work

ACT WorkKeys Occupational Profile
Instructor’'s Report

Cosmetologist

Greta Berry and David Licht,
Authorized WorkKeys Job Profilers

Albuquerque TVI Community College
525 Buena Vista SE, Rm. S-13
Albuquerque, NM 87106
(505) 224-4435
dlicht@tvi.edu

December 2005




I o] (SN0 ] O0) 01 7=] 01 KT RO 2

EXECULIVE SUMIMAIY ...ttt mmmm ettt ettt a s e s e e e e e e aaaaaaeeeeaeeaaeeeeeeeesnees 3
RECOMMENUALIONS ...ttt e e e e et e e e et e e s s e e e s saan e e seaaneeraannnns 4
SKill AnalysiS DOCUMENTALION ........iiiiiieeeeiieee et e e e e e e e ee e e e e e eeeeeeeeens 6
(@] o151 =T V7= 111 ] o I 6
IS 0] 01 o PP PPPPUPPPPPRRPT 7
[ Tor= 4o T [ 0] g 4 =1 (o) o ISP 8
BT 1 0017170 T 8
Additional INFOIMALION ... .ceveiiie e e e e e e e e eaaa s 10
General Knowledge and SKillS.........coooo i oeeeeeeii e 10
Future Trends and CONCEINS ........civvuni o e e eeteeeeteeeeaa e e s e e eeetaseeeenntaseeessnaeees 10
Additional Information CONLINUE............iiveieiiiiii e e 11
Tools, Equipment, Supplies, and MaterialS ........cccoooeeeeeiiiiiiieiiiicee e eeee e e 11
Legal CONSIAEIALIONS ......uuiiiiee e ceeeeeer ettt e e e e ae e e e e e e e e e e e e eeeeeeenees 11
Detailed Presentation of Final Task LiSt .......coeviiiiiiiiiiiiieceieecee e 12




This occupational profile report presents the tssofl an ACT WorkKey8occupational
analysis of the Cosmetologist (COS) occupatioméAlbuquerque, NM area for
Albuquergque TVI. The profile was conducted by RBkicht and Greta Berry, ACT
authorized job profilers, to establish a taskdistl identify the WorkKeys skill levels

necessary for entry and experienced worker in & Gccupation in the Albuquerque area.

Ms. Berry toured and job shadowed the followingnesetlogy salons:
Desert Designs; Kathy Knapp-Robertson
Hair Care Center and Salon; Sherry Price
Mark Pardo’s Salon; Kathy Garza and Tessa
JC Penney Salon- Coronado Center; Brenda Michael

JC Penney Salon- Cottonwood Center; Julie Lybarger

Mr. Licht and Ms. Berry met with individual subjetiatter experts (SMESs) to conduct
modified Estimator profile sessions on May 19, 20@ay 23, 2005; and December 5,
2005. During the sessions, the SMEs developeskditd that accurately and completely
describes the COS occupation. The SMEs reviewad(#) WorkKeys skills and
determined that all four (4) are required for tH@occupation. The skills reviewed were
Observation, Listening, Locating Information, aneeimwork. For each skill reviewed, the
SMEs identified appropriate levels for job entrylaxperienced worker. The Applied
Mathematics, Reading for Information, Writing, Busss Writing, and Applied Technology

skills were not reviewed.

Following theUniform Guidelines on Employee Selection Proced(t838) entry into the
COS occupation for TVI was defined as an employistsday on the job prior to
completing any on-the-job-training, working withmeentor, or being trained by vendors.
Employees should be expected to come into the jdbthe skills shown; they are not
expected to learn these skill levels while on te jExperienced worker is defined as the

point at which an employee performs competentiyhaut continuous supervision. TVI




defines this as when a COS has completed on-th&gobing, been trained by a mentor,
completed vendor training, and worked with a motgegienced cosmetologist. Table 1

entitledEntry-Level and Experienced Worker Profile Reswuitkcates the profile results.

