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Introduction 

The main purpose of this survey is to understand the knowledge and skills needed for required work 

performance in chosen occupations / jobs. This information will be used in the employment services 

of Kosovo to better understand the human resource needs of employers in terms of skills, by 

developers and verifiers of occupational standards, for the upgrading of the National classification of 

occupations and the alignment of training and education to labour market needs.  

The purpose of this users guide 

This guideline will help all institutions which need information about skills in the workplace as the 

employers requireto implement the survey and prepare the results for use by various stakeholders 

described above. It will describe most of the following process 

A description of how the survey results will be used is described in the Guidelines for developers and 

verifiers of occupational standards and the Guidelines for employment counsellors. Those persons 

who need simple instructions about implementing survey in general should use the Survey 

fundamentals which is available in the Resource pack. 

About the surveying methodology 

The main concept behing surveying is that knowledge about a part of a group from which we want 

to collect information is adequate to give us an insight into how the whole group thinks, behaves or 

acts. In our case, we would like to know what employers require in the workplace in terms of 

knowledge and skills for a particular occupation or a job1 across Kosovo. We want to undestand 

what employers on Kosovo require of a carpenter, metal worker, healthcare assistant or from a 

teacher so that training both in adult education and regular education can cover all the necessary 

knowledge and skills.  

Identifying the target population of employers for the survey 

The population we are interested in are all the employers who employ persons with a certain 

occupation which is in the focus of our interest. Based on Kosovo data sources it is possible to know 

where particular occupations work only at the level of minor occupational groups of ISCO 

classification which is the level of reporting in the Labour force survey. Therefore, if we want to 

analyse the job of butcher, for example, we can only get information about a group of 29 similar 

occupations in the minor group called Food processing trades and related workers. Apart from 

butchers this minour occupational group also has millers, bakers, conditors, milk product producers, 

etc., who have no connection to butchers. That is why, when we choose the sample we have to 

make sure that our firms do employ our occupation of interest. This is possible by consulting the Tax 

                                                           

1 An occupations is one of more similar jobs which define a group of tasks that can be implemented by a single 
worker. In the text we will use the term job rather than occupation for simplicities sake. When we talk about 
an occupation we are thiking of a person who has this occupation, when we talk about a job, we think about a 
workplace in a firm. 
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authority database which has information about detailed economic activities unlike the Labour force 

survey. Finally, the access to individual firms will have to be received by the databases of the Tax 

authority, Employers’ association or the Ministry of labour and social welfare. 

The image below shows these steps in simple form.  

 

 

The food processing worker works in several economic sectors of the economy such as Food 

production, Food and beverage production and Crop and animal production. This information for 

Kosovo comes from the Labour force survey which is the only source telling us about occupations by 

economic sectors. Therefore, all the firms in these economic sectors who employ food processing 

workers are our target population. It is from this population that we should draw our sample of 

firms to interview and ask about the required workplace skills. 

To find out which economic sectors employ occupations of interest, the database developed within 

the Alled project can be consulted2 or a request can be made to the Kosovo agency of statistics to list 

the conomic sectors which employ the occupation of interest3 from the Labour force survey. Since 

the LFS reports data only at the level of minor occupational group we cannot be precise in choosing 

the economic sectors from this source. Once we have identified the economic sectors where all 

occupations in the minor group work we should consult the Tax authority database and choose 

those detailed economic sectors which are more likely to employ the occupation in question. For 

example, the economic sectors where Food processing workers work are: Crop and animal 

production, Food and beverage preparation and Manufacturing of food. Within these sectors (2 

digit) the more detailed sectors are as follows (4 digit): 

Crop and animal production sector:  

                                                           

2 This database is available from the National qualification authority and the Ministry of labour and social 
welfare on request. 

3 The request should be the following: Please list all the economic sectors which employ occupation X and 
provide the number of employed in these occupations by sector.  



 

 

1. Beverage serving activities   

2. Event catering activities 
3. Growing of cereals (except rice), leguminous crops and 

oil seeds 

4. Growing of other tree and bush fruits and nuts 

5. Growing of pome fruits and stone fruits 

6. Growing of vegetables and melons, roots and tubers 

7. Mixed Farming 

8. Other food services n.e.c. 

9. Raising of dairy cattle 

10. Raising of other animals 

11. Raising of poultry 

12. Raising of sheep and  goats 

13. Restaurants and mobile food service activities 
14. Support activities for animal production 

 

From this list we choose those detailed economic sectors where it is likely that we will find employed 

butchers. They are: 7, 9, 10, 11, 12 and 14. It is the from these sectors that we should choose firms 

for interviewing. 

Finally, we have to ask for names and addresses and contact details of firms from the database of 

the MLSW or the Tax authority. 

Defining the sample of firms 

There are several considerations that have to be taken into account when we are defining the 

sample or chosen group of firms to be interviewed. They are: 

1. Size of the sample 

2. Size of firm 

3. Region 

The sample of firms should represent the whole population of firms as closely as possible so that the 

probability that our group of firms will give answers that are acceptable to all the firms employing 

food processing workers. So, we are looking for the average or predominant practices of all firms so 

that a certain standard for the chosen occupation can be defined which fits all. 

The size of the sample4 is different for the different users of the survey results. For developers of 

occupational standard it is enough to consult about 15-20 different employers. For mediation 

purposes in employment services the survey should be used as a tool in regular processes with 

employers and here the sample size should be more linked to the planned visits to employers in the 

region covered by the local/regional employment service. For purposes of upgrading the 

classification of occupations, a larger sample should be used, since the survey results need to reflect 

the widest use of skills in a particular occupation or group of occupations. For this purpose, it may be 

adequate to use the results of all interviews implemented on Kosovo which were implemented for 

all the different purposes and when a critical mass of firms has been covered, approximately 100 

firms,  this should be the input for adjusting the classification.  

                                                           

4 Cedefop (2013), p.16 
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Concerning the size of firms in the sample measured by the number of employees, there should be a 

good mix of large, medium, small and very small firms. Ideally, the structure of the sample by firm 

size should reflect the size composition of the whole population of firms. If there are 3% of large 

firms in the target population, there should be 3% of large firms in the sample. Since very small firms 

dominate on Kosovo, they should be the most numerous in the sample as well. An analysis of firm 

size from the Tax authority database in 2015 revieled the following size structure: 

We can see that 83.1% of all firms have less than 5 

employees and in fact about 54.5% have only 1 worker. 

7.5% of firms have 5-9 workers and there are far fewer 

larger firms in the economy. Therefore, if the sample 

size is 30, about 25 firms in the sample should have less 

than 5 employed and others can be larger. In practice, 

particularly on a regional level, all the large firms 

should be interviewed since there are only a few of 

them and the others should be small or medium firms.  

If the aim of the survey is to understand skill 

requirements in a particular region, then an effort 

should be made to structure the sample according to 

the particular size of firms in the region. However, it is safe to assume that this structure is very 

similar in all the regions of Kosovo. 

Occupation or occupational group in focus 

When we undertake a survey, we must be aware that names of workplaces differ significantly 

between employers although they may be covering very similar tasks. This is particularly true of 

corporate and government institutions where payroll levels are also reflected in the occupation 

names such as senior tax advisor, administrative tax assistant, or junior administrator. Some of these 

names are so specific that it is hard to find similar occupation titles in the classification of 

occupations.  

