIF model for selecting 10 tasks 

for training from your own task inventory (of at lec,st 25 tasks). 

--- - -- - -- - . - . · ·-. ----------------- -----

RESOURCES: 

TRADOC PAM 351-4 Read pages 7-5 to 7-8 



One model which can be used in the process of selecting tasks for 
training is the DIF (Difficulty, Importance, Frequency) Analysis. 
U5e of the DIF model involves interviewing both supervisors and 
job incumbents. They are asked three questions about each task on the 
inventory. First, supervisors and workers are asked to detennine 
the difficulty of the task in terms of learning and performing. 
Nex_t, they co111T1ent on the importance of the tac;k. Thirdly, they 
co111T1ent on the frequency of the task. 

Infonnation is collected by means of interviews or surveys conducted 
by the service school. Analysts can collect the infonnation from a 
smal1 sample (40 job holders and 40 supervisors) and be confident 
that they have good data. 

Here•~ how the sequence of three questions used in the DIF model looks: 

rlmportant 1 

Yes 

I 
Task Difficult? 

I 
No 

i 
Yes 

•• --Frequent ? ------ I 
Yes Nof._ __ 

No 
-L--Freque~t? 

Frequent? i,. __ 

0vertrain 
,. ___ Train 
I 

Yes 
I 

No 
-----No Training 

.---Train 
Yes 

Yes 

f._ __ Important ?-I 
No ---Train 

. •,--- No Training 
Yes No 

111• _..__ Frequent ? _, __ _ .I 
No._l __ 

No Training 

., _________________ .._ ___ lllllll-~,-=--.------,.------



Train - Trainee must be able to demonstrate proficiency in 

performing the task at the speed r~quired on the job . 

Overtrain - Trainee must be trained to a high standard of retention. 

Accomplished by reinf~rcement train'ng. 

No Training - Formal training not required. Skills can be 

acquired on the job. 

From the DIF model you can see that at one end of the scale are 

the difficult, important, a~d frequently performed tasks, while 

at the other end are the edsy, unimportant, and infrequently 

performed tasks. 

Here's how the three questions work together: Let's assume you are 

an analyst interviewing a job holder about one task from the task 

inventory. You begin by asking if the tlsk is diffi.cult: 

Q: Is this task difficult? 

A: Yes 

Q: Is it important? 

A: No 

Q: Is it performed frequently? 

A: Yes 

You arrive at the category ~train for this task. 

Next, you go to the next task on t~e invent~ry. Once again 

you begin by asking if the task ~s difficult: 

1 (.. 



Q: Is this task difficult? 

A: No 

Q: Is this task important? 
A: No 

Q: Is this task perfonned frequently? 
A: No 

Yo•J arr )ve at the category: no traini11g for this task. You 
would continue through the entire task inventory in this 
manner. As you can see the three questions which make-up 

the DIF analysis ar~ easy to administer and require very 
little time . 

Go on to the nE:xt page and try a pr·c1ct.ical exercise. 



PRACTICE EXERCISE 

Go through the respons~s for the three DIF questions given below. 

write the cate9ory (overtrain, train, no training) you arrive at. 

-
Task DIF Responses Category 

1. Difficult, Important, frequent 

2. Difficult, Not Important, Not frequent 

3. Not Difficult, Important, fre(luent 

4. Difficult, Notlmportant, frequent 

5. Not Difficult, Not Important, frequent 

6. Difficult, Important, Not frequent 

7. Not Di ffir.ult, Not Important, Not frequent 

8. Not Difficult, Important, Not frequent 

Check your responses with the feedback on the next page. 

I 



FEEDBACK 

---
Task DIF Responses Category 

1. Difficult, Important, Frequer.t Train 
2. Difficult, Not Important, Not Frequent No Training 
3. Not Difficult, Important, Frequent Train 
4. Difficult, Not Important, Frequent Train 
5. No Difficult, Not Important, rrequent No Training 
6. Difficult, Important, Not Frequent Overtrain 
7. Not Difficult, Not Important, ~ot Frequent No Training 
8. Not Difficult, Important, Not Frequent Train 

31 



How did you do? See a course manager if you have any questions. 

After going through the DIF process the tasks on the task inventory 
fall intn three categories: Overtrain, train, and no training. 
At one end of the scale are tasks which are difficult, important, 
and frequently perfonned (TRAIN). At the other end of the sea 1 e 
are tasks which are easy. not important , and not frequently perfonned 
(no -trainin~). The breakout of tasks can be used to help make decisions 
on which tasks are be selected for training. 

The three questions asked can be made more complex and therefore 
more sensitive by addi ng more degrees of difficulty, importance, and 
frequency. 

Look at the example below: 

-f 
VERY TRAIN 

ffi[QU[NT MODERATE OVER TRAIN 

-CY Es / lNFREQUENT OVERlRAIN IMPORW!l 

/ 
NO' -C Vf.RY TRAIN 

• FREQUEHT ~ MODERATE TRA!N ~f' 
INFREQUENT NO TRAINI NG C VERY TRAIN 

FREQUEN -c MODERATE OVER raAIN 

-C
YES / !NFREQUENT OVER TRAIN TASK DIFFiOILT MODf.RATE ~IMPORTAfiT 

NO -EVERY 
NO ~RAINING 

. "-. mEQUENT MODERATE NO TRAINING 
~)' 

·, INFREQUENT TRAIN 

~ -E
VERY NO TRAINING 

---FREQUENT MODERATE NO n:AINING 
IMPORTANT-c[S • INFREQUENT TRAIN 

NO E VIRY NO TkAINING 
"-. FREQUOU • MODERATE NO TRAINING 

INFREQUENt NO TRAINING 

4o 



This example uses the same three questions as the earlier 
exumple, but more specific answers are required. 

Here's how the questions work together. Let's assume you are an 
analyst interviewing a job holder about our task from the task inventory. 
You begin by asking if the task is difficult. 

Q: Is this task difficult? 

A: No, it's not! 

Q: Is it important? 

A: Yes 

Q: How frequently is it performed? 
A: Once in a while 

Q: Can you speciry more clearly - moderately or infrequently. 
A: I'd sav moderately. 

You arrived at the ~oint: no traininq for this task. 

Go on to the next task. 

A: Is this task difficult~ 
Q: I'd say yes. I 

Q: I 
How difficulty - very pifficult or moderately difficult? 

A: Very difficult. 

Q: Is the task important?, 

A: Yes 

' Q: How frequently is the task performed? 
A: Very often. 



You arriv~d at the category: train for this task . 
Let's try a practical exercise. 
PRACTICAL EXERCISE 

Go through the responses for the three DIF questions given below. 
Write down the category (over train, train, no training) you arrive at. 

Task 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

o. 

DIF Responses 

Moderately diffic~lt, important, very frequent 
Not difficult, not importanti infrequent 
Very difficult, not important, moderately frequent 
Moderately difficult, not i;nportant, infrequently 
Very difficult, important, very frP.quent 
Not difficult, not important, moderately frequent 
Very difficult, important~ moderately frequent 
Moderately difficult, important, moderately frequent 
Not difficult, important, very frequently 
Very difficult, not important, very freqently 

Check your responses with the feedback on the next page. 

L/V 

Category 



~ 

, 

1 

FEEOOACl< 

-
Task 

1. 

2. 

') 
,J. 

4. 

5. 

6. 

7. 

8. 

9. 

0. 

DIF Responses Category 

Moderat~ly difficult, important, very frequent Train 

Not difficult, not important, infrequent t~o Training 

Verv difficult, not important, moderate1y frequent Train 

Moderately difficult, not ~mpcrtant, infrequently Trijin 

V~ry diff;cult, important, very frequent Train 

Not difficult, not important, moderately frequent No Training 

Ve·y difficult, important, moderately frequent Cver Train 
- .:~ 

Moderately difficu1t, important, moderately freqeun Over Train 

Not difficult, important, very frequent 

Very difficult , not important, very freq~ent 

No Training 

No Training 

How did you do? If you have any questions check with a (Curse manager . 

After the DIF analysis is complete,a11 the tasks on the task inventory 

will have been categorized for over training, training, or no training 

by a sample of both workers and supervhors. The breakouts of the 

two groups can be compared for consistency if so desired . 

The results of the OIF analysis can be used as a basis for selecting 

tasks for training. 

If desired. ot her criteria may be us~d to supplement the results obtaine~ 

from the DIF analysi ~. For example, a~y of ~he following information 

may also be helpful whe~ combined with the re~ults of the DIF analys i s: 



• How many so1cffers perform the task? (See percerit ;:>erforrning 

on AOS? Surveys). 

• How easy is lt to give training in the unit? 

& How soon after training is the soldier expec: ed to perform 

the task? (See the factor for time between train~ng and per­

formance in the 8-Factor model for selectirig tasks ror training -

module ST-111). 

• What degree of supervision will the ex-tr~inee have? 

Here is a sUiTlllary of the advantages and disadvantages of the DIF model 

for selecting tasks for training: 

Advantages 

- 3 straightforward f~ctors 
- ea~e of administration 
- small sample _(40) acceptable 
- analysis of dat~ - ~imple 
- utilizes input ~rom supervisors 

& incumbents 

DIF MOOEt 

Oi~advantaoec; 

~ crude instrument with 
gross task selection 
reconrnendation 

- degree of complexity - adjustable 

Major Attribute 

- simple rank 
ordering (by 
category) 

- little time 
required 

Now its time for the criterion test. See a course mana9cr if you have any 

-1uestions. 



SIGN-OFF 

C COURSE IWIAGER ) 

ST-14 

WARTIME/PEACETIME MODEL FOR SELECTING TASKS FOR TRAINING 

OBJECTIVE: 

Given data on the wartime/peacetime model for selecting tasks for 

training,do the following: 

1. Talk about advantages and disadvantage~ of the wartime/peacetime 

mode 1 (without ref erer,ces). 

2. Specify the appropriateness of the wartime/!)eacetime model 

to your subject area (without references~. 

3. Use the data to select 10 tasks for training from your own 

task inventory (of at lea~t 25 tasks). 

CRITERION TEST: 

1. Ta 1 k about the advantages and disadvantages of the warti;ne/peacetime 

model for sele~ting tasks for training. 

2. Use the data given on the wartim~/peacetime model for selecting 

10 tasks for training from your own task inventory (of tit least 25 tasks). 

RESOURCES: 

TRADOC PAM 351-4 Job and Task Analysis Handbook. page 7-8 



The "lart •ime/pea cetime model for selecting tas ks for training attemµts 

to identify all tasks which are performed in combat. This model can 

be used as a verification that all tasks selected for training include 

al1 combat and essential peacetime tasks. 

The task inventory is reviewed by a gro ·1p of senior officers and NCO 

who are familiar with the MOS or specialty, combat, and potential 

threat scenarios. The group would review the task inventory and group 

all tasks into one of three ~ategories: 

1. Tasks performed in wartime only. 

2. Tasks performed in both peacetime/wartime. 

3. Tasks performed in peacetime on1y. 

Once the grouping of tasks is a:ccomplished the selection of the tasks 

for training can be influenced to ensure that 5old1ers are trained in 

the tasks they will need to mctster for combat. 

Here is ~n example of ~ow the wartime/peacetime model can be used. 

A rather dr6matic distinction between tasks performed in wartime and 

peacetime is found in the Special Forces medic specialty. In combat 

the medic is authorized to perform surgery - even amputations. However, 

in peacetime the medic is not ~uthorized to perform such tasks. This 

example can be contrasted with the Sfgnal specialties where the peacetime 

and wartime tasks are very similar. 

Using the wartime/peacetime model is a very simple procedure which 

highlights the t asks that are performed i~ combat. This model should be 

used in combination with other task selection models so that other impo1tant 

-- .......... ____ _ 



task selection data are not ignored. For some officer and enlist~rl 
specialties. the wartime/peacetime model may not apply. For 
certain specialties there may be no signi'ficant difference in the 
t:asks performed in wartime from the tasks perforr,1ed in peacet'ime. 
Here is a brief sunmary of the wartime/peacetime model 

ADVANTAGES 

Addresses combat tasks 
isolates combat tasks 
P.ase of obtaining data 

WARTIME/PEACETIME MODEL 

DISAOVANTAGES 

Ignores vther relevant 
job analysis data 

MA20R ATrRIBUTES 

Keys on combat tasks 

As you can see the wartime/peacetime model is very simple to worK. 
All that is involved is a review of the task i~ventory and a grouping 
of the tasks into one of three categories: 

1. Wartime Tasks 

2. Wartime/Peacetime Tasks 

3. Peacetime Tasks 

Now go on to the criterion test. Check with a course manager if 
you have any questions. 

41 



S!GN-Of'F 

GJ 
C COURSE MANAGER ) 

SELECT TASKS FOR TRAINING 

OBJECTIVE: 

Given task selection dlta, a worksheet pack3ge, and a list of at least 
30 t asks from your own t.ask inventory. select tasks for training using 
a task selection strategy approved by a course manager. 
CRITERION TEST: 

1. Develop a strategy for selecting tasks for training (which combines 
some of the task solution modu1es discussed in the module). 
2. Use the task selection strategy to select tasks for training from 
your own inventory {of at least 30 tasks). 

3. Justify the criteria that were selected based on your MOS and 
its unique requireme~ts. 

RESOURCES: 

TRADOC Pam 351-4, Job and Task Analysis Handhook 
Chapter 7 - A 11 



IN TRODUCTI ('IN 

The process of selecting tasks for tr3ining is one of the most important 
activities that occurs early iri the training development process. Once 
tasks are se1ected for trairing, th~ basis for the production of all 
training d~velopment efforts has been set. NOTE· Managers m~st make 
task selection decisions based on information collected from the field 
by analysts. If the managers do not have data to hel~ them ~ake task 
selection decisions, the whole training development process is stalled 
fr-om the very 5 tart'. 

You r.uve had practice workinq with ~he different models and tJur data 
source (CODAP) which can be used in the task selection oror.ess. Eath 
of these models µrovides the ~nalyst and managers with a different 
strategy to use when selecting tasks for training . A sum~ary of CODAP 
as a data source i" shown in Table 1. These models have been summarized 
for your review in Table 2. 

Becausp there is no single "right" way to go about the task select~on 
process. each analysis activity ~hould lay out a strategy ~hich uses 
some combination of the fiv~ task selection mode1s. One example of a 
recommended combination of models is to combine the Training Emphasfs 
Scale Model, DIF 1:1odel. and wartime/peacetime model (you can also use 
COOAP ra~ki rgs) . 

The results of the Training Emphasis Scale and DIF models provide 
two separate rank orderings of the tasks on the task inventory. The 
two rank orderings of tasks can then be compared. If a task ranks high 
on these two different orderings,then t~ere is a good =hance that it 
shou1d be tra-ined. lf ·the task ranks low on ·;wo :>rderings,then there 
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is a good chance the ~ask should not be tr·ained. Remember, you can 
add CO~AP results to your data base. A draft list of task~ selected 
for training can then be developed 

Afte r the rank orderings Pave been compared and a dralt list of tasks 
selected for training developed, the list can be compa1·ed to the list 
of tasks performed in wartime and peacetime/wartime. This compariso~ 
wil1 highlight whether the draft 1ist of task3 selected for training 
will prepare the c;oldiers for wartime tasks or somethi 11g else. If 
the list does not stress tra i ning the soldier for warti~e tasks , 
the selections should be reviewed. After che draft li st of tasks 
selected for training has been developed, it is forw~rded to management. 
Here is a summary of the task selection strategy just discussed: 

• Rank order tasks on the task inventory using: 

- Training Emphasis Scale 

- OIF 

• Compare the rank ordi:ri ngs. Look for tc:s :: s which are con­
s is tent 1y high or low on all three lis ts. 

• Draft a list of tasks selected for training tased on the 
rank orderings , 

• Comi:;are the draft list of tasks selected for training t~ 
the list of tasks performed in wartime and peacetime/wartime. 

• Check to see that the draft lis:: of tasks s~lected for 
training stresses training s~ldiers f~r their wartime tasks. 

• Forward the draft list to OTO and then to the Commandant. 
Keep in rnind that there is no one "right " way to go about selectfog 
tasks for training. The met:hod discu~sed above is recommended because 



,, 

it allows the training manl~er to compare thr~e sepdrate ra~k orderings 

of tasks and to ensure that soldiers are trained in their wartime tasks . 

Each schJol makes their own decisions regarding what combination of task 

selection models is 1;ost appropriate for the ?r subject matter. 

As dn analyst, you wil, be de:e mining ta sk selection strategy. You 

may be asked to provide input on the criteria to use when sel~cting 

t,3sks ~or training. However, the deci s ion on what criteria to use 

rests with management. 

After managPment decides on what c: iteria will be used i n the task 

selection proc~ss, you (the analyst) will be requ ~reJ to collect the 

necessary data and organize it for the tasks. You will furward the 

ta~k selection datd to the task selection board. The board act~al~y 

sel~cts the tasks for training. You m~y be required to brief or advi se the 

board on the t ask selection data you co : lected. 

You probably will not be involved in the actual task selection process 

but all analysts must understand the entire task select ion procedure 

from begin;iing to pnd. Therefore, you will have the opportunity to 

select tilsks for tr.1ining on the criterion tes: for this module. 

Now it is time for you to lJy out a task selec~ion stragegy and select 

tasks for training fro~ yo~r awn 1ist of tasks. T~e criterion te st 

will require you to do two things: 

1. Develop a task selec t ion strategy which combines so111e oft.he 

task selection models on Ta~le One. You must write a rationdle for 

your ~ trategy and ha v~ it approved by a course manage t' . 



2. After a course manager appt 'O'✓es your strategy, y~u wi 1, ~·:;e the task selection strategy t0 select tasks for trai~ing. 
lf you fee: ready - go on to the crite• iort test. ;r Mt check 1_,1it.h a course manager. 
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MODULES 

ST-1111 

ST-111 

ST-11 

ST-12 

ST-13 

ST-14 

ST-1 

CRITICAL TASK 

SELECTION MODULES 

\ 

2 

TITLE 

CODAP 
' 

8-Factor Mode, 

4-Factor Model 

Training Emµhasis Model 

0iffi culty - I,nportance 
Frequency (u1F) MJJel 

~artime/P~acetime Model 

Select Tas ~ ~or Training 



Sign Off 

( Course Manager) 

ST-1111 

CRITERION TEST 

CODAP 

Use the data provided on the attached sheet to select ~O tasks for 
trd~ni ;ig using CODAP. 

• Fill 'irt the task title column \lith t?.sks from your 
own invent0ry. 

1 Ask a course m:inager for guidance on CODAP 
if you feel uns•Jre. 

e Put a/ by the l r, tasks you select and then take your list 
to a course mana~er fo~ discussion Jnd sign-off. 

~ prepared to -

l. Talk about the advantages and disad~aotages of CODAP as a 
data source for Sl!lecting tas~s -i'or training. 

2. Specify the appropr1ateness of CODAP to y~ur subject area . 



ST-111 

WOR KS HEEl 

CODAP 

~UMIJ LAT IVE SLJ'.,1 CF AVCRAGE nRCENT TIME SPENT BY /,LL MEMBERS • • • • • • • • • • •~ Avr.r.AGE PERCE!H TIME SPENT BY ALL MEMBDS• • • • • • • • • • • • • • • • • : • AVERAGE PERCLH T~W SPEtlT UY MEMBERS PEkFORMH!G., • •,. • .. • •. • • • , PERCENT OF MEMBERS PERFORtaNG .. • • • • • • ~ • • • • • • • • • • ••• • .• . .• TASK Tl TL E • -1 
77 . 46 -

'l 

76.30 
C. 

• ... . 
. 58 

. 53 

,, 
. 

. 45 

. 41 

• 
• 
• • -· 

. 45 

. 86 
--3 

72. 2S .64 . 46 1. 32 -
4 

71 . 68 .o4 . 47 1. 70 
5 

71 . 68 . 67 .~8 ,.26 
6 

71 . 10 . S?. . 37 2. 63 
7 

70 . 52 .42 . 30 2. 93 
8 

70. 52 .48 . 34 3. 27 
9 

69 . 94 . 58 .40 3.6/ 
10 

69.36 . 54 . 37 4. 04 
11 

~8 . 79 . 65 . 45 4.49 -
12 

68. 79 .48 .. ~3 4. 82 
13 

58. 79 . 40 . 32 5. 14 
14 

t>8 . 79 .43 .30 5.44 
15 

)8. 79 .45 . 31 5.75 
16 

p8 . 79 . 33 .27 6.02 
17 t>7. 63 .48 . 33 6. 35 -
18 t,7 . 63 . 41 .28 6.6J 
19 )7 . 05 .46 . 31 6.93 
20 

~7 . 05 .64 .43 7.36 
21 )6 ; 47 . 38 .25 7.62 -

·-

iO 

15 

20 



CUMULAT I VE SUM or AVERAGE PlRCENT TIME SPENT BY ALL MEMBERS' ••••••••••• AV ERAGl PERCEtll T!ME SPENT BY All MEMAERS. , • , , • , , , , . • ... , ...•. , AVE f-AGE PEf<C[N r rIM E SPENT BY t/,EMBERS PERFORMING- •••••••••• PERCENT Of MEMBU{S PEfffORMI NG· • • • • • • • • • • • • • • • • • • 
TASK TITU: 

22 
66 . ~7 . 56 .37 7.99 - -23 
65.90 . 43 .28 8.27 --- --

24 
65 . 90 . 41 .2 7 8,54 

25 
63.32 . 39 . 2 7 8. 80 

etc. 
etc. etc . etc. etc . 

4 

25 



$IGN-OFF 

C COURSE M/00\GER ) 

ST-111 

CRITERION TEST 

8-FACTOR MODEL FOR SELECTING TASKS FOR TRA!NING 

Use the data provided on the attached sheet to select 10 tasks for 

training using the 8-fact0r model ; 

• Fill in the task titie column with tasks from your own inventory. 

• Take percent performing, task delay tolerance, and task learning 

difficulty as the high priority factors. 

, Put a ✓ by the 10 tasks you select .:lnd then take your list to 

a course manager for discussion and sign-off. 

Be prepared to discuss: 

1. The a:1vantages and disadvantages of the 8-factor model for 

selecting tasks for trairiing. 

2. The appro~riateness cf the A-factor model to your subject area. 



I TASK TITLE 
1 

2 

3 

4 

5 

6 

7 

8 

g 

lO 

11 

12 

13 

~4 

15 

16 

ST-111 

WORK~HEET 

8 FACTOR MODEL FOR SELECTING TASKS FOR TRAINING 

.. . 

.. ,. 
·-v 

t/J.c> . (' .. , 1.0 

:.:f.o) .i) 
., 
',, 7 s·. l ~-S" ~~., '-1.o 'I..>. 



, 

~'+, 

17 ;.:. ) 4. -, 
18 

\ . ~ ~-v ?-~ ' 19 ,,. i -., 1.-~ 
, 

.1 u., .., 
20 

)-0 1.1 ·'1-~ .. . ) , . .., 
21 ,J 1.,.. ~-i ~-~ 
22 

If.',-
"' ' · 't, .. 

t_; .~ 
23 

' 
.,, 

!../.D '{ l ; , (/, , .o 
24 .. ) . ,. 'J. ,.o ) · -. . 

25 
d•{ ~.o l( . ( 7> .7 

3 



SIGN-OFF 

C COURSE MANAGER ) 

ST-11 

CRITERI~ TEST 

4-FACTOR MODEL FOR SELECTINS TASKS FOR TRAI~ING 

Use the data provided on the attached sheet to select 10 tasks for 
training using the 4-factor model. 

t Fill in the task title column with tasks from your own 
inventory. 

t Ask a course manager for guidance on how the 4 factors should 
',e weighed. 

• Put a .;'oy the 10 tasks you select and then take your list 
to a course manager for discussion and sign-off. 



I TASK TITLE 
1 

2 

3 
.. 

4 

5 

6 

7 

8 --9 

10 

11 

12 

13 

14 
' 15 

ST-11 

WORKSHEET 

4 FACTOR HOD£L FOR SELECTING TASKS FOR TRAINittG 
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SIGM-OFF 

( COURSE MANAGER ) 

ST- 12 

CRITERI~ TEST 

TRAINING EMPHASJS MODEL FOR SELECTING TASKS r oR TRAINING 

--- -- ·• •• ••• • • -·- - ------Use the data provided on the attached sheet to select iU tasks for training u~ing ~he training e~phasis model. 

• Fill in the task title column with tasks fro~ your own 
inventory . 

• Ask a cours~ man~~er for guidance on the training emphasis 
rrudel if you feel u11sure , 

• Put a./ by -:he 10 tasks you select and then take your 1 ht to a 
course man~ger for discussior. and sign-off. 

Be prepared to Jfsc1.1ss: 

1. Th2 advantage$ an1 disa<lvantaggs of the training emphasis model 
(without references). 

2. The appropriaten~ss of the tra ining emphasis model to your 
subject area. 



I 
l 

2 

3 

4 

~ 

6 

1 

8 

9 

,o 
11 

12 

13 

~4 

15 

16 

17 

18 

TASK TITLE 

ST-12 

WORKSHEET 

TRAINING EMPHASIS MCDEL 

TRAINING EMPHASIS SURVEY RESULTS 

TRAINING E~PHASIS 

l. Ext~euely Little 
2. Very Little 
j_ Little 
4, Below Average 
5. Average 
6. Above Average 
7. Heavy 
8. Very Heavy 
9. Extrem~ly Heavy 

-------------------------
8.6 

5.3 

6.5 

3.4 

4.3 

l. 5 

4.9 

1.1 

6.8 

3.9 

8.3 

5.5 

4.8 

7.3 

2.3 

8.9 

6.4 



TRAINil'G EMPHASIS 

, 
Extrem~ly Little .. 

