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UNITED STATES MARINE CORPS

TASK ANALYSIS PROGRAM
QUEST ICNNAIRE BOCKLET
INTROCUCTION

YUU HAVE BEEN SELZCTED TO PARTICIPATE IN A STUCY ON THE
BASIS GF YOUR CURRENT JGB ASSIGNMENT. THE INFORMATICN YCL
FURNISH wlLL BE OF GREAT VALUE TC THE MARINE CORPS IN FUTURE
JECISICNS GN: (1) CCCUPATIONAL FIELD STRUCTUREes (2) TRAINING,
(3) CLASSIFICATION, ANC (4) ASSICNMENT POLICY.

THIS QUESTICNNAIRE WAS CCNSTRUCTED FROM CN-ThE-JO8B
OBSERVATIGNS AND INTERVIEWS WITH MARINES PERFORMING CUTIES AND
TA>KS SIMILAR TQO THCSc YCU PERFORM. IT IS CESIGNEC TO DETERMINE
AHAT YOJ 0C IN YOUR PRESENT JOB.

IdlS_ 1S NOT A TES5T. NEITRER YCU, YOUR CCMMANDER. NOR YOUR
UNIT wILL BE EVALUATED, IN ANY WAY, CN THE INFORMATICN YCU
PRUVIVE. VYOUR INCIVIDUAL RESPCUNSES WILL BE FELD IN THE STRICTEST
CONF IuENCE.

THE RESULTS OF THE INFCRMATICN YCU PRCVIDE IN THIS QULESTION-
NAIRE wILL BE OF BeNEFIT TC YOU AND CTHER MARINES IN YOUR
OCCUPATIONAL FIELD. THEREFORE, PLEASE BE AS SIRAICHIFCRBWARD.

" ACCURAIE AND _FRAMK _AS PCSSIBLE. ALL RESPONSES SHOLLD BE BASED ON

YOUR PRESENT JOB ASSIGAMENT.
- THERE ARE FIVE PARTS TC THE CUESTICNNAIRE:

PART 1 BACKCRCUND INFCRMATICN SECTION

PART 11 FTASK SECTICN -

PART II1 JCB SATISFACTICN/CISSATISFACTION SECTICN
PART 1V ARITE-IN SECTICN
PART v REMARKS SECTIGN.
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CENERAL INSTRLCTIONS
ie READ ALL INSTRUCTICNS CAREFULLY.

2. JSE CNLY THE PENCIL PRESENTELC TC YCU BY THE QUESTIONNAIRE ADMIN-
ISTRATGR TGO MARK YJUR RESPCNSE. CC NOT USE A PEN CR COLOREC PENCIL.

3. 00 NOT MARK OR ARITE OUTSIDE CF THE RESPONSE BCXES AND CIRCLES
IN THe FIRST 3 SECTICNS CF THE RESPCNSE BOOKLET.

4. IF IT IS NECESSARY TC CHANGE A RESPCONSE.BE SURE TO ERASE IT
CCMPLETELY.

5. YOU WILL BE GIVEN AS MUCH TIME AS YOU NEED TO COMPLETE THIS
TASK SURVEY GQUESTICANAIRE,

6. DU NIT FOLD OR CREASE THE RESPCANSE BOCKLET,

7. ASK YOUR SURVEY ADMINISTRATOR IF YOU HAVE ANY CUESTICNS
REGAROING ThE TASK BLOKLET OR THE CCCED RESPCNSE BCCKLET.

NUW TURN TO PAGE 3 OF THIS QUESTIGCNNAIRE BOOKLET FCR
INSTRUCTIGCNS GN HOW TO CCMFLETE PART 1I.
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PART 1 ~ EACKGROUNC INFORMATICN SECTICN

LNSTRUCTICNS FUR CCMPLETING PART I OF TLE RESPCANSE BCCKLET:

g QUESTIONS IN THIS SECTICN RECUIRE YOU TO BLACKCLLT TFkE
NUMBER OR FILL IN A CIRCLE FOR YOUR DESIRED RESPONSE.

EXAMPL ES

2 SEX 18, DO YOU HAVE A NILITARY
DRIVERS LICENSE.
MAL E o
FEMALE 2 YES
. NO ®

‘ EXAMPLE MGS (3215)

6« PRIMARY MOS
b

vwawou s
usa:utru:atn'.—-o
wo~wounswnl@o

¢Jm~do'.c~wtur-0

NOWs TURN TO PAGE 1 {(PART I - EACKGROUND INFCRMATICON SECTION)
IN THE RESPONSE SOOKLET ANC BEGIN FILLING IN RESPONSES TC QUESTIGNS
1 TO i3. BE SURE TG RESPCND TO EACK ITEM.
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NOTE: ThE FOLLCWING CORRESPONDS wITH BLOCK #14 IN THE
ANSWER BCCKLET

14, MY PRESENT BILLET TITLE IS BEST DESCRIBED AS: (SELECY

CNLY CNE)

ADPE REPORTS MCNITCR

ADP PLANS ANALYST

ANALYST

APPLICATICN PRCGRAMMER

ASSISTANT DIVISICN CFFICER

ASSISTANT SHIFT/WATCH SUPERVISCR

CHIEF PROGRAMMER

CLASSIFIED OPERATICNS PETTY OFFICER

CCMPUTER CUPERATIGNS TECHNICIAN

CCMPUTER OPERATOR

CCMPUTER SUPPURT TECENICIAN

CCMPUTER SYSTEMS EVALLATOR

CCMPUTER 3YSTZMS MAMNACER

CCMPUTER SYSTEMS MCNITOR

CCMPUTER TERMINAL COPERATOR

CONFIGURATION MANACER

CCNSOLE CPERATCR

CCNSOLE/PERIPHERAL EQUIPMENT OPERATOR

CCNSOLE SJUPERVISOR

CUSTOMER SERVICE SECTICN CHIEF

OATA BASE ADMINISTRATCR/MANAGER

JATA BASE ANALYST

DATA COMMUNICATIONS TECHNICIAN

OATA CONTROL CHIEF

JATA CONTROL CLCRLINATOR

JATA ENTRY OPERATOR

OATA PROCESSING NCO

OATA PROCESSING TECHNICIAN

UATA SYSTEMS L IBRARIAN

OATA SYSTEMS OPERATICAS CHIEF

OATA SYSTEMS PFROCESSING CFIEF

VIVISICN CPO/LPCG OR FIRST SERGEANT

OIVISIGN OFFICER

VIVISION YECMAN

ELECTRONIC ACCCUNTING MACHINE (EAM)/PUNCH CARC ACCOLATING

MACHINE (PCAM) OPERATGR

EAM/PCAM SUPERVISOR

EAM/PCAM WIRING TECHNICIAN

EQUIPMENT MANAGEMZNT TECHNICIAN

EVALUATION ANC ASSISTANCE TEAM MEMBER

INPUT/OUTPUT (1/C) CCATRCLLER

INSTALLATICNS CHIEF

INSTRUCTOR
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d43. 1/0 SUPERVISOR
J44s KEYPJUNCH CPERATCR
J45« KEYPUNCH SUPERVISOR .
46+ LEAD OUPERATGR
Jal. LEAD PRCGRAMMER
J4de MACHINE OPERATOR
J49. MACHINE SJUPERVISOR
J50« MAINTENANCE PRCGRAMMER :
)51 e MANAGEMENT SPECIALIST/TECHNICIAN
. 352, MICROFILM GPERATUR/LAE TECHNIC IAN
353. MINI/MICRO CCMPUTER PRCGRAMMER
)5« MINI/MICRO COMPUTER TECHNICIAN
355+ NCUIC DATA AUTCMATICN
(56. NCOIC DATA MANAGEMENT
)57+ NCOIC SYSTEMS CESICA
258+ NCOIC SYSTEMS/PRUGRAMMING
J59. OFF-LINE EQJIPMENT CPERATOR
264. UPERATICNS SHIFT/WATCh SUPERVISOR
26l. OPERATICNS SJUPERVISCR/NCQIC/CHIEF
£62. UPERATOR/PRUGRAMMER
£63. UPERATOR/PROGRAMMER, UNIVAC 150:
do4. GPTICAL SCANNER OPERATOR
265+ PROCUCTICN CCNTRCL PETTY OFFICER/CLERK
~66. PRODUCTICN CCNTROL SUPERVISCR
J6T7. PROJUCTIGN/JUALITY CCNTRCL PET1Y GFFICER/CLERK
Jbde PRODUCTICN/QUALITY CCNTRCL SUPERVISOR/NCOIC
269. PROGRAMMER
J7J. PROGRAMMER ANALYST
(7ie PROGRAMMING/ANALYSIS SUPERVISCR
572+« GUALITY CCNTRGL PETTY OFFICER/CLERK
3T3. QUALITY CONTROL SJPERVISCR/NCCIC
s74¢ RJE MANAGER
L75. RJE GPERATOR
J7o. SCHEDULING CLERK
377. SDA UPERATCR
J78. SCA PROGRAMMER
3J79. STANDARES CHIEF/TECHNICIAN
)83« SUPPLY PETTY OFFICER
28le SYSTEMS ANALYST
J82. SYSTEMS ANALYST/TRCULBLESHOOTER
-83. SYSTEMS PROGRAMMER
584. SYSTEMS SUPERVISOR
}J85. TACTICAL SUPPURT CENTER OPERATCR
(86. TAPE/DISK LIBRARIAN
J87. TRAINING PETTY CFFICER/NCO
J88s UNIT NCOIC
.89+ WCRK CENTER SUPERVISOR
)90« nCRKLOAC CCNTRCL MCNITOR
J91e WORLO WIDE MILITARY CCMMAND COCNTRGL SYSTEM (hwWMCCS) ANALYST
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-92.
193,

Jl.
N2.
33.
J4.
35.
J6.
)7.
Z 8.
13,
1.
ll.
12.
i3.
l4.
15.
16.
17.
18.
i9.
2J.
21.
22.
23.
24.
25,
26.
27.
28,
29.
3J.
31.
32.
33,
34.
35.
36.
37.

wWM{CS CPERATOR
aWMCCS PRCGRAMMER

NOTE: ThZ FCLLCWING CORRESPONDS WITH BLOCK #15 IN THE
ANSWER BLCKLET

15. INDICATE ANY LANGUACGES YCU USE IN YCLR PRESENT JOB
FUR CCDING PRGCFAM3S. (SELECT ONE GR MORE)

I DO NOT CODE PRCGRAMS
ACL .
ALC

ALGOL

APL

APT

ASM

AS SEMBLER
AUTOCODER
3AL

BASIC
CCTC/WAD
CMS-2
caBoL
coGo

cs-1

OUEL
EASYCODER
FORTRAN
GMAP

GPSS
JOVIAL
LisP
MACRO 11
MARK 1V
NELIAC
PASCAL
PLL
REALCCM
RPG

SHALA
SIMSCRIPT
SIMULA
SIRCUS
SLIP
SNOBOL
OTHER (PLEASE SPECIFY IN ThE LCWER SECTICN OF PAGE 1¢€)

l6. LEAVE BLCCK #16 BLANK,

idadciddn




NOTE: THE FOLLOWING CORRESPONDS WITH BLOCK #17 IN THE
ANSWER BOOKLET.

