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ABSTRACT = | 1

'The major purpose of this research study was to

»

'esgablisﬁ job classifications forvoptometric ancillaty“ '
personnel by creating a Profile of Occupational Skills and
Tasks (POST) for the Optometrl&‘Receptionist,_and by Creating
a.Profile of Occupational Skills and Tasks (POST) for the
Optometric Assistant: The study also sghght answers to the
.followiné research questionsi« (a) what skills and tasks are,
'berformed by ancillary personnel? (b) Where dld optometric
ancillary personnel acquire their skills and tasks required
.by them to function on the job? Did they acquire their
skills and tasks prior to entering the JOb or did they
acquire their skills and tasks after employment, such as,

threugh on the ]ob training and/or by attending seminars?
‘(c)hwhat,skills and tasks are not perfctmed by optometric
_ancilla;y personnel because further trainingtis,requfned?"
(d) What isgthe ranked order, in yelative importance, of'the
.skills and” tasks peffbrﬁed by Oetemetric_ReceetioniSts and
Optometric Assistants as perceived py them?

In order to collect data E§ develop occupational
profiles fct optometric ancilla:f'personnel an instrument was
created calied the Profile of Occupational~5kills and Tasks
(POS?l.' One POST Chart was created by the:aeveIOpmental
workshop committee fcrvthe Optometric Receptionists and

) :
contained 14 skills, consisting of a variety of tasks.,



totalling 108, Another POST Chart was created by thp
deveIOpmental workshop committee for the Optometric
‘Aseistants and contained 18 skills, consisting of'a variety,h
of tasks totalling 122.' The validation process resulted in
\52 responses from the Optometric Receptionists ‘and 38 t'h

‘ re’ponses f om the Optometric AsSistants which were tabulated

~
andxanalyze ﬂﬂ'determine the major findings. The research = )\
was conducted in two phases. - o ‘;;991.515‘ |
' s o N 3 ‘
The' Eirst phase of the'study wds the de ﬂ’,fW bnt of ”gﬂ
. “‘

two data collecting instruments:, one for the Optometric
Receptionist and one for the dptometric.ASSLStaht. £\is was -
accomplished by holding'two separate déveloomental workshops.
. The first workshop was to develop the date collectihg

instr;ment for OptometrictRéCeptiOnists'end consisted of ,‘
eight optomettic ancillafy personnel, Foor of the ootomgtric
ancillary persohnel performed the dutiee of a receptionist as
well ;: the duties‘of an assistant, while four performed‘
duties of a receptioniSt.

The second workshop was to develop the data
col lecting .instrument for Optometric Ass}stani:s Fd consisted
of five optometric ancillary personnel. Two persons |
performyed the duties of an essistent as ‘wéll‘as‘ the duties of
a receptionist, while three perforﬁéd doties‘ofah assistant. -

The second.phase.of the study was‘thevvalidatioh
prooess. Inyaccordance yith the Competency Analysis Profile
(CAP) System, the data collecting instrument the Profile of

vi



This was accomplished through a Province wide mailin to 141

- &

' optometric offices.' Each office received two .POST Charts,

*

- one POST Chart for their receptionist and one POST Ghart ‘for \\\ﬁ
, N

LR
.

their assistant.« _ , SR -

Ve
.

POST Charts 1 angd 2 were the data col lecting

instruments'that provided‘thng\i:/for the . findings‘for thé‘
N study, while-POST chart 3 showed™the rank order, in relative
. importance. of the skills and tasks performed by Optometric
Receptionists as perceived by -them, and POST Chartv{ showf
the rank order,‘ih rélative importance of the skills and
tasks performed by Optometric Assistants as perceived by n:
them. All" four POST Charts are in_a pocket attached to the ‘
inside back cover of this thesis. . o . *

- The study showed that of the 14 skiils containing 108
tasks that were identifiedAon”the data collecting POST Chart
for the Optometric Receptionists 30 (or 27%) of the tasks
were learned by the majority of responsdents "prior to
entering the jobﬁ, while 57 (or 53%) of the tasks were 7
learned by‘the.masority of the resopondents "on the job".
Only one task was identified as an area requiring further '
“training for O ;ometric'Receptiqmists (majority refersfto.SO
'percent and‘aggie of the respondents) |
Upon. analyzing the 122 tasks that were identified on

the data collecting POST Chart or the Optometric Assistants

‘an analysis showed that of the 18 skills cbntaining 122 -

vii



- tasks, 9“(or 7%) of the tasks were learned by the majority of

’renpondent{ "prior to entering the job" while 82 (or1 67%)

of the: taaks were learned by.the majority of respondehts "on ,

\

.the job" The need for further training for the Optometric
Assistants was indicated in- 36 (er 30%) of the tasks.'

Based on' the findings of the study, recommendations.
were made to the - Alberta Optometric Associatiqn that: (a)
The Alberta Association of Optometrists use theitwo Profiles
of Occupational Skilds and Tasks as ‘the central focus point
for having an educational institution prepare a para-
professional . training program for OptometricaggEL&lary €
personnel, (b) Optometrists should use the.Fwo POST Charts
- as a quide for hiring new personnel. (c{-Optometrists should
| use the two POST Charts as the basis ’t‘or reference while
'continuing to prOVide on the job training. (d}\That
OptomEtric ancillary personnel could usesthe two POST Charts

as a basis to gu1de their career development.

o~

- S | viii
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" : - Chapter 1/ ) | o

%

. INTRODUCTION s b

’

s ' Lo
George Elmstrom's book "Advanced Management -, '}l "
3

Strétegies for Optomet;iSts"'states that: -

. . . / [}
Although there is an apparent profession-wide and
‘industry-wide entropy threatening the .&nergy and &
potential of our patient-serving ability, managempfi
opportunities have‘never been greater. Let us expif
‘futuristic plan of attack encompassing maximized %%
(“5€rsohnel assignment and respbnsibility to serve.
-with le aggravation and’ considerably .lesgg walg
time and &ffort (1982:131). B 4

As the demand for the Optometrist's ﬁiﬁé“evolvés"ﬂ

around the number of-available OptomeériSts in Alberta to
serQe é growing population,'it becomes necessary for'the
Optometrist ‘to delegate technical skills and tasks to
either an Optometric Receptioniét ;nd/or Optometric
Assistant. The role expectations ‘for an Optometric
Receptionist and an Optometrié AsSistant‘dé noﬁ have a well
'defined job desbriétion that outlines thé skills and tasks
that couid be ée]egated to them by the Optometrist.
Therefore, the Optometrist showld evaluate his/her time
managément,process to deﬁermine whi skilis and tasks can
and should be.deiégated to the ancill ry staff.

— Elmstrom (1582:131) stated that the classical
optometric approach tbward delegating tasks to’asgistants
for years was "don't do it" or "if you do, be careful."
McConkey (1979) pointed out that probably no part

1

-



\ ha . ‘ 3\

6fwthe management process is more misudﬁefst°°d than A

delégation, since some Optometriéts cling to éhe tima_hOnor#,&

theory that accountability canho; be tréhﬁférred (Eimsfrom,
1982:4;1). However, Elmstrom's (1962:131) studies ind{cate A
that;patients dbn'ﬁ expect, nor Qapt,hzhe doctor péffbfming. \
fagks fhey congider dgmeaning tofbfofeésipnai stature; they . 1 \
are indéed better sérvedAwhen thé Optometrist riseé above thel |
routine and concehtrates,ﬁpon éﬁpefvision, deleéétign,
-diagnosis and therapy. A '”'v~ - o Cq

| Elmstrom (1982:132)'furthef poiht$ oum that people
Qith a higher need for achievement generéll& wantnté‘dé '
things themselveg;ﬁnot Superviée.othefs. He cites}‘“

practice with another professional on the scene would

seem to be a logical solution. Without assistants

absorbing nonprofessional duties throughout the dafé\the
two optometrists would now tend to spend an -appreciable

When the OD (Optohetrist)lbecomes Qery busy, partgsrship

amount of time with duties that are not strictly ,
professional in nature. So the.problem of managing time
. most effectively continues through various modes of |
practice. Thig is perhaps the greatest single problem '
of-poth the slow and busy professionals and extends intg
every phase of their lives. 1Its solution seems obvious \
to those who seem to do so much more in the same span of \
time than the rest of'us (1982:132). ' 3\

Elmstrom (1982:132) points out the five advantages
found with éxtensibn of the Optometrisf'slmeaninéfulfﬁ.
professional fiﬁe. They'are: (1) the doctor 'is more |
‘ayailablg; (2) can see more.patients;’(3) gives setter
préfessional care; (4) has time to_£hink7 (5) hés»bétter
healthfand income.

Elmstrom (1982:133) also found th?t-if an -Optometrist
/ : v "



‘\
¥ |

can be as little as 20% more effective and productive in

.

. serving patients neads by the’ intelligent use of aides,
manpower has esséntially increased oneatifth with .a single
management tool. He-concluded that "we have need of
Optometrists, but we also have need for Optometrists who are

- more produqtive with their.valuable time."

STATEMENT OF THE PROBLEM

t

. Literature survey and interviews with Optometrists .
discoVEted that no analysis has ever been pe?{onmed in Canadﬂ
to develop an occupational profile chart which identifies the ;
skills ang tasks for an Optometric Receptionist and‘an.
Optometric Assistant “This study attempts to find answers to

the following questions'

2

1. What skills and tasks are performed in the job of an

Optometric Receptionist? o

Y

F— ].J‘ : N
..2. To what extent did the Optometric Receptionists

o

‘ acquire‘their skills and tasks prior to entering the

job, on the job”or_through courses, seminars, or
_ ‘ TN
workshops?

W

af

L

G 3. What skills and tasks relevant to the role of an
'Optomefric Receptionist are not performed because

. further training and education are required?

.In

4. What is the ranked order, in relative importance, of
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9.

4

10,

)

i

the skills and tasks performed by Optometric

Receptionists as perceived by them?
P p—————"

Which of the tasks ranked high, mediqm or low in

.order of relative importance, as perceived by them,"

- are associated with training,needs for the

Optometric Reception}sts?

What skills and tasks.are performer in the job of an

\

Optometric Assistant?

~.

To what extent didithe Optometric Assistants acquire
‘their skills and tasks p:.iot to entering the job, on

. 0 R - N
the job or througH courses, seminars, or workshops?

What skills and tasks relevant to the role of an
\Optometric Assistant ‘are not performed because

)’
furthex training and education are required?

What is the ranked order, in relative importance, of

the\skills and tasks performed by Optometric

\
Assistants as perceived by them? |

/

“Which of the tasks ranked high, ‘medium or low in

‘Aorder of relative importance, as perceived by them,

are associated w1th training needs for Optometric :

Assistants?
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_SIGNIF}CANCE OF THE STUDY

DiscussiOns with practicing OptQmetrists suggested
that the functions of an Optometric Receptionist and an
Optometric Assistant are distinct. It was therefore decided
to perform a "skill and task analyeis" on these two groups:
the 6ptometric Receptionist and theIOptometric Assistant,

 The purpose of the study was to identify, validate
and rank the skills and tasks perfofmed by an Optometric
Receptionist ‘and an Optometric Assistant. Fot this to be
accomplished the researcher developed an’ instrument called a
Prdfile of OccupatiOnal Skills and Tasks (POST), a method A
adapted and’ modified from the Design a Curriculum (DACUM) and
from the Competency Analysis Profile (CAP) System.

In addition to the DACUM and CAP System, the
researcher consulted two Mastbrs of Educatioﬂ Theses, wbich
were completed by Graduate Students, Elizabeth Dawson (1979)
and Robert Spencer (1984), from the Department of Industrial
and Vocational Education, at the University of Albetta. The -
following dimensions which were from the Dawson and.Spencer
studies included extensions to the validatation process wera
adapted for this study. The extensions to the validation
vprocess utilized by the researcher in thie study asked the
following questions of the respondentsyf For example, were
‘the skills and taske learned prior to entering the job;'on‘
,the'jobé or learned during a seminar? The_respondentsvwere

N



further asked to 1nd1cate whether or not the skills ahd tasks

53?

b L)
were relevant, not relevant, or whether the: skllls and tasks

s

were relevant to therr Job but addltional tralnlng would be

\;'ln order to perform the skllls and tasks. .

. ) . .
*J”USTi:'FICATION OF "I‘H"E'S‘_I‘UDY R

After rev1ewing the Canadlan chtlonary of

Occupations, Careers Canada, Careers Alberta and Occupatlonal

Profiles for aux111ary heaLth personnel, it became ev1denm

"that an establlshed occupataonal cla551r1catlon has not been

-

establlshed for aﬁ”ﬁptdhetr%g Receptlonlst and an- Optometrlc
) \\ P 5 ———

—
A551stant , Further dlscu551ons and correspondence w1th the.

f.Alberta Optometrlc Assocratloh and w1th the Canadlan

v_Assoc1at10n of Optometrlsts 1dent1f1ed that no structured

' educatlonal and trarnlng program is, currently avallable

g_anywhere in Canada for. an Optometrlc Receptlonlst and an g

Optometrlc A551stant (as in- Appendlx A and Appendlx B). "

Further Justlflcatlon for the study may be found in

v

‘ fthe wrltlngs of Hlndes (1967 7) who 1ndlcates that

. }‘. educators are concerned w1th teachlng the skills
co.and- knowledge that are necessary to functlon ‘in various .

'3;poccupatlons (and that) in order to. identify these skills.

“and’ knowledge we (educators) must, conduct an analysis of
‘the: occupatlons. Occupatlonal analySLS is a process
‘that examines an occupation and slists the variousg

performance SklllS and knowledge ‘which in total make up

"-_the occupation. The total work environment of an

' ‘occupation may contain a vast number of elements which.. :

could be identified and. analyzed. Within thls llSt
" ‘thexe exist items that axe more crltlcal to the
- learning process as 'related to occupational performance.

2

“; . The analysis process must 1dent1fy these critlcal 1tems.l

1]



) . -’ \ ) i
’Hlndes (1967 7) also suggests that "when analyzing an
?

occupatlon you should always analyze the competent workers

LR}

performance. Once ‘the competent wgfkers performance has

been descrxbed in the analy51s we %educators) can - then use it

‘to develop all levels of vocatlonal tralnlng and educat10n.~
| The skllls ‘and tasks - performed by aqﬁd&tometrlc

_ Receptlonlst and by an’ Optometrlc Assxstant have not been
ldentlfled. The practlce of these two ogcupatlons,

I \ r
ucatlonal preparatlon and on the job’ tralnlng depends upon

accurate 1dent1flcatlon of the‘skllls and.tasks. Thus, the
major justification of this study is to identify, describe,
3 validate'and,rank the skillsland tasks as perceived by * =

_competentFWOrkers Qhofperform the'above\two OCCupatlane

-

DELIMITATIONS

: - i
The study was dellmlted to optometrlc anc1llary

'4personnel employed by Optometrlsts 1n the Province of
Alberta. o ;; - » ’

iA\;Tv_‘ Another delimitation‘was intrcduced Ly the Alberta
.Optometrlc Assoc1atlonawhomreg&ested the reseaxcher not tQ o
contact the optometrlc ancillary personnel dlrectly, and that
-all communications were to be condhcted through the
Optometrlst employer (as in Appendlx A), who may in turn
hgrant approval for his/her staff to §Z§EI_’ pate in thlsv

S

study..

,‘v ' . - _ ¢ . . _ . ) 8



LIMITATIONS OF THE STUDY'

_Job categories‘were peculiar to an Optometric office

and may or may not be indicative of job categories used in

other health care aniCés' This study was limited to£

1.

The .study was limited to the surVey of Optometric
ancillary personnel working ih an Optometric office |
~in the Province ,of Alberta.

LI

‘The study was geographically limited to the Province

- of Alberta.

4

- No. uniform educatlonal preparatlon for an Optometrlc
Receptlonlst and an Optometrlc Assistant- 1ntroduced

. addltlonal limitations.

The validatien proCedure'wae another limitation of :
this study by virtue of the Alberta Optometrlc
Assoc1at10n S request to have the researcher mali
the developed charts for valldatlon dlrectly to. the

ptometrlst employer, who would in turn request the

to directly'communicate with the respondents daring"

~the mail-ou? validation process‘She was unable to

" follow up the returned inc 'nlete guestionnaires.



Consequently, these lncomplete questionnaires are

recorded in this study as spoiled data.

o ' b - . . . o

¢ \

ASSUMPTIONS

vThe following assumptions were made in relationship to

. . y

:;1j The'patticipants who volunteered to take part,ln>the
two developnental workshops which created'thef' '
Proflle of Occdp;tzonal Skllls and Tasks (POST)

L7%L<charts for the Optometrlc Receptionist and .
Optometric_Assrstant dld eccurately reflect the
‘skills endptasks requﬁ?%d by OptOmetric
Receptionists end‘Optometric’Assistants in order to®

R gpnction‘in;their jobs. . | RO K

')2. Thatkdnring the_meil-o;t validation ptocess the
‘sample Surveyed'was representatiVe of‘the Optometric”
ﬁeceptionist and the Optometric Asslstant and did’
accu:ately :eflect the skills and tasks required by

them in order to functron~in their jobs.,
L : P . L

3.. That.during- the valldatlon phase the respondents

'understood the 1nstructlon§égh1ch descrlbe how to

5 complete each Proflle of Occupatlonal Skllls and .

TaskS‘chart.

.
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OPERATIONAL DEFINITION OF TERMS
The following operatlonal definitlon of terms was
‘specifically applied w1th1n the framework of the study and

is defined here in order to av01d any mPSunderstandlng in.

. the interpretation of chapters that follow.-

“ | The term "CAP" is an acronym for !'Competency Ana1y51s‘ -
']Profile" system created by Deane and Manual (Adult Tralning, .
Vol 2, No. 4, 1977) The ‘CAP System was orlglnally de31gned
Atp be used for occupational and/or job analy51s. It was
developed to prov1de a method for creatlng competency- based
learning systems,«w1th emphas1s on adult trainlng

t

requirements.

)

.

. The CAP System'has five distinct componentsa
(1) Development of the Profile; (2) .Validation of the
.Profile; (3) Spec1f1cat10n of Competencies' (4) Preparation
of;Learninngesources,_and (5) Establlshment and'Management |
of Delivery Systems, Collett and Deane (1983:11).

4,

’ - The term "DACUM" is an acronym.for "Design a
'Curriculum and may be descrlbed as an example of a systems
' approach to 1nstruct10n. | “

"DACUM" accordlng to Adams (1975: 24),_states that

DACUM may be deflned as a "51ngle sheet skill proflle that



serves as both a curriculum plan and an evaluation\instnuﬂ'nt
“Q . ~
for occupational training programs. . ‘” _ .

[

The DACUM consists of two Phases:‘ Pﬁase'I creates”

3 -

. * »!

. -

the‘occupational profile chart through the use of a
: brainsterming_nethod'which identifies general areas. of job

sety
LA
w

LY

'competencies'by a committee of 8. to 12‘persons,3all of whom
currently work in the job not at‘a'management level. Phase
II uses the occupational profile chart developéd during Phase‘
. I.and proceeds with this chart to select and develop&learning /
and audio visual materials. These materials would be . o

,individually prepared,or selected to fitreach;of'the

L.

identified competencies bn‘the‘chart.

oD

A graduate degree deSignation meaning "Doctor of
Optometry ' .
l.OptometriZShssistant Coo - . S
' An "Optometric Assistant" 'is a person who has been

hired to assist the Optometrist by*perfbrning technigal
'skills under (but not limited to) the Optometrist's care and
superv1sion, that Benefit the patient and save the

Optometrist professional time.

Occugation :

The term "Occupation refers to a person's.

job title and applies to an exposition of the duties and

.. . . . x“vv

e
.
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s

responsibiliﬁ&es that are inherent in. a particular job; a

definition of what a worker should do. A written statement

»

;j of the duties, responsibilities, and requirements for a

specific job. o 3 e

%

\Optometric Receptionfst

An."Optometric'Receptionist" isba person .who has been

'hiredito,attend'to (but not lfmited to) clerical‘tasks,.such,

", ass %@)ptainua filing system, make‘appointments and receive

patients,'type letter: and maintain an accounting system,

Optometrist

A duccor of optometry (0.D.), a person spec1frgally
educated, trained and licensed to. examine the eyes and -
jrelated structures to determine the presence of vision |
.problems,’eye diseaSe, or other abnormalities.‘ He - prescribes
and adapts lenses, contact anses, or other optical aids and
utilizes visual training to preserve, restore, and enhance

A

the efficiency of vision (Bates, 1983:340).

"POST
The term "POST" is an acronym for "Profile of
Occupational Skills anﬁ Tasks". This was the instrument

developed for this studyr

Skill

The term "skill" in this study is used to identify

major headings on the occupational profile charts and refers

<
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“to occupational behaviour. 'From one's knowiedge and ability
to perform in this job behaviour flows a serieswof tasks that

" are performed as a result of having this skill.
i)

Tasks

The term "tasks" in this study is used to identlfy
sub skills on the. occupational profi}e-charts and refers. to a
series of required job behaviours that are performed as a
result,of being competent in t?is skill, For ‘example, the '

. : : , S +{
skill is typing and the task is to type a’letter. -

Validation ‘ ' | : g

"Valldatlon refers to Phase II of the CAvaystem. @

L. s ‘ , .
According to Deane and Manuel (1976:03-1) the CAP profile

- cannot be assumed to be truly repnesentative of the

occupatlon untll the document is challenged by a larger
population. The validation’ process.w1ll verify the basic

document as to validity of content.

Summari .. o '_'“ ‘ ; o |

' In thls chapter the researcher has 1dent1f1ed the
problem, discussed the significance of the study, the
dellmitations and limrtations of the study, the assumptions,

and provided a definition of terms.



Chapter 2 b ot

‘ REVIgw‘OF THE LITERATURE

’

The literature review is limited to four areas. The

first part discusses the need to develop an educational R

. training program for'tbe dptomeﬁric Receptiohist;aﬁd‘the
Optometric Aesisteht, The secend 15 a review of the

‘literature that relates to an occupational anaAysiS as being
‘a process used to examine an occupdtion and produce
educational programs. The third area deals with addltional
appLicetions and uses for an ocgupationaleanalysiszijhe
fourth gives an historical overview.of the DACUM and CAP

i systems. This is followed by a brief cpmparieqn Setweeh the

,JCAP System, the.DACUM System plue two rése§£éh studies
completed at the University of Alberta by Graduate Students,'

.bawson, 1979 and Spencer, 1984. = = . ‘ -

THE NEED FOR A TRAINING PROGRAM
. ;@ . .
A frequentfquestion that erisee'by the Optometrist
19°;V"What tasks do I delegate to an Optemetric Receptionist
* ané?ér Optometric Assistant?" But;‘befote the Optometrist

can answer this question a serieé of sub-questions needs to be.

addressed, for example{ ’
1. At what level of competency do I eVentuelly want the
Optometric Receptiogﬁst and the Optometric Assistant

¥
to function?

14
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~ 2. What tasks canvbe successfully delegated to a
receptionist/assistant that will not require'my

direct supervisign? ‘ ' ‘

+.3. Do I, or any of m§ staff, have enough time to

‘adequately provide on-the-job training?

-

4., When I am hiring a new‘receptiogist and/or an ' .
¥ . ’

assistant what entry-level skills do I want my

~

receptionist/assistant to possess? )

5. * What continuirg education and training,would be
., ‘ - ) 7 \

relevant for the Optometric Receptionist and the

Optometric Assistant? L .

‘ ' .
3

pInia study to determine manpower needs for
optbmetrists’and the probable acceptance of a proposed
technicians training program "On the Optometric\fechnitian in
'Oregon: A Survey", Bleything (1204: 69) describes the use of
,anc1llary personnel as follows.‘ :

Health care professions have long utilized ancillary
personnel to increase the efficiency of their practice.
The list of the various types of medical and dental
technolog:sts is growing yearly. The military has made
use of 'technicians extens1vely. Experience has taught
the physician, dentist’ and optometrist he can make
better use of his time if he has some type of support
from office aids.

During the survey Bleything (1204 69) sought through
questionnaires to Licensed Optometrists from the state of

Oregon, U.8.A., their 'perceptions of the need for trained

-

E]
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ancil!aryhpersonnel. The results from Bleything s study
indicated that "most 0.D.'s would like to assign more duties
to their office aides -- and particulary technical ones -- if
they were trained to accept them." When.the Optometrists b
were further asked their opinion regarding an optometric

technician training program, close to 90% voiced an approving

’

nod of such a: project.

The current scene in Alberta provides no formal
A ‘ ' . o :
training and relies upon unsystematiC'on-the-job'training by '

i

already burdened and busy thometrists or other members of

¥ ot

their busy staff. ' p“15,~$

Elmstrom (1982:144) maiqtains’that once the
Optometrist accepts paraprofessional,utilization for maximumr
effectiveness and develops a finesse in selecting appropridte .
personnel, there are thoss;&}usive elements- of training and
duties. Elmstrom (1982:144} further points out that;:.

Through necessity, optometric assisting personnel
are trained in a very informal, one- practlce oriented
manner. When an optometrist first procures an aide
there tends to be all kinds of management problems. .
Usually, the OD .becomes an on-the-job instructor when
and if ‘there is time. The wife who may be familiar with
the standard operating procedures may be called upon to
assist the new assistant. In all likelihood there will
be available a formal text on optometric assisting and
an instrument handbook Occasional study sessions of

1-day "crash courses" 'are typically encouraged. These
building blocks certainly help the new assistant who'is
new to optometry . 'If the aide is young, perhaps this,
is the first visit to an optometrist It is almost the
blind leading the blind. .

‘Bates (1983:16) further describes the job of a

paraoptometric as a person to save the optometrist time--to
> r N . :

K



" do for the optometric thinde that do not require a
:specialize%

bchnical and. edhcitional baekground. There are

numerous dut‘es, skills, tech ques, and instruments to o

learn. Bates (1983: 16) also state that:
l'-ﬂ”{j}ln most optometric offiees the ancillary personnel
wear a number of different hats, The great majority of
doctors are® ‘'usually reluct&nt to spend time and energy
on the nonoptometric'and moxe mundane aspects of running
the office. The handling of fees, the collection -of
delinquent accounts, the mechanics of a'smoothly
funtioning appointment schedule, and the efficient
utilization of office space and,personnel are all tasks
that most doctors prefer to delegate to assistants.
This leaves a great deal of .responsibility to the allied

- optometric personneli MDon't underestimate the magnitude

of this job. Unless thgvoffice is large enough that
responsibilities can be divided among several people,
they can be overwhelmingr\ Frequently one person must

.+ = serve as paraoptometric, technician, secretary,
accountant, bookkeeper, and friend of: the patients.