2. Very Little 
3. Little 
4 e BPlow Average 
5. Avera!Je 
6. Above Average 
7. Heavy 
8. Very Heavy 
9. Extremely Heav.v 

# TASK TITLE .~ 

9 8.2 

20 5.1 

21 
~-6 

22 
7.2 ---

23 2.0 --------
24 7.8 

25 6 .1 



SIGN-OFF 

C COURSE MANAGER ) 

ST-13 

CR ITER I Oil TEST 

OIF MODEL FOR SELECTING TASKS FOR TRAINING 

Use the data provideJ on the attached sheet to select iO tasks for 

trai~ing usino !he OIF model. 

• fill 1~ the task title column with tasks from your ow~ 

inventory. 

• Ask a course manager for guidance on the DIF model if 

you feel unsure. 

• Put a,,,'b., the 10 tasks you select and then take your list to 

a course manager for discussion and sign-off. 



TAS r T!TLE 

ST-13 

WORKSHEET 

DIF ANALYSIS DATA 

DIF DAT~. 
l NOT DIFFICULT, NOT IMPORTANT, NOT FREQUENT ---------
2 VERY DIFFICULT, MOO IMPORTANT, NOT FREQUENT 

CATEGORY 

-----~------ -----------
3 MOD DIFFICULT, VERY IMPORTANT, MOD FREQUENT 

-------
4 MOD DIFFICULT, NOT IMPORTANT, VERY FREQUENT ---------
:j VERY DIFFICULT, VERY IMPORTANT, NOT F~EQUENT 
6 NOT DIFFICULT ,NOT IMPORTANT, MOD FREQUENT , -----------
7 

8 

9 

NOT DIFFICULT, MOD IMPORTANT, VERY FREQUENT 

VERY DIFFICULT, MOD IMPORTANT. NOT FREQUENT 

MOD DIFFICULT, NOT IMPORTANT, NOU FREQ~ENT 
-----------

VERY DIFFICULT, VERY IMPORTANT, N0T FREQUENT 
-----

11 VERY DIFFI:ULT, MOD IMPORTANT, VERY FREQUENT -----------
12 MOT DIFFICULT, VERY IMPORTANT, MOD FREQUENT 

' 13 NOT DIFFICULT, MOO IMPORTANT, MOD FREQUEMT 

14 MCD DH FI CULT, VERY IMPORTANT., VERY FREQUENT 

15 NOT DlFFICULT, VERY IMPORTANT, MOD FREQUENT 

16 MOD DIFFICULT, NOT IMPORTANT, NOT FREQUENT -------
17 MOD DIFFICULT, NOT lM?ORTANT, VERY FREQUENT 

18 VERY DIFFICULT, MOO IMPORTANT, NOT FREQU(NT 

19 MOO DIFF~CULT, MOO IMPORTANT, MOD FREQUENT 

20 NOT ~IFFICULT ~ NOT IMPORTANT, NOT FREQUENT 

21 VERY OIFFI~~LT, MOD IMPORTANT, VERY FREQUENT -------------
22 NOT 01 FFI CIJL T, VERY IMPORTANT, VERY FREQUENT 

VERY DIFFILLiLT, MOO 1MP1RTANT, MOD FREQUENT 



, 
TASK TITLE 

24 

25 

ST- 1 J 

OIF DATA 

NOT DIFFICULT, NOT IMPORTANT, NOT FREQUENT 

;.tOO DIFFICULT, VERY IMPORTANT, '/ERV Fr.EQUENT 

CATEGORY 
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SIGN-OFF 

( COURSE MANAGER ") 

ST-14 

CRITF.~ION TEST 

WARTIME PEACETIME MOuEL FOR SELECTING TASKS FOR TRAINING 

--- ------- ---------- --- ------
~OTE TO STUDENT: It is a good idea to complete at least one of the 
other modules which treat task selection mode1s (ST-111, ST-11, ST-12, 
ST-13) . The wartime/peacetime model is easier to work with when 
combinect with data from at ~east one other model. 

Use the attached sheet for this test. 

• :'"ill ;n the task title column with tasks from your 
m•,n inventory. 

• Indicat~ whether eDch task is: 

l. Performed in WARTIM(. 

2. Perfonned ir. WARTIME/PEACETIME. 

3. Performed in PEACETIME. 

• Select 10 ta!-ks for training. 

t Take your list of tasks to a course manage, for discussion 
and sign-off. Be prepared to justify your choices of tasks selected 
for training. 

Be preparPd to discuss the advantage~ and disadvantages of the wartime/ 
peacetime model. 

Specify the appropriateness of the wartime/peacetime model to your subject area. 



ST-14 

WOKKSHEET 

WARTIME;?CACETIME M0DEL 

-,--TA_S_!<_T_I_TL_[______ rATEGORY: WMT; ME, WARTIME/ PEAC[: !ME , PEACETIME 

-------------------------------

3 

4 

5 

6 

7 

8 

9 

10 

il 

12 

13 

14 

15 

-16 

i7 

18 

19 

io 

-21 



ST-14 

TA:>K TITLE CATEGORY: WARTIME,WARTIME/PEACETIME,, EACETIME 

22 

23 

24 

't 25 

,, 



SIGN-GFF 

,r COURSE MANAGER) 

CRI"t,: RION TEST 

SELECT TASKS FOR TRAINJNG 

NOTE: You will need a task inventory of at 1cast 30 tasks for this test. 

PART I 

Develop a strategy for selecting tasks for training which is 

appropriate for the tasks on your task inventory. 

PART I 

PART I I 

Your strategy m•Jst combine some of the task selection inode is 

on T~ble One of the module 

You must write a rationale for yot.: ; strategy and get it 

approved by a course manager before you begin to select tasks. 

Get a sign-off for your rationale. 

Course Manager GO --- --------- ·---

Use the task selection strategy yo~ had approvei in Part I to 

select 10 tasks for trdini1g f~om your own inventory. 

Take your :;e 1 ect ions to a course manager for sign-off. Be 

prepared to di ;cuss your selec~ions. 

PART II Course Mar.ager GO ------

J 





NOTE to course manager: 

ST-1111 

FEEO~ACK 

CDDAP 

5IGN OFF 

C COURSE MANAGER) 

• Review the tasks the student selected for training. 

• Use the following as general guidance in your discussions: 

1. If the student based t ,e tasks s~lection entirely on 

the ran~ or~ering of tasks then the first 10 tasks 

on the list should ha~e been selected. 

2. If the student used o~her factors in additi0n tc percent 

performing then tasks other t~an the first ten on the list 

may have been selected. If this is the case , ask the 

ctudent to justify the selections which were made. 

la. The advantages of COOAP reports ar~: 

• Tas~s are rank ordered (based on per,ent performi~g). 

o A large sample of soldiers in a given specialty is surveyed. 

1~. The ma i n disadvantage of COOAP reports is: 

• Although tasks are rank ordered, t~e ordering is based on a 

single factor (percent performing). This is an insufficient 

data base tD use to ~elec.t tasks fu~ trainin9. 

2. Th~ answer to the appropriateness of COOAP as a data source will 

depend upon the area the ~tudent is analy2ing. 



• I 

SIGN-OFF 

C COURSE MAMAGER ) 

FEEDBACK 

8-FACTOR MODEL FOR SELECTING TASKS FOR TRAINING 

NOTE TO COURSE MANAGER: 

, Review the tasks the student selected for trJining. 

• Use the following as general guidance in your discussion . 

Percent performing, task delay tolerance, and task learning difficu lty 

were given as the high priority factors. 

la. The advantage of the 8-factor model for selecting tasks for training: 

• The 8-factor model is very comprehensive. 

lb . The disadvantages of the 8-factor model: 

• Data c.ollection i s difficult to co·,er all 8 factors. 

• Data analysis of so much inform~tion is difficult. 

• Weighting of the 8 factors is awkward. 

• The 8-factor model is time consuming to use. 

2. The appropriateness of 8-factor model for the analyst depen~s upon 

the assigned subject aMa. 



SIGN-OFF 

l COURSE MANAGER_) 

ST-11 

FEEDBACK 

4- FACTOR MODEL FOR SELECTING TASKS FOR TRAINING 

NOTE TO COURSE MANAGER: 

• Review the tasks the student selected for training. 

• Use the following as general guidance in your discussion: 
The student was told to weigh the 4 factors in the fo1lowing order: 
High l. Task learning difficulty . 

2. Consequences of inadequate perf~rmance. 

3. lask delay tolerance. 

Low 4. Percent performing. 

The advantage of the 4-factor model for seletting tasks for training is: 
• The 4-factor model is comprehensive. 

T~e disadvantages of the 4-factor model for selecting tasks for training 
are: 

• Data collectfon is difficult for all 4 factors. 

• 9ata analysis is difficult. 

• Weighting the 4 facto ts is awkward. 

• The 4-factor model i s time consuming to use. 

The appropriateness of the 4~factor model depends upon 

the assigned subject area. 



SIGN-OFF 

0URSE MANAGER) 

ST-12 

FEEDBACK 

TRAINING EMPHASlS MODEL FOR SELECTING TASKS FOR TP.AINING 

NOTE TO COURSE MNAGER; 

• Review the tasks the student selected for training. 
• Use the follow'lng ,u general guida;ice in your discussion: 
- If the student reacts to the Training Emphasis Ratings only -

then the 10 tasks with the highest ratings should ha~e bee~ selected. 

- The student may have considered other factors in addition 
to the nUinerical Training Empt,asis Ratings. If so - listen 
to the student's rat;on1le for the tasks selected. 

The advantages of the triining emphasis model: 
• It is a one factor scale t hat combinfs several factors. 
t It has a hig~ corrP,lation with the 4-factor model. 
• It is well received by the field(it is quick and easy). 
• It provide~ input frQm supervi~ors. 
• It can provfde rel1able data from a small sample (40). 

The disadvanta ~!s of the training emph&sis model is: 
• data f ;; not co 11 ected fro111 incumbents. 

The aop?opriateness of the training emphasi~ model will depend on the analysts area of work. 



SIGN-OFF c COUR~~ANAGE0 

Sl-13 

FEEDBACK 

CIF MODEL FOR SELECTING TASKS Fl)R "i AAlNINu 

- - - ····- ·-- - - ·- •'"--- --···•··· •·····-·· ·· --···- - -· -·· ·-- -··- - --· .... ________ _ 

NOTE TO COURSE MANAGER: 

• Review the tasks the student selected for training. 

• Use the following as general guidance in your discussion: 

The sti,dent will have to select 10 tasks from tasks which 

fall into the TRAIN and OVER TRAIN categories. 

Listen t J the student's rationale for selecting the lr 

tasks that were chosen. Sign the student off after you 

are sat ·lsfied with the rat ionale supporting the task 

selections. 

• 



r 

SIGN-OFF 

GRSE 'MANAGER) 

ST-14 

FEEDBACK 
WARTIME/PEACETIME MODEL FOR SELEC.i'JNG TASKS FOR TRAINING 

NOH TO COURSE MANAGER: 

It is a go~d idea to encourage the s~udent to complete at least one 
of the other modul~s which treat task selection models (ST-111, 
51"-ll, ST-12, ST-13). 

If the student is competent i,, at least one other task selection 
model then: 

• Review the 10 tasks the student selected for training . 
• Use the following as general guidance in your discussion: 

l. The exact grouping of tasks and number of tasks per gro~p 
depends on the subject area the ~tudent works with. 

2. Be sure the student has a rationale for tha tasks selected 
for training. For example - The student should combine the results 
of the WARTIME/PEACETIME with data from at least one oft~£ other models. 

The advantages of the war~ime/peacetime model for s~ler.ting task~ 
for training are: 

• Wartime/peacetime 1110del isolates ~ombat tasks. 
• Wartime/pel.cP.time model is easy to use. 

The dis&dvantage of the wartime/peaceti1r.e model is: 
1 Wartime/peacetime model ignores other relevant job analysis dati. 

The. appropriateness of the wartime/peacetime model depends on the 
specialty assigned to the analyst. 

7 



ST-1 

F~EDBACK 

SELECT TASKS FOR TRAINING 

NOTE TO COURSE MANAGER: 

SIGN-OFF 

~URSEMANAG~ 

Check to see that the student's task selection strategy wa~ followed 
when tasks were selected for training. 

Because the student was given "canned" task data and told to randcmly 
apply it to his or hPr task inventory some task selection choices 
might not seem "right.'' Keep in mind that the key issue is whether 
or not the student followed his or her own strategy. 
The student should be able to explain why o~ why not a task was 
selected for training and give evidence of understanding the task 
selection process. 
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0~£RVIEW FOR ~ANAGEMENT MODUELS 
This set of three modules i~ intended for those personnel in analysis 
in management jobs. They are directed toward areas that the manager 
typically is responsible for accomplishing. 

MGT-11 - Write Job and Task Analysis rlan: This is the basic job and 
task analysis management document. It acts to give the analysis 
project direction and parameters. 

MGT-12 - Recomnend Training Site: Although various persons may be 
involved in the process of determining the best site for training, 
the responsibility alternately falls on the manager to make a 
reconmendation. This module will assist fn that area. 

MGT-1 - Talk About Job and Task Analysis: Every manager is required 
at some time to talk about his area of responsibility. This module 
he~ps the manager internalize the job and task analysis process to a 
degree that briefing can be given. 

NOTE: Although this track is identified for managers, others may find 
it beneficial to complete these three modules. 



SIGN-Orf 

C COURSE WAGER ) 

MGT-1 

TALK ABOUT JOB AND TASK ANALYSIS 

OBJECTIVE: 

Given access to any sources available, prepare and present a talk to 
inform a group of your superiors, peers,or subordinates of the nature 
of Job and Task Analysis. The talk will: 

• Describe the reasons for conducting a Job and Task Analysis. 

• Describe the reason for having o Job and Task Analysis Plan and 
briefly (2 or 3 sentences) expl ~in each major paragraph of the plan . 

• Describe (in outline fonn) how you would go about doing a job 
analysis and task analysis for the MOS or specialty you work with. 
NOTE: Be sure your description covers each required step in job and 
task an11lysis and that you are sure that ail required· end products 
are included. 

• The talk should last no longer thin 15 minutes. 

4 
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I 



CRITERION TEST: 

Prepare and delfver a talk havfng the characterfstfcs listed on the 
precedfng page. The talk should last no l~nger than 15 minutes. 

RESOURCES: 

TRADOC Regul~tion 351-4, Job and Task Analysis 
TRADOC Pamphlet 351-4. Job and Task Analysis Handbook 
Previous Course nodules 

OPTIONAL RESOURCES: 

ISO Executive Sunmary 



This course conte1ns many concepts and techn1~ues that are new to 
many people. In the coming weeks many of you will be as~ed to present 
briefings on these concepts a~d techniques. For others t here will be 
a .need to convey job and task analysis infonnation to groups of colleages 
or subordinates. Since presentations are more convincing when you have 
your act together, this module is designed to help you become more 
comfortable with analysis, tenninology, and techniques. 

Before you begin to outline your presentation, consider for whom the 
presentat,on is being made, This may give you cues as to how the 
presentation should be organized, how long ft should be, and the types 
of questions that may be asked, After you know your audience, tHen 
begin to outline your presentation, Review the resource documents 
and the modules for additional fnformatf~n. Regardless of the 
audience, your presentation. must include the following points: 

• The reasons for conducting a Job and TasK Analysis, 

, The reason(s) for having a Job and Task AnJlysis Plan and 
briefly (2 or 3 sentences) explain each major paragraph of the plan. 

1 Describe (in outline fonn) how you would go about doing a job 
analysis and task analysis for the MOS or specialty you work with. 

. , 

, 



NOTE ; Be sure your descript ion covers each required step in the job 
and task analysis process a~d that you are sure that all required end 
products are included . 

The informt1t-ion needed tc:; address these area s is contained in the 
resources listed at the front of this modu'fe, 

The presentation shoul~ be no more than 15 min~tes long, It shou1d be 
either video or au•J-lo •aped s ioce this will provid~ yo•J with the best 
feedback. The presentation should be ffldde as many times as necP.ssary, 
until you feel your delivery is acceptable, 

If you like, ask several colleagues to observe your presentation and 
provide you with feedback. When you have mastered the presentation, 
present a course manager with a video or audio ta~e ror evaluation. 

1 



SIGN-OFF 

C COURSE M.I\NAGER) 

t.(GT-H 

WRITE A JOB AND TASK ANALYSIS PLAN 

OBJECTIVE: 

For an MOS or officer specialty for which your schoo! ~as 

proponency, develop a draft Job and ~ask Analysis Plan bv 

us!ng ceal-world i~formation to complete the following 

par agr~phs: 

1. Officer/anlist~d specialty. 

2e Job description(s). 

3. Plan rationale. 

4. Implications of the job and task analysis. 

s. Target population. 

6. Resource requirements/constiaints. 

7. Data sources. 

8. Deliverables. 

The pian may be an abbreviated version. but it must include 

REAL world information. 

The plan you develop during the module will serv~ as the 

criterion test item. 

CRITERION TEST: 

For an MOS or officer specialty for which your school has 

ptoponency, develop a draft Job and Task Analysis Plan by 

u~lng real world infor1.u\i. ion to complete the following pua.graphs: 



1. Officer/enlisted specialty to b~ analyzed. 

2. J~b description(s) withi ., the specialty. 

3. Plan rationale. 

4. Implications of the job and task analysis. 

5. Target Poplation. 

6. Resource fequirements/constraints. 

7. Data source~. 

8. A list of deliver~ble products from the analysis. 

You may J~velop an 5bbreviated version of the ~lan, but you 

must develop the plan in enough detail to prove to the 

course manager that yo~ understood the requirements. 

RESOURCES: 

DA Pam 57C-5S8, Staffing Guide for US Army Service Schools. 

TRADOC Regulation 351-4, Job and Task Ana!ysis 

TRADOC Pam 351-4, J~b and Task Analysis Handbook, Chapter 3 

QfTIONAL RESOURCES: 

223B Job and Task Analysis Plan, Ft Rucker, AL 

76Y Job and Task Analysis Plan, Ft Lee, VA 



INTRODUCTION: 

As a project offic~r/NCO, you are responsible for using ~our 
resources in the most cost-effective mannor. To meet this 
objective, you muPt plan your workload, institute new 
programs, keep olrl ones active, and inform your supervisor 
about your branch's present and future milesto~es. 
In most cases, you do this in some formal manner, for 
eMample, Disposition Fo:m, Memorandum for Record, Official 
Letters or other means. The important thing i s that ycu 
have a formal management plan. In this light, consider the 
r~ed to formaliz~ you, plan for Job and Task Analysis, ~r 
i"put into a pl~n for Job a~d Task analysis. 
Unlike most military jobs which can be completed in short 
time frames, the Job and Task Analysis process often 
requires months to complete. Witnout a formal course of 
action to follow, the project may go astray, or change 
enough to cause a waste of resources. A well developed plan 

I provides guidance on what is to be done, how it is to be 
done, and establishes milestones for the accomplishment of 
the analysis process. The intent of the plan is th~t it 
will be a workable document which can be changed and updated 
when necessary. 

10 
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When preparing a Job Analysis Plan, the Collowing infor­
mation must be included: 

1. Offiver / enlisted speci~lty (What specialty, (e.g., 
OPMS 11, CMF 11: MOS 118] is to be addr&ssed in the 
analy&is?) 

2. Job Description (What job{a) ar& addressed in this 
analysis?) 

3. Plan rationale (Why is the analysia being done? 
Performanc~ deficiency? Other?) 

4. Implication of the Job and Task Analysis (What 
current training developments products (e.g., SM, CM, POI, 
TEC, Training Device(s), Job Aids, other] will be affected 
by this analysis?) 

s. ~arget Population (Who are the sp~cific people 
scheduled to receive the trai~ing resulting from this 
proce,s?) 

6. Resource requirements/conscraints (What are the 
ceq~irements (e.g., time, personnel, scheduling, other] for 
this analysis? Wh&t are the constraints [e.g., lack of TOY 
funds, OCONUS travel, ~therJ that must be identified? Both 
areas must be resolved to conduct the analysis and/or plan 
rev,sed to live within the constraints.) 



7. Data Sourc~s (W~ere can the analyst obtain infor­
~ation for the analysis ~ffort?) 

e. r D~liverables (What deliverables le.g. ~ Target 
ropulation description, t~sk inventory, other] are required 
for this analysis effort?) 

Additional areas that may be addressed could be: 
9. ·Trade-offs (What advanta9~s/disadvantageo exist? 

What is gained or lost by e i ther?) 

10. K~y Decision Points (At what point in the analysi~ 
procees are most critical (e.g., quality control checks, 
other)? 

11. Lessons Learned (Wbat did you learn from thie 
effort that could be refined during later analysis?) 

At this point you should read Chapter J (Job' Taok Analysis Plan), TF.ADOC Pam 351-4 (Job & T~sk Analysis Handbook) 
OFFiqEn/ENLISTED SPECIALTY: 

Identify the specialty (officer or. anlisted) being analyzed 
orr if applicable, portions thereof (e.g., skill level, 
job) . 

JOB DESCRIP1'ION(s): 

Description of job(s) to be analyzed (e.g., existing or 
p~oposed). 



PLAN RAT:iONALE: 

Describ~ the reason for the analysis effort (e.g., perfor­
mance de f iciency, new specialty, product improvement pla~ 
.implementation, other). This section ahould provide a com­
mon frame of reference to p.ermit any reviewer to identify 
the specific reason for the initiation of this requirement. 
There are a good number of reasons for you to perform a 
Job/Task Analyais. The reasons includes EMPS/OPMS require­
ments (CMS, SM, SQ·r) , substandard field per·formance, Job 
Books, dev~lopment of extension training packagea (TEC, 
ACCP, etc.) or a new piece of equipment being introduced 
!.nto the active ·· inventory. Regardl~as of the need for the 
anAlysis, you will probably ~ant to attack each protlem dif­
terent1y, since the level of detail from ~he analysis 
may have to be different. Since the Job Analysis Plan serves 
as a historical document/institutional memory, the need 
to include the rationale i n the plan is ex~remely important. 
Shown below is tlle rationale used in the Job and '.1'a 1k 
Analysis Plan for offier specialties at the Infantry School. 

/J 



SAMPLE RATIONALE 

r--n,e United States Army Infantry School has always had the key mission I of preparing selected officers, noncommbsioned offl cers and sol die rs I to perform Infantry duties required in peace and war with emphasis on 
the art of COlll'l\lnd and leadership. To support the USAIS mission, 
the Directorate of Training Developments has been dev~loping, and 
coordinating the development of 111 training programs for Military 
Occupational Specialties, TOE and material systems for which the 
Infantry is proponent. However, for the last few years TRADOC and USAIS 
training develoQlllent priQrities have been primarily directed toward 
the implementation of the Enlisted Personnel Management System. 

In August of 1977, the Directorate of Tr~ining Developments launched a 
long range internal effort to revise the Infantry Officer Advanced 
Course. Early in the analysis phase of this project, coordination with 
other TRADOC service schools revealed that almost ali schools had 
initiated some form of officer job/task analysis, design and/or development. 
However, there was a definite lack of guidance from TRADOC, and it was 
apparent t.hat the sch9ols were moving along divergent paths. Therefore, 

contd 



SAMPLE RATIONALE (CONTD) 

USAIS was encauraged when, at DA, the RETO Study (Review of Educat~on 

arid Training for Officers) was formed to define long-r:=snge training 

needs for all officer specialties at a,1 grade lev~ls and to reconwnend 

training programs to meet those needs. 

I 

TRADOC has worked close1y with RETO to develop a long-range (7 yea-r) 

pr~gram which will provide a detailed description of off1cer jobs, to 

identify these tasks, skills, and knowledges upon which officers need 

to be trained/educated, and to institute flexible and cost-effective 

courses of instruction. n~ result or that effort 1s TRAOOC Circul:r 

350-2 (Draft). Officer J~L/Task Analysis and Training Development. 

Officer a~alysis resources at USAIS will be dedicated to the i~plem~n­

tation of the programs ou~lined in this circ~~ar. 

y quest ons on pan ra ona e 

try practice exercise. 1. 

PRACTI~E EXER.CISE l. 

s00ee a r.ourse manager. 0 , 

, Select a project currently ongoing or projected in the near future 

1n your MOS or specialty. WRITE OUT the rationale you think caused or 

w111 cause the project to be started. 

~ see a cour1e manager for assistance if you are unsure of your 

project. 

1 REMINDER: Pick your project carefully- you will us.e this one · 

project through this entire module. 

ll 



IMFLICATIONS OF JOB AND TASK ANALYSIS: 
Analysi~ efforts to revise, ~odify and/or refine a specialty 
(or portion thereof) must ensure the tJlannillC; effort iden­
tifies any curcent training developments proauct(s) that m~y 
be affected by the analysis results (e.g., a PIP for engine 
"X" could require changes in restdant training, and new 
equip1nent training recJuiJ:ements). These training devt:ilop­
ment products must be identified and trainers notified of 
forthcomir:.g ch~nges by the propone"."l.t school. 
The need for this is obvious since we do not want training 
matetials to be used that ar~ no longer correct. However, 
juct becaus . .! an a..nalysis ~£fort is begun we do not throw awa.l 
what we have now. The new training developments pr~ducts 
will not be out on the stre~t for 2 to 5 years (dependin~ on 
the type specialty, the exten~ of the ~nalysis, the type 
ana:ysis (i.e : , new or revised), etc). The key point to 
remen,bec :is tl,at as long as these items arc identified they 
can be earmarked fnr revision and r~sources programmed to 
~ccompllsh that requirement. 