17. WHAT IS THE GRADE REQUIREMENT FOR YOUR PRESENT BILLET?

0l. PFC/PVT 05. SSGT
02. LCPL 06. GYSGT
03. CPL 07. MSGT
04. SGT 08, MGYSGT

NOTE: THE FOLLOWING CORRESPONDS WITH BLOCK #18 IN THE
ANSWER BOOKLET. '

18. ARE YOU A FIRST TERM MARINE?
YES NO

NOTE: THE FOLLOWING CORRESPONDS WITH BLOCK #19 IN THE
ANSWER BOOKLET.

19. DO YOU CODE STRUCTURED PROGRAMS?
YES ‘ NO
NOTE: DISREGARD BLOCKS 20 THROUGH 24.

NOTE: THE FOLLOWING CORRESPONDS WITH BLOCK #25 IN THE
ANSWER BOOKLET.

25. WHAT IS THE CLASSIFICATION OF THE FACILITY OR SITE THAT
YOU ARE PRESENTLY WORKING IN?

01. CDPA (CENTRAL DESIGN PROGRAMMING ACTIVITY)

02. RASC (REGIONAL AUTOMATED SERVICE CENTER)

03. FASC (FORCE AUTOMATED SERVICE CENTER)

04. ASC (AUTOMATED SERVICE CENTER)

05. ISMO/SDA (INFORMATION SYSTEM MANAGEMENT OFFICE/
SOURCE DATA AUTOMATION OFFICE)

06. RJE (REMOTE JOB ENTRY SITE)

NOTE: THE FOLLOWING CORRESPONDS WITH BLOCK #26 IN THE
ANSWER BOOKLET

26. WHAT IS THE TOTAL TIME IN YEARS YOU HAVE WORKING IN
YOUR PRIMARY MOS?

[EE SISy
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27‘

le

J3.
Ja.
}5.
< 6.
d1.
< 8e
*G.
1J.
ll-
12.
i3.
l4.
15.
16e
i7.
13.
i9.
2).
21.
224
23
24
25.
26
27,
28.
29.
3J.
31.
32.
33
34,
35.
36.
37.
38.
39.
4)e

NOTE: THE FCLLCWING CORRESPONCS wITH BLOCK #27 IN THE
ANSWER BLCKLET

INDICATE ANY AOP EQUIFMENT YOUL LSE, OPERATE,

YJUR PRESENT JuB.

I DO NOT USEs, OPERATE. OR PRCGRAM ANY ADP EQUIFPMENT IN THIS SECTION.

AJAGE 2.3

ADVANCED SCIENTIFIC INSTRUMENTS 6929

AN/F5Q 7

AN/USG 2)
AN/UYK 5

AN/JUYK 7

AN/UYK 15
AN/ZJYK 2D
ASTRCNAUTICS CORPORATICN OF
BUNKcR RAMO .4
BUNKER RAMGC 1))
BUNKER RAMG 2202
dJUMCER RAMU 1563
BJKROJGHS 263
BURROUGHS B1ld))
BURROUGHS 13504
BURRJJUGHS B8473)
B8URRUJUGHS B55352
BJRRGUGHS 86724
BURROUGHS L&)
BURROGUGHS L3232
BJRROUGHS L4sJ2
BURROUGHS 13823)
BJURROUGHS LB5.)
BJURRSUGHS LS. D2
CALCOM 925

COC CYBRA 73
CoC 17Cy

coC 312)

CuC 2L

CuC 332. SERIES
CDC 3500

CulC 3339

CoC 6402 SERIES
CoC 653) SERIES
CDC 6600 SERIES
LOC 760 SERIES
CoC 8390 SERIES
COC 3490 SERIES

AMERICAN SRTMINI

CR FROGRA¥ ON




i S X T

e Je Ty

NGTE: THE FCLLCWING CORRESPONDS WITH BLOCK #28 IN THE
ANSWER BCGKLET

28+ INDICATE ANY ADP ECUIPMENT YOU LSE, OPERATE, OR PROGRAM ON
YUUR PRESENT Juas.

). I DO NOT USE, JOPERATE, OR PRCGRAM ANY ADP EQUIPMENT IN THIS SECTICN.
22. CUMPUTER MACHINERY CCRF 7
3. CATA GENERAL C33)
34. UATA GENERAL NOVA 8u3
Y5. DATA GENERAL NGVA 1223
J6. CATA GENERAL NuUVA 122)
ZTe CATAGRA-MINI 73
’ )8. CATAGRA-MINI 706
9., CATAGRA-MINI 45C)
1). OEC/POP 8 SERIES
ll. DeC/PDP S SERIES
12. 0cC/PDP 1) SERIES
13, DEC/PUP il SERIES
l4. DEC/PDP 12 SERIES
15, O0eC/POP 15 SERIES
16. JeC/PDP 16 SERIES
17. ENTREX 383
18. FARRINGTCN ELECTRGNICS 3052
19. GENERAL AUTCMATICN 1E39
2J)e HARRIS l62C
2l. HewWLETT-PACKARD HP 2120 SERIES
22+ HEWLETT—PACKARD HP 2112
23 HEWLETT-PACKARD HP 211¢é
24. HEWLETT-PACKARD HP 3237 SERIES
25. HEWLETT-PACKARD HP 92C({ SERIES
26. HEWLETT-PACKARD HP 9425
27« HEWLETT-PACKARD HP SEZ2%
28 HcWLETT-PACKARD HP $E€3) SERIES
29. HONEYBEE
3Je HUNEVYWELL LCP 516
3le HONEYWELL/GE 115
32. HUONEYWELL/GE 225 SERIES
33. AUGNEYWELL/GE 437 SERIES
34, HUNEYWELL/GE 6.) SERIES
35, HUNEYwWELL H316
36 HUNEYWELL H6155
37. HUNEYWELL H616)
38, HONEYWELL 2J)
39, HUNEYWELL 422
4J). HONEYWELL 7). SERIES

AL R A S T et AR ta
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29.

Jl.
12e
J3.
Y4,
5
d6e
7.
- Be
J9.

13.
la.
15.
i6e
17.
18.
19.
23,
21.
22.
23.
24.
25.
26,
27,
24d.
29.
3).
3l.
32.
33,
34,
35,
3o.
37.
38.
3.
4).

it s e

NOTE: THE FOLLCWING CORRESPCNOS wWITH BLCCK #2S IN THE

ANSWER BCCKLET

INCICATE ANY AUP EWQUIPMENT YCU LSE,

YUUR PRESENT Jug.

I DO NOT USEs UPERATE. OR PRCGRAM ANY ADP EQUIPMENT IN THIS SECTION.

HUNEYWELL 8J)
HONEYWELL 6J2) SERIES
HUNEYWELL 7735

I3M SYSTEM 1 SERIES
IdaM SYSTEM 3 SERIES
IdM SYSTEM 7 SERIES
IaM SYSTEM 32 SERIES
I3M 369 SERIES

IoM 375 SERIES

IoM 113) SERIES

I8M 14)) SERIES

18M 1620

IgM 1803 SERIES

I8M 3232

1M 3500

IdM 3740 SERIES

IdM 512) SERJES

I3M 7)44

I1oM 7.6

I13M 7,94 SERIES
INFOREX 53)J SERIES
INTERDATA 7)
INTERODATA 716 SERIES
INTERDATA 732 SERIES
INTEROATA 832 S5ERIES
MOHAWK 24)) SERIES
NCR 499

NCR 590 SERIES

NCS SENTRY 7)

PHILCO 1252

PAILCO 2332

RCA SPECTRA 7) SERIES
RUA 7) SERIES

RCA 351

RCA 501

RCA 331 SERIES

ROLM CURPS 1l6J1

SCAN DATA 225)3/2
SCIENTIFIC DATA SYSTENMS 91)

NOTE: DOISREGARL BLCCKS 33 THROUGH 35,
AlTH THE EQUIFMENT LISTS IN BLOCKS 2¢, 37, AND 38.

1o

CR PROGRAM ON

PLEASE CCNTINUE




NOTE: ThE FCLLCWING CORRESPCNDS wWITH BLOCK #26 IN THE h
ANSWER BCCKLET ’

36. INOICATE ANY ADP EQUIPMENT YOU LSEs COPERATEs CR FROGRAM ON
YJUR PRESENT J0OB.

o i

"l. 1 DO NOT USE, JPERATE, OR PRCGRAM ANY ACP EQUIPMENT IN THIS SECTION.
Y2. SPU 1625

J3. SYCOR 34) 5
Y4. SYSTEMS ENGINEERING LABS 81D SERIES
35 SYSTEMS ENGINEERING LABS 2255

J6. TELEX 2778

37. TEXAS INSTRUMENTS 4C)) SERIES

: )8. UNIVAC DCT 9232

; 39 UNIVAC I

' 1J. UNIVAC II

1l. UNIVAC 7) SERIES

12. UNIVAC 93/3)

13. JNIVAC 413

14. UNIVAC 49)

15. UNIVAC 494

16. UNIVAC 503

17. UNIVAC 642 SERIES

18, UNIVAC 124 SERIES

19. UNIVAC 1335 SERIES

23« UNIVAC 11). SERIES

21. UNIVAC 12i8

22. UNIVAC 12i% ;
23. UNIVAC 1230 A
24e UNIVAC 1418

25. UNIVAC 7345 ;
26. UNIVAC 9922 SERIES :
27. UNIVAC 9223 SERIES :
28. UNIVAC 933¢ i
29. VARIAN V7J SERIES :
3J. VARIAN 633 SERIES 3
31. VARIAN 62 SERIES ;
32. WANG 22)) SERIES i
33. XEROX SIGMA 2 '
34. XEROX SIGMA 5 SERIES

35. XEROX SIGMA 7

36. XEROX SIGMA 9

37. AJUING/CALCULATING MACKINE

38. BURSTER

39. CATHUCE RAY TUuE (CRT) TERMINAL
4J. CHECK SIGNER

5 Y
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37.

Jl.
)2
)3.
dae
Y5,
J6.
37.
dd.
)9.
1}-
il.
12.
13.
la.