If the Optometrist does not have a solid foundation
)
for reference, such as an occupational profile for Optometric
™~
Receptiornlists and Optometric Assiftants, tnere will remain

4

many unanswered questlons for the optometric profession with

~

regard to the best utilization of their staff and their

~

staffs' training needs. As the number of Optometrists using
$e .
paraprofessionals increase, a classification of occupations

~.

and effectively planned educationai programs‘mustdbe providéd
for the Optometric Receptionist and the Optometric Assistant.
The education programs should be offered throu h the Alberta

Optometric A55001ation and brokered by an educ tional

institution that certifies the prograris, . -

Bates‘(1983+1§) states that, "The optometric allied

LAV
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" health personnel career field has become a distinct health
care occupation, despite some evidencé that the'pareer is not
clearly understood thtoughout the professions." = ~ L
The researchet feels that an approach to classifying
occupations would be appropriate in the area such as that of
an Optometric Receptionist and optometric Assistant where -
currently there is no clearly defined’job'description. This
can ,be accomplished through an occupational'analysis. 4
Accotding to, BradintandfPaul (1975:91) classification of
occupétione can proviae_a .ound basis for describin§ and
evaluating jobs: educati nal and traininb requirements; a
guide to determine‘educa ional and manpower needs.
- Finch and Crunkipton (1979:103) feel that it is
vitally impoltant to enshre that content‘is identified which

reflects needs of the woirk world."They feel that when | \\\///

content is derived from the world of work and precedes the
formal establishment of goals and objectives, the result‘will
be more tangible, meaningful currLculum outcomes. |

/‘

— One of the best methods for obtaining.relevant
content for educational instruction is through an
occupational analyéis. Hindes (1 6,7)'states‘that if "we as

-educators are concerned with teaching the skills and
knowledge;that are necessary to fungtion in various

occupations . . . we must conduct an analysis of the

\ .
occupations."”
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OCCUPATIONAL ANALYSIS

Analyzing occupatjons or-task analysis as it i- e
soﬁetimes referred to ﬁéd its beginningvaround the 1960's.
Finch and Crunkilton (1979:121) cited that:

refinements have enabled curriculum developers to make
more objective decisions regarding content that should
be included in various curricula, Of particular note.
was research conducted at the Personnel Research
Laboratdry, Lackland Air Force Base, Texas, which
resulted in the development of a procedural guide for
conducking occupational surveys (Morsh and Archer,
1967)%* This guide has enabled educators to study
systematically the behavioral aspects of job
requirements. Further refinement and use of the task
analysis process by groups such as the Vocational-
Technical Education Consortium of States (V-TEES)- has
‘showh this approach to be quite applicable to public
vocationa} and technical education (Lee, 1976).

Finch and Crunkilton (1979: 121) define the

!

fundamentals of a task analysis as a process wherein tasks

\

performed by workers employed in a particular job are e
1dentifted and verified while Hipdles (1976:7) defines the
process of a task analysis in a similar manner. #For eighple,
he" states that an'oéeupational analfsis is:

a process ‘that examines an occupaA}on and lists the
various performance skills and knowledge, which in
total .make up the occupation. The total work
environment of an occypation may contain a vast number

. of elements which could be identified and analyzed
Within this list there exists items that are most -
critical to the learning.process as related to a

~occupational performance. The analysis process must

" identify these ¢ritical items.

Hindes (1976 7) further points out that when
”T‘analyzing an occupationveducators should always analyze the

competent workers' performance. .Once the competent worke:s"
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performance has been described ,in the analYSis we . can then’ .

use’ it to develop all levels of vocat10na1 trainlng,a&CIb‘

ey

feducation. S . : ‘ . “ 4
. ‘ | w

/sy

/ .
involves breaking i;,down 1nto its component parts tasks

‘_ Blank (1982 94) states that analy21ng an occupation»

Similarly, analyzing a'task.inyolves'breaking,it down 1nto'
its component parts steps and supportlng knowledge and

“attitudes. He descrlbes a task analysis as a process of

\\*.1dent1{zing and writing down_ the speCiflc,skills, knowledge,‘

and att tudes that distinguish someone who performs a task

'y Y "4
vE s

P
competently from someone who cannot perform the task at all,
In addition, The National Centre for Research in
Vocational Education (1978: 7) suggests that an’ occupational

analy51s is an orderly process for determining the makeup of_*

a whole by d1v1d1ng it 1nto its essential parts. And their

i‘—dﬁfinitlon for an occbpational analy51s or- a jOb analysis is

s

the systemat1c<1dent1fication, usually for instructional =
ivpurposes, of the essent1al tasks which workers (employees)
are requ1red to perform on the jOb. Such an: analy51s may ’

also anlude working conditions, technical knowledge-

®

frequired, and worker qualifications..

% : o B Similarly, Bradgn and Paul (1975 91) describe jOb

q
analySis as being a process of determining, by observation,
i T SR
orting the 51gn1f1cant work

’interview, and study, and of:

;of a specific j e 1d\nt1f1cation of the tasks Y

- which compriie the jOb and of the SklllS, knowLedge,

3

o ST

-
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successful job performance. "“ S jg' : '_.)

1

;- Butler (1972 78) stated that his first step in task -8

W

“hana1y51s Ls to Jdentlfy the klnds of performance~capabilluies

Y

demanded by the tasks. .. Each task‘must‘be analyzed to

determlne what klnds pf learned performances are involved,

for thls 1nformat10n lS the ba51s for all 1nstructlonal

System design dec1510ns. UThe selectlon‘of approprlate

'

»i

._'bjectives,'cbﬁtent, sequence, meti «d, -media, and criteria ) »,‘

&

’fdepends on the correct 1dent1flcat1on bf the capabllities
' needed to perform the tasks. |

Likewise, Knowles (1980:122) states that in order to
translate needs into program objectives the startigg\point is -
, _ . = : _

from the pool of needs that have evolved ‘One of the methods

'ﬂKnowles mentlons (f§%0.|01) is through a Job Ana1y515 and

i

tPefformance Rev1ew. This produces spec1f1c and precise_

:1nformatlon about ]ob performances that are dlrectly tied to

actual Job and to on the-job performance by breaklng the JOb

ko

into segments that are manageable both for tralnlng and for"
:appralsal purposes._ ) | |
i The.Writers, Hindes (1976),-Biaﬁk”(19q2), national'
- Centre for Research in Vocatlo .. Education (1978), Bradin:
.and Paul (1975), Butler (1972) and Knowles (1980) agree that
an-occupat}onal’analy51s 1srthe most approprlate.methodology‘.
,ofmidentifying the Rindsfot learned‘performances_for'an’ |

instrUCtional's§Stem (design) which will reflect the needs of
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v.the world-of work.  An occupational, analysis identifieS'

‘1specific skills, knowledge and attltudes in an orderly . .
process that determines the. whole by analyzlng the competent
,worker, then dividlng the whole 1nto identifiable job
performance tasks that are required to perform successfully
on-the- job . The analysis process, when_properly conducted
can provide educatorsland curriculum developers mdth a sound
foundation\for developzng an entire program~of studies. |

Specifically, Hindes (1'976:'34'—5)7points' out that if

_the analy51s 1s prOperly conducted, it will serve ‘as a sound
foundatlon for the development of the entire program or.

- course of study. If you.make an accurate determlnatlon of

- the cr;tlcal skllls"and,knowledge,.you can trenslate‘them

.into‘precise learnfng objectives and design valid'tests for

1your obJectlves as your course mustr rely upon ‘the foundatlon

R . ¢
LRI

Yof obJectlves and tests, but, he warns, this foundation will
be only as good as your ana1y51s. Therefore, it. goes w1thout

saying that the eff1c1ency and effectlveness of your course

o
[
4
.

will depend upon your analysrs.

Al
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ADDITIONAL APPLICATION AND USES |
FOR AN OCCUPATIONAL ANALYSIS. .

Hindes\}1976 43) describes various uses for an
occupational - analy51s in hJ;/"Guidelines for Using Analyses";
‘The four- major results Hindes obtains from his occupational
analysis can provide himp with task statements, become a basis‘
for decision‘making, identify 1nstructional materials and
‘finally to perform program -and course evaluation.

fFirstly, he uses an occupational analysis to identify
'j"task statements" Hindes feels that "tagk'statements" are
vital to the development of currrculum as 1t prov1des the

basis for writing student objectives for a course, plus

1dent1fy each of the critical steps in order to fac1litate .
the student mastering each "task step" vbefore'attempting to

_ perform the total task. Secondly, he feels_thet anlsnalysfs:
docunent can pro;ide a basis for develobing t rand‘ '
equipment llStS, planning neededwﬁf?.c.ilities a(r‘dentifying |
learning materials such as, textboo*s and occupational
references, and ev%luating commerc1ally produced teaching
materials by comparing‘their content and.objectives to the
suggested content in_the analysis.“His-third.reason ﬁorv
doing an analysisydocument is toAidentify ins ructional
meterials and'learning resources that can be shared between
programs:by‘identifying similar or identical tasks;which,are

performed in different‘occupations. The analysis information

can aid in: identifying fundamental skills, such as, reading
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~and math which the student must develop, standardized tests
can be selected to measure- student achievement while other
tests can be identified and used before and after
’instruction. Finally, this occupational analysis document
can provide for a course ‘and program evaluation.
' The National Centre for Research in Vocational

| ucation at Ohio State UniverSity (1978: 3 6) describes five
Fa

esults-they obtain from their occupational analysis.‘ They o

N ©
L

feel that for vocational' teachers, the overriding purpose for

C e conducting an- analysis of an occupation lS to obtain a sound '

M

baSlS forfdesigning, rev1Sing, or updating a training
‘program. It also helps teachers evaluate. the progress’of

| students toward their occupational goals.

) ‘ First, the type of information from an occupational

| analysis lS often given to.a prospective worker (employee) to
explainwhat he/she’ lS or will be expected to do on the job.
This helpsvthe worker (employee and.the-employer) understand
jthe*requirements»of the job, and the responSibilities and
functions he'or she will have. Secondly, an occupational’
analysis. can serve as a basis for organizing the job. During
such an organizational effort, deciSions might be made |
regarding the_sequence in which work is to be performed, or.
which WOrkers will perform certain tasks. with these
decisions in place the work can be performed effic1ently and

) objectively. The third reason: for an occupational analySis

is to assist in produc1ng educational programs. Once

i - . ’
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specific workers skills are iJentified, a’ sound basis exists~
fon.identifying the types of educational experiences a
.potential WOrker 'should be provided with in order to be
| competent in those skills. , The fourth purpose for an e
Aanalysis is used in evaluatlon. For example, knowing exactly
- what is involved in a job or occupation enables one to
determine whether an 1ndiv1dual is carrying out his/her work‘
role. It alsovprovides a basis for evaluating how‘weil an
individual in a training program iswprogressing. Their fifth
. . . ) ,l. ) g X . . ’ s
reason for conducting an occupational analysis is to stay
current. Often, a new analysis results in the identification
oflunneCessary or obsolete skills which should.be eliminated
- -from an existing program.

The Nat10nal Centre for Research n Vocational
'Education at Ohio State UnlverSLty (1978 6) summarized the
\{ationale for an occnpational analysis by stating that:

it is 1mportant that we continue to identify the
critical knowledge and skills needed if the goal of
vocational gducation--that of successful employment in

- an occupation, suited to the needs and interests of each
individual- is to be met. Since it is possible to:
design a good educational program only when the end
results being sought are clearly stated, the analysis of "
an occupation is an important step in the vocational :
education planning and curriculum development process.

Why conduct an occgpational analysis? Because an

L}
occupatlonal ana1y51s can 1dent1fy the’ competencies ‘which are
‘ composed of»occupational skills which in‘turn are broken down

into,specific‘tasks. This is accomplished in an orderly

process that allows curritulum developers to‘sequence.and
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structure an instructional system design: As Tuchman

- (1970: 156) suggests'

A curriculum cannot consist of an infinite or near

. infinite series of disconnected sequences. £ach : ‘
sequence can take an additional meaning by being grouped

- and connected to other sequences which relate to it not -
only:in terms of goal objective, but in terms of the
nature of skill or competency or knowledge which the
seguence is an attempt to facilitate.

, ;j
Bruner (1963:25) referred to the importance of :

structuring the curriculum and points out that'

" The basic thing that can be said about the human memory,
after a century of intensive research, is that unless
detail is placed into a structured pattern, it is £Y
rapidly. forgotten. Organizing facts in terms of-
principles and ideas from which they may be inferred is
the only known way of reduc:.ng the qulck rate of loss of
human memory.. : :

Summary B ) . o ‘

' . In summary,‘an occupational analy51s is deflned as a
systematic process of ldentlfylng skills and knowledge
required to function on the job and/or'in 5001ety An
analysis is the breaking of an occupation down into parts to
. identify the component parts then systematlcally synthe5151ng

the parts to make a whole. : ' - - N
ATHE DACUM AND CAP SYSTEMS

An Historical Overv1ew of the DACUM

Adams (1971: 1) describes the development of the DACUM
(Developing A Curriqulum) as a new approach to the’

development‘of curriculum which was combined with a new °



evaluation prqoess'for ogcupational training programs. He
_states that,the‘DACUMmwaS'created initially in a joint'efforl
by‘the Ekperimenéal.brojects Branch Canada\Department of
}Regional Economic Expansion, and General Learning Corporation
of New York,;vhich provided technical difection to the Job

- éorps pfogran at élinton, Iowa. He further states that the

| early efforts inthisarea were intended to produce a
curriculum guide that would enhance trainees.involvement in
the training prog{am and in planning for their own_gdal.‘
attainment. Following these early efforts an experimegéal
DACUM for a typical occupation was developed as a . model for

further application, This was introduoed to the NewStart

7

°Corporation during their planning stages. The idea was
adopted by Nova Scotia NewStart Inc..

| The DACUM System is based on skills,,rather than
'knowledge, in the belief ‘that the necessary knowledge will be
.exhiblted in the skills denionstrated by the graduate, whereas
‘the Competency Ana1y51s Profile (CAP) Sysfem developed by
vDeane and Manuel in 1975 is based upon  students achieving

levels of cognltlve, attltudlnal and pSychomotor skills.

_Historical OvervieW‘gg the CAP Model

'Deane (1984:24) mentions that after being influenced
by the results and operations.of various .training programs

using the DACUM approach, he and Manuel developed the

Competency Analysis'Profile-kCAP) System. This particular

i
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version of the CAP, a moddiar, skills-oriented training
system had been developed in 1975, at the Department of
‘Industrial and Vocational Education of the Faculty of

Education, University of Alberta,

Subsequent Developments Based on the CAP System

1

hSubsequent to the‘deveiopment of the CAP.Systeml;'
number of research studies have 'taken place by Graduate

' Students from the Industrial and Vocational Department
University of Alberta.~ In addition to these research
'studies, the CAﬁ System was employed by the Industrial and

| Vocational- Department to create the Catalogue of Adult Basic -
Skills‘for‘the Field Services Division, Advanced Alberta
Education on behalf of the Alberta'Vocational Centres’and the

"

Community Vocational Centre.

CAP System Compared.gg the DACUM and Subsequent Research
Using the CAP as the prototype the next section of

this literature review will inve&tigate the similarities and
j

differences between the CAP as the prototype system w1th the
‘DACUM plus the two research studies completed by Graduate‘
.Students from the Industrial and Vocational Department,

Univegsity of Alberta. P

The CAP, System consists of five phases"

v

Phase I - Occupational Anal s and CompetenCy
- Profile Developmént

Phase II - Validation of Profile and
) » Certificate
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Phase III - Development of Specific Training
: Objectives and Performance Standards

Phase IV - Development of Specific,Training Resources
Phase V - Establishment and Management and
Training Program Delivery
‘ @
The DACUM, Dawson (1979:14) and Spencer (H984:29) used
PhaSe‘I - Development of a Profile in the same manner, for
gxample: ‘
Phase I creates the ocCupatlonal profile chart through
the use of a brainstorming method which identifies.
general areas of job.competencies by a committee of 8 to

12 persons, all of whom cufrrently work in the job, not
at a management level.

The DACUM departs from Phase II of the CAP system
- and proceeds to its own final Phase 1II. Spencer
v _(1984 24) cites Phase II of the DACUM:
After the completion of a "DACUM" occupational profile
chart based upon the above process (Phase I - DACUM) the
program development model is then utilized. This medel

would take each of the identified skills and prepare °
individual learning batteries (Phase II - DACUM) which

would include:

1.”b§electing printed learning meterials.

2. Develobing printed iearﬁing materials.

3. Selectlng audlo visual. learning materials.

4. Developing audlo v1sua1 learning materials.
A

’se would be i};nd-i'vidhal ly prepared or seleeted to fit each .
of the ident;fied competencies. ) |

Adams (1971:3) states that a DACUM is, "in fact, ‘a
form of analysis of fhe oécupation rather thqn a curriculum

-evolving form of analysis.'



In contrast to tN@PACUM, Phase IT of t@e‘CAP is the
validation process for the occupational profile that was
| developed during Phase I. The procedure in Phase II for
validating the occupational profilé deséribed'by Deane and
~Manuel (May, 1976:03-1) is to submit the basic CAP docuﬁent
to the largest possible number of practitioners in the
occupation for their consiéefation. The resultant feedback
is analyzed and incorporﬁted back into the'original profile,
Dean and Manuel's (1976;03—1;'assumptidn for the =
validation process is that a largef cross—section of
", practitioners will be more representative of the occupation
than the original team. .. énd that the people who work in
the occupational field on a'day-by—day basis will have the
most relevant information aSout that occupatiod: | |
Extending from the CAP and DACUM systems, thé twé
' research studies dnder»réview were different in the folloWing
' pgpcédures. buring the validation procedures (Phase II -
CAP) the studies‘(Dawson and Spencer) have incorporated
another step in the validation phase which provided
additional information; such as:
In Daﬁsbn's study (1979:30) during the Vélidation,
she asked the respdndents two additibnal questions:
‘ (1) Respondents were askedrto indicate 'if théy used the
competency as st;teq‘in the box on the Profile‘Cha:t.‘ If
they circled "yes" (Y), they weée asked to circle the

regponse which best described where they had acquired the

3
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akill: in a diploma nursihg program (RN), on the job (JOB), |
' pr‘in_some form of advancea traingné beyond a Qiploma'nursing
program (ADV)., And question (2{: If the respondents did not
use‘the competency as stated in the box o#'the,Profile Chart,
they were asked ‘to circle “no" (N), and were askedvto make a -
judgment régarding the relevance of that compeﬁéhcy'to their
job. They could indicate that ﬁhe:compétency'was ﬁot\
relevant (N/R) beCause‘there'waé%hb such hazard,,or, it was
- the responsibility of .another member of the occupétional
health team, or; they could indicate ﬁhat it waé relevant (R)
but not used for some reasgi such as: requiring additional
training, or not éonsidered part of the occupationai health
nurse's role by the~émployer. , .

" Although Spencer's study (1984:40),follawed Ddawshon"“s\
study quite closely he asked t;o additional qdééiionsf
Questibn (1) Respondeﬁts were asked to indicate if they use
the skiil as'stdted in the job. 1If ﬁhey circled "yes" (Y),
they were asked to circle the response Which‘best described
at what péiﬁt in career development the ékills were acquired:.
prior to employment as an inspector (P), on the job during
eﬁpl;yment as an inspegtd; (J), or in some form of formal
course, seminar or workshop while eﬁployed as ah inspeétor "
(é). Question (2): If réspondents_did not Jée the skill as
stated in the box on the Profile Char_t th"ey were asked to )

circle "no" (N). Next they were asked to’ circle the response

which best described why they did not perform the skill: not
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relevant or required for the occupation (NR), or reduired but
/net trained to pe.rﬁorm this skill (NT). or ;equired but. not
assigned to perform this skill (NA).

‘ - The two Master's oﬁ Education Theses in this
literature review did not continue witﬁ Phases III, Phase IV,
or Phase V, as @escribed by the CAP system.«

Phasge III of the CAP is the development of epecific _
training objectives and performance standards. Deane and
Manuel l1976:04—1) describe Phase IIT as the input for the

' 'pu:posle of sett}ng out the objectives for each box in the
profile. The procedure they used is as follows:

The objectives for each CAP box must take into
account that every competency statement considers the
cognitive, affective and psychomotor domains. The
objectives must be written in a clear, concise manner
and must reflect the reality of each box.

Every domain will have a scale indicatlng the levels
of proficiency which are relevant to the occupation
which has been analyzed. . . .

The persons -who eake part in writing the educational
objectives according to Deane and Manuel (1976.04-1).are: |

1. People who are expert in the field of writing
‘educational objectives are the best people to draw up .
the objectives for each competency statement.

2. orkers in the occupational field are in the begt
position to determine if the objectives.are realistic
and representative in relation to trainlng the people
entering the field.

3.{Technical»experts are needed to d rmine the correct
phraseology and terminology used in ‘objectives.

Phase IV of the CAP is the preparation of learning

-

resources. . The rationale for the Competency Analysis Profile
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according to,Deane and Manuel (1976:05-1) is to individualize
instruction to the point where a learner can enter any
particular learning module when he needs to. To achieve true
;individualization the learning resources pertaining to each
7.competency statement in the profile must be complete, self-
_contajined, and accgssible to the learner.

' Deane and.Manuel‘(1976:05-1) furthet,cite that in
order for a transition from group learning management to
individualized leafning management, or for those enVironments

L

where group. learning management will continue, the learning

v

esources are developed for each single competency statement.

Phase V of the CAP sys is'the establishment’and

'management of deliveny syst geane and Manuel (1976:06-1)

state that this is when the i acing of the learner and
learning resourcesrglrstzcome about. _The user organization\
must develop a pHilosophy of learning which relates to .
competency-based learning to fully'utiliae the. products of
Phases I through IV. ) | .
| ~To establish the management of the delivery systems
Deane and Manuel (1976 06-1) suggest that the learning .
modules are'identif;ed by each user organiZation by deciding .
to cluster or not to cluster related'competenciés. The ).
degree to which clustering would take place depends upon:

. 1. e the learning environment available « o

2. .o timetable of clients, and
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. ’ [ ' ' . ‘ .
3. ... the degree or similarity that exists between
' competencies on the prafile,
: . Vo . » . - . " PRERVEEN ) .
.. - Deane and; Manuel (1976'06-1) summdrize.their CAP
system by indlcatlng that the management of learnlng Cw

~renvironments is".a complex task made even more complex when
- the majority of any glven env1ronment 1s made up of several

1nd1vidual héarn;ng env1rg§ments. . e One effectlve tool to p'

¢

utilize for managing the dellvery system is to employ a flow
charting technlques such as Program ?lannlng and Rev1ew
Technique (PERT)‘. or the Criticai Path Method (CpM).

The Natlonal Centre for Research in Vocatlonal

I3

Education in, thelr "Competency based Vocatlonal Educatlon

t

‘Adminlstrator Module. Direct;, Currlculum(:jvelopment"
;(1983 $24) indicate the 1mportance of startlng programs with a
‘ listing of competenc1es or a chart, for example:

_ "It is of crltlcal 1mertance in. competency -based
~ vocational. training programs that you start with an
— ccurate, complete, and verified competency listing or
>~ chart. Without this, .no matter how well the regt of the
s \\\curriculum is developed, or no matter how,well the.
dellve;y of instrugtion is organized, the competency—

- based education (CEB) program is an exercise. in- |
futility. Students may be industriously achieving each
spe01f1ed competency in the program but, if they are the
wrong competencies, stulents will not ‘be properly :
prepared to enter the occupatlon. :

A ]

The researcher was 1nf1uenced by the CAEaEystem

4
developed by Deane and Manuel and the two researqp studies
. 7

, of Dawson and Spencer prev1ougly described, and the.

IS

applicatlon of the CAP system used by Collett and Deane for

-developing the Catalogne of Adult:Ba51c Skllls. In ageltlona
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‘the researcher s occupation as the Research Officer for the
Adult Ba31c Education Project implementing the Catalogue of
‘Adult Ba51c Skills into the adult basic education curriculum
- for The Alberta vOcationél Centres’ and the Communlty

Vocatlonal Centre in the pr3v1nce of Alberta has greatly

‘41nfluenced her research and - methodology. The Profile of an'

‘Occupation of. Skills and Tasks (POST) methodology used in-

_this study w1ll be dlscuused in Chapter 3 of this thes1s

y -

35
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Chapter 3

L5

INSTRUMENTATION AND METHODOLOGY

' ¥

_This chapter presents the methodology utilized to

a

develop the data collectlng 1nstruments for the Optometrlc

*
1

Receptionists and the Optometrlc A351stants. It descrlbes

[}

how the populatlon was selected to develop the data

collectlng 1nstrument, the procedures used to'develop the
data collect;nghlnstrument, the descrlpt;on of the populatlon.
utilized for the validation‘prdcedures on the data collecting

instrument,.and how the data was‘treated.

