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READ THIS PAGE BEFORE GOING FURTHER

Have you completed the Background Information Section? Make sure,
hefore you continue with this procedure.

PROCEDURE A. CHECKING TASKS OF PRESENT JOB

1. As you read each task in the Duty-Task section, pages 1 through 16 place a check
beside each task that you perform in your present job. Put your check mark in the
column headed '"Check-If Done Now.' When you have reached page 16, follow the arrow
for your next instructions.

2. DO NOT COMPLETE THE RIGHT-HAND COLUMN AT THIS TIME.

3. If a task that you perform is not listed anywhere in the entire list, write it on
page 17, but do not add tasks that are classified.

4. Do not confuse work you do yourself with work you supervise.

5. Remember, at this time you are to complete only the column headed '"Check-If
Done Now" for pages 1 through 16. Now, turn to page 1 and BEGIN.

PROCEDURE B. RATING TIME SPENT ON TASKS IN PRESENT JOB

1. Have you checked each task that you perform in your present job? Make sure,
before you continue with this procedure.

2, Now you are to rate the relative amount of time you spend performing each task
in your present job. Relative time spent means the total time you spend doing the
task compared with the time you spend on each of the other tasks of your present job.

3. Use a rating of "1" if you spend a "very small amount” of time on a task.
Use a rating of '"2" for "much below average' time, and so on, up to a rating of
"9" if you spend a '"very large amount' of time on the task.

4. Remember you are to rate only tasks that you have already checked in the first
column of pages 1 through 16.

5. Place you rating, according to the 9-point scale, in the right-hand column of
headed "Time Spent Present Job".

6. When you have completed all your ratings in the right-hand column of pages
1-16. you will have completed this USAF Job Inventory. Please return it in the

enclosed self-addressed envelope, or return it to the officer coordinating the
administration for your organization.

7. Now, turn to page 1l and begin your ratings for the right-hand column.
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JOB INVYENTORY page 1 orF 16 paces

—BUTY — TASK LIST)

TIME SPENT
Check| PRESENT JOB

1. Very small
gmournt

. Much below
average

. Beslow cverage

. Slightly below
average

1. Check {v') tasks you perform in your present job.

2. In the back of tha bocklet, write any unlisted toaks you perform in your present job.

3. In the ""TIME SPENT‘' column use the 9—point scale to rate the time you spent on tasks
chacked.

. About averoge

. Slightly above
average

. Above average

. Much above
average

. Very large
gmount

A. GENERAL COMMAND FUNCTIONS

oz mzoo m <
Woe~l e AW N

1. " AdmInister discipline under the unlform code of mllitary
justice (UCMI) 5

2. Advise subordinates on personal decisions or professional
development plans

3. Appoint investigating officers, committees or working
groups 7

4. Approve financial expenditures

8
5. Approve or disapprove directives such as operating
instructions (0I), regulations, or checklists 9
0. Approve or disapprove personnel action requests, such as
bootstrap requests, off-duty educ. support, awards, or decs. 10
7. Approve selection or promotion of civilian personnel
11
8. Assign or approve additional duties
12

