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Preface

Thisreport provides the results of a comparison between the workplace basic skills defined by the
Secretary’ s Commission on Achieving Necessary Skills (SCANS) and skill frameworks devel oped
by avariety of national and international organizations. The comparison found a great degree of
commonality in the skill definitions. Therefore, the research yielded a comprehensive common
language for the discussion and examination of workplace basic skills. The report is intended to
serve as a guide for human resources personnel, trainers, educators, and researchers who are
interested in workplace basic skills training.

This research also expanded the applicability of the skill definitions by developing behaviorally-
anchored scalesfor each skill. These scales can serve asacommon standard and reference point for
workers, employers, trainers, educators, and program administrators as they consider work-related
activities including the following:

« ldentifying the skills and skill levels required for employment

« Approximating the skill levels of current or future workers

« ldentifying the skill development that will help match workers to job requirements

» Describing individual skills as part of ajob transition process

« ldentifying valid assessments for measuring workplace readiness

» Using ahierarchical taxonomy of skillsfor facilitating the development of individual
training plans, and for preparing and devel oping employment training programs

O*NET iscurrently being devel oped by the U.S. Department of Labor to replace the Dictionary of
Occupational Titles (DOT, U.S. Department of Labor, 1991). Because O*NET is a mgor
framework for describing workplace skills, this report provides crosswalks and links from the
SCANS skill definitions and scales to relevant O*NET skill definitions and scale anchors. The
O*NET-SCANS crosswalks facilitate an understanding of the features that are shared by the two
frameworks and that are central to current U.S. workforce-related educational and training
initiatives.

The attainment of workplace readiness skillsis a core element of the Workforce Investment Act
(WIA). Statesand local areas are required to provide workforce preparation and training for adults
and youth to meet the requirements of WIA Title |, Adult Education and Family Literacy, and
PerkinsV ocational and Technical Education programs. They need to measureworkplace readiness,
basic, academic, and technical skillsin order to improve programs and support their accountability
systems for assessing participant performance. They can use thisreport as areliable reference as
they develop standards and identify workplace competency assessments.

The synthesis of the workplace essential skill definitions, skill level descriptions, and associated
assessments provided in this report, represent a "roadmap" for states that are incorporating
workplacereadinessskillsintotheir vocati onal and technical education or adult education programs.
Local providers of workforce investment services, vocational and technical education, and adult
education will also find these frameworks and assessments useful to their local program
development and improvement goals.
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Workplace Essential Skills:

Resources Related to the SCANS Competencies
and Foundation Skills

Executive Summary

The report, Workplace Essential Skills: Resources Related to the SCANS Competencies and
Foundation Sills, was developed by ACT, Inc., under the direction of the U.S. Department of
Labor, Employment and Training Administration, and the U.S. Department of Education, National
Center for Education Statistics. The purpose of this project has been to document the skills and
behaviors that have been identified as essential for a workforce facing the challenges of global
competition in an environment of rapidly changing markets.

Defining the project

Foundation. Theworkplace competenciesand foundation skillsdefinedin Skillsand Tasksfor Jobs:
A SCANS Report for America 2000, provide the foundation of this report. Commissioned by the
U.S. Department of Labor, SCANS convened in 1990 to identify the skills that American workers
needed for job successin aglobal market, and to create aplan of action to make surethose skillsare
developed by all citizens. The competencies and foundation skills that resulted from the SCANS
study were intended to set the agenda for what students are taught in the nation’ s schools and how
workers are trained and retrained for the high-skill, high-wage jobs of the future. Considering
SCANS rootsin the Department of Labor and its prominence in the workforce development field,
it was logical to base this study of workplace essential skills on the foundation provided by the
SCANS study.

Overview. Whilethe SCANS competencies and foundation skillsidentify what skillsareimportant
and needed, and the SCANS study offers an agenda for teaching and training American workersin
the use of these essential skills, there are now numerous other systems for identifying, defining,
measuring, and analyzing essential workplace skills. These have grown both rapidly and in many
directions, creating the need for a comprehensive overview of products and services related to
workplace skills. This report provides that overview. It can, therefore, serve as a resource for
organizations and researchers as they proceed to build on the essential skills defined here. It can
also serve as an historical reference of the efforts made to date, and how they relate to one another.

Sandard language. When comparing the workplace basic skills defined by SCANS, and skill
frameworks developed by avariety of national and international organizations, ACT found agreat
degree of commonality in the skill definitions. As a result, in addition to its usefulness as an
overview, this report standardizes the language used for the discussion of workplace basic skills.
In this capacity it will serve as a general reference for human resources personnel, trainers,
educators, curriculum developers, and researchers who are interested in workplace basic skills
training. It can function as a guide for these professionals and others who wish to rely on a
taxonomy of skills development when planning courses or other training exercises, or who would
like guidance in relating assessments to the skills being taught.

Sandard reference points. This research also expanded the general applicability of the skill
definitions by developing a behaviorally-anchored scale for each skill. The hierarchical scales
operationalizetheskill definitionsby providing behavioral examplesof theskill performancewithin
askill area. For instance, for the foundation skill, Reading, Level 1 is defined as "Reads simple
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material such as basic instructions, directories, product labels, menus, phone messages, and signs
to be informed or to learn. Level 5 Reading is defined as "Synthesizes specialized or highly
technical documentsin order to solve problems or perform analysis or evaluation.”

For workers, employers, trainers, educators, and program administrators considering work-rel ated
activities, these scales can serve as a standardized point of reference for activities such as:

- ldentifying the skills and skill levels required for employment

- Approximating the skill levels of current or future workers

- ldentifying the skill development that will help match workers to job requirements

- Describing individual skills as part of ajob transition process

- ldentifying valid assessments for measuring workplace readiness

- Using a hierarchical taxonomy of skills for facilitating the development of individual
training  plans, and for preparing and developing employment training programs

Workplace Essential Skills: Resources Related to the SCANS Competencies and Foundation Skills
was also commissioned to go beyond the identification and classification of the skill definitionsto
address the following questions:

What skills are being defined?
What are the levels of performance for each SCANS skill area defined?
What featuresdo the SCANS and Occupational | nformation Network (O* NET)frameworks
have in common?
- What assessment tools are available to measure the SCANS skill areas?
- How are exemplary programs providing training for these skills?
Because the report addresses these questions, it also serves as a comprehensive reference for
workforce development initiatives.

Using the report

The report uses the SCANS organizational framework that distinguishes between workplace
competencies and foundation skills. The workplace competency areas are; managing resources,
accessing and storing information, interpersona situations, understanding systems, and using
technology. Thefoundationskills--basic skills, thinking skills, and personal qualities--are necessary
for proficient performance in each of the five competency areas. Thereis a separate section of the
report for each SCANS competency area and the foundation skills required for successful
performance within it. Each of these sections includes the following elements:

Theoriginal SCANSdEefinition. Each skill section leadswiththeoriginal SCANS definition
asit was published in 1991.

Pand comments. A panel of technical experts including business, government, and
education professionals was convened to review the information that was gathered during
the literature review. Their comments are presented here.

Asummary of theliteraturereview. Morethan fifty domestic andinternational sourcesthat
reported on sets of essential skills were included in the literature review. Direct
comparisons between the skills were made by grouping them according to the SCANS
framework.
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Alist of sources. Summaries of how agiven skill or skill areawas defined by a source are
included under this heading. Thelist is an excellent resource for future researchers who
may work to organize and define workplace skills.

The SCANS scales. Based on the literature and panel comments, hierarchical behavioral
scales for each skill area were developed. The scales can be used for identifying tasks
performed by workersinagiven job, and when job descriptionsand/or training curriculums
are in development.

SCANS-O* NET Crosswalks. TheOccupational Information Network (O* NET) isreplacing
the Dictionary of Occupational Titles. The content model of O* NET isdesignedto provide
a systematic way to collect and analyze occupational information in order to accurately
describe the activities, context, characteristic, and requirements of each occupation in the
United States. The SCANSto O* NET Crosswal ks permit understanding of theO* NET skill
definitions and scales as they compare to the SCANS skill definitions and scales, and vice
versa. The crosswalks are not intended to replace SCANS or imply equivalence, but to
direct usersto definitions of similar skill areas.

SCANS-O*NET scale anchors and how they relate to each other. Each O*NET skill area
contains three scale anchors: High, Medium, and Low. Where a match exists at the
definition level, the SCANS scale level definitions were matched to the O*NET scale
anchors. However, Level 5onthe SCANS scal es does not always correspond to the "High"
O*NET scale anchor, and Level 1 on the SCANS scalesis not always equal to the "Low"
O*NET scale anchor.

Other O*NET links. The O*NET categories describe potentially different aspects of
workplace skills that are relevant to the SCANS skill areas. Therefore, other possible
O*NET links are provided under this heading.

Assessments. After Testsin Print, the Mental Measurements Year books, and the ERICA/AE
Test Locator were consulted, alist of assessments was compiled. The assessments listed
were designed for youth and/or adult populations, were suitable for nationwide
administration, and appeared to be relevant to the SCANS competencies and foundation
skills. Major assessment publishers were asked to provide test descriptions and technical
information. No attempt to critique the assessmentslisted in this report was made by ACT
or the Department of Labor, so further information should be obtained from the publisher
before deciding to use specific assessments.

There are five appendices, as follows:

Appendix A contains alist of sources, with abrief summary of each source. For thislist,
ACT concentrated on literature that was mainly produced in the last decade. Thislistisan
excellent resource for future researchers who may work to organize and define workplace
skills.

Appendix B contains a table showing the complete set of Crosswalks developed for the
report, the SCANS to O*NET framework crosswalk, the SCANS to O*NET scale
crosswalk, and the O* NET to SCANS crosswalk. The crosswalks provide an alignment of
the SCANS and O*NET frameworks and are devel oped as a resource for those who have
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adopted SCANS or similar frameworks and need guidance to transition to the new O*NET
framework.

Appendix C contains the full list of published assessments that are currently available for
usein measuring workplace-related skills. Theassessmentsarelistedin alphabetical order.
Information presented in the listing includes a description of the assessment; its publisher,
and its availability; potential links to SCANS skills; the purposes it might be used for; and
technical information.

Appendix D provides case studiesthat exemplify effective strategiesfor teachingworkplace
essential skills. The case study report documents instructional practices that have been
effective for helping learners develop and improve essential workplace skills. The case
studies present exemplar programs that may serve as models for those working to develop,
administer and improve workforce development initiatives.

Appendix E isalist of the technical experts and youth training program professionals who
were members of the Workplace Essential Skills Panels.

Through the synthesis of workplace essential skill definitions, skill level descriptions, assessments
associated with them, and case studies this report offers a "roadmap” for education and training
providers who are incorporating workplace readiness skills into their vocational and technical
education or adult education programs. State agencies and local providers of vocational and
technical education, adult education, and programs developed under WIA will aso find these
frameworks and assessments useful to their local program devel opment and improvement goals.

XVi
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Workplace Essential Skills:
Resources Related to the SCANS Competencies
And Foundation Skills

Introduction

Business organizations have claimed for years that the workplace skill levels of American workers do
not meet the needs of rapidly changing markets facing global competition. Before effortsto improve
this situation can begin, it is critica to document which skills are needed in existing work
environments,which skillswill be needed in the future, and at which levels of competency American
workers will need to perform. With this key information, policy makers, educators, and
businesspeople can set goas to achieve cost-effective improvements in the educational and vocational
systems that are expected to produce a quality workforce.

Asthe concept of defining workplace skills has become accepted, systems for analyzing, identifying,
and measuring essential workplace skills have grown rapidly and in many directions. Because of the
high demand from businesses and educators for such services and the expanding research being
conducted in this area, competing interests have produced a vast number and variety of systems,
programs, definitions, and tools. As with other high-demand products, these vary in content and
quality, assessment availability, and training innovation and success.

It has been difficult for consumers to eval uate the vast array of products and services and to determine
which will be the most appropriate for them. Language has been the biggest barrier. Even in
traditional skill areas, such as reading and writing, few groups have agreed on any one definition.
Striving for uniqueness, comprehensiveness, or addressing specific needs, many groups have put their
own trademarks on the content of skill areas. While each has added new understanding to the
definition process, it is difficult to justify vauing any one definition over another. Therefore, there
isarea need for acomprehensive overview of products and services related to workplace skills. Such
an overview can serve asaresource for organizations and researchers as they build on these definitions
in the future, and as a history of the efforts made to date, and how they relate to one another. It can
function as a basic resource for trainers, curriculum devel opers, or other educators who wish to rely
on ataxonomy of skills development when planning courses or other training experiences, or who
would like further guidance in relating assessments to the skills being taught.

A framework is needed to organize the workplace skills of interest. To date, the Secretary’s
Commission on Achieving Necessary Skills (SCANS) remains a popular document focused on
essential workplace skills. Commissioned by the U.S. Department of Labor, SCANS convened in
1990 to identify the skills that American workers needed for job successin a global market, and to
create a plan of action to make sure those skills are developed by al citizens. The competencies and
foundation skillsthat resulted from SCANS (shown in Figure 1) were intended to set the agenda for
what students are taught in the nation’s schools and how workers are trained and retrained for the
high-skill, high-wage jobs of the future. Considering SCANS' roots in the Department of Labor and
its prominence in the development of this field, it is logical to use it as the framework for this
overview.



Figure 1: SCANS Framework
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Guide to Using the Report

Developed under the direction of the U.S. Departments of Labor, Employment and Training
Administration, and the U.S. Department of Education, National Center for Education Statistics, the
objective of this project was to document the workplace skills and behaviors that have been
identified as essential. This report, Workplace Essential Skills: Resources Related to the SCANS
Competencies and Foundation Skills, was al so commissioned to go beyond the identification of the
skill definitions and to address the following questions:

*  What are the levels of performance for each SCANS skill area defined?

*  What features do the SCANS and Occupational Information Network (O*NET)
frameworks have in common?

*  What assessment tools are avail able to measure the SCANS skill areas?

* How are exemplary programs providing training for these skills?