&

" This study was conducted in order to establlsh an
‘occupational profile chart that would 1dent1fy the SklllS and
tasks requlred by an01llary personnel to function on the job
while belng employed in an optometrlc offlce. Consequently,
during June 1§%4, while the proposal for this study was still

in a rudimentary’stage, the researcher attended,an annual

conference'of the Alberta AsSodiation.of Optometrists in Red
Deer. The reason'for attending'this Conf%rence was to meet

yand dlscuss with the Opgpmetrlsts andathelr an01llary

-

personnel the concept of having an occupatlonal proflle chart
-.! t

/ﬁeceloped for optometrlc anc1llary personnel and to point out‘

the beneflts that dould be dergypd from such a study. For -

-

-example, ' tti'e ﬁ:eflts would be flrstly, there wohld be one

5

Wreference poxn%‘that OptOmetrlsts could use for hlrlng new'

‘staff ggcond, there would now be a reference pornt that the

% R

ha .
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Alberta Association'ofvoptometrists'could use 'in order to

)

provide immediate upgfading courses and seminars'for the
currently employed.ancillary personnel..'And, third, there
would be one reference point that thelAlberta!Association of -
Optometrists could'use in order to prepare educational
programs that would train optometric receptionists and’

a

assistants.

v . ' |

In discussioms.wi J;

and Chairperson for a c
‘staff development,vshe étated that the Committee for -
-Optometric staff Development is currently attempting to

develop and prov1de an educational program for optometric

aSSistants in the Prov1nte of Alberta. Based upon

-elopment and the- Southern Alberta Institutlon of “_‘

vbe taught through the Southern Alberta Instltution of
‘fechnology. Howeverp\the Committee are_awaiting the
instructional programdmaterials for,optometric assistantsh
from the American Optometric AssoCiation: In the meantime“
“she felt a research study such as ‘this one would be very
timely and I was asked lf I would asSist the Optometric Staff
Development Commlttee Canadianize‘the materials from the
American Optometric Association and review 'the Committee 8 ;_ ‘

proposed programs for the. optometric a551stants working in

the Province of Alberta.'c.
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At the conclusion of the A(}erta Association of

Optometrists Conference in June 1984, the researcher felt’

'there was sufficient interest and support to ‘continue to

' undertake this study. The following paragraphs in chapter

three will describe the methodology utilized for the |

‘conductance‘of this‘study. , o

Methodology Utilized to Develop the ; ) _ : .
Data Collecting Instrument . -

 The data collecting 1nstrument created and utilized :

b

to collectvdata for conductance of thlS study was an
occupational,profile chart called a-Profile of Occupational
'Skills and Tasks (POST).I The de51gn for the<POST 1nstrument
'and the methodology used for thlS study were developed by
choosing and adapting selecte&’procedures from "Design a
Curriculum" (DACUM), Uua'&bmpetency Analy51s Profile" (CAP)
System, and from Dawson (19?9) and Spencer (1984) Masters of |

* B
4

' BEducation Theses. !

P |
The DACUM: Brainstorming from the "DACUM" was used@
as a method to 1dent1fy the job competen01es and prepare a

,profile chart for optometric ancillary personnel.

The CAP Sjstem- The CAP System offered two areas

that were. adapted for 'this study. Firstly, the criteria for
fselecting the population to take part in: the bralnstorming

'.developmental stages. Secondly, as suggested by the. "CAP"

°

System, the validation process was utilized in order to

v ¢

obtain feedback from a larger cross -section of the population.

-

.
«J’/ '
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The Dawson and Spencer Theses: From the Dawson

(1979) and Spencer (1984) studies the researcher adapted and

modified their concept of utilizing. abbreviated symbols on

the data collecting in trument The abbreviated symbols wore
placed within each of the occupational task areas. This was
done in order to coll ct additional information from the
group who were taking part in the‘validation‘process.

| The Profile f‘Occupational Skills and Tasks (PQST)
system resulted from the modifications'and adaptations of the

above'three studies.| A major difference in this study was:

I

the 1ntroduction of/ ranking the skills and tasks. The
criteria used to rank the skills and tasks, by the

respondents, durlng the valldation process, was that the

\

) SklllS and tasks be ranked from the most to least 1mportant
as perceived by them, to function on the job;

The Population and Methodology Selected
to Develop the Data Collecting Instrument -

‘The 1dent1f1cation of the skills and tasks that were

presented on the data collecting‘instrument (the POST) was’

~ provided by a team of nine~optometric ancillary personnel

. representing a cross- section of ancillary optometric ' /

personnel 1n the Province of Alberta. According to Deane and

~

Manuel (197?131) the assumptionsAfor»selecting current

practitioners is to provide the most relevant information

”f‘\ about the competencies required to function satisfactorily in

tﬁf\field In addition, a‘profile that.is developed through

. .
N —



the combined efforts of team input is suherior to individual

* input, ‘and through the synergy of the brainstorming process
the output of a team is far greater than the individual |
Q
' inputs that might be gathered from the same team members in a

one-to-one interview session.

Methodology Used for Selecting the Developmental

Workshop Population° The population for the developmental-

workshops were obtained. by corresponding with optometric
ﬂancillary personnel who were currently employed in optometric
;,V’éffices. |
"On October 8, 1984, correspondehce took place among
thirty-three urban and five rural‘optometric,offices_within
‘the Edmbnton and'surroundihg arta (as in Appendix Ciﬁ?'The
letters E; the optometric and ancillary personnel 1nformed
them that the researcher 'was planning developmental |
workshops in order to develop an occupational profile for
» their occupations and that their gssistance in this area
| wbuld be of great value. The first workshop was planned to
greate the skills and-tasks of a reoeptionist_worhing in an
- optometric office, and the second workshop was planned to
deal with the skills ahd‘tasksbperforﬁed by aseistants
working ih'ah optometric office. 'ip order‘to assist the
optometrit and ancillary personnel determine which workshop’
‘bor workshops they might wish to attend, a description was

provided of the duties that ‘a receptionist is most likely to

)  perform in his/her job, and the duti«s that an assistant ‘is
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“most likely to perform in his/hervjob. The'letter includedv
the dates, tixmes and place for each of the workshops as wellw ,'
as requestihg the ancil lary personnel to contact the

' researcher if they wished to take part in this research

n.study.i » ‘

Resulting from the Ietters that were mailed October

8, 1984, requesting an01llary personnel to participate in

this study, the researcher was contacted by eleven optometric
ancillary personnel. During these telephone conversations it
became evident.that the.optometric encilla:y'personnei were

- not sure which workshop they'woulabattend. In many
optometric offices the duties of a receptionist and of an
assistant guite Sften overlap_ahd are'not clearly defined.

In smaller optometric offices an assistant may perform the

functions of both the receptionist as well as that of an

assistant. . ' -
44:."'0 : A
A dllemnm.such as: thlS was of no surprise to the
P

researcher as ho systematlc attempt has' ever been made to
?classify the two occupational areas and part of this study is
Lto accomplish job classifications for optometric(anciliary
personhel Currently,hthe occupational duties far optometric
ancillary personnel have been based upon the following
criterla: 1) the size of an optometrlc practice and whether
or not rt§was an urban or rural practace, 2) the
’availahility of personnel, and 3) the.provisions within each

optometfic office for on-the-job training. 4%'



Resulting from the lack of job titles ahe job
classifications of occupational duties that are performea by
optometric ancillary personnel, it appeared to be in the best
interests for this study that the workshops should become ,
heterogeheous’rather than'hoﬁogeneous as this woufg assist in
determining whether or not there should be e'né or two job
titles and‘occupational profile charts developed: one for
the optometric reeeptionist and one }or the optometric
assistant. - v

Participants ig the‘DeVelopmental Workshops: The

following is a breakdoﬁn‘of the heterogeneous population who
attended both developmental workshops. This includes a

3 . .
descrigtion of their current occupational job titles; the

approximate number of years they have been working in an

optometric office; the size'of the optometric practice,vénd
whether or not the optometric office‘they work in is urban or
rural. , \

The speciflc backgrc&nd of the part101pants who took
part'in the first workshop whlch produced the profile chart
for the Optometric Recqptionists,‘ls as follows:

1. A Receptionist who performs some assistant duties,
with fifteen years experience employed ingan urban
optometric practice with one Optometrist. %:_
attended on1§ the first developmental worksh

2. An Assistant (trained. ophthalmlc dlspenser) who ‘
performs all of the assistant's duties and all of the
receptionist's duties has had over fifteen years
experience. She is employed in an urban optometric
pngctice with one Optometrist. She attended both of

developmental workshops. '
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‘3. A Receptionist with over five years experience
employed in a rural optometric practice with one
Optometrist. She attended only the first
developmental workshop.

~

4. An Assistant who also performs receptionist's duties

has had over five years experience, and is employed

in an urban optometric practice with four

Optometrists. ©She attended both developmental

workshops. ' '

.

6. A Receptionist with over five years experience
employed in an urban optometric practice with two
Optometpists. She attended only the first
-developmental workshop. N

. 6¢ A Receptlonist with over two years experiénce and is

: e employed‘in an urban optometric practice with three

Optometrists. .She attended only the first
develOpmbntal workshop.’

7. An A331&tant -with over two Yeers experience and is
- employed in an urban optometric practice with four
Optomefrists. . She attendéd both developmental

. workshops. |

8. A Receptionist with oneﬁfear experience employed in

an urban optometric practice with one Optometrist.,

She attended only the first developmental workshop.

Eight’optometric and anciilary personnel attended the -
first developmental Wo%kshop which was held October 27 and
28, 1984, at the Alberta Vocational Centre, Edmonton, from
9:00 a.m. to 4:00 p.m.- Coffee and 'lunchh along with an
honorarium was provided. ;The'researcher's husband, a
%practicing Optometrist was present throughout the
developmental workshopbissuming the role of a resource person
and a recorder for the researcher.
| The heterogeneous population that attended the first

developmental workshop consisted of four persons who

performed the duties of a receptionist as well as the duties
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of an assistant, and four persons who performed only

receptionists' duties.

The Specifio background of the participants who took

/

part in the second workshop which produce the profile chart
for the‘OptometriC'Assistants; is as foiloWs;

1. An Assistant who is a licenced ophthalmic d£5pé;ser
with over fifteen years experience employed in an
urban optometric practice with one Optometris
performs all the duties of an assistant and a of
the duties of a receptionist. She attended only ‘the
sgcond developmental workshop. :

2. An Assistant (trained ophthalmic dispenser) who
performs all of the assistant's duties and all of
the receptionist's duties has had over fifteen years
experience. She is employed in an urban aptometric
practice with one Optometrist and attended both of
the developmental workshops. ' N

3. An Assistant who also perfofms some of the
receptionist's duties and has had over five years
experience is employed in an urban optometric

~ practice with four Optometrists. She attended both
developmental workshops.,

4. An Assistant- with over two years experience employed
in-an urban optometric practice with four :
Optometrists. She attended both developmental
workshops. '

5. An Assistant»with less than one year of experience
employed in an urban practice with four ~
Optometrists. She attended only the second

, developmental workshop.
o : . : ‘ &
Five optometric ancillafy personnel attended the
second deQelopmental workshop. The workshop was held

November 3 and 4, 1984, at the Alberta Vocational Centre,

Edmonton, from 9:00 a.m. to 4:00 p.m. Coffee and lgnchAalong

with an honorarium was provided. (Initially, six

participants héd agreed to attend, but bng could not éttend

<
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due to iLlness.) The researcher's husband, a practicing

Optometrist, was also present at tﬁe second d-velopmental

workshop and assumed the role of resource person and recorder
for the researcher. o
‘ ' ? ' ‘ i a’n‘,

The heterogeneous population who were in attendanée |
at the second developmental workshop consisteé of two persons ﬁ&
‘v‘h_d perfo»rm the duties of a_n.assistant as well as the duties
. of a receptlonist,‘and three persons\who perform only

assistants'.duties.b

The Procedure Utiliied for the Development
of the Data Collecting Instrument

The equipment required to hold the workshops
included: | “ '

1. A classroom with comfortable chairs and tables that
- were placed in a semi-circle to allow for group
interaction and to provxde ‘the group with an
unobstructed view of the wall that was being used to
create the profile. This wall was the working
surface which showed the developmental stages of the
profile chart,

2. A-well ventilated and well lit room.

3 8" x 11" file cards to list the skills vertically on
the wall

4, 4" x 6" fille cards to list the tasks horizontally
' on the wall.

5. Felt tlpped pens used to write on the file cards.
6. Masking tape uded to adhere the cards to the wall,

7. Paper and pencils for the participants to make
notes.

'8. A large coffee urn and refreshments. /

t
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9. Sample copies of occupational profile charts fronm.
different occupational classifications were
displayed. This was to assist the participants at.
the developmental workshops to visually comprehend
an occupational profile and to further asgist the
participants to conceptualize the terminal
objectives for the developmental workshops‘g

10. A copy of the Catalogue of Adult Basic Ski’ls as a
sample of what can be created using the CAP system.

X - \
11. *~ An honorarium for the participants,*

3 oW

12. Name taés for the.participan S.

13. Arangements with a nearby restaurant to take the
B participants to lunch.

- Developmental Workshop: On the first day of each
_ ' TN
developmental‘workshop the researcher welcomed the group and

introductions Were'exchanged. An overview of the day's’
agenda and terminal objectives for the developmental workshop
were explained to the participants. Examples of occupational

'profile charts for Dental ﬁeceptionists and Dental Assistants

3

were displayed. Although these charts were from another gob

classification, they were displayed in order- to assist tnegwg“
participants at the developmental workshops to conce‘ﬁuaggz J
a completed profile chart. The profile charts that.we§e

displayed for the Dental Receptionists and the@»ental QT

Education, Province of" Briti%h Columbia.

-~ The Occugational Clas51f1cations.

_occupational classifications according to Mitchellk U93£ 5)

is not merely an exercise in semantics, it is a maz er %f '



a® -

‘accurately defining the range and scope of an occupation, he

7

further stated that an accurate job title helps to keep the
group on track, as it begins the process of identifying
specific skills.

The initial §tep taken by t researcher'was to

~ establish whether of not enoug distinction between the

-occupational duties performed by the receptionists and

assistants.working in an optometric office were sufficiently
different that an occupational profile should be established
for each group. Or, alternatively if the distinctions
between;,the two groups were S‘::f;slight then only one - |
occupational profileﬂand only onelﬁdb title would be
developed.a In order to identify the nameks) that would be
given to the job title(s) for optometric ancillary personnel
thg researcher requested the de;elopmental workshop
participants to first identify the occupational’duties ‘yi
required by a receptionist and then»id%gtify the occupational t
duties required by an assistant working in an optometric

fice. A brainstorming procedure was utilized.

Through the use of the brainstotming method the

'j_,partic1pants identified occupational duties that they

'performed. All the suggestions were placed on cards which

' ‘were then placed on the blackboard in the order in which they

" were Put forth by the workshop partigipants. This procedure -

. (
was performed without classifying the occupational duties to

a job title. It was only after the brainstorming session was ;

1

X

EE RN

n
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complete that a discussion took place to see if there was a

/
-

natural division amohg the ocpupational duties that had been :

identified. Group consensus indicate that a diViSion’

' between the occupational duties for receptionists and ‘
3 .

- assigtants working 1nﬂan optometric office were suff1c1ent

enough to eptablish two ]ob titles and two accompanying

profile charts.. Subsequently, the occupational title and

: accompanx@ng\grofile chart for a receptionist working in an

optometric office was identified as an Optometr c \,x
T e (
Receptionist and the occupational title and accompanylng

’ .
profile chart for an,a551stant working 1n an optometric
% : N

x

office was 1dent1f1ed as .an Optometric Ass1stant

g
Once the group confirmed that tWO‘jOb cla551fications

Y )

were’ necessary these Joh cla551f1cat10ns were writ h on an

¥ i

”8 - X 11" card (The first developmental workshop dant w1th

the skills and tasks for ‘an Optometric Receptionist4 whilst
-y -
the second developmental workshop dealt with the;skills and -

tasks for an Optgﬁetric ASSistant) The' ]Ob title was placed

/

tO\the extreme left on gpe blackboaré& The next procedure
:yas to identify the skillSTfor the Job-cla551f1cation |

e During the first and second developmental workshops
S l‘

: - 1 , .
workshops,. ile the tometrist assiste :

1 - LY

v

a reSource

: er for the elements 6f the evolv1ng charts.

The brainstorming procedure was contlnued as. a meanS~‘

S h
of identifying the\i:ill areas that fell under the spec1f1c

. A . R !
- i . al . . f



job title A8 the. skifls were recorded on 3" x 5" cards they

were pla&d on. the wall in the orde,r }hey were identified by

Vthe group. After a number’ of Skllls were identified a review S

and modification of the Sklllb took place _5>."ng ﬁor any

. P 4 e .
. om1551ons or redundan01es and to- correctud 1,ording on the

. A ¥

cards. - Once this was accompllshed and the group reached a’
consensus ‘the skills ‘were sequenced on the uall vertically

from the most to least 1mportant Sklll required in order to
function in the occupatlon. b . ; f_ - R
| Once the skills ‘had been 1dent1£1ed and rankednthe
gronp s attentlon was directed toward identification of the
ta;ks that wouid be performed w1th1n each Sklll » stng the
bralnstorming procedure the tasks that would be performed
within each sklli were 1dentiﬁ1ed. As the tasks were
identified by the group they mere reCOrded-on74"Ax‘6" cards
and'arranced on’the;wall horvéontally opposite‘the related
sk111 Each sklll area was éompleted as much as po551ble
before proceedlng to the neﬁt skill After the qroup had "\d
'1dent1f1ed all the tasks 1n/each skill a review and ",(\
mgzification thk-place:to/check forvomissions,_redundancie54;
_1.and to correct any words oﬁ.phrases~on:the card.

Flnal 1nspeetion for om1551ons, redundanCies and a
reviem of theﬁwording:on the flnished Profile,of Occupational
"fSkiliszand Tasks (POST)Ztook place. After this final review
.hadfbeenpcompieted and all the'modifications had taken place

to the satisfaction of‘the group, the taSk anaiysis part of
) - . - 'q »\ ":‘ ."P:’.’,. tl-v . ; .

2
] S
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the workshop was over and the POST data{collecting‘had been

created. . . %

Two Profiles of Occupational §kif%} and Tasks" Chari
1, the Profile of Occupational Skills and Tasks for an \
‘bptometricHReceptionist,contained fourteen skill areas and
one hundred and eight tasks. Cha?tczh“the Profile.of
Occupational Skills and Tasks for an Optometric Assistant
contained eighteen skill areas and one hundred and twenty ~-two
tasks. Approximately one hundred and fifty blueprints of

~each profile chart were'prepared for the mail-out validation

process of this study. See Chart 1 and Chart 2, in the

p
pocket at the back of thlS the51s. : -
The Validation Process'
> - In accordance with the Competency Analy51s Profile

'(CAP) System, - thesdata collecting 1nstrument the Profile of
.vOccupational SK}lls and Tasks (POST) charts were validated.

This was accomplished through a provinc1a1-w1de mailing to

v o

optometric anCillary personnel @mployed in an optometric

| office. The POST charts were mailed di@%%tly to the

. T W “
optometrist employer. A mailing list of Optometrists who. -.
P k--' » '

' were members in good standlng during the year 1984 85 was b

‘obtained from th: Afberta Optometric Assoc1ation.

On Decem er 6 1984, 141 optometric offices in
Alberta were ma'hed two profile charts, a stamped self<

addressed enVel pe and a letter_requesting the thometrist to' -

B



instruments (the POST).

¥

' ] : . \ ‘ \ o

-ask their ancillary staff to participate in the validation

 process of this study. Also enclosed was a letter of

instructions to their anCillary staff (as shown in Appendix
E) w1th the directions on how to complete the data collecting
The respondents who agreed to validate the PGST ‘

charts were asked to read over both profile charts and pick

)

| the profile chart that best described their: occupational

duties. Follow1ng,this, the respondents”were asked to rank

' the skills numericallyvfrom the most'to least important‘skill

P

, krequired by them in their occupatioh Upon'the‘completion of

: the ranking for each Sklll the respondents were then asked to

nQW‘rank the tasks for each Sklll '%The‘tasks were ranked
, ] 2!
within each skill, and were ranked numerically from the most

"_€o least 1mportant task required by them to function in their

j-_ob . )

The abbrev1ated symbols used during the validation

; phase of this study were to obtain answers to questions asked

on the POST charts, for example- rQuestion 1 asked the

5u":respondents to circle "Y" for (yes) to 1ndicate 1f they

‘e

performed-this task. If the respondents perform this task

-

they were then asked to indicate where they learned this task

. Yo
by choosing one of the. follow1ng symbols- "P" to indicate

they learned the task prier to enter“g,,ng the job or: they could -

0o

choose "0" to indicate they learne

job training, or.they could selecéw"s" to indicate they _

.
4
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lgarned the t sk in a seminar or*® course, of study after being
employed Qu stion 2 a§ﬁed the respondents to circle the
symbol "N" ( o) if they did not perform this task If the

,l.respondentS/circled "N indicating they do not perform this

¢

%ask they were then asked ta indicate why .they did not ‘
gerform this task by- further choosing one of the following

\*'symbols' “NR" to indicate that the task is not relevant to-

\\ »

\théﬁr job or "RNT”'to indicate that the task is relevant but
they»do not . perform this task because they require further

training. ‘The following is\an example of the instructions

W
(as shown in Appendlx E) that were provided to the

participants@%é#ing part in this validation process.

ok i

QUESTION 1
Do you do this Task in, yonr job?

If YES, éircle the "Y" and go to QUESTION 2.1
If NO; circle the "N" and- go to QUESTION 2.2

| . 3 i el
,QUESTION§Q.1' | B
Where did you learn this Task? A - | %

Circle the appropriate reSponse. Circle'only ONE response,
. b &

, QTaSk learned prior to ‘the Job

Tasklearned on-th ~3 6b-

Task.learned during a ‘seminar or

; through a course after being employed in your job?

a

‘nwow.
#nau

i } .
'?: o . . ¥ ) . . i
¥ . ? - .
-

QUESTION?Z 2 . - ;
Mhich ofnthe following statements describes why you do not
perform this Task? - )

- .

L e ' 1]
A ' [ . . ~ .
) . , . 52
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NR

\ the Task is not relevant to my job.
RNT

the Task is relevant to my job, but I- require .
additional training | ‘ ‘— R

Treatment of the Data

The data were analyzed by utilizing an Abple IIe
_ computer, With ‘a C/PM card, and. using the Multi-Plan software '
package to produce a frequency count for the ranking of -the
skills and taSks‘from'the‘POST charts. The responses-from'
the ‘dbbreviated symbols onwthe POST charts were counted
manually and converted to percentages. A more detailed:
descriptlon of. the findings from the data are contained in

‘ghapter 4fof this study.

£

Y Summar
o =urmary , .
This research study attempted to identify

occupational classifications for optometric ancillary

, personnel., Two such occupational classifications were
- > N P

‘ identified: one ocoupatiOnal classification for the

)

Optometric® Receptionist and the other occupational

cla551fication for the Optometrichssistant.



'ranking of importance of skills and tasks.

Chapter 4
. FINDINGS OF THE STUDY

This éhapﬁer is divided into three sections._  The

':first sectio ntains the demographic information relevant

tontpe Optdmetqic Receptionists'and Optometric‘Assistants who

* took bart in the study. The second section presents skills

and ‘tasks performed on the job and the third section the

8

'Providing the Data -

POST Charts 1 and 2. providedr the data for Tablle 2

- to 35, and the POST Charts 3 and 4 proV{ded the data for
Tables 36 to 6‘9 All 4 POST Charts are in a pocket attached

. to the inside back cover of this thesis.

-

Reporting the Data

Fifty Percent: , For the purposes of reporting the

- pecentage distributlon data, responses totalllng 50 percent

and above were considered to be the maJorlty".

Twenty Percent‘f For the purposes gf reporting the

k]

"neeqd for training", responses totalfing 20 percent and above

’weré deemed to be tasks for whlch respondents requlred

furthér'tratning.~ The terms upper range ‘mid range and 10wer

.range were usgd to describe relatlve p031t10n oﬁ,ranklng of

4
e

the tasks. ~”,ﬂ;yn,_

' Tasks Acguired Aftﬁi!'Em}:_)loyment°‘t In order to

o . , " .
NP ) L B . ",
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determine the tasks acquired by the majoriqé of respondentsl
after employgﬁnt in an optometr&ffice, the two- columns
"0: Learn Task On the Job" and "S: Learn Task at a Course"
{on Tables 2 to 35) were added together for each task. The .

tasks totalling 50 percent and above were considered to be

the "majority".

t

Section éhgi Distribution gg Respondents

- Table 1 indicates th;’location of respondents. of

‘the 59 Optometric Receptionists 33 (or 56%) worked in either

Edmontor or. Calgary. The remainder were scattered throughout
N

the Province. Similarly,_for the Optometric Assistants, 26

(or 53%) were from Edmonton or Calgary, while the remainder

were scattered throughout the Province.

i \

‘Section Two: Presentation of the Skills and

Tasks Performed On The Job

thometric Receptionist5° Tables 2 to 15~summarize

. the findings from the POST Charts for the Optometric

Receptionists.
Table 2, Skill A - Interpersonal Skills contains 11

tasks. All 11 tasks were performed by the majority of

respondents.- In the case of 10 tasks, a majority of

respondents learned the task pr to entering the job. Only

1 task "Receive patients an office visitors was learned on



TABLE 1

THE REGIONAL DISTRIBUTION IN THE PROVINCE OF ALBERTA.
'FOR PHASE II OF THE OPTOMETRIC RECEPTIONISTS. AND
THE OPTOMETRIC ASSISTANTS

> ========B========h===ﬂB=======================================
! .
‘ Optometric _ Optometric
' . ’ Receptionists ‘ Assistants
Airdrie
Athabasca
. Bonnyville ‘
Calgary - ' -1 1
. Camrose :
Drayton Valley
Edmonton 1 1

Fort Saskatchewan
Grande Prairie
~ Hanna ‘
High Prairie
.Lacombe .
Lethbridge. ' 1
" Medicine Hat
Ponoka
Red Deer
Rocky Mountain House
St. Albert
St. Paul

////~Sherwood Park
~ . Wetaskiwin -

*Potal o 59

—‘—“—‘O:—‘h-ﬂom—‘—‘—‘—‘l\)\o—‘—‘b—‘—‘r‘

|
|

-
O




TABLE 2

PERCENTAGE DISTRIBUTION FOR THE TASKS

PERFORMED BY

AN OPTOMETRIC RECEPTIONIST

57

S: Learned task at a course

need training

X ' - SKILL A: INTERPERSONAL SKIL93\~ — TN ——
==a‘a====l======l§===é=============:2=‘==“==.'======q=========a==a====;\
. | ) ' . N
Y 5 S ——
TASK : ' N 'Y ' P 0] N
o Y ) S\\ N R RNT
o "y )."
A -1 Receive patient and o : -
! office visitors 100 44 54 2 0 0 0
A -2  Work independently 98 73 25 0 2 2, 0
A -3 Act ln«dlp omatic \\.~
;nanner N 100 +77 - 17 6 0 O 0
A -4 - Develop sensitlvity ';
. to the needs of the ’ “o
‘ patients 100 NM fo -0 0 0 0
A -5 Create a friendly-and - .
. " comfortable atmosphere 100 79 21 O 0 0 0
A -6 Maintain effective
working relationships , » :
to be part of a team 100 71 29 O 0 0 0
A -7 +Acquire a sense of "
humor ‘ 96 81,17 0 .2 -0 0
A -8 Adapt to and deal o -
with stress 98 62 33 2 2 2 2
A -9  Identify situations
. under which you have : _
no control - 94 54 38 2 6 6 0
A - 10 Know when to start/ :
stop a conversation 100 75 23 2 0 0 0
A - 11 Don't be afraid to : -
‘ask questions . 100 79 19 2 0 0 0
Legend: .
Y: Yes,'perform'task ) N: No, do not perform\the
P: Learned task. prior to _ task
entering the job NR: Not relevant
0: Learned task on the job RNT: Task is relevant but

\~

[



TABLE 3

PERCENTAGE DISTRIBUTION FOR THE TASKS
PERFORMED BY AN OPTOMETRIC\QECEPTIONIST

SKILL B: - DEPENDABILITY

58

nn::s::ﬁa-s::::aua:===================q======-‘ =
TASK ‘N = 52 Y P 0] NR RNT
_\
(B -1 Adhere to work tlme
schedule 100 81 19 0 0
B -2 Project a professional
. appearance 100 81 19 0 0
B -3 Keep patient's
‘ confidentiality 100 64 37 0 0 -
B - 4  Organize your work
- priorities 100 67 33 0 0
B - 5. Develop good
‘listening habits 100 " 79 17 o 0
Legend: ‘ e
- ¥: Yes, peffdgx task N: ‘No, do not perform the
P: Learned task prior to task
.. entering the job _ NR: Not relevant
O: Learned task on the job RNT: Task is relevant but
S: Learned task at a course

need training
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All tasks were oerformed by the majority. of'respondents. in
\the case of all 5§ tasks the mAjority of respondants learned
them prior to entering t%e job.