'15.

16.
17.
is.
15.
240
21.
22.
23.
24.
25.

27.
23.
29.
3.
31.
32.
33.
34.
35.
36.
37.
38.
39.
4.

NOTE: ThE FULLCWING CORRESPONDS WITH BLOCK #37 IN THE
ANSWER BCCKLET

INDICATE ANY ADP EQUIPMENT YOU USE, GPERATE. CR PROGRAM ON
YUUR PRESENT JOB.

I DG NUT USE, OPERATEs OR PRCGCRAM ANY ACP EQUIPMENT IN THIS SECTION.
CUOMPUTER QUTPUT MICRCFILM/MICFCFICHE (CCM) SYSTEM
CATA TRANSMISSICN TEST SET

ODECISIUN CATA 8J1) INTERPRETINCGC CATA RECCRDER
DECOLLATGCR

DISK ORIVE UNIT

DUPLICATING MACHINE (SUCH AS XEFGX, 3M, OR IBM)
FLEXOWRITER

IdM 26 PRINTING CARD PUNCH

IsM 23 CARUC PUNCH

IBM 56 CARD VERIFIER

1dM 59 CARD VERIFIER

IsM 83 CARD SCRTER

I8M 84 CARD SORTER

IoM 85 CARD INTERPRETER/COLLATOR

ioM 85 NUMERICAL CCLLATOR

IBM 129 KEYPUNCH

IsM 188 ALPHA NUMERIC COLLATOR

IvM 402 ACCCUNTING MACHINE

I8M 457 ACCCUNTING MACFINE

IoM 438 ACCCUNTING MACHINE

I8M 4G ACCCUNTING MACKINE

I8M 514 REPRODUCING FUNCH

I8M 519 REPRODJUCING PUNCH

IdM 557 ALPHABETIC INTERPRETER

I8M 254) CARU READER/PUNCH

KEY ENTRY MACHINE (SLCH AS KEY TCO TAPE CR KEY TO DISK)
LINE PRINTER

MAGNETIC TAPE CERTIFIER

MAGNETIC TAPc CLEANER

MAGMNETIC TAPE DEGALSSER

MAGNETIC TAPE UNIT

MANJAL PLOT ENTRY SYSTEM

MICROFILM/MICROFICFE READER
MICROFILM/MICROFICHE READER/PRINTER
MUOULATOR-UEMODULATOR (MODEM)

OFF-LINE PRINTER

CN-LINE CARD PUNCH

ON-LINE CARC REACER/FUNCH

ON-LINE CCNTRCLLER (TAPEs DISKs OR CARD)

12




38.

1.
2.
)3,
04.
J5.
J6.
or.
Js.
C9.
10.
11.
12.

NOTE: THE FOLLCWING CORRESPONDS WITH BLOCK #38 IN THE
ANSWER BCOKLET

INCICATE ANY ADP EQUIPMENT YOU LSE, OPERATE, CR PROGRAM ON
YOUR PRESENT Jo8.

1 DO NOT USE. OPERATE., OR PRCGRAM ANY ADP EQUIPMENT IN THIS SECTION.
OPTICAL CHARACTER READER (OCR)

OPTICAL MARK READER (CMR)

PAPER SHREDCER

PAPER TAPE READER/PUNCH

PERIPHERAL SWITCH

SYSTEM CONSOLE

TELETYPE MACHINE/TERMINAL

UNIVAC 1549 CARD READER/PUNCH/ INTERPRETER
UNIVAC 1710 VERIFIER/INTERPRETER/PUNCH
UNIVAC 172) CARD PUNCH

X~Y PLOTTER (CALCOMP. VARIAN)
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PART II - TASK SECTIGCN
INSTRUCTIONS FOR CCMPLETING PART IX OF THE RESFONSE ROCKLET:

READ THROUGH ThE ENTIRE TASK SECTICN OF THIS QLESTICNNAIRE

) AND FILL IN THE CIRCLE UNDER THE JASK DCNE COLUMN. IN THE RESPONSE

1 . BOUKLETs FOR EACH TASK STATEMENT WhICH YOU ACTUALLY PERFCRM NOW

x IN YOUR BILLETe DG NOT FILL IN THE CIRCLES FOR TASKS THAT YOU DO
NOT PERFORM. DC NOT BLACKEN THE NUMBERS TO THE RIGHT OF ThE

: , CIRCLES AT THIS TIME. SEPARATE INSTRUCTIONS WILL FCLLOW FCR

i THAT PART OF ThE QUESTICNNAIRE AFTER YOU HAVE COMPLETED MARKING

; THE TASKS THAT YOU DG.

EXAMPLE 7o

QUESTICNNAIRE BCCKLET RESPINSE BOOKLET
TASK DCMNE .
: 3)I1 TASK 072701 1234567 i
Ni2 TASK 0912 12245617 ;
3235  TASK 0035 12345671

THE TASKS PERFGRMEC IN YGUR PRESENT BILLET MCS FCLLOW:

el B et e et 15
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9.

ide

i1,

12.
13,
14,
15.
16.
iTe.
i8.
19.
29.
21.
22.

ADORESS OR CALL SYSTEM VIA CCNSOLE ACTION TC RESPOND TO
SYSTEM REQUESTS

ADDRESS OR CALL SYSTEM VIA CCNSOLE TO REQUEST INFORMATION

ADJUST READ OR SENSING DEVICES IN DATA PROCESSING
EQUIPMENT

ALIGN CGMPUTER OUTPUT MICRCFCRM (CCM) CAMERAS

ANALYZE CCNSGLE PRINTOUTS TC IDENTIFY COMPUTER STOPPAGES
CHANGE HARDWARE SYSTEMS CONFIGURATIONS

CHANGE OR ALIGN PAFER IN PRINTERS

CHECK IN OR CHECK CUT MAGNETIC MECIA FROM LIBRARY
COLLATE CARDS BY MACFINE

COMPARE TAPE IDENTIFICATIONS AND TAPE FILE-CCNTROLS FOR
ALGREEMEN] -

CCNVERT COR RECORD EATA FROM CNE MEDIA TO ANOTHER MEOQIA
SUCH AS CARD TO TAPE OR TAPE T0O DISK

CORRECT STOPPAGES CN CARD PUNCH MACHINES

CORRECT STOPPAGES CN CARC REACERS 2
CORRECT STOPPAGtS CN CARD REPFODUCERS
CORRECT STOPPAGES CN CARD SCRTERS

CORRECT STOPPAGES CN CARD VERIFIER MACHINES
CORRECT STOPPAGES CN CCLLATCRS

CORRECT STOPPAGES CN DISK CCATRCLLERS
CORRECT STOPPAGES CN DISK CRIVES

CORRECT STOPPAGES CN INTERPRETERS

CORRECT STOPPAGES CN MAGNETIC TAPE CONTROLLERS

CORRECT STOPPAGES CN MAGNETIC TAPE DRIVES

s ;
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23,

24.
25,
26.
27.
28.
29%9.
3).
3le.
32.
33.
34.

35.

36.
37.
38.
35.

4).

4l.
42
43.
4.

45.

COKRECT STOPPAGES (N OPTICAL MARK READERS (OMR) OR OPTICAL ]
CHARACTER READERS (CCR) :

CORRECT STOPPAGES CN PAPER TAPE READER-PUNCHES
CORRECT STOPPAGES CN PRINTERS

DETERMINE STATUS CF MICROFCRM JOBS

DEVELOP MICROFILM

DUMP MAIN STORAGE CCATENTS MANUALLY

ENTER DATA DR PROGRAMS INTC CCMPUTER VIA CONSOLE
ENTER. CATA USING CCR OR CMR ]
ENTER LCATA USING PAPER TAPE READERS

ESTABLISH OR UPCATE CRIGINAL MICROFORM FILES CR LIBRARIES
INITIATE EATCPED JCB PROCESSING

INITITATE REMOTE JGCB ENTRY (RJE) SYSTEM MODE CHANGES

INPUT, UPCATE, OR RETRIEVE CATA USING REMOTE INQUIRY UNITS
SUCH AS CATHODE RAY TUBES (CRT) OR TELETYPES

INSPECT OR CHANGE CISK PACK FILTERS

INSTALL MODULATOR-CEMODULATORS (MODEMS)

INTERPRET CARLDS BY MACHINE

INTERPRET INOICATING LIGHTS CN PERIPHERAL EQUIPMENT

INTERPRET INJICATING OR REGISTER LIGHTS ON CENTRAL
PROCESSING UNITS {(CPU)

INTERROGATE MEMURY LCCATION VIA CCNSOLE ACTICN
ISULATE CAUSES UF MACHINE STCPS GR MALFUNCTICNS
ISOLATE MALFUNCT ICNS IN RJE UNITS

ISOLATE PRUBLEMS CN PRODJCTICN RUNS

KEY IN DATA TC TaAPE CR DISK
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Fio. Sme .

46,
47.
48.
49.

52.

51.

52.
53,
S54.

55.

57.
58.
59.
6J.
6l.
62.

63.

64%.

05,

66.