As shown in Figure 1, the SCANS framework is divided into workplace competencies and
foundation skills. There arefive workplace competency areas: managing resources, accessing and
storing information, interpersona situations, understanding systems, and using technology. The
foundation skills are a set of basic skills, thinking skills, and personal qualities necessary for
proficient performance in each of the competency areas.

Each competency and skill areais described in its own section. Each section contains the el ements
listed below. Following thislist of elementsisan explanation of what the elementsinclude and, as
appropriate, how they were derived or devel oped.

» Original SCANS Definition

e Panel Comments

e Summary of Literature Review

e List of Sources

»  SCANS Scales Development

e SCANS-O*NET Crosswalks

» Crosswak to O*NET Scale Anchors
e Other O*NET Links

e Assessments

Original SCANS Definitions. SCANS continues to be a widely recognized framework. As a
comprehensivelist of necessary skills, its content provideswell-conceived definitions of workplace
competencies and foundation skills. Each skill section leadswith the original SCANS definition as
it was published in 1991.

Pane Comments. A technical expert panel was convened to conduct a systematic review of
information that was gathered from areview of literature pertaining to the skills that are necessary
in the workplace. The panel consisted of business, government, and education professionals with
relevant backgrounds in workforce development. Individuals were chosen because they have
backgrounds in Academics/Research; National and State Policy; State and Local Programs;
Industrial and Organizational Psychology; and Business’"Human Resources.

Workplace Essential Skills: Introduction 3



The panelists comments provide support for the original SCANS definitions, which were also
augmented by insights from the other sources. The panelists comments for each skill area are
summarized under this heading.

Summary of the Literature Review. A review was conducted of more than fifty domestic and
international sources that, like SCANS, reported on sets of essential skills. he review focused on
sources that were current up through 1998 and that defined necessary skills across occupations and
industry categories. Direct comparisons between the skillswere made by grouping them according
to the SCANS framework. While most of the sources complement the SCANS definitions, the
review noted additional skills that augment them, where appropriate.

List of Sources. For the list of sources, literature that was published mainly in the last decade is
included. Summaries of how agiven skill or skill areawas defined by a source are included under
thisheading. Whilethelist of sourcesis substantive, it should not be seen as exhaustive. Nor isthe
summary of each definition intended to represent the full interpretation of the source, though every
effort was made to be inclusive and accurate.

The list of sources is an excellent resource for future researchers who may work to organize and
define workplace skills. A more complete summary of each sourceis provided in Appendix A.

SCANS Scales Devel opment. Based on the literature review and the panel comments, hierarchical
behavioral scales for each skill area were developed to further operationalize the SCANS
definitions. Based on the work of thefirst panel meeting, adraft of the scalesfor each competency
and skill areawas prepared. Each scale was based on previous work, conducted either by the DOL,
by ACT, or by sourcesexamined in theliteraturereview. Ineach case, apresumed hierarchy of skill
levels was conceived, with each level subsuming the previous one. Group discussions were held
regularly by ACT staff to refinethese scalesand to verify their intent and meaning by checking them
against the sources on which the level descriptions were based. These scales then became the
subject of a second panel meeting.

In addition to the original panel members, individuals from youth training programs were invited
to participate in the second meeting, to offer their input regarding language complexity and the
appropriateness of the levels for each scale.

The discussions with the second expert panel yielded a finalized five-point scale for each of the
SCANS competencies and foundation skills. However, asjustified by the content and supported by
the panel, four-point scales were developed for the five Personal Qualities skill areas.

The scales describe a logical progression of skill performance in each skill area, and each level
describes the performance of critical tasks. The hierarchical scales operationalize the skill
definitions by providing behavioral examples of the skill performance within a skill area. For
instance, for the foundation skill, Reading, Level 1 is defined as "Reads simple material such as
basic instructions, directories, product labels, menus, phone messages, and signs to be informed or
tolearn". Level 5 Reading isdefined as" Synthesizes specialized or highly technical documentsin
order to solve problems or perform analysis or evaluation”. Therationale for developing the scale
is provided to enhance interpretation, and the content of the scale descriptionsis provided to make
it easier to distinguish one level from the others. Level descriptions are not meant to include all
tasks at aparticular level. Because the differences between the levels are not necessarily clear-cut,
the scales should be used as an interpretive guide only.
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These scales are resources that aid the consideration and review of workplace skills. For example,
the scales can be used for identifying tasks performed by workers in a given job and when job
descriptions and/or training curriculum are in development. The content validity of the scalesis
supported by the procedures implemented for their development and review, which utilized a panel
of technical expertswho represented theinterestsof professional sin education andtraining, business
and industry, and government. The scales have not yet been validated in the workplace. They
should not, therefore, be used in any high-stakes decision-making circumstance such as hiring,
evaluation, or termination; or in any workplace situation where employees are differentiated as a
result of their perceived performance with respect to these scales. Further research isneeded before
the scales can be applied to any particular job or occupation, or to any individual worker’slevel of
performance for decision-making purposes.

SCANS - O*NET Crosswalks. The Occupational Information Network (O*NET) is replacing the
Dictionary of Occupational Titles. The content model of O*NET (Figure 2) is designed to provide
asystematic way to collect and analyze occupational information in order to accurately describethe
activities, context, characteristics, and requirements of each occupation in the United States.

Figure 2: O*NET Content Model

Worker Requirements Occupational Requirements
Basic Skills Generalized Work Activities
Cross Functional Skills Work Context
Knowledges Organizational Context
Education

Worker Characteristics Occupation-Specific Requirements
Abilities Occupational Knowledges
Occupational Values & Interests Occupational Skills
Work Styles Tasks

Duties

Machines, Tools, and Equipment

Experience Requirements Occupation Characteristics
Training Labor Market Information
Experience Occupational Outlook
Licensure Wages

Because of O* NET’ simportancein describing occupational skills, thisreport provides acrosswalk
from SCANSto O*NET. Thiscrosswalk permits understanding of the O* NET skill definitionsand
scales as they compare to the SCANS skill definitions and scales, and vice versa. At the broadest
level, the framework level, the SCANS competencies and foundation skills are similar to the cross-
functional and basic skills described in O*NET's Worker Requirements. For the purpose of this
crosswalk, each of the SCANS definitions was considered as a unit and was matched to an O*NET
Worker Requirement skill definition that covers, or implies coverage, of the whole SCANS skill
definition.
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The Worker Requirement skill definitions were targeted because they are the most clearly defined
and fully developed of the O*NET definitions. In many cases, there is a strong match between a
SCANS definition of a skill and the O*NET perceived equivalent. However, because of the
approach taken, there are many instances where only a partial match exists. For example, the
O*NET definition may be too narrow and may exclude skills covered in SCANS. Or, the
organization of the framework may interfere with adirect one-to-one match (e.g., SCANS describes
the competency of Problem Solving in one definition, whereas O* NET has the category Complex
Problem Solving Skills that contains definitions for eight individual competencies.)

SCANS is widely used in education and training situations. O*NET is becoming increasingly
important in the development and evaluation of training programs, job anaysis and job design, and
career development planning. Itisimportant that acommon language be established to facilitate the
use of both frameworks and the understanding of the relationships between them. The crosswalk
isaresourcefor those who have adopted SCANS or similar frameworks and need guidancefor their
transition to the new O*NET framework. The Crosswalks are not intended to replace SCANS or
imply equivalence, but to direct users to definitions of similar skill areas.

Appendix B containsatable of the SCANS- O*NET Crosswalk, and an O* NET-SCANS Crosswal k.
The latter crosswalk considersthe O* NET definitions as awhole and matches a SCANS definition
that covers, or implies coverage of, thewhole skill definition. Thedirection of the crosswalk affects
the interpretation, and the differences, though subtle, are meaningful.

SCANS-O*NET Scale Anchors and How They Relate to Each Other. Where the SCANS-O*NET
Crosswalk indicates a strong match of definitions, acrosswalk is provided at the scale level. Each
O*NET skill area contains three scale anchors: High, Medium, and Low. Where amatch exists at
the definition level, the SCANS scale level definitions were matched to the O* NET scale anchors.
It isimportant to note that Level 5 on the SCANS scales does not always correspond to the “ High”
O*NET scale anchor. And Level 1 on the SCANS scalesis not always equal to the“Low” O*NET
scale anchor. Appendix B contains atable of the Crosswalk to O*NET Scale Anchors.

Other O*NET Links. Because O*NET is acomprehensive framework of skills, referencesto skills
and skill areas use different language throughout the framework (i.e., Worker Characteristics and
Occupational Requirements). The O*NET categories describe potentially different aspects of
workplace skillsthat are relevant to the SCANS skill areas. Therefore, other possible O* NET links
are provided under this heading. Aswith the crosswalks, the links are aresource to help navigate
the O*NET framework and locate definitions of similar skills.

Assessments. To identify workplace-rel ated assessments for this section, resources such as Testsin
Print, the Mental Measurements Yearbooks, and the ERIC/AE Test Locator were consulted. This
literature review produced alist of potential assessmentsthat weredesigned for youth or young adult
populations, were suitable for nationwide administration, and appeared to be rel evant to the SCANS
competenciesand foundation skills. After thislist of assessmentswas generated, major assessment
publishers were identified.

Test publishers were asked to provide test descriptions and technical information. In cases where
a company did not respond, or where additional information was needed, published assessment
resources or the company’s Internet site were consulted. Every effort was made to gather a
comprehensive list of assessments, but the possibility remains that some eluded the search.
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No attempt to review or critique the assessments listed in this report was made by ACT or the
Department of Labor. The test publisher or a testing publication provided the assessment
information and the determination asto which skills are measured. The assessment information in
this report should be reviewed carefully and further information should be obtained from the
publisher prior to any purchasing decisions. Appendix C contains the full list of assessmentsin
alphabetical order with the following information:

. Publisher and availability information
. Potential linksto SCANS skills

. Purpose of the assessment

. Assessment description

. Suitable population

. Assessment format

. Scoring methodol ogy

. Technical information

Case Studies: Effective Strategies for Teaching Workplace Essential Skills

The case study report, found in Appendix D, documents effectiveinstructional practicesfor helping
learners' devel op and improve essential workplace skills. 1t documentstheworkplace skillsthat are
critical to the production of a quality workforce, thelevel of competency at which workers need to
perform these skills, and the assessment tools that are available to measure them.

Based on itsexpertisein school-to-career and workforce devel opment programs, Jobsfor the Future
was commissioned to conduct case studies of six diverse programsto identify effectiveteaching and
training strategiesthat arebeing used in educational and workforce devel opment programs. Thesites
were selected to represent diversity of program types, geographic location, instructional approaches
and strategies, and popul ations served.

Appendix D describes lessons provided by professionals in the education and workforce
development field, about how exemplary programs are providing skill training for workplace
essential skills, and about the principlesof effective practicesthat these diverse case study siteshave
incommon. Sincethegoal istoimplement effective practiceson ascalethat benefitslarge numbers
of peopl e, the case studies document systemsand structuresthat support sustai nableimplementation
of effective instructional practices, illustrating both the effective instructional practices and the
experience of using them on alarge scale. The study is based on four key questions:

1. What are exemplary teaching and learning strategies for developing essential workplace
skills?

! The term "learners" is used to describe a wide range of program participants who are
engaged in developing workplace essential skills. These include high school students;
alternative high school students; out-of-school youth and adults seeking high school
completion, GED certificates, Adult Basic Education, or English as a Second Language
programs; court-referred youth, community college students; and adults who want to start
their own business. They share a common desire and commitment to learn workplace skills
that will open the door to economic opportunities.
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2. What are the principles and characteristics of high quality practices that make them
effective?

3. What teaching and training strategies are effective for different types of education and
training  programs serving different populations?

4. What systems and structures make it possible to implement effective practices on a
significant scale and sustain progress over time?

Each case study involved atwo-day sitevisit, phoneinterviews, and areview of relevant documents.
The sites studied include:

* TheBoston Private Industry Council: Boston, Massachusetts

e Horizonte Instructional and Technical Center: Salt Lake City, Utah
» Long Beach City College: Long Beach, California

* North Clackamas School District: North Clackamas, Oregon

* REAL Enterprises: Durham, North Carolina

e YouthBuild Rockford: Rockford, Illinois

Despite substantial differences in the programs, they shared underlying consistencies that provide
lessons about key principles of effective practices for helping diverse populations |earn workplace
essential skills, and systems and structures that make it possible to sustain effective instructional
practices, while increasing the number of learners, over time.
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WORKPLACE COMPETENCIES: Resources

Allocates Time

SCANS
Definition:

Selects relevant, goal-related activities, ranks them in order of importance, alocates time to
activities, and understands, prepares, and follows schedules.

Demonstrating competence includes properly identifying tasks to be completed; ranking themin
order of importance; developing and following an effective, workable schedule based on accurate
estimates of such things as importance of tasks, time to complete tasks, time available for
completion, and task deadline; avoiding wasting time; and accurately evaluating and adjusting
aschedule.

Panel
Comments:

The activity of planning should be included in each of the “allocates’ categories.

The negative statement “avoiding wasting time” doesn’t fit with other competencies. It would be
better if stated positively (e.g., “uses time effectively or efficiently”).

Summary of
Literature
Review:

Seven sources, listed bel ow, were found to include some aspect of the competency “alocates time”
as part of their definition of necessary workplace skills. In general, these sources support the
SCANS definitions for allocating time. However, most of the sources were not divided into
separate categories for time, money, materias, and human resources. The sources indicate that the
ability to allocate is more important than what is being allocated.

List of
Sources:

Chatham-
Savannah
Compact

Consensus
Framework for
Workplace
Readiness

Equipped for the
Future

High Schools
and the
Changing
Workplace: The
Employer’s View

Resources: Demongtrates the ability to prioritize tasks, demonstrates the ability to schedule/order
events, alocatestime, and calculates with units of time (e.g., figuring, shipping, scheduling, time
ZOnes).

Thinking/problem solving skills. Allocates necessary resources.

Common activities: Find, manages, shares and allocates time, money, and materia resources. Use
resources in a way that supports own needs, goals, and priorities and those of the family,
organization, or community. Also, identify and secure the resources needed and make sure they
are used wisely.