I<. 
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Given below are the v,ried rationale/reasons for a notfonal Job and Task 
Analysis Plan for MOS 76Y. 

- - - - - - -------a. Determine the validtty of 76Y personnel conducttng or 
upervtsing rigging ~perations. 

b. Determine the degree of disparities between AR 611-201 and 
Job require~nts. Provide a job descriptfon that fs in concert 

ith actual duty requirements. 

c. Deterrr.t~P. the criticality of duty posftions performed by a low 
ercentage of personnel. 

d. Determine effectiveness of e TEC program for the 76Y Un1t 
rmorer. 

e. Determine the validity of training materials that were subject 
to doctr1Pal change. 

f. Determine the validity of the performance measures included in 
he new task sum,aries. 

Any questions on plan objectives? If so, see a ::ourse manager. If 
not, try practice exercise 2. 

PRACTICE EXERCISE 2 

Placing yourself in a position within the Quartermaster 
School in which y~u ore involved in writing this portion of 
the Job and Task Analysis Plan, identify the 
possibl~/per.ceived training developments products that wo~ld 
fbll out of this effort. If ~ou are not familiar with the 
entire 76Y MOS key in on 76Yl0 (Supply Clerk\ and. items 6, . 
c, d, e, f. 



TARGET POPULATION: 

The. target population t or a training developments effQrt 
muBt be identified to insure the traini~g products are com­
patible with the personnel in the field, to identify entry 
level qualifications for new specia l ties and/or to determine 
what must be included in an education/training requirement. 

STOP Read Para 4-8, TRADOC Pam 351-4 (Job & '!'ask Ana:,ysis Handbook) for further understand i ng uf Target Population 
The advantageB of maintaining a file of the target pop1.1la­
tion (TP) are: 

1. As the TP change, t he training developments products 
should al&o change (especially i f the mental group 
from which they are being drawn gets lower). The training 
must be equal to the people bei ng trained. The written 
approach (i.e., readability/comprehension) if not directed 
to the proper population may "fly over their he.1ds" and nvt 
be understood 2!. be written so that the upper ment&l cate­
gory personnel will "fly through the material" thinking it 
too simple and miss soine important points. Either way, if 
you do not know who will be using your materials, how will 
you know they can use them/understand them? 

2. Ultimately it is anticipated th~t this 1ata will be 
used to determine selection criteria for specialty training 
and/or Armed Services Vocat i onal Apptitude Battery (ASVAB) 
tests. 

, 



Anoth~r factor that falls within this area is the TP 
required for a new system (that presently does not eMist). 
Si~ce there is no baseline data to draw from this require­
ment, it must be created from other sources ' e.g., new 
system is a modification of a current system--new TP to be 
built on/modified from old system TP or create "from 
scratch" (i.e., determine what skills/knowledges/~bilities 
are required to work on a system/job - See Appendix D, 
TRADOC Pam 351-4. 

~OURCE REQUIREMENTS AND CONSTRArNTS: 
The t hree major resources that you manage are time, money 
and personnel. Additionally, the scheduling of varied 
requirements needs to be addressed. TRADOC Reg 351-4 states 
that "Any previously identified resource requirements should 
be clarified as they relate to the job and task analysis 
process. Any co~straints must be identified and resolved to 
avoid complications in completing this process. The 
following areas will be discussed in detall in the Job and 
Task Analysis Plan: 

a. Time. Specify time allocated for the conduct of 
the analysis effort including phasing of requirements and 
personnel interface ~i~e., assigned, tasked personnel). 



b. Personnel. Per3onnel requirements for the analysis 
effort must be identified well in advance to permit proper 
i~entification/aelection/assignment/training to support this 
requiremen~. Personnel needs should reflect a work require­
ment that considers the systematic process of analysis. It 
is not reasonable to assume a requirement of 300 man days 
can be met by 10 men for 30 days when, ~ecauo~ of project 
constrai~ts (e.g •• administering of a mailed survey that may 
require 120 days to complete) the requirement must be 
completed by two men for 150 days. Sp~cific personnel 
requirements rnust be el!borated upon and justified. 

c. Scheduling. Necessary requirements must be 
addressed/resolved to permit those needed (e.g., TDY, 
printi ng raquitements, contracts) to be programmed for 
implementation.• 

Let's discuss these in a little more depth: 

a. Time: The TRADOC Staffing Guide is currently the only 
publicatior, that addressP.s the amount of time allocated to perform 
analysis. However, recent work indicates that the times alloted are 
not sufficient and may be subject to change in the future. When 
·pred1cting the amount of time required to meet your objer.tives, consider 
the following: 

Will you need to survey? If so, 

, 
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(1) Will you design, validate and ~dminister your own survey? 

(2) Will ACSP ~t MILPERCEN be used? Is there a current task 

inv~ntory or must you assemble the ta~k inventory and have MOOD (Military 

Octupational Data Division) administer and score it for you? 

(3) How accessible are the required data sources? 

(4) Has any work been done previously that is usable? 

(~) How experienced are your analysts? (New analysts will 

undoubtedly reGuire more time than exper ienced ana~ysts.) 

(6) Do you have a ~uspense date that dictates when the analysis 

~yst be completed ? (Consider this in conju~ction with personnel 

requirements .) 

(7) What about TDY trips? Will you bring the target population to 

the proponent or have to visit the field units. 

This list does not cover al~ the considerations but should get you 

off on the right track. The main point here is that time is a 

resource - not a lim!ting factor and must Je managed j~ist like people 

and money. 

:.:,. ;,ersonnel: Two major fac 'i:rirs regarding persC'11nel should be 

considered: batkground and the number required. 

(1) Background: 

(a) Are enlisterl and/:r offfcer subject matter experts ~SME) 

required? 

(b) Should the analysts be educational technologists? 

(2) NumbP,r Required: When determining ho~ many people the 

project is going ~o require, consider the following: 

.,_, I 



(a) Time to complete the project: 1 ever·y 12 months, 4 every 
3 months, etc. 

(b) Scope of tlie project: ~•;11 an individual effort be 
sufficient, or ~111 a team be required? 

c. Money: If funds are required for TOY (to administer surveys 
or bring SME in on a TOY basis to assist the analyst) be sure that 
you have forP-casted an adequate amount in the plan. This becomes 
extremely critical for the approving authority, ~ince he must weigh 
your requirements and those of other projects ~gainst the annual budget. 
If you don't address monies at thi: point, they n1ay be available at the 
time you need it. 

Shown on the next 5 pages are examples of resource requirements fr~n 
the Infantry School. 



SAMPLE kESOURCE REQUIREMENTS 

OFFICER JOB/TASK ANALYSIS rLAN 

SECTION VI I: Resource Requi rement;;/Constraints• 

REQUIREMENTS 
Approx 
No of Approx Reference Regui rements Activitt Pers Date 

A-E Completed 

**F-1 thru S►\~s for: Attend briefing 11 8 Aug 78 F-4 I ndivi dual ~!pns 
Qualification Coordinate in l Aug 78-

task l 1st com- 14 Sep 7b Land Nav~gation/ pilation 
Mapreading 

Review final 
Tactics list 

Operations 

Combat Leadership 

?h1sical Readiness 

Airborne 

Ranger 

**G-3 Job Incu:tbents Interview Unk l Sep 78-and Supervisors Survey 15 Oct 78 from the 197th, 
AIT Bde, USAIS 
students, faculty, 
and staff 

G-3, G6 Additional job Conduct job 4 l Sep 78 -analysts analysis 31 Dec 78 

*Sections here are cross-referenced to th~ milestone schedule, Section VI. ••Personnel will not be requ1rf!d full time. Di rect coordination will be 
necessary betweeH OAB/TSAD and the ,~quire~ agenci6s/p~rsonne1. 

continutd - ·- -- -----------.... 



SAMPLE RESOURCE REQUIREMENTS (CONTO) 

Approx 
No of Ap~rox 

Referenct! . Regui re.ments Activitt Pers Date 

*G-5 Job incumbents and Inte,·vi ew to 125 15 Nov 78-
their supervisors verHy task 1 Dec 78 • from USAIC, Ft inventory 
Carson, Ft Campbell (LT - CPT) 
Ft Bragg, Ft 
Stewart 

H-1 USAIS representa- Pro vi de input 1 15 Jun 78-
tives to MILPERCEN to MILPERCEN l Jan 78 

( as requ1 red) 
Refine task 
inventories 

*1-3 Cor.wnon subject Review common 50 15 Oct 78-
area experts task lists sub- 6 Nov 78 
from USAIS/USAIC mitted from 
faculty & staff other !:chools 

L-3 Add1t1011al Document 5 3 Jan 79-
Task Analy$ts tasks 31 Jul 79 

'*L-4 ,Job incumbents and Interview/ 1 1 Aug 79~ 
their supervisors observe to 30 Nov 79 
from USAI C, Fort validate docu-
Carson, Ft Campbell mentation of 
Ft Bragg, Ft tasits (LT -
Stewart CPT) 

L-6 Additfonal Type documen- 1 1 Aug 79-
clerical tation forms 30 Nov 79 
support 

M Unknown Prepare/docu- Unk 3 Jan 79-
ment coillnOn 31 Mar 80 

Requirements will tasks for MAJ-
parallel those COL 
inF,H,I,J,& 
L 

continued 



~AMPLE ~E~OURCE REQUIREMENTS (CONTD) 

Approx 
No of Approx ~oference Reaui rements . Activitv Pers Date ... 

N. Job incumbents Interview to 150 1 Apr 79-and thef r s-uper- verify tlsk 30 May 89 visors from i,wentory 
USAIC, Ft Carson, (MAJ - COL) 
Ft Campbe 11 , Ft 
Bragg, Ft Stewart 

Jnb incumbents Interview/ 150 1 Jan 81-and their super- observe to 28 Feb 81 visors from validate 
USAIC, Ft Carson, documenta-
Ft C&mpbe 11 , Ft tion of tasks 
Bragg, Ft Stew- (MAJ - COL} 
art, 7th Army & 
8th Army 

---

**O Task selection Select cri- 10 1 Oct 79 board members tical tasks 
(job incumbents, 
supervisors, 
StlE' s and others 
designated by 
the Commandant) 

-
PROJECTED TOY REQ~IREMENTS 

FY/ Estimated 
Quarter Event Activ1ti Cost 

FY 78 

4 F3 3-day TOY to USAFAS $ 349 
3-day TOY to USAAS 239 

Total _1 Saa 

FY 79 

1 65 5-day TOY to Carson $ 477 
5-day TOY to Bragg 361 

I 5-day TOY to Campbell 357 
5-day TOY to Stewart 276 

I , . . - - -
continued 
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FY/ 
Quarter 

FY 79 cont. 

1 

1 

2 

2 
3 
3 

3 

4 

Total 

FY 80 

2 

Total 

FY 81 

2 

2 
2 

SAMPLE RESOURCE REQUIREMENTS (CONTD) 

Event 

H 

Task 
Analyst 
Workshop 
(Nov) 

H 
H 

IPR TRAOOC 
IPR CGSC 
tPR CAC 

N 

L4 

IPR 
TRADOC 

IPR 
TRADOC 

N 
Input to 
MILPERCEN 

Acthitt 

3-day TOY to MlLPERCEN 3-day TOY to MILPERCEN 

Five 5-day TOY to trips 
to Leesburg 

3-day TOY to CGSC 
3-day TOY to CGSC 
3-day TOY to TRADOC 
3-day TOY to CGSt 
3-day TOY to CAC 

5-day TOY to Carson 
5-day TOY ta Bragg 
5-day TOY to C~mpbell 
5-day TOY to Stewart 

Two 6-day TOY trips to 
Carson 
Two 6-day TOY trips to 
Campbell 
Two 6-day TOY trips to Bragg 
Two 6-day TOY trips to 
Stewart 

3-day TOY to TRADOC 

3-day TOY to TRADOC • 

3-~ay TOY to MILPERCEN 
3-day TOY t~ MILPERCEN 

Estimated 

$ 

Cost 

322 
322 

1695 

301 
301 
322 
301 
301 

477 
361 
357 
276 

984 

744 

752 

582 

9869 

322 ---

322 

322 

322 
322 

continued 
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SAMPLE RESOURCE REQUIREMENTS (CONTD} 

FY/ Estimated Quarter Jv2nt Activity Cost 

2 N Two 6-day TOY trips to 984 Carson 
Two 6-day TOY trips to 752 Bragg 
T"o 6-day TOY trips to 
Campbel 1 744 Two 6-dar TOY tr1ps to 
Stewart 582 Two 10-day TOY trips to 
7th Army 1858 iwo 10-day TOY trips to 3464 J\th Army 

$ 9350 Total 

Su11111ary: 
Unprogranrned FY Ident1fied Tota1s Exeenses 

78 $ 588 

79 9869 $ 2131 
80 322 11678 
81 9350 2650 

78-81 ~ 20129 $ 16459 

CON~Tl<AINTS 

1. TRADOC Review of Manpower recognizes 7.27 man-yea~ to ~e dedicate~ 
to t~is project for FY 79. Without recognized pers~nnel, milesto~es 
will be difficult to !lleet. 

2. TRADOC-imposed milestone~/ma~pcwer constraints could restrict 
coordination with geographically d1str1buted/representativ~ units not 
found at Fort 8enning. However, field visits will be conducted whenever 

resources a 11 ow. 



PRACTICE EXERCISE 3: 

Develop your resource requirements for the ,roject you h~ve 
been working with through this module. When you have 
completed the exercise, bring your resource requirements to 
a course manager for approval and discussion. 

DATA REQUIREMENTS AttD SOURCES: 

a. Sources of data used/to be used in the analysis 
effort will be identified to permit the reviewer/user of the 
plan the opportunity to: 

(1) Understand the source of data being used to 
support the on-going effort. 

(2) Identify sources not being used that could 
assist in the analysis. 

b. Depending on the nature of the scope of the analy­
sis project, you should ideratify the data requiremer.ts in as 
much detail as possible in the plan as well as the means of 
ac=essing that data. A laundry list of data sources serves 
no purpos~ and may be counterproductive if your people must 
spend time researching documents for information. The list 
of data sources in TRAOOC Pamphlet 351-4 is by no means 
complete. Your analysts must prepare and maintain all sour­
ces of data for current and future use. The format ir. 
Appendi~ C, TRADOC Pamphlet 351-4, serves as a format to 
assist in documenting your sources of data. It should be 
understood that all sources may not be needed for follow-on 
efforts but knowing the source is of prime importance. 

'), fl 
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Thare may be excellent data sources ~hat are difficult or 
ifflpossible to access, her.ce they may be ~f little value , 
Note: Do not use th0 same set of dat• sources for ev~ry pro­
ject. Do not fall back on one set of resource documanta 
without expanding the •library.• Granted, there may be one 
T~ or set of FM that are the basis for a job or MOS but as a 
rule, those documents were written from other sources or are 
the base for additional pcblications. The user of ttoae 
documents may have little need for additional resources, 
liowever, analysts should access everything they can obtain. 



. Shown be1ow is tl'le 11 Data Sourc1a:s 11 1nclosure t.o i;he Armor School plan for 
MOS 19D1. This is strictly a laundry li~t; howPver, note that in the 
referer.c~ column in p&ragrapt1 2 there is an additiona"; i:,ortion of the 
plan in the fcrm of TAB which contain the actu~~ resources that are 
maintained on file as a major pdrt of the plan. 

SAMPLF. DATA SOURCES 
Inclosure 4~Appendix 1 to Annev B to CMF 9 Armor Pan 
The following data sources are divided into two group~, convnon task and 
standard data sources (not inclusive): 

1. TRADOC SERVICE SCHOOLS thut provided common task data in the form 
of common task invtntories; job data worksh~ets (JDWS) ~ and Skill 
Level 1 (SL-1) tasks selected for training with JDWS. 

USA Fie 1 d Art 111 ery Schoo I ( USAFAS) USA Academy of Health Science (USAAHS) ~SA Engineer School (USAES) USA Infantry School (USAlS) USA Intelliqence School (USAIS) L'SA Ordnance and Chemical School (USAOCCS) USA Signal School (&SASS) USA Quartermaster School (USAQMS) 
2. OTHER DATA SOURCES 

REFERENCE DOCUMENT 

JCS Publications. 
Technical Manuals. 
Fie l d Manual s . 
Army Regulations 
Circulars and Pamphlets. 

C\lnt1nued 



TAB A 

TAB F 

TABB 

TAB E 

TAS G 

TAB C 
TAB D 

SAMPLE DATA SOURCES (CONTD) 

Previous Task Inventories. 
Similar Task Inventories 
Threat Scenarios. 
Interviews with Incumbent (Present/Past), Peers, Subordinates and Superiors. 
Standard Operating Procedures. 
Programs of Instructions. 
Soldier's Manuals. 
Previous Task Lists. 
Documentation from the Systems Engineeri~g Era. Reports from Outside Agencies. 
Army Occupational Survey Program (AOSP) 

Reports forlDl!rly known as MOOB Reports 
CODAP Reports are AOSP Reports 

Internal Research Reports. 
Field Feedback Reports. 
Tables of Organization and Equipment and 

Tables of Distribution and Allowances. 
Field Surveys and Intervie1-1s. 
ART£Ps (or) Collective Training ~equirements/ Documentation 
Civilian Publications (Technical Journals and 

Professional Publications) . 
Directorate of Evaluation (OAFM-Eval). 
Equipment Modification Work Orders (MWO's). Observations. 
Product Improvement Plans. 
Training Extension Courses (TEC) Materials. __ ! Exportable Training Materials (ETM). 

If you have any questions see a course manager before going on to Practice 
Exercise 4. 

PRACTICE EXERCISE 4 

For the project you are working on in this module, list the general 
types of publications you feel you might use. After preparing the 
list, separate them into categories and then write a brief paragraph 
as to why these particular categories will be used and what types of 
information you would exi>ect _your analyst to obtaht from them. 
Bring your list to a course manager for approval and discussion. 

3( 



DELIVERABLES: 

Deliverable produ~te of a completed job and task analysis 
process support follow-on efforts and provide 

records/justificatlo~ of completed actions. The plan must 
anticipate these requirements and insure resources required 
are identified. Minimum deliverables ~re: 

a. Completed target population ~esc~iption. (Review 
para 4-8, Job & Task Analysis Handbook) 

b. ~ob demographic data. (Review Paragraph 4-7, Job & 
Task Analysis Handbook) 

~. Task inventory (initial). (R~view Chapter 5, Job & 
Task Analysis Handbook) 

d. Task lnventory (final). (Revieu paragraph 5-6, Job 
& Task Analysis Handbook) 

e. Task Selection Board SOP. (Review paragraph 7-10, 
Job & Task A~alysis Handbook) 

(1) Provides guidance to analys ts and task selec­
tion board for task selection criteria. 

guidance. 

(2) Contftnts will include: 

(a) Current doctrine, threat, and mission 

(b) Board composition requirements. 

(c) Powers of head of board. 

(d) Designation of arbitrator for disputes. 

JV 
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(e) Train i ng priority guidan=e, TRADOC Reg 350-2, Development, Implementation and Evaluation of 
Individual Training. 

(f) Guidance to analysts (i.e., requirement to submit rationale for and data on methods used to select tasks, justification for mcthod(s) used, and other require­ments as designated by service school to ensure • 
understanding of process used). 

f. Tasks selected for training/critical task list to include criteria for selection and rationale fer selection. (Review Chapter 7, Job & Task Analysis Handbook) 
g e Task analysis worksheet (required for each task selected for training} with site eelection recommendations. (Revie~ Chapter e, Job & Task Analysis Handbook) 

-----Let's Talk About the SOP!-----
This requirement is not so new or unique! We have had SOPs in the Army for years. What are they--Standing Operating Procedures? Why do we need one for the Task Selection 
Board? Well it provides the basic guidance and information needed for the board members and the analysts in 
understanding the ~G's philosophy, guidance, training stra­tegy, etc. In essence !t provides a base of understanding and should eliminate confusion on what is to be done, by whom, and why. 



In an earlier module (JA-1) we aaid that the task inventory 
is a list of all tasks about which training decisions must 
be made. The .selection of CRITICAL TASKS is perhaps the 
most important decision in t he TD process, for it is here 
that th~ future content and direction of training products 
will be determined. If the seloction proces9 is not carrier, 
out properly, training will not support the force-in~·th,_ 
field. 

Becauae of varying cequirements, the selection process will 
differ somewhat for each school. Several task selection 
models are available end each is addressed i r- TRAOO: Pam 
351-4(T), Job and Task Analysis Handbook. In addi t ion, an 
entire section of this course is devoted to critical task 
selection. 

The critical task selection SOP is the school commandant's 
management vehicle for conveying his training philosophy, 
concepts, policy and guidance on the content and direction 
of an MOS or specialty for which he is responsible. Such 
policy and guidance will give direction not only to how the 
critical task selection is carried out, but to all that 
follows in the training developments process. 
The current TRADOC enlisted training strategy places empha~ 
sis on CAREER TRAINING as opposed to initial entry ~raining. 
This stratregy is expressed in the following four point&. 

, 
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- An MOS Career Training Strategy unique to the needs of 
the MOS. 

- Shorter AIT courses. 

- Soldiers spending more career time in NCOES. 

- NCOES cQurses becoming more MOS specific rather than 
CMF general 

The command4ntR' critical task selectlon SOP should reflect 

this strategy of MOS career training. rn part, this can be 

done by ensuring that the members of the t~sk selectlon 

board have a thorough knowledge cf current threat, doctrine 

and unit missions. A knowledge of these facts are needed to 

temper judgements abou~ which tasks are critical to job pro­

ficienc) a~d survival on the battlefield. In Addition, the 

board members should be familia= with the future of the MOSJ 

that is how the MOS will be affected by new weapon and sup­

port systems. Your guid~nce in this area should be directed 

toward establishing a policy that training developers will 

be cognizant of the e:venta happening in the combat devel.09-

ments arena. 



CURRENT DOCTRINE, THREAT AND MISS1ON GUIDANCE 
The relationship of analysis to ot~er parts of the training 
developments system is illustrated below: 

Notice that the actual conduct of the job analysis is pre­
ceded by an analyail of THREAT, OOCTRINE, MISSION and in 
some instances EQUIPMENT. This is to ensure that the tasks 
that make up the task i~ventory (an output of Job 
Analysis)do in fact support requirornents specified in 
threat·, doctrine, mission and possibly equipmc~t. Remember, 
the TASK INVENTORY must cor.tain all those tasks soldiers are 
required to do .in their job, and about which training deci­
■iona must be made. 
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THRF.AT 

Wh~r~ does this data come from? It does not •fall from the 
trees!" It requires "digging~ into varied thr~at documents 
and interf~ce with the varied threat managers (TKADOC HQ, 
InRtallation, Schoel, DARCOM, et~). Without this infor­
mation we could be analyzing a specialty improperl\', 
neglecting something that could very well impact on battle­
field survivability (e.g., Electronic Warfare - Have you 
considered its impact/ramific~tions of its use on your 
specialty?) Both the task selection board and analyst must 
know this threat information to ensure we are training our 
soldiers to attain the required j~b/mission profi~iency. We 
ca~ not train only for a peacetime force. We must also 
train for a wartime force. 

DOCTRINE 
'l'RADOC has an office de:1 icated to both threat and doctrine 
(DC& Doctrine - AV 680-3551 and AV 6~0-2445, respectively). 
Guidance to assist in the formulation of training devalop­
ments products can be drawn Crom them to onsure all facets 
that should be addressed are addressed. If a doctrinal 
change has beAn effected, i~ being considered, or h~s. been 
scheduled to occ~r it must be incorporated in selecting 
tasks for training. 



MISSION 
Wh~t is the mission of the unit to which your proponent spe­
cialty wlll be asRigned? Are their many possibilities 
(e.g., 76Y) or minimal variations (e.g., 118)? The collec­
tive mission is a sta~ting point from which this information 
will be derived. AR'I'EPs are a prime source for this data. 
This is considered a "Top-Down Analysis• (See Figure 1). 
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BRIGADE 

What is the inter­
face between the 
Brigade Mission and 
tt,e Individual ? 

Is every rnission 
being performed that 
must be per,ormed? 

Is every person 
performing his 
complete mission? 

INDIVIDUAL 



TASK SELECTION BOARD COMPOSITION 

An area that can greatly affect the quality of the task 
selection process is the composition of the board. It: 

• Completes the formal step in selecting tasks for 
training/criti=al tasks by gaining consensus from members on 
those tasks presented before it and subMitting those being 
recommended to the commandant of the school for approval as 
critical tasks. 

• Majority of members should be knowledgeable of 
systems approach to training. 

• Board should be convened in a block of days to avoid 
outside interference of this essential function. 
Specific guidanc~ will not be given here, as to who should 
be board members. The qualifications of available personnel 
vary greatly from school to school. Senior managers must 
use their judgement in determining specific individuals for 
the board. However, the board members should be drawn from 
two specific groups of people. First, there should be. 
several board members from active field units that use the 
MOS or sp~cialty being analyzed. These members will bring 
with them a perception of the job not fo;1nd in ~he school. 