67,

LABEL MAGNETIC MELIA EXTERNALLY
LABEL MAGNETIC MELIA INTERAMALLY
LUAD OR UNLGAL DISKETTES

LOAD OR UNLOAL DISKS

LOAD OR UNLCAC PUNCH CARDS IN CR FROM AUTOMATIC DATA
PROCESSING (ACP) EQUIPMENT

LOAD OR UNLGALC UNEXPCSED FILM INTC MICRCFORM PRGDUCTION
EQUIPMENT

LOAD PROGRAMS OR LAT2 FRCM CARDS
LOAD PROGRAMS OR LATA FRCM DISKS
LOAD PROGRAMS OR LATA FRCM TAFES
MAKE ENTRIES IN ADP EQUIPMENT DAILY UTILIZATICN LOGS

MAKE ENTRIES CN WCFK OR RUN RECUESTS SUCH AS INITIALS,
REMARKS, OR FANEL READINGS

MIX MICFOFORM DEVELOFING CHEMICALS
MGNITOR CATA FLOW (NETWORK REPGCRTING)
MCNITOR DATA TRANSMISSICN CCNTROL UNITS
MONITOR INTERACTIVE PROCESSINC

MOUNT OR DISMCUNT CARRIAGE CCATRCL TAPES
MOUNT OR DISMCUNT MAGNETIC OR PAPER TAPES i

NOTIFY CUSTOMER ENGINEERS (CE) OR TECHNICAL REPRESENTATIVES
OF EQUIPMENT FAILURE

NOTIFY PRCGRAMMERS OR ANALYSTS COF PRCCESSING PRGBLEMS

NOTIFY SUPERVISORS OR MANACEMENT OF MACHINE FAILURE.,
DUWNTIME, OR PRUCESSING PRCBLEMS

PARTICIPATE IN ALP EQUIPMENT ACCEPTANCE TESTS

PARTICIPATE WITH PROGRAMMERS IN TESTING OR CEBLGGING
PROGRAMS

17




68. PERFORM ADP SEVERE WEATHER, BCMB THREAT, OR NATURAL
DISASTER OPERATING PROCEDURES

9. PERFORM EMERGENCY POWER CFF PFOCELCURES

70. PERFORM OPERATOR MAINTENANCE CN ADP ECGUIPMENT

vl

71. PERFORM OPERATOR MAINTENANCE CN COM RECCRDER CR DEVELCGPING
STATICNS

i 12. PERFORM OPEéATOR MAINTENANCE CN PULNCH CARD ECQUIPMENT

75. PERFUORM UPERATOR MAINTENANCE CN TEMPERATURE CR HUMIDITY
RECGRDING OtVICES

74, PERFORMA RESTART PRCCEDURES CN COMPUTER SYSTEM
75. PcRFORM SYSTEM INITIALIZATICN PROCEDURES

To. PUWER JUP OR PCWER CCwN CPU

77, POWER UP OR PCWER CCwWN MICRGFCFM EQUIFMENT
7T8. PONER UP CR POWER CCWN OCR TR (MR

79. PONER UP OR PCWER ECwWN PERIPFERAL EQUIPMENT

8J. POwER UP OR PGWER CCWN PUNCH CARD ACCCUNTING MACHINE
{PCAM) UR ELECTRCNIC ACCOUNTING MACHINE (EAM) EQUIPMENT

81« PREPARE CARRIAGE CCNTRCL TAPES

82. PRUGRAM KEYPUNCH MACHINES

83. PUNCH CAKDS

84. PUNCH PAPER TAPES

85. RECONSTRUCT MISSICNS USING PLCT ENTRY SYSTEM
bbs REINK PRINTER RIBBCNS

37. REMOVE OR REPLACE FRE-WIREC CCNTROL PANELS ON PCAM CR EAM
EGUIPMENT

doe REMOVE PRINTEC CATA CUTPUT

89. REPLACE FUSES IN CATA PROCESSING EQUIPMENT

13
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9J.

91.

92.
93.
94.
95,
96.
97.
98.
99.
lude.
1.1.
192.

1.3.

1J4.
lv5.
Le.
137,
1.8.

1J)9.

1i5.

111.

112,

REPLACE PRINT RIBBCNS IN DATA PRCCESSING EQUIPMENT

REPLACE RCOM, AREA, CR EQUIPMENT AIR FILTERS IN ADP
FACILITIES

REPRODUCE CARDS

RESPGND TO OR COKRECT ERRORS VIA CONSCLE OPERATICN
REVIEW CONSCLE CUTPUT FCR JOB STATLS

SELECT OR CHANGE INTERNAL CCMFPFCNENTS CF MINICOMPUTERS
SET OR RESET CCMPUTER TIME CLCCKS

SOKT CARDS BY MACHINE

SUMMARIZE TRANSACTICNS USING PCAM OR EAM MACEINES
TEST MCDEMS

TEST WIRING FOR PCAM QR

m
>
=x
m
[ a)
<
ug
-0
Xx
m
pid
e

VERIFY CARDS BY MACHINE
WIRE PANELS FUR PCAM OR EAM ECUIPMENT

ANALYZE OUTPUT PROCUCTS FOR CCMPLIANCE WITH STANDARDS
OR SPECIFICATIGNS

ASSEMBLE, REARRANCGEs OR EbIT INPUT OR OUTPUT DATA
BATCH RUN RZJUESTS

8IND CCMPUTER PRINTCULTS

BURST, DECOLLATE, CR ASSEMBLE PRINTED CUTPUT
COLLATE CARDS MANUALLY

COORDINATE WITH CFFICES CF PRIMARY RESPONSIBILITY (OPR)
ON NEW OR REVISED REPCGRTING REQUIREMENTS

DETERMINE ALTERNATE METHGDS FCR ACCCMFLISHING JOB
REQUIREMENTS

DETERMINE CAUSE OF FAULTY CLTFUT PRODLCTS

OEVELOP PCAM OR EAM SCFEDULES

16
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113,
i14.
il5.

116,

124.
125.
126,
127.
128.
129.

139.

131.
132,
133,
134,

135.

DISTRIBUTE OR DELIVER QUTPUT PRODUCTS
DISTRIBUTE RUN SCHECULES

ESTABLISH OR UPCATE INPUT GR CUTPUT (1I/92) LOCS

ESTABLISH OR UPCATE MASTER SCHEDULE GF ADP SYSTEMS GR

CYCLES

ESTABLISH UR UPCATE PRCGRAMMEF, ANALYST, OR CLSTCMER

CGNTACT RGSTERS CR CCMMUNICATIGNS PLANS

ESTABLISH OR UPCATE RUN DOCUMENTATION FILES

ESTABLISH OR UPCATE SCHEDULES OF ADP JOBS OR CEADLINE

DATES
ESTABLISH OR UPCATE TRANSMITTAL LOGS OF 1/9 MECIA
IDENTIFY CR ORCER TAPES NEELEC FRCM OFF-SITE STORAGE
INTERPRET OR VERIFY CARCS VISUALLY
LABEL PRINTED OUTPUT
LABEL PUNCHED CARD CECKS OR FILES
NOTIFY CJUSTOMERS CF J0OB COMPLETICN
NOTIFY CUSTCMERS CF PRODUCTICN PRCBLEMS

OPTIMIZE JOB CONTRCL LANGUAGE (JCL)

PICK UP FRCM CR DELIVER LATA TO CCMMUNICATICNS CENTER

PREPARE J0OB DR RUN SHEETS

PREPARE UNCLASSIFIED INPUT UR OUTPUT MEDIA FCR MAJL,
DELIVERY, OR DISTRIBUTICN '

FEPORT CCMPJUTER INPLT CATA CCNTENT ERRORS TO CLSTCMERS

RESOLVE PROLCUCTICN PROBLEMS WITH CUSTOMERS

RESPOND TG INCUIKIES FRCM CUSTCMERS

REVIEW DEALLOCATICAS

REVIEW REQUESTS FCR LATA PRCCESSING SERVICES
2)
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148,
14S.
155.
151.
i52.
153.

154.

155.
156.
157.
158,

i59.

SORT CARDS MANUALLY

UPUATE SYSTEM LCALER CARD CECKS

CERTIFY MAGNETIC MECIA

CLzAN OFR INSPECT MAGMETIC MELIA

DEGAUSS MAGNETIC MELIA

ESTABLISH OR UPCATE MACNETIC MEDIA ACCCUNTABILITY RECORDS
ESTABLISH OR UPDATE MAGNETIC MEDIA HISTORY FILES

FILE MAGNETIC MELCIA

INITIALIZE NEW MACNETIC MECIA

INVENTCRY MAGNETIC MEDIA

ISSUE CR RECEIVE MAGNETIC MEDIA FRCM LIBRARY

MAINTAIN OFF-SITE CR REMCTE STORAGE BACKUP FILES

MAKE ENTRIES IN CISK PACK GR TAPE CONTROL LOCS

PERFORM OPERATOR MAINTENANCE CN TAPE CLEANERS

PERFOURM GPERATCR MAINTENANCE CN TAPE CEGAUSSERS

PLACE LOAC-PUINY OR ENC-OF-TAPE MARKERS ON MAGNETIC TAPE
PLACE SCRATCH TAPES IN CGMPUTER RCOM

PREPARE TAPE LSACGE REPORTS

REVIEwW ACCJURACY OF TAPE OR DJISK PACK LIBRARY LISTS wITH
SUBSYSTEM PRGCESSING INSTRLCTIONS

REVIEW TAPES FOR FILE CLASSIFICATION

SPLICE MAGNETIC TAPES OR LEALERS

SPLICE PAPER TAPES

UPDATE SCRATCH TAPES OR DISK FACK INVENTORY LISTS

ALLUCATE IMMELIATE ACCESS STCRAGE

2l




160.
l6i.
l62.
163,

lo4.,

165.
lo6.

107

l68.
169,
179.
171.
112
173,

174.

175.
176
1717.
178.
179,
1dJ.
ld1.

i82.

CHANGE DATA PROCESSING SYSTEM CONFIGURATION BY PATCHING
CODE CMMPUTER PROCRAMS IN ASSEMBLY LANGUAGES

COUE CCMPUTER PRGGRANMS IN FICHER LEVEL LANGUAGES

CUDE COMPUTER PROCGRAMS IN MACKFINE LANCGUAGES

COUOE CONTRCL RECGRDS FOR PLACING SUBSYSTEM ON-LINE WITH
INTERCOMMUNICATICNS (INTERCCLNMM)

COOE CATA SET UTILITY PRGGRANMS
CODE FCR GRAPHIC DISPLAY PLCTTERS

CODE INSTRUCTICNS TO INTERCEPT ABNORMAL END CF JOBS
({ABENLS)

COUE JOB CONTRCL LANCGUAGES

COUE JOB PARAMETER STATEMENTS

CODE MACRC

COUE SERVICE AID UTILITY PROGFRAMS

COUE SYSTEM UTILITY PROGRAMS

COOE TELECOMMUNICATICNS INSTRLCTICNS TO ACCESS CATA SETS

COMPARE COMPILATICN QR ASSEMELY LISTINGS TO STANDARDS OR
SPECIFICATICNS

CGMPILE OR ASSEMBLE PFOGRAMS

CEBUG CCMPUTER PRCCRAMS

OESIGN CARRIACE CCNTROL TAPES

DESIGN MAGNETIC MELIA RECORDS

DESK ChECK PRGGRAMS

DETERMINE CAUSES OF PRCGRAM HALTS OR ABENDS
DETERMINE PRGGRAM RUMN TIMES

DEVELUP MCDELS UR CuMMY CATA TO SIMULATE FUNCTIGNAL
REQUIREMENTS

22




183,
184,

185.