Computation: Determine the costs, time, or resources necessary for atask.
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Kansas
Competency

Workplace ills

ndex of

Mexico's
Occupational

Analysis Study

Managing resources. Manages time (establishes goals, identifies time wasters, evaluates use of
time, sets priorities, and develops atime plan).

Coordination and adminigtration of activities. [Level 5] Evaluates personnel, project, operations
and programs, design programs; establish program goals and determine activities to meet goals,
recommend and carry out solutions to problems as necessary. [Level 4] Coordinate activities,
operations and personnel; administer resources; identify priorities and supervise activities. [Level
3] Schedule, plan, and organize activities, make estimates of resources needed for an operation
or activity; explain proceduresto othersto carry out duties. [Level 2] Make phone calls or prepare
correspondence to arrange appointments or meeting; guide activities of the public or co-workers;
arrange for permits and authorizations; schedule own activities. [Level 1] Provide direct support
for activities, prepare the work area or arranging for necessary materials for an activity.

SCANS
Scales:

SCANS Scale
Rationale:

Proactive

toward complex

t

asks
A
Reactive

toward simple

Level 5 Coordinates timing of activities across projects and/or processes. Adjusts multiple
schedules for organizational effectiveness and/or profitability.

Level 4 Establishes deadlines and task schedules for a project or process involving multiple
tasks and work units. Evauates and adjusts schedules as necessary.

Level 3 Establishes deadlines and task schedules for others within own work unit for group
effectiveness and/or profitability. Determines sequence and importance of work unit’'s
tasks.

Level 2 Determines sequence and importance of own tasks. Adjusts order and length of tasks
as needed to meet deadlines and produce desired outcomes. Looks ahead in order to

tasks adjust time given to specific tasks, adjusting speed as necessary.
Level 1 Performs own tasks in a specified order within time limits. Uses time efficiently to
improve performance.

SCANS— O*NET Time Management (Technical Definition): Can manage own and other people's time,

O*NET prioritizing, judging level of effort, identifying critical periods and allocating other people’ stime

Crosswalk: o key tasks. (Operational Definition) Managing one's own time and the time of others.
Comments. The match between the SCANS definition and O*NET definition is strong. Thereis
evidence of similar behaviors and an essence that the two are meaning to communicate the same
skills.

10
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Crosswalk
to O*NET
Scale
Anchors:

SCANS Scale
Rationale:

Proactive
toward complex
tasks
;
Reactive
toward simple
tasks

SCANS Allocates Time

Level 5

Coordinates timing of activities
across projects and/or processes.
Adjusts multiple schedules for
organizational effectiveness
and/or profitability.

O*NET Time Management

Level 4

Establishes deadlines and task
schedules for a project or
process involving multiple tasks
and work units. Evaluates and
adjusts schedul es as necessary.

High

Allocating the time of
scientists to multiple
research projects.

Level 3

Establishes deadlines and task
schedules for others within own
work unit for group
effectiveness and/or
profitability. Determines
sequence and importance of
work unit’ s tasks.

Level 2

Determines sequence and
importance of own tasks.
Adjusts order and length of
tasks as needed to meet
deadlines and produce desired
outcomes. Looks ahead in order
to adjust time given to specific
tasks, adjusting speed as
necessary.

Level 1

Performs own tasksin a
specified order within time
limits. Usestime efficiently to
improve performance.

Medium | Allocating the time of
subordinates to projects
for the coming week.

Low Keeping amonthly

calendar of appointments.

Workplace Competencies: Resources
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Other O*NET The O*NET framework contains other references to allocating time. These include:

Links:
Time Sharing (Worker Characteristics): The ability to efficiently shift back and forth between two
or more activities or sources of information (such as speech, sounds, touch, or other sources).

Scheduling Work Activities (Occupational Requirements): Scheduling events, programs, activities,
aswell asthe work of others.

Estimating the Characteristics of Materials, Products, Events, or Information (Occupationa
Requirements): Estimating the sizes, distances, and quantities, or determining time, costs, resources,
or materials needed to perform awork activity.

Assessments:

Flanagan NCS Allocatestime

Industrial Tests Workforce Development Division Reading

(FIT) 9701 West Higgins Road Arithmetic/Mathematics
Rosemont, IL 60018-4720 Seeing thingsin the mind’s eye
(800)237-7685 Reasoning

12
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Industrial Industrial Psychology International,
Psychology Ltd. (IPI)

[nternational , 4106 Fieldstone Road

Ltd. -- Judgement Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocatestime
Allocates money

Allocates material and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process
information

Teaches others

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning

Workplace Competencies: Resources
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Industrial
Psychology
International,
Ltd. -- Parts

Industrial Psychology International, Ltd.

(1PN

4106 Fieldstone Road
Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocatestime

Allocates money

Allocates material and facility
resources

Allocates human resources
Acquires and evaluates information
Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process
information

Exercises leadership

Negotiatesto arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology
Appliestechnology to task
Credtive thinking

14
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TABE Work- CTB/McGraw-Hill Allocatestime

Related Problem 20 Ryan Ranch Road Allocates money

(S;"A"E';’I‘Eg_ Pg Monterey, CA 93940-5703 Allocates material and facility
(831)393-7282 Fesources
(800)538-9547 Allocates human resources

Acquires and evaluates information

Organizes and maintains
information

Interprets and communi cates
information

Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology
Appliestechnology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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WORKPLACE COMPETENCIES: Resources

Allocates Money

SCANS
Definition:

Prepares budgets, makes cost and revenue forecasts, keeps detailed records to track budget
performance, and makes appropriate adjustments.

Demonstrating competence includes accurately preparing and using a budget consistent with
accounting methods, accurately calculating future budgetary needs based on projected costs and
revenues, accurately tracking the extent to which actual costs and revenues differ from the
estimated budget, and taking appropriate and effective actions.

Panel
Comments:

In constructing a scale, the lowest level would include “making change.”

Summary of

Seven sources, listed below, were found to include some aspect of the competency “allocates

Literature money” as part of their definition of necessary workplace skills. In general, these sources support

Review: the SCANS definitions for dlocating money. However, as noted with “alocating time,” most of the
sources were not divided into separate resource categories, indicating that the ability to allocate is
more important than what is being allocated.

List of

Sources:

Chatham- Money: Interprets and uses financial forms (e.g., money orders, paychecks); interprets and

Savannah processes bills, business invoices, and utility bills.

Compact

Consensus Thinking/problem solving skills: Allocates necessary resources.

Framework

for Workplace

Readiness

Equipped for Common activities: Find, manages, shares and all ocates time, money, and material resources. Use

the Future resources in a way that supports own needs, goals, and priorities and those of the family,

organization, or community. Also, identify and secure the resources needed and make sure they
are used wisely.

High Schools Computation: Determine the costs, time, or resources necessary for atask.

and the

Changing

Workplace:

The

Employer’s

View
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Kansas
Competency
Index of
Workplace
ills

Mexico's

Occupational
Analysis Study

Managing resources. Manages money (makes change for a cash transaction, prepares a budget,
develops a pricing policy).

Coordination and administration of activities: [Level 5] Evaluates personnel, project, operations
and programs; design programs; establish program goals and determine activities to meet goals;
recommend and carry out solutions to problems as necessary. [Level 4] Coordinate activities,
operations and personnel; administer resources; identify priorities and supervise activities. [Level
3] Schedule, plan, and organize activities, make estimates of resources needed for an operation or
activity; explain procedures to othersto carry out duties. [Level 2] Make phone calls or prepare
correspondence to arrange appointments or meeting; guide activities of the public or co-workers;
arrange for permits and authorizations; schedule own activities. [Level 1] Provide direct support
for activities, prepare the work area or arranging for necessary materials for an activity.

SCANS
Scales:

SCANS Scale
Rationale:

Proactive
toward tasks
A

Reactive
toward
tasks

Level 5 Develops and governs a financia plan for an organization, including projecting

organizational revenue verses costs over time, distributing funding to departmental or
project budgets, alocating revenue to financial investments for projected purposes, and
evauating financia risks of new products or business ventures.

Level 4 Makes cost and revenue projections for several multiple-task projects, and develops

budgets within those parameters. Evaluates and adjusts budgets as necessary based on
revised cost and revenue projections.

Level 3 Makes cost and revenue projections for a single multiple-task project, and develops a

budget within those parameters. Evaluates and adjusts budget as necessary based on
revised cost and revenue projections.

Level 2 Tracksexpenditures relative to a budget; makes adjustments as necessary and/or informs

superiors of potentia problems. Within a specified allocation, estimates costs for specific
activities. Adjusts priorities based on evaluation of costs within a specified budget.

Level 1 Performs and records a cash transaction, including determining the amount of the

transaction, receiving payment from a client/customer or obtaining funds from an
account, making or receiving the correct change, and recording the transaction either by
using a cash register or filing areceipt according to procedures.

SCANS—
O*NET
Crosswalk:

Management of financial resources: (Technical Definition) Obtains monetary or budget support
for various projects; alocating funds to these projects and accounting for expenditures.
(Operational Definition) Determining how money will be spent to get the work done and
accounting for these expenditures.

Comments. The match between the SCANS definition and O*NET definition is strong. Thereis
evidence of smilar behaviors and an essence that the two are meaning to communicate the same
skills.

Workplace Competencies: Resources 17



Crosswalk
to O*NET
Scale
Anchors:

SCANS Allocates Money

Level 5

Develops and governs a
financia plan for an
organization, including
projecting organizational
revenue Verses costs over
time, distributing funding to
departmental or project
budgets, alocating revenue
to financial investments for
projected purposes, and
evauating financia risks of
new products or business
ventures.

O*NET Management of Financial
Resources

SCANS Scale Level 4
Rationale:

Makes cost and revenue
projections for several
multiple-task projects, and
devel ops budgets within
those parameters. Evaluates
and adjusts budgets as
necessary based on revised

cost and revenue projections.

High Developing and
approving yearly
budgets for alarge
corporation and
obtaining financing as
necessary.

Makes cost and revenue
projections for asingle
multiple-task project, and
develops a budget within
those parameters. Evaluates
and adjusts budget as
necessary based on revised

cost and revenue projections.

Medium Preparing and managing
abudget for a short-term
proj ect.

Tracks expenditures relative
to a budget; makes
adjustments as necessary
and/or informs superiors of
potential problems. Within a
specified allocation,
estimates costs for specific
activities. Adjusts priorities
based on evaluation of costs
within a specified budget.

Proactive

toward tasks

'

Reactive

towar

tasks
Level 3
Level 2

18
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Level 1 Performs and records a cash 0 Low Taking money from

transaction, including petty cash to buy office
determining the amount of supplies and recording
the transaction, receiving the amount of the
payment from a expenditure.

client/customer or obtaining
funds from an account,
making or receiving the
correct change, and
recording the transaction
either by using a cash
register or filing a receipt
according to procedures.

Other O*NET

Link The O*NET framework contains other references to allocating money. These include;
inks:

Estimating the characteristics of materias, products, events, or information (Occupational
Requirements): Estimating the sizes, distances, and quantities, or determining time, costs,
resources, or materials needed to perform awork activity.

Monitoring and controlling resources (Occupational Requirements): Monitoring and controlling
resources and overseeing the spending of money.
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Assessments:

Industrial
Psychology
International,
Ltd. -- Judgement

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocatestime
Allocates money

Allocates material and facility
resources

Allocates human resources
Acquires and evaluates information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process
information

Teaches others

Exercises leadership

Negotiates to arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology
Appliestechnology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning

20
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Industrial Industrial Psychology International, Ltd. (IPI) Allocates time

Psychology 4106 Fieldstone Road Allocates money
International, . . -

Champaign, IL 61822 Allocates materia and facility
Ltd. -- Parts resources

(217)398-1437

(800)747-1119 Allocates human resources

Acquires and evaluates information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process
information

Exercises leadership

Negotiates to arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology
Appliestechnology to task
Creative thinking

TABE Work- CTB/McGraw-Hill Allocates time

Rel a_ted Problem 20 Ryan Ranch Road Allocates money

(S;"A"E';’:Eg_ - Monterey, CA 93940-5703 rAelalglﬁZ material and facility
(831)393-7282
(800)538-9547 Allocates human resources

Acquires and evaluates information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology

Applies technology to task
Reading

Writing

Arithmetic

Credtive thinking

Decision making

Problem solving

Seeing thingsin the mind’s eye
Reasoning
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WORKPLACE COMPETENCIES: Resources

Allocates Materials and Facility Resources

SCANS Acquires, stores, and distributes materids, supplies, parts, and equipment, space, or fina products

Definition: to make the best use of them.
Demonstrating competence includes carefully planning the steps involved in the acquisition,
storage, and distribution of resources; safely and efficiently acquiring, transporting, or storing
them; maintaining them in good condition; and distributing them to the end user.

Panel The same scale, abstractly, astime should be use for this skill.

Comments:

In congtructing the scale, the highest level would involve estimation (e.g., general contractor). The
descriptions of the scale level should aso include contextual terms when appropriate.

Summary of

Six sources, listed below, were found to include some aspect of the competency “ all ocates materials

22

Literature and facility resources’ as part of their definition of necessary workplace skills. In general, these

Review: sources support the SCANS definitions for alocating materials and facility resources. However, as
noted with “allocating time” and “allocating money,” most of the sources were not divided into
separate resource categories, indicating that the ability to alocate is more important than what is
being alocated.

List of

Sources:

Consensus Thinking/problem solving skills: Allocates necessary resources.

Framework

for Workplace

Readiness

Equipped for Common activities: Find, manages, shares and all ocates time, money, and material resources. Use

the Future resources in a way that supports own needs, goals, and priorities and those of the family,

organization, or community. Also, identify and secure the resources needed and make sure they
are used wisely.

