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INTRODUCTIOR

Surveys of office worker salaries were conducted by the Bureau of Labor Statistics in
more than a score of large citles during 1948-49, The survey program provides for anmual resurveys
in a major city in each of 5 broad geographic areas. These cities are Atlanta, Boston, Chicago,
Los Angeles, and New York., Initial surveys will be conducted each year in another 5 important
cities, To the extent that resources permit, salary dats will also be brought up-to-date in a few
cltles last covered 2 or 3 years earlier,

These surveys are designed to provide salary data for selected office occupations on a
croas-industry basis, Data are also obtained on supplementary benefits, such as vacations, holi-
days, sick leave, and insurance and pension plans, Salary and related data are provided wherever
possible for individual industry divisioms.

The Indianspolis study was prepared inthe Bureau's Division of Wage Statistics by George
E. Votava, Regional Wage Analyst, Region IV, Chicago, Illinois. The planning and central direction
of the program was the responsibility of Toivo P. Kanninen and Louis E, Badenhoop under the general
supervision of Harry Ober, Chief of the Branch of Industry Wage Studies.
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SALARTES OF OFFICE WORKERS IN INDIANAPOLIS, INDIANA, JANUARY 1950 1/

Salaries

Average weekly salaries of women general stenographers and clerk-typists, numerically by
fer the most jmportant job groups studied in Indianapolis, were $4li and $37, respectively, in Jan-
uary 1950, Pates in excess of $45 were recorded for pay-roll clerks, bockkeeping-machine oper-
ators (class A), technical stenographers, and hand bookkeepers, the latter averaging $54, top pay
for women among the 22 categories of office work for which data are presented in this report (table
1). The lowest-paid women were employed in routine filing work at $34.50 a week, and as office
girls, at a $32 average salary.

Men were employed In substantial numbers in the accounting clerk, order clerk, and general
clerk categories, An average of $50 was paid to accounting clerks and men in the other 2 jobs
averaged $55.50. Amongthe 6 jobs for which data could be reported for men office workers, average
salaries ranged from a high of $58,50 for hand bookkespers to a low of $32.50 for office boys.

Comparison of average salaries paid in typical office jobs among 6 broad industry divi-
siong covered in the study revealed an earnings advantage for workers employed in offices of manu-
facturing and wholesale trade establishments, To the extent that valid comparisons could be made,
salaries in the transportation, communication, and other public wutilities division were usually
also above the all-industry salary levels.,

Salary rates varied widely in individual jobs reflecting in part, inter-industry differ-
ences in pay practices. The range of rates among men workers were generally greater than among
women workers in the same Jobs, In the bookkeeper job, for example, salaries of individual men
workers ranged from $40 to $110 whereas women'’s rates ranged from $35 to less than $85 (table 2),
Despite the apparent scatter of salary rates pald to individuals, rates for a large percentage of
workers In most Jobs were grouped within rather narrow limits, More than half of the women general
stenographers were paid between $35 and $45 a week and nine-tenths of the office girls were grouped
in the $27.50 - $37.50 salary bracket,

Although salaries for clerical workers are generally expressed in monthly or weekly terms,
the Bureau converted the salaries to hourly rates to allow for differences in the length of the
workweek, The inter-industry differences noted in salary levels are somewhat narrower wiien meas-
ured by average hourly earnings because of differences in the average weekly scheduled hours of
work. In the general stenographer job, for example, workers in wholesale trade establishments
averaged $1 more a week than the compareble group in the finance, insurance, and real estate divi-
sion; on an hourly basis, however, stenographers in the latter division averaged L-cents higher
pay due to a shorter average workweek,

SUPPLEMENTARY WAGE PRACTICES

Work schedules

Although work schedules varied considerably among the industries studied, the kO-hour,
5-day workweek was by far the most common schedule in Indianapolis offices in January 1950, A fifth
of the women office workers in wholesale trade worked on a kli-hour, 5%-day schedule (tables 3
and L), An estimated 45 percent of the women workers in finance, insurance, and real estate
worked less than 40 hours a week,

l/ See Appendix A for discussion of scope and method of survey,
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Pald vacations

Virtually all establishments visited reported formal provisions for paid vacations for
office workers, Half the employees were in offices granting at least 1 week after 6 months of ser-
vice and most workers received 2 weeks with pay after a year of service (table 5), Three-fourths
or more of the office workers In each industry division received 2 weeks after 2 years of service.

Pald holidays

Indianapolis office workers, with few exceptions, received 6 or more pald holidays. The
most liberal policles were reported in the finance, insurance, and real estate divislion in which
more than a third of the office workers were granted 11 or more pald holidays (table 6).

Pald sick leave

A fourth of the workers were employed in offices having formal provisions for sick leave
vith pay after 6 months' service. A substantially larger proportion of the office labor force was
eligible for paild sick leave after completing 5 years of service (table 7)., Sick leave granted on
an informal basis as reported by many employers is not included in these estimates,

Nonproduction bonuses

Employers of more than half the office workers in the 6 broad industry divisions supple-
mented basic pay with a nonproduction bonus, typically in the form of a Christmas or year-end pay-
ment, As 1n most citlies surveyed by the Bureau of labor Statistics, bonus payments were most prev-
alent in retail trade (table 8).

Insurance and pension plans

Fstablishments employing nine-tenths of Indianapolis office workers provided some type
of Insurance or pension plan for which the firms paild at least part of the premiums, Life insur-
ance plans were the most prevalent of the various types reported in each industry division (table 9).

Retirement pension plans were reported by establishments accounting for half of the
office workers, Among the individual industry divisions, however, the proportion of office workers
in establishments with such plans ranged from a fourth in the service industries to four-fifths in
transportation, communication, and other public utilities,
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PABLE 1,~-Salaries 1/ and weekly scheduled hours of work for selected office occupations in

Indianapolis, Ind., by industry division, January 1950
Estimated Average — Median
Sex, occupation, and industry mmber Weekly
> 7 aivision 2/ of Heskly | scheduled | HOWLY | yeolay
workers | 8287 | hours ra salary
Moy
Bookkeepers, hand 4/ eesecccecccce 92 $58.50 | 41.0 $1.43 | $55.00
Wholesale trade esvvesscscssrce 35 56om 4305 1-29 53-50
Clorks, aceounting 4/ .ceeecsececes 404 50.00 40.0 1.25 49.50
Mamufacturing eeseevceccccsces 165 55.00 40.0 1.38 55,00
Wholesale trade 0scecos0sccnone 93 4—8-50 41.5 1017 45-00
Finance, insurance, and real
esta% [ E RN RERENENENENNENXENNENNXN] 76 42050 39.0 ltw 41.50
Transportation, communication,
and other public utilities . 48 49,50 40.0 1.2 48.50
Clgrkg, gegrg y Ssenesesosesnce %3 55050 4»0'0 1039 56.m
Hanufact‘mim [ XN R RN NN ENENENNN XN} 151 58.” 4000 1046 59.%
Finance, insurance, and real
estate 8006000000000 000000000 M 56‘50 w'o 1'41 56’w
Clerksy ordeT 4/ eeecscssssscansas 279 55.50 41.5 1.34 55,00
Manufacturing seeececececocess 57 59.50 40,0 1.49 58.00
Wholesale trade ..cecocovcncee 22 54,00 42,0 1.29 53.50
Glgrks, Eﬂ rol_l.y se0ccsssccssse 52 52000 1&0-5 1028 52-00
mnu-factm.ing ®ososs00s00s00s0e 38 49.00 40.0 1.23 47.00
OFffice DOYB 4/ eccesesccessceccase 135 32,50 | 39.5 .82 | 32.00
Manufacturing co.eeeccccccsees 49 32,00 | 40.0 .80 31.50
Finance, insurance, and real
esta“ POV VOSSO ILOIOIOIOLIRIQOSEISEOIEN 54 32'm ”.O .82 32.00
[ E NN E X NNNENNENEENRENNEREXN] 186 39.w 40.5 .96 w.m
Wholesale trade cececercscoces 40 42,00 41,0 1.02 40,50
Transportation, commnication,
and other public utilities . 28 41,50 40,0 1.04 42,00
BAChiP®) e.cvivsccrescecccccanse 42 39.50 40.0 «9 39.00
y XY R XA NN NN RN ] 158 540(” IPOOO 1035 52000
Mamifacturing ecececesccscsces 46 59.00 | 40.0 1.48 | 60.00
Finance, insurance, and real
est&% IXE X RNEERENFN N R NREEENENN] 51 53.m 39'0 1.36 47"00
semws AR NN NN NN RN RN NN NN 27 50050 3900 108 52050