• 

This is a perce~tion of the job as it is performed day-to­
day in a field unit. Secondly, several board members should 
be from within the school. These members should havP a 
knowleuge of both the MOS an1 the systems approach to 
training. The effect will be to balance out the two percep-
lions of the job. 

PC-;fERS OF THE HEAD OF THE BOARD 
The head of the board should not be in a command or super­
visory relationship with any of the board members. As head 
of the bo5rd, it is this person's responsibility to ensure 
that the critical task selection process follows a rational 
process. This implies that the head of the board will be 
familiar with group dynamics. He or she should not allow 
individuals to dominate the discussion. As l ~ader of the 
board, he or she should encourage each member to contribute 
to the discussion. Other areas where the head of the board 
must exercise authority are: 

- Duration of sessions 

- Pace of the sessions 



TRAINING PRIORITY GUIDANCE 

Board "llembers should be thoroughly familiar wit-h t!ie TRADOC 

policy and guidance on training priorities. Chapter 3 of 

TRADOC Reg 350-2, Development, !mplementation and Evaluation 

of Individual Training, therefore should be r~quired reading 

for all board merr..bers. In it (para 3-3) is found TRADOC 

police on the priorities in which training will be 

established. If you are n~t familiar with this document 

reviP.w it at this time. 

GUIDANCE TO ANALYSTS 

Analysis Process: 

Should there be any special guidance which the Commandant 

wants the analysts to be spec ifically alert to (e.g., • ... we 

are anticipating new doctrine in the ... time frame. insure 

this is considered in the MOS ... analysis) during their anal­

ysis of a given specialty this area would be the opportune 

place to address it. 

fv 



Board Process: 

Although analysts normally will not be serving on the task 
selection board as a rat ing member, they must be advised of 
their responsibility to provide valid and reliable data to 
the board and the parameters in which they will be employed 
during the board sessions (a.g., available on-call, 
available during the entire session, actual member of the 
board, other). In addition, they must be abl~ to provide 
tha rationale for the methode used to select critical tasks. 
It is the responsibility of the chief of the analysis acti­
vity to ensure that all board members are briefed on the 
critical task selection process used so as to avoid misin­
terpretation of the data being reviewed. It is recommended 
that a senior analyst be available to the selection board to 
explain the processes used in the _job and task analysis. 

DESIGNATION OF ARBITRATOR FOR DISPUTES 
Should consensus not be reached for the selection of a given 
task, or a series of tasks, for training the record should 
reflect this fact and the selection decision should be dele­
gated to an arb!trator for disputes (as deaignated by the 
School Commandant). This method is essential to avoid irra­
tional decisions being made on tasks being selected for training. 



• MILESTONES: 

Although not a deliverable product a milestone schedule is a 
management technique that greatly assists in 
controlling/scheduling resources. It assists in portraying 
key decision points, interface requirements, resource 
requriements timed to specific events and highlights 
constr~ints that need to be reqolved in the analysis pro­
cess. Milestone schedules come in many forms and whatever 
your ~articular style is should accommodate your plannin~ 
needs. Shown below are notional examples obtained from the 
US Army Infantry and Armor School for your review. 



SAMPLE MILESTONE SCHEDULE 
US Ar'IIIY Infantry School 

USAIS MILESTQijES* 

EVENT 

A. School P.ev~!w of TRADOC Cir 
350-2 (Drllft) 

B. School Review of Preliminary 
Milestones & Manpower Require­
ments for Offic~r Job Analysis 
and ~raining Development 

C. Planning conference for Officer Job/Task Analysis Seminar 

O. TRADOC-wide Officer Job/Task 
Analysis Seminar 

E. Prepare/submit "off-the-shel f 11 

company grade common task 
lists to TOI/Review Board 

F. Prepare/submit Convnon Task 
Li ~ts (LT-CPT) to CAC 

1. Request from other agencies 
subject matter experts for 
coordinatio~/review of 
col'IIIIOn and shared task 
lists. 

2. Brief 350-2 program and 
Job Analysi~ Plan to SME 

3. Revie~ existing sources 
of data to identify 
company grade cormon/ 
shared tasks (see item Sc) 

(a) Iodividual Weapons 
Qua 1 i fi cation 

AGENCY 

OAB/TSAD 

OAB/TSAD 

TRADOC 

TRADOC 

OAB/TSAD 

OAB/TSAD 

OAB/TSAD 
In coordina­
tion with SMEs 

DATE 

29 Mar 78-
5 Apr 78 

3 Apr 78-
18 Apr 78 

25 May 78-
26 May 78 

5 Jun 78-
9 Jun 78 

1 f Jun 78-
14 Jul 78 

1 Aug 78-
1 Oct 78 

8 Aug 78 

1 Aug 78-
24 Aug 78 

*USAIS Milestone~ are keyed to TRADOC-Imposed Milestones, Section VI, A-0 Milestones for P-T are yet to be developed. 

continued 
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If you have any questions on plann1nJ milestones, see a ccurse manager. 
If not, go on to the practice exercise. 
PRACTICE EXERCISE 5: 

for the project you've be~n working on in thfs module, establish a mil~stone 
schedule. Remember, ft 1$ almost fmpossfble tn do a comprehensive analys15 
1n less than 12 months. For planning purposes ~ou might want to consider 
something on the order of 12-24 months. 

Br~ng your m11est~nes to a course manager for approval and discussion. 
OPTIONAL PAAAGRAPHS 

TRADE-OtFS/KEY DECISION POINTS 

As a matter of record and Js an aid for the approving authority of the 
pian, you may want to include two additional areas fn ,~ur job and analysis 
plan: 

a. Trade-offs: lhJre wf~l probably be several areas fn your plan 
that you know full well that wfll not be approved h~~ever, ff required, 
you would iJ~ more capable of performing the analysis ff or,e area were 
cut as opposed to another one; i.e., loss o1 personnal fo~ more time or 
vice versa, 

b, ~.> DC?cfsfon Points: In courdfnatfon wftt. your milestone 
schedule you m~y want to annotate ft to identify areas where key decisions 
may/must be made; such as, ff it appears as thou~h a new MOS ~s de~eloping 
you may ask yourself whether you should start the paperwork proces~ at 
that time. or sp~ed up, ~elay, cancel, etc., the project based on conclu~ions 
you draw at that particular tifflC!, 



c. Lesso"s Learned: This might include lessons learned from FEA 
trips, schedulf ng milestones, cha:,ging the resou1·ce requirements, updating 
daca sources, etc. The lessons learned file would primarily s~rve your 
replacement. As you well know, without kno·-Jledge of what your pr·edecessor 
has do11e, you on many octasfons tend to re-h,vent the wheel. A good i es son 
1earne~ file ~ay prec~ude thi~ f~om happening. 

At this point you have finished the bas,c Job and Task AnalJsis Plan. 
After doing this you m~y find ~Qme addit1onil areas tnat you feel migt,t 
be addressed in the plan. This plan is by ~o ~~~ns complete and you 
are free to make any additions you so desire. 

When you feel you have completed the plan «tit! understand its requirements 
and purpose~, show your plan to the course manager. Be pr1parP.d to dnswer 
his qu~stions as to why you have included or omitted the items discusse~ 
in thfs module. 



SIGN-OFF 

C COURSE MANAGER ) 

MGT-12 

RECOMMEND ~RArnING SITE 

OBJECTIVE : 

Given an MOS by skill level to be analyzed, the duty posi t ions that 
comprised the MOS the percent of soldiers occupyi ng rach duty position 
in the MOS. and performance dat.a regarding when the task 1s f~rst 
performed. 

(1} uescribe the site selection process without references. 
(2} Describe the role of the analyst in the site selection process. 
(3} Make a site selection reco11111endation on 20 tasks Jhich you 

have selected for training from prev1ous modules on selecting tasks for 
training. 

CRITERION TEST: 

G1ven the following: 

1 A description of the MOS you are familiar wi t h and g~~danc~ 
~o conduct an analysis of that MOS . 

• A dP.sc~• iption of al 1 of the duty positions that comprise 
that MOS as defined in AR 611-201 and appropriate CODAP surveys. 

• The estimated percentage of soldiers occupying each duty 
pnsition. 

1 A statement as to when the task is first performed after 

traini~g (within t he first 6 mgnths or later) . 



• 

(1) Describe the !:1te selection proc.:~ss which your school should 
use to makP. an initial site selection recommendation. witnout the use of references. 

(2) Describe the role of the ar,alyst in the site selection process. 
(3) Make a site selection recummendatfon on each cf 20 tasks from 

the lfst of tasks you have selected for training. 

ADDITIONAL RESOURCES: 

TRAOOC Pamphlet 351-4, Appe~dfx E and F 
Read All 



The analyst has probably developed a greater 1n1tfal understanding 
of the specialty than anyone else fn the tra1n1ng development system. 
For this reason, ft is essential that the analyst be prov1ded an 
opportunity to fndfcate any recommended training sftes appropriate 
for a specific ta~k. Thfs must be done within the context of the 
overall srecialty. The analyst is not exp~cted to determine a training site 
for a task. The site selection proposed by the analyst is presented 
to the site selec~; on board (either separately or as annotated on the 
Job & Task Analysis Worksheet). This board, although not directive 
in nature, determines from the data ft recef~es wehre the tasks shoulJ 
be trained and then recommP.~ds these training sites to the Commandant. 
The specific role than of the analyst fs to make a recormiendatfon on a 
task-by-ta$~ basis for a proposed training site (if the analyst has a 
reco11111e1,dation) and to collect the required data to aid the task selection board in r~col!lllending the training sites. 

This module introduces the site-selection process, ~t~tes the 
.specific responsibilities of the analyst, and recom,ends the data 
collected as part of the site selettiijn process. This module 
develops an understanding of the purpos~ of the site selection 
i>oard and allows you to work through the entire process, beginning 
with a 11st of t~sks selected for train i ng and ending with a 
recommended site selection for each task on that 11st. It sh?uld 
be reme~bered :.hat the final site selectf~~ is the result of many 
variables ~hfch the analyst ~·~11 fiever/seldom have access to. 



Therefore, the rationale for the ~ite selection board. A key 
document in this decision making process is the Convnandant's 
Training Strategy for the specialty. This document will greatly assist 
the analysts and board members in making the right decision. 
PROCEDURES: 

The sequence of events for the initfal site selection is portrayed 
in Figure (page 8). 



INTRODUCTION: 

Determining where~ task shuuld be trained fs the direct responsibility 
of the instructional de3igner. Yet e~rly o~, during af"lalysis, data 
becomes availa f:\ le whi ch can a~sist the designer in ma!<ing the site 
selection decision and may aid the proJection of anticipated resources. Because of the extenaive resource requirements for training, it is 

critica~ that each service 5chool predict the training site, thereby 
aiding in the estimation uf the resources required for tr·aining specific tasks eit~er at the institution (the service school) or in the unit. 

The analyst ill assist in an initial_ ~orrvnendation as to where specific 
ta\ ks should ba t rained. The site selection process about to be described 

,, 

is applied to al ! tasks which have been selected for training. Basically , this procedure attempts to estimate whether the :,est training ; ite 
will be at the institution or at the unit. Aware that the analy~t•s 
projection is only an estimate, the designer makes the final deci~!lion 
as to where each task will be trained and in wh~t media. The actual 
site-selection recommer,dation is a management decision, as was the 
decision regarding which tasks were to be trained. A sit~ selection 
board should be established to achieve the same consensus upon where 
a task should be tra~ned. Although each school ca~ elect another 
management process for quality control, the board approach is the 
reconmended means. Training can be conducted eith~r at the institution or at the job site. Soldie·: s learn Jnd retain job skills better whef"I 
the training occurs at the best site. It is possible tha t a task may be 
trained at both sites because of the need for initial and refresher 



training. The role of the analyst in the site-selection process is basically 
that of a d~ta collector and organizer. Before describing in detail 
the site-selection proc~ss, a few definitions are pro~ided herewith. 

Training Site - The location of instruction, either at the 
institution or at the jcb. 

In~titution Trainil'!g - A formal school with a perJ11c1nent staff of 
trainers and tempora~y $tudents. 

Job Site Training - Tra1ning in t~e unit, with the job supervisor 
usually acting as a trainer and the students workif"lg in actual jobs. 

Job Density - The percentage of soldiers in an MOS holding a 
partirular duty position. 

Task Constraints - The lack of facilities, equipment, personnel 
or other resourc~s which prevent a task from being trained at a 
oarticular site . Example: A task may call for troubleshooting a 
piece of equipment; it may not be practical to shut down this e~uip­
ment and conduct training at the job ~ite. The alternative is to 
train this task at the institution. But if an item of equipment 
is found only at the job site, the task cannot be trained at thP. institution. 

Analyst's Role 

The analyst has beef"I primarily concerned with data col le .::: tio11. 
Analysis (Job and Task) has involv~d the analyst with collecting 
~pecif1c, detailed information for several product users, for example, 
Soldier's Manuals, SQT, resident instruction, etc. While collecting 



this detailed information, the analyst provides the site selection 
board with a gut reaction as to where each task should be traine~, if he can make such a reco11111endation. The analyst is not required to make 
a site selection reco11111endation on each task. This analyst's 
reco11111endation is designed to assist the site selection board in 
det~rmining the best training site. The actual responsibility of 
site selection should rest with the site selection board. For this 
reason the majority of the site selection activity describes the events of the site selection board. 
SITE SELE CH~ BOARD 

NOTICE 
This process can vary depending upon the Co11111andant's Training Strategy. Before implementation, ensure that you review this document for local guidance. 

The site selection board makes its reco1T111endations by going through 
two specific phases (Figure 1). The first step involves a review of 
the MOS being analyzed to determine the specific duty positions which 
ecmpose that MOS. In the example, this MOS has six duty positions; 
The sit~ selection board looks at each duty position and determine~ 
whether each duty position should be reco1T111ended for training either 
at the institution or at the unit. What determines whether a duty 
position is trained either institutionally or ;n the unit is the 
percent of soldiers in the duty pos1tion. If a substantial percentage of the soldiers occupy a specific duty position, then that duty position is recormtended for institutional trair;ing (see Duty PositiJn 2~. If a small percentage of the soldiers o~cupy a duty position then that dut1 



duty position is reco1T111ended for unit training (see Duty Positior. 5). 

Thus, each duty position is allocated for either l,1stitutional training 

or unit training. Once a duty position has been assigned to a training 

site, then the specific tasks that comprise that duty position can be 

given their specific trainin9 site. This procedure ~f duty position 

assignmint is described under the first cut of site selection. 
The assignment of tasks to a specific training site is described in 

the final cut as desr.ribed in Figure l. The site selection board 

would review every task that composes each duty position and make 

a determination as to whether a task should be trained at the 

institution or at the unit. For example, Duty Position 2 was 

assigned to institution~, training. The list of tasks which comprise 

that duty position would now be examined by the site selectior. board. 

The basis for this review is the 1mmediacy wit~ which the ta~k is 

performed after training and constraints which mi 9ht preclude a task 

from bP.ing trained at the institution, then ~ task wo•;ld be 

al located for training in the unit. 

Examining the tasks in Figure ~, Ta5k l was assigned to ,.mi 1. training. 

This task may have been designated for unit training because it was 

not performed within the first 6 months or constraints orevented 

it fror .. being Lrained at the institution. Task 3 was identified 

for institutional traini~g. This task will have been assigned 

to institutional trainiig because it is performed within t~e firs~ 

6 months after training (meanin~ the so1dier has to ~now it when 

lie arrives at the unit}. The last task in Duty Positi:>n 2 was again 

assigned to the unit. 
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Examining Duty Pbsition 5, this duty position was initially 
desi~nated for unit training. Even if a dut~: position has been 
assigned to a traintng site (institutional training/unit training), 
each task in that duty position may not be trained at th~t training 
site. The initial designation of a training site by a duty position 
provides a projection as to where a duty position should be trained. 
Duty Position 5 was desi9nated for unit training and Task 2 was 
assigned to unit train~ng. This designation indicates that tas~ 
would not be perfonned within the first 6 months. Task 4 is 
designated for institutional training . The task was either performed 
within the first 6 months after training or constraints prevented 
it from being trained in the unit. The las t task under Duty Position 
5 is again identified for unit training, meaning constraints at 
the institution prevented it fro~ being trained there and/or the task • was not perfonned within the first 6 months. 

This e>:ample has attempted to portray a fairly simple two-step de~ision process. 

First Step: Determine the percent of soldiers occupying the 
duty position; if a substantial percentage is in a duty position, 
then that duty position is designated for institutional training. 
If a small percent of the soldiers occupy a duty position, then 
that duty position is designated for unit training. 

Second Step: The site selection board then exari.lnes each duty 
position and makes a determination where each task should be trained. 



Considering: (a) when the task is first performed after training 
(within the first 6 months or later); (b) whether constraints 
prevent the task from being trained at the unit or at the institution. 

REVIEW: 

Once the site selection board makes a final cut or determines 
wherE each task is trained , then comparisons are made within duty 
positions. If a task is contained within m0re than one duty 
position and a rationale for institutional training has justified 
that the task be trained at the institution, then all ether duty 
positions performing that task will have ~t trained at the institution. 
For a sequential description of this process see the attached flow~nart. 



PRACTICE EXERCISE 

Before proceeding with the criterion test. you lllly wfsh to co11plete this 
practice tltrcise. Complete the inclosed work sheet 1nd compare your 
wort with the feedb•ck shtet that follows. 

The followinj tasks hive been selected to receive training. 
T~KS 

001-11 

001-15 

025-19 

002-17 

OO!S-97 

003-41 

019-57 

001-23 

014-03 

MOS 90Cl0 has three duty positions . The above tasks are clustered in 
the duty positions and initial perfonnance data is provided as to whether 
the task is perfonned within the first 6 months. 

Dutl'. ;,osition A Dutt Position !3 Dutl'. Position C 
003-41 Y!S 003-41 Yes 003-41 No 
019-57 Yes 025-19 No 025-19 No 
001-15 Yes 001-23 No 001-23 Yes 
001-11 No 005-97 No 014-03 Yes 
014-03 Yes 

002-1-7 No ,, 



CONTD 

puty Posit ion A 

Density• 481 

Job Site Constraints 

• 
~ty Position 8 

Density• 221 

Duty Position C 

Density• 301 

Task Number 025-19 cannot be trained at the .Job site because the KARK 5 
radar system is a critical item and cannot be shut dow,1 for OJT. 

Task Number 005-97 cannot. be trained at the job site because of a lack 
of direct-contfauous supervision. A si111ulator 1s being developed but 
as yet is only available at the resident school 4nd one or two units. 

Institutional Constraints 

Task Number" 001-15 c~rriot be trained at the institution because the "Grunt" 
missile is available only at Job sites. 

Now recommend ~here eac~ task should be trained, and identify where 
each duty position will be trained. 

, 



STEPS TO COHl>tETE THE WORKSHEET 

1. List tasks or task numbers across the top of the fonn under "Task' 
heading. 

2. List duty positions along top of left s1de under the "Duty Pos1t1on 
(Jobs)" heading. 

3. Fill in duty position density 

4. Complete matrix by checking each task that 1s performed in each duty posi t1on. 
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Once you have reviewed the feedback sheet and feel you are ready to 

take the criterion test, go to the course manager and ask for Test MGT-12.
)

o

4 C.

O
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3IGN-0FF

r
MGT-ll

^COlCOURSE MANAGE^ 3

CRITERION TEST

WRITE A JOB AND TASK ANALYSIS PLAN

For an MOS or Officer Speciality for which your school has proponency, 

develop a Job Analysis Plan by listing the major paragraphs and applying 

"real world" information into the plan you develop.

You must develop tl.e plan in enough detail to prove to the course manage*’ 

that you undersL=>nd the requirements of the plan.

♦Before you begin your Criterion Test be sure you have course manager 

approval for all five practice exercises in the module.

-i . • •,
•

y

•
A#

• .*' ■

1

• '
••

. • * • 
*

,



MGT-1 

CRT7ERION TEST 

TAlK ABOUT JOB ANO TASK ANALYSIS 

Slf..N-OFE --­

( COURSE lli\N/,;;ER ) 

Preµare "nd deliver a talk whii:h covers the points listed be1ow. 

The ta 1k ma; last no 1 onger than 15 mi nut es. 

• Describ: the reaso~s for cond11 : ting a job ari1 tasl: ana~ysis. 

• Describe the rt.?as.on for hJvirig a job and tas~ an,1lysis plan and 

briefiy (2 or J·sente~ces) explain each major paragraph of 

the ~lan . 

• Describe (·i !l ~utline form) how _1ou would g'l about cloir.g a 

job ana~ysis and tusk a•,alysi<:. for thP. MOS or specialty you 

.iO,F. : BP. s;, .. e YD'J"r description cover~ each step required 

in job and tas~ ~naly3is process and that ill req~1red end products 

are included. 

The 15 minuie time limit will b~ strictly enfori:ed. 



COURSE MANAGER 
MGT-12 

CRITERiuN TEST 

RECOMMEND TRAINING SIT~ 

1. Without references, describe the role of the analyst in the site 
select'ing process. 

2. Wit '. :out references, describe the entire site selection process 
to indicate the role of the analyst and the site selection board. 

3. From the specialty that you are analyzing -

a. Identify all of the duty po:;itions in that specialty. 
b. Reconrnend ~ training site for each duty position. 
c. From the list of tasks selected for t.-aining, recomrner,d a 

training site: fc.r- at least 20 tasks in each duty positi.1n. 
d. Consolidate all site reconrnendations t o a sinqle 

sitt recomm~ndation for at least 20 tasks and the rational fer each. 
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SIGN-OFF 

C COURSE IWlAG[ R ) 

MGT-11 

FEEOOACK 

WRITE A JOB AND TASK ANALYSIS PLAN 

NOTE TO COBRSE MANAGER: 

-The participants' Job ana Task Analysis Plan must include each paragraph 
noted in the module. If the Hudent c nnot justify omitting a paragraph, additional work must be encouraged. ThP.re may be instances in which 

you have to he1p c1 particiµant "create" some of the information. 

Review the participants' module to insure that all five prattiral 
exercises have been reviewed and approved by a course manager , 

I 



s 

c;J 
COURSE MANAGER 

FEEDBI\CK 

TALK ABOUT JOB AND TA~K ANALYSIS ----- - - ---- - - ---------·- --------NOTE TO COURSE MANJ\GER: 

Review the student's talk about for t~c following: 

• ~ea~ons for co~ducting a Job and Task A~alysis. For example, 

a"il ar.alysis l:!fforts st,ould be premised on a training need . 

• B._easons for having a Job and Task Analysis Plan. Fn r example, . 

some sort of management document is needed to ensure the ana lys 1 s 

effort is coordinated with the requirements of tne Individual Training 

Plan ( ITP). 

A second example, a plan is neeued by management and analyst~ so 

th-tt analysts do not l cse sight of the original purpose of the a;ialysis 

effort. 

Finally, look for prief (2-3 sentences) expl M1ations of each major 

paragr aph i~ the Job and Task Analysis Plan . 

• A descriptioe1 (in outlin~ form) of ,,ow.l,he student would go 
about doing a job ~nd task ~nalysis for an MOS or specialty he or 

she works with. Be sure the outlfre ind udes !>uch points as the 

exumples liste~ below: 

JOB ANALYSIS 

Data sources 

Data collection strat egies 

Task sel~c t ion str~t ~gies 

TASK ANALVSIS 

Task analysis strategies 

Data elements to collect 

How to r ecord analysis 

The ta 1k must last no 1 onr,er t han 15 m'lntues. 

3 



SIGN-OFF 

( COURSE MANAGER ) 

NOTE ~o course manager: 

MGT-12 

rEEDBACK 
REC0MMEND TRAINING SITE 

Use the following to guide your discussion and evaluation: 

1. The student should be able to describe the role of the analyst 
in the site sel~ction pror.ess (without r-eferences): 

SAMPLE ANSWER: 

• Analyst makes a re~ommendation on a task-by-task basis for 

a proposed training site {if the analyst has a recommendation). 

~ Analyst collects the required data to facilitate the task 

selection board in recommending the initial training sit~. 

2. The student should describe the entire site selection 

process 1nclud1na the role of the analyst and the site selection board 
(without rafe rences): 

~- The student's work should: 

a. Identify all of the duty positions in his/her specialty. 

b. Reco111t1end a training site for each duty position. 

c. Recommend a training site for each task selected for training . 
d. Consolidate all site recorr.mendations to a single site 

___ .. 





In addi~ion to the references available !hrough AG (e.g., TRAOOC 
Regulation, Circulars, Pamphlets} required for this course additional 
resources were addressed within varied modules. Within this volume find: 

1. Exceprts from the Royal Army Education Corp Pamphlet# 2~ "Job Analysis for Training": 

DI F Ana lys 1s 
Interviews 

2. Article: "Synergy and Consensus-Seeking 
3. USAIS Job & Task Analysis Plan 
4. USAAC Job & Ta~k Analysis Plan 
5. Management Pl~n: Police Services 
6. Job Analysis Plan: MOS 2238 
7. 74D/74F/74Z Job & Task AnalysYs Plan 

Page 2 
Page 10 

Page 15 

Page 17 

P1:ge 46 

Pa9e 54 

Page _62 

Page 73 
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DIF Analysis 

421 One approach is by the use of Difficulty , Impor tance and Frequency Analysis ID IF Analysis). In th is. assessments of the diff iculty, importance and frequency of each task a,e coll ectrrl and then used as a basis for training decisions . A si'Tiple 
•~xJm1>le r, f this iech111q11e is given below. 