9. Brief subordinates or other groups on policy, plans, or
events 13

10, Conduct ceremonies

s | 14

11. Conduct commander's calls 15
12, Coordinate with lateral agencies on subjects such as,

policies, procedures, publications, budget or facilities 16

13, Initiate or approve reassignment of military personnel 17

l4. Resolve problems or conflicts (program or personal) 18

15. Review status of programs or issues 19

lé. Sign correspondence prepared by subordinates 20

17. Welcome visitors or conference groups 21

B. SUPERVISORY FUNCTIONS

9.8 6.9.9.9.:19.90.9.0.5.6.8.0.9.9.9 4

18. Advise commander or management on plans or policy 29

19. Advise commander or management on program operations 23

20. Advise commander or management on problems or potential
' problemns 24

21. Assign persomnel to duty positions
23

22, Brief or orient new personnel 26




AFS 267X

B0 VA Lee PAGE 2 OF 16 PAGES
TIME SPENT
1. Check {v) tasks you perform in your present job. Check| PRESENT JOB
2, In the back of the booklat, write any unliated tasks you perform In your present job. ‘/ - L’;’.’_\:{“dl
3. In the ""TIME SPENT!' column use the 9—point scale to rate the time you spent on tasks I z I&d:ecl!;::low
checked. 3. Below average
F |4 Slightly below
average
g S. A}.mut avercge
NOTE: 1If any task you perform under this n |5 Slightly above
duty is not listed, please specify E |7, Above average
on blank pages at end of booklet. N |5 Mugh sbove
o) 9, Very large
L") amount
23. Conduct or participate In ground safety meetings or
briefings 27
24, Coordinate with Civilian Personnel Office {(CPO) on
civilian personnel matters 28
25, Coordinate with higher headquarters on policies, procedures,
or publications 29
26, Determine budget priorities
30
27. Develop budget requirements or budget estimates
31
28. Develop training programs
32
29. Direct administrative activities
33
30. Direct airman occupational analysis activities
34
31. Direct counseling activities
35
32. Direct Human Factor Engineering (HFE) support activities
36
33. Direct inventory development activities
37
34, Direct officer occupational survey activities
38
35. Direct personnel research activities 39
36. Direct USAF Specialty Knowledge Test (SKT) construction
activities 40
37. Direct USAF Specialty Knowledge Test (SKT) review
activities 41
38, Direct weapeons system or equlpment R & D activities
42
39, Evaluate or approve briefings
43
40. Evaluate personnel performance
b4
41, Initiate or approve personnel action requests
45
42, Interpret policies for subordinates
46
43, Interview or select civilian personnel for employment or
promotion 47
44, Interview or select military personnel for assignment
48
4>, Prepare status boards, charts, or graphs 49




;SS@JE‘E@E?&LW PAGE 3 OF | PAGES

TIME SPENT
1. Check (v} tasks you perform in your present job, Check PﬁfsENT:HOB
2. In the back of the booklet, write any unlisted taska you petfomm in your present job, J 1 m-:gmstm
3. In the "TIME SPENT' column use the 9—point scale to rate the time you spent on tasks 1 2. t,";':,}:,;:l”
checked, 3. Below average
F |4 Slightly below
average
g 5. Aboutiqvek:aqe
6. Sligh
NOTE: If any task you perform under this 1; s gk-grchz avove
duty 1s not listed, please specify - |1 pboye average
on blank pages at end of booklet. N g Grerage
W | amount o
46. Review manpower documents to evaluate current or
projected manning status 20
47. Review or evaluate position (talking) papers
51
48. Review, approve, or disapprove individual work schedules
52
49, Review, approve, or disapprove travel regquests 53
50. Review, approve, or disapprove written reports or 54
recommendations submitted by subordinates
51. Schedule or approve leaves or passes 55
52. Supervise civilian personnel 56
53. Supervise military personnel 57
54. Write eivilian job descriptions 58
35. Write military job desecriptions 59
56. Write or indorse Airmen Performance Reports (APRs) 0
b
57. Write or indorse Civilian Performance Ratings or
Supervisory Appraisals 61
38. Write or indorse Officer Efficiency Reports (OERs)
_ 62
5%, Write or indorse recommendations for awards 63
C. ADMINISTRATIVE FUNCTIONS XKXXKX XXX KA KA XXX KXKH]
60. Coordinate correspondence 64
61. Ensure distribution of written reports 65
62, Initiate per diem advance forms (DD Form 1351) 66
63. Initiate requests for reproduction 67
64, Initiate requests for audiovisual or graphic support 68
63. Initiate travel vouchers (DD Form 1351-2) 69
66. Inspect program records or documentation 70
67. Locate reports or other materials for visitors or
requestors F




AFS 267X

JOB INVENTORY
PAGE OF PAGES
(DUTY — TASK LIST) 4 16
TIME SPENT
1. Check (V) tasks you perform in your pressnt job. Check| PRESENT JOB
R T
2. In the back of the booklet, write any unlisted taaks you perform in your present job. \/ ! i;é‘{,.f{“l
3. In the "*TIME SPENT'' column use the 9—point scale to rate the time you apent on tasks 1 2 ’;‘,}‘f,‘],:.‘hw
checked. 3. Balow average
F 4. Slightly below
average
g 5. About average
6. Slightly abe
NOTE: 1If any task you perform under this g averags o TT
duty is not listed, please specify : ;: aﬁg'agz:':‘”
on blank pages at end of booklet. o average
9, Very large
w gmount
68. Maintain correspondence files
72
69, Monitor suspenses
12 73
70. Prepare memoradums or agreements
5

71, Prepare or proofread correspondence, such as memos,
letters, or messages o)