A way how to reduce the risk of asking about an occupation / job which is outside our focus is to use 

the name of an occupational group which is more general and therefore more likely to include the 

relevant occupation. This is aided by the hierarchical structure of the ISCO classification taken from 

the Users guide to developing an employer survey on skill needs5. 

                                                           

5 Cedefop (2013) 

Size of firm by number 

of employed 

% of firms 

1-4 83.1 

5-9 7.5 

10-49 3.9 

50-249 0.6 

250 and more 0.9 



 

 

 

In the first column, we see the groups of occupations in the ISCO 08 classification of occupations. 

The highest aggregation are the major groups which are very low level of differentiation and indicate 

the general type and the level of complexity of occupations within them. This level is not very useful 

to use in the survey since it is too general. The sub-major level is still to general and we have 43 such 

groups in the classification. Perhaps the most appropriate occupational group to be used in the 

survey is the minor group since this is the level of aggregation of occupations used in the Labour  

force survey which should be used to understand 

where occupational groups are employed in the 

economy. There are 130 such occupation groups 

in the classification and employers will be able to 

locate their workplaces within them in the 

interview.   

In our example of a food processing worker we 

can see that the minor group in the classification 

is called Food processing and related trade 

workers with the 3-digit code 741. Within this 

group, we have 29 individual occupations, some 

of which are shown in the table. 

The most appropriate question to be directed to 

the employer about occupations is at this level of 

Source: Kosovo classification of occupations 

based on ISCO88. 

minor group, 741 Food processing and related 

trades worker but in the area of meat processing. 

In this way, the wider group is known but the 

employer can offer his/her own name of job 

which fits into the occupational group offered to 

him.  

The reason why we have this approach is that 

Kosovo agency of statistics does not give us 

information about individual occupations in the 

Labour force survey but only information at the 

level of minor, 3-digit occupational groups. 

741                       Food processing and 
related trade workers  

MEAT 

7411.01               Butcher   

7411.02               Butcher, master   

7411.03               Butcher, animal and poultry   

7411.04               Peeler, animal skin   

7411.05               Sausage maker 

FLOUR PRODUCTS 

7412.01               Headbaker   

7412.02               Baker, bread and pastry    

7412.03               Maker, pastry    

7412.04               Preparer, pastry   

7412.05               Maker, pie   

MILK PRODUCTS 

7413.01               Controller, milk    

7413.02               Maker, butter   

7413.03               Processor, milk   

7413.04               Maker, cheese   

7413.05               Maker, ice-cream    

FRUIT AND VEGETABLES 

7414.01               Preserver, fruit and vegetable juices   

7414.02               Expeller, oil   

7414.03               Preserver, fruit    

7414.04               Preserver, vegetable    

7414.05               Preserver, wine    

7414.06               Producer, alcoholic drinks    

HONEY PRODUCTS 

7419.02               Maker, honey 
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On the other hand, if we use the data on occupations and economic sectors from the Ministry of 

labour and social welfare, there is a possibility to use individual occupations for which employers 

have declared vacancies to the employment service or have previously employed workers through 

the employment service. The share of employers who are users of employment services is not very 

high, however, and our access to the target population of employers may be limited.  

However, even this population of employers is an acceptable source of data on skills and 

competences in the workplace. 

Respondents in the interview 

The questionnaire is meant to be answered by the person with the best overview of the tasks to be 

performed by the workforce in the firm. In larger firms this will normally be the local human 

resources manager. In smaller firms, which do not have any human resources department or a 

human resources department with only administrative tasks (such as payroll administration), the 

managing director or branch manager will normally be the most appropriate respondent. Managers 

of specific departments or lines within the establishment are not adequate respondents for the 

entire questionnaire – the interview needs to be started with somebody having an overview across 

all occupational groups working within the establishment.   

For very small firms, the respondent will obviously be the owner of the firm or the organizer of work. 

The respondent should not be the employee or worker in the firm since he/she only has an overview 

of tasks and responsibilities on their particular job. 

Training the enumerators 

This section outlines the way how to use the questionnaire by the enumerators during fieldwork. 

Training of enumerators is very important for reaching quality, reliable estimates and relevant 

answers.  

Most of the enumerators who will use the employers survey questionnaire depend on the users of 

the data. If the objective of the survey is to collect data for the development of occupational 

standards, the enumerators will either be the developers themselves or professional enumerators 

who will be paid by the developers to implement the survey. In case the user of data are 

employment services, the enumerators may be counsellors who are responsible for employers. In 

other cases, it might be individuals working on projects concerned with development of skills, etc.  

In all the cases, some training of enumerators should take place to make their approach to the 

employers as similar as possible with clear instructions how to implement the interview and do the 

follow up to the survey.  

If possible, it is best that enumerators input data themselves if a paper based questionnaire is used. 

An excel template will be provided in the Resource pack for data input. 



 

 

General instructions for enumerators 

The goals and uses of the survey should be clear to the enumerators so that he/she can explain the 

reason why it is important to get information from the employers. He/she should be able to explain 

why the survey is also important for the employer in the long run. A letter should be sent to the 

employer explaining the survey objectives followed by a telephone call after a few day with the 

purpose of fixing the date of the interview. The content of the letter is prepared in Annex 1 of the 

Users guide below. 

In the implementation of the interview the enumerator should stick to the following rules: 

 

1. Read these instructions carefully before the interview and go through each of the questions 

and their explanations one by one. Test yourself and the questionnaire by interviewing 

someone who will not mind helping you better understand the process 

2. Fill in the initial data about the employer and the firm on the questionnaire where it is 

written Input before the interview 

3. Dress for the interview in appropriate clothes so as not to provoke a reluctance to 

participate based on personal prejudice of the respondent 

4. Make sure that your respondent is a person who can answer your questions with precision 

and knowledge in line with suggestions in the above text 

5. Suggest that the you are alone with the respondent in a room where you will not be 

disturbed which will ensure that the interview takes as long as planned – about 40 – 50 

minutes 

6. In the opening sentences, present yourself, say whom you work for, what is the objective of 

the interview, how the results will be used and what the benefit will be to the employer in 

the long run 

7. Use a ball point and not a pencil when filling in the answers and write readable text. 

Rules to adhere to during the interview: 

1. Read each question from the questionnaire in the same way to each employer rather than 

improvise. If the employer did not understand the question, repeat it and give some 

example to explain the required answers 

2. Make sure that you follow instructions written for you in the explanation of each question 

3. If you notice that the respondent did not provide the required answer, repeat the question 

in a neutral and kind way and try to steer him to the expected answer 

4. When the interview is over, check quickly if all the questions have been answered  

5. Thank the respondent for his time and willingness to participate in the survey. 

Detailed tour through the questions 

The questionnaire has 24 questions most of which are closed questions for which we have 

predefined answers and the enumerator only has to circle the right answer given to him/her by the 
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respondent. The most important questions are open-ended questions which means that the 

enumerator has to write down the respondent’s answer.  

There are 4 modules in the questionnaire. Each one groups questions which describe certain types of 

answers. 

Data to be entered before and after the interview 

In the text below there are items which have to be entered before the interview and not in front of 

the respondent. The small numbers in red colour are markings used for data input. Each number is 

the title of the columns where the information has to be entered. 