High Schools Computation: Determine the costs, time, or resources necessary for atask.

and the

Changing

Workplace:

The

Employer’s

View
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Kansas
Competency
Index of
Workplace
ills

Mexico's
Occupational
Analysis Sudy

Skill Demand,
Changing
Work
Organization,
and
Performance

Managing resources. Manages facilities (complies with safety and health rules, organizes work
space) and materias (requisitions supplies/equipment, identifies purchasing sources, explains
concepts of supply and demand).

Handling, storing, conservation, and manufacturing of materials and products: [Level 5] Evaluates
existing systems and processes in order to develop new or improved processes and/or products.
[Level 4] Diagnoses problems concerning processes and the installation of eguipment to
manufacture products and suggest solutions. [Level 3] Manufacture, install, repair, and safeguard
materials, products, installations, or equipment, as well as carry out tests on products
characteristics and conditions. [Level 2] Follow specifications or instructions when channeling
materials, products, equipment or machinery. [Level 1] Follow procedures or instructions in order
to undertake a specific task, including physica activities such as classification, cleaning, loading,
stacking, mixing, storing, and delivering materials and products.

Coordination and administration of activities: [Level 5] Evaluates personnel, project, operations
and programs, design programs, establish program goals and determine activities to meet goals;
recommend and carry out solutions to problems as necessary. [Level 4] Coordinate activities,
operations and personnel; administer resources; identify priorities and supervise activities. [Level
3] Schedule, plan, and organize activities; make estimates of resources needed for an operation or
activity; explain procedures to others to carry out duties. [Level 2] Make phone calls or prepare
correspondence to arrange appointments or meeting; guide activities of the public or co-workers;
arrange for permits and authorizations; schedule own activities. [Level 1] Provide direct support
for activities; prepare the work area or arranging for necessary materials for an activity.

Workplace competencies:. Is able to allocate space and materials.
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SCANS

Scales:

Level 5  Definesbusiness processes or financial rules for the allocation of materials. Designs
complex workstations involving multiple systems. Evaluates specifications of new
equipment or materials for compatibility or integration into existing environment.

SCANS Scale Level 4  Coordinatesthe acquisition and use of materials or facilities across multiple projects,

Rationale: assuring that proper storage and maintenance are available. Monitors the use of
materials and facilities to ensure that they are being used efficiently and that project

Proactive demands are being met. Distributes materials and facilities across projects.

toward tasks

1 Level 3 Determines the materias or facilities needed for amultiple-task project. Identifies the

Reactive sources and costs of materials or facilities. Designs storage plans and distribution

toward methods for materials, and coordinates their use within projects.

tasks

Leve 2 Determines the type and quantity of materias or facilities needed to complete awork
task. Follows adistribution plan. Obtains facility resources according to awork plan.
Stores and maintains per specifications.

Level 1  Obtains, stores, and/or delivers specific materials as specified in awork plan.

SCANS— Management of material resources: (Technical Definition) Obtains and allocates equipment,

O*NET facilities, and materials needed to do a job ensuring its maintenance and overseeing its use.

Crosswalk: (Operational Definition) Obtaining and seeing to the appropriate use of equipment, facilities, and
materials needed to do certain work.

Comments. The match between the SCANS definition and O*NET definition is strong. Thereis

evidence of similar behaviors and an essence that the two are meaning to communicate the same

skills.
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Crosswalk
to O*NET
Scale
Anchors:

SCANS Scale
Rationale:

Proactive
toward tasks
1
Reactive
toward
tasks

SCANS Allocates Materials and Facility

Resources

Level 5

Defines business processes or
financial rulesfor the
allocation of materials.
Designs complex workstations
involving multiple systems.
Evaluates specifications of
new equipment or materias
for compatibility or

integration into existing
environment.

O*NET Management of Material
Resources

Level 4

Coordinates the acquisition
and use of materiasor
facilities across multiple
projects, assuring that proper
storage and maintenance are
available. Monitors the use of
materials and facilities to
ensure that they are being
used efficiently and that
project demands are being
met. Distributes materials and
facilities across projects.

High Determining the
computer system needs
of alarge corporation
and monitoring use of
the equipment.

Level 3

Determines the materials or
facilities needed for a
multiple-task project.

| dentifies the sources and
costs of materias or facilities.
Designs storage plans and
distribution methods for
materials, and coordinates
their use within projects.

Medium Evaluating an annual
uniform service contract

for delivery drivers.

Level 2

Determines the type and
quantity of materials or
facilities needed to complete a
work task. Follows a
distribution plan. Obtains
facility resources according to
awork plan. Stores and
maintains per specifications.

Level 1

Obtains, stores, and/or
delivers specific materials as
specified in awork plan.

Low Renting a meeting room
for a management
meeting.
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Other O*NET The O*NET framework contains other references to allocating materials and facility resources.
Links: Theseinclude:

Product inspection (Worker Requirements): Inspects and evaluates the products of a process or
procedure to make sure they are meeting design specifications, error tolerances, and user needs.

Estimating the characteristics of materials, products, events, or information (Occupational
Requirements): Estimating the sizes, distances, and quantities, or determining time, costs,
resources, or materials needed to perform awork activity.

Monitoring and controlling resources (Occupational Requirements): Monitoring and controlling
resources and overseeing the spending of money.

Assessments:

Industrial Industrial Psychology International, Ltd. (IPI) Allocates time
Psychology 4106 Fieldstone Road Allocates money

International, Champaign, IL 61822 Allocates material and facility
Ltd. -- Judgement I esour ces
(217)398-1437

(800)747-1119 Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Teaches others

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial Industrial Psychology International, Ltd. (IPI)
:Dsychol ogy | 4106 Fieldstone Road
nternational, :
Ltd, - Parts Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocatestime
Allocates money

Allocates material and facility
resour ces

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Workplace Competencies: Resources
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TABE Work-
Related Problem
Solving
(TABE-PS)

CTB/McGraw-Hill

20 Ryan Ranch Road
Monterey, CA 93940-5703
(831)393-7282
(800)538-9547

Allocates time
Allocates money

Allocates material and facility
resour ces

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’s eye
Reasoning
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WORKPLACE COMPETENCIES: Resources

Allocates Human Resources

SCANS
Definition:

Assesses knowledge and skills and distributes work accordingly, evaluates performance, and
provides feedback.

Demonstrating competence includes accurately assessing an individua's knowledge, skills,
abilities, and potential; identifying present and future workloads, making effective matches
between individual talents and workload; and actively monitoring performance and supplying
feedback.

Panel
Comments:

None.

Summary of

Five sources, listed below, were found to include some aspect of the competency “allocates human

Literature resources’ as part of their definition of necessary workplace skills. In generd, these sources support

Review: the SCANS definitions for alocating human resources. However, as noted with “allocating time,”
“alocating money,” and “alocating materials and facility resources,” most of the sources were not
divided into separate resource categories, indicating that the ability to allocate is more important
than what is being all ocated.

List of

Sources:

Chatham- Human resources: Explain ideas from awork plan and options for implementation; demonstrates

Savannah the ability to evaluate results, and identifies work-related problems and potential solutions.

Compact

Consensus Thinking/problem solving skills: Allocates necessary resources.

Framework

for Workplace

Readiness

Kansas Managing resources. Manages human resources (develops a job description, prepares an

Competency organization chart).

Index of

Workplace

ills
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Mexico's Coordination and administration of activities: [Level 5] Evaluates personnel, project, operations
Occupational and programs, design programs, establish program goals and determine activities to meet goals;
AnalysisStudy  recommend and carry out solutions to problems as necessary. [Level 4] Coordinate activities,

operations and personnel; administer resources; identify priorities and supervise activities. [Level

3] Schedule, plan, and organize activities; make estimates of resources needed for an operation or

activity; explain procedures to others to carry out duties. [Level 2] Make phone calls or prepare

correspondence to arrange appointments or meeting; guide activities of the public or co-workers,
arrange for permits and authorizations; schedule own activities. [Level 1] Provide direct support
for activities; prepare the work area or arranging for necessary materials for an activity.

ill Demand,  Workplace competencies: Allocates staff.

Changing

Work

Organization,

and

Performance

SCANS

Scales:

Level 5 Determinesindividuals potential for learning and accomplishing unfamiliar tasks and
activities. Makes hiring decisions based on estimates of applicants’ potential to meet
job demands. Assigns individuals to training programs based on estimated potential
and learning needs.

SCANS Scale Level 4 Determinesindividuas ability to perform avariety of complex tasks. Assigns people

Rationale: to work on multiple-task projects that require minimal supervision. Provides feedback
to individuals regarding their performance in managing projects.

Greater degree

of judgement Level 3 Determinesindividuals' ability to perform specific tasks by observing them perform

1 the tasks or similar tasks. Identifies areas of deficiency to recommend further

Lesser degree development and training.

of

judgement

Level 2  Assigns or reassigns people to tasks based upon their known skills and abilities.
Provides feedback to individuals regarding their performance on tasks.

Level 1 Assignsindividuals from apool of qualified workers to single tasks based upon their
availability. Assigns oneself to tasks based on self-assessment of skills, task, and
workload.

SCANS— Comments: No equivaent. There is an association to O*NET’s Management of Personnel
O*NET Resour ces, but the definition does not directly correspond. SCANS emphasizes the distribution
Crosswalk: of personnel, while O*NET emphasizes management of personnel.
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Oth Iff O*NET  The O*NET framework contains other references to allocating human resources. These include:
Links:

Management of personnel resources (Worker Requirements): Recruits people with appropriate
expertise and assigns them to relevant tasks, monitoring, developing, and motivating them as they
work on these tasks.

Estimating the characteristics of materials, products, events, or information (Occupational
Requirements): Estimating the sizes, distances, and quantities, or determining time, costs,
resources, or materials needed to perform awork activity.

Monitoring and controlling resources (Occupational Requirements): Monitoring and controlling
resources and overseeing the spending of money.

Staffing organizational units (Occupational Requirements): Recruiting, interviewing, selecting,
hiring, and promoting personsin the organization.

Assessments:

Industrial Industrial Psychology International, Ltd. (IPI) Allocates time
Psychology 4106 Fieldstone Road Allocates money

International, Champaign, IL 61822 Allocates material and facility
Ltd. -- Judgement resources
(217)398-1437

(800)747-1119 Allocates human resour ces

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Teaches others

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial
Psychology
International,
Ltd. -- Parts

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocates time
Allocates money

Allocates material and facility
resources

Allocates human resour ces

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Creative thinking

Industrial
Psychology
International,
Ltd. -- Verbal
Proficiency
Assessment
(VPA)

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocates human resour ces

Interprets and communicates
information

Participates as ateam member
Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Speaking

32
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TABE Work- CTB/McGraw-Hill
gf:a_ted Problem 20 Ryan Ranch Road
ving i
(TABE-PS Monterey, CA 93940-5703
(831)393-7282
(800)538-9547

Allocates time
Allocates money

Allocates material and facility
resources

Allocates human resour ces

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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WORKPLACE COMPETENCIES: Information

Acquires and Evaluates Information

SCANS Identifies need for data, obtains them from existing sources or creates them, and evaluates

Definition: their relevance and accuracy.
Demongtrating competence includes posing analytic questions to determine specific need for
information, selecting possible information and evauating its appropriateness, and
determining a need for new information.

Panel None.

Comments:

Summary of
Literature
Review:

Twenty-one sources, listed below, were found to include some aspect of the competency
“acquires and evaluates information” as part of their definition of hecessary workplace skills.
In general, the sources support the SCANS definition for acquiring and evaluating
information. However, many sources aso include the behaviors of locating, interpreting,
converting, utilizing, and analyzing information in all formats and from al media. They aso
emphasize the importance of performing this skill efficiently and evaluating the sources of the
information as well asthe information itself.

List of
Sources:

Arizona
Workplace Skills
Sandards
(Draft)

Australia’ s Key
Competencies

34

Use principles of effective ora, written and listening communication skills to make decisions
and solve workplace problems, which includes identifying the relevant details and facts of
written material; and responding to oral and written presentations by formulating relevant
feedback, express, opinions, discern the main idea, and distinguish fact from opinion.

Apply critical and creative thinking skills to make decisions and solve workplace problems,
which includes utilizing information acquired form severa sources and transfer information
learned in one situation to another.

Identifying need for data, obtaining it, and developing avaidation instrument for determining
its accuracy.

Collecting, analyzing and organizing information:; Locates information, evaluates both the
information itself and the sources and methods used to obtain it.
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Basic S«ill
Requirements
for Selected
Army
Occupational
Training
Courses

California
Career-
Technical
Assessment
Project (CTAP)

Chatham-
Savannah
Compact

Consensus
Framework for
Workplace
Readiness

Equipped for the
Future

Getting a Job
after College

Kansas
Competency
Index of
Workplace Skills

Kentucky
Council on
School
Performance
Sandards

Locating information: Being able to alphabetize, using aphabetical or numerical system to
locate information, using atable of contents, using one reference to locate another reference,
and using alegend or key.

Understanding graphics: Reading and understanding tables, graphs, and charts, reading and
understanding schematics and diagrams, and relating text to corresponding graphics.

Asking questions. Reading for and understanding details, asking appropriate questions, and
asking a series of questionsto gain detailed information.

Thinking and problem-solving skills: Identifies, locates, and organizes information for ease
of interpretation.

Information: Acquires and eval uates information from written work instructions, work orders,
labels, safety warnings, product instructions, procedures manuals, directions in textbooks,
manual s, handouts, road/street signs/symbols, maps, tests, logs, journals, telephone books,
dictionaries, schedules, job announcements, advertisements, computer printouts, classified
advertisements, insurance forms, warranties, contracts, agreements, tax forms, lega notices,
and written specifications (e.g., plans and blueprints).

Communication: Receives, processes, and conveys information using a variety of sources
(such as written, verbal, non-verbal, and symbolic; technological and multi-media; abstract
aswell as concrete) to gather information efficiently.

Gather, analyze and use information: Find and anayze information from diverse sources.

Research: Seek out information from multiple sources.

Functional skills: Demonstrates research skills.

Basic language arts skills: Reads, understands, and finds information in books, manuals,
directories, etc.; reads and understands forms; uses a dictionary; and interprets workplace
documents such as policy manuals, order forms, etc.