Table 1. Entry-Level and Experienced Worker Profie Results

WorkKeys Skil Criticality Percentage | Percentage| Entry | Experienced| Skill Level
Skill Ranking of Total of Top Ten | Level Worker Range
Tasks Tasks Level

Observation 1 87% 100% S 6 3-6
Listening 2 52% 90% 4 5 1-5
Locating 3 46% 10% 4 4 3-6
Information

Teamwork 4 68% 20% 4 4 3-6

The following recommendations are made regardirgafishe task list and/or skill levels

established by the profile to set expectationgp@ential and current employees in the job.
The WorkKeys assessment scores should be useajumction with other criteria
as determined by TVI when making decisions reggrdistudent’s readiness for

graduation and entry into the work place.

For training and development purposes, TVI shoolisder using a student’s
Observation, Listening, Locating Information, aneemworkWorkKeys assessment
scores to determine the student’s training andldpugent needs. TVI could assist
the student to improve their scores in the diffeskills by utilizing KeyTrains

training programs.




For the WorkKeys assessments to be as useful atgofmsheir placement within the

training process should be considered carefullgbld 2 indicates a proposed

schedule for administration of the assessment:tools

Table 2. Recommended Schedule for WorkKeys Assessm  ents
Term ‘ Work Keys Skill ’ Scores
1% Term Locating Information | Less than Level 3=0 pts
Assessment Entry Level 4 Level 3=71 pts
Level 4=91 pts
Level 5=100 pts
2 Tarm Listening Less than Level 3=0 pts
Assessment Entry Level 4 Level 3=71 pts
Level 4=91 pts
Level 5=100 pts
39 Term Observation Less than Level 4=0 ptg
Level 4=71 pts
Assessment Entry Level 5 p
Level 5=91 pts
Level 6=100 pts
4" Term Teamwork Less than Level 3=0 pts
Assessment Level 3=71 pts

Entry Level 4

Level 4=91 pts
Level 5=100 pts




If TVI would like to use different WorkKeys assessmis, the profiler should be
consulted and a process would have to be initime@termine the number of tasks and
the criticality of the tasks associated with eaglated skill. The reasons for assessing

individuals on those skills would then be documédnte

TVI may utilize the Final Task List to assist ipeogram review of the Cosmetologist

curriculum and training.

Table 1, located in the Executive Summary sectioesents the profiled WorkKeys skills in
order of criticality to the Cosmetologist occupatiol he skills are listed from most critical

to job performance to least critical.

The WorkKeys Observation skill is an employee’dlskipaying attention to and
remembering work-related instructions, demonstrati@and procedures and in noticing
details among distractions.

Job Entry Skill Level: Based on the majority of the SMEs and the $klél required for

the experienced worker, Level 5 is considered thigydevel requirement. Employees who
use Level 5 Observation skills pay attention to emmdember work procedures that include
several tasks that may occur at the same time aydoe outside of their control. The tasks
are performed at a moderate pace, often interdhtemich other, and may change from one
situation to another. At Level 5 Observation thergrelevant background information
and/or distractions that must be ignored. Witelipprompting toward important details, the
employee must examine differences and figure dieifdifferences are important to note.
Job Entry Tasks: Tasks requiring Level 5 Observation incluti8tyles hair by blowing,
cutting, trimming, and tapering, using clipperdgssors, razors, and blow-wave gun” and
“Creates new hair styles especially for the custdnyecutting, coloring, and/or styling the

hair”.




Experienced Worker Skill Level: The SMEs determined that Level 6 is requiredtier
experienced worker. Employees who use Level 6 @hten skills notice and remember a
number of steps that move at a quick pace, detiptéact that the steps are not discussed
directly or explained. They visualize how a stépihto the procedure even if there are not
many hints or reminders. They must interpret @rtland cause-and-effect relationships and

make predictions.

Experienced Worker Tasks Tasks requiring Level 6 include, “Determines iappiate
chemicals i.e. shampoo, conditioner, hair coldgxer, permanent wave, color accelerator,
toner, etc. to be utilized based on analysis ofarnsr’s current hair condition, needs, wants,

and time restraints.

I
The WorkKeys Listening skill is an employee’s skillreceiving verbal information,
recording it, and relaying it to another persoompoyees must hear a message, remember
it, and pass on the particulars either in writtenerbal form.