Salary range
of middle
50 percent

of workers

$51.00 - $63.00
52,00 - 62,00

&'w - 57000
50,00 - 61,00
41-50 - 54.00
35.00 = 49.50
45000 - 51(..&

47,50 = 63,00
53.50 ~ 64.50

48,00 ~ 63,50
1&8.00 - 60.00
550m - 66.00
47,50 - 58,50

45-00 - 57.00
42.50 -~ 54,00

30,00 - 36.00
28.50 - 35050

29,50 - 36.00

35,00 - 42,00
39.50 - 49.50

40.00 = 44.00

380w - 43000

44.50 - 60,00
48.00 - 68,00

1&0.00 - 59000
44,50 -« 54,50

See footnotes at end of table.
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TABLE 1,--Salaries 1/ and weekly scheduled hours of work for selected office occupations in
Indianapolis, Ind,, by industry division, January 1950 - Continued

. “[Estimated Average - Median [Salary range
Sex, occupation, and industry number Weekly of middle
division 2/ of Y;:;k]y scheduled H:ftiy weekly | 50 percent
workers %Y | hours | of workers
Women - Continued
Finance, insurance, and real
estate Peosserssesasttreveves 38 45550 3805 1-18 %'m [&3-50 - 48050
Bookke hine rators,
°l§8§ B G9ves0ersoscsccsccrr vy 1088 38'50 16000 o% 38¢m 34‘050" 42050
Manufactwing X R E RN EENENRNE R 14'0 1&1050 4000 1-04 41.50 38,00 - 45.00
Wholesale trade e.eecececsecsces 102 .5 41.5 1.00 42,00 | 39.50 - 44.00
Retail t’rade eve00resessessnee 4'6 38050 1&0.5 095 38-m 350w - 62.00
Finance, insurance, and real
estate s eossvesrseesonessen 180 350(” 3905 089 34.50 32.% - 37.00
C. ating. b orator
Camptometer type 449 44.50 40,0 1.1 44.00 | 40,00 - 48,00
Manufactur'ing eeeececcecsocccs 143 47,00 | 40,0 1.18 | 46,50 | 43,00 - 51,50
Wholesale trade ®ecvesveccsesce 116 44-50 10000 1011 14—5050 wow - 48-00
Ret&il trade Gevs 000t ossersev e 11&5 4-2.m 3900 1008 chm 380m - 10-5-“)
Transportation, commmnication,
and other publiec utilities . 34 43,00 40,0 1.08 42,00 | 37,00 = 47,50
culat e rator
%other than (!Jgtcmeter tmg) yvg 76 40,00 40,0 1,00 39,00 | 37,00 - 43,00
BOTUrING eececccescsccsss 40 41,00 40,0 1,03 39.50 | 37.50 = 45.00
Pinance, insurance, and real
08tate ...ccccc0000000000000 26 ”ow 39.0 low 39-50 34'50 - LBOW
Clerks, accounting 4/ eecoscecesce 698 42.00 40,0 1.05 41,50 | 36.50 - 47.50
MUfQCtllring ®00fesseveensces 213 45.00 41.0 1.10 450w 40.00 - 50.00
Wholeﬂa.le trade evevvessessvce 98 41050 4005 1-02 41050 38-w - “'m
Retail trade seeeeesecscccsees 68 40.50 40,0 1.01 40,00 | 38,00 = 44.00
Finance, insurance, and real
estate ®ecessvtoenvessesvece 230 390w 39.0 1ow 380w 34-50 - lbzow
Transportation, communication,
and other public utilities ., 50 48,00 40.0 1.20 49.00 | 46,00 - 52,00
Clgrks. fug. 91388 A y esosrecce 109 38-m 39-5 096 37050 34-50 - 39'50
Manufacturing .ececescecccecce 28 40,50 40.0 1.01 39.00 | 37.50 - 45,50
Finance, insurance, and real
estate eesosnsessossevasvene 47 36-50 38.5 -95 37-m 34050 - 38050
Clerks, file, ¢lass B4/ seveecens 491 34,50 | 40.0 .8 | 33.50| 30,00 - 36,00
MUf&ctm'ing es000s 000000000 96 36-” 40.0 091 36000 35-m - 40000
Wh()lesale trade esss0ssecrrsree a) 39v5° Al-o -% 340% 330m - 1;2.50
Finance, insurance, and real
estate R Ry 193 320w 39-5 .81 320% 29-50 - 3‘&-50

See footnotes at end of table,
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TABLE 1.--Salaries 1/ and weekly scheduled hours of work for selected office occupations in
Indianapolis, Ind., by industry division, January 1950 - Continued

Estimated Average - Megi/an Salary range
Sex, occupation, and industry number Weekly of middle
* 7 divisien 2/ of Weekly | heduled | HOLY | yeekly | 50 percent

workers | S8V | hoyrs | T8% |sqlery | of workers

Women ~ Continued

Clerks, generg y vecceesescssine 291 $4—5¢m 39.5 $1ou $M-50 $38l50 - $50050
Finance, insurance, and real