EXAMPLE OF A SIMPLE DIF ANALYSIS 

------ TRAIN YES 1FREQUENTrJo 
YES --- OVERTRAIN• r

lMPORTANT-i 

NO ••-:---- TRA!N YES LFREQUENT_!!S 
/ N_o __ No TRAINING TASK-·DIFFICULT 

I 
TRAIN NO 

1 FREQUENT _!!S l YES N_O __ TRAIN IMPORTANT1 

NO 
r---- NO TRAINING !_FREQUENT ~S 

NO 

'OVERTRAINING - Training to a very high standard 
to facilitate retention . 

3 

NO TRAINING 



4 7 

4.!2 In this example it will be see11 that these arL 1mpl1c1tly three simple pri• urit11,s and standards of training. At one end of the scale is the !ask wh ich is diffi­cult, important but infrequent . Its cJ1f•icult ·1 and imriortunce imply thdt it must be tra111ecl for but ils infrequency means there will ~e l1ttl~ oµportun1ty to 11rc1ct1se it on the job. It must , therefore , be giv .:n a hi(lh tra ining priority and ii very high stancldrri expected to prevent it being forgotten subsequentlv. At the other end of the scale, a task which is easy, unir.,portant and frequ ent is regarded as requ·, ing no train :ng since it can P.asily be picked up on the job. Between t~ese two extremes cor, r: tnose tasks wi,h a normal tra;ning pr iority . 

423 Th~ sophisti,ation and sensitivity of th is tecl 1niqu.! can be increased 1,y incorporating d:?grees of importance, difficulty and frequency ar.cJ by using more detailPd levels of training. An example of this 1s given at Figure 3. In thi~ it will be seP.n that categories of importance and frequency are user! to provide five levels of training which incorporate both priority and an indication of the general standard to he achieved . 

Other Criteria 

424 Other criteria may be used to decide upon lt:vels of training, besides difficulty, imriortance and frequency. For example, any or all of the following information may be rP.levant • 

a. Hnw many soldiers perform the task? This may affect decisions on the need for trc1ining and the priorities given. 

b. How easy is it to give train :ng in the unit? This can be an important fc1ctor in deciding whether to include training for the task ir : a centrally run course or not. 

c. How soon after training is the solnier expected to perform the task? If tt-e soldier is expected to be able to rier lorm the task competently as soon as he arrives in his unit ttren it must be included in the train• ing given beforehand. 

d. What degree of supervision will the ex•trc1inee have? If a soldier is to be closely :iupervised when performing a task the standard of train­ing on a fNmal course may be reduced since errors on the job will be dPtected l>y the supervisor and corrected. 

425 Information of this nature about the tasks can be incorporated into decision rules, similar to a DIF r\nalysis, and used to decide training levels. An example of 



th is approach 1s gi ven at F igule 4. This technique also has wider applications 

since decision rules can be constructed to provide a va riety o f o utcomes ranging 

from at wh ich e mployment cla ss a task should be includeu to the location and 

timing o f forma! tra ining. 

426 It wil: be not er! t~at the actual perce:it ages at whi ch decisions are taken 
ilre not given in th e ex ample . There ?., " ri o ru les for th is and the critical percent ­

ages ,i ll h.ive to be set in relat ion to the son o f data whi ch is obtained and the 

requ irements o f the specif ic study . In the same way , in DIF Ana:ysis, it will be 

necessary to agree how man•/ respond ents must rate a task as important or diffi ­

cult for it to be f;nally classified as such. Despite the arbitrilry nature of this , 

these teci111iques can be invaluable in examining complex data since they provide 

a standarc yardstick to apply to every task . This avoids .; series of different, and 

sometimes conf1icting, ;nterrretations of the informa1 ion that has wen gathered . 

Use of DIF A;ialysis Decision Rules 

427 The examples of DI F Analy~is and decis ion rules which have been given 

merely indicatl. an app1oach to the prol:ilems of establishing training priorities 

and g,meral standards. They do not represent r.u t and dried formulae which can 

be applied hlindly to eve,y situation. It w ill be necessary to decide, early in the 

planning of the main investioation . how these techniques can be adapted to meet 

the needs of a particular study . For e:<ample, the training levels illustratPd may 

not be completely appropriate and they May have to be redefined or reduced in 

number. Alte :·natively , as has been sugges~P'.i, the app, oach may be modified to 

produce decisions in other are:is of training design . The precise purrose and products 

of any DI F Analysis or decision rules will have to be carefully thought out in 

relat ion to the overall aims of the job analysis itself. Other points which should be 

cons idered at this stage are : 

a. The choice of additional information to be collt-cted a!>out each task . 

b. The d efinition and measurement of the concepts involved . 

428 CHOICE OF ADDITIONAL INFORMATION . The import .. nce of the 

adrlitional information collected about each task will vary with the situation and 

some criteria will be more useful than others. For example, in medical work the 

most valuable c:riterion for establishing training levels could be importrnce, defined 

as the extent to which thti task affects the health o~ the patient. On the other 

hand, in clerical training, importancP. might t,e comparat ;vely irrelevant and the 

most useful criteria could be the frequency of task performance combined, per­

!1aps with the degree of difficulty . Finally, in a situation where difficulties were 
known to be associated with training in units it might be essential to obtain infor 
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4 -11 

rn .1tio n on tl w ease of in-unit training and incorµo ra te th is in to ,my decision rules to be used. The job analyst will , there fore, need to d ecide what addit ional in fo, · rnation about each task will be most use fu l and relevant in h is µarticular ci rcum ­stances and restrict the survey to th is. 

429 DEFINITION ANO MEASUREMENT. There are also problems connec ted w ith the definition and measurement of such concepts as importance, diff iculty , d1!~r .P. of supervision and sc, on. 

a. DEFINITION. The fir~t difficulty is in def inin!J what is meant by these te rms . For example, importance can be interp, eted many d ifferen t ways ancl every tasl.. could be considered important in that they all contri!,utP. something to overall job performance. lo ensure that ra tings differenti ate hetween degrees of importance and arc ba~ed upon a sta ndard in terpretation . it w ill be necessary to decide if the importance of a task is to be assessed on possi ble dange r to life. the costs of im­proper performance, its contr ibution to the job objective or some other factor. Similar prcblems exist with the other concepts a11d it is important that the terms used are carefully defined if the information obtained is to be meaningful. 

b. SCALE OF MEASUR 1: MENT . It w,11 often be necessary to d eveli>p a scale to measure the concepts . For example, it ma•: be us:? ful to know if a task is very difficult, moderate ly difficult or easy or if it is very important, moderately irnportant or unimportant . Careful thought will have to be given to the number of div isions necessa1y and the precise definition of the clivis1ons used . 

c. RELIABILITY OF ASSESSMENTS. Finally , it must b~ reali1ed that assessments may tend to bP. ~nreliable !>eca1•se of human fa il­ings. For example, respondents might bE' reluctant to admit they find a task difficult or to confess that they have never actually performed a task. However, by careful choice of questions this unreliab ility can be reduced to a minimum and adequate asStissments obtained. 

430 CONCLUSIONS. The need to adapt the approaches outlined above to meet spec1tic needs has been emphasised. It is also accepted that some of the decisions made in the construction of DIF analyses or decision rules are somewhat arbitrary . Despite this, their use has distinct advantages in that they can : 

a. Provide a rational basis for maki ,lg decisions on the design of training systems which is superior to guesswork or i11tuition. 
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I ....... .,. r· " - "·"·· 

GHA.DE! _ ____ _ 
NUMBER or TASKS TO BE ACHIEVED 

--- -- --- - - - - - ·-
LEVEL 1 TAG LEVEL 2 TAG LEVEL 3 TAG L£VEL 4 
--- --· - -

A A ll All 90% BC% 

All 90% 80% 70% 

,, 11 1 •00% l li?SS than 90% Less than 80% Less than 70% 

~ --

435 Ir t rai1i ing levels are used the criticality of priority of the task is also rcflectect 
ir• the t.raining stand ards expected. Tasks with a low riority will tend to have 
luwcr slime.lards with only the most critical performances within each task ueinq 
tilught ,ind tested. Since standards are associated in this way with priorities we can 
niasonably 1.; xpect a high proportion CJf lower priority tasks to be achieved. 

!1 J6 It is emphasized that the detailed construction of any testing system based 
on crit ;~d litv must depend upon specific circumstances. Th.e ultimate goal ot 
1 fJC% acha: v11rnent of all tasks must be continually borne in mind and lesseniny 
o f th i$ 5f illl{fard should only be considered when absolutely necessary. Otherwise 
I.here m il b<J u tendency to degrade the training system in order to meet the admin­
i '.;, r .. :i viJ ;·cc ;uIrc.ments of a marking scherne . 
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b. Suggest the pric.,r;tie~ for training arid so assist in the allocation of limited training time and resources. 

c. Indicate the general standards to be acni1ved at the end of tr .ining. 

SECTION 4 - · TRAINING LEVELS ANO TESTING SYSTEMS 
431 Re9ulations tor Army Emi,loyments (RAE ) 1972 lavs down certain guides for testing. These are that, when training objective~ have heen writ '.cn, marking :s to be limited to the following three grades. 

a. Grade/., , Passed -:ritical skills and a spec ific number of de:;iralJlt: skills. 

b. Grade B. Passed critical skills onl•, 

c. Grade C. Fail. 

432 Ideally, of course , all trainees should achieve the training standards set in every :>ne of the tasl<s which have been inciuded in a ,raming course . Logically, if the trainee does not need to be able to perform <1 task then training is not necess­ary. This argument, however, ignores realities in that on ;1,... actual training course it may be impossible, for a variety of reasons, to achieve !his ideal goal. The marki,...q scheme in RAE 1972 ... ttempts to eo1sure that when less than perfect tr;,ining has to be accepted the shortfall wii1 be restricted to less important tasks. The first problem is to identify those tasks which can be regarded as critical and thosr. 
which arc .desi,ablc. 

43~ The techniques of DIF Analysis or decision rules can assrst in this . As we have seen, these can indicate training levels and can be usccl to catego, 11c tasks as critical or desirable . For example, if five training levels have bl!en derived on the lines of the examples given in Figures 3 or 4 th;m tasks with ~ training lcvl'I of 1 or 2 could be regardec as critical. Similarly, any task wit11 a rra in1n9 lcvel of 3 or 4 coulo be defined as desirablP.. Such a divis1or. as this i~. of cuur •!, quit,! arbitrary and other combinations are e~ually :JOssible depend ing on th•i particula r 
training situ'3t1on. 

434 The scheme 0utlmed in RAE 1972 implies a simple division of all task:. sch!t:tecl for training into critical and desirablP. . This repri>sents 'mlv two prior,t :c~ but , as we have seen, it i$ oossible to arrive at a more sophisticated s11 t ol pr 1ort1iL·~ or training levels. Obviously, a ti:sting system ba:.ed on twu priorit"!S will b•! :,!ss sensitive than one using three or mo,e . it may, therefore, br. app ,opriatl' to d•is1 <Jn a testing system which adheres to the spirit of RAE 1972 but wh ich Jlso 11mploy•!s these training levels. An example of such a sy~tem 1s g111cn oppusit,: 
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SECTION 2- INTERVIEWS 

:ntroduction 

606 The interview is a fundamental tool of job w,1alysis. It will almost invari.:bly be used in pre1imina, y work to explore the basic nature of the job and may a,so be the primary method of collectin9 informatk>n in ,.,e main invettigation. 

607 Interviews may be eitt,er ir.divid!Jal er qroup. 

a. INDIVIDUAL INTERVIEWS. Interviews with incividual job holders 
or their employing officers will be the most efficient method of col­
lecting detailed information about the job. The interviewer can con­
centrate on what one person is saying and easily follow up any points which are made. 

b. GROUP INTERVIEWS. Interviews ma,y also be held with groups of 
people. This technique should net normally be used to collect the 
ba~ic data required in a job analysis because of the danger of bias 
arising from a vociferous minority in the group. It may be useful 
if the p..irpose of the interview is to find out from emolcy rng otticers 
or technical experts such things as the major problen1s associated 
with the job, likely changes in equipment or job methods or the general 
standards of ac::P.p~;:ble performance. Group interviews save the time 
of both interviev •·?r anc busy supervisors and the combined opinion 
of e>:perts is c,fte,, the only way of getting certain kinds of information about the jnb. 
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General Techniques of Interviewing 

608 An interview i£ r:ot an aimless chat but a method of obta inir-g spec,f, c infor­mation the job analyst 11eeds. It is absolutely t!Ssential, there fore , for t"r inter­viewer to work out beforehand preciseh; what it is he w ishes to find .Jut Otherwise, t~e inter.wiew Nill be ineffective, .ime wast irig and lacking in pl'rpose . The infor­,n ation rl!ouircd should be incorporated into an intervL.w ~chedule which wi ll remind th r inte•viewer of the areas he must cover, pr"vide d frarriev.o rk for the ir.terview ... ,d ensure that data is coll P. cted in a systematic and standaruized way . 
609 lr-terviews are concerned w ith 1ndividu.:!ls and, to IJe fully ef fective, the approa,:h the interviel'Ver uses m1Jst vary w,th the sort of r, erson he is talking to Much of the value of the intervie·v will \.)c lost if it merely cons i,,s of a rigid serif's of c:·1estions. The interviewer should, ther '!fore, prep,>•e a plan o, hov.1 fo , pproach eacti indiviJual interview in order to get the most from it . 

61lJ The good interviewer listens rather than ta !i<s, adapts his questions and appr0ach to what he hears and avoids interpretiny what is said to lit in with his own ideas. Interviewing is a skill which must be learned and practised. Although th~rc ;s no siny le I.Jest method there arc some general points which are applicable to most inte,views and these are discussed below under the headings of conta.::t, content and co ntrol. 

b 11 CONT ACT. Contact is concerned with the initial prolJl(!m of the interviewer, which is how to set the scene for a detailed, fr~nf-: and honest transfer Qf infor­mation. He must establish contact with the interviewee and create a !lOOd working relat ionship or what is somet imes known as good 'rzp·,,orr' . 

a. BE PHEPARED. A ll relevant mc1terial should l.Je rew beforehand and an interview schedule and plan should have been J;repared . 

b. ENSURE A 3UITABI .E ENVIRONMENT. In terviews should be l1eld in private, away fr0m noise and free from inter n•11 tio m. 

c. IN TIME AN[' E'NOUGH TIME . AOow c;i ffir ir nt time for the inter ­view so t:iat it is not rushed and be prorv1 i-t in st;irting. 

d INTR8DUCE YOURSELF lntroduce your,elf fully if you arc not known to the interv iewee. 

e. Bl: PLEASAf'.T BUT NOT TC'1 AMIABLE: . The inter-,it!wer ,nould stri f-.e the right balance betwee11 rigid forr .. ality and ecessive friend ­liness. 

/V 



6-5 

f. MAKE SURE THE INTERVIEWEE KNOWS THF OBJECT OF THE INH r!VI EW. 

11 . REDUCE TENSION . Interviewees may bP. nervous or apprehensive . Try to redu i.e all y t1insion hy your own relax11d approach. 

h. START WITH AN 'EASY TO TALK AROUT' TOPIC . Avoid d ifficult or controversial tupics at the b•:ginning of :in interview and allow the intt!rvin11ie to get used to talking before : o,n ing or1 t '.1 these. 

612 CONTENT . Thr! interviewer can only elicit fac:s efficiently if h11 asks lhe , iriht sort of qu,ist ion and I, .::ises them in an cppropriate manner. Th is is the canter ~ of the intNview. 

a. DO NOT RFAD OUT FACTS FROM ,.:ORMS. Repeating information which is al re ady ava ilal.,le wastes t ir.iP. and can antagon ize the inter­viewee. 

b . USE THE APPROPRIATE LANGUAGE LEVEL. M.,ke sure th11 interv i•iw1i1J understands your questions and do not tillk over hrs head. Adjust the lanqu .:iqe you use but avoid •~al king down' i o him. 

c. ASK ONE OUFSTION AT A TIME . Rambling, multii:;le questions confuse the intervicwe11 1nd are d iff icult to answer. "-eep your questions simple, cl irec.:t and unambiguous. 

d. AVOID LEADING QUESTIONS. Avoid questions which hint at the :mswer you expect , so,rie interviewee~ will ten:l to give you thP answer they think you want. 

c. AVOiu T~ICK QUESTION~. -:"rick questions which attempt to 'cat~h uut' the interviewee provide little information and can endanger the contact that has been built up. 

r. USE COMPARATIVE QUESTIONS. It is easier for an interviewe~ to say which of two things he finds more difficult tnan it is for him to st.: te how d ifficult something is in ausolute ~e, ms. 

g. USE 
1
NDIRECT OPEN - ENDED QUESTIONS. The interviewer should try to use quest inns sut.h as 'tell me abou: ... • rather than :hose ~h ich demand a simplr 'ye~• or 'no ' dn,wer. 

13 
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f, 13 CONT HOL . Fin,,lly, the irHri rvicw,!r muq control the direr! ion of the trllP.r ­
•1 1ew q1 i11t ly ,md unobtrusively . He must ensure th.it all the points arr! covered 
11111 must avoid turning the intur111ew into an ir.terrogation . 

a. AVOID INTERRUPTING THE INTERVIEWEE . l11turrupt ions can cfostroy contilct an<I cut off the interviewee's train of thought . The 111tcrvi1!wer sh:>ulcl only interrupt when ilhsolurely necrissc1ry to avoid 
di!Jrcssio11 or to Inqain cnntrol. 

h. USE PAUSES WISELY . Do nor rush to fill any pauses which may Dc:c:111 in dll i1111i rvmw with itll0lhP.r ques tion . t'au s••\ qive both inter • VII! v1 :r a11cl int,!riliewr.1! a ch,mc:1: to consider what hc1s bc:en saicJ ancJ th,: 1nt1irv1wN1itt rnay spontc1neously r;ontinuc with furth11r information. 
c. HANDLE DELICATE ISSUES CAREFULLY AND AS OPPOR ­TUNiTY OCCURS From rime to time the j01J analyst mdy l1av11 to c1sk questions ahout topics which ilrc cmot :onally charqud and which tndy cause c.Jistrnss or emhilrrassment. TheSI: topi cs should br. left until 1100<1 rapport has hoen established, introdullicl whnn a natural opportun it y or.curs c1nd discussed in an npcm , obj1:c t1ve bur tactful 

way . 

cl . SUMMARISE FROM TIME TO TIME: . Ir i~ us,!ful to summar i1e what h.is lw1•11 c:ov1!recJ occasionally . Th i~ helps ensure lh cJ I iJ II 1hr. relnva111 pomts ilrl' covNecl and that the 111terv11iwee·s statemttnts have been 
un1forstoocJ. 

1:. BE: FLEXIBLE Tht! main adva11taye of the i111wvi1:w is ,t ·, f lexilJ,lity, 111 that 111,tnts Cilll h1i followed up ilS and whr.n tK,:y ilris•: . This advantage will hr: lost if the intNv1ewcr follow~ a preconr:civecl plan riyic.Jly and w ,thout rderiince to what has luir11 s,1 id Thri int1!rvir.w,ir tnU \ I be pn:parncl lo adapt himself to the na1u1 al flow of the: Intervir w, fo llow up l• :ilcJ s ,1s nece::sary and y,:t ensure th..11 . 111 the end, he has ga ine<.J 
all the information hn needs. 

f. KEEP A RALANCE IN THE INTERVIEW. Ttwni will normally lw many an:as to IJe covr:red 111 a limited time . Tlw Interv1ewer si1CJulcJ try to ntilintai11 il balance h1:tw1irm th,i various POlllf '., and ensur e that thPy aw ,,II cov,ir,:d aclequat1!ly . Some i .. formc1 t in11 ,.,11 iJII th,: nil1!vr111t top1c:s i~ """"" thall grnat detail on somri cJr1<J 11utliin,, n n 'J th, ir~. 

' 
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MAKE NOTES. It is impossible to remember everything and half 
remembered facts become distorted . Interviewers must make brief 
not P.s as unobtrusively as possible during the cou rse of the interview. 

h. BEWARE OF BIAS. The purpose of the interview is to collect infor­
mation a!. accurately and objecti'lely as possible . The interviewer 
should guard against introuucing bias by interpreting the replies he 
yets to fit in with his preconceived ideas. It is also important to avoid 
biasing the replies he gets by e,cpressing approval or censure. The 
interviewer must suppress his own opiAior.s and feel ings and help the 
flow of conversa lion with encouraging rioises or neutral phril'ses such as 
"good", "I see" or "go on" . 

i. GIVE THE INTERVIEWEE AN OPPORTUNITY TO ADD POINTS 
AT THE END. 

J . THANK THE INTERVIEWEE. 

Interviews in Job Analysis 

614 In preliminary work, the job analyst is interested in getting the general 
'feel: of the job, its conte,ct and its main content. His questions will :end to be 
fairly broad and 1imed zit elici~jng any relevant information about -the job. Inter­
views are an ideal tool for this but they will be relatin ly unstructured . 

6 t '; It will still be nece~sary to prepare an interview schedule but this will usually 
consist of a sr.rics of main headin~ referring to the major areas which must be 
covered. A schooule standardizes the points on which information is required and 
provides a convenient method of taking notes. An e,cample ot a schedule for a 
com'.)aratively unstructured interview at 'the beginning of a job analysis is given at 
Annc11 A. 

616 The problems with the unstructured interview are that the detailed infor· 
mation that is required is nut ,;learly laid ~own ind there is no stanc:fard way of 
recording the data. E:ach interviewer will ask slightly different questions, every 
interviewee will give individual answers and these answers will be noted down in 
varying 1111ays. ~ his will make the data extremely difficult to analyse especially 
when-large numbers of interviews are involved. 

617 In the main investigation. therefore, a much more structured form of inter­
view may be necessary to ensure that the same information is obtained in every 
interview and that it is c~llected in a form which will f.icili (ate ,ubsequent analysis. 



SYNERGY AND 
CONSENSUS-SEEKING 
~ 

~re a a m)1h about group prodcc::hi:y t!11t is sorr.etim~ humorously e'.\-pressed u, • A camel is a horse put tog:t-:htt by a c-o::l=..:~tt. - It 15 rnbably morf" accurate.- to sa)· that a camel is a horse put tc;efaer b:- a , -,~- bid co:11:r.i!tf'e-. There is a tendency to think about the outt"omes oi p-c~;> ac:h~:y :!l :~~..s o! ont•s ex-perie:1ce \\ith an arrar of unproducth·e t"f forts rather foiu, in t~r.11s ci pcss:bi!i::£-S. .-\!most e\·eryone has be~ a member of groups whose 01.::cc,me-s we:e !es.;~ cra.::u:ic. Ordinaril}·, task groups rare put to wo:-i.: \\-;:ho~t an~· effort being e'.\-pendecl toward building th.:- group as a functionb~ uxt. Tn~ rr.cst c,om.-non lack is processing how work gets done, discu~sing how mE'mbers fC'f'! a,h::,t;t wh.t is happening. anci ex-ploring what ther are \\illing to contribute. lr.dhid~ :::e~be-rs cll'e presumed to know how to be ef­fecti\'e gro, p members, and d~:r.ocn::ic· :r.c-C::...r-JC"S n:ch as , ·oting are presumerl to re­sult in collecth·e judgeiments that are sc.:is:c.c·:o:-y bec2use pt"Ople are -in\'Ol\'ed." . One ,·alue that of ten gets introjected fn~o persons ,,·ho gTO\Y l!p in 0t:r culture is to \\in, to be number one. to bt-at out sc:::ront- eLce. and this rerul~s in highly competith·e beha,ior in group situations. Thf'f'e is a prf'Sl;ppon~o:i t~at competition gets beitter re­sults. In ambiguous situations. indhidt:a!s art" like?y_ •o inject a competith·e element b~ cause that posture in relation to otht"r pers.ons has bttn o,·~rl~amed. This tendenC}· is rationa!ized in statements ru~h .as, .. lfs a ccg-ea:-dog world, .. and ·rree enterprise is: the answer ... 
CJoselr related to the phenomenon of ccmpeWfon is the Ct?~ith·e style that is Si'lme­times referred to as .. either-or- thinkin~. \\"e- tt-nd to o\·ersimp!ifr situations hr rt-du<!ing them to dichotomies, to di.~"Tete-. mut,~y~xdu_cfre cate~ories. and to polar opr,osites. l'his wa)' of looking at tht' ... ,·orld g~:S t:-ar..s!ate-d into human relations in ,\in-lose, u10-sum tenns ... Either y(ju·re fu:r me or you·rt- a?!JlU me.- ,\\"ho"s in d,arge:'" -u he geh an A, !h&t hu11s my chanc<-S.- -u I g:h-e it all away. I won·t ha\·e anything left." .. ~lore of this means less of that. .. \\"e- often are i:11~tie-:it "ith paradoxes, such as .. Ching is re­cea,ing, .. -cood and e,il ~ ~xisL - a.:id -a~m~ unselfish is St"lfish." S)"D<.'rg)· means look.in~ at what a;>;>c?'l.!S co be op)X'sitt" or p:iradoxi~i in terms of its comr.1onalities rather than its differt":1ces. It is lookinr; for meanin~ful relationships betwet"n what are oftl"n tho:!!;ht of as cicho:omous t"!ements of a situation. h ii 11.n at­tempt to break out of the <'dwr-or c!e-n:,!ity to look for bridpng abstr.ic·tions, to look for wholt"s ratht"r than parts. Or.t> i:. thinki~,~ syr:e-rgistka!lr when sud, s.,.'eming o•>pcsites as work and pl.:&y, sens~a.!ity and spiri:t:ahty. now and not-now. asgr~siun _:nd kindness, etc. are Sttn a.~ fuse-d. 

