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Procedures task descriptions 

In the EurOccupations project, we aim to describe 150 key occupations in more detail. Relevant information is gathered in our expert research. A first important step in this expert research is the description of tasks for each of the 150 key occupations. These tasks are then included in the expert questionnaires, in which experts are asked to score these tasks on frequency and importance. 

Each cluster coordinator (WP leaders of WP 3 - 11) will write the task descriptions for the key occupations in their specific cluster of occupations. The number of key occupations per cluster of occupations varies roughly between 16 – 25 occupations. Table 1 presents the cluster coordinators that are responsible for writing the task descriptions.
Table 1 Overview of cluster coordinators for the 8 clusters of occupations 
	Cluster title 
	Cluster co-ordinator
	No. of key occupations

	1. Care & welfare
	AIAS
	22

	2. Construction & cars
	AO Consult
	25

	3. Education, research & personnel
	CIREM
	17

	4. Information, communication, finance & legal
	K.U. Leuven
	20

	5. Manufacturing: food, metal, oil, gas & mining
	P.U.E.
	21

	6. Clerks, staff, management & army/police
	Warwick
	19

	7. Trade & agriculture
	Warwick
	22

	8. Transport, logistics, travel & cleaning/garbage
	Warwick
	16


In order to synchronise the task descriptions of the different cluster coordinators and to come to comparable task descriptions, we propose to follow a standardised procedure in the description of tasks:
 
1. gather cross-national information on relevant tasks for this occupation from (at least) six sources. Please include information from at least the following sources:
· O*net (http://online.onetcenter.org/);
· http://www.workfutures.bc.ca/ (Canadian site in French and English);
· http://rome.anpe.net/ (French site);  
· http://infobub.arbeitsagentur.de/berufe/index.jsp or http://www.bibb.de/de/26171.htm (German site);
· http://www.careervoyages.gov/retail-main.cfm (UK site).

You can additionally include information from other sources, such as:

· occupation websites such as http://www.myfuture.edu.au/, (Australian site), http://cobra.vdab.be/cobra/ (Belgian site), http://www.beroepsrisico.nl/ (Dutch site), www.statistics.gov.uk/methods_quality/ns_sec/downloads/SOC2000_Vol1_V5.pdf (UK), UK Government website ‘Directgov Jobseekers’ by the Department for Work and Pensions (jobseekers.direct.gov.uk); www2.inem.es/sggfo/formacion ocupacional (Spanish website). If you have additional suggestions for sources of information on task profiles, please let us know!
· competency profiles;

· findings from previous research;

· websites of, for example, employer organisations, unions, knowledge centres.

Of course, you can also consult experts.
PLEASE NOTE THAT THE ENCLOSED EXAMPLES IN APPENDIX B-D OF THIS DOCUMENT INCLUDE ONLY 3 SOURCES. THIS IS AN EXAMPLE, IN YOUR DESCRIPTION: PLEASE USE A MINIMUM NUMBER OF SIX SOURCES!!!

2. include the information from the sources in a task document for the key occupation. Use the format as included in Appendix A as a basis for this document. Please include correct references to the sources of information!
3. compare the list of relevant tasks from the different sources (if you cannot understand the information from sources in other languages, please ask the national coordinators to check whether the information from these sources is consistent IN STEP 6), pay special attention to the usability of the information for the task description and the level of aggregation in which the tasks are described when comparing the sources. What information applies to the specific occupation under study, what information applies to other occupations? For example, certain tasks from the sources used in the example describing the ‘telecommunication equipment repairer and installer’ were not included in the task description since these were tasks of a higher level occupation in the telecommunication area (see Appendix D);
4. also note relevant information from the sources on related occupations (see, for example, the overview of related occupations in the search results of websites such as O*net);

5. try to combine the information from the sources into a description of (preferably) 10 tasks
 and a short, general description of the occupation (max. 1 or 2 sentences that summarise the core of the occupation). If necessary, consult experts. Where adequate and suitable, use the O*net information as the starting point for this description of tasks. When describing the tasks:

· please use the enclosed format for the task description (see Appendix A);