estate sevs0sesssesetsstsccsn 86 IQ»BOw 3800 1013 1&3-00 36050 - 1!—7-50
Clerks, order 4/ eeveeesssrescnes 204 41.50 | 40.0 1,04 | 41,00 | 36,00 - 45.00
Manufacturing ceeecesesoeccens 84 44,50 40,0 .11 42,50 | 40,00 - 48.50
Clerksg 252 rgll _1*/ deoeseceserscse 316 46000 40-0 1n15 45.00 thoo - 49'00
Manufacturing s.oeeceeeecvases 187 46,00 40,0 1.15 45.00 | 42,00 -« £9.00
Wholesale trade eeovevenocenve 33 50050 4000 1026 4'6050 4—2.00 - 59.50
Retail trade @0 senstese sy 47 42000 4-0.0 1005 44.00 38.w - A50w
Transportation, communication,
and other public utilities , 28 45.50 40.0 1.4 45.00 | 43.00 - 48,50
g_gzk_-m.’!_-i‘tﬁm................n. 1,4@ 370m 3905 094 36000 33000" 1&0000
M&JIUfB'GtUI‘iDg #6000 ce0c0 0060000 625 38.00 40.0 .95 37.50 35.00 - 40'00
Wholesale trade secececsccecss 111 41,00 40.5 1.01 37.00 | 35,50 = 49,00
Retall trade .cecevecscocsones 60 37.00 40,0 93 | 36.00 | 34.00 - 40,00
Finance, insurance, and real
e8tate civirieresnncisininns 514 34.50 39.0 .88 33.50 | 31.00 - 37,00
Transportation, communication,
and other public utilities . 58 40,50 | 40.0 1.01 | 39,00 | 37.00 = 42.50
Servj-ces Bevesrevctecencorrre s 41 36000 4000 .90 35000 32050 - 38.50
Office ZIT)B sevesccaconroesvesnne 70 32.00 40.0 .80 31.00 { 30.00 - 34.00
Stenographers, general ciseeceecss | 1,448 44,00 40,0 1.10 43.50 | 40,00 - 48,50
Manuf&cturing sesssses s 598 45.50 40-0 1.4 45.00 40,50 - 50,00
Wholesale trade .eeeeecesceses 201 43.50 41.5 1.05 42,00 | 39.50 -« 47.00
Retail trade .eieeececsacenaes 1 41,00 | 40.0 1.03 | 40.00 | 37.50 - 44.00
Finance, insurance, and real :
estalte civiceersaceracraaane 364 42,50 39.0 1.09 41,50 | 38,00 - 46,00
Transportation, eommunication,
and other public utilities . 8 47.50 | 40,0 1.19 48,50 | 43.00 - 58,00
SOrVICES seesccccvescacnsesean 93 44..50 39.5 1.13 44,00 | 40,00 « 46,50
5 4 2 x i
Stenographers, technical 4/ «..... 132 | 50,00 40,0 1.25 49,50 | 45.00 - 53,00
Manufacturing sieeevevescecene 92 50,50 40,0 1.26 50,00 { 45.00 - 54,00
Switchboard operators 4/ eececeses 157 40.00 | 41.0 .98 | 40,00 | 37,00 - 43.00
Manufacturing ..eeeeceesevcces 48 44,,00 40.0 1.10 42,00 | 40,00 - 49.00
Wholesale trade eeeonvsnnsonase 34 39050 4200 091& 4—1050 37'00 - Mom
Retall trade coveveceasccnseee 27 39.00 40,0 .98 40,00 | 37,00 = 42,00
Switchboard operator-
receptionists Z7 cecsesncsssnane 214 39.00 40,0 .98 38,00 { 35.00 - 41.50
Manufacturing esseevecvscecnsne 87 40,50 40,0 1.01 37.50 | 37.50 - 43.00
Wholesale trade seeesessccecss 40 37.50 40.5 .93 38,50 | 35.00 - 29,50
Finance, insurance, and real
estate Sec9sscentrversncnsv 43 36050 38.5 095 37lm 31!w" 39050

See footnotes at end of table,
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TABLE 1,-~Salaries 1/ and weekly scheduled hours of work for selected office occupations in
Indianapolis, Ind., by industry division, Jamuary 1950 - Continued

Estimated Average - Median | Salary range
Sex, occupation, and industry number Weekly of middle
’ divisi:m 2/ of :Zikly scheduled H;:ré.y weekly | 50 percent
workers ary hours_ salsry | of workers
Women - Continued
Transcribing-machine operators,
general 4/ cevevieercrercescnses 209 $40.00 | 40.0 $1.00 |$40.00 |$36.50 - $43.50
Manufacturing ..ceecesecesccccs 84 42,50 40,0 1,06 42,00 | 40,00 - 45.00
Wholesale trade .....ccco0c0ees 31 42,00 41.5 1.01 42,00 } 40,00 - 43,50
Finance, insurance, and real
eState Sesesersrssertecnsnee 76 36-50 3900 0910 37.00 33o50 - 39050
Typists, €1ass A 4/ ceeeecscersens 169 45,00 1 40,0 1.13 | 46.50 | 38.00 - 50.50
Finance, insurance, and real
estate Se0evrreesacsssrseenie 78 41050 39-5 1005 lllaw 37000- 47-00
I!Eists. claSE B A/ evscscrarsassse 560 37050 4000 -94 37-00 BL»Ow - 1}0050
Mmufact‘n‘ing ®ecvessssesscnns 108 39.00 40-0 098 38.50 35000 - 42050
Wholesale trade ..cceecececsse 101l 40,50 41.0 99 41,00 | 37.00 - 44,00
Finance, insurance, and real
estate secveercncvcicoccoces 172 35.00 39.5 .89 35,00 | 32,00 - 38,50
Transportation, communication,
and other public utilities . 57 .50 | 40.0 .9 39.00 | 36,00 - 42,00

1/ Excludes pay for overtime,

2/ The study covered representative manufacturing and retail trade establishments and trans-
portation (except railroads), communication, heat, light and power companies with over 100 work-
ers; and establishments with more than 25 workers in wholesale trade, finance, real estate,
insurance, and selected service industries (business service; such professional services as
engineering, architectural, accounting, auditing, and bookkeeping firms; motion pictures; and
nonprofit membership organizations).

Value above and below which half of workers! salaries fell,

4/ Includes data for industry divisions not shown separately.
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TABLE 2,--Percentage distribution ot workers in selected office occupations by weekly salaries 1/
in Indienapolis, Ind,, January 1950

Percent of men -

. Book Clerks s
esdy siasies ¥ | weopes, |sccomnts | Serkey | e | eney | octsoe
hand ing N
$20000 - 32204-9 00009000cs0000s00000 - - - - - -
$2205O - $24099 5000000000000 000000 - - - - - 7.4
325000 - 327.49 @080 0ssse0sROBOONOS - - d - - .7
$27050 - 329099 ®0000000000000080000 - 1.0 - - - 15.6
$30.00 - $32049 8900000000000 000000 - .7 0.4 - - 2907
$32050 - 834099 00000000 ORILIRIIRNIESS - 302 b - - 14.8
$35000 - $37049 ®0eeDOOIBIBOIIOINIIENILS - IO-QS 203 0.7 - 18.5
$37.50 - $39.99 G020 ssvsssssssserep - 2.7 2.7 1.4 - 5.9
340.00 b $4204—9 9090000000 0cs00s0RS 202 1307 800 4.3 508 3.7
$42050 - 344099 ®essccsetscsnctessoe - 702 2.7 6.5 15o/+ 1-5
$45000 - $47049 S00sssesssevssssosse 1502 804 8.4 5.7 17-3 1.5
$47050 - $49‘99 ®0csenvcssssescess e lol 8.7 6.5 9.7 1.9 -
$50.00 - 352049 @000000 000008000000 l/.,.l 10'9 5-3 1209 150/+ .7
$52.50 - $54099 ®0000cs0esnsecrccen 1200 6.9 7-6 6.8 77 -
$55.00 - @57./4'9 ®0ecsensssrncsacees 6.5 8.9 12.[0 16.2 13.5 -
$57.50 - $59.99 oooo.oa‘.c--.no.-o.o 6.5 609 807 1004 - -
360000 - $62049 ®00000B0s0 000000008 1401 4—'7 8.0 /&.3 13.5 had
$62050 - @64~99 esss0eceersscscns 3.3 4.7 10.2 6.1 1.9 -
565000 - $67049 9000 csssssssncssenee 706 07 409 500 308 -
$67'50 - $69099 00c00ssnecrssenss 303 3.5 8.4 1.8 3.8 -
870000 - 372049 900000000000 0000000 504 100 1.9 2.9 - -
$72050 - $74099 G0ccossonvesssncend - 102 . 1-4 - -
$75.00 - $79.99 ®0eevcsvscsssssacen 5.4 05 .8 l.l [ -
380000 - $84-99 Gesecsccnesacsnssnce - - - .7 - -
$85000 had $89.99 9000000 OBRGIOQEIBOERIOISDY - - Lo l./+ - -
390.00 - $94099 se0ssscssssscncssse - - - - - -
$95.00 - 399099 ®0escncccoscsnnssses 1.1 - - - - -
$100.00 and over 0ee0cencsccrctorotrd 2.2 - - -7 - -
Total ®00s0000000ccs00s0r 10000 10000 100.0 100.0 100.0 100,0
Estimated mumber of workers ceceeces 92 404 263 279 52 135
Average weekly 8818y 1/ eesecesces $58.50 $50,00 | $55.50 | $55.50 | $52.00 $32.50