186,
187.
188,
189,
190.
191.
192.
193,
194,

195,
196,

197.
198,
199.
200.
201,
2112,
203.

274,

205,

CEVELOP PRCGRAMMING AICS SUCH AS QUICK REFERENCE TABLES

EXPLAIN ERROR PRINTOUTS TO CUSTOMERS

IMPLEMENT SYSTEM CHANGE PACKAGES OR EMERGENCY URGENT
CHANGE FACKAGES (EUCP)

MODIFY OR UPCATE EXISTING CCMPUTER PROGRAMS

MODIFY RESIDENT READER SPECIFICATIONS

PREPARE CONTROL PANEL WIRING DIAGRAMS

PREPARE CONTROL STATEMENTS TO MAINTAIN SYSTEMS LIBRARIES
PREPARE CETAILEC FLOW CHARTS

PREPARE DOCUMENTATION FOR INDIVIDUAL PROGRAMS

PREPARE OR REVISE COMPUTER OPERATOR INSTRUCTIONS.
PREPARE PROCRAM TEST SPECIFICATIONS OR INSTRUCTICNS
PREPARE SYSTEMS CHANGE REQUESTS

PREPARE TRQOUBLE REPORTS, DIFFICULTY REPORTS (DIREP), OR
ENMERGENCY URGENT CHANGE REQUESTS (EUCR)

RECOMMENC CHANGES TO PROGRAM MAINTENANCE OR PROGRAM
OPERATIONS MANUALS

REVIEW PRCGRAM REQUIREMENTS

REVIEW PROGRAM SPECIFICATICNS

TEST COMPUTER PROGRAMS

TEST OCR OR OMR PROGRAMS

TEST OR CEBUG COMPILERS Oﬁ ASSEMBLERS
TEST PROGRAM AND SUB-SYSTEM INTERFACE

TRANSLATE OR CONVERT PROGRAMS WRITTEN IN ONE COMPUTER
LANGUAGE TC A CIFFERENT COMPUTER LANGUAGE

LPDATE PROCECURES LIBRARIES

WORK WITH CUSTCMERS IN PREPARATION OF DIREP, EUCR, OR
TROUBLE REPORTS

23
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206,

217,

208.

209.

210.

211.

212.

2113.
214.
215.
216.
217,
218.
219.
220.
221.
222.

223.
224.
225,

ANALYZE DATA BASE RECUIREMENTS

ANALYZE EXISTINC CCCUMENTATION TO DETERMINE ACP
MCDIFICATIONS

ANALYZE 0OR READ INTERCOMMUNICATIONS (INTERCOMM) SNAP DUMPS
CR ABENCS

ANBLYZE CR REVIEW SYSTEM TEST RESULLTS

ANALYZE CUTPUT PRODUCTS OF OTHER FUNCTIONAL SYSTEMS FOR
INTERFACE WITH EXISTING SYSTEMS

PRIEF FUNCTICNAL AREA PERSCNNEL ON CAPABILITIES CF
PRCPOSEC ADP SYSTEMS OR EQUIPMENT

COMPILE RECORDS OF SYSTEMS DESIGN ACTIVITIES SUCH AS
MAN-HCURS EXPENCEC

CONCUCT CESICN ANALYSIS OR PROJECT TEAM MEETINGS
CONDUCT FINAL SYSTEM REVIEWS FOR USER APPROVAL
CONOUCT SYSTEMS DESIGN STATUS BRIEFINGS

CEFINE SYSTEMS INTERFACE OR INTEGRATION REQUIREMENTS
CESIGN AFPLICATIONS CATA BASE

CESIGN AUDIT TRAILS

CESIGN DATA ELEMENTS CR COCES

CESIGN ERRCR HANCL ING ROUTINES

CESIGN FEECBACK ROUTINES

CESIGN INPUT OR OUTPUT FORMATS SUCH AS CARD, PRINTED, OR
MICRCFCRM REPCRT FORMATS

CESIGN REMOTE TERMINAL NEThORKS
CETERMINE IMPACT OF SYSTEMS ERRORS

CETERMINE INTERRELATICNSHIPS AMONG FILES, DCCUMENTS, AND
ITEMS

24




R, Th e

226.
2217.
228.

22G,

23).

231.

232.
233.
234,

235.

236.
2317.
238.
239,

2490.

241l.

242.

243.
244.
245.

246.

DETERMINE SYSTEMS INPUT OR CLTPUT REQUIREMENTS
DETERMINE TELEPROCESSING REQU IREMENTS
DEVELOP TAPE MANACEMENT SYSTEMS

OEVELOP TIME PHASING DEVICES SUCH AS PRCGRAM EVALUATICN
AND REVIEW TECHNICUES (PERT) OR GANTT CHARTS

DRAw HIERARCHY PLLS INPUT-PROCESS-OUTPLT (HIFO)
SOLUTICNS TG PRGBLENS

ESTABLISH OR UPCATE MASTER SCHECULE FILES OF ALL
SYSTEMS OR CYCLES

ESTABLISH OR UPDATE SYSTEM CATALCGS
ESTABLISH SYSTEM CESIGN COMPLETICN CATES OR MILESTCNES

ESTABLISH SYSTEM STuCY OBJECTIVES

ESTIMATE OPERATING TIME OF CCMMUNICATICNS OR TELEPRCCESSING

REQUIREMENTS

ESTIMATE PROGRAMMING DR SYSTENS REQUIREMENTS
EVALUATE FUNCTIGNAL ULSER RETRIEVAL REQUESTS
EVALUATE PERFURMANCE HISTORY CN SPECIFIC J0OBS
EVALUATE SYSTEMS CHANGE REQUESTS

GATHER SYSTEMS ANALYSIS BACKCRCUND INFCORMATICN 8Y
INTERVIEW

GATHER SYSTEMS ANALYSIS BACKCRCUND INFORMATICN BY
CBSERVATION

GATHER SYSTEMS ANALYSIS BACKCRCUND INFORMATICN BY REVIEW
OF SYSTEMS DCCUMENTATICN

IDENTITY AJUCIT TRAIL RECQUIREMENTS

IDENTIFY AUTOUIN FEQUIREMENTS

IDENTIFY PROGRAM EXECUTICN TIFMING FACTORS
MAINTAIN LISTS OF RECURRING SYSTEMS ERRORS

25
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247,

24084
249.

250.

253.
254,
255.
256,
2517,
258.
259,
263.
26l.
262
263.
264,

265,

206

267.

208 .

MAINTAIN OR REVIEW CIREP, EUCFs CR SYSTEMS ACVISORY
NOTICES (SAN)

MODIFY SYSTEMS APFLICATICNS
PERFORM ECGNOMICAL FEASIBILITY STULDIES

PERFCRM GPERATICNAL FEASIBILITY STUDIES OF FUNCTICNAL
REQUIREMENTS

PERFORNM SOCIAL FEASIBILITY STLOIES

PERFORM SYSTEMS ACVISORY SERVICES OR EARLY WARNING
NUTICES

PERFORM TEChNICAL FEASIBILITY STUDIES

PREPARE DATA PROCESSING CCST REPCRTS CR ESTIMATES
PRZPARE ESTIMATES CF SYSTEM RuN TIME

PREPARE HARDwARE SYSTEM CONVERSIGN PLANS

PREPARE INPUT OR COUTPUTY FILE SPECIFICATIONS
PREPARE MACHINE DECGRADATION OPERATING PROCEDULRES’
PREPARE OR REVISE FRCGRAM MAINTENANCE MANUALS
PREPARE OR REVISE PRCGRAM CPERATICNS MANUALS
PREPARE COR REVISE FRCGRAM SPECIFICATICNS

PREPARE PLANS TO TEST HARCWARE INTERFACE

PREPARE PLANS TGO TEST SOFTWARE INTERFACE

PREPARE PRUJECT TURN-OVER BRIEFS

PREPARE RECUOMMENLATICNS FOR SIZE AND CAPACITY OF PRCPOSED
ADP EQUIFPMENT

PREPARE RECCMMENCATICNS FOR SIZE AND CAPACITY CF PRCPOSED
PCAM OR EAM EWQUIPMENT

PREPARE SOFTWARE SYSTEM CONVERSICN PLANS

PREPARE SYSTEM CHANGE PACKACGES FOR RELEASE OR
IMPLEMENTATICN
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SR e st i,

269,
275«
271.
272,
273.
274,
275.
276.
2117,
278,
279.

285

2d1l.
282.
283,
284,

285.

20 6.
287.
2838

287«

29ve

291,

PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE
PREPARE

REPOKT
OTHER

REVIEwW
REVIEW
REVIEn
REVIEW

REVIENW
OF NEwW

REVIEW RECOMMENDATICNS FOR NEEDEC DATA SYSTEMS EQUIPMENT é
REVIEW REQJESTS FCR SYSTEM STLDIES
REVIEW SYSTEMS INTERFACE OR INTEGRATICN REQUIREMENTS

REVIEW TECHNOLOGICAL DEVELGCPMENTS IN CCMMUNICATICNS CR

TELEPR

REVIEW TECHNULOSICAL DEVELCFMENTS IN PRCCESSINCe STCRAGE,

SYSTEM DATA ANALYSIS SFEETS (CAS) ;

SYSTEM DOCUMENT ANALYSIS AND LCATA SHEETS

SYSTEM FLOW CHARTS

SYSTEM NARRATIVES

SYSTEM OR PRCGRAM DECISICN LOGIC TABLES

SYSTEM TEST CATA

SYSTEM TEST PLANS

SYSTEMS RECUIREMENTS

SYSTEMS SPECIFICAT

SYSTEMS LSER MANULALS
TEST ANALYSIS REPGRTS

SYSTEM IMPLEMENTATICN STATUS OF NEW SYSTEMS TQO

AGENCIES

CHANGES TO CATA EBASE
DATA ALTCMATICN REQUIREMENTS

CATA PRCGJECT CIRECTIVES

DATA PRJJECT PLANS

OPERAT IONAL PROGRAMS CR SYSTEMS FOR APPLICABILITY ]

TECHNIQUES

OCESSING

OR INFCRMATICN RETRIEVAL

RUN ACCEPTANCE TESTS ON ADP SYSTEMS }

ICNS

27




2%2.

293.
294,
295.
296.
2917,
298.
299.
3u9.
3ul.

3J2.

3J3.

3u4.
3ub.,

3“6.

3u7.
3.8.
309.

34).

311.

3i2.

313.