72, Prepare trip reports

73. Process TDY orders :
74, Review records of personnel f
75. Type letters, reports, or forms 12
76, Write regulations "

D. GENERAL FUNCTIONS

BOAd 4.4.6.6.5.0.0090.064864

77. Act as stand-in for commander

22
78. Act as stand-in for supervisor 13
79, Answer telephone inquir;es 14
B0. Attend staff meetings 15
8l. Conduct briefings 16
82. Conduct staff meetings 17
83, Conduct unit or facility walk-through visits 18

84. Coordinate with personnel at bases to be visited to
arrange visit 19

85. Develop or prepare formal briefings
20

86. Develop or present guest lectures for military or civilian
audiences 21

87. Evaluate suggestions
22

88. Maintain training records
23

89. Participate in military ceremonies

24




JOB INYENTORY

46

~ (DUTY — TASK LIST) PAGE g5 ©OF 1p PAGES
TIME SPENT
1. Check (V) taske you perform in your present job, Check| PRESENT JOB
2. In the back of the booklet, write any unlisted tasks you perform in your present job. \/ 1. g:;{mstmdl
3 ‘l::.t::.;'.‘I'IME SPENT'! column use the 9—point scale to rate the time you spent on tasks I 2 '&A“,’:x,::h’w
3. Balow average
F 4. Slightly below
average
g .5' Al:_)Out average
NOTE: If any task you perform under this N 5'§gﬂ%§°mw'
duty is not listed, please specify E ;- abc’;;'e average
on blank pages at end of booklet. N |° average -
o] 9, Ve;y r{?me
CIMN O
90. Participate in selection boards (Below the Zone
promotion, OTS, awards, etc.) 25
91. Perform additional military duties, such as safety,
disaster preparedness, or unit historian 26
92, Perform flying functions
27
93. Present briefings
28
94, Present executive program briefing to VIPs
29
95. Present program briefings to visiltors
30
96. Provide staff assistance on policy decision
31
97. Read Air Force (or semi-official) recurring publications
L (AU Review, Airman, AF Times, etc) 32
98. Schedule TDY trips
33
E. PROFESSIONAL DEVELOPMENT
FUNCTIONS A XK AR R X KAAXKR KKK
99, Attend college courses (off~duty)
34
100. Attend college courses (on-duty)
35
101. Attend in-service education programs
: 36
102. Attend scientific or professional conventions or conferencep
37
103. Conduct research for class projects
38
104. Conduct research for thesis or dissertations
39
105. Defend thesis or dissertations
40
106. Participate in seminar or discussion groups
41
107. Prepare research proposals for class course work
42
108. Prepare scientific or professional papers ror presentation
at conventions or conferences 43
109. Present scientific or professional papers at conventions or
conferences 44
110. Read current periodicals and journals relating to Ifeld of
endeavor 45
111. Write articles for professional journals
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JOB INVENTORY
(UTY - TASC LIST)

PAGE 6 OF 16 PAGES

TIME SPENT
1. Check (V) tasks you perform in your presant job. Check| PRESENT JOB
2. In the back of the booklet, write any unlisted taaks you patrform in your present job, \/ 1. z:a:tmull
3. In the ""TIME SPENT' column use the 9—point scale to rate the time you apent on tasks I z Ig::&::low
checked. 3. Beslow averaqge
F | 4. Slightly below
average
g 5. Ak?out avarage
NOTE: If any task you perform under this N '5-§ﬁﬂ%£d”'°
duty is not listed, please specify E |7. Above average
on blank pages at end of booklet. N5 Much above
. 8 9. ;’\Erﬁ?rge
112, Write thesis or dissertations
47
F. CONSULTANT FUNCTIONS
P9.0.0101014-0.0:0.0.5 $:0:0'4:0..4
113. Advise on Human Factors design consilderations
48
114. Advise non-scientific users on techniques or applications
to meet their needs 49
115, Advise scientific researchers on techniques or applications
to meet their needs 59
116, Consult with System Program Offiice (SPO) personnel on
Human Factors problems 51
117. Evaluate independent research or development efforts
being pursued by contractors 52
118. Evaluate proposals, forms, or programs for academy
officials ' 53
119. Ewvaluate proposals, forms, or suggested approaches
submitted by other apencies or individuals _ 54
120. Evaluate survey instruments 55