Table 4, Skill C - Telephone Techniques contains 9
tasks. All taskg whixvo/rformed by the majority of
reSpondents. Four of the 9 tasks were learned by the
majority of respondents prior to entering the job, while 5
tasks were learned on the job by the majority.' C /

Table 5, Skill ﬁ - Appointment Management containg 7
.téeks.‘ All 7 tasks were performed by the mejority of
respondents. All 7 tasks were learned\on the job by the
mejority. - |

’ Table 6, Skill E - Terminoiogy;contains 10 tasks.
Nine of the tasks were perforned‘by the majority of
respondents. The remaining ﬁesk "Méintain a dictionary of
optometric terme"'wasuhowever performed by 46% of the
respondents. Eight of the tasks were learned on the job by
the majority, while the need for treihing was reported in
Task 1. ., | |

Table 7, Skill F - Order Optometric Frames and
Lenses eonteins 8 tasks, Ail 8 tasks were performed by the
mejority of respondents, and all tasks were learned on thei '
job by the majority of respondents.

‘_ . ‘Table 8, Skill G - Orderiné Contact Lenses contains 9
' tasks; All 9 tas?s were perfo?med by.thesmajority of_

respondents, and af"l tasks were learned 't{ge:.jobfby the

LY
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7 PERCENTAGEADISTRIBUTION FOR THE TASKS ' ™
'TPERFQRMED BY AN OPTOMETRIC RECEPTIONIST '

 SKILL C: TELEPHONE TECHNIQUES. . Y
| < ‘ ,

: -n.::i.:su:sana-:--as:ana===asazzzsnaaéaszasaa===ns====z==§==a
h

TASK | N =58 Y P 0 S T TNR RNT

Cc -1 Use acceptable | SR
telephone ‘manners 100 81 19 0 0 0 0

c -2 Identify caller in - A
order to screen ~ ~ I
telephone calls - _ 100 56 44 0 0 0 -0

~ C -3  Determine if,you can . .
assist this caller 100 46 54 O 0 0 0

cC -4 Be perceptive’ when
- screening calls,
for example, know if

it is’an emergency 100 37 64 0 0 0 0
C <5  Answer the telephone
promptly 100 81 19 0 0 0 0

¢ -6 Listen carefully, take .
notes and do not make
the caller repeat

the information "*100 58 40 2.0 0 0
C - 7. Know how to deal with , | '
‘ telephone shoppers 98 33 -64 2 2 0 2
c -8 Know how to handle | “
telephone appointment . '
cancellations 100 27 73 0 0 0 0
C -9  Know how to use the - ';méQ‘ -
: telepone for recalls - 67 15 50 2 33 29 4
Legend: . >
»Yé Yes, perform task &:1, No, .do-not perform the
P: Learned task prior to - task
entering:the job NR: Not relevant
O0:. Learned task on the job - RNT: Task is relevant but
S:__Learned task at a course _ need training

TABLE 4 . .w% g}a, 
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PERCENTAGE DISTRYBUTION FOR THE, TASKS

’g& C 'PERFORMED BY AN OPTOMETRIC RECEPTIONIST 7 .

N SKILL 3& APPOINTMENT MANAGEMENT

-

=========B=I”===========ﬂ====S.SSI'SSQ‘SSRSEI'SHI-..---’--.--.
' . : .

TASK N=52 . Y

P O S. N NR RNT

- D=1 Determine the
- - @ patient's needs when
making appointments 100

D.- 2 Know the time
required for the ’
patient s appointment 100

. D -3 Know hgy, to rearrange
" the appointment book
in qn emergency 100

D -4 Telephone pdtients to
N D confirm appeintments
B ‘for ;the next day 79
i T ‘;3. + M T
, D -5 Alwiys obtaln the
. s, pagient's name ‘and

f.r,‘. tele?hone number : ( 98
D - %7, Find out %;sthe"'.' :
R Lo pathq; is a new, .t o

s,@;, réferred or re-check 27100

* . LN

.o
)

ﬂ_7~" Establish a waitinq T
N . }ist for patlents‘ ¢ :
x;»a.; tho can be fitted into
wganoelled app01ntments 87

P

-

23 75 2 0 0 . 0
15 85 0 0 0 0
19 87 0 0 "0 0

17 62 0 21 19 2

26 720 2 2 0

17:83 0 0 0 0

17 69 0 13 13 0

a

Legend o '~ 1,34 x

e .Yes, perform task . N:
P: Learned task prior to
entering job : NR:
.. O Learried task on the job® RNT:-

.8t Learned task at a course

~

Np, do not perform the
task

Not relevant .

Task is relevant but
need training
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T g‘ . TABLE 6 . C

U o Co e o
L A PERCENTAGE DISTRIBUTION FOR THE TASKS o

A 2 " PERFORMFD B!\AN OPTOMETRIC RECEPTIONIST . e

S n .0~ " SKILL EY TERMINOLOGY .
Wt :::":ﬁg::'ﬁ-‘.}ﬁl==-‘/.===“=n==“_‘,===="—"===ll= ==;=====.==u:":=====‘====;========
TASK . ,.N=52 Y ¥ 0 +5° N® NR RNT
. E - T . fnow the histerical = . 77
~ v« overview for the CRR . ,5/// . -
SR .. optonietric profession 56 * 8 42 6 44" 31, 13 °

o B T2 Dfétlngulshodlfferénces%
R : re: an optometrist, I , ‘
C . N ophth&lmologist and ‘ g R S B
) v . an opt1c1an .,100 17 794 -0 ° 0 0
.. E -3  Define the optometrf% e \ N,
4 - . ' services that’ yOur S ; oo
o . office pr0v1de§\ .96 4 92 0 .4 ) 4

'

v

>

E - 4  'Exp1a1n the fee =~ . . B ) - "‘{,-n.J
. structure“er the o+ - I v
office _“, 71 v ' }'98 9494 0 2 7 2 0 .

N R Know the names for. ; . ST -7
SRR ,ﬁhe parts of a frame . 88 6 .82- O'>12 6 6
/ | |

E-6 Know- the different® A TR
- vtypesgof eye - glass o A B \

‘%;”E34'7”1I'Kn6§:the dlfferent ; L T
o - types of contact = - S S S T P
o lenses: % . o816 75770 18 8§ 13 4

. ) E - ’8. - K >¢the dlfferent L . .
o . types of-contact .. SR s

e . . lens solutlons CoL 4'77/v‘5r.71;‘§ ‘17v

o :
o -
I
o

- E-9 ' Develop a vocabulary T
I ;”ﬂgﬁ terms relatlng tQ v T T o
. . the anatomy of ‘the eye- 69 .10 :54 -6 .31 .13 17 . -

. ,‘..3‘3\16  ;Mainta1n a dlctlonary o SRS Cle
// © ., of optometric terms \ 46 473548 ‘54 33 21

LN < : i la "4‘
. Legends g T TN N
'TT?, ¥: Yeg, perform task . N . No, dO ot Pérform the :
J P° Learned tash.gricr to task . :
i';, - entering job .~ T NR& th*relevant""* e
.~.© 01 Learned task on the job © . " RNT: ask: 1s/re1evant but
R 'Léhrned task at a course .  ¢need trainlag g |
> .u.’.'.pil R A EEL RN L N
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| - B Y32 A S

. ‘ | oo ERNTRU \“§\
, PERCENTAGE DISTRIBUTION FOR THE TASKS S : :
PERFORMED BY AN OPTOMETRIC RECEPTIONIST

SKILL Fe ORDER‘QP‘H»T-HALMIC F.hAMES ANDA LENSES-

.
!

=_===;a:#:':::::::::::::::===‘================_;-‘=======_;.========l‘=a
TASK . . ' 7 N=52" Y P 0 S| N KR RNT
F -1 Know how to read a a o
o prescrlptiOn from a . o o ‘U
npatlent s file - - 90 10 .81,0 10~‘
‘B2 IQentify specifications | e '\’1_.f,
for the frame parts 77 8 69‘, 0% 23 ﬁr; ,.
F - 3 * Know whicﬁydistributors. - R
‘ + and/or labs* from which . N ' j“
-+, to prder frames and Y T e A‘TZ K
) - .lenses = o 77 8 69 0 - 23 12 1
. 5 N ) e - o W7 ‘ k . »
F‘—\f : ;Perform minok repalrs R el
. " to frames . o ; .71 8 62 -2 29 13 15
F-5 Usea frame catalogue 87 6 81 0 13 10 "3
Lo [ . O .- o N : PR L .
] L . : .

“F -6 . Know how to order

parts of frames = 's& 8.1 0 12 973
L - L - R
F -7 ;‘quw houv@d eep a * 8 " S e ST
© - record o ¥afir .g- "‘i@_ RIS wf e ‘*
. frame stock o 75 .8 67 -0 25712 13
" F -8  Know how to keep‘a o T t:¢ |
- . . record of all frame S N T
SRR o and lens® orders o730 8.65-0 027, 17 10
. ‘ -:"1’ ST . o - R x 5 \.b . 5 . . | ) |

Ye. Yes, perform task - >~ . N No, do not perform the

P: Learned task prloQ*to ,Y . task .
.. entering job ‘ 8J NRv ' Not relevant.

p: Learned task on the jdb RNT-_ Task. is relev&ht b

.S: . Learn&d task at a course - ‘need training Jr'”‘
. RO e o -+

.«

. . . ; : . R R . N . - i
S C . : : o : R - Q : L I
. " " . . , - . . . B ' R . s
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’ TABLE 8
PERCENTAGE DISTRIBUTION FOR THE TASKS RE
PERFORMED BY AN OPTOMETRIC RECEPTIONIST
 SKILL Gt ORDERING CONTACT LENSES. .
. === ========é'=$_==l=‘é==;:’::‘::;*:::::============“=========="."========
Wepsk. . n=s2 Y P 0 S N NR RNT
G - 1.‘ Kndk“how to read a : A ,
‘ - patient's contact ' . R . L -
,1en§ chart ‘ . 73 -4 ;69. 0 27 10 17
TG -2, Be able to 1dent1fy I
© - the type of contact A
lens from reading the - * =~ - = . L
patienf‘s charts =~ - .77 4 .73 .0 23 15
- wmG - 3 'Know the contact lens” ot T |
o, ' companies replacement ' SR SN ',
| policy and dellvéry T :
‘rdates R I 73 -4 69 0+ 27 12 15
G - 4 Keep a record of your K S ot
- ~ contact. léns stock ' -54 2 52 0 . 46 35 ,'12~
G -5 VfKnow how to care for - o : ﬁ@"‘x
: " contact lenses . N 73 2, 71 0 27 12 15,
) . .. . N ‘:.‘v . -
G -6 -Known how to use ‘ 2 SR ‘ Gl
* contact lens solutions. 71 6 . 65 0 29 15 Aa3°
G"Q§7 g Keep a»record.of the - - - T o R
T dates ~contact - B o
~ lens ¥blutions . 67 4. 64 0 33 .19/ 13
G -8 ’Knowfhow'toforder_' ‘ . e e . .
N tact*lens solutions 75 4 71 0 25 15 10
"6 -9 " Ke p a record of all STt SR .
- contag lens orders Y73 6067 0727 15 12
. ] ‘. - . . » x ' : . B
. dl ~

_ Y,fers, perform task - N: " No, do not perform the
. - 'P: Learned task prlor to .- . .. task ot T
Lo enﬁerihg job . * + 'NR:  Not relevant§> ‘
.Q:- Learned task on the jop = RNT: Task is:relevant,. but
83 Learned ta k at a- courge‘ . néeed trainlng 5

b

=



‘ respondents.

majority of respondents. “.' ',Wr' |

o Table 9, Sklll H - Record Management cohtains 5
tasks.‘ ‘All 7 tasks were performed by the majority of
respondents,tand 5 of the 7 tasks, were. learned on the job by

the majority of respondents.
®

Table 10, Skill I - General Office Procedures

contains 4 tasks. 'All 4 tasks were performed by the’majority

of reSpondents and all tasks were learned on tﬁe jobtnrthe

majorlty of respondents. ‘
Table 1T Sklll J - Typing contains 5 tasks. / All 5

tasks were performed by the majority of respondents, and 3 of

. o
7

the 5 tasks were learned on the,Job by the ma)ority of kd

L

L}

respondents._ ..

The remaining 3 tasks "Process the office ) )

=
»
payroll"' "Prepare a‘balance sheet" and "Prepare an income

kY -
statement“ were reported not relevant by the majority of

resﬁﬁpdents.
..

s 1

Table 13 Skill L - Use ahd Operate Buéiness Machines

3

contains 7 tasks. The maJorlty of’respondents performed 2 A )
- o ; ¢ \

’ tasks. One task "Use a CQICulator" was learned prior to

Y .
eatering the JOb by the ma;ority of respondents.~ ‘The 5

. remaining tasks were reported not relevant by the majority of



TABLE 9

PERCENTAGE DISTRIBUTIO& FOR THE TASKS -
PERFORMED BY AN OPTOMETRIC RECEPTIONIST '

v

JSKILL-H:

66

_PY

0:
8

Learned task prior to.

, entering job’

Learned task on the job~
Learned task at a_course .

e

\ . o
.
5. 5 SN

RECORD MANAGEMENT
e T
=£============'=:=='$=I=“='=‘-===='=====’========.‘======’===:Z===========
TASK N = 52 Y P O S N NR RNT
tA - N . “ o AL(
R Understand and o
' compare different E
filing systems ' 66 37 29 0 34 26 ., 8
H -2 - Set up an appropriate‘ SR , |
’ ‘ ‘filing system for " - : e
the’ ‘ﬁgf,ice 75 27‘8 .0 25 .21 4
H - 3 . Know hOw to correctly . - B
. file and detrieve
s " fites wErom the filing v —
, - system' . 100.-38 60 2 0 0 0
. . 7’"’-,‘2 ‘- ¢!§. . o
H - 4 "Know how to find‘ " ‘ , ) : ﬁ’
‘ .lost file withingJ§ . o : &
the filing system _+ 98 23 {‘FS © 0 2 2 2
o NS T !
H~5 Preparegcharta{for s Y w, ¢
‘// new patients, regular L, 48 . ' o .
eye exams, c¢ontact v S ﬁ 5
- lenses and/or visual - - W<Q§ o ‘
training 100 8 92 0 0 0
' .v ’ . . . N .
H'- 6 Prepare doctor s day . - ,\
' sheet _ . 7510 65 0 25 25 0
H - }% Maintain an- up “to- . S ) '
« | date filing system ' ‘ - .
* by purging the files o R T A
~on aregulan basis. 94 31 g4 -0 6 2 4
o P , S Co -
~ SEDI I .
'Legend' - o
‘ . . . L}
VY:',Yes, perfbrm task - N: No, do not perform the_

, task S .
NR / Not rele
RNT Task is r 1evant but

-

need training‘ ‘
S :"{'- ;ﬁ;%,

+

P



| TABLE 10"

PERCENTAGE DISTRIBUTIQN FOR THE"ASKS '
PERFORMED BY AN. OPTOMETRIC RECEPTIONIST - g

. , ,SKILL‘I:, GENERAL OFF;CE PROCEDURES

========’:q=======.%d===='====~======='====ﬂ===='===‘====I=====;:::h.azl:il
TASK - N = 52 Y P O S N NR RNT
I -1 Process and deal w1i£ — - .

goods“-received fram
courier seryice (Yab
deliveries) . 96

e 4

I -2 f Pracess incoming mall 96

I -3 Know which gre the .
‘ ~ . . bestgcouriér services
' * for»;xr off;&ce " plkadncHR

I -4 Know the malllng o,
procedures used by
your offlce, for,

Y example, C 0.D.

Legend: L i

Y: Yes, perform task g o ONw Tdo‘not,pérfo¢m5theA

P: Learned task prior to BN - { ] S
entering job ‘ . ' ~ NRs . ..Nggt-. ‘relevant -

0: ‘Learned task on the job . * RNT: :Task is relevant but:
S¢ Learned task' at a-course qgf 4 need t;;ining ’ '

o e

%
o,

™
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u ' l, “';‘&:’vvl‘;ﬂ’ '4*
. o v
", ' TABLE 11
N PERCENTAGE DISTRIBUTION FOR 'I‘HE 'rAsxs ,
. QPERFORMED BY AN OPTOMETRIST RECEPTIONIST a?
R TR SKTLL 3 | TYPING |
' L « U e ) . “‘,' " -7:,."
-3:.:=-==u=a=========.‘.=========================z=.=='=’=========
VA B : " ’ _ )
TASK . . N = 52 Y P O .8, N NR RNT.
3 -1 Type the Alberta . ﬁnel
< ‘Health Care forms ’ 92 4 88 .0. 8 8 0
J -2 Type statements &
- .~ (Accounts Payable), 73- 27 ‘46 0,27 27 - O»
T SRR SR T VR - :
+J - 3 Type tecall cards 4 79 017 *17- 0
S Type referral letters ~ o : .
B ' (to other practit;cners .0 0 23. 19 4
"J'dfﬁb Type memos .0 38 34 4
9
e i D . | —
Legend: | " . ) A L.
¥Y: Yes, perform sk —~ N: ‘No, do not | orm the
P:  Learned task prior to -+ task - I
o entpring job - ) NR: Not relevant .
O: Learned task on the job RNT: Task is relevant but

68

S: Learned task gt a course’

. EOR N

need tralning

|
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: ] ~ TABLE f®® e
i ; PERCENTAGE DISTRIég;;Oﬁ FOR THE TASKS o
| <j§ERFORMED BY AN PPTOMETRIC RECEPTIONIST

SKILL K: ACCOUNTING

W

i===g======;===?===========* é:#::a: =====\M§Pﬂ.‘hl=a=uazayax

TASK M Na 82 Y P 0 - N .NR RNT
"K'~ 1 . _Know how. to collect “ L o A
. fees - ° 98 46 52 0. 2 2 0

- §K=4,2;e “Know haw: to coilect R ," o '»;'
i<f@ ‘1f~. bad debts wfee 84 42 42 0% 16 9. 7
s sl y ~ '
v '-t-i} ProcédgﬂXEe office s e : - L :
?_mh:- banklng procedures 79 277 %2 10023 19 2
, Fw . %@ﬁ . X N
K -4 Record -the office's i Vg e *QWQT e
B accounts receivable * 98 33 "65" %0, 2 0.2
K -5 Undefstand how to ! .
» . £fill out 3rd party - ’
payments, such as: '
A.,H.C., Sogial . ,
Assis,ance;~Etc. R 93 10 83 0 7 1 °0
K- 6 ‘“col‘w nd pay the B |
office's accounts o) v o :
‘ payable 52 '14 38 0 48 .42 6
" Ke- 7 -Record, and b ance . o . ‘
the petty cas 81 5 46 o0 19,17 2
“* K - 8 Process the offlce'e . ,E
. _?' payroll, for example:. o
: UIC, Income Tax, - o , T
C.C.P., etc. | '3 10 .25 0 64 62 .3
‘K -9 Know‘ﬂﬁat'the cash R
- float is and know how ‘ L
¥ to keep it balanced 74 31 44 0 26 23 /3
K ;lio, Post .to the general o ) IR
S ledger and keep it R o 2
”(fl balanced 54 17. 37 -0 . 46 42f'14
K - 11 Prepare a balance /” , : ;, | o K
" sheet Poaa 13 % .0 56 50 6
. | !
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TABLE 12 (continued)

L.

» i--lnissaazaaaa:aanaa========'=====z====kna========n=======asl

TASK - N=52 - Y P O S N NR RNT

K, - 12 - Prepare an income

, statement | 15 6 8- 1 8 75 10
- Legend: e -, ) , N
Y: VYes, pe&im‘ tas)c N: No, do nof’ perform the
P: Learned taal&‘pri,or td , - task L
entering ffob . . NR: Not relevant |
0:  Learned - tm : the job *  NRT: Task is relevant but
, as- ‘Le‘arned HAGWEam - A, eourse need training .
x‘ﬂ. ’&s’ié* “a : : B w s i . .
"sx; R

g
-
C .
!
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TABLE 13

+ . PERCENTAGE strnraumxok FOR THE TASKS
PERFORMED BY AN OPTOMETRIC RECEPTIONIST

SKILL L:

Y

USE AND OPERATE BUSINESS MACHINES

SIS IEEITRAIII IS AT ITIRIIRT AN

0 S N

TASK r A\N:= 52 P NR RNT
'L - :‘;& Use a calculator 94 75 17 2 6 .6 0
. o
L -2 USe a telephone , - ,
‘ answering machine . 48 17 31 0 52 52 0.
L - 3 utiliz;wa dictaphone 15 10 "6 0 85 79 6
L -4 .Operate a postage -
meter 29" 15 13 0 71 67 4
L -5 Operatew”koheque ‘
; ©  writer 1.7 10 6 0 83 77 6
L 6 - Operate a photo— ' ‘ . .
' _.copier ‘ 56 38 17 0 44 38 6
L - 7  Use and Operate a‘ _ :
: - computer 10 4 6. 0 9 83 7 .
v ‘ ' o
Legend° _
Y: Yes, perform task N: No, do not perform the
P: Learned task prior to .\ : task . , . '
~ entering job . - NR. Not relevant
O: Learned task on the job RNT: Task is relevant but
S: Learned task-at a course: ' ne?‘d training . o
. b b
3 ; \ ¢ K
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‘Table 14, Skill M - Inner Office Maintenance contains
8 tasks. All 8 taskslwere performed bg the majo?i,t'y of0
respondents. 'Four of the“a tasks weréé&earned by the
majority of respondents“prior to enterinbithe job, while 3
tasks were learned‘on the.job by the majority.
Table 15, Sk%ll N - WritingfCompetencies.contains 6
; tasks. All 6 tasks were performed by the majority, and all 6
tasks were learned prior.to the job by the majority of ?
respondents. _ - : . ) | |

;;' ggtometric ‘Assistants: Table 16 to 33 summarize the’

findings from the POST cﬁ%rts for Optometric Assistants.

Table 16, ‘Skill A - Terminology contains 5 tasks. "
[ '

All 5’tasks were performed by the majority of respondents.,
In this‘case, all 5 tasks were learned by the ty after
entering the job. Twovtqsks were lggrned on the job, uhile 3
tasks were learned through courses, seminars or workshops._l‘
Table 17, Skill B - InterpeEsonal Skills contains 11wmm"

tasks. All A1 tasks were performed by the majority of

"respdﬁaents. ‘In the case of 6 tasks the majorlty of /

' respondents learned them prior to entering the(job, while 3
téﬂks were learhed on the job by the majority of \respeqdents.

""" pable. 18, Skill C - Handle Telephone Shoppers

ey

T ’ v
ntains\g\tasks. All-5 tasks-were performed by the majority-v
oﬁf ' ents. All-5 tasks were learned by the majority ‘
. atter/entertng the job. Four tasks were learned on the job,

r

_while 1 task was learned through courses, seminars, or

‘ -
&

)



TABLE 14

PERCENTAGE 'DISTRIBUTION FOR THE TASRS "
PERFORMED BY AN OPTOMETRIC RECEPTIONIST

SKILL M: INNER OFFICE MAINTENANCE
o .