S pS—rYgYy T : gl S
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RUN MAN-MACHINE TESTS CN ADP SYSTEMS !
RUN REGRESSIGN TESTS ON ADP SYSTEMS

RUN STRING TESTS CN ADP SYSTENS

RUN UNIT TESTS OGN AQP SYSTEMS

RUN VOLUME TESTS CN ADP SYSTEPNS

SCHEDULE SYSTEM OR MANAGEMENT STUDIES

SELECT OR RECLMMENLC MODES CF LATA TRANSMISSICN

SELECT PROGRAMMING LANGUAGES FOR SYSTEMS APPLICATICNS
VERIFY PRGALEM STATEMENTS

ASSIGN CCNTROL NUMEERS TO CLASSIFIED COCUMENTS

AUTHORIZE OR OENY ACCESS TO RESTRICTED OR COCNTROLLED AREAS
OR CLASSIFIED MATERIALS

CHANGE LOCK CCMBINATICNS GN SAFES, VAULTSy, OR CIPHER
LOCKS

CONDUCT SECURITY EBRIEFINGS CR DEBRIEFINGS
CONDUCT SECURITY INSPECTICNS

DESANITIZE SITE OR EQUIPMENT LPCN CCMPLETICN CF CLASSIFIED
PROCESSING

DESIGNATE CLASSIFIEC MATERIAL FOR DESTRUCTICN

DESIGNATE CLASSIFIED OR PRIVACY ACT MATERIAL

DETERMINE CLASSIFIEC MATERIAL SECURITY REQUIREMENTS
DETERMINE CUSTCMER ALTHORIZATICN TO ACCESS FILES REQLESTED

DETERMINE SECURITY CLASSIFICATION OF SELF-GENERATED
MATERIALS

g

DISTRIBUTE CLASSIFIELC MATERIAL

ESTABLISH JOR UPDATE FILE OF RECCRDS OF CLASSIFIED
MATERIAL REVIEW BCARD

28




3l4. ESTABLISH OR UPDATE LISTINGS FOR CLASSIFIED JOBS
315. EVALUATE ADP SECURITY PROGRAMS
3i6. INSPECT CLASSIFIED MATERIAL

317. INVENTORY CLASSIFIED MATERIAL

3i8s MARK PRIVACY ACT INFCRMATICN
319« PLACE COWNGRACING INSTRUCTICNS CN CLASSIFIED MATERIAL

32). PREPARE CLASSIFIELC MATERIAL DESTRUCTICN RECORDS OR
REPOURTS

321. PREPARE CLASSIFIEC MATERIAL FCR MAIL, DELIVERY, OR
DISTRIBUTICN

322. PREPARE OR FILE LCCATOR SHEETS CN CLASSIFIEC MATERIAL

323. PREPARE OR MAINTAIN LISTS OF PERSCNNEL AUTHORIZED
ACCESS TO GR uSE CF CN-LINE CEVICES

324. PREPARE OR REVIEW SECURITY CLEARANCE REQUESTS

325. PREPARE OR REVIEw SECURITY PROUCEDURES CHECKLISTS

326, PREPARE OR REVISE CLASSIFIED MATERIAL CONTRCOL LOGS

327. PREPARE UR REVISE CLASSIFIEC MATERIAL DESTRUCTION PLANS

328. PREPARE OR UPCATE ACCESS LISTS TO RESTRICTED GR CCNTROLLED
AREAS OR CLASSIFIED MATERIAL

32G9. REPORT SECJURITY VICLATICNS
330, REVIEW CLASSIFIED MATERIAL DESTRLCTION PLANS
331. SECURE SITE GR EQUIPMENT FGR CLASSIFIED PROCESSING
332. STAMP SECURITY CLASSIFICATICN CN MATERIALS
«e.+ - 303, STURBy GR SAFEGUARC CLASSIFIEC MATERIAL
334. STURE OR SAFEGUARC PRIVACY ACT INFORMATION

335, ADMINISTER TRAININC TESTS CR EXAMINATICNS

336. CONSTRUCT TRAININC AJOS




3

339.
340,
341,
342.

343,
344,

345.
346.

347.
348.

349,
355,
351,
352,

353.
354.
355.
356.

357.

A T T

DEFINE TRAINING REQUIREMENTS

OEVELOP CCMPUTER CIRECTED TRAINING SYSTEM (
LESSCNS

DIRECT OR IMPLEMENT CJT PRCGRAMS

ESTABLISH JR MAINTAIN STUDY REFERENCE FILES
EVALUATE TRAINING METHODS, TECHNIQUESs OR P
GRADE TRAINING TESTS OR EXAMINATICNS

INSTRUCT OR TFRAIN ADP PERSCNNEL CN EMERGENC
PROCECURES

INSTRUCT OR TRAIN PERSCNNEL IN ACMINISTERIN
OPEN PURCHASE ORLCERS

INSTRUCT UR TRAIN PERSCANNEL IN CFU OPERATIC
INSTRUCT OR TRAIN PERSCNNEL IN HANDLING OF

INSTRUCT CR TRAIN PERSCNNEL IN HANDLING OR
CARDS

INSTRUCT OR TRAIN PERSCNNEL IN PREPARING SU
SUCH AS REQUISITICNS, INVCICES. CR VOUCHER

INSTRUCT OR TRAIM PERSCNNEL IN PRCGRAMMING

INSTRUCT OR TRAIN PERSCNNEL IN TECHNIQUES O
ANALYSIS

INSTRUCT OR TRAIN PERSCNNEL TC OPERATE PERI
EJUIPMENT

INSTRUCT OR TRAIN PERSCNNEL TC PERFORM OPER
NANCE CN AP EQUIFMENT

CCTS)

RCGRAMS

Y OPERATING
G CCNTRACTS OR

NS

MAGNETIC MEDIA
STORING PUNCH
PPLY DCCUMENTS,
S

TECHNIQLES

F SYSTENMS

PHERAL

ATOR MAINTE-

PARTICIPATE IN CLASSRCCM INSTRUCTION AS A STLCENT

PLAN OR SCHEDULE TRAINING PRCGRAMS .
PREPARE LESSCN PLANS FOR MILITARY TRAINING
PREPARE OR UPJATE INDIVIDUAL TRAINING RECO

PREPARE TRAINING LECTURES

RCS ]




3>8.

359.

360.

361.
362.

303,

364,

365.
366
307.
308,

309.

370,
371.
372.
373,
374.
375.
376.
377,

378,

379.

PREPARE TRAINING TESTS OR EXAMINATIONS

REJIEH TRAINING MATERIALS SUCH AS INSTRUCTOR GUIDES CR
PLANS

TRAIN CUSTOMERS LN PROCECURES SUCH AS TERMINAL
OPERATICNS OR USE COF RETRIEVAL LANGUAGES

TRAIN PERSGNNEL IN ACP SECURITY REQUIREMENTS
WRITE JOB PROFICIENCY GUIDES (JPG)

WRITE JUSTIFICATICN FOR TRAINING FACILITIES. ECUIPMENT,
PUBLICATICNSs OR MATERIALS

WRITE OR UPOATE TRAINING MATERIAL SUCH AS CLRRICULUM,
INSTRUCTUR GUIDESe. CR PLANS

WRITE TRAINING REPCRTS

ASSIGN SPACE FUR ALP EQUIPMENT OR SUPPLIES
BRIEF PERSCNNEL CN SYSTEM CHANGES

CGNOUCT GR PARTICIPATE IN STAFF MEETINGS

COORDINATE ALL CCWNTIME WITh MAIN SITE. GFFICE CF PRIMARY
RcSPONSIBILITY (OPR)s AND REMCTE USERS

COORDINATE AUTGCIN IN GR OLT PRCCESSING

COURDINATE CATA ALTCMATICN RECUIREMENTS

COORDINATE LATA PRCJECT LCIRECTIVES

COURDINATE CATA PRCJECT PLANS

COURDINATE DEVELGFMENT SPECIFICATIONS

COUNSEL PERSUNNEL CN PERSONAL OR MILITARY MATTERS
DETERMINE ACTIGN FCR ADP ECUIFMENT REPAIR OR REPLACEMENT
OETERMINE ADHERANCE TO RUN SCHEDULES

DETERMINE CURRENT CR PROJECTEL PERSCONNEL POSITICON
VACANCIES

UETERMINE OULTY ASSIGANMENTS FOR INCOMING PERSCNNEL

21




33J.

3d1.
332,
! 383.
. 334,
335,
336.
387.
3388.
389.
39J.

391.

354,
395.
396.

357,

398.
399.
499,
49i.

4v2.

443.

DETERMINE IMPACT CFf BUDCET CFHANGES

DETERMINE RECCMMENCEC ADP SITE FCR FIELD OPERATICNS

DETERMINE STOPPING PCINT TC BEGIN PREVENTIVE MAINTENANCE

DEVELOP OIRECTIVES GCVERNING ACP EQUIFPMENT USAGE

DEVELOP OIRECTIVES GCVERNING ACP SYSTEMS DEVELGPMENT

DEVELGP OR IMPROVE ACP WCRK METHCDS OR PROCECURES

DIRECT

MELCIA LIERARY

OPERATICNS

DIRECT SYSTEMS ANALYSIS OR PRCGRAMMING ACTIVITIES

CRAFT GR

WRITE AWARC RECCMMENCATICNS FOR SUBCRDINATES

ESTABLISH OR UPCATE ADP VAN ECUIPMENT LCG BCCKS

ESTABLISH PERFORMANCE STANDARLS FOR SUBORDINATES

EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE
EVALUATE

IN-BRIEF
RESULTS

ADEQUACY CF ACP REPCRTS
ADHERENCE TC WORK SCFEDULES
ADMINISTRATIVE FORMS, FILES, OR PROCECURES

ADP PERFCRMANCE STANLARDS

BUJGET REQUIREMENTS

EMERCENCY PLANS

EQUIFMENT UTILIZATICN

LAYCLT OF FACILITIES

PERFCRMANCE HISTORY CF EQUIPMENT

SYSTEMS SPECIFICATICAS

WORK AREA FCR SPECIAL SAFETY CEAR RECLIREMENT®

OR OUT-BRIEF CN E ANC A VISIT OBJECTIVES OR SURVEY

INSPECT ACP FACILITIES FOR CLEANLINESS OR STATE CF REPAIR

32
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4)4. INSPECT AOP WCRK AREAS OR PERSCNNEL FOR UNSAFE WORKING
CUNDITICNS

4)5. INSPECT BARRACKS FOR CLEANLINESS OR STATE OF REPAIR

436« INSPECT FIRE PRUTECTICN OR SAFETY EQUIFMENT FCR
SERVICEABILITY

407. INSPECT LOG SFEETS FCR CCMPLETENESS AND ACCURACY
4328. INSPECT PERSONNEL FOR MILITARY APPEARANCE
449. INSPECT USER REMCTE CR RJE INSTALLATICNS