Job Entry Skill Level: Based on the majority of the SMESs, the skilldierequired for the
experienced worker, and for the purpose of thisntepLevel 4 is considered to be the entry
level requirement. Employees who use Level 4 hisig on the job can write down or
communicate all the primary information correcthdanclude some supporting information
that is correct or, if incorrect, does not integfarith the central message. Level 4 Listening
skills include the ability to correctly show thdatonships among the pieces of primary

information.

Job Entry Tasks: COS tasks that require Level 4 Listening skilldude “Creates new hair

styles especially for the customer by cutting, dalgp and/or styling the hair”.

Experienced Worker Skill Level: The SMEs determined that Level 5 Listening isunesgl
for the experienced worker. SMEs performing atdlé/can correctly communicate and/or
write down all of the pieces of primary informatiomhey use accurate and relevant
supporting information to convey insight into therfcular situation that the message
represents, i.e., information regarding the speskene or attitude. Additionally, they can
accurately show the relationships among piecesfofmation in the message.




Experienced Worker Tasks: COS tasks that require Level 5 Listening skillducdle

“Talks with, listens to, and consults with custompesfessionally in order to determine
hairstyling requirements based on customer’s ngedfgrences, medical condition,
financial concerns, professional needs, time redf;gand customer comfort” and “Instructs

customer on how to use products properly and ra@istyling procedures at home”.

I " #$
The WorkKeys Locating Information skill is an emyde’s skill in using information taken
from workplace graphics such as diagrams, maps, filans, tables, forms, graphs
(including bar charts, pie charts, and line grapthayvcharts, and instrument gauges.
Employees use this skill when they find informatiora graphic or insert information into a
graphic. They also use it when they compare, suzmand analyze information found in
related graphics.
Job Entry and Experienced Worker Skill Level: The SMEs determined that Level 4
Locating Information is required for both entry agxperienced worker. Employees at
Level 4 use basic order forms, diagrams, tablesjstrument gauges. They can find
several pieces of information in one or two grapland understand how the graphics relate
to each other.

Job Entry and Experienced Worker Tasks: The COS utilizes Level 4 Locating
Information skills in the following tasks: “Keepscord of customer’s personal details i.e.
address, phone, birth date, children’s names, littisikes, upcoming events, etc.” and
“Reads pre-printed manufacturer manuals, colortsharstructions, etc. for mixing and

applying hair color, relaxer, permanent wave chaisjcetc.”.

$% &
The WorkKeys Teamwork skill is an employee’s skilchoosing behaviors that support the
relationships among team members and lead towarddtomplishment of work tasks. In
order for a team to fit the WorkKeys criteria, team members must have a common goal,

share responsibility for achieving that goal, ameiact with each other.




Job Entry and Experienced Worker Skill Level: The SMEs determined that Level 4
Teamwork is required for both entry and experiengedker. At Level 4, employees must
deal with work situations that involve several gewhs or sources of difficulty. The goals
and consequences are not completely clear and sesoerces may not be available. The
team members take direction from each other, déside a good job, but may have

competing concerns.

Job Entry and Experienced Worker Tasks: An example of a Level 4 Teamwork task is,
“Works as a team member with fellow cosmetologistmrding scheduling, product

information, customer information, personality dinces, work disputes, etc.”




The Cosmetologist SMEs agreed that the followiregreacessary for both the job entry and

experienced worker.

I & %" &\l
Cutting hair, i.e., one length, graduate
and layer hair cut expertise.

Coloring hair, i.e., chemistry of perms
and color, natural remaining pigment
knowledge, density/effect of highlightin
(# of weaves in medium or high weave
color wheel use, mixing, etc.

Communication with customers, i.e.,
selecting appropriate hair style/color,
listening to customer, describing what

will be done, and educating customer on

how to duplicate the style at home.

Professionalism- how to apply for a jo

#u-
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passion for job, talent, appropriate dress,

etc.

“Working the chair” to rebook, sell

appropriate products, and sell services.

“Schools are teaching to the exam, but

the exam is antiquated. Students need to

know real world skills”.

Booth rental- COS is on their own re:
customers, continuing education, etc.

=

COSs role in the shop, i.e., getting an
keeping customers, better understanding
of the time needed to accumulate
customers, and time it takes to “make a
million”.