Information-processing skills. Uses the features of books and other reference materials; uses
standard library reference skills to locate and retrieve information.

Workplace Competencies: Information 35



Mexico’'s
Occupational
Analysis Sudy

Michigan
Employability
ills

New Sandards
Project

New Zealand's
Essential kills

PLATO
Learning System

36

Administration of information: [Level 5] Judge the quality, pertinence, importance, and
authenticity of information from multiple sources to reach conclusions and recommendations
to be taken. [Level 4] Understand information as awhole, identify implications, tendencies
and patterns in information through reading or by means of computers or other technology.
[Level 3] Locate, collect, process, and protect information and the creation of systems for
safeguarding. [Level 2] Record, input, format, verify, store, and upkeep information.
[Level 1] File and locate information using simple and direct methods such as a phabetical
and numerical codes.

Reading materias for information: [Level 5] Read complex documents and compositions to
analyze, evaluate, and solve problems and make decisions. [Level 4] Read complex, routine
documentsto coordinate work activities, to inform others and make decisions. [Level 3] Read
various materials to obtain information to determine work to be carried out or how to repair
machinery or equipment, interpret graphs, tables, and written instructions or directions.
[Level 2] Read work orders, instructions, memorandums, etc. to carry out activities correctly.
[Level 1] Read very smple materialsto carry out activities correctly.

Locating information: [Level 5] Make use of complex and extensive documents such as
forms, maps and diagrams, handle different types of documents that contain less common
terminology, symbols, and formats, clarify complicated data and interpret for specific ends
or to apply datato anew situation. [Level 4] Carry out a careful study for the recognition of
tendencies, find the main ideas in a collection of data, and discriminate and sdlect relevant
information for a specific purpose from alarge amount of information and apply it in similar
situations. [Level 3] Attend to matters generated by differences within or between documents,
seek different items of information, make generalizations, take other sources of information
as points of reference so asto confirm and clarify information, and consider the document’s
framework when making comparisons. [Level 2] Use documents such as order forms, charts,
tables, plans, and simple diagrams, |ocate information in the proper place, understand basic
terminology used in the work place, and find addresses on a map and interpret location of
objects on aplan. [Level 1] Handle simple documents which contain one or two items of
information, follow arecording or filing method, use information such astitles and authors
names to locate information rapidly, recognize symbols, colors, or patterns to locate
information, and identify common forms of data.

Academic skills: Uses research and library skills.

Collecting, analyzing and organizing information: Defines the needs of audiences and the
purposes of the information; and critically investigates sources to identify and distil relevant
information; and identifies within information the main organizing categories and structures;
and evaluates the quality and validity of information.

Information Skills.

Reading for information and data skills.
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Skill Demand,
Changing Work
Organization,
and
Performance

Texas Workplace

ills Inventory

Washington
Basic Skills

Washington
Workplace
Competency
Worksheet

Work Keys

Young People’'s
Participation in
Post-
Compulsory
Education and
Training

Workplace competencies: Acquires and evaluates data

Among skillsidentified as essential: Asks questions when appropriate.

Looking up and obtaining information: Alphabetizes, uses a dictionary, reads abbreviations,
classified advertisements, job advertisements, dictionaries, telephone books, work-related
schedules, policy manuals, job announcements, and computer printouts.

Reading: L ocates information.

Information: Convertsinformation from one form to another to convey information (oral and
written) as needed, identifies the appropriate source of information for job opportunities, and
understands the use of general work-related vocabulary.

Ability to use one or more related graphics to locate, insert, compare, and summarize
information. Ability to make decisions, apply information, and draw conclusions based on
information contained in one or more graphics.

Language and communication; Accesses and uses information.
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SCANS

Scales:

Level 5 Judges the quality, importance, pertinence, and authenticity of information drawn from
diverse sources. Reorganizes existing information to create new sources if necessary
sources do not exist.

SCANSScaIe Level 4 Evaluates information that contains specialized technical terms or has a complex

Rationale: structure and composition (such as information of alegal, scientific, engineering, or

Indirect academic nature). ldentifies tendencies and patterns in data and/or comparing

access to information.

information ) a6 3 Evaluatesinformation f h abular data, f d

and greater ev valuatesinformation from sources such asreports, tabular data, forms, maps, diagrams,

degree of and interviews for accuracy, significance, and/or relevance. Identifies and corrects

judgement. discrepancies and errors.

t Leve 2 Locatesinformation within existing sources by conducting searches, including internet

and library searches. Skims and examines sources to locate specific information.

Immediate

access to Leve 1 Retrieves information according to a plan from existing sources such as standard

information business forms, reports, invoices, books, etc.

and lesser

degree of

judgement.

SCANS— Comments. The context of “information” is presented differently in the SCANS frameworks

O*NET versusthe O*NET framework. SCANS constructed skill categories that address specific activities

Crosswalk: related to using information. O*NET distributed the use of information across many of itsskill area
definitions. For the SCANS skill of “acquiring information,” there is a relationship to O*NET
Complex Problem Solving Skill “ Information Gathering” and System Skill “ System Evaluation.”
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Other O*NET The O*NET framework contains other references to acquiring and evaluating information. These

Links:

include;

Perceptual speed (Worker Characteristics): The ability to quickly and accurately compare letters,
numbers, objects, pictures, or patterns. The things to be compared may be presented at the same
time or one after the other. This ability also includes comparing a presented object with a
remembered object.

Flexibility of closure (Worker Characteristics): The ability to identify or detect a known pattern (a
figure, object, word, or sound) that is hidden in other distracting material.

Speed of closure (Worker Characteristics): The ability to quickly make sense of information that
seems to be without meaning or organization. It involves quickly combining and organizing
different pieces of information into a meaningful pattern.

Information gathering (Worker Requirements): Knowing how to find information and identifying
essential information.

Systems evaluation (Worker Requirements): Looking at many indicators of system performance
taking into account their accuracy.

Evaluating information for compliance to standards (Occupational Requirements): Evaluating
information against a set of standards and verifying that it is correct.

Judging the qualities of objects, services, or persons (Occupational Requirements): Making
judgements about or assessing the value, importance, or quality of things or people.

Monitoring processes, materials, or surroundings (Occupational Requirements): Monitoring and
reviewing information from materials, events, or the environment, often to detect problems or to
find out when things are finished.

Identifying objects, actions, and events (Occupational Requirements): Identifying information
received by making estimates or categorizations, recognizing differences or similarities, or sensing
changes in circumstances or events.

Getting information needed to do the job (Occupational Requirements): Observing, receiving, and
otherwise obtaining information from all relevant sources.
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Assessments:

Industrial
Psychology
International,
Ltd. -- Judgement

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocates time
Allocates money

Allocates materia and facility
resources

Allocates human resources
Acquires and evaluates
information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process
information

Teaches others

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial Industrial Psychology International, Ltd. (IP1)

Psychology 4106 Fieldstone Road
International, Champaign, IL 61822
Ltd. -- Parts (217)398-1437

(800)747-1119

Allocatestime
Allocates money

Allocates material and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Exercises leadership
Negotiatesto arrive at a decision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Creative thinking
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Industrial Industrial Psychology International, Ltd. (IPI) Acquiresand evaluates

Psychology 4106 Fieldstone Road information
International, Champaign, IL 61822 Organizes and maintains
Ltd. -- Workplace (217)398-1437 information

Skills Survey (800)747-1119

Interprets and communi cates
information

Uses computers to process
information

Participates as a member of ateam
Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Socid

Self-management
Integrity/Honesty

TABE (Test of CTB/McGraw-Hill Acquiresand evaluates
Adult Basic 20 Ryan Ranch Road information

Education) 7&8  Monterey, CA 93940-5703 Reading
Complete Battery (831)393-7282 Writing

(800)538-9547 Arithmetic/Mathematics
Creative thinking
Problem solving
Reasoning
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TABE (Test of CTB/McGraw-Hill Acquiresand evaluates
Adult Basic 20 Ryan Ranch Road information
g‘j'r“g' on) 7&8 Monterey, CA 93940-5703 Readiing
(831)303-7282 writing _
(800)538-9547 Arlth.metlc/.M z?n:hematlcs
Creative thinking
Problem solving
Reasoning
TABE Work- CTB/McGraw-Hill Acquiresand evaluates
Related 20 Ryan Ranch Road Information
Foundation Skills Reading
Monterey, CA 93940-5703
(TABE-WF) & Writing

(831)393-7282
(800)538-9547

Arithmetic/Mathematics
Creative thinking
Problem solving
Reasoning
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TABE Work-
Related Problem
Solving
(TABE-PS)

CTB/McGraw-Hill

20 Ryan Ranch Road
Monterey, CA 93940-5703
(831)393-7282
(800)538-9547

Allocatestime

Allocates money

Allocates materia and facility
resources

Allocates human resources

Acquiresand evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’s eye
Reasoning

Watson-Glaser
Critical Thinking
Appraisal, Forms
Aand B,
(WGCTA), 1980

The Psychology Corporation
555 Academic Court

San Antonio, TX 78204
(800)211-8378

Acquires and evaluates
information

Problem solving
Reasoning
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WORKPLACE COMPETENCIES: Information

Organizes and Maintains Information

SCANS
Definition:

Organizes, processes, and maintains written or computerized records and other forms of
information in a systematic fashion.

Demongtrating competence includes understanding and organizing information from computer,
visual, oral, and physical sourcesin readily accessible formats (e.g., computerized databases,
spreadsheets, microfiche, videodiscs, paper files); and transforming datainto different formats
to organize them by the application of sorting, classifying, or more formal methods.

Panel
Comments:

None.

Summary of

Ten sources, listed bel ow, were found to include some aspect of the competency “ organizes and

Literature maintains information” in their definition of necessary workplace skills. In general, these

Review: sources support the SCANS definition for organizing and maintaining information. However,
several sources also include the behaviors of protecting and extracting information, and there
are many references to systems. Therefore, the understanding of systemsis related to this skill
area. Whilerefining adefinition for this skill, it may be helpful to refer to the skill definitions
for systems.

List of

Sources:

ASTD Update: Group and organizational effectiveness skills: Exhibits organizational skills.

Basic kills

Chatham- Maintains information: Differentiates, sorts, and categorizes information.

Savannah

Compact

Consensus Communication: Organizes and maintains information.

Framework for

Workplace

Readiness

Getting a Job Functiona skills: Demonstrates organization skills.

after College

High School Among skills identified by survey results: Keeps records and books.

Curriculum

Sudy
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Kentucky
Council on
School
Performance
Sandards

Mexico's
Occupational
Analysis Study

New York Sate
Education
Department

New Zealand's
Essential Skills

Math skills: Organizes data into tables, charts, and graphs.

Information processing skills: Uses a computer to access information sources and databases,
and extracts and organizes information from data sources.

Adminigtration of information: [Level 5] Judge the quality, pertinence, importance, and
authenticity of information from multiple sources to reach conclusions and recommendations
to betaken. [Level 4] Understand information as awhole, identify implications, tendenciesand
patterns in information through reading or by means of computers or other technology.
[Level 3] Locate, collect, process, and protect information and the creation of systems for
safeguarding. [Level 2] Record, input, format, verify, store, and upkeep information.
[Level 1] File and locate information using simple and direct methods such as aphabetical and
numerical codes.

Reading materials for information: [Level 5] Read complex documents and compositions to
analyze, evaluate, and solve problems and make decisions. [Level 4] Read complex, routine
documents to coordinate work activities, to inform others and make decisions. [Level 3] Read
various materials to obtain information to determine work to be carried out or how to repair
machinery or equipment, interpret graphs, tables, and written instructions or directions.
[Level 2] Read work orders, instructions, memorandums, etc. to carry out activities correctly.
[Level 1] Read very smple materialsto carry out activities correctly.

Expanded basics: Uses information systems.

Information skills.

Washington Thinking skills: Organizes and appliesinformation correctly.
Workplace
Competency Information: Prepares, maintains, and interprets quantitative and qualitative records.
Worksheet
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SCANS

Scales:

Leve 5 Alignsinformation or datato multiple business needs or goals. Links data between

similar or dissimilar projects or processes.
Level 4 Transforms datainto different formats for the purpose of organizing and storing it.
SCANS Scale Alignsinformation or data to business needs or goals.
Rationale:

Level 3 Deveopsstructuresfor organizing information in computer and physica formats (e.g.,
Complex for checking accuracy of data, computerized databases, spreadsheets, microfiche,
operations videodiscs, paper files).
1
Smple Level 2 Classifies and/or categorizes information. Maodifies an existing information storage
operations structure to improve its functionality. Identifies which information needs to be secure

and which does not.

Level 1 Sortsand organizesinformation within given categories. Files and locates information
using simple and direct methods such as alphabetical and numerical codes. Maintains
information so that it is accurate and easy to locate.

SCANS— Comments: The context of “information” is presented differently in the SCANS frameworks
g*N ET . vess the O*NET framework. SCANS constructed skill categories that address specific activities
rosswalk:

related to using information. O*NET distributed the use of information across many of its skill
area definitions. For the SCANS skill of “organizing information,” there is a relationship to
O*NET Complex Prablem Solving Skill * Information Organization.”

Other O*NET
Links:

The O*NET framework contains other references to organizing and maintaining information.
These include:

Information ordering (Worker Characteristics): The ability to correctly follow a given rule or set
of rulesin order to arrange things or actions in a certain order. The things or actions can include
numbers, letters, words, pictures, procedures, sentences, and mathematical or logical operations.

Information organization (Worker Requirements): Finding ways to structure or classify multiple
pieces of information.

Documenting/recording information (Occupational Requirements): Entering, transcribing,
recording, storing, or maintaining information in either written form or by electronic/magnetic
recording.