 

Write your name, contact details and the date of the interview. In the second part, write the name of 

the firm from the list received by the organizers of the survey, the address of the firm and the city and 

region in which the firm is registered. Code the municipality by using the coding book provided in 

Annex 2. 

Put in the name of the economic sector in which the firm is registered and provide the NACE code of 

the sector by using the National classification of economic sectors provided in Annex 3. This 

information should be provided to you by the organizers of the survey. 

Put in the name of the occupation or occupation group which will be analysed and put in its’ proper 

code from ISCO88, the Kosovo classification of occupations. 

 After the interview use the information received from answer to Q1 about the description of 

activities of the firm to input the true economic activity of the firm. Check and input the NACE code of 

this activity by referring to Annex 2. 



 

 

 

Put in the time of the interview if it took place and circle the right answer to the question why the 

interview did not take place. Make sure that you fill in the reason if none of the offered answers were 

appropriate. 

After you input the data, not what the code is for this particular firm. The code appears in the first 

column of the input template. Write it in the place above in red. 

Starting the interview 

In the introduction to the interview is a short text which you should become very familiar with 

yourself and use it to explain the goals, objectives and results of the survey to the employer. 

Here is the text: 

Introduction to the interview 

Mr. X, thank you very much for accepting to be interviewed. The main purpose of the 

interview is to understand better what your enterprise/you as director/owner need in terms of 

knowledge and skills in order to be competitive on the market. We want to improve the 

education system so that students are ready for tasks which await them in their jobs. This 

will save time and money for the employer and also make young people more employable.  

We can only change training programmes if we know what your workers are required to do 

in the workplace. We will ask large, medium and small firms who employ these occupations 

and change programmes according to their real, everyday needs and to prepare for the 

challenges of the future.  

Information about the respondent 

This information about the respondent is important so that we know what their position is in the 

enterprize and to be able to contact them in case additional information is required. 



 

13 

 

 

About the job 

At this point in the interview you should read the name of the occupation or occupational group to 

the respondent and ask him/her whether there are jobs in the firm which could fit into this 

occupation. Give the respondent time to reflect and write down the name of the job as the employer 

states. It is important that you put down the exact name given to the job in the firm and not to copy 

the name of the occupation. 

 

The purpose of the job should be given is possible in one sentence and the employer should be urged 

to begin the sentence with a verb for example: The main purpose of this job is to produce metal parts 

for cars. 

Discourage long explanations and descriptions. 

MODULE 1: ABOUT THE FIRM 

In this section, you will ask the respondent about the firm.  

Question 1 (Q1) has the purpose of establishing more precisely what sort of activity is taking place in 

the firm. It may be, and often is the case, that firms register for one activity but then change it 

without changing the registration. Activity is classified in the National classification of economic 

activity NACE which is shown in Annex 3. The answer to this question should be: my firm produces 

textiles, sells icream, given accommodation services and similar. If there is more than one activity, 

please, write down both. After the interview, find the first mentioned activity in Annex 3 and provide 

the right code for it and enter it into data to be filled in after the interview.  



 

 

 

The following questions are self-explanatory and relate to the total number of employees in the firm 

at the present time and how many are female. If the number of employees is very variable during the 

year, an average annual number should be given. In Q4 one of the items has to be circled based on 

the predominant geographical market. It is possible to circle 2 answers.  

 

ABOUT THE CHOSEN JOB / WORK PLACE 

In questions Q5 to we are only interested in the number of employees in the chosen job in the firm. 

For example, if the job is wealder, we want to know how many wealders are working in the firm and 

how many of them are females.  In Q7 we are interested to know whether new workers were 

employed in the last 12 months but to explain that this was not the result of retirement or 

replacement of workers who have been fired.  

Question 8 is very important for the survey and it tries to link the job to a required level of education. 

Our aim is to understand what sort of qualification the employer considers to be adequate for this 

job. Explain to the respondent that the employer should say, based on his experience with workers, 

which level of education suits this job best. Circle the right answer. 
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In Q8 we have to ask the respondent which level of education he thinks is adequate for the workplace 

in question. You should read each of the items, and circle the one that is relevant. 

In Q9 initial training refers to persons who are without experience. They may be graduates straight 

from school or they could have previous work experience but not in that particular type of job. If the 

answer is less than 1 month, ask how many weeks and then turn that into a decimal, i.e. 1 week is 

0.25; 2 weeks is 0.5; 3 weeks is 0.75 and one month is 1. The same is if we have one and a half 

months. That would be 1.5 

MODULE 2: TASKS AND COMPETENCES ON THE JOB 

This section is the most important section in the interview and it comprises of open-ended questions 

which means that you have to be very focused in order to get the right answer from the employer. 

The way to approach this question is very specific. First, you will ask the respondent to list all the 

main tasks which the worker is responsible for. When you have filled in all the tasks, come back to 

the first one and start asking about the skills and knowledge, i.e. competences which the person 

needs to have for each of the tasks. A task is usually a segment of a process of work. For example, a 

butcher has first to slaughter the animal, take off the skin, debone and cut the meat, cool and 

refrigerate the meat, cut to smaller pieces and prepare for sale. If the respondent has difficulty 

remembering some of the tasks which are not related to main on the job activities, you can use the 

items in Annex 4 to remind him/her. You can say, ….”apart from the mentioned tasks, does your 



 

 

worker also have some commercial tasks to do like selling the product or filling in reports or 

researching the prices of competitors?”  

Once the tasks are filled in, go back to Task 1 and ask about competences on the job or what the 

worker has to know or be able to do in this task. For each of the items ask the respondent whether 

he/she thinks this skill can be learned at school, on the job or both and input the appropriate number. 

In the last column, you have the question on whether these skills will become more important, stay 

the same or decrease in the future. The option Don’t know should be used only when the respondent 

actually says that he/she does not know. If there is no response to questions, you should enter a dash 

like “-“ 

Q10.  Could you name the main tasks on this job and indicate which skills/knowledge the 
worker needs to have to do the job up to expected performance? 

 

Question 11 refers to those competences which are not existing now but the respondent thinks they 

will become important in the future. As an example you can offer digital competences, environment 

protection requirements, language skills, technologically related competences, etc. 

 

MODULE 3: Key competences 

In this section of the interview we are exploring some of the key competences which are important 

not only for this job but for life long learning and employability. From previous questions we know 

what level of education the employer considers important for this job, but actually his demands on 

the worker concerning some of the key competences may be significantly lower. That is why we ask 
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about reading, writing, numeracy, and computer skills and the level at which they will be used on the 

job.  

The way to handle these questions is to read out the items in each of the questions to the respondent 

and he/she can then choose the most appropriate level of complexity. Genarally, experience with 

these questions is good but sometimes, the respondent will ask you to repeat the list of items. It 

would be even better is you can hand a list of possibilities to the respondent to read and he can then 

say more easily which complexity level is right for the job.  

As an introduction read the following text to the respondent to make it clear why we ask these 

particular question. 

Many employers are frequently dissatisfied with some general competences of the workers 
which are not related only to this particular job. Could we now determine which of the following 
general competences you are looking for in your workers? 
 

 



 

 

 

MODULE 4: OTHER GENERIC COMPETENCES  

These competences are considered to be easily transferable from one job to another just like key 

competences but they are also very important for the job we are analyzing. All of these questions 

have defined answers and the right answer should be circled based on the answer of the respondent. 