“Hands-on fashion”, latest styles.
Day spas

Immigrant nail salons- lowering the
prices, cheapening quality of work, pod
sanitation

=
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The COS SMEs agreed that the

following Tools, Equipment, Supplies

The COS SMEs agreed that the
following Legal Considerations are

impacting both entry and experiencec

and Materials are necessary for both worker levels:

entry and experienced worker levels:
Allergic reactions

Flat irons o _
Sued for applying inappropriate
Texturing and razoring chemicals.
Makeup and brushes Thorough client consultation
' including patch tests and the client
Computer/paper scheduling completing an information sheet
Product use and appropriateness for Need training on treatments for
the customer. skin with acne, to avoid “ripping”
the skin.
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This section consists of two Final Task Lists fog Cosmetologist occupation. The first task list

displays tasks in sequential or chronological ardere second list has tasks presented in order

of criticality, from those most critical to the jgerformance to those least critical. Both tadis lis

indicate the skill(s) required in order to complgte task, as determined by the SMEs. The

WorkKeys skills are abbreviated as follows: Oba&on (OB), Listening (LS), Locating

Information (LI), and Teamwork (TW).

Functional Task List

HAIR’ TASKS

OB = Observation, LS = Listening, Ll=Locagilnformation,

D

OB |LS|LI |TW TW=Teamwork

X | X | X | X |Creates new hair styles especially for the custdyeutting, coloring,
and/or styling the hair.

X | X X | Styles hair by blowing, cutting, trimming, and tapg, using clippers,
scissors, razors, and blow-wave gun.

X | X Sets hair by using blow-dryer, hair dryer, natuget- or straightening
comb.

X | X | X | X | Knows different sizes of curlers and perm rods lam to apply them
in order to achieve desired style.

X | X | X | X | Applies water or waving solutions to hair and witdsr as per
customer's request.

X | X Brushes out customer's hair.

X | X | X | X |Uses applicator, brush, and/or foil to apply appedp hair color,
relaxer, permanent wave chemicals, etc. accordimgstomer's needs
and wants.

X | X | X | X | Determines appropriate chemicals i.e. shampoo,itoner, hair color,
relaxer, permanent wave, color accelerator, tagter, to be utilized
based on analysis of customer's current hair condibeeds, wants,
and time restraints.

X | X | X | X | Monitors the chemical reactions and time neededhdarcolor, relaxer

permanent wave chemicals, etc. and rinses prothoectsthe
customer's hair at the appropriate time.
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HAIR’ TASKS

OB = Observation, LS = Listening, Ll=Locagilnformation,

\J

OB |LS|LI |TW TW=Teamwork

X | X | X | X | Studies facial features of customer and arrangpages, and trims hai
to achieve desired effect, using fingers, combdydrascissors, hair-
waving solutions, hairpins, and other accessories.

X X Analyzes hair to ascertain condition of hair analsc

X X | X | Applies finishing products such as hairspray, stylgel, mousse, etc.

X Cleans and conditions customer's hair and scatpwater at
appropriate temperature, shampoo, and conditioner.

X | X | X | X | Estimates time needed for chemical mixtures toeaghdesired effect
based on customer's needs, manufacturer guidetiatdyst time
required, etc.

X | X | X | X | Measures and mixes hair color, relaxer, permananewhemicals, etc.
in proportions appropriate for the customer's re@ispecified by the
manufacturer.

X Performs hair-weaving as needed.

X | Cleans and styles wigs and hair extensions.
SKIN’ TASKS
OB = Observation, LS = Listening, Ll=Locaimformation,

OB |LS|LI |TW TW=Teamwork

X | X Removes unwanted hair from customers face, haeds,dnd toes by
using wax, exfoliating crystals, and/or tweezers.

X Gives facials, as appropriate

X Applies lotions and creams to customer’s face aakmo soften skin
and lubricate tissues.

X X | Applies cosmetics for customer as appropriate.

X | X X | Suggests cosmetics appropriate for customer'scskidition and

lifestyle.




NAILS’ TASKS

OB = Observation, LS = Listening, Ll=Locaimformation,

OB |LS|LI |TW TW=Teamwork

X | X Applies acrylic tips using edgers, tippers, primeial glue, and
acrylic.