73

. . . ¢ . - .
R R R A IR R R S R I NS IS IR A AN IS S AN ARSI AJTTIRNANEITRAEAN

TASK . . N=52 Y P O S N NR RNT °
M -1 Maintain a clean and -
' tidy watting room .96 71 25, O \a4- 4 0
M - 2  Keep the office '
- equipment in good } ‘ )
working order 81 38 42 0 19 17 2
M -3 Kéep your doctor's . ;
equipment clean 87 13, 73 0 13 12 2
M- 4 'Order'ﬁrinting
: supplies , office L ,
. stationery, etc. » 94 33 62 0 6 6 .0
, L , UL
M - 5  Order technical te e ‘
Co suppliesl ‘ ** .63 - 6 58 0 37 35 2
M - 6  Water the plants E : o
reqularly .75 60 15 0 25 25 0
M -7 Know how to make T _ a '
;_ . coffee . 67 58 10 ) 0 33 33. 0
| M-8 Order office :\bplies, Vs y " -
‘ e.g.,ssoap, towels, - \/( % .
j magazines, coffee - 87 56 - 31 0 13 13 .0
Yy T
- Legend:, : ¢
Y: Yes, perform tagk N No, do not perform the
P: Learned task prior to .. .  task : .
' entering job NR:  Not.relevant:. :
' 0:  Learned-task on the job RNT: Task is relevant but
% 8S:  Learned task at a course b ’a;need training ,_53 -
. . ’ - i o e :“ R <\3' . [ . ) . ‘.." ‘W
T o / Vo ' L : '
iy i s g S “\r o ‘
! % ,‘rf« v R v ,
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R N . TABLE 1s. . .
""" "%, % PERCENTAGE DISTRIBUTION EOR‘THE Tasks . T

\ L+ .. -PERFORMED BY AN OPTOMETRIC RECEPTIONIST

3
*

*SKILL .N: WRITING COMPETENCIES R

--l--d‘-----i-.i-:qnaalnslsn:a:.::==asaazz‘:i\aazaaau-aa.--a:anﬂaaa "\w*
- TASK , ‘ ‘ "N = 52 Y P O S N NR RNT*"
N -1 Compose a simple § L | A
L - business letter .92 8 6 2. 8 =
N-2 UseﬁprqpervgraMmaf - 98 88 10 0 “z;*ﬁ‘z qr? ,
N -3 . Usn prcper spelling 98 90 8 0 2/_2/0
N - 4 vUée proper punctuatior 98 88 8 2 .2 2 o0
N -5  Understand what you | B
g have written ‘ 98 79 19 0 2 2 -0
N -6 MQPIOQ£read your work 9% p7:1 8 2 4 4 &
. ‘ . . . . . S P
[ . »
o € ) v i , ~ o
C/ Legen-d R . , ' | 8. . o
' Y' YE& perform t'ask : N: - Nojy do not perform the
= nedvtask ‘prior to B task, o v ’,@
& e tbﬂng job - »  NR: Not relevant ]
: “Leatned task on the job - { RNT: Task is relevant but
S: ned task at a course - - need training

¥ Y R
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I TABLE”G \ R i
PERCENTAGE DISTRIBUTTON PQRTHE TASKS o i
PERFORMED BY AN OPTOMETR ‘SSISTANT @

4, SKILL/A: TERMINOLOGY '
,.8“83-2.-888888!8'.’3?aa:l&ﬂlﬂlﬂlI‘I-,Ihlal.IIT?I."-.eII.-lIII.I.
TASK ' N=38 Y P ©0° S N NR RNT
A -1 Anatomy: Describe :

how the eye is ‘
* structured, and be able
to 1dentify the major o ’ :
ggrts of an eye 66 16 29 21 34 21 13
*A -2 Physioldéy., Describe
' how the -eye and parts ‘ - :
basically function = 63 10 29 24 37 24 13
A -3 Definitionsi Define |
and understand common .
terms that relate to - .~ R :
the eye anq/vision 76 8 53 15 24 1 13
A - 4 _'Understahd enough ~ ‘ e
o terminology relating - S ' 3
to the eye to - hE , !
distinguish a sign - : : ! R o -
~f§fm a symptod .63 .8 47 8 37 24 /13
_ o AN A ‘
. A -5 _ Recognize the basic e o i
2 ction of ophthalmic N Cor -
\ equipment , 72 11, 53 8 28 12 16
» i N " -t . . ‘
: - . S e .
i — — i
X { o . : "" AR .
,-Legend- : . . S j§» : | )
Y:  Yes, perform task o 'Mfﬂ_° No, do not pey e
P: Learned task priqr to P task . 4',"
entering job' - “NR: . Not relevant/ - .
©0:’ Learned task:on-the job . " RNT: Task is rel van; but
S: ‘Learned task at a cqurse ., - Qneed traln ng a
RS ageg g
a "‘N -“. | ‘, \ . o ;. '{v .'
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 TABLE 17 ‘ .
PERCENTAGE DISTRIBUTION FOR THE TASKS
PERFORMED BY AN OPTOMETRIC ASS‘]ZSTAN?,‘ !

SKILL B: INTERPERSONAL SKILLS 't
‘=‘=================l=====-=======:::‘:::======F=='—"===========-‘;ﬂ“\==\
TASK N = 38 Y p o .. s N NR  RNT

. | R _‘ :
B -1 Maintain effective work- ] A
’ ing relationships with \
. co-worker(s)/ patient(s) . ‘
~;‘,‘and doctor(s) 2100 71 290 0 0 0
B - 2" Develop sensitivity.to - L S e
" the needs.?f patients - 100 58 42 0 0 0 0.
B - 3 - Act in a dﬂplomatic'" ' P : ST
; manner . . 100 76 21 3 0. 0 0
B - % Create a ffiehdly\and_ - ‘ ‘
- -+ « comfortable atmosphere 100 71 21 8 0 0 0
| | B S
B -5 Be selective with what
you say to a patient’ o
.. ~and know your legal ,
~-limits o+ 95 29 61 °5 5 -2 3
B -6 Develop communication . o C S
S competencies 97 64 28 5 3 0 3
: oo : . ) ] T .
B - 7 Be a good listener 95 .71 "16 8. 5 "2 3 -
- i , I\_/ “"‘u . .
B- 8 Explain the advantagés
- ~ and serviges provided by _ :
an optometric office |, 95 13 '79 .3 .5 2 3
B 9 Describé’the fee PR
.structure that is S - e
applied in your office~ 92 «5 87 .0 8 3 5
o oo ' s
"B - 10 Be able tb t‘roublfe-
‘ shoot ophthalmic . 2 e
appliance preblems - 55° 8 42 5 45. 29 "16-
B - 11 Develop good sales- ‘ 3 b R
- - manship techhiques ° 79 32 42 5 21 11 11
Legead: . B - _ R
© ¥: Yes, perform task = s N: No, doynot perform the
- P: Learned task prior to task .~ . '
“entering job ' ’ NR: Not relevant: .
©: Learned task on the job RNT  .Task is relevant but
S: Learned task at a course -need-.training -



\ TABLE 18

PERCENTAGE\QISTRIEGTION FOR THE TASKS

f - ‘\-

PERFORMED BY\AN OPTOMETRIC ASSISTANT :

1,

SKILL C’

HANDLE TELEPHONE snoppznﬁ)'

o N IS Sm T T e mr i me mm me e e e e wis o
EE g3 21 233 -t - 1+ 1 5 50

B -\i\general when dedling . *

th telephone . ...j
sho ers -, . j

1 Keep'convefsati n

2 Kndw how to. limit )
+ the questions and /5‘
answers when dealing
with'a telephone /.
shopper - e
3 Be non-committa}
.+ regarding fees When -
dealing with a!\ _—
vtelephOne shoppeE

Secure the telepﬂone'
shopper's name and
phone number (some-~ -
times addfess in -
order to mail them
information)

AAS  Direct. the telephone

shopper into the
_ wofficé in gorder to
"further answer their
: specifiq}questions,

89

YA

.95

24 118 6

16 M 8 5 2. 3

Legend: /

v
P

0
sz

‘Yes /perform task

’
A\

Learned task prior to

;;entering job

Léarned task on the Job

-Learned task at’ a course

No, do not perferm the
task -

Not relevant

Task is relevant but
need. training



workshops.‘ b ~“ | L ""3'0”4 S e '?"“ 'k;
Table 19, Skill D - Education.for Assistants contains
10 tasks. Five tasks were performed by the majority of AR
respondents. Two tasks were learned by the majority ?fter
entering the job. . One task was learned on the job ‘'while 1
. task was learned through coarses, seminars, or workshops.
The need for training was reported in 8 of the 10 tasks.
| Table 20, skill E - Patient Educatidn contains 9 |
tasks. Eight of the 9 tasks were performed by the majority R\i
/ of respondents, and 8 tasks were learned on the job by the
major{%y. The need for training was reported in 1 task
a Table 21 Skill F - Lens Selection contains 9 tasks.
All 9 tasks were performed by the majority of respondents
All tasks were learned by the’ majority after entering the |,
/JOb. ght tasks were learned on the job, while 1 task was

!
/ learned through‘courses, seminars, or WOrkshops. The need-
, Cr ’

‘~for training was reported 1n 2 taiks. : : 6‘4

g Table ' Sk111 G - Frame Selection c0ntains 11

tasks. All 1 t sks were “per formed by the majority of

/

A respondents, and all tasks were learned by the majority after
entering the job. Ten tasks were learned on the job, while 1 4'

\\task Was learned through courses, seminars, or wemkshops.,

\Table 23, Sklll;H - Ordering from Labs contains 4

\ <

tasks. a1l 4\tasks were 1performed by the majority of

1

respondents, and all tasks were learned on the job by the

majority.



PAd

S: ‘'Learned task at ‘a course

" need training

g S g y ‘ , o , * "‘79
V) mame e T o
* PERCENTAGE DISTRIBUTION FOR_THE TASKS
PERFORMED BY AN OPTOMETRIC. SISTANT/ ,
 SKILL D: EDUCATION FOR ASSISTANTS
========"=====8=====.=?=========I=====%:‘,========================
..‘q . . \\ . - . ’
. TASK' N=38" 'Y P 0 S N NR RND
N "y . , \\ A ° ’ .
D -1 Courses in - A 2 , , B .
' commuﬁlcation skillsv 68_*\&@ 1. 19 32- 16" 16.
t B ..\’ L
D -2 4, Office management . L o i
' 'training courses: 50 19 13 18 50
. - \\
D -3 Seminars/courses . b '
o to update knowledge
* and technology in =~ e
the field ! 61 . 5 16 39 39 13 26
Y :
D - 4 Keep up with new ' ‘ ' o .
product knowledge 82 3 55 2418 5° 13
6 -5 Courses in time s o S g '
management {3QQ,,J1”‘13 15 .71 24 . 27
D -6  Assertive tréining 034" 13 13 866 30 36
D -7  Stress management v} & o . .
.courses : . 3213 3 16 68 32 - 36
D -8 4Courses 1n’b§éic ‘ : - )
B f,ﬁbehayioral psychology 34 18 0 16 66 .34 32
4 - o L . : ‘ :
D-9 o /o -
457 327 3 11 55 18 37
, A L ‘
D -10
© courses: o ‘ - ' R
‘systems) 58 29 24 5 42 18 24
Legend;
LYY ,Yesq perform tésk‘ | N: No, .do not”perform the
-~ P:  Learned task p '+ to : - task’ .
- ‘entering job ‘NR: - Not relevant - %S%
0: Learned task on the. job RNT: Task is relevant put



[

TABLE 20

' PERCENTAGE DISTRIBUTION FOR THE’TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT '

N _SKILL E: PATIENT EDUCATION

======$ﬁ==,'=============i=====================

_‘Qd’;ﬁh C . W . - - 4

N=38 ¥ -p o s

N

- 80

===s=astun

NR - RNT

E -2

'!Hucate ﬁﬁtients about _
' the services available SR
‘ in the office , _»100 .5 95 0

Explain how third A . L
- party- billing functions, ' g
for example, A.H.C., ' C
Social Services, etc. . 100 8 92 0

Advise patients about

the types ¢f lenses ' A
and" frames available 97 5. 87\ 5

" When.dealing with a , -?

" patient’'s question, : '
understand t legality - S

of youﬁ statements 82 11 63 8

a

When referrals to other

- health care offices and/

' or hospitals give - o
patient 1nformat10n 76 5 68 3
Explain the importance
of regular eye "

,examinations 100 8 89 3

Educate patients on
- how to care for. L Lo
- ophthalmic appliances ~ 76°711 .61 5.

Give patients
1nstructions regarding . :
low v1sion aids ’ 45 3.39 '3

18

24

24

55-

13 -

32 ¢

1

24
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Fa

th

TABLE 20 (continuéd)

::-lnalanuasa .==aa=:=========~=a===2y_=====?a::::-:aa:aa:a
R . . “\ )
TASK "N = 38 'w ¥ P ofs N NR RNT
E -9 Educate the patients on - ' 7
o ‘the merits.of having a |
spare pair Qf eye- . e .
- glasses : : <+ 97 -8°78 11.° 3 3 0
" Legeénd; ","; yﬂ e S
Ry . . /-—.., oo
Y: Yes,’pexform task - N: No, do not perform the
P gLearne tagk prioq.ﬁq -« . ~task . L
‘ ‘entering j¢ : Not relevant ..
O: 'Learned ta on the job RNT: . Task is relevant but
S:’“Lea;ned task at a course C *  need gfaining.

_ L . (N
. o Cod
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PERCENTAGE DISTRIBUTION FOR THE TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT

"TABLE 21 |

SKILL F: LENS SELECTION

========8======3=====d===—=======—==========3=38I'!IIIBII.I8.

NR RNT

TASK N = 38

Y P

o

S

N

82

F -1 Know how to read and -
understand the meaning

- patient's chart - \
F -2 Know how lenses are
manufactured and the
time required for each
stage of development

F ~ 3  Know the materials
‘ from which lenses are
made

F - 4 Be able to analyze
lenses using a lens-
meter -and a lens clock

F -5 Understand the function
"of parts of a lens,
for example, sfhere,
cylinder, pﬁism

F -6 Know the types of
+single ahbd multi-
vision lehses

( -
.....

of lenses
v
F -8 Know how the warranty
: applies to lenses,
for example, Hardex
_lenses

’Know lens_finishes,
for example, tints,
L  coatings etc.

F -

(Vo]

- of a prescription from -

89 8

87 5

.74 - 5

71 . 3

89 5

82 2

84 5

74 .

49

66

58

55

79

80

79

79

16

11

13

11

32

13

26

29

11

18

16

1

11

.21

10

15

24

11

Legend:

Y: Yes, perform task )

P: Learned task prior to
entering job

- o: Learned task on the job

S: Learned task at a .course

No, do not perform the

task

_Not relevant
Task is relevant but
- need training



I
B

.--aa&.s:hd:-:::=:¢'====a=‘x=======:======‘=========

~ TASK

. 83
TABLE 22
-PERCENTAGE DISTRIBUTION FOR' THE TASKS
' PERFORMED BY' AN OPTOMETRIC ASSISTANT , .
' } . R '

SKILL G' FRAME SELECTION ‘ 4/
4 .
A\

]
]
[
]
n
i
"
]
']
]
]
[}
~

N

Conceptualize the ‘
- prescription when = . R )
selecting a frame for w ~
‘the patients - 89 5 81
"Determine the size of

frame for the .patient,

for example, bridge,

eye size, temple ' ' ‘ /
length : 82 5

Understand the i
cosmetics of frame . . - -
selection 89 10 7 8 11 3 8

Kngw the materials | C
and construction of
the frame 84 5
Know the manufacturers

of the frames 95 6 89
Know the availablllty . ' T '
of the frames. 97 . 3 94 0 3 3 0

Know the courier - ch oL ™
services available ' Y .
from the labs" 84 5 79 0. 11
,;Be‘able to read the : e
frame manufacturer's
‘catalogue in order to
select the proper size, . ‘ ‘
color, etc:, of frame 97 - 5 92 0 3 . 3 0
Know how to take
patient's pupillary
distance and be .able
to calculate their :
near P.D... . nm 8

.-\\\\

50 13 29 16 13



e . o ' N B - T S
TABLE 22 (continued) ' | v

:-alaaahl-aauaaaaaa-:---ahn-uaaan:s-.Iaa------t-------l------

TASK . . N =38 Y P O S N NR RNT

[}

-

G - 10 Be able tp measufe_a
patient's bifocal

.height ’ | 60 8 47 5 . 40.24 16
G -1 Know the frame and , . ‘
: lens fee structure for ' : N
the ofﬁice . 89 -0 89 0 N 3 - 8
. ‘ ’
Legend:
Y: Yes, perform task = - N: No, do not perfprm the
P: Learned task prior to , task \
entering job NR: Not relevaqt
O: Learned task on job RNT: "Task is relevant but

S§: Learned task at a course . need training



\ v TABLE 23 = |

. PERCENTAGE DISTRI&UTION FOR THE TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT

“ SKILL H: ORDBRING FROM LABS -
.l---ll------:ﬁa:a%aaan-:-zaas’::lnl:asaaa:d’lsaa-a:aaan--a-aau .
T™SK N 38 ¥ p o's . NR| RNT

,\ .

H -1 Know how\ o read the ‘ ‘ !
. prescription, lens and , T - :
frame selection on a ‘r © '
patient's ckart 97 - 8 84 5 3 3 o

 H -2 Know how to drder . e " _ .
’ ' "using lab forms. .97 '8 89° 0 3 3 o

H-3 Know which lab/ -
manufacturer from. oY)
which to get the ”\\ S
desired products 89 5 84 MO .M 5 4

N 4 Know how long it takes
to get an order from i . '
the labs/manufacturers 95 8 87 0 5 5 5

3

Legend: ' \ . .

¥: Yes, perform task | N: No, do not perform the
P: Learned task prior to : task

‘ entering job " NR: Not relevant .
O: ' Learned task on the job ' RNT: Task is relevant but

. S:  Learned task at a course [ need training



R . 86
..,‘ 'rable 24, Skill 1 - Frame Fitting (Dispensing) :
contains 6 tasks, Ali [ tu,ké were performed by the majority .

of respondents, and all tasks wDre learned on the job by the }!

1

majority. o ' | ’

Table 25, Skill J - Repairing and A ustments

contains 6 tasks. All 6 tasks were perform '

N,

of respondents. A’ll tasks were learned by ,the majori(/ after
w

by the majority

.. entering the 'job./ Five tasks were learned on \the job} .h'i’le

1 task was‘ legr: ed'through courses, seminars, or yorkshops.
The need for training was reported in one task. -

Table 26, Skill K - Purchasing contains 6 tasks. All
_six )@\performed by the majority of respondents, and
all tasks were )Learned on the job by the majority. The need(r.
_fo, training was reported in 3 tasks.

Table 27, Skill L - Order Contact Lenses from Labs
contains 4 tasks. All 4 tasks were performed by the majority
of respondents, and all tasks were learr{ed on the jop”py the
majority. ,.("

Table 28, Skill M - ContactiLens Dispensing cbntains
9 tas}<s. SeVen of the 9 tasks were performed by the majority
of respondents, and 7 tasks were learned on the job by the
majority. The need for training was reported in 4 tasks.

Table 29, Skill N - Visual Training contains 7 tasks.
No 'tasks‘w,ere performed by the majority of respondents. The

' need for training was reported in all 7 tasks.

Table 30, Skill O - Ifreliminary Screening contains 8

-
s e



TABLE 24

PERCENTAGE DISTRIBUTION FOR 'THE TASKS
. PERFORMED BY AN opwouarnrc ASSISTANT

SKILL Is

FRAME ‘FITTING (DISPENSING)

. v . PR
.-.---------....-'--'.---.-I.-I‘IIBRI-I-Il.‘lﬂﬂﬂﬂ.'..".......
f N

N = 38

TASK Y O S N NR RNT
I -1  Verify that the ‘
: préscriptions ordered
. .- fxom the lab have been
; fabricated correctly 76 63 5 24 8 16
: . ‘ )
I -2 Dispense the frame to ,
the patient 82 74 3 18 5 13
1 - 3. Advise the patient
~ on’'adaptation to new . '
leﬂses 76 6 3 24 6 18
1 -4 Instruct the patient o o
on the usé and care ‘ “ '
of new prescription 89 71N 11, 6 5
I1.-5 Offer reassufance T
and positive re- .
inforcement 97 87 2 3 /3 0
I-6 Give patients advice p (
regarding follow-up i
care when necessary 97 92 0 3 3 0
\};
- Y y
Legend: )
Y: Yes, perform task N: No, do hot perform the
"P- Learned task prior- to : task
entering job . NR: Not relevant
O: Learned task on the job RNT: Task is relevant but

8t Learned task at a coufse

need training_



. B A QC
.' ‘ TABLE 25 -
o, ' PERGENTAGE DISTRIBUTION FOR THE TASKS o
. PERFORMED BY AN OPTOMETRIQ,ASSISTANT R
' SKILL J:' REPBIRING AND ADJUSTMEN@S 4 /
E ' . -,1.,

----....I-I-IIII'C'I-II'-.ﬂ.‘l.l.l...'lll.ll.l.......h..'..’.

TASK . - . N=38 Y P O N\m.f(n{
-1 ,

Have knowledge of - )
frame names anq £rame’

parts : 92 6 83 3
J - 2 Know when not to L :
¢ o adjust @ frame ¢©79 5 7Y 3 2] 5 16 &
3 -3 1rBe able to improvise —

with temporary repairs 84 8 74 2 16 5% 11

J - 4 ° Know the product e

, availability ~ 84 5 80 © 16 5 11
J -5 Know when to advise )

. » patients that they are . / ’

.- due for an eye exam
. rathér than repair an
. . existing opt-dated
Y , prescription in an ' o : ] .
old frame . _ 97 5 92 o .3 3 0

J -6 Know how to customize 4
frames when possible 55 3 45 7 45 21 24

o

Legend: : ) .
o : . » R . .
‘Y: Yes, perform task : N:  No, do not perform the
P: Learned task prior to - - task ‘
entering job .NR: Not relevant
- 0: ‘Learned task on the job RNT: Task is relevant but

S: Learned task at a course . need training



- Learned task‘on:thefjbb;;-

03 , ,
) s:ﬁmnearned‘task{at.apcoqzqu

 ‘Task is relevant but
* need training '

T N _ S 89. .
.-}; S . TABLE 26 .
' PERCENTAGE DISTRIBUTION FOR THE TASKS ' '-/”'
PERFORMED BY AN OPTOMETRIC ASS‘IST_ANT :
- #SKILL K: ' PURCHASING 7 e
TASK N );//f\ﬁ = 38 Y 0 ‘N NR RNT
/ SNl ‘ S : N v
- L r; . ' . . - L .
K - 1 Q?'Be familiar with T
L . various di§count = -
systems, for example, 9.
bulk purchasing and | o :
N f\ﬁiscéunts‘%n‘lab?bilI§_’63~'5 . 58 37 21 16
K -2 . Be familiar with . T
° " return policy and Qo ' : c
guarantees on frames 82 6 - 76 18 8 11
K ;;3 'Know'thérwaffahty on : § C
S - lenses s 84 3 .81 16 - 5 11
K -4 ,;%ESw,thé;laboratory o
* . Warranty on contact ‘ S
, ~ lenses - o 63. 0 63 0 37 1324
K-5 _Know the laboratory ' -. 5
- - return policy on R  \\4" ‘ L : "j?
contact. lenses { 68 -0 68 32 1121 .
r . . v- ) ‘ o l, ‘ N ) 'v//i' ; ilv ‘ . -
K -6  Know the supplier's *& :
o return policy on * e Lo
' . contact ‘lens gplutions 58 0 58 0 - 42 21 21
, — ( ) 7
o ’ Legend: S » "‘_, 6 o .
. Yé ?YéS;.peffofm,tésk - ﬁ: N&,'do not §é£f6rm the
P: '’ Learned -task prior to _ - task = : .
entering job- ' ‘NR: | Not relewant .



g ¢ . - , 90 .
j ; : C . TABLE 27
/ | PERCENTAGE DISTRIBUTION FOR THE TASKS :
; PERFORMED BY AN OPTOMETRIC ASSIS‘TANT B . ¢
| SKILL L: ORDER CONTACT LENSES FROM LABS
I o N - . . o
==“‘r==============================::::::::::?::::=:==:=========
TASK N = 38 Y P O S° N NR RNT
Lfe 1 . Know and,uhderstand .
N - the prescription from ‘
: - a’'patient's contact L " Ll
| ~ lens chart 82 3 74 5 18 5 13
L~ 2 Know which lab to ' - , e \
. * order a specific S : S
. type of contact lens - 74 0 74 0 26 10 16/
A’y'— 3. Know the office's fee , ' ; | : gﬁ
J structure regarding: =~ -/ = : . .
S new contact lens . Vo ' .
| - patients S 82 0 82 0 .18 7 1
L - 4 ‘{;;;;\Ehe\giiice's fee ) ‘ r 4
; _ : - S e . ) /
.. structure™regarding & ' ‘ -/
2 -patient's contact Vo s : / . ‘
‘ lens replacement . 82 0 82 0- 18 //S 13
. , ) |
"Legend:' R 3 / R
Y: Yes, perform task - N: No, do not/ perform the
P: Learned task prior to task - / - :
+.* 'entering job S - NR: Not relevant o
. 0% - Learned task on the job - RNT: Task is/relevant but
'S: Learned task at a course . '‘need training

~ } ]



I e

o TABLE 28 ,
PERCENTAGE DISTRIBUTSQN FOR THE TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT"

'SKILL M: CONTACT LENS DISPENSING

_———_—_———.———.———_——_————_—_-.-_-_...-..__._._...-.—_-----.-.._-—-_..—_..—__—— .
B L R R o 3 &3 F 5 K .

. TASK - . 7> N238 Y P O S N° NR RNT

&

M =1 Vefify that the contact
. lens prescription from . j '
' the lab is correct 37 3 31, 3 63 32 31

M < 2N_ Deal with patient's" o ' ‘
concerns regarding : ' .
_the misinformation - = - ~ L
‘they may have about o S ;
- contact lenses . - 78 3 73 3 215 16

M - 3 ‘Be able to perform
correctly the insertion

.- and removal techniques .
'\T\for contact lenses” 61 3 5
M- 4 Know contact lens SRR
) ~maintenance = 76 5

3

M -5 Know which solutions

- to use for the care AR L{;fJf,;fgia R
-"of contact lenses: 68 2 66 "0 32 11 21
- . . R “‘:.‘ )
.M - 6  Make certain that the . : s

. patient understands = = S ,
the wedring schedule 74 0, 74 0 26 13 13

-t

M-7 Make certain‘that‘tﬁe_ L U glde
' ‘patients understdnd the | 1@?*
Importance of follow-up B ‘ ‘ ;
+ care and rechecks 82 2 80 0 18 7 11

M-8 When it,applies,'advise
* .. patients about contact

lens warranties 66 3 63 0 34 34 .0
M -9 Be able t6 make minor |
' - adjustments to hard ' SR S
contact lenses 7' 0 2 5 93 58 357
. , _ o S . _ :
Legend: o : _ ‘
Y: ' Yes, perform task - - Nz No, do not perform the
'P: Learned task prior to ' task , e
- entering job 3 NR: - Not relevant i
. 03 Learned task on the job = . RNT: Task is relevant but

i

§: Learned task at a course - " need training

\ o
[



TABLE 29

PERCENTAGE DISTRIBUTION FOR THE TASKS '
PERFORMED BY AN OPTOMETRIC ASSISTANT

SKILL N: VISUAL TRAINING

A}

1

Learned, task at a course

=============ﬁ-=====é==%========================.=‘===============
TASK NPT j Y P O S N NR RNT
N -1 /-:UnderStﬁnding basié , ' ‘ : o
terminology " S 47 3 39 5 53. 19 | 34
N - 2  Administer health , v .
‘history questionnaire - 32° 0:32 0 68 32 - 36
- 3 -‘Understand basic |
_ ‘visual training : 3 . S 2
t equipment = - 26 0 26 0 74 32. 42
N™ 4  uUnderstand visual = - | - .
~ training techniques - 32 0 29, 3 68 26 42
- 5 . Know héw_to.use%
visual training : - ‘ . ’
o equipment - o - 34 0 32 2 66 32 - 34
N 2 6 *Mopivaté the patient ) |
.~ -~ to maintain visual L _ s
: . training therapy - - 32 0 29 3 68 29 39
N = 7 Maintain patient's
" © wvisual training
- progress charts for ‘ R
the doctor ' 29 0 29 O°v N
' Legend: . )
) . RN . - . ' ,/’ .