4iJ. INTERPRET REPORTINC REQUIREMENTS OR DIRECTIVES TO LSING
UNITS

411. INTERVIEW PERSCNNEL TQ FILL PCSITION VACANCIES

412+ INVESTIGATE CAUSES CF LOST» STCLENs OR DAMAGED
EQUIPMENT

4i3. INVESTIGATE PERSCNAL INJURY CF NCNPROPERTY ACCICENTS CR
INCIDENTS

4l4. MAKE RECCMMENLATICNS FOR AdP EQUIPMENT UPGRADE
415, MAKE WORK ASSIGNMENTS
416. MCNITOR PREPARATICN CF CORRESFCONDENCE OR REPCRTS

417. MCNITOR REPORTS CCNTRCL SYMBCL (RCS) CR PRODLCT CCNTRCL
NUMBER {(PCN)} REPQRTING

418. PARTICIPATE IN ADMINISTRATICN CCNTRACTING OFFICE VISITS

4i9. PARTICIPATE IN AUTCMATED DATA SYSTEM (ADS) EVALUATICN
VISITS

42J). PARTICIPATE IN CATA FROCESSING INSTALLATION (DPI) ADP
MANAGEMENT EVALUZTICN VISITS

42l1e PARTICIPATE IN OPI PREINSTALLATICN EVALUATIOM VISITS i i

422+ PARTICIPATE IN PLANT REPRESENTATIVE CFFICE ASSISTANCE
VISITS

423, PARTICIPATE IM SPECIAL ASSISTANCE TEAM VISITS

i ]
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424.

425.
426,
427.

428.

436.
437.

438,

439.

44).

441,

442.

443,
444,

445,

PEXKFORM PUST-INSTALLATICN INSFECTICNS OF NEW OPERATING
SYSTENMS

PERFORM SHIFT TURNCVER PROCECLRES
PLAN FOR EQUIPMENT INSTALLATICN
PLAN SAFETY PROGRAMS

PREPARE ACCEPTANCE TEST REPCRIS
PREPARE ACP MANAGEMENT REPORTS
PREPARE CATA PRGJECT CIRECTIVES
PREPARE CATA PRGJECT PLANS
PREPARE E AND A VISIT REPORTS

PREPARE INCIJDENT REPCRTS (IR) OR CASUALTY REPGCRTS (CASREP)
CN DOWN EQUIFMENT

PREPARE JUSTIFICATICN FOR ACQUISITION OF ADP ECUIPMENT

PREPARE OR REVISE CCNTINUITY CF CPERATIONS PLAN OR BACKUP
AGREEMENTS

PREPARE OR UPCATE CUTY ROSTERS OR WATCH BILLS
PREPARE PERSCNNEL WORK SCHEDULES

PREPARE RECCMMENCATICNS FOR CFHANGES TG DATA AUTOMATICN
REQUIREMENTS

PROVIDE INPUT TO CIRECTIVES GCVERNING ADP EQUIPMENT USAGE

PROVIDE INPUT TO DIRECTIVES GCVERNING ADP SYSTEM
DEVELGPMENT

RECOMMEND CHANGES CR MODIFICATICN TC MANPOWER COCUMENTS

RECOMMEND COURSE GF ACTICN CCNCERNING PERSUNNEL MANAGEMENT
MATTERS SUCH AS PRCFOTIONSs REDUCTIONS, OR TRANSFERS

RESEARCH PERSCNNEL ACMINISTRATION POLICIES OR PROCEDLRES
REVIEW ADP EJQUIPMENT DAILY UTILIZATICN LOGS
REVIEW ADP EQUIPMENT MAINTENANCE RECORDS




446.

447,
4% 8.
449.
454,
451.
452.
453,
454.
455,
456.
457.
458.
45G.
46J.
461l.
%62.
463.
464 .
465.
466.
467.

468.

. s w

4569,

km‘a‘-h'- sl cbatu.il

REVIEW ADF MANNING REPCRT FCR PROPER UTILIZATICN OF
PERSCNNEL

REVIEW ENLISTED PERFCRMANCE EVALUATIONS

REVIEW JGB DESCRIPTICNS

REVIEW PROGRAM MAINTENANCE MANUALS

REVIEW PROGRAM OPERATICN MANULALS

REVIEW SHIFT FREPCRTS

REVIEW SIGN IN OR SICN OUT LCGS OF ADP PROOUCTS
REVIEW WORKLOAD PLANNING OR SCHEDULINC DOCUMENTS
REVIEW, APPROVEs, OR CISAPPRCVE COMPLETED CCMPLTER FRCGRAMS
SCHEDULE EQUIPMENT OR FACILITIES MAINTENANCE
SCHEDJULE EVALUATICN AND ASSISTANCE (E AND A) VISITS
SCHEDULE LEAVE OR LIEERTY

SCHEDJLE MAINTENANCE INSPECTICNS OF ADP EQUIPMENT
SUPERVISE MAINTENANCE OF ADP EQUIPMENT

SUPERVISE PERSONNEL FANOLING CLASSIFIED MATERIAL
SUPERVISE PERSCNNEL CPERATING ALP EQUIPMENT
SUPERVISE PERSCNNEL FERFCRMINC ADP SUPPLY DUTIES
SUPERVISE PERSCNNEL FERFCRMING NCN-ADP DUTIES
SUPERVISE PERSCNNEL FERFORMING PRCGRAMMING CLTIES
SUPERVISE PERSCNNEL FERFORMING SYSTEMS DUTIES
SUPERVISE SYSTEMS ANALYSIS AND DESIGN TEAMS
UPDATE WATCH, QUARTER. FNE STATIGN BILLS

VEKIFY CORRECTNESS OF BILLINGS FOR REPAIR, MAINTENANCE, OR
RENT CN ADP EQUIPMENT

VERIFY CUSTGMER ENGINEER (CE) WORK DONE
25
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473.

471.

472.

473,
474.
475.

476
4717.
478.
479.

480.
481.

482.
483.
484,

485

486,
487.
488.

489.

490.

WRITE BILLET CR JOB CESCRIPTICNS

WRITE CIVILIAN PERFORMANCE RATINGS OR SUPERVISCRY
APPRAISALS

WRITE OR CRAFT REQJQUESTS FOR BLOGET INCREASES

WRITE OR RECOMMEND ENLISTEC PERFORMANCE EVALLATICNS CR PRO
AND CCN MARKS

WRITE PERSUGNAL INJLRY CR NCNPFOPERTY ACCIDENT CR INCIDENT
REPORTS

WRITE SURVEYS OR INVESTIGATICN REPORTS ON LOST, STOLEN.
OR DAMAGED EQUIPMENT

CONDUCT OR WRITE STAFF STUCIES

DESIGN LOCAL FORMS OR SERVICE COCUMENTS

DETERMINE CONTENT CF OR MAINTAIN BULLETIN BOARDS
DEVELOP CR MAINTAIN STATUS BCARDS, GRAPHS, OR CHARTS

OISTRIBUTE INFORMATICNAL MATEFIAL SUCH AS SAFETY OR VOTING
PAMPHLETS

ORAFT CORRESPCNDENCE SUCH AS LETTERS, MESSACGES., OR
DISPOSITION FORMS (CF)

EDIT REPORTS
ESTABLISH OR UPDATE FILES GF CCNSOLE PRINTQUTS
ESTABLISH UR UPDATE TECHNICAL PUBLICATIONS LIBRARIES

FILL OUT WORK REGQUESTS OR WCRK GCRDERS FOR FACILITIES
MAINTENANCE

MAINTIAN DIVISICN CFFICERS* NCTEBCOK
MAINTAIN FUNCTICNAL FILES INCLUDING SCP
MAINTAIN FOST-TENANT SUPPORT AGREEMENT FILES _,, et

MAINTAIN LOGS SUCH AS PASS LCwWN LCGS (PDL) CR WORK
COMPLETEL LOGS

POST FIRE EVACUATICN RGUTES CR PROCEDURES

¢
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491.

492.
493,
494.
455,

456.

4517.

498.
499.

500.

501,

Sul.

5%3.
504.
5u5.
506

5J7o

508,
509.
510.
511.
512.

PREPARE ADP MUBILIZATICN PLANS

PREPARE ACP SUPPCORT INPUT FGR HOST-TENANT AGREEMENTS
PREPARE BILLS FOR CATA PROCESSING SERVICES

PREPARE EMERGENCY OR DISASTER PLANS

PREPARE INPUT TO UNIT HISTORY

PREPARE LETTERS OF DISCCNTINULANCE OR RELEASE CF ADP
EQUIPMENT

PREPARE LETTERS CF INSTALLATICN CR ACCEPTANCE CF ACP
EQUIPMENT

PREPARE MACHINE UTILIZATICN FEPCRTS
PREPARE MAN-HOUR ACCCUNTING DCCUMENTS

PREPARE OR REVISE SOP SUCH AS SUPPLY, SECURITY. ADP, FIRE,
OR ADMINISTRATICN

PREPARE PRGJECT STATULS REPORTS

PREPARE REQUESTS FCR INVESTIGATICN GOF LOST, STCLEN, GR
OAMAGED EJUIFMENT

REPRODUCE COPIES OF COCUMENTS USING OFFICE CCPY MACHINES
REVIEW OR FORWARD ACCIDENT OR INCIDENT REPORITS

REVIEW S0P

SCHEDULE CONFERENCESs MEETINGS. OR LECTURES ;

SCREEN OR ROUTE CORRESPCNDENCE, PUBL ICATIONS, OR ]
INSTRUCTIONS

TYPE CORRESPONCENCE CR FCRMS

ADMINISTER COMPLIANCE WITH CCNTRACTS i

ADMINISTER DELIVERY CF OPEN FURCHASE ORDERS i

CANCEL REQUISITICNS

CLOSE CUT OR CISTRIBUTE OPEN PURCHASE CONTRACT ORDERS
37




| 513,

5i4.

5.5,
516.
517.
518.

519.

525

521.

522.

523.

526,
527.
528.
529.

53v.

. 532.

=533,
534.

535.