Note that we have as possible answer “Does not apply” which means that this competence is not 

relevant at all for the job in question. As always, there is the possibility of two additional answers: 

Don’t know and No response. When the respondent does not answer the question put the minus sign 

“-“ in the appropriate place. 
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MODULE 5: WORKING CONDITIONS AND EQUIPMENT USE 

This module describes working conditions and the equipment which is normally used on the job. 

Some jobs are very specific in this regard so you should write down any particular working conditions 

in the space provided in some of the questions. Make sure that you convey to the respondent that in 

most questions more than one item can be chosen. Since there is considerable choice, you should 

read the chosen items to the respondent after this set of questions has been completed and ask for 

his confirmation. 



 

 

 

 

EQUIPMENT  

Equipment can range from high tech machiner to pen and pensil or broom. Regardless of the 

simplicity of tools, please write them down. In case the equipment has some particular characteristics 

by type, you should ask for general and specific characteristic. For example, not just printer, but also 

the type and brand if possible. 

 

THANK YOU FOR YOUR TIME AND COOPERATION! 

It is vital that you thank the respondent in the name of the institution for which you have been 

working. Particularly important is to mention again that the results of job analysis will contribute to 
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more relevant education which will benefit employers in the long run as they will have the right skills 

which will shorten the period of on-the-job training. 

It is very important to find out whether the respondent is interested in the final results. If he is, this 

must be noted so that documents can be sent as feedback to this activity. 

Q24 Would you like to receive the descriptions of similar jobs from other employers when we 

finish the survey?     YES = 1        NO = 2 

Data input 

Each enumerator should input his own data from the paper questionnaires. Care should be taken 

that what is entered is a true reflection of what the respondent said so that nothing is invented by 

the enumerator after the interview.  

In the Resource pack there is an excel database which is based on the structure of the questionnaire 

which should be used for data input. Each row of this database represents one firm and each column 

is one of the questions which has to be entered. To make the process simpler, each data item to be 

input is marked by a number in red colour which corresponds to the names of columns. An example 

is given below: 

 

 

The numbers 1, 2, 3 are also to be found in the input template as shown below: 

In the first row there are textual 

explanations of questions, in the second 

row are the explanations of items in each 

question and in the 3rd row are the 

numbers of the questions. 

Input from the questionnaire is done in 

such a way that content is entered from 

the first column to the last column in the 

direction of the arrow. 

Be careful that rows are not exchanged in 

order to honour the principle ONE FIRM = 

ONE ROW. 

 



 

 

Input of the open ended questions is slightly specific as shown below. It relates to input of Q10. In 

this question we ask about tasks, competences, where the competences should be learned and 

whether they will increase, stay the same, or decrease in the future. There is no column for Q10 

since the input is for individual tasks which start with Q10.1. 

 

The competences in each tasks are coded with an additional number: Q10.1.1, Q10.1.2…… meaning 

that these are competences 1 and 2 within task Q10.1. Furthermore, after each competence we 

have 2 columns which are market with the competence code to which letters W or F are added. This 

refers to the question about where these competences should be learned (W) and whether they are 

expected to increase, stay the same or decrease in the future (F). How the inputing is done is shown 

below. First we have the data from the questionnaire: 

 

When the input is done it should look like this: 

 

Prepare the workplace 

Bring raw materials from storage 

Check the production equipment 

2 

3 1 

2 
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All the names of questions as well as the offered items to be chosen in each question are described 

to make analysis of data later easier. 

Remember that all the closed questions have predefined answers which are coded by numbers. 

Always enter this number in the appropriate place when inputing the data and not the text which 

goes with it.  

Non-response 

For achieving high quality results from the survey, it is crucial to get as much response from the 

respondents as possible. However, even when we post the pre-contact letter, we make phone 

contact, we may not get the respondent interested in the interview. It may also happen that the 

respondent is unwilling to finish the interview so that results are not adequate. There may also be 

cases when the firm is no longer located at the address from the list of firms in the sample. By good 

communication with the employer, the risk of high non-response can be minimized. It is always one 

persons who should communicate with the employer and not several so that a good working 

relationship can be established. 

Coding and standardizing names of tasks and competences 

In the survey we have two types of coding which has to be undertaken before data input and 

analysis of the results. The first type of coding is by using classifications while the other is linked to 

standardization of employers’ answers so they can be grouped and frequencies of answers 

calculated.  

Using classifications for coding 

As described above, there are several items which need to be coded and these codes entered into 

the input template. The following are the questions which need to be coded with their appropriate 

classifications: 

Question Classification Source 

7 Municipality Classification of Kosovo 

municipalities 

Annex 2 

8 Economic sector based on 

how the enterprize is 

registered 

NACE – National classification 

of economic activities 

Annex 3 

9 Name and code of 

occupation being analysed 

ISCO 88 – National classification 

of occupations 

Resource pack - DATA 

10 Alternative NACE code NACE – National classification Annex 3 



 

 

of economic activities  

0   Code of the firm in the 

box to be filled in after the 

interview 

Internal coding of firms in the 

input template 

Input template 

Standardizing and coding answers of employers 

Each employer uses different phrases for describing on the job tasks but in some cases they are 

refering to the same activity. In order to identify these similarities which we need for further work 

on the survey results we have to undertake the following steps: 

Step 1: Copy all the columns with tasks and competences into a separate excell sheet 

Step 2: Copy and cut each of the tasks and competences and paste them  one below the other like 

in the example (only the first couple of competences are shown) 

Q10.1 Q10.1.1 Q10.1.1W Q10.1.1F 

.. 

SLAUGHTERING, FLAYING 
AND TRIMMING 

Safety-conscious 
approach 2 1 

… 

Slaughtering animals 

Skills using sharp 
tools such as 
knifes etc 2 1 

…. 

MEAT CUTTING 

To cut meat in 
consumer sized 
pieces 2 1 

…. 

Slaughtering , removal of skin Technical skills 2 1  

Slaughtering animals , 
removal of skin 

Safety-conscious 
approach 2 1 

 

Cleaning the place befire 
slaughtering , slaughtering , 
removal of skin Physical skills 2 1 

 

The selection of meat for 
certain products Personal hygiene 2 1 

 

Slaughter of animals work experience 2 1  

….. ….. ….. …..  

Q10.2 Q10.2.1 Q10.2.1W Q10.2.1F …. 

BONING AND CUTTING THE 
MEAT 

An interest in 
meat 2 2 

 

Cutting meat Precision 2 2 

RECEIVING 
Inspecting the 
meat 2 2 

 

Removal of meet from bone , 
classification 

Knowledge of 
meet 1 2 

…. 

Classification of meat, 
removal from bones 

Knowledge of 
animal anatomy 1 2 

…. 

Removal of meat from bone 
Knowledge of 
animal anatomy 1 2 

….. 
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Meat cutting precision 2 1 …… 

The selection of meat for 
certain products 

General 
knowledge about 
meat 2 1 

….. 

Meat packing Attention to detail 2 1 …. 

Product packing To work fast 2 1  

Meat packing Detail attention 2 1  

Product packing  Working fast 2 1 … 

….. ….. ….. ….. … 

There are 5 tasks and to each task and there are 5 competences that can be added to each task. 