Y:" Yes, perform task . Nz No, do not perform the
P: Learned task prior to 4 task . .
entering job NR: ~ Not relevant o

O: ' Learned task on the job ~ RNT: Task is relevant bu

need training
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oL TABLE 30 | S
PERCENTAGE DISTRIBUTION)%OR THE TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT
SKILL 0: PRELIMINARY SCREENING = - = .
TASK N = 38 Y P O/ S N NR RNT
.8 -'T  Understand why.you . | A |
*  pre-test = 50 5 45 0 50 16 34

0 -2 'Filling out patient's i | -
- cards, re: " history ., 63. 5 55 -3 3 8 29

Ov-f3 ' Check uncorrected or J,g v T
unaided visual acuity 32 " 0 29 . 3. 68 34 34

. Ve ., } ) i ‘. : - . , ;. .”’{\."
‘O - 4 . Be able té\;§e a R Lo N

tonometer - ., 45 0 45 0°t55 .37 18’
.0 -5 ' Check patient for - >._ . o T
: color vision defects 63 29 34
O - 6  Perform field testing 29 42
0 -7 Check. for binocular T '
o vision . 29 45
- O'e48‘ Take blood pressure L ' o
: readings - 729 3,26 .0 71 34 37
' iégend:’
Y: Yes, perform task o N - .No{-do‘ndt,perform‘the.
P: ‘Learned task prior to SRR task ' '
. .entering job =~ : NR: Not relevant = -
~0: Learned task .on the job - RNT: Task is relevant but
'S: Learned task at a course - need training ==

~



R , ‘ ‘ '*ﬁsf “ﬁ “i‘ 1,94 |
tasks. Two of thé. 8 tasks were performed by the majorit;.~. |
One task was learned on the job by the majority, whi le the .
need for training was reported ih 7 tasks. ) B |

Table 31, Skill P - Cost Analysis for the Finished
Produbt contains 5 tasks. All 5 tasks were perﬁormed by the
majority of respondents, and all tasks were learned on the !
‘job by the majority. |

Table 32, Sklll Q - Financial Statements contains 3
tasks. No tasks were performed by the majority. Although'
.'_all tasks ere found not to be relevant by the majority of
: respondent the need for training was reported in all three
tasks. ."‘Hx ‘ﬁﬂ o . ‘”\‘ I *f ok

| Table 33 'skill R(}; Math contains 4 tasks. All 4 -

tasks were p*rformed by the majority of respondents. Three™

of the tasks gre learned prior to entering the job by the n

maj o'rity of respohdents .

A Summary of Section Two C \ R : R o b,g

Table 34,°A. Summary of Tables 2 to 15 shows that of.
-‘14 skills containing 108 tasks, 30 (or 27%) of the tasks were
learned by the majority of respoqdents "prior to entering the‘
‘.job" while 57 (or 53%) of the tasks were learned by the
majority of respondents 'on the job". The majority of
'respondents dld not perform 9 of the 108 tasks. ' The need .,fOr
. further ,training fo'r the Optometric Receptionists,was |

indicated in 1 task only.
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PERCENTAGE DISTRIBUTION FOR THE TASKS

’PERFORMED BY. AN OPTOMETRIC ASSISTANT

'SKILL P: COST ANALYSIS FOR THE FINISHED PRODUCT

o . , ) '
88:#888=========_========_========== =.========'===========b¢v=====

S: Learned task at a course

s

RNT:. -

. TASK N = 38 Y O S N NR RNT
. ‘0' . . R
P -1 Cost for lenses. 84 80 0 16..5 - 11
'P - 2 Cost for frames 87 82 0 .13 8 5
P -3 Be aware of the _
current market fees : . :
within the industry 79 71 3 ® 43 g
P-4 Know your office's * ' )
e dispensing fees 95 95 0 5. 3. 2
P - 5  Understand your “
office's referral a B
fees - -53 53 0 47 42 5
Legend: ' R
9e Y I . : . _
.¥: Yes, perform task. =~ N No, do not perform the
. Pt Learned task prior to task
entering job B .NR:  Not relevant
O: Learned task on the job Task is relevant but

need .training

L
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TABLE 32

PERCENTAGE DISTRIBUTION FOR THE TASKS
PERFORMED BY AN OPTOMETRIC ASSISTANT

 SKILL Q: FINANCIiE;STATEMENTS f"‘
. TASK' N=38 °~ Y P O S N NR RNT
. ‘ L3 . i ] c
Q - 1 Analyze financial S
f statements in order - o Lk
~ to make office - " ve

projection decisions = 23 5 18 0..36 53 = 24

. Q-2 '‘Be able to do cost

»

accounting, for .
example, cost-volume-

profit analysis 24 5 16 3 76 53 24
Q -3 \)Understand tax

considerations in : o

. business decisions 20 3 16 1 80 56 . 24

Legend:
Y: 'Yes, perform task - N No, do not perform the
P: Learned task prior to task ‘
' entering job : NR: Not relevant
O0: Learned, task on the job ~RNT: Task is relevant but
S: Learned task at a course C need'training

e
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TABLE 33

97

PERCENTAGE DISTRIBUTION FOR THE TASKS .
PERFORMED BY AN OPTOMETRIC ASSISTANT

o SKILL R: MATH

13

'=_==‘==========,====================='==================.====='==
TASK - ' N = 38 Y P O S N NR RNT
R - 1 ' 'Perform basic -
mathematical .
operations 97 85 10 2 33 0
R -2 Understand basic . .
principles of algebra - 79 72 2 5 21 13 '8
R } 3+ Compute with doilars o o
S and cents . 95 €5 10 O 5 5 0
. C , » '
R - 4 Calculate weights - ~
amd measures 63 40 18 5 37 32 5
. Legend: w
Y: Yes, perforn task A—N: No, do not perform the
P: Learned task prior to task '
entering job ' , NR: Not relevant
~0: Learned task on the job . RNT: Task is relevant but
S: Learned task at a course need training



; TABLE 34 _ “ & o

. A éummary of Tables 2 to 15
for an Optometric Receptionist'.

TABLES . NUMBER Y P ,0 s
OF TASKS

—
—

Py

N
mooq,z:m.a\uoooOQmw—'
DO NOWODMd~JODWIOU-

i:

AN

m.ne\oooooooo.bu'\o

A//

-

— amd — b b ) N

M WN 2 OWOWOdOAU & W
- \‘ .

cCwonWwaUVOOILO —

-

lf
l

. TOTALS

-
<
(o]
)
0
w
o
§)]
~
cni OCOUWODOOOCOCOOOO

\/c/:.{ 000000000000
\ol covwooooco-=coodR
Y

Legend: , : /

Y: Yes, performed task : : MN: No, do not perform the
P: Learned task prior to e task

entering job "NR: Not relevant .
O: Learnéd task on the job RNT: Task is relevant but
S: Learned ‘task at a course -~ need training

) '
i



Table 35, A Summary of Tables 16 to 33, dhows that Bf
the.18 skills containing 122 tasks, .9 (or 7%) of the ‘tasks \
were learned by the majority of respondents 'prior to
entering the job", while 82 (or 67%) of the tasks were \'
learned by the majority of respondents "on the job".  The ‘
majority of reSpondents ‘did not perform 24 (or 20%) of the

122 tasks. The need for further training for the Optometric
-Assistants was indicated in 36 (or 30%) of the tasks.

Section Three:. Skills and Tasks in Rank Order
as Perceived by Optometric Ancillary Personnel

Section three describes the rank order of relative
importance of the skills and tasks performed by\Optometric
Receptionists and Optometric Assistants AsS perceived by them.
In addition, this section describes which of the tasks ranked
~in order ofirelative importance are associated with training
needs for both the Optometric-Receptionists and the

Optometric Assistants. The tralning needs were based on
responses of 20 percent and above. '

Table 36, Skills for an Optometric Receptionist,
shows 14 skills ranked in relative importance as perceived in _
rank order by Optometric Receptionists. |

Table 37, shows the ranked order, in relative
N importance, of 11 tasks for the skill "Interpersonal Skills"
performed by and perceived in rank ordex{ by the Optometric ~
Receptionist and indicates no need for further training.

&
Table 38, shows the ranked order,‘in‘rélative

1



' TABLE 35

A Summary of Tables 16 to 33
for an Optometric Assistant

\
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Lea;ned task

.at a course

need training

/

g ~

N = 38
‘===:=2==3=?====================€==:===========.==B=88=.==a;ﬂlﬂi.
TABLE NUMBER Y P o) S N NR RNT

OF TASKS
16 .5 5 0 2 3 Yo o 0
17 1. 11 "6 3 . 0 o 0 0
18 5 .5 0 -4 1 0 0 0
19 10 5 0 1 1 5 0 8
20 9 8 0 8 . 0 1 0 1
21 9 9 .0 8 1 0 0 2
22 1 1 0 10 1 0 0 0
© 23 4 4 0 4 0 0 0 0
24 6 6 0 6 0 0 0 0
25 6 6 0 5 1 0 0 1
26 6 6 0 6 0 0 0 3
27 4 4 0 4 0 -0 0 0
28 9 7 0 7 0 2 0- 4
29 7 - 0 0 0 0 7 0 7
30 8 2 0° 1 0 6 ) 7
31 - 5 5 - 0 5 0 0 0 0
32 3 0 0 0 0 3 0 3
33 4 4 3 0 0 0 0 0
TOTALS 122 ¥ T @ B 0= ﬁ/ 7%
Leggndi
Y: , Yes, petform task N: No, do not perform the
"P: Learned task prior to \ - task
entering job . ‘NR: Not relevant Lo
O: Learned task on the job RNT: Task is relevant but
S:



TABLE 36

Relative Importance of Skills:
Optometric Receptionist

) :N = 52

--:-a::::a::a:aa::a:=:=========aaar:::.—..—.::saa::

ﬁ'ank |

\

dzzax
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-+ 322323 3§ S
i

Skills’ | "
1 Interpersonal Skills
2 Depéﬂ&ébi;ity ,
3 Téiephone;Techniques ’
4 Appointment Manaéement
5 Terminologyj
6 deér@ Management
7 "Qﬁécounting
B General Office Préceaufés
9 Typing '
10 . Writing Skills -
1 Inner_Officé"Maintenche
12 Ordering Cohtact Len;es h
13 Order Ophthalmic Frames’& Lenses"
14 Use & Operatg Business Machines
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TABLE 37

Relative Importance éf Tasks for ‘
Interpersomal Skills .
as Associated with 'Training Needs: ‘
Optometric Receptionist
N +52

C ol

a-aaasa:an:aaaz:::a:a:::::=‘====:aaa::::::::aazzaaaaa:.::-:aaa
' v

. ~ ‘Percentage
Rank Task | Requiring Training
. ) = )
1 Receive Patients and = | 0
Office Visitors . v
2 'vMaintain effective working 0
- relationships, be part of a
" team
. o » .
3 Create a friendly and ' . 0
* comfortable atmosphere ‘ ‘
4 Develop sensitivity to the . .0
needs of the patients
( 5 Work independently o 0
6 Act in a.diplomatic manner : 0 e
7 Acquire a sense of humour 0 ‘
8 Adapt to and deal with stress 2
9- Identify situations under - : 0
which you have no control :
10 Know when to start/stop a ' ' 0
conversation '
. :
11 Don't be afraid to ask “ 0

guestions



e R e
TABLE 38 - |
IW'fReLAtivevaportanée'bf Tasks for the - -
g . 8kill - Dependability -, ‘
'4s Associated with Training Needs:
©+ "vOptometric Receptionist
. N =,'52'"
SR o | Lo  Percentage
‘Rank o © . Task N , -~ "Requiring Training
- A - s — _ ‘ '
B B ~ Project a;groféssiohél-"‘ o o o
’ ' appearance . ' . ' . : R
2 " Adhere tbd wogk time | 0 -
' - schedule . v : e ‘
3 - Keep patients' j - ‘ 0
> - confidentiality h [
<’4  V.; Orgéniie.your work -~ i . .0
_ priorities - ' : o
5, _"Developugobd'listening A o OS
| - habits o - N




2

i

N performed by and perceived 1n rank order by the Optometric

by and perceived in rank order by the Optometric 4

,training.. e

o . ‘ 3 Vi
p S PO : _ E - ‘ '.‘ . “ Nﬁpi\/

importance, of 5 tasks for the skill "De'pénaability"

i
ReCeptionist, and indicates ne qeed for further training.

Table 39 shows the ranked order, in relative

importance, of 9 tasks for the skills é?&}ephone" performed

. ]

iReceptionist, and . 1nd1cates no need for further training.

Table 40, shows the ranked order, in relative

\\\\importance, of 7 tasks for the skill "AppOintment

Management" performed by and percelved in rank order by the

'Optometrit Receptionlst and,lndicates no need for **rther

-

'wTable‘41 shows the ranked'order, in reiative

1mportance, of 10 tasks for the Sklll "Terminology" performed
) y

’by and perceived in rank order by the OptOmetric

Receptionist, and 1ndicates the need for further training in

1. task in the lower range.

Table 42, shows the'ranked order; 1n relative .

&

_limportance, of 7 tasks for the skill "Record Management"

. performed by. and perceived in rank order by the Optometric

Receptionist, and\andicates,no need for further training.

Table 43, shows the ranked order, in relative
' s . \ - . . . ’ » !
ipportance, of 12 tasks for the skill "Accounting" performed

-by and}percéiVed in rank order by the thometric

\Receptionist, and indicates no need for further training.

4

. ' Tahle 44; shows the ranked order, in relative
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-TABLE 39
- Relative Importance of Tasks for the
.8kill - Telephone ‘

' as Associated with Training Needs:
.Optometric Receptionist .,

N = 52
S, o Percentage
Rank : . Task . Requiring Training
1 .Use acceptable telephone . 0
" manners . : S
2 . Determine if you can assist. E 0
this caller B
3 Be perceptive when screening - ' 0
-———telephone, e.g., know if it ‘ :
is an emergency - . : S
4 Answer the teiephone promptly _ 0
5 . . Identify caller in order to : . 0
~ 7" screen telephone calls ’ .
6  Listen caréfully, take notes 0
‘and do not make the caller - .
repeat the information’ o L
7 Know how to handle teléphone' | : o2
appointment cancellations
8.  Know how tqQ deal with I 0
tedephone shoppers:
. . . ?‘ * v -
9 ’ Know how to usg the .. T 4

telephone for recalls




s

TABLE 40

B 106

' Relative Importance of Tasks for the
Skill - Appointment Management :
as Associated with Training Needs:

Optometric Receptionist

)

N = 52

. 'Task

Percentage’ _
Requiring Training

.needs when they are making

Determine the patiént's

)

appointments

 Know: the .time requﬁféd for
~the-patient's appointments

Always obtéin_the patient's
name and telephone number

-

- Find out.if the patient is a

new, referred or re-check

Know how to re-arrange  the
appointment book in an
emergency

" Telephone patients to confirm
~appointments for the next day

Establish. a waiting list for
patients who can be fitted
into cancelled appointments

o
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TABLE 41

Relative Importance of Tasks for the

“ Skill - Terminology :
as Associated with Training Needs:
- Optometric Receptionist

N = 52
o »Percentage
Rank Task: . Requiring Training
1 Define the dptomet;ic services 4
‘ .that  your officelproviﬂes .
2 t Explain %heyfee'Struc re for" . 0
your office = &
3 R ' : i v
3 - . Distinguish differences re: 4
- Optometrist, Ophthalm logist
and an Optician \
4 " Know the names for thelparts "6
‘ of a frame ' A
5 " Know the different types of 5 '8
eyeglass lenses . . - ?\
6 " Kn the differentvtypes of 13
contact lenses ° :
7 Know the different types of 17
contact lens solutions
8§ " Develop a vocabulary of terms 17
‘ relating to the anatomy of
the eye ’ '
'ék Maintain a dictionary of - ‘ 21
' optometric terms ) :
10 Knbwvthe,historical overview

for thevoptometric,profession v

13

I

)



¢ >+ " TABLE 42 - . .. TR

Relative Importance of Tasks for the

. e Skill - Record Management

, as Associated gith Training Needs:
.Optometr c]Receptipnist

1

N = 52 C, '
===¢=====.=.======_====£========_===========‘=================#===
: : - ' Percentage
Rank _Task o , - Requiring Training
1 Prepare charts for new ' o o ~
patients, regular eye exams, . '
contact lenses and/or '
\visual training
2 Set dpgan appropriate filing ’ ' 4
system for your office - o
3 " Know ﬁow to correctly file S _~ 0
and retrieve files from ' :
your system ' ,
4 Know how to find a lost ' . 2 \
file within your system S e
5 'Prepare‘doctor's.day sheet 0
6. Maintain an up—té-datej, o . - . 4
~filing system by purging '
your files on a regular
basis
7 Understand and compare e . 8

different filing systems ' :




. TABLE 43
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Relative‘Importénce\of Tasks ' for the

;. Skill - Accounting
° as Associated with Training Needs
~ Optometric Receptionist

N = 52
L ‘
===S ========================================================
wu)i- \ o , Peréentqge‘
Rank Task ’ ) Requiring Training
1 Know how to collect fees  0
2 Know how ‘to collect bad debts , 7
3 Record your office's 2
o accounts receivable
4, Understand how to £ill v '/3 0
-out third .party payments, . :
such as: A.H.C., Social
Assistance, etc.
5 Process your office's 2
banking protedures
6 Record and pay your 6.
office's accounts payable |
7. KhOW‘what your. cash float 3
is and know how to keep
it balanced
8. - Record and balance your 2
‘petty cash . '
9 Post to ybur general o 4 R
: ‘ledger. and keep it balanced
10 | Prepare a balance sheet 6
11 .~ 'Process your office's - 3
&=, payroll, for example:
s UIC, income tax, C.P.P., etc.
12 Prepare én‘income statement 10

3
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| “TABLE 44 ﬂ)
Relative Importance of Tasks for the
Skill - General Office Procedures
as Associated with Training Neegds:
Optometric Receptionist

n = 52 Ce
=========================================================8===
‘ _ - ‘ S Percengagé
Rank : ~Task - Requiring Training
1 ‘ Process and deal with goods : 0 Vo
‘received from courier . .
service (lab deliveries) ‘ v
2 Process inéoﬁing mail 0
3 Know which are the best ' __ 0
courier services for your- '
office '
4 . Know the mailing procedures ‘ P2 o

used by your office, for ' o
example: C.0.D., parcel , ‘e
post, registered mail
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| importance, of 4 tasis for the skillh"General Office |
Procedures" performed-by and perceived in rank ordervby the
Optometric Receptionist, and indicates no need for further

‘training. L
| Table 45' shows the ranked order,'in relative
‘importance, of 5 tasks for the skill “Typing performed by
and perceived in- rank order by the Optometric Receptionist,
and indicates no need for further training.

Table 46, shows the ranked'order, 4 relative
fimportance, of 6 tasks for the skill‘"Writing'Skills"
penformed by and perceived in rank‘order by the Optometric,
Receptionist, and indicates no need for further trainfng.

Table 47, shows the ranked order, in relative
importance, of 8 tasks for the skill "Inner 6ffiCe
Maintenance" performed by and perceived 1n rank order by the
Optometric Receptionist, and indicates no need for further
training. |
;ééﬁ Table 48, shows the ranked order, in relative
importance, of 9 tasks for the skill "Ordering Contact
Lenses" performed by and perceived in rank order by the
Optometricheceptionist, and indicates no need for further
" training. _ - ' | |

Table 49, sh\ws the ranked order, in relative
importance, of 8 tasks for the skill "Ordering: Ophthalmic

Frames and Lenses" performed by.-and perceived in rank order

by the Optometric Receptionist, and indicates no need for



‘
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TABLE 45

112

Relative importance of Tasks for the

Skill - Typing

‘as Associated with Training Needs:
Optometric Receptionist

e

) - N =52
====================='-—-=.====================3=======’==3=3=8=8=
. Percentage
Rank Task Requiring Training
1 Type the Alberta Health Care Voo
forms '
2 - Type statements kAccounté 0 .
’ - Payable) : ’
3 Type recall cards 0 ‘
1 Type referral letters to 4
o other practitioners D :

Type memos !
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- TABLE 46 "

Relative Importance of Tasks for the’
- Skill - Writing Skills
- as Associated with Training Needs:
Optemetric Receptionist

\ N =52
/".83338823—=B-:===—8==========================================
“
) r . Percentage
Rank ' ‘Task Requiring Training
1 ‘Compose a simple’ busfness 0
- letter

2 Use prbper grammar ‘ 0

3 Use proper[spelllng . o 0.

4 Use proper punctuatlon } : N 0

. oAy ‘
5 Understand what you have ‘ 0 '
written o . .
6 Proofread your work : 0




TABLE 47

1

i

Relative Importance of Tasks for the
Skill - Ifiner Office Maintenance
as Associated with Training Needs:
Optometric Receptionist '

N = 52 [
===========a-================:==::=====:=£======a=_===azaas=§a ’
. R Percentage

o Task Requiring Training

Maintain a~élean and tidy S

waiting room -

Keep your doctor s equipment 2 .

flean . S . ' ’

\ S . .
Keep your offibq\equipment “ 2
in good working order ’
\ .

Order prlnting supplies, offlce - % 0

stationery, etc. s

Order technical supplies ‘ 2.

Order office supplies, e.q., o 0 \\\‘

soap, towels, magazines, N

coffee )

' Water the plants regularly ‘ 0
Know how to make coffee - | 0




- " . v . : 1 - w ¢ 1 1 5
'TABLE 48 |
Relééive Importance of Tasks for the

-Skill - Ordering Contact Lenses

as Asssociated with Training Needs:
Optometric Receptionist

N = 52

--az.--sa:===$==’===a=============================‘===a========

~

, ‘ , . Pércentage
Rank ‘ Task * - Requiring Training
1 'Know how to read a patient's 17
~ contact lens chart: o .
2  Be able to identif} the type ~ <;:
& of contact lens from the | ‘
patient's charts _ ‘ ’ A
3 .. Know the contact lens : 15
companies. replacement policy '
- and delivery dates ' v
4 Know how to care for contact . 15
lenses Q“ : | S
5 How to use contact lens =~ ' 13
solutions
6 . Keep a record of all contact ‘ 12
: lens orders '
7 - Know how to ordef contact T 0
, lens solutions :
e - .
8 . Keep a record of the dates ' 13
' for contact lens ‘solutions :
9 Keep a record of your contact . - 12

lens stock.




Y

TABLE 49

Relative Importance of Tasks for the QJL\ .
Skill - Ordering Ophthalmic Frames & Lenses -
. as Assoclated with Training Needs:
Optometric Receptionist

N = 52
n’aa:::::z::aa::::::asa=============::aaa::a:sasaaamxauanauni--
' Percentage -
Rank, ' ' Task . Requiring Training‘
v ' i t ‘ ' ‘
1 Know how to read a 8
prescription from a
patient's file !
2 Identify specifications ' 12
for the frame parts ‘ _
’ ‘ @
3 ' Know which distributors : 12
. and/or labs from which
to order frames and lenses , -
. o
4 Perform minor repairs . 15
to frames ! : ‘
5 Use a frame catalogue . 3
; .
6 . Know how to order parts ' 3
of frames . e
7 Know how to keep a record . 13
Y\ of your frame stock e
J » v ‘ . L)
' 8 Know how to keep'a record 10
. .of all your frame and lens
orders -

5
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[

further training..v t‘."' S

Table 50, shows the ranked order, in relative
:'}mportance, of 7 tasks for the Sklll "Use & Operate Bu51ness\h.
‘Machlnesa performed‘py and percelved in rank order by the

Optometrlc Receptionlst, and 1nd1cates no need for further ’

;training. R 74‘ .o {‘

Table 51 Skllls for an Optometrlc As51stant shoWs

\\\\ 18 skszl areas ranked in relatlve 1mportance as percelved in

rank deriby Optometrlc A551stants. , R ,
S s A ‘ : o ' v
W_ Table 52 ‘shows the ranked order, in relatlve ;

. importance, of 11 tasks for the skill "Interpersonal Skllls"'
B -
T performed by and percelved in. rank order ‘by the Optometrlc f"'

\

A551stant, and lndlcates no need for further tralnlng.lﬁp SRR

e ' Table 53, shows the ranked order, in relatlve
B ' ¢

-4;‘yﬁportance, of 10 tasks for the sklll "Educatlon performed
L by and percelved in rank order by the Optometrlc A551stanb
and 1ndlcates the need for further tralnlng. “Of the 8 tasks

that requlre further tralnlng, 1 task is located in the. upper

W

@rrange, 4 tasks in the m1d range and 3 tasks 1n the lower _

////v 7 B | e T o n

=z range

“'7‘ ' Table 54, shows the ranked order, in- relatlvev

importance, of 9 tasks for the Sklll "Lens Selectlon"’
Ty

performed by and percelved i f//k order by the Optometﬁlc
A531stant and rﬁdfcafésvthépneeg for: further tralnlng in. 2 5
.
' tasks, 1 task in the ‘upper range and 1 task in the lower'h '

e g UG
range. ’ : .. :



'TABLE 50

Relative Importance of Tasks for the
;gdkill - Use & Operate Business Machines
4 as Associated with Training Needs:

Optometric Receptionist '

R R R s 2 X T T ¥ L%

Percentage
Requiring Training

Use-a calculator

. Use a #elephone answering

" machine ' B

. Utilize a dictéphdne,_

 Operate a posfage meter
Oberéte a cﬁéque_wr£ter

Operate a pﬁg£6 copier

Use and operate a computer

0
0
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“TABLE 51

. Relative Importance of Skills:

Optometric Assistant

119

N =38
. R S | i i )
Rank Sk}lls '
1| ‘ Interpe:sonél Skills - ~
:2 Edugatfgn for Assistants
3 Lens Selection
4 1"Patient Eéuéation
5 Frame Selection ' 2
6 ‘Frame Fitting (piSpensihéy
7 _Terﬁinblogy‘ |
8 Qrdering R§ from Labs » f
9 ‘Repairing/and Aajustments-;\/
10 Pﬁ%chasing o o
'.{1 CoﬂtactALens Dispensihg{k;
12 Order Céntact Lenses frpm Labs..
13 Cost Analyéié for thelginishéd Prqﬂuét
S ‘Handle TeLepﬁone‘ : %l |
15 'U 'Prel@iﬁl'inar); &;eénin% .. )
 _16 Visuai Traihing 7,
(g; Finanqialétatehgnts

18

Math & .
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PABLE 52

Relative Importance of Tasks for the .