· use the present tense and a direct style to describe tasks, for example ‘manage and maintain schedules’;
· try to prevent using enumerations, since there is a risk of incompleteness and information might be aged quite soon (bad example: ‘assemble and secure pipes, tubes, fittings, and related equipment, according to specifications, by welding, brazing, cementing, soldering, and threading joints’, good example: ‘assemble and secure pipes, tubes, fittings, and related equipment, according to specifications, by using techniques such as welding, brazing, cementing, soldering, or threading joints’);

· try to sketch the context of the specific occupation, e.g. by including examples that illustrate the task;

· use up-to-date examples and avoid mentioning too specific software and machines (f.e.: instead of ‘manage and maintain schedules using MS Outlook’ use ‘manage and maintain schedules’);

· use easy, straight-forward language, try to avoid very specific jargon and being pompous in task descriptions;

· use, where possible, 20 or fewer words for the tasks to keep them from being too complex;

· do not include tasks that are conditional, for example ‘climb poles and ladders, use truck-mounted booms, and enter areas such as manholes and cable vaults, in order to install, maintain, or inspect equipment’ in the task profile of a telecommunication equipment repairer and installer is not a task in itself but is conditional for other tasks (such as ‘inspect equipment on a regular basis in order to ensure proper functioning’);

· refer to sources in a correct manner.

6. Please send the task documents for the key occupations in your cluster of occupations to all national coordinators and ask them to check the descriptions. If necessary (f.e. if you do not understand the occupation information in French or Polish), ask them to pay special attention to how the information from their national sources relates to the proposed list of tasks. These task documents include: the proposed list of tasks, a list of related occupations, a short, general description of the occupation (1 or 2 sentences), the information from the (minimum number of 5) sources including correct references. Use the standardised format (see Appendix A).
Table 2 Overview of national coordinators for the 7 participating countries 
	Country
	National coordinator

	Belgium
	KU Leuven

	France
	CEREQ

	Germany
	AWWW GmbH

	Netherlands
	AO Consult

	Poland
	PUE

	Spain
	CIREM

	United Kingdom
	Warwick


Appendix A: EurOccupations format task description

Task description ‘occupation’ (masterlist: ISCO-CODE, OCCUPATION)
Author: ….

Synonyms: …. 
Related occupations: ….

Short description:
Max 1 or 2 sentences summarising the occupation

1. Findings from desk- and Internet research 

Source 1: …. (reference)

Description of relevant information from source 1.

Source 2: …. (reference)

Description of relevant information from source 2.

Source 3: …. (reference)

Description of relevant information from source 3.

Source 4: …. (reference)

Description of relevant information from source 4.

Source 5: …. (reference)

Description of relevant information from source 5.

Source X: …. (reference)

Description of relevant information from source X.

2. Combining the information from the various sources into a task list

Summary of the considerations, choices and arguments made in the process to come to the list of 10 tasks.

3. Tasks ‘occupation’

Overview of (preferably 10) tasks

Appendix B: example 1 ‘Pipe fitter’

Tasks ‘Pipe fitter’ (masterlist: 7136 Pipe fitter)

Author: Esther de Ruijter, AO Consult

Synonyms: pipe welder, steam fitter, sprinkler fitter
Related occupations: pipe layer, plumber, welder, welder fitter, equipment service associate (ESA), machine repairman, journeyman pipe fitter, millwright, service technician, construction carpenter, rough carpenter
Short description (based on O*Net, http://online.onetcenter.org/link/summary/47-2152.01):
The pipe fitter assembles, installs, and maintains pipe systems, pipe supports, and related hydraulic and pneumatic equipment for steam, hot water, heating, cooling, lubricating, sprinkling, and industrial production and processing systems.