• Applied to groups, tht" CO:>C'f'pt of ~-ner~· me-ans IOQl.m"'. :it outromM in a non,zero­sum wa)·. Collaboration in p!.:a.m~in~. prob!em-sohinz. Ne .. ~<'nt'rates product5 that are oftt'n better than thost" of a~y irnJi\id:.1al me-mber o, sub::roup; \~·lwrc.-as c~m petiticn oftt'n mt"ans creatin~ not only winnf'rs bu! ~ho powt>rfui lo~.'1. '" ho can ma"'q t},,r. price of \\inning hi~h. (;ol!a~mition and rompe-ti:ion are st't'n as m<'anim;fuHr·rt"l~tt"d pro­celSt'S, ooth of \\ hit·h c·.s:a fi--~u:, in ir:<·r•:·~.cn!al 0\;tcv,:lh o•.viuc. to ~oup interaction. Consc.-n~ual , ·aliJatior. ot p~i;,:s cf ,·iC'\\' Ji-:-~d · b)· ir.c1\ iJ:::J~ m i:1h'rpl·rson;al infl•rd,:mge 



can cause the outcome to ~xceed that of penons working parallel to each othtt. A S)'D• .erglstic outcome- resu,ts from the .. groupnc:u" th~t is greater than the sum of the parts 
of the group. 

Work groups cail obtain srnergistic rnults wMn the process of worlcicg hei~htens sharing and functional competition. The mttha.nics of dcmocntic decision-making get redefined to achit",·e const>nsus as th~ goal {m~mbers of the group reach substantial agreement, ratht"r than unanimity) rather than splitting the group into a majority and 
one or more n,inoritit"s arou11d an issue. Conflict becomes ,iewed as an asset rather than 
something to be avoided. Winning becomes a group effort rather thn-1 an indhidual quest. Indhiduals who do not "go along" are seen as ~atal)·5~1 for impro,·ed productiokl ntht:r than as blockers. "Horsetrading" is ,i~wed as failing to look at polarized points of view on a larger plane-. 

Consensus-seeking is harder work than formalistic modes • of decision-making, but 
the investment in t"nergr expt-nded to make the group function effecth·e-Jy without ,io­lating its membt"rs can have a dramatic pa)·off. A number. of suggestions can be mid~ about how consensus can be achieved. 

1. Men•bers shodd avoid arguing in order to win ,s indi,iduals. What is .. right" ii 
the best collective judgement of the group as a whole. 

2. Ccnmct on ideas, solutioms, predictions, rte. should be \iewed as helping rather 
than hindering the process of s~king consensus. 

I • 

3. ?roblems are solved best when ind1,idual group members accept respor.sibility 
for both hearing and being heard,· so thai e\'eryone is includ~ in what is decided. 

4. Tension-reducing b~ha\iors can be useful so long as meaningful conflict is not 
•smoothed over" prematur~ly. 

5. Each member has the responsibility to monitor the processes through which 
\\'Ork gets <lone and to initiate discussions of process when it • is becoming effec­
tive. 

8 .. The best results flow from a fusion of information, logic and e~.otion. Value 
Judgemer.ts about what is best include m 'mbers' feelings about the data and the process of decision-making. 

• A scul~tor viewing a block of granite can see a figure surrounded by stone. In an analogous wa>·• a decision that is best can be seen insidll? group effort, if we can fi.t1d 
\\'&)'S of chipping away the excess. Conser.sus-seeki11g offers promise of marshalling group resources to produce S)'llergisti'! outcomes without den)ing the integrity of mem• l,m, I 
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INTRODUCTION 

The purpose of this plan is to outline the procedures to b e f ollowed 
in the analysis of Infantry Officer Duty Positions and to outi. i ne 
USAIS r~sponsibilities for the implem~ntation of iRADOC Cir 350 -2 
(Draft), Officer Job/Task Analysis and Training Development. The 
circular calls for th~ implementation of a long r ange program 
(present through 1985) that will analyze all officer company and 
fiela grade duty positions (both TOE and TOA) and develop t rai ni ng 
for those dut.y positions. 

USAIS has ·accepted additional responsibility in the TRADOC 350-2 
program by participating in two pilot su~veys designed to test the 
methodology of the program. For the first pilot survey common t ask s 
will be combined with the specialty task lists for four specialt i es 
(Infantry, Field Artillery, Military Police and Missiles an1 Mun i ­
tions). Thus, USAIS participation in the ofricer job/task analysi s 
portion of the program is dividej into four related sub-prograrus: 

1. Job/task analysis for Filot Survey I of company grade duty 
positions (Jan 79-Oct 79) 

2. P~.t~_rmination/ar::ialysis of common tasks ·· for Pilot Survey :rr of 
field grade duty positions (Api:- 00 - Dec 80) . . , ' . . . . . 

3. JC\b/task analysis for Phased Surveys I of company grade clu t y 
positions ( Jan 80 - Sep 81) 

4. Job/task analysis for Phased Surveys II of field grade duty 
positions (Apr 81 - Sep 83) 



OFPICER joB/TASK ANALYSIS PLAN 

S!CTION I: References 

a. TRADOC Circular 350-2 (Draft), Officer Job/Task Analysis 
and Training Development, 1 Jun 78 . . 

• b, TRAOOC Circular 351-4 (Draft), Job and Task Analysis, 
12 Jun 78. 

c. USAIS Mgulation 351-100 (Test), Instructional Systems 
S£P 1~1~ Development Procedures at the USAIS, Q.ctcber 1e,,_ 
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OFFICER JOB/TASK ANALYSIS PLAN 

SECTION II: Rationale 

The United States Army Infantry ~chool has always had the 
key mlssion of preparing sele~ted officers, noncommissioned 
officers and soldiers to perform Infantry duties required in 
peace and war wi~h emphasis on the art of command and leader-
ship. To support the USAIS mission , tha Directorate of Training 
Deve l opmente has b~en developing, and coordinating the development 
of ·all training progra~& for Military Occupational Specialties, 
TO&E's and material systems for which the Infantry is proponent. 
However, for the last few years TRADOC and USAIS training develop-

. ment priorities have been primarily directed toward the implementa-
tion of the Enlisted Personnel Management System. 

In Aug~st Of 1977, the Directorate of Training Developments 
launched a long range internal effort to revise the Infantry 
Officer Advanced Course. Early in the analysis phase of .this 
project, coordination with other TRADOC service schools revealed 
that almost all schools had initiated some form of officer job/ 
task analysiR, design and/or develdpment. However, there was . 
a definite lack of guidance from TRAboc, and it was appa~ent 
that the school9 were moving along divergent paths. Therefure, 
USAIS was encouraged when, at DA, the RETO Study (Review of 
Education and ,raining for Officers) was formed to define lon9-

_range training needs for all officer specialties at a!l grade 
levels and to _re~ommend training programs to meet thoae needa. 



TRADOC has workad closely with RETO to develop a long range 
(7 year) program w~ich will provide a detailed description of 
officer jobs , to identify these tasks, ski l ls, and knowledges 
upon which officers need to be trained/educated, and to institute 
flexible and cost-eff~ctive courses of instruction. The result 
of that effort is TRAOOC Circular 3~0-2 (Draft), Offi~er, Job/Task 
Analysis and Training Devel~pment. Offir.er analysis resources 
at USAIS will be dedicated to the implementation of the programs . outlined in this circular. 



, 
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OFFICER JOB/TA~K ANALYSIS PLAN 

SECTION III: Job/Task Analysis Objectives 

a. To provide analysis data required to design and develop 
programs to train a highly qualified Infantry Officer to meet 
the needs of the field. 

b. To provide analytically derived data on officer jo~s 
upon which to base reso~rce decisions e 

c. -To provide officer common and specialty unique ·task 
lists to TRADOC for publication and survtiy. 

d. To provide input to MILPERCEN for job descriptions in 
the AR 611 serieB. 



OFFICER JOB/TASX ANALYSIS PLAN 

SECTION IV: DATA REQUikEMENTS/SOURCES 

REQUIREMENT . • 

TARGET POPULATION PROFILE 

(LT-COL) 

. --

JOB DESCRIPTIONS 

(LT-COL~ 

ACADEMIC :kECORDS SECTION 

DIRECTORATE OF EVALUATION 

TRADOC EDUCATJONAL D~~A SYSTEMS 
AR.~Y OCCUPATIONAL SURVEY PROGRAM 
REPORTS FROM OUTSIDE .AGENClES 

ARMY REGULATIONS 

QUESTIONNAIR~S IF REQUIR~D 

· . -

TABLE OF ORGANIZATION k~O EQUIP­MENT 

TAB!.Fi OF D!S'l'RIBUTION AND ALLOWANCE 
Rl!!TO STUDY DATA 

ARMY. REGULATIONS . . 
DIRECTORATE FOR COMBAT DEVELOPMENTS .. 
DIRECTORATE OF EVALUATION 

TAADS OAT,'\ 

SME 1 s 

JOB INCUMBENTS/SUPERVIfOrtS 



REQUIREMENT SOURCr;::, --_...;---:::..;;..;.~=----~ ""'·- -----------

TASK ! NVENTORY ANO CRITICAL 
TASK LIST 

THREAT SCENARIOS 

TRADOC MANDATED T~SKS 

PREVIOUS TASK LISTS 

. BASELINE STUDY 

TECHNICAL MANUALS 

FIEL'.": MANUALS 

AR.-,y REGULATIONS 

CIRCULARS AND PAMPHLETS 

SIMILAR ':"ASK LISTS · 

PROGRAM~ OF INSTRUCTION 

sc::.DIErtS Y..ANUALS 

ARMY OCCUPAT: GNAL SURVEY l-ROGFJ..M 

REPOR'l'S FROM OU'l'SIDE AGENCIES 

TABLES OF ORGANIZA~ION AND EQUIP­MENT 

TABLE OF DISTRIBUTI~N AND ALLOW­ANCES 

ARTEPS 

.DIRECTORATE OF EVALUATION 

EQUIPMENT MODIFICATION WORK ORDERS ♦ 

FIELD ~URVEYS AND INTERVIEWS 
FIELD FEEDBAr.K 

COORS::: STUilENl'S 

CIVILIAN PUBLICATIONS (WHERE APPLIC~LE) 



REQUIREMENT 
S.OURCES . 

OBSEQVATIONS/!NTERVIEWS OF JOB INCl1MBi:;NTS 

INTlRVIEWS o~ J OB I~CUMBENTS' SUPPi~VISORS 

~OBJECT ltAT'l'ER EXPERTS 

REPO~TS FROM OUTSIDE AGENCIES 
INSTRUCTORS 

SYSTEMS ANALYSIS BRANCH 

COMBAT D~V~LOPMENTS 

DIRECTOAA1'E OF D~CTRINE 

• 



OFFICER JOB/TASK AMN.Y8IS PLAN 

SECTION V: DeU.verable Products 
a. Job Background Information for Infantry Officers (1) Delll()graphic data including popula~io~ size/density (2) Equipment conf.igurations 

(3) S1,pervision Levels 
(4) Job Descriptions 
(5) Any input required by MILPERCEN 

b. Targ~t Population D~ta for Infantry Officers 
- (l). Educ'ltion Level 
(2) Military experience 
(3) Militar y education 
(4) Reading Level 
(5) Mental Requirements 
(6) Physical Requirem~nta 
(7, Entry Skill Level Requirements 
(8) Interest in life 
(9) Any input ~equired by MILPERCEN 

o. Task Invent6ries 

(1) Common Task Lists (LT, CPTr MAJ, LTC, COL) ... 
(11,) Individual Weapons Qualification 
(b) Combat Leadership 

(c) Physical Readiness 

(d) Land Navigation/Map Reading 



(e) Airborne 

(f) Rangex-

!g) Tactics 

(h) Operations 

(2) Shared Task Lists (LTr C?T, MAJ, LTC, COL) 
. 

(a) · Individual Weapone Qualification 

(b) Combat Leadership 

(c) Physical Readiness 

(d) ·Land Navigation/Map Reading 

(e) Airbt>r.ne 

(f) Ranger 

(g) Tactics 

C.h) ripe rations 

(3) Task Lists for Infantry TOE/TDA outy Positions to 

be analyzed (LT, CPT, MAJ, LTC, and COL~. I.dentification of duty 

positions will begin with analysis of USAIS (DEV) inp~~· to the 

RETO Study (Inclosure 1). 

(4) Infar.try Specialty Unique Tesk Lists (LT, CPl, AAJ 

LTC, and COL). 
. 

(5) Comprehen~ive task lillt• for each grade level (Infant;ry 

J,,T, CP'l', MAJ, LTC, and COL). 

(6) Task Trace for ell Tasks by Duty Position 

d; Critical Task Lists 

(1) Infantry hT 

(2) Infantry CPT 



(3) Infantry MA' 

(4) Infantry LTC 

(:S) Infantry ~OL 

(6) TOE/TOA duty position 

e. R~view of other schools' connon task list 

f. Audit Trail (chronological 'list of events) 

9. Task Summaries (In pr~soribed format) 

h. Task Documentation (In prescrib2d format) 

i. Pite Selection aecommendation based on as2essment of the 

fo4: owing variables as availabie 

' (:[) Job deneity 

(2) ~e:rcenc ·,performin9 

. (3) Job schadule (shift, etc) 

(4) M()S Structure (number of jobs) 

(S) Type of equipment (variance) 

(6) Job tumover 

(7) Geographic 4ispersion 

(8) Decay i:ate 

(9) Supe~ision requit f!d 

(10) Learnir,9 diffict:lty 

tll) Criti~ality 

j. Analysis of survey data 

k. Input to TDIS (In prescribed format) 

1. "Lessons Learned" files 



OFFICER JOB/TASK ANALYSIS PLAN 

SECT:ION VI: Milestone Schedule 

TRADOC ._ IMPOSED MILESTONES 

EVENT 

A. School Review of TRADOC Circular 29 Mar -,a-
350-2 (Draft) 5 Apr 78 

B. School Review. of Preliminary Milestones 3 A~r 78-and Manpower Requirements for Officer 18 Apr 78 Job An~lysis & Training Development . 

. ·-
c. Planning Conference for Officer Job/ 25 May 18-Task Analysis Seminar 26 Ma7 78 

-D. TRADOC - Wid~ Officer Job/Task s Jun 79-Analysis Seminar s Jun 78 

E. Prepare/submit "off-the-shelf" company 15 Sun 78-grade ~ommon task lists t~ TOI/Review Board 14 .Jul, 78 

F. Prepare/submit Common Task Lists 1 Aug 78-!LT - CPT) to CAC 1 Oct 78 

G. Prepare/sJbmit Specialty Task Lists 15 Jun 78-(LT - CPT) . 31 Dec 78 
·-

♦ 

H. Provide input to MILPERCEN (as 15 Jun 78-r:?quested for Pilot Survey I) 1 Jan 79 

-I. Review consolidated Common Task Lists 15 Oct ,78-and send comments directly to proponents 15 Nov 78 . 
J. Refine USAIS Common 1ask Lis~s 15 Nov 78-based ~)n other Schools' coniinents 7 Dec 78 



EVENT DATE -
x. Pilot Survey I (LT - CPT) 1 llan 79-

31 Oct 79 

• L. Document LT - CPT Tasks IAW TRADOC 3 Jan 79-
Circular 351-4 ·. 1 Jan 80 

I 

M. Prepare/Document Common Tasks 3 Jan 79-(MAJ - COL) .. • •• •• I 31 Mar 80 
-

N. ~repare Specialty Task Lists for Apr 80- Apr 81 
,based Surveys (~J-COL) ' ! I 

o. ·Analyze Pilot I results 1 Oct 79-
• - 31 Jan an 

P. Conduct Phase6 Surveys {LT - CPT) 1 Jan 80-
Sep 81 

Q. Phased Design & Development of 3 Jan 80-
Training (LT -CPT) Sep 83 

R. Pilot Survey II (MAJ - COL) l Apr 80-
31 Dec 80 

-
s. ·Phased Design and Development of 3 Jan 91-

Training (MAJ - COL! Sep 85 

. 
T. ~ha sed "surveys (MAJ - COL) . l Apr 81- . 

Sep 83 
♦ 

3/ 



USAIS MILESTONES* 

DATE 
EVEN~~T-------- ------------=1~,G~,E~N~C~Y.:....._ ______ _;_ 

A. 3~hool rteview of TRADOC Cir OAB/TSAD 350-2 (Draft) 

B. School Review of Preliminary OAB/TSAD Milestones & Manpcwer Reqnire-ments for Officer Job Analysis and Training Development 

c. Planning conference for Officer TRADOC Job/Task Analysis Seminar 

D. TltADOC-wide Officer Job/Task TRADOC Analysis Seminar 

29 
s 

3 
18 

25 
26 

5 
9 

Mar 78-
Apr 78 

Apr 78-
Apr 78 

May ·10-
May 78 

·Jun 78-
,Jur. 78 ---------------~---·--+,,-------"'------- -E. Prepare/submit "off-the-shelf" company grade common task •• lists to· T~I/Review Board 

OAB/TSAD 15 
14 

Jun 78-
Jul 78 

-------------------4-------~'---------F. P1~pare/3ubmit Common Task Lists (LT -CPT) to CAC 
• • •• 1. Request -from other agencies DTD .. . --· subject n,atter ex}:)erts for c~ordination/review of contmon and shared task lists. 

2. Brief 350-2 program and Job Analysis Plan to SME's 

3. Review existing sources of data to ident;,fy 
ct~Opany grade common/ 
shared tasks (see item Sc) 
(a) Individual Weapons 

Qualification 

· OAB/TSA;J 

OAB/TSA~ 
In .. coordina­
tion with 
SME;'s 

1 Aug 78-
l·Oct 78 

l Aug 78 

8 Aug 78 

1 Aug 78-
24 Aug 78 

*USAIS Milestones are keyed to TRADOC-Imposed Milestones, Section VI, ~-0 Milestones for P-T are Jet to be developed. • 

3). 



, 

.. 

tVENT 

(b) Combat Leadership (c) Physical Readiness (d) Land Navi gation/Map Reading 
(e) Airborne 
(f) Ranger 
(g) Tactics 
(h) Oper'1tions 

4. Formal staffing/meetings . with SME's for approv~l 
s. Re,fine task lists 

.6. Assign task numbers IAW 
. ~~DOC Cir 351-1 

7. Submit sr-m approved conur.on tas~ lists through USAIS chain of common for apptoval 
8. Submit commob task lists to CAC 

G• Prepare Specialty Task Lists for ' LT-C>tT 

1. Identify duty positions to be analyzed (Review/ Upd&te RETO, Incorporate data identified during • common task develop­
•nt) See SB. 

AGENCY 

OAB/TSAO 
3ME's 

OAB/TSAD 

OA&/TSAD 

DTD 

DTD 

OAB/TSAD 

2. Collect jab background ., O,AB/TSAD data including equip-ment ccnfigurations, job descriptionA, supervi-•• sion levels, future eqr:ip­ment, and chanqing doctrine. See IV and VB/C. 

, 3l,f_ 

DATE 

24 Aug 78-
14 Sep 78 

15 Sep 78-
;1 Sep 78 

15 Sep 78-
21 Sep 78 

21 Sep 78 

28 Sep 79 

15· Jun 78-
31 Dec 78 

15 Jun 78 
24 Aug 78 

15 Jun 78 
1 Sep 78 

- ---



EVENT AGENCY DATE 

3. Identify duties of each OAB/TSAD 1 Sep ,e-duty position. See SB/ 197th 15 Oct 78 SC. lnterview/survey AIT Bde 
Job Incumb&nts at. USAIS 
Fort Be!nning. students, 

· staff, 
faculty 

4. Identify tasks related OAB/TSAD 15 Oct 78-to each duty. Compare 15 Nov 78 to all common task 
lists. See SC, a.nd 
TRADOC Cir 351-4, 3-2(;. 

s. Interview job incYlllb&nts and USAIC 15 Nov 78-_their SUPE::rvisors to v~:rify Ft Carson 1 Dec 78 .t~~k inventory, equipment . ~t .. Bragg configurations, and super- rt Cambell 
I vision levels. (LT - CPT) Ft Stewart 

. · • -.· ! 

6. Refine task lists OAB/TSAD 1 Pee 78-
8 Dec 78 

7. Merge common, shared OAB/TSAD 8 Dec 1e and apeci~lty task 18 Dec 78 . lists fc>r 6pecialty . 
11 LT and CPT. 

8. Asai~n taak numbers OAB/TSAD 8 Dec 78-I~W TRAOOC Cir 351-1 18 Dec 78 
9. Submit fiel~-verified OTO re Dec 78 task lists through 

USAIS chain of commanq 
for approval. 

♦ 
10. Submit merged task lis'i'.:.s OTO 27 Dec 78 for LT and CPT· to CAC 



EVENT : . ACENCY .. DATF ----------~-------·-+-·------+-------R, Provide input to MILPEkCEN 
•• ~equested for Pilot 
Survey I 

!2.t!,: · Confirmation of all infor~· 
mation that will be required 
for the pilot surveys is not 
currently available .from • 
MILPERCEN. However, accord­
ing to CODAP Guidelines for 
prepar~ing Questionnaire 
Item Submissions, Jul 77, 

. the following is required. 

1. Equipment which may be used 
or maintained by job incum­, berits. 

2. Special knowledges needod 
by job incunIDents. 

3. Special skills needed by 
job incumbents. 

4. Special questions designed 
to elicit probl~m areas. 

I. Revlew consolidated common task 
lists and 1end comments directly 
to proponents . 

1. Request SME's for all 
common subject areas 
idsntified in 351-1 
and 350-2. 

2. Brief 350-2 pro.gram and 
~cb Analysis Plan to SME's. 

3. Staff common task lists 
submitted by common sub­
ject area proponents 
to SME's for review for 
~~cialty ~-1~. 

-----

OAB/TSAD 

OAB/TSAD 

OAB/TSAD 

OAB/TSAD 
USAIS/USAIC 
faculty and 
staff 

lS Juli. 78 
1 Jan 79 

15 Oct 78 
15 Nov 78 

2 Oct 78 

10 Oct 78 

15 Oct 78-
6 Nov 78 



li!VENT 

4. Consolidate common task 
li1ts. 

S. Subnit Common Task lists 
through USA~s chain of 
command for approval. 

5. Mail common task lists to 
common subject arec pro-
ponents, 

. 

AGENCY 
- I 

OAB/TSAD 

DTD 

OAB/TSI.D 

DATB 

7 Nov 78-
8 Nav 78 

8 Nov 79 ... 
15 Nov 79 

15 Nov 78 

- ·----------------+----------------
j. Refine USAIS Common Task Lista 

based on cthe~ Schools' 
comments. " 

l. Consolidate comments froid 
,Qther schools. 

2. Analyze conunents from other 
schools/finalize task lists. 

3. ·Submit ·task lists through 
USAIS chain of conunand for 
approval. 

4. Submit Task List to CAC 
for use in ~ilot Survey I . .. . ... . . - . , ... . . • - . . .... - · ... . . .. ... ·. - .. 

K. Conduct Pilot Sur~ey I. 

~: Primary responsibility is 
at MILPERCEN. USAIS 
related responsibilities 
are identified in vr Hand 
VI· o. 

L. Document LT-CPT Common and 
Shared TasksIAW TRADOC Cir­
cular 351-4. • 

OAB/TSAD 

OAB/TSAD 

DTD 

OAB/DTD 

15 Nov 78-
7 Dec 78 

15 Nov 79..; 
22 Nov 78 

22 Nov 78-
1 Dec 78 

l Dec 78-
7 Dec '/8 

7 Dec 78 

Jan 79-
0ct 79 

J Jan 79- : 
l Jani 80 



.. 

' \ • 

EVENT 
- ·-

1. Coordinata with Design/ 
Development to deter-
mine tosk analycis data 
r oquiremcnts. 

2. D~termin~ specific task 
analysis techniques to 
be employed IAW TRADOC 
Cir )51-4, 4-3. {Deter-
mination will be dcpf;~-
cent on duty/task ty,1:>e) 

.. . 

.:, . Dccument ~ondition3, cues, 
standards and elements 
based on current doctrine 
(See SC). 