COMPUTE ALP EQUIPMENT LEASE CHARGES

CONFIRM CCNTRACT TERMS SUCF AS DELIVERY DATE, PRICEs OR
QUANTITY

DETERMINE METFOD CF CPEN PURCHASES

DETERMINE MODIFICATICNS OR ANMENDMENTS TO CGNTRACTS
DETERMINE OR ESTABLISH STOCKACE REQUIREMENTS CF SUPPLIES
DETERMINE VENCORS TO RECEIVE CCNTRACTS

DISPOSE OF EXCESS CR UNSERVICEABLE TOCLS, SUPPLIES, OR
EQUIPMENT

ESTABLISH OR UPDATE INVENTCRY OR STOGCK CCNTRCL RECCRDS

ESTABLISH PROCEOURES FOR EQUIFMENT MAINTENANCE AND
COUNTRACTUAL SJUPPORT

EVALUATE BIDS, QUCTATICNSs CR FRCFCSALS FOR 2wARDS

EVALUATE PROCECURES FOR STORAGEs INVENTORY, GCR INSPECTION
GF PROPERTY ITEMS

EVALUATE USE OF SUFPLIES FCR ECONCMY GF MANAGEMENT

FURNISH PURCHASING INFORMATICA TG VENCORS OR CLSTOMERS

INSPECT SUPPLIES OR EGUIFMENT

INVENTORY CCNTRCLLEC EGUIPAGE

INVENTORY TCGOLSs SUPPLIESs GR EQUIPMENT ;
ISSUE TCCLS, EGUIEMEAT, OR SUPPLIES

LOAD OR UNLOAC TCCLS, SUPPLIES, GR EQUIPMENT
NEGOTIATE CCNTRACTS CR MODIFICATICNS TC CONTRACTS | 1
NEGOTIATE PURCHASING TERMS WITH SALESMAN |
PACK OR UNPACK SUPFLIES OR ECLIPMENT :

PICK UP PARTS. TOOLS, CR SULPFLIES

PREPARE ACP SUPPLIES FOR FIELC OPERATICNS i

28
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54l.
542.
543.

544.

5647,
548.
5¢9.

553.

551.
552.

553.

PREPARE CREDIT OR CAMACE CLAINS

PREPARE OR DISTRIBUTE PFROCUREMENT DOCUMENTS SUCH AS
PURCHASE ORDERS CR CCNTRACTS

PREPARE GR MAINTAIN FILES CF FAND RECEIPTS
PREPARE UR PROCESS CLTPUT MECIA FOR SALVAGE CR RECYLLING

PREPARE SUPPLY DUCULMENTS SUCF AS REQUISITICNS, INVCICES,
OR VOUCHERS

PREPARE VENDGR INVCICE CERTIFICATIONS
PURCHASE SUPPLIES WITH IMPREST FUND
RECEIVE AND RECEIPT FOR SUPPLIES CR EQUIPMENT

REPORT EXCESS OR UNSERVICEABLE TCOLS. SUPPLIES CR
EQUIPMENT

RESEARCH STATLS OF PLRCHASE CRCERS

REVIEW ADP zZXCESS (R AVAILABILITY BULLETINS FOR AVAILABLE
EGUIPMENT

REVIEW CREDIT OR LCAMACE CLAINMS
REVIEW PROCUREMENT DCCUMENTS
STURE SUPPLIES OR EQUIFMENT

TURN IN EXCESS OR UNSERVICEABLE PARTS., SUPPLIES OR
EQUIPMENT

JPDATE LISTS OF CEEARRED OR SUSPENDED VENDORS
VERIFY VALICITY JF SUPPLY REGLESTS
CLEAN CR FIELLC CAY BARRACKS CR WORK FACILITIES

CLEAN WEAFONS

CONDUCT CFR MCNITOR ACTIVITY FIRE DRILLS

CONDUCT ORIENTATICN BRIEFINGS OF NEWLY-ASSIGNED PERSCNNEL

Y R DO R N

ORIVE SECAN TYPE VEHICLES (MILITARY GCR COMMERCIAL)
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558.
559,
563,
561,
562.
563.
564.
565.
566
567,

568.

569,
572.

571.

572.
573.
574.
575.

576

5717.

DRIVE TACTICAL VEHICLES

ESCORT PRISCNERS

ESCORT VISITORS OR TECHNICAL REPRESENTATIVES

EXECUTE MCRNING OR EVENING CCLCRS

MAINTAIN AREA FIRST AID KITS CR MEDICAL SUPPLIES
MAINTAIN LAMAGCE CCNTROL EQUIPMENT IN ASSIGNEC SPACES
PARTICIPATE IN GENERAL CRILLS CR ALERTS

PARTICIPATE IN RIFLE RANGE DETAILS

PARTICIPATE IN WCRKING PARTIES OR FATICUE DETAILS
PARTICIPATE CN ADVISCRY BOARCS OR COMMITTEES

PERFORM OPERATOR'S BEFOREs. CURINGs OR AFTER CPERATICN
CHECKS OR SERVICES CN VEKICLES

POST ACP VEHICLE AND VEHICLE EQUIPMENT LCG BCCKS
PREPARE ACP VANS FCR OPERATICA

RECORD OR REPORT VEHICLE DISCREPANCIES TO DISPATCHER OR
SUPERVISOR

SECURE ADP EQUIPMENT IN VANS FGR MOVEMENT
SET UP ADP VANS AT SITES

SPGNSGR INCCMING PERSONNEL

STAND INSPECTICNS

STAND WATCH DLTY OR EXTRA DETAILS SUCF AS PHCNE WATCH.,
DJTY NCO. OR ASSISTANT DUTY ANCO

TESTIFY OR GOBSERVE AT COURTS-MARTIAL CR NONJLOICIAL
PUNISHMENT
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NOW THAT YOU HAVE FCUNC ALL THE TASKS THAT YOU PERFORM IN YOUR
PRESENT BILLET AND HAVE FILLED IN THE APPROPRIATE CIRCLES,
READ THE FOLLOWING INSTRUCTICNS CN HOW YO TIME RATE THE
TASKS YOU PERFCRM, 3

LR IR




PART 11 - TASK SECTICN(CCNTINLED)

: YOU PERFORM :

YuU ARE NGw READY TO TIME RATE EACH TASK THAT YGOL HAVE
MARKEJ THAT YOU CURRENTLY PERFORM, TO RATE THE RELATIVE
AMOGUNT OF TIME SPENT CN EACH TASK, YOU MUST FIRST CECIDE
HOw MUCH TIME YCJ SFEND ON EACH TASK. THEN COMPARE THIS
TIME wITH THE AMGUNT OF TIME SPENT CN EACH OF THE CTRER
TASKS THAT YCU hAVE ChECKEC.

RECORD THE RELATIVE TIME SPENY FCR EACH TASK ThA1 YOU HAVE
MARKEU USING THE "SEVEN-FOINT" TIME SPENT SCALE SHChN BELCk.

TIME SPENT

le VERY LITTLE

2. PBELOW AVERACE

3s SLIGHTLY BELOW AVERAGE
4. AVERAGE

5. SLIGHTLY ABCVE AVERAGE
6. ABOVE AVERACE

7. VERY MUCH

REMEMBER, IF YUL SPEND VERY MUCE TIME PERFCRMING A PARTICULAR
TASK IN COMPARISCN TO CTHER TASKS YCU PERFORM, THE TASK SHCULD
BE RATEC A 7 (VERY MUCH) IN THE RESFCNSE BOCKLET. TERE FCLLCWING
EXAMPLES WILL SHOW .YOU FCw TC MARK YCUR RESPCNSES. THE FIRST TASK
WAS OUNE VERY MUCHe TFHE SECCND TASK WAS NGT CHECKEL OR TIME RATED
BECAUSE IT WAS NOT PERFCRMED. THE THIRD TASK WAS RATED AS BEING
PERFURMED BELUAN AVERACE.

H
2
3
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o 2k, .

o

JJESTICN BLCKLET

)1 TASK
Yo 2 TASK
3135 TASK

TURN BACK TO PAC
REZLATIVE TIME SFENT

l.
2.
3.
4o
5
6.
T,

E >
FOR

TIME SPENT

VERY LITTLE

BELOW AVERAGE

SLIGHTLY BELOW AVERAGE
AVERAGE

SLIGHTLY ABCVE AVERAGE
ABOVE AVERACE

VERY MUCF

EXAMPLES

RESPONSE BCGOKLET

TASK CCNE
€J2901 1234
¢ 212 1 2@4
£935 1224

CF THE RESFCNSE B0CKLET ANC RECORC THE
EACH TASK TFAT YOU RAVE MARKED.

AGAINy DC NCT TIME RATE TASKS YCU CO NGT PERFCRM. DC NCT
CARKEN MuRE THAN CNE NUMBER FGR ANY TASK ThAT YJU RATE.

AFTER YOU HAVE CCMPLETED PART Il YOU MAY CONTIANLE ON TC
PARTS IV AND v.
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PART IV & v — WRITE-IN/REMARKS SECTICNS

INSTRUCTIONS FOR SECTICNS IV _ANC V OF TEE EESPLNSE BCLKLET:

THESE SECTIGONS ASK FCR HAND WRITTEN CCMMENTS, RECCMMENCATIONS
ANJ SUGGESTICNS ABOUT YOUR TRAININGe. MCS, AND J0OB. YOU MUST WRITE
CN THE TOP UF PAGE 15 YCLR RAMK ANC BILLET MOS.

HANUOWRITTEN COMMENTS ANC RECCMMENCATICNS RECEIVEC FRCM MARINES
wHU HAVE PARTICIPATED IN SIMILAR SURVEYS HAVE BEEN EXTREMELY
VALUASLE FUR PERSONNMEL ANC TRAININGC MANAGERS. YOUR PARTICIPATICN
IN PRUVIUING "“FEECBACK™ TO THE MARINE CORPS ABOUT YCLR TRAINING,
YOQUR JGBs AND THIS QUESTICAMNAIRE IS ENCCURAGED AND GREATLY
APPRECIATED.

X X X X XX Xx X X X X

WAEN YOU HAVE CCMFLETEL THESE FINAL 2 SECTIONS, RETURN YOUR
QUESTIONNAIRE AND RESPUNSE BCCKLET TO THE AOMINISTRATOR.

THANC YOu FCR YOULR TIME ANC PARTICIPATICN IN THIS SURVEY.
Y3J CAN 8E ASSURED THAT THE INFOFMATICN PRCVIDED BY YOU. ALONG
WITH YOUR PERSCNAL CCMMENTS ANC RECCMMENDCATICNS, wWILL BE KEPTY
CONFIOENTIAL AND wlLL 3E LUSED TO IMPRCVE THE MANPCRER AND
TRAINING ASPECTS UF ThE MARINE CCRFS,.