Each competence is linked to 2 further questions about whethere it can be learned at school (item 

1), at work (item 2) or both at school and at work (item 3). When you put all the tasks, competences 

and answers to 2 futher questions one below the other you will get all the tasks in the first column, 

the first competence will be in the second column, the question about how the competence is 

learned in the third column, and the future importance of the competence in the 4th column as show 

above. To the right of that we will have the second competence with the two further answers, 3rd , 

4th and 5th competence. All together you should have 16 columns in this sheet.  

Step 3. Once all the tasks are correctly placed, add a new first column and fill it in with the codes of 

each firm. There are 35 firms so you should have one code of firm for each row. You should have 5 

times 35 codes or in the sheet. Now you can deleate the names of columns for task 2 to task 5 since 

they are all now under a single heading.  

Code 
of 
firm  Q10.1 

Q10.1.1 

1 SLAUGHTERING, FLAYING AND TRIMMING  

2 Slaughtering animals  

3 MEAT CUTTING  

4 Slaughtering , removal of skin  

….    

35 Slaughtering , removing skin , removing meat from bones  

  Q10.2 Q10.2.1 
1 BONING AND CUTTING THE MEAT  

2 Cutting meat  

3 RECEIVING  

4 Removal of meet from bone , classification  

…..    

35 
Classification of meat and placement in refrigerator for 
cooling 

 

…..   

 Q10.3 Q10.3.1 



 

 

Once the coding of firms is done, delete the rows shaded in gray as indicated in the table above.You 

will get a list of all tasks and competences in one sheet. 

Step 4. Insert 2 new columns before the column named Codes of firms. Label one of them 

“Standardized task names” and the other Codes of task names as shown below. 

Code 
of 

firm  

Standardized task 
names 

Codes of tasks Q10.1 

1  Slaughtering animals 1 SLAUGHTERING, FLAYING AND TRIMMING 

2  Slaughtering animals 1 Slaughtering animals 

3  Cutting meat 2 MEAT CUTTING 

4  Slaughtering animals 1 Slaughtering , removal of skin 

….      

35  Slaughtering animals 1 Slaughtering , removing skin , removing meat from 
bones 

   Delete row  Q10.2 
1  Cutting meat 2 BONING AND CUTTING THE MEAT 

2  Cutting meat 2 Cutting meat 

3  Receiving meat 5 RECEIVING 

4  Cutting meat 2 Removal of meet from bone , classification 

…..      

35  Classification of meat 4 Classification of meat and placement in 
refrigerator for cooling 

Start the procedure of standardization by putting codes into the column Codes of tasks for all those 

tasks which are in fact the same. Slaughtering can get the code 1, cutting meat will get the code 2, 

receiving meat will be 3,  classification of meat will get code 4 and receiving meat will get the code 5 

as shown above. Then the task will get standardized names in the right column so that we end up 

with only 5 task names in this example. 

Step 5 In this step we turn to competences and their standardization in the same way as we did 

with the tasks. We introduce new columns before each column of competences and we proceed first 

by giving them codes and then giving them a standardized name as shown below: 

Q10 Tasks Standardized names 
Codes of 

competences Q10.2.1 
BONING AND CUTTING THE 
MEAT Interest in meat 1 An interest in meat 

Cutting meat Precision 2 Precision 

Meat cutting Precision 2 precision 

RECEIVING Knowledge about meat 3 Inspecting the meat 

Removal of meet from bone , 
classification Knowledge about meat 4 Knowledge of meet 

The selection of meat for certain 
products Knowledge about meat 4 general knowledge of meat 

Classification of meat, removal 
from bones 

Knowledge of Animal 
anatomy 5 

Knowledge of animal 
anatomy 
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Removal of meat from bone 
Knowledge of Animal 
anatomy 5 

Knowledge of animal 
anatomy 

meat packing Attention to detail 5 detail attention 

PRODUCT PACKING Manual dexterity 6 To work fast 

We have to go through all the 4 groups of competences but always making sure to use the same 

codes for similar competences and the same standardized names. In this process it is useful to write 

down all the already used codes and standardized names as we go from one column of competences 

to the other.  

Step 6 At this point we should have all the tasks and competences coded and standard names 

developed. We are now ready to combine the tasks and the competences by using the pivot table. 

We shade with the mouse the entire table and press Insert/Pivot table from the main menu. A 

separate sheet will be created in the pivot. In the first place we will list all the tasks by putting the 

variable standardized task names into the Rows field and under that we drag the original task names 

as shown below. In the Values field we choose again the Standardized task names, press the right 

klick on the mouse and choose Value field settings to be COUNT as shown below. 

 

What we get in the first column are the standardized task names and the original task names within 

them. In the second column we get the numbers of employers who have answered these questions. 

Row Labels 

Count of 
Standardize
d task 
names 

Cooling and refrigiration 17 

Clasiffication of meat and put in freezer for cooling 3 

Cleaning , wrapping  of meat and putting in refregerator 4 

Placement of meat in the refrigerator 2 

Putting meat in refrigerator for cooling 3 

Store meats in refrigerators 3 

Storing in refregerator to ensure meat is stored under food safety standards 2 

Packing and labelling the meat and products 34 

meat packing 4 

PACKAGING 4 



 

 

Packing and selling 3 

PRODUCT PACKING 20 

WRAPPING, WEIGHING AND LABELING THE PRODUCT 3 

Preparing the equipment 24 

Sharpen and adjust cutting equipment 3 

Sharping cutting equipments 3 

STERILISING THE EQUIPMENT 3 

STERILISING THE EQUIPMENT AFTER COMPLETION 15 

Processing the meat into meat products 60 

Dressing , preparing ingredients and making sausage, hot dogs , kebabs etc 3 
Dressing , preparing ingredients and making sausages and similar products using 

chopping , mixing and shaping 11 
Dressing , preparing ingredients and making sausages and similar products using 

chopping , mixing and shaping machines 2 

Drying of meat 3 

grinding meat 4 

meat fillings 3 

MEAT PROCESSING 3 

Meat processing , milling 3 

Milling , processing sausage , meat loaf etc. 3 

Milling and Processing of meat , adding ingredients , spices etc 3 

Preparation of products 11 

Preperation of products 8 
Processing of meat , milling , dressing , adding spices , making sausages , kebabs , 

hot dog etc 3 

Selling meat and meat products  15 

Customer service 3 

Customer servicing 4 

Meat selling 4 

Meat selling and money receiving 4 

Slaughtering and removing skin 41 

peeling , removal of skin 4 

Slaughtering animals 3 

Animal slaughtering 3 

Removal of skin 4 

Removal of the skin 3 

Slaughter of animals 3 

Slaughterin animals 3 

Slaughtering 3 

Slaughtering , removal of skin 3 

Slaughtering , removing skin , removing meat from bones 3 

Slaughtering animals 3 

Slaughtering animals , removal of skin 3 

Slaughtering Pork , and other animals , removal of meet from bones 3 

Supervising other butchers 4 

Supervise other butchers 4 

Boning, cutting, trimming the meat 92 

BONING AND CUTTING THE MEAT 7 
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Cutting meat 4 