Findings from desk- and Internet research 

Source 1: occupational profile from O*net, developed for the United States (2002), http://online.onetcenter.org/link/summary/47-2152.01

Lay out, assemble, install, and maintain pipe systems, pipe supports, and related hydraulic and pneumatic equipment for steam, hot water, heating, cooling, lubricating, sprinkling, and industrial production and processing systems.
Tasks of a pipe fitter and steam fitter:

· Cut, thread, and hammer pipe to specifications, using tools such as saws, cutting torches, and pipe threaders and benders;
· Assemble and secure pipes, tubes, fittings, and related equipment, according to specifications, by welding, brazing, cementing, soldering, and threading joints;
· Attach pipes to walls, structures and fixtures, such as radiators or tanks, using brackets, clamps, tools or welding equipment; 

· Inspect, examine, and test installed systems and pipe lines, using pressure gauge, hydrostatic testing, observation, or other methods;
· Measure and mark pipes for cutting and threading;
· Lay out full scale drawings of pipe systems, supports, and related equipment, following blueprints;
· Plan pipe system layout, installation, or repair according to specifications;
· Select pipe sizes and types and related materials, such as supports, hangers, and hydraulic cylinders, according to specifications;
· Cut and bore holes in structures, such as bulkheads, decks, walls, and mains, prior to pipe installation, using hand and power tools;
· Modify, clean, and maintain pipe systems, units, fittings, and related machines and equipment, following specifications and using hand and power tools.

Source 2: Canadian occupations database, http://www.workfutures.bc.ca/profiles/profile.cfm?noc=725&lang=en&site=graphic 

Duties of a pipe fitter:

Pipefitters install and maintain both high- and low-pressure systems that are used in manufacturing, in the generation of electricity and in heating and cooling buildings. They also install automatic controls that increasingly are being used to regulate these systems. Some pipefitters specialize in only one type of system. Steamfitters, for example, install pipe systems that move liquids or gases under high pressure, while sprinklerfitters install automatic fire sprinkler systems in buildings. These systems carry water or other fire-control substances, such as foam.

Source 3: international competency profile, developed for Denmark, the Netherlands, Austria and Spain in the project ‘European Key Competences’ (2001) 
Tasks of a pipe welder:

· Plans activities and ensures that materials, equipment and machines are ready for use

· Checks the fitting work and makes a test weld

· Carries out welding activities in conformance with quality standards

· Checks the welding work

· Repairs and corrects welding errors

Combining the information from the various sources into a task list

The O*Net tasks comprise a variety of tasks related to pipe fitting. The range of techniques used by the pipe fitter is wider than the techniques used by the pipe welder (namely welding), which seems to be a more narrow occupation. Therefore, the O*Net list is used as a starting point. It also covers the tasks of the international competency profile. One task is added, namely: check the work and repair and correct errors, which focuses on correction of own work instead of the broader defined examination of systems and pipe systems (O*Net). 

The following tasks from O*Net are excluded because they are higher-level tasks than the ISCO-occupation Pipe fitter. These tasks may be more appropriate for a technician-level occupation:

· Lay out full scale drawings of pipe systems, supports, and related equipment, following blueprints;

· Plan pipe system layout, installation, or repair according to specifications.
Tasks ‘Pipe fitter’ (masterlist: 7136 Pipe fitter)
1. Select pipe sizes and types and related materials;
2. Measure and mark pipes for cutting and threading;

3. Cut, thread, and hammer pipe to specifications;

4. Assemble and secure pipes, tubes, fittings, and related equipment, according to specifications, using techniques such as welding, brazing, cementing, soldering or threading joints

5. Cut and bore holes in structures (e.g., bulkheads, decks, walls, and mains), using hand and power tools;
6. Attach pipes to walls, structures and fixtures, using tools and equipment (e.g., brackets, clamps, tools or welding equipment); 
7. Check the work and repair and correct errors; 

8. Examine and tests installed systems and pipe lines (e.g., using pressure gauge, hydrostatic testing, observation, or other methods);

9. Modify, clean, and maintain pipe systems, units, fittings, and related machines and equipment.
Appendix C: example 2 ‘Secretary (general)’

Tasks ‘Secretary (general)’ (masterlist: 4160 Secretary (general))

Author: Judith de Ruijter

Synonyms: departmental secretary, group secretary, company secretary 
Related occupations: administrative secretary, medical secretary, legal secretary, office clerk, court reporter, medical transcriptionist, municipal clerk, management analyst
Short description (based on O*Net, http://online.onetcenter.org/link/summary/43-6011.00):
The secretary (general) provides (administrative) support by conducting research, preparing reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. 
Findings from desk- and Internet research 

Source 1: occupational profile from O*net, developed for the United States (2002),  http://online.onetcenter.org/link/summary/43-6011.00

Tasks of an executive secretary/administrative assistant:

1. manage and maintain executives’ schedules;

2. prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheets, database, or presentation software;

3. read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution;

4. open, sort and distribute incoming correspondence, including faxes and emails;

5. file and retrieve corporate documents, records and reports;

6. greet visitors and determine whether they should be given access to specific individuals;

7. prepare responses to correspondence containing routine inquiries;

8. perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work;

9. prepare agendas and make arrangements for committee, board, and other meetings;

10. make travel arrangements for executives.