Processing information (Occupational Requirements): Compiling, coding, categorizing,
calculating, tabulating, auditing, verifying, or processing information or data.
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Assessments:

Industrial
Psychology
International,
Ltd. -- Judgement

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocates time
Allocates money

Allocates material and facility
resources

Allocates human resources
Acquires and evaluates information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process information
Teaches others

Exercises leadership

Negotiates to arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology
Appliestechnology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial
Psychology
International,
Ltd. -- Parts

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocates time
Allocates money

Allocates material and facility
resources

Allocates human resources
Acquires and evaluates information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process information
Exercises leadership

Negotiatesto arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems

Selects technology

Applies technology to task

Credtive thinking

Industrial
Psychology
International,
Ltd. -- Workplace
aills Survey

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Workplace Competencies: Information

Acquires and evaluates information

Organizes and maintains
information

Interprets and communi cates
information

Uses computers to process information
Participates as a member of ateam
Teaches others

Serves clients/customers
Exercises leadership

Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Social

Self-management
Integrity/Honesty
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TABE Work-
Related Problem
Solving
(TABE-PS)

CTB/McGraw-Hill

20 Ryan Ranch Road
Monterey, CA 93940-5703
(831)393-7282
(800)538-9547

Allocates time
Allocates money

Allocates material and facility
resources

Allocates human resources
Acquires and evaluates information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects performance
Improves and designs systems
Sel ects technology
Appliestechnology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’ s eye
Reasoning

50
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WORKPLACE COMPETENCIES: Information

Interprets and Communicates Information

SCANS Selects and analyzesinformation and communicates the results to others using oral, written, graphic,
Definition: pictorial, or multimedia methods.
Demongtrating competence includes determining the information to be communicated, identifying
the best methods to present the information (e.g., overheads, handouts), and converting the
information to adesired format when conveying it to others (e.g., oral, written).
Panel This competency involves changing the nature of information in order to communicate it.
Comments:

Summary of
Literature
Review:

Twelve sources, listed below, were found to include some aspect of the competency “interprets and
communicates information” as part of their definition of necessary workplace skills. In general,
these sources support the SCANS definitions for interpreting and communicating information.
However, many sources include the behaviors of requesting, summarizing, and clarifying
information. They also mention defining issues, drawing conclusions, and using a variety of
sources. For communicating information, they stress the importance of using diverse methods, as
well as determining the best methods. In several sources, there were references to communication
skills, so it may be helpful to refer to those summaries while refining this definition.

List of
Sources:

AccuVison
Workplace
Success Skills
System

Arizona
Workplace Skills
Sandards (Draft)

Australia’s Key
Competencies

California
Career-Technical
Assessment
Project (CTAP)

Graphs and charts: Interprets and applies information found in a chart or table format.

Apply computation skills and data analysis techniques to make decisions and solve workplace
problems, which at the proficiency level includes constructing projections and trends from raw data,
charts, tables and graphs that summarize data from workplace situations.

Collecting, analyzing, and organizing information: Sifts and sortsinformation in order to select what
isrequired and present it in a useful way.

Communication skills: Understand the principles of effective communication, communicates orally
and in writing, listens to others, follows instructions, and requests additional information or
clarification as needed.
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Chatham-
Savannah
Compact

Consensus
Framework for
Workplace
Readiness

Equipped for the
Future

Kentucky Council
on School
Performance
Sandards

Mexico's
Occupational
Analysis Sudy

New Sandards
Project

New Zealand's
Essential Skills
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Interprets and communicates information: Completes ajob application, receives spoken instructions
in the workplace, prints/writes legibly in ink, uses appropriate mechanics of standard English, uses
job-specific vocabulary appropriately, writes short notes and/or simple memos, writes information
in clear, logical, and complete manner, takes telephone messages accurately, communicates via
telephone, completes application form, reports emergencies, interviews for specific job opening,
writes |etters using correct structure and sentence style, completes education/training applications,
reads and interprets basic measurement and numerical readings, writes common abbreviations
specific to job, completes order forms, places orders, explains products and services, organizes
information into a brief written report/executive summary, interprets data from tables, charts,
graphs, and asks appropriate questions.

Communication: Conveys information using a variety of sources (such as written, verbal, non-
verbal, and symbolic; technological, multi-media; abstract as well as concrete) to interpret
information and share information.

Common activities. Use information to form opinions, make decisions, and take action.

Research: Summarize and organize information for analysis, and evauate for relevance and use.
Communicate findings to others by summarizing, drawing conclusions, and defining issues.

Math skills: Interprets data.

Information processing skills: Summarizes information from data sources.

Communication: [Level 5] Write and creste presentations that inform, persuade or introduce new
ideas or make proposals, draft technical reports or other specialized materials, including the
trandation or materials to other languages with accuracy. [Level 4] Present information on how to
carry out work operations, write manuals for a system, draw graphs and tables according to
specifications, design programs for use in education and training. [Level 3] Draft instructions on
procedures, prepare tables and graphs to show information collected from different sources, use a
second language for conveying instructions to others for carrying out an activity. [Level 2] Record
events, write basic correspondences memorandums and e-mail messages so as to keep clients,
suppliers and co-workers informed. [Level 1] Copying and recording information, such as keeping
inventory or preparing aclient list.

Communicating ideas and information: Chooses the mode and form appropriate to a context and
audience; and revises and evaluates the communication in light of feedback; and varies style of
presentation to suit a variety of contexts; and uses ideas to interpret and represent information in
avariety of contexts, and adapts ideas and information to unanticipated responses from audiences.

Information skills.
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Sill Demand,

Changing Work

Organization,

and Performance

Workplace competencies: Interprets and communicates findings from data.

SCANS
Scales:

SCANS Scale
Rationale:

Complex and
incomplete
information
)

Smple and
complete
information

Level 5 Extrapolates information when it is not immediately obvious or entirely known.

Leve 4 Communicates judgments about the quality and uses of data. Communicates data for
making decisions. Explains complex information in understandable terms so that it can
be received and understood by different audiences.

Level 3 Analyzesinformation across multiple sources and makes an integrated presentation.

Level 2  Interprets and presentsinformation from multiple sourcesin oral or written form. Selects
the most important issuesin each and presents them in a useful way. Selects appropriate
format for communicating and displaying information (such as line graphs, bar graphs,
tables, pie charts, narrative documents, and/or graphics).

Level 1 Interprets and presents information from one sourcein oral or written form.

SCANS—
O*NET
Crosswalk:

Comments. The context of “information” is presented differently in the SCANS frameworks versus
the O*NET framework. SCANS constructed skill categories that address specific activities related
to using information. O*NET distributed the use of information across many of its skill area
definitions.

Other O*NET

Links:

The O*NET framework contains other references to interpreting and communicating information.
Theseinclude:

Synthesigreorganization (Worker Requirements): Reorganizing information to get a better approach
to problems or tasks.

Interpreting the meaning of information for others (Occupational Requirements): Trandlating or
explaining what information means and how it can be understood or used to support responses or
feedback to others.

Analyzing data or information (Occupational Requirements): Identifying underlying principles,
reasons, or facts by breaking down information or data into separate parts.
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Assessments:

Industrial
Psychology

International, Ltd.

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road
Champaign, IL 61822

Inter prets and communicates
information

Participates as amember of a

-- Fluency team
(217)398-1437 Serves clients/customers
(800)747-1119 Negotiatesto arrive at adecision
Speaking
Creative thinking
Industrial Industrial Psychology International, Ltd. (IPI) Allocatestime
Psychology 4106 Fieldstone Road Allocates money

International, Ltd.

-- Judgement

Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocates material and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Teaches others

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial
Psychology
International,
Ltd. -- Parts

Industrial Psychology International, Ltd. (IPI)

4106 Fieldstone Road
Champaign, IL 61822
(217)398-1437
(800)747-1119

Allocatestime
Allocates money

Allocates materia and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Creative thinking

Industrial
Psychology
International,
Ltd. -- Verbal
Proficiency
Assessment

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocates human resources

Interprets and communicates
information

Participates as amember of a
team

Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Speaking
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Industrial
Psychology
International,
Ltd. -- Workplace
aills Survey

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Participates as a member of a
team

Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving
Reasoning

Responsibility
Self-esteem

Social

Self-management
Integrity/Honesty
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TABE Work- CTB/McGraw-Hill

gg:\"’n‘.tr?g Problem 54 Ryan Ranch Road

(TABE-PS) Monterey, CA 93940-5703
(831)393-7282

(800)538-9547

Allocatestime
Allocates money

Allocates materia and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Reading

Writing

Arithmetic

Creative thinking

Decision making

Problem solving

Seeing thingsin the mind’ s eye
Reasoning

Work Keys ACT, Inc.

Observation P.O. Box 168
lowa City, lowa 52243-0168
(800)WORKKEY

Interprets and communicates
information

Listening
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WORKPLACE COMPETENCIES: Information

Uses Computers to Process Information

SCANS
Definition:

Employs a computer to acquire, organize, analyze, and communicate information.

Demonstrating competence includes entering, modifying, retrieving, storing, and verifying data
and other information; choosing aformat for displaying information (e.g., line graph, bar graph,
tables, pie charts, narrative); and ensuring the accurate conversion of information into a chosen
format.

Panel
Comments:

The panel recommends this competency be embedded in other SCANS competencies where
appropriate. The behaviors of “acquiring, organizing, analyzing, and communicating information”
in this competency are covered in the other information competencies, as well as the technology
competencies, whether or not a computer is used to perform the tasks. Since there are not special
categories for other specific tools or technology, this appears to be a reasonabl e action. However,
the panel does acknowledge that familiarity with computer operations and keyboarding are
important skillsin the workplace.

Summary of
Literature
Review:

Eleven sources, listed below, were found to include some aspect of the competency “uses
computers to process information” as part of their definition of necessary workplace skills. In
general, these sources support the SCANS definitions for using computers to process information.
However, several sources also include the physical skills associated with computer use and
knowledge of computer operationsin relation to information management. Many mention specific
computer applications, such as accessing the Internet and using word processing, spreadshest,
database, and statistical programs. There are many references to selecting and applying technology,
so it may be helpful to refer to the definitions for those competencies.

List of
Sources:

Arizona
Workplace Skills
Sandards (Draft)

Chatham-
Savannah
Compact

Colorado
Department of
Education

Fort Worth:
Project C*

58

Students demonstrate technological literacy for productivity in the workplace, which includes
demonstrating basic computer operation skillsin avariety of applications to organize information,
and using technology to organize information resources such as library and interlibrary catalog
databases.

Uses computers to process information: Uses a computer for word processing, completes forms on
acomputer, uses a computer for composition, and locates information on a computer.

Computer skills: Becomes aware of computer functions, inputs and accesses data from computer,
has experience with computer programs, and understands i ssues associated with computer use.

Ability to solve problems using multiple software packages (e.g., word-processing, spreadshest,
database, desktop publishing).
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Kansas Business
Survey

Kansas
Competency
Index of
Workplace Skills

Kentucky Council
on School
Performance
Sandards

Project BEL

Teaching the New
Basic ills

Vocational-
Technical
Consortium of
Sates
(VTECY/1llinois

Washington
Workplace
Competency
Worksheet

Among skillsidentified by surveyed businesses: Demonstrates microcomputer skills.

Computer literacy: Performs power-up and power-down procedures, identifies parts of keyboard,
and uses software applications.

Computer skills: Uses keyboards to input data and information into a computer; uses a computer
to operate instructional programs; uses a computer to operate standard utility software programs
such as word processing, spreadsheets, and statistical packages.

Among skillsidentified by surveyed employers: Demonstrates computer literacy.

Among six time-of-hire skills: Uses personal computers to carry out simple tasks like word
processing.

Demonstrating technological literacy: Demonstrates basic computer keyboard skills, utilizes
computer skills, and recognizes the impact of technological changes on tasks and people.

Technology: Uses a computer for personal or work purposes, and is conversant with commonly
applied technologies in various workplace applications.

SCANS
Scales:

The panel recommends this competency be embedded in other SCANS competencies where
appropriate. The behaviors of “acquiring, organizing, analyzing, and communicating information”
in this competency are covered in the other information competencies, as well as the technology
competencies, whether or not a computer is used to perform the tasks. Since there are not specia
categories for other specific tools or technology, this appears to be a reasonable action. However,
the panel does acknowledge that familiarity with computer operations and keyboarding are
important skills in the workplace.

On the recommendation of the panel, a scale was not developed for this competency.
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SCANS—
O*NET
Crosswalk:

Comments: The context of “information” is presented differently in the SCANS frameworks versus
the O*NET framework. SCANS constructed skill categories that address specific activities related
to using information. O*NET distributed the use of information across many of its skill area
definitions. For the SCANS skill of “using a computer to process information,” there is a
relationship to O*NET Technical Skills*Programming.”

Other O*NET The O*NET framework contains other references to using computer to process information. These
Links: include:

Programming (Worker Requirements): Writing computer programs for various purposes.

Interacting with computers (Occupationa Requirements): Controlling computer functions by using

programs, setting up functions, writing software, or otherwise communicating with computer
systems.
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Assessments:

Industrial Industrial Psychology International, Ltd. (IPI)
Psychology 4106 Fieldstone Road
International,

Champaign, IL 61822
(217)398-1437
(800)747-1119

Ltd. -- Judgement

Allocatestime
Allocates money

Allocates materia and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computersto process
information

Teaches others

Exercises leadership

Negotiates to arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Credtive thinking

Problem solving

Seeing thingsin the mind’s eye
Reasoning
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Industrial
Psychology
International,
Ltd. -- Parts

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Allocatestime
Allocates money

Allocates materia and facility
resources

Allocates human resources

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computersto process
information

Exercises leadership
Negotiates to arrive at adecision
Understands systems

Monitors and corrects
performance

Improves and designs systems
Selects technology

Applies technology to task
Credtive thinking
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Industrial Industrial Psychology International, Ltd. (1PI)
:DWChOI.Ogy ol 4106 Fieldstone Road
nternational _
Ltd. -- Workplace Champaign, IL 61822
Sills Survey (217)398-1437

(800)747-1119

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computersto process
information

Participates as a member of a
team

Teaches others

Serves clients/customers
Exercises leadership
Negotiates to arrive at adecision
Appliestechnology to task
Writing

Speaking

Decision making

Problem solving
Reasoning

Responsibility

Self-esteem

Socia

Self-management
Integrity/Honesty
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WORKPLACE COMPETENCIES: Interpersonal

Participates as a Member of a Team

SCANS
Definition:

Works cooperatively with others and contributes to group with ideas, suggestions, and effort.