X | X Sculpts acrylic or artificial nails as per custolmeequest using
sculpting form.

X | X Shapes, files, and buffs acrylic nails using né&l diamond drill, and
buffer.

X Exfoliates foot using foot file and pedicure scrub

X | X Files, buffs, removes yellow color, and shapesarust's fingernails
and toenails according to customer's request mgusiissors, files,
emery boards, and buffer blocks.

X | X Polishes nails according to customer's wishes pilyag top coat,
liquid polish, and/or quick dry onto nails with Istu

X Softens nail cuticles with water or lotion, puski®sm back, and clips
them using a cuticle knife, scissors, and/or nipper

X X | Removes previously applied nail polish by usingiliiremover and
swabs.

X Adjust nail polish thickness by mixing polish themwith polish.

X X | Applies paraffin wax treatment to customer's haamts feet.

X X | Disinfects and cleans customer's fingernails arddds with soapy

water, swabs, files, orange sticks, etc.




SANITATION’ TASKS

OB = Observation, LS = Listening, Ll=Locagilnformation,

e

OB |LS|LI |TW TW=Teamwork

X X | Cleans and sanitizes work station and work todér &ach customer
using an appropriate sanitizer.

X X | Disposes of used chemicals, contaminated towetgaoonated capes
etc. in appropriate location.

X | Drapes customer in clean towels and/or cape.

X X | Utilizes wet and dry sterilization equipment (wasaed dryer) to

sanitize towels and capes.
BUSINESS PRACTICES’ TASKS
OB = Observation, LS = Listening, LI=Locatilgormation,

OB |LS|LI |TW TW=Teamwork

X | X X | Talks with, listens to, and consults with customeafessionally in
order to determine hairstyling requirements basedustomer's needs
preferences, medical condition, financial concepnsfessional needs
time restraints, and customer comfort.

X | X | X | X | Markets service and promotes return customers mgiisg thank you
notes, calling, and sending satisfaction surveysistomer.

X | X X | Assists customer as needed following service, &scostomer to
receptionist, encourages customer to rescheduleh@ps customer tc
car, as appropriate.

X | X X | Instructs customer on how to use products progartireplicate
styling procedures at home.

X | X Sells the customer products sold in the salonagteatppropriate for th
customer.

X Budgets time in order to provide service within éstimated

timeframe.




BUSINESS PRACTICES’ TASKS

OB

LS

LI

W

OB = Observation, LS = Listening, LI=Locatilrgormation,
TW=Teamwork

Dresses appropriately.

Provides customer with additional services in otdattilize the
customer's time well and enable the customer t@kaather products
and services.

Reviews daily schedule and prepares work statidin groducts,
equipment, tools, capes, etc. that will be needethe day.

Determines if customer is allergic to solutionsamyplying a small
amount of solution to small portion of customekmsand monitors
customer continuously for any reaction to chemicals

Greets customer and escorts them to the appropratestation.

Massages customer's scalp, shoulders, hands, et teelp customet
relax and feel comfortable, as appropriate.

Keeps record of customer's personal details i@resd, phone, birth
date, children's names, likes, dislikes, upcomwents, etc.

Participates in community activities in order torket and promote
business.

Reads OSHA and organizational safety regulatioasches safety
videos, and works with other cosmetologist in otdemaintain safety
in the salon.

Reads pre-printed manufacturer manuals, color shagtructions, etc
for mixing and applying hair color, relaxer, perraahwave chemicals
etc.

Watches video/CD/internet training, attends CE$s#s, studies
product manuals, talks with sales person, andamséndustry
publications to stay current in products availabtdor applications,
chemical applications, and the latest styles.

Works as a team member with fellow cosmetologsgsmrding
scheduling, product information, customer inforroatipersonality
differences, work disputes, etc.
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BUSINESS PRACTICES’ TASKS

OB = Observation, LS = Listening, LI=Locatilrgormation,

OB |LS|LI |TW TW=Teamwork

X | X | X | X | Schedules and confirms appointments.

X | X | X | X |Utilizes client book system, either computer orgragriven, to record
services provided, payments received, servicesiftiesas provided,
chemical mixtures/time utilized, products sold,touser information,
etc.