Source 2: Canadian occupations database, http://www.workfutures.bc.ca/profiles/profile.cfm?noc=1222&lang=en&site=graphic 

The Canadian database includes the ‘executive secretary’ and the ‘administrative assistant’. Their tasks match (to a certain extent) the tasks of the occupation in our masterfile.

Duties of an executive secretary:

Workers with the title executive assistant may have two different types of duties. Some are senior clerical people who work for the highest ranking officers in an organization. Some are more focused on policy and analysis at a senior level and do little hands-on clerical support. Most executive assistants with mainly administrative responsibilities will provide direct clerical or administrative support to executives. They also set up and oversee administrative policies and procedures for the office and organization. They make arrangements for committee, board and other meetings, and manage the daily schedule of executives. They know the business well enough to manage correspondence, draft replies and handle other routine tasks associated with the executive office. In some cases they will provide support for public relations tasks, such as press releases and media inquiries. 

Executive assistants with policy and analysis responsibilities will perform some duties that are similar to their administrative co-workers, though the tasks are often at a more executive level. For example, they set up and oversee administrative policies and procedures for officials, committees and boards of directors, rather than setting operating procedures for offices. They work with departmental and corporate officials, and with other organizations and associations on behalf of the executive, committees and boards of directors. They also set agendas, make arrangements for committee, board and other meetings, and compile and distribute minutes. 

These workers also have research and analysis tasks rarely found among administrative executive assistants. For example, they analyse incoming and outgoing submissions and reports, and prepare and present summaries and reports to the executive, committees and boards of directors. They also conduct research, collect data and prepare papers for the executive, committees and boards of directors. This research may include meeting with individuals, special interest groups and others on behalf of the executive, committees and boards of directors to discuss issues, assess problems and recommend action. 

All workers in this category work extensively with computerized tools, such as word processing and financial software. 

Main duties of an administrative assistant:

Workers in this clerical group perform a range of duties to keep offices running smoothly. Often their titles describe their main responsibilities (for example, receptionist), but most workers will be involved to some extent in a variety of tasks. 

Although their work loads will vary by size and type of office, general office clerks or clerk/typists generally type correspondence, reports and other documents. They also maintain filing, inventory, mailing and database systems, provide general information to clients and the public, and maintain files and records. They may perform routine bookkeeping tasks, such as preparing invoices and bank deposits. 

This type of general clerical position is by far the most common. Some employers may distinguish specialized duties for other clerical workers. Even workers with specific titles will probably be expected to do many kinds of clerical tasks, such as those described above. 

Typists spend most of their time preparing documents. More frequently, typists are becoming word processing operators. Typewriters are rarely used, and most text processing is done using computers and word processing or desktop publishing software. 

The main responsibility of receptionists and switchboard operators is to greet clients and visitors and direct them to the appropriate person or area. Switchboard operators mainly do this using telephone systems, whereas receptionists work with telephones and walk-ins. 

Records and file clerks spend the bulk of their time sorting and filing material and then retrieving it when people need it. They also set up and maintain filing systems. Many records clerks work specifically as medical office clerks or medical records clerks. They maintain patient health records and related information and prepare medical, social and administrative statistics. They apply their knowledge of medical terminology to do the work. 

Source 3: international competency profile for the ‘secretarial assistant’, developed for Denmark, the Netherlands, Austria and Spain in the project ‘European Key Competences’ (2001)

Tasks of a secretarial assistant:

1. planning appointments and organising the diary; 

2. handling incoming telephone calls;

3. receiving and informing customers;

4. processing mail;

5. taking care of standard correspondence;

6. file management;

7. taking care of standard invitations for gatherings and meetings;

8. preparing and handling standard invoices;

9. operating reproduction and communication equipment;

10. taking and recording orders;

11. maintaining various registration and booking systems;

12. data processing;

13. registration of working hours and leave, Shorter Working Hours and special leave of the

14. employees including the reports of illness and recovery;

15. participation in internal meetings.