See footnote et end of table,
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TABLE 2,-—-Percentage distribution of workers in selected office occupations by weekly salaries ;/
in Indianapolis, Ind,, January 1950 =~ Continued

Percent of women -
Billers Bookkeep~ |Bookkeep- [Calculating- alcu.gﬁting-
? | Book~ ing= ing- machine machine
Weekly salaries 1/ machine ng operators
: (billing [KECPETS, machine machine operators (other than
chine) hand operators, [operators, |(Comptometer Comotomet
class A class B type) omE omi er
inoae
$2OOOO - $22¢49 ®e0s0essssenn - - - - - -
$22050 - $24099 ®08css0s0ns00 - bad - - - -
$25.OO - $27.49 ®s0000000s00 - - - - - -
$27050 - $29¢99 88000 sc00nsoe - - - 1.4 L -
$30000 - $32049 ®s00scscacses 20.4 - - 11.7 0.4 -
$32.50 - $31+o99 essvesseceses | 43 - - U3 Lo7 Q.2
$35.00 - $37049 [ FE TN NN NNNRNY ] 12.[& 103 103 16.2 607 23.8
837,50 = $39499 svesscccceces | 1244 6 749 15.0 10,9 18,4
$40400 ~ $42.49 eeevseescanee | 30,7 1.4 942 15.6 17.8 21,1
$42050 - $M099 ®ccassconcnny 9.1 1207 9.2 llol 908 309
345000 “$4704—9 See00s0000000 05 507 1701 700 21.2 10.5
$/+7.50 - $49.99 000600 ss0 00N 5.9 700 1095 4.7 u.l 11.8
350000 - $52049 SReveecscsone 1.6 1104 18.4 1.6 4.5 1.3
$5205O hnd $54.99 eoesevscnsees 202 6.3 6.6 1.4 8.7 -
$55o00 - 357049 [ XX TSR NN ] - 5-7 5.3 - 1.8 [d
$57050 - $59-99 [ XYY SR NNRY Y X ] - lool 13.2 - .7 -
$60u00 - 5562049 Geevsssccccen - 7.6 - - 09 -
$6205O - $64099 Gecesevnsccer - - - - .4 -
$65'00 bt 367049 [IX XYY EREN XY X ] - 5-7 - [nd .2 -
$6705O - $69099 9e0000sc0vene - 06 - - - -
370000 - $72049 ®00800000s0d0 05 802 103 - 02 -
$72n50 - $74l99 [ XX XXX R YR Y ] - - - - hnd -
$75'00 - $79099 ®s0c0s0snncee - - - bt - -
$80000 - $84099 eesovesccaces - 5.7 - - - -
385'00 - $89099 000800000000 - - - - - -
$90000 - $911—.99 eesscsscvnsce - - - - - -
595000 - $99099 ®0s000ssseese - - - - - -
$100000 and OVEr' qeesssececee - - - - - -
TOtal (IR XX RN NN NN 10000 100.0 10000 loo.o lO0.0 100.0
Estimated mmber of workers , | 186 158 76 488 449 76
Average week_'ly salary y voee $39000 $54-OO $48050 $38050 $44.50 $40t00

See footnote at end of table,
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TABLE 2.—-Percentage distribution of workers in selected office occupations by weekly salaries 1/
in Indianapolis, Ind,, January 1950 - Continued

Percent of women =
Clerks, lerks, {Clerks,
Weekly selaries 1/ 1o s Clerks,|Clerks, | Clerks,| Clerk-|0ffice
ac;ount— c{ig:’ A cizi:’B general| order (pay rollltypists| girls
$20000 -$22.49 [ XXX XX R NN R NN ] - - - - - - g -
$22-5O "324.99 ®9csvcsesccsene - - - - - - - -
525-00 -$27049 Gssnssescssscee - - - - - - - -
$27-50 - 329.99 [ I RN RN NNRNYY 106 — 1106 - - - 5.1 17.1
330000 - 632-14»9 600000 scoenons 5.9 1001 2901 007 1108 0.6 15.3 MoB
332050 - 634099 Gessesecscosean 909 1605 2002 809 409 06 1601 15'7
$35.00 = £37449 seesneccrcnnnns 845 21.2 | 21.6 8.9 | 17.1 5.7 | 22,1 | 12,9
337,50 = $39499 secececccsccnas 11,3 31.2 6.7 11.0 8.8 842 13.3 741
$40000 - $l+20149 @s000cess00e0se 1805 604 601 11.4 1801 15.9 13.5 2-9
$[02-50 od ;344.99 Geccsececsesnee 10.6 108 3-3 1007 1307 16-2 5.7 -
545.00 - :347049 ®ssssssscsvcace 7-2 208 06 9.3 6.4 18.4 3.1 -
'347.50 - 649.99 ®eocenrvccccnses llao 6.4 .8 11.4 6.4 11.4 3.6 -
$50.00 - $52a49 ®sceesessvsscsse 7.3 9 - 10.3 4-4 4-1 103 -
$52l50 - $54099 ®006sc0r00000000 207 09 - 508 1.5 3.8 ol -
355000 - $5701&9 ®ececcessscescee 106 -9 - 6.5 105 4.4 01 -
657.50 - $59.99 ®00sscccsocssos 03 09 - 104 05 501 02 -
$6Ot00 - $62049 @ecceecscnoscreid 1.3 - - 104 359 205 04 -
$62¢5O - 364099 ®sescsssssssnsse 200 - - 1.7 - 2.2 .1 -
$65'OO - 3670109 Ss0cssosvsnnson 03 - - -3 1.0 - - -
$67.50 "069.99 ®eaccsevnscecsens had - - 03 - 09 - hed
$70000"$72.49 ®esscsssnntoncoe - - - - - - - -
$72-50 - %.74'99 @essscevscsrnse - - - - - - - -
375400 = $79.99 seeeeecccsncens - - - - - - - -
$80100-$84.99 ®essn0000csnvee - - - - - - - -
685l00 "$89.99 ®00000000s00000 - - - - - - - -
390-00 -394.99 Gesoons0000s000 - - - - - - - -
2’95.00 - $99.99 @sess00svs0sene - - Ll - - - - -
$100o00 and OVET' qes00escsvscce hoed houd - - hand - - -
Tot8l eeesssecrssecss | 1000 100,0 | 10040 ] 100,0 | 100,0 100,0§ 100,0 |100,0
Estimated number of workers ... | 698 109 491 291 204 316 | 1,409 70
Average weekly salary y XYY RY] $42.00 $38.00| $34.50 | $45.00 $4—1u50 $46,00 | $37.00 {$32.00

‘See footnote at end of table,
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TABLE » ~-Percentage distribution of workers in selected office occupations by weekly salaries Y
in Indianapolis, Ind,., Jamuary 1950 = Continued