Demonstrating competence in participating as a member of ateam includes doing own share of
work necessary to complete a project; encouraging team members by listening and responding
appropriately to their contributions; building on individual team members strengths; resolving
differences for the benefit of the team; taking personal responsibility for accomplishing goals; and
responsibly challenging existing procedures, policies, or authorities.

Panel
Comments:

None.

Summary of
Literature
Review:

Twenty-eight sources, listed below, were found to include some aspect of the competency
“participates as a member of ateam” as part of their definition of necessary workplace skills. In
general, these sources support the SCANS definitions for participating as a member of a team.
However, several sources aso include the following behaviors: resolving differences of opinion
(maintenance of the team), negotiating, mediating, sharing goals and responsibility, consensus
building, compromising, and participating actively. There are many references to social skills, so
it may be helpful to refer to that skill while refining this one.

List of Sources:

AccuVision
Workplace Success
ills System

AON Consulting
Survey of Human
Resource Trends

Arizona Workplace
ills Sandards
(Draft)

Audtralia’s Key
Competencies

64

Interacting with others. Helps resolve differences of opinion or interpersonal conflicts (e.g., takes
action to stop bickering, encourages cooperation).

Interpersonal/team skills.

Studentswork individually and collaboratively within team settings to accomplish objectives, which
includes identifying ways to build mutual trust and respect and develop an action plan for
negotiating concerns; anayzing the difference between individuals and group decisions and
accomplishments; exerting a high level of effort and perseverance toward goa attainment, as a
member of ateam; and assuming leadership rolesin team settings.

Working with others and in teams. Works effectively as a member of ateam to achieve a shared
goal.
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California Career-
Technical
Assessment Project
(CTAP)

Chatham-
Savannah
Compact

Colorado
Department of
Education

Employer’s Choice

Equipped for the
Future

Framework for
Developing Skill
Sandards for
Workplace
Literacy

Investing in Our
Children

Kansas Business
Survey

Kansas
Competency Index
of Workplace
ills

Interpersona skills: Understands key concepts in group dynamics, works cooperatively with others,
shares responsibility.

Participates as a member of ateam: Recognizes how fedings affect others and vice-versa, identifies
principles of perception and understands how perceptions affect interpersonal relationships on the
job, gives and receives feedback, functions effectively as agroup member and group leader, accepts
responsibility on the job, and displays ability to self-manage.

Team participation skills. Helps identify mission/goas of team, participates in team decision-
making, follows rules and procedures set by team, communicates with team members, shows
sensitivity to ideas of team members, cooperates with team members, and supports actions taken
by team.

Cooperates with others: Works as a team member.

Interpersona skills: Work with family members, neighbors or coworkers to get things done; Use
principles of group dynamics and consensus-building strategies, building on the strengths of
individua group membersincluding self.

Knowledge domains:. Includes knowledge about the purposes of groups and teams, the stages of
their development and their dynamics, and the processes that make groups and teams effective.

Participates actively in team meetings, listening to the input of others and expressing his’/her own
contributions;, and mediates a conflict within a team or with co-workers before it becomes
destructive.

Among skillsimportant for entry-level workers: Functions as a team member.

Among skills identified by surveyed businesses. Demonstrates teamwork skills.

Team member participation: Establishes team standards.
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Mexico's
Occupational
Analysis Sudy

Michigan
Employability
Sills

National
Vocational
Qualifications
(NVQ)

New Sandards
Project

New York Sate
Education
Department

Quality of
American High

School Graduates
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Interaction with co-workers: [Level 5] Participate in a team to explore and generate new ideas,
develop new products or service or design new procedures for carrying out work activities. [Level
4] Establish and achieve group goals, organize group activities, analyze and solve problems as a
team, share information with others, and recommend actions to be taken. [Level 3] Coordinate
working hours, negotiate with other people on how work should be done, supply information on
activities and operations so as to complete them with specified results. [Level 2] Seek information
or support from co-workers in order to complete work activities, informing supervisors or co-
workers of problems at work. [Level 1] Receive instructions from others or seek guidance about
work activities from a supervisor.

Interpersonal/social skills: [Level 5] Practice leadership and motivation to perform negotiation,
persuasion, and promotion to achieve the desired goals, get and keep the confidence of those with
whom they interact, promote the professional and persona development of peers and subordinates.
[Level 2] Respond adequately to diverse situations, accept personal doubts and criticism of their
work with maturity, adapt, easily, to different socio-cultural characteristics, and resolve inter-
personnel conflictsin the workplace. [Level 3] Understand the diversity of opinions within a group,
and coordinate and propitiates ajoint effort toward the achievement of objectives. [Level 2] Show
positive and cooperative attitudes at work, promote a favorable image of the company, adapt to
changes in the work structure and procedures, be sensitive and support the ideas and suggestions
of others, be trustworthy and responsible. [Level 1] Maintain arespectful relationship with peers
and superiors show awillingnessto listen to others without interrupting, respect the rights of others,
and respect internal regulations regarding scheduling, work clothes, and security.

Teamwork skills: Actively participates in a group, knows the group’ s rules and values, listens to
other members, expressesideas to other group members, is sensitive to group members’ ideas and
views, iswilling to compromise to best accomplish goals, operates as a leader or follower to best
accomplish goals.

Working with others.

Working with others and in teams: Defines purposes and objectives to be achieved by working with
others; and establishes roles, procedures, and timeframes, taking into account different perspectives,
and negotiates with others to define objectives and, where necessary, to monitor and redefine them.

Understanding and designing systems. Communicates and negotiates with teams of others who
share an interest in the product or process.

Expanded basics. Demonstrates ability to work as ateam member.

Among skills important to employers surveyed: Gets aong with others; is a good team member.
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Sill Demand,
Changing Work
Organization, and
Performance

Texas Workplace
ills Inventory

Training America:
Srategies for the
Nation

Vocational-
Technical
Consortium of
Sates
(VTECY)/Illinois

Washington
Workplace
Competency
Worksheet

Work Keys

Workforce

Devel opment
Region I X Needs
Assessment Survey
Report

Workplace Basics
(Carnevale)

Young People’s
Participation in
Post-Compulsory
Education and
Training

Workplace competencies: Work in teams.

Among skillsidentified as essential: Interacts with co-workers to accomplish a task.

Among skillsidentified by employers: Demonstrates interpersonal teamwork skills.

Demonstrating team work: Identifies style of leadership required for effective team work, works
productively with others, establishes the team’ s operating procedures, and eval uates outcomes.

Interpersonal and group: ldentifies and assesses role and norms in a team, understands different
work environments, understands own effects on team, demonstrates effective interteam
communication, and understands own work in the context of the work of others, serves as a skilled
team member, and understands concepts of teamwork, courtesy, and cooperation.

Choose behaviors or actions that best support the team and contribute to work performance.

Interpersonal skills and the ability to work with group settings, teamwork.

Working with others as ateam to achieve organizational and personal goals.

Personal and interpersona: Demonstrates team skills.
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SCANS
Scales:

SCANS Scale
Rationale:

Proactive
toward tasks

)
Reactive toward
tasks

Level 5 Establishes and maintainsteams. Links team with management and with the overall goals
of the organization.

Level 4 Actsasafacilitator and worksto maintain the teem. Builds on individua team members
strengths. Eases tension and builds cooperation. Resolves differences for the benefit of
the team.

Level 3 Actsasateam-builder and consensus-builder. Helps identify the mission and goals of the
team. Encourages team members by listening and responding appropriately to their
contributions.

Level 2 Operates as an active member of the team. Contributes to the team with ideas,
suggestions, and effort. Participates in team decision-making. Follows rules and
procedures set by team. Supports actions taken by team.

Level 1 Works cooperatively with others on ateam. Takes responsibility for doing own share of
work necessary to complete a project.

SCANS—
O*NET
Crosswalk:

Comments. No equivalent. SCANS “Participates as a Member of a Team” relates to O*NET
“Coordination.” However, SCANS emphasi zes the proactive part of being involved in ateam and
working as ateam member. Although O*NET “Coordination” isacondition of working in ateam,
it has broader applications beyond just teams. “Coordination” aone does not equal “ Participates
asaMember of a Team.”

Other O*NET
Links:

The O*NET framework contains other references to participating as a Team Member. These
include:

Coordination (Worker Requirements): Is able to structure and adjust activities in accordance with
the needs of others anticipating their actions and the demands placed on them.

Developing and building teams (Occupational Requirement): Encouraging and building mutual
trust, respect, and cooperation among team members.

Coordinating the work activities of ateam (Occupational Requirements): Coordinating members
of awork group to accomplish tasks.
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Assessments:

Industrial Industrial Psychology International, Ltd. (IPI) Interprets and communi cates
Psychology 4106 Fieldstone Road g‘fotr,m_m' ‘z” o
International, Champaign, IL 61822 teeetlrmlmpa esasa member of a
Ltd. -- Fluency
(217)398-1437 Serves clients/customers
(800)747-1119 Negotiates to arrive at a
decision
Speaking
Credtive thinking
Industrial Industrial Psychology International, Ltd. (IP1) Acquires and evaluates
Psychology 4106 Fieldstone Road |gform§¢| on —
International, . Organizes and maintains
Proficiency (217)398-1437 Interprets and communicates
Assessment (800)747-1119 information
(VPA) Uses computers to process

information

Participates asa member of a
team

Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving
Reasoning

Responsibility

Self-esteem

Socid

Self-management
Integrity/Honesty
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Industrial
Psychology
International,
Ltd. --
Workplace Skills
Survey

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Acquires and evaluates
information

Organizes and maintains
information

Interprets and communicates
information

Uses computers to process
information

Participates asa member of a
team

Teaches others

Serves clients/customers
Exercises leadership
Negotiatesto arrive at a decision
Applies technology to task
Writing

Speaking

Decision making

Problem solving
Reasoning

Responsibility

Self-esteem

Social

Self-management
Integrity/Honesty
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WORKPLACE COMPETENCIES: Interpersonal

Teaches Others

SCANS Helps others learn.

Definition:
Demonstrating competence in teaching others includes helping others to apply related concepts
and theories to tasks through coaching or other means; identifying training needs; conveying job
information to allow others to see its applicability and relevance to tasks, and assessing
performance and providing constructive feedback/reinforcement.

Panel None.

Comments:

Summary of
Literature
Review:

Seven sources, listed below, were found to include some aspect of the competency “teaches
others’ as part of their definition of necessary workplace skills. In general, these sources support
the SCANS definitions for teaching others. However, several sources include the behaviors of
ng the needs and current knowledge of others, teaching by example, and providing positive
feedback. There are many referencesto socia skills, so it may be helpful to refer to that definition
while refining this one.

List of
Sources:

AccuVision
Workplace
Success kills
System

Consensus
Framework for
Workplace
Readiness

Equipped for the

Future

Future Works

High School

Curriculum Study

Interacting with others. Assists those with less experience (e.g., helps people learn new tasks);
provides colleagues with constructive guidance (e.g., offers others suggestions about how to
improve quality or productivity); acknowledges the positive work efforts and accomplishments of
others (e.g., thanks others for help or assistance given, notices and mentions jobs done well by
others); encourages others to do high-quality work (e.g., sets high personal standards, discusses
theimportance of quality with others, encourages taking the time to do the job right the first time).

Participates in the work organization:; Teaches and learns from others on the job.

Common activities: Hel ps others succeed by setting an example, providing training, or giving other
kinds of assistance; assesses the needs of others and uses a variety of techniques to assist them or
develop their skills; Model of appropriate attitudes, actions, and communication for others.

Positive skills or attributes: Demonstrates teaching capacity.

Among skillsidentified by survey results: Directs the work of others.
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New Standards  Learning and teaching on demand: Recognizes that colleagues may need help and knows how to
Project offer help and support that does not offend; explains things to others in ways that take into account
what the listener aready knows and understands.
Skill Demand, .
Changing Work Workplace competencies. Teaches.
Organization and
Performance
Washington Interpersonal and group: Serves as ateacher for new workers.
Workplace
Competency
Worksheet
SCANS
Scales:
SCANS Scale Levd 5  Actsasamentor and worksto further others' careers by promoting their professional and
Rationale: personal development.
Greater SCOpe | avel 4 Coaches co-workers and/or subordinates on all parts of their jobs. Helps others to apply
of training; related concepts and theories to tasks. Determines learning needs of others and
ggfna;?éxi ty of recommends appropriate training programs.
content; and ) i i
superior to Level 3 Teaches others in multiple-step tasks. Assesses overal job performance and offers
subordinate constructive feedback.
relationship
1 Leve 2  Conveysjob information to allow others to see its applicability and relevance to tasks.
Smaller scope Assesses performance on a series of tasks and offers feedback.
of training;
basicor routine Level 1  Teaches a familiar task to inexperienced co-workers through methods such as
content; and

equal or similar
status
relationship

demonstration and explanation. Assesses performance on a specific task and offers
immediate feedback.

SCANS—
O*NET
Crosswalk:

Instructing: (Technical Definition) Can develop the skills of others attending to their needs and
current level of mastery. (Operationa Definition) Teaching others how to do something.

Comments: The match between the SCANS definition and O*NET definition isstrong. Thereis
evidence of similar behaviors and an essence that the two intend to communicate the same skills.
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Crosswalk
to O*NET
Scale
Anchors:

SCANS Scale
Rationale:

Greater scope
of training;
greater
complexity of
content; and
superior to
subordinate
relationship

1
Smaller scope
of training;
basic or
routine
content; and
equal or
similar status
relationship

SCANS Teaches Others

Level 5

Acts as amentor and works to
further others' careers by
promoting their professiona and
personal development.

O*NET Instructing

Level 4

Coaches co-workers and/or
subordinates on all parts of their
jobs. Helps othersto apply
related concepts and theoriesto
tasks. Determines learning needs
of others and recommends
appropriate training programs.