120

' Skill - Interpersonal Skills
as AssocMated with Training Needs:
Optometric Assistant :
N = 38
\ 4 .
. .  Percentage
Rank Tasf : "Requiring Training
1 Maintain effective working - .0
' relationships with - ' ‘ o
co-worker{s), patient(s) o
~and doctors’ . -
2 Create’ a friendly and _ 0
comfortable atmosphere ' it
:3 DevelgpfsenSitivity_tb thé e 0
needs of patients '
4 ~Act in a diplomatic mannerv ' -0
5 * Be a"good.liste»ner‘. ' o ' 3
6 - Develop‘commuﬁ}fationJuii‘;; S 3
- competencies Ve o _ﬁwl \ ~
C 7 " Be éeledE}vé with what you _ o 3
- say to a patient and know )
your legal limits
8 Explain the advantages and S 3
. services provided by an- '
optometric office °
9 Describefthe'feevstfuCtUre S 5.
that is applied, in your office
10 Be able to troubleshoot L 16 :
‘ ~ophthalmic appliance problems ’
11 Develop good salesmanship - " 11

techniques
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TABLE 53
Relative Importance of Tasks for the
‘ ' Skill - Education

' as Assocdated with Training Needs:
' tometric Assistant

: : : Percentage ,
Rank Task - . = .. - Requirinngraining
1 _ Seminars/courses to update o 26

/7 knowledge and technology : ‘
in the field . R

2 ' Courses in communication - 16
skills T <

3 “Keep up with new product o 13
knowledge o e ' '

4 ‘Office Management Training ) . 26

' courses : -
5 Courses in time management - _ 27
6 " Assertive training . - . - 36
7 ‘Courses in basiC'béhqvioral o 32
psychology |
8 . ' Stress management courses .36 .
9 Record management courses | 24
(filing systems)
10

' Courses reésrding first aid - 37
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" TABLE 54
' Relative Importance of Tasks for the
/Skill - Lens Selection
as Associated with Training Needs:
Optometric Assistant

N = 38
======================================================§(=ﬂ=3==
. : " . Percentage
Rank. Task o Requiring'Training
1 Know how to read and . . 8
~understand the meaning of :
" a prescription from , A : |
patient's chart ‘ ' '
2 'Understand-the function of o 24
parts of a lens, for example, ' '
'sphere, cylinder, prism L 9
3 Be able to analyze lenses ' 15 :
using a lensmeter and a lens '
* clock
4 now the materials from . ‘ 10
: hich lenses are made '
5 Know th& types of single ' . - 8
and multivision lenses ' '
6 " Know the availability of lenses 11
R 9 . ! ) ‘ o ) . '.
7 Know how the warranty ‘applies S 8. ,
to lenses, for example, Hardex - . o -
, lenses ! ‘ '
8 Khow;lens finiéhes, for example, - 8
tints, and coatings, etc. '
9 " Know how lenses are ' : o 21

manufactured and the time
required for each stage of
development
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Table 55 shows the ranked order, ,in relative

importance, of 9 tasks”for the Sklll "Patient Education"
| performed by and perceived in rank order by the Optometric

j \
f'Assistant, and’ indicates the need for further t;aining in 1

task in the lowest range.
Table 56, shows the ranked order, in relative

0 '

importance, of 11 tasks for the skill "Frame Selection"

-

«e

: performed by and perceived in rank order by the Optometrid
Assistant, and indlcates no need for further training.
- Table 57, ‘shows the ranked order, in relative
'importance, of 6 tasks for the Sklll "Frame Fattlng"
performed by and perceived in rank order by the Optometric
A531stant, ‘and 1nd1cates no need for further training.

Table 58, shows the ranked order, in relative

importance, of 5 tasks for the skill "Terminology performed
pby and percelved in rank order by the Optometric Assistant,
‘and indicates no need for further tralning.

Table_59, shows the ranked order, in relative
importance, of 4 tasks for the skili "Ordering Rx £rom the
Iab" performed by and perceived in rank order by the
Optometric Assistant, and indicates no need for further
training.- |

| Table 60, shows the ranked order, in relatime
importance, of 6 tasks for the’ Sklll "Repairing &

Adjustments" performed by and perceived in rank order by the

Optometric Assistant, and indicates the need for further
® .
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Rank

.TABLE 55

Relative Importance of Tasks ‘for the
SKill - Patiént Education
as Associated with Training Needs:
Optometric Assistant

4] N = 38

o Percentage
Task’ _ Requiring Training ~

'Educate patients about the ‘ 0

services available in the
office ‘ vy

Advise'patients about the ’ 0
types of lenses and frames ' '
available _ _

Explain the importance of
regular eye examinations

When dealing with.a patient's ‘ 16
question -+ understand the ‘

" legality of your statements

Explain how third party : / 0

billing functions, for
example, A.H.C., Social
Services etc. ‘

> %\.

'Educate the patients on the - 0

merits of having a spare
pair of eye glasses '

Educate batients on how to 1
care for ophthalmic appliances '

When referrals to other Health : 0

Care offices and/or hospitals
give patient information

i

_ Give patients instructions ' * 24

regarding low vision aids
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TABLE 56

Relative Importance of Tasks from the
Skill - Frame Selection

' as Associated with Training Needs:
Optometric Assistant , -

N = 38
—
, . | : | Percentage .
Rank Task ° ‘Requiring Training
1 Conceptualize the pfescffbtionf ‘ 8
’ when selecting a frame for the
patients : o
2 Deﬁermine the size of frame — 13
for the patient, for example,
bridge, eye size, temple length
3 Understand the cosmetics of a - 8
: frame selection : -
4 Knowathe‘materials and . 11
’ ~construction of a frame
A
5 Know the manufa¥turers of the frames -3
6 Know the availdbility of the frames 0
) & o : )
7 Know how to take patient's 13
pupillary distance and be able
to calculate their near P.D.
8 Know the frame amd lens fee 8
structure for the office .
9 ~Be able to read thd frame : ‘ 0
manufacturer's catdlogue in
order to sele the proper -
size, color etc. of frame
10 Be able to measure a patient's 16
bifocal height .
1% Know the courier services . 11

available from the labs
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TABLE 57
Relative Importance of Tasks for tﬁz
Skill - Frame Fitting.
-as Associated with Training Needs:
Optometric Assi'stant ‘

N =38
=====‘=================’========================;‘;======'=%==a;a
‘ ‘ ' Pe:céntage
Rank E ‘ (\‘Task.- ‘ Requiring Training

RPN ' - Verify that the prescriptions 16
“ ordered {from the lab have ‘
\ been fabticated correctly
2 Dispense /the frame to the 13
~ patien ' o :
3 Advise the patient on- -~ 18
,adaptatiOn to new lenses
4 ! Instruct the patient on the ' 5
* ~use and care of new prescription : . s
5 - Offer reassurancekand\positive 0 “
re-inforcement to the patient’
6 Give, patients advice regarding 0

follow-up care when necessary
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TABLE 58
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Relative Importance of Tasks for the

Skill - Terminology

as Associated with Training Needs:

Optometric Assistant

T R et me s e o e - e -
R AL 2 - 5 ¥

Pe&entage
. Requiring Training

Anatomy: ' Describe how the
eye is structured and be
able to identify the major
parts of an eye

Definitions: Define and

understand common terms that.

relate to the eye and vision

Physiology: Describe how
the eye and parts basically
function

Understand enough terminology
relating to the eye to.
distinguish a sign from a
symptom

Recognize the basic function
of ophthalmic equipment

13

13
13

13

16
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TABLE 59 -

Relative Importance of Tasks for the
Skill - Ordering Rx from the Lab
as Assoclated with Training Needs:

. : Optometric Assistant
- N = 38° /
====zssizsSsSsassIssssssssasssssssssassssSSossssEEsZaSsaassaxa
. . ' ' ' Percentage
Rank Tas* & Requi;ing Training
1 Know how to read the | ' | 0

. prescription, lens and frame
selection on a patient's

chart
2 Know how to\order using .. 0
lab forms $ v
3 Know which lab/manufacturer . 4
from which to get the
desired products -\
4 Know how long it takes to get . .5

an order from the labs/
. manufacturers




TABLE 60

Relative Importance of Tasks for the

éf-kill - Repairing & Adjustments
Associated with Training Need#:
Optometric Assistant

a
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N =38 '
8888833====8====================/,:==================8=======8=
. ; = Percentage ‘
Rank '/ Task Requiring Training
1 Have knowledge of frame names 5
and frame parts '
2 Know when to advise patients 0
that they are due for an eye
examination rather than repair
an existing out-dated
prescription in an old frame
~. __3  Know when not to adjust a- frame. 16
‘ 4 Be able to improvise with 11
temporary repairs
5 Know the product availability 1
6 Know how to customize frames 24

when possible

[
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training in 1 task in the lower range. .
Table 61, shows the ranked order,!in-relatLVe

importance, of 6 tasks for the *skill "Purchasinq" performed

by and perceived in rank order by the Optometric Assistant,

and indiCates the need for further training in 3 tasks. Of

the 3 tasks that require tralning, R task is located dn the

mid range and 2 tasks are located in the lower range.

Table 62, shows the r

ed order, in relative
importance, of 9 tasks for 111 "Contact Lens
Dispensing” performed by an. bived in rank order by the
Optometric Assistant, and indicates the need for further
,fraining in 4 tasks.‘ Of the 4 tasks that require training 2
tasks are located in tne upper range, 1 task in the mid range
and 1 task in the lower range.

" Table 63, snows the ranked order, in relative
importance, of 4 tasks for the skill "Ordering Contact henses
from the Lab"’performed by and berceived in rank order by the
Optometric Aesistanéﬂ and indicates no need for further

*

training. .

» Table 64, shows the ranked order, in relative
importance, of 5 tasks for the skill "Cost Analysis for the.
Finished Product! performed by and perceived in rank order'byA
the Optomefric-Assistant, and indicates no need for furtner
training. | | | |

" Table 65,,shoys the ranked order, in relative

' importance, of 5 tasks for the skill "Handling “the Telephone™

-3 -
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L TABLE 61
" .
Relaﬂlve Importance of Tasks for the -
. Skill - Purchasing ]
.as Associated with Training. Needs. °

Optometrlc A551stant

A ‘ L ‘ "Percentage v
Rank . Task - . . ‘Requiring Training

. N v . L en . Cx . - .

1 Be famlllar w1th return pollcy o1
'and guarantees on frames : ‘

2 ;Be familiar with various - .. 16
discount systems, for example, ST T
bulk purchasing. and -- : ‘ '

. discounts on lab bills (:f

3 Know the warranty on lenses ST 11

r ‘ N ‘

-4 'Know the laboratory warranty ) 24
o on contact: lenses
!
5 Know the laboratory return - : 21 -
R policy on contact lenses. ‘,»5 , et

6 Know the supplier's return 2]

: “policy on contact lens 7 [

_éolutlons_-f .




TABLE 62 o Co
~ Relative Importance of Tasks for the
o §k111 -~ Contact Lens Dispensing

s as

Associated with Training Needs:
Optometrlc Aesistant

By L
) N = 38
=======================;’y=====================================
‘ } . ) '~ Percentage
. Rank . . Task | ~ "Requiring Training
— ERE » : / o ‘ T 4
1 Verify that the contact lens = N
' ' prescrlptlon from the lab is
correct
2 Be able to perform correctly o 21

- the insertion and removal':
techniques for contact lenses

3 + Deal with patients\'concerns ‘ oo 16
¥+  regarding the misinformation

' “they may have about contact

L lenses - ‘ - :

Know contact lens maintenance - _ 18

ﬂﬁawbwhich”solutione to use . ‘ s 21
\or the ‘care of contact lenses o

o

Make certain that the patients 13
w»/understand the wearlng schedule
Tl b
T Make certaln that the patients M

understand the 1mportance of
follew -up care and ?echecks
L e |
When it applles, advise patlents 0
about contact lens warranties . ’

Be able to make minor adjust- S . 35
ments to hard contact lenses

o
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TABLE' 63.

Relative Importance of Tasks for the
Skill - Ordering Contact Lenses from the Lab -
’ as Associated with Training Needs: '
‘Optometric Assistant

LN

¢ N =-38
’ _ Percentage
Rank Task ‘ - Requiring Training
1 ‘Know and understand the- | , 13
prescription from a patient's
contact lens chart
2 Know from which lab to order 16 .
a specific type of contact ' » S
lens o ' ‘
3 'Know the office's fee . 11
structure regarding new '
contact lens patients L ‘ ' g \
4 Knowothe office's fee . - C T 13
» structure regarding patients
contact lens replacement
;\‘ B
| —
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. TABLE 64

Relative Importance of Tasks for the
-~ 8kill -~ Cost Analysis for the Finished:Product
‘N as associated with training needs:
Optometric Assistant

N = 38
============::===‘======='==i====;‘-========:‘=======".‘======:=====
, Percentage
Rank Requiring Training
T Cost for lenséé‘ | o - 11
2 Know your office'é.dispensing | 3 £
- fees, , . ‘
'3  Cost for frames R | 5 B
| Be awafé of the current . - .8

market fees within the
industry . . [

Understand your office's - 5
referral. fees

N

A
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. TABLE 65

Relative Importance of Tasks for the

- Skill - Handling the Telephone .

as Associated with Training Needs:
" Optometric Assistant

Y N = 38 o -
============================:=============================;§=
¢ ' . Percentage
‘ Task =~ - “'” ; -Requiring Training.
Kéep conversation general 8 Iy
when dealing with telephone o '
- shoppers ' ' '
Know how to limit the o . 8 ,
~questions and answers when B o .
dealing with a telephone :
- shopper = - T

Be_non—cémhital%feéaiding
fees when deali@gjhith a
telephone shoppér

Secure the teleghone shopper's
name and phone number (some-
times address in order to mail
them information) '

Direct- the telephone shopper:
into the office in order to.

further answer their specific
‘questi?hs C -
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performed by and perceived in rank order by the Optometrigc’
.Assistant, and indicates no need for further training.

Table 66 shows the ranked order,,in relative
importance, of 8 tasks for the skill "Preliminary Screening"
‘performed by and perceived in rank order by the Optometric
.A551stant, and indicates the need for further training in 7
tasks. Of the 7 tasks that require training, 3 tasks_are in
the upper range, 2 tasks'are in the mid-range and ? tasks are
in the lower.range. |
fb Table 67, shows the ranked order, in relative
importance, of 7 tasks.for the skill, "Visual ‘Training"
performed by and perceived in rank order by the Optometric
. A351stant,vand 1ndicates the need for further training in all
:tasks. |
Tahle 68, shows the ranked order, in relative

{ ’ . .
importance, of 3 tasks for the skill "Financial Statements"
‘performed by and perceived in rank order by the Optometrin

A551stant, and 1ndicates the need for further training in all

tasks. =

Table 69, shows the ranked order, in relative
1mportance, of 4 tasks for the skill "Math" performed by and.
perceived in rank order'by the Optometric Assistant, and

.-indicates no need for further training.

»wéisummary Qg Section Three

A summary of Tables 36 to 50 for Optometric

4



137

S TABLE 66

\ 0
. | : )
Relative Imbortance of Tasks for the .
, Skill - Preliminary Screening
as Associated with Training Needs:
' » Optometric Assistant ‘
N = 38
================================;================z=l==========
oo i Percentage
Rank - . Task . , Requiring Training
1 Understand'why“you'pre-test | - 34
2 Filling out patient's cards, . 29
're: history - o o
3 . Check uncorrected or unaided ‘ 3
bt visual acuity ) S ’
4 Be able to use a tonometer : . 18
5 Check patient for color M 34
vision defects’ L .
: . ¢ ' ~
6 . Perform field testing : . 42
’ . . S N
7 Check for binocular vision , 45
8 ‘Take blood pressure readings 37

/

i
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"TABLE 67
Relative Importaﬁce of Tasks for the
Skill - Visual Training
as Associated with Training Needs:
Optometric Assistant

N = 38
=====.===;“====;======================================‘=====S.==
. , Percentage
Rank Task o . Requiring Training
: . .
1 ~ Understanding basic ' ‘ 34
terminology
2 ‘Administer health history 36
questionnaire =~ .
3 Understand basic visual 42 .
< training equipment ;
4 Understand visual training a 42 (h
- techniques ' . . :
oA ’:",‘“'« . N
5 Know how to use visual . - 34 i
. training equipmeht
L . .
6 Motivate the patient to 39
maintain visual.training
therapy . '
7 Maintain batientbs visual : 34
: training progress charts for

“ oy

the QOctop

vl
~.
. *7\
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TABLE 68

Relative Importance of Tasks for the
Skill - Financial Statements
as Associated with Training Needs:
Optometric Assistant

N = 38 ‘ .
=====================================’========================
. Percentége
Rank . Tasks - ., Requiring Training
1 Analyze financial statements 24

in erder-to make office
projection decisions
. . A\Y
2 ’ Be able to do cdst accounting, 23
for example, cost-volume-profit
_analysis ¢
3 Understand tax considerations 24

in business decision
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TABLE 69

Relative Importance of Tasks for the
- Skill - Math :
as Assocliated with Training Needs:
. Optometric Assistant

“‘,\\ , N = V38 ,
========================v’v==============================8====:== :
* ' . ) .
. ! : "Percentage
Rank ' ' Task Requiring Training
1 ' Pgrforﬁ basic mathematical - . 0
o Operations '~
s ‘/(’ ' ,(f‘
2 Compute with dollars and cents , 0
'3 Understand basic principles A 8
of algebra '

4 - Calculate weights and measures 5




R ed Skillg for Optometric Receptionists

TABLE 70

141

énd Assistants as Associated with Training/yeeds

. Skills for Recéptionists

_Tr®ning

Needs
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Interpersonal Skills
Dependability

Telephone Techniques
Appointment Management
Terminology ’

Record Management

Accounting

General Office Procédures
Typing

Writing Competencies

Inner Office Maintenance
Ordering Contact Lenses

Order Ophthalmic Frames & Lenses
Use & Operate Business Machines

Skills for Assistants'

Interpersonal SKills

- Education for Assistants

”
LI R |

Lens Selection
Patient Education
Frame Selection -

‘Frame Fitting (Dispensing) .

Terminology

Order Rx from Labs
Repairing & Adjustments
Purchasing '
Contact Lens Dispensing
Order, Contact Lenses from' Labs
Cost Analysis for Materials
Handle Telephone
Preliminary Screening
Visual Training

Financial Statements

Math ’
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Receptioqists shows the need for trainihg in the skill -
"Terminology" for one task only and it was located in the

lower range. <

A summary of the vTablres 51 to 69 for the Optometric

A.ssistant‘s 'shsws ths need for training in 36 tasks involving

9 skills.. Of the 36 tasks for which training is required, 1

were from ’the, upper range,’ 11 from the mid range and 14 from‘ .

the lower range: .
| " Table 70 summaris,es/trx\e\rgﬁlﬁa‘d*\skills tn relative
impo_rtancé for the Optomitric; Receétionts“ts and -the
Optometric Assistants as associated with tx;aining needs,

' Only one task showed the need for tralnlng by the Optometric
Receptionists, This task was from Skill E Termlnology, Task
E-9 "Maintain a dictionary of optometric terms". 1In contrast,
the Optometric Assistants indica;ted the need for training ih
nine Skills categaries comprising a' variety of 36 tasks. The

36 tasks were 1dent1f1ed as not belng performed because

further training was required. '



Chapter 5 ‘ ]

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

" FOR FUR'I‘HER sTugr S

The final'chapter of,this‘thesis contains‘the
summary, conclusion and reconmendations based on @he,resultszn
The first section is a summary of the research study. Tne
‘second section ‘discusses the conclusions derived from the |
study and the third and final sectlon deals. Wlth

recommendations for further research.

- oo . LR

Summary
' The major purpose of this research study.was to»?ﬁ;égﬂ

establish job cla551f1cat10ns for optometric ancxllqry

[

o e
[N L2

‘ personnel by creatlng a Profile of Occupatlonal Sklllsiand
Tasks (POST) for the Optometric Receptlonlst

; a €r6file of Occupational Skills and Tasks (Pogfﬁ
\R | ‘Optometric Assistant The study also sought answews%toftﬁe

\__——‘_,

following research questions: ‘ 1, What skills and

- N

performed in the job of an Oﬁtometric Receptionist?t
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importance, of the sk?lls and Iasks performed by 6ptometric
Receptionists as perceived/bi them? 5. Which of the tasks
ranked high, medium or der of relative importance,
as perceivedaoy them, are ;a'ssociated with training needs for
the Optometric Receptionists? 6. What skills and. tasks are
performed in the joh of an 6ptometric Assistant? 7. To“what
extent did the Optometric Assistants acquire their ,skills and
tasks prior to entering the. job on the job or through
courses, seminars, or horkshops? 8. What skills and tasks
relevant‘to the role G} an Optometric.Assistant are not -
-performed because further training and education are
reqﬁired? 9. What is the ranked o;der, in relative .
importance, of the skills and tasks performed by Optometric
’ A551stants as perceived by tgem? 0., ﬁﬂich of the tasks

: ¢
t ranked high, medium or low in order of relative importance,

‘a;vgerceived by them, are assoc1ated with trainlng needs for

*
)

Eptometric Assistants? .
;g'}ﬂﬂgﬁz In order to collect the data to develop occupational
- 4_ profiles for optometric an01llary personnel an instrument was. |
;3 ll_created called the Profile of Occupational Skills and Tasks
(POST)“ Oné POST chart was created by the developmental
workshop committee for the Optometric Receptionists and
contained 14 skills consisting of a variety of tasks
totalling 108, One POST chart was created by the

developmental workshop committee for the Optometric

Assistants”and contained 18 skilﬁ%, consisting of a variety
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of tasksitotalling 122, The VZiidatioi process resulted 1n

52 responses from the Optometric Recep 1onists and 38

,responses from the Optometrlc A551stants whlch were tabulated )

and agalyzed to determfhe the major flndlngs. The research |

‘was conducted in two phases. "' 4

Phase Onea

-y, ~

W ' B
The flrst phase of the study was the deVe opmen!t of

L

‘;two data collectlng 1nstruments* ®nhe for the Opt etrlc _>/

" /
o

' Receptlonist and one for the Optometrlc Assrstan?n, ThlS was

o

”_‘accomplished by holdlng two separate developmental workshops

~

The flrst workshop was toﬁdevelop the data colﬂectlng

'/ ]

instrument for Optometrlc Receptlonlsts, and con51sted,of
T

elght optometrlc anc1llary personnel Four of the cptometrlc

fancillary personnel performed the dutles cf a/;eceptlonlst 'as,

s

4welk‘as the dutles of an- a551stant, whlle four perfdkmed

"collectdng 1nstrument for Optometr1C\A551sta § and consisted"

. Phase Two: L o < T
Tr———— — 4 . . : N k

"Competency Analysis Pr

N i . ) / : —
duties of a recepqponlst - - S

" The secohd workshop was to dev§5pp the dat
O @

r . -

_ of f1ve optometrlc an01llary personnel TWO persons !

performe'd the d'utles of an ass.r,sgant as. we;];i??the dutles of

4.
a rECeptlonist, whlle\thiee performed duties of,an asslstant.
3 . » . , :

The seoohduphase»of'the study'was the vgiidation
Py K « i

process. In accor

ance w1th studies of thls type the

ile (CAP) Systemfyyand the "ﬁrofile‘

s



 one were J%lidated by submittlngnthe basicfigesent to a

"occupatlonal profile charts which were develoo

. o 146
of Occupatiohal Skills and Tasks (POSf% System", the

d during phase

RN .

A

larger number of practltloners in the dccupd non under

rev1ew. In this study the valldatlon of the occupational K

proflle charts was accompllshed through a Province—w1de

mailing to 141 optometrlc offlces. Each offlce received two

POST charts, .one POST chart for .their receptlonlst and one

&

POST chart for their assxstant.‘ %urlng the valldatlon
procéss the respondents were. a§ked to rank 1n relatlve

importance, as’ percelved by them, the skills and tasks on
/

thelr POST chart. Follow1ng the ranking procedures the
/ . <)

,respondents were then asked the followxng questlons"

Question A: Do peu perﬁorm thls task?  If the. respondents
performed the task theﬁ/were asked ‘question B I:, Where dld
you learn thls task? fa) Prior to enterlng the - fleld you are ;

wOrking in? or, (b) I ﬁearned to perform this task on the

joﬂw'or, (c} I learned to perform this task by attendlng

; semlnars, taklng cou ses, or througl workshops.; If the

respondents dld not erform the task .they were asked QuestiOn‘
B 11:. Which of the following statements descrlbes why you do
_not perform thlsvtask? (a) The task is not relevant in order
* for me to perform my jOb, or (b) The task is relevant to my

&

job, but I requlre-addltlonal training.
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'ConCIusions : o | Cog ¢ .

t
qgesbions in Chapter One, "Statement of the Problem"

v tasks.
_Optometric Receptionlst?"