Cutting meat pieces 4 

cutting process 5 

grinding meat 1 

Meat cutting 25 

OPERATING THE MACHINES THAT CUT THE MEAT 19 

Prepare and cut meat 5 

Receiving and restoring meat 2 

Removal of meat from bone 4 

Removal of meet from bone , classification 4 

Removing skin  , removing of meat from bones and classification 5 

Slaughtering and removing of skin , removing of meat from bone 4 

SLAUGHTERING, FLAYING AND TRIMMING 3 

Cleaning the premises and maintaining hygiene 31 

Cleaning the place befire slaughtering , slaughtering , removal of skin 3 

Hygiene 3 

Keep a clean environment 1 

Keeping a clean working place 3 

Keeping a healthy, clean environment 2 

Maintanance of hygiene 3 

Meintenance of hygeine 3 

Meintenance of hygiene 13 

Inspecting, selecting and classifying meat 84 

Classification of meat 4 
Classification of meat, removal from bone, washing meat and putting on the 

refregerator 4 

Classification of meat, removal from bones 4 

Classification of meat, removal from bones and putting in refrigerator 3 

Classification of mat 4 

Classification of meat 25 

Classification of meat , removal from bones 3 

Classification of meat and placement in refrigerator for cooling 4 

Cutting animal classification 14 

grinding meat 1 

RECEIVING 4 

Receiving and restoring meat 1 

The selection of meat for certain products 13 

Grand Total 402 

There were originally 402 different tasks mentioned by the employers and we have reduced them to 

10 tasks. Now we can proceed to put the standardized skills into these 10 key tasks. We do this by 

putting the column Standardized competence names in the Rows field under the Standardized task 

names. In the Values field we put column 0 and make sure that the Values field settings are set on 

Count as shown below. 



 

 

 

We now get the following table which has all the tasks and competences within them with 

frequencies of employers who declared these competence. In this way we can see which skills have 

highest frequencies of use by employers. 

Row Labels Count of Employers 

Cooling and refrigiration 17 

Inventory control 1 

Knowledge of animal anatomy and meat products 1 

Knowledge of food safety standards 1 

Knowledge of temperature regimes for storage 8 

Organization skills 1 

Physical strength 3 

Technical skills 1 

Work ethics 1 

Packing and labelling the meat and products 34 

Attention to detail 6 

Communication skills 1 

Creativity 1 

Following health and safety practices 1 

Labelling skills 3 

Numeric skills 2 

Operating packing machine 1 

Packing fresh meat 2 

Packing meat products 1 

Personal hygiene 1 

Standing for long time 10 

Working fast 5 

Preparing the equipment 24 

Attention to detail 1 

Carefulness 1 

Follow instructions and procedures 7 

Following health and safety practices 1 

Long working hours 5 

Maintain and sharpen tools and equipment 1 

Manual dexterity 2 
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Personal hyigiene 6 

Processing the meat into meat products 60 

Attention to detail 1 

Creativity 3 

Cutting skills 5 

Follow health and safety instructions 1 

Following health and safety practices 3 

Grinding meat skills 1 

Knowledge of recipes and spices 10 

Maintaining focus 1 

Making smoked meat 6 

Meat classification skills 1 

Meat processing skills 10 

Numeric skills 5 

Operate meat processing machinery 5 

Practical skills 4 

Research skills 3 

Temperature regimes 1 

Selling meat and meat products  15 

Communication skills 4 

Customer satisfaction 3 

Follow health and safety instructions 2 

Friendly attitude 1 

Motivated 1 

Respectful attitude 1 

Sales skills 2 

Working independently 1 

Slaughtering and removing skin 41 

Animal anatomy 2 

Attention to detail 1 

Cutting skills 5 

Experience 1 

Following health and safety practices 7 

Hand-eye coordination 1 

Knowledge of farm animals 1 

Physical strength 1 

Practical butchery skills 5 

Practical skills 3 

Precision  5 

Spatial awareness 3 

Team work 1 

Technical skills 4 

Working fast 1 

Supervising other butchers 4 



 

 

Leadership  1 

Organization skills 2 

Team work 1 

(blank) 4 

Attention to detail 1 

Practical skills 2 

Work ethics 1 

Boning, cutting, trimming the meat 92 

? 1 

Alertness and quick response 14 

Carefulness 1 

Cutting skills 5 

Follow health and safety instructions 10 

Good hand-eye coordination 3 

Interest in meat 1 

Knowledge of animal anatomy 5 

Knowledge of meat and meat products 2 

Manual dexterity 22 

Meat preparation skills 7 

Packaging and storage 2 

Physical strength 7 

Sharpen knives 1 

Slaughtering skills 3 

Spatial awareness 1 

Standing for long time 3 

Technical skills 4 

Cleaning the premises and maintaining hygiene 31 

Alertness and quick response 1 

Cutting skills 1 

Follow health and safety instructions 1 

Know how to clean equipment 8 

Personal hyigiene 2 

Physical strength 1 

Spatial awareness 1 

Standing for long time 1 

Use protection clothes, gloves, hats 15 

Inspecting, selecting and classifying meat 84 

Classification of meat skills 12 

Communication skills 2 

Creativity 3 

Cutting skills 16 

Follow health and safety instructions 3 

Follow instructions and procedures 2 

Hanging animals 3 

Interest in meat 2 

Knowledge of animal anatomy 6 

Knowledge of meat and meat products 5 
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Knowledge of temperature regimes for storage 1 

Meat preparation skills 1 

Organization skills 1 

Personal hygiene 2 

Personal hyigiene 1 

Physical strength 2 

Precision 1 

Precision in slaughtering 8 

Reciving and storing meat 2 

Slaughtering skills 4 

Standing for long time 1 

Technical skills 6 

Grand Total 406 

All together we have collected 406 skills but when they have been standardized their number 

decreased to 69. 

We differentiate several types of competences: factual knowledge which can be recognised as an 

answer to the question “know ……..”, occupation related skills which can be recognized when 

answering the question “know how to…..” and generic competences  which are easily transferable 

from job to job such as precision, attention to detail, team work skills, communication skills, etd.  

Fieldwork: timing, organisation and monitoring 

The organization of the survey in the fieldwork phase should be done by a coordination unit in the 

institutions undertaking the survey. For the purposes of developing occupational standards when 

only up to 30 firms should be contacted, the standard developers should have this function. On the 

other hand, if the survey is carried out as a permanent tool for understanding skills in the Ministry of 

labour and social welfare, all the survey processes should be coordinated and monitored from a 

central unit which serves and supports the fieldwork being carried out by employment services. 

Contacting the firms 

The first step should be the sending of the motivational letter which can be found in Annex 1. After 

some days have passed, the targeted firm should be called, the letter should be mentioned and a 

short resume of the letter content repeated on the phone. The person responsible for calling 

potential respondents should keep record not only of the firms which have accepted to be 

interviewed but also those who have declined. Based on this information the response rate in the 

survey will be calculated. Furthermore, if many firms are declining to be interviewed, they may have 

to be replaced by similar firms, i.e. the sample would have to be expanded.  

Depending on the sampling experience on Kosovo where many surveys have been undertaken, to 

get 15 positive responses the size of the sample may have to be 3 times bigger, at least 45 or 50. 

Within that sample we need to have large firms, medium, small and very small firms as indicated in 

the chapter on size of firm above.  



 

 

The main purpose of the phone call is to get a fixed appointment. There should be some flexibility in 

accepting those times which are suggested by the employer if possible.  

Fieldwork 

Due to frequent changes in the agreed interview times, it is important to plan the field work over a 

longer period (perhaps 1 month) in order to implement all the interviews that have been planned. 