4. ·1rtterview/observe job 
~ncumbertts and their i 

-~~pervisors to vaU.rlate 
docwnentation of tasks. 
. (LT - CPT) 

5. Refine documentation 
.based on validation. 

.I 

6. Complete docume.1tation 
IAW TRADOC Cir 351-4 ,. 
4-1A. The following 
items will be docu­
mented: 

(a) Task number 
{b) Task title 
{c) MOS/SSI/Skill 

Level/Duty Position 
(d) Weapon System 
(e) Hardware type 
(f) Conditions 
(g) . Cues 

AGENC'i 

OAB/TSAD 
TMDD, TD!) 
TDMD 

OAB/TSAD 

OAB/TSAD 

\ 
USAIC 
Ft Carson 
Ft Bragg 
Pt Stewart 
rt Campbell 

I 

. . \ 
I 

OAB/'fSAD 

OAB/TSAD 

DATE 

3 Jan 79-
15 Jan 79 

3 Jan 79-
31 Jan 79 . 

3 ,Jan 7C:.,-
)1 Jul 79 

1 ·Aug 79-
30 Sep 79 

1 Oct 19-
15 Oct 79 

15 Oct 79-
15 Nov 79 



AGENCY -~-------=========---------- --EVENT ---

7. 

e. 

(h) 
(i) 
( j ,) 
(Jt) 
Jl) 

'1m) 
(n) 

(o) 
(p) 

Standards 
Elerna~ts 
SM (if any) 
References , 
Courses/materials ~o I 

support training · 
Tra!ning Aids Devices 
Equipment used in . i 

task performance 
SOT (if any) 
Date analysis porfnr .d 

Provide data to ATSC/TRADOC 
:'.n 'l:ask s_ummary format IAW 
T~DOC Cir 351-28 

Recommend Training Sita/ 
. Set .. i ng IAW TRADOC Ci.L' 

351-4, App~ndix G 

~. P:repare/docu.rnent common tasks 
for M.\J - COL . 

Note: Specific coordination pro­
cedu~es/dates have not yet 
been neterminP-d by TRADOC. 
Events will parallel those 
in VI F, a, :, J, R, and L. 

N, Interview job incu~,ments and 
thoir supervisors to verify 
task inventory, equipment 
configurations, and supervi­
sion levels. (M/'iJ - COL) 

Interview/observe job 
incumbents and their s\1per­
visors to validate docu­
mentation of taski. 
(MAJ - <;OL) 

OAB/TSAD 

OAB/TSAD 

USAIC 
Ft Carson 
Ft Bragg 
Ft Stewart 
Ft Campbell 

USA.IC 
Ft Carson 
Ft Bragg 
Ft Stewart 
Ft Campbell 
7th Army 
8th Army 

DATE 

15 Nov 79-
30 Nov 79 

, Dec 79-
31 -Dec 79 

3 Jan 79-
31 Mar 80 

Apr-May 79 

Jan-Fel::: 81 • 



o. Analyze Pilot I results. 
l Oct 79 

, 

31 Jan 80 
1. Develop critical task OAB/TSAD 1 Oct 79-selection SOP IAW TRADOC Task Selec- 31 Oct 79 Cir 351-4 tion Board • 
2. Convene Critical Task 

1 79-Nov Selection Boai:·d 
30 Nov 79 

3. Submit Critical Task List 
1 Dec 79-to Commandant for Approval 31 Dec 79 

4. Provide input to MILPERCEN 2 Jan 80-
31 Jan 80 



OFFI CER JOB/ ~'ASl< ANALYSIS PLAN 

SECTION VII: Resource Requirernents/Coutra int.s * 
REQUIREMRNTS 

Refe. rence Requirements · kct-ivity , 

A-E Completed 
** F-1 thru SME's for: Attend briefing F-4 Indivi1 ual Wpns Qualification Coordinate in 

task list corn-Ldnd Navigation/ pilatim'l ·- Mapreac1ing 
~eview finc!l Tactics l ist 

Operations 

Combat LPadership 

~hysical kcadiness 
Airborne 

Ranger 

Approx 
N~. of 
Persnl 

11 

Approx 
Date 

8 Aug 78 

1 Aug 78-
14 s~p 78 

** G-3 Job Incumbents Interview 1 Ur.k 1 Ser 78-
and Supervisors Survey 

15 Oct from the 197th, AIT :Sde, USAIS . students, faculty, . and staff 
~ 

-
G-3, G6 Additional job Conduct job 4 1 S1.!p analysts analys:..s 31 Dec 

*Sections here are cross-referenced to the milestone schedule, 
S~ctio::1 VI. 

78 

78-
78 

**Personnel will not b~ required full time. Direct coordination will 
be necesse-.ry between OAB/TSAD and the required agencies/personnel. 



a 

_Re_fe_r_e_n_c_c_. __ R_e~q~uirements Activity 

'** G-5 

H-1 

**I-3 

L-3 

Job incumbents and 
their ~upe=visvrs 
from USAIC, Ft , 
Carson, Ft Campbell 
Ft Bragg, Ft Stew­
art I 

Interview to 
verify task 
inventot'y 
(LT - CPT) 

USAIS ~epresenta- Provide input 
tives to MILPERCEN to MILPERCEN 

Commer, subject 
area experts 
from UGAIS/USAIC 
faculty : & staff 

Additional 
Task. Analysts 

Job incumbents and 
their supervisors 
from USAIC, Fort l 
Carson, Ft Campbell 
rt Bragg, Ft Stew-
art I • I 

Refine task 
inventories 

Review col'1U1\on 
t ask lists sub­
mitted from 
other schools 

Document 
tasks 

Interview/ 
C\bserve to 
validate docu­
mentation of 
tacks (LT -
CPT) 

Approx 
No. of 
Fersnl 

Approx 
Date 

·----
125 

1 

50 

5 

125 

15 Nov 78-
1 Dec 78 

15 Jun 78-
1 Jan 78 

(as re­
quired) 

15 Oct 78 
6 Nov 78 

3 Jan 79-
31 Jul 79 

l Aug 79-
30 Sep 79 

- ·----------------------------------
L-6 

M 

Addit i onal 
clerical sup­
port 

Unknown 

Requirements will 
parallel those 
in F, H, I, J, & 
L 

Type documen­
tation forms 

Prepare/docu­
ment common 
tasks for MAJ­
COL 

1 

Unk 

1 Aug 79-
30 Nov 79 

3 Jan 79-
31 Mar 80 



REfcrence Requireknents Activity 

N. Job incumbents Interview to ~nd their super- verify task visors from inventory USAIC, Ft Carson, (MAJ - COL) Ft Campbell, Ft 
Br"lgg, Ft Stewart •. 

Job incumbeats Interview/ and tha ir cuper - ob&erve\ to visors froin validate USA!C, Ft Carson, documcmta-Ft Campbell, Ft tion of tasks Bragg, Ft Stew- (MAJ - COL) art, .7th Army & 
8th A:i:"my 

**O Task selection Select cri-board members tical tasks (job incumbents, 
supervisors, 
SME's and others 
designated by 
the Commandant) 

PROJECTED TOY REQUIREMENTS 
~--1 . .. 

Quart er Event ~ct.ivity 
FY 78 I . 

4 F3 3-day TO)! to USAFAS 
3-day TOY to USM:: .. Total . --· 

-
FY 79 

l GS 5-l:ay TOY to Ca.rson 
5-day TOY to Bragg 
5-day TOY to Campbell 
5-day TOY to St~wart 

'i( 

Approx Iipprox 
Ne,. of Date 
Persnl 

150 

150 

: .. 10 . 

$ 

$ 

1 Apr 79-
30 May 89 

l Jan 81-
28 Feb 81 

1 Oct 79 

Estimat eJ 
Cost ---

349 
239 

508 

$ 477 
361 
357 
2"16 



FY/ Estimated Quarter Event Activiti co ... t -~ 

I 
FY 79 cont. 

l B 3-day TOY to MILPERCEN :i2 2 
3-day TOY to .l-lILPERCEN 322 

l Task Analyst Five 5-day TOY to trips 1695 • .worksho.p -~ --_: ... to Leeburq 
..(Npy) .. I 

.J 

2 N 3-day TOY to CGSC JO~. 2 N 3-day TDY to CGSC 301 2 IPR TRADOC 3-day TOY to TRAOOC 322 3 IP'R CGSC '3-day TOY to CGSC )01 3 IPR CAC 3-day TOY to CAC 301 
3 N 5-day TOY to Carson 477 5-day TOY to Bragg 361 5-day TOY to Campbell. 357 5-day TOY to Stewart 270 
4 L4 Two 6-day TOY trips to 

Carson 984 Two 6-day TOY tL•ipS to 
Campbell 744 Two 6-day TOY trips- to 
Bragg 752 T~o 6-day 'IJY trips to 
Ster-rart 582 

Total 
$ 9869 

l?Y 80 

2 IP~ TRAOOC 3-day TOY to TRADOC .3 '2 2 

Total 
$ 322 - ·-

FY 81 ... 
2 IPR TRAOOC 3-day TOY to TRADOC 322 2 N J-day TOY to Mli,PERCEN 322 2 Input to MIL- 3-day TOY to MI:tPERCEN 322 PC:RCEN 

N Two 6-day TOY trips to 984 
Carson 

Two 6-day TOY trips to 
Bragg 7-52 



FY/ 
Es timated Quarter Event Activity Co::;t 

PY 81 cont. Two 6-day TDY trips to 
Campbell 744 Two 6-day TDY trip3 to 
Stewart 582 Tw,:, 10-day TDY trips to 
7th Army 1858 Two 10-day ,TDY trips tt') 

8th Army 3464 
. 1otal 

$ 9350 

Summary: 

Ur.programmed FY Identified Totals Bxoenses ---
78 $ 588 

7~ 9869 $ 21 31 
80 322 11678 
81 9350 2650 

78-81 $ 20129 $ 16459 
" =-



CONSTRhINTS 

, 1. TRADOC Jeviaw of Manpower recognizes 7.27 manyears to be 
dedicat~d to this project for FY 79. Wi~hout recoghi1.ed 
per,onnel, mi!.estones,will be diff.,icul~ .to meet. 

2. TR.1\DOC-imposed mileston~s/manpower constraints could restrict 
c~ordinalion ~ith geographically distributed/representative 
unitsnot found at Fort Benning. However, field visits will 
~e conducted whenever resources allow. 



OFl":iCER JOB/TASK ANALYSIS PLAl'i 

SE~TION VIII: Procedures for Modification of the Plan , 

TRADOC milestones/requirements de~ailed in this plan are 
subject to change based upon the results of ~he pilot progra~s, 
implementa~ion of the RETO recommendacions, and allocatioIJ ~f 
sufficient resources. Changes in this Job/TaNk An~lysis Pl3n 
may result from m~dification of TRADOC mileston~s/~equirenP-nts 
and lac-k of allocated resources within CJSAIS. Shorta~c of 
pers6nnel/funds will result in the requirem~sit to excend rni~c­
stones. All major mo~ifications of the pldn and rel~tPd kay 
decisions will be approved by the Director, Trai~ing Developments 
and documented. 
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PLAN liTIONALE 

JOB AND TASK ANALYSIS PLAN. 

OV-1 AIRCRAFT QUALIFICATlON 

1. The purpose of OV,l Aviator Qualification is to qualify Army avia­tors in the operation of Army Combat Surveill3nce Multi-engine OV-1 aircraft. Afte~ OV-1 qualification, the aviator receive~ mission training from USAICS at 1-'ort Huachuca, AZ. • 

2. Until recently, q~al~fication training WAS conducted i~ OV-lC air­craft but a gradual transitiQn has resulteu in all flight training now being conducted in OV-lU or OV-10 prototype aircraft. All flight and ac..ademic trainint is curre.1tly OV-1D o~iented. 

3. Training devi=Ls, currently used in qualification include the 2C9A OV-lC Cock~it Procedural T~ainer and the 2Bl2A Instrument F~ight Proce­~ural Trainer. The 2C9A is deemed inadequate because 0~-1D systems a~e radically diff~rent from those on the OV-lC. The 2Bl2A is a single, recipr~cating engine trainer equipped with. a Flight Director System (FD--105). It has little or n.:> simHarity to the equipment in the OV-lD aircraft. 

4~ Mndificatio~ of the 2C9A to OV-1 configurati~n has been requested but preliminary estimates pl~ce the cost in exc~ss of $400,000 and a void ~ould still exist in instrument flight sim~lation using the Fn-105 Flight. Director System. 

S. In keepihg with the ISO concept and guidance ~n TRADOC draft Cir­cular 35~.-4, this job and analysis plan is submitted as the fitst mile-.. st~ne in obtaining OV-lD simulation to correct identified discrepancies. 
PLAN OBJECTIVES 

1. Perform a job analysis for OV-1 aviators to include job background iufonnation and target population data. 

· 2. Develop rn OV-l aviator task invectory. 

, ·. D~velop and field validate a critical task list. NOTE: TliDOC • Circula:- 351-4 defines a criticaJ. task as one that must be trained. 
4. Perform a task analysis for P.ach critical task. 

s. Identify critical tasks that have been p~eviously trained. 
I~ Ide~tify critical tasks to be trained. 



• 

7. Prepare Job P~rformance Measures (JPM) for critical tusks to be train'!d. 

8. Identify needs for training devices. NOTE: Yhis will be a spin-off ·~· of developing JPMs. 

9. Identify supporting skills and kttowledges needed to perform tasks or task elements. Past "Less-:>ns Learned" identifies this a:. being a major problem in the ISO process . 

DATA REQUIRE.~NTS/DATA SOURCES 

1. Data requirements. ~ufficient data will be rt:quired to perform the following tasks: 

a. Perform an OV-1 Job Analysis. 

b. Identify OV-1 aviator job related tasks. 
c. D!fferentiate between basic OV-1 aviator taska and mission tasks. 

d. Ide~tify critical OV-1 aviator ·tasks to be trained at USAAVNC. 
e. Analyze each critical task to determine task eonditions, standards, and elements. 

f. Identify critical tasks that have previously been trained. 
. - · --- · 

g. Devel,op JPMs fer each critical t~sk sele,:-ted for training at tJSAAVNC. 

. h. Identify suppor_ting slills and knowledges required for task performance. 

Validate the completed analyBis. {. · 

2~ Data Sources. Proposed sources of data for this analysis include. 
" L. Research of any previ~us OV-1 a~iator ·analysis. 

b. Auditing the existing OV-1 AQC, POI, Flight Training Guide, Leason Plans, and Training Aids and Devices. 
c. TC-144 Aircrew Training Manual (A!M) for Surveillance Aircraft. 
d. Unit AllTEPs. 

- -·-------

I 

_I 



e • . Army Occupat!onal Surv~y Program (AOSP) Report. 
f. OV-iD Ooerator's Manual and Checklist. 

g. Validated task lists and analyses for aviators of other type 
aircraft. 

h. Army Aviation Rcgulati_ons and FAR, Part 91. 

1. Interviews with incumbents (present/past), supervisors, lPs 
and SIPs. 

j. Observations. 

k. Coordination with USAICS. 

1. Field validation surveys. 

m. DOD FLIP. 

n. Airman's Inforn,ation Manual. 

~. Appropriate FMs to include 1-5, 1-30, and 1-50. 
p. Others if identified during the Analysi~ Process. 

RESOURCE REQUIREMENTS/CONSTRAINTS 
1. . Time. 

a. Requirements. Revised milestones coordinated tdth TAD Training Devices branch shows 30 March 1979 as the analysis completion date. 
b. ~raints. Availability of trained analysts w511 aff~ct requ!red time. A management d~cision may be necessary concerning revi­sion of resource allocation and/or priorities. 

2. Personnel. 

M. Requirements. ~MO has programmed ~JO analyst man-days for • this project which equates to 3 analysts for a period of "½ months. Additionally 21 SME ~an-days are programmed and will be rP.quested from the Di rectorat~ of Training. An Education Specialist Career Intern has been assigned to this project on a half-day basis and will be perform­ing "on the job trainfog" as an anlyst. Approximately 7,000 lines of typing will be required. The Word Processing Center estimates this as 10 man-days and will be able to support it. 



b. Constraints. Current and future projects assigned the Aoalysin Branch may limit the number ~f analysts available for this effort. If so, a management decision may be necessary concerninc personnel allocation or suspense adherence. 

3. Fiscal. 

a. ~cquirern~nts. The following TDY trips are deemed necessary to perf~rm the analysis. 

(1) One person to Fort Huachuca, Arizona to coordinate a draft task list with USAICS. The purpose of the coordination would be to determine which tasks were basic OV-1 aviator tasks and which were mission tasks. 

(2) Two people to 131st MICAS, Fort Hood, Texas to field validate task list. 

(3) Two p~ople to the 159th MICAS, Dobbins AFB, Georgia and the 158th MICAS, Winder, Georgia to field validate task list. These units are in close proximity and the validation could be con­ducted concurrently. 

(4) A trip to the 73rd MICAS in Germany was considered but time constraints and a proposed REFORGER exercise negated ~election. 
(5) Other OV-1 units were consideced but the small number of aircraft and pilots in each could not justify the cost. 

b. Constraints. None ar~ anticipated. 

DELIVERABLES 

1. Job a~alysis deliverables. 

a. Job background information, demographic data, and equipment configurations. 

b. Target population data to include reading grade level, mental and rhysical requirements, and entry skill level requirements. 

c. OV-1 aviator task inventory. 

d. OV-1 ~viator critical task list. 

e. Audit trail - chronological listing of events by time. 
f. "Lessons v~arned." 



.. 

2. task analysis deliverables. 

a. Critical task ~nalysis for each task selected for trainint to include the foll~win3: 

(1) Task statc~ent 

(2) Conditions 

(3) Standards 

(4) Initiating cues 

(5) Task elem~nts 

,6) References 

b. 3PMs for each critical task. 

c. Sug~ested training site selection for each critical task. 

d. List of supporting skills and knowledges needed to perform critical tasks. 

e. List of tasks, or task element, with do~umentation, which were trained in previous courses. 

f. Audit trail file. 

g. Lessons Learned file. 

_PROPOSED SCHEDULE OF EVENTS 

1. Initiate job analysis research. 

2. Start Audit ' Trail a~d Lessuns Learned Files. 

3. Draft Job and Analysis Plan . 

4. Coordinate Plan with Branch/Division Chiefs. 

S. Brief Plan to Director, DTD. 

6. Obtain approval for plan. 

DATE 

15 Nov 78 

15 Nov 78 

30 Nc11 78 

3 Dec 18 

7. Coordinate approved Plan with Branch/Division Chiefs. 

8. Collect data sources. 
Continuou~ 



9. Determine if OV-1 "Systt.:?aa Engineering" Packet is available. 

10. If Packet is available, analyze and 
determine if it is valid or only needs minor revision. Decision will dictate future events. If Packet is not available or unsuitable, con­tinue scheduled events. 

11. Start job background and target popula tion file. 

12. Start task inventory. 

13. Develop draft task validation form. 

14. Review data sources. 

15. Develop draft task inventory. 

16. Test task validation form. 

17. Revise task validation form (if necessary). 

18. Coordinate task list with USAICS. 

19. Field validate task list. 

20. Analyze field validation. 

21. Develop critical task list. 

22. Obtain approval of critical task list. 

23. Perform Task Analysis for critical tasks. 

24. Identify tasks that have been previouely lcained. 

25. Develop/valid~te JPMs ·for tasks to be tra~ned at USAAVNC. 

26. Identify supporting skills and knowledges needed to perform eritical tasks. 

27. Finalize all deliverables and submit to Word P1·ocessing Center. 

10 Dec 78 

23 Dec 78 

5 Jan 79 

S Jan 79 

10 Jan 79 

15 Jan 79 

19 Jan 79 

22 Jan 79 

26 Jan 79 

30 Ja'l 79 

15 Feb 19* 

20 Feb 79* 

~3 Feb 79* 

23 Fc-b 79* 

26 Feb 79 

12 Mar 79 

20 Mar 79 

23 Mar 79 



28. Obtain approval of package. 

29. Submit package to Phase 2. 
29 Kar l~ 

30 Kar 79 



MANAGEMENT PLA.~ - JOB ANALYSIS FOR POLICE SF.RVICES COURSE 

T~e worldwide assessment of milit~ry police activities surfaced numerous doctrine and training shortfalls. A majority of these shortfalls were directly related to the improper handling of people by military police, particularly in crises intervention type situations. A review of training provided the military police disclosed that instruction on how to deal effectively with the human dimension of the military ~oomunity was virtually nonexistent. This finding coupled ~ith the findings of the worldwide assessment identified the need to provide such training to all levels of military police. 
OOJECTIVE 

Using the instructional systems development model to develop course materials that provide military police with the skills and knowle'dges necessary to effectively interact with the human dur.ension of the military convnunity. RESOURCE REQUIREMENTS 
Event (Milestones) 

Develop analysis plan 

OTO approval of analys ·d plan 
IPR analysis plan 

Develop tentative tas k list 
Develop data collection materials 
Collect data 

Constr1Jct validated tac;k list 
Identify task selection criteria 
Select critical tasks for training 
OTO approval of tasks fo. r training 

iargeted Completion Date 

25 Mar 78 

28 Mar 78 

7 Apr 78 

15 Apr 78 

25 Apr 78 

20 May 78 

15 Jul 78 

27 Jul 78 

4 Aug 78 

8 Aug 78 



Construct Job Performance Measures (JPM) 
Pr~pare administrative testing tools 
Va 1 idate JPM 

Locate existing courses 

Review existing courses 

Determine if course validated 
Doct111e,1t review results 

Identify instructional setting criteria 
Select ~nstructional setting 

OTO app_roval of instructional sett1ng 
Formal approval of completion of analysis 

by OTO 

(Network Diagram is attached) 
PERSONNEL 

29 Aug 78 

19 Sep 78 

28 Sep 78 

7 Oct 78 

14 Oct 78 

17 Oct 78 

20 Oct 78 

21 Oct 78 

27 Oct 78 

28 Oct 78 

31 Oct 78 

This analysis will require approximately 1.2r; manyears to complete. Use of 
civilian consultants may reduce the amount of time spent; however, the 
individuals assigned must have an understandin9 of a system approach to 
training dev~lopments, a basic understanding of behavioral science as it 
applies to interpersonal COl'llllunications between military µolice in a military 
conmunity, and the understanding of procedures used to gat~er analysis data. 
Two individuals will be required to conduct this analysis effort within the 
current mit~stones established. 
FISCAL 

Budget 

Some fund~ to assist in the front-end analysis have been made available by 



the Training ~velopments Institute. Consultants and some travel may be 

applied against these funds. Because this is a new development and 

constitutes tasks not currently being taught or e~ecuted properly in the 

field, travel to authenticate the task list is not appropriate. 

Validat~on of Job -Performance Measures and evaluation of existing courses 

are planned at the fol 1.owing locations: 

To n l idate JPM: 

Fort McClellan 

fort Benning 

Fort Benjami~ Harrison 

Fort Carson 

Fort Le,t.1i s 

To review existing cour~es within civilian comnunity: 

Los Angeles 

Sar. Jose 

Sa,;ramento 

New York 

Denver 

DATA REQUI~EMENTS AND SOURCES 

Task group r~port: Provost marshal and military oolice activities -

and assessment. 

Plan to elevate organizational professionalism in la~ enforcement (PEOPLE}. 

Field Manuals 

19~5 

10-10 

19-?n 



Consultants - Paid 

Or. John Str~tton, Department Psychologist, Los An9eles Sheriff's 
~J:lrtme"t. 

Or. Mike Ro'le1 ·ts, ~an Jose Po 1 ice Depa rtler.t. 
Or. Gearge Ki111~Jer, Chainna~. Pard~~s and ~arole Board, Texas. 
Con~ultaot - N~t Paid 

Dr. Ted Morton, s~nior tonsu1ta,1t, Police Officer Standards and 
'fraining ~oard, Sacramanto, Ca'i ifo,·nia. 

(Additional sources co be cH1ded as they are located l\nd t·eview1J~) 
~LlVEP.ABLE PRODUCTS 

At thP. completion of Phase I, the following documer,tation :;hould exist and 
be m,1inta~ned on file, in add:tion to th~s ana1ysis plan: 

Al 1 chc2nges to the plan. 

Data from review of previous analysis effort. 
Task list and all supporting doc~nent~. 
,ritical tas~ select1on criteria. 
Critical task list. 

Validated jab perfonnance mecsJres and accompanying scoring keys and 
administrative i ,,~ tructions. 

R~~ults of reviews of er.~sting coyrses. 
Instructional setting ~~lection ~riteria. 
Instrc:tion31 ~ettin9 for each ta~k. 

A detailed br~akout of anticipated actions ,o be conducted durin~ the analysis pliase fo 11 o.,;s : 

I.1 - Analyze jab. J 



A. This analysis will support a new course of instruction. No 
current course now exists. The need for such a course was established as 
outlined under the job rationale and is intended to train military poli~e 
how to deal effectively with the full spectrum of personalities they will 
encounter on a daily basis. 

B. Little specific data has been collected to date on tasks performed 
by military police within the specific task areas now being analyzed. The 
majority of information already available concentrates on the relativP.ly 
"hard skills" associated with duties such as handling of domestic distur­
bances, handling of persons under the influence of drugs, or handling 
juvenile delinquents. By "hard skills" I mean apprehe'lsion, search, probal.i le 
cause, ·com~letion of mi l itary police reports, treating victims, applying first 
a1d techniques, and that type of skill as opposed to the behavioral science 
oriented skillJ this course is oriented toward. Little has been taught in 
the past that would train an MP to be able to effectively interact with the 
individual to do such things a~ lower anxiety and insure that problems aren't 
complicatEd by imp~oper actions. 

C. Data as to task frequency will be collected by questionnair~ from 
at least ten CONUS and over3eas installations. 

D. SurvEO' tools to support this effort wil l be developed. Surveying 
of resident Nonconmissioned Officer Aavanced Course and Officer Advanced Course 
students is under consideration. The results of this survey will be a 
t~ntative tas~ list prioritized by frequency and organized by skill level. 
F1,rther validaticn is not considered necessary as training under development 
1s d~signed to teach new skills. 