Combining the information from the various sources into a task list

Since there is quite a large overlap in described tasks from the various sources, we have included virtually all tasks in the task description of the secretary (general).

Since the level of aggregation closely resembles the O*net description, that distinguishes 10 tasks, we have used this task list (source 1) as the starting point. Since some of the tasks that are distinguished as separate tasks in the O*net description, we have merged some of these tasks into one comprising task. For example, we have combined the O*net tasks ‘open, sort and distribute incoming correspondence, including faxes and emails’ and ‘prepare responses to correspondence containing routine inquiries’ into one task: ‘process incoming and outgoing mail (including faxes and email), prepare responses to correspondence containing routine inquiries’.
Two tasks were not included in the O*net task list, but are (according to the other sources), part of the task profile of the secretary (general), namely:

1. set up operating procedures for offices;

2. register working hours and leaves of employees including reports of illness and recovery.

Therefore, we have included these tasks in the task list.

Because our masterlist distinguishes between the executive secretary and the administrative secretary as two separate occupations, the management of schedules is not restricted to management of executives’ agendas (which is specified as such in the O*net description).

All tasks from source 2 are included in the task list, except the tasks of senior executive assistants with policy and analysis responsibilities (e.g. setting up and overseeing administrative policies and procedures for officials, committees and boards of directors). These tasks belongs to the occupation ‘executive secretary’, which is included as a separate occupation in the masterlist.


Finally, all information from source 3 is included in the task list. The tasks in this source were identified at a relatively disaggregate. Therefore, we have formulated these tasks on a higher, somewhat more aggregate level.

Tasks ‘secretary (general)’

1. manage and maintain schedules; 

2. welcome visitors, speak to and refer people;

3. process incoming and outgoing mail (including faxes and email), prepare responses to correspondence containing routine inquiries;

4. read and analyse incoming memos, submissions and reports to determine their significance and plan their distribution;

5. prepare and process invoices, reports, memos, letters, financial statements and other documents;

6. set up operating procedures for offices;

7. file and retrieve corporate documents, records, and reports;

8. prepare agendas and make arrangements for meetings (including making travel arrangements, writing minutes of these meetings etc.);

9. register working hours and leaves of employees including reports of illness and recovery;

10. perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

Appendix D: example 3 ‘Telecommunication equipment repairer and installer’

Tasks ‘telecommunication equipment repairer and installer’ (7422)
Author: Judith de Ruijter

Synonyms: telecommunications equipment technician, telecommunications installation and repair workers, telephone installer, service tester
Related occupations: broadcast technician, sound engineering technician, machine repairer, radio mechanics, electrical and electronics repairer, 

 HYPERLINK "http://online.onetcenter.org/link/summary/49-2097.00" electronic home entertainment equipment installers and repairer, signal and track switch repairers
Short description (based on O*Net, http://online.onetcenter.org/link/summary/49-2022.00):
The telecommunication equipment repairer and installer installs, adjusts or modifies telecommunication systems, networks and equipment, performs routine maintenance and detects, diagnoses and corrects problems (based on description O*Net, ).
Findings from desk- and Internet research 

Source 1: occupational profile from O*net, developed for the United States (2002), http://online.onetcenter.org/link/summary/49-2022.00

Tasks of a telecommunications equipment installer and repairer (except line installers):

1. adjust or modify equipment to enhance equipment performance or to respond to customer needs;

2. analyze test readings, computer printouts, and trouble reports to determine equipment repair needs and required repair methods;

3. assemble and install communication equipment such as data and telephone communication lines, wiring, switching equipment, wiring frames, power apparatus, computer systems, and networks;

4. clean switches and replace contact points, using vacuum hoses, solvents and hand tools;

5. climb poles and ladders, use truck-mounted booms, and enter areas such as manholes and cable vaults, in order to install, maintain, or inspect equipment;

6. diagnose and correct problems from remote locations, using special switchboards to find the sources of problems;

7. inspect equipment on a regular basis in order to ensure proper functioning;

8. install telephone station equipment, such as intercommunication systems, transmitters, receivers, relays, and ringers, and related apparatus, such as coin collectors, telephone booths, and switching-key equipment;

9. note differences in wire and cable colors so that work can be performed correctly;

10. perform routine maintenance on equipment, including adjusting and lubricating components, and painting worn or exposed areas.