Percent of women =
Switche
Switch- Tran-
. Stenog= {Stenog= board scribing-
Weekly salaries 1/ raghers, [raphers, board operator= | machine Tﬁistz’ Tcyl?:t;’
general |technical °£:m" reception-|operators, class 8
re ists _general
$20000 - $22049 60008 cc0ssncsce - - - - - - -
$22050 - $24099 [ XXX XY E Y] - - - - - - -
$25000 - $27049 9000csscsvccoce - - - - - - -
$27050 - $29099 o908 008060000S 006 had 405 208 507 - 6.4
$30000 - $32049 8000000000000 105 - 6.4 506 05 306 707
$32050 - 334.99 e9s00080s80000 3-6 - 7.6 903 901 - 1504
$35000 - $37‘l!-9 8060000002000 00 709 0.8 ]3'4 17|3 10.5 16.6 2101
$37-50 - 339.99 eevsceconcsnce 1008 08 1407 29.9 15.8 605 1703
$40000 - $42049 €000 0s0s0s0000 1803 8.3 25-5 1504 2808 509 1809
$42o50 - $44-099 se0080000cc0000 15‘4 803 1008 407 8.6 6.5 6.4
$45000 - $47.49 9800 cscesvonee 13-3 1502 4.5 4.7 10.0 22.4 5.7
$47a50 - $49o99 ®c0ccsosccensse 604 1809 308 208 906 ]2.4 101
$5OQOO - $52649 eevcsesnccesnee 808 1801 706 501 104 1702 -
$52.50 - $54.99 ®0esessssscons 7.7 9.8 - 109 - 509 -
$55.00 - $5701&9 @s0ess0ccesese 1.7 503 - - - 108 -
557050 - 659.99 sevesveccscsee 201 3.8 06 05 - 1.2 -
$60.00 - $62049 S060 008080800088 102 706 .6 - - - -
$62050 - $64—199 s¢0ncccvocsense 01 08 - - - - -
365000 - $67¢49 se00ssccssecse 06 203 - - .-_ - -
$67050 - $69099 XXX RN R XY X - - - - - - -
570-00 - 372049 e9000000cs0eee - - - - - - -
$72050 - $74099 eessecssssssne - - - - - - -
$75000"$79.99 ®60cesess0c00p - - - - [ - - -
$80000"'$84099 800 00sess00000 - - - - - - -
$85000 - $89.99 ®eeccsossscenee - - - Ld - - -
isgoooo-$94099 ®9cs00ecesenns - - - - - - -
$95000-$99099 tsecssvsosvove - - - - - - -
$100000 and over 8000800000000 - - - - - - -
Tot8l eeeccovscscesecs ‘J:O0.0 _]_1o0.0 100.0 100,0 100,0 LIO0.0 100,0
== — :# — F
Estimated mmber of workers ,, | 1,448 132 157 214 209 169 560
Average weekly salary 1/ ee.e. |844.00 | $50,00 | $40.00 | $39.00 | $40.00 | $45.00 | $37.50

1/ Excludes pay for overtime,
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TABLE 3,~-Scheduled weekly hours of women in Indianapolis offices, January 1950

Percent of workers emp

All Manu~ | Whole-
indus- |[factur~-} sale
tries | ing trade

Weekly hours Retail §

trade Services

public
tilities

A1l offices employing women ,.... | 100,0 j100.0 1100,0 |100,0 100,0 100.0 100.0

35 hours Se00B0sB0scessseRORatRe 009 Ool bl - 2.3 - 5.2
37%' hOUT'S scsvveccconesnssvescssse 6-3 ol 1.0 704 19!6 -
Over 37} and under 40 hours ..... 6.9 - - 2.6 23.5 2.3 3.2
40 BOUPS seevvvececsscorsnscscnne 81.9 | 99.2 78.2 | 82.4 54.6 95.7 82,2
Over 40 and under 44 hours ,..... 7 - - 1.4 - 2.0 7.6
AR + 1o s o - 3.1 3 19.4 6.0 - - 1.8
Over 4/, and under 48 hours ...... o2 - 1.4 - - - -
L8 NOUPS 4veeeveeoecacoscncsnonnes @) - - .2 - - -

1/ Less than 0,05 of 1 percent,

TABLE 4.--Scheduled days in workweek of women in Indianapolis offices, January 1950

Percent of workers emploved in offices in -
anspor-
Finance tation,

11 Manu~ |Whole- oq 1. ’ eonmuni-
indus- |factur-| sale [Retail jinsurance, . i;qon  [Services
tries | ing |trade |trade | and reall .y  iper
estate public

utilities

Days in week

All offices employing women .... 100,0 |100,0 }100,0 ]100,0 100.0 100,0 100,0

5 da¥S eecevecrassocccccocsccancs 83.1 | 98.9 78.6 | 58,7 9.8 97.7 79.6
5%(1933 Gess0000senccssesnsrscos 8o2 03 20.8 704 16-4' - 1206
6d8YS S8 0P PecrnecPROIPIRIROIIOIPIOTS 509 - - 3001 708 - 209
Other .ii.cvviiicrenconcensncses 2.8 .8 61 3.8 6.0 2.3 49
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TABLE 5.—-Va.cations with pey in Indianapolis offices, January 1950

—
Percent of worke

oyed in offices in -

anspor-
| tation
A1 Manu~ |Whole- hotail fm’ o:mnu.ni1
Vacation policy indus- [factur-| sale trade an rea.?. cation, [Services
tries | ing trade estate d other
publiec
utilities
All offices studied ..vesevesessesqq 100,0 j200,0 |100,0 POO.O0 %99‘0 100.0 100,0
6 months of servic
Offices with paid vacations ...... | 58.5 | 53.7 | 46.9 | 51.9 The3 45,6 7L.5
Under 1 week seevesnrsvascoss 8.3 8,6 3.3 | 34.8 - VA 26,3
1 WeEK sussessecscrsncsnnscnss | 48.0 | 45,0 43.6 | 17.1 67.1 41.2 43.5
Over 1 and under 2 weeks ,... o1 - - - - - 1.3
2W98k3 YRR YRR RN NN N N 2.1 cl - - 72 - 04
Offices with no paid vacations ... | 41.5 | 46.3 53.1 | 48.1 | 25.7 5hel 28.5
1 year of service
Offices with paild vacations ......| 99.4 | 98.6 |100,0 |100.0 | 100,0 100.0 98,
WEEK sonreesrnnssssnssssnan | 42,7 | 52.3 40.5 | 93.5 16.3 4£6.9 23.5
2 WOOKS seievseccesracncecens | 967 | 46.3 59.5 6.5 83.7 53.1 T4.7
Offices with no paid vacations ... .6 1.4 - - - - 1.8
2 years of service
Offices with paid vacations ......| 9.4 | 98.6 }100,0 [100.0 | 100,0 100.0 98.2
B ) U B L N o) 9.2 25.2 | 20, - 17.7 -
Over 1 and under 2 weeks .... A 3 - - - 742
2 WOBKS sasnesrcsrenssaccsoess | 88.8 | 88,7 74.8 | 9.2 | 100,0 82.3 89.7
3 ks Gsssveesievornsoeceray 02 oli» - - - hd 103
Offices wlth no peid vacaticns ... .6 1.4 - - - - 1.8
2 years of service
Offices with paid vacations ......} 99.4 | 98.6 [100.0 |100,0 | 100,0 100,0 98,2
week 0000800000000 0800000 2.0 - 6.6 11.5 - 2.1 -
Over 1 and under 2 weeks ...e o2 - - 1.7 - - -
2 WeOKS cievsvesvescansensens | 95,1 | 98,2 93.4 | 85.8 95.8 91.0 96.9
Over 2 and under 3 weeks ¢... 1.9 - 1,0 he 6.9 -
3 WOOKS eeseccessccccsnacsnse o2 oh - - - - 1.3
Offices with no paid vacations ... .6 1.4 - - - - 1.8
TABLE 6,~-Paid holidays in Indianapolis offices, Jammary 1950
Percent of workers e -
A1l Manu- |Whole- Retalil
Number of paid holidays indus- |[factwr-| sale trade Services
tries ing |trade
utilities
A1l offices studied ......ee00.00. 1100,0 { 100,0 ]100,0 §100,0 100.0 100,0 100,0
Offices providing paid holidays .. | 98.4 98,9 | 97,0 100.0' 97.0 100.0 160.0
Number of holidays:
1 05 vevuseravessocencse @ - - - - 0.4
[ EE N EENERNNREN NN NNNNE RN ] 74'4 93'5 7808 100.0 38.2 79'1 7303
8928000000000 200000000000 8'8 2.9 18'2 - 12.7 20.9 -
SOOI NENPLIRIOIICOIOIPIOIOOIOGRES 2-1 205 - - - - 2603
GsevsetrssedossIBOIIOIEL 1'0 - - - 3.5 - -
e2sevsevrsereroten 1.2 - - - 1&02 - -
1 G000 sevssevssss0s st 09 - - - 301 - -
11 Gereves00b0v00escssncce 808 - - - 31.2 - -
1 R 102 - - - 401 - -
Offices providing no paid holidwsl 1.6 1.1} 3.0 - 3.0 - -