Level 3

Teaches othersin multiple-step
tasks. Assesses overal job
performance and offers
constructive feedback.

High

Demonstrating surgical
proceduresto internsin a
teaching hospital.

Level 2

Conveys job information to alow
others to seeits applicability and
relevance to tasks. Assesses
performance on a series of tasks
and offers feedback.

Medium

Instructing a co-worker in
how to operate a software
program.

Level 1

Teaches afamiliar task to
inexperienced co-workers
through methods such as
demonstration and/or
explanation. Assesses
performance on a specific task
and offersimmediate feedback.

Low

Instructing a new employee
in the use of atime clock.
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Other O*NET  The O*NET framework contains other references to teaching others. These include:

Links:

Teaching others (Occupational Requirements): Identifying educational needs and developing (or
having other develop) formal training programs or classes.

Coaching and devel oping others (Occupational Requirements): Identifying developmental needs
of others and coaching or instructing others to improve their knowledge or skills.
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Assessments:

Industrial Industrial Psychology International, Ltd. (IPI)
Psychology 4106 Fieldstone Road
International,

Champaign, IL 61822
(217)398-1437
(800)747-1119

Ltd. -- Judgement

Allocatestime
Allocates money

Allocates materia and facility
resources

Allocates human resources
Acquires and evaluates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process
information

Teachesothers

Exercises leadership
Negotiatesto arrive at adecision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technol ogy

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye
Reasoning
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Industrial
Psychology
International,
Ltd.-- Verbal
Proficiency
Assessment (VPA)

Industrial Psychology International, Ltd. (IPI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Acquires and evaluates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process
information

Participates as a member of ateam
Teachesothers

Serves clients/customers
Exercises leadership
Negotiatesto arrive at a decision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Social

Self-management
Integrity/Honest
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Industrial Industrial Psychology International, Ltd. (IPI)

Psychol ogy | 4106 Fieldstone Road
International, _

Ltd. - Workplace Champaign, IL 61822
Sills Survey (217)398-1437

(800)747-1119

Acquires and evaluates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process
information

Participates as a member of ateam
Teachesothers

Serves clients/customers
Exercises leadership
Negotiatesto arrive at a decision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Social

Self-management
Integrity/Honesty
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WORKPLACE COMPETENCIES: Interpersonal

Serves Clients/Customers

SCANS Works and communicates with clients and customers to satisfy their expectations.

Definition:
Demonstrating competence in serving clients and customersincludes actively listening to customers
to avoid misunderstandings and identifying needs, communicating in a positive manner especially
when handling complaints or conflict; efficiently obtaining additional resources to satisfy client
needs.

Panel None.

Comments:

Summary of
Literature
Review:

Six sources, listed below, were found to include some aspect of the competency “serves
clients/customers’ as part of their definition of necessary workplace skills. In general, the sources
support the SCANS definition for serving clients/customers. However, many sources also include
the behavior of explaining advantages and disadvantages of products and services to clients and
customers. There are aso references to communication skills, so it may be helpful to refer to those
definitions while refining this one.

List of
Sources:

Australia’ s Key
Competencies

Chatham-
Savannah
Compact

Consensus
Framework for
Workplace
Readiness

Mexico's
Occupational
Analysis Study

Texas
Workplace
ills Inventory
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Working with others and in teams. Understands and responds to the needs of aclient.

Serves clients and customers: Uses attentive posture and maintains eye contact during listening,
chooses words/manner of expression appropriate to the workplace, handles complaints, and explains
products and services.

Interpersonal: Meets the needs of others, such as clients or customers.

Attention to clients. [Level5] Anadlyze and evaluate customer needs, make decisions on
products/services or future markets, and design and recommend new products and services. [Level
4] Explain advantages/disadvantages of products to clients, instruct clients through demonstration
or using manuals to explain how equipment is used, negotiate with clients/suppliers or resolve
differences in order to reach an agreement. [Level 3] Contact clients to sell products/service, use
client feedback to resolve problems or recommend direct actions. [Level 2] Provide basic client
assistance by listening to their needs and responding adequately, receive, order, select, and exhibit
productsand services. [Level 1] Provide basic support to customers contact, including reception and
orientation of clients at suitable places so that their problems may be solved and the preparation of
areas to receive clients.

Among skills identified as essential: Exhibits appropriate behavior when dealing with clients.
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Workplace

Listens effectively to customers and co-workers and responds appropriately.

Basics
(Carnevale)
SCANS
Scales:
Level 5  Deds with complex client needs involving major problems or clients with difficult
behaviors.
SCANSScale Level 4 Anticipates client/customer needs and makes recommendations for improvements.
Rationale:
Level 3 Analyzes and evaluates clients /customers existing and future needs. Establishes
Proactive productive relationships. Makes proposalsin ora or written form.
toward tasks
1 Leve 2 Exceeds client/customer expectations of service. Resolves client/customer problem
Reactive within corporate or organizational culture.
toward
tasks Leve 1 Meets minimum client/customer expectations. Knows where to go for help or where to
refer client/customer.
SCANS— Service Orientation: (Technical Definition) Attempts to provide others with needed services
O*NET anticipating their needs and responding to their concerns. (Operational Definition) Actively looking
Crosswalk: for waysto help people.

Comments: The match between the SCANS definition and O*NET definition isstrong. Thereis
evidence of similar behaviors and an essence that the two are meaning to communicate the same

skills.
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Crosswalk
to O*NET
Scale
Anchors:

SCANS
Scale
Rationale:

Proactive
toward tasks

1
Reactive
toward
tasks

SCANS Serves Clients/Customers

O*NET Service Orientation

Level 5

Deals with complex client needs
involving amgjor problems or
clients with difficult behaviors.

High | Directing relief agency operations
in adisaster area.

Leve 4

Anticipates client/customer
needs and makes
recommendations for
improvements.

Level 3

Analyzes and evaluates
clients/customers’ existing and
future needs. Establishes
productive relationships.
Makes proposalsin oral or
written form.

Level 2

Exceeds client/customer
expectations of service.
Resolves client/customer
problems within corporate or
organizational culture.

Medium | Making flight reservations for
customers, using airline
reservation system.

Level 1

Meets minimum client/customer
expectations. Knows where to go
for help or where to refer
client/customer.

Low Asking customers if they would
like cups of coffee.

Other O*NET The O*NET framework contains other references to serving clients/customers. These include:

Links:

Performing for or working directly with the public (Occupational Requirements): Performing for
people or dealing with the public, including serving personsin restaurants and stores, and receiving
clients or guests.Selling or influencing others (Occupational Requirements): Convincing othersto
buy merchandise/goods, or otherwise changing their minds or actions.

Resolving conflicts and negotiating with others (Occupational Requirements): Handling complaints,

arbitrating disputes, and resolving grievances.
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Assessments:

Industrial
Psychology
International,
Ltd. -- Fluency

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Interprets and communicates
information

Participates as a member of ateam
Serves clients/customers
Negotiatesto arrive at adecision
Speaking

Creative thinking
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Industrial
Psychology
International,

Ltd. --Verbal
Proficiency
Assessment (VPA)

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Acquires and evauates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process information
Participates as a member of ateam
Teaches others

Serves clients/customers
Exercises leadership

Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Socid

Self-management
Integrity/Honesty
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Industrial
Psychology
International,
Ltd. -- Workplace
ills Survey

Industrial Psychology International, Ltd. (1PI)
4106 Fieldstone Road

Champaign, IL 61822

(217)398-1437

(800)747-1119

Acquires and evauates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process information
Participates as a member of ateam
Teaches others

Serves clients/customers
Exercises leadership

Negotiatesto arrive at adecision
Applies technology to task
Writing

Speaking

Decision making

Problem solving

Reasoning

Responsibility

Self-esteem

Socid

Self-management
Integrity/Honesty
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WORKPLACE COMPETENCIES: Interpersonal

Exercises Leadership

SCANS
Definition:

Communicates thoughts, feelings, and ideas to justify a position; encourages, persuades, convinces,
or otherwise motivates an individua or groups, including responsibly challenging existing
procedures, policies, or authority.

Demonstrating competence in exercising leadership includes making positive use of the rules'values
followed by others; justifying aposition logicaly and appropriately; establishing credibility through
competence and integrity; and taking minority viewpoints into consideration.

Panel
Comments:

One should consider the outcome, the nature of the organization, and the leadership style when
defining this competency.

Summary of
Literature
Review:

Seventeen sources, listed below, were found to include some aspect of the competency “exercises
leadership” in their definition of necessary workplace skills. In general, these sources support the
SCANS definition for exercising leadership. However, several sources include the behaviors of
coaching, evaluating, mentoring, and influencing others.

List of
Sources:

AccuVision
Workplace
Success kills
System

AON
Consulting
Survey of
Human
Resource
Trends

ASTD Update:
Basic Skills

California
Career-
Technical
Assessment
Project (CTAP)
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Interacting with others. Encourages others to maintain good work habits (e.g., comply with safe
work practices, come to work on time, work productively).

Leadership.

Group and organizational effectiveness skills: Demonstrates |eadership.

Interpersonal skills: Assumes leadership roles.
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Chatham- Exercises leadership: Resolves conflict among co-workers, and generates ideas.
Savannah
Compact

Colorado Work activity skills: Suggests or makes workplace improvements.
Department of
Education

Consensus Participate in the work organization: Initiates suggestions for improving the organization.
Framework for

Workplace

Readiness

Equipped for Provide leadership: Inspire, influence, direct and motivate others; take responsibility for results.

the Euture Interpersonal skills: Use a variety of communication strategies to build a case for your views or
strategies. Present in ways that persuade others to adopt a point of view, make desired changesin
existing structures, and take action. Monitor the situation to determine whether actions make a
difference. Initiate and manage plans for action and change. Organize and inspire othersto act on
them. Share responsibility and delegate to others. Coach and mentor others and facilitate the work
of groups. Evaluate and monitor the achievement of resultsto inform further actions.
Thinking skills: Organizes and applies information correctly.

Future Work Executive and manageria skills: Demonstrates entrepreneurship, leadership, and decision-making
skills.

Getting a Job Adaptive skills: Exhibits assertiveness.
After College

Job ills for People skills: Leadership.
the 21% Century

Mexico's Interpersonal/social skills: [Level 5] Practice leadership and motivation to perform negotiation,

Occupational persuasion, and promotion to achieve the desired goals, get and keep the confidence of those with

Analysis Study ~ Whom they interact, promote the professional and personal development of peers and subordinates.
[Level 4] Respond adequately to diverse situations, accept personal doubts and criticism of their
work with maturity, adapt, easily, to different socio-cultural characteristics, and resolve inter-
personnel conflictsin the workplace. [Level 3] Understand the diversity of opinions within a group,
and coordinate and propitiates ajoint effort toward the achievement of objectives. [Level 2] Show
positive and cooperative attitudes at work, promote a favorable image of the company, adapt to
changes in the work structure and procedures, be sensitive and support the ideas and suggestions
of others, be trustworthy and responsible. [Level 1] Maintain a respectful relationship with peers
and superiors show awillingnessto listen to others without interrupting, respect the rights of others,
and respect internal regulations regarding scheduling, work clothes, and security.
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Project BEL

Training
America:
Strategies for
the Nation

Washington
Workplace
Competency
Worksheet

Workplace
Basics
(Carnevale)

Young People's
Participationin
Post-
Compulsory
Education and
Training

Among skills identified by surveyed employers. Demonstrates leadership and organizational
effectiveness.

Among skills identified by employers: Demonstrates organizational effectiveness and leadership.

Interpersonal and group: Responsibly challenge existing procedures.

Assume leadership responsibilities as necessary.

Personal and interpersonal: Demonstrates initiative and leadership.
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SCANS
Scales:

SCANS Scale
Rationale:

Greater scope
of tasks and
degree of
influence

1
Lesser scope of
tasksand
degree of
influence

Level 5 Inspiresand guides the development of organizational vision, mission, and goals.

Level 4  Connectsgroup with other groups and with the larger mission of an organization. Creates
a cooperative atmosphere. Overcomes obstacles and responsibly challenges existing
procedures, policies, or authority.

Level 3 Takesresponsihility for agroup of people to accomplish goals. Inspires and guides others
and delegates as necessary. Inspires confidence and trust.

Level 2 Persuades, convinces, or motivates an individual to adopt a point of view, make changes,
or take action. Logically communicates thoughts, fedings, and ideas to justify a position.

Level 1 Servesasarole model by accepting responsibility for own actions.

SCANS—
O*NET
Crosswalk:

Comments. No equivaent. This SCANS skill areaiisrelated to O*NET “Persuasion,” yet SCANS
has specific implications to leading others. “Persuasion” is a part of leadership, but the definition
lacks reference to motivating others and the personal characteristics and responsibilities of leading
others.

Other O*NET
Links:

The O*NET framework contains other references to exercising leadership. These include:

Persuasion (Worker Requirements): Can present information in such away as to influence others
attitudes and behaviors.

L eadership Orientation (Worker Characteristics): Job requires awillingnessto lead, take charge, and
offer opinions and direction.

Guiding, directing, and motivating subordinates (Occupationa Requirements): Providing guidance
and direction to subordinates, including setting performance standards and monitoring subordinates.
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Assessments:

Industrial Industrial Psychology International, Ltd. (IP1) Allocates time
Psychology 4106 Fieldstone Road Allocates money
International, . . -
Ltd. -- Judgement Champaign, IL 61822 Allocates material and facility
' (217)398-1437 resources
(800)747-1119 Allocates human resources

Acquires and evaluates information
Organizes and maintains information

Interprets and communicates
information

Uses computers to process information
Teaches others

Exer cises leader ship
Negotiatesto arrive at a decision
Understands systems

Monitors and corrects performance
Improves and designs systems
Selects technology

Applies technology to task
Creative thinking

Problem solving

Seeing thingsin the mind’ s eye

Reasoning
Industrial Industrial Psychology International, Ltd. (IP1) Allocates time
Psychology 4106 Fieldstone Road Allocates money
International, . . -
Ltd. -- Parts Champaign, IL 61822 Allocates material and facility
' (217)398-1437 