121. Report to senilor personnel on problems such as problem

| areas, attitudes, etc, 56

122. Run workshops for civilian or other military groups

57
123. Serve as consultant on operational implementation of
advanced technologies 58
124. Serve as consultant on psychometric acceptability of
evaluation instruments 59
125. Serve as consultant to other government agencies
60
126. Serve as technical consultant or representative to
scientific meetings, technical boards, or committees 6
G. LIAISON FUNCTIONS 62
127. Act as llaison between technical training, research, or
plans activities 63
128, Act as Iiasion with other services on joint service
activities 64
129. Maintain personal contact with personnel of other units 6
S

130. Prepare articles or news items for release to internal
AF publications 66
131. Prepare articles or news items for release to external

o %uhlicatians 61
32, repare input for congressional testimony or speclal hearings

68




_nveron ~once s or 1o enes

TIME SPENT
Check| PRESENT JOB
1. Check (v} tasks you perform in your preaent job.
1. Very small
2. In the back of the booklat, write any unlisted tosks you perform in your present job, V }?;mﬁnl:elow
. Ci
3. In the ""TIME SPENT'’ column use the 9-—point scale to rate the time you spent on tasks I ? m}lemge
checked. 3, Below average
F |4, Slightly below
average
D 5. About averaqe
1?1 ' 6. Slightly chove
. arage
NOTE: 1If any task you perform under this E 7.;1°vfuvmuq‘
duty 1s not listed, please specify 8. Much above
on blank pages at end of booklet. 3 s Very large
W " amount
133. Publish newsletters or information sheets to field
69
134. Respond to congressional inquiries 70
135. Serve as focal point between organization or unit and
higher level headgquarters 71
H. CONTRACT MONITORING FUNCTIONS XXX X XXX KEXKKXKK
136. Coordinate or publish final contractor reports -
137. Evaluate bidder responses to Commerce Daily Bulletin (CDB)
announcements 13:]73
138. Evaluate unsolicited proposals submitted by outside agencies
5
139. Interact with procurement or administration personnel 6
140. Maintain documents or paperwork relating to contracts .
141. Monitor contracts in terms of technical or financial aspects g
142, Participate in contractor briefings or reviews 9
143. Prepare CDB announcements for potential bidders 10
144. Prepare Purchase Request (PR) forms 11
145. Prepare Statements of Work (SOW) 12
146. Review contract deliverables for acceptability 13
147. Write Sole Source justifications for sole source procurements v
I. COUNSELING FUNCTIONS ek X R KK KA KRB RKLK
148. Administer psychological tests
15
149, Conduct individual drug interviews 16
150, Conduct psychological evaluation of test results 17
151. Develop self-study counseling publications 18
152. Perform career development counseling 19
153, Perform group counseling of Air Force Academy cadets 20
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JOB INVENTORY

(DUTY — TASK LIST) PAGE g OF jj PAGES
TIME SPENT
1. Check {v') tasks you perform in your present jab. Checx} PRESENT JOB
2, In the back of the booklet, write any unlisted taskws you periorm in your present job. »/ 1. X,::,{u?;nun
3, In the “TIME SPENT'' column use the 9=point scale to rate the time you spent on tasks 1 Z Z‘;‘f&;’:“’"
checked. 3. Below average
LA Slightly below
average
g 5 A.l:ro;x_t average
NOTE: If any task you perform under this N |8 Sghny above
duty is not listed, please specify E 17. Above average
8. Much above
on blank pages at end of booklet. N avarage
w1 dadatre
154, Perform group counseling of basic trainees 2
155. Perform one-on-one counseling for academic problems
22
156. Perform one-on-one counseling for militcary problems 21
157. Perform one-on-cne counseling for perscnal problems 2
158. Refer personnel for specialized counseling such as
psychiatric, phvsicans, or chaplains coupseling 25
159. Review self-study counseling publications e
26 ;
J. RESEARCH FUNCTIONS — xxxl N
160.  Analyze research data
27
161. Analyze results of research 28
162. Arrange for processing of research data 2g
163. Brief research review boards on objectives of proposed
research or progress of regearch 30
164. Collect data for research
31
165. Conduct regearch plans meetings 42
166. Design special instruments or techniques for research 24
167. Develop or test hypotheses 34
168. Direct statistical analysis of data 35
169. TIdentify research requirements 36
170, TIdentify specific research problems to be addressed 47
171. Perform research literature reviews
38
172. Plan or develop attitudinal surveys
39
173. Plan research experimenrs or research surveys 40
174, Prepare report{s) documenting findings or conclusions 41
175. Prepare research agreements 42