«108 tasks which were grouped 1nto 14 sklll categorles. :

"Research guestion 2 : , - s

The conclusions are based upon the flndlngs derlved

P » i

from an analysis of data and are'presented in the follow1ng

sections, which are grouped accord;ng to the the research

In reportlng the data, responses totalllng 50 percent

[¢}

fand above are referred to as the "majorlty"; with the
1exceptlon for the data referrlng to the "need for tralnlng '

'responses totalllng 20 percent and above were deemed to be

\

tasks for'which respondents-requ;red further tralning._'The
o . ) o

terms upper range, mid.rangeiand lower range Were‘USed to
e - -

describe relatlve p051t10n of ranklng of the skills and

Research'gkestion-t

"What sk:,l ls and tasks are performed in the job of an

3

‘°The skills and "tasks that were 1dent1f1ed as belng

)

performed on the job by‘Optdmetrlc Recepé@gglsts con51sted of

o

-

"To‘what extent dld the Optometric Receptlonlsts

147
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I
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containing loéitasks, 30 Lor‘27%) of theptasks Qere learned
by the majority of respondents "prior to entering the job",
while 57 (or 53%) of the tasks were learned by the majority
of the respondents "on the ]Ob" Of the 108 skills,
"Terminology" was learned by 24 percent of the- respoudents at -
seminars and-16‘percent of the respondeqts learned '

"Interpersonal Skllls“ at semlnars. : o

Research Qnestion 3

"wWhat skills and tasks relevant to the role of an

‘@&;Optometric Receptionist are not performed because further

' training and education are requlredz" R

o
C e

' - Only one. task "Malntain a dietionary of optometric
terms“ from the Skill "Termlnology“ was 1dentiﬁied by 21
percent of the Optometric Receptlonists as an area for - “
further trainlng. In contrast the Optometric Assistants
indicated .on. their profije cHart the need for further

training and educatlon requirements for 36 (or, 30%) of the

tasks 1nvolving 18 skill categories.

SN

¢ = Research Qu estionrg 'f S S

"What is the ranked Order,"in‘relative'importance, of

7 the 5k1115 and tasks performed by Optometric Receptionists as-
| perceived by them?" ' ‘ l._ ‘.' gi'am

The skills from the upper ra_‘e"ﬁﬁlong with the flrst

three tasks for these skills are as:ﬁollow5' Skill A -
Ihterpersonal Skllls, Task A-1, Recelve patients and office

. ’rﬂ . '
‘»v1sitors, Task A 2, Maintain effective woiﬁ}%g relationships



be-part/of a team; and Task A-3, Crnate a friendly and
COmfortable atmosphere. Skill B - Dependability, Task B-1,
‘Pﬁbject a professional appearance; Task B-2, Adhere to work |

time.schedule, and task B-3, Keep patients’ confidentiality.

-,vSkill C - Telephone Techniques, Task C 1, Use acceptable

telenhone mannerS, Task C- 2, ‘Determine if you can a551st this
callef, and Task C-3, Be perceptive when, screening telephone
calls, ,.g., know if it\is an emergency.‘ Skill D -
Appointment Managementngask D-1, Determine the patients
f needs when the%ig%e making appOintments- Task - D 2, Know the f
"time reduireqwfor the patient s app01ntment' and Task D- 3,
:Always obtain the patient s name and telephone number. Sklll’
E - Record Management, Task E-1, Define’the optometric

1

\services that your office prOVides, Task E-2, Explain the fee

1

structure ﬂpr your office- and "Task E- 3 Distinguish
‘differences regarding and Optometrist, Ophthalmologist and

.an Optician. o ??%” RS . LT '
e For the complete ovbrView of the remaining nine

C;» .
.skills andoninety three tasks for an Optometric Receptionist

please refer to Chart 3, "Profile of Occupational Skills and

(F

v-Tasks for an Optometric Receptipnist" which is located in

the pocket ; attached to the ins1de back cover of the theSlS.
. x,?

' Research Question 5 = ’. ‘ | _

"Which of the tasks ranked high, medium or low in ‘
' order of relative importance, as perceived by them are

- associated with' training needs'for the Optometricgv

)
%
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"Re'cept.ionists’xl’" \ o . | -"

| ‘only one task showed the need for training by 21
percent of the respondents. Task E-9, "Maintain a dictionary
of optometric terms" from Sklll E, "Terminology was located
in the upper range of the »profile chart, Although this task
was located ina skill from the ‘upper range, it is considered
- not important as an area assoc1ated with t, ining needfs as‘
the task was only ranked ni'nth_ out of ten ta}sks. jl

-~
.Research Question 6 ‘ , /"’ '
"What skll ls and tasks are performed in the job of an '
. /

= '“Optometric A351stant?“

The skil ls and tasks that were 1dent1fJ.ed as being

performed .on the ]Ob by Optometric’ Assistants consisted of

-

122 tasks whlch were grouped into 18 skill categories.

| Research Question 7 . 3
"To what extent did the Optometric Assistants acc}uire

their skills and tasks prior to entering the job, on the job
or through courses, seminars, or workshops?" _ .

- Upo-_n analyzmg the’ 122 tasks that were ..J'L.dentifie'd on
.the data collecting POST chart for the Optometric Assistants,
1t was- shown that of the 18 skills containing 122 tasks, 9
(or 7%) of the tasks were learned by the majority of |
respondents "prior to entering the job", while 82 (or .67%) of 4§

thegtasks,were '-learned by the_ majority of respondents "on the .

b) ob". e ‘ ‘ -
B M iij : o \g& ‘;», y A




Research Question 8
‘ ‘ "What 1; and tasks relevant to the role of an
6ptometric Assiggint are not performed because further
"}l trainbﬂg and eduéation are required?"

T ' Of the 18 'skill categories, the following nine skills
'containing a variety of 36 tasks (or 30%) were identified as
not/being perfdrmed by the Optometric Assistants because ‘ o
further training and education are required.' Elght tasks in
Skill "Education for Assistants" seven tasks in Skill
"Visual Training + seven tasks in Skill "Preliminary.
Screening ’ four tasks in Skill "Contact Lens Dispensing '
three tasks in Skill "Purcha51ng ’ three tasks in the Skill
"Financial Statements", two tasks in Skill "Leps Selection", -
one task in Skill "Patient Education" and one task in the

Skill "Repairing and Adjustments".

' Research Question 9

7 ' "What is the ranked order, in relatiﬁﬁ 1mportance/ of

the skills and tasks performed by Optometric As$istants as
b . N

perceived'by them?"

¥

" The skills from the upper range, along w1th the first

three tasks for these skills Aare as fQIIOWS' Sklll A - “‘\w

,Interpersonal Sﬁills, Task A- 1, Maintain effective working

relationships with covworke ), patient(s) and doctor(s)

Task A- 2, Create ‘a friendly and comfortable atmosphere, and -

Q

’Task A- 3, DeveLOp sensitivity to the needs of patients ,'

Skill B - Education for Assmsgants, Task %1 L
@ S e T
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" Seminars/courses to update knowledge and technology in the
field; Task B-2, Courses in communication skills; and Task

- B-3, Keep up with new product knowledge. Skill C - Lens
Selection,,Task C-1, Know-how to read and understand the
meaning of ;’;rescripticn from patient ] chart, Task C 2
Understand the function of parfs of a lens, for example,
"sphere, cylinder, prism; and Task C-3, Be able to analyse
lenses using a lensmeter and a lens clock. Skill’D - Patient
EduCation, Task D-1, Educé}ehpatientS‘about the services ’
available in the oﬁﬁice;.Task“ﬁFZ, Advise patients about the
‘types of lens andiframes‘available; and Task D-3, Ekplain the
importance of reqgular eye examinations; Skill E - Frame
Selection, Task E-1, Conceptualize the prescription when
‘selecting a frame for the patients; Task E-2, Determine the
‘siZe of,frame for the patient for example, bridge, eye size,
temple length and Task E-3, Understand the cosmetics of
frame selection. Skill F - Frame Selection, Task F-1, Verify
that the prescriptions ordered from the lab have been
fabricated ‘correctly; Task F- 2, Dispense the frame to the
patient, and Task F- 3 Advise the . patient on adaptation to

- new lenses.h ' ’

For the complete overview of the remaining 12 skills
i.and4104'tasks for an bptometric Assistant'please refer te
;Qchart 4, "Profile of‘Occupational Skills and Tasks for an
flogtOmetric ASSistant" which is located in the pocket attached

‘to the 1nside back cover of the thesis.

<



N
153

. Research Qgestion 10

"Which of the tasks ranked high, medium or low in
order of relative importance, as perceived by them are
associated with training needs, for the Optometric
Assistants?" , _ ’

Thirty-six (or 30%)‘of the tasHsrthat were identified
as areas where training is needed involved 9 skills ) |
categories. Of the nine skills 1dentif1ed as areas where
training is needed, three skills and 11-tasks were from the
- upper range: SkillaB, "Education for Assistants"- Skill c,
‘"Lens Selection" and'SkiLl.D "Patient Education". anee,
skills and 31 tasks were from the mid range: Sklll I,
"Repairing and Adjustments"- Skill g, "Purchasing"' and Skill -
K, "Contact Lens Dispensing", and threg skllls and 14 tasks
were from the lower range: Skill O, "Preliminary Screening";

- Skill P - "Visual Training”; and Skill - Q; "Financial

Statements".

Recommendations , : ' R

The recommendations that were drawn from the findlngs

4

and conclusions of this research study are presented 1n thlS

section.
1. It is recommended that the Alberta Assoc1at1qﬁ§f;;

Optometrists use the two Profiles of Occupational Skil%& and

Tasks as the central focus pdéint for having an edu%ational

'institution prepare a training program for optometric
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ancillary personnel,
i 2. It is recommended that the: POST charts be utilized

by the Alberta Assoqiation of Optometrists as a quide for

-identifying those competencies needed prior to hiring their

-
#

ancillary personnel“ A &
3. It is recommended that the ‘Alberta Association of

Un
Optometrists use' the POST charts as a basis for providing and
1Y
}
developing on the job training for their ancillary personnel
4, It 'is recommended that Optometric Receptionists and

g
Optometric Assistants use the skills and tasks identified in

the POST charts as a basis for their individual professional
and career development |

5. It is recommended that the identified skills and
tasks forming, job cla551fications for an Optometric
Receptionist and an Optometrlc As51stant serve as a basis for
inclusion into Career Profiles, in the Province of Aloerta,'
and the Canadian Occupational Dictionary. | Q\
6. It is recommeded that the data generated in_tﬁi

: stndy be examined for relevance to other Provinces in Canada

and to many States in the United States of America.

]

Methodological Considerations , . -

N

The methodology ntilized in this study could‘be‘utilized
by any researcher on behalf of an occupational group who

_wishes to-create an occupational profile for their job

Va S
cla851fication. . /

N
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However,'it is recommended that wnen this ethodology
is used by other researchers that the pwofile cnarts be
redesigned) Fof example, instead of displaying the skills
and tasks on a‘}arge cumbersome profile chart to collect the
data, leé&er .s8ize paper should be used. The skllis and tasks
would be listed on the left-hand side of the papgi- with

columns providing space to the right of the paper for

- responses to the questions that were posed in this study.

The utilization of lettefASize paper would facilitate the
ease of compieting the questionnaire forvthe participants as
well as analyéing the data for the reseercher.

It is also recommended‘that during the developmengal

workshop procedures that a Q-sort technique be utilized to

~Jfacilitate the individual,ranking of the skills and tasks.

Further, it is recommended that during the validation
stage a Likert type rating scale be utilized as thls‘WOuld |
assist in identifying more accurately the relative 1mportance
of the skills and tasks as perceived by the partic1pants
This procedure may enable the researcher to compute a
numerical coefficient of ranking preference.

~»
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v R . Marlove Lindberg
. : 7416 - 182 Street
_ ‘ - - 'Edmonton,. Alberta
- @ . , T5T-2G7 - ;
. C - «Phone: 481-3947

September 24, 1984 o .

"President of the ‘ : ’
Alberta Optometric Association

2-3002 106 street K - A , P

Edmonton, Alberta .- o o S o

" pear bi.:ﬁcoueen:

at he-Uﬁiv;rsit{ Of Alberta, in the Industrial and
Vocational Department of Edycation completing my thesis

for a Masters of Educatioridifee. N .

RN , T T
I d:%presently engaged in the Eacult& ©of Graduate Studies T

+

‘ + . B

o 1 ¥ N {4 4 ]
The purpose of this resear 15%?:'1:«; identify, validate,
analyze and rank the ,skills Arid tasks performed by an
optometric receptionist 'and optometric “assigtant in
order to establgih a prdfije of occupational skills and
. tasks performed byhithem. feel the need for such an :
occupatjdnal tAsk dnalysis is relfected by the lack of an - -
occupafional *profile by Careers Canada, Careers Alberta N
and Occupatidral Profiles, Alberta. Resuiting from the ‘&:nﬁ
lack of an édstablished occupatiorfal profile my research
addrésses the following.questions: _ ! o

-

1. What skillq and’tasks used on the job by,
. .them will be perceived to be relevant for the
o N jOb? : ‘ . Kl A . . . ’ o ..

£+ When did the optometric receptionist and . s °
' the optometric assistant acquire the knowledge
to perform the skills and tasks that are SR
“required for the job: a)'prior %o the job? or -
b) on-the-job?. P : =

3. To what extent will there be agreement

' among the participating optometric -
receptionists and optometric assistants - -
regarding the skills and tasks required for the
job? b . "

. - . . . e R . o
.o »

/‘ m ‘ ‘ PR N vn
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mzm OPTOMETRIC Assoumou i

For::.
2,9333 - 80 STREET . ) . N
eouou;rou ALBERTA T6B2L6 .,  Actionarinfdrmation
"TELBPHGNE (403)4001203 L . .President '
o - Past President.
’ : Secratary Tuuum
‘ . ¢ L o Registrar % -
T0: - M1 A0 Hember_a ' PR * Executive Director
. o ‘ Legal Counse!
FROM: .  Adrian D. Berry , ‘ . CAO Representative
-~ .+ Executive Director . : " CAO Ex. Ditector
R , : ’ Council Members
’ . S Committes:
Novemper 7th; 1984 A .
Aﬁkulﬂomnlud}w;‘ - < o > .

Rd: RESEARCH PROJECT RE OPTOMETRIC RECEPTIONISTS A ‘
SKILLS 'PROFILE. ) A

Prior to the last Council Meeting your President received a request from (M:s ).
‘Marlowé Lindberg for endorsation of her proposed student research project. The
project proposes to identify, validate, anaﬁze etc.mhe gkills and tas)cs re-

- quired of optometric receptionists and assistants in order to establ;sh profile
of occupational skills reﬁred and tasks performed. : . ¥ R
e ’ LR

Dr. McQueen reported on this proposal. to the October 2lst Council“ﬁeetlnq recom-
mending théat 1t be supported in‘accordance with the conditions set out in his.:
“letter of October 9th to Mrs. Lmdberg = qopy. attachad R . o ~
3 . ¥ o T
‘Subsequently the following mocxon was catned:‘ . - . . .
» "Subj,éct'to the condi'tibns/stated in Dr. McQueen s letter of zeply to
Mrs. Lindberg regarding he proposed research project, Council suppor
the project as oltlined." . :

e

For your information.

A | : ‘%?\

/‘ -0 PP : * »
. bl S ) 1)
. . - ] )
. . N {
Thank-you.’ o — N Coor '
oL . K ’ g ~ > '
“ ‘ ) ° - fh
ADB.bLw ' . ) S ’
Encl. - BN : : . o
Znes - . - .
‘ & «
' G . K
O LR SR INA



& i \

*  APPENDIX &
# s N .

Q&p‘rr‘eSpondence with the Canadian

. op‘tguetric. Association

gy

‘
¥ E
‘
.
bt 2
.
‘
{ -
| .
» S
L4
#°
.

. T

B



i

o : &

» r .8
- .

.
- ¢ { .
. ]
XY .
s

+ APPENDIX C
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and Optometrjic Assistants Bequesting
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’TThc seminars will be held at .the Alberta Vocational Centre, 10215 -
"1oa~5tx.-:, from 9:00 am to 4100 pm, in Room 7?08 . ¥

Saminar One for the Rcceptionistsz October 27th and 28th, 1984, and~*
s.minar Tvo fox the Assistants: November 3rd aﬁg,ﬂEEL/1934-

*
LS

WHICH SEMINAR SﬂOULD YOU ATTEND’ 3In order to help you determine
which category you fit into I have given a very brief over-view of the
skills and tasks that receptionists perforin along with skills ‘and’
tasks that an, o optametric assistant performs. It is my hope, that .

. after reading these, descriptions you vill be able to place yourself
into 'the appre ‘e seminar, hovever, if you have any questions

. please do not. tate to contact me eithe: at home 481- 3947 or at dl
office at 422-58%5, .

. @

An Optomctzic Receptionist: - is a person vho has been hired to

attend to clerical tasks, such asi’ maintain a f§ling s system, make
intments and receive patients. type letters and maintain an
.’accountiﬂ"pyatem. . v ; v
R FTYPN a . «$¥ .
An-opyometrf! Assistanx: is a person who has been hired to assist
_optometrist - by performibé technical skills, under the optchetrists

-

’ ca and supervision, that benefits the patient and saVes the
Optomctri.t professxonal ti o

; vill ‘make ar gements for you to park in the parking 1ot North
,:of he building.’ Entrance, into the building must be‘'done from the
West entFance on 108th Street. If ' someone is not there to. meet' you
and you’are a littT§ late there is a buzzer ‘located to.the upper left
of the entrance. is will summons the Commissiona;re vho will: Open’
he door for'you.a » ’

If~yqu are able to attend, ﬁIease complete, this bottomn portlgn \ 238
e’ form and return it in the stamped addressed envelope before

etob‘r 17| L984o v » ’ N
. . i .' - . . Lo ‘ ) . ‘,) ) B
' " - —-—--ﬁ,--_*b----—-——J-—-—_---- - - o
i el L L fﬁ°m”\\‘“ £r LR
? U N €20 W e e SRR S
Ly - ‘ Y v - . . . ) y. N
- d ) flce 1 t :
—t e g . of %11 dttend:

{the. fnilowing leminarz' _
e PLEAéE CHECK NHICH‘SEMlNAR You WILL BE A?TEND!NG.

;4f ‘RECEPTIONIST (__) OcToBER 27TH AND 28TH. 1984
Tt ASSISTANT (___) NovemBer 3RD-AND 4T, 1984
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List of Partic1pants Who 'I' ok Part
. in the Workshops and Produced the
- Original Profile of Occupational
’ Skills and Tasks :



. DEVELOPMENTAL WORKSHOP PARTICIPANTS

s

[

-l

thomeffiéiRééeptipnists

Leona Bazinet

Judie Belland
Pamela Dean.
Carol Mdgilton

Eleanor McEwen L
Mary Paisley
- Connie Soliski

Daniella Little

My, _ )
Optometric Assisténts

Leona Bazinet

Judte-Belland
Jackie/ Al'lison Grice
Connie Soliski

Kelly*zingle
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" Note: ‘If yoﬁ‘do not wish to compiéte the enclosed Profile Charts.,f'
please return them to me in the stamped seif-addressed envelope, 1If
you do vwish to complete them please continue and read the following.

4
|

" DIRECTION FOR COMPLEJING THE PROFILE CHARTS - -

1f you /are the only optometric auxiliary staff person in the office -

then please :111;OUtvag,much 48 you can on BOTH Charts and identify .

for me WHICH occupatiph category you feel you best fit into, for =~

example: "either a Optometric Receptionist or an Optometric Assistant
v h o , e N

v ’ e .o f . o i

Ler oy,

If there is more than one optometric auxiliary sthff\ﬁé:son-in.the‘x
office then please identify the person thiat best fits the . A
occupational category for an Optometric Receptionist and Have that
person complete the Profile Chart for the Receptionist, also identify .
, one perden that bést fits the occupational ategory for an Optometric -
~ Assistant\and have that person complete the Profile Chart for the
Assistant. v v W oo : o
DIRECTIONS FOR COMPLETING. THE PROFILE CHARTS

 ama—

As you read over thé:Perilé-Chart YOulvill,ﬂotice;the- .
boxes at the left are identified as Bands, for example Band
~ A, Band B etc. Each Band represents a generic skill which

' is located vertically on the Profile Chart. o

. STEP .ONE .

STEP TWO o . . o ~ L
~ Rank the Bands numerically by ‘placing 1 in the Band that
. You feel is the MOST IMPORTANT generic skill that you need
in order to function 'in your job. Then rank number 2 for .
the second most important Bahd or generic skill and so on .
~until you haveprranked all the vertical Bands on the Profile

STEP THREE

: - Now return to Band A otk;g; oK

. tasks in order of impoftaéBi¥Pr you to function in‘your @

job. Read the tasks whi ‘aré $dentified horizontally and

. belong to that specific Band and place riumber 1 uynder the
task you féel is the most important and then pPlace number 2 .
in your second choice and so on untjl you have ranked all
the tasks in that Band. o
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STEP FOUR - L . = .
. ~.. - . You will notice that éach Task Statement has sp;
L for 8omproti6n ©f further information. You a:f'::kfglgw }t
Ca ) R
- questions for each Task Statement, & . : ‘
Tagk ¢ . ’ | ) ‘ -~ 5§
Statement 1 x S
e e e
.Question A - - %@}: PO ISt -- - Question B Ie
| | | Nt [NR | RNt = - - Quéstion B I¥ °
. QUESTION A~ . S I B
Do.you do this Task in‘your job? v ’ r
) ‘ ‘_ o ) . . . ’ ,
If YES, circle the *Y* and go to QUESTION BI,
b o \. -
-1f No.,cixcl;gkpe "N" and go the Question BII, Y
QUESTION. B I = S R v
- Where did you learn this TASK? ‘ |
Circle the appropriate resPGA§e. Circle ONE only. ‘¢ :
P péiofftp entefing'thé-field you are ibxkiﬁg in
o Ii;o;rncd'td perform this Task on-th.-jbb . ‘i
I I learned to performythis Task by attending '

o seminars, taking courses, vworkshops '
'QUESTION B II . - . - o
“Which of the following statements descfibes vhy you do not

perform this Task? circlg the appropriate response.
NR the Task is not relevant in order for me to perform in
RNT -the‘tjtk_is releqaht.to my job but I roquirc‘additiOngl

©

training B : _ .

.



-lat's look at an dximplci ‘,.'  o VIR : |

~ } : v

Dispense the -frame to the‘patient o

". . /"Q. '. - o g s ‘
!!tion_A(.'<» 5 e . | |
J ~ Y1 % P 0 S = =-ee-e .- Question B I
e . Ni ~NR RNT = = = « - = - = - Question B II

' Quqition A~ Do you do th&t Task in your job?, A
o“"t1°“ B I- Where did'You\ilitn this Task? .. | : df;/”““{

ouostion BII- Which of the lloving~ﬁ§\tementl describes why

~ you do not pcrform thil Task? . Sﬁg

© sTEP FIVE ' ‘
" Repeat. ltcps thxle through four‘Until xou havc finished -

each Band on your Profile Chart., . 4 \

- Repeat steps‘ﬁh&\t rouﬁh/fpur until you have finishcd the
second Profile rt. v _
STEP SEVEN = - A 4 ,
. " In the spac ovided vhich is located at the top of the
, Profile Chart, I would like you include your name, '
occupational titlo and the office you are employed by,

STEP szx /

+ STEP EIGHT

: ‘Return both the completed Profile Charts in the enclosed
stamped .elf-nddresth envélope as _soon as your have
finishod. A

S
[}

q



‘ APPENDIX F
Data from the Frequency Count from
the validated Profile of Occupational
Skills and Tasks for the Optometric
, léqeptionist and the Optometric Assistants
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PROFILE
52

 RANKING FOR THE SKILLS FROM THE VALIDATED RESPONSES
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TASKS FROM THE. VALIDATED RESPONSES

FOR THE RECEPTIONISTS' PROFILE
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RANKING FOR THE TASKS FROM THE VALIDATED RESPONSES.

PROFILE
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RANKING FOR THE TASKS FROM THE VALIDATFD RESPONSES
' FOR THE AssrsmANTs' PROFILE

TASK
STATEMENT
RANK -

1
02

AV W

TASK
STATEMENT

RANK
1

OV W

TASK™ -

' STATEMBNT

RANK

bW -

= NWaO K

J1

K1

Ok = OO @ Hh

LT

OOANO M

[}
N

oo _'.N
S S WwWwo oM

WU~

K3

0 Y

L3

1.

20

N

-t b

= 38
g4 J5
£ £
11
6 6
7 5
1 5
9 9
4 2
‘K4 {Ks
£ f
1 .5
8 1
4 10
4 9
11
0o/ 2
L4
.
0
7
8
3

191 -



N 2 )
.. 9\
R

RANKING FOR THE TASKS FROM THE VALIDATED R SPONSES
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RANKING FOR THE.TASKS FROM THE VALILD

FOR THE ASSISTANTS' PROFILE

N = 38
TASK '

0

- STATEMENT P1 P2 P3 P4 P5

" RANK

£ £ £ f £

1 17. 2 3 16 0

2 10 23 2 2 1

3 10 g* 6 14 0

4 1 4 23 6 4

5 o 17/ 4. 0 33
TASK v

STATEMENT Q1 Q2 Q3

RANK . f f ’
1 : 24 11 3
2. Y21 }g
3 .3 6 2

SN ~

TASK

STATEMENT R1 R2 R3% R4

RANK f f f f

: 1 25 "2 11 0
2 13 9 14 2
3 0 22 100 6

4 0 5 0

y

/

ATED RESPONSES
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Name: -
Birth:

Education:

Positibns:

'Memberships:

Publications:

Awards:

194,

. CURRICULUM N
VITa

Marlowe Lindberg

, July 22, 1942, Dundee, Scotland

1986, University of Alberta, M.Ed,
1982, University of Alberta, B.Ed,
Teacher Certification: Alberta

Permanent Professional Certificate

Clinic Director, Dr. R.C, Lindberg,
Professional Corporation, 1986

‘Research Officer: Alberta Advanced

Education, 1984 -~ 1986

Admlnlstratlve Intern: Alberta
Advanced Education, 1983 - 1984,

. &
Instructor: Northern Alberta . L
Institution of Technology, 1982 -1983

Program Co-Ordinator/Instructor: Grant
MacEwan College/Alberta Association of
Optometrlsts, 1973 - 1975

-

" Phi Delta Kappa (University Chapter)

Epsilon Pi Tau (Alberta Chapter) .
Alberta Business Education Association
Canadian Association of Business
Education Teachers

Canadian Vocational A55001at1on ' .

-

Teachlng ‘Teachers How to Teach Adults,

. Teacher's Manqal for Singapore °

Government's Basic Education for Skills
Training Program’
1983, First Ed. and 1984, Second Ed.

Internship: Alberta Advagced Educatidn;
1983 - ‘ -
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