1/ Less than 0,05 of 1 percent.
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TABLE 7,—~Formal provisions for pesid sick leave in Indianapolis offices, Januery 1950

Percent of workers employed in offices in =

Transpor=-
tation
Finance ’
Provisions for paid sick leave | ALl | Mamue fUhole-lp .\ ) lingyrance, | SO .
indus=]factur-} sale trade | and real cetion, Pervices
tries ing ([trade estate and other
public
utilities
A1l offices studied eseecvesssesses [100,0 | 100,0 {100,0 | 100,0 100,0 100,0 100,0
6 months of service
Offices with formal provisions for
paid sick 1leave seeecessssccccsas 26,7 R23.2 18.8 1.7 35,1 4865 26,3
Under 5 dayﬂ ®eccesesssecsssoe 3.3 1.5 206 - 8e7 bl -
5 dﬂys 9000000000 ssss0s0sBbRe e 1102 13.3 5.3 ol 7.5 3508 -
6 days G000 0PCROSIONOSINRIOEIIOGRONEYS 1-3 had .4 - 403 - -
7 days 966000000000t 00ernseae .3 .5 sl 1.7 - - -
10 dayﬂ 60c0s0s00ontenotssese 9.5 7.9 10.5 - 14.6 12,7 -
15 d&yS G008 00ecrONOROEICOOLISY lal - - - L bd 26,3
Offices with no formal provisions
for paid sick 1eave qeecscsccccss | 73s3 | 7648 | 81,2 | 98,3 6449 51.5 73,7
1 year of service
Offices with formal provisions
fOI' }”‘id BiCk leave ensses0c0scne 39.3 3708 43.1 43.0 35»1 51,5 3307
Under 5 days [T NN RN RN N N NN N J 07 1-5 - 1.6 - - —
5 days ."....l‘.l............ 12.4 12.2 7‘9 34.5 - 38.8 3.4
5 days Q80BN 0ROOISLOINOOISGIOEONNRESSE .l - - 1.0 — - Ld
6 days XX XYY RN YRR RNN RN R X Y 207 bad .4. 2.1 8.7 - -
7 days [ EA R AN EENENNENENENEXERRENR) 102 .5 6.1 1'7 - ol 4.0
10 days S0cescsaNGestOVIRINILIGS 12.6 22.2 18.2 - ’7.5 - -
ll da}’S [ XX R ENRYRTNRENR RN N ENR ] .2 - - 2’1 Lo - -
12 dayﬂ 9000000000 C00C0OBOILIOIOLES la2 - - - 4'3 - -
15 days [ EX AN NN NENNENE EERELNNENRN] 5.1 - 10.5 bl 9.8 - 2603
20 dByS 0080008000000 v00000000 1.9 1.4 - - Le8 - -
O'Ver 20 days @0G00000000c0s00 e 112 - hand - - 1207 -
Offices with no formal provisions
for paid sick leave sesessessesse | 6047 | 6242 | 56,9 57.0 6449 4845 6643
5 years of service
Offices with formal provisions for
mid SiCk leave [ IEE RN NN RN NENNENRRJ M.'? 46.5 43'1 4’8’8 /“l.o 51.5 33'7
Under 5 days @0000s00cccncece o7 1.5 - 1-6 - - -
5 da).s 000 P0DCOPOIONIGNONIIOERISED 1‘4.7 18.3 7.9 3405 - 323'8 3'4’
5 days G000 ORGOGINIOOIONBIIOICOIOS ol - - 100 had b -
6 dﬂys 0eeesessncssevsescenns bead - A 2.1 l/;,.é - -
7 days 0000 csencecetrscseote 1.2 o5 6.1 1.7 - ~ 40
10 d&ys S0esensvsesssvecssssne 843 19,4 - - 4ol - -
ll days 9000000000000 00000000 .2 - ol 2.1 Ld Lo -
12 dﬁys 000000000000 000000000 102 - - - 403 - -
15 days XXX NN RN RR NN NN N RN YN ] ]‘.7 - - 5.8 - - 26.3
20 days @0ccvo0nosererecnesD 6.8 349 10.5 - 14.6 - -
Over 20 days ®0seescnssscncne 5e4 2.9 1842 - 3.4 12.7 -
Offices with no formal provisions
for Pﬂid sick leave gecesesccene 55.3 53.5 56-9 51.2 44805 6603

59.0
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TABLE 8o~-Nonproduction bonuses in Indianapolis offices, January 1950

Percent of workers employed in offices in -

ranspors= i
s tation
Finance ’
All Manu=~ [Whole- . R ? Noommuni-
Type of Dbonus indus~ [factur-| sale Eetzll :.nsgranc;, cetion, [Services
tries ing [trade [WF8Ae |&nd TEAL 1.4 other
estate 5
public
utilities
A1l offices studied eseececececesess | 100,0]| 100,0 | 100,0| 100,0}] 100,0 100,0 100,0
A1l offices with nonproduction
bonuses ;/ ®0cdscncccessocecvens 54—-8 3607 50 o4 9804 6801 5344 1&607
ChI‘iStmas or ye&r—end XXX ERY ] 4103 2201 4506 6809 5206 5304— 3[&02
H‘Ofiwharing eescvsessessee 5.3 40 1,5 31.7] 2.9 - -
Other [ IR R AR RNRENS RN NN X 8‘5 1009 303 - 1206 - 1205
Offices with no nonproduction
DONUSES seeecesssesnsesecencssce 4542 13,3 49.6 106 31.9 4606 53,3

1/ Unduplicated total.

TABLE 9.-Insurance and pension plans in Indianapolis offices, January 1950

Percent of workers ggployed in offices in =

Transpor-
tation
Finance ’
All Manue [Whole- . 2 | communi-
Type of plan indus={factur-| sale Retall linsurance, cation, |Services
N trade | and real ’
tries ing |trade and other
estate
public
utilities
A1l offices studied seecessseeecses |100,0 | 100,0 | 100,0] 100,0] 100.0 100,0 | 100.0
Offices with insurance or pension
plans l/ $000000000000eei0eccee 90.8 91.5 89,8 85,1 9440 98,3 63,0
Life inSUrance seseseseseacse | 86al [ 90,7 | 87.2| 66,6] 8644 9746 5644
Health insurance [ XXX EXEX RN XN 4206 7002 2106 43.1 8.3 7906 1&.4
Retirement pension esseeesces | 4904 | 40,1 53.7] 5747 49,5 8l.4 27.6
Other [ XXX TR EARNNRRREX YRR NN ) 64’5 7300 64.8 56.6 5207 80.3 4901
Offices with no insurance or
pension plans eeeesccscccsscceen 942 8.5 10,2| 1449 6,0 1.7 37,0

1/ Unduplicated total.
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APPENDTX A

Scope and Method of Survey

The information presented in this bulletin was collected by visits of field representa-
tives of the Bureau to representative offices in the city swrveyed, In classifying workers by oc-
cupation, uniform job descriptions were used; they are presented in Appendix B.