This depends, of course, on the size of the sample and the number of enumerators. Due to the long 

average length of the interview, enumerators should not plan more than 4 interviews per day as 

they could face fatigue and lack of concentration.   

It is also recommended to input the data from the questionnaire daily, so that contact can be made 

with the respondent if necessary when the memory of the interview is still fresh. 

Data correction and analysis 

Once all the data has been input, it is time to check for errors. The first thing to check is whether 

input has been done according to inputing instructions, i.e. that the answers of each respondent are 

filled into a separate row and that the items have correctly been placed in columns where they 

belong. In close-ended questions we can check whether the entered items all fall under the required 

range. For example, in Q4 we have the following: 

Q4. In which geographic market did your enterprise sell the largest share of goods and/or 

services during the past two years? 

1. Local or regional  

2.     National 

3.     EU countries 

4.     Other countries  

By using filtering we can check if the items in the column Q4 contains numbers from 1-4 only. If the 

number is greater or 0, an input error has occurred and this error should be corrected.  

There is also the possibility that some cells should be empty due to question non-response. In this 

case put a “-“ or minus into the cell so that you do not miss the next column for data input. 

Survey report 

An example of a survey report is shown in the Resource pack by using the example of the occupation 

Butcher. This data was collected in a survey jointly implemented by the UNDP and the Alled project 

in December 2015.   

Each time a survey is carried out, such a report must be prapared and it should be accompanies by 

the database after the data input so that items can be checked and the information used for several 

different purposes after the survey.  
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Implementing Surveys https://oqi.wisc.edu/resourcelibrary/uploads/resources/Survey_Guide.pdf  

Annex 1 - Letter to be posted to the firms 

This letter should be sent to the firms in the sample. After a few days, it is necessary to call the firms, 

refer to the letter and ask for an appointment. Also suggest that the respondent should be a person 

who is very familiar with the tasks and competences in the workplace. In small firms this could be 

the owner, in larger firms it could the manager responsible for performance of workers and in very 

large firms it could be the human resouce manager who is also responsible for recruiting. 

Dear Sir/ Madam, 

The Ministry of Labour and Social Welfare / National Qualification Authority is carrying out an 

employers survey to better understand the needs of employers in terms of knowledge and skills for 

better competitiveness nationally and abroad. 

Analyses carried out by the Association of Kosovo employers and many others have shown that 

training programmes in regular and adult education sometimes do not give the graduates the right 

skills needed on the job. 

In order to make education more relevant for the world of work, we are asking employers to help us 

understand which are the main tasks, knowledge and skills which they expect from workers in their 

workplaces. 

The information which we collect from you will not be made publically available. It will be merged 

with data from other companies so that it is impossible to know what each individual firm has 

answered in the survey.  

Over the next week you will be contacted and visited by our enumerator who will ask you questions 

relating to workplaces in your firm. We are interested in the occupational group 

______________________________________. The interview will last for about 45 minutes and we 

ask you to choose a respondent who is very familiar with all the requirements for the chosen 

workplaces. 

We thank you very much in advance. Without your help it would be impossible to adjust education 

according to your needs. 

Yours respectfully, 

 

(signature of minister or head of institution carrying out the survey) 

Annex 2 – Codes of Kosovo municipalities 

This annex contains the names and codes of Kosovo districts (7) and municipalities within them. 

When inputing data from the questionnaire, please input the code of the municipality where the 

firm is registered. Do not input the code of the district.  

https://oqi.wisc.edu/resourcelibrary/uploads/resources/Survey_Guide.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Annex 3 – National Classification of 

economic activities, NACE (2007) rev. 2, 2-

digit 

This classification is used in this survey for coding the economic activity of firms in the survey 

sample. From the list of firms, find the NACE code check it in the classification below and enter it 

into the input template in column X. 

After the interview is finished, look at the answer to the question 1 (Q1) and if this answer is 

different from the economic activity you entered in column X, find the right code of this new activity 

CODE NAME 

1 FERIZAJ 

11 FERIZAJ 

12 HANI I ELEZIT 

13 KAÇANIK 

14 SHTERPCË 

15 SHTIME 

2 GJAKOVE 

21 DEÇAN 

22 GJAKOVË 

23 JUNIK 

24 RAHOVEC 

3 GJILANI 

31 GJILANI 

32 GLLOGOC 

33 KAMENICË 

34 RANILLUG 

35 VITI 

4 MITROVICA 

41 LEPOSAVIQ 

42 MITROVICË 

43 MITROVICË VERIORE 

44 SKENDERAJ 

45 VUSHTRRI 

46 ZUBIN POTOK 

47 ZVECAN 

5 PEJA 

51 ISTOG 

52 KLINË 

53 PEJË 

6 PRISHTINA 

61 FUSHË KOSOVË 

62 GRACANICA 

63 LIPJAN 

64 NOVO BERDË 

65 OBILIQ 

66 PODUJEVË 

67 PRISHTINË 

7 PRIZREN 

71 DRAGASH 

72 MALISHEVË 

73 PRIZREN 

74 SUHAREKË 
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based on the NACE classification and enter it in column XX. 

NACE rev2 
code Name of NACE economic sector 

01 Crop and animal production, hunting and related service activities 

02 Forestry and logging 

03 Fishing and aquaculture 

05 Mining of coal and lignite 

07 Mining of metal ores 

08 Other mining and quarrying 

09 Mining support service activities 

10 Manufacture of food products 

11 Manufacture of beverages 

12 Manufacture of tobacco products 

13 Manufacture of textiles 

14 Manufacture of wearing apparel 

15 Manufacture of leather and related products 

16 
Manufacture of wood and of products of wood and cork, except furniture; manufacture of 
articles of straw and plaiting materials 

17 Manufacture of paper and paper products 

18 Printing and reproduction of recorded media 

19 Manufacture of coke and refined petroleum products 

20 Manufacture of chemicals and chemical products 

21 Manufacture of basic pharmaceutical product and pharmaceutical preparations 

22 Manufacture of rubber and plastics products 

23 Manufacture of other non-metallic mineral products 

24 Manufacture of basic metals 

25 Manufacture of fabricated metal products, except machinery and equipment 

26 Manufacture of computer, electronic and optical products 

27 Manufacture of electrical equipment 

28 Manufacture of machinery and equipment n.e.c. 

29 Manufacture of motor vehicles, trailers and semi-trailers 

30 Manufacture of other transport equipment 

31 Manufacture of furniture 

32 Manufacturing n.e.c. 

33 Repair and installation of machinery and equipment 

35 Electricity, gas, steam and air conditioning supply 

36 Water collection, treatment and supply 

37 Sewerage 



 

 

38 Waste collection, treatment and disposal activities; materials recovery 

39 Remediation activities and other waste management services 

41 Construction of buildings                                                      

42 Civil engineering                                                                

43 Specialized construction activities                                                            

45 Wholesale and retail trade and repair of motor vehicles and motorcycles 

46 Wholesale trade, except of motor vehicles and motorcycles 

47 Retail trade, except of motor vehicles and motorcycles 

49 Land transport and transport via pipelines 

50 Water transport 

51 Air transport 

52 Warehousing and support activities for transportation 

53 Postal and courier activities 

55 Accommodation 

56 Food and beverage service activities 

58 Publishing activities 

59 
Motion picture, video and television programme production, sound recording and music 
publishing activities 

60 Broadcasting and programming activities 

61 Telecommunications 

62 Information technology service activities 

63 Information service activities 

64 Financial intermediation, except insurance and pension funding 

65 Insurance, reinsurance and pension funding, except compulsory social security 

66 Other financial activities 

68 Real estate activities 

69 Legal and accounting activities 

70 Activities of head offices; management consultancy activities 

71 Architecture and engineering activities; technical testing and analysis 

72 Scientific research and development  

73 Advertising and market research 

74 Other professional, scientific and technical activities 

75 Veterinary activities 

77 Rental and leasing activities 

78 Employment activities 

79 Travel agency, tour operator and other reservation service activities 

80 Security and investigation activities 

81 Services to buildings and landscape activities 



 