X | Estimates cost for each service.

X X | Estimates length of time for each service.

X | X | X | X | Answers phone and transfers calls as needed.

X X | X | Determines total charges for services provide@dpgsopriate.

X | X | X | X |Uses the cash register, takes customer's moneyiaesl correct
change.

X | X | Advertises business in local papers, phone boaks, e
X | X | X | Reviews and implements suggestions from satisfactioveys, as
appropriate.

X X | X | Maintains a computer or paper driven record of pases, expenses,
payments, cash flow, etc., as needed.

X X | X | Orders and pays for products and tools as needed.

X Purchases replacement inventory as appropriate.
X' | X | Recruits models for practice purposes.

X X | X | Sets up retail displays of salon products.

X X Utilizes tax charts to determine tax on purchasekssgrvices.

X | X | X | X | Works with other cosmetologists to maintain a cotepar paper

driven inventory record of products, equipment,&fsycapes, etc. in
the salon.




Criticality Task List

11 2] 3] 4
TASKS
OB |LS|LI | TW OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork

X | X | X | X |Creates new hair styles especially for the custdyyeutting, coloring,
and/or styling the hair.

X | X Applies acrylic tips using edgers, tippers, primeis! glue, and
acrylic.

X | X Sculpts acrylic or artificial nails as per custolmeequest using
sculpting form.

X | X Shapes, files, and buffs acrylic nails using né&el tiamond drill, and
buffer.

X Exfoliates foot using foot file and pedicure scrub

X | X Files, buffs, removes yellow color, and shapesarust's fingernails
and toenails according to customer's request mgusiissors, files,
emery boards, and buffer blocks.

X | X Polishes nails according to customer's wishes plyaqg top coat,
liquid polish, and/or quick dry onto nails with Istu

X | X Removes unwanted hair from customers face, haads,dnd toes by
using wax, exfoliating crystals, and/or tweezers.

X | X X | Styles hair by blowing, cutting, trimming, and tapg, using clippers,
scissors, razors, and blow-wave gun.

X | X Sets hair by using blow-dryer, hair dryer, natet- or straightening
comb.

X Softens nail cuticles with water or lotion, puski®sm back, and clips
them using a cuticle knife, scissors, and/or nipper

X | X X | Talks with, listens to, and consults with customeafessionally in

order to determine hairstyling requirements basedustomer's needs
preferences, medical condition, financial concepnsfessional needs
time restraints, and customer comfort.
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TASKS
OB |LS|LI | TW OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork

X | X | X | X | Knows different sizes of curlers and perm rods lao to apply them
in order to achieve desired style.

X | X | X | X | Markets service and promotes return customers tgisg thank you
notes, calling, and sending satisfaction surveysustomer.

X | X | X | X | Applies water or waving solutions to hair and wimdsr as per
customer's request.

X | X X | Assists customer as needed following service, éscastomer to
receptionist, encourages customer to reschedulehelps customer tg
car, as appropriate.

X | X Brushes out customer's hair.

X | X | X | X | Uses applicator, brush, and/or foil to apply appiedp hair color,
relaxer, permanent wave chemicals, etc. accordimgistomer's need:;
and wants.

X | X | X | X | Determines appropriate chemicals i.e. shampoo,itoner, hair color,
relaxer, permanent wave, color accelerator, taeter, to be utilized
based on analysis of customer's current hair comgiheeds, wants,
and time restraints.

X | X | X | X | Monitors the chemical reactions and time needethdar color, relaxer
permanent wave chemicals, etc. and rinses profhecisthe
customer's hair at the appropriate time.

X | X X | Instructs customer on how to use products propart/replicate
styling procedures at home.

X | X Sells the customer products sold in the salongteatppropriate for the
customer.

X | X | X | X | Studies facial features of customer and arrandgpeges, and trims haiy

to achieve desired effect, using fingers, combdydryascissors, hair-
waving solutions, hairpins, and other accessories.




11 2] 3] 4
TASKS
OB |LS|LI | TW OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork

X X | Cleans and sanitizes work station and work toder &ach customer
using an appropriate sanitizer.

X X | Removes previously applied nail polish by usingililgremover and
swabs.