No attempt was made to study all office occupations and, in general, the jobs surveyed
were thosme sthat are found in a large proportion of offlces and that involve duties that are more
or less uniform from firm to firm, The Jobs studied are more representative of the salaries of
women than of men office workers, ’

The study covered six broad industry divisions and in each division only establishments
above a certain size were studied, Office employment in smaller establishments was no% considered
sufficiently great to warrant inclusion of such establishments in the survey. A greater proportion
of large than of srmrll establishments was studied in order to maximize the proportion of office
workers that could be surveyed with available resources, Each group of establishments of a certain
size, however, was given only its proper influence on the information presented, The irdustries
included in the study together with the minlmum size of establishments and the number o establish-
ments surveyed are summarized below,

Establishments and workers in major industry divisions in Indlanapolis, and number
studied by the Bureau of labor Statistics, January 1950

Minimum Number of EroLorment
size of establishments TP 2OyTe
Ttem establish- Fotimated Estimated ] In establishments
ment a total 1 Studied total studied
1/ ova 2/ Total Office
Industry division
A1l QiVISIONS sesessesseracessones Lok 156 102,900 79,670 12,090
MADUFRCTUPING vveevesvesoesasns 101 112 L 62,000 51,450 5,300
Wholesale trade® seevecesssesess 2 127 26 7,400 2,350 870
Retail trad‘e 29 0P 000 8P 0BsebOPe lol 3}4‘ 18 13,80lj ll’oo(‘) 1’270
Finance, insurance, and real

E9tALE tisrsersncrrsecnncrans 6 89 25 5,700 2,680 2,500

Transportation, communication,
and other public utilities 3/ 101 19 15 11,700 10,930 1,670
Services 4/ tiiieecrsencnnsnces <6 L3 18 2,300 1,260 480

Size of establishment

All 8126 BYOUDS 4evevcoscsvvescses L2k 156 102,900 79,670 12,090
501 and over 0essec0cssssesssce 39 36 63)600 61’690 6)210
251 - 500 sisiesprscscecncocsan 30 20 11,600 7,820 2,280
101 = 250 sussseesesvoncnoseoas 11k L7 16,700 7,410 2,330
26 ~ 100 seeeersrrennsssaceces 241 53 11,000 2,750 1,270

1/ Number of plant and office workers.

g/ Plant and office employment in Indianapolis Metropolitan Area (Marion County).

3/ Excludes railroads,

H/ Business service; such professional services as engineering, architectural, accounting,
auditing, and bookkeeping firms; motion pictures; and nonprofit membership organizations,

Digitized for FRASER
http://fraser.stlouisfed.org/
Federal Reserve Bank of St. Louis



- 16 -

The information on weekly salaries excludes overtime pay and nomproduction bonuses but
includes incentive earnings, The weekly hours data refer to the work schedules for which these
salaries are paid. Hourly rates were obtained by dividing these weekly selaries by scheduled hours.
The number of workers presented refers to the estimated total employed in all establishments with-
in the scope of the study and not to the number actually surveyed.

Data are shown only for full-time workers, defined as those who are hired +to work the
establishment's full-time' schedule for the occupational clsssification,

Information on wage practices refers to all office workers except in the tabulations of
scheduled weekly hours and days In workweek for women workers, It is presented 1In terms of the
proportion of workers employed in offices with the practice in question. Because of eligibility
requiremsnts, the proportion actually receiving the benefits In question may be smaller.

The summary of vacation and sick leave plans is limited to formal arrangements and ex-
cludes informal plans vwhereby time off with pay may be granted at the discretion of the employer
or other supervisor., Sick leave plans are further limited to those providing full pay for at least
some emount of time off and exclude heslth insurance even though paid for by employers.

In evaluating information on variations in salaries with size of establishment, 1in the
few cities in which the coverage Jjustifies such a summary, 1t should be remembered that this fac-
tor may be related to others., There 1s frequently an important relationship between size and in-
dustrial classification in the broad industry groups used in these surveys.
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APPENDIX B

Descriptions of Occupations Studied

The primary purpose of the Bureau's job descriptions 1Is to assist its
field staff in classifylng workers who are employed under a varlety of pay-roll
tiltles and different work arrangements from office to office and from area to
area, into appropriate occupations., This 1s essential in order to permit the
grouping of occupational wage rates representing comparable job content. Be-
cause of this emphasis on interoffice and interarea comparability of occupation-
al content, the Bureau's Job descriptions differ significantly from those in
use in individual establishments or those prepared for other purposes. In view
of these special characteristics of the Bureau's Job descriptions, their adop-
tion without modification by any single establishment or for any other purpose
than that indicated herein is not recommended, Where office workers regularly
perform duties classified in more than one occupation, they are generally clas-
gified according to the most skilled or responsible dutles that are a regular
part of their jJob and that are significant 1in determining their value to the
firm,

BILLER, MACHINE

A worker who prepares statements, bills, and invoices on & machine other than an
ordinary typewriter. May also keep records as to billings or shipping charges or perform other
clerical work incidental to bllling operatlions., Should be designated as working on billling
machine or bookkeeping machine as described below.

Billing Machine - A worker who uses a special billing mechine (Moon Hopkins, Elliott
Fisher, Burroughs, etc., which are combination typing and adding machines) to prepare bills and
invoices from customers' purchase orders, internally prepared orders, shipping memorands, etc.
Usually involves application of predetermined dilscounts and shipping charges and entry of nec-
essary extensions, which may or may not be computed on the billing machine, and totals which
are automatically accumulated by machine, The operation usually involves a large number of car-
bon copies of the bill being prepared and is often done on a fan-fold machins.

Bookkeeping Machine - A worker who uses a bookkeeping machine (Sundstrand, Elliott
Fisher, Remington Rend, etc., which may or may not have typewriter keyboard) to prepare cus-
tomers' bills as part of the accounts receivable operation. Generally involves the simultaneous
entry of flgures on a customer's ledger record. The machine automatically accumulates figures
on a number of vertical colums and computes and usually prints automatically the debit or
credit balances, Does not involve & knowledge of bookkeeping. Works from uniform and standard
types of sales and credit slips.

BOOKKEEPER, HAND

A worker who keeps a set of books far recording business transactions and whose work in-
volves most of the following: posting and balancing subsidiary ledgers, cash books or Journals,
Journalizing transactione where judgment is involved as to accounts affected; posting general

ledger; and taking trial balances. May also prepare accounting statements and bllle; may direct
work of assistants or accounting clerks.
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BOOKKFEPING-MACEINE OPERATOR

A worker who operates s bookkeeping machine (Remington Rand, Elliott Fisher, Sund-
strand, Burroughs, National Cash Register) to keep & record of business transactions.