39 

 

82 Office administrative, office support and other business support activities 

84 Public administration and defence; compulsory social security 

85 Education 

86 Human health activities 

87 Residential care activities 

88 Social work activities without accommodation 

90 Creative, arts and entertainment activities 

91 Libraries, archives, museums and other cultural activities 

92 Gambling and betting activities 

93 Sports activities and amusement and recreation activities 

94 Activities of membership organizations 

95 Repair of computers and personal and household goods 

96 Other personal service activities 

97 Activities of households as employers of domestic personnel 

98 Undifferentiated goods- and services-producing activities of private households for own use 

99 Activities of extraterritorial organizations and bodies 

00 Other activities 

 

Annex 4 – Types of tasks (Q10) 

The list of types of tasks below should be used to remind the respondent if they have trouble 

remembering. You can say: „May I suggest some types of tasks which are usual in the workplace 

which your worker may also be responsible for?“ 

Task type Comment 

Preparation of the workplace It is often forgotten that each day usually begins 

by preparing the work place for the days work. 

This may involve very different activities for 

different jobs so make sure that the respondent 

is reminded of what these activities are 

Operational tasks These are tasks which are typical for this 

particular job. If the job is a butchers, this will 

involve: slaughtering, boning, cutting, cooling, 

preparation of meat products. They are all very 

specific to the job butcher and that is why they 

are called operational tasks 



 

 

Commercial tasks Commercial tasks relate to buying raw materials, 

equipment, and selling the product, creating 

promotive materials, events, communicating 

with customers 

Administrative tasks This task refers to keeping records about 

activities, filing reports, keeping books or 

purchases and sales, inputing data 

Organising and planning work of others These tasks are linked to organisation and 

management or one's own work but also the 

work of others. It could also involve the leading 

of teams or work groups 

Quality insurance tasks Sometimes we have a job which is mostly dealing 

with quality assurance. In this case this task 

would be operational tasks on this job. However, 

if other workers have some responsibilities to do 

with quality assurance, these should be named. 

For example, monitoring work results for quality 

assurance purposes 

Environment and safety tasks Taking care of waste disposal from the 

production process is an environment related 

activity. Safety at work could also be the 

responsibility of each worker such as checking all 

the safety precautions before the start of work 

Research, innovation and analytical tasks These tasks are not always present in jobs which 

require secondary or below secondary education 

and they involve activities like monitoring the 

product market for price changes, researching 

some new products, innovation in processess, 

etc. 

It is important to note that for our purposes OPERATIONAL TASKS are the most important since they 

are the core activities in any particular occupation. Therefore, these additional tasks should be 

mentioned only if you feel that there is adequat time after you have received enough answers for 

operational tasks. You could, for example, come back to this question if you have time after the 

intervju and if your respondent is interested in proceeding.  

Annex 5 – Example of a survey report  

Introduction 

Describe the objectives of the survey, who implemented it, when the survey took place, in which 
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regions and municipalities, etc. 

This survey was conducted to analyse the tasks and competences (knowledge and skills) needed on 

the job which corresponds to the occupation Butcher. The survey was carried out by 

_________________________ (name the institution) from ______________ to __________of the 

year 201_. The purpose of the survey was to ______________________________________ (develop 

the occupational standard for butcher, improve mediation and vocational guidance for this 

occupation, update the National classification of occupations). 

The Sample 

Describe the process of identifying the occupational group to which the chosen occupation belongs, 

and the economic sectors which employ these occupations from the Labour forces survey. Also show 

which detailed economic sectors are relevant for the chosen occupation and this will represent the 

sample framework. 

List the firms from the sample, the economic sector where they belong, and the number of 

employed by using the data from the database.  

Table 1 – Firms in the sample by region, size and economic sector 

Firm name 
(COLUMN 4) 

Region 
(COLUMN 

7) 

Numb

er of 

emplo

yees 

(Q2) 

Number 

or 

women 

employ

ees (Q3) 

Number 

of 

employee

s in 

chosen 

job (Q5) 

Number 

of 

women in 

chosen 

job (Q6) 

Economic 

sector 

(COLUMN10) 

Market 

orientati

on 

(Q4) 

        

        

        

 

About the job 

• Describe the purpose of the job and its function from column 17 

• Copy the description of this job from the ILO on the basis of the ISCO code provided in the 

sheet ISCO88-KOS.  Use the site 

http://www.ilo.org/public/english/bureau/stat/isco/isco88/3117.htm  

• Describe the % of employers who employed new workers in this job over the last 12 months 

(Q7) 

• Describe the level of education employers require for this job (Q8) 

http://www.ilo.org/public/english/bureau/stat/isco/isco88/3117.htm


 

 

Table 2 – education level required by employers for the job of butcher 

Level of education % of employers Comment 

Primary school   

Secondary general   

Secondary vocational   

University or higher   

On-the job training   

Describe the into in the table. 

• How many months are needed to be able to work on the job with required performance 

(Q9) 

Table 3 – Duration of initial on-the-job training for butcher 

Duration of initial training % of employers 

0 – 1 month  

2 – 3 months  

4 – 6 months  

7 – 12 months  

More than 12 months  

Comment the table above. 

Module 2: Tasks and competences on the job 

In order to list the number of tasks is is necessary to standardize the given answers. For example, 

some employers have said slaughtering animals, others slaughtering and skinning, others have used 

some other word. We have to look at similar or same answers and give them a standardized name6. 

When that is done we calculate the frequency of answers per standardized task and list them in 

table 4. 

Table 4 – Listing main tasks on the job  

Main tasks on the job Frequency of answer by employers, % 

                                                           

6 This process is described in detail in the Guideline for developing and verifying occupational standards which 
can be found in he Resource pack, pg. 4. 
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 Most frequent competences within each task  

Competences Frequency of answer by employers, % 

  

  

  

 

Annex 6 – Descriptions of occupations from ISCO88 and ISCO08 

International definition of the occupation 

(The description of the occupations can be accessed on the site of the International Labour 

Organisation, ILO http://www.ilo.org/public/english/bureau/stat/isco/isco88/major.htm Use 

descriptions for ISCO88 and ISCO 08 and note their different codes).  

Butchers belong to the occupational unit group 7411 Butchers fishmongers and related food 

preparers. In the description of this group from ISCO88 we have the following: 

http://www.ilo.org/public/english/bureau/stat/isco/isco88/major.htm


 

 

 

Alteratively we have the following description from ISCO08 where we note a change of code from 

7411 to 7511: 
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Description of tasks of Butcher from O*Net - https://www.onetonline.org/link/summary/51-3021.00 

together with a very detailed description of needed knowledge, skills and generic competences. 

 

https://www.onetonline.org/link/summary/51-3021.00