E. Output for this step will consist uf: 
Validated task list and all supporting documents to provide audit trail from analys;s through validated task 11st. 

I.2 - Select Tasks/Functions. 

A. Substantial ddta to support this function will be co,lected .during Block I. 1. Specific criteria must be established as a basfs for the decision to select or reject a task for training. Approval of both the 
selected criteria used and the subsequent task lf~t developed will be accomplished by the Director of Training Developments. 

8. The output f~om this step will be: 

An approved critical task list of the tasks selected for training, 
and complfte documentatiDn of methods and procedures followed, Jnd 
the assumptions and considerations which govern the ta~~ list development. 

I.3 - Construct Job Perfonnance Measures (JPM). 
A. Infonnation required (e.g., cues, condi~ions, a11d standards) to develop JPM will be collect~LJ during Blc,k I.I. ~urins this block how to best measure if these or standard~ have been met will be determined. 

B. Both validity and fidelity wi'll be detennined oased or. cost an~ tffl'le restraints imposed by eqllipment and administrative restrictions. Humane restrictions will also be a limiting factor. 

C. AdministPtive scoring k:y!-. w-ill be developed and validation of the job performance measures will be conducted at Fort McC.le1"1an, Fort Benning, and Fort Benjamin Harrison. Additional validatiuns may be conducted in con­junction ~1th other DTO/USAMPS visits (such a~ TEC validations) that are conductrd during this time ftJme. 



~- ihe o~tput from this block will be: 

Validate~ job performance measures, ~nd ~ccompanyi~g scoring keys 
and administr;itive iristruction•. riet-.?sc;ary to administer the apj)ropriate tests. 
1~4 - Analyze E~isting Courses. 

A. Analysis oi courses is i~cluded to avni~ unnecessary duplication of 
~ffor! whenever possibie. The primary purpose of this analysis is to 
determine the degr~e to which an existing course te~ches ~he same tasks that 
~SAMPS needs to te~cn anJ take maximum a~vantage of work already done. 

B. The f ·;rst actio" required ~,i~l be to loc~te existing courses and 
obtain. sufficient illfo1 :,ation to ma~e a r.areful analysis. The secorid action 
1s tMe analysis itself. 

C. These ~ffort~ will concentrate both on t~e military and civilian 
COfflJl~nity with visits to th~ locations outlined be~ow being currently planned. 

Military: Ar.ademy of Health Sciences, Fort Sar.1 Hcuston, TX. 
C1~ilian: Poli~~ Officer Standards and Training Board, Sacramento, 

Cal~fornia. 

Lo~ An9eles Police Department 

lo~ An~eles County ~heriff's D~~artment 
San Jose Police Department 

0. Output from tnis block will be: 

A sumnary listing of the courses analyzed and the sources 
examined to discover the course. Copies of the lesson materials 
fer use in Phase 3, Block III.3. Also included will be th! 
rationale for seler.tion of the course materials. 



I-5 - Selection of Instructional Setting. 

A. Criteria will be established upon which to base logical decisions 
on site selection. Priority will be those traditionally established by the 
ISO model. The criteria and site selection ~ill be approved by the 
Directorate of Training Developments. 

B. Output from this block will be: 

Lists os tasks selected for t i·•aining along with their assigrrnent 
to appropriate training sites, and documentation and explanation 
of rationale for choices. 
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(XOTI:: This job a~al,s1s plan co~pli~s lolit~ TRADOC Car:ular 351-4. dtd 30 .Jaa 78) 

paragraph Objectives 

J.>ct-r~graph !.e90urces Require~~n:s 

paragraph 

paragraph 

paragraph 

p~:agraph 

Ir. c l 1 ~t.3 Col!ec:io::i ?lan 

In:l 2 
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Incl 4 

1 

2 

J 

4 
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1. ?v2:ioaaie.
i ■>

T*e ?rc5=:it course vas noc developed using the 'process or the systens 

process. Developoseac of affective and efficient instruction for 

MC5 22oB requires a job analysis.

2. Obj actives.

a. Identify the real-world Instructional need and priorities of MOS 

2233.

b. Cpgraae or revise the course to satisfy the instructional needs 

and priorities of MOS 223B.

c. Increase the effectiveness and efficiency of the 223B course.

d. Provide data for the future development of a 2235 Soldier's “7 

f-ianual (3M) and SVJ.11 Qualification Test (SQT).

3. Pescnrcas Requirement.

a. Tine. Sea njixestone timetable at Incl 1.

' b. Personnel.

'D Qualifications. To the extent possible the members of the 

analysis taans will be subject matter experts and trained in I3D and/or 

C?.Z job analysis technologies.

■'2) Conposition of Analysis Team.

(a) One permanent team chief.

(b) .Additional personnel as required by volume of work, 

c. P-3-al.

fl) 1.25 (G3-9) :-fY - $25,000.00

'2\ Mater-a Is 300.00

I', Printing 700.00

-> Postage'handling 500.00

Tntai S-t,300.00
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;ata Raq-ai.'erap.cs and Sonrnes.

il=-

a. TIs

b. FMs

c. ARs

d. Circulars

e. Paophlats

f. Program of Instruction

g. Soldier's Manuals

h. TOE/TDA

i. Field feedback report?

j. Survey ef incur.bents

k. Sur"/ey of present and prior 

cormaoders of Havk units

l. MnOs ard product iitprovener.t 

prograt:

5. Deliverable Products.

a. Job background infortation. A tentative job background descrip-

rit-; is at Incl 3. The tentative cestrlption will be notified as necessary 

based on personal interviews with M3S incumbents. - •-

b. Target population data. A tentetive target population description 

is at Incl 4, The tentative descripticn will be codified as necessary 

baaed on personal interviews vith inccri.tu students.

c. .A tasks inventory.

t. valit:.:ad critical task list. The critical ta.sks will be determined

T o.- It ion 

in-house library 

in-house library 

in-house/on base 

in-house/on base 

in-house/on base 

in-house 

in-house 

in-housa/on base 

in-house/on base 

in-hou.se/on base 

in-house/on base

in-bouse/on base

Accessing

sign-out

sign-out

slgn-out

sign-out

sign-oui.

sign-out

sign-out

.sign-out

sign-out

interview

interview

interview

i



(1) 7a 3k learning ~! fficul t y. 

(3) Task delay tol~rance . 

(~) Prob~ble consequ~oces of inadequate performance. 

(5) ?erc~nt perfot":ling. 

e. A validated JPM for e.icb critical task , 

6. &v Decis2oa Points. 

The k,?7 decis.ion points. in-precess coordination and milestones timetable 
are at Incl 1. 



J03 ANALYSIS MOS 223B 
KEY DECISION POINTS, COORDiNATIOM

a;;p milestones timetable

?:rtici-D = ::;3 :.-.volve-:»r.; Codas: Process Participants
X - 1 1 1 c 1 1 1 c 1----- 1• _ f — ! n - 1 11 I 1f
•* — 
A -

.-'iV-liJ
A??ro7»

Events
1. z n z o 
< H

-i c
o »

r'

■O

! 2

L

U

(.1aa

0> s 
•H
X bo a

1
i

S’«
sv>
Z3

c.o

o
Q

jl
"

1
i

Ebt iruated 
Co:npLeCion 

Date
001
002

Make Plan 
Plan anoroved

X R/I
A

R/I
A

10 Mar 73
003 Analyze arascst course. X X/I I

20 Mar 73 
15 Mar 78review I’tarature

0C4 Draft initial task list X R/I 30 Mar 78 
30 Apr 78 
30 Aug 78 
30 May 73 
30 Sep 78 
30 Jun 78

005 Authesritace codule A X R/A A R/I R/I R/Ic:s
C07
CC3
039

Authenticate itodule 3 
Verify taduls A 
Verify nccule 1 
Davelo? validation cues- 

ticnnaire, nodule A

X
X
X
X

R/A
R/A
R/A
R/A

A
A
A
A

R/I
R/I
R/I
R/I

R/I
R/I
R/I
R/I

R/I
R/I
R/I
P/1 A A

o;o Sevelo? valida'-ior: cues- 
tior.aiira, nodule 3

X R/A A R/I R/I R/I A A 30 Nov 78
oil Quastio.-.taira to incunbents, 

nodule A
X A 20 Jul 73

012 Ouastlot-aira to incunbents, 
nodule 2 |

X A 20 Dec 78
013 Questtor.r.eiras returned to i

DTD - nodule A
X 01 Oct 73

on Questionnaires returned to 
DTD - nodule B

X 01 Mnr 79
015 "asks selected for training - 

ncdulc A
X R/A A R/I R/I R/I A A 01 Nov 78

016 Task selected tor training - ’
n lule 3 [

X R/A A R/I R/I R/I A A 01 Apr 79
017 dPMs CD-strutted - nodule A j X R/A A R/I R/I 10 Jan 79013 -■-Ms constructed - nodule B ; X R/A A R/I R/I 10 Jun 79019
020 
021

-?Ms velidated - nodule A i
d?;;s vsllcated - nolule B j
Consolidated tbsk inventory |

connlate j

X
X
X

R/A
R/A
R/A

R/I
R/I

10 Apr 79 
10 Sep 79 
20 Sep 79

022 Consolidited critical task |
list ctnolete :

X R/A 30 Sen 79
023 -no titV.tround description ; X R/A A R/I 30 Oct 78C24 lirrec ttoulec.on descrip- . X R/A A R/I 30 Oct 73
025 l-ccuren.cition ccnplettd \ X R/A A 30 Oct 792-26 lessens Ic-arne- c'-nleted J X R/A A R/I

1
30 Oct 79



Data Collection Plan - 2233 

1 r- Data Collection ?lan.

Ccnoila a task inventory (mic-is cues, conditions and standard.^). The 

ta.sk inventory vill be cade by analyzing the existing course, revlevring 

e^iLstiag literature and using the judgement of in-house subject uiacter 

e:r?ercs.

T-a cask invento’-y and the task selection criteria (see para 5d) will be 

prepaced in questionnaire format on F3 Form 11595. Matrix Task Inventory. 

y.CTE: A cursory task inventory indicates a task count of approximately

2000 casks for MOJ 2233. Due to the large number of Casks, the 

task inventory v'ill be divided into two modules. The duty areas 

er zocpassad in &a..h rodule are shoi-m below. 

yctule A

A1. Sup^r-.'ision, management, ard training.

A2. Firing section equipm.^rt (14C liv S area).

.13. Tactical operations.

.*.i. Fever ceneracing equipment- 

.15. iC-ETS.

Mtiule 3

El. Fire control equipment ^24E MOS area).

32. ICC/IFC (21G im area).

The civision of the ta.-:k inventory into two modules is necessary to pre­

vent tverlt-ting the respondents. Overloading would decrease the quality 

ant .-..rter of responses. Motule A data will be collected first then 

.-.tt-.r 1. T'.e riturn data collected from module A will undergo processing

LJ
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a; tra sa=a ct=e module 3 data is beir.A co7lectcJ. Lstiraaccd corapletlon 

da-fes and data col’accion key events are shown at inclosure 2.

?hase 2 or D^ra Callsccion Plan.

Aurhencicace the task inventory. A niniouoi of eight inoumbeats and two 

I-Havk battery coausaoders or fomer coraanders stationed at Ft Bliss will 

be Interviewed using the one-oa-oae technique. The purpose of the inter­

views are to collect data concerning the readability, sequencing, coajplete- 

ness, applicability, accuracy, succinctness and etc. of the task statements 

and questionnaire.

Phase 3 of Data Collection Plan.

B?.32d upon data collected during inter\-iews revise the tisk stator.ents and 

questionnaire.

Ph?.se 4 o: Data Collection Plan.

Authenticate the task list and questionnaire using a jury of experts. A 

jury cf at least e*ght aenbers selecref on the basis of experience, back­

ground and knoxiedge will ion the jury. The j ;r\tr.en vill co-e iron persor.r.el 

assisted to tt Bliss. The jury will be asked to r-.ake judger.ents concerning 

the readability, setuerclng, completeness, applicability, accuracy, succinct­

ness, and 3-’erall quality of the task statements and questionnaire.

Phase 3 of Data Collection Plan.

Based upon the juigements rendered by the jury', revise the task statements 

and questionnaire.

Phase b of the Cate Collection Plan.

t .c—-•»he t-..estionnalre to ircunbents for validation. In con.-'an.'s with a 

hire, inrut're't pcpj'.atlon. the que.stiorniire will be ptekag-*: 2nd -'ailed to

f )



r z:2;cr AD cc=jacder foi distribution to incuaibents. Tn commands with a low 

ir.c-^ant population, the questionnaire will be mailed directly.

-:puiation is less c.-^an lOCO and a 100 oercent suf/ey will be uade. 

" ^-*--2“ e:cplaaing the purpose of the survey and soliciting cooperation 

vxil be prepared for the counandant's or assistant commandant’s signature. 

Taa letter will precede or accompany the questionnaires.

Pha3« 7 of the Data Collection Plan.

Asserable and tabulate collected data.
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JOB BACKGROUND 

MOr 223B

1-H.V.JK >LMNTEN.\.\CE SUPERVISOR

1. Grade Authorization: Warrant officer W1 through W4.

2. Total nos Population: 250.

3. Possible Utilization (Assignment).

a. Towed I-HAWK battery

b. TRIAD battery

c. lowed I-HAWK battalion headquarters

d. TRIAD I-HAMC battalion headquarters

e. AD Group headquarters

f. AD Bri-ade headquarters

g. AD Corruar.d headquarters

h. Senior instructor US.AVDS

j. Branch or section chief within USAAD? and USAADCEN staff

k. Berber o: Military Advisory and Assistance Group (MAAG)

l. Me-ber of Tactical Assistance Fie.'d Team (TAFT) 

n. Staff wecber of Major Arny Concands (MACOM)

i. Geographic Areas of Assignment.

“.i reographic areas of assignment are subject to change, basad on needs 

of the se.-vice. The COM3U5 population is concentrated at Fort Bliss,

: = and Hcnestead, and Kay West, Florida. The ove-neas p.'pulacion is 

:-cer.tra:ed in i"-erriany and Korea. The majority of t.he >LkAG and TAFT 

• i i ..'ntants are in -..ideastarn countries.

,i. '^'31



5. Configurations.

:..er- -.re tvc primary equipoaat coniig-rations: The cowed batter:/ and

the iPviAD battery. The job is essentially the sane in both con.ciguration 

and no special crainicg ts required. Eovever, items of I-HAWK equipment 

caa be expected to undergo improvement (modification) requiring additional 

traijJog for the 2238.
V

b. Icicraal Assignment Policy.

MTOE's and TDA’s and other c!otuaeatacion authorizing 2238 warrant officers- 

do not stipulate rank, only wcrrant officer, MCS 2233. Normally ihe senior, 

more experienced warrant officer (W4-Vj) are assigned to AD headquarters,

—TAPT and !iACOM staffs. Less experienced warrant officers (W2-W1) 

are norctally assigned to a battery to gain experience.

7. Authorizer Versus A.-^>sigae-d 2233 Slots.

Eath I-IfA’-.K ec-uipped battery is authorized two 223Bs. Shortages frequently 

occur resulting in only one 223B being assigned to an I-K.\UTC equipped 

battery.

3. Sraciel Technical and Training Assistance.

units in adcicion to rhs normal support arrangements 

(ser.icr -warrant at the headquarters, direct and general support units, etc.) 

special technical and training support may be available. MICOM and other 

MA.C:Ms frequently assign ci-.-ilian maintenance technicians (for example 

tc provide technical and training support to 1-HAWK units.

9. The 2233 job consists of the following duties:

a. Organize, manage, eval ;ete and directly supervise organizational 

- rn-...e o: tne I-HAVr< ntssile system and related support equipment.

u

0( I.J



F

U

b. Provide assiscance in establishing training program! for I-HAWK 

r.echanias and crewmen.

5up-"/i3e the missile system ;^rimary Load list (?LL) and missile 

system technical supply activity.

d. Advice the conanander on all technical considerations affecting 

eroloyaent of the I-HAWK system.

10. Synopsis.

Tme I-EAWK battery nonaail.y operates from an assigned permanan.t tactical 

site within the defense. The site nay be considerable distance from higher 

headquarters and the maintenance and logistics support unit::. The I-HA'.VK 

bazcery operates an assigned and scheduled state of alert (15 ninutes 

30 minutes etc.). The battery participates i.. frequent air defense and 

mobility exercises. Higher headquarters conduct frequent unannounced 

coeratioral readiness evaluations (tlEs), maintenance effectiveness evalua­

tions, tactical effectiveness evaluation (TEE) and other evaluations to 

assess tr > battery's readiness status. .Annually each battery participates 

in ar evaluated (scored) annual service practice (ASP) missile faring.

i3 a najor training event. The lesults achieved during 0P>£S, TEEs and 

generally considered as prime indicators as to the condition of

betterv.

9^



74D/74F/74Z Job and Task Analysis Plan 

I . Rat i on a 1 e : 

a. In late 1977 and eaY'ly 1978 SQT's for MOS's 740 (Computer Operatnr) and 74F (Programer/Analyst) were ad~inistered throughout the Army , 7he SQT's have now been declared "for training only" b~cause tr.e test pa~s-fail stutistics are alarming and because the 740/F incu~~Jnls and their superv~sors arE ccmµlaining loudly. The FEA for 74D/F conJucted in early 1975 focused on th2 IBM 360/30 (divi$ion computer syst!~) because both the TRADOC a~d CSC, Ft 8elvoir advised ADMINCFN that by 197~ 85%~the Army's ADP would be oriented to IBM 360/30. What in fact has :urned out to be reality ~s that in 1978 less ~hci11 30% of --he Army's ADP equipment is IBM 360/30. It: is now --nti:ip1ted that by 1982 the "mini" will have supplanted all but a few of the bigger com~uters. It must be recognized that ADP equipment changes at a phenomenally high rate. The "old" FEA was equipment specific; th2refora, the SQT was equipment specific. Kr.owing now th~t (as of Dec 1978) there ar e 123 different computer systems used by the Ar•r.y, CM the Army :est 74D/F und~r conventional SQT format? Effort must be undertaken to find a ~ay to analyze tasks generically and to test 74D/F tota1 1y PCC. 

b. Under EPMS, 74D and F ha\le four skil 1 levels. 74Z (ADP Senior Sergeant) has only SL5. At SLS the 740 and 74F must becJme 74Z':. 740 is haY-dware; 74F is software. With the constantly changing, always confusing "state of the art" in ADP, it may be unrealistic for the Army to expect a 74Z from the 740 MOS to know how t~ perform 74F task5. Further study and analysis are needed; a way must be founrl to ease the bL " den in 74z : s. 

II. C:-..jer,tives. 

a. Identify a~d write 74D/F generi c tasks so that 74D/F tasks will not be language or equipment spec(fic-.- (Powe .. -up the comouter as_ gpposed to power-up the IBM 360/30, t101>1er-up the Honeywell 8u00; solve the problem ~ ~sed_ to write a COBAl.. pro0ram to be run on IBM 360/30.) 
b. Write ~ recommenaation to MILPERCEN showirg how to solve the problem caused 1) when a hardw~re - oriented 74040 becomes a 74Z50 facing h~rdware-software supervisory tasks or 2) when a software oriln:ed 74F40 i:iecomes a 74Z50 facing softwar-c-hardware supervisor_y tasks. 
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IV. Data Requirements and Sources 

(~) Current 74f , D, Z task lists. 

(2) 1976 SM for 74D, F, Z {gives ti!sk summaries) 
(3) Most recent CODAP survey 

{4) References outlined in 1976 74D, F Commander's M~nual 
(5) Refer~nces from App A 1976 742 Commander's Manual 
(6) Item analyse~ from 1977-78 administration of 74n, F SQT 
{7) DOE reports of 1977 visits, investigations 
(8) Fi 'es collected as feedback. {questiori,aires from 1976 SM an ~ other fe~dback) from CMF 74 

{9) Existing JPM's, TLO's, TSA's prepared in the 1976-76 FEA of 74D/F/Z 
{ 1 ~) SME' ~ 

{11) Direction from COR, COMDT, DTD 

(12) Guidance from CSC - Computer $ystems Command at Ft Belvoir and CSC Ft Lee 

(13) EPMS mast~r plan 

(14) Technical representation from selected manufacturers 
V. Delfverab1es. 

a. Job background data. 

( 1) Who performs 

(2) At wnat SL are the tasks performed 

(3) What lev~ls of supervision are needed, desirable 
(4) Authorfzed slots for 74D, F, Z 
(5) Current strengths for 740, F, Z 

(6) Identification of al , A~P equipment used by Army 



b. Personnel. 

{ l) Background 

{a) SME's - 740, 74F, 74Z {w/hardware background) 

(b) Ed Spec - 2 years experience in analysis 

{c) Mil Superv;sor of effort (officer 04 w/AOP backgrvund) 

{d) A()11N type 71L to handle logistics. 

{2) Number requ;red. 

(a) 2 74D30 (E-6) for 30 months 

i 74D40 (E-7} for 30 months 

2 74F30 (E-6) for 30 months 

l 74f'40 tE- 7) for 30 months 

2 74250 (E-8) 

(b) 2 GS 11 £1 Spec 2 y~4r~ experience in analysis for 30 months 

(c) 1 Offic.,er (04) for ~0 months. 

(d) 1 71L20/30 for 30 months 

Rationale for personnel: TMs undertaking is so vast, we are asking for 

2 GS 11 's arid fJr 3 SME' s for 740, F and 2 SME' s for 74Z. 

-·-- ___ __,, __ 



c. Mcney. 

(1) Travel 

(stimaterl: XXX (arrived a w/budget a~alyst) 

S6/E7 
E6/E7 
EB 
GSll 
GSll 
GSll 

•cor:us 

E6/E7 
E6/E7 
EB 
l GSl 1 
l GSll 
l GSl 1 
2 f.1 

2 E7 

2 E7 

2 E8 

1 E7 
l E7 
l E8 

2 E7 
2 E7 
2 E8 

l E7 
1 E7 
·; E8 

Estimated Trav<!l 

FBH to *fld (800 miles) 
FBH to *field (800 miles) 
FBH t o *field (8~0 miles ) 
FBH t~ *field (800 ~iles) 
FBH to *field (800 miles) 
~BH to *field (800 miles! 

t=B>l tJ Eu .. ope 
F8rl to EuropP. 
FBH to Europe 
FBH to Europe 
fBH to Europe 
;:-s:,i Europe 
from CONUS units to FBH 
(800 miles) 
from CONUS units to FBH 
(800 mile::) 
from CONUS units to FBH 
(800 miles) 
froili Europ'! to FBH 

from Europe to FBH 
from Europe to FBH 
from Europe ~o raH 
from field to FBH 
from fi -~ 1 d to FBH 
from field to FBH 

from CONUS to FBH 
f rom CONUS lo FBH 
from CONUS to FBH 

(2) Pri~t ing Money. 

50,000 print units in FY 79 
- 50,000 print units in CY 80 
- 50,000 print units in CY ea 

Aprox Time 

MaJ-Jun 79 
May-Jun 79 
May-Jun 79 
May-Jun 79 
May-Jun 79 
~ay-Jun 79 

May-Jun 79 
May-Jun 79 
May-Jun 7S 
May-Jun 79 
May-Jun 79 
May-Jun 79 
Apr 80 

Apr 80 

Apr 8~ 

Apr 80 

Apr 80 
Apr 80 
Apr 80 

Nov 80 
Nov Su 
Nov 80 

Nov 80 
Nov 80 
Nov 80 

Est 
D4~ 

4 
4 
4 
4 
4 
4 

8 
8 
8 
8 
8 
8 

30 

30 

30 

30 

30 
30 
30 

30 
30 
30 

30 
30 
30 

Est 
~ 

XXX 
XXX 
XXX 
XXX 
XXX 
XXX 

Y.XX 
XXX 
XXX 
xx;c 
XXX 
XXX 
XXX 

XXX 

XXX 

XXX 

XXX 
XXX 
XXX 

XXX 
XXX 
XXX 

XXX 
XXX 
XXY. 



(7) COOAP report - estimate t1me - March 1981 
(8) CSC lo'lg-range projections - "b~s~ guess" on takeover by mini~ 
(9) ~onsensus group judgPments about 740, F, Z 

(10) Recommendations for job descriptions, AR Cll-201 
(11) Ar.y input other than above required by ~ILPERCEN 
b. Target population data 

(1) Entry skill level requi ~ements 
(2) RGE for 740, F, Z 

(3) Mental requirements 

(4) Physical requirements 
(~) Mi'litary ~xperience 
(6) Interests in life 
(7) Any input other than above requi~ed by MILPERCEN. 
c. Task inventory. 

- Comprehenshe task inventory for 740, F, Z 
d. Critical task lists 

~ Li st s ( far 7 40 , F , Z) of tasks selected as critical 
e. A reco111mer,datio,1 to send to MILPERCEN to restructure MOSC 7425. 
f. A task analysis (numhered tasks, conditions, standards, performance measures, references (working and study) for each task selected for training for 740, F, Z. 

g. A JPM for each task selected for 740, F, Z. 
VI. Milestones 

See the chart prepa red at III a (Resource RP.quirements - Time). The milestone chart identifies the starting points and ending points of the major events. 
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