Class A - A worker who uses a bookkeeping machine with or without & typewriter key-
board to keep a set of records of business transactions usuelly requiring a knowledge of and
experience in basic bookkeeping principles and familiarity with the structure of the particular
accounting system used. Determines proper records and distribution of debit and credit items
to be used in each phase of the work. May prepare consolidated reports, balance sheets, and
other records by hand,

Class B - A worker who uses a bookkeeping machine with or without a typewriter key-
board to keep a record of ome or more phases or sections of a set of records pertaining to busi-
ness transactions usually requiring some knowledge of basic Ybookkeeping. Phases or sections
include accounts payable, pay-roll, customers' accounts (not including simple type of billing
described under Biller, Machine), cost distributions, expense distributions, inventory control,
etc, In addition, may check or assist In preparation of trial balances and prepare control
sheets for the accounting department.

CAICULATING-MACHINE OPERATCR

A vorker whose primary function consists of operating a calculating machine to per-
form mathematical computations other than addition exclusively,

Comptometer type
Other than Comptometer type

CIERK, ACCOUNTING

A vorker who performs cne or more accounting operations such as preparing simple Jour-
nal vouchers, accounts payable vouchers; coding invoices or vouchers with proper accounting dis-
tributions; entering vouchers in voucher registers; reconciling bank accounts; posting and bal-
ancing subsidiary ledgers controlled by general ledger, e.g., accounts receivable, accounts
payable, stock records, voucher journal, Msay assist in preparing journal entries. For workers
whose duties Include handling the general ledger or a set of books, see Bookkeeper, Hand.

CIERK, FILE

Class A - A worker who is responsible for maintaining an established filing system
and classifies and indexes correspondence or other material; may also file this material, May
keep records of various types in conjunction with files or supervise others in filing and lo-
cating material in the files, May perform Incidental clerical dutles.

Class B ~ A worker who performs routine fililng, usually of material that has already
been classified, or locates or assists in locating material in files. May perform incidental
clerical dutles.

CLERK, GENFRAL

A vorker who 1s typlcally required te perform a variety of office operations. This
requirement may arise as & result of Iimpracticability of specialization in a small office or
because versatility is essential in meeting peak requirements in larger offices. The work
genserally involves the use of independent Jjudgment in tending to a pattern of office work from
day to day, aswell as knowledge relating to phases of office work that occur only occasionally.
For example, the range of operations performed may entall all or some combination of the fol-
lowing: eanswering correspondence, preparing bills and invoices, posting to various records,
preparing pay rolls, filing, etc., May also operate various office machines and type as the

vork requires. (See Clerk-Typist.)
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CLERK, ORDER

A worker who receives customers' orders for material or merchandise by mail, phone,
or personally and whose duties Involve any combination of the following: quoting prices to cus-
tomers, making out an order sheet listing the items to make up the order, checking prices and
quantities of items on order sheet, distributing order seheets to respective departments to be
fi1lled, May alsc check with credit department to determine credit rating of customer, acknowl-
odge recelpt of orders from customers, follow-up orders to see that they have been filled, keep
file of orders received, and check shipping invoices with original orders. N

CLERK, PAY-ROLL

A worker who computes wages of company employees and enters the necessary data oh the
pay-roll sheets and whose duties involve: calculating worker’s earnings based on time or produc-
tion records; posting calculated data on pay-roll sheet, showing informatlon such as worker's
nams, working days, time, rate, deductions for insurance, and total wages due, In addition, may
make out pay checks and assist the paymaster in meking up and distributing the pay envelopes.
May use & calculating machine.

CLERK-TYPIST

A warker who does clerical work requiring little special training but the performance
of which requires the use of a typewriter for a major portion of the time and whose work in-
volves typing letters, reports, and other matier from rough draft or corrected copy and one or
more of the following: keeping simple records; <filing records and reports; making out bills;
sorting and distributing incoming mail.

KEY-PUNCH_OPERATOR 1/

Under general supervision and with no supervisory responsibilities, records account-
ing and statlstical data on tabulating cards by punching a serles of holes in the cards in a
specified sequence, using a numerical key-punch machine, following written informastion on rec-
ords, May be required to duplicate cards by using the duplicating device attached to machine,
Keeps flles on punched cards. May verify own work or work of others.

OFFICE BOY OR GIRL

A worker who performs a varlety of routine duties such as rumning errands; operating
minor office machines, such as sealers or mailers; opening and distributing mail, and other
minor clerical work., (Bonded messengers are excluded from this classification,)

SECRETARY 1/

A worker who performs secretarial and clerical duties for a superior in an adminis-
trative or executive position and whose dutles involve the following: making appointments for
superior; recelving people coming into office; answering and making phone calls; handling per-
sonal and important or confldential mall, aud writing routine correspondence on own initiative;
taking dictation, either in shorthand or by stenotype or similar machine (except where tran-
scribing machine is used), and transcribing dictation or the recorded information reproduced on
a trangcribing machine, In addition, may prepare special reports or memorands for Information
of superior,

STENOGRAPHER, GENERAL

A worker whose primary function is to take dictation from cne or more persons, either
In shorthand or by stenotype or simllar machine, involving a normal routine vocabulary, and to

1/ Not surveyed in all citiles.
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STENOGRAPHER, GENERAL - Continued

transcribe this dictation on a typewriter. May also type from written copy. May also set 'up and
keep files in order, keep simple records, etc. Does not include transcribing-machine work. (See
Transcribing-Machine Operator.)

STENOGRAPHER, TECHNICAL

A vorker whose primary function is to take dictation from one or more persons, elther
in shorthamd or by stenotype or similar machine, involving a varled technical or specialized
vocabulary such as in legal brilefs or reports on scientific research and to transcribe this
dictation on a typewriter., May also type from written copy. May also set up and keep files In
order, keep simple records, etc. Does not include transcribing-machine work. (See‘l'ranscribig—
Machine Operator.)

SWITCHBOARD OPERATOR

A worker who operates a single or multiple position telephone switchboard, and whose
duties involve: handling incoming, outgoing, and intraplant or office calls. In addition, may
record toll calls and take messages. As a minor part of duties, may give Information to per-
song who call in, or occasionally take telephons orders. ,h For workers who also do typing or
other stenographic work or act as receptionists, see Switchboard Operatcr-Receptionist,

SWITCHBOARD OPERATOR-RECEPTIONIST

A worker who in addition to performing duties of operator, on a single position or
monitor-type switchboard, acts as receptionist and/or performs typing or other routine clerical
work as part of regular duties, This typing or clerical work masy take the major part of this
worker's time while at switchboard,

TRANSCRIBING-MACHINE OPERATOR, GENERAL

A worker whose primary function is to transcribe dictation involving a normal routine
vocabulary from transcribing-machine reccrds, May also type from written copy and do simple
clerical work, A worker who takes dictation in shorthand or by stenotype or similar machine is
classified as a Stenographer, Generel,

TRANSCRIBING~MACHINE OPERATOR, TECHNICAL

A worker whose primary function is to transcribe dictation involving a varied tech-
nical or speclalized vocabulary such as in legal briefs or reports on scientific research fram
tranecribing-machine records. May also type from written copy and do simple clerical work., A
worker who takes dictation in shorthand or by stenotype or similar machine is classified as &
Stenographer, Technical. '

TYPIST

A worker who uses a typewriter to make coples of various material ar to make ocut bills
after calculations have been made by another person, May operate a teletype machine.

Class A - A worker who performs one or more of the following: typing material in
final form from very rough and involved draft; copying from plain or corrected copy in which
there ls a frequent and varied use of technical and unusual words or from foreign language copy;
combining material from several sources; or planning lay-out of complicated statistical tables
to maintain uniformity and balance In spacing; typing tables from rough draft in final form.
May also type routine form letters, varying details to suit circumstances.

Class B - A worker who performs one or more of the following: typing from relatively
clear or typed drafts; routine typing of forms, Insurance policies, etc.; setting up simple
standard tabulations, or copying more complex tables already set up and spaced properly.
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