Source 2: Canadian occupations database, http://www.workfutures.bc.ca/profiles/profile.cfm?noc=7246&lang=en&site=graphic 

Main duties of a telecommunications installation and repair worker: 

Telecommunications installation and repair workers install and maintain various telecommunications equipment. All workers inspect and test the equipment they work with. Telephone installers specialize in telephone equipment, wiring and associated hardware. Service testers specialize in testing, diagnosing and managing the repair of equipment. Telecommunications equipment technicians install and maintain equipment, such as telex and facsimile machines, teletypewriters, mobile radios and cellular telephones.

Source 3: international competency profile for the ‘communication systems technician’, developed for Germany, the Netherlands and Romania in the project ‘European Key Competences’ (2001)

Please note that the communication systems technician is a higher-level occupation that only partly includes executing tasks of the telecommunication equipment repairer and installer!!!

Tasks of a communication systems technician (CST):

1. organises and plans the work for himself and others;

2. installs, programs, and assembles a telecommunication system / network and the connected equipment;

3. analyses the communication needs of a customer by using documents, specifications and conversations;

4. designs a data or telecommunication system / network using the specifications of the customer;

5. projects and documents networks in buildings, makes cost calculations and advices the customer;

6. delivers a telecommunication system / network;

7. controls the progress of the work process, so that an efficient execution and an optimal result are achieved;

8. maintains and modifies telecommunication systems, networks and equipment;

9. analyses and repairs failures;

10. keeps the administration accurately;

11. manages a team. 

Combining the information from the various sources into a task list

Since the O*net database provides a good summary of the tasks of the telecommunication equipment repairer and installer, we use this task list as a starting point.


However, we did not include ‘Task 5: climb poles and ladders, use truck-mounted booms, and enter areas such as manholes and cable vaults, in order to install, maintain, or inspect equipment’ from this source in the task list, since this is conditional for other tasks and is thus not a unique task in itself. 


Additionally, we did not choose to include tasks 2, 6, 8, 9 and 10 from Source 3, since these are tasks of a higher level occupation in the telecommunication area, namely telecommunications engineering technicians (3542). From this source, we added the task ‘register relevant information’ (which is a weakened description of task 10 in source 3) in the task list since for many repairers and installers, registration of relevant information is a crucial task.
Tasks ‘telecommunication equipment repairer and installer’
3. adjust or modify telecommunication systems, networks and equipment to enhance equipment performance or to respond to customer requests;

4. assemble and install telecommunication systems, networks and equipment;

5. inspect equipment on a regular basis in order to ensure proper functioning; 

6. perform routine maintenance on equipment, including adjusting and lubricating components, and painting worn or exposed areas;

7. clean switches and replace contact points, using vacuum hoses, solvents and hand tools;

8. detect, diagnose and correct problems;

9. analyse test readings, computer printouts, and trouble reports;

10. install telephone station equipment, such as intercommunication systems, transmitters, receivers, relays, and ringers, and related apparatus, such as coin collectors, telephone booths, and switching-key equipment;

11. note differences in wire and cable colours so that work can be performed correctly;

12. register relevant information.

In the project EurOccupations, 10 European universities and research institutes are developing an occupations database, including information on approximately 1500 – 2000 occupations in a variety of industries (from care & welfare to technology & manufacturing, from service occupations to agriculture & fishing). . �This project aims to build a publicly available database with the 1,500 - 2,000 most frequent occupations in 8 large EU member states (United Kingdom, Germany, France, Spain, Poland, Belgium, the Netherlands and Italy).
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� For some examples of task descriptions, see Appendix.


� Of course, if it is not feasible to identify 10 tasks (by splitting up or clustering task information), fewer tasks might suffice. In other cases, it might be necessary to describe more tasks.
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