X X Analyzes hair to ascertain condition of hair analjsc

X X | X | Applies finishing products such as hairspray, styljel, mousse, etc.

X Budgets time in order to provide service within gstimated
timeframe.

X Cleans and conditions customer's hair and scalpwater at
appropriate temperature, shampoo, and conditioner.

X | Dresses appropriately.

X | X X | Provides customer with additional services in otdautilize the
customer's time well and enable the customer t@kaather products
and services.

X X Reviews daily schedule and prepares work statioh products,
equipment, tools, capes, etc. that will be needethie day.

X Adjust nail polish thickness by mixing polish themwith polish.

X | X | X | X | Determines if customer is allergic to solutionsapyplying a small
amount of solution to small portion of customeks and monitors
customer continuously for any reaction to chemicals

X X | Disposes of used chemicals, contaminated towetdaoonated capes
etc. in appropriate location.

X | Drapes customer in clean towels and/or cape.

X Gives facials, as appropriate.




OB

LS

LI
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TASKS
OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork

Greets customer and escorts them to the appropratestation.

Massages customer's scalp, shoulders, hands, eino feelp customer
relax and feel comfortable, as appropriate.

Utilizes wet and dry sterilization equipment (wasaed dryer) to
sanitize towels and capes.

Keeps record of customer's personal details i@resd, phone, birth
date, children's names, likes, dislikes, upcomients, etc.

Participates in community activities in order torke and promote
business.

Reads OSHA and organizational safety regulatioasches safety
videos, and works with other cosmetologist in otdemaintain safety
in the salon.

Reads pre-printed manufacturer manuals, color ghiatructions, etc|
for mixing and applying hair color, relaxer, perraahwave chemicals
etc.

Watches video/CD/internet training, attends CEl$s#s, studies
product manuals, talks with sales person, andamtséndustry
publications to stay current in products availabtdor applications,
chemical applications, and the latest styles.

Works as a team member with fellow cosmetologsgsrding
scheduling, product information, customer inforrmoatipersonality
differences, work disputes, etc.

Estimates time needed for chemical mixtures toeaehdesired effect
based on customer's needs, manufacturer guidetatdyst time
required, etc.

Schedules and confirms appointments.

Applies paraffin wax treatment to customer's haanuts feet.
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TASKS
OB |LS|LI | TW OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork

X | X | X | X | Measures and mixes hair color, relaxer, permananewhemicals,
etc. in proportions appropriate for the customeesd and specified by
the manufacturer.

X | X | X | X |Utilizes client book system, either computer orgragriven, to record
services provided, payments received, servicesftesgs provided,
chemical mixtures/time utilized, products sold,touser information,
etc.

X Applies lotions and creams to customer's face @o#t to soften skin
and lubricate tissues.

X X | Disinfects and cleans customer's fingernails ardads with soapy
water, swabs, files, orange sticks, etc.

X | Estimates cost for each service.

X X | Estimates length of time for each service.

X X | Applies cosmetics for customer as appropriate.

X Performs hair-weaving as needed.

X | X X | Suggests cosmetics appropriate for customer'scskidition and
lifestyle.

X | X | X | X | Answers phone and transfers calls as needed.

X X | X | Determines total charges for services provide@pgsopriate.

X | X | X | X |Uses the cash register, takes customer's moneyiaesl correct
change.

X | X | Advertises business in local papers, phone bodgs, e
X | X | X | Reviews and implements suggestions from satisfastioveys, as

appropriate.




11 2] 3] 4
TASKS
OB |LS|LI | TW OB = Observation LS = Listening,
LI=Locating Information, TW=Teamwork
X | Cleans and styles wigs and hair extensions.
X X | X | Maintains a computer or paper driven record of pases, expenses,
payments, cash flow, etc., as needed.
X X | X | Orders and pays for products and tools as needed.
X Purchases replacement inventory as appropriate.
X | X | Recruits models for practice purposes.
X X | X | Sets up retail displays of salon products.
X X Utilizes tax charts to determine tax on purchasekssgrvices.
X | X | X | X | Works with other cosmetologists to maintain a cotapar paper

driven inventory record of products, equipment, étsycapes, etc. in

